Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3aLuMoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

3apeructpuposaHo B MuHtocte Poccun 2 utoHs 2015 r. N 37509

MWHUCTEPCTBO TPYOA U COLMATIbHOW 3ALLNTLI POCCUACKOWN ®EQEPALINU

NMPUKA3
ot 6 mas 2015 . N 276H

OB YTBEPXAEHUN MPO®ECCUOHAINIbHOIO CTAHOAPTA
"CNEUWANUCT NO OPrAHU3ALIMOHHOMY N IOKYMEHTALIMOHHOMY
OBECNEYEHMIO YNPABJIEHNA OPTAHU3ALMEN"

B cootBetctBUM € nyHkTOM 16 [lpaBun pa3paboTku, yTBEPXKAEHUS U MPUMEHEHUS MPOdEeCCUOHAaNbHbIX
CTaHOapToB, YTBEPXAEHHbIX noctaHoBneHmem lpasutensctBa Poccuickon ®egepaummn ot 22 ausaps 2013 r. N
23 (CobpaHue 3akoHopaTenbctBa Poccunckon ®epepaumm, 2013, N 4, cr. 293; 2014, N 39, ct. 5266),
npuKasbiBalo:

YTBEpOUTE nMpunaraemMbin  npodeccuoHanbHbIin - cTaHgapT  "CneunanucT N0 OpraHuM3auMoOHHOMY W
AOKyMeHTaLMOHHOMY 06ecneyeHnto ynpasneH1s opraHusaunen”.

MwuHucTp
M.A.TOMUITNH

YTBEpXaeH

npukasom MuHuctepcTBa Tpyaa
M coumanbHOM 3aLUuThI
Poccuitckon denepaumm

ot 6 maa 2015 r. N 276H

MPO®ECCUOHANBHbIA CTAHOAPT

CNEUMANNCT
no oPrAHU3ALIMOHHOMY U AOKYMEHTALMOHHOMY OBECIEYEHUIO
YNPABJEHNA OPrAHU3ALMEN

447
PernctpaunoHHbIN
HoMep
|. Obwue cBegeHus
OpraHusaumnoHHoe 1 JOKYMEHTAUMOHHOe obecneyeHne ynpaBneHus opraHm3aumnsmm 07.002
NoBbIX OpraHn3aLMoHHO-NPaBoBbIX opM
(HaMmeHoBaHwWe Buaa npoeccuoHansHOM AeATeNsHOCTM) Ko

OcHoBHas Lenb Buaa I'IpO(beCCI/IOHaJ'IbHOVI neATenbHOCTU:

Peanusauns obecneunBatoinx QyHKUUA yNpaBneHns opraHm3aumnen; BHeApeHne Nyylimnx TEXHUYECKUX
pa3paboToK 1 HOBENLLMX TEXHOMNOIMMI B obecneveHne ynpasneHns opraHusaumen
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3auvoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

pynna 3aHaTuin:

2432 bubnuoTekapu, bubnmorpadsl, 3431 AOMUHNCTPATMBHO-YNpaBrieHYeCcKn
OOKYMEHTOBebI U creumnanucTbl 1 nepcoHan
poACTBEHHbIX Npodheccun

4222 Cnyxauwme, 3aHsiTble MPUEMOM U - -
MHOPMUPOBaHMEM NOCETUTENEN

(kog OK3 (HanmeHoBaHwue) (kog OK3) (HanmeHoBaHwue)
<1>)

OTHeceHue K BuaamM 3KOHOMUYECKOW AeATENbHOCTU:

82.1 JeaTenbHOCTb agMMHUCTPATUBHO-XO3AWCTBEHHAA U BCoMoraTenbHas AesiTeNbHOCTb MO
obecneyeHnto PyHKLMOHMPOBaHUS OpraHn3aumm

82.3 [lesTenbHOCTb MO opraHU3auum KOHEPEHLMI U BbICTABOK

(kog OKB3[ (HaumeHoBaHWe BMAA 9KOHOMUYECKOWN AeaTeNnbHOCTH)
<2>)

[I. OnncaHne TpyaoBbIX QYHKLMA, BXOASLLNX
B NpodeccmoHanbHbIn CTaHAapT (PYHKLMOHaNbHas kapTa Buga
npoceccuoHaneHon OeATensHOCTM)

