[Tpuka3z MunucrepcTBa Tpyaa U conuanbHO 3amuThl PO ot 6 mas 2015 r. N 2761 "O0 yTBepKIeHUN
npogdeccuoHanbHOro cragaapra "CrnenuaaucT 110 OpraHu3alliOHHOMY U JOKYMEHTAallMOHHOMY
o0ecrneueHunIo yIpaBieHus: opranuzamnuein”

IIpuxa3 MuHucTepcTBa TPyAa M cONMaNbHOM 3amuThl P® oT 6 masi 2015 r. N 276H
"O0 yrBepxaeHNH NPOPecCHOHATBLHOTr0 cTanaapTa ""CrneuuajancT no OpraHu3auoHHOMY U
AOKYMEHTAIlHOHHOMY o0eclleYeHHI0 YIIpaBJIeHus opranu3anueii"

B cootBerctBuM ¢ myHkroMm 16 IlpaBunm  pa3paOOTKHM, YTBEPXKICHUS MW  IPUMCHECHHS
npoeCCHOHATBHBIX ~ CTaHIAPTOB, YTBEPXKAEHHBIX roctaHosienreM llpaButenscTBa Poccuiickoii
Oenepannn ot 22 saBaps 2013 r. N 23 (Cobpanme 3akoHoaatenbcTBa Poccuiickoit denepanum, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3bIBao:

YTBEpIUTh MpuiaraeMelii rpodeccuonansHelii ctanaapT "CrneuuaiucT Mo OpraHU3alMOHHOMY U
JIOKYMEHTAI[MOHHOMY OOECIICUCHHIO YITPABJICHUS OpraHu3aiuei’.

Munuctp M.A. Tonunux

3apeructpupoBano B Muntocte PO 2 urons 2015 r.
Peructpanuonnsiiit N 37509
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IMpodeccnonanbHblii cTAHAAPT
Crnenmnajauct 1o OpraHu3aliiOHHOMY U IOKYMEHTALMOHHOMY 00ecle4eHH 0
ylnpaBJieHUsI OpraHu3anueit
(yTB. 1npukazoM MHHHCTepPCTBA TPyAa U conuanbHol 3ammThl PD ot 6 mas 2015 r. N 276H)

447

PermMcTpaluMOHHEI HOMED

I. O0ue cBeaenud

OpI‘aHMBaLU/IOHHOG M OOKYMEHTAILIMOHHOE obecrneueHue

YyIpaBJeHUS OpPTaHM3aLUUAMM JIOOBX OPTaHM3alMOHHO-TIPABOBEX
bopmMm 07.002
(HamMMeHOBaHMe BUIa NpPobecCUoHAaNbHOM IeaTesIbHOCTU) Kon

OcHoBHas Ocjab BUJa HpO(i)eCCHOHaHLHOﬁ JACATCIIBHOCTH

Peanmzanus obecrieunBaronmx GyHKIUN yIPaBICHUS OpraHU3aIei; BHEAPEHHUE JTYUIINX
TEXHUYECKHUX pa3pabOTOK M HOBEHMIIMX TEXHOJIOIHH B o0ecriedeHre YIpaBIeHHs OpraHu3aluei

I'pynna 3angrwii:

2432 bubnuorexapu, bubnuorpadsr, | 3431 AMUHUCTPAaTUBHO-YIIPABIEHYECKHUI
JOKYMEHTOBE/IBI 1 HepcoHan

CHELHATNUCThI POACTBEHHBIX
npodeccuit

4222 Crnyxamue, 3aHATBIE IPUEMOM | - -
1 UTHPOPMUPOBAHUEM
[IOCETUTENEN

(xon (HauMeHOBaHUE) (ko OK?3) (HauMeHoOBaHUeE)
OK3*(1))

OtHecenue K BHUJIaM SKOHOMUYECKON ACATEIbHOCTH:

82.1 JlesTenbHOCTh aIMUHUCTPATUBHO-XO035CTBEHHAs U BCIIOMOTaTENIbHAS
JESITENIbHOCTD 110 00ecrieueHu 0 (QYHKIIMOHUPOBAHMS OpraHu3alun

82.3 JlesaTenbHOCTb M0 OpraHu3alui KOH(EPEHINHI U BBICTABOK

(xon (HauMeHOBaHME BUJ]a SKOHOMUYECKOH eI TeTbHOCTH)

OKB31*(2))

I1. Onucanne TpyAOBbIX (PyHKIMI, BXOAAIIUX B NPOPeCCHOHAIBHBIH CTaHAAPT ((PYHKIMOHAIBHAS
KapTa Buaa npogecCMOHAJIbHOM 1eATeIbHOCTH)

O060011eHHBIE TPYIOBBIE PYHKIIUU TpynoBsle GyHKINU
KOJ |  HAaMMEHOBAHME | YPOBEH HaWMCHOBaHHE KO |  ypoBeHb
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b
KBaTH
WKaIUU

(moxypoBeHb)
KBATH(UKAIIH
u

OpraHu3anuoHHOe
oOecrieyeHue
JIEATENLHOCTH
OpTraHu3aIuu

3

[Ipuem u pacrpezeseHue
TeneOHHBIX 3BOHKOB
OpraHu3alum

A/01.3

3

Opranuzanus paboThI ¢
HOCETUTEISIMA OPTaHU3ALUH

A/02.3

Brimmonnenue

KOOPJIUHUPYIOIINX U
obecrieunBaronMX QyHKIUH

A/03.3

JIoKymMeHTalmoHHOE
obecneyenne
JIEATEIIbHOCTH
OpraHHu3aIuu

Opranuzanus paboThI ¢
JOKYMEHTaMHU

B/01.4

Opranu3zanys TeKyIero
XpaHEeHUsl JOKYMEHTOB

B/02.4

Opraamzanus 00padoTKH e
JUTSL TOCJIETYFOIIIETO
XpaHEHHUs

B/03.4

OpraHu3aloHHOE,
IIOKYMGHTaHI/IOHHOG nu
UH(OPMAIIHOHHOE
oOecrieyeHue
JIEATEIBHOCTH
PYKOBOJIUTEIS
OpTraHu3aIuu

Oka3zaHue oMoIu
PYKOBOJUTEIIO B
IUTAHUPOBAHUH pabovero
BPEMEHU

C/01.6

[TnanupoBanue pabouero gHs
ceKperaps

C/02.6

Opranuzanus TeaepOHHBIX
HIEPErOBOPOB PYKOBOIUTEIS

C/03.6

Opranu3zaiys KOMaHAMPOBOK
PYKOBOIUTENS

C/04.6

Opranuzanus padboTsl ¢
MOCETUTEISIMU B TPUEMHON
PYKOBOAUTESA

C/05.6

Opranuzanys noAroToBKH,
MPOBEJCHUS U 00CITYKUBAHUS
KOH(EPEHTHBIX MEPONIPUATUI

C/06.6

Opranuzanysi HICIIOJTHEHUS
pelIeH, OCYIIECTBICHUE
KOHTPOJISI UCTIOJTHEHUS

MOPYYEHUN PYKOBOJUTEINS

C/07.6

Opranuzanus u

noJiep KaHue

(b yHKIIMOHAIBHOTO paboydero
IPOCTPaHCTBA IPUEMHOM U
KaOMHeTa pyKOBOJUTENs

C/08.6

Pa3paboTka J0KaIbHBIX
HOPMAaTHBHBIX aKTOB,
perIaMeHTHPYIOLINX PaboTy
ceKpeTaps

C/09.6

Cocranenue u opopmiieHUE
YIIPaBJICHUYECKON

C/10.6




JOKYMCHTAllUU

Opranu3anus padoThl C C/11.6 6
JIOKYMEHTaMU B IIPUEMHOMN
PYKOBOJUTES

Opranuzanus XpaHeHus C/12.6 6
JOKYMEHTOB B IPUEMHOI
PYKOBOJIHTEILS

ObecrieueHne PyKOBOTUTEIS C/13.6 6
nHpopmarmen

Opranuzanus C/14.6 6
UH(pOPMAITMOHHOTO
B3aHUMOJCHCTBUS
PYKOBOJMTEIIA C
MOApa3IeICHUSIMU U
JOJDKHOCTHBIMH JINIIAMU

OpraHu3aIu
D Nudopmanmonno-ana | 6 dopMupoBaHue D/01.6 6
JUTHYECKast U UH(POPMAITMOHHOTO
OpraHU3alMOHHO-aIM B3aUMO/JIeICTBUS
UHUCTPAaTUBHAS PYKOBOJUTEIIS C
HOJIepPIKKa OpraHu3alysIMU
JeSITEIbHOCTH Ananu3 nHpopMaLuu 1 D/02.6 6
PYKOBOJUTENS HOJrOTOBKA
OpraHu3aIH MH(POPMAIIMOHHO-aHATTUTHIEC
KHUX MaTepuasoB
Opranuzanys Je0BbIX D/03.6 6
KOHTAKTOB M ITPOTOKOJIBHBIX
MEPONPUATHI
Opranuzanys UCIIOJHEHUS D/04.6 6

pEeLIeHU N PYKOBOIUTEIS

II1. XapakTtepucTuka 00001IeHHBIX TPYAOBBIX (PyHKIIMIT

3.1. O600m1eHHas TpyaoBast pyHKIHS

HaumenoBan | OpranuzanuonHoe obecrieueHne Konx A | YpoBeHb 3
ue JESITEIbHOCTH OpraHu3aluu KBaJTH(pHUKAIIUN
[Ipoucxoxaenue Opurnnan X | 3aMMCTBOBaHO U3
0000111eHHON TPYI0BOM OpHUTHHaa
byHKIIHA
Kog Perucrpanuon
OpUrMHaJIa HBII HOMEp
npodeccuoHan
BHOTO
CTaHzapTa
BozmoxHble Cekperapb-aIMUHUCTPATOP

HauMCHOBaHU




JIOJDKHOCTEH,
npodeccuit

TpeboBanus k
00pa30BaHMIO U
00y4eHHIO

Cpennee obmiee oOpa3oBaHue

[IpodeccrnonansHoe 00ydeHHE - TPOrpaMMBbI TPO(ecCHOHATEHOM MOATOTOBKU
1o npodeccusiM padovKX, TOJHKHOCTSIM CITYKaIIUX, POTPaMMBbI
MEPEnoAroTOBKH pabouuX, CIyXKalluX, IPOrpaMMbI IMOBBIIICHUS KBaTH(DUKALIUN
pabouux, CIy)Kamx

TpeboBanus k
OTIBITY
MPaKTUYECKOU
paboThI

Oco06ble ycrnoBus
JorycKa K pabore

Hpyrue
XapaKTEPUCTUKU

JlononHUTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHTa Kon HaumenoBanue 6a30BO rpyIIbL, JOKHOCTH

(mpodeccun) WU CIEUATbHOCTH

OK3 4222 | Cnyxamiue, 3aHAThIE IPHEMOM U HH(POPMHUPOBAHUEM
MIOCETUTENIEeH
OKCO*(3) 032001 | JlokyMeHTOBeEeHNE U JOKYMEHTAIIMOHHOE
o0ecreyeHne yrnpanJeHUs
3.1.1. TpynoBas GpyHKuMs
HaumenoBanue [Tpuem u pacnpenenenue Kon A/01.3 | YpoBeHn 3
TereOHHBIX 3BOHKOB (TOMypOBEHB)
OpraHu3au KB (PUKAIAN
[Tpoucxoxnenue Opurunan X 3anMCTBOBaH
TPyZIOBOU 0 u3
byHKIIHA OpWTrMHAaza
Kon Perucrpanuonnsii
OpUTHHANA HOMEp
npogeccuoHaIbHO

ro CTaHjapTa

TpynoBeie nencTBUS

[lepenanpasienue TenepOHHBIX 3BOHKOB PYKOBOJICTBY U COTPYAHUKAM
OpraHu3alyuu

Peructpanus nocrynarmomux teaeOHHBIX 3BOHKOB

[Tonyuenne HeoOXoauMOM HH(POPMAIIMH U TIepeaya CAaHKITMOHUPOBAHHOM
nHpopmanuu no tenedony

HeoOxonumeie ymenust | Mcnonb3oBaTh TEXHUYECKHE U TPOTPaMMHBIE CPE/ICTBA AJIs TPOBEACHUS

TOJIOCOBOI MJIM BU€0-KOH(EPEeHII-CBSA3U

Hcnonp30Bathk cpecTBa KOMMYHHKAIIMOHHON OPITEXHUKH JUTS TIOIYYCHUS U
nepeaayu MHGopMaIuu
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Bectu yueTHbIe perucTpaiinoHabie (JOPMBI, UCIIOIB30BATh UX IS
MH(POPMAITMOHHOKN pabOTHI

YcTaHaBIMBaTh KOHTAKT C COOECETHUKOM, MOICP)KUBATh U Pa3BUBAThH
JIeJIOBYI0 Oecey B mmpolecce TeaeOHHbBIX IEPEroBOPOB

CriaxxuBaTh KOHQIUKTHBIC U CIIOKHBIC CUTYAIIHH MEXITHYHOCTHOTO
B3aUMOJCUCTBU

ColmroaTh CITyKeOHBIM STUKET

Heo6xonumeie @DyHKINH, 33]1a4, CTPYKTYpa OPraHU3al1u, €€ CBA3U
3HAHHUSA IIpaBuia B3aMMOIEHCTBYS C TapTHEPAMH, KIIMEHTaMH, CPEICTBAMHA MacCOBOU
uHpOopMaIu
OTHKA J1e710BOro 00IIEHUs
IIpaBuia peyeBoro 3TUKeTa
TpeboBanust 0XpaHbl TpyAa
ITpaBuia 3amuThl KOH(UACHIMAIBHON CIIy>KeOHOM nH(popManuu
HApyrue -
XapaKTEPUCTUKHU

3.1.2. TpynoBas GpyHKIHs

HaumenoBanue | Opranuzaius paboThI ¢ Kon | A/02.3 | YpoBenb 3
ITOCETUTEISIMU OpraHU3aLuN (mogypoBEHb)
KBaTM(UKAITUH
IIpoucxoxnenne | Opurnnan X 3aMMCTBOBAHO U3
TPyZIOBOH opuruHaia
byHKIIUU
Konx Perucrpanmo
OpUrvHaja HHBII HOMED
npodeccuona
JIBHOTO
CTaHJapTa

Tpynossie nencTBUs

BCTpeqa HOCCTI/ITCJICI\/’I, MOJIYYCHHC HCpBH‘lHOﬁ I/IH(I)OpMaI_II/II/I O IMMOCCTUTCIIAX U
IIOMOIIb B OpraHn3aliu UX NprueMa pyKOBOAUTCIIEM U COTPYJHUKaAMU

Benenue JKypHaJia 3a1rcCu MoceTuTenei

VY4er nocerureneit 1 opopmMIIeHHE TPOMYCKOB

CopeiicTBHE OTIEpAaTUBHOMY PaCCMOTPEHUIO MTPOCKO U MPEATIOKEHU N
HOCETUTENEH

IIpuem u nepenaya JOKyMEHTOB IIOCETUTENIENH PYKOBOACTBY M COTPYAHUKAM
OpraHu3aIu

OpFaHI/I3aI_II/ISI n 6pOHI/Ip0BaHI/IC NEPCroOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeiHoro) crona B oduce

[IpuroroBnenue HanUTKOB (Yail, Kode, MPoXJIaIUTEIbHbIE HAITUTKH)

Heo0Oxoaumsie
YMEHUSA

O6H_IaTLC$I C IIOCECTUTCIIIMU

Hcnons30BaTh yCTaHOBJIEHHBIE MTPABUJIA U TPOLIETYPbl KOMMYHUKALIMU BHYTPH
OpraHu3alyu

