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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

3apeructpuposaHo B MuHtocte Poccumn 15 niona 2020 r. N 58957

MWHUCTEPCTBO TPYAA U COLMAIIbHON 3ALLUTLI POCCUNCKOW ®EQEPALIUA

NMPUKA3
oT 15 uroHsa 2020 r. N 333H

OB YTBEPXXOAEHUMN NPO®PECCUOHAIIbHOIO CTAHOAPTA
"CNELUMAITIUCT NO OPFAHM3ALIMOHHOMY N NOKYMEHTALUWOHHOMY
OBECIMNEYEHMIO YNPABJIEHUA OPAHU3ALIMEN"

B cootBetctBUM Cc nyHkTOM 16 [lpaBun pa3paboTku K yTBEpPXAEHUS MpodeccroHarnbHbIX CTaHAapToB,
YTBEPXXAEHHBIX NocTaHoBneHeM lNpaButensctea Poccuiickon ®epepauun ot 22 sHBapsa 2013 r. N 23 (CobpaHue
3akoHogartenbcTBa Poccuickon ®egepauun, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), nprkasbiBato:

1. YTBepauTb npunaraemMmbii npodeccuoHanbHbii cTangapT "CneumanucTt nNo OpraHu3aunoHHOMY W
OOKYMEHTaUMOHHOMY obecneyveHnto ynpaBneHust opraHmsaumen”.

2. [lpusHatb yTpatMBwuUM cuny npukad MwuHucTepcTBa Tpyda M coumanbHon 3awuTbl Poccuiickon
depepaummn ot 6 mas 2015 r. N 276H "O6 yTBepxaeHuMM npodpeccuoHanbHoro craHgapta "CneumanucT no
OpraHM3auMoHHOMY W [JOKYMEHTauMOHHOMY obecneyeHuno ynpasrieHusi opraHu3aumen” (3apermcTtpupoBaH
MwuHncTepcTBoMm tocTnumm Poccunckon ®epepaunm 2 nons 2015 r., permctpayunonHeii N 37509).

MwuHucTp
A.O0.KOTAKOB

YTBEpPXKAOEH

npukasom MuHucTepcTea
Tpy4a U coumarnbHOM 3almThl
Poccuiickon ®eaepaunn

oT 15 uioHa 2020 r. N 333H

NMPO®ECCUOHAIbHbIA CTAHOAPT
CNMEUMAIINCT

No OPrAHM3ALUWOHHOMY N NOKYMEHTALIMOHHOMY OBECMEYEHUIO
YNPABJEHNA OPTAHU3ALUMVEN

447
PernctpaunoHHbIn
HoMep

l. O6wWwme cBegeHus
OpraHun3aunoHHOE 1M JOKYMEHTAUUOHHOE obecneyeHne ynpaeneHuns 07.002
opraHmsaumsamm nobbix opraHM3aunoHHO-NPaBoBbIX (hopM '

(HaumeHoBaHVe BMAa NPoEeCCUOHANbLHON AEATENBHOCTH) Kog
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[ata coxpaHeHus: 21.01.2021

OcHoBHas uenb BuAga npod)eccvaaanoﬁ AeATeNIbHOCTU:

Peanusauns obecneunBatoimx QyHKLUUA ynpaBneHms opraHusaLmen; BHeaApeHme nyyiimx
TEeXHUYECKNX pa3paboTok 1N HOBENLLMX TEXHOMOrMI B obecneveHne ynpasneH1s opraHusaLmen

Fpynna 3aHATUA:

3343 AOMUHUCTPATUBHbBIN N NHOW 4120 CekpeTapu (0bwero npoduns)
WCMNOMHUTENbHbIN
CpeAHeTEeXHUYECKUI nepcoHarn
4226 Cnyxalue B npueMHon - -
(obwero npoduns)
(kog OK3 <1>) (HaumeHoBaHue) (kog OK3) (HaumeHoBaHue)

OTHeceHMe K BuaamM 3KOHOMUYECKON [eATEeNbHOCTU:

82.11 [eATenbHOCTb aMUHNUCTPATUBHO-XO3AWCTBEHHAs KOMMIEKCHas Mo
obecneueHunio paboTbl opraHnsaumm
82.30 [eaTenbHOCTb MO OpraHu3aumm KOH@EepPEeHUMI U BbICTaBOK

(kog OKB3[ <2>)

(HaMMeHOBaHVIe BMOa 9KOHOMUYECKOWN ﬂ,eFITeJ'IbHOCTVI)

Il. OnucaHue TpyAoBbIX (PYyHKLMIA, BXOAALMNX
B npodheccuoHanbHbIN cTaHaapT (hbyHKUMOHaNbHasA KapTa Buaa
npoceccuoHanbHON AeATeNbHOCTH)

O0606LLEeHHbIE TPYAOBbIE PYHKLMM Tpyoosble yHKLUN
Kog HauMeHoBaHne YPOBEHb HanMeHoBaHue Konq, YPOBEHb
KBanugpu (nogypoBe
KaLmnmn Hb)
KBanuduka
Lumu
A OpraHusaunoHHoe 3 Mprvem n pacnpegeneHve A/01.3 3
obecneyeHne oesaTenbHOCTH TenedOHHbIX 3BOHKOB
opraHusaumm opraHusaumm
OpraHusaumnst paboTbl ¢ A/02.3 3
noceTUTENSMIN OpraHM3auun
BbinonHeHne A/03.3 3
KOOPOVHUPYIOLLNX U
obecneynBaroLLmX QYHKLMIA
B [lokymeHTaunoHHoe 5 Opranunsaumsi paboTbl C B/01.5 5
obecneyeHne OesaTenbHOCTH OOKYMEeHTaMm
opraHusaumm
OpraHusaums TekyLero B/02.5 5
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepocTaBneH KoHcynbTaHTIiioc

[ata coxpaHeHus: 21.01.2021

OpraHn3alnOHHOMY ...
XpaHeHWst JOKYMEHTOB
OpraHnzaumsa obpaboTku B/03.5 5
4en Ansi nocneayoLero
XpaHeHus
C OpraHnsaunoHHoe, 6 OkasaHune nomoLu C/ol.6 6
OOKYMEHTaLNOHHOE 1 PYKOBOAUTENIO B
WHopMaLIMOHHOE nnaHupoBaHun paboyero
obecneyeHne aesaTenbLHOCTH BpeEMEHU
PYKOBOAUTENS OpraHusauum
MnaHnpoBaHne paboyero C/02.6 6

[HS1 cekpeTaps

OpraHusaums TenedoHHbIx | C/03.6 6
neperoBOpoB PYKOBOAMTENS

OpraHusauus C/04.6 6
KOMaHAMPOBOK
pykoBoAuTens

Opranunsaumst paboTbl ¢ C/05.6 6
noceTUTENSIMU B MPUEMHOWA
pykoBoautens

OpraHusaumsi nogroToBku, C/06.6 6
npoBefeHus n
obcnyxumBaHust
KOH(PEPEHTHbIX
MEpPONPUATUIA

OpraHusaumsi ICMONHEHUs C/07.6 6
peLLeHnn, ocyLLecTBIIeHne
KOHTPOMS UCMOMHEHUS

nopyyYeHnn pykoBoanTens

OpraHnzaumsa un C/08.6 6
noagepxxaHve
dYHKUMOHaNbLHOIo
pabouero npocTpaHcTBa
npuemMHon n kabuHeta
pykoBoauTens

Pa3paboTka nokanbHbIX C/09.6 6
HOPMaTUBHbIX aKTOB,
pernameHTupylowmx paborty
cekpeTaps

CocrtaBneHue 1 C/10.6 6
odopmneHne
ynpaereH4YecKom
OOKYMEHTaLmm

Opranunsaumsi paboTbl C C/11.6 6
OOKyMeHTaMun B I'IpI/IeMHOVI
pykoBoautens
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[ata coxpaHeHus: 21.01.2021

OpraHuzaumst XxpaHeHus
[AOKYMEHTOB B NPUEMHOA
pykoBoauTens

C/12.6 6

Ob6ecneyeHne
pyKkoBOAUTENS
MHdopMaLnen

C/13.6 6

OpraHunszauus
WHOPMALIMOHHOTO
B3aMMOAENCTBUSA
pykoBOAUTENS C
nogpasgeneHnsMmn n
OOJMPKHOCTHBIMW Nl amm
opraHusaumm

C/14.6 6

D WHdopMaLmoHHO-aHanuTnye 6 dopmuposaHue

cKaa n

opraHunsauunmn

WHOPMALMOHHOTO

OopraHun3aumMoHHO-agMUHUCTP B3aMMOAENCTBUS
aTBHaA nogaepXxka pykoBoaAMNTENA C
OeATerNIbHOCTN pyKoBOAUTENA opraHmn3aunammn

D/01.6 6

AHanus nicopmaumu un
noaroToBka
WHOPMALMOHHO-aHaNUTUY
€CKunx matepuanos

D/02.6 6

OpraHunsaumsa genoBbIxX
KOHTAKTOB M NPOTOKOJTbHbIX
MeponpuUsaTUN

D/03.6 6

OpraHusaumsi UICMoNHEHUs
peLLeHuii pykoBoaMTEnNs

D/04.6 6

lll. XapakTepucTtuka 0606LWeHHbIX TPYAOBbIX PYHKLUN

3.1. Obo6LweHHasa TpyaoBasa PyHKUUSA

OpraHusaumoHHoe obecneyeHune YpoBeHb
HanmeHoBaHue Kopn A 3
AEeATENBHOCTM OpraHn3aumm KBanudukalmm
IMpoucxoxaeHune
Z - 3anmcTBOBaHO
0600weHHon TpygoBor | OpurumHan X
13 opurnHana
OYHKLMN
Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTanfgapTa
Bo3moxHble CekpeTapb-agMUHMUCTpPaTOp
HavMeHOBaHWNs

DOIKHOCTEN, npodeccui

www.consultant.ru
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no AokymeHT npefocTasner KoncynbTaHTintoc

[ata coxpaHeHus: 21.01.2021

OpraHn3alnOHHOMY ...

TpeboBaHus K CpegHee oOuwee obpasoBaHue

obpasoBaHuio 1 MpodeccnoHanbHoe obyveHne - nporpaMmmbl NPodeCccMoHanbLHOM
06y4eHuno MOArOTOBKM NO OOSMKHOCTSAM CIy>KaLLMX, NporpamMmmbl NepenoaroToBKu

cnyxawux, nporpamMmmbl NOBbILLEHNA KBaJ'II/Iq)VIKaLI,I/II/I cnyxauwmx

TpeboBaHus K onbITy
npakTuyeckoi paboTol

Ocobble ycnosus -
gonycka k pabote

[Ipyrve xapaKkTepucTuku

[dononHuTenbHble XapakTepUCTUKN

HanmeHoBaHune Koa HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
OOKYyMeHTa UK cneumanbHoCcTu
OK3 4226 Cnyxalme B npuemMHon (obiero npoduns)
OKMAaTP <3> 26353 CekpeTapb-MalUMHUCTKA

3.1.1. TpynoBas ¢yHKUUA

Mprem n pacnpegeneHne TenedOHHbIX YpoBeHb
HanmeHoBaHMe | 3BOHKOB opraHusaumm Kog | A/01.3 (nogypoBeHb) 3
KBanudukaumm
MpouncxoxaeHve 3anmcTBoBaHO
o OpuruHan X
TPYOOBOM PYHKLUK 13 opurnHana
Kopn PernctpaumnoHHbIn
opuruHana HoMep
npodeccnoHanbHoro
cTaHdapTa
Tpynosble AencTBuA MepenanpaBneHne TenegoOHHbLIX 3BOHKOB PYKOBOACTBY M COTPYAHMUKAM
opraHmsaumm

Peructpauusa noctynarowmx TenedoHHbIX 3BOHKOB

Mony4yeHue Heobxoaumon MHdopMaunn " nepegaya
CaHKUWOHMPOBaHHOW nHdopMaLmMm no TenegoHy

Heobxoanmele ymeHusi | Micnonb3oBaTtb TEXHUYECKME U MporpaMMHble CPeAcTBa Ans npoBedeHus
rONOCOBOI UNN BUAEO-KOH(EPEHL-CBA3N

Wcnonb3oBaTb cpeacTBa KOMMYHUKALMOHHONW OPITEXHVKM ONS1 NONy4YeHus
1 nepega4n Hdopmauum

Bectn y4eTHble perncTpaumoHHble ¢OpMbI, MCMOMbL30BaTb WX ANA
MHpopMaLMOHHONM paboTbl

www.consultant.ru CrpaHvua 6 us 43
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

YcTaHaBnuBaTb KOHTaKT ¢ cobecefHVWKoM, noadepXvBaTb M pas3BuBaTb
Aenosyto 6ecefly B npoliecce TernedoHHbIX NeperoBopos

CrnaxusaTb KOHMWUKTHbIE W CIIOXHbIE CUTYaUUM MEeXTUYHOCTHOro
B3anMOoencTBmA

CobnogaTb cnyxebHbIn aTukeT

HeoGxoaumble 3HaHMs | OyHKUMK, 38434, CTPYKTYpa opraHusauum, ee cBsau

MpaBuna B3aMMOAENCTBMSA C NapTHeEpaMu, KrMeHTamu, cpeacrtsamu
MacCcoBOM UHopmMaLnn

3OTuKa genosBoro obLeHns

MpaBuna peyeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHUAEHLMANLHOW cnyxebHon nHdopmaumm

Ipyrve xapaKTepucTuku

3.1.2. TpynoBas ¢yHKUUA

Opranunsaumsi paboTbl C NoceTUTENSIMA YpoBeHb
HanmeHoBaHune |opraHusaumm Kog |A/02.3 (mogypoBeHb) 3
KBanvdukaumm
MpoucxoxaeHune 3aMmMmcTBOBaHO
P A OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodgeccuoHansHoro
cTaHgapTa
Tpynosble AencTBuA Bctpeya noceTtutenen, nornyyeHne nepBMYHON  MHAOPMAaLMKM O
noceTUTensx M MOMOLLb B OpraHuM3auun Mx npuema pykoBoauTernem u
COTpYAHMKaMMU

BepneHwue xypHana 3anucu noceturenen

Y4yeT noceTuTenen n opopmneHmne nponyckos

CopgenictBne onepaTMBHOMY pPacCMOTPEHMIO NPocbd W MpeanoXxeHun
nocetuteneun

aneM n nepegada OOKYMEHTOB noceTutenen PykoBOACTBY WU
COTpyAHUKaM opraHusauum

OpraHusaums u 6poHMpoBaHMe NeperoBopHbIX KOMHAT

CepBupoBka yanHoro (kogenHoro) ctona B ocuce
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