O606LeHHbIe TPyAoBble PYHKLMK TpyaoBble OYHKLMM
Kog HaumeHoBaHue YPOBEHb HaumeHoBaHue Kog YypOBEeHb
KBanugpu (nogypoBeHb)
Kauum KBanudmkauum
A OpraHusaumoHHoe 3 Mprvem n pacnpegeneHve A/01.3 3
obecneyeHne TenegOHHbIX 3BOHKOB
AesATenbHOCTH opraHu3aumu
opraHu3aumu
Opranunsaumsi paboTbl C A/02.3 3

noceTuTenamMmmn opraHmsaumn

BbInonHeHne KOOpAMHUPYOLLUX U A/03.3 3
obecneynBaroLLmX QYHKLMIA

B [okymeHTaumoHHoe 5 OpraHusaums paboTbl € B/01.4 5
obecneyeHne AOKYyMeHTaMu
AeAaTenbHOCTU
opraHusauuu OpraHusaums TekyLlero xpaHeHus B/02.4 5
OOKYMEHTOB
OpraHusaumnsi 0bpaboTku gen ons B/03.4 5
nocneaywLwero XxpaHeHus
C OpraHun3aunoHHoe, 6 OkasaHwue nomolum pykosogutento | C/01.6 6
AOKYMEHTaLMOHHOE U B MyiaHNpOBaHuu pabo4ero
KOHCYH bTaHTIIOC www.consultant.ru CrpaHuua 2 u3 41

HafiéXKHasa npaBoBasA noaoAepXXKa


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

Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no

OpraHn3aunoHHOMY ...

[lokyMeHT npefoctasneH KoHcynbTaHTloC

[ata coxpaHeHus: 28.07.2015

MHOPMaLIMOHHOE
obecnevyeHune
JeATenbHOCTU
pyKoBoAUTENS
opraHusaumm

BpEMEHN

MnaHupoBaHne paboyero aHs
cekpeTaps

C/02.6

OpraHuzaumst TenedoHHbIX
neperoBopoB pyKoBOAUTENS

C/03.6

OpraHunsaumst KoMaHANPOBOK
pykoBoauTens

C/04.6

OpraHusaums paboTbl ¢
nocetTntTenamMmn B I'IpI/IeMHOI7I
pykosoauTtens

C/05.6

OpraHun3aums noaroToBKy,
npoBeAeHusl n 06CnyXMBaHms
KOH(PEPEHTHBIX MEPOMNPUATNIA

C/06.6

OpraHusaumsi ICMONHEeHUN
peLLeHnI, OCcyLLLeCTBIEeHNEe

KOHTPOA UCMOJTHEHNA ﬂOpy‘-IeHMVI

pykoBoauTens

C/07.6

OpraHu3aums n nogaepxaHue
dyHKLMOHanbHOro paboyero
npocTpaHcTBa NPUEMHON M
kabuHeTa pykoBogutens

C/08.6

Pa3paboTka nokanbHbIX
HOPMaTWBHbIX aKTOB,
pernaMmeHTupyowmnx paboty
cekpeTaps

C/09.6

CoctaBneHune n opopmneHune
ynpaBreH4YeCcKon AOKYMEHTaL MK

C/10.6

Opranunsaumsi paboTbl C
OOKyMeHTaMun B I'IpI/IeMHOVI
pykoBoautena

C/11.6

OpraHunsauunsa xpaHeHusi
OOKYMEHTOB B NPUEMHON
pykoBoauTens

C/12.6

O6GecneyeHne pykoBoauTens
MHdOopMaLnen

C/13.6

OpraHusaums MHopMaLMOHHOro

B3aMMOOENCTBUS PYKOBOAMTENS C

rnogpasaeneHusmMm u
OOMKHOCTHBIMU NMLaMu
opraHusaumm

C/14.6

D WHpopmaLmoHHo-aHan

dopMumpoBaHue

D/01.6

KoHcynbTaHTINKOC
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no

OpraHn3aunoHHOMY ...