Bectu yuetHsie hopMbl, HCIIOIB30BATh UX JIJIS1 paOOTHI

COSI[aBaTB MOJ0KUTETbHBIN UMUK OpraHru3aliun

[TpuHMMaTh Mephl O pa3penIeHuI0 KOH(QIUKTHBIX CUTYaIUi




[TpumeHsTh HH(OPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

O6ecneuynBaTh KOHPUACHIIMAIBHOCTh HHPOPMALTUU

Heo0Oxoaumbie
3HAHUSA

IIpaBuiia oprauu3anuy npuema noceTuTene

[TpaBwiia genoBoro oomeHus

CtpykTypa opranuzaiuu 1 pacnpesesienne GyHKIUH MeXIy CTPYKTYPHBIMU
MOAPAa3ACIICHUSIMU U CHICITUATNCTAMH

[IpaBuia opranu3zaiuu npuemMoB B opuce

[TpaBuia cepBUPOBKH YaifHOTO (KO(EHHOT0) cTONIa

HpaBI/IJ'Ia IPUTOTOBJICHUA U ITIOJAaYU I'OPAYNX HAIIUTKOB U 3dKYCOK K HUM

DTUKA AEJIOBOr0 OOIIEHUS

IIpaBuia peyeBoro dTUKETa

TpeboBanust oxpaHsl Tpyaa

[TpaBuia 3anuThl KOH(UACHIIMAILHON CITY)K€OHOM nH(pOopMauu

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.1.3. TpynoBast pyHKIHS

HaumenoBanue Bremonnenue koopauaupytronmx | Kox | A/03.3 | YpoBenb 3
1 o0ecneunBaOIUX (yHKIIHHA (moaypoBeHb)
KBTI (DUKAITAH
[Tpoucxoxaenne | Opurunan X 3auMCTBOBaHO
TPyZIOBOH W3 OpUTHHAaIa
byHKIIUU
Kon opurnnana Perucrpanmnon
HBII HOMEp
npodeccruonan
BHOTO
CTaHJapTa
Tpynosbie Benenne xypHaia pa3pe31oB pabOTHUKOB OpraHU3aIin
JeCTBUS Koopaunanust paboThl KypbepoB U BOJUTEIICH OpraHu3aluu
Benenue xypHana pa3be3oB KypbepOB OPTaHU3aIMU U MapIIPyTOB BOAUTEIEH
CocraBieHue CrpaBKu O pa3be3ax padOTHUKOB, KYpPhEepPOB M MapLIPyTax
BOJIUTEJICH OpraHU3allun
Heo6xoaumeie CoCTaBJITh U BECTH YUETHBIE JJOKYMEHTHI
YMCHHUS [TpuMeHsITh cpecTBa KOMMYHHKAITUH JIJIS TIepeAadd OPYyUEHUN PyKOBOIUTEINS
Y COTPYJTHUKOB OpTraHU3aIiN
[TpuMeHsTH COBpeMEHHBIE cpesicTBa cOopa, 00pabOTKH U Mepeiaun
nHpopManuu
OrneHNBaTh pPe3yNbTaThl B pAMKaxX MOCTaBJICHHBIX 3a/1a4
OcymiecTBIATh KOHTPOJIb UCIIOTHEHUS TIOPYYCHUH PyKOBOIUTEIS
COTpYJTHUKAMHU
HeoOxonumeie [IpaBuia pedyeBoro sTuKeTa
3HaHUS DTHKA JIeII0BOr0 OOIIEHUS

TpeboBanust oXpaHbl Tpyaa

[TpaBuna 3amuThl KOHGUACHITMATBLHOM CITy>)keOHOM nHDOpMaIuu

CTpyKTypa OpraHu3aliu 1 pacrpeeneHue GyHKIIi Mex 1y CTPYKTYPHBIMH




noAapasaACIICHUAMUA U CIICHUAJIMCTAMU

HApyrue -
XaPAKTCPUCTHUKHU

3.2. O6o6uieHHas Tpya0Bast QyHKIHS

HaunmenoBan | [lokymeHTanmonHoe o0ecredeHue Kon B | YpoBenn 5
ne JESTeIbHOCTH OpraHu3alluu KBaJTU (DUKAITAH
IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
0000IICHHON TPYI0BOM OpUTHHaJa
byHKIIUU

Kon Peructparnmonubit

opuruHaia HOMED
po¢eCCUOHATBHOT
0 CTaHjaapTa

Bo3moskHEIE Jenonpoun3BoauTeins
HauMEHOBaHUS

JOJDKHOCTEH, Tpodeccuid

TpebGoBanus k
00pa3oBaHMIO U
00y4YEeHHIO

Cpennee npodeccronanbHoe 00pa30BaHKE - IPOTPaAMMBbI MTOJTOTOBKH
KBaJIM(UIIMPOBAHHBIX pabOUUX, CITYIKAIIUX

TpebGoBaHUs K OTBITY
IPAKTUYECKON pabOThI

Oco0Oble ycrmoBus
JI0IycKa K pabore

Jlpyrue xapakTepucTuKu

JlononHuTENbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHnTa Kon HanmenoBanne 06a30B0ii TPYIIIbI, TOKHOCTH
(mpodeccun) mim crnenuagIbHOCTH

OK3 3431 AJIMAHHCTPAaTHUBHO-YIIPABJICHYECKHI EPCOHAT

EKC*(4) - Jlenonpoun3BouTeb

OKIIATP*(5) 21299 Jlenonpon3BoauTenb

OKCO 032002 JlokyMeHTaIMoOHHOE oOecrieueHne ypaBleHus U

apXUBOBEICHHE
3.2.1. TpynoBas pyHKIIsS

HaumenoBanu | Opranusanus paboThl ¢ JOKyMEHTaMU Kog B/01.5 | YpoBens 5

e (moaypoBEHb)
KBTI (hUKAIH
u

[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3

TPyZLOBOH OopuUrvHaia
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byHKIIUU

Kon Peructparmonubit
OpuUrvuHaa HOMED
podeCCHOHAIBHOTO
cTaHjapra

Tpynossie
JIEUCTBUS

ITpuem u nepBuyHast 00pabOTKa BXOIAIMINUX JOKYMEHTOB

[IpeaBaputenbHOE PAaCCMOTPEHHE U COPTUPOBKA JIOKYMEHTOB Ha
pEerucTprpyeMble U HE PETUCTPUPYEMbIE

HOI{I‘OTOBKa BXOIAIUX NOKYMCHTOB JJI pACCMOTPCHUS PYKOBOJUTCIICM

PCFI/ICTpaHI/IH BXOOAIINX TOKYMEHTOB

OpFaHI/I3aLII/I$I AOCTAaBKH JOKYMCHTOB UCIIOJHHUTCIIAM

Benenue 0as3sl JaHHBIX JOKYMCHTOB OpraHU3allun

Benenne nHpOpMamoHHO-CIPABOYHOM PaOOTHI

O6paboTka 1 OTIPaBKA UCXOASIINUX JOKYMEHTOB

Opranu3zanus paboThI IO PETUCTPALIMH, YUETY, XPAHCHUIO U TIepeiaye B
COOTBETCTBYIOIIME CTPYKTYPHBIE OAPA3AEIEHUS JTOKYMEHTOB TEKYILIETO
JIEJIOIPOU3BOJICTBA

KOHTpOJII) HCITIOJIHCHUA JOKYMCHTOB B OpraHnM3allvin

HeoOxonumele ymeHust

PaGoTath co Bceit COBOKYITHOCThIO HH()OPMAITMOHHO-OKYMEHTAIIHOHHBIX
pecypcoB OpraHu3aIiu

ITone3oBaTbes OazaMu AaHHBIX, B TOM YHUCJIC YIAJICHHBIMU

Ilons30BaThCA CIIPaBOYHO-ITPABOBBIMH CUCTCMAaMU

ITonp30BaTbCs AaBTOMATU3UPOBAHHBIMU CUCTEMAMU y4€Ta, pErUCTpaLiiy,
KOHTPOJISI U HH()OPMALIMOHHO-CIIPABOYHBIMU CUCTEMAaMHU TP padboTe ¢
JOKYMEHTaMU OpraHUu3aluu

[TpumMeHsATH COBpeMeHHbIE HH(OPMAIIHOHHO-KOMMYHHUKALIMOHHBIE
TEXHOJIOTUH IS PaOOTHI C IOKYMEHTaMH, B TOM YHUCIIE JIJISl €€ ONTUMH3AINN
Y TOBBIIEHUSI 3 (EKTUBHOCTH

HeoOxoaumeble 3HaHUSA

HOpMaTI/IBHI)IC IMPpaBOBLIC aKTbl © HOPMATUBHO-MCTOJUYCCKNEC JOKYMCHTHI,
OMPCACIIOINC MTOPAAOK NOKYMCHTAIIMOHHOT'O obecneueHUs YIpaBJICHUA

CTpyKTypa OpraHnu3aiuu, pyKOBOJCTBO CTPYKTYPHBIX MOpa3ielieHui

COBpeMeHHBIe I/IH(I)OpMaI_II/IOHHBIe TCXHOJIOT'NH pa60TBI C JOKYMCHTaAMU

[Topsimok paboThI ¢ JOKYMEHTaMHU

CxeMbl JOKyMEHTO000poTa

HpaBI/IHa pa60TI)I C BXOOAIMMHU, UCXOAIUMHA 1 BHYTPCHHUMU JOKYMCHTaAMU

HpaBI/ma opranu3anvii 1 (bOpMBI KOHTPOJIA UCITOJTHEHHA JOKYMCHTOB B
OpraHu3anun

Tumnoswie CPOKH UCITOJITHCHUA TOKYMCHTOB

ITpuHIUTIIBI pabOTHI CO CPOKOBOM KapTOTEKOM

Ha3snadenne u TEXHOJIOTHS TCKYHICTo U MPEAYIIPCAUTCIIEHOTO KOHTPOJIA

HpaBI/IJ'Ia COCTAaBJICHHUA aHAJIUTUYCCKUX CIIPABOK IO OPraHU3aluu pa6OTBI C
JOKYMCEHTAMH 1 KOHTPOJIIO UCITOJIHCHUSA JOKYMCHTOB

HpaBI/IJ'Ia JAOKYMCHTAIITMOHHOT' O obecreueHust ACATCIIbHOCTU OpraHru3allnn

Bunsl JOKYMCHTOB, X HA3HAYCHHUC

TpeboBanusi, mpenbsBIsieMble K JOKYMEHTaM B COOTBETCTBUH C
HOPMATHUBHBIMH aKTaMH U TOCYIapCTBEHHBIMU CTaH/IAPTAMHU

[IpaBuna cocraBneHus: 1 oopmieHus: THPOPMAITMOHHO-CIPABOYHBIX,
OpraHU3alMOHHBIX, YIPABICHUYECKUX TOKYMEHTOB




[IpaBuna co3mpanus u BeJeHUs 0a3 TaHHBIX CIIY)KEOHBIX JOKYMEHTOB B
OpraHu3aluu

CHUCTEeMBI 3JIEKTPOHHOTO JJOKYMEHT0000pOTa

HpaBI/IJ'Ia 1 CPOKH OTIPABKHU UCXOOAIUX TOKYMCHTOB

TpeboBanust oxpaHsl Tpyaa

HApyrue
XApaKTCPHUCTUKHU

3.2.2. TpynoBas GpyHKIUS

Haumenosanue Opranuzanus Texymiero xpanenus | Kona B/02.5 YpoBeHnb 5
JIOKYMEHTOB (moxypoBeHb)
KBTI (UKALTTH

[Ipoucxoxaenune | Opurunan X 3aMMCTBOBAHO U3
TPyZIOBOM opuruHaia
byHKIIUN

Kon PerucrpanuonHbl

opuUrrHaiza 71
HOMeEp
npodeCCHOHAIIbH

oro cragaaprta

Tpynossie
NENUCTBUSA

Pa3pa60TKa HOMCHKIJIATYPBI ACJI OpTraHnu3allun

[IpoBepka npaBHIILHOCTH 0OPMIIEHHS TOKYMEHTOB U OTMETKH 00 UX
UCTIOJHEHUH Nepe] X (OPMHUPOBAHUEM B JIEIIO JUIS OCIEYIOLIET0
XpaHeHUs

q)OpMy.]'II/IpOBaHI/Ie 3aroJIOBKOB J€J1 U ONIPCACIICHUEC CPOKOB UX XPAHCHUA

dopMHpOBaHUE JEN

KoHTposb npaBUIIBHOTO U CBOEBPEMEHHOI'O pacipeiesICHUs U MOAIINBKU
JIOKYMEHTOB B JIeJia

Heo6xoanMele ymeHUst

OpraHu3oBbIBaTh pabOTYy MO YUETy, XpPaHEHUIO U Nepeaye B
COOTBETCTBYIOIIEE CTPYKTYpPHOE MO/Ipa3IeieHne JOKYMEHTOB TEKYIIETO
JIEJIONPOU3BOJCTBA

OCYH.[CCTBHHTL METOANYCCKOC PYKOBOACTBO ACIIOIPONU3BOJACTBOM B
OopraHu3anvu, KOHTPOJHUPOBATH IPABUIIbHOC (I)OpMI/IpOBaHI/Ie, XpaHCHUC U
caaqy A€ B apXHB

Pa3pa0aTbiBaTh HOMEHKJIATYPY J1€]1 CTPYKTYPHOT'O MOAPAa3AeICHHUS

Hcnonbs30BaTh HOMEHKIIATYPY A€ PU U3YYEHUU CTPYKTYPhl OpraHu3aluu,
COCTaBJIEHUU OITHCEN JeN

Opranu3oBbIBaTh paboTy 1Mo HOPMUPOBAHHIO JIE]T B COOTBETCTBHH C
YTBEPKICHHOW HOMEHKJIATYPOU JIeJI OpraHu3alun

[IpaBuibHO U cBOEBpEMEHHO (hOPMUPOBATH JOKYMEHTHI B JIENIa C YYETOM UX
cnenuduku

CI/ICTCMaTI/IBI/IPOBaTB JAOKYMCHTBI BHYTPH OCJIa

Ob6ecneynBaTh COXPaHHOCTb U 3aIUTY JOKYMEHTOB OpraHu3aliu

[IpumensTh MHPOPMALTMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU JJIs1 pa0OThI
C JIOKyMEHTaM#1

Heo0xonnMeie 3HaHUS

HOpMaTI/IBHBIC ITPaBOBBIC aKTbl, HOPMATHUBHO-MCTOANYCCKUC TOKYMCHTEI,




rOCYJIapCTBEHHBIE CTAHIAPTHI, ONPEACIISIOIINE TOPSIOK
JIOKYMEHTAI[MOHHOT0 00ECTIeUeHUs! yIIpaBICHUS

Busl HOMeHKIaTyp, o01e TpeOoBaHus K HOMEHKIIATYpe, METO/IMKA €€
COCTaBJICHUS U 0hopMIICHHS

[IpaBuna coriaacoBaHusi HOMEHKJIATYPHI JIeJ1 C BEIOMCTBEHHBIMU apXUBaMu U
SKCIEPTHON KOMHUCCUEH

[Topsaok popmupoBanus u ohopMIICHHS e, crierudruka GopMUPOBAHUS
OTJAEJIbHBIX KaTErOpuil Jel