MpuroToBneHne HaNUTKOB (Yal, kode, NPoXnaauUTeNbHbIe HAMUTKM)

Heobxogumble ymeHus | Obwatbca ¢ noceTutensamm

Mcnonb3oBaTb YCTAHOBIEHHbIE MpaBwuna W npouenypbl KOMMYHMKaLMK
BHYTPW OpraHusaumun

BecTtu yyeTHble hopMbl, CNONb30BaTh UX ANs paboThbl

Cos3naBaTb MNOMOXUTENBHBIA UMUOX opraHmnsauum

MprHMMaTL Mepbl MO paspeLLeHNIo KOHIMKTHBIX CUTYaLNiA

anIMeHFITb I/IH(bOpMaLI,VIOHHO-KOM MYHUKAUNOHHbIE TEXHOJI0OTUN

ObecneunBaTb KOHPUAEHLMANBHOCTb MHPOPMaLnK

Heobxogumble 3HaHUS I'Ipanu'la OopraHunsauunmn npunema noceTutenen

MpaBuna genoBoro obLeHus

CTpykTypa opraHusauMm W pacnpegeneHue  QYHKUMA  Mexay
CTPYKTYPHBLIMMW NoapasaeneHmsMu 1 cneumanuctamm

MpaBuna opraHMsaummn NpMeMoB B odnce

MpaBuna cepBMPOBKN YanHOro (KOenHOro) ctona

I'Ipanu'la NPUroToBIiIeHUA 1N nogavyn ropA4vYnx HanMTKOB N 3aKyCOK K HUM

3OTnka AenoBoro obLeHus

I'Ipanu'la pe4yeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHUAEHLMANBHOWM cnyXebHoN nHdopmaLmm

[pyrne xapakrepucTumkm

3.1.3. TpynoBasa dyHKUMA

BbinonHeHue KoOpAMHUPYIOLLUX U YpoBeHb
HaunmeHoBaHue | obecneumnBatowmx yHKUNA Kog |A/03.3 (noaoypoBeHb) 3
KBanudukaumm
MpoucxoxaeHue o 3anmcTBOBaHO
o purnHan X
TPYAOBOMN OYHKLUN 13 opurMHana
Kog PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa
www.consultant.ru CrpaHvua 8 us 43
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[ata coxpaHeHus: 21.01.2021

TpynoBble AeACTBUS BepneHue xypHana pasbe3noB paboTHMKOB OpraHusaumm

KoopauHauna paboTbl KypbepoB 1 BOAMTENEN OpraHM3aLmm

BOAUTENEN

BepneHune XypHana pasbes3doB KypbepoB OpraHusauMm v MapLipyToB

BoguTenemn opraHunsauumn

CocTaBneHu1e cnpaBku 0 pasbesaax paboTHMKOB, KypbepoB U MapLipyTax

Heobxogumble ymeHus CocTaBnsiTb 1 BECTU YY4ETHbIE AOKYMEHTbI

anIMeHFITb cpeaoctea KOMMYHUKauunm  Onsa
pykoBoaAuUTENA U COTPYOAHUKOB OpraHun3aunn

nepegayun

nopyyeHunin

nHdopmaumm

MpumeHsaTbL coBpemMeHHble cpeacTBa cbopa, obpaboTkm M nepegayn

OueHuBaTtb pe3ynbTaTbl B paMKax NoCTtaBJI€HHbIX 3aga4y

COTpyAHUKaMu

OcywecTBnsaTb  KOHTPOSb  UCMOSIHEHUST  MOPYYEHUN

pykoBoguTens

Heobxogumble 3HaHUS I'Ipanu'la pe4yeBoro aTukeTa

3OTnka genosoro obLieHns

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHMMAEHLMANLHOW cnyxebHon nHdopmaumm

CTpykTypa opraHusauMm U  pacnpegeneHue
CTPYKTYPHBLIMU NoapasgeneHnsiMu 1 cneumanictamm

PYyHKUMA  Mexay

[pyrne xapakrepucTumkm

3.2. O6o6LWeHHasa TpypoBasa PyHKUUs

JokymeHTaumoHHoe obecneyeHmne YpoBeHb
HanmeHoBaHue Kon B 5
OEATENbHOCTU OpraHM3aLmum KBanudukalmm
lNpouncxoxaeHue
b A - . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpurmHan X
13 opurMHana
dyHKUUK
Kog PernctpaunoHHbIn
opuruHana Homep
npodeccunoHansHoro
cTaHgapTa
Bo3moxHble [enonponssogutens
HauMeHoBaHus

JOImKHOCTEen, npodeccumn

www.consultant.ru
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[ata coxpaHeHus: 21.01.2021

OpraHn3auMOHHOMY ...

TpeboBaHus K
0bpas3oBaHuio 1
obyueHuto

CpegnHee npodeccroHanbHoe obpa3oBaHue - NporpaMmbl MOATOTOBKM
crneLman1cToB cpeHero 3BeHa

unu

CpenHee npodeccroHanbHoe obpasoBaHue (HenpodurnbHoe) -
nporpaMmmbl NOArOTOBKW CMELMANNCTOB CPEAHENO 3BEHA U
JononHuTenbHoe npodeccrnoHanbHoe obpa3oBaHme No
OONONHUTENbHBLIM NPodeCcCUoHanbHbLIM NporpaMmmam
npodeccrnoHanbHON NepenoaroToBKN No Npounio AeATenbHOCTH

TpeboBaHus K OnbITY
npakTu4eckomn paboTbl

Ocobble ycnosus
Jonycka k pabote

Opyrvue xapakrepucTukm

[dononHuTenbHble XapakTepUCTUKN

HanmeHoBaHune Koa HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
OOKYyMeHTa UK cneumanbHoCcTu
OK3 4120 CekpeTtapu (obLiero npoduns)
EKC <4> - [enonponssoanTtens
OoKnAaTP 21299 HenonpoussoanTtens
OKCO <5> 7.46.02.01 | JokymeHTauuoHHOe obecneveHne ynpaBneHus u
apxuBoBegeHune

3.2.1. TpynoBasa dyHKUUA

HanmeHoBaHue

Opl’aHI/I3aLI,VIF| pa60TbI C AOKyMeHTaMun

YpoBeHb
(mnoaypoBeHb) 5
KBanudukaumm

Kog |B/01.5

MpouncxoxaeHve
TPYAOBON OYHKLNN

3anmcTBOBaHO

OpuruHan X
13 opurnHana

Kopn
opuruHana

PernctpaunoHHbIn
Homep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

aneM N nepBn4yHada o6pa60TKa BXOOALWNX OOKYMEHTOB

MpenBapuTencHoe pPacCMOTPeHUe U
perncTpupyemblie n HepermcTpupyemble

COPTMPOBKA [JOKYMEHTOB Ha

MogroToBka BXogaLLMX OOKYMEHTOB 114 paCCMOTPEHNA pykoBoauTenem

Peructpaunsa BxoOsawmx 4OKYMEHTOB

www.consultant.ru
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

Opl’aHVISaU,I/IFI AO0CTaBKMN JOKYMEHTOB UCMOJTHUTENAM

BeneHne 6a3bl faHHbIX JOKYMEHTOB OpraHusaumm

BeneHne nHdopMaLMoOHHO-CNpaBoYHON paboTbl

O6paboTka n oTnpaBka UCXOAALLMX JOKYMEHTOB

OpraHuzaumst paboTbl MO perncTpaumm, yyeTy, XpaHeHuio U nepenaye B
COOTBETCTBYIOLIME CTPYKTYpHblE MoApasgeneHus JOKYMEHTOB TEKYLLEro
JenonpoussoacTea

KOHTpOJ'Ib NUCNOJIHEHNA OJOKYMEHTOB B OpraHusauunmn

Heobxogumble ymeHus |PaboTtaTe CO BCeW COBOKYNHOCTbIO MHEOPMALMOHHO-AOKYMEHTALNOHHbIX
pecypcoB opraHmsaumu

Monb3oBaTbcs 6Gazamu OaHHbIX, B TOM Ynche yaoarneHHo

Monb3oBaTtbeA cnpaBO4YHO-NPaBOBbIMAN CUCTEMAMU

MNonb3oBaTtbeA aBTOMATU3NPOBaAHHbIMKN CUCTEMaAMWN Yy4eTa, perncrtpauunu,
KOHTPOJIA U VIHd)OpMaLI,I/IOHHO-CI'IpaBOLlHbIMVI cucreMmamm npu pa60Te Cc
AOOKyMeHTaMun opraHn3aunmn

MpumeHsTb COBpEMEHHbIE WHOPMALIMOHHO-KOMMYHMKALMOHHbIE
TexHonormum ana paboTbl C [[OKyMEeHTamu, B TOM 4ucre pana ee
onTMMMU3aLmmn 1 NoBbILWEHNA 3PHEKTUBHOCTHU

anMeHFITb npaBusia pycCKoro A3blka

MpUMeHSATL HaBbIKM CKOPOCTHOTO NUCbMa

Heobxogumble 3HaHMs | HopmaTvBHbIE NpaBOBbLIE aKTbl M1 HOPMATUBHO-METOANYECKNE AOKYMEHTI,
onpeaensioLme nopsaok JOKYMEHTaUUOHHOro obecrneyeHmns ynpaBneHms

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NodpasaeneHui

CoBpeMeHHble MHpOpPMaLMOHHbIE TEXHOMOMMKU paboTbl C 4OKYMEHTaMM

Mopsiaok paboTbl C AOKYMEHTaMm

Cxewmbl gokymeHTOO6OpOTA

Cuctemsl CKOPOCTHOro nncbma

MpaBuna paboTbl C BXOOSALWMMM, UCXOASALWMMUM W BHYTPEHHUMU
OOKyMeHTamu

I'Ipasmna opraHmsauunm un (bOprI KOHTPOJA MUCMNOJIHEeHNUA OOKYMEHTOB B
opraHunsauunmn

TvnoBble CPOKU NCNOJTHEHUA OOKYMEHTOB

MpuHUMNbI paboTbl CO CPOKOBOW KApPTOTEKOW

HasHauyeHne 1 TeXHOMOorns TEKYLLEro U NpeaynpeanTenbHOro KOHTPOIs
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"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

ﬂpanma COCTaBJ1IEHNA aHalTMTUYECKUX CnpaBoOK MO OpraHun3auunn pa6OTbI
C OOKYMEHTaMMn N KOHTPOJTHO UCNOJTHEHNA OOKYMEHTOB

I'Ipanma OOKYMEHTaUuMOHHOIro obecneyveHnsa geaTenbHOCTH OopraHmn3auunmn

Buabl AOOKYMEHTOB, X Ha3Ha4eHune

TpeGOBaHVIFl, npeabaBndemMble K OOKYMeHTaM B COOTBETCTBUUW C
HOpMaTMBHbIMU NpaBOBbIMU aKTaM N TOCyAapCTBEHHbIMU CTaHOapTaMun

MpaBuna coctaBneHnss n 0POPMMEHUS MHPOPMALMOHHO-CNPABOYHbIX,
OpraHu3aLmoHHbIX, YPaBNeHYECKUX AOKYMEHTOB

I'Ipanu'la co3daHua 1 BegeHus 6a3 AaHHbIX CJ'Iy)KGGHbIX OOKYMEHTOB B
opraHunsauunmn

CucTeMbI 3NEKTPOHHOTO JOKYMEHTOOGOopOTa

I'Ipanu'la N CPOKK OTNpaBKN NcCxogAaLmnx JOKyMeHTOB

TpeboBaHus oxpaHbl Tpyaa

[Ipyrve xapaKkTepucTuku

3.2.2. TpynoBasa dyHKUMA

OpraHunsaumsi TeKyLLLEro XpaHeHus YpoBeHb
HanmeHoBaHMe |[OOKyMEHTOB Kog | B/02.5 (mogypoBeHb) 5
KBanudukaumm
MpouncxoxaeHve 3anmcTBoBaHO
o OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HoMep
npodeccroHanbHoro
cTanfgapTa
TpynoBble AencCTBUA Pa3paboTka HOMeHKNaTypbl AeN OpraHM3aumm

MpoBepka NpaBUNBLHOCTU OMOPMIEHUA OOKYMEHTOB U OTMETKM 06 uX
UcronHeHnn neped ux OpMUMPOBaHMEM B AeNno AnA NocrneayloLlero
XpaHeHus

CDOpMyJ'IVIpOBaHVIe 3aroJyioBKoB gen 1 onpeaeneHne CpokoB X XpaHEHNUA

dopmupoBaHne gen

KOHTpOJ'Ib npaBuibHOro U CBoeBpeMEHHOIro pacnpeaeneHna 1 noaLnBKn
OOKYMEHTOB B Aena

Heobxogumble ymeHusa |OpraHu3oBbiBaTeb paboTy MO y4yeTy, XpaHeHui U nepegadve B
COOTBETCTBYIOLUME CTPYKTYpHble MnoapasgeneHns AOKYMEHTOB TEeKyLLero
Aenonpon3BoAcTBa
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

OcyLuecTBnATb  METOAMYECKOE PYKOBOACTBO [ENONpOU3BOACTBOM B
opraHusauumm, KOHTPONUPOBaTb NpaBuiibHoe (OPMUPOBAHUE, XpaHEHUE U
coady Aen B apxvs

Pa3pabaTbiBaTb HOMEHKIATYPY AeN CTPYKTYPHOro noapasaeneHus

Wcnonb3oBaTb  HOMEHKNaTypy Aen  npu  WU3Yy4eHWM  CTPYKTYpbI
opraHusauum, coctaBneHum onucen gen

OpraHu3zoBbiBaTb paboTy No hopMMpPOBAHUIO Aef B COOTBETCTBUM C
YyTBEPXXOEHHON HOMEHKNaTypoit Aen opraHnsaumm

q)OpMI/IpOBaTb OOKYMEHTbI B Aefa C y4eTOM UxX CI'IeLI,VI(bI/IKVI

CI/ICTeMaTVI3VIPOBaTb OOKYMEeHTbl BHYTPU Aena

ObecneunBaTb COXPaAHHOCTb Y 3aLLUMTY AOKYMEHTOB OpraHv3auum

MpUMeHSATb  MHPOPMALIMOHHO-KOMMYHUKAUMOHHBIE  TEXHOMOTMX  MpU
paboTe ¢ JoKyMeHTamu

Heobxoanmble 3HaHus | HopmaTuBHble NpaBoBble akTbl, HOPMaTUBHO-METOLNYECKUE [OKYMEHTHI,
rocyaapcTBeHHbIe cTaHgapThl, onpegensiowue nopsiAoK
AOKYMEHTaLMOHHOro oGecneyeHuns ynpaeneHus

Buabl HomeHknaTyp, oblwne TpeboBaHWA K HOMEHKnaType, MeToauka ee
cocTaBneHus n opopmneHns

I'Ipanu'la cornacosaHuna HOMeEeHKnaTtypbl Aefn € Be4OMCTBEHHbIMU
apxmeamun 1 SKCHepTHOVI KoMUCcHen

Mopagok  dopmupoBaHus " ocdopmrieHns  gen, cneyunduka
dopMmnpoBaHNS OTAENbHbIX KaTeropun gen

I'Ipanu'la XpaHeHuA gen, B TOM 4ucrne C OOKyMeHTamMu OrpaHu4eHHoro
nocrtyna

MpaBuna BblAayYyM U MCNOMb30BaHUSI AOKYMEHTOB M3 COPMUPOBAHHbIX
aen

TpeboBaHusi oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.2.3. TpynoBas cbyHKUMA

Opranusaumsi 06paboTku gen ons YpoBeHb

HanmeHoOBaHMe | nocrneayoLlero XxpaHeHus Kop | B/03.5 (mogypoBeHb) 5
KBanudukaumm
I'IpomcxoZKp,eHme OpurnHan X 3anmcTBOBaHO
TPYOOBOW OyHKLMK 13 opurMHana
Kog PernctpaunoHHbIn
opurMHana Homep
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[ata coxpaHeHus: 21.01.2021

OpraHn3alnOHHOMY ...
NpodeccrMoHanbHoro
cTaHfgapTa
TpynoBble AeACTBUS MpoBepka CPOKOB XpaHeHWsi [OOKYMEHTOB, COCTaBIfieHMe mnpoToKona

paGOTbI SKCHepTHOVI KOMUCCUMN NO NMoArotoBke OOKYMEHTOB K XpaHEeHWUto,
aktTa O nepegade Ha YHUYTOXEHWME [OOKYMEeHTOB, He noanexalinx
XpaHeHuto

CocTaBneHve BHyTpeHHe onucuK gen ang ocobo LeHHbIX JOKYMEHTOB

OCbOpMJ'IeHVIe Aen NoCToAHHOro, AoJIroBpeMeHHOro CpokoB XpaHeHund

OdopmneHne o06n0XkM Aen NOCTOSIHHOro, AONITOBPEMEHHOINO0 CPOKOB
XpaHeHus

CocTtaBneHne onucu Aden MNoCTOSAHHOrO, [oriroepemMeHHoro CpokoB
XpaHeHnA

Mepenava gen B apxus opraHusaumu

Heobxoaumele ymeHusi | [Monb3oBaTbCsi NepPeYHsSIMU OOKYMEHTOB M aHanu3npoBaTb hakTuyeckoe
cogepXXaHue MMerLmnxcs B aene AOKYMEHTOB MpuU ONpeaeneHnn CpoKoB
NX XpaHeHus

OcbopMnsATb JOKYMEHTbI 3KCMEPTHOM KOMUCCHM

OdbopmnsiTe OBMOXKM Aen MOCTOSAHHOTO U BPEMEHHOr0 XpaHeHus B
COOTBETCTBUM C TPEOOBAHNAMM roCyapCTBEHHbLIX CTaHAAPTOB

npOI/I3BOD,I/ITb XPOHOJ1I0IMYECKO-CTPYKTYPHYH CUCTEMaTU3auuto aen

OcyuwectBnaTb TexHU4eckyto obpaboTKy M nonHoe odopmreHue gen
NMOCTOSHHOIO Y BPEMEHHOI0 XpaHeHUs

CocTaBnsaTb oOnNMCb gen MNOCTOSHHOIMO U BPEMEHHOIo XpaHeHnUA B
COOTBETCTBUM C HOPMATUBHO-METOANYECKUMU OOKYMEHTaMM

MpuMeHATb  MHOPMALMOHHO-KOMMYHMKALMOHHbIE  TEXHOMOrMKM  Mpu
paboTe ¢ JOKyMeHTamu

Heobxoanmble 3HaHus | HopmaTuBHbIe NpaBoBble akTbl, HOPMaTUBHO-METOLNYECKUE OOKYMEHTHI,
rocyaapcTBeHHbIe cTaHgapThl, onpegensiowive nopsiAoK
AOKYMEHTaLMOHHOro oGecneyeHuns ynpaeneHus

Kputepun pasgeneHust [OOKYMEHTOB Ha [pynnbl B COOTBETCTBUM C
LIEHHOCTLI0 MHdOPMAaLIMK, CoAepKalllencs B HUX

Mopsgok MCNonb3oBaHWs TUMOBbIX WNW  BEAOMCTBEHHbIX MepeyvHewn
OOKYMEHTOB, OfpeferieHns CPOKOB XpaHeHMsi B Mpouecce 3KCnepTusbl
LlEHHOCTU [JOKYMEHTOB

Mopsigok co3gaHusi, opraHuM3auum W AOKYMEHTUpPOBaHUSA  paboTbl
3KCNEepPTHOM KOMUCCUN

I'Ipasmna COCTaBlieHnAa n ytBepxXxaeHua npoToKosa paGOTbI 3KCF|epTHOIZ
KOMUCCUn
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

ﬂpanma COCTaBJlIeHUA N yTBepXAEeHNUA aKkTta O BblaerieHUn OOKYMEHTOB,
He noagnexawmnx XxpaHeHuto

MpaBuna TexHnyeckon 0OpPabOTKM U NOMHOro odopmreHus aen
MOCTOSIHHOIO Y BPEMEHHOIO XpaHeHUs

I'Ipanma CoCTaBneHna onncu aen NoCToAHHOro 1 BpeMeHHOro XxpaHeHusa
B COOTBETCTBUM C HOPMATUBHO-METOANYECKUMU OOKYMEHTaAMM

ﬂpanma nepegadun gen B apxmB opraHn3aunmn

TpeboBaHusa oxpaHbl Tpyaa

[Ipyrve xapaKkTepucTuku

3.3. O606LWeHHasn TpyaoBasa (pyHKLUNA

OpraHu3aunoHHoe, JOKYMEHTaLNOHHOE U
WHpopmaumnoHHoe obecneveHme YpoBeHb
HavnmeHoBaHue opmal Kog C P 6
AeATEenNbHOCTM pyKOBOOUTENS KBanudukawmm
opraHusaumm
MpouncxoxaeHune
b kne o 3anmcTBoBaHO
0600wweHHon Tpygoson | OpurmHan X
13 opurnHana
dyHKUUK
Kopn PernctpaumnoHHbIn
opurnHana HoMep
npodeccroHanbHoro
cTanfapTa
Bo3moxHble CekpeTapb pykoBOoUTENS
HavMeHOBaHWs CekpeTapb-cTeHorpaducTka
JorkHocTen, npodeccun | CTeHorpaducTka
TpeboBaHus K Bobicwee obpasoBaHue - 6akanaspuart
obpasoBaHuio 1 unu
0By4yeHuno Boiclwee obpasoBaHue (HenpodunbHoe) - bakanaspuaT u

OononHUTenNbHoe npodgeccmoHansHoe obpasoBaHue no
OOMNONHUTENbHLIM NPogeccroHanbHbIM NporpaMmmam
npodeccunoHarnbHON NepenoaroToBKM Mo NPOUIo AesTernbHOCTH
nnu

CpepaHee npogeccrnoHanbHoe o6pasoBaHme - NporpamMmmbl NMOArOTOBKU
cnewumanvcToB CpefHero 3BeHa

nnn

CpepnHee npodeccroHanbHoe obpasoBaHne (HenpoguIibHoE) -
nporpaMmbl NOArOTOBKW CMELManN1CTOB CPeaHero 3eseHa u
[ononHuTenbHoe npodgeccmoHanbHoe obpaszoBaHue no
AONONTHUTENTbHbIM I'IpOCbeCCVIOHaJ'IbeIM nporpamvam
npodeccunoHarnbHON NepenoaroToBKM Mo Npoduso 4esTeNbHOCTU

TpeboBaHus Kk onbITy He meHee AByx NneT BbINOMHEHUS paboT No opraHM3aLMoHHOMY U
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OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

npakTuyeckoi paboTbl AOKYMEHTaLMOHHOMY 0GecneyeHnto AesTENbHOCTU pyKoBOAUTENS
opraHusauuu npu cpegHem npodgeccroHansHoOM 06pasoBaHUm

Ocobble ycnosus -
ponycka k pabote

[pyrue xapakrepucTumkm

[dononHuTenbHble XapakTepUCTUKN

HanmeHoBaHune Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
OOKYyMeHTa UK cneumanbHoCcTu
OK3 3343 AOMWHUCTPATUBHBIN 1 UHOW UCMOSNHUTENBHbIN

cpegHeTexXHU4YeCcKni nepcoHan

EKC - CekpeTapb pykoBoguTens
oKnAaTP 26341 CekpeTtapb pykoBogutens
26405 CekpeTapb-cTeHorpaducTka
OKCO 7.46.03.02 | [okymeHTOBeAEeHUE 1 apXuBOBedeHne

7.46.02.01 [okymeHTaunoHHoe obecrneyeHne yrnpaBneHns u

apxuBoBeAeHune
3.3.1. TpynoBas yHKUuMA
OkasaHue NomoLLM PyKOBOAUTESIO B YpoBeHb
HanmeHoBaHMe | nnaHMpoBaHMK pabo4ero BpeMeEHU Kog | C/01.6 (noaoypoBeHb) 6
KBanudukaumm
MpouncxoxaeHve 3anmcTBoBaHO
o OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa
TpyooBble AencTBUSA Bbibop dopmbl  nnaHuMpoBaHuss UM odopMieHVe  NraHUpPOBLLMKA

(opraHainsepa) pykoBoauTens

BHeceHune nHdopmMaLmm B NNaHMPOBLLMK (OpraHanaep)

CornacoBaHue ¢ pykoBoauTenemMm BpeMeHu nnaHnpyembix OencTeunmn

CornacoBaHue TenegOoHHbIX MEPEroBOPOB, BCTPEY U MeporpusiTui ¢
napTHepamu,  KNUeHTamu,  PyKOBOAWTENsSIMM  MoApasgeneHun  u
COTPYAHUKaMM

MHdopMMpoBaHMe  pykOBOAMTENS O  perfamMeHTe  HaMeYeHHbIX
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Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

MepOonpuUsaTUi

MpenynpexaeHne o NpUGNVKEHNN BpEMEHN HAMEYEHHbIX MEPONPUATUIA

dopmrpoBaHMe pe3epBa BpeMeHM AN HENpeaBUOEHHbIX CUTyaLWi

Heobxogumble ymeHus | YcTaHaBnuBath LENU, onpeaensTb nepapxuio Lienem

OnpegensaTe NPUOPUTETHOCTb W OYEPEOHOCTb BbIMOMHEHUS pPaboT U
3hheKTMBHO pacnpenensTb paboyee Bpems

OkasblBaTb MNOMOLLb PYKOBOOWUTEMO B pacnpedeneHun ero pabodero
BpeMeHHn

Bbibupatb onTumanbHble  CMOCOGbLI  MHAPOPMMPOBaHWS  NapTHEPOB,
KNMEHTOB, NoceTUTENen, pykoBoauTenen nogpasgeneHni 1 CoTpyaHNKOB
0 NNaHMpyeMbIX MEPONPUATUSX

ObecneunBatb VIH(bOpMaU,VIOHHyPO 6e3onacHoCTb neATeNIbHOCTU
opraHunsauunmn

Heobxogumble 3HaHusa | Cneuundrka OCHOBHOW AEATENbHOCTN OpraHm3auunm

OcCHOBbI agMWHUCTPATMBHOIO NpaBa M TPyAOBOro 3akoHodaTenbCcTBa
Poccunckon degepaunn

PykoBoasiLmm coctaB opraHM3auumn u ee nogpasgeneHumn

CDyH KU caMmoMeHep)KMeHTa

MpuHUMMBI M NpaBuna NNaHMPoBaHUsi paboyvero BpemMmeHu

MeToabl NOCTaHOBKY Lienemn

MpaBuna npoBeaeHWs 4enoBbIX NEPErOBOPOB

TpeboBaHusi oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.3.2. TpynoBas cyHKUMA

MnaHmMpoBaHne pabo4dero aHsi cekpeTaps YpoBeHb
HanmeHoBaHue Kopg | C/02.6 | (nogypOBeEHb) 6
KBanudukaumm
I'IpomcxoZKp,eHme OpurnHan X 3anmcTBOBaHO
TPYOOBOW OyHKLMK 13 opurnHana
Kog PernctpaunoHHbIn
opuruHana Homep
npodeccroHanbHoro
cTanfgapTa
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TpynoBble AeNCTBUSA Bbibop 1 odopmeHne nnaHNpoBLUUKa CekpeTaps

BeneHune gHeBHMKa (Ha 9NEKTPOHHOM U (Mnn) GymaxxHOM HocuTene)

CornacoBaHue NnaHoB € NfiaHaMu 1 CpoKamMum pa60TbI pykoBoauTena

Pacnpenenexue paboyero BpeMeHn (Ha AeHb, Hegento, NepcnexkTmBYy)

HEPEHOC HEBbINOJIHEHHbIX 3anJj1laHNPOBaHHbIX 3a4a4y

BbINONHEHME TUMMYHBIX €XeOQHEBHbIX Aen

Heobxoaumble ymeHusi | BeloupaTtb 1 opopMnsiTe MAaHUPOBLLMK

BHocWTbL 1 oTcnexueaTb UHOPMALMIO HA SNEKTPOHHOM W/Unn GymaxHoM
HocuTene

PaccraBnatb NPUOPUTETDI, BblAENATb BaXXHOE N CpO4YHOE

BbibupaTtb onTumaneHbI putM paboThbl

AHaJ'II/I3VIpOBaTb NPUYNHbI HEBbIMOJTHEHUA 3adau

MpuMeHATb MHPOPMAaLMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMMM

Heobxogumeble 3HaHuss | OcoBeHHOCTN  OCHOPMMEHMS  MnaHUpoBLUMKA (HA  SNEKTPOHHOM U
ByMarKHOM HOCUTENSX)

OcHosBbl ynpasJieHUA BpeMeHeM

[pyrne xapakrepucTumkm

3.3.3. TpynoBasa dyHKUMA

OpraHnszauma TenedoHHbIX NEPEroBopoB YpoBeHb
HanmeHoBaHue | pykoBoautens Kog | C/03.6 | (nogypoBeHb) 6
KBanudukaumm
MpouncxoxaeHve 3anmcTBoBaHO
9 OpuruHan X
TPYOOBOW OyHKLMUN n3 opurnHana
Kog PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTaHgapTa
TpynoBble AenCTBUA BeneHune 6a3bl TenedOHHbIX KOHTAKTOB PyKOBOAUTENS