[lokyMeHT npefoctasneH KoHcynbTaHTloC

[ata coxpaHeHus: 28.07.2015

nTnyeckas un WHOPMALMOHHOIO
OpraHn3aunoHHO-agMu B3aMMOOEWNCTBUSA PYKOBOAUTENS C
HUCTpaTUBHas opraHmsaumsamm
nogaepxka
0esaTenbHOCTH AHanua nidopmauum n D/02.6 6
pykoBoauTens noaroToeka
opraHusaumm WH(OPMaLMOHHO-aHaNUTUYECKNX
maTepuanos
OpraHusaumnsi 4enoBbIX KOHTAKTOB D/03.6 6
N NPOTOKOSbHBIX MEPONPUATUIA
OpraHusauus ucnonHenusi| D/04.6 6
peLLeHnIn pyKoBOAUTENS
[ll. XapakTepucTtunka 0606LeHHbIX TPYyA0BbIX (YHKLUA
3.1. O60o6LeHHasn TpyaoBas hyHKUMS
OpraHu3aunoHHoe obecneyeHre OeaTernbHOCTU YpoBeHb
HanmeHoBaHue Kopn A
opraHmsaumm KBanudunkaumm
MpouncxoxaeHve
p kne . 3anmcTBOBaHO U3
0606LLEeHHON TPygoBON OpuruHan X
opuruHana
dyHKUMN
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3MoHble HaunMeHoBaHUs
DOIKHOCTEn, npodeccui

CekpeTapb-agMUHUCTPATOP

TpeboBaHus K

o6pa3zoBaHuio 1 00y4eHUto

CpepgHee o0wee obpasoBaHue

MpodreccroHanbHoe o6y4yeHmne - NporpaMmmMbl NPodeccnoHanbHON NoAroTOBKM
no npodpeccuam paboumx, 4OMHKHOCTAM CNyXalluX, NporpaMMbl
nepenoaroToBKN paGounx, Cryxalliux, NporpaMMbl NOBbILLEHNS

KBanudukauum paboumx, crnyxatmnx

TpeboBaHus K OnbITy
npakTuyeckon paboTbl

K paboTe

Oco6kle ycrnosus Jonycka

[pyrvne xapakTepucTmnkm

JlononHuTenbHble XapakTepUcTUKn

KoHcynbTaHTINKOC

HafiéXKHasa npaBoBasA noaoAepXXKa
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"06 yTBepxaeHUM NpodeccoHanbHOro craHaapTa "Cneuvanuct no HokymeHT npepocTaBneH KoHcynbTaHTliioc

[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...
HanmeHoBaHne gokymeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
UK cneumanbHoCTu
OK3 4222 Cnyxauime, 3aHsTble NPUEMOM 1 NHPOPMUPOBAHNEM
nocetuteneun
OKCO <3> 032001 [lokymeHTOBeEHME U JOKYMEHTALMOHHOE obecneyeHne
yrnpasneHus
3.1.1. TpynoBas yHKUNA
Mpuem 1 pacnpegeneHne TenedoHHbIX YpoBeHb
HanmeHoBaHue 3BOHKOB OpraHusaumm Kopg A/01.3 |(nogypoBeHb) 3
KBanudukaumum
MpouncxoxaeHune 3anmcTBOBaHoO U3
P A OpurnHan X
TPYAOBOM DYHKLUN opuruHana
Kopg PernctpaumnoHHbIn
opurnHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpWJ,OBbIe nencTeums I'IepeHanpaBneHMe TeJ'Ie(bOHHbIX 3BOHKOB  pPYKOBOACTBY W  COTpyAHWKaM
OopraHnsauunm

Peructpauuna noctynaroLwmx TeneOoHHbIX 3BOHKOB

MonyyeHve Heobxoammown uWHopMauum U nepedaya CaHKLMOHUPOBAHHON
WHopmauum rno TenedoHy

Heobxogumble yYMeHua Mcnonb3oBaTtb TexHUYecKne u nporpaMmmMmHbie cpeactea AOnd npoBeaeHuA
rosiocoBOM NNK BMﬂ,eO-KOH(bepeHU,-CBFIEWI

Mcnonb3oBaTb cpeAcTBa KOMMYHWKALMOHHOW OPITEXHWKM AN MNOnydeHus u
nepegayv uHgopmaumnm

Bect  y4yeTHble  peructpauMoHHble  OpMbl,  WUCMOMb30oBaTb WX  ANiS
WHopMaLNOHHOM paboTbl

YcTaHaBnmMBaTh KOHTaKT ¢ cobeceaHNKOM, NoaaepXmBaTh U pa3BuBaTh OenoByio
Geceay B npouecce TenegoHHbIX NeperoBopos

CrnaxuBaTb KOH(*)J'IMKTHbIe n CITOXHble cuTyauum MEXIMNYHOCTHOIo
B3aUMOAENCTBUSA

CobntogaTb cny>xebHbI 3TUKET

Heobxoanmble 3HaHMSA <DyHKLI,I/II/I, 3afavn, CTpykTypa opraHun3auunm, ee Ce4A3n

lMpaBuna B3anMMOAENCTBUA C MapTHepaMu, KNneHTamu, cpefcTBamMu MaccOBOM
WUHpopmauum
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"06 yTBepxaeHUM NpoceccoHanbHOro craHaapTa "Cneuvanmct no HokymeHT npepocTaBneH KoHcynbTaHTliioc

[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...

3OTuka genosoro obLeHns

MpaBuna peyeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHUAEHUNANLHOM cnyxebHon nHpopmaumm
Opyrve -
XapakTepuCcTUKn

3.1.2. TpynoBas yHKUNA

OpraHusauus paboTbl ¢ NoceTUTENSMHA YpoBeHb
HanmeHoBaHMe |opraHusaumm Kopg A/02.3 | (nogypoBeHb) 3
KBanudukaumum

MpouncxoxaeHune 3anmcTBOBaHO U3
o OpurnHan X
TPYAOBOM OYHKLMUM opurnHana

Kopg PernctpaumnoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AencTBUSA BcTpeya nocetutenen, nonyvyeHve nepBUYHOM MHGOPMaLUU O MOCETUTENsX U
MOMOLLb B OpraHu3auum Ux npuema pykoBoguTenemM u coTpyaHuKamm

BepneHwue xypHana 3anucu noceturenen

Y4yeT nocetuTenen n opopmneHmne nponyckos

CopgeicTere onepaTBHOMY PacCMOTPEHMIO MPOCLE 1 NpeanoXeHunii nocetTuTenein

aneM n nepegada AOOKYMEHTOB nocetuTenemn pykoBOACTBY U COTPYyAHUKaM
opraHunsauunmn

OpraHusaums u 6poHMpoBaHMe NeperoBopHbIX KOMHAT

CepBupoBka yanHoro (kogenHoro) ctona B ocuce

MMpurotoBneHme HanUTKoB (Yan, kodpe, NPoxnaanTenbHbIE HAaMUTKK)

Heob6xoammble ymeHusi | OBLiaTbCs C NOCeTUTENAMMI

Vcnonb3oBaTh YCTAHOBMEHHbIE NMpaBwuna M npoueaypbl KOMMYHUKaLUW BHYTPU
opraHu3aumu

Bectn Y4YeTHbIE (bOprI, ncnonb3oBaTb UX Ana pa6OTbI

CosfgaBatb NOMNOXUTENbHbLIA UMUK OpraHu3auum

MpuHMMaTL Mepbl Mo pa3peLleHnto KOHQUKTHBIX CUTYaLMi
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3auvoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

anIMeHFITb I/IHCbOpMaLI,VIOHHO-KOM MYHUKAUNOHHbIE TEXHOJI0OTUN

Ob6ecneunBaTtb KOHPUAEHUMNANBHOCTE UHOPMAaLLINN

Heobxogumble 3HaHUs l'lpanma OopraHunsauunm npunema noceTutenen

MpaBuna genosoro obLeHns

CTpykTypa opraHusaumm W pacnpegeneHve QYHKUMA MexXay CTPYKTYPHbIMM
noapasfeneHusiM1 1 crieyuannctTamm

MpaBuna opraH13auuu npuemoB B oguce

MpaBuna cepBMpPOBKN YanHOro (KogenHoro) ctona

I'Ipanma NPUroToBrneHna n nogadn ropavYnx HanMTKoB N 3aKyCOK K HUM

3OTuKa genosBoro obLeHns

MpaBuna peyeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHMUAEHLMaNsHOW cnyxebHon nHgopmaumm