[IpaBuna xpaneHus Aei, B TOM YUCJE ¢ JOKYMEHTaMU OrPaHUYEHHOTO
JocTyna

HpaBI/IJ'Ia BbIJIA4YM W MCITIOJIB30BAHUA JOKYMCHTOB U3 C(bOpMPIpOBaHHBIX Je

TpeboBanust oxpaHbl TpyJa

Hpyrue
XapaKTEPUCTUKU

3.2.3. TpynoBast pyHKIHS

HaumeHnoBanue Opranmzanuys 00paboTKH Je Kon B/03.5 | YpoBeHb 5
JUISL IOCTIEAYIOIIETO XPaHEHUs (moaypoBeHb)
KBaJTU (DUKAITAH
[Ipoucxoxaenue | Opurunan X 3anMMCTBOBAHO U3
TPyZIOBOMH opuruHaia
byHKIIUU

Konx opurnnana  Perucrpannon
HBII
HOMED
npodeccuoHan
BHOTO
CTaHJapTa

Tpynossie nencTBUs

HpOBepKa CPOKOB XpaHCHUA NOKYMEHTOB, COCTABJICHHUEC IIPOTOKOJIA pa6OTBI
3KCHCpTHOI\/JI KOMHCCHH 110 IMOATOTOBKE JOKYMCHTOB K XpaHCHUIO, AKTa O
BBIJICJICHUU K YHUYTOXCHUIO JOKYMCHTOB, HC ITOJJICKAIIINX XPAaHCHHUIO

CocraBneHre BHYTPEHHEHN ONMKCH JIEJ I 0CO00 IEHHBIX JOKYMEHTOB

O(I)OpMHCHI/IC ACJI HOCTOAHHOTO, JOJITOBPEMCHHOI'O CPOKOB XPAaHCHUSA

Odopmitenre 000KKH J1eJ1 HOCTOSIHHOT0, JOJITOBPEMEHHOTO CPOKOB
XpaHEHUS

CocraBieHHE OIIICH ACJI HOCTOSIHHOT O, JOJITOBPEMCHHOI'O CPOKOB XPAHCHUSA

Ilepenaua nen B apxuB OpraHu3aluu

Heo6xoanumelie ymeHUst

ITonp30BaThCA NEepCUHAMU JOKYMCHTOB U aHAJIM3UPOBATH (baKTI/I‘-ICCKOe
COACPIKAHUE UMCIOIUXCA B ACJIC JOKYMCHTOB IIPHU OMMPEACTICHUN CPOKOB UX
XPaHCHUA

OdopMIISITE JOKYMEHTBI DKCIIEPTHON KOMUCCUHT

O(I)OpMHSITL 00JIOKKHU ACII IOCTOSIHHOT'O U BPCMEHHOI'O CPOKOB XPAHCHUA B
COOTBETCTBHH C Tpe6OBaHI/I${MI/I TOCYyAapCTBCHHBIX CTAHAAPTOB

IIpon3BOAUTE XPOHOJIOTMYECKU-CTPYKTYPHYIO CUCTEMATU3ALMIO JEIT

OcCy1iecTBIATh TEXHUYECKYIO 00pabOTKy U MOIHOE OPOPMIICHHE AeTT
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUS




CocTaBisATh ONMUCH e MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUS B
COOTBETCTBUHU C JIEUCTBYIOIIMMHU HOPMATHBHO-METOUYECKUMHU
JIOKYMEHTaMU

[IpumensaTs MHPOPMALTMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU JJIsi PA0OThI
C JOKYMEHTaMu

HeoOxonuMble 3HaHUS

HopmaTtuBHbIE IPaBOBBIE aKThl, HOPMATUBHO-METOUYECKUE JOKYMEHTHI,
rOCYJIapCTBEHHBIE CTAHIAPTHI, ONPEACIISAIOIINE TOPSI0K
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUs yIIpaBICHUS

Kpurepuu pasneneHust JOKyMEHTOB Ha I'PYIIIBI B COOTBETCTBUH C [ICHHOCTHIO
nH(OpMaIINY, CONEpIKAIICHCS B HUX

HOpﬂ,Z[OK HCITIOJB30BaHUs TUITIOBBIX HJIM BEAOMCTBCHHBIX nepequﬁ
AOKYMCHTOB, OIMPCACIICHHA CPOKOB XpaHCHHA B IIPOLECCE SKCIICPTU3BL
HECHHOCTHU JOKYMCHTOB

[lopsaok co3nanus, opraHu3aly U JOKYMEHTUPOBAHUS pabOThI SKCIIEPTHOM
KOMHCCHUH

[IpaBuia cocTaBieHUs U YTBEPKIECHUS MPOTOKOIA PaOOTHI SKCIIEPTHOU
KOMHCCUH

HpaBI/IJIa COCTAaBJICHHA U YTBCPIKIACHHUA aKTa O BBIACIICHUU JOKYMCHTOB, HC
ITOJJICKAIIUX XPAHCHUIO

[IpaBuna TexHUYECKOH 00paOOTKH U MOTHOTO O(YOPMIICHHUS A€ TOCTOSTHHOTO
1 BPEMEHHOI'O CPOKOB XpaHEHUs

[IpaBuna coctaBiaeHHs] OMUCHU J€] TOCTOSTHHOTO U BPEMEHHOI'O CPOKOB
XPaHEHHUs B COOTBETCTBUU C AEHCTBYIOIIMMHA HOPMATUBHO-METOIMYECKUMU
JIOKYMEHTaMH

[IpaBuiia nepenaun e B apXyUB OpraHu3aluu

TpeboBaHust 0XpaHbl Tpyaa

HApyrue
XAPAKTCPUCTHUKHU

3.3. O6o06u1ieHHas Tpya0Bas QyHKIHS

HaumenoBa | OpranuzalimoHHOE, JOKYMEHTAIMOHHOE U Kon C | YpoBeHnb 6

HHE nH(pOpMaIIMOHHOE O0ECTIEYCHHUE NI TEIbHOCTH KBTI (UKAITTI
PYKOBOJAMTEIIS OpraHu3aluu

IIpoucxoxaeHue
0000111eHHOH
TPYAOBOM (QyHKIIMH

Opurunan X 3aMMCTBOBaHO U3
OpUTHHala

Kog Perucrpanuon
OpUTHHAaNa HBIN
HOMEp
npogdeccronan
BHOTO
CTaHJapTa

Bo3moxHbIE
HauMEHOBaHU

JOJDKHOCTEH, mpodeccuii

Cexkperapb pyKOBOJIHUTEIS




TpebGoBanus k
00pa3oBaHHIO U
00y4eHUIO

Briciiee oOpa3oBanue - 6akagaBpuaT HIU

Cpennee npodeccuonanpsHoe 00pa3oBaHUE - IPOrPaMMBbI TOATOTOBKHU
CIEIMAJIMCTOB CPEIHETO 3BEHA

JlononuurenbHOe mpodeccuoHaabHOe 00pa3oBaHUE

TpeOGoBaHUs K OIBITY

MPAKTUYECKON pabOThI

He menee nByx jeT BbIOJIHEHUS pa0OT MO OPraHU3alMOHHOMY U
JOKYMEHTAITMOHHOMY 00€CIICUCHHIO IeATETHHOCTH PYKOBOTUTEIIS
OpraHu3alliy MpHu cpeaHeM mpodeccnoHarIbHOM 00pa30BaHUN

Oco0sie ycroBus
JoIycKa K pabore

Jpyrue XxapakTepucTuku | -

JlononHUTENbHBIE XapaKTEPUCTUKU

HaumenoBanue nokymeHTa Kon HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
(mpodeccun) WU CIEUATBHOCTH
OK3 2432 bubmmorekapu, oubnmuorpadsl, JOKYMEHTOBEABI U
CHEIMAIMCTBI POJCTBEHHBIX MPOQeccHii
EKC - Cekperapb pyKOBOJIUTEIS
OKIIATP 26341 Cekperapb pyKOBOJUTENS
OKCO 032001 JIoKkyMEeHTOBEIEHUE U IOKYMEHTALHOHHOE
o0ecrieueHre yrpaBieHUs
032002 JlokyMeHTaIMoHHOE o0ecrieueHne yIpaBleHus U
apXUBOBECHHE

3.3.1. TpynoBas pyHKuMs

HaunmenoBanue

Oxa3aHue oMo Kon C/01.6 | YpoBeHb 6
PYKOBOJMTEIIO B (TTOMypOBEHB)
MJITAHUPOBAHUU paboOYero KBaTM(UKAITUT
BpEMEHU

3auMCTBOBaHO

[Ipoucxoxaenue | Opurnnan X

TPyIOBOH
byHKIMHA

N3 OpUruHajia

Konx opurunana  Perucrpannons
13171
HOMEDP
npodeccuoHanb
HOT'O CTaHJapTa

Tpynossie nencTBUs

PYKOBOJIUTENS

Bri6op dopmbl mitaHupoBanus U ohopMIIeHHE IIJIAaHUPOBIIMKA (OpraHaiizepa)

BHecenne nHpopMaluu B IJIaHUPOBIIMK (OpraHanzep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHHBIX TJIaHOB

CornacoBanue TenepOHHBIX IEPETOBOPOB, BCTPEU M MEPOIIPUSATHI €
NapTHepamMu, KIMEHTaMH, PYKOBOJIUTENISIMU MTOIpa3JIeIeHU U COTPYAHUKAMU

WudopmrpoBaHre pyKOBOAUTEINS O PETIaMEHTE HaMEUEHHBIX MEPONPUSTHIA

[Ipenynpexaenue o NpuOIMKEHNH BPEMEHN HAMEUECHHBIX MEPOIIPHUSITUI

dopmupoBaHuE pe3epBa BPEMEHH JUIsl HEMIPEIBUICHHBIX CUTYaINil



http://ivo.garant.ru/document/redirect/179057/0
http://ivo.garant.ru/document/redirect/179057/22432
http://ivo.garant.ru/document/redirect/180422/0
http://ivo.garant.ru/document/redirect/180422/3327
http://ivo.garant.ru/document/redirect/1548770/0
http://ivo.garant.ru/document/redirect/1548770/26341
http://ivo.garant.ru/document/redirect/186755/0
http://ivo.garant.ru/document/redirect/186755/32001
http://ivo.garant.ru/document/redirect/186755/32002

Heo0Oxoaumbie
YMEHUS

Y cTaHaBIMBaTh LENIH, ONPEIEIATh HEPAPXHUIO LIeJIeH

OmnpenensaTh MPUOPHUTETHOCTh M OUEPETHOCTH BBIMOIHEHUS paboT U
3¢ (HEKTHBHO pacrpeensiTh pabouee BpeMs

Oxa3pIBaTh NOMOILb PYKOBOAMTEINIO B paclpe/IeIeHuH ero pabo4ero
BPEMEHHU

BriOuparts ontumanbHble criocoObl HH(POPMUPOBAHUS TAPTHEPOB, KIUEHTOB,
MOCETUTENEH, PyKOBOJUTENEH MOAPA3IeICHUI H COTPYTHHKOB O
TUTAHUPYEMBIX MEPOTIPUSITHSIX

OO0ecrneunBaTh I/IH(i)OpMaI_II/IOHHYIO 0e301acHOCTh JACATCIIbHOCTH OPraHn3aliun

Heo0xoaumbie
3HAHUSA

Crenduka OCHOBHOHU JEATEIILHOCTH OpraHU3aluu

OCHOBBI aIMUHUCTPATUBHOTI'O MIpaBa U TPYI0BOI'O 3aKOHOATEIbCTBA
Poccuiickoit denepanyun

PykoBosmmii cocTaB OpraHu3alyy 1 ee MojapasieeHui

QDYHKIIMHA CAMOMEHEKMEHTA

[IpuHIMIBI ¥ TpaBUIIa IJIAHUPOBAHUS pabOYero BpEMEHU

ITocranoBka Lenei

HpaBI/ma IIPOBCACHUA NCJIOBLIX IEPCTOBOPOB

TpeboBanust oxpaHsl Tpyaa

HApyrue
XapaKTCPHUCTUKU

3.3.2. TpynoBas ¢pyHKIHs

HaumenoBa | [InmanupoBanue pabouero aHs cekperaps Kon C/02.6 | YpoBeHb 6
HHE (moxypoBeH

b)

KBaTMUKAIl

uu
[Ipoucxoxaenue | Opurnnan X 3alMCTBOBaHO U3
TPYIAOBOM OpUTMHajIa
byHKIMHA

Kog opurnnana  PeructpanvioHHBI
i
HOMED
npo¢eCCUOHATBH
Oro cTaHaapTa

Tpynosbie Br160op 1 oopmiieHHe MIIaHUPOBIINKA CEKPETAPs

nercTBUs Benenue nHeBHUKa (Ha 3JIEKTPOHHOM M /UM OyMa)kKHOM HOCHUTEIE)
CornacoBaHue IUIAHOB C TJIAHAMH U CPOKaMU PabOThl PYKOBOIUTES
Pacnipenenenue pabodero BpeMeHH (Ha JIEHb, HEJENIO, TIEPCIICKTHBY)
[lepeHeceHre HEBBITIOTHEHHBIX 3aIJTAHMPOBAHHBIX 32144
BbInonHeHne THIUYHBIX €XKeTHEBHBIX Jell

HeoOxonumeie Br16upats 1 0hopMISTh MIIaHUPOBIIUK

YMEHUS BHocuTh 1 OTCNEXHUBAaTh MH(POPMAITUIO HA JIEKTPOHHOM H/MITH OyMa)KHOM

HOCHUTCECIIC

PaccraBisars MMPUOPUTCTHI, BEIACIIAATL BA2XKHOC U CPOUTHOC

BriOupaTh onTUMaNbHBIA PUTM PAOOTHI



http://ivo.garant.ru/document/redirect/12125268/0

AHaHI/IBPIpOBaTB IMPUYIMHBI HCBBITIOJIHCHUS 3a/1a4

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

Heo0Oxoaumbie 3HAHUS

OcobenHoctr 0pOpMIICHHUS TUTAHUPOBINKKA (HA JIEKTPOHOM B OyMa)KHOM
HOCHUTEJISIX)

OCHOBBI yIpaBJI€HHsI BpEMEHEM

HApyrue
XApaKTCPHUCTUKHU

3.3.3. TpynoBas pyHKIUS

HaumenoBanue | Opranuzanus TenedOHHBIX Kon | C/03.6 | YpoBeHb 6
[IEPErOBOPOB PYKOBOAUTENS (monypoBeHb)
KBaTH(UKALTTH

[Ipoucxoxaenue | Opurunan X 3auMCTBOBaHO
TPyZIOBOM U3 OpUTMHAJIA
byHKIIUN

Kog opurunana  PerucrpaiyioHHBI

i
HOMeEp
npodeCCHOHAIIbH
Oro craHjapra

Tpynossie Benenue 0a3bl Tene)OHHBIX KOHTAKTOB PYKOBOJUTENS
NENCTBUSA CoenuHeHne pyKoOBOJIUTENSI C KOHKPETHBIMU aOOHEHTaMU

IToaroroBka MaTCpHraJIOB JJIA Teﬂe(l)OHHBIX MEPETOBOPOB PYKOBOAUTECIIA

Perucrpanus noctynamomux B NpUEMHYIO TeJI€(POHHBIX 3BOHKOB

Ilepenanpasienue OTAEIbHBIX TeE(OHHBIX 3BOHKOB 3aMECTUTEIISIM
PYKOBOAMTEIISA, APYTUM COTPYIHUKAM

[Tonmyyenne HeoOXouMON MHPOPMAITUH U TIepeada CAaHKIIMOHUPOBAHHOM
nH(popManuy no teneony

VYcraHOBIIEHNE KOHTAKTa ¢ COOECETHUKOM, MOJIepKAHUE U Pa3BUTHE
Je7I0BOM Oecelibl B Ipolecce Tene()OHHBIX NEPErOBOPOB

