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1. VTeepnuts mpmiaraeMbiii npod)ecCHOHAIBHBIM CTaHAapT «CHenuamcr 1o
OpraHM3alMOHHOMY M JOKYMEHTALMOHHOMY OO€CTIEUEHHUIO yIIPABIICHHUS OpraHu3aluein.

2. TlpusHarh yTpaTMBUIAM CHIy NpHKa3 MHHHCTEpCTBa Tpyda M COLHMAIBHOM
samuThl Poccuiickoit ®enepamuu ot 6 mas 2015 r. Ne 276m «OO6 yrBepneHHH
npopeccHoHaibHOr0  craHgapra  «Cmempamict 1O OpraHu3allMOHHOMY  H
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Ne 37509).
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IT1. XapakTepHcTHKA 00001LIEHHBIX TPYAOBBIX PyHKI Ui

3.1. O6o6menHas TpyaoBas GynKous

Opranu3anuoHHOe obecrneyeHne
HaumeHoBaHHE P I . Kon A VpoBeHs 3

HACATENIBHOCTH OpraHu3anun ! Kﬁaﬂml)l’ll(auﬂﬂ
IMpoucxoxaenue 06061meHHOMH 3auMCTBOBaHO 3

Opurunan X
TPyHoBo# GyHKuHM OpHrHHaJIa
Kon PeructpaunoHHslii HoMep
OpHUruHana npoeccuoHansHOro
CTaHaapTa

Bo3MoxHBIE Cekperapb-aIMHHHCTPATOP
HauMCHOBaHHA
JIOJDKHOCTEH,
npodeccuit

TpeboBanus k
o0pa3oBaHHIO U
00y4eHHIO

Cpennee obmee ob6pazoBaHue

Ipodeccuonansroe 06ydeHHe — MPOrpaMMEI Ipo¢heCCHOHATEHON IIOATOTOBKH
IO IOJDKHOCTSM CITy>KalllUX, IPOrPaMMBI IIEPETIOATOTOBKH CITYXKaIluX,
HpOrpaMMBI OBBINIEHNS KBATH(QHKALMH CITyXaIIMX

TpeboBanus k
OIIBITY
IpaKTHYECKON
paboTHI

Oco6sle ycrmoBus
monycka K pabore

Hpyrue

XapaKTCPUCTHKH

HOIIOJIHI/ITCJIBHBIC XapaKTCPUCTHKH

HanmenoBanue JAOKYMECHTA Kon

HaumMeHoBanne 6a30B0ii rpymisl, JODKHOCTH
(npodeccun) nim cneuualbHOCTH

OK3

4226 Cnyxaiue B mpueMHO# (06mero npoduis)

OKIIATP?

26353 | CekpeTrapb-MalllMHHCTKA

3.1.1. Tpynosas ¢pyHkuns

Ipuem u pacnipeneneHne TeneOHHBIX Yposenb
HaumeHoBante | 3p0yy0B OpraHA3aAN Kon | A/01.3 (moypoBeHB) 3
kBanupuxanuu
IIpoucxoxnaeHu 3aMMCTBOBaHO
'rppy(zlonoﬁm;;xmznn Opurunan X W3 OpuMrMHana
Kon opurunana  PerucTpalOHHBIA HOMED
npoteccHOHANBHOro
cTaHzapTa
Tpynoseie INepenanpaenenue TeneGOHHBIX 3BOHKOB PYKOBOACTBY M  COTPYTHHKaM
neHcTBUA OpraHusalu
Perucrpaiys nocTynalomux TeaeOHHBIX 3BOHKOB
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ITomyyenne HeoOxoammo#l wHHPOpMaMM ¥ nepefada CaHKIHOHUPOBAHHOM
HH(popMaImH 110 Tenedony
Heobxonumeie Hcnonp30BaTh TEXHWYECKHME M MPOTPaMMHBIE CpEACTBA JJIS TPOBENEHUS
yMEHUS TOJIOCOBOM MJIM BHIEO-KOH(EPEHII-CBSI3H
Hcnonp3oBath cpeacTBa KOMMYHHMKALHOHHOM OpPITEXHHKH IJIS IMOIYYEHHUS M
‘mepeaau uHGoOpManuH
| Bectn ydeTHble  perncTpalMoHHBIC  (QOpMEBI, HCHIONB30BaTh HMX I
uHpopMaIHOHHOHN paboThI
| YcraHaBmMBaTh KOHTAKT ¢ COOECEHUKOM, NOANECPKUBATh H Pa3BUBATH AEIOBYIO
| 6eceny B mponecce TeaeOHHBIX NIEPErOBOPOB
| CriaxmnBarb KOHQIMKTHBIE M  CJIOXHBIE CHTYalldM  MEXIHYHOCTHOIO
| B3aUMOJICiiCTBUA
| Cobmogate ciry>KeOHBIH 3THKET
| Heobxonumeie DyHKIMH, 330290, CTPYKTYpa OpraHH3alliH, ee CBI3U
3HAHUSA [MpaBuna B3aMMOJZICHCTBUA C MAapTHEPaMH, KIMEHTaMH, CPEACTBAMHM MAacCOBOH
uHbOpMaLMH
OTHKa AeJI0BOro oOMEeHHs
ITpaBuia peueBoro ITHKETa
TpeGoBanus oXpaHsl Tpyaa
IpaBuna 3amuTsl KOHGHACHINAIBHOM CIy)keOHO# HHPOpMaLHUH
Hpyrue -
XapaKTEPUCTHKH

3.1.2. TpyaoBas pynKuus

Oprann3anus paboThl ¢ IOCETHTEISIMHA YposeHs
HauMeHoBaHHE | onrapysanum Kom | A/02.3 (momypoBeHs) 3
KkBanpUKaLuu
Iporsemsenne | opwa X | oo
Kon PernctpaudoHHBIN HOMED
opuruHana npodecCHOHAIBLHOTO
CTaHaapTa

TpynoBsie Bcrpewa moceruTeneid, noydeHne NepBUYHON HHGOpPManMU O MOCETHTENAX U
JIeHCTBHS MOMOMIb B OPraHW3aliM UX NpHEMa PYKOBOAUTENIEM U COTPYAHHUKAMH

Benenue xxypHana 3anucyu noceTuTenei

Yuet nocetureneii 1 0opopMIIEHHE TIPOIYCKOB

CopeiicTBHE  ONMEPaTHBHOMY PpAacCMOTPEHHIO TIIPpock0 M IpPEIOKEHHH

HOCETHTENICH

[IpueM 4 mepepada JOKYMEHTOB IOCETHTENEH PYKOBOICTBY H COTPYIHHUKaM

OpraHu3alyy

Opranu3anys 1 GpOHHPOBaHHE NEPETOBOPHEIX KOMHAT

CepBupoBka JaitHoro (kogeiiHoro) crona B opuce

IIpuroroseHHe HANUTKOB (Yaif, Kode, MPOXIaTUTEIbHEIE HATUTKH)
Heobxoaumeie OO6maTbcs ¢ NOCETHTEIIMA
yMEHHUs Hcnons30Bark YCTAHOBIICHHBIE IIPAaBHJIA M MPOIEYPHl KOMMYHHUKAMH BHYTPH

OpraHu3anyu

Bectn ydetHsle GOPMBI, HCIIOJIB30BaTh HX I pabOTHI

Co3znaBath HOJIOXKHUTEIBHBIM HMUJDK OpraHu3alyu

TIpuHAMATH MEPHI IO Pa3peEHHI0 KOH(PIMKTHBIX CHTyalui

IMpumensTs HHGOPMALHOHHO-KOMMYHHKAIIMOHHEIE TEXHOJIOTHH
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O6ecneunBaTh KOH(PHUAESHIHATEHOCTh HHPOPMaHU

Heobxoaumeie
3HAHUSA

ITpaBuiia opranusanuy npueMa NOCETUTENEH

IIpaBuna ienoBoro oomeHms

CTpykTypa OpraHu3allui H pacupeneieHue (QyHKIMHA MeXIYy CTPYKTYPHBIMH
noApa3saeCHUSIMH ¥ CHEIHATACTAMH

ITpaBuia opraHu3anuy IPUEMOB B oduce

IIpaBuna cepBUPOBKH YaifHOro (KogeHHoro) ctona

HpaBmla IIPATOTOBJICHHUS H NOJa4Y IOPAYIHNX HAIIUTKOB M 3aKyCOK K HUM

DTHKa AEIOBOro OOUCHUS

IIpaBuna pedeBoro 3THKeTa

TpeboBanus oxpaHHI TpyJa

ITpaBmia 3anuTE KOHGHUASHINATEHOH ciIyXeOHOH HHpOpMauH

Hpyrue

XapaKTEPHCTHKH

3.1.3. TpynoBas pyHKIHS

BrioyiHeHHE KOOPAUHUPYIOIAX H VpoBeHb
HaumeHosanue obecrieunBaomux QpyHKIUH Kox | A/03.3 (nmoaypoBeHs) 3
KBaNTU(PUKALUH
o | O X | e
Kon PernctpaunHoHHEIH HOMED
opurMHana npodecCHOHANBHOTO
CcTaHaapTa
TpynoBsie Benmenne xxypHajia pa3pe3f0B paOOTHHKOB OpraHHU3alHy
JielicTBHSA Koopnunaiys paboTH KypbepPOB M BOIUTENIEH OpraHu3auu
Benenune xXypHala pa3be3IoB KYphepOB OPraHU3allMi M MapIIPyTOB BOAUTENIEH
CocTaBlcHHE CHpaBKH O pa3be3lax pabOTHHKOB, KyphepOB M MapIIpyTax
BOAMTENIEH Opranu3allii
HeobxonumMeie CoCTaBJIATh ¥ BECTH YYETHBIC JOKYMEHTEI
yMEHHS [IpuMeHSTE CpeZIcTBA KOMMYHHKALIUH JUISL IEpEeJaYy IOPYICHHA PYKOBOAUTENS 1
COTPYAHHKOB OpraHH3alHu
[IpHMERsTH COBpEMEHHEIE CpeCcTBa cbopa, 06paboTKH M nepeadn HHGOpMaluK
OneHuBaTh pe3yIbTaThl B paMKax IOCTaBJIEHHBIX 3a/1a4
OcymiecTBIATh KOHTPOJIb HCTIOJHEHHS IOPYYEHUH PyKOBOAUTEIIS COTPY AHHKAMU
Heobxoaumeie IIpaBuna peyeBOro ITHKETa
3HaHUA OTHKa 1eT0BOro O0IIEeHHs
TpeboBanus oxpaHsI TpyZa
ITpaBria 3aIUTH KOHQUAECHIHATLHOM CITyxe6HOM HEpOopMaLH
CIpyKTypa OpraHM3alldH M pachpefelcHHe (QYHKIHH MEXAY CTPYKTYPHBIMH
ToApa3/ieIeHHsIMHU H CIeHaIMCTaMH
Apyrue -
XapaKTEPUCTHKH




3.2. O600mennan TpyaoBasi pyHKIHS

HauMeHOBaHHE I[OK}’M@HTaI.IIfIOHHOC obecneueHue Kox B VpoBeHs 5
ACATCIIBHOCTH OpraHu3anun KBaM(pHKALMH
Tponcxoxnerne 3auMCTBOBaHO U3
o60o01meHHo# TpyaOBOii Opurunan X
byHwn OpUruHana
Kon PerucrpauuonHsiii Homep
OpHIUHana npo¢ecCHOHANLHOTO
CTaHzapTa
BosMoxnbie Jlenonpon3BoauTens
HauMCHOBaHHS
JOJNDKHOCTEH,
npodeccui
TpeboBanus Cpenuee npodeccHoHanbHOE 00pa3oBaHH€E — IPOrPaMMBbI IIOATOTOBKH
06pa30BaHHIO H CIICIIHAIUCTOB CPEAHETO 3B€HA
00y4eHHIO WIH

Cpennee npodeccuoHansHoe 06pazoBaHue (HENPOPHIBHOE) — IIPOTPaAMMEL
IOATOTOBKH CIIEIMAIMCTOB CPEAHETO 3B€HA U JOMOIHUTENBHOE
npodeccHOHaAIFHOE 00pa30BaHHe MO NONONHUTEIEHEIM
npo¢eCCHOHAIBHBIM IIPOrpaMMaM NPodeCCHOHANBHOM I€PENOAroOTOBKH 110
npodIIO AESTENFHOCTH

TpeboBaHuA K ONBITY
IPaKTAYECKOM paboTHI

Oco6bie ycrnoBus
Joycka kK pabote

Hpyrue

XapaKTePHUCTHKH

lIOHOJIHPITCJIBHLlC XapaKTCpUCTHKH

H HaumeHnoBanue 6a30BO# IpyIIIB, JO/DKHOCTH
aHMECHOBaHHE IOKYMCEHTa Koxn
(mpodeccun) WiH COELMATBHOCTH
OK3 4120 Cexperapu (06mero npodus)
EKC* - Jlenonpou3BogUTEIL
OKIIATP 21299 Jlenonpou3BoauTeNnhb
OKCO’ 7.46.02.01 | JlokymeHTaMOHHOE OOeCIICUeHHE yIpaBICHUS H
apXUBOBEJCHHE

3.2.1. TpynoBas dpynxknus

Oprasu3anus paboTsl ¢ JOKYMEHTaMH VpoBeHb
HaumeHoBaHHe Kon B/01.5 (moxypoBeHs) 5
kBanuukamu
Hponcxgmneﬂne Opurunan X 3aMMCTBOBAHO U3
TpynoBO# ByHKIMU OpUrHHaia
Kon PerucTpaluOHHEIA HOMEp
OpUruHana npod)eCCHOHANBHOTO

cTaHgapTa




Tpynossie
JnercTBUs

[Tpuem u mepBudHas 06paboTKa BXOAAMMX JOKYMEHTOB

[TpenBapuTensHOE PaCCMOTPEHHE U COPTHPOBKA JOKYMEHTOB Ha PETHCTPHpPYEMEIE
1 HEPETHCTPHPYEMEIE

Hom‘m‘om(a BXOOAIUX JOKYMCHTOB JJIA paCCMOTPCHHUA PYKOBOAUTEIIEM

Peructpanus BXOISIHX JOKYMEHTOB

OpraHnaaupm JAOCTAaBKH NOKYMCHTOB HUCITOJIHUTCIIIM

Be,u;eHne 0a3sl JaHHBIX TOKYMCHTOB OpraHv3annnu

Benenne HHGOpMAIIMOHHO-CIIPABOYHON paboThI

O6paboTKa ¥ OTHpaBKa HCXOAAMHKX JOKYMEHTOB

Opranm3anus paboTHl IO perucTpaldd, Y4eTy, XpaHEHHI0 W Iiepeliaiye B
COOTBETCTBYIOIIME CTPYKTYpPHBIE IIOJApa3AeNeHHUs JOKYMEHTOB TEKYILIETO
JIeJIONIPOM3BOACTBA