Ipyrve -
XapaKTepUcTukmn

3.1.3. Tpynosas pyHKLMSA

BbINnonHeHWe KOOPAVHUPYIOLLMX U YpoBeHb
HanmeHoBaHvne | oGecneynBaroLLmMx YHKLMNA Kopg A/03.3 |(noaypoBeHb) 3
KBanudukaumum

MpouncxoxaeHue 3amMmcTBOBaHO 13
o OpurnHan X
TPYAOBOM OYHKLMUM opuruHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHpapTa

pr,EI,OBbIe nencTeus BeneHue XypHana pa3be3aos paGOTHI/IKOB opraHmn3auunmn

KoopauHaums paboTbl KypbepoB 1 BOOUTENEN OpraHM3aLumm

BeneHue XypHana pa3be3anoB KypbepoB opraHm3aunn n mapLipyToB BoOuTENENn

CocTaBneHue cripaBkM O pasbe3fgax paboTHMKOB, KypbepPOB U MapLupyTax
BOOMTENEN opraHnsauum

Heobxognmblie YMEeHUaA CocTtaBnsiTb 1 BECTH y4eTHbl€ OOKYMEHTDI
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3auvoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

MprMeHsATb cpeacTBa KOMMYHUKaUMKU A4S Nepeaayn nopyyveHuii pykoBoautens v
COTPYAHUKOB OpraHusauum

MpumeHaTb coBpeMeHHble cpeacTBa cbopa, 06paboTkn n nepegaymn MHGPoOpMaLum

OueHuBatb pe3ynbTaTtbl B paMKax NoCTaBJI€HHbIX 3aday

OCyLIJ,eCTBJ'IFlTb KOHTPOJI1b UCNOJTHEHUA nopyquvu7| pykoBoauTena cCoTpygHUkamum

Heobxogumble 3HaHUS I'Ipanma pe4yeBoro aTuKkeTa

3OTuka genosoro obLeHns

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHUAEHUMANLHOW cnyxebHon nHdopmaumm

CTpykTypa opraHusauum W pacnpegeneHve ®OYyHKUUA MeXay CTPYKTYPHbIMU
noapasaeneHnsaMu 1 cneuuanuctTamm

Opyrve -
XapaKTepUCTukn

3.2. Obob6LeHHas TpygoBas pyHKUMS

[okymeHTaumnoHHoe obecneveHme 0eaTenbHOCTH YpoBeHb
HanmeHoBaHue Kon B

opraHusauum KBanvdgukaumm
lNpouncxoxaeHue

P kne . 3anmcTBOBaHO 13
0606LLEeHHON TPyaoBON OpwurunHan X
opurMHana
yHKLMN
Koa PerncrpaunoHHbIn
opurMHana HoMep
npodeccnoHanbHOro
cTaHgapTa

B0O3MOXHble HanMeHoBaHUs Henonpoussoantens

JormKHocTen, npodeccuin

TpeboBaHus k obpasoBaHuio | CpegHee npodheccroHansHoe o6pa3oBaHne - NPorpamMmmbl MOArOTOBKM
1 0ByyeHuto KBanMULMpPoBaHHbIX paBounx, CryxKalmx

TpeboBaHuUs K onbITy -
npakTuyeckoi paboTol

Ocobble ycnosusi gornycka kK
paboTte

Lpyrve xapaKkTepucTuku
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3auvoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

[ononHuTenbHble XapakTepPUCTUKK

HaumeHoBaHve JOKyMeHTa Kog HaumeHoBaHve 6a30Bow rpynnbl, JOMKHOCTU (Npodeccnm) unm
crneunanbHOCTU

OK3 3431 AOMUHUCTPATMBHO-YNPaBiEHYECKMI NepcoHarn

EKC <4> - [enonpounssoantens

OoKnAaTP <5> 21299 [enonpoussoantens

OKCO 032002 |[JokymeHTauMOHHOe obecneyeHve ynpasreHns n apxmBoBegeHe

3.2.1. TpypoBas yHKUNA

OpraHusaunst paboTbl ¢ JOKyMEHTaMu YpoBeHb
HanmeHoBaHune Kon B/01.5 |(noaypoBeHb) 5
KBanudukaumum