Oxka3aHue MoMOIIY PyKOBOJIUTEIIO MPU OPTaHU3ALNU U TIPOBEICHUH
TesIe()OHHBIX TIEPErOBOPOB U BUICOKOH(EpEeHIIU I

HeoOxonumelie ymeHust

Bectu u ucnonb3oBaTh B paboTe 0a3y JaHHBIX Te€IEPOHHBIX KOHTAKTOB
PYKOBOIMTENS

Hcnonb30Bath cpesicTBa KOMMYHUKAIIMOHHOM OPTTEXHUKH JUISI TOJTYYEHUS U
nepeaayu MHGopMauu

Bectu yueTHble peructpalinoHHble (OPMBbI, HCIIOIB30BATh UX IS
nH(OPMAIMOHHON PaOOTHI ¥ PaOOTHI IO KOHTPOJIIO UCTIOTHEHHS pEIICHUN
PYKOBOAMTEIS

CriaxxuBaTh KOHQIUKTHBIC U CIIOKHBIE CUTYAIlMH MEXJIMYHOCTHOTO
oOmIeHus

Hcnonp30BaTh TEXHUYECKUE U IPOTPAMMHBIE CPEACTBA JUIsl IPOBEIECHUS
T0JI0COBOM MJIN BUAEC0-KOH(EPEHII-CBSA3H

O6ecneunBaTh HHOOPMAITMOHHYIO 0€30MAaCHOCTh JIEATEILHOCTH OpraHU3aAIUH

Co0bmronath CiryKeOHBIH ATHKET

HeobOxonnmeie

TenedoHHbIE KOHTAKTHI PYKOBOAUTENS




3HaHUA

@yHKINMY, 33]1a4, CTPYKTYpa OPraHU3al1u, €€ CBSA3H 10 BEPTUKAIIN U
TOPU3OHTAIU

[IpaBuia B3auMOEUCTBUSA C IAPTHEPAMU, KIIMEHTAMHU, CPEACTBAMU MacCOBOI
nHpopmauu

HpaBI/IJIa MOAACPIKAHUA U pa3BUTUSA MCKIIMIHOCTHBIX OTHOIIICHUM

HpaBI/IJIa IPOBCACHUA NCIJIOBLIX IEPCTOBOPOB

[IpaBua 3amuThl KOHGUACHIMATBEHOM HHOpPMALIUY

TpeboBanus oxpaHbl TpyJa

HApyrue
XAPAKTCPUCTHUKHU

3.3.4. TpynoBas pyHKIHS

HaunmenoBaunue

[Ipoucxoxnaenne
TPyZILOBOH

byHKIIUN

Opranuzanys KOMaHJIUPOBOK Kon C/04.6 | YpoBeHb 6
PYKOBOIUTENS (moaypoBeHb)

KBTI (DUKAITAH

Opurunan X 3aMMCTBOBaHO

U3 OpUTHHAJIA

Kon opurmnana  Perucrtpanuo
HHBIU
HOMEp
npodeccuoHna
JIBHOTO
CTaHJapTa

Tpynossie
NENCTBUSA

IToaroroBka IIPOCKTA CJ'Iy>KG6HOFO 3aaHUs PYKOBOJAUTCIIA

[loaroroBka MpoeKTa MpuKasa o ciayke0HONH KOMaHAUPOBKE

Brinmucka KoMaHAMPOBOYHOTO YIOCTOBEPEHUS M €0 PETUCTPALIUS IPU
HEOOXOIUMOCTH

IToaroroBka JOKYMCHTOB Ha IMOJIYYCHHEC BU3bI, 3aI'PAHUYHOI0O MACIIOPTa

3aka3 Kele3HOI0POKHBIX U aBUAOUIIETOB, TOCTUHUL, TPAHCIIOPTHOTO
o0ecnieyeHrs pyKOBOAUTENS

Odopmiienne mporpamMmbl MOE3/KH, YTOUHEHHE OCOOCHHOCTEH MPOTOKOIa
IJIAHUPYEMBIX MEPOIIPUATUI

IloaroroBka JOKYMCHTOB K ITOC3KC PYKOBOAUTCIIA

YTouHeHue aThl, JOJHDKHOCTEH, (haMuinii B mporpaMMe KOMaHAHUPOBKU

IIpopaboTka MapiipyTa pyKOBOAUTENS, YBSA3Ka €r0 C pacliCaHUuEeM
TpaHCIopTa

O06paboTka MaTepraoB KOMaHAUPOBKH, 0hopMIIEeHHE OTYETa O
KOMaHJHPOBKE

Heo0Oxoaumsie
YMEHUSA

O(I)OpMJ'ISITL ABAHCOBLIC OTUYCTLI PYKOBOIAUTCIIA

OpTaHI/ISOBLIBaTL BCTPCHUU PYKOBOIAUTCIIA C HpI/IHI/IMaIOH_ICﬁ CTOpOHOfI

OdopMIsTH KOMaHIUPOBOYHbBIE TOKYMEHTHI

OO6pabaTbIBaTh TOKYMEHTHI M MAaTEPUAIIBI IO pe3yIbTaTaM IMOE3KU
PYKOBOAMTEIIA

ObecneunBaTh paboTy orca BO BpeMsi OTCYTCTBHUSI pyKOBOIUTEIS

[TpuMeHATh CTOCOOBI IETOBOTO OOIICHHS




Hcnonw3oBarh cpecTBa KOMMYHUKAIIMK /1711 00€CTIeUeHUs B3aUMOJICHCTBUS
C PYKOBOJUTEJEM BO BPEMSI €0 JAECJIOBOM MOE3KH

Heo6xonumeie ITopsi 0K NOATOTOBKY U NPOBEIECHNS KOMaHAUPOBOK

3HAHUS [opsanox oopmiieHrss JOKYMEHTOB JIJIsl KOMAHIUPOBKH M OTYETHBIX
JOKYMCHTOB 110 KOMaHIUPOBKE PYKOBOIUTCIIA
JlenoBo# mpoTOKOI
DTHKa JEJI0BOr0 O0IIEeHUs

HApyrue -

XapaKTePUCTHKU

3.3.5. TpynoBas pyHKIIUS

HanmenoBanue

IIpoucxoxaeHue
TPyZIOBOH

byHKIIUN

Opranu3zanus paboTs ¢
MMOCETUTEIISIMU B TPUEMHOM
PYKOBOIMTENS

Kon | C/05.6 YpoBeHb 6

(mogypoBEHb)
KBaTM(UKAITUN

Opurunan X

3auMCTBOBAHO
U3 OpUTHHAJIA

Kon opurnnana  Perucrpanuons
13171
HOMEp
npodeccuoHaib
HOTO CTaHJIapTa

Tpynossie
NENUCTBUSA

OpraHI/I3aI_II/ISI JINYHOT'O ITpreMa MOCETUTENEH PYKOBOJUTCIICM

Y craHOBIEHNE NOPsJIKA PUEMA JUIS PA3IMYHBIX KATETOPUI OCETUTENEH

Benenue JKypHajia HpeHBapHTeHLHOﬁ 3aIIMCHU HA TPHUEM

Perucrpanus nocerurenei

CopeiicTBHE OMIEpaTUBHOMY PaCCMOTPEHUIO MTPOCHO U MPEATIOKEHUN
TTOCETUTENICH M COTPYJHUKOB OpPTaHMU3aIluU

Opranu3zanys npreMa JeJIOBbIX TapTHEPOB B ouce

oduce

OpraHI/I3aHI/I5{ O6CJ'Iy>KI/IBaHI/IH PYKOBOAUTEIIA U €0 JCJIOBBIX TAPTHEPOB B

CepBupoBka yaitHoro (kogeitHoro) crona B odrce

[IpuHATHE MEp IO COXPAHEHUIO KOMMEPYECKOM TallHBI B X0/1€ IpUEMa
MOCETUTENIeH U MX HAXOX/IEHUS B IPUEMHON U KaOWHETe PYKOBOIUTEIS

HeoOxoaumeie
YMEHHUS

OpFaHI/I30BBIBaTB 1 00eCIeYnBaTh JUYHBIE KOHTAKTHI PYKOBOJUTEIIA

YnpaBasTe KOHQJIUKTAMH

VYYUTBIBaTh TICHXOJIOTHYECKHE OCOOCHHOCTH JINYHOCTH TIPU Pa3TTMIHBIX
BUJaX MPo(ecCHOHANIBHOr0 O0IIeHUs

BHYTPH OpPTaHU3alUH

Hcnons3oBaTh YCTAHOBJICHHBIC ITpaBUJIa U IPOUCAYPbl KOMMYHHKAIIUU

PYKOBOAMTEIIS

Bectu yueTHbIe peructpaiinoHabie (POPMBI, UCIIONB30BATh UX IS
MH(POPMaITMOHHOMN pabOTHI U PAOOTHI IO KOHTPOJIIO UCTIONHEHHUS PEIICHUI

Co31aBaTh NOJIOKUTEIIbHBIN UMUK OpraHU3ali1

[TpuHUMATH MEpHI 10 pa3pelIeHnI0 KOHPIMKTHBIX CUTYaIH

[TpumensTh HHYOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU




ObecneunBaTh KOH(UACHIMAILHOCTH B IPUEMHOM U KaOUHETe
PYKOBOAMTEIS, COXPAHITh KOH(UACHIMAIBHYIO HH(popManuio B TaiiHe

Heo0Oxoaumbie
3HAHUSA

[IpaBuiia oprauu3anuu npuema noceTuTenen

[IpaBumna genoBoro oOmeHus

HpaBI/IJ'Ia PEUYCBOI0 OTUKETA

HpaBI/IJIa YCTAHOBJICHUSA KOHTAKTA, NOAACPKAHUA U pa3BUTUS
MEKIIMYHOCTHBIX OTHOILICHUM

CrpyKTypa opraHu3anuu 1 pacrpeeneHue GyHKIH Mex 1y CTPYKTYPHBIMH
NOAPA3ACIICHUSMU U CHELUAINCTAMU

[IpaBuna opranusanuu npueMoB B ouce

OTHKET U OCHOBBI MCKAYHAPOJIHOT'O ITPOTOKOJIA

[IpaBuia cepBUPOBKH YaiftHOTO (KO(EHHOT0) CcTONA

HpaBI/IJIa IIPHUIOTOBJICHHUA U MMOAAYN IOPAYNX HAIIMTKOB U 3aKYCOK K HUM

[IpaBua 3amuThl KOHGUACHIMATBLHON C1ykeOHOI nHpOpMaIH

HApyrue
XApaKTCPHUCTUKHU

3.3.6. TpynoBas ¢pyHKIHs

HaumeHnoBanue Opranuzanysi moJAIr0TOBKH, Kon C/06.6 YpoBeHb 6
MIPOBE/ICHUS M 00CITY)KUBAaHUS (mogypoBEHb)
KOH()EPEHTHBIX MEPOIIPHUSITHIA KBaJIM(pUKAITIH
[Ipoucxoxaenne | Opurunan X 3aMCTBOBAHO U3
TPyZOBOM opuUruHaia
byHKIIUU
Kon Perucrpanuonn
OpUTHHAaNa 19171
HOMEp
npodeccuoHanb
HOTO CTaHAapTa
Tpynossie IToaroroBka MoBECTKU AHS MEPONPUSATHUS
NENCTBUA OdopmiieHne crcka y4aCTHUKOB MEPOTIPUSTHS

WNudopmupoBaHre y4aCTHUKOB O HAMEUYAIOLIEMCS MEPONPUSATHH U YCIOBUIX
y4dacTtus

Br100p MecTa 1 BpeMeHH POBEIEHUS] MEPOIIPUSTHUS

[ToaroroBka npeaBapuTENbHOM CMETHI PACXOJ0B

Paccruika HpI/Il"J'IaI_HCHI/Iﬁ NOATBCPANUBIINM YyH44aCTUC B MCPOIIPUATHUHN

C60p TCKCTOB JOKJIAJOB U IPOCKTOB UTOT'OBBIX JOKYMCHTOB Y JOKJIAAYNKOB

Paccpuika nHOpMalMOHHBIX MaTepHAJIOB yYaCTHUKAM KOH(PEPEHTHOTO
MEpONPHUITUS

CocraBiieHre BOUHBIX JIMCTOB U CIHCKA PErHCTPaIi YYaCTHUKOB
MEPOIPUATHS

3aKynka KaHIEJIIPCKUX TOBAPOB U MPOAYKTOB AJisi o0ecnieueHus Kode-nays

Pemenue BOIMPOCOB TCXHUYCCKOI'0 OCHAIICHUS MCPOIIPHUATUA

[ToMomIb B MOATOTOBKE AOKJIA/Ia PYKOBOJIUTEIS, IPE3ECHTAITMOHHBIX
MaTepuasioB

Opranu3anys NOArOTOBKY NPe3uuyMa U paboYrX MeCT y4aCTHUKOB




Opranu3zanys BCTpeUd U perucTpanus y4acTHUKOB MEPOIIPUSATHUS

Benenue npotokona MeponpusiTus

Opranu3anys CEpBUCHOTO 00CITYXKHBaHUS BO BpeMsi Koe-nay3

Opranu3zanus KyJIbTypHO-MacCOBBIX MEPOIPUSITHI, TPAHCIIOPTHOTO U
TOCTUHUYHOT'0 00ecieyeHus

Heo6xoaumeie ymeHUst

Opranu3oBbIBaTh NPOIECC MOATOTOBKU K IMPOBEIECHUIO KOH()EPEHTHOTO
MEPOIPUATHS UHIMBUYaJIbHO U B COCTaBe pabouei Ipymniibl

JIOKyMEHTUPOBATh pa3HbIE ATAIbI MPOLEAYPHI MOATOTOBKHU U MPOBEICHUS
KOH()EPEHTHOT0 MEPONPUITHUS

[lepenaBath HHGOPMALINIO, TOKYMEHTHI M MaTepUAIIbl YUaCTHUKAM
KOH(EPEHTHOT'O MEPOIIPUATHUS

[MonroraBnmuBaTh 1 000PYI0BATH CTOJ IPE3UIUYyMa U pabouue MecTa
Y4aCTHUKOB COBEIaHUS (3aceaHusl)

CepBupoBath YaiiHbIN (KO(EHHBII) CTOT BO BpeMs MPOBEICHHS Kode-ay3

Co0mronaTh IpaBuiIa JIEJI0BOTO ATHUKETA U TPOTOKOJIA

[TopnepxuBaTh UMUK OpraHU3aIuu

Co3ziaBaTh UMHJIK CEKpeTapsi, COOTBETCTBYIOIIMM UMUJIKY OpraHU3aluu

PaGorats ¢ undopmarmeil, aHanu3upoBaTh U MPEACTABIATH €€ B
CHUCTEMATU3UPOBAHHOM BHJIC

O0ecrieunBaTh OE€30IMACHOCTE JACATCIIbHOCTU OPraHru3aliin

[TpumensTh HHOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

Ob6ecneunBaTh KOMPOPT YIACTHUKOB KOH(PEPEHTHOT'O MEPOIIPHUATHS,
IIOMOTaTh B BOIIPOCAX IMPOKUBAHUS, TPAHCIIOPTHOTO 00CCIICUCHUS

HeoOxoaumeble 3HaHUSA

Kowmmexc OpraHnu3allMOHHO-TCXHUYCCKHUX M€p0HpI/I$ITI/Iﬁ 10 IOATOTOBKE U
ITPOBCACHUTIO COBCH_IaHI/II\/'I 1 IEpEroBopoB, B TOM YHUCJIC MCKAYHAPOAHBIX

[IpaBuia BeieHus, MOATOTOBKU U OOPMIIEHHSI IPOTOKOJIA U IPYTUX
JOKYMEHTOB, CO3/1aBa€MBIX B IPOLIECCE MOATOTOBKH KOH(PEPEHTHOTO
MEpONPHUSTHS

CocTaBieHHE CMEThI pacxoa0B

OcCHOBBI HaIMCaHUsI peuel U JOKJIaJ0B PYKOBOJAUTES

HpaBHna YCTAHOBJICHUS KOHTAKTA, TOAACPKAaHUA U pa3BUTUS
MEKIIMIHOCTHBIX OTHOIIICHUM

HpaBI/IJ'Ia JACJI0OBOI'0 O6IJ_ICHI/I}I, JACJIOBOT'O OTHUKETA

OTHUKET U OCHOBEI MCKAYHApPOAHOI'O IIPOTOKOJIA

HpaBI/ma IMPOBCACHUA NCIJIOBBIX MTEPETOBOPOB

[TpaBuia 3anUThl KOH(UACHIIMAIBHON CIIy>KeOHOM HH(popMauu

TpeboBanus oxpaHsl TpyJa

Apyrue
XapAKTEPUCTUKU

3.3.7. TpynoBast pyHKIHS

HaumenoBanue Opranuzanuysi HICIIOJTHEHUS Kon C/07.6 | YpoBeHb 6
pelIeHu, OCyIIeCTBICHUE (TTOmypOBEHB)
KOHTPOJISI UCTIOJTHEHUS TIOPYICHHU I KBaTM(UKAITTH
PYKOBOAMTEIIS

[Ipoucxoxaenue | OpuruHan X 3auMCTBOBaHO

TPyZLOBOH

13 OpUTHHANIA




byHKIIUU

Kon Peructparimonnbl
OpUTHMHAaNa u
HOMED
npodeccnoHabH

Ooro CraHjaaprta

TpynoBsie
JNEUCTBUSA

JlokyMeHTasnbHOe 0hopMIIeHHE pEeHICHUH PYKOBOAUTENs

JloBezneHue 10 cBeZieHUs pabOTHUKOB OpraHU3alluu paclopsKEHU
PYKOBOAMTEIIS

KOOpI[I/IHaI_[I/IH JACATCIIbHOCTHU 11O UCIIOJTHCHHIO peH_IeHI/Iﬁ PYKOBOIUTEIIA

Benenne cpokoBOro TEKYIIEro U NpeaynpeanTeIbHOr0 KOHTPOJISI

HpOBepKa HUCIIOJIHCHUA HOpy‘IeHI/Iﬁ PYKOBOIAUTCIIA B YCTaHOBJ'IeHHHﬁ CPOK

[IpenynpexaeHue COTpyAHUKOB 00 UCTEUEHUN CPOKA HUCTIOTHEHUS
MOPYYEHUN PYKOBOJIUTENS

Pukcanys MCIOJHEHUs IOPYYEHUN

CocraBieHr€e OTYETOB U AHAIUTUYECKUX CIIPABOK O BBINOJIHEHUU MTOPYUEHUN
U PEILICHUH PYKOBOAMTEIS

Heo6xoaumeie ymeHust

Bectu cpokoBYIO KapTOTEKY

Bectu yueTHbie peructpainoHuble (OPMBbI, UCIOIB30BATh UX ISl pAOOTHI MO
KOHTPOJIIO UCITOJTHEHUSI IOPYYEHUN PYKOBOIUTEIIS

PaGorats ¢ uHdopmalmeit o KOHTPOIItO, CUCTEMATU3UPOBATh €€ U
MIPEACTABIISTH B BUJIE CBOAHBIX JOKYMEHTOB

Hcnonws30Bath cpefcTBa KOMMYHUKALIMK U1 IIEpeIadd OPYYEHUN
PYKOBOAMTEIIS

Hcnonb30BaTh COBpeMEHHBIE cpeicTBa cOopa U 00pabOTKH KOHTPOJIBHOM
nHpopManuu

HpI/IMeHHTB I/IH(1)OpMaI_II/IOHHO—KOMMYHI/IKaI_[I/IOHHLIe TCXHOJIOTHMH

OI_ICHI/IBaTB PE3YJIBTATHI B PAMKaX IMOCTABJICHHBIX 3a/1a4

OcyiecTBIATh KOHTPOJIb UCTIONHEHNS TOPYUYEHUN PYKOBOIUTEIS
COTPYAHUKAMHU

HeoOxoaumeble 3HaHASA

O6mue TpedoBaHMsI K CPOKaM HCIIOIHEHHS JOKYMEHTOB U KOHTPOJIbHBIM
(GYHKIUSAM CITY>KOBI TOKYMEHTAIIMOHHOT'O 00eCTIeYeHHUSI

[IpuHiMnel, cnocoObl HUHOOPMHUPOBAHUS COTPYAHUKOB

OTHKa JACJI0BOI'0 O6H.[CHI/ISI

VYrpaBneHdyeckas CTpyKTypa OpraHu3aIiii, pyKOBOACTBO OPTaHU3AIINH,
00pa3Iibl MOANUCEH PYKOBOISAIIUX COTPYIHUKOB, KPYT X MOTHOMOYHHA U
OTpaHUYCHUS WX 30H OTBETCTBEHHOCTH

HNHcTpykuu 10 AeI0npOU3BOACTBY U APYTUM JIOKAJIbHBIM HOPMATUBHBIM
AKTaM, YCTaHABJIMBAIOIINM MOPSJIOK PeAIn3allii YIIPABICHYECKHUX MTPOLIEyp

HApyrue
XAPAKTCPUCTHUKHU

3.3.8. TpynoBbie pyHKIUU

HaumenoBanue Opranu3zanus u NoJiepKaHnue Kox | C/08.6 | YpoBeHb 6
(YHKIIMOHATTLHOTO pabovero (ToTypOBEHb )
MIPOCTPAHCTBA IPUEMHOHN H KBaJTU(DUKAIIMN
KaOMHETa PYKOBOIUTEIIS




[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3

TpyZIOBOH
byHKIHHA

OpUruHazia

Kon Perucrpanuon
OopUruHaia HBIN
HOMEp
npodeccuoHat
BHOTO
CTaHJapTa

TpynoBsie nercTBUs

Obecnieuenue paboyero Mecta pykoBOAUTENSI HEOOXOAUMBIMU CPEACTBAMHU
OpraHU3aIlMOHHON TEXHUKHU, KAHIICIIPCKUMU MPUHAIICKHOCTSIMU

Opranuzanus NpueMHOIN opuca B COOTBETCTBUH C TPEOOBAHUSIMHU
9PrOHOMUKHU U KYJIbTYPHI TPyAa

Opranuzanus opopMIIeHHs HHTEPhepa MPUEMHON PYKOBOIUTEIIS

O6opynoBanue pabodero MecTa OPrTeXHUKOM, EPCOHATBHBIM
KOMIIBIOTEPOM, BCIIOMOTaTEIbHOW TEXHUKON

OpraHH3aHI/I${ O60py,HOBaHI/IH HpHeMHOﬁ CUCTCMaMHU XPAaHCHUS,
HGO6XOILHMBIMH HpI/ICHOCOGHGHI/IﬂMI/I, obecneucHus KaHICIAPCKUMU
TOBapaMu

ObecrnieueHne XpaHEeHNs U 3aMEHbI PaCXOJHbIX MATEPHAIOB, IOBCEAHEBHBIN
yXOJ 38 OPITEXHUKOHN

3aka3 KaHICIAPCKUX TOBAPOB, TMTMCHUYCCKUX TOBAPOB, IPOAYKTOB TUTAHHUA

Heo6xoanMele ymeHUst

Co3pnaBate ycnoBusi, obecneunBaronye 3pGeKTUBHYIO paboTy PyYKOBOJUTES

HpI/IMeHHTB B COOTBCTCTBUHU C HA3BHAUCHUCM CPCIACTBA OpFaHI/ISaLII/IOHHOI\/’I
TCXHUKH, KAHICIIIPCKHUE NPHUHAAIICKHOCTU

OcHaiaTs pabodee MECTO PyKOBOJUTEINS  CBOE Pabouee MECTO
HE00X0IMMBIM 000PYJOBaHHEM

OCYH.[@CTBJ'ISITL 3aMCHY paCXOJAHBIX MATCPUAJIOB, YXOI 34 OpI‘TGXHHKOﬁ

Ocy1ecTBIATh OBCEAHEBHBIN YXO/1 32 KONUPOBAIbHBIM allllapaToM, 3aMEeHY
U XpaHEHHUE KapTpHJKEH, TOHEpa

KOHTpOJ'H/IPOBaTI) COCTOSIHMEC U ITOIMOJIHATE 3aI1aChl KAHICIAPCKUX TOBAPOB,
CpCACTB 'MTHUCHLI, IPOAYKTOB ITUTAHU

HeoOxoaumeble 3HAHUSA

TpebGoBaHust OXpaHbl TPY/a, MPOU3BOJICTBEHHOM CAHUTAPHH,
MIPOTUBOIIOKAPHON 3aIIUThI

OCHOBBI ITPaBUIBHOMN OpPraHU3aIiy TPYy/1a H METObI TIOBBIIICHHS €TI0
s dexTuBHOCTH

OCHOBBI HPrOHOMUKH 0rica U (PIOPUCTUKH

CranmapThl 1 pEKOMEHIAIMU 110 000pYI0BaHHIO O(UCHBIX TOMEIICHUHN

CocTtaB opraHu3alMOHHON TEXHUKH, €€ YCTPOWCTBO U MOPSIIOK pabOTHI C HEl

HApyrue
XAPAKTCPUCTHKHN

3.3.9. TpynoBas pyHKIHsS

HaunmenoBanue

PazpaboTtka J0KaIbHBIX Kon C/09.6 | YpoBeHb 6
HOPMATHBHBIX aKTOB, (moypoBeHB)
pETTIaMEHTHPYIOIIUX padoTy KBTI (DUKAITAH




[ cexperaps ] ]

[Ipoucxoxnaenne | Opurunan X 3aMMCTBOBaHO U3
TPYIAOBOM OpUrMHaja
byHKIIUU
Konx opurunana Perucrpanuon
HBIN
HOMEp
npodeccuona
JBHOTO
CTaHzapTa
Tpynoseie Pa3pa0oTka JOIKHOCTHOW MHCTPYKIIMU CeKpeTaps
JNEUCTBUSA Pa3paboTka 1mosiokeHus o cekperapuare
Pa3pa0oTka HHCTPYKIMHU IO AETIONPOU3BOACTBY
Heo6xonumeie CocTtaBusTh U 0pOPMIISITE OPraHU3aMOHHBIC M METOJMYECKUE IOKYMEHTHI
YMEHHUS PenakTupoBaTh TEKCTHI CIIYKEOHBIX JOKYMEHTOB

PaGoTtath co Bceit COBOKYITHOCTBIO HHq)OpMaHI/IOHHO—)IOKYMGHTB.I_II/IOHHBIX
PECYpCOB OpraHn3alnun

ITonp30BaThCs Oa3zaMu JAaHHBIX, B TOM YHUCJIC YIAJICHHBIMU 0azaMu JaHHBIX

Hcmonns30BaTh CITPAaBOYHBIC IIPABOBLIC CUCTCMbI

PaboTaTh ¢ KOMIIBIOTEpOM, KaTajgoraMu (mankamu) u (airamu, CkaHepoM

[Tonp30BaTbest 0pUCHBIM MAKETOM (TEKCTOBBIA PEJAKTOP, TAaOIHIIbI)

[Tonbp30BaTbest nepuepuitHBIMU YCTPOHCTBAMH U OPTTEXHUKOM

ITonbp30BaThCs 2IEKTPOHHOM MOYTOU

ITonb30BaThCs cUCTEMaMM 3JIEKTPOHHOTO IOKYMEHTO000poTa

HeO6XOI[I/IMI>Ie 3HaHUA

[TpaBoBBIE OCHOBBI yIIpaBIeHUS (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO
Y TPaXKJAHCKOTO MpaBa)

JlelicTByrolre paBoBbIE aKThl, HOPMAaTUBHO-METOANYECKUE JOKYMEHTBHI,
TOCYIapCTBEHHBIE CTAHIAPTHI, ONIPEACIISIIOIINE MTOPSAI0K
JIOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIpaBICHU

CtpyKTypa, pyKOBOACTBO CTPYKTYPHBIX MO/Ipa3iesieHui, 00pa3iibl
MOJAIUCEN JINL, UMEIOIINX MPaBO MOAIUCAHNS U YTBEPXKACHUS JOKYMEHTOB,
Y OTPAHUYEHUS UX 30H OTBETCTBEHHOCTHU

HpaBI/ma JOKYMCHTAIITMOHHOT' O obecneueHUs ACATCIIBHOCTU OpPraHu3alnunu

[Topsimok paboThI C JOKYMEHTaAMH

Tpe60BaHI/IH, NpEABABIACMBIC K TOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMH aKTaMW U T'OCYAaPCTBCHHBIMU CTaHAapTaMU

[IpaBuiia cocTaBieHUs] OPraHU3allMOHHBIX JOKYMEHTOB (TI0JI0KEHUH,
WHCTPYKIUH, PErJIAMEHTOB)

Buapl T0OKyMEHTOB, UX Ha3HAYEHUE

OCHOBBI I[OKYMCHTHOﬁ JIMHI'BUCTHUKH

TpebGoBaHus OXpaHbl TpyJa

Hpyrue
XapaKTEPUCTUKHI

3.3.10. TpynoBas dbyHKIHS

Hanmenosaune | CocraBienne u oopMICHHE | Kon C/10.6 | YpoBeHb E




YIPABJICHYECKOW TOKYMEHTALUH (moxypoBeHb)

KBaTH(UKAITIH

[Ipoucxoxaenue | OpuruHan X 3auMCTBOBAHO U3

TpyZIOBOH
byHKIHHA

OpUruHaja

Kon opurunana Peructparuon
HBIN
HOMED
npodeccuonan
BHOT'O
cTaHjapTa

TpynoBsie nencTBus

CocraBiieHre IPOEKTOB PACIOPAIUTENbHBIX (IIPUKA3bl, PACIIOPSKEHUS) U
MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (CITy>K€OHbIE TUChbMA, CIIPaBKHU,
JIOKJIQ/THBIE U CITYy»KEOHBIE 3aITMCKN)

ITeuatn CJ'IY)K66HBIX JAOKYMCHTOB U JIPYI'UX MAaTCpHUAJIOB

Pa3smHOXkeHNe cyeOHbIX TOKYMEHTOB

KoHTposb poxox/1eHus: TOKYMEHTOB B OpraHu3aluu (CoriacoBaHue,
MIO/INMCAHUE U YTBEPKICHHE TOKYMEHTA)

Heo0Oxoaumeie
YMCHHUS

Pe,[[aKTI/IpOBaTB TCKCThI CJ'Iy>KC6HBIX JOKYMCHTOB

[Tonmp30BaTbest yHUGUITMPOBAHHBIMU (hOPMaMH JOKYMEHTOB

OdopmitsaTs KaccoBble (PMHAHCOBBIC TOKYMEHTHI M TOKYMEHTEHI 110 Y4eTy
HAaKJIaIHBIX PacXo0J10B

[leyaratp ciyxeOHbIE TOKYMEHTHI

[Tonp30BaTbes nepupepuitHBIMU YCTPOWCTBAMHU M OPITEXHUKON

PaboTtarhk ¢ KOMIBIOTEPOM, CKAHEPOM

ITonp30BaTbes 0PUCHBIM AKETOM (TEKCTOBBINM PeJaKTOp, TaOIHIIbI)

[Tonp30BaThCs 2JIEKTPOHHOM MOYTOU

Ilosib30BaThCs cUCTEMaMU 3JIEKTPOHHOTO JOKYMEHTO000pOTa

OOGecneunBaTh 0€30IaCHOCTD ACATCIIbBHOCTU OpraHHu3allun

HeoOxoaumeble 3HaHASA

[IpaBoBbI€ OCHOBBI ypaBiieHUs (OCHOBBI AMUHUCTPATUBHOTO, TPYA0BOTO U
XO35IICTBEHHOI'O ITpaBa)

CtpykTypa opraHnu3aiuu, pyKoOBOJCTBO CTPYKTYPHBIX TOJIpa3IeIeHUH,
00pas3Ibl MOANUCEH JINUII, UMEIOIINX MPaBO MOIMUCAHUS U YTBEPKICHUS
JIOKYMEHTOB, 1 OTPAHHYEHUS UX 30H OTBETCTBEHHOCTH

HpaBI/IJ'Ia JAOKYMCHTAIITMOHHOT'O obecreueHust ACATCIIbHOCTU OpraHru3allnn

[Topsimox paboThI ¢ JOKYMEHTaMHU

TpC6OBaHI/I}I, MNPpEABABIACMBIC K NTOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMU aKTaMU U IOCYAapCTBECHHBIMU CTaHAApTaMKN

Bupl 1OKyMEHTOB, UX Ha3HAYEHUE

[IpaBua cornacoBaHusi JOKYMEHTOB OpraHU3allii (BHYTPEHHETO U
BHEIITHETO)

HpaBI/IJ'Ia NOATIMCAHUA U YTBCPKACHUA TOKYMCHTOB

[IpaBuna cocraBnenus 1 ohopmieHus: THPOPMAITMOHHO-CIPABOYHBIX,
yIPaBJIEHYECKUX TOKYMEHTOB M CIY)KEOHBIX MTHUCEM

OCHOBBI IOKYMEHTHOMW JIMHTBUCTUKH

['paMmaTHUECKHE ITpaBUIIa PYCCKOTO SI3bIKA

TpeboBanust oxXpaHsl Tpyaa




Apyrue
XApaKTCPHUCTUKHU

3.3.11. TpynoBas ¢byHKIH

HaumenoBanu | Opranusanus padoThl C TOKYMEHTaMHU B Kon C/11.6 | YpoBeHn 6
e MPUEMHON PYKOBOAUTENS (moTypOBEHbD)
KBaTMUKAIN
"
[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TPyZIOBOH opuruHaia
byHKIIUN
Kon Perucrpanmonnslii
OpUTHHAJA HOMEp
poheCCHOHATLHOT

O CTa”HaapTa

TpynoBble nencTBUs

[Tonyyenue, npeaBapUTEIBLHOE PACCMOTPEHUE U COPTUPOBKA ITOCTYIAOIINX B
IIPUEMHYIO PYKOBOJHUTENS JOKYMEHTOB

IToaroroBka JOKYMCHTOB JJIsI paCCMOTPCHUSA PYKOBOJUTCIICM

Vuer AOKYMCHTOB, INIOCTYITAIONINX HAa UM PYKOBOAUTCIIA

OpraHI/I3aHI/I$I HAOCTAaBKH JOKYMCHTOB UCITOJIHHUTCIISAM

C03I[aHI/Ie 1 BCACHUC 0a3bl JaHHBIX JOKYMCHTOB PYKOBOJUTCIIA

Benenue napopmaliioHHO-CrIpaBOYHOM paboOThI

KOHTpOJIL HCITIOJIHCHUA JOKYMCHTOB U nopyquI/Iﬁ PYKOBOJUTCIIA

HeoOxoaumeie
YMEHHUS

Paboratk ¢ BXogs1en, ucxoasuie, BHyTpeHHEN JOKyMEeHTallen

[Tonp30BaTbes cCTEMaMHU JIEKTPOHHOTO JOKYMEHTO000poTa IS
perucrpanuu, KOHTPOJIsl JOKYMEHTOB U HH(POPMaIIMOHHO-CITPaBOYHOM
paboThI ¢ JOKYMEHTaMH

[IpumensTh MHPOPMALIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUU JJIs1 pa0OThI
C JOKYMEHTaMH

CocTaBnsTh 1 O(bOpMHHTB HOPMATUBHBIC aKThI

HeoOxoaumeble 3HaHUSA

HopmaTtuBHbIe paBoBbI€ aKThl, HOPMaTUBHO-METOANUYECKHE JOKYMEHTHI,
rOCyIapCTBEHHBIE CTAHIAPTHI, ONIPEAEISAIOLINE TOPSII0K
JIOKYMEHTAI[MOHHOT0 00eCTieueHus yIpaBIeHUs

CtpyKTypa opraHu3aluy, pyKOBOJICTBO CTPYKTYPHBIX NTOAPA3EIECHNN

CoBpeMeHHbIe HH)OPMAITMOHHBIC TEXHOJIOTHH PA0OTHI C TOKYMEHTAMHU

HOpSI)IOK pa6OTLI C JOKYMCHTAMHU, CXCMbI I[OKyMCHTOO60pOTa

HpaBI/IHa pa60TI)I C BXOOAIIMMHU, UCXOOAIUMHA 1 BHYTPCHHUMHU JOKYMCHTaAMU

HpaBI/IJIa opranu3an KOHTPOJIA UCITIOJIHCHUSA TOKYMCHTOB U TUIIOBBIC CPOKU
HCITOJIHCHUS JOKYMCHTOB

[IpaBuia cocTaBneHUs aHATUTUYECKUX CIIPABOK [0 OPraHu3aluu paboThl C
JOKYMEHTaMU U KOHTPOJIIO UCIIOJIHEHUSI JOKYMEHTOB

[IpaBuna co3ganus u BeJieHHUs 0a3 JaHHBIX CIY>KEOHBIX IOKYMEHTOB B
OpraHu3alu

CucreMbl 3IEKTPOHHOTO JOKYMEHT0000poTa

TpeboBanust oxXpaHsl Tpyaa

Apyrue




| xapakTepucTHKH

3.3.12. TpynoBas pyHKUUSA

HaumenoBanue Opranu3zanus XxpaHeHUs Kon C/12.6 | YpoBeHnb 6
JIOKYMEHTOB B IIPUEMHOM (moaypoBeHb)
PYKOBOIMTENS KBaJTH(HUKAIUN

[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3

TPyZIOBOH opuruHaia

byHKIHHA

Kon opurnnana  Perucrpanuon
HBII
HOMED
npodeccruoHal
BHOI'O
cTaHjapTa

Tpynossie
JNEUCTBUSA

Pa3pa60TKa Ppa3acsiOB HOMCHKJIATYPBI ACJI OpraHnu3alun

®opmupoBaHue 1 0pOpMIIEHHE J1E] TOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB
XpaHEHHUs

IloaroroBka u nepegayda J1ea1 B apXyuB OpraHU3aluu

HeoOxonumelie ymeHust

P33pa6aTBIBaTB HOMCHKIJIATYpPY ACJI OpraHu3anuu ¢ y4eTOM I[CﬁCTByTOH.[HX
HOPMAaTUBHO-MCTOJUYCCKHUX JOKYMCHTOB

Hcnons30BaTh HOMEHKIIATYPY A€ NIPU U3YYEHUHU CTPYKTYPbI OpraHU3aluH,
COCTABJICHUM OIUCEH Je

®opmupoBaTh 1 0QOPMIISATH JI€Ja B COOTBETCTBUU C YTBEPIKIEHHOM
HOMEHKJIATYpOU J€JI OpraHu3aluu

ObecneuynBaTh COXPaHHOCTh JOKYMEHTOB OpraHU3allH

HpOI/IBBOI[I/ITB IMOATOTOBKY OCJI U ICPEaavIu B apXUB

[IpumensTh MHPOPMALIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUU JJIs1 pa0OThI
C JOKYMEHTaMH

HeoOxoaumeble 3HaHASA

HopmatuBHbIe npaBoBbI€ aKThl, HOPMaTUBHO-METOANYECKHE JOKYMEHTHI,
rOCyIapCTBEHHBIE CTAHIAPTHI, ONIPEIEISIIOIINE TOPAIOK
JIOKYMEHTAI[MOHHOT0 00eCrieueHus yIpaBIeHUs

Busl HOMeHKIaTyp, o01ie TpeGoBaHUS K HOMEHKIIAType, METO/IMKA ee
coCTaBJIeHUS U 0(OpMIICHUS

[Topsimox popmupoBanus u 0HOPMIICHHS 1€ C YKa3aHUEM CIICIIM(PUKH
(hopMUPOBaHUSI OTACTHHBIX KaTETOPUI Jel

[IpaBuna xpaneHus e, B TOM YUCIE C TOKYMEHTaMU OTPaHUYEHHOTO
JIOCTYyTIa

HpaBI/ma BbIJIAYM W MCITIOJIB30BAHUSA JOKYMCHTOB U3 C(bOpMI/IpOBaHHI)IX pi(SA) |

TpeboBanust oxpaHsl Tpyaa

HpaBI/ma IMOATOTOBKHU U NIEPCAAYMN ACIT B APpXUB OPraHu3aluiu

Hpyrue
XapaKTEPUCTUKHI

3.3.13. TpyznoBsie GyHKIUU




HaunmenoBanu | OGecrieyeHne pyKOBOIUTEIS Kon C/13.6 VYpoBeHb 6
e nHpopmarmen (moTypOBEHb )
KBaTM(pUKAITIH

[Tpoucxoxaenue 3auMCTBOBAHO U3
TPyAOBOI Opurunan X opurrHaia
byHKIIUU

Konx Perucrpanuonnslii

OpHUTHHAI HOMEp
a npohecCHOHATLHOT

0 CTa”HaapTa

TpynoBble nencTBUs

COop u nepepaboTka HHPOPMAIIH, HEOOXOIUMOM JJIsl TPUHATHS
000CHOBAaHHBIX YIIPABICHUYCCKUX PEIICHHMA

[TpoBepka JOCTOBEPHOCTH, TIOJHOTHI M HEMPOTUBOPEYUBOCTH JTAaHHBIX,
WCKJIIOUEHHUE TyOInpoBaHus HH(GOpMAIHN

Hpe,[[OCTaBJ'ICHI/Ie JaHHBIX B €¢IMHOM H y,HO6HOM JJISL BOCIIPpUATHUSA (bopMaTe

BrisiBnenne HanOosiee 3HAYMMBIX KPUTEPUEB CUCTEMATH3AIIUN HHPOPMAIHH
JUTSL co3aHus 0a3 JaHHBIX

CDOpMI/IpOBaHI/IC M UCIIOJIb30BaHue 0a3 JAaHHBIX B OpraHu3alun

HeoOxonumelie ymeHust

OcyiecTBiars coop, 00paboTKy U aHau3 UH(OPMALIUK B COOTBETCTBHUH C
TpeOOBaHUSMH KPATKOCTH, YETKOCTH (POPMYIUPOBOK, CBOCBPEMEHHOCTH
MOCTYIUICHHUS, TOYHOCTHU U JIOCTOBEPHOCTHU, ONITUMATIBbHOCTH
CHCTEMAaTH3alluM, HENPEePBIBHOCTH cOopa 1 00paboTKH HHPOpMAIUK

OcylecTBIATh PErUCTPALINIO, HAKOIUIEHHUE U TIepeaauy,
CHCTEMaTU3HPOBAHHOE XpaHEHHE U Bbl1ady HH(OpMaIuu B TpeOyeMoit

hopme

CocTaBnsTh 1 O(bOpMHHTB CBOAHBIC, OTUCTHLIC, CTATUCTUYCCKUC TOKYMCHTEI

OcyiecTBiiaTh 00pabOTKY M CTPYKTYpHUpOBaHUE UHPOPMAIIIH, 00pa3yst
1H(pOpPMaIMOHHbBIE PECYPCHI

BBO}II/ITI) HOBBIC JTaHHBIC B CHpaBO‘-IHO-I/IH(l)OpMaIII/IOHHI)Ie CHUCTEMBbI

BBoauts B mamsaTh KOMIIBIOTCPA 3JICKTPOHHLBIC 06p33LI JOKYMCHTOB

[Ipon3BoauTh nouck HHGOPMALIMK B CYLIECTBYIOMNX 0a3ax JaHHBIX, BECTH
MH(POPMAIIMOHHO-CIIPABOYHYIO pab0OTy Ha OCHOBE pa3IMYHbIX KOMOMHAIUIA
MTOMCKOBBIX MPU3HAKOB

HpI/IMCH}ITB I/IH(I)OpMaI_II/IOHHO-KOMMyHI/IKaI_II/IOHHBIC TCXHOJIOTNH

Heo0Oxoaumsie
3HAaHUA

Ocob6eHHocTr (OPMHUPOBAHUS BHEITHUX M BHYTPEHHUX UH()OPMAIIMOHHBIX
MTOTOKOB

CocTaB BHEIIHUX I/IH(I)OpMaI_[I/IOHHBIX IIOTOKOB

CocTaB BHYTpeHHUX MH(GOPMAIIMOHHBIX TOTOKOB

CTpyKTypa opraHu3aliy U MOPsI0K B3aNMOJICHCTBHYS MOApa3IeTICHHA U
CITy X0

OcobenHoctu popMHupoBaHus 0a3 JaHHBIX B OpraHU3aluu

CoBpeMeHHbIE HayYHbIE METObl U TEXHUYECKHE CPEICTBA, CIOCOOCTBYIOLINE
cbopy, 00paboTKe, COXpaHEHHIO U Mepeaade HHPOPMAIIMOHHBIX TOTOKOB

MeTtonsr 06paboTku HH(DOPMALIUY C TPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKHUX CPEJICTB KOMMYHUKAIIUHI M CBSI3H, BBIYMCIUTEIHHON TEXHUKH

TpeboBanust oxXpaHsl Tpyaa

Apyrue




| xapakTepucTHKH

3.3.14. TpynoBas pyHKUUSA

HaumenoBanu | Opranu3zanus nH(GOPMAIIMOHHOTO Kon C/14.6 | YpoBeHb 6
e B3aUMOJICHCTBUS PYKOBOJUTEIIS C (monypoBeHb)
JODKHOCTHBIMU JINIAMH KBaJT(PUKAITN
OpraHu3aluu
IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (PyHKIMH OpUTrHHaJIA
Kon Perucrpanuonnsii
OpUTHMHAI HOMED
a pohecCHOHATLHOT

O CTa”HaapTa

Tpynossie
JNEUCTBUSA

NudopmupoBanme pabOTHUKOB OPraHU3alMK O PEHICHUIX PYKOBOIUTEIS

Opranuzanus oOMeHa HHPOpMAITUEH MKy TTOAPA3ICIICHUSIMA U
JIOJDKHOCTHBIMU JIMIIAMH OPTaHU3aIuU

OnoBgelieHne pabOTHUKOB O MPEACTOSIINX MEPOIPUSIITUSIX

OpraHI/I3aHI/I$I BCTPECY TPyAOBOI'O KOJIJICKTUBA C PYKOBOACTBOM

NudopmupoBanue pykoBoauTesns 00 oOpalieHusx COTPYAHUKOB 110 pabouum
Y JJMYHBIM BOIIPOCAM

HeoOxoaumsie
YMEHUSA

Hcnons3o0BaTh COBPCMCHHBIC TCXHOJIOTHN c6opa U riepcaavuun I/IH(l)OpMaI_II/II/I

OcymecTBiaTh cO0p u nepepadboTky uHpopmMaIu, He0OXOAMMOM ISt
JESITENIbHOCTH PYKOBOJUTENS

OCYHICCTBJ'I?ITB CUCTCMATU3AIUIO MMOJTYHYACMBIX U MEPCAABACMbIX TaHHBIX

Ocy1ecTBIATh NPOBEPKY TOCTOBEPHOCTH, OJHOTHI M HEIPOTUBOPEUNBOCTH
JAaHHBIX, UCKIIIOUEHHE TyOaupoBaHus HHGOpMauu

Hpe,[[OCTaBJ'ISITL JaHHBIC B CIMHOM U y,HO6HOM JJIs1 BOCTIpHUATHUSA (bOpMaTe

MHOTOKpaTHO HCIOIH30BATh MONTYYCHHYIO HHGOPMAIUIO, TOCTOSTHHO
OOHOBIIATH JAHHLIE

OO0ecrieunBaTh ONCPATUBHOCTDH I/IH(l)OpMaLII/IOHHBIX ITIOTOKOB

PaboTtarhk ¢ KOMIBIOTEPOM, UCIIOJIB30BATh OPUCHBIN MAKET (TEKCTOBBIM
pEeAKTOP, TAOIHIIBI)

HeoOxoaumeble 3HAHUSA

HOpMaTI/IBHBIe IMPpaBOBBIC aKTbl, HOPMATHUBHO-MCTOANYCCKUC TOKYMCHTEI,
TOCYHdapCTBCHHBIC CTAHAAPTHI B C(I)epe ACATCIIBHOCTH OpPraHU3aliun

CtpyKTypa opraHu3aiuu, pyKOBOJCTBO CTPYKTYPHBIX OAPA3IEICHUM,
HANPABJIEHUS IESITEIBHOCTH OPraHU3aALMU U KOMIIETEHIIUH CTPYKTYPHBIX
MOJIpa3/ICICHUI U JOJKHOCTHBIX JIUI]

Knaccudukanus ynpasieHueckoi HHPOPMAaIIUHU, BUbI YIIPABICHUECKOM
nHpopManuu

@DopMBbI ITPeI0CTaBICHUS YITPABICHUECKOW HH(pOopMaluu

VIcTOYHMKHM yTnipaBlieHYeCKOil HH(popMaIiu

MeTtoauka 0T00pa UCTOYHUKOB HHPOPMAIHH

TpeboBanusi, npeabaBIsieMbIe K YIpaBIeHYECKONH HHPOPMALIUU

TpeOoBaHus OXpaHbl TPy

HApyrue
XapaKTePUCTUKU




3.4. O6006meHHas TpyAoBas GyHKIIHS

HaunmenoBan | MadopmanmoHHo-aHaTUTHYECKAS U Kon YpoBeHb 6
ue OpraHMU3alMOHHO-aIMUHUCTPAaTUBHAS KBaJTU (DUKAITAH
MOJJIEPKKA NEATEIIbHOCTH PYKOBOAUTENS
OpraHu3alu
IIpoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
0000IICHHON TPYI0BOM OpUTrHHaja
byHKIIUU
Kon Perucrpanuonssl
OpUTHHAT it HoMep
a npodeccnoHaTbH
Oro cTaHjapTa
BosmosxHbIe [TomourHUK pyKoBOAUTENS
HaUMEHOBaHUS
JIOJDKHOCTEH,
npodeccun

TpebGoBanus k
00pa3oBaHMIO U
00y4YEeHHIO

Bricmiee oOpa3oBanue - 6akanaBpuaT
JlononHutenbHOE TpodeccCHoHaIbHOEe 00pa30BaHUE

TpeboBaHus K ONBITY
MIPaKTUYECKON pabOThI

He menee TPEX JICT 11O HpO(I)I/IJ'IIO ACATCIIbBHOCTU OpTraHU3allun

Ocobble ycrnoBus -
JoIycKa K pabote

Jlpyrue -

XapPaAKTCPUCTHKHU

I[OHOHHI/ITCJIBHBIC XapPaKTCPUCTHUKHU

HaumeHnoBaHue 10KyMeHTa Kon HaumeHnoBanue 6a30B0ii rpymniibl, JOKHOCTH
(mpodeccun) niM crenuaIbHOCTH
OK3 2432 bubnuorekapu, 6udnuorpadsl, JOKYMEHTOBEIbI U
CTETIMAMCTHI POJICTBEHHBIX Mpodeccuid
OKCO 032001 JIOKyMEHTOBEIEHHE U IOKyMEHTAllMOHHOE oOecrieueHue
yIpaBJIeHUs
032002 JIoKyMeHTaIlMOHHOE 00ecriedeHre YIpaBieHus U
apXMBOBEJICHHE
3.4.1. Tpynossie pyHKIUN
HanmenoBanu | @opMupoBanue Kon D/01.6 YpoBeHb 6
e UH(OPMALIMOHHOTO (moypoBeHb)
B3aUMOJICHCTBUS PYKOBOAMTENS C KBaJTH(pUKALUN
OpraHu3aIsIMH



http://ivo.garant.ru/document/redirect/179057/0
http://ivo.garant.ru/document/redirect/179057/22432
http://ivo.garant.ru/document/redirect/186755/0
http://ivo.garant.ru/document/redirect/186755/32001
http://ivo.garant.ru/document/redirect/186755/32002

IIpoucxoxaenne | Opurunan X 3anMCTBOBAaHO u3
TPYAOBOM OpUruHaia
byHKIIMHU
Kon Peructparmonubrit
OpUTMHAJla HOMEDP
po¢eCCHOHATILHOT
0 cTaHaapTa
Tpynosbie OT100p MCTOUHMKOB MH(OPMALIMK B COOTBETCTBHH C 33JaHHBIMU KPUTEPUIMHU
NecTBUS Oo6pabGoTtka u wuHTEpHpeTauuss WHPOPMALUUU JUIS TOATOTOBKH IPOEKTOB

pelLIeHM

[ToaroToBka 3ampocoB IO TOPYYEHHIO PYKOBOAUTENS Ha IOJIyYCHHE
JIOKYMEHTOB W WH(OpManuu B OpraHax TOCYAapCTBEHHON BIacTH u
YIIpaBJICHHA, 06HI€CTB€HHI>IX opranu3aluvsix U IMOJTYy4YCHHUC COOTBGTCTBYIOHIeﬁ
MHPOPMAIMY ¥ JOKYMEHTOB

NudopmupoBaHue pyKOBOIUTENS O Pe3ylbTaTaX PACCMOTPEHHS 3alPOCOB U
oOparnieHui

Opranuzanus peueHus BOIPOCOB, HE TPeOYIOLIUX HENOCPEACTBEHHOTO
y4acTHsl PyKOBOJIUTES

[loaroroBka MaTepuasnoB JUIsl y4acTusi PyKOBOJAUTENS B pabOTEe pazIuvHbIX
CTPYKTYp B COCTaB€ TOCYAapCTBEHHBIX M MYHHIWNAIBHBIX OPraHoOB,
0OIIECTBEHHBIX OpraHu3anuil

IlonroroBka NOKYMEHTOB ISl 3aKIFOUYEHHUS COIVIALIEHUH O COTPYAHHUUYECTBE C
JICJIOBBIMU MTAPTHEPAMU

NHudopmupoBaHue 1€710BbIX MAPTHEPOB U 3aMHTEPECOBAHHBIX OpraHU3aIHil O
pEeLICHUAX PYKOBOIUTEINS B XOJ€ BBIIOJHEHUs COTJIAICHUN

HeoOxonumelie ymeHust

AHanu3upoBaTth M OTOMpPATh HCTOYHMKH HH(OpMallMd B COOTBETCTBUU C
KPUTEPUSIMH TIOJIHOTBI, JTOCTOBEPHOCTH, CBOEBPEMEHHOCTH IPENOCTABIICHHUS
nHpopManuu

C06I/IpaTL, O6pa6aTI>IBaTI> U aHAJIIM3UPOBATH I/IH(I)OpMaI_II/II-O B COOTBCTCTBHHU C
3aJaHHbBIMHA Tp€6OBaHI/I$IMI/I

HepezLaBaTL I/IH(I)OpMaI_II/IIO B CUCTCMATU3HNPOBAHHOM BHU]JIC

OO6pabartbIBaTh U CTPYKTYpUPOBAThH uH(pOopMalLnIo, oOpa3sys
1H(pOpPMaIMOHHbBIE PECYPCHI

[Ipou3BoauTh MOUCK MHPOPMAIMHN B CYIIECTBYIOIIUX 0a3ax JaHHBIX, BECTU
MH(POPMAIIMOHHO-CIIPABOYHYIO Pa0OTy Ha OCHOBE PA3IMUYHBIX KOMOMHAIMN
MTOMCKOBBIX MPU3HAKOB

OO0ecrieunBaTh I/IH(i)OpMaI_II/IOHHYIO 0€30IMacHOCTh OpraHu3aln

PaGotath ¢ KOMIIBIOTEPOM, WCIIOJIB30BaTh O(MUCHBIA MaKeT (TEKCTOBBIH
penaKkTop, TaOIHUIIhI)

Heo0Oxoaumsie
3HAaHUA

BHy'TpCHHSISI W BHCIIHSAA NTOJIMTUKA OpTraHu3allun

[IpuHIMIIBI TPECTaBUTENBCTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax
MECTHOTO  CaMOYIPaBJICHHS, CTOPOHHHMX OpPraHu3alMsAX U  IOPAIOK
B3aUMOIEHCTBUSA C HUMHA

HpI/IHLII/IHBI U MCTOABI aAIMUHUCTPUPOBAHU A

OcoGenHoctr (OPMUPOBAHUS BHEUIHMX U BHYTPEHHHUX HH()OPMAIMOHHBIX
IIOTOKOB

CtpykTypa OpraHu3alid W TOPSAJOK B3aUMOACHCTBUS MOJPA3ACIICHUN U
CITyK0




[TpaBwmia opMupOBaH¥S M UCIIOJIL30BAHUS 0a3 JAHHBIX

CoBpeMEHHbIC HAyYHbIC METOJIbI U TEXHUYECKUE CPEJICTBA, CITIOCOOCTBYOIIUE
cbopy, 00paboTKe, COXpAaHEHHIO U Mepeaade HHPOpPMAIHH

[IpaBuiia 3amuThl KOHGUACHIMATBLHON Ci1ykeOHOI HHpOpMaIK

CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTHH

HApyrue
XApaKTCPHUCTUKHU

3.4.2. TpynoBas GpyHKIIUS

HanmenoBanu | AHaim3 uHGOPMAIMHU U IOJTOTOBKA Kon D/02.6 | YpoBeHb 6
e MH(POPMAIIMOHHO-aHATUTUIECKUX (moxypoBeHb)
MaTepHasoB KBaJTU(DUKALMH
[Ipoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (HYHKITHH OpUTHHaJa
Kon Perucrpanmonnslii
OpUTHHAJA HOMEp
npodeccuoHanbHO

ro cTaHxapTa

TpynoBble neicTBus

COop, nepepaboTka 1 aHanu3 HHGOPMAIUH JIJIS pEIICHUS 3a/1a4,
TOCTaBJIEHHBIX PYKOBOJIUTEIIEM

IToaroroBka I/IH(I)OpMaI_II/IOHHO—aHaJII/ITI/I‘{eCKI/IX MaTCpHraIoB

Pa3paboTka TeMaTH4ecKoro miaHa 0030pHOro JOKYMEHTa, JOKJIaaa

Omnpenenenue kpyra oubnnorpaduyecKux HCTOUHUKOB

[TonOop UCTOYHMKOB U TUTEPATYpPHI 10 TeMe 0030pa, JOKIAa,
AQHAIUTUYECKOM CITPaBKU

Hanucanne u opopmienne 0630pa, 10KIaaa, aHATUTUUECKON CITPABKHU

HeoOxoaumere
YMEHUS

Pa3zpabarpiBaTh TeMaTUueCKHil TUIaH 0030pa, JOKIaAa, aHATUTHIECKON
CIIpaBKHU

O60CHOBBIBATH aKTYaJIbHOCTh MPOOJIEMBI, KOTOPYIO MPEACTOUT OCBETUTH B
o030pe, OKJIaje, ClipaBKe

[Tonb30BaTbes MHGOPMALIMOHHBIMU PECYpPCAMU M CUCTEMAaTU3UPOBATh
MH(OPMAIIHIO MO 33JAHHBIM KPUTEPHUSIM

HpaBI/IJ'II)HO HHTCPHNPETUPOBATH MMOJTYYCHHBIC TaHHBIC U IIPEAOCTABIIATh UX B
CUCTCMATU3UPOBAHHOM BUIC

OHpe)IeJISITI) KpYr UICTOYHHKOB U JIUTCPATYPHI, H606XO)II/IMBIX JJIA
IIOATOTOBKU I/IH(I)OpMaI_II/IOHHO-aHaJ'II/ITI/I‘-IeCKI/IX MaTCpHraoB

Wznarate Marcpural B JIOTHYSCKOM IOCICJ0BATCIBHOCTH

HpOI/I3BOIII/ITB AHAJIN3 U OCHKY U3JIOKCHHOI'O MaTCpuajia

O(I)OpMJ'ISITL TCKCT B COOTBCTCTBYIOIICM CTHJIC

Pe)IaKTI/IpOBaTB TCKCT JOKYMCHTOB

CDOpMy.]'IHpOBaTL BbIBOJbI U pPCKOMCHJallUN

OcymiecTBIATH aBTOMATH3AIHIO MTPOIECCOB cOOpa, XpaHEHHS U BBIIAYH
uHpOopMaIU

[Tonp30BaThCs yCTPOUCTBAMH aBTOMATH3UPOBAHHON 00paOOTKH TEKCTOBOM
nHpopManuu 1 GoToHAOOPHBIMU YCTPOICTBAMHU

[IpuMeHSTh BBIYMCIUTENbHYIO TEXHUKY U HH(POPMAIIMOHHbIE TEXHOJIOTUI




JUIs S)KOHOMHYHOHN M PallMOHAIBHON OpraHu3anuu HHPOPMAITMOHHBIX
IIPOLIECCOB, MOBBIIEHUS] X THOKOCTH M JUHAMUYHOCTH

[Tpon3BOANTH TUTEPATYPHO-CTHIIMCTHYECKYIO 00pabOTKY TEKCTa, IPOBEPKY
JIOTUYECKOHU MOCIIEA0BATEIbHOCTH U3JI0KEHUS, AHAIN3a U OLEHKH,
HaIlMCaHUs BBIBOJIOB U PEKOMEH AU

HpI/IMeHHTB OCHOBBI IICUXOJIOTHUH ACJI0BOI'O O6H_[CHI/I$I

HeoOxonuMble 3HaHUS

HOpMaTI/IBHBIe IIPpaBOBBIC aKTbl, HOPMATUBHO-MCTOANYCCKUC TOKYMCHTEI,
ToCyJdapCTBCHHBIC CTAHAAPTHI B C(pepe ACATCIIBHOCTH OpPraHU3alun

CtpyKkTypa opranuzaluu, pyKoBOJCTBO CTPYKTYPHBIX MOAPA3ICICHUN,
HaIpaBJIEHUs JEATEIbHOCTH OPTaHU3aIMU U KOMIIETEHIIUH CTPYKTYPHBIX
MO/Ipa3JIICHUH U TOJDKHOCTHBIX JIMII

Knaccudukanus ynpasieHueckoi ”HPOPMALIUHU, BUIbI YITPABICHUECKOM
nHpopmaluu

@DOpMEI IPEIOCTABICHHUS YITPABICHUECKOW WH(OpMAIUN

Hcrounnku yrpasieH4ecKoi HH(popMannuu, METouKa 0T00opa HCTOUHHKOB
nHpOpMaIN

TpeboBanusi, mpenbsBIsieMble K ypaBlIeHYeCKOH HHPOpMaIUu

OcoGennoctu pedepupoBanus nHpopmaluu, cnenndura ohopmiIeHUs 1
COCTaBJICHUS aHHOTaIUH, pedeparos, 0030pOB, JTOKIAIOB

OCHOBEI HaITMCaHUS peqeﬁ 1 JTOKJIAJOB PYKOBOIAUTECIISA

Kareropuu norpeburerneii, Ha KOTOpbIe OyIeT pacCYUTaH JaHHBIA 0030p,
JIOKJIa]T

MeTtoet 06paboTk HHOOPMALIUY C TIPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHMKAIIMN U CBSI3U, BBIYUCIUTEIbHON TEXHUKU

CrpykTypa HH()OpPMALIMOHHBIX U3JJaHUH B 3aBUCUMOCTH OT XapakTepa
nH(OpMaIMU 1 LIEIEeBOT0 Ha3HaYeHUs] HHPOPMALMOHHBIX M3/1aHUH

CoBpeMeHHbIe cpenicTBa cOopa, 00padOTKH, CHCTEMaTH3auu HHHOpMaIuu

Hctounuku nHbopManuu: KaTaaoru OUOINOTEK, )KYypPHAJIOB, TOUCKOBBIE
CUCTEeMbI HTH(POPMAIIMOHHO-TEJIEKOMMYHUKAaIIMOHHOM ceTu "NHTepHer",
JIEKTPOHHBIE 0a3bl JaHHBIX

OyHKIIMOHAIBHOE Ha3HaueHue 0630pa (bubnuorpaduyeckoro,
pedepaTHBHOTO, aHATUTHYECKOTO) KaK CPeACTBAa OPHEHTAIIH YHTATEIS B
JOKYMEHTAJIbHOM WUJIM HH(POPMAIIMOHHOM IOTOKE

Oco0eHHoCTH 00LIEHAYYHON U MparMaTHiecKoil GyHKIMH 0030pOB

IIpaBusa paboThl ¢ BHEIIHUMH HOCUTEISIMA HHPOPMALIUU

HopMmaTtuBHbIE TOKYMEHTHI, TOCYIapCTBEHHBIE CTaHAAPTHI B 007IaCcTH
JeATEIbHOCTH OpraHU3aluu

[Tonsatue u cnenuduka 6mdbauorpaduaeckoro, pedepaTnBHOTO U
AQHATUTUYECKOTO MH()OPMAIIMOHHOTO U3/IaHuUs

CHpaBOLIHBIC IPaBOBBIC CUCTCMBI

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.4.3. TpynoBas pyHKIUS

HaumenoBan | Opranusanus 1enoBbIX KOHTakToB M | Kox D/03.6 | YpoBeHb 6

ne MMPOTOKOJLHBIX MEPOTIPHIITHI (moypoBeHB)

KBTI (DUKAITAH




IIpoucxoxneHue
TPYAOBOH (QyHKIMU

Opurunan X 3aMMCTBOBaHO U3

OpUTrHHaJIA
Kon Perucrpanuonnsii

OpUTMHaNa HOMED
npohecCHOHATLHOT

0 CTa”HaapTa

TpynoBsie
JNEUCTBUSA

Opranuzanys 1 INIaHUPOBAHUE AEJIOBBIX KOHTAKTOB, BCTPEY U MOE30K
PYKOBOJIHTEIS

Opranuzanus 3acejaHuil, COBEIaHUN U MEPOIPUATUI, TPOBOAUMBIX
PYKOBOAMTEIEM

[ToaroToBka MaTepHaioB Ui COBEUIAHUHN, BeleHHE U 0hopMiIeHnE
MIPOTOKOJIOB

IToaroroBka npe3eHTaMil N0 YKa3aHUIO PYKOBOJIUTENS

Iloaroroska u IMPOBCACHUC HpeCC-KOH(bepeHHI/IH PYKOBOAUTCIIA

Berpeua ygacTHUKOB IIEperoBopoB, o0ecrieueHrne uX nHHOPMAIOHHBIMH
MaTepuaiaMH, BeJICHUE 3aliceil IeperoBopoB

Heo0Oxoaumbie
YMEHHSI

CocCTaBIIsITh IJIaH NOE3]IKU PYKOBOJUTENS

OdopMIsaTs JOKYMEHTBI, HEOOXOAUMBIE JJIS IETTOBOU MOE3/KH,
KOMAaHJIUPOBKH PYKOBOJMUTEIIS

CocTaBisTh 1 0OPMIISITH POTOKOJIBI COBEIIAHMIMA, 3aCETaHII U JPYTUX
KOH()EPEHTHBIX MEPOIPHUSITHIA, TOTOBUTH CIIUCOK YYACTHUKOB, TOBECTKY
JIHSI, SIBOYHBIE JINCTBI U POEKThI UTOTOBBIX JOKYMEHTOB

CocTaBiiTh IPECC-PCIIN3bI

Bectu neperoBopsl ¢ mapTHepamu

Paborats B PEKUMC MHOI'03aJa9YHOCTH

Paboratk ¢ OosbiiuM 00beMOM HHGOpMaUn

Co3znaBaTh U MOAAEPKUBATH MTOJIOKUTEIbHBIA UMUK OpraHU3aluy U
PYKOBOJIATENS

Hcronbs30BaTh BEIYUCIUTENBHYIO TEXHUKY U
MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHHU 15 6oJiee
HSKOHOMHUYHOW U pallMOHAIbHOM OpraHu3aluu HHPOPMaIMOHHBIX
IPOIIECCOB, MOBBIIIEHUS! UX THOKOCTH U JMHAMUYHOCTH

Ob6ecnieunBaTh HTHHOPMAITMOHHYIO O€3011aCHOCTh OpraHN3aluu

HeO6XO,Z[I/IMLIC 3HaHHUA

HOpMaTI/IBHHe IMPpaBOBBLIC AKTbI, HOPMATHBHO-MCTOAUYCCKUC NOKYMCHTHI,
TOCYAApPCTBCHHBLIC CTAHAAPThI B C(bepe JACATCIBbHOCTH OpraHu3anunuu

CprKTypa OopraHu3anuu, pYKOBO,Z[}IIJ_II/Iﬁ COCTaB OpraHu3aliu 1
nonpameneHI/Iﬁ, HaIrpaBJICHUA ACATCIbHOCTU OpraHnu3aliii U KOMIICTCHIIUN
CTPYKTYPHBIX nonpaweneHHﬁ 1 JOJDKHOCTHBIX JIUIT

Ilcuxosorust 1e10BOTO 0OIIEHNSI, OCHOBBI KOH(IMKTOJIOTHHI

IIpaBuna poBeIeHUs IEI0BBIX IEPETOBOPOB U MPOTOKOJIBHBIX
MEpONPUATHI

OTHKET U OCHOBEI MCKIAYHAPOAHOTO ITPOKOJIa

HpaBI/ma COCTaBJICHUS U O(I)OpMJ'ICHI/ISI JOKYMCHTOB

[TpaBuiia 3anuThl KOHGUACHINATIBLHON CITy)ke0HOM nHpopMauu

WHpopManinOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU

HApyrue
XapaKTCPUCTUKHU




3.4.4. Tpynoas pyHKIISA

HaumenoBanu | Opranuzanus UCHOJIHEHUS PELICHUM Kon D/04.6 | YpoBeHb 6
e PYKOBOJMTEIS (moypoBeHB)
KBaJTU (DUKAITAH

IIpoucxoxnenue Opurunan X 3alMMCTBOBaHO U3
TpyI0BOU (HyHKIIUU OpUTHHAaJIa

Kon Peructpanuonnblit

OpUTHHANA HOMED
npodeccuoHaIbHOT

0 cTaHjapra

TpynoBble nercTBUA

JlokyMeHTaJIbHOE 0OpPMIICHHE PEILICHUI PYKOBOIAUTES, JOBEACHUE JI0
CBeJIeHUs] paOOTHUKOB OPraHU3aIMH YCTHBIX PAaCHOPSKEHUH PYKOBOIUTENS

KOOpIII/IHaIII/IH JACATCIBHOCTHU 110 MCIIOJTHCHHIO peHIGHI/If/'I PYKOBOAUTCIIA

KOHTpOHL HUCIIOJIHCHUA peH_ICHI/Iﬁ PYKOBOIAUTCIIAL

[ToaroroBka OTYETOB O BBINOJHEHUH NOPYYEHUN U PEILIECHUN PYKOBOJIUTEIS

HeoOxonumelie ymeHust

CocTraBiaTh U O(bOpMJ'IHTB HAOKYMCHTBI, COACPIKAIINUEC ITIOPYUCHUS U
PACTIOPSAKCHUA PYKOBOJAUTCIIA

Bectu yder nopydenuit pykoBoautesns, TpeOyrOIUX KOHTPOJIS 10 CYILECTBY
pelieHus Bonpoca

YeTko 1 OBICTPO MPUHUMATH PEIICHHS B IpoIecce pabOThI

HpOI/IBBOI[I/ITB aHaJIN3 UCIOJHUTEIbCKON OUCITUTLINHBI

CocTaBnaTh aHATMTUYECKUE OTYETHI M CIIPABKU 0 PE3yJIbTaTaM HCIIOTHEHUS
MIOPYYEHUN U paCIOPSKEHUI pyKOBOJUTEIS

ITosib30BaThCs cUCTEMaMM 3JIEKTPOHHOTO TOKYMEHTO000pOTa

HpI/IMeHHTB BBIUHUCIIUTCIIbHYIO TCXHUKY U
I/IH(bOpMaIII/IOHHO-KOMMYHI/IKaHI/IOHHI)IC TCXHOJIOTUH JJIsA SKOHOMUYHOMN B
paHHOHaHLHOfI OopraHusanniun I/IH(I)OpMaI_II/IOHHLIX IMponeCcCoOB, MOBBIMICHUS UX
THOKOCTH U JUHaAMHUYIHOCTHU

OOGecneunBaTh 0€30IaCHOCTD ACATCIIbBHOCTU OpraHHU3allun

HeO6XOI[I/IMI>Ie 3HaHUA

HOpMaTI/IBHLIe IMpaBOBLIC AKTHI, HOPMATHUBHO-MCTOANYCCKUC NTOKYMCHTEI,
TOCYAapCTBCHHBIC CTaAaHAAPTHI B C(i)epe ACATCIIBHOCTH OpraHu3alun

CrpykTypa opranu3saiuu, pyKoBOJACTBO CTPYKTYPHBIX ITO/Ipa3IeIICHUH,
HaIpaBJIeHUs AESITebHOCTH OpraHU3al[ii U KOMIIETEHIINH CTPYKTYPHBIX
MO/IPa3JIEJIEHUI U TOJDKHOCTHBIX JIMIL

ITpaBuna npoBeaeHUs] KOHTPOJIS UCTIOTHEHUS TOPYYEHU PYKOBOIUTEIISI

TexHoJjorus BeaeHUs KOHTPOJIA UCITIOJTHCHU L HOpy‘ICHHI:I PYKOBOJUTCIIA

CucTeMbl AIEKTPOHHOTO TOKYMEHTO000pOTa, 0a3bI TAHHBIX

TpeboBanust oXpaHsl Tpyaa

HApyrue
XAPAKTCPUCTHUKHU

IV. CBenenust 00 oprannsanmsx - paspadoTynkax npogecCHOHAIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs! OpraHU3aAUA-Pa3PadbOTINK




HII "HaumonanpHast accouuanyst OHCHBIX CIIEHUAINCTOB U aIMUHUCTPATUBHBIX paOOTHUKOB",
ropoj Mocksa

Jlupexrop XmocHeBa Jlrogmuina [letpoBHa

4.2. HaumeHOBaHus OpraHu3aluii-pa3padoTuNKOB

AHO "AreHTCTBO CTpaTernuyeCKMX MHULIMATUB MO MPOABUKEHUIO HOBBIX ITPOEKTOB",
ropoa Mocksa

2 AHO "YensOnHCKOE PErMOHAILHOE areHTCTBO Pa3BUTHS KBandukanuii", ropos YensOnHck

3 AHO BIIO "MexpernoHaibHbIi OTKPBITEIA COLMANbHBIA HHCTHTYT", ropox Momkap-Oua,
Pecny6mka Mapwuit D1

4 Boarorpasckas ToproBo-npoMsllIeHHas 1ajgaTa, ropo Bosrorpaz

5 I'V "Bcepoccuiickuit Hay4YHO-HUCCIIEeI0BATENbCKUIA HHCTUTYT TIOKYMEHTOBEICHUSI M ApXUBHOTO
nena" (BHUUIA), ropon Mocksa

6 HOVY JITO "Uucturyt undopmannonusix Texnonorui "AiTu", ropon Mocksa

7 Ob6mepoccuiickuii mpodcoro3 pabOTHUKOB rOCYAapCTBEHHBIX YUPEKIACHUH U 0OLIECTBEHHOTO
obcirykuBanus Poccuiickoit denepanuu, ropoa Mocksa

8 O6mmepoccuiickoe MexoTpacieBoe oobeaunenne padboromareneii "Hukens", ropoq Mocksa

9 00O "Maiikpocodt Pyc", ropox Mocksa

10 00O "UenTp sxcnepTu3sl u cepruduxanmu', ropoa Mocksa

11 00O "DnekrponHsle oucHbIe cucTeMbl", Topoa MockBa

12 IToBoikckuit uHCTUTYT ynpasienus uMenu I1.A. Ctonsinuna - punuan @I'bOY BIIO
"Poccwuiickast akaeMusl HAPOIHOTO XO3sHCTBA ¥ TOCYIApPCTBEHHOM cI1y:KObI Tipu [Ipe3uneHTe
Poccuiickoit ®eneparun', ropoa Caparos

13 OI'AOY JITO "Akagemus cTaHAapTU3AIMN, METPOJIOTUHU U cepTudukanuu’, ropog Mocksa

14 ®I'BOY BIIO "llen3enckuii rocyapcTBeHHbIN yHuBepeuter", ropon Ilensa

15 @®I'bOY BIIO "Poccuiickuii rocyaapcTBEHHbIH I'yMaHUTApHbIN yHUBEpcUTET", Kadeapa
nokymeHToBeaeHus, kapenpa ACJIOY, ropox Mocksa

16 OI'BY "Hay4Ho-ucciieqoBaTeIbCKUA HHCTUTYT TPY/1a U COLMAIBHOIO CTPaXOBaHMs"
MuHucTepeTBa Tpy1a U colMalbHOM 3amuThl Poccniickon @enepannn, ropox Mocksa

17 | SIpocnaBckast TOproBo-NpoMbIILIEHHAs NajiaTa, ropoa Spocnasib

*(1) Obepoccuiickuii knaccuGuraTop 3aHATHH.

*(2) Obepoccuiickuii kaaccuGuKaTop BUAOB SKOHOMHUYECKOH 1eATETbHOCTH.

*(3) Obepoccuiickuii kmaccuGuraTop CuenuaaTbHOCTeN 0 00pa30BaHUIO.

*(4) Enunenii kBamuuKalMOHHBIA CIPABOYHUK JOJHKHOCTEH PYKOBOAMTENEH, CHEIHalUCTOB U

JPYTUX CITYKaIlIHX.

*(5) OOmepoccuiickuii  knaccudurarop mnpodeccuit pabodux, TODKHOCTEH CiIyXKalluxX |

Tapu(HBIX pa3psioB.


http://ivo.garant.ru/document/redirect/179057/0
http://ivo.garant.ru/document/redirect/70650726/0
http://ivo.garant.ru/document/redirect/186755/0
http://ivo.garant.ru/document/redirect/180422/0
http://ivo.garant.ru/document/redirect/1548770/0