CoefmnHeHWe pyKOBOAUTENS C KOHKPETHbIMU aBoHeHTamMu

MogroToBka mMmaTtepuanoB And Teﬂed)OHHbIX neperoBopoB pykosBoauTena

Peructpaumsa noctynarowmx B NpUEMHYHO TeNedOHHbIX 3BOHKOB
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MepeHanpaBrneHWe OTAENbHbIX TernegOoHHbIX 3BOHKOB 3aMeCcTUTENAM
PYKOBOAUTENS 1 COTPYAHUKAM

Mony4yeHne Heobxoanmown uHopmaunm n nepegadya CaHKLMOHUPOBAHHOWN
MHopMaunn No TenedoHy

YcTaHoBneHne KOHTakTa C cobecefHuKOM, NopaepXaHue u pasButue
aenosoui beceabl B npolecce TenedoHHbIX NeperoBopoB

OkasaHne MOMOLUM PYKOBOAMTENIO MpU OpraHu3auMnm u npoBeAeHUn
TenegoHHbIX NeperoBopoB 1 BUAEOKOH(epPEHLUN

Heobxogumble ymeHus |Bectn n ucnonb3oBatb B paboTe 6a3dy AaHHbIX TeNegOHHbIX KOHTaKTOB
pykoBoAMTENSA

Mcnonb3oBaTb CpeacTBa KOMMYHMKaLMOHHOW OPrTEXHUKU ANt MONyYeHnst
1 nepegayn Hdopmauum

Bectn y4yeTHble perncrpaumoHHble OpMbl, MCMOMb3oBaTb WX AN
NHpopMaunoHHOM paboTbl 1 paboTbl MO KOHTPOMO UCMOSNTHEHNUS peLLEeHUI
pykoBoauTEnNS

CrnaxmBaTb KOHMIUKTHbIE W CIOXHble CUTyauuum MEXITMYHOCTHOrO
obLLeHuns

Mcnonb3oBaTb TEXHUYECKME U nporpaMmmMmHbie cpeacTtBa Ald npoBegeHund
rosIoCoBOWM UMK BVID,eO-KOHd)epeHLI,-CBFBVI

O6ecneunBatb WHpopMaumoHHyto  6e3onacHOCTb  OeATENbHOCTU
opraHmsaumm

CobnopgaTb cnyXebHbI aTUKET

Heobxogumble 3HaHnsa | TenedOoHHble KOHTaKTbl pyKoBOAUTENS

CDyHKLI,l/Il/I, 3afayun, CTpPpyKTypa opraHusauumn, ee CBA3N No BepTUKann wun
rOPU3OHTAaNn

MpaBuna B3aMmogencTBua C napTHepaMu, KIMeHTamMu, CcpeacTBammu
MaccoBoK nHdopmaumm

I'Ipanma noanepXaHma n pa3BUTUA MEXIMYHOCTHbIX OTHOLLUEHUM

I'Ipanma npoBeaeHnA AenoBbiX NeperoBopos

MpaBuna 3awwmTbl KOHMUAEHUMANLHOW MHAOPMaLUK

TpeboBaHus oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.3.4. TpynoBas cdyHKUmMA

OpraHu3aums KOMaHONPOBOK YpoBeHb
HanmeHoBaHue | pykoBoauTens Kog | C/04.6 | (nogypoBeHb) 6
KBanudukaumm
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[ata coxpaHeHus: 21.01.2021

OpraHn3alnOHHOMY ...
MpouncxoxaeHve 3aumcTBOBaHO
P KA Opwurunan X
TPYOOBOMN PYHKLUK u3 opurnHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHanbHOro
cTaHgapTa
Tpynosble gencTems MoaroTtoBka npoekTa cnyxebHoro 3agaHus pykoBoauTens

MoaroToBKa NpoekTa npukasa o cnyxebHoi koMaHONPOBKe

OdopmneHne KOMaHONPOBOYHOTO YAOCTOBEPEHNS U €r0 perncTpauuns npu
HeobxoammocTu

MogroToBka OOKYyMEeHTOB Ha nony4yeHune Bu13bl, 3arpaHNM4HOro nacnopTa

3aka3 xenesHO4OPOXHbIX M aBMabuNeToB, FOCTUHWL, TPAHCMOPTHOIO
obecneyeHnst pykoBoauTens

OdopmneHne nporpaMmmMbl NOE34KN, YTOYHEHNE OCOBEHHOCTEN NPOTOKONa
nnaHMpyembix MeponpuaTui

MogroToBka OOKYMEHTOB K noe3ke pykoBOoOUTENA

YTouHeHuWe aaThl, AOMKHOCTEN, hamMmnnuin B nporpamMmme KOMaHanpOBKU

MpopaGoTka MaplipyTa pyKoBOAWUTENS, YBA3Ka €ro C pachnucaHuem
TpaHcnopTa

O6paboTka martepvanoB KOMaHAWPOBKW, OQOpPMIIEHME OT4yeTa O
KOMaHOunpoBKe

Heobxogumble YMeHUuaA O(*)OpMJ'IFlTb aBaHCOBbl€ OTYETbl pyKOBOOUTENA

OpraHn3oBbIBaTb BCTPEYM PYKOBOANUTENS C NPUHUMAIOLLEV CTOPOHON

O(*)OpMJ'IFlTb KOMaHOWPOBOYHbIE OOKYMEHTDI

O6pabaTtbiBaTb AOKYMEHTbl M MaTepuanbl No pesynbTataM Mnoe3aku
pykoBoauTens

Ob6ecneumBaTb paboTy oduca BO BpeMsi OTCYTCTBUS PyKOBOAMTENS

MpuMeHATL crnocobbl 4eNoBOro OGLLEHNs

Wcnonb3oBatb cpencTea KOMMYHUKaLMK ans obecneveHns
B3aMMOAEVCTBUS C PYKOBOAUTENEM BO BPEMS €ro Ae/10BOI Noesaku

Heobxoaumble 3HaHUS nOpﬂ,EI,OK noaroToBkn U npoeBegeHnsa KOoMaHOnpoBOK

Mopsinok odopMneHns OOKYMEHTOB [Af1si KOMaHAMPOBKM WM OTYETHbIX
OOKYMEHTOB MO KOMaHAVPOBKE PYKOBOAUTENS

[enosoi npotokon
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[ata coxpaHeHus: 21.01.2021

3OTuKa genoBoro obLeHns

[pyrue xapakrepucTumkm

3.3.5. TpynoBas chyHKuusA

OpraHnszauusa paboTbl C noceTUTeENsaMn B YpoBeHb
HanmeHoBaHWe | npuemHoON pyKoBOAMTENS Kog | C/05.6 (nooypoBeHb) 6
KBanugukaumm
MpoucxoxgeHve 3aMMcTBOBaHO
P L OpwurunHan X
TPYOOBOW OYHKLUK n3 opurnHana
Kon PeructpauunoHHbi
opurMHana HomMmep
npodeccnoHanbHoro
cTanfapTa
TpynoBble gencTens OpraHu3aums nUYHOro nprema noceTuTenen pykosogmTenem

YcTaHoBneHne nopAagka npmnemMa anda pas3inydHbixX KaTeFOpMVI noceTuTenemn

BeneHune xypHana npeaBapvTensHON 3anncy Ha npyvem

Pernctpauunsa nocetutenen

CogeiicTBe oOnepaTMBHOMY PaCcCMOTPEHMIO MPOCLG U MNpeanoXeHui
noceTuTenen n COTPYAHUKOB OpraHnsauum

OpraHu3zauust npMemMa aenoBbix NapTHepoB B oduce

OpraHusauma obcnyxuBaHust pyKoBoAUTENSA U ero AeroBbiX NapTHEPOB B
ocbuce

CepBupoBka yaiHoro (kogenHoro) ctona B ocuce

MpuHATNE Mep MO COoXpaHEeHUID KOMMEpPYECKOMW TauHbl B Xode npuema
noceTuTenen n UX HaxoXaeHnsi B NpUEMHON 1 kabuHeTe pykoBoauTens

Heobxoaumble yMeHuaA OpFaHM3OBbIBaTb n obecneymBaTthb NIMYHbIE KOHTAKTbI pykoBoauTensa

YnpaBnstb KOHMKTamMu

YuntbiBaTb MCUXOMOrMYECKME OCOBEHHOCTU FNUYHOCTM MPU  PasnUYHbIX
BMAax NpodeccuoHanbHOro obweHns

Mcnonb3oBaTtb yCTaHOBIIEHHbIE MpaBuia 1 npouenypbl KOMMYHUKauun
BHYTpU opraHn3auumn

Bectn y4yeTHble perncrpaumoHHble QOpMbl, UcCnonb3oBaTb WX ANA
NMHGOPMALIMOHHON paboTbl 1 paboTbl MO KOHTPOMO UCMONHEHNS PELUEHNIA
pykoBoAuTEnS

CosgaBaTb NONOXUTENBHbLIA UMUK opraHm3auum
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[ata coxpaHeHus: 21.01.2021

MpyHMMaTL Mepbl Mo pa3peLleHnto KOHQIUKTHBIX CUTYaLWi

rlpVIMeHFlTb I/IHq)OpMaLI,VIOHHO-KOM MYHUKaLWNOHHbIEe TEXHOOIrMn

ObGecneunBatb  KOH(MAEHUMANBHOCTb B MpUEMHOM ©  KabuHeTe
PYKOBOAUTENS, COXPaHSTh KOHGMAEHUMANBHYIO MHOPMaLUIO B TallHe

Heobxogumble 3HaHusa | [NpaBuna opraHu3auumn npuema nocetmurtenen

MpaBuna genoBoro o6LeHNs

[NpaBuna peyeBoro aTukeTa

I'Ipanu'la yCTaHOBJ1€HUA KOHTaKTa, nogaepxXxaHuda n pa3BnUTUA
MEXITMYHOCTHbIX OTHOLLEHWI

CTpykTypa opraHusauuM U pacrnpefeneHve  QYHKUMA  mexay
CTPYKTYPHbIMU NoApasgeneHnsiMu 1 cneumanictamm

MpaBuna opraHx3aumu NpuemMoB B ogumce

OTUKET N OCHOBBI MeXxXayHapoaHOro npoTokoia

MpaBuna cepBMpPOBKN YanHOro (KOenHOro) ctona

I'Ipanu'la NPUroToBNEHNA N nogayvym ropAa4mx HarnMTKOB U 3aKyCOK K HUM

MpaBuna 3awmTbl KOHMAEHLMaNsHOW cnyxebHon nHdopmaumm

Ipyrve xapaKTepucTuku

3.3.6. TpynoBas cdyHKUMA

OpraHunsaumsi nogroToBKKU, NPOBEeAEHUS U YpoBeHb
HanmeHoBaHue | 0bcnyxmMBaHUS KOHPEPEHTHBIX Kopg | C/06.6 (mnogypoBeHb) 6
MepONpUATUI KBanudgukaumm
MpouncxoxaeHve 3anmcTBoBaHO
o OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpynoBble AencTBus lNogroToBka NOBECTKM OHA MEPONpPUATUS

OdcbopmneHune crnmcka y4acTHUKOB MepPONpUATUS

WHdopmmpoBaHve npegnonaraembix  Y4acTHMKOB O  HaMeyYaemom
MeponpuUsSITUA N YCMOBUSAX y4acTus

Bbibop mecTa 1 BpeMeHn npoBeaeHnsi MeponpuaTus
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MogroToBka HpeD,BapVITeﬂbHOVI CMeTbl pacxogoB

Paccbinka I'IpVIFJ'IGLIJGHI/IVI noaTrsepamMBLLNM yHacTne B MepornpuaTumn

C6op TeKkCTOB [0KNagoB W MPOEKTOB MUTOrOBbIX AOKYMEHTOB Y
JOKnag4vKoB

Paccbinka WHgOpMaUMOHHBLIX MaTtepuanoB Yy4YacTHWMKaM KOHEPEHTHOro
MeponpusTUs

CocTaBneHve $IBOYHbIX JIMCTOB M CMUCKa pPerucTpauum  y4acTHUKOB
MeponpusTUs

3akynka KaHUenspckMx TOBapoB W MNPOAYKTOB Ans obecneyeHus
Kocpbe-nays

Pewenune BOMNpPOCOB TEXHNYECKOro oOCHalleHNna meponpuaTna

Momowb B nOAroToBKE Aoknaga pykoBoauTend, npe3eHTauMOHHbIX
maTtepunanos

OpFaHI/I3aLLI/IF| noAroToBKM npes3vanyma v pa60‘-II/IX MeCT y4aCTHUKOB

OpraHu3zaumst BCTpeYM 1 permctTpaumnst y4acTHUKOB MEPONPUSATUS

BegeHune npoTtokona meponpuaTus

Opranaau,Mﬂ cepBUCHOro O6CJ'IY)KVIBaHVIFI BO BpeMA Kocbe-nays

OpraHuzaums  KynbTYpPHO-MacCOBbIX MEPONPUATUAA, TPAHCMOPTHOTO U
rOCTUHUYHOro obecneyeHus

Heobxogumble YMeHUuaA OpFaHM3OBbIBaTb npouecc noaroToBkn K npoBeneHuto KOH(bepeHTHOI'O
MeponpuAaTna nHonsmnayarnbHO U B COCTaBe pa6oqel71 rpynnbl

[okymeHTMpoBaTb pasHble aTarnbl Npoueaypbl NOArOTOBKM U NpoBeaeHUs!
KOH(pEpPEHTHOIro MeponpuUATUS

Mepepasate uWHOpMaUuo, OOKYMEHTbl WM Martepuanbl  y4acTHUKaM
KOH(EePEHTHOro MepPOoNpPUATUSA

MogrotaBnuBaTh M oGopyZoBaTh CTON npe3uauMyma U pabouve MmecTa
Y4aCTHMKOB COBELLaHWs (3acedaHus)

CepBupoBaTb 4amlHbil  (KOErHbIM) CTON BO Bpems npoBedeHus
Kocpe-nays

CobniogaTb npaswuna gerioBoro 3TuMKkeTa n npoToKkona

MopaepxuBaTe UMUOK OpraHn3aLum

CosgaBaTtb UMMOX ceKkpeTapH, COOTBeTCTByPOLLI,Mﬁ MMUOXY opraHnsauunm

Pabotate Cc wHMOpmMauven, aHanuavMpoBaTb W MpeacTaBnATb e€e B
cucTemMaTusMpoBaHHOM Buae

ObecneunBaTtb 6e3onacHOCTb AeATENBHOCTH opraHunsauunm
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anIMeHFITb I/IHCbOpMaLI,VIOHHO-KOM MYHUKAUNOHHbIE TEXHOJI0TUN

MpUMEHATL NpaBuna PyccKoro A3blka

anIMeHFITb HaBblKM CKOPOCTHOIoO nNnMcbmMa

MprMeHsTb HaBbIKM 3anNncu U paclnpPOBKM TEKCTA

Mcnonb3oBaTtb coBpeMEHHble TexXHu4eckne cpencrtea B obnactn
CKOPOCTHOrIo nncbmMa

ObecneunBatb KOMMOPT YYaCTHUKOB KOH(PEPEHTHOrO MepOonpuUATUs,
nomoraTb B BONPOCax NPoXuUBaHUsi, TPAHCMOPTHOrO oGecrneyeHns

Heobxogumble 3HaHmsa | Komnnekc opraHn3auuoHHO-TEXHUYECKUX MEPONPUATUIA MO MOATOTOBKE U
NPOBEAEHUIO COBELL@HUA U NEPEroBOPOB, B TOM YMCME MEXAYHAPOAHbIX

I'Ipanu'la BeaeHnA, NnoaArotoBkn n OCpOpMJ'IeHVIﬂ NpPOTOKO1a N JOKYMEHTOB,
co3aaBaeMblX B npoLecce NnoarotoBku KOH(*)epeHTHOFO MeponpuaTua

MeToamka cocTaBneHnst CMeTbl pacxooB KOHEPEHTHOrO MEPONPUSTUS

OcHoBbI HanMcaHus peHeVl M OOKINagoB pykoBOOUTENA

I'Ipanma yCTaHOBIEHUA KOHTaKTa, nogaepXxaHuma n pa3BnTuA
MEXITMYHOCTHbIX OTHOLLEHWI

I'Ipanu'la [enoBoro obLeHns, AenoBoro aTMkeTa

OTUKET 1M OCHOBbI MeXAyHapo4HOro npoTokona

I'Ipanu'la npoeeaeHnAa aenoBbiX Nneperosopos

MpaBuna 3awuTbl KOHMUAEHLMANLHOW cnyxebHon nHgopmaumm

Cuctemsl CKOPOCTHOro nncbma

OcHoBbl nporpammHoro obecnevyeHns M OMUCHOro obBopydoBaHWs B
obnacTn cKOpOCTHOro NUcbMa

TpeboBaHusi oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.3.7. TpynoBas cyHKUMA

OpraHunsaumsi ICMOMHEHUS PELLEHUN, YpoBeHb
HavmeHoOBaHMe | OCyLLECTBMNEHMNE KOHTPOMS UCMOSTHEHUS Kopg | C/07.6 | (nogypOBeEHb) 6

NOpyYEeHNN pyKOBOAUTENSA KBanudukaumm
MpoucxoxaeHune 3aMmcTBOBaHO

P kA OpvirnHan X
TPYAOBOMN OYHKLUN 13 opurmHana
Kog PernctpaunoHHbIn
opuruHana HoMep
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NpodeccrMoHanbHoro
cTaHfgapTa

TpynoBble AencTBUS [okyMmeHTanbHoe ohopMieHne peLleHnin pykoBoaUTENS

[oBeneHve po cBedeHnss pabOTHMKOB OpraHu3auum pacrnopsKeHui
pykoBoauTens

KOOpD,I/IHaLI,I/IFI AeATeNnbHOCTU NO UCNOJTHEHUIO peuJeHVIVI pyKkoBoOUTENA

BeneHune cpokoBOro TekyLLero n npeaynpeamTensHOro KOHTPons

MpoBepka UCMONHEHUSI MOPYYEHUI PYKOBOANUTENS B YCTAHOBIEHHbIN CPOK

MpenynpexaeHve COTPYOAHMKOB 00 MCTEYEHUM Cpoka MCMOMHEHUS
NOpyYEHWIN pyKOBOAUTENS

durkcaumnsa UCNOMNHEHNSA NOPYyYEHNI

CoctaBneHve OTY4ETOB M aHaNUTUYECKMX CMPaBOK O BbIMOMHEHUN
NOpyYeHNN N peLLIeHn pyKoBOaUTeNs

HeobGxoaumble ymeHusi | BeCcTu CpoKOBYHO KapTOTEKY

Bectu yyeTHble pernctpaumoHHblie opMbl, MCNONb30BaTh UX AN paboTbl
MO KOHTPOO MCNOSTHEHNSA MOPYYEHU PyKOBOAUTENS

PaGotaTb ¢ uWHgoOpMauuein Mo KOHTPOM, CUCTEMATU3UPOBaTb ee U
NpeacTaBnATb B BUAE CBOAHbLIX JOKYMEHTOB

Wcnonb3oBaTb CpeacTBa KOMMYyHMKaLUW AN nepefadv  MopyyYeHuin
pykoBoauTens

Mcnonb3oBaTb COBpeMeHHble cpeacTBa cbopa n 06paboTku KOHTPONbHOWN
MHpopmauum

anMeHﬂTb MHd)OpMaLI,VIOH HO-KOMMYHUKaALNOHHbIEe TEXHOJ10ITMN

OueHuBaTtb pes3ynbTaTbl B paMKaX NocCTaBf1€HHbIX 3adaud

OcyLLl,eCTBJ'IFlTb KOHTPOJIb  UCNOJIHEHUA nopyquM|7| pykoBoautensa
COTpyOAHUKaMU

Heobxogumble 3HaHusa | O6wme TpeboBaHWs K CPOKaM MCMOSMHEHUS OOKYMEHTOB U KOHTPOIbHbIM
DYHKLMAM CryxObl JOKYMEHTaLMOHHOro obecnevyeHnst

MpUHUMNbI, cNocobbl MHOPMUPOBAHNA COTPYAHMUKOB

3OTuKa genoBoro obLleHns

YnpaBneHyeckasi CTpyKTypa oOpraHu3auuu, PYKOBOACTBO OpraHusauuu,
o6pasupbl noanucen pykoBOASALIMX COTPYAHWUKOB, KPYr MX MONTHOMOYMIA U
OorpaHUYeHns 30H UX OTBETCTBEHHOCTU

JlokanbHble HOpMaTWMBHbIE aKTbl OpraHn3auunmn
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[pyrve xapaKTepucTuku

3.3.8. TpynoBble thyHKUUMU

OpraHnszauus n nogaepxaHue
deHKLlVIOHL;ﬂbHOFOﬂpéG%HeI'O YPOBEHb
HanmeHoBaHue y pabo® Kop | C/08.6 (moaypoBeHb) 6
NpPOCTPaHCTBa NPUEMHON N KabuHeTa
KBanudukaumm
pykoBOAUTENS
MpouncxoxaeHne 3anmcTBOBaHO
P i Opwurunan X
TPYOOBOW OYHKLMUK 13 opurnHana
Kopn PernctpaunoHHbIn
opuruHana HOoMmep
npodeccnoHanbHoro
cTaHgapTa
TpyaoBble AeNCTBUS ObecnevyeHne paboyero MecTa  pykoBoauTenst  HeobxoguMbiMuU
cpeacTBaMu OopraHu3aumoHHON TEXHUKM, KaHLEeNsipCKMMm
NPUHaANEXHOCTAMMN

OpraHusaumss npuemHon ocmca B COOTBETCTBUMM C TpeboBaHMAMM
3ProHOMUIKM U KyNnbTypbl TpyAa

OpraHusaumsa oopMIeHUs MHTEpPbepPa NPUEMHOW PYKOBOAMTENS

O6GopynoBaHve paboyero MecTa  OPITEXHUKOW,  MepCoHanbHbIM
KOMMbIOTEPOM, BCOMOraTenbHOM TEXHUKOM

OpraHuzaums  obopynoBaHWst  MPUEMHOM  CUCTEMaMM  XPaHEHWs,
HeobxoouMbIMM  NpucnocobneHnsamMu, obecneyeHnss  KaHUEenspCKumu
NPUHAANEXHOCTAMMU

ObecneveHne XpaHeHuA n 3aMeHbI pacxoaHbIX mMmaTtepunanos,
NoBCE4HEBHbLIN yxona 3a OpFTeXHVIK0l7I

3aka3 kaHLUEensipckMx TOBapoB, TUMMEHUYECKMX TOBAapoOB, MPOAYKTOB
nuTaHus

Heo6xoaumble ymenusi | CosgaBaTb  ycroBusl,  obecrneuyvBaiolumMe  3PeEKTMBHYO  paboTy
pykoBoauTens

anMeHﬂTb B COOTBETCTBUM C Ha3Ha4YeHneM cpeacrtBa OpraHM3aLl,I/IOHHOl71
TEXHUKHN, KaHUEeNnApCKne npnHagnexxXHocTun

OcHawaTtb paboyee MecTO pykoBOOUTENA U CBOe paboyee MecTo
HeobxoamMbIM o6opyaoBaHEM

OcyLLl,eCTBJ'IﬂTb 3aMeHYy pacxogHbIX MaTepuanos, yxoa 3a Opl_l'eXHI/lKOVI

KOHTpOJ'II/IpOBaTb COCTOAHME W MNONOJIHATb 3anacbl KaHUENAPCKUX
TOBaApOB, CPeAcCTB rMrmeHbl, NPoAYyKTOB NMUTaHUA

Heobxogumsble 3HaHusa | TpebosaHus oxpaHsbl Tpyaa, NPON3BOACTBEHHOM caHuUTapuu,
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I'IpOTVIBOI'IO)KGpHOVI 3alunTbl

OcCHOBbI MpaBWIbHOM OpraHu3auun Tpyaa M MeToAbl MOBbLILEHWS €ro
appekTnBHOCTM

OcCHOBbI 3proHOMUKN ocbuca 1 IoPUCTUKM

CraHpapTbl U pekoMeHaauum no obopynoBaHnio 0OPUCHbBIX MOMELLEHNI

CocTtaB opraHM3aLMOHHON TEXHWUKM, ee YCTPOWCTBO W Nopsaok paboTbl ¢
Hen

[pyrve xapaKkTepucTuku

3.3.9. TpynoBas cyHKuusA

PaspaboTka nokanbHbIX HOPMaTUBHbIX YpoBeHb
HavmeHoBaHWe | akToB, pernaMeHTUpyrLmux padboTy Kog | C/09.6 (mooypoBeHb) 6
cekpeTtap4 KBanudgukaumm
MpoucxoxgeHve 3aMMcTBOBaHO
P L OpwurunHan X
TPYOOBOW OyHKLMUK n3 opurnHana
Kon PeructpauunoHHbi
opvrMHana Homep
npodeccroHanbHoro
cTanfgapTa
TpynoBble AencTBus Pa3paboTka [OMmMKHOCTHOM MHCTPYKLUUKN CeKpeTaps

Pa3paboTka nonoxeHusi o cekpetapuare

PaspaboTka MHCTPYKLUM NO Aernonpon3BoaACTBY

Heobxogumble YMeHUuaA CoctaBnstb K O(bOpMJ'IFITb OpraHun3aunoHHble W MeToaun4deckmne
OOKYMEHTbI

Peﬂ,aKTI/IpOBaTb TEeKCTbl CJ'Iy)K66HbIX OOKYMEHTOB

Pa6oTaTb CO BCE COBOKYMHOCTbIO MHGOPMALIMOHHO-A0KYMEHTALMOHHbIX
PECypCcoB opraHusaLmm

Monb3oBaTbcs Gazamu OaHHbIX, B TOM YuChe yoaneHHo

Mcnonb3oBaTb CrnpaBO4Hble NpaBoOBblie CUCTEMDI

PaboTaTb c KOMMbOTEPOM, KaTanoramu (nankamm) un dannamm, CKaHepom

Monb3oBaTbCcA OUCHBIM NAKETOM (TEKCTOBLIN pegakTop, Tabnuubl)

Monk3oBaTbcsa NepuepUnHLBIMN YCTPONCTBAMU N OPITEXHUKOWN

Monb3oBaTbCA ANEKTPOHHOW NOYTOM
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Monb3oBaTbCcs cuctemamm ANEKTPOHHOIO ,EI,OKyMeHTOO60p0Ta

Heobxogumble 3HaHusa | [paBoBblE OCHOBbLI YNpaBneHust (OCHOBbI aAMUHUCTPaTMBHOIO, TPY4OBOrO
W rpaxkgaHcKoro npasa)

HopmaTtuBHble MpaBoBble akTbl, HOPMATUBHO-METOANYECKME OOKYMEHTHI,
rocyqapcTBeHHbIe cTaHOapThl, onpegensoLive nopaaok
[OKYMEHTaLMOHHOro oGecrneyeHuns ynpasneHus

CTpykTypa, PYKOBOACTBO CTPYKTYpPHbIX MNoApasgeneHunii, obpasubl
noanucen nud, VMELWMX MpaBo MOANMUCAHWA U YTBEPXKOEHUS
[OKYMEHTOB, W OrpaHN4YeHusl 30H X OTBETCTBEHHOCTU

I'Ipanma OOKYMEeHTaUuMOHHOIro obecneyveHnsa geaTenbHOCTH opraHusauummn

Mopsiaok paboTbl C AOKYMEHTaMm

Tpe6OBaHI/IF|, npeabaBndemMble K OOKYMeHTaM B COOTBEeTCTBUKW C
HOPMaTUBHbIMU NMPaBOBbIMU akTaMn U rocygapCTBeHHbIMU CTaHOapTaMu

MpaBuna coCTaBNEHUA OpPraHM3auUMOHHbIX [OOKYMEHTOB (MONIOXKEHUHN,
WHCTPYKLWIA, pernameHToB)

Buabl 4OKYMEHTOB, MX Ha3HayYeHne

OcHoBbI ,ElOKyMeHTHOVI JIMHITBUCTUKN

TpeboBaHusA oxpaHbl Tpyaa

Ipyrve xapaKkTepucTuku

3.3.10. TpynoBas cdyHKuuA

CoctaBneHne n opopmreHune YpoBeHb
HavmeHoBaHWe |ynpaBneH4yeckon JOKyMeHTauum Kog | C/10.6 (nooypoBeHb) 6
KBanudukaumm
MpouncxoxaeHue 3anmcTBoBaHO
o OpuruHan X
TPYOOBOM PYHKLUK 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTaHgapTa
TpynoBble AenCTBUA CocTtaBneHve NpoeKkToB pacnopsiguTenbHbIX (MpUKasbl, PacnopsikeHns) u

MHd’)OpMaLI,VIOHHO-CI'IpaBO‘-IHbIX LOOKYMEHTOB (cny>|<e6Hb|e nncbma,
cnpaBku, goknagHblie n CJ'Iy)K66HbIe 3aﬂl/ICKl/I)

MeyaTb cnyxebHblX JOKYMEHTOB M MaTepuanos

PasmHoxeHune CJ'Iy)KGGHbIX LOOKYMEHTOB

KoHTponb npoxoXaeHWst [OKYMEHTOB B oOpraHu3auumn (corracoBaHue,
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noanucaHve v yTeepxaeHue JOKyMeHTa)

Heobxoaumble ymeHns | PegaktnpoBatb TEKCTbl CryXeOHbIX JOKYMEHTOB

Monb3oBaTbca YHUDULMPOBAHHBIMI (hOpMamy JOKYMEHTOB

OdopmnaTb KaccoBble (PMHAHCOBLIE OOKYMEHTbl U AOKYMEHTbl MO y4yeTy
HaknagHblX pacxonos

Mevatatb cny>|<e6Hb|e OOKYMEHTbI

Monk3oBaTbcsa NepnepUnHBIMN YCTPONCTBAMU N OPITEXHMKOWN

PaboTtatb KOMMbKOTEPOM, CKaHEPOM

Monb3oBaTbCcA OPUCHBIM NAKETOM (TEKCTOBLIN pefakTop, Tabnuubl)

Monb3oBaTbCs 3NIEKTPOHHOM NOYTON

Monb3oBaTbcA cUCTEMaMU BNEKTPOHHOIO AOKYMeHToobopoTa

ObecneunBatb 6e3onacHOCTb AeATENBHOCTH opraHunsauunm

Heobxogumble 3HaHusa | [MpaBoBble OCHOBbI ypaBneHus (OCHOBbI aAMUHUCTPATMBHOIO, TPY40BOroO
N XO39MCTBEHHOTO Npasa)

CTpykTypa opraHusauum, pPyKOBOACTBO CTPYKTYPHbIX MoApasaeneHui,
06pasubl Noanucen nul, UMELLMX NPaBO NOANUCAHUSA U YTBEPXAEHUSs
[OKYMEHTOB, U OrpaHuUYeHnst 30H X OTBETCTBEHHOCTY

I'Ipanu'la LOOKYMEHTaUuMOHHOIo obecneyeHns esaTenbHOCTH opraHmnsauunm

Mopsagok paboTel ¢ AOKYMEHTaMm

Tpe6OBaHI/IFI, npeabaBidemMmble K OOKYMeHTaM B COOTBETCTBMUA C
HOPMaTUBHbIMU NMPaBOBbIMU akTaMN U TOCy4apCTBEHHbIMW CTaHOAapTaMun

Buabl 4OKYMEHTOB, MX Ha3HayYeHue

MpaBuna cornacoBaHWs [OOKYMEHTOB oOpraHusauuv (BHYTPEHHEro wu
BHELLHero)

MpaBuna nognucaHns n yTBePXAeHUst OKYMEHTOB

MpaBuna cocTaBneHuss U OMOPMIIEHNA WHPOPMAaLIMOHHO-CMPABOYHBbIX,
yNpaBneHYeCcKUX JOKYMEHTOB M CNYXeBHbIX nMcem

OcHosBbl ﬂOKyMeHTHOVI JIMHITBUCTUKHN

lMpaBnna pycckoro s3bika

TpeboBaHus oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.3.11. Tpynosas cdyHKuusA
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OpraHn3alnOHHOMY ...
OpraHusaumsa paboTbl C AJOKYMEHTaMu B YpoBeHb
HanmeHoBaHuMe |npuemHon pykoBoauTeNs Kog |C/11.6 (mnoaypoBeHb) 6
KBanugukaumm
MpoucxoxaeHune 3aMMcTBOBaHO
P L Opwurunan X
TPYAOBON OYHKLUN 13 opurnHana
Kon PernctpaunoHHbin
opuruHana HoMep
npodgeccuoHansHoro
cTaHpapTa
TpyooBble AencTBUA Mony4yeHue, npegsapuTensHoe paccMmoTpeHue " COpPTMPOBKa

NOCTYNatoLLMX B MPUEMHYIO PYKOBOAUTENSI JOKYMEHTOB

I'IpOBepKa KOMMMEKTHOCTU MNOCTynawwmx B MNPUEMHYIO pyKoOBOOUTENA
OOKYMEHTOB

MoaroToBKa OOKYMEHTOB A1 pACCMOTPEHUS PYKOBOAMTENEM

Yyet AOOKYMEHTOB, NMOoCTynarmLwinx Ha UMda pykoBoauUTeNA

OpFaHI/I3aLLI/IF| OOCTaBKN AOKYMEHTOB UCMOJTHUTENAM

CosnaHne 1 BegeHne 6asbl JaHHbIX OOKYMEHTOB pyKOoBOOUTENA

BegeHune nHdpopmaLMoHHO-CNpaBoYHon paboThbl

Heobxogumble ymeHusa | PaboTtaTb ¢ BXoAsILLEN, UICXOAALLEN, BHYTPEHHEN AOKYMEHTaUMEN

Monb3oBaTbCcsi cUCTEMaMu  3NEKTPOHHOTO  AOKyMeHToobGopoTa  Ang
perncTpaumy, KOHTPONSA [OKYMEHTOB U MHGOPMAaLMOHHO-CNPaBoOYHOMN
paboTbl C AOKYMEHTaMu

anMeHFITb I/IHCbOpMaLI,VIOHHO-KOMMyHVIKaLI,MOHHbIe TeXHonormnm  And
pa6OTbI C AOKyMeHTaMun

MpUMeHATL NpaBua PYcCcKoro A3bika

anMeHFITb HaBblKM CKOPOCTHOIO NnMcbMa

CocTtaBnsitb 1 0pOpMIATb NoKanbHbIE HOPMaTUBHbBIE aKTbl

Heob6xoaumble 3HaHMsA | HopMaTuBHble NpaBoBble aKTbl, HOPMATUBHO-METOANYECKUE OOKYMEHTHI,
rocyqapcTBeHHble cTaHOapThl, onpegensaoLiue nopaaoK
[OKYMEHTaLMOHHOro oBGecrneveHns ynpasreHus

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NodpasaeneHui

CoBpeMeHHble MHPOPMAaLIMOHHbIE TEXHOMOMN paboThbl C 4OKYMEHTaMM

nOpﬂ,EI,OK pa6OTbI C AOKYMEHTaMM, CXeMbl ,EI,OKyMeHTOO60pOTa

MpaBuna paboTbl C BXOOSALWMMM, UCXOASALWMMUM W BHYTPEHHUMU
OOKyMeHTaMu
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ﬂpanma opraHnsauunm KOHTpPOJIA WUCNOJIHEHUA LOOKYMEHTOB W TUMNOBbIE
CPOKM NUCNOJTHEHNA OOKYMEHTOB

MpaBuna cocTaBneHnst aHanNUTUYECKUX CNpaBoK MO opraHm3aumm paboTbl
C JOKYMEHTaMM M KOHTPOSIO UCMONHEHWNSI JOKYMEHTOB

MpaBuna cosgaHns n BegeHua 6a3 AaHHbIX CryXeOHbIX OOKYMEHTOB B
opraHmsauum

Cucrembl AJIEKTPOHHOIo Ao KyMeHTOOGOpOTa

Cucrtemsl CKOPOCTHOro nncbma

TpeboBaHusi oxpaHbl Tpyaa

Opyrvue xapakrepucTukm

3.3.12. TpynoBas cyHKUUuA

OpraHusaumsa xpaHeHUsi JOKYMEHTOB B YpoBeHb
HanmeHoBaHue |npuemHon pykoBoauTenNs Kog | C/12.6 (nogypoBeHb) 6
KBanudmkaumm
MpouncxoxaeHune 3anmcTBoBaHO
P KA OpwurunHan X
TPYOOBOW PYHKLUK n3 opurnHana
Kon PerncrtpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa
TpynoBble AencCTBUA PaspaboTka pa3genoB HOMEHKNaTypbl A& OpraHn3auum

dopmupoBaHue u odpopmneHne [en MNOCTOSIHHOrO, OONITOBPEMEHHOIO
XpaHeHus

MNoaroTtoBka u nepenava e B apxme opraHun3aumm

Heobxogumble yMeHusa Pa3pa6aTblBaTb HOMEHKNnaTypy aen opraHunsauun C y4eToM
HOPMAaTMBHO-MEeTOONYECKMX JOKYMEHTOB

Wcnonb3oBaTb  HOMEHKMaTypy Aen  npu  U3YYeHWM  CTPYKTYpbI
opraHusaumm, COCTaBneHn onucen gen

dopmupoBaTb U OoOpMNATL Aena B COOTBETCTBUM C YTBEPXKAEHHOM
HOMEHKMaTypOoW Aen opraHu3auum

ObecneunBaTb COXPaAHHOCTb AOKYMEHTOB OpraHn3aumm

npOI/I3BOD,I/ITb NnoAroToBKYy Aen and nepenaduy B apxme

MpuMeHaTb  MHMOPMaAUMOHHO-KOMMYHUKAUMOHHbLIE — TeXHonorun  Ans
paboTbl C AOKYMEHTaMu
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[ata coxpaHeHus: 21.01.2021

Heobxogumble 3HaHMs | HopMaTMBHbIE NPaBOBblE aKTbl, HOPMATMBHO-METOAMYECKNE [OKYMEHTHI,
rocyqapcTBeHHbIe cTaHaapThl, onpegensiowue nopsaoK
[OKYMEHTaLMOHHOro oGecrneyeHns ynpasneHus

Buabl HomeHknaTyp, obwue TpeGoBaHWs K HOMEHKNaType, MeToAuka ee
COCTaBIeHUs 1 ohopMIIEHNS

Mopsagok dopmupoBaHua U ohopMINeHna Aen ¢ ykaszaHuem cneumnduku
dopMnpoBaHNS OTAENbHbIX KaTeropun gen

ﬂpanma XpaHeHuna gen, B TOM 4ucrie ¢ OOKyMeHTamMun OrpaHm4YeHHoro
aocTtyna

MpaBuna BblAauYM U UCMOMNb30BaHWA OOKYMEHTOB K3 CCHhOpMMPOBAHHbIX
aen

TpeboBaHusi oxpaHbl Tpyaa

I'Ipanma NnoAroToBKM U nepenayn aen B apxme opraHnsauunn

Ipyrve xapaKTepucTuku

3.3.13. TpynoBble ¢yHKLUN

O6GecneyeHne pykoBoauTens YpoBeHb
HanmeHoBaHue |unHdopmaumen Kog | C/13.6 | (mogypoBeHb) 6
KBanudukaumm
MpouncxoxaeHve 3anmcTBoBaHO
o OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTaHgapTa
TpyooBble AecTBUSA Cbop wu nepepaboTka WHdoOpMauun, HeobXoAUMOW AONs MPUHATUS

000CHOBaHHbIX ynpaslieH4eCKnx peu.leHvu7|

MpoBepka [OCTOBEPHOCTM, MOMHOTbI M HENPOTMBOPEYMBOCTU [AaHHbIX,
UcknoYeHne aybnmpoBaHus MHGopMaLumm

MpepocTaBneHne [aHHbIX B €4MHOM W yooOHOM Ans  BOCNpUSITUS
dopmare

BuisBneHne  HauBoree  3HaUYMMbIX  KpUTEpUEB  cucTemaTtusaumu
nHdopmaLMmn aAna co3gaHua 6as AaHHbIX

(DOpMI/IpOBaHI/Ie M ucnonb3oBaHue 6as OaHHbIX B opraHu3auum

Heob6xoammble ymeHnusi | OcylecTBnATb c6op, 06paboTKy U aHanM3 MHOPMaLuM B COOTBETCTBUM
C TpeGoBaHNAMN KPaTKOCTU, YETKOCTU (hOPMYITMPOBOK, CBOEBPEMEHHOCTM
NoCTYNMeHus, TOYHOCTU " [OCTOBEPHOCTH, ONTUMarnbHOCTH
cucTeMaTusaummn, HenpepbIBHOCTM cbopa 1 06paboTku MHdopMaLIUK
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OcyuiecTBnsTb pervcTpauuio, HakonneHue n nepenauy,
CUCTEMATU3MPOBAHHOE XpaHeHMe W Bblgady MHGopMauun B Tpebyemon
dopme

CocTtaBnsatb MU OCbOpMJ'IﬂTb CBOAHbIE, OT4YEeTHble, CTaTucTn4eckmne
OOKYMEHTbI

OcyulectBnate 06paboTky U CTPYKTypupoOBaHue uHdopmauuun, obpasys
WH(POPMaLIMOHHbIE pecypchl

BBoaWTb HOBblE JaHHbIE B CI'IpaBO'-IHO-VIH(bopMaU,VIOHHbIe CUCTEMDI

BBoauTb B NamsATb KOMMNbOTEPA SMEKTPOHHBIE 06pa3bl AOKYMEHTOB

anIMeHFITb HaBblKM CKOPOCTHOIoO NnMcbmMa

[MpUMeEHSITb HaBbIKM 3aNMCK U pacLLUMPOBKM TeKcTa

Mcnonb3oBaTtb coBpeMEHHble TexXHu4yeckne cpencrtea B obnactu
CKOPOCTHOro nncbmMa

Mpon3BoauTb NOUCK MHOPMaLMKM B CyLLECTBYHOLINX Ba3ax AaHHbIX, BECTU
WMHPOPMaLIMOHHO-CNPaBOYHYI0 paboTy Ha OCHOBE Pa3NUYHbLIX KOMOMHaLMN
MOWCKOBbIX NPU3HAKOB

anIMeHFITb I/IH(bOpMaLI,VIOHHO-KOM MYHUKAUNOHHbIE TEXHOJI0TUN

Heobxogumble 3HaHMsA | Oco6eHHOCTM (DOPMUPOBAHUS BHELLHUX U BHYTPEHHUX MHEOPMAaLMOHHBbIX
NOTOKOB

CoctaB BHeLUHUX UHOPMALIMOHHbBIX NOTOKOB

CoctaB BHYTPEHHUX I/IH(bOpMaU,MOHHbIX NOTOKOB

CTpykTypa opraHu3aummM u nopsifok B3aMMOAEWCTBUS nogapasgeneHvin u
cnyx6

OcobeHHoCTU hopMUpoBaHKs 6as AaHHbIX B OpraH13aumm

COBpeMeHHbIe Hay4Hble MeTodbl n TexXHn4yeckume cpeacTtea,
cnocobeTByowme cbopy, 00paboTke, COXpaHeHWl UK nepegadve
MH(POPMALIMOHHBLIX NOTOKOB

MeToabl 06paGoTkM WMHGOPMAaLMM C MNPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKNX CPEeACTB KOMMYHUKALMA N CBSI3W, BLIYUCITUTENIBHON TEXHUKN

Cuctemsl CKOPOCTHOro nnucbmMa

OcHoBbl nporpammHoro obecneyeHuss M oducHoro oGopyaoBaHUs B
obnacTn CKOpOCTHOro NUcbma

TpeboBaHus oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.3.14. TpynoBas cdyHKUuA

www.consultant.ru Crpanuua 33 n3 43
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/

Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepocTaBneH KoHcynbTaHTIiioc

[ata coxpaHeHus: 21.01.2021

OpraHn3alnOHHOMY ...
OpraHusaums nHHOPMaLMOHHOIOo
Bazmmo,qe;llcmwﬂ(b ?(OB(I;LD,VITGJ'IFI c YpoBeHb
HanmeHoBaHue Py Kop | C/14.6 (moaypoBeHb) 6
noapasgeneHmsiMmn 1 4OMmMKHOCTHLIMU
KBanudukaumm
nMuamMm opraHusaumm
MpoucxoxgeHve 3aMmMcTBOBaHO
P L Opwurunan X
TPYOOBOW PYHKLUN 13 opurnHarna
Kon PernctpaunoHHbIn
opurMHana Homep
npodeccuoHansHoro
cTangapTa
TpyooBble AeNCTBUSA WHdopmmpoBaHne paboOTHUKOB OpraHM3aummn O peLleHnsax pyKoBOANTENS

OpraHusauma obmeHa wHdoOpMauvein Mexay noapasaeneHnamMm wu
JOMKHOCTHLIMU NLAMW OpraHM3aLmm

OnogeLlleHne paboTHMKOB O NPeaCTOSAWMNX MEPONPUATUSAX

OpraHM3au,|/|$| BCTpeY TPpyaoBOro KomjiektnBa C pykoBoACTBOM

WHdopmupoBaHne pykoBoantens 06 obpaleHnsax COTPYOHWKOB MO
paboyrM 1 MYHLIM BONpOCcam

Heobxooumble ymeHus |Mcnonb3oBaTb  COBpEMEHHble  TexHomnmormm cbopa M nepefayu
MHopmMaumn

OcyulectBnate cbop n nepepaboTky MHGPOpMauuK, HeobxoaMmonm ans
OenaTenbHOCTU pyKoBOaUTENS

OcyLLl,eCTBJ'IFITb cucrtemMmatmsauumio nosiydaemMbiX U nepegaBaeMblX OaHHbIX

OcyuectBnaThb npoBepKy [OCTOBEPHOCTMH, MOMHOTbI n
HEeNpOTUBOPEUNBOCTY AAHHBIX, UCKIIOYEHNEe AybrnvpoBaHusi nHpopmMaLmm

MpeactaBnaTb AaHHbIE B €AMHOM U yA0OGHOM Ans BocnpuaTusa dhopmate

MHOFOKpaTHO MCnonb3oBaTb MNOJTYH4EHHYIO VIHd)OpMaLI,VI}O, NOCTOAHHO
0OHOBNATb AaHHblE

ObecneunBaTb ONEpaTUBHOCTb UH(POPMALMOHHbBIX MOTOKOB

PaboTtaTb C KOMMbIOTEPOM, WCMONMb30BaTb OMUCHBLIA NakeT (TEKCTOBbLIV
peaakTop, Tabnuubl)

Heobxooumble 3HaHMsi | HopmaTuBHble MpaBoBble akTbl, HOPMaTUBHO-METOOUYECKNE AOKYMEHThI,
rocyapCTBeHHble CTaHaapThl B chepe AeATENbHOCTM OpraHM3aumm

CTpykTypa opraHv3auuM, PYKOBOACTBO CTPYKTYPHbIX MoapasaeneHuit,
HanpaBneHus OesATeNbHOCTU OpraHM3auunM U KOMMNEeTEeHUMU CTPYKTYPHbIX
noapasfeneHnin U OOMKHOCTHLIX NN,

Knaccudukaumsa ynpasneH4yeckorn WHgopmaunu, Buabl yrnpaBrneH4eCcKon
MHopmMaunn
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[ata coxpaHeHus: 21.01.2021

dopmMbl NpeAcTaBneHus yrpaeneH4Yeckol nHcopmMaumm

VICTOYHUKM ynpaBneH4yeckon nHgopmaumm

MeToavka oTGopa MCTOYHNKOB MHGOPMaLUK

TpeboBaHus, NpeabaBNSeMble K ynpaBneH4Yeckon nHgopmasmm

TpeboBaHus oxpaHbl Tpyaa

[pyrue xapakrepucTumkm

3.4. O606LWeHHan TpyaoBasa (pyHKLUA

MHdopmaumnoHHo-aHanuTnyeckas u
OpraH13auUMoHHO-aAMUHNUCTPaTBHAs YpoBeHb
HanmeHoBaHune P H A P Kon D P 6
noagepxka AesaTenbHOCTU pyKoBOaUTENS KBanudukalmm
opraHusaumm
MpoucxoxaeHune
P ae . 3aMMcTBOBaHO
0000weHHon TpygoBon | OpurmHan X
n3 opurnHana
OYHKLMN
Koa PervnctpaunoHHbin
opurnHana Homep
npodeccroHanbHoro
cTanfgapTa

Bo3mMoOXHble
HanMMeHoBaHusA
DOIKHOCTEN, npodeccui

MoMoLLHMK pyKkoBOAUTENS

TpeboBaHus K
obpasoBaHuio 1
obyueHunto

Briclwee obpasoBaHue - bakanaspuaT

unm

Bobicwee obpasoBaHue (HenpoduneHoe) - bakanaspmar u
AononHutensHoe npodeccuoHansHoe obpasoBaHue no
AONONHUTENbHBLIM NPOdeCcCUoHarnbHbLIM NPorpaMmam
npodgeccroHansLHON nepenoaroToBKn No NPoMuNIo AeATensHOCTH

TpeboBaHus K onbITy
npakTudeckon paboThbl

He meHee Tpex NeT no opraHU3auMoHHOMY, JOKYMEHTALMOHHOMY U
NHdOpMaLMOHHOMY OBecrnedeHnto eaTenbHOCTN PYKOBOAUTENS
opraHu3aumu

Ocobble ycnosus
ponycka k pabote

[pyrne xapakrepucTumkm

JononHuTtenbHble XapakKTepucTuku

HanmeHoBaHue

Kon HaumeHoBaHne 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
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OpraHn3alnOHHOMY ...
AOKYMEeHTa UK cneumanbHoCcTu
OK3 3343 AOMUHUCTPATUBHBIN U MHOW UCMONMHUTESbHbIN
cpeaHeTEeXHMYECKMIA NnepcoHan
EKC - CekpeTapb pykoBogutens
OKMNATP 26341 CekpeTapb pykoBogutens
OKCO 7.46.03.02 [lokymeHTOBeEHME N apXMBOBEOEHNE

3.4.1. TpynoBble ¢yHKLMM

dopmmpoBaHme MHGHOpPMaLMOHHOIO YpoBeHb
HanmeHoBaHMe |B3aMMOOenCcTBMS PYKOBOAUTENS C Kog | D/01.6 (nogypoBeHb) 6
opraHusaumsmm KBanMdukaumm
MpouncxoxaeHne 3anmcTBOBaHO
P A Opurunan X
TPYAOBOMN DYHKLUM 13 opurmHana
Kopn PernctpaunoHHbIn
opuruHana HoMmep
npodeccnoHanbHoro
cTaHgapTa
TpynoBble AencCTBUA OTbop WCTOYHMKOB WHOpMauMmM B COOTBETCTBUM C  3adaHHbIMMU

KpUTepUsimm

O6paboTtka 1 MHTepnpeTauusa MHdOpPMaUun ANS MOATOTOBKM MPOEKTOB
peLlueHnin

MoarotoBka 3anpocoB MO MOPYYEHWIO PYKOBOAMUTENS Ha MNOMyveHue
OOKYMEHTOB U WHGOpMauuM B OpraHax rocyaapCTBEHHOW BMactu u
ynpasneHus, 06LLEeCTBEHHbIX opraHmMsaumax " nony4eHune
COOTBETCTBYHOLLMX UHOPMALUM N JOKYMEHTOB

WHdopMrpoBaHne  pykoBoauTenss O  pesynbTaTax  pacCMOTPEHUs
3anpocoB 1 obpalleHuit

OpraHnsaums pelleHUst BOMPOCOB, He TPebyLWnX HenocpeaCcTBEHHOro
y4yacTusi pyKoBOAMTENS

MogroToBka MaTepuanoB Ansi yyacTus pykoBoauTenss B paboTe
PasnNUYHbIX CTPYKTYp B COCTaBe rOCyAapCTBEHHbIX WM MyHMUMMANbHbLIX
OpraHoB, 00LECTBEHHbIX OpraHu3aLum

MogroToBka LOOKYMEHTOB ana 3aKrro4yeHna cornatlueHumn o
CoTpyaHu4yecTBe C AeroBbIMU NapTHEepamMu

WHdopmupoBaHne  [enoBbIX napTHepoB 7 3anHTepecoBaHHbIX
opraHm3a|_u/||7| (0] peweHnax pykoBoauTena B xoge BbIMNOJTHEHUA
cornawieHmmn

Heobxoaumble yMeHuaA AHaﬂI/I3l/IPOBaTb n 0T6MpaTb NCTOYHUKHN VIH(*)OpMaLI,I/IM B COOTBETCTBUM C
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

KpUTEPUSIMU MOJHOTbI, [OCTOBEPHOCTH, CBOEBPEMEHHOCTM
npeaocTaBneHust UHchopmaumm

Cobupatb, obpabatbiBaTe W  aHanuaupoBaTb  WHQoOpmauuio B
COOTBETCTBUW C 3a4aHHbIMU TpeboBaHNUAMMN

MNepenaBaTb MHOpMaLMIO B CUCTEMATU3MPOBAHHOM BMAE

O6pabaTbiBaThb n CTPYKTYpupOBaTb nHopmaumio, obpasys
NHdOpMaLIMOHHbIE peCypChbl

MponsBoauTb NOUCK MHOPMaLIMKM B CyLLECTBYHOLLUX Ba3ax AaHHbIX, BECTU
WH(POPMAaLIMOHHO-CNPaBOYHYI0 paboTy Ha OCHOBE Pa3NUYHbLIX KOMOMHaLMN
MOWCKOBbIX NPU3HAKOB

Ob6ecneunBaTb MHPOPMALMOHHYH 6€30MacHOCTb OpraHM3aLnm

PabotaTe C KOMMbLIOTEPOM, WUCMOMbL30BaTb OMUCHBLIN MakeT (TEKCTOBbLIV
pegaktop, Tabnuubl)

Heobxogumble 3HaHUS BHyTpeHHFIFI N BHELWWHAA NOJIUTUKA opraHn3aunm

|_|pVIHL|,I/II'IbI npeancrtaBnTenbCTBa B roCcydapCTBEHHbIX OpraHax, opraHax
MECTHOro camoynpasieHusda, CTOPOHHUX oOpraHn3aunax wu nopAagok
B3aNMOAENCTBUSA C HAMMU

MpUHUMNBLI M MeToAbl aAMUHUCTPUPOBAHUS

OcobeHHOCTU hOPMUPOBAHUS BHELLHMX U BHYTPEHHUX MHGOPMaLMOHHbIX
NOTOKOB

CTpykTypa opraHusaumMmM u nopsigok B3anMOAEWCTBUS noapasgeneHunii u
cnyx6

MpaBuna opMMpoBaHUS U UCTIONb30BaHKSA 6a3 AaHHbIX

COBpeMeHHbIe Hay4Hble MeTodbl n TexXHn4yeckue cpeacTtea,
cnocobeTByowme cbopy, 00OpaboTke, COXpaHeHWlO UK nepegadve
MHpopmauum

MpaBuna 3awuTbl KOHUAEHLMANBHOW cnyXebHoN nHdopmaLmm

CoBpeMeHHble MHOPMALIMOHHBIE TEXHOMNOMMK

Ipyrve xapaKkTepucTuku

3.4.2. TpynoBas cyHKUMA

AHanua nHgopmauunm 1 NoAroToBka YpoBeHb
HanmeHoBaHue | MHGOPMALMOHHO-aHANMUTUYECKNX Kog | D/02.6 (noaoypoBeHb) 6
MaTepuanos KBanudukaumm
MpoucxoxaeHue o 3anmcTBOBaHO
o purnHan X
TPYAOBOM OYHKLUM 13 opurnHana
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OpraHn3alnOHHOMY ...
Kopn PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpyaoBble AeNCTBUSA Cbop, nepepaboTka M aHanM3 uWHQOpPMaUUM AONs  pelleHus 3agad,

NOCTaBJ1IEHHbIX PyKOBOOUTENEM

MogroToBka I/IHd.)OpMaLI,VIOH HO-aHalnnTn4ecknx mMmatepuanon

Pa3pa60TKa TemMaTuU4eCckoro njaHa 0630pHOI'O OOKyMeHTa, AOoKnaaa

OnpepneneHue kpyra 6ubnuorpadu4eckmx NCTOHHUKOB

MoaGop WCTOMHMKOB W nuUTepaTypbl Mo Teme 0630pa, Aoknaja,
aHanMTNYeCKon cnpaBku

Hanucanune n opopmnenne o63opa, goknaga, aHanMTUYECKON CrpaBKu

Heobxogumble YMEeHUaA Pa3pa6aTblBaTb TeMaTUYeCKMn nnaH o63opa, Joknaga, aHanuTu4eckomn
crnpaBku

O6ocHoBbIBaTb akTyanbHOCTb NPO6eMbl, KOTOPYO NPEACTOUT OCBETUTDL B
o63ope, goknage, cnpaske

Monb3oBaTbcsi MHGOPMALMOHHBIMKM pecypcamMmn U CUCTEMATU3MPOBATL
nHdOpMaLMIO MO 3a4aHHBIM KPUTEPUSIM

VlHTepI'IpeTVIpOBaTb nony4yeHHble OaHHble W npeacrtaBlAdATb UX B
cucrematnuanpoBaHHoOM Bunge

OﬂpeﬂeﬂﬂTb Kpyr WUCTOYHMKOB W nUTepaTypbl, HeobGxoauMbIX Onsi
noaroToBKU I/IHd.)OpMaLI,VIOHHO-aHaJ'II/ITVNeCKVIX mMmaTtepunanos

M3anaraTb maTtepuan B Norn4yeckon nocrnegoBaTesibHOCTH

npOI/I3BO£I,I/ITb aHanms3 " oueHKY U3NoXXeHHOro MmaTtepuana

O(*)OpMJ'IFlTb TEeKCT B COOTBETCTBYHOLLEM CTUNE

Peﬂ,aKTI/IpOBaTb TEKCT AOKYMEHTOB

CDOpMyJ'IVIpOBaTb BbIBOObl N pEKOMeHOaLnn

OcywecTBnsaTb aBTOMaTU3aLMIO NPOLECCOB cOopa, XpaHeHWUs U Bbigauu
MHpopmauum

Monb3oBaTtbes ycTponcteaMmum aBTOMaTU3MPOBaHHOM 06paboTku
TEeKCTOBOW MHpopmaumn 1 hoToHabOPHBIMK YCTPONCTBAMU

anMeHﬂTb BbIYUCITUTENIbHYIO TEXHUKY U VIH(bOpMaLIMOHHbIe TEXHOOrmn
ONs OKOHOMWYHOW 1 paLl,I/IOHaJ'IbHOVI opraHunsauunmn VIH(*)OpMaLI,I/IOHHbIX
npoueccos, NoBbIWWEHNA X rMMOKOCTN N ANHAMNYHOCTU

|_|pOBO,EI,I/ITb penaktTupoBaHme TeKCTa, aHalnM3 U OuUeHKYy BbIBOOOB U
pekomMeHaauunn
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

anIMeHFITb OCHOBBbI MCUXOJSIOMNN AENOBOro 06LEeHNsI

Heobxogumble 3HaHust | HopmMaTuBHbIE NpaBoOBble akTbl, HOPMATUBHO-METOOUYECKNE AOKYMEHTbI,
rocyaapCTBeHHble CTaHaapThl B chepe AesTENbHOCTM OpraHn3aumm

CTpykTypa oOpraHv3auuM, PYKOBOACTBO CTPYKTYPHbIX MoapasaeneHuid,
HanpaBneHus OesATeNbHOCTU OpraHM3aunnM U KOMMNETEeHLUMU CTPYKTYPHbIX
noapasfeneHnin U OOMKHOCTHBIX N

Knaccundumkaums ynpasneH4Yeckon wMHgpopmaumm, Buabl yrnpaBrneH4YecKom
MHopMaumn

dopmbl NpeacTaBneHnst ynpasneH4eckon nHpopmaumm

McToYHMKM ynpaBneHyeckon nHpopmauumn, metoamka otéopa MCTOYHUKOB
MHopMaumn

TpeboBaHus, npeabaBAsemMble K yrpaBneH4Yeckon nHgopmawmm

OcobeHHocTn pedhepurpoBaHns nHcdopmMaumm, cneundmka ooopmneHms m
COCTaBMEHUs aHHOTauun, pedepaToB, 0630poB, AOKNaA0B

OCHOBbI HanUcaHwsa peyen 1 OKNaaoB pykoBoAMTENS

KaTteropun cnywarenein (uatatenen), Ha KoTopbix OygeT paccumTaH
[aHHbI 0630p, Aoknag

MeTtogbl 06paboTkM uHGoOpMauMm ¢ NPUMEHEHNEM COBPEMEHHbIX
TEXHUYECKNX CPEACTB KOMMYHMKALMUIA U CBA3U, BbIYUCTTUTENBHOM TEXHWUKM

CTpykTypa WMH(MOPMALMOHHBIX M3OAHUM B 3aBMCMMOCTM OT XapakTtepa
WMHdopMaLnn 1 LeneBoro HasHavyeHns MHPOPMALMOHHBIX U3AAHWUI

CoBpemeHHble  cpeacTtBa  cbopa, o6paboTkuM,  cuctemaTusauumun
MHopmMaumn

NcTouHMKM mnHdOpMaummn: katanorm GubnuoTek, XypHanoB, MOWCKOBble
cucTeMbl  MH(OPMaUMOHHO-TENEKOMMYHUKaUMOHHON ceTn  "UHTepHeT",
3NEKTPOHHbIE 6a3bl JaHHbIX

dyHKUMOHarbHoe Ha3Ha4yeHue o63opa (6ubnumorpadpuueckoro,
pedepaTMBHOrO, aHanMTUYECKOro) Kak CpeacTBa OpMeHTaumMmn Yyutatens B
OOKYMEHTanbHOM U UHPOPMaLIMOHHOM MOTOKe

OcobeHHoCTM 0bLLeHay4HOM 1 NparMaTU4eckon yHKLMn 0630poB

MpaBuna paboTbl C BHELUHMMW HOCUTENSMU UHGOPMaLIUK

MoHaTne w cneunduka 6Gubnuorpaduyeckoro, pedepaTMBHOIO WU
aHanMTU4eckoro MHopMaLUNOHHOrO n3gaHus

Cl'lpaBO"IHbIe npaBoBble CUCTEMDI

Lpyrve xapaKkTepucTuku

3.4.3. TpynoBas cyHKUmMA
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[ata coxpaHeHus: 21.01.2021

OpraHn3alnOHHOMY ...
OpraHusaums genoBbIX KOHTAKTOB U YpoBeHb
HanmeHoBaHMe | NPOTOKOMbHBLIX MEPONPUATUI Kop | D/03.6 (mnoaypoBeHb) 6
KBanugukaumm
MpoucxoxaeHune 3aMMcTBOBaHO
P L Opwurunan X
TPYAOBON OYHKLUN 13 opurnHana
Kon PernctpaunoHHbin
opurMHana HoMep
npodgeccuoHansHoro
cTaHpapTa
TpyooBble AencTBUA OpraHusaums 1M nnaHUpoBaHWE AENOoBblIX KOHTAKTOB, BCTPEY W NOE340K

pykoBoauTens

OpraHusauma 3acefaHuit, COBELUaHUn U MeponpuUATUA, MPOBOAUMBIX
pykoBoauTenem

MogrotoBka MaTepuanoB ANs COBELWaHWW, BedeHue u odopmneHue
NMPOTOKOJIOB

MogroToBka I'Ipe3eHTaLl,l/Il7I No yKa3aHUo pyKkoBOOUTENA

MoaroToBka M NpoBeAeHUe Npecc-KoHMepeHUni pykoBoguTens

Opranaau,Mﬂ neperosopos, obecneyeHne Yy4aCTHUKOB
VIHCbOpMaU,VIOHHbIMVI mMmatepuanamm, segeHue 3anucen neperosopos

Heobxognmblie yMeHUaA CocTtaBnaTtb nnaH noesaku pykoBoautensa

OcbopMnsATb  AOKYMEHTbI, HeoOXoaumble [ONs  OefloBOM  MOEe3fKu,
KOMaHOMPOBKU PyKOBOAMTENS

CoctaBnatb M 0OPMNATE MNPOTOKOMbI COBELLAHWW, 3acefaHun U
KOHEPEHTHbIX MeponpuUATUA, FOTOBUTb CMMCOK Y4aCTHUKOB, MOBECTKY
OHS, IBOYHbIE NMUCTbI Y MPOEKTbl UTOrOBbIX JOKYMEHTOB

CocTtaBndaTtb npecc-penu3abl

BecTu neperoBopsbl ¢ napTHepamu

PaboTtaTb B peXume MHOro3aaayHocTu

PaboTtaTtb ¢ 60nblwnM 06 beMom MHdopMaLumm

CosgaBatb M nopaepXkuBath MOMOXKUTENbHBIA UMUK OpraHusaumMn u
pykoBoauTens

Mcnonb3oBaTtb BblHYUCITUTETTbHYIO TEXHUKY n
MHd’)OpMaLI,VIOHHO-KOMMyHI/IKaLI,I/IOHHble TEXHOII0rMn ansa bonee
3KOHOMMWYHOWN n paLI,MOHaJ'IbHOVI opraHmnsauunmu MH(bOpMaLI,MOHHbIX
npoueccos, NoBbIWWEHNA X rMMOKOCTN N ANHAMNYHOCTU

Ob6ecneunBatb MHPOPMAaLMOHHYK Be30NacHOCTb OpraHu3auum
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

Heobxogumble 3HaHUs HOpMaTVIBHbIe npaBoBbl€ aKTbl, HOPMaTNBHO-METOANYECKNE OOKYMEHThI,
rocygapCrtBeHHble CTaHOapThbl B ccpepe AeATeNIbHOCTU opraHmn3aunmn

CTpykTypa oOpraHusauuu, pPyKOBOASLIMIA COCTaB oOpraHuMsauum U
nogpasgeneHuii,  HanpaeneHuss  OesiTEeNbHOCTM  opraHu3auMmn  u
KOMMETEHUUN CTPYKTYPHbIX NoApasaeneHnin n 4OSMKHOCTHBIX L,

MNcuxonorus genoBoro obLeHns, OCHOBbI KOHPNMKTONOrMm

lMpaBuna npoBedeHUss [OENOBbIX MEPEroBOPOB UM MPOTOKOSbHbIX
MepOonpuUsaTUi

OTMKET M OCHOBbI MEXAYHApPOAHOro nNpokona

MpaBuna cocTaBneHnsi 1 oPOPMIEHNS JOKYMEHTOB

MpaBuna 3awmTbl KOHMAEHLMANsHOW cnyxebHon nHdopmaumm

VlHCbOpMaU,I/IOH HO-KOMMYHUKALUMOHHbIE TEXHOJI0TUN

Opyrvue xapakrepucTukm

3.4.4. TpypnoBas cyHKUUA

OpraHun3aums UCNoMHEHNs peLleHNI YpoBeHb
HanmeHoBaHue | pykoBoamntens Koa | D/04.6 (nogypoBeHb) 6
KBanvdukaumm
MpoucxoxaeHune 3aMmMmcTBOBaHO
P L OpvirnHan X
TPyAOBON OYHKLUN 13 opurnHana
Kon PerncrtpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTangapTa
TpynoBble AencTBuA [lokymeHTansHoe odopMIeHne peLleHnn pykoBOAUTENS, AOoBeAeHWe [0
cBefeHus paboTHUKOB opraHusaumm YCTHbIX pacnopshkeHun
pykoBoauTens

KOOpD,I/IHaLI,I/Iﬂ AeAaTenbHOCTU NO UCNOJTIHEHUIO peLueHMﬁ pykoBoauTend

KOHTpOMb MCMOMHEHUA peLleHnii pykoBoauTens

MogroToBka OT4EeTOB o BbIMOJTHEHNN ﬂOpy‘-IEHVIVI n peLIJeHVIVI
pykoBoguTens

Heobxogumble ymeHusi | CoctaBnaTb M 0oOpMAATb AOKYMEHTbI, coAepxXaliue MopyvyeHust |
pacnopsikeHnst pykoBoauTens

Bectn yyet nopyquMﬁ pykosBoguTens, Tpe6y+ou.u/|x KOHTpONA no
CyLlleCTBY peLlleHna sonpoca

MpuHMMaThL pewweHus B npouecce paboTbl
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[ata coxpaHeHus: 21.01.2021

OpraHn3auMOHHOMY ...

npOVISBOLI,I/ITb aHanun3 UCNoNHUTENBCKON OUCLUNSINHGI

CocTaBnsiTb aHanUTMYecKMe OT4YeTbl M CnpaBkM NO pesynbTaTam
NCMOMHEHNs NOPYYEHMIA U PacNopPsPKEHNIA PYKOBOOUTENS

Monb3oBaTbCcs cuctemamm ANMEKTPOHHOIO ,EI,OKyMeHTOO60p0Ta

anIMeHFlTb BblHYUCIINTENTBHYIO TEXHUKY n
VIHq)OpMaU,VIOHHO-KOMMyHVIKaU,VIOHHbIe TEXHONOrMM ANs 3KOHOMWYHOW W
an,VIOHaJ'IbHOVI opraHmnsauunm VIH(*)OpMaU,I/IOHHbIX npoueccos, NnoBbllLEeHnA
NX rMBKOCTN N ANHAMUYHOCTU

Ob6ecneunBatb 6€30MacHOCTb OEeATENBHOCTM OpraHn3aumum

Heobxoaoumble 3HaHMSA

HOpMaTVIBHbIe npaBoBbl€ aKTbl, HOPMaTMBHO-METOANYECKNE OOKYMEHThI,
rocygapCrtBeHHble CTaHOapThbl B ccbepe AeATeNIbHOCTU opraHmn3auunm

CTpykTypa opraHusauuu, pykoBOACTBO CTPYKTYPHbIX noAapasgeneHui,
HanpaBneHus 4esTeNbHOCTM OpraHu3aumMm U KOMMeTeHLMN CTPYKTYPHbIX
noapasaeneHuin n AOMKHOCTHBIX MWL,

MpaBnna npoBeaeHWst KOHTPOJS UCMOSNTHEHWS NOPYYEHUIA PYKOBOAUTENS

TexHonorust BeAeHWs KOHTPOIS UCNOMHEHWS NOPYYEHUIA PYKOBOAMTENS

Cucrembl QNMEKTPOHHOIo ﬂ,OKyMeHTOO60pOTa, 0asbl JaHHbIX

TpeboBaHusA oxpaHbl Tpyaa

Ipyrve xapaKkTepucTuku

IV. CBegeHuAa 06 opraHusauusx - paspadoTumkax
npocdpeccnoHanbHoOro craHgapTa

4.1. OTBeTCTBEHHasA opraHusauusi-pa3paboTymk

HIM "HaumoHanbHasa accouunaumns opUCHbIX CNELManMCcToB U agMUHUCTPATUBHBLIX pabOTHUKOB",

ropog Mocksa

OvpekTop

XntocHeBa JTiogmuna MNMeTpoBHa

4.2. HaumeHOBaHUA opraHusauun-paspaboTYMKoOB

1 | OO0 "LUeHTp akcnepTnsbl n ceptudpmkanmm”, ropoa Mockea

2 |©I'bOY BO "Poccuiickuii rocyaapCTBEHHbIN ryMaHUTapHbI yHuBepcuteT", ropog Mocksa

3 |OIrBroY "Konnemx MU Poccumn", ropoa Mockea

4 | NMAO "MockoBckasi 06beanHeHHas aHepreTndeckas komnaHus", ropog Mocksa

<1> O6LLepoCCUNCKNA KnaccuukaTop 3aHATUR.

www.consultant.ru CrpaHuua 42 n3 43

HafexXXHaa nNpaBoBad noaAepXXkKa



https://www.consultant.ru/
https://www.consultant.ru/
consultantplus://offline/ref=295E2CEA91135519FD9610B4DEFCB155D5B1A4676B2CF426486A9B3D7815AB133C74124F9E8177E92607C7A12De9QDN

Mpuka3 MuHTpyaa Poccumn ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.01.2021

<2> O6LLepoccUncKnii knaccugrkaTop BUAOB SKOHOMUYECKOW AeSATENTbHOCTH.

<3> O6wepoccuincknii  knaccudumkatop npodeccun paboumx, OOIDKHOCTEM ChyXawmx Wn  TapUgHbIX
paspsaoB..

<4> EgvHbIn kBanudmKaLMOHHbIA CPaBOYHMK SOSMKHOCTEN pyKOBOAUTENEN, CNEeLManncToB U CRyXallumx.

<5> ObLepoccuicknii knaccudurkaTop cneumnansHOCTeN No 06pasoBaHuto.
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