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpuruHan X
TPYAOBOM OYHKLMUM opurMHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Tpynosble aevictBust | MNprem 1 nepBryHas o6paboTka BXOAALWMNX AOKYMEHTOB

MpenBaputencHoe  pacCMOTPEHME U COPTUPOBKA  JOKYMEHTOB  Ha
perucTpvpyemblie 1 He perucTpupyemble

MoaroToBKa BXOOALLMX LOOKYMEHTOB OJ14 paCCMOTPEHUA pykoBoaAUTENEM

Pernctpauus Bxoasimx JOKYMEHTOB

Opl’aHI/l3aLl,l/IF| 00CTaBK/ JOKYMEHTOB UCMOJTHUTENAM

BeneHve 6a3bl 4aHHbIX LOKYMEHTOB OpraHun3aumm

BeneHne nHdopmMaLMoOHHO-CNPaBoYHOW paboTbl

O6paboTka 1 oTnpaBka UCXOAALLMX AOKYMEHTOB

OpraHusaumsi paboTbl MO perucTpaumu, Y4YeTy, XpaHeHuo W nepepadve B
COOTBETCTBYIOLME  CTPYKTYPHble  NoApasfdeneHnsl  OOKYMEHTOB  TeKyLlero
Aernonpons3BoacTea

KOHTpOJ‘Ib NCNnofiHeHNA OOKYMEHTOB B OpraHmu3auunmn

Heobxogumble ymeHus | PabotaTtb CO  BCEW  COBOKYMHOCTbIO  MH(OPMAaLMOHHO-OOKYMEHTaLNOHHBIX
pecypcoB opraHusaumm
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[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

Monb3oBaTbcs 6azamu gaHHbIX, B TOM YUCre yaaneHHbIMA

Monb3oBaTtbes cn paBO4HO-NpPaBOBbIMA CUCTEMAMU

Monb3oBaTtbcs aBTOMaTU3NpPOBaHHbIMUA cucremammn yyeTa, perncrtpauunu,
KOHTpONA M I/IH(bOpMaLI,VIOHHO-CI'IpaBO‘-IHbIMVI cucrteMmamm - npu pa60Te C
OOKyMeHTaMun opraHm3auunm

MprMeHaTb coBpeMeHHbIE MHDOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHOMNOMMN ANis
paboTbl C OOKYMeHTamu, B TOM 4ucne Ans ee ONTUMM3auum U MOBbILEHMUS
3(ppeKTUBHOCTH

Heobxooumble 3HaHMs1 | HopmaTuBHble NpaBOBble aKTbl M HOPMAaTMBHO-METOAMYECKUME  [OOKYMEHTHI,
onpegenstoLme NopsiaoK JOKYMEHTaLMOHHOro obecneyeHust ynpaBrneHus

CTpyKTypa opraHusaumm, pykoBoACTBO CTPYKTYPHbIX noapasaereHuit

CoBpeMeHHble NHHOPMALMOHHbIE TEXHONOrMK paboTbl C JOKYMEHTaMU

Mopsiaok paboTbl C AOKYMEHTaMu

Cxembl fokymeHTOOBOpOTA

I'Ipanma pa6OTbI C BXo4AWNMHM, ncxogawimMmm n BHYyTpEHHUMMN OOKyMEeHTaMu

MpaBuna opraHu3aumum W OPMbl  KOHTPONS WCMOSIHEHUS [OOKYMEHTOB B
opraHu3aumu

Tunosble CPOKUM UCNOJTHEHUNA OOKYMEHTOB

MpuHUMNBI paboTbl CO CPOKOBON KapTOTEKON

HasHauyeHune n TexHonorms TeKywero n npegynpeuternibHoro KOHTpona

MpaBuna cocTaBneHWs aHanuTUYecKUX CrnpaBoOK MO opraHu3auum paboTbl C
[AOKYMEHTaMM N KOHTPOIH UCMOSNHEHUS JOKYMEHTOB

I'Ipanma O0OKYMEHTaUMOHHOIo obecneyeHns oesaTenbHOCTH opraHunsauunmn

Buabl SOKYMEHTOB, MX Ha3Ha4YeHue

Tpe6OBaHMﬂ, npeavaBiidemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMATUBHbIMU
akTamMun u rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna cocTaBneHMss W OOPMIIEHNA  UHPOPMALIMOHHO-CMPaBOYHbIX,
OpraHn3aUMoHHBIX YrpaBieHYeckX JOKYyMEeHTOB

MpaBuna co3gaHuMa U BefeHus 6a3 [aHHbIX  CNYXEeOHbIX [JOKYMEHTOB B
opraHusaumm

CucTEMbI 3MEKTPOHHOTO 10KyMeHToo6opoTa

MpaBuna n Cpokn OTNPaBKM UCXOOSALLMX JOKYMEHTOB

TpeboBaHus oxpaHbl Tpyaa
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[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

Opyrve -
XapaKkTepuCTUKK

3.2.2. TpypoBas oyHKUNA

OpraHusauns TEKyLLEro XxpaHeHu s YpoBeHb
HavmeHoBaHMe | OOKYMEHTOB Kog B/02.5 |(nogypoBeHb) 5
KBanudmkaumum
MpoucxoxaeHne 3anmMmcTBOBaHO U3
P A OpurnHan X
TPYOOBOW OYHKLMK opurMHana
Kopg PernctpaumnoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa
TpyaoBble AeNCTBUS Pa3paboTka HOMeHKNaTypbl Aen opraHM3auum

MpoBepka npaBuUNbHOCTM OGOPMIEHUS [OOKYMEHTOB M OTMEeTkM 06 ux
UCrnonHeHnn nepeg nx hopM1MpoBaHneM B AeNO Afs NocneayoLwero XxpaHeHns

CDopmynMpOBaHme 3aroJioBKOB e n onpeagerieHne CpokoB UX XpaHEeHUA

dopmupoBaHue gen

KOHTpOJ'Ib npasuiibHOroO M CBOEBpPEMEHHOIo pacnpegeneHma 1 noawnBKA
OOKYMEHTOB B Aena

Heobxogumble ymeHus | OpraHu3oBbiBaTb paboTy No ydeTy, XpaHEHUO U nepefave B COOTBETCTBYHOLLEE
CTPYKTYpHOE nogpasfeneHne JOKYMEHTOB TEKyLLEro Aernonpon3BoacTea

OcyulectBNATb  MeToAMYeckoe  PYKOBOACTBO  [ENONPOM3BOACTBOM B
OopraHuM3auum, KOHTPONMPOBAaTL NPaBUITbHOE POPMUPOBAHME, XPAHEHNE U caavy
[O€en B apxvB

Pa3pa6aTbIBaTb HOMEHKNaTypy Aen CTPYKTypHOro nogpasaeneHuna

Mcnonb3oBaTe HOMEHKNaTypy [Aen npu U3YYeHUM CTPYKTYpbl OpraHusauuu,
COCTaBNeHUn onucen gen

OpraHuzoBbiBaTb  paboTy no (opMMPOBaHWIO [Oenl B COOTBETCTBUMU C
yTBEPXXOEHHON HOMEHKNaTypoii Aen opraHnsaumm

lMpaBunbHO U cBOEBpEMEHHO HOPMMPOBATL AOKYMEHTbl B Aena C y4eToM WX
crneumdunkm

CMCTeMaTM3MpOBaTb OOKYMEHTbI BHYTPU gena

Ob6ecneynBaTb COXPaHHOCTb U 3aLLUTY JOKYMEHTOB OpraHu3auum

anMeHﬂTb MH(bOpMaLIMOHHO-KOMMyHI/IKaLI,MOHHbIe TEeXHONormn Aanda pa60TbI C
OOKYyMeHTaMu
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[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

Heobxogumble 3HaHUs HOpMaTVIBHbIe npaBoBbl€ akTbl, HOpPMaTMBHO-METOAMNYECKMNE  [OOKYMEHThI,
rocygapCrtBeHHble CTaHAdapTbl, onpegendruwme nopAanok AOKyMeHTauMoOHHