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II1. XapakTepucTnka 06001eHHBIX TPYAOBBIX QyHKIHIA

3.1. O600menHan TpyaoBas GyHKIMSA

- OpraHu3anuoHHOE 0becedeHne VposeHb
HaumeHoBaHuWe Kox A -3
| ACATEIBLHOCTH OpraHu3aluy ; ‘ ~ xeamnbukamm
g@;ﬁiﬁfg}e’ﬁ?ﬁ;:wmeﬂmn Opurunain ) X | 3aPlMCTBOBaHO‘I/l3 OpUrMHAIA : ,,
Kon PeructpanuoHHBIH
OpHUrvHala HOMCED
npogeccHoHAIBHOTO
cTanaapra
Bo3moxHbIE Cexperapb-aqMHUHUCTPATOP
HaHMEHOBaHHUS
JOIDKHOCTEH,
npodeccuit
TpeboBanus k Cpennee obmee obpazoBaHue
00pazoBaHMIO U ITpodeccuonaipHOe 06yUeHHE ~ IPOrPaMMBI TPOGHECCHOHAIBEHOH MOATOTOBKH 110
O00YYEHHUIO npodeccusiM pabodrx, JODKHOCTSIM CILy>XalllUX, IPOrPaMMBI IIEPENOATOTOBKH
pabo9mx, CITyXKaluyx, IPOrpaMMBbI HOBBIIICHHS KBATHGHKAIMK paboduXx,
CITy KaIux
TpeboBanus k -
OTIBITY
MPaKTHYECKOH
paboThl

Ocobble ycrnoBus -
JIoImycKa K paborte

Hpyrue -

XapaKTEPUCTHKH

JIonoTHUTENbHbIE XapaKTEPHCTUKH

HanmenoBanue 6a30Bo#i TpYIIIBL, JOJDKHOCTH
HaunMeHOBaHUE TOKYMEHTA Kon
(npodeccun) WIK CHEIHAIEHOCTH
OK3 4222 Ciyxauiue, 3aHATEIE TPUEMOM U HH)OPMHPOBAaHHEM
NOCETUTENEN
OKCO’ 032001 | JIokyMeHTOBeA€HHE B JOKyMEHTAI[HOHHOE 00ECIICYHEHUE
yIIpaBJICHUS




3.1.1. TpyaoBasa ¢pyHKIHA

HanmMenoBauue

ITpoucxoxneHue
TpynoBoil GpyHKIMH

prndﬁi;ie
OeHcTBHUS

HeobxoauMele

YMEHHUS

HeoOxomumMmele
3HAHUI

Hpyrue
. XapaKTCpUCTHKH

ITpuem u pacupenencHue ;
TeJIe(hOHHBIX 3BOHKOB Ko, } A/01.3 | YpoBet® (nozypoBeH) 3
o8 ’ KkBaTHHKaUIH
OpraHu3anuu !
HMCTBOBaHO
OpwuruHat X SaMMCTBOBA
U3 OpUTHHANIA
Kop opurunana  PermctpanioHHbIN HOMeED
npoecCHOHAIBHOTO
cTaHaapra
: HepeHaHpaBneHHe Tene(bOHHbe 3BOHKOB PYKOBOJACTBY H  COTpYJHHUKaM
OpraHu3alnum

. Peructpanus noctynaromux TeiepOHHBIX 3B0HKOB
ITomyuenne HeoOxoaumoit wuHbOpMamMH H nepefiada  CaHKIHOHMPOBAHHOM

HHPOPMAIHH [0 TeNePOHY

I/ICHOHBBOBaTL TCXHHYCCKUC U HpOFpaMMHLIe CpCIICTBa JIJISI IIpOBClIeHI/ISI FOJIOCOBOPI
HIN BI/IIIeO KOH(I)epeHII CBi3H

EI/ICHOHIﬂOBaTB cpeacTtea KOMMYHI/IKaIII/IOHHOI/I Opl"TeXHI/IKI/I A4 INOJIyUCHHS H

nepeaiu nHGOpMALHH

Bectu YYE€THEBIC PETUCTPAaLlMOHHEBIC HCIIOJIB30BaTh Hux pif)se

opmL,

- nHGOPMAMOHHO’ paboThl .
| YCTaHaBIMBATh KOHTAKT ¢ COGECEIHHKOM, IIOJUICPKHBATh M PA3BHBATh JIETOBYIO

CriaxaBaTh

KOH(I)JII/IKTHBIC I/I C.TIO)KHI)IC
BSaI/IMOI[eI/ICTBI/ISI

CUTyalluu MCKIIUNYHOCTHOI'O

- Cobmonars CJIy>K66HI>II/I STHKET

HpaBnna B3aI/IMO,HCI/ICTBI/I$I C HapTHCpaMI/I KJ'II/IeHTaMI/I CpCI[CTBaMI/I MacCOBOit

UHGOPMAIIHH

- DTHKa 1eN0BOro o6n1eHwI
_ Hpamzma PEYeBOro THKeTa

TpeGoBanus OXpaHsl Tpyia

3.1.2. TpynoBas pyHKIHs

HawumenoBaHue

IpoucxoxaeHue
TpynaoBoi GpyHKIMM

Opranusamnusg paboTel ¢ Ko ' AJ02.3 | VposeHb (noxypoBeHb) 3
TIOCETHTe LM OpraHH3aLyH P | e
. OpurmHan X 3aUMCTBOBAHO H3
. . Opurnnajia ; . :
Kon opurvnana PervucrpanvoHHsiit
HOMEp
npodeccHoHAIBHOTO

cTaHIapTa




Tpynosele neiictBus Berpewa mocetuteneif, noimydeHue nepBudHOH HHGOpManMH O TOCETHTENAX HU

Heobxoaumeie
YMEHUS

HeobxonuMble
3HAHUSI

leyTI/IC

XapaKTepHCTHKH

:;WBeJJeHHe KypHAna 3a1mcn noceTHTeJIen
| Vuer nocerurenei u oqpopMJIeHne nponycxos

COJICI/ICTBI/IC OIEPaTHBHOMY PacCMOTPEHHIO npoc1>6 u HpCHJ‘IO)KCHI/II/I nocemTenen

IlpueM u mepefada AOKYMEHTOB IOCETHTENEH DPYKOBOJACTBY M COTDYIHHKAM
 OpraHW3alMu
- Opranusanus u 6p0HHpOBaHHe HCPCI‘OBOPHBIX KOMHaT

TIpHroTOBITeHHe HATIATKOB (Jait, Koe, POXIIaZIUTENBHBIE HAIHTKH)
- O6IIAThCS ¢ OCETHTEIIAMH

Hcnons3oBarh YCTaHOBJICHHBIC npaBnna I/I HpOHCI[ypBI KOMMYHI/IKaIII/II/I BHYTpI/I

. OpraHH3auH

i’“HpaBI/IJIa opraHn3aunp1 aneMa noceTHTenen
- IIpasuna fenoBoro obmeHus
- CrpykTypa OprasuM3alliM U pacCIpe/eleHHE DYHKIHE MeXay CTPYKTYpHBIMH

noapasacJICHUAMH H CHCHAAINCTAMH

 IlpaBuia opranu3zanyn IPHEMOB B oqmce

3.1.3. TpyaoBas pyHKIHs

HanmMeHnoBauue

IIpoucxoxneHue
TpyZAoBOH PyHKHHH

T pynéﬁﬁle“'
HefdcTBHS

Heo6xomumMbie
_YMCHHS

Brinonnenne KOOpAMHUPYIOIIUX Ko | A/03.3 VpoBeHb (I10AYPOBEHE) 3
u obecneynBaromuX QYHKIHIH | xBaM@uKanmy LT |
Opurnman X 3aUMCTBOBaHO
: : U3 OpuruHaia e i

Kon opurunana PerucTpanyoHHsIH

HOMep
IpoeCCHOHAIBHOTO
CTaHaapTa

COCTaBneHHe CHpaBKM O pasbe3fax paGOTHHKOB, KypbepoB M MapUIpyTax
BO,I[I/ITeJ'IeI/I 'OpraHu3alyH
CocraBn;m) ¥ BECTH y4eTHbIE JOKYMEHTHI




| COTpYJHHKOB OpraHm3ammed
IIpumeHATH COBpEMEHHBIE cpencTea c6opa, 06paboTKH 1 nqpenalm I/IH(I}OpMaHI/II/I
OIIeHPIBaTB [Pe3YNBTATH] B paMKaX IOCTABJIEHHEIX 33181

]
{
i
v

Heobxoaumere l'IpaBHna pedeBoro STHKeTa
sHAHEE e

HpaBHJIa 3au_uzm>1 KOH(bI/II[eHIII/IaJIBHOI/I cnyxceGHon I/IH(l)OpMaHI/II/I

« CprKTypa OpraHM3alldi ¥ pacnpeneneHue (GyHKIHHA MEXAY CTPYKTYpHBIME

]_Ipyrne : ‘_

| XApaKTCPUCTHKH |

3.2. O60o0menHan TpyaoBas GyHKOHNSA

I[oxymeHTauHOHHoe oGecnieuenue
ACATEIIBHOCTH OpranM3anyiy

HamMeHoBaHUE - Kon B VpoBeHb kBalHbUKaLUK 5

TIpoucxoxacHue
0600uIeHHOH TPy AOBOH Opurupan X | 3aUMCTBOBaHO W3 OPUTHHAIA
byHxuun : e e
Kon, PerucTpallMOHHBIN HOMED
OopuryHana npodeccHOHAILHOTO
cTaHzapTa

BosmoxHsle Jlenonpou3BoauTENb
HauMEHOBAaHH
JOJDKHOCTEH, podeccuit

TpeboBauns k Cpexnsee npodecCHOHATRHOE 0OPa30BAHHE — MPOTPAMMBI IOATOTOBKH
00pa30BaHHIO U KBATH(UIUPOBAHHBIX pabounX, CITyXamux
00Y4EHHIO

TpebGoBaHus K OIBITY -
npaKTHIecKoi paboThI

Ocobrle ycoBHS -
JoImycKka K pabote

Jpyrue xapakTepuCTHKH | -

I[OHOJ'IHI/ITCJII)HLIC XapaKTCPUCTUKHN

HammenoBanue 6a30B0ii rpyHIibl, JOIDKHOCTH
HaumeHOBaHMNE TOKYyMEHTa Kon
(npodeccun) nim cienuaIbHOCTH

OK3 3431 AJMUHHCTPATUBHO-YIIPABJICHYECKHH ITEPCOHAT
EKC* - HenonpownsBogurens

OKIIATP’ 21299 Jenompou3BoauTens

OKCO 032002 JIOKyMEeHTaIlHOHHOE O0eCTIeUeH e YIIpaBICHuS U

apXUBOBEJICHUE




3.2.1. TpynoBas ¢pyHKIMSA

Opranu3zanus paboTel ¢ JTOKyMEHTaMH [ | vposews | ]
HanMeHoBaHHe Kon l B/01.5 (OXyPOREHB) 5
Tpucwmee | Opmuan X e
Kon PeructpalinOHHEIH HOMED
OpHUrHHAJIA npodeCCHOHATBEHOTO
cTaHgapTa
Tpyznossie , HpHeM I/I neanqHaa o6paboTka onz[;mmx }IOKXMCHTOB
. JedcTBud  [penBapuTeIbHOE PAaCCMOTPEHHE H COPTHPOBKA TOKYMEHTOB Ha PETHCTPHPYEMBIE |
‘ ' ¥ He PETHCTPUpPYEMBIE
HOI[I‘OTOBKa BXOJSAMIHX ngyMeHTOB Lum_paCCMOTpeHH;{ pYKOBO,ZII/ITeJ'ICM
Perucrparnys BXoASIAX JOKYMEHTOB
~ Opranu3zanys JOCTaBKH JJOKYMEHTOB choanTean
- Benenue 6asbl 1aHHBIX IOKYMEHTOB OpTaHH3aIHA
Benenue nHGOpPMaLMOHHO-CIIPABOYHOR paboOTHl
- O6paboTka 1 OTHpaBKa HCXOASIUX IOKYMEHTOB . B
- Opranms3anuss paboOTBl IO PpETUCTPAllMH, YYETy, XPaHEHHIO H Ieperade B
' COOTBETCTBYIOIIME  CTPYKTYpHBIE  IIOAPA3JENCHUS  JOKYMEHTOB  TEKYILETO
BCHNOHPOU3BOICTBA e e i e
, - Koutpoms ucnonnenus IIOKYMCHTOB B opraHmaan
Heob6xomumsie PaboTaTh co Bcell COBOKYIHOCTHIO HHPOPMALHOHHO- JOKYMEHTAIMOHHBIX PECYPCOB
YMEHHS OpraHH3alHuy
ITonp3oBatbes 6a3aang_aHHLD( B TOM qncne YIaIeHHBIMH
Honmosarbcx CIIPaBOYHO-IIPaBOBBIMH CHCTEMaMU
TT0JIB30BaTbCA ABTOMATH3UPOBAHHBIME CHCTEMAMH YU€Ta, PErHCTDAIliH, KOHTPOMS
H HHQOPMAINHOHHO-CIPABOYHBIMH CHCTEMaMH IIpH paboTe ¢ JOKyMEHTaMH
 OpraHu3auuu |
 [IpUMEHST COBPEMEHHBIE HE(OPMALHOHHO- -KOMMYHHKAIHOHHEIE TEXHOTOTHH VIS
paboTHl ¢ JOKYMEHTaMH, B TOM 4YHCIe [ €€ ONTHMHU3AIMK M ITOBHINICHHS
. ddexruBHOCTH S
Heobxonumsie HopMaTHBHBIE [PaBOBBE aKTHl M HOPMATHBHO-METOIMYECKHE NOKYMEHTHI,
3HaHUA | OIpeJIeIONHE NOPSIOK JOKYMEHTALHOHHOTO 00€CTIeIEHHUS yIPABICHHS

. CTpyxTypa OpraHm3amus, pyKoBOACTBO CTPYKTYPHBIX NOApas/IeNeHAR
CoBpemeHHEIE HH(OPMAIHOHHbIE TEXHONOTHA PAOOTEI € JOKYMEHTAMH
- ITopsifiok paboTel ¢ JOKYMEHTaMH
CXeMBI JOKYMEHT0060poTa

IpaBmna OpraHM3amuH M (I)opMH KOHTPOJISL HCIIONHEHHS JOKYMEHTOB B
OpraHM3allil ,

~ Tunossle cpoku I/ICHOJ‘IHCHI/IH IIOKYMGHTOB -

TpuHIMITE paGOTHI CO CPOKOBOH KapTOTeKon

f TlpaBWiia COCTABICHHMS AHATMTHYECKHX CIPABOK [0 OPTaHM3amuM paboTHl C
- JOKYMEHTaMH H KOHTPOIIIO HCTIONHCHHUS TOKYMEHTOB
- IpaBuna JOKyMEHTAIIMOHHOTO 00€CIIeYeH S IEATEBHOCTH opraﬂusalmn

Bunsl JOKyMeHTOB, HX Ha3HaYeHHe

TpeGoBanns, IpeXBABIAEMBIE K JOKYMEHTAM B COOTBETCTBHH C HOPMATHBHBIMH
. 8KTaMH ¥ TOCYIApCTBCHHBIMU CTaHIApTAMU




I[pyrne .

XapaKTepUCTHKH

'IpaBuma  cOCTaBNCHHS M OQOPMIGHHS  HH(OPMAIHOHHO-CIPABOYHEIX,

OPF AHH3AIMOHHBIX, YIIPABJICHICCKUX JOKYMCHTOB

,,,199603%?11’151 OXpaHBI TPy /2

3.2.2. TpynoBas pyHkuus

HauMmenoranue

IIpoucxoxaeuue
TPYHOBOH (YHKIMH

prjlom;lé k
JeACTBHS

Heononane
YMEHHS

HeobxonuMsle
3HAHUS

-
OpraHuzanus TEKyImero XpaHeHus Yposens |
JTOKYMEHTOB Kox | B/02.5 | (momyposens) 5 !

KBTHQHKAUH 1

' Oprruman X ' 3aHMCTBOBaHO

. - 3 OpurvHana . ,
Kon opurunana PerucTpanuoHHSIiH
HOMep
podecCHOHANBEHOTO
cTaHIapTa

Pa3paboTka HOMEHKIIATYPHI JIe)l OpraHu3aui
[IpoBepka mpaBHIBHOCTH OPOPMIICHUS TOKYMEHTOB H OTMETKU 00 UX HUCIIOIHEHUN

f d)opMHpOBaHHe I[CJ'I

KOHTpOJIb IPAaBIBHOTO H CBOEBPEMEHHOTO pacnpenenemm M IOIIMBKU

 Pa3paGaTbiBaTh HOMEHKIATYDY el CprKTypHoro nofipas/ieNenus

Hcnonp30BaTh HOMEHKJIATYPY Je€l MNpPH H3YYEHHH CTPYKTYpPBI OpraHH3alHY,
COCTaBJICHHH OIUCEH e

TIpaBHJIBHO M CBOEBPEMEHHO (DOPMHpOBATH JOKYMEHTH B Jella C y4eToM ux

~ cnenu Ky

IpuMensTh HHGOPMALOHHO-KOMMYHHKAMOHHBIE TEXHONOTHH I PabOTHL C
| AOKyMCHTaMHA

HOpMaTI/IBHBIC IIPaBOBEIC aKTBI, HOpMaTI/IBHO-MeTOI[I/I‘IeCKI/Ie I[OKYMCHTLI,
roCyJapCTBECHHBIE CTAaHAAPTHI, ONPCACIIAIOMNEC MOPAAOK MOKYMCHTAIlHOHHOIO !

. obecnieueHus YIpaBIeHUs] -
Bugel HOMEHKIATYp, oGIiHe TpeGoBaHHS K HOMEHKJIATYPE, METOJHKA ee

COCTaBJICHHUA X OQOPMIICHUS

;HpaBpma corjitaCoBaHHusA HOMCHKJ'IaTypBI ACH C BGJIOMCTBCHHBI‘MI/I apanaMH PI
f 3KCHepTHOH KOMI/ICCI/ICI/I

Iopsnmox (l)opMHpOBaHI/m " oq)opMJIeHI/I;I Jiet, cneumana vdy)djy)MﬁpdisaHm:

| OT/JIENBHBIX KATETOpHH /el
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Ipyree -

XapaKTCpUCTHKH

3.2.3. TpynoBas ¢pyHknus

Opranuzanus o6paboTku Jren v ( |
OBEHb (TIOXYPOBEHB
HanmenoBaHue K . p
BaH JUIS TOCJIEAYIOMIETO on| B35 | oo i 5
XpaHEHUs
R : e R
po 0 Vil . Opurusan X 3auMCTBOBAaHO
TpynoBod pyHkumy | : U3 opuruHana e e
Kon opurunana PeructpanuoHHbIi
HOMep
npodeccHoHaNbHOTO
CTaHIapTa
TpynoBsie IIpoBepka CpOKOB XpaHEHHS JOKYMEHTOB, COCTaBJIEHHE IIPOTOKOJA pPabOTHI
JcucTBr 3KCII€pTHOI>i KOMHCCHHM TII0 HOATOTOBKE MOOKYMCHTOB K XpPaHCHHIO, aKra O

' BBIJICJICHHAM K }’HI/I'-ITO)KCHI/IIO AOKYMCHTOB, HE ITIOJJICKAINUX XPAHCHHIO

‘ COCTaBJIeHI/Ie OHI/ICI/I I[CJI HOCTOﬂHHOFO,I[OJ'Il"OBpeMeHHOFOCpOI(OB XpaHCHI/IH
Hepez[aqa ACJI B apXUB OpraHu3aliy

Heo6xoanmsie Tlonb3oBaThes IEpeYHAMH  JIOKYMEHTOB H  AHAIM3HPOBATE  (DAKTHYECKOE
YMEHHUS © COAEpXaHUE HMEIOIIUXCS B JieJe JOKYMEHTOB HpPU OIPEAETICHHH CPOKOB HX
. Xpa”ewws

~ Odopmatse noxyme}m,l axcnepTHon KOMHCCHH
- OdpopMiaATs OOJIOXKH A€ MOCTOSHHOTO M BPEMEHHOTO CPOKOB XpPaHEHHUS B
' COOTBETCTBHH C TPEOOBaHHSIMHU I‘OCYI[apCTBeHHBIX CTaHIapTOB
OC}’H.[CCTBJIHTB TCXHI/I‘ICCKYIO 06pa6on<y U [OJHOE O(popMneHHe IeT TIOCTOSIHHOTO
M BpPEMEHHOTO CPOKOB XpaHEHHUs ‘
- Cocrasmats OmHCh  fieN OCTOSHHOTO K BpeMeHHoro CPOKOB XDaHCHHS B

TIpUMeHSTs AH(POPMALHOHHO-KOMMYHHKAITHOHHEIE TEXHOJIOTHH I PpaBoThl ¢

T : AOKyMeHTamMup o . o :
Heobxonumsle HopMaTuBHBIE IIpaBOBbIE  aKTHl, HOPMATHBHO-METOIMYECKHE  JTOKYMEHTHI,
- 3HaHHA rOCyIapCTBEHHBIE CTaHAAPTHI, OMPEHENAIOUINe MOPANOK JOKYMEHTAIHOHHOTO

~ obecreueHus YIpaBIeHus
 KpuTepuy pas/elieHHs IOKYMEHTOB HA TDYIIBI B COOTBETCTBHH C IIEHHOCTBIO
- nHdOpMaIHy, coJiepKalieiics B HUX
 TIOpAZIOK HCNOTb30BAHKS THIOBBIX HJTH BEJOMCTBEHHBIX TIEpedHell JOKyMEHTOB,
OIPENCICHUS CPOKOB XPAHEHHA B IIPOLECCE IKCIEPTH3BI IICHHOCTH TOKYMCHTOB
[Mopsimok co3maHMs, OpraHM3aLUM M JOKYMEHTHPOBaHMS pPabOTBI OKCIEPTHOH
KOMHCCHH '
 TIpaBHIa COCTABICHHS H yTBEPYICHUS MPOTOKONIA PAGOTEI SKCTIEPTHOM KOMHCCHH
IlpaBuna cocTaBieHHs ¥ YTBEPKAEHHS aKTa O BBHIICICHUH IOKYMEHTOB, HE
 TIOJUIEXKANIKUX XPAHEHUIO ‘
~ IlpaBuia TeXHUYECKOH 06pa60TKH 0 HOJIHOFO O(popMJIeHnﬂ nen HOCTOﬁHHOI‘O n




 BPEMEHHOTO CPOKOB XpaHEHHs!
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HpaBI/IJ'Ia COCTaBJICHHUS OIIUCH NCJI HOCTOSIHHOFO u BpeMeHHOFO CpOKOB XpaHCHI/ISI B
‘MCOOTBCTCTBI/II/I Y I[CI/ICTBYIOH_[I/IMI/I HOpMaTI/IBHO-MeTOI[I/I‘ICCKI/IMI/I IIOKYMCHTaMI/I
 Tpama nepefady fief B apXuB OpraHH3aIiHA

]Ipyrne e %

XapaKTCPHCTAKH

- TpeGoBanus oxpaHBI TPyJAa

3.3. O600mennas TpyaoBas pynkuus

Opraﬁnsaunormoe lIOKYMeHTaI.II/IOHHOC I/I

Haumerosanve MH(OPMALMOHHOE 06ecedeH e AeSTeTbHOCTH Kom C  YPposem
p A KBaTH(UKaIIH
PYKOBOIMTEIIA OpraHu3alluy
ITpoucxoxneune
M . 3auMCTBOBAHO U3
00001meHHo# TpyOBOH : OpurnnHan X
OpMIUHana

$yHKIMH ; U SRS

Kon PCFI/ICTpaLlI/IOHHLII/I
OopUruHaia HOMeEp
podeCCHOHANIBHOIO
CTangapTa
Bo3MoxHbIe Cekperapb pyKOBOJUTENA
HAMMCHOBaAHH A

JIOJDKHOCTEH, Tpodeccuit

TpeboBanus k
00pa3oBaHuIo U
o0y4JeHnro

Beicmiee o6pazoBanue — OaxajiaBpuar
WA

Cpennee npodeccuoHanbHoe 06pa3oBanye — IIPOrpaMMBI IIOATOTOBKH
CIIEIUATACTOB CPEHETO 3BE€HA

JononautensHoe npodeccuoHaIbHOE 00pa3oBaHHE

TpebGoBaHuA K ONBITY
IPaKTHIECKON pabOTHI

He MeHee ABYX JIeT BBINONHEHHS paboT 110 OPraHU3alHOHHOMY H
JOKYMEHTAIlIMOHHOMY O0ECTIEUCHHUIO AEATENIBHOCTH PYKOBOIHUTEIISA
OpraHU3aliy IIPH CpeIHeM IIPOodecCHOHATEHOM 00pa3oBaHUH

Oco0ble ycinoBus
JIOTTyCKa K paboTe

Jpyrue xapakTepuCTHKH

HOHOJIHI/ITEJILHBIC XapaKTCPUCTUKH

HaumeHoBaunue 6a30BO# IpyNIbl, JOJDKHOCTH
HaumeHoBaHHEe JOKyMEHTA Kon
(mpodeccun) UM CIEHHATLHOCTH
OK3 2432 BubnuoTtexapu, 6ubnuorpadnl, JOKyMEHTOBEABI U
CIENUAMCTHI POJCTBEHHBIX Ipodeccuit
EKC Cexperapp pykoBogurengs
OKIIATP 26341 CekpeTapb pyKOBOIHUTEIS
OKCO 032001 JlokyMeHTOBeACHHE ¥ TOKYMEHTALIHOHHOE
obecrieueHue yIpasieHUs
032002 JIokyMeHTanuOHHOE 00eCIICYeHHE YIIPABICHUS H
apXWBOBE/ICHHUE
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3.3.1. TpynoBasa dpynkuus

HaumMeHoBaHue

[TpoucxoxacHue
TpyaoBOH GyHKIHH

TpynoBsie
neicTBUSI

HeobxoauMbie
yMEHHS

‘ HeobxomMete
3HaHUA

‘ IIpyrHe

Oxa3zanue TOMOMIH 1
KOBOJHUTEIIO B : VpoBeHb (IOAYPOBEHB
PYKOBOIU | Ko | C/01.6 POBeH (IOXYPOBEHE) 6
IJIAaHAPOBaHHH paboyero | kBanubUKAIUI
BpEMEHH |
e
X :

Opurnsan .
. | 13 opurdHana S B
PerucrpanuoHHbI#
HOMeEp
npo¢)ecCUOHATEHOTO

CTaHAapTa

k Ko'n' 6pnmﬁéha '

Brifop ¢opMmbl IUIaHupoBaHus W oGhOpMIIEHME IIaHHPOBIIMKA (OpraHaiisepa)
PYKOBOZHMTESIS

BHecenue HH(I)oijaunH B I'IJIaHI/IPOBH.II/IK (opraHamep)

CornacoBaHue Tene(pOHHBIX [lepEroBOPOB, BCTPEY H MEPONPHATHIL C TIAPTHEPaMH,
KJIMEHTaMH, PYKOBOJMTEILIMH MOJpa3/eJIeHUi U COTPYTHUKaMU

OnpenenaTs IIpPIOpPITGTHOCTB " oqepe)mocn) 'BLITIONHEHHS paGoT U > HEKTHBHO

 pacmpefiensTh pabodee Bpems

B516npaTb ONTHMAJIBHBIE CIIOCOGHI I/IH(bopMHpOBaHHa napTHepOB, K/IMEHTOB,
| TIOCETUTENeH, pyKOBOAMTENEH IOApasfeeHHH W COTPYJAHUKOB O INIAHMPYEMBIX

MEPOTIPUATHSAX

~ O6ecrieunBath an)opMauHOHHyfo Ge30MaCHOCTH NEATENPHOCTH OPraHA3aliy

OCHOBBI aJIMHHHICTPATHBHOTO NPaBa ¥ TPyZOBOTO 3aKOHOJATENbCTBA Poccuiickoit
- Qenepanuu

PyKOBO)liIIlII’II/I COCTaB opraHH3au1m H ee no;[pasneneHmrI

~ OyHKIMH CAMOMEHEDKMEHTa

HOCTaHOBKa uenen
',,,HpaBI/IJIa HPOBCHGHHH ,ueJIOBmx HepeI‘OBOPOB
. Tpeboanus oxpaHsl Tpyza

3.3.2. TpynoBas ¢pyHKkuus

HaunmenoBanue

ITnanwposanme pabodero qHs cexpeTaps

Vposenb
(NIOXypOBCHE) 6
KB rKaIu

Kon | C/02.6




IIpouncxoxneHue

TpyHOBOM QyHKIMH

, pr;[om,le

OeUCcTBHSA

HeobOxomuMmeie

YMEHHUSA

HeobxomuMmele
3HAHWS

‘ [[pyrne

XapaKTCPUCTHKH
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. 3aMMCTBOBAHO W3
Opurunan
S ; . opyruxaia . : o
Kon PeructpanuosHsIit
OpUrHHaNa HOMeEp
podeCCHOHAIBEHOTO
cTaHmapTa

BeneHne IIHCBHI/IKa (Ha 3J'IeKTPOHHOM " /mm 6yMa>KH0M HocheJIe)
CornaCOBaHne IUIAHOB C IUTAHAMH U CPOKAaMH PabOTHI PyKOBOIAMUTEIIS

| HepeHeceHHe HCBI:IHOJIHCHHBIX 3annaHHPOBa11g§p< 3@;@3

. BelnonHeHYe TUITHYIHBIX €XKETHEBHBIX JIEN

~ Beibupars u 0(OPMIIAT MIAHAPOBITHK

" BHOocuUTP M OTCIEXUBaTh HH(bopMaumo Ha BHeKTpOHHOM ‘w/ann 6yMa>1<H0M
~ HOCHTEJIE

,PaccraBJme npnopnTeTm BI:IJI[CJ‘IHTB Ba)I(HOC ¥ CPOYHOE
Bri6upaTts ONTHMAIBHELR PUTM paboTsI

‘ AHaJIH3HpOBaTB NPAYHHBI HEBBIIIOJTHCHUA 3aJa9

OcoGeHHOCTH O(bopMJIeHI/m nnaHHpOBmHKa (Ha 3JIeKTp0HOM u 6yMa>KH0M
- HOCHTENAX)
- OcHoBBI ynpaBnerm BpemeHeM

3.3.3. TpynoBas pyHxuus

Haumenosanue

[IpoucxoxaeHue
TpynoBoii GyHKIHH

| TpynoBeie o

HNEHCTBHA

HeoﬁxozmMLIe
YMEHHUS

OpuruHan

PYKOBOJMTEIS

Oprasu3anus TenehOHHbX 5 - Yposenb
HCpGFOBOpOB pyKOBozmTeJm ~ Kox C/03.6  (noayposern) 6
;;;;; ; kBanupuKkanayn

X 3aMMCTBOBaHO

U3 OpHruHana

Kox opurunana PerucTpaluoHHbIH
HOMep
npodecCHOHATBHOTO

cTanaapra

, Pf’.mCTPaI{?Iﬂ,, nowyna;gm__nx B HPHeMHYIOTeHe‘bOHHHX 3B°HK0.B o
- [lepenanpaBnenue

OTACJIbHBIX TeJIe(i)OHHBIX 3BOHKOB 3aMCCTHUTCIIAIM

' Tonyuenue HCO6XOI{I/IMOI/I WHpOpDMALMK W Iepenada ' CAaHKIMOHHPOBAHHOK
 MHPOPMAIHH 1O TeNePOHY

Oxazanmne HOMOIIII/I PYKOBOAUTCIIHO IIpHA opraHnsauHH I/I IIpOBCZ[eHI/II/I TCJIC(I)OHHLIX
neperoBopos u Bnneoxon(bepeHmm
Bectn u wmcmosap30BaTh B pa60Te 6a3y ,Z[aHHLIX TCIIC(I)OHHBIX KOHTaKTOB

i
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| mepefiayn HHQOpMAIHH e ; o ‘
Bectu  y4eTHBle  perHCTpalfMOHHBIE  (OPMBI,  HCIOIB30BATE HMX A
- uHGOPMAIMOHHOM paboTel U paboThl II0 KOHTPONIO MCHOJIHEHMS pEHICHUN
. PYKOBOAMTEIS

e cHTy

- Heobxonumebie , ) , ,
3HAHHS  OYHKUMW, 3ajaud, CIPYKTypa OpraHH3alliH, e¢ CBS3M 10 BEPTHKATH M
_ TOPH3OHTAIH ‘
IpaBuia B3aUMOJEHCTBHS C NAPTHEPAMH, KIHEHTAMH, CPEICTBAMH MACCOBOM
- HHQOpMAaIIH
TIpaBHIa MOEPKAHHS W PA3BHTHS \ MEKIIHYHOCTHBIX OTHOIICHHH
IpaBuna npoBeJeHHS AETOBBIX IIEPETOBOPOB
. Ilpasuna 3amuTel KOHQUACHINATLHOR MHQOpMAIIH
| . TpeGosanus oxXpaHs! Tpyna
Hpyrue -
XapaKTeprCTUKY

3.3.4. TpynoBast pyHKIIHSA

e s !
Opranuzanus KOMaHOJUPOBOK | 0 I BEHb) | |
HaumenoBanke p all Aup Kon | C/04.6 YposeH (NIOAYpoBerE) | 6 |
PYKOBOIHTEIS f KBaTH(HKALIH o
HC HU ' 3anMCTBOB
ITpo XOXKIeHHe  Opuraman X 3aumc aHO
TPY/i0BO# YHKIMH o , 13 opuruHana e .
Kon opurnnana PeructpanuoHHbIi
HOMeEp
npogeccHOHATEHOTO
cTaHgapTa
prﬂOBLIe HOI{I‘OTOBKa QPOCKTa CJI}’)KC6HOI‘O 3a,I[aHI/IiI RYKOBOIH/ITeJ'ISI
ACHCTBHS Hoxroroeka mpoexTa NpyKasa o CIIy)KeOHOH KOMaHIHPOBKE
Bremucka KOMaHAHUPOBOYHOI'0O  YAOCTOBCPCHHA H €ro peTucCTpanus INIpu
He0OXOAMMOCTH

3akas xcenemoz[opoxcﬁmx " aBHa6HJIeTOB, FOCTHHHH, TpchnopTHoro oOecneueHus
_PYKOBOILHUTEIIA e e L :

Odopmnenue nporpaMMm [TOE3/IKH, YTOYHEHHe OCOOEHHOCTEH IPOTOKOIA
_ IUTAHUPYEMBIX MEPOIPHATHH

HeobxoanMere
YMEHHUS

06pa6aTbIBaTI> ,ZIOKyMeHTBI 4 MaTCpI/IaJ'IBI I'[O pe3y.III>TaTaM IIOGBL[KI/I pYKOBOlII/ITCJISI




- HeobxoauMbie

3HaHUA

I[byFI/IC

XapaKTCPUCTHKN
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- Ucnonb3oBath CpeacTBa KOMMYHHKaNUU JUIA obecrieueHnus B3aUMOJCUCTBHA C
~ PYKOBOJMTEIEM BO BPEMA €TI0 IICJIOBOI/I TIOE€3NKH

HOpSIlIOK OOATOTOBKHY H IIPOBEACHUA KOMaHI[I/IPOBOK

Topsinok oOpMIIEHHs TOKYMEHTOB I KOMAHIMPOBKH H OTYETHBIX JOKYMEHTOB
. 10 KOMaHTTUPOBKC PYKOBOAUTEISA

- JlenoBoii MpOTOKOT

| OTHKa Je0BOro obmerus

3.3.5. Tpynosas pyHxIHs

Hanmenosanme

IIpoucxoxeHue

TpynoBoii ¢pyHKIHH

‘ prnonme -
nelcTBUI

Heob6xoguMele
yMeHUs

Heobxoaumeie
_SHaHud

Opranun3arus paboTsl ¢
ITOCETHTENISIMH B IPUEMHOI Kox | C/05.6 YpoBeHS (NI0LypoBetib) 6
p { : kBamiuKanuu
PYKOBOIUTEIA !
: HUMCTBOBaHO

Opurunan X 3a

- . M3 OpurnHana , . o ; ,

Kon opurunana PeructpaumoHHbIit
HOMED
HpO(I)CCCHOHaJILHOFO
cTaHuapra

" Opranu3als JTHIHOTO TIpUeMa moceTHTeNeH PYKOBOIUTENEM ‘
_YcraHoB/eHHE TOPS/IKA IPHEM JUTs PA3IIMIHBIX KATETOPHH OCETUTENER
Benenue xypHaia npennapmenmqﬁsanncg ‘Ha IIPHEM

' CepBHpOBKa YaifHOTO (koderHoro) cTONMa B oprce e
TlpHHSTHE Mep 10 COXPAHEHHMIO KOMMEDYECKOH TalfHBI B XOfle TpHEMa
' TIOCETHTENEH M MX HAXOX/JCHHS B IPHEMHOM ¥ KaOUHETE PyKOBOAUTEIS

| YIpaBmsaTh KOHIMKTAMH

CozieliCTBHE ONEePaTHBHOMY PACCMOTPEHHIO IPOCKH H IPEIVIOKEHHH TOCETHTENEH
U COTPYAHUKOB OpraHH3alliH

g Opranmamm IpHeMa JEI0BbIX IIaPTHCPOB B oq)nce

VuuTHBaTh IICHXOJIOTHUYECKHE OCO6CHHOCTI/I J'II/I‘IHOCTI/I HpPI paSJ'II/I‘-IHBIX BI/I,[[aX:

- Ipo¢eCCHOHATBHOTO OOIEHHU

Vcrons30BaTh yCTAHOBJICHHBIE IpaBHIA M IIPOLELYDHI KOMMYHHKAIIAH BHYTPH

- OpraHu3aLuH

BecTw  yueTHble  PETHCTPAMOHHBIE  (OpPMBL,  HCIONB30BATH  MX  JUTA
I/IHQ)OpMaIII/IOHHOI/I paboTel W pPaboTHl HO KOHTPOIIO HCIIONHEHMS pPEHICHUR

} C03ﬂaBaTB TIOJIOXKUTEJIBHBI HMHJDK OpraHH3aIMH
- [puaEMATE MEpHI IO pazpemeHmo KOH(THKTHBIX CHTYAIIMi

' TlpaBrta OpraHU3AIH IPHEMa IOCETHTENEH

[TpaBunia AenOBOro OOIIEHNS
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IIpaBHja YCTAHOBICHHS KOHTAKTA, NOMICPIKAHHS M DPasBHTHS MEKIHIHOCTHBIX |
. OTHOHICHI/H/I e e e e e e s -
CIpyKTypa OpraHH3alMH H pACTIpEIeNeHHe ‘GYHKUMIE MEXIy CTPYKTYpHBIME
Hofpa3fieicHUSMH U CIEIMAaTuCTaMd
- IlpaBuiia oprasi3aliy IPHEMOB B oduce
 OTHKET H OCHOBBI MEKAYHAPOTHOTO HpOTOKOJIa ‘

 TIpasua 3aumTs! KO ICHIHATHHOM CITy)KeGHOH unopMaLAn

XapaKTePUCTHKH

3.3.6. TpynoBas dpysxuus

Opranuzanus NoArOTOBKH, Vposess (TOIypoBEHS) E
HaumeHoBaHHE MPOBEACHUS U 00CITyKUBAHUSA Kon | C/06.6 N———— L6
KOH(EPEHTHBIX MEPONIPUSATHH Lm
ocrwE X Sumemonorn
Kopn opurunana PeructpallnOHHBIN
HOMeEp
MpodecCHOHATEHOTO
cTaHaapTa
TpynoBsIe I‘OTOBKa HOBeCTKI/I I{HSI Meponpﬂﬂmﬂ o
JEHCTBHA O(I)O_pMJIeHI/Ie CIIMCKA YYaCTHHKOB Meponppm'mﬂ ‘
WHdopMupoBaHHEe YJaCTHHKOB O HAMEYAIOMIEMCS MEPOIPHATHH W YCIIOBHAX
. y4acTHs ‘
inLIﬁOp MECTa H BpeMeHH HpOBCIleHI/ISI Meponpuﬂmﬂ
Pacchlika  HH(OPMALMOHHBIX MAaTepHaoB | y4acTHHKaM  KOH(EPEHTHOTO
| MepONpUATHS :
CocraBicHue sIBquLIx JII/ICTOB u CHI/ICKa perucrpaunn yqaCTHI/IKOB Meponpnsm/m
‘ 3a1<yrn<a KaHLETPCKIX TOBAPOB U MPOAYKTOB JUIA oOecredeHns Kode-mnays
- Pemenyie BOpoCcoB TEXHUIECKO
g,MHOMOIIII: B IIOATOTOBKE JIOKJIAJ(a pyKOBonHTenﬂ HpeBCHTaHHOHHLIX MaTepHaJIOB
~ Opranusaius NOATOTOBKH IIPE3MAMYMA H PabOTHX MECT yIACTHHKOB
- OpraHu3anyst BCTPEUH ¥ PETHCTpAIlis YYaCTHHKOB MEPOTIPUSTHSA
_ BezieHue npoToKOJIa MEPOIIPUSITHUS
- OpraHu3ans CepBHCHOTO chny)KI/IBa;;ux BO BpeMSI Koq)e nq}{g :
- Opragmzams  KyJIbTYPHO-MACCOBBIX  MEPOIPHSTHIA, TPAHCIIOPTHOTO K
Heobxoqumsie - OpraHH3OBBIBaTH IIPOLECC IOATOTOBKM K IPOBEJEHHIO KOH(EPEHTHOro
. YMEHHUS 'MEpOIPHATHS HHAMBUIYATbHO U B cOcTaBe paboyei rpynnsr

HOKYMCHTI/IPOBaTB pa3HI>1e 3Tanbl HpOI.ICI[ypI)I IHOATOTOBKH I/I HpOBeI[CHI/BI
- KOH(EPEHTHOTO MEPOIIPUATHS

- [lepenaBath nHGOpMAIHIO, ILOKYMGHTBI u MaTepI/IaJ'II:I yqaCTHHKaM KombepeHTHoro

| MEpOTIpHATHS 5
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' TIoAroTaBIHBaTh | o6opy11013aTL cTon npesn,unyma U pa6oque MECTa Y4aCTHHKOB
‘COBEIaHHUs (3acelaHus) :

. CepBupoBaTh YalHBIH (KOQ)eHHBm) CTOJ‘I BO BpeMﬂ npOBeJleHHﬂ Koq)e nay3 ,

CobuoiaTs paBuIIa JE€I0BOTO 3THKETA U MPOTOKOJIA

 TlopnepxuBaTh AIMHDK OpraHU3aLHH
- Co3spaBaTh HMHJDK CEKpeTaps, COOTBeTCTByIOIIII/IPI I/IMI/III)Ky opraﬁmamm -
- Pabotats ¢ wuHbopManmeli, aHaNM3MpPOBaTb M  IPEACTaBIATH €€ B

' HeoGxomumele
3HAHHA

CUCTEMATU3NPOBAHHOM BHJEC

' TIpumenATH HHGbOPMAIMOHHO-KOMMYHHKAIHOHHBIE TGXHOJIOFI/II/I

Ob6ecneunBaTh 66301'IaCHOCTL ncnrennnocm c_)EraHusaunn

O6ecneunBare KOMGOPT YHaCTHUKOB KOHGEPEHTHOTO Meponpnxmﬂ IIOMOTATh B |

| Bolpocax OpoXUBaHUA, TPaHCIIOPTHOI'O OGCCHG‘-ICHI/ISI

COCTaBJ'IeHI/Ie CMCTI:I paCXO,Z[OB

~ OCHOBBI HAIIACAHHSA pedeii U lIOKJIaJlOB DYKOBOIHTENSA

: HpaBHJIa YCTAHOBJICHHUA KOHTAaKTa, MNOJACPKAHUA H pa.3BI/ITI/I51 MC)KJII/I‘IHOCTHBIX
OTHOHICHI/II/I

}ipyrne -

3.3.7. TpynoBas pyHKknus

HaunMeHoBaHHE

Opranuzanys UCIIOJIHEHUs
CILIEHNH, OCYIIECTBIICHHE VposeHs (T0TypoBeHb

P , 0Cy Kon | C/07.6 posens (TOTYPOBERL) | 6

KOHTPOJISI HCIIOJIHEHHUS KBaMUKaIIH

IIOPYYEHHH PYKOBOAUTEIS

[TpouncxoxneHue
TpyZOBOH GYHKIHHU

3auMCTBOBaHO U3
OpuruHan X
I | opurvHana R : , :
Kon opurunana PerncrpanmoHHBIH
HOMED
1podecCHOHANBHOTO
cTaHIapTa

Tpynosbie

JlokyMeHTAIbHOE 0POpMIICHHE PelIeHUH PYKOBOAUTENLS

neucTBus

JloBenenue 10 cBeeHHs paOOTHUKOB OPraHM3aIluY PACIOPsSHKEHUH PYKOBOTUTEIS

Koopzmﬁauwx JEATCIBHOCTU 10 HCITOJJHCHUIO pemeHm‘/’I PYKOBOOUTEIIA

Bepenne CPOKOBOr'0 TCKYIIETro X NPeaAYNPCAUTEIHHOIO KOHTPOJII

[IpoBepka HCIOHEHNS IOPYYECHUH PYKOBOIUTENS B YCTAaHOBJICHHBIH CPOK

[IpenynpexneHne COTPYAHHKOB 00 HCTEYCHHH CPOKAa MCIOJHEHUS IMMOpPYYCHHUH
PYKOBOIUTEIS

®ukcanys UCIIOIHEHUS TOPYYECHHUH

CocraBjieHre OTYETOB W AHAJIMTHYECKUX CIPABOK O BBINOJHEHHMH MOPYYCHUH M
peIeHni pyKOBOIUTEIL
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Heob6xonuMeie
yMEHUS

Bectu cpokoBYIO KapTOTEKY

BecTu yueTHBIE perMcTpaldOHHBIE (GOPMBI, HCIONB30BaTh HX s PaboOTHl IO
KOHTPOJIIO UCIIOJHEHNUS NOPYYCHUH PYKOBOJUTENS

Pa6orars ¢ uHpOpMAaIniHeii Mo KOHTPOJIIO, CHCTEMATU3HPOBATD €€ U MIPEICTABILITh B
BHJI€ CBOIHBIX JOKYMCHTOB

Hcnons30BaTh CpeIcTBA KOMMYHHUKAIHY JUIS ITepefady NOpyYeHUH pyKOBOJUTEIS

Hcnonp30BaTh COBpEeMEHHBIE cpeicTBa cOopa u  06pabOTKH  KOHTPOIBHOM
uHpOpMaIn

IMpuMensTs HHOOPMAITHOHHO-KOMMYHHKAIIMOHHbBIE TEXHOIOTHU

OrneHuBaTh Pe3yabTaThl B paMKax MOCTABJICHHBIX 3a/1a9

OcyIiecTBIATh KOHTPOJIb HCIIOJHEHNS IOPYYEHUH PYKOBOAMTEA COTPYAHUKAMHI

Heobxoaumere
3HAHUI

O6mpe TpebOBaHMA K CpOKaM WCIOMHEHHS [JOKYMEHTOB M KOHTPOJbHBIM
GYHKIHAM CITy)XOBbI JOKYMEHTAIMOHHOTO 00eCIICUeHHUS

[TpuHLMIEL, cCIOCOOB! HHPOPMUPOBAHHS COTPYIHHKOB

DTHKA JEJI0BOro O0IeHns

VupaBienyeckas CTPYKTypa OpraHH3alldM, PyKOBOACTBO OpraHM3alHH, 00pasibl
HOJNMUCEH PYKOBOAAIIMX COTPYAHHKOB, KPYT HX IMOJHOMOYHH M OTPaHHYEHHS MX
30H OTBETCTBEHHOCTH

I/IHCprKI_II/II/I 00 OCIOOPOHU3BOACTBY U APYIdM JIOKAJIbHBIM HOPMATHBHBIM aKTaM,
yCTaHABIMBAIOIINM NOPAJIOK peain3allii YIIDABJICHICCKUX ITPOUCIAYD '

Hpyrue

XapakKTCpHUCTHKHA

3.3.8. Tpyaosbie yHKIHH

HaumeHoBaHue

IIpoucxoxnenve
TpyIoBoH QyHKLHH

i Oprannsaupm " IOAACPXKAHUE

i OpuruHain X

. VpoBeHs (10aypoBeHs) 6
| xBanU(puKaLuH

dyHKIMOHATBEHOTO pabouero Kox  C/08.6

TPOCTPaHCTBa PHEMHOM U

- kaOWHeTa PyKOBOJHTEIA

3anMCTBOBAHO H3 |
 Opurunana o
: Perucrtpaimonsnblii
HOMED
IpoeCCHOHATNBHOIO
CTaHAapTa