KOH’I‘pOIIB HCIOJIHCHUA NOKYMCHTOB B OpraHu3alinn

HeobxonumMeie
yMEHHS

PaGorath €O Bcef COBOKYIHOCTBIO HH(GOPMaLMOHHO-JOKYMEHTaMOHHBIX
peCypcoB OpraHA3alA

ITons3oBaThes 6azamMu JAaHHBIX, B TOM YHCJIE YOIAJICHHO

Ilonp3oBaThCA CIIpaBOYHO-NPABOBBEIMH CUCTEMaAMH

ITons30BaThCs aBTOMAaTH3HPOBAHHBIMHE CHCTEMAMH YU€Ta, PErHCTPALliH, KOHTPOJI
H UHPOPMAIMOHHO-CIPABOYHEIMU CHCTEMaMH IIpH paboTe ¢ JOKyMEHTaMH
OpraHu3alHH

IIpuMeHsTs COBpeMeHHBIE HH(OPMAMOHHO-KOMMYHHUKAIHOHHBIE TEXHOJIOIHH
JUIs paGOTHI ¢ JOKYMEHTaMH, B TOM YHCJIE JUI €€ ONTHMM3alliH U TOBHINICHHS
s dekTHBHOCTH

IIpumensTH paBUIIa PyCCKOrO SI3BIKa

[TprMEHATH HAaBBIKH CKOPOCTHOTO IMHChMa

Heobxonumeie
3HAHUS

HOpMaTHBHBIe IIpaBOBBIC AaKTBI X HOPMATHBHO-METONHYCCKHE JOKYMCHTHI,
OIPEACIIAIOIUE NTOPAOOK NOKYMEHTAIHOHHOI'O obecreyeHAs YIIpaBJICHUA

CTpykTypa OpraHM3aliH, pyKOBOJCTBO CTPYKTYPHBIX IOApa3/ICICHUH

COBpCMeHHBIC I/IH(bOpMaI.II/IOHHBIC TCXHOJIOTHH pa60Tm C JOKYMCHTaMHU

[opsimok paboTHI ¢ JOKYMEHTaMH

CxeMBI JOKYMEHTO000pOoTa

Cucremsl CKOPOCTHOI'O ITHCbMa

ITpaBuia paboThI ¢ BXOASMIMMH, HCXOIAMIAMHE M BHYTPEHHMMH JOKYMEHTaMH

IlpaBuia opraHu3anud H (QOpMBI KOHTPONSL HCIOJHEHHS [TOKYMEHTOB B
OpraHu3alHH

Tumnopsie CPOKH HCIIOJIHEHHS JOKYMCHTOB

ITpuHIUIE paboOTH CO CPOKOBOM KapTOTEKOM

HaznadeHue U TEXHOJIOTHS TCKYILIEro X NpeaynpeauTeSIbHOroO KOHTPOJIA

HpaBlma COCTaABJICHHA aAHAINTHYCCKHX CIPAaBOK II0 OpraHH3allMH pa60TI>I C
JOKYMCHTaMU M KOHTPOJIIO HCIIOJIHCHHUS JIOKYMCHTOB

HpaBnna JOKYMCHTAIITMOHHOI'O obecrieueHus OEATCIbHOCTH Oprannu3alnvuu

BPI}.'[BI JOKYMCHTOB, HX Ha3HA4YCHUC

TpeGOBaan, NpeabABIICMBIC K JOKYMCHTAM B COOTBETCTBHH C HOPMAaTHBHBIMU
IIpaBOBBIMH AKTAMH U IOCYAapCTBE€HHBIMH CTaHJapTaMH

[IpaBuna cocraBieHuss H  odopmieHHs  HH(OPMAIUMOHHO-CIPABOYHEIX,
OpraHH3alMOHHBIX, YIIPABIEHYECKHX TOKYMEHTOB

IlpaBuna co3gaHus H BedeHus 0a3 JAHHBIX CIYKEOHBIX HOKYMEHTOB B
OpraHH3aLuH

CHCTEMBI 3JIEKTPOHHOTO AOKYMEHTO060pOTa

ITpaBuia ¥ CPOKU OTIIPABKH HCXOASIIHNX JOKYMEHTOB

TpebGoBaHWs OXpaHBI TPYAa
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Hpyrue

XapaKTCPUCTHKH

3.2.2. Tpynosas pyHkuus

HaumenoBanue

OpraHu3anus TeKymero XxpaHeHus VpoBeHs
JIOKYMEHTOB Kon | B/02.5 (noayposeHs) 5

KBanHpHKALUU

IIpoucxoxaeHue
TpyAoBO# GyHKUNH

3auMCTBOBAHO

OpuruHan X
P 3 OpUrHHAa

Kon PernctpaunoHHBIH HOMEp
OpuruHana npodeccHOHAIBHOTO
cTaHaapTa

TpynoBeie
JeHCTBHSA

Pa3paboTka HOMEHKJIATYPHI JI€]1 OpraHu3alui

I[IpoBepka nmpaBUIEHOCTH OQOPMIIEHHS JOKYMEHTOB M OTMETKH 00 X HCIIOIHEHUH
nepe ux GOpPMUPOBAHAEM B JeJI0 JUIS IIOCIIEAYIOMETO XPaHEHHS

‘I’OpMy.TIHpOBaHI/Ie 3aroJIOBKOB I¢CJI U OHNPEACIICHUC CPOKOB HX XpaHECHUSA

OopMupOBaHUE /el

KOHTpOJ'H: MPaBUJIBHOIO H CBOEBPEMECHHOI'O paclpeAcJiCHHA H IIOAIIHBKH
JOKYMCHTOB B JI€J1a

HeobxonxuMsie
YMEHHS

OpTaHHSOBBIBaTB pa60Ty 10 YUYE€TY, XpaHCHHIO M Iepeaade B COOTBETCTBYIOIIHUE
CTPYKTYPHBIC NTOJpa3e/ICHUS JOKYMEHTOB TEKYIIECTO ACTIONPOU3BOACTBA

OCYH.IGCTBJISITL METOANYCCKOC PYKOBOJACTBO ACIONPOU3BOACTBOM B OpraHu3alHH,
KOHTPOJIAPOBATEL IIPABHIJIBHOC q)OpMKPOBaHI/Ie, XpaHCHHUE U ciavy IOCJI B apXHB

PaspabGaTsiBaTh HOMEHKJIATYPY A€d CTPYKTYPHOIO NO/Ipa3/ieaeHHs

Hcnonp30BaTh HOMEHKJIATYpy HeNl IpPH M3YYCHHH CTPYKTYPHl OpraHH3aluH,
COCTaBJICHHH OIHCEH Jell

Opraau30BbIBaTh paboTy 10 HOPMHUPOBAHHUIO JIE] B COOTBETCTBHY C YTBEPKIACHHON
HOMEHKJIaTypO# e OpraHu3aluu

(DOPMI/IPOBaTL AJOKYMCHTEI B I€Jia C YYE€ETOM HX CHCIII/I(I)I/IKI/I

CucTeMaTH3UpOBaTh JOKYMEHTHI BHYTPH J€]a

OGecneynBaTh COXpPaHHOCTH U 3alIUTYy JOKYMEHTOB OpraHH3altiu

IpumeHaTs MH(POPMAMMOHHO-KOMMYHHKAIMOHHBIE TEXHOJOrMH Ipd pabore ¢
JOKYMCHTaMH

HeoOxonuMmele
3HAHHUSI

HOpMaTPIBHBIC IpaBOBEIC AKTHl, HOPMATHBHO-METOAHYCCKHC JOKYMCHTHI,
rocyJapcTBEHHBIC CTaHIAAPTHI, OIPCACILIIOIIHNE IOPANOK AOKYMCHTAlHOHHOI'O
obecriegyeHus ynpaBJICHHS

Buael HoMmeHkimaryp, oOumme TpeGoBaHHA K HOMEHKIATYype, METOMHKA ee
cocTaBJieHHs U 0opMIIEHUS

TpaBuna coriacoBaHHs HOMEHKJIATYPHI Ne]l C BEJIOMCTBEHHBIMH apXHBaMH U
9KCIIEPTHOH KOMHCCHEH

IMopsgok ¢opmuposanus u odopMmieHHs Jen, cnenuduka (opMUPOBAHU
OTJeNEHBIX KaTerOpuil el

I'Ipalmna XpaHEeHus A€, B TOM YHUCJIC ¢ IOKYMEHTaMH OIrpaHHYCHHOI0 JOCTYIA

IIpaBuiia BBIZAYM U MCIOJIB30BAHHUS JOKYMEHTOB M3 C)OPMUPOBAHHEIX JIEN

TpeboBanns oxpaHbl TpyJa

Apyrue
XapaKTepPUCTHKH
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3.2.3. Tpynosas ¢pyHkuus

Opranu3anus o6paboTky aen g VpoBeHs

HaumeHoBaHue OCHEYIOIEro XPaHEH S Kox | B/03.5 (nozypoBeHB) 5

KB UKaLHH

IIpoucxoxaeHue
TpyAoBoii GyHKLUH

X 3aMMCTBOBaHO

Opurusan
W3 OpUrHHaa

Kon PeructpalluOHHEIH HOMED
OpHUruHana npoecCHOHAILHOrO
CTaHZapTa

Tpynoseie
JEHACTBHS

HpOBCpKa CPOKOB XpaHCHHA IOKYMEHTOB, COCTABJICHHME IIPOTOKOJ/IA pa60TI:oI
SKCHepTHOi;I KOMHCCHH IIO ITOATOTOBKE JOKYMCHTOB K XpaHCHHUIO, aKTa O ICPEaaic
Ha YHHYTOXCHHEC IOKYMECHTOB, HE NOJJIEKAIHX XPaHCHHUIO

CocTaBlieHHe BHYTpEHHEH OIMUCH JieN s 0c060 UEHHBIX JIOKYMEHTOB

O(i)OpMJICHI/IC A€JI ITIOCTOAHHOI'0, JOJITOBPEMEHHOI'O CPOKOB XpaHCHHUS

O(i)OpMJ'ICHI‘Ie 00JIOXKKH JIe]T NOCTOAHHOI'O, JOJTOBPCMCHHOI'O CPOKOB XpAHEHHS

CocraBiieHHE OIUCH JIEN IIOCTOSSHHOTI'O, TOJITOBPEMECHHOI'O CPOKOB XpaHCHUA

ITepenaya fen B apXuB OpraHU3alMHU

Heo0OxonuMeie
YMEHHS

IHons3oBaTbCs IIEpCYHAMH OJOKYMCHTOB H  aHAJIM3UPOBATH Cl)aKTPI‘IeCKOG
COZCpXKAaHHC HMCIOINHXCA B €€ AOKYMEHTOB IIPH ONPEACIICHHH CPOKOB HX
XpaHCHUSL

OhopMIIATE JOKYMEHTHI SKCIIEPTHOH KOMHCCHH

OdopmiIATE 00JI0KKH Z1€7 TOCTOSHHOTO ¥ BpEMEHHOTO XPaHEHHs B COOTBETCTBHH
¢ TpeOOBaHHUSMH TOCYIapCTBEHHBIX CTAHIAPTOB

TTpOH3BOANUTE XPOHOJNOTHYECKO-CTPYKTYPHYIO CHCTEMaTH3aLMIO JIEIT

OcCymecTBAsTh TEXHUIECKYI0 00paboTKy H IONHOE 0POpMIIEHHE I IOCTOSHHOIO
¥ BPEMCHHOTO XpaHEHHs

CocTapnsaTh ONKUCH €N MOCTOSIHHOTO U BPEMCHHOIO XpaH€HHUs B COOTBETCTBHH C
HOPMaTHUBHO-METOOUICCKUMHU NOKYMEHTAMH

IIpuMeHATh MH(POPMALMOHHO-KOMMYHHKALMOHHBIE TEXHOJIOTHH IpH pabore ¢
JIOKYMEHTaMH

HeobxomxuMrle
3HAHHUS

HopMaTHBHBIE IPaBOBEIE AaKTH, HOPMAaTHBHO-METOIHMYECKHE JOKYMEHTHL,
rOCyJdapCTBEHHBIE CTAHAAPTH, ONpEACIAIOMHKE MNOPSANOK JOKYMEHTAIlHOHHOTO
obecneueHns yIpaBJIeHHs

Kputepuu pa3seneHus AOKYMEHTOB Ha IPYIIIbl B COOTBETCTBHM C IIEHHOCTHIO
uHGOpMaLMH, CoAepXKaIeics B HUX

HOpHJIOK HCIIOJIB30BAHUA THIIOBBIX HJIM BEIOMCTBECHHBIX nepetmeﬁ JOKYMCHTOB,
OIIpelICJICHH CPOKOB XPAHEHHS B IIPOLECCE SKCNEPTU3LI HCHHOCTH JOKYMCHTOB

HOpﬂIIOK CO3/1aHus, OpraHU3allil U HOKYMCHTHPOBAHHUA paGOTBI BKCHepTHOﬁ
KOMHCCHUH

IIpaBuiia COCTaBJICHMS H YTBEPXKICHHUs IIPOTOKOJIA pabOTHI 9KCIEPTHOM KOMHCCHH

HpaBHna COCTaBJIEHUS H YTBECPXKIACHHA aKTa O BBIACICHHH NTOKYMCHTOB, HC
MOAJIC)KAIIUX XPAaHCHHIO

IIpaBuna Texuudeckod o6paboTKH M MOTHOro OQOpMIIEHHS A€l IIOCTOSHHOIO H
BPEMEHHOTO XpaHCHUA

I'Ipamma COCTaBJICHHUS OIIMCHU M€ IIOCTOSHHOIO M BPEMEHHOI'O XpAaHCHHA B
COOTBETCTBHH ¢ HOPMAaTUBHO-METOANYECKUMH JOKYMEHTAMH

IpaBuiia nepeiauu el B apXUB OpraHH3alUuK

TpeboBanus oxpaHsl Tpya

Hpyrue

XapaKTEPUCTHKU
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3.3. O0o0mennas TpyAoBas PyHKIHs

Oprannzaunormoe, JOKYMECHTAITUOHHOE 1 v

HaumeHoBaHHe POBEHb
uHbopManoHHOe obecreueHne AESTENLHOCTH Kox | C F—— 6
PYKOBOAHTEJIA OpraHU3alluy

Mpoucxoxaere 3auMCTBOBAHO M3

HH
0606eHHO# TpyAOBOIH Opurunan X pS———
$yHKUUH
Kon PeructpalldoHHEIN HOMEp
opuruHana NpogecCHOHANEHOrO
cTaHpgapTta

Bo3MmoxxHbIe Cekpetaph pyKOBOIHUTENS

HaMMEHOBaHHA CekpeTapb-cTeHOrpaducTKa

JOJDKHOCTEH, Crenorpagucrka

npodeccuit

TpeGoBanus k
006pa30BaHUIO H
00y4eHHIO

Beiciee o6pa3oBanue — 6akanaBpHat

WK

Bricmee o6paszoBanue (HenpodmibHOE) — OaKaJaBpHaT H JOIOIHHUTEIBHOE
npodeccHoOHATEHOE 00pa30BaHHE 110 JONOJHHATENLHEIM
npodecCHOHATBHEIM IIPOrpaMMaM NpodecCHOHANBHOM MepenoAroToOBKU Mo
npodumo AeATENEHOCTH

WIH

Cpennee npodeccHoHaEHOE 060pa30BaHKE — IIPOrPaMMBI IIOATOTOBKH
CHEI[MATIMCTOB CPETHETO 3BEHA

1%0) 171

Cpennee npodeccuoHansHoe 06pasoBaHHe (HEMPOYHILHOE) — MPOrPAMMEI
IIOATOTOBKH CIIEIHATHUCTOB CPEAHETO 3BEHA U IOMOIHHUTENBHOE
npodeccHOHAIBHOE 00pa30BaHHAE 1O AONOIHHTENLHEIM
npod)eCCHOHAIBHBIM IIPOrpaMMaM IPOo(eCCHOHANBHOM MEPEIOArOTOBKH HO
npod U0 AESTENBHOCTH

TpeboBaHuA K ONBITY
paKTHYECKOH paboTEI

He MeHee IBYX JIeT BBHINOJHEHUS paboT 110 OpraHH3alMOHHOMY H
JAOKYMEHTALHOHHOMY 00€CTICUEHHIO AEATEILHOCTH PYKOBOAHTEILA
OpraHu3alMy IIPH cpelHeM IpodeccHOHATBLHOM 00pa3oBaHUH

Oco0rple ycaoBHs
Jornycka K pabore

Jpyrue xapakTepuCcTHKH

JIonOTHHTEbHEBIE XapaKTEPUCTHKY

HaumMenoBanue 6a30B0M IpyNIIbl, JODKHOCTH
HanmeHOBaHME JOKYMEHTA Kon
(mpodeccHu) MM CIENUANEHOCTH
OK3 3343 AJIMHHHCTPATUBHBIA U WHOM UCTIOJIHHTEIbHEIH
CpeHCTEXHHYECKHH IIEPCOHAI
EKC - CekpeTapb pyKOBOJHTEIA
OKIIATP 26341 CexpeTapb pyKOBOJHUTEJIA
26405 CekpeTapp-cTeHOrpadHCcTKa
OKCO 7.46.03.02 JIOKyMEHTOBEICHHE 1 apXHBOBEICHHE
7.46.02.01 JIoKyMeHTanHOHHOE 0OeCcIIeYeHHE YIPABICHUS U
apXHBOBEJICHHE
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3.3.1. TpynoBas ¢pynkumus

OxazaHue ITOMOIIH PYKOBOJHUTEIIO B Vposens
HaumeHoBahHe | rriagupoBaHMH paGodero BpeMeHH Kon C/01.6 | (nonyposeHs) 6
KBaJTHG MKALHH
e | 0PI X | e
Kon PeructpaioOHHEIH HOMED
OpHI'HHaJa npodeccuoHaITbHOTO
cTaHaapTa
Tpynorsle Bribop ¢opmsl miaHupoBaHus ¥ oQOpPMIICHHE ITAaHHPOBIIMKA (Opramaiizepa)
JeHCTBUS PYKOBOJHUTESA
BHecenne nH(popMaluH B INIAHHPOBILMK (OpraHaiisep)
CoracoBaHue ¢ pyKOBOAHTENIEM BPEMEHH ILIAHHPYEMBIX AEHCTBHI
CornacoBanue TeJe(OHHBIX IEPErOBOPOB, BCTPEY ¥ MEPONPHATHH ¢ HApTHEPAMH,
KJIMEHTAMH, PYKOBOIUTEISIMH NOApA3/icICHUA H COTPYAHUKaMH
HndopmupoBanne pyKOBOIHUTENS O PerIaMeHTe HaMEUEHHEIX MEPOTIPUSATHIA
IMpeaynpexaenue o NpUOIIKEHHH BPEMEHH HAMEYEHHBIX MEPOLPUSTHI
@opMuEpoBaHHE pe3epBa BPEMEHH UL HEUPEABHACHHEIX CATYaIHi
Heobxonumsie YcTaHaBIMBaTh E)IH, ONPEACTITh HEPAPXHIO LeNe
YMEHHUsA OnpesensTs NPHOPUTETHOCTH M OYEPEAHOCTD BRIIOTHEHUS paboT U 3 deKTHBHO
pacipenensaTs pabouee BpeMs
OKa3BIBaTh IIOMOIIb PYKOBOJMTEIIIO B paclipe/ie/IEHUH ero pabodero BpeMeH:
‘BriOupate onTHManbHBIE CIOCOOBI HH(QOPMHPOBAHHMS IAPTHEPOB, KINEHTOB,
NOCETHUTENIEH, PYKOBOJUTENEH TOpa3/ieNicHHil ¥ COTPYAHHKOB O IIAHHPYEMBIX
MEPOTIPHATUIX
O6ecneunBars HHGOPMALHOHHYIO 6€30IaCHOCTH ACATENLHOCTH OpraHu3alnu
Heo6xonumeie Crnenuduka OCHOBHOH NeSTEIHOCTH OpraHu3aluu
3HaHHs OCHOBHI a/IMMHACTPATHBHOIO IPaBa U TPYOBOTO 3aKOHOJATENLCTBA PoccHickoit
@enepanyu
PyxoBozsI#ii COCTAaB OpTraHU3alMu U €€ MOApa3/IcIICHHHA
DyHKIMHM CAaMOMEHEDKMEHTA
ITprHUKIE ¥ NpaBIJIa IUIAHMPOBAHHUs paboYero BpeMeHH
MeToapl TOCTaHOBKH LENEH
IpaBuna npoBeeHNs JEJIOBLIX IIEPErOBOPOB
TpeGoBanus oxpaHs! TpyJa
Hpyrue -
XapaKTepHUCTHKH

3.3.2. TpyaoBasi pyHKINHSA

ITnanupoBanue pabodero IHsA ceKpeTaps VpoeeHb
HanmeHoBaHKe Koz C/02.6 (noaypoBeHb) 6
kBanuduKayn
IMpoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TpynoBo# GYHKIHH OpUruHaia
Kon PeructpaliMOHHEIH HOMEP
opuUrMHana npodeccHoHaNILHOrO

cTaHaapTa
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Tpyanossie Br160p 1 odopMiieHNe IUIAHUPOBIIUKA CEKpETaps

IeHcTBUA Benenue qHeBHUKA (Ha 3JICKTPOHHOM M (1) 6yMa)KHOM HOCHTEJIE)

CornacoBaHue IUIAHOB C IJIaHAMH U CPOKaMU PabOThI PYKOBOAMTEINS
Pacripenesnienne pabo4ero BpeMeHH (Ha JIeHb, HEAEIIO, IEPCIIEKTHBY )
IlepeHOC HEBBHINOJHEHHBIX 3alNIAHUPOBAHHBIX 337124

BEInonHeHHe THIIMYHBIX eXEeXHEBHBIX JelT

Heob6xonumsie Bei6upats 1 0opMILITh INTAHKPOBIIHK
YMEHUS BHocuTs ¥ OTCnexuBaTh HHGOPMANHMIO Ha SJICKTPOHHOM H/HIH OyMaXHOM
HOCHTeJIe

PaccTaByIsITh IPUOPHUTETEL, BELIEIATH BAXHOE H CPOYHOE
BeIOMpaTh ONTHMAJIEHBIH PUTM paboTHI

AHanM3upoBaTh NPHYMHEI HEBBINOJIHEHHS 3aa4

ITpraMensTs HHGOPMATHOHHO-KOMMYHHKAIIHOHHEIE TEXHOJIOTHH

Heob6xoaumeie OcoGenHoctd odopMileHHS] IUIaHHPOBHIMKA (Ha 3JEKTPOHOM H OyMaskHOM
3HaHUA HOCHTEJISIX)
OCHOBHI yIIpaB/IeHHS BpeMEHEM
Hpyrue -
XapaKTEepUCTHKH

3.3.3. Tpynosas pynxnus

Opranuzanus TeneQoHHBIX IEPeroBOpoB : . Yposens
HaumeHoBanne PYKOBOZHTEL Kon C/03.6§ (moaypoBeHs) 6
i : KBanuQuKanuu
Mpoxosseme | Opura X | Saemone
Kon PeructpallHOHHBIA HOMEP
OpHIrUHajia npodeccHOHaNBHOTO
cTaHAapTa
TpynoBsie Benenne 6a3bl TesiepOHHBIX KOHTAKTOB PYKOBOJAMTEIIS
JieicTBUsA CoeuHEHHE PYKOBOAUTEIS ¢ KOHKPETHBIMH a0OHEHTaMH
TToaroroBka MaTepHaJIOB I TeIe(OHHBIX IEPETOBOPOB PYKOBOJHTEILS
PerucTpaliys MOCTYyNAIOINX B IPUEMHYIO TeJIe()OHHBIX 3BOHKOB
IMepenanpaBnenue  OTAENBHBIX  TelNe(hOHHBIX  3BOHKOB  3aMECTUTEIISIM
PYKOBOIUTENS U COTPYIHHUKAM
IMonyuyenne wHeoOxomumod HMHPopManuM H Iepefada CaHKIHOHHPOBAHHOU
uHpOpMaNKu 1o Teneony
VCTaHOBNICHHE KOHTAaKTa ¢ COOECeIHHKOM, MOIAEpKaHHE M Pa3BHTHE JIEJIOBOM
Oecenpl B mpolecce TelieOHHBIX IEPETOBOPOB
Oxkazanue NOMOIIH PYKOBOMTEIIO MPH OPTaHU3AIMK U NPOBE/ICHHH TeIePOHHBIX
HEPErOBOPOB ¥ BUIEOKOHEPEHIMI
Heobxoaumeie Bectn m wucnonb3oBath B paboTe 0a3y MaHHBIX Tene(QOHHBIX KOHTAKTOB
yMEHUA PYKOBOJIUTENS
Hcnons30BaTh CpeAcTBA KOMMYHHKAUMOHHOH OPITEXHHMKH [N TOJNYyYCHHA H
nepenadu MHGOPMAIUH
BectH yueTHBle perucTpanHoHHbe (GOPMEI, HMCOONB30BaTh KX  JUIA
MH(OPMALIHOHHOM paGoTHl M PaboTBl MO KOHTPOJIO HCIONHEHMS pPeIeHHUi
PYKOBOIHUTEIS
CriaxuBaTh KOH(IMKTHBIE M CIIOXHbBIE CHTYaIlHH MEXIMYHOCTHOrO OfIIeHus
Hcnonp30BaTh TEXHHYECKHE KM IPOrpaMMHEIE CpEeACTBA [UId  NPOBEICHUSA
TOJIOCOBOM MM BHI€O-KOHPEPEHL-CBA3H
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OGecneunBaTh HHPOPMALMOHHYIO 0€30ITIACHOCTh JEITEIHHOCTH OpraHu3alHH
Cob6oaars clyXeOHBIA STHKET

Heo6xonnmeie TenepoHHBIE KOHTAKTHI PYKOBOJUTEISA

3HAHUA OyHKuMH, 3aaqd, CTPYKTYpa OpraHHM3allid, €€ CBSA3H IO BEPTHKAIM H
TOPH30HTAIN
IlpaBuia B3aUMONEHCTBHS C NMApTHEpaMM, KIMEHTaMHM, CPEICTBAMH MacCOBOM
HHpOpMaIUH
ITpaBuia noiepxanus ¥ pa3BUTHS MEXIMIHOCTHBIX OTHONIECHHUI
TpaBuiia IPOBEAEHHUS AETOBHIX IEPETOBOPOB
TpaBuiia 3amuThl KOHUICHIHAILHOR HHQOPMAaLHK
TpeGoBanus oxpaHbl TpyJa

Hpyrue -

XapaKTePHCTHKA

3.3.4. Tpynosan pynkuus

HauMenoBanHe

Opranu3anusi KOMaHAHAPOBOK PYKOBOJHUTENS YposeHb

Koz | C/04.6 | (noayposeHn) 6
KBanAduKanuu

IIpoucxoxnaexue
TpyaoBoi GyHKUUM

3auMCTBOBaHO
X

Opurunan
U3 OpHrHHANa

Kon PeructpauoHHbIi HOMED
OpHUrMHaa npodeccHoHaNbHOro
cTaHaapTa

Tpynossie
JeUCTBHSA

[ToaroroBka IIPOCKTa CIIY)KCﬁHOl"O 3aJlaHuA PYKOBOOUTCIEA

IMozaroroBka nMpoexTa Mpukasza o ciIy)xeOHOH KOMaHIHPOBKE

OdopmileHre KOMaHJHPOBOYHOTO YJOCTOBEPEHHMS M €r0 PETHCTPAlUA MpH
HeO0OXOAMMOCTH

Ho,uro*rom(a JOKYMEHTOB Ha INOJIYYCHHC BHU3E], 3aIPAHHIHOI0 I1aCIopTa

3aka3 KEJNE3HOAOPOKHEIX M  aBHAOMJIETOB, TOCTHHHII, TPaHCIOPTHOIO
obecrieueHyst pyKOBOIUTE

OdopmiieHHe NPOrpaMMBl IOE3JKH, YTOYHEHHE OCOOCHHOCTEH IPOTOKONIA
IUTAHMPYEMBIX MEPOTIPHATHH

IloaroroBka JOKYMEHTOB K MOE3JKE PYKOBOIHNTCILI

VYTouHEHHE JaThl, JOJDKHOCTEH, hamMmimil B IporpaMMe KOMaHIHPOBKH

ITpopaboTka MapmipyTa pyKOBOJUTEIS, YBSA3Ka €T0 C PaclUCcaHUeM TPaHCIIOPTa

OGpaboTKa MaTepHaIOB KOMaHIHPOBKH, OOpPMIIEHHE OTYECTa O KOMaHIHPOBKE

Heobxoaumeie
yMeHHS

O(bopMJIS[TB ABAHCOBBIC OTYCTHI PYKOBOAUTCIIA

Opranu30BBIBAaTH BCTPEYH PYKOBOIHUTEIS C IPHHAMAIOMIEH CTOPOHOH

OdopMIATh KOMAHIMPOBOYHEIE TOKYMEHTHI

06pa6aTI>IBaTB JOKYMEHTHI 1 MaTCPUAIIBI IO pe3yJibTaTaM ITIOC3/TKH PYKOBOJHTEIA

O6ecnieunBaTh paboTy oduca BO BpeMs OTCYTCTBHS PYKOBOAUTEIS

[IpuMeHATH CIIOCOGHI IETI0BOTO OOIIEHHMS

Hcnonb3oBath cpeacTBa KOMMYHUKAIlHH JJIA obecreyeHusT B3aMMOJIEHCTBHS C
PYKOBOAMTEIEM BO BpEMS €TI0 NeJIOBOM MOE3IKH

Heob6xoauMele
3HaHUA

HOpH,HOK MOATOTOBKM M IIPOBEACHUS KOMaHTUPOBOK

HOpHIlOK od)opmnenna JOKYMEHTOB /11 KOMaHAHUPOBKH M OTYETHBIX JOKYMCHTOB
110 KOMAaHIHUPOBKE PYKOBOIHUTEIIS

JlenoBoii IipOTOKON

DTHKA AeIOBOro oOImeHns

Hpyrue
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| XapaKTePUCTHKH

3.3.5. Tpynosas pynknus

Opranu3anus paboTHI C IOCETHTEIMH B Vposeus

HayumenoBaHue IIPHEMHOM PYKOBOATEILS Kon | C/05.6 | (momyposenb) 6
‘ KBaJIM)UKALHMH

TIpOMCXOXK/IEHHE 3aMMCTBOBaHO
OpuruHan X
TpynoBoH QyHKIMH U3 OpHUrHHaNa

Koxn PerucTpaliyOHHBIH HOMED
OpHruHaua npodeccHOHAJILHOTO
CcTaHaapTa

Tpynmoesie Opranusaiys JIYHOTO IpreMa MOCceTUTeNe pyKOBOAUTEIEM

JIEeHCTBHS VcraHOBJIEHHE TTOPSAKA NPHEMa JUIs pa3/IMuHbIX KaTErOPHH IOCETUTENEH

Benenne JXypHajia HpeI[BapI/ITCJII:HOﬁ 3allMCH Ha IIpUCM

Perucrpanus nocerurenei

CogeiicTBHUE ONEpaTHBHOMY PaCCMOTPEHHMIO IIPOCKO U NPEIoNKEHUH ToceTHTENEH
¥ COTPYAHUKOB OpraHU3aliu

Oprauu3alys npremMa JeOBEIX IapTHEPOB B oduce

Oprasusanus 06C/Ty)XHBaHHs pyKOBOJHTEIIS M €T0 JENOBBIX IAPTHEPOB B OdHCe

CepsupoBKa 4aiiHoro (kodelHoro) cTona B oduce

[IpuHATHE Mep IO COXPAaHEHHIO KOMMEDYECKOH TallHBI B Xo4e IIpHeMa
HOCETHTENICH ¥ MX HAXOXKIEHNS B IPHEMHOM H KaOUHETEe PyKOBOIUTEIS

Heo6xonmuMele OpFaHI/ISOBBIBaTB H 00ecrIeYnBaTh JIMYHBIC KOHTAKThI PYKOBOJMUTEIIA

yMeHHA YrpasisaTh KOHGIMKTAMU

VYHTHIBATh ICHXOJIOTMYECKHE OCOOEHHOCTH JIMYHOCTH IPH Pa3IM4HBIX BHAAX
npohecCHOHAIBHOTO OOMEHNs

Hcmonp3oBate YCTAQHOBJICHHEIC NMPaBHJIa U IIPOLEAYPBI KOMMYHHKAIlHH BHYTPH
OprabHu3anuy -

Bect  ydYeTHBIE  pEeTHCTpPalMOHHBIE  (OPMBI, HCIONB30BaTh HMX  JUIA
uHpOpMAMOHHON paboThl W paboTHl IO KOHTPOIO MCIOJHEHHsS pEUICHHM
PYKOBOAUTEIS

CO3IIaBaTI: TIOJIOXKUTEIHFHBIN HMHIDK Oprannu3anvun

TIprHEMATE MEPBI [0 Pa3PEeIICHAI0 KOHPIMKTHBIX CHTYaLIHiA

HpI/IMeHﬂTB I/IH(l)OpMaIIHOHHO-KOMMYHHKaIII/IOHHLIe TEXHOJIOTHHA

Ob6ecneurBaTh KOHOUIEHIHATFHOCTh B NPHEMHON M KaOMHETe PYKOBOIMTEI,
COXpaHsATh KOHQUACHIHATPHYIO HHQOPMAIIKIO B TaiHEe

HeobxoaumMele IpaBuia opraHu3alyy MPUEMa NOCETATEIICH

3HaHUSA ITpaBuia nenoBoro o0meHus

HpaBI/IJIa PE€HUCBOro TUKETA

[MpaBuia yCTaHOBJIEHHA KOHTAKTa, TMONEPKAHMSA W Pa3sBUTHA MEXIHYHOCTHBIX
OTHOIIEHUI

CTpyKTypa OpraHH3alMyd H pacnpefelcHHe (YHKuMil MeXAy CTPYKTYPHBIMH
HoApa3AeIeHNAMH U CIICMATHCTAMHI

IIpaBuia OpraHM3aliy NPHEMOB B oduce

OTHKET H OCHOBBI MEXIAYHapOJHOTO IMPOTOKOJIA

IIpaBuiia cepBHPOBKH YaifHOro (KOGEHHOTr0) CTONA

HpaBHJIa MPHUTOTOBJICHHS H MOAAYH IOpSYUX HAIIUTKOB H 3aKYCOK K HAM

IIpaBuna 3amuTH KOHQHICHIHAILHOM CITye0HO0H nHpopManmy

Apyrue -
XapaKTEPUCTHKH
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3.3.6. Tpynosan dynknns

OpraHn3aun;1 INOATOTOBKH, MPOBEACHUA U Yposenb

HauMeoBaue | oGcoryvikupaHns KOHGEPEHTHBIX MEPONPHATHIH Kox | C/06.6 | (nomyposers) 6

KBaNU(pUKaLU

IIponcxoxaeHre
TpyAoBoii GyHKIHH

. OpuruHan

X 3auMCTBOBAHO
U3 OpUTHHAJIA

Kon PeructpaumonHslit HoMep
OpHTHHaNa npodeccHoHaNBHOTO
CTaHJapTa

Tpynoseie
JIeHCTBUS

ITonroroBka 1moBecTKH JHS MCEPONPUATHA

OdopmiieHre CIUCKa YYaCTHUKOB MEPONIPUSTHS

NndopMHpOBaHKE IIPEANOIaracMbIX YIaCTHUKOB O HAMEYAEMOM MEPONPHATHH U
YCJIOBHSX YIacTHS

BbI60p MECTa U BpEMCHH IIPOBCACHUSI MCPOIIPHATHS

Iloaroroeka HpCI[BapI/ITCHBHOﬁ CMCTEHI paCcXoa0B

Paccriika npnrnamennifl NOATBEPAUBIIHM yJacTHE B MCPOIIDHSITHH

C60p TCKCTOB JOKJIAAOB H IIPOCKTOB UTOTOBEIX JOKYMCHTOB Y JOKJIaAYHKOB

Pacceuika HMHQOPMAIMOHHBIX MaTEPHAJIOB yJacTHUKaM KoH($epeHTHOro
MEpOTPHUSITHS

CocTaBneHue SBOYHEIX JIMCTOB M CITHCKa PETUCTPAIMH YYAaCTHHKOB MEPOIIPHATHA

3aKynKa KaHUEIIPCKUX TOBAPOB M IIPOAYKTOB UL obecnedeHus Kode-nay3

Pemenne BOIIPOCOB TEXHUYCCKOI'0 OCHAIICHUS MCPOIIPHSATHA

IToMomp B IOATOTOBKE AOKJIAAa PYKOBOAUTEA, IPE3CHTALIHOHHBIX MATCPHAJIOB

Opranu3ainys NOATOTOBKH IPEe3UANyMa B pabodrX MECT YUYaCTHHKOB

OpraHu3anys BCTPEYH H PETUCTPAlys YYaCTHHKOB MEPOIIPHUSTHS

Benenue npotokosa MepONpHUsITHS

OpraHu3aiys CEpBUCHOTO 0OCIY)KHBaHHS BO BpeMs Kode-nay3

Opranmsauns  KyJIbTYPDHO-MacCOBBIX ~ MEPONPHSATHH,  TPAaHCIOPTHOTO M
TOCTHHHYHOTO 00€CTICYeHUS

Heob6xoauMrle
yMeHus

OpraHu3oBHIBaTH TPOLECC TMOATOTOBKH K TPOBEACHHIO KOH(EpEeHTHOro
MEpONPHATHS HHAUBUIYAILHO H B COCTaBE paboyeii IpyIiibl

JIOKyMEHTHPOBaTs pa3Hble OJTalbl NPOLEAYPH IMOATOTOBKH H IPOBEICHHS
KOH(epeHTHOr0 MEPONPHATHS

TepenaBath  WHGpOpPMamMiO, JOKyMEHTH K  MaTepualbl  YJaCTHHKaM
KOH()EPEHTHOr0o MEPONPHSITHUS

IMoarorasnuBare 1 0GOPYAOBATh CTOJ NMPE3UANYMa H paboyre MeCTa YYaCTHHKOB
COBEILIaHA (3aceaHus)

CepBHpOBaTh 4aiHbIH (KOdeHHEIH) CTON BO BpeMs IIpOBEICHHs Kode-nays3

Cob6monath IIpaBuJia A€JIOBOIrO 3TUKETA H ITIPOTOKOJIA

IoxmepxxuBaTh UMUK OpraHH3aLUHA

Co3aBaTh UMUK CEKPETapsi, COOTBETCTBYIOIMH UMHJUKY OpraHM3aluy

PaGotats ¢ wuHpOpMauue#, aHAIN3UPOBaTh H MNPEACTABIATH €€ B
CHCTEMaTH3HPOBaHHOM BHJIE

O6ecneunBaTh 6€30MMaCHOCTD JACATEIPHOCTH OpraHu3aluy

HpHMel-UITI: HH(I)OpMaHHOHHO-KOMMYHHKaHKOHHBIC TECXHOJIOTHH

IIpuMeHsTh IpaBUIIa PyCCKOTO sA3BIKa

Hpnmemrrb HaBBIKH CKOPOCTHOI'O NMCbMa

IIpuMeHSITh HaBBIKH 3aIIHCH U paclIMppOBKH TEKCTA

Hcrone3oBath COBPCMCHHEIC TEXHH4YECKHE CpPEACTBA B obnactn CKOPOCTHOTO
nmUCbMa
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O6ecneunBath KOMGOPT yIaCTHHKOB KOH(PEPEHTHOrO MEPONPHATHSI, IOMOraTh B
BOIPOCaX MPOXXHBaHHU, TPAHCIIOPTHOTO obecredeHus

Heo6xonumere KoMniekc OpraHH3allHOHHO-TEXHHYECKHX MEPONPHATHA MO MOATOTOBKE H
3HAHHUS NPOBENECHHIO COBELIAHU U IEPErOBOPOB, B TOM YHCIIE MEXIYHAPOIHBIX
IpaBuna BexeHWs, MOATOTOBKH M OQOPMIEHHA IPOTOKOJNIA M JOKYMEHTOB,
CO31aBaEMBIX B IIPOIIECCE MOATOTOBKH KOH()EPEHTHOTO MEPONIPHSITHS
MeToaHKa COCTAaBIEHHS CMETEI PACXON0B KOH(PEPEHTHOTO MEPOTIPHSITHA
OCHOBEI HANMCAHHUA pedei U JOKIAJOB PYKOBOIUTENS
[IpaBuia yCTaHOBJIEHHS KOHTAaKTa, MOLIEPXKAHHA M Pa3BHTHS MEXJIHIHOCTHBIX
OTHOIICHHH
IMpaBuna neoBoro o0meHuUs, JETOBOTO STHKETA
DTHKET H OCHOBBI ME)KIAYHAPOJHOTO IPOTOKONA
TTpaBuiia IpoBeIeHUS AENOBHIX IIEPETOBOPOB
TpaBuiia 3anMTH KOHGUACHIIHAIBHOHN CITy)keOHOM HHPOpMalKH
CucreMsl CKOPOCTHOTO HCEMa
OcCHOBBI IpOrpaMMHOTO o0ecriedeHds B OogucHoro oGopyaoBaHHs B 00nacTH
CKOPOCTHOTO MIACHMA
TpeGoBauus oxpaHsl Tpyza
Hpyrue -
XapaKTEPUCTHKU

3.3.7. TpynoBas ¢pynxnus

Opranu3aiys HCIIOJHEHUS PENICHUH, VpoBeHs

HanmeHoBaHHEe = OCYILECTBIICHHE KOHTPOJIA HCIOIHEHHSA Kon C/07.6 (monypoBeHs) 6

HOpYy4YeHHH PYKOBOIUTEISA KBaNUGHKALMH

TIpoucxoxnexnue
TpynoBo# yHKUIMH

3auMCTBOBaHO
X

Opurunan
U3 OpHMIHHala

Kon PerucrpaunoHHbIHi HOMED
OpUrMHasa npoeCCHOHANIBLHOTO
CTaHAapTa

Tpynosrie
neficTBHA

JlokymeHTanbHOe 0OPMIIEHHE PEIIEHUH PYKOBOAMTEILS

JloBeieHne A0 CBeieHHsl paOOTHUKOB OPTraHM3aluM PaCIIOPsLDKCHUI PYKOBOUTENS

Koopnnnauna JACATEJIBHOCTH 11O HCIIOJTHEHUIO pemeHnifI PYKOBOIHUTCIIA

BCILCHI/IC CPOKOBOI'0 TEKYILEro ¥ NMpeAyNPEeANTCIIbHOI'O KOHTPOJIA

ITpoBepKa MCTIOIHEHUS IOPYUCHHH PYKOBOAMTEIIS B YCTAHOBJICHHBIH CPOK

IIpenynpexxaenne COTPYAHUKOB 00 MCTEYEHHH CPOKa MCHONHEHMS MOPYYCHHH
PYKOBOTUTENS

dukcanys HCIOIHEHHUS TOPyYEHHH

CocTaBieHHE OTYETOB M AHAJMTHYECKHUX CIIPaBOK O BHIOJHCHHM IOPYYCHHH U
peLICHUH PYKOBOIUTENS

HeobxonumMble
YMEHHS

BecTH CpOKOBYIO KapTOTEKY

Bectu YUYCTHBIE PCTHCTPAIIMOHHBIC (l)OpMBI, HCIIOJIB30BaTh HX IJIA pa60'n>1 110
KOHTPOJIIO UCIIOJTHEHHA nopy‘{ennﬁ PYKOBOIHUTECIIA

Pa6oTaTh ¢ HH(pOpManueii 0 KOHTPOJIO, CHCTEMATH3UPOBaTh €€ M [IPEICTaBIIATh
B BHJI€ CBOJHEIX JJOKYMEHTOB

Hcnons30BaTh cpeACcTBa KOMMYHHKaNWH L ICPCAa4Yn HOpy‘ICHI/Iﬁ PYKOBOAHTEIIA

Hcnonmb30BaTh COBpeMEHHbIE cpefcTBa cOopa H 0O6pabOTKHM KOHTPOJIBLHOM
uHbOpMaLHU

[IpuMensTh HHGOPMaIMOHHO-KOMMYHHKAIIMOHHBIC TEXHOJIOTHH
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OuenuBarhb PE3YyJbTAThl B paMKaXx IIOCTAaBJICHHBIX 3a1a9

OcCymecTBIATE KOHTPOJIb HCIIOJTHEHHS TOPYYEHHH PYKOBOIUTENIS COTPYIHUKAMU

Heo6xonuMele
3HAHUS

O6mme Tpe6OBaHHS K CpPOKaM HCIONHEHHS JAOKYMEHTOB H KOHTPOJIBHBIM
GYHKUHSAM CITyXKOBI JOKYMEHTaLHOHHOTO 00ecTieueHus

IpuHnmmel, cnoco6b1 HHGOPMUPOBAaHUS COTPYAHHKOB

OTHKa JeI0BOTO obmenus

VipapieHyecKas CTPyKTypa OpraHH3aliH, PyKOBOACTBO OpraHU3aliH, 00pasibl
MOJNHKCEH PYKOBOASMIMX COTPYTHUKOB, KPYT MX IIOJTHOMOYMH U OTPAaHUYCHHMS 30H
HX OTBETCTBEHHOCTH

JlokanpHBIC HOPMATHBHBIC aKThl OpraHu3anui

Hpyrue

XapaKTEePUCTHKH

3.3.8. TpyaoBbie pynKunn

, Opranu3anys U NoAAEpKaHHE VposeHs
HaumenoBanne = ()YHKIIMOHAIBHOIO pabodero NpoCTpaHCTBa Kon . C/08.6 (nomyposens) . 6
. IpHEMHOIi 1 KabuHeTa pyKOBOAUTEIIS KBaTHpuKaumy

Ilponcxoxnenue
TpyAoBoit GyHKLMK

3aMMCTBOBaHO
X

Opurunan
U3 OpUTHHANA

Kon PernctpauMoHHEI HOMED
opuruHana npo¢ecCHOHANBHOTO
CTaHAapTa

TpynoBsie
IeHCTBUA

Ob6ecnevenue pa6oqero MECTa PYKOBOIOHUTEIA HEeOOXOAMMBIMH cpeacTBaMHu
OpI‘aHIrISaIII/IOHHOi;I TCXHHUKH, KAHIEJLIPCKUMH TIIPHHAJIE)XHOCTIMHU

Opranu3anus NpueMHOl odpHca B COOTBETCTBHH C TPeOOBaHUSIMH 3PrOHOMHKH H
KYJBTYpHI TpYyAa

Opranm3anys oQopMIIeHHs HHTEpbepa IPUEMHOM PYKOBOAUTEILA

OGopynoBaHue pabodero Mecra OPITEXHHKOH, IEPCOHAIBHBIM KOMIIBIOTEPOM,
BCIIOMOTATEIbHOM TEXHUKOM

Opranne.aunﬂ 060py11013amm HpI’ICMHOﬁ CHUCTCMaMH XpPaHCHU:, HEOOXOTHMBIMH
IIpHCHOCOGJICHPISIMH, obecmeueHus KaHICIIAPCKHMHA MTPHHAJICKHOCTIAMHI

Ob6ecneyeHne XpaHeHHs: U 3aMEHBI PaCXOIHBIX MaTepHAaJIOB, TOBCEAHEBHBIH YXO
3a OPIrTEXHUKOH

3aka3 KaHLUCILIPCKHX TOBAPOB, THTHCHUYICCKUX TOBAPOB, NPOAYKTOB ITHTAHUA

HeobxoaumMeie
yMEHHS

Co3snapats yciioBHs, obecneurnBaromue 3G HeKTHBHYIO paboTy pyKOBOAUTEIIS

HpPIMeHSlTB B COOTBCTCTBHH C HA3HAYCHHUEM CPECACTBA opranmaunormoifl TCXHHKHU,
KaHICJHPCKUC NPAHANIIC)KHOCTH

Ocnamate paGouee MECTO PyKOBOAUTENS U cBoe pabouee MECTO HEOOXOMUMBIM
o0opyaoBaHHEM

OCyIIECTBIATH 3aMEHY PacXOJHEIX MaTEPHAJIOB, YXOJI 3a OPI TEXHHKOH

KOHTpOJIHpOBaTB COCTOAHME W IIOMOJIHATE 3alachl KaHUCIAPCKHX TOBApOB,
CpPE€ICTB TUTHCHBI, IPOAYKTOB INMTAHHA

HeobxoauMele
3HaHUS

Tpe6GoBanus OXpaHbl TPYZAa, MPOU3BOJCTBEHHOM CaHUTapHH, IIPOTUBONOXKAPHOM
3aIMUTHL

OCHOBHl MpPaBUIBLHONW OpraHM3alMM TpPyJa M METOAbl MOBBILICHHS €ro
s dexTHBHOCTH

OCHOBBI 3prOHOMHKH Oduca U (PIOPHCTUKH

CTaHpapTE ¥ PEKOMEHIALMH 110 000PYI0BaHHIO OQHCHBIX TOMEINEHUH

CocTaB OpraHM3alMOHHOM TEXHUKH, €€ YCTPOMCTBO U IOPS/IOK paboTEI ¢ Hei
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Apyrue -
XapaKTEPHCTHKH
3.3.9. TpynoBas ¢pynkous
Pa3pa6oTka ToOKalbHEIX HOPMAaTUBHBIX aKTOB, YpoeeHp
Haumenosanne | perpamenTupyrommx paboTy cekpetaps Kon  C/09.6 (momyposeHs) 6
KBaNHPUKALHU
Tpemcsmene [ opoman X | Jaemoraio
Konx PeryvctpanyoHHslil HOMeEp
OpuWrHHana npodeccHOHaNLHOTO
cTaHjaapra
Tpynoseie Pa3paboTka JOKHOCTHOH HHCTPYKIIMH CEKpeTaps
JIeHCTBHA Pa3paboTka NONOXKEHHUS O CEKpeTapuaTe
Pa3zpaboTka HHCTPYKIUH 1O AEONPOU3BOJICTBY
Heobxonumeie CocTaBisTh H 0OPMIIATh OPraHH3aLHOHHEIE H METOAHYECKHE TIOKYMEHTHI
yMEHU PeiakTHpOBaTh TEKCTHI CITY)KEOHBIX JOKYMEHTOB
PaboraTh cO Bcell COBOKYMHOCTHIO HH(POPMANMOHHO-JOKYMEHTAIIMOHHBIX
pecypcoB OpraHu3alHy
ITonp3oBaTbes 6a3aMHu JaHHBIX, B TOM 4HCJIE YAAJICHHO
Hcnonp30BaTh CIpaBOYHbIE IPABOBLIE CHCTEMBI
Pa6oTars ¢ KOMIIBIOTEPOM, KaTajioraMu (mankamMu) ¥ ¢aiiamMi, CKaHEPOM
[Mone30BaThCs OMHCHEIM MAKETOM (TEKCTOBBIH pelakTop, TaOJIHIIBI)
IMonp3oBatbes nepupepHitHBIME YCTPOHCTBAMH H OPITEXHHKOR
ITosnp30BaThCA 3JIEKTPOHHOM [TOYTOH
IToB30BaThCA CHCTEMAMH JIEKTPOHHOTO TOKyMEHToobopoTa
Heobxonumsie IIpaBoBHIE OCHOBBI YNpaBICHHS (OCHOBBI AJMHHHCTPATHBHOIO, TPYIOBOTO H
3HAHUA TpaXKIaHCKOTro Ipasa)
HopmaTHBHBIC NpaBOBBHIE AaKThl, HOPMAaTHBHO-METOAMYECKHE JIOKYMCHTEHI,
rOCYIapCTBEHHBIE CTaHIAPTHI, ONpPENCIAIONME IOPSAOK JOKYMEHTAllHOHHOrO
obecredeHus ynpaBJICHHUs
CTpyKTypa, PyKOBOACTBO CTPYKTYPHBIX IIOpa3/icicHHH, 00pasiibl MOAMUCEH I,
HMEIOIHMX MPaBO MONIMMCAHUS U YTBEPXKICHHSA HOKYMEHTOB, M OrpaHH4YE€HHs 30H
HX OTBETCTBEHHOCTH
ITpaBuia JOKyMEHTAMOHHOTO 00eCTIeYeH s AEATENLHOCTH OpraHA3alUH
IMopsimok paboThl ¢ AOKYMEHTAMH
TpeGoBanus, npeabsBiIseMble K JOKyMEHTaM B COOTBETCTBHU C HOPMaTHBHBIMH
TPaBOBBIMU aKTaMH M FOCYIapCTBCHHBIMM CTaHAAPTAMU
[lpaBuna  COCTAaBICHHS  OPraHU3alMOHHBIX  JOKYMEHTOB  (TIOJIOXEHHH,
HHCTPYKIHMH, PETJIAMEHTOB)
Buapl TOKyMEHTOB, HX Ha3HAUYCHHE
OCHOBHI IOKYMEHTHOM JIMHIBUCTHKH
TpeGoBanus oxpaHsl Tpyaa
Apyrue -
XapaKTepUCTHKH
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3.3.10. TpyaoBas pynxmus

Cocrapnenne v 0pOpMIICHHE YposeHb
HaumenoBanue | yhpapneryeckoi JOKYMEHTAIIHE Kon | C/10.6 (monyposen) 6
KBaTMUKauMu
XO0XACH
Trowowseme | oprwn X oo
Kon PeructpaioHHbI# HOMED
opuruHana npodeccHOHANBHOTO
cTaHgapTa
TpynoBsie CocTaBieHHE TIPOEKTOB pAaCHOPSAMTENBHBIX (IPUKa3bl, DPaclOPDKCHHSA) M
IeHCTBUS HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (CIY)KEOHBIE IIMCHMa, CIIPAaBKH,
JOKJIaJHEIE U CITy)KeOHBIE 3aIIUCKH)
Ieuats ciyXeGHBIX JOKYMEHTOB H MaTepHalioB
PasMHO)KeHHE CITY)KeOHBIX IOKYMEHTOB
KOHTposb NpOXO)KAEHHS JOKYMEHTOB B  OpraHW3anuu  (COrjacoBaHME,
HOJIMHCAaHHE U YTBEP)KACHHE JOKYMECHTA)
Heob6xomumere PeakTHpOBATE TEKCTHI CITYXKeOHBIX JOKYMEHTOB
yMEHHUS IMonp3oBaThes YHHGHUHPOBAaHHBEIME (popMamMy JOKYMEHTOB
Odopmisare kaccoBble (UHAHCOBBIE MOOKYMEHTHI H AOKYMEHTH II0 Y4Y€TY
HaKJIQJHBIX PacXoJiOB
[leyataTh ci1y>keOHBIE JOKYMEHTHI
Tone30BaThcs nepudepUHHBIMA YCTPOHCTBAMH H OPTTEXHHKOM
PaboTaTh ¢ KOMIIBIOTEPOM, CKAHEPOM
Mone30BaThes OGUCHBIM AKETOM (TEKCTOBBIN peRaKTOp, TabIHIIEL)
TTosp30BaThCA BIEKTPOHHOM OYTOR
TMonp30BaThLCsA CHCTEMaMH 3JIEKTPOHHOTO TOKYMEHT0000poTa
O6GecrieanBaTh 6€30MaCHOCTD JESTCIBHOCTH OpraHU3alHH
Heobxoaumeie [IpaBoBBlE OCHOBBI YIpaBiIeHHS (OCHOBHI aJMHHHCTPATHBHOIO, TPYIOBOIO H
3HAHUSA X03sHCTBEHHOTO IpaBa)
CTpyKTypa OpraHM3aly, PyKOBOACTBO CTPYKTYPHBIX NOApPas[cIcHUH, 06pasiisl
[OANUCEH JIMI, HMEIONMX MPaBO MOANHCAHUSA M YTBEPXKICHUS JOKYMECHTOB, H
' OrpaHHYeHHs 30H X OTBETCTBEHHOCTH
IIpaBmia JOKyMEHTALMOHHOTO 00€CIICYEHHs IEATEIBHOCTH OpraHi3aluy
ITopsimok paboTHI ¢ JOKYMEHTaMHU
TpebGopanus, npenbsBIseMble K JOKYMEHTaM B COOTBETCTBHH
C HOPMATHBHBEIMH IPABOBEIMH aKTaMH H OCYAAPCTBEHHBIMH CTAaHIAPTaMH
Buabl JOKyMEHTOB, X Ha3HAUYCHHE
IIpaBuiia cornacoBaHus JOKYMEHTOB OPTaHH3aIHY (BHYTPEHHETO M BHEIIHETO)
IpaBuia monycaHus U YTBEPXKICHHS JOKYMEHTOB
[IpaBuna coctaBneHuss H  OoQOpPMIEHHA  HHPOPMALMOHHO-CIPABOYHBIX,
YIpaBJIeHYeCKHX JOKYMEHTOB U CIIy)eOHBIX IHCEM
OCHOBBI IOKYMEHTHO! JIMHTBUCTUKH
TTpaBuna pycckoro si3pika
TpeboBanus oxpaHbl TpyAa
Hpyrue -
XapaKTePUCTHKH
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3.3.11. Tpynoras pyHxIuA

Opranu3zanus paboTsl ¢ JOKYMEHTaMH B YposeHs
HaumeHoBaHHe NPHEMHO PyKOBOAHTEILA Kon | C/11.6 (noaypoBeHs) 6
KB UKALMH
Tpmesente | Opmman X | S s
Kon PeructpaiioHHEIH HOMEp
opHruHana npo)eCCHOHANBEHOrO
cTaHAapTa
Tpynossie ITonyueHue, NMpeaBapUTENbHOE PACCMOTPEHHE M COPTHPOBKA IOCTYNAIOUIMX B
JEeHCTBHS MIPHEMHYIO PYKOBOJHUTEIS JOKYMEHTOB
[IpoBepka KOMIUIEKTHOCTH MOCTYHNAIOIIMX B INPHEMHYIO DPYKOBOIMTEINS
JIOKYMEHTOB
IToaroroBka JOKYMEHTOB U PACCMOTPEHHs PYKOBOAHTEJIEM
VY4eT JOKYMEHTOB, IIOCTYNAIONIAX Ha UMsI pYKOBOAMTENS
Opranuzanus J0CTaBKU JJOKYMEHTOB UCIIOJIHUTEISAM
Cosnanue ¥ BefieHue 6a3bl JaHHBIX JOKYMEHTOB PYKOBOAMTENS
Benenne nHdpopManumoHHO-CIIPaBOYHOH paboTHI
Heobxonumeie Pa6oTath ¢ Bxoasiei, HCXOsmel, BHYTpeHHER TOKyMEHTalueH
YMEHHSA ITone30BaThCs CHCTEMAMH 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa AJI1 PErHCTPaLiUy,
KOHTPOJISL TOKYMEHTOB H HH(GOPMallHOHHO-CIIPaBOYHOMN pabOTHI C JIOKYMEHTAMH
IMpumensaTs UHPOPMALHOHHO-KOMMYHHKALOHHEIE TEXHOJOTHH Ui paboTHI C
JIOKYMEHTaMH
IIpuMeHATH paBUJIa PYCCKOTO SA3BIKA
IIpuMeHsATh HaBBIKM CKOPOCTHOIO IIMChMa
CoctaBnarp 1 0GOPMILITE JOKAINBHBIE HOPMATHBHEIE aKThHI
Heo6xonumsie HopMaTHBHBIE TIpaBOBBIE aKThl, HOPMAaTHBHO-METOIUYECKHE JIOKYMCHTEL,
3HAHUSA TOCYIAapCTBEHHBIE CTAHIApTHI, OIpPEAENAIOHE IOPANOK JOKYMEHTAIHOHHOIO
ofecrieueHus ynpasJICHHs
CIpyKTypa OpraHM3alH, PYKOBOJCTBO CTPYKTYPHBIX NIOApa3AeICHAN
CoBpeMeHHbIC HHGOPMAITMOHHBIE TEXHOJIOTHH paboThI ¢ IOKyMEHTaMH
TMopsinok paGoTHI ¢ JOKYMEHTaMH, CXeMBI JOKyMEHT0060pOTa
IpaBwia paGoTH ¢ BXOASIIAMH, HCXOAMIIAMH H BHYTPCHHUMH JOKYMEHTaMHU
IIpaBmia OpraHu3alid KOHTPOJS HCIIOJHEHHS JOKYMEHTOB M THIIOBBIE CPOKH
HCIOJIHEHHS JOKYMEHTOB
[IpaBuna COCTaBJ€HHS aHAIMTHYECKHX CIIPaBOK IO OpraHM3aluM paboTel ¢
JIOKYMEHTaMH M KOHTPOJIIO HCIIOJIHEHHUS JOKYMCHTOB
IlpaBuna co3maHus M BelecHHA 0a3 [aHHBIX CIYKEOHBIX IOKYMEHTOB B
OpraHu3aluii
CHCTEMBI 3JIEKTPOHHOTO IOKyMEHTO000pOTa
CucTeMBI CKOPOCTHOI'O ITHChMa
TpeGoBanus oxpaHsl TpyJa
Apyrue -
XapaKTePUCTHKH

3.3.12.TpynoBasi pyHKuMA

OpraHu3anus XpaHeHHs JOKYMEHTOB B YposeHs
HauMeHOBaHHE | hyeMEOlM PYKOBOIMTEILS

Kon | C/12.6 (noypoBeHs) 6

KBaNMUpHKaUKH
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Ipoucxoxnenue 3auMCTBOBaHO
TpyAoBo# GyHKUMH Opurusan X 13 OpUrHHAIA
Kon PernctpaunoHHbI! HOMEp
OpHUruHana npodeccHOHaNBHOTO
cTaHjgapTa
Tpynossie Pa3paboTka pa3nesioB HOMEHKIIATYphl A€] OpraHH3aluy
JecTBUSA ®opmupoBanue 1 0QopMIIeHHE €Nl HOCTOSTHHOTO, JOJITOBPEMEHHOTO XpaHEHHU s
IToaroroBka u nepegaya Aeil B apXUB OpraHU3alud
Heobxonumeie PazpabaTeiBaTh HOMEHKJIATYpy J€J] OpraHM3amM¥ C Y4€TOM HOPMAaTHBHO-
YMEHHSA METOANYECKHUX JOKYMEHTOB
Hcnons30BaTh HOMEHKJIATYpPY Jell NpU H3YyYEHUU CTPYKTYpHl OpraHH3alluH,
COCTABJICHHH OIIMCEH Jen
®opmupoBaTh ¥ O0QOpPMIIATH J€la B COOTBETCTBHM C  YTBEPXKIACHHOM
HOMEHKJIATypOil 1e]1 oprasu3aluu
ObecregnBaTh COXpaHHOCTH JOKYMEHTOB OpraHH3alHH
ITpor3BogMTE MOATOTOBKY J€JI Ul IEPEIad B apXHB
IpuMmeHsaTh HHOOPMATHOHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTHM I paboTHI ¢
JOKYMEHTaM¥
Heo6xoaumeie HopmaTuBHBIE 1IpaBOBBIE aKTbl, HOPMAaTHBHO-METOIMYECKHE JTOKYMEHTHI,
3HaHUA FOCYJapCTBEHHEIE CTAaHAAPTHI, OMPEAC/IAIOMIME IMOPSNOK JXOKYMEHTAlHOHHOTO
obecricueHus yIpaBJICHUS
Bugst HoMeHKIaTyp, obmue TpeGoBaHMS K HOMEHKIATYpe, METOJMKA e€e
cocTaBlieHHs U 0hopMIIeHU
Iopsimok  opmupoBanus # OQOpMIICHHS Jel C yKa3aHHEM cnenudukm
(hopMUpOBaHHUS OTACIBHBIX KATETOPHIA Aell
IIpaBuna XpaHeHus fiel, B TOM YHCJI€ ¢ JOKYMEHTaMHM OrPaHMYE€HHOTO J0CTyma
IIpaBuia BBIIAYM ¥ MCTIONB30BAHUA JOKYMEHTOB H3 COOPMHPOBAHHLIX A€l
TpeboBanus oxpaHsl Tpya
ITpaBuia DOATOTOBKY M NEpeNayH A€l B apXHUB OpraHu3aIii
Hpyrue -
XapaKTEPHCTHKH

3.3.13. TpynoBbie pynKunHn

Ob6ecnieueHue pyKOBOAUTENS YposeHb
HaumeHoBaHUe un(opManmei Koa C/13.6 (nosypoBeHs) 6
KBalMHKaALUH
AKIEH 3aMMCTBOBaHO U3
Tlpoucxoxaeite OpuruHan X
TpYHOBOH GyHKUMH OpHruHana
Kon PerucrpauoHHbIH HOMEp
opuruHaia npo¢ecCHOHANBHOTO
CTaHzapTa

Tpynoseie
JneicTBHA

C6op u nepepaGorka uHGOPMAHH, HEOOXOMMMOH MUl MPHUHATHA OOOCHOBAHHBIX
yIpaBJIeHYECKNX pELICHUM

ITpoBepKa JOCTOBEPHOCTH, MOJHOTH H HENPOTUBOPEYMBOCTH IAHHBIX, HCKIIIOYCHHE
ny6nupoBaHus HHGOpMALMA

IIpenocTapiicHHE JaHHBIX B €IMHOM M yA00HOM JUIs BOCTIpHATHA opmare

BrusiBieHne Haubollee 3HAYMMEIX KPHTEPHEB CHCTEMaTH3alMM HHGOpMaUM s
co3ganus 6a3 JaHHBIX

dopMupoBaHHe U HCNONB30BaHKE 0a3 JaHHEIX B OpraHU3alluH
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Heobxonumeie
yMeHHS

OcymecTtBnare c6op, oO6paboTky u aHamu3 HWHGDOpPMAlMM B COOTBETCTBHH C
TpeOOBaHUSMH  KpaTKOCTH, 9E€TKOCTH  (OPMYIHPOBOK, CBOEBPEMEHHOCTH
NOCTYIUICHHS,, TOYHOCTH M JOCTOBEPHOCTH, ONTHUMATFHOCTH CHCTEMAaTH3allUH,
HeNpepHBHOCTH cOopa H 06paboTKu HHGOpMaUK

OcCymecTBIATh PETHCTPAIlIO, HAKOIUIEHHE M Iepeady, CHCTEMaTH3UPOBaHHOE
XpaHeHHe U BbIIady HHpopManuu B TpebyeMoit dopme

CocTaBnsate U O(POPMJIHTL CBOJHBIC, OTYCTHBIC, CTATHCTHYCCKHEC JOKYMCHTBI

OcymecTBiaATh 00pabOTKY ¥  CTPYKTypHUpoBanue uHpopMmanuu, oOpasys
HH(OpPMAIIHOHHEIE PECYPCHI

BeoauTe HOBEIE JaHHEIE B CIIpaBO‘IHO-PIH(l)OpMaHPIOHHI:IC CHCTCMBI

BBoauTts B naMATh KOMIIBIOTCPA 3JICKTPOHHEIC o6pa31>1 JOKYMCHTOB

HpI/IMCHSITB HABBIKH CKOPOCTHOIr'O ITHCbEMa

ITpuMeHATH HaBBIKM 3aMCH W pacmuPOBKH TEKCTa

Hcnonb3oBath COBPCMCHHBLIC TCXHUYCCKHE CPEACTBA B obnactu CKOPOCTHOI'O IIMCbMa

IMpoussoauts mNOMCK HHPOpMAaUMH B CYHIECTBYIOIUX 0a3aXx [JaHHBIX, BECTH
HHOOPMAIIMOHHO-CIIPAaBOYHYI0 paboTy Ha OCHOBE pa3NW4HBIX KOMOHHaMi
MTOMCKOBBIX NIPH3HAKOB

IMpumensaTs HHPOPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH

Heobxoaumele
3HAHUSA

Oco6ennocTr GOpMHPOBaHHA BHEIIHAX H BHYTPEHHHUX MHGOPMALMOHHBIX TOTOKOB

Cocrtas BHCIITHUX I/IH(I)OpMaI.II/IOHHBIX MHOTOKOB

CocrtaB BHYTPCHHHX I/IH(bOPMaI.lI/IOHHLIX IIOTOKOB

CTpyKTypa OpraHH3aliH M HOPsAA0K B3aUMOIENHCTBHS OApa3AeIeHUM U CIryx0

Ocobennoctr hopmMupoBaHug 06a3 JaHHBIX B OpraHH3aluH

CoBpeMeHHEIE HayYHbIE METO/IEI M TEXHUYECKHE CPENICTBA, CIOCOOCTBYIOMHUE c60py,
06paboTKe, COXpaHEHHIO U nepeade HHPOPMAIMOHHEIX IIOTOKOB

MeTtoasl 06p360TKPI nmbopmaunn C NpPHUMCHCHHEM COBPEMEHHBIX TEXHHYCCKHX
CpCACTB KOMMYHI/IKaI.II/Iﬁ " CBA3H, BBIYHCITHTENIFHON TEXHUKHA

CucreMsl CKOpPOCTHOr'0 NiCbMa

OcCHOBH mporpaMMHOro obecrmedeHHs H OQHCHOro o0OpyAOBaHHS B O0IacTH
CKOpPOCTHOTO ITACEMa

TpeGopanus 0XpaHH TpyJa

Hpyrue

XapaKTEePUCTHKH

3.3.14. Tpynosan ¢pynknus

Opranu3saiys HHGOPMaLHOHHOTO

. VposeHs
B3aHMOJICHCTBHA OBOJIUTECIIA C
HanmeHoBaHHE A PYKOBOX Koa | C/14.6 (moaypoBeHs) 6
noapasaciIcHUAMH H JOJDKHOCTHBIMHA KBATHDUKALME
JIMIaMH OpraHu3alnn
3auMCTBOBaHO U3
IIpoucxoxaeHnue Opwrunan X
TpynoBolt QyHKLMH OpHrHHaia
Kon PernctpaunoHHbIH HOMED
OpHMI'HHaNa npotecCHOHANBHOrO
cTaHAapTa
Tpynossie HndopmupoBaHne pabOTHHKOB OPraHU3alMH O PEIICHUAX PYKOBOIUTEIIS
JieHCTBH Oprannsanus o6MeHa uHGoOpMaHerd MEXAy MOAPa3/ICICHUSIMA U HOJDKHOCTHBIMU

JIMI[aMH OpraHu3alini

OmnopenieHue pa60THPH(OB O IPCACTOSAINUX MEPOIPHUATHAX

Opranu3aius BCTped TPYAOBOr0 KOJJIEKTHBA C PYKOBOJICTBOM
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HudopmupoBanue pykoBoguTellsi o0 oOpamieHHsSX COTPYAHHKOB IO pabodmM u
JIMYHBIM BOIIPOCAM

Heob6xonumele
yMEHHS

Hcmonp30BaTh COBpEMEHHBIE TEXHOJIOTHH cO0opa U nepenadd HHpopMau

OcymiecTBisTE cOOp ¥ nepepaboTKy HHGOpMaLUH, HeOOXOAUMOH 1 AEeITEBHOCTH
PYKOBOJHUTEIA

OC}’IIICCTBJISITB CHCTCMAaTH3AILHIO TOJTYYAaCMBIX H NIEpCAABACMBIX JaHHBIX

OCyIIeCTBIIATE IIPOBEPKY J[OCTOBEPHOCTH, IIOJHOTHI M HENPOTHBOPEYHBOCTHU
JAHHBIX, HCKJIIOUeHHE TyOmHpoBanus HHGOpMAIK

[pencTaBnsaTh JaHHBIE B €THHOM M YIOOHOM JJis BOCTIpHATHSA opMarte

MHOroKpaTHO HCIOJIB30BaTh MOIYYEHHYI0O HHPOPMALHIO, MOCTOSHHO OOHOBILATH
JaHHBIE

ObecneunBaTh OIICPATHBHOCTH nn@opmaunonnmx IIOTOKOB

PaGoTaTe ¢ KOMIIBIOTEPOM, HCIOJB30BAaTh O(HCHEIH MakeT (TEKCTOBBIA pEaKTop,
TaOJIUIBI) ‘

Heobxoaumeie
3HAHUA

HOpMaTHBHBIC IIpaBOBBIE aKTEhI, HOPMAaTHBHO-METONHYCCKUC JOKYMCHTEI,
TOCYJAapCTBCHHEIC CTAHAAPTHI B cd)epe ACATCIIEHOCTH OpraHru3aliii

CTpyKTypa OpraHd3aliiy, pyKOBOJCTBO CTPYKTYPHBIX IOZIpa3/ieIeHH, HallpaBICHHU
JEITENPHOCTA OpraHM3alldM ¥ KOMIIETEHIMH CTPYKTYPHBIX IIOApa3JclCHHH M
JOJDKHOCTHBIX JIHIY :

Knaccupukanuss  ympapneHdeckoli  HHGOpPManWu, BHIABI  YIPaBICHYECKOH
HHGbOpMaIun

@DopMEI mpeCcTaBIeHNs YIIpaBlieHueCcKod HHpopManuu

HCTOYHHMKH yIIpaBJieHUeCKOH HHGOopManun

Mertoauka oT60pa HCTOYHHKOB HH(OpMaLHH

TpeGoBanus, npeabsBIsAEMEIE K YIIpaBlIeHdecKoH HHQOpPMalMH

TpeboBaHmMs oxpaHb! Tpya

Hpyrue

XapaKTEPHCTHKH

3.4. O606mennas Tpyaosas pyHKIHS

HNHadpopManmoHHO-aHATUTHYECKAS U v
HauMeHOBaHHe = OpraHHM3alMOHHO-aJIMMHHMCTPATHBHASA MoANepKKa = Koz D KBME;;:;M 6

. IESITEILHOCTH PYKOBOIAHUTE]I OpraHu3aiiu
Mponcxousens SoSUetION Opuman X | Somierontio

Kon PeructpaunoHHBIH HOMED
opurvHaia npodeccHoHaNbHOro
CTaHzapTa

Bo3MoxHEIE [loMomHMK pyKOBOAHUTESA
HauMEHOBaHHA
JOJDKHOCTEH,
npodeccui

TpeGopanus k
06pa3oBaHHIO U
00y4EeHHIO

Bricmee obpa3oBanne — 6aKajiaBpHaT

170)11

Bricmee o6pa3zoBanue (HenpoduisHoe) — 6akanaBpHaT H JIOMOJIHUTEIBHOE
npodeccHOHAIBHOE 06pa3zoBaHue O JONOIHHTEIBHEIM MPOGECCHOHATBHBIM
nporpamMmam npod)eCCHOHAIBHOMN MepeNoAroTOBKH II0 MPOQHITIO EATENBHOCTH

Tpe6oauus k oneity | He MeHee Tpex JIeT O OPraHU3alHOHHOMY, JOKYMEHTallHOHHOMY H
IIPaKTHYECKOH paboThl| HHPOPMALHOHHOMY 00€CTIEUCHHIO AEATENBHOCTH PYKOBOAHTEILS OpraHH3aIiHK




26

Ocobsie ycioBus
Jonycka K pabore

Hpyrue

XapaKTEPUCTHKH

I[OIIOJ'IHI/ITCIIBHLIC XapaKTCpUCTHKHA

HanmeHoBaHmne JOKyMEHTa Kog

HanmeHnoBanue 6a30BOM IPYIIIEL, JOJDKHOCTH (1podeccun)
WM CTICIIMATILHOCTH

OK3

3343 AJIMUHHUCTPATHUBHBIH ¥ HHOH HCIIOJTHUTEIIbHBIN
CpeTHETEXHWIECKHI IepcoHal

EKC - Cekperapb pyKOBOIUTESA
OKIIATP 26341 Cexperapb pyKOBOAMTENS
OKCO 7.46.03.02 = JlIokyMeHTOBEJlEHUE U apXHBOBEJICHUE

3.4.1. Tpynosbie pyHKIHH

®dopmupoBaHue HHPOPMAHOHHOTO Vposens
HaumeHoBaHHe | B3aMMOACHCTBHA PYKOBOIHUTEIS C Kon  D/01.6 (noaypoBeHs) 6
OpraHH3alusIMH KkBanupuKauny

IIpouncxoxaenue
TPyHAoBO#H GYHKUUH

X 3auMCTBOBAHO H3

Opurusan
OpurHHana

Kon PeructpanuonHbtit HoMep
OpHIHHala npo¢deCcCHOHANILHOTO
CTaHAapTa

Tpynoseie

OTGOp MCTOYHUKOB HH(OpPMAIIHH B COOTBETCTBHH C 33laHHBIMH KPUTEPHIMHU

JercTBHS

O6pa6oTKa B HHTepIpeTays HHGOPMaLHHK I NOArOTOBKY MPOCKTOB PELICHHH

IToaroroeka 3ampocoB 1O NOPYYEHHIO PYKOBOAMTEIS HA IONyYEHHE JOKYMEHTOB H
uH(OpPMAIIMK B OpraHax rocyIapCTBEHHOH BIIACTH H yIpaBieHHs, O6IIECTBEHHEIX
OpraHu3alMiIX U MOJYYeHHE COOTBETCTBYIOMMX HHPOPMALIUH U JOKYMEHTOB

HudopmupoBaHHE PYKOBOJUTENII O pe3ylbTaTaX pacCMOTPEHMs 3ampoCOB H
obpamenuit

OpraHuzanus pelieHus BONPOCOB, HE TPEOYIOMMX HENOCPEACTBEHHOIO y9acTHs
PYKOBOJIUTENS

IMoaroroeka MaTepHaIOB Ul YYaCTHASA PYKOBOAUTENS B paboTe pa3IMIHEIX CTPYKTYP
B COCTaBe TIOCYNAapCTBEHHBIX M MYHHUUNAJILHBIX OpPraHOB, OOIIECTBEHHBIX
OpraHu3alLy

IToaroroeka JOKYMCHTOB /I 3aKIIIOYUCHUSA COIIalmIeHU O COTPYOAHHUIECTBE C
JCNIOBHIMH NIAapTHCpaMH

WndopmupoBaHre NENOBBIX NapTHEPOB M 3aMHTEPECOBAHHBEIX OpraHH3alMA O
peIleHNSX PyKOBOJUTENS B X0/€ BHIIOIHEHHS COraieHUiH

HeobxoaumMeie
yMeHHS

AHaJIKBHPOBaTB H 0T6HpaTb HCTOYHHKH I/lH(l)OpMaI.lI/IIfI B COOTBETCTBHHU C KPUTCPHUSIMH
NOJIHOTEL, JOCTOBCPHOCTH, CBOCBPEMECHHOCTH IIPECAOCTABIICHHS nmbopmamm

Cobupath, ob6pabaThiBaTh ¥ aHAIM3HPOBaTh HHPOPMAIMIO B COOTBETCTBHM C
3a/IaHHBIMH TPEOOBaHUAMH

I'IepenaBaTL I/IHQ)OpMaHP]]O B CHCTCMATHU3HPOBAaHHOM BHIC

O6pabaTeBaTh M CTPYKTYpHUpOBaTh HH(oOpMammio, obpasys HHPOpMAlUMOHHEIE
pecypchl
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IIpou3BoauTs MOHMCK HMH(OpMAIMM ‘B CYIMIECTBYIOINUX 0a3ax MaHHBIX, BECTH
HHGOPMALIHOHHO-CIIPaBOYHYI0 pabOTy Ha OCHOBE pa3IMYHBIX KOMOHHaLMi
HOHCKOBBIX TPU3HAKOB

O6ecneunBaTh HHGOPMAIIMOHHYIO 6€30MaCHOCTH OpraHu3alul

PaGoTaTh ¢ KOMIIBIOTEPOM, MCIIONB30BaTh OMHCHBINA MAKET (TEKCTOBHIM peRaKTop,
TaOJIHIIBT)

HeobxoauMeie
3SHAHHUSA

BHyTpeHHSIH H BHCUIHAA MOJIMTHKA Opranusalnn

HpHHHHHBI OpeaACTaBUTENLCTBA B TOCYAAPCTBCHHBIX OpraHax, opraHax MECTHOIO
CAMOYIIPABJICHH, CTOPOHHUX OpraHu3anusx 1 INopsaoK B3aUMOACUCTBUSA C HUMU

HpI/IHHI/IIIBI H MCTOAbI AAMHHUCTPAPOBAHU A

Ocobennoctd popMupoBaHKs BHENTHUX ¥ BHYTPEHHHX HHGOPMANMOHHBIX HOTOKOB

CTpyKTypa opranu3aiyy ¥ IOPSI0K B3aHMOAEHCTBHS ITopa3fieNeHn U ciIyx6

ITpaBuia popMupOBaHHs U HCIIONB30BAHUS 0a3 NaHHBIX

CoBpeMeHHbIE HayYHBIE METOIE H TEXHHYIECKHE CPEICTBa, ciocobcTByomue coopy,
06paboTKe, COXpaHEHHIO B Iiepenade HHPOPMaIHA

ITpaBuna 3ammTH KOHQUAEHIMATLHOH cayXebHOoH HHGOopMaLUH

COBpeMCHHHC HH(bOpMaHPIOHHBIC TCXHOJIOTHH

Hpyrue

XapaKTCPpHCTHUKH

3.4.2. TpynoBan pynxuus

HaunmenoBaHue

Anam3 nHpopManyu U MOATOTOBKA
MH(POPMAIIMOHHO-aHATTUTHIECKHX MaTepHaJioB

VposeHs
(moaypoBeHs) 6
KBaTMUKALUH

Kon D/02.6

Ilponcxoxnenue
TpyAoBoii GyHKLMH

X 3anMCTBOBaHO M3

Opwurunan
OpHruHaia

Koa
OpWruHana

PeructpaunoHHEBIH HOMEP
npo¢ecCHOHANILHOTO
cTaHaapTa

Tpynosrie
JelcTBUSA

C6op, nepepaboTka W aHanu3 WHGOPMALMH UL PELICHHA 3afad, ITOCTABICHHBIX
PYKOBOIUTENEM

IMoaroroska HHGOPMAIHOHHO-aHAJIATHYECKMX MaTEPHAJIOB

Pa3paboTka TeMaTHuecKoro Iiana 0630pHOro JOKyMEHTa, JOKJIana

Ornpenenenne kpyra 6ubmorpapMIecKuxX HCTOYHHKOB

ToxGop HCTOYHUKOB W JMTEpaTyphl Io Teme 0630pa, IOK/Iajia, aHATHTHYECKOH
CIIPaBKU

Hanucanue u odhopmiieHre 0630pa, AOKIaNa, aHAIMTUYECKOH CIPaBKH

HeobxoauMrle
yMEHUs

Pa3pa6areIBaTh TeMaTHUECKHUi I1aH 0030pa, TOK/Ia/1a, aHATMTHIECKOH CIIPaBKU

O60CHOBBIBATh aKTYaJIbHOCTE MIPOGJIEMEI, KOTOPYIO MIPEICTOUT OCBETHTH B 0030pe,
IOKJIage, CIpaBKe

Ilonp3oBathCs I/IH(I)OpMaIIKOHHBIMI/I pecypcaMu 1 CUCTEMATHU3HPOBATD HH(bopmaumo
O 3aJaHHBIM KPUTCPUSAM

WurepnpeTHpoBaTh  IOJYYEHHBIE HX B

CHCTCMATHU3INPOBAHHOM BHIC

JIAHHBIC u NpEeACTABJLITD

Onpenemrrb Kpyr HCTOYHHKOB H JMTEPATYPHI, HEOOXOOUMBIX IS MOATOTOBKHU
anl)opMaunonHo-aHannmqecxnx MaT€pHajIOB

W3narate MaTt€pHuall B JIOTHYECKOH MOCIIeX0BATEIbHOCTH

HpOI/IBBOlIHTL aHAJIN3 M OUCHKY H3JIOXKEHHOI'O MaTCpHalla

OdopMIISTh TEKCT B COOTBETCTBYIOIIEM CTHIIE

PefakTHpOBATH TEKCT JOKYMEHTOB
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®opMynHpoBaTh BEIBOABI U pEKOMEHIAIUN
OcymecTBnaTh aBTOMAaTH3aIMIO IMpomeccoB cOopa, XpaHEHHA H  BHIIAYH
aHopManun
Ilonp30oBaThcs  yCTpOMCTBAMM  aBTOMAaTH3HPOBAaHHOM 0OpabOTKM  TEKCTOBOM
uHpopManyu ¥ GoTOHAGOPHEIMH YCTpOCTBAaMH
IIprMEHATP BBIYHCIMTENBHYIO TEXHHUKY H HHGOPMAIHOHHBIE TEXHOJIOTHH IS
SKOHOMHYHOH ¥ palMOHAIBHOH OpraHu3alud HHGOPMAIMOHHEIX IPOIECCOB,
NOBBIMIECHHS MX TMOKOCTH M IMHAMUYHOCTH
ITpoBoauTh peilakTHpOBaHHE TEKCTA, aHATU3 M OLIEHKY BEIBOJOB M PEKOMEHJALIHI
ITpuMeHSATH OCHOBBI IICHXOJIOTHH IEJIOBOTO OOIICHHS
Heobxogumbie | HopMmaTHBHbIE NpaBOBBIE  aKThl, HOPMAaTHBHO-METOIWYECKHE IOKYMEHTHI,
3HaAHHS rOCYAapCTBEHHbIE CTaHAAPTHI B chepe AesTeTbHOCTH OPraHu3aIiH
CtpyKTypa opraHu3anuy, pyKOBOACTBO CTPYKTYPHBIX NOApa3AeIeH i, HallpapIeHUs
JOEATEIbHOCTH OpraHM3allMd M KOMIIETEHIMHM CTPYKTYPHBIX MOJpa3JieieHUu# u
JOJDKHOCTHBIX JIILL
Knaccudpmukanus  ympaBieH49ecKod  HMHGOpMalMH, BHOBI  YIPaBICHYECKOH
HHpOpMaIH
@DopMBI Ipe/ICTABIICHNUS YIIPaBlIeHYECKOH HH(pOpMaIUH
HcTouHuKH ympaBiIeHYeCKOH HHPoOpMamuu, MeToaWKa OTOOpa HCTOYHHKOB
rHpOpMaIuu
TpeboBanus, peIbIBISIEMBIE K YIIpaBlIeHUECKO# HHGOpMAIUH
Ocobennoctn  pedepupoBanus uHQpopManuu, crnemudpuka opOpMICHHA U
COCTABJICHHS aHHOTaNWi, pedepaToB, 0630poB, JOKIANOB
OcCHOBHI HanHCaHHs pedell ¥ JOKIaf0B PyKOBOAUTENA
Kareropun cirymareneii (4urarteneii), Ha KOTOpHIX OyeT paccauTaH AaHHEIH 0630p,
JAOKJIaa
Meroasi o6paboTku mMH(pOpMAIMKM C NPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHX
CPEACTB KOMMYHHKALIH U CBSI3M, BEIYUCIUTENFHON TEXHAKA
Ctpykrypa HHGOPMAIMOHHEIX M3aHHUI B 3aBUCHMOCTH OT XapakTepa uH(popManuu
¥ 1IeJIeBOro Ha3HaYeHU MHGOPMalMOHHBIX H3JaHHH
CoBpemeHHBIE CpeICTBa cO0pa, 06pabOTKH, cUCTEMaTH3aluA HH(popMaIuy
Hcrounnku wHGOpMAIK: KaTajlord OUOIMOTEK, KypHAIOB, HOUCKOBBIE CHCTEMEI
MH(OPMALHMOHHO-TEIEKOMMYHUKAMOHHOM ceTH «HTEpHET», 3NIEKTPOHHBIE 0a3bl
JaHHBIX
DyHKIHOHATEHOE HasHavyeHHe ob63opa (Oubnuorpadugeckoro, pedepatuBHOrO,
AHAIMTHYECKOT0) KaK CpeACTBa OPHEHTALMH YUTATENI B JOKYMEHTAIBHOM WM
AH(POPMAIIMOHHOM IIOTOKE
Oco0eHHOCTH OOIEeHayYHO# U mparMaTuieckod GyHKIMH 0630pOB
IpaBuia paboTH ¢ BHEIMIHUMHE HOCHUTEISIMH HHpOpMaIHH
Ionstue u cnemuduka 6ubnuorpaduyeckoro, pedepaTHBHOIO U aHATTMTUYECKOTO
HHGOPMaIMOHHOTO U3AAHH
CupaBoYHBIE IPABOBHIE CHCTEMBI
Hpyrue -
XapaKTePUCTHKH
3.4.3. TpynoBasa pynkuus
Oprasu3zanus AeJ0BBIX KOHTAKTOB ¥ Yposens
HaumenoBanue IPOTOKOJIbHBIX MEPOIIPHSTHI Kon D/03.6 (noaypoBeHs) 6
KBanupuKaLuu




IpoucxoxaeHue
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X 3auMCTBOBaHO U3

TPYAOBOH QYHKIMK Opurusan OpUrHHaza
Kon PeructpaunoHHsIif HoMep
opurgHana npodecCHOHANBHOTO
CTaHAapTa
Tpynossie OpraHusanus ¥ IUIAHUPOBaHHWE JEJIOBBIX KOHTAaKTOB, BCTPEYd M MOE3J0K
JeHCcTBH PYKOBOAMTEINA
Opranmzanusi  3acefaHuii, COBEMIAHHH W  MEPONPUATHHA, IMPOBOTUMBIX
PYKOBOAMTENEM
IToaroroBka MarepHaIoB IJI COBELIIAHHH, BeAEHHE U 0QOPMIIEHHE IIPOTOKOJIOB
IToaroroBka nmpe3cHTAIMIA 110 YKa3aHUIO PYKOBOAMTEIIS
IToaroroBka u npoBeieHUe Mpecc-KOHpEPEHIIUH PYKOBOAUTENSA
Opranm3anus II€PeroBopoB, obecnevyeHHe YYaCTHHKOB HH(POPMAIIMOHHBIMHU
MaTepraJlaMH, BEJICHHE 3alllcell IEperoBopoB
Heob6xomumeie  CocTaBiATh IUIaH MOE3OKHA PYKOBOJIUATENS
yMeHUs OdopMnaTs JOKYMEHTHI, HEOOXOAMMBIE Ui JENOBOM MOE3AKH, KOMaHIMPOBKH
PYKOBOAUTENS
CocraBiaare ¥ 0pOpMIIATE NMPOTOKONHI COBEIIAHUM, 3acelaHHil M KOH(EPEHTHBIX
MEPONPUATHHA, FOTOBHUTh CIIHCOK YYaCTHHKOB, ITOBECTKY IHS, SIBOYHHIEC JIUCTHI H
TIPOEKTHI HTOTOBBIX TOKYMEHTOB
CocTaBiATh Npecc-peau3bl
BecTn meperoBopsl ¢ mapTHepamMu
Pa6oTaTh B pexuMe MHOT03aJauHOCTH
PaboTtaTh ¢ GonpmuM 066eMOM HHGPOpMALTHH
Co3aBaTh H NOAJCP)KUBATh IIOJIOXKATENBHBIN HMHJDK OPraHU3alliy 1 pyKOBOIAHTEIS
Hcnonn30BaTh BHYHCIUTEILHYIO TEXHAKY H HH(POPMAIHOHHO-KOMMYHHUKAI[HOHHBIE
TEXHOJNOTHM JJsd Oojlee SKOHOMHYHOM M  palfHOHAJIBHOM  OpraHu3aluu
HH(OPMAIIHOHHEIX NTPOLIECCOB, MOBBIMICHHS HX THOKOCTH M AMHAMHYHOCTH
OGecneunBaTh HHOPMALMOHHYIO 6€301aCHOCTh OpraHU3alH
Heo6xomumele @ HopMaTHBHBIE TpaBOBBIE  aKThl, HOPMAaTHBHO-METOAHMYECKHE  JOKYMEHTHI,
3HAHHUA rOCYIapCTBEHHBIE CTAHIAPTHI B cdepe NesTeTbHOCTH OpraHU3alul
CTpykTypa OopraHH3alyiy, PyKOBOIAIIHH COCTaB OPraHM3alldd M IOAPa3JeIICHHI,
HaNpaBjICHAS JESTEJIbHOCTH OpraHM3allid M  KOMIIETEHIMH CTPYKTYPHBIX
MOJPa3ICIICHUH ¥ JOJDKHOCTHBIX JIMIL
[Tcuxosorus AeIOBOro OOIEHUs, OCHOBBI KOH(IIMKTOIOTHH
I[IpaBuiia NpoOBEEHMUs JEIOBEIX IEPETOBOPOB H MPOTOKOJIBLHEIX MEPOIIPUATHIA
OTHKET U OCHOBBI MEXTYHAPOJHOTO IPOKOJIa
IpaBuia coctaBiieHus 1 0OpMICHHS JOKYMEHTOB
TpaBwia 3ammTe! KOHGUAECHIHANBHON cIy)KeOHOH HHpOopMaIy
WHdopMamOHHO-KOMMYHHUKAMOHHBIE TEXHOJIOTHH
Hpyrue -
XapaKTEPUCTHKA

3.4.4. Tpynosas pyHKUHHA

HanmeHoBaHue

OpraHu3zanus MCIOTHEHHS PEIIeHHH
PYKOBOAMTENA

VYpoBeHb
(nomypoBens) 6
KBanupuKaLuH

Kon D/04.6




ITpoucxoxaenue
TpyAoBO#H HyHKUMN
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X 3anMMCTBOBAHO H3

OpuruHan
OpHruHaNia

Kon PeructpaunoHHslit HoMep
OpUrHHaNa Npo¢eCCHOHATLHOTO
CTaHAapTa

Tpynossie
ne#icTBus

HOKYMCHTEUII:HOC O(bOpMJICHI/IC pCIHCHIfIﬁ PYKOBOJMTENA, NOBCACHHUE 10 CBCIACHUA
pa6OTHPIKOB OpPraHHU3aliy YCTHBIX pacnopsmcennﬁ PYKOBOIHUTEIIA

KoopauHanys AesTeIbHOCTH 110 HCTIOIHEHMIO PEIICHHH PyKOBOAUTELA

KoHTpomns ucnonHeHus peieHuii pyKOBOUTENS

IToAroToBKa OTYETOB O BHIMOJMHEHHHU MOPYUSHHN M pellIeHHI PYKOBOAUTES

Heobxoaumsie
YMEHHS

CocraBisate ¥ 0pOPMILITE JOKYMEHTHI, COACPXKAIAe MOPYYCHHS M PacCHOPSHKCHUS
PYKOBOAMTEJIS

Bectn yderT mnopyueHuil PpyKOBOAUTENA, TpeOYIOIIMX KOHTPOJS IO CYIIECTBY
peleHus Bonpoca

IIpuaAMaTh pelmeHus B mpomecce paboTsl

HpOI/ISBOJII/ITI: aHaJIM3 UCIIOJHUTEILCKON TUCITAILINHEI

CoCTaBIIATh aHAIWTHYECKHE OTYETHI M CHPaBKH IO pe3ylbTaTaM HCIOJIHCHUS
HOPYYCHHI ¥ pacopsHKEHUH PYKOBOIHUTEISA

Ilons3oBaTecs cucTEMaMu SJICKTPOHHOI'O I[OI(yMCHT0060p0Ta

ITpMEHATh BBEIYMCIUTENBHYI0 TEXHHKY M HH()OPMaIHOHHO-KOMMYHHKALHOHHEIE
TEXHOJIOTHH Jijii S5KOHOMHYHOM M palldOHAJIBHOH OpraHM3anuu HHGOPMAIHOHHBIX
HPOLIECCOB, MOBBIIIEHAS NX TMOKOCTH ¥ JHHAMHYIHOCTH

O6ecneunBath 6€30IaCHOCTH JESITEILHOCTH OpraHusaln

Heobxoaumeie
3HAaHUA

HOpMaTI/IBHBIC IIpaBOBLIC aKTBhI, HOPMaTHBHO-METOAUICCKHC JAOKYMCHTBI,
rOCYHapCTBCHHBIC CTAaHAAPTEL B cq)epe JAEATCIIBHOCTH OpraHru3alii

CTpykTypa OpraHu3aiiu, pyKOBOACTBO CTPYKTYPHBIX IOApa3/IeJICHHUH, HAalIPaBICHHS
JEATENLHOCTH OPraHM3alldd M KOMIICTCHIMH CTPYKTYPHBIX MOApa3feicHuH H
JOJDKHOCTHBIX JIHIL{

Ipasmia npoBeIeHAs KOHTPOJISA HCIOJIHEHHS OPYIeHHH PyKOBOIUTENA

TexHonorus BeJieHHss KOHTPOJIS HCIIOJTHEHNS IOPYICHHN PYKOBOAUTENSA

CHuCTeMBI 3JEKTPOHHOTO JOKYMEHTO000pOTa, 6a3Hl JAHHBIX

TpeGoBanus oxpaHbI TPyOa

Hpyrue

XapaKTEPHCTHKA

IV. CBeaennsi 06 opraHu3anusx — pa3padorynkax npogeccHoHaJbLHOr0 CTaHAApTa

4.1. OTBeTCTBEHHAS OPraHH3ANMA-PA3PAGOTIHK

MockBEI

HII «HanuoHanbHas acconyanys OQHCHBIX CIICIUATICTOB U aIMUHUCTPATHBHBIX PaOOTHUKOBY, FOPO

Jupexrtop

XmocHesa Jlrogmuna IlerpoBHa

4.2. HauMeHOBaHHS OPraHN3aNHi-pa3paboTIHKOB

000 «llenTp 3KcIepTH3HI ¥ cepTHOHUKANUKY, ropoa Mocksa

®I'BOY BO «Poccuiickuii rocyIapcTBEHHBIM I'YMaHUTApHbINH YHHBEPCHTETY, ropoJ Mocksa

®I'BITIOY «Komnemx MU Poccum», ropog Mocksa

BDiIWiIN—

ITAO «MockoBcKast 00be IMHSHHAS SJHepreTHIecKas KOMIaHHs1», Topox Mocksa
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1 O6mepoccuiickuil KnacCHPUKaTop 3aHATHIA,

2 O6uepoccuiickuii KnaccupukaTop BHAOB SKOHOMHYECKOH NesTeNbHOCTH.

3 O6mepoccuiickuil knaccudukarop npodeccuii pabounx, OMKHOCTEH CIyKaIMX U TApHHBIX Pa3pssIOB.
4 Enunbiii KBaTH(UKAMOHHbIN CIIPAaBOYHUK JODKHOCTE! PyKOBOAUTENEH, CIELHATHCTOR U CITyKAllHX.

5 O6mepoccHicKuil KTacCHHUKATOp crneuManbHoCTel o 06pa3oBaHHIO.