Tpynoseie
JNEACTBHUSA

ObGecnieuenne pabodero Mecra pYKOBOZUTENS HEOOXOMUMBIMHM CPEICTBAMHU
OpraHHU3alMOHHOM TEXHUKH, KaHIEIIPCKUMU NPHUHAIICKHOCTIMUI

Oprannsanus TprHeMHOH oduca B COOTBETCTBHH C TpeOOBaHMAMHU 3PTOHOMHKH H
KYJBTYPHI TpyZa

Opranusanus odopMIIeHNs] HHTEPbEPa NPHEMHON PYKOBOJUTEISL

ObopynoBanue pabodyero Mecta OpPITEXHHKOH, NEPCOHAIBHBIM KOMIIBIOTEPOM,
BCIIOMOTraTeILHON TeXHUKOHN

Opranusanus 00OpyIOBaHWsS TNPHEMHONU CHCTEMaMM XPAaHEHHS, HEOOXOIMMBIMH
MpUCIOCOOIEHUAMY, O0ecieueHus KaHIEIAPCKUMU TOBapaMHM

O6ecrieueHue XpaHEeHHUs] M 3aMEHBl PaCXOAHBIX MaTE€pPHAJIOB, MOBCEAHEBHEIA yXO.
32 OPITEXHHUKON

3aka3 KaHICITIPCKUX TOBAPOB, THTHCHUYCCKUX TOBApOB, IIPOAYKTOB ITHTAHHS]

Heobxonumeie
YMEHHS

Co3naBathb ycioBus, obecneurBaromue 3h¢heKTUBHYIO paboTy PyKOBOJUTENSA

HpI/IMeHSITb B COOTBCTCTBHH ¢ HA3HAYCHHUEM CPCIACTBA OpTaHH3aHHOHHOﬁ TCXHHKH,
KaHOCIAPCKUC NPUHAIJIEXXHOCTH
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OcHamath pabodee MECTO PYKOBOAMTENSL M CBOe pabodee MECTO HEOOXOIUMBIM
obopynoBaHuEM

OcCyIIeCTBIAT 3aMEHY PaCXOIHBIX MAaTEPHAIOB, YXOJ 38 OPI'TEXHUKOH

OcCymIecTBATh MOBCEAHEBHBIH yXOJ 3a KOIHMPOBAIBHBIM alillapaToM, 3aMeHYy H
XpaHeHne KapTpukel, ToHepa

KOHTpOJ'IHpOBaTB COCTOSIHHE U TIOIIOJIHATH 3amachbl KAHIICIPCKUX TOBAPOB, CPEJACTB
TUTUCHBI, ITPOJAYKTOB ITUTAHUS

Heobxonumsle TpeboBauus OXpaHBl TpyJa, IPOU3BOICTBEHHOH CaHUTApHM, NPOTHBONOXKAPHOM
3HAHUS 3AMIUTHI
OCHOBBI MPaBWIBHOM OpraHM3alli¥l TpyAa ¢ METOIBl MOBBIIEHHUS €ro
3¢ HeKTUBHOCTH
OCHOBBI IPrOHOMHUKH O¢uca U GIOPUCTHKH
CraHzapThl ¥ peKOMEHAlUY 10 000pYA0BaHKIO O(QHCHBIX IOMELICHHUH
CocraB OpraHW3alHOHHON TEXHUKH, €€ YCTPOUCTBO U MOPSIOK pabOTHI ¢ Hel
Hpyrue -
XapaKTEePUCTHKU

3.3.9. Tpynosas ¢pyHKIHA

HaumeHnoBaHne

TIpoucxoxeHne
TpyoBoit GpyHKIMA

; pr,aoi;me
neicTBUA

HeobxomumMmpie
yMeHHUS

Heobxoaumbie

3HaHus

Pa60TaTI> € KOMIIBIOTEPOM, KaTaJloTaMH (nanKaMH) i q)aHJIaMH CKaHEpOM

I PazpaboTka TOKaITBHBIX | |

| HOpMATHBHBIX AKTOB, ] | YpoBeHs

1 6 i Kon | C/09.6 . (moxypoBeHs) 6

f periaMeHTUpyIomuX padbory l | KannGmcammH

| cexpeTtapsi j

HMCTBORA
Opurusan X " 3aMMCTBOB2HO 13
; .. OpuruHajia . e L
Kon opurnnana Peructpanuoxnsit
HOMeEp
npodecCHOHaNBHOTO
cranaapTa

Pa3pa60TKa nonomemm o cereTapnaTe

Pa3paboTka MHCTpYKIMH 1O nenonpomsoncmy

PenalcmposaTb TCKCTBI CJI}’)KeGHBIX I.IOKYMCHTOB ;
Pabotath cO Bcell COBOKYHHOCTBIO I/IH(I)OpMaI_II/IOHHO JOKyMEHTAIHOHHBIX

_ PecypcoB OpraHH3alid
- onp3oBarecs 6azamMu JIAHHBIX, B TOM HHCJIE yIATCHHBIME Ga3aMH JIAHHBIX

I/ICHOHBSOBa’I‘B CIIPaBOHBIC ITPABOBLIC CHCTCMBI

. HOJIB?)OB&TBCSI CI/ICTCMaMI/I SHCKTpOHHOFO I[OKYMCHTOO6OPOTa

IIpaBOBEIE OCHOBHI YIpPABIEHHS (OCHOBBI aJMHHHCTPATHBHOTO, TPYNOBOTO H
I'PaXKJIaHCKOTO NpaBa)

JeiicTByIOIHE TPaBOBHIC aKThl, HOPMATHBHO-METOJHWYECKHE  JIOKYMEHTEHI,
TOCY/IapCTBEHHBIE CTAaHAAPTHL, ONPENENAIoNINe MNOPSAOK JAOKYMEHTAHOHHOTO
 obecrneueHus ynpapieHus ‘
CTpYyKTYpa, PYKOBOJCTBO CTPYKTYPHBIX IOAPA3/IeICHEH, O6paSIILI noznuceit uI, |
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' OTBGTCTBCHHOCTI/I
HPaBI/IJ'Ia IIOKYMCHTaIII/IOHHOF 0 O6CCHC'~ICHI/IH IlCSITCJ'H:HOCTI/I opraHu3ainny

‘ ‘,anlm I[OKYMCHTOB X Ha3HaquHe
QQHOBBI}I"QI{XMCHTHOI/I JIVHIBUCTHKH
T . TpeGoBaHUs OXpaHbI TPyJa
Hpyrue -

XapaKTCPUCTUKH

3.3.10. TpynoBas pyHkuus

- CocrasneHue H oopMiIeHHe YpoBeHb
HayMeHoBaHME | YHpaBleHYeCKOl JOKyMEHTALHN Kon  C/10.6 (moIypoBeHs) 6
KBaTHGUKALUH
HH TBOBa.
Hponcx?mﬂe € Opwrmsan X 3auMCTBOBaHO U3
TPYROBOH yHKLAM , opurnnaia L B o ,
Konx opurunana PerucTtpanioHHbIN
HOMCEpP
nIpotecCHOHANBHOTO
CTaHaapTa
TpynoBbie CocTaBlieHHE MNPOEKTOB PpACHOPSIMTENbHBIX (TIPHKa3bl, DPAacIOPMKEHHA) U
JICHCTBUSA UH(POPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB (CIy)X€OHBIC INHCBMa, CIPaBKH,
JOKJIAHbIE U CIIY)XKeOHBIC 3aIIHCKH)
Heobxoaumsele
YMEHHUSA
”HeanaTL cnyxceﬁﬂme IIOKYMGHTI)I
ITons30BaTbes NEpHPEPHAHBIMU yCTpOI/ICTBaMI/I u OpITCXHI/IKOI/I
Paborark ¢ KOMIIBFOTEPOM, CKaHEPOM
O6CCHC‘II/IBaTB 6€30I1aCHOCTb ,ueaTenLHocm oprannsaumd
- HeoGxonumeie HpaBOBI:IC OCHOBBI YIIpaBJjicHUS (OCHOBBI aI[MI/IHI/ICTpaTHBHOFO TPYJOBOTO M
- 3HAHUA _ XO3SIHCTBEHHOTO IIPaBa)

CIpyKTypa OpraHH3aIlHH, PYKOBOJICTBO CTPYKTYPHBIX MoApa3feNeHHii, oGpasIEl

MOMIHCER JIHMI, MMEIOMIMX MPaBO IMOAMUCAHUS H YTBEPXKICHHS IOKYMEHTOB, W
~ OTPaHHMYEHHUSA UX 30H OTBETCTBEHHOCTH

IpaBuna JOKyMEHTaI[MOHHOTO o6ecnequHsI IleﬂTeJ'IBHOCTI/I opraHnsaunH

TpC6OBaHI/LfI HpeIl’BSIBJ'DIeMBIe K JAOKYMCHTaM B COOTBCTCTBHH |




ZIpyrpIe

. XapakTCPUCTHKH

y BI/II[I:I JIOKYMEHTOB, HX Ha3HaquHe o

}OCHOBBI I[OKYM@HTHOI/I JIPIHFBI/ICTPIKH 3

ITpaBuna coryiacoBaHus JOKyMEHTOB OpraHU3al|H (BHYEECHHCFO a BHemHero)

TpaBusta MOAMUCAHHS ¥ yTBEPXKICHUS IOKYMEHTOB

IMpaBuna  cocrapiieHHs ©u  opopMieHHss  MH(OPMANHOHHO-CIIPABOYHBIX,

rpaMMaTI/I‘ICCKI/Ie HpaBHHa pyCCKOFO ;{3r>n<a
TpeGoanust oxpausl Tpyaa

3.3.11. TpynoBas ¢pynkius

HanmenoBauue

Oprauuzanus paboTH ¢ JOKyMEHTaMH B | Vposens %
NPUEMHOM PYKOBOAHTEIIS Kon | C/11.6 (monypoBeHs) | 6
KBTHHKAIMH ; B

TIpoucxoxneHue
TpyIoBO# GPyHKIMH

‘TpynoBbie
neicTBud

Heobxomumbie
yMEHHS

Heobxonumele
3HAHUA

- Cozpanue u BeJicHUE 6a3bl JaHHBIX JIOKYMEHTOB PYKOBOZHTEIS

- IOKYMEHTaMH 4 KOHTPOIIIO HCIIOTHEHHS IOKY.

_ TpeGoBaHHS OXPAHEI TPy

X 3aMMCTBOBaHO U3

. Opurunan
S . opuruHaia S N
Kon Perucrpanponssiii HoMep
OpUrvHaia npoecCHOHAIBLHOTO
cTaHzaprTa

' Vder ZOKYMEHTOB, IOCTYMAIONIHX Ha HMS PYKOBOIUTEI

Opranusanus I0CTaBKA TIOKYMEHTOB HCTIOTHUTENM

TIpuMeHsTh UHPOPMALMOHHO-KOMMYHHKAMOHHBIE TEXHONOTHH I paGoOTH ¢
- IOKyMEHTaMH

HOpMaTHBHBIC HpaBOBBIC aKTBI, HOpMATHBHO -MeTOI[I/I'-ICCKI/IC JAOKYMCHTEI,

FOCYOApCTBCHHBIC CTaHAAPThI, ONPCACIAIOMNE NOPAAOK JOKYMCHTAIMOHHOIO

. o0ecIleYeHNs yIIpaBlIeHAS
~ Ctpykrypa opraHu3aly, PYKOBOJICTBO CTPYKTYPHBIX nonpasneneﬂpm

 CoBpeMmeHHbBIE HH(OPMAIIMOHHBIE TEXHOJIOTHH PaOOThI ¢ JOKYMEHTaMH
Hopsagox paboTsl ¢ JOKYMEHTaMH, CXEMBI JIOKYMEHT00G0pOTa

TpaBuia opraﬂnsaunn KOHTpOJISI WCIIOJIHEHHS. OKYMEHTOB M THIIOBBIE CPOKH
~ HCIIOTHEHHS IOKYMEHTOB

HpaBI/IJIa COCTaBJICHUSA aHaJ'II/ITI/I‘ICCKI/IX Cl'IpaBOK IIO opraﬂnsaunu paGOTBI C

IlpaBuna CO3MaHMS M BEICHHS 033 JAHHBIX CIIyKeOHBIX JOKYMEHTOB B
OpraHm3allid
CucreMsl 3J'IeKTp0HHOI‘O I[OKYMCHTOOGOPOT&




]Ipyrple I

XapaKTCPUCTHKH

3.3.12.TpyaoBas pyHKIus

Opranu3aius xpaHeHus VpoBeHsb ;
HanmMeHoBaHue JOKYMEHTOB B IIPHEMHOH Kon | C/12.6 (IO AypOBEHB) | 6
PYKOBOAUTENS KBATHQUKAIMH

ITpoucxoxnenue f 3aUMCTBOBaHO |
o OpurnHan X
TPyHOBOH dpyHKIMH 7T B . 3 opuruiHana R ; o i
Kon opurunana PerucrpannonusIi
HOMEp
npoeccuoHaATEHOTO
cTaHgapTa

Tpynossie ' Pa3pa60r1<a paSILCJ'IOB HomeHKnaTprIAen opraﬂnsamm
JeUCTBHS  dopmupoande # OQOPMICHHE NEI1 IOCTOSHHOIO, IOITOBPEMEHHOrO CPOKOB
_XpaHCHus

;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;

Heo6x0uMBIe §Pa3pa6aTLIBaTL 'HOMEHKJIATypy Jel OpTaHM3alliH C y4eToM IeHCTBYIOMIHX
YMEHHS  HOPMaTHBHO-METOJMIECKUX JOKYMEHTOB
Mcmomb3oBaTh HOMEHKIATYPY [Oel MpPH H3YYCHHH CTPYKTYpHI OpraHW3al|H,
COCTaBJCHHH OIHUCEH e . o e
§<I>opMHpOBaTL ¥ OoDOPMISTE JHeNa B COOTBEICTBHH C  YTBEPXICHHOH

C‘H/IBaTB COXpaHHOCTB ,H KyMeHTOB opraﬂnzaunn
MmeOPBBOI[I/ITB HOATOTOBKY Je AJid Iepeady B apXu ‘
 IlpumensaTe MH(QOPMAMOHHO-KOMMYHHUKALHOHHBIE TEXHOJIOTHE JUIsi paboTH C

... .HPOKyMCHTAMH . e
Heob6xoaumeie : HOpMaTPIBHBIe IIpaBOBBIC aKTHhI, HOPMATHBHO-MCTOAHICCKHUE JOKYMCHTHI,
3HaHHA : TOCYHapCTBCHHBIC CTaHAAPTHI, ONPCACIAIOMIMC MOPAJOK JOKYMCHTAllHOHHOI'O o

_obecrieyeHus ynpapiesus B
Bumsl HOMEHKIATyp, oOIHe TpeGOBAaHHS K HOMCHKJIaType METOIHKA ee
' COCTaBIICHUS H OPOPMIICHHS ) )
: Hop;mor( (l)OpMI/IpOBaHI/ISI H oq)opMJIeHmI el ¢ yKa3aHneM cneumbmcn
- (hopMHpOBaHHS OTAEIbHBIX KaTeroput jiexr
IIpaBuna XpaHeHHs [I€N, B TOM YHCIE C JOKYMEHTAMH orpaaneHHoro Z[OCTyl'Ia
 IlpaBuia BeLIA9M B I/ICHOJIBSOBaHI/Iﬂ JOKYMEHTOB U3 CQOPMUPOBAHHBIX JEIT

- TpeGoBaHHs OXpaHbI TPyAR o

- Ilpasuia OArOTOBKY U TIEpeiadn nen B apXHUB opraHmaImH

Hpyrue -
XapaKTEPUCTHKH

3.3.13. TpynoBbie pyHKIMH

ObecneueHne pyKOBOIUTENSA YpoBeHs }
HauMmeHoBan#e urbOpManHeit Kon | C/13.6 (moxypoBEHB) 6
wampuawn | |
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Hponcxc:xcnenue Opurunan X 3auMCTBOBaHO M3 OpPUIHHANA
TpyZoBo# QyHKIMHU : , : - ,
Kon PerucrpaiioHHeId HOMEp
OpHUTHHATIA NpopecCrOHATBHOTO
CTaBjapTa
- Tpynossie - Coop u mepepaboTka HWH(pOpMALMH, HEOOXONUMOH I IPUHATHS OOOCHOBaHHBIX
JeUCTBUSA | YIPaBIEHYECKUX PEIICHUA

IIpOBepKa JOCTOBEPHOCTH, IIOJ'IHOTBI I/I HerOTI/IBOI)e‘II/IBOCTI/I I[aHHLIX HCKIIIOUCHHC

: ”peIIOCTaBJICHI/Ie I[aHHBIX B eI[I/IHOM I/I leO6HOM s BOCI‘IpI/ISITI/I}I (bopMaTe
BLISBICHHE HaHGONEe 3HAYMMBIX KPHTEPHEB CHCTEMATH3AIMH HHOOPMAIHH Ui
- co3jaHus 6a3 JAHHBIX
- - @opmupoBaHue U I/ICHOJ‘IL30BaHI/Ie 6a3 I[aHHI:IX B QpraHmauHH ,
Heobxomumble  OcymecTsists c6op, o6paGoTKy M aHamu3 HHGODMAINMH B COOTBETCTBHH C
YMEHHS TpeOOBaHMSMH  KPaTKOCTH,  YETKOCTH  (OPMYNHPOBOK,  CBOEBPEMEHHOCTH
IOCTYIJIEHHS, TOYHOCTH H JOCTOBEPHOCTH, ONTHMAIBHOCTH CHCTEMATH3alWy,
' HEIIPepHIBHOCTH cOopa u 06paboTku HHGOpMAIHK

OCYH.ICCTBIISITB Pperucrpanuro, HaKOHJ'ICHI/Ie n nepenaqy, CI/ICTCMaTI/I3I/IpOBaHHOC

OcCywIeCTBISTs  0OpaboTKy ¥ CprKTypHpOBaHne HH(bopMaan, 06‘pa3y;1k
HH(QOPMAIOHHEIE PECYPCHI

: BBQA}/ITB B [IAMST KOMHL}OTcpa 3neKrpoHH51e QQR&HAQK}{MGHTOB

[IpousBomuTs MOMCK WHGOpPMAmMH B CYIIECTBYIOMMX 0Oa3ax [JaHHBIX, BECTH
HHPOPMAIIMOHHO-CIIPABOYHYI0 pab0oTy Ha OCHOBE pa3IM4YHbIX KOMOHHaIui
HOMCKOBBIX NIPU3HAKOB

' Heo6xomumble  OcobeHHOCTH Q)opanosaHuﬂ BHEIIHHX i BHYTPEHHHX HH(pOPMAITHOHHBIX TOTOKOB

3HAHUS CocTaB BHEMHNX HHOOPMAIMOHHBIX IOTOKOB

MeTtozst 06pa6OTKH MHGOPMAIMH C IPUMEHEHHEM COBPEMEHHBIX TEeXHHYECKHX
* CPEeICTB KOMMYHHUKAIMH ¥ CBS3H, BHIUUCIUTEIIBHOW TEXHUKA

~ TpeboBanus oxpaHbl Tpya

"I[pyrné : SR

XapaKTCPUCTHKH

3.3.14. Tpynosas pyHkus

Opranuzanus uHGOPMaIuOHHOTO

.. Vposens
B3aUMOJICHCTBUS PYKOBOIUTENS C
HanmeroBaHue A py A Koxn | C/14.6 (MoTypOBEHS) 6
[OAPa3/ICICHUSAMHU U TOJDKHOCTHBIMH D A—

JIMNaMu oprannlanun
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TIpOHCXOX/IEHHE TPYHOBOH

. Opwrunan X 3auMMCTBOBaHO M3 OpUIHHANA:
byHKIKIA o B ; |
Kon PeructpanmoHHsIit HOMep
OpHruHaia poeCCHOHATBEHOTO
cTaHzapTa
- Tpynosrie :NI/IH(I)OPMI/IpOBaHI/Ie pa6OTHHKOB opraﬂmaqnn o peH_IeHI/ISIX pyKOBq_g;;gIIenﬂ .
JIeUCTBUSA - Oprasuzanus oOMeHa uHbOpManuell MeXIy MNOAPA3ICNCHUAMH H JIOIDKHOCTHBIMH

JMIAMU OpTaHH3aluH
- Onosenicane PaBGOTHUKOB O IPEACTOSIIMX MEPOTPHATHSX

' MHpopMHpOBaHHe DPyKOBOTMTENS 06 0GpALIEHHIX COTPYIHHKOB o paGouum u
e e - - A THEIM BOOPOCAM
Heo6xomumele  Mcnonb3osarh COBpeMeHHBIe TeXHOJIOI‘I/II/I cﬁopa )24 nepenaqn I/IH(bopMaunH A
yMeHHs - OcymecTBiars c6op u nepepa60TKy I/IH(l)opMauHH HEOGXOIMMOM VISl JAeSTETBHOCTH
PYKOBOIHTES

OCYIIECTBISTH IPOBEPKY JOCTOBEPHOCTH, OIHOTH M HEIPOTHBOPETHBOCTH JAHHEIX,
 ICKJTIOYeHHe Ay6iMpoBaHys HHPOpMaLUY

MHOTFOKPaTHO HCIIONB30BaTh IHONYYEHHYIO uHbOpMAIHIO, TOCTOSIHHO OGHOBIIATE
- IaHHBIE

- ObecnieunBarh OHepaTPIBHOCTB I/IH(I)OpMaI.[PIOHHBIX HOTOKOB - ‘
Pa6oTaTh ¢ KOMIIBIOTEPOM, HCIIOIB30BaTh odmcm:m naKeT (TEKCTOBBIA PeaKTOP, ,

;;;;;;;;;;;; - Tabnumen) o e
HCOGXOIII/IMble HOpMaTI/IBHLIC HpaBOBBIe aKTHhI, HOpMaTI/IBHO-MeTOJII/I‘{CCKPIC ,I[OK}’MCHTI:I,
3HAHUI FOCYlIapCTBeHHLIe CTaHIIapTBI B c<1)epe I[CETCJ'IBHOCTI/I OpI‘aHI/ISaIII/II/I

CTpykTypa OpraHu3aliy, PyKOBOACTBO CTPYKTYPHBIX HOApAa3JIC/ICHUIA, ‘HAIpABIICHHS
HEATeIbHOCTH OpraHM3allii M KOMIETEHIMH CIPYKTYPHBIX IOApa3fecHud M
AOJDKHOCTHBIX JIHI

 Knaccuduxarnms | ynpaBnqueCKon HHGOpPMAIINH, BI/II[BI praBJIqueCKOH HH(bopMauHH ‘
DopMEI IPE/IOCTABICHAS y I!P%EJI‘?H‘ICC.KQH?IWPQPM?}HKK
Wcrounukn ynpasieHYeCKoH HHGOpMaLUK
Merozmxa 0TOOpa HCTOYHHUKOB HHPOPMALUK

- Tpe6oBanus, IpeABABIIIEMBIE K YIIPABIECHYECKOR HHpOpMALH

- ~ TpeGoBanus oxpaHsl Tpyaa
Hpyrue -

XapaKTEPHCTUKH

3.4. O600mennan TpyaoBas GpyHKIus

- UndopMaLEOHHO- AHATHTHYCCKAS H

OpraHu3alfiOHHO- AIMHUHHUCTpaTUBHasA YpOBeHB
HaumeHoBaHHe Kon D 6
MIOAJIEPXKKa ACSATENBHOCTH PYKOBOIUTEIS ; KBaTH(HKALIH
| OpraHM3aIyH |
GOGmEHHON | , N
Hponqu‘mnel-me 0bobI H Opana.n X 3auMCTBOBaHO U3 OpUIHHANIA ;
TPYNOBOA (YHKIMH e O O SO
Kon PerucTpaniioHHEIH HOMED
OopUruHaja npod)ecCHOHATEHOTO

craHzaapTa
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Bo3MoxHEIE
HaUMEHOBaHUSI

JIOJDKHOCTEH, Ipodeccuit

[ToMOITHHUK PYKOBOAMTENSA

TpeboBanus Kk
00pazoBaHUIO U
00y4eHmIo

Briciiee oOpa3oBanue — GakagaBpuar
JlononautenpHOE MpodeccHoHATbHOE 00pa3oBaHUe

Tpe6OBaHI/Iﬂ K OIIBITY He menee TPEX JIET 110 HpO(i)I/IJIIO ACATCIBHOCTH OpraHu3aliy

MPaKTHIECKON pabOTHI

Oco0ble ycnoBus

JIOIycKa K pabore

Hpyrue
XapaKTEPUCTUKH

I[OHOJIHI/ITCJ'II)HBIC XapaKTCPUCTHKHN

HaumenoBanue 6a30Boit rpynmnsl, J0JKHOCTH (Ipodeccuu
HaumeHOBaHNE NOKYMEHTA Kon Py > A (mpogp )
WM CIIEIUAILHOCTH
OK3 2432 bubmmorekapu, 6ubnuorpadsl, JOKYMEHTOBEABL U
CHEIMAIUCTHI POJACTBEHHBIX Ipodeccuit |
OKCO 032001 JlokymMeHTOBeIeHHEe H NOKYMEHTAIlHOHHOE obeceueHre
yIIpaBJIeHUS
032002 JloxyMeHTanMOHHOE O0ecIieueHHe YIPaBICHUS U
apXUBOBE/ICHUE
3.4.1. TpynoBbie pyHKuNH
®dopMupOBaHHE | y 2 |
POBEHB i |
HH(POPMALIUOHHOTO .»
Haumenopanue bop I,I, Kon | D/01.6 (noxypoBeHb) ' 6 |
B3aUMOJCHUCTBUS PYKOBOJIUTEINS C | s puKaim |
opraHusanmamMa L L J b
IIpoucxoxnerue OpuruHAN X | 3aUMCTBOBAHO M3 OPUTHHAJIA:
TPyROBOH QyHKimM , B ; N o
Kon PerucrpanioHHbIi HOMEp
OpHIrHHaJIa IIpO(l)CCCI’IOHaJ'IBHOFO
CTaHzapTa

/ prnosme
IeHCTBHUS

- oOpameHui

TIOArOTOBKA 3aIIPOCOB [I0 MOPYYCHHIO PYKOBOAMTEIS HA MONYHYEHHE NOKYMEHTOB U
uHpOpMaNMH B OpraHax OCYAapCTBEHHO BIACTH M yHpaBieHus, 00IIeCTBEHHBIX

I/IHq)opMI/IpOBaHHe DYKOBOJUTENS O pe3ylIbTaTax paCCMOTpeHI/ISI 3aIPOCOB U

- Opranmzanus PellleHHs BOIPOCOB, He TPEOYIOMMX HEIOCPEACTBEHHOTO YYaCTHS

 pyKOBOZHMTENS

- Tlomroroska MATepHAJIoB JUIS Y9ACTHS PYKOBOAUTENS B PaGOTe Pa3IHIHBIX CTPYKTYD B

COCTaBe TOCYTapCTBCHHBIX H MYHUIIUIIAJILHLIX OPraloB, OOIeCTBEHHBIX opraHnsamm |
HOI[FOTOBKa JOKYMCHTOB I.IJIH 3a1<.1110qup1;1 COl"J'IaI].IeHI/II/I 0 COTpYZ[HI/I‘IeCTBC C




: L[CIIOBBIMI/I napTHepaMH
VHpOopMHEpOBaKHe JETOBEIX IIAPTHEPOB M 3aHHTEPECOBAHHBIX OpraHM3alui o
| PEIIEHHAX PYKOBOJHTENA B XOJI€ BHINIOJIHEHHS COTIAIECHU

AHATH3APOBaTh U OTGHPATH HCTOYHHKA HH(OPMAIIMH B COOTBETCTBHH C KPUTEPHIMH |

. HeobxoauMbIe
yMEeHUs

Heobxoanmbie
3HAHUS

CO6I/IpaTI:, o6pa6aTmBaT1> U aHasznpOBaTL HH(bopMaumo B COOTBETICTBHH C

3aJ]aHHBIMH TPeOOBAHHAMU

O6pabaThiBaTh M CTPYKTYpHpPOBATH uHbOpMAIMIO, 0Gpasys MH(OPMALMOHHEIE

pecypesl

- IlpomsBoauTh TOHCK uHGOpMALIHH B CYH.IGCTBYIOHII/IX 6asax [AHHBIX, BECTH
- uH(pOPMaIMOHHO-CIIPaBOYHYI0 paboTy Ha OCHOBE Da3lMYHBIX KOMOHWHAalMH

 IIOMCKOBBIX [IPH3HAKOB

; O6CCHC‘—IKBaTI> I/IH(bOPMaIII/IOHHy'IO 6630II&CHOCTI> opraﬂnsaunn
PaGoTaTh C KOMIIHIOTEPOM, HCITOTb30BaTh O(HCHBIH MAKeT (TEKCTOBBIA PenaxTop,

TaOJTHLBI)

BryTpennss n BHEIIHSS [TONUTHKA opraHH3anpm

Oco6eHHocm (bOpMPIpOBaHI/IH BHEIIHHUX ¥ BH

[IpuHIMIEL TpeACTaBUTENLCTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MeECTHOIrO
caMOYTIpaBJIeHHs, CTOPOHHHUX OPraHU3alUAX U NOPAAOK B3aUMOICHCTBHSA C HUMU
TIpHHIMIIBL ¥ METO/bI 8IMUHUCTPHPOBAHHSL

)CHHHX I/IH(bOpMaI.II/IOHHLIX TIOTOKOB

f HpaBHna Q)OpMHpOBaHHﬂ 3 I/ICI‘IOJIL3OBaHI/I$I 6a3 ):[aHme V
CoBpeMeHHbIE HAYYHBIE METOJBl U TEXHHYECKHUE cpecTBa, crocobeTByomEe cGopYy,

‘ HpaBnna 3aH1HTBI KOHQ)I/II[CHIII/IEUII:HOI/I cyxeGHOM HH(bopMaunH
- CoBpeMeHHbIe HHPOPMATOHHBIE TEXHOJIOTHH

Jlpyrue

XapaKTCPHCTHKH

3.4.2. TpynoBasi pyHKIHSA

........ g g
i

Ananu3 uHGOpPMAalIKH H TOATOTOBKA ; VpoBeHb
HaumeHoBaHuUE “H(}OPMAIMOHHO-aHATUTHYECKUX Kon | D/02.6 (momypoBeHb)
MAaTEPHAIIOB | r ] KBaIH(HKALMH
ggngézmneﬂne TPyAOBOH Opurnnan X 3aMMCTBOBAaHO M3 OpPMIHHANA.
Kon PerucrpannosHsiii HoMep
OpUTHHAJIA npodecCHoOHATBHOTO
CTaHzaapra
TpynoBeie - C6op, mepepaboTka M aHaNu3 HMHPOpPMAlMH [/ DPEIICHMS 3a[ad4, MOCTaBICHHBIX
JCHCTBHS - PYKOBOJMTENIEM
Iloaroroska I/IH(I)OpMaIII/IOHHO -aHATATHYECKHX MaTepnanos ,
 Pa3paboTka TeMaTHYeCKOroO IIaHa 0630pHoro JOKYMEHTA, ,uomaz[a
- Onpenenenue Kpyra 6I/I6J11/10rpaqmqecr<nx HCTOYHHMKOB (
Ilombop HCTOYHUKOB M JHMTEPATypHl IO TEME 0630pa, [OKTaja, AHATHTHUECKOH
_ CTIPABKHA :
. kHaIII/ICaHI/Ie u O(popMneHHe 063opa 1101<J1a11a aHaJmmquKon CIIpaBKH
HCO6XOI[I/IMI>I€ ' PaspaGatbiBaTh TeMaTHIECKHi IU1aH 0630pa, JOKIa1a, aHATHTHIECKOH cnpaBKn ,,,,,,,,




Heob6xomnMeie

3HaHUA

' O6OCHOBBIBATE AKTYaIbHOCTh NPOGIEMBI, KOTOPYIO IIPEACTOUT OCBETHTH B 0630pE,

_ IOKJIajie, CPaBKe
Tlone30BaThes MEGOPMAIMORHBIME PECYPCAMH W CHCTEMATH3HPOBATH HHGMOPMAIIO
| 1O 3aJIaHHBIM KPHTEPHAM

TIpaBUIBHO HHTEpNPETHPOBATh IONYUEHHHIE MAHHBIE W TPEJIOCTABIATE HX B
| CHCTeMaTH3MPOBAHHOM BHJE

Omnpenenarts Kpyr HCTOYHHMKOB H JATEPaTypsl, HEOGXOMMMBIX UL TOATOTOBKH |
- ’HPOPMALHOHHO-aHATUTUIECKHX  MaTepuason

~ OCYIIECTBIATH ABTOMATH3AIMIO POLIECCOB C6OPA, XPAHEHHS 1 BBIIAYH HH(OPMAIHE

ITonb30BaThCs  yCTPOMCTBAMH  ABTOMATH3HPOBAHHOH  0GPaGOTKH  TEKCTOBOH
- ur(OopManuu 1 POTOHAGOPHBIME YCTPOHCTBAMHE

TIpMMEHSTs BBUMCTHTEILHYIO TCXHHKY H HMH(ODPMAIHOHHBIE TEXHONOTHH JUTS
 OKOHOMHYHOM ¥ palMOHANPHOX OpraHM3aliM HHQOPMAlMOHHBIX IIPOLECCOB,
| OBBIIIEHHUs X TMOKOCTH M TUHAMHIHOCTH ) o
TIpOM3BOMMTS  JIHTEPATYPHO-CTHJHCTHYECKYIO — 0OpaGOTKY — TEKCTa,  MPOBEPKY
' JIOTH4ecKoi TOC/EN0BATENEHOCTH  M3NIOXKEHUS, AHAIN3A ¥ OLCHKH, HANMCAHHS

- TIPMMEHSATH OCHOBBI TICHXOJIOTHH JIETIOBOTO OOMICHHS

HOpMaTI/IBHI)Ie IIPpaBOBBIC aKTBhI, HOpMaTI/IBHO METOANYCCKHUC AOKYMCHTHI,

roCyJapCTBEHHBIE CTaHAAPTHI B cepe AeITeIbHOCTH OpraHH3aliK |
CTpyKTypa OpraHH3alHH, PYKOBOJICTBO CTPYKTYPHBIX IIOApa3Je/eHHH, HalpaBIeHus
JEATENbHOCTH OpraHW3allil W KOMIIETCHIMHM CTPYKTYPHBIX IOJpa3seNeHul H
~ JOJDKHOCTHBIX JIMI|
- Knaccudukanus ynpaBnquecxon HH(bopMaumd Bnnm_}{r;pasneﬂqecxon nH(bopMaupm
@®opMBI IIpeOCTaBICHHS YIIPaBIeHYECKOH HHPOpMauu
Ucrounuku ympaeineHdeckod HH(GpOpMauuy, METO/IKA orbopa HMCTOYHUKOB

’ HH(bopMaunH

CTpyKTypa HH(OPMAIHOHHBIX I/I3,HaHI/II/I B 3aBHCHMOCTH OT XapakTepa HHpOpMAIy H
 HEJEBOTO Ha3HAYEHHA HHPOPMANVOHHBIX M3JaHUH

- CoBpeMeHHBbIE CpeicTRa c6opa, 06paboTk, CHCTeMATH3AIHE updopMmarmu ‘
Hcrounukn uHpOpManmu: KaTaiorum OHOMHOTEK, XYPHAIOB, IOMCKOBBIE CHCTEMBI
HH(OpPMAaIOHHO-TENIEKOMMYHHKAMOHHOH ceTH «MHTepHET», 3IeKTpOHHbIE O6a3b
JAQHHBIX L .

; (DyHKHHOHaJILHoe Ha3HaueHUe 0630pa (6n6nnorpaqmqe01<oro pedepaTuBHOrO,
| QHAIMTHYECKOr0) KaK CPeACTBA OPMEHTAIMM 4YUTATels B JOKYMEHTalIbHOM HIH
. ”HQOPMALHOHHOM TOTOKE
 OcobGeHHOCTH o6meHaquon W IparMaTHIecKol GyHKIMH o63op0B

- HopMaTHBHBIC JOKYMCHTEL, TOCYJAPCTBEHHEIC CTAHIAPTHI B OGNACTH IEATETHHOCTH
. OpraHM3aly
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' Tousitde cneumbm(a 61/I6Jmorpa¢1)1/1qecxoro pe(bepaTHBﬂoro M QHAIATHIECKOTO
 nHGOPMAHOHHOTO H3JaHHs
“““ - CpaBo9HEIE IPaBOBELIE CI/ICTCMBI

Apyrue -
_XApaKTEPHCTHKH

3.4.3. TpynoBas pynKuus

OpraHu3anys JeN0BbIX KOHTAKTOB 1 Vposes |
HauMeHOBaHHE | 5O TOKOMBHBIX MEPOTIPHSTHIA Kon | D/03.6 (moxypoBeHs) 6 |
KBaTH()UKAIMH

IMpoucxoxaeHnE prz[oson

Opwurusan X | 3aUMCTBOBaHO W3 OPUTHHAIA;
byHiumn Do , o SO S S
Kon PerucTtpaunonHeIii HoMep
OpHI'MHAI npoheCCHOHAIBHOTO
CTaHzapTa
prnosme Q_praﬁusaum PI IIJIaHI/IPOBaHI/IC I[CJIOBBIX KOHTaKTOB BCTpe‘-I u HOCSJIOI( p}’KOBOH?ITeJISI N
JencTBus OpraHusaunﬂ 3ace,uaHm1 COBeHIaHI/II/I H Meponpmm/m [OPpOBOAHMbBIX PYKOBOJUTEIICM

TTogroroska MaTepuasoB JUIs COBEIaHMH, BEICHHE U OQOPMIICHHE IPOTOKOJIOB
[ToaroToBKa Ipe3eHTALMM 110 YKA3aHUIO PYKOBOIUTENS
IToaroroska u npoBeJieHAE NMpecc-KOHGEPEHIUs pyKOBoz[HTeJm - o
BeTpeua  yyacTHHKOB — HEpEroBopoB, ofecredeHWe HX  HMHGOPMAnMOHHBEIMHA
- | MaTepuasaMH, BeJieHHE 3aNKCeil IEPErOBOPOB
- Heo6xomumere ~ CocTaBIIATE IIaH IOE3AKH PYKOBOJUTE]LS
| yMeHHES  OQOPMIIATH JOKYMEHTHI, HEOOXOTUMBIE IV NeTOBOM IIOE3IKH, KOMAHIMPOBKH
PYKOBOIMTEIA , o
CocTaBisaTh ¥ OGOPMISATS TNPOTOKONEI COBENAHMM, 3acefaHWii ®  ApYTHX
- KOH(EPEHTHBIX MEPOIIPHUSATHH, TOTOBHTH CIIMCOK YYACTHUKOB, IIOBECTKY [HS, SBOYHBIE

CocraanTs npecc-penmm

Becm TIEPEroBOPHI C IAPTHEPAMH

' Pa6oTaTh B PeXHMe MHOT03a/IaTHOCTH
Pa60TaT1> ¢ 60JIbIIIM 0OBEMOM HH@opMauI/m

HCHOJ‘IBSOBaTB BBIMHCIATE/bHYIO TEXHMKY H HH(OPMAIHOHHO- KOMMYHHKAIMOHHBIE
 TEXHOJOTHMH I  Oojee  HSKOHOMHYHOH M  palMOHAIbHOH  OpraHW3aluf

- ©HGOPMAIHOHHBIX IPOLIECCOB, NOBHIICHHUS X THOKOCTH H IMHAMHUYHOCTH

- ObecneunBartp HH(bopMauHOHHy}o 6e3onacnocrb OpraHu3anuy

* Heo6xomuMbIe HOpMaTI/IBHBIe IpaBOBbIE  aKThl,  HOPMATHUBHO- METOIMUECKHEe  JOKYMEHTEL
3HAHUSA _ TOCYJapCTBEHHBIE CTAHAAPTHL B chepe NeATEeNHOCTH OpraHu3aluy

- CTpyKTypa OpraHH3aliHi, PYyKOBOASAIIMM COCTaB OpraHU3allid H TOJpa3/eeHHiA,
 HANpaBleHus  JCATCIBHOCTH  OPraHMalMH X KOMIETCHIMH  CTPYKTYPHBIX

HpaBHna COCTaBJICHI/ISI u O(I)OpMJ'IeHI/ISI JAOKYMCHTOB

IlpaBuna 3amuTs KOH(HISHITHATBHON CITyXeOHOM HH(bopMamm
- MndopManoHHO-KOMMyHUKAIHOHHEIE TEXHOIIOTHH
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Toyas
- XapaKTCPUCTHKH

3.4.4. TpynoBas pynkuus

Oprasuzanysi UICIIOTHEHU S pEIICHHUH } l YpoBeHb |
Haumenosanue | pyyopoguTens i Kon | D/04.6 (monypoBeHs) 6 |
| A eommmm ||
OBOM ‘ TBOBAHO W3
IIpoucxoxneHne TpyAOBOH Opurmman X 3ammc
$ymxumn S . . opuruHana IR T i
Kon Pemcmaunonnbm HOMep
opurvHaia npogeccHOHATBHOTO
craHnapra
TpynoBsie - JlokyMeHTaJIbHOE O(OpMIICHHE pEelIeHUil pYKOBOAMUTENSA, HOBEJCHUE IO CBEICHUS
JeHCTBUS ; Vpa60THIrIK0B OpraHM3aliy YCTHBIX PaCIOPSHKEHMH PYKOBOTUTEIIS

KOO JUHANNA ACATCIIBHOCTH 110 UCTIOTHCHHIO peIHeHI/II/I pyKOBOJ_II/ITeJIﬂ

| KOHTpOJIL VICIIOJIHEHHUS! PEIICHHUH PYKOBOIUTEIS
- - Tlogroroska OTYETOB O BHIIOJIHCHHH IIOPYICHHMH 1 peHICHHH pyKOBoz[men;I - ‘
Heobxomamble  CoCTaBIsATs H OGOPMIST TOKYMEHTBL, CONEpXKAIIHe MOPYYEHHS H PACIIOPSKEHHS
YMEHHUS _pykosojwrey s _
BecTu y4eT mOpy4YeHHii pyKOBOAUTENS, TPeOYIOIUX KOHTPOIIS II0 CYIIECTBY PelCHHS
, Bonpoca !
UYetko 6I>IC’I‘pO HpI/IHI/IMaTI:. peHICHHH B npouecce pa60T51

COCTABIATh AHAINTHYECKHE OTYETHl M CHPABKH [0 PE3YNbTATAM HCIIOTHEHHS
NOpyYeHHH U pacTIOpsDKEHHH PYKOBOAUTENA B
: Honwosarbca CHCTeMaMH 3JIEKTPOHHOTO IIOKYMeHTOO60pOTa

[IpiMeHATs BBMUCIHTCIBHYIO TEXHHKY H HH(OPMAIMOHHO- KOMMYHHKAIHOHHbIE
TEXHOJIOTHH 11 OKOHOMHYHOM W palMOHAIFHON OpraHM3ali HHOPOPMAIMOHHBIX
IIPOIECCOB, NOBBILIEHUS X THOKOCTH M JUHAMAYHOCTH

Heob6xomumbie ~ HOpMATHBHBIC — NpABOBBIE  aKThl, HOPMATHBHO-METOIMUECKAE  TOKYMEHTEI,

3HaHMA | TOCYJapCTBEHHBIE CTAHAAPTHI B Cepe AEATENbHOCTH OPraHu3aluu \
- CTpykTypa OpraHu3alliH, PYKOBOICTBO CTPYKTYPHBIX MOApa3leleHHU, 'HaIpaBIICHHS
JOEeITeIBHOCTH OpraHdM3aliil W KOMIIETEHIMHM CTPYKTYpHBIX MNOApasAeicHudl Hu
~ TOJDKHOCTHBIX JIUIY

: I[pyme ' -

~ XapaKTEPUCTHKH
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IV. Ceenenust 06 opranu3anusx — pa3padoTyukax npogecCHOHAJIBLHOIO CTAHAAPTA

4.1. OTBeTCTBEHHAS OPraHU3aLHUsI-pa3paboTIHK

HIT «HaumonaneHas accounanust OpUCHBIX CIIEHATHCTOB U aIMHHHCTPAaTUBHBIX paOOTHUKOBY, FOPOJ
MockBa

Jupexrop XmocHea Jliogmuna [TetposHa

4.2. HauMeHOBAHHSA OPraHH3aNHi-pa3padoTINKOB

1 AHO «AreHTCTBO CTpaTeruyecKuX HHUIIMATUB 10 IPOJBIKEHUIO HOBBIX IIPOEKTOBY, FOPO.I
Mockaa

2 AHO «Yens6HHCKOe pErHOHAILHOE areHTCTBO Pa3sBHTHS KBATHHKAIMKAY, ropol YensOnack

3 AHO BIIO «MexpernoHaIbHbIH OTKPBITHIA CONUAIBHBIA HHCTUTYT», TOPO Homxkap-Ona,
Pecny6bnuka Mapuii On

4 Bosrorpaackas ToproBo-npoMsIIeHHas nanara, ropos Boirorpan

5 I'Y «Bcepoccriickuii HAyIHO-UCCIEAOBATEIBCKUM HHCTUTYT JOKYMEHTOBEACHUA H apXUBHOTO
nena» (BHUUIA), ropon Mocksa

6 HOY IO «MHcTHTYT HHGOPMAMOHHBIX TeXHOIOTHH « Al Tu», ropog Mocksa

7 O6mepoccuiickuit Tpodcoro3 pabOTHUKOB TOCYIAPCTBEHHBIX YUPEXIACHUH U 0OMIECTBEHHOIO
obciyxuBanusa Poccuiickoii denepanuu, ropon Mocksa

8 O6mepoccuiickoe MexoTpacieBoe o0beauHenne pabotonarenei «Hukens», ropog Mocksa

9 000 «MaiikpocodTt Pycy, ropox Mocksa |

10 000 «llenTp 3kcmepTH3sl ¥ cepruduKanum», ropox Mocksa

11 00O «DnexrpoHHBIE O(UCHBIE CUCTEMBI», Topos MockBa

12 IMoBo/DKCcKMM MHCTHTYT yipasienus umenn I1. A. Cronsmuba — pumuan @I'bOY BIIO
«Poccuiickas akageMus HapOJHOTO X035 CTBA ¥ rocyIapcTBeHHOM ciyx6sl nipu [IpesuaenTe
Poccwuiickoit @enepamnuny», ropoa Capatos ‘

13 ®I'AQY JTIO «AxaneMus CTaHIapTH3AIHHA, METPOJIOTHH M cepTHduKanum», ropoa Mocksa

14 OI'BOY BIIO «llen3eHckuil rocyiapcTBEHHBIM YHHBEPCUTET», ropoh Ilensa

15 OI'BOY BIIO «Poccuiickuit rocyJapCTBEHHBIM I'YMaHUTapHBIA YHUBEPCUTET», Kadenpa
JokyMmernToBenenus, kapeapa ACJIOY, ropox Mocksa

16 OI'BY «HayuHo-uccieqoBaTenbCKUi UHCTUTYT TPYAA U COLUATILHOIO CTPaXOBaAHUS)
MuHHCTEpCTBA TPy ¥ COUANBHOM 3ammuThl Poccuiickolt @eneparunm, ropoa Mocksa

17 SpociaBckast TOproBo-NpoOMbIIUICHHAS HajaTta, ropoA fpocnasib

! O6mepoccutickuii KnaccupuKaTop 3aHATHIL.

2 O6mepoCCHICKHI KIACCHPHUKATOP BULOB IKOHOMHMIECKOH IEATENBHOCTH.

* O6wepoccHiickuit K1accHPHKATOP CIEMHATBHOCTEH 10 06Pa3OBAHMIO.

* E nunbIi KBATHQHUKAIHOHHBIN CTIPABOYHUK JOJDKHOCTEH PYKOBOAWMTENEH, CIIELHANTHCTOB 1 APYTHX CITYXAIIHX.
5 O6mepoccuiickuil KiaccudukaTop npodeccuii pabounx, LOMMKHOCTEH CITyKaIUX H TAapHGHBIX Pa3paIos.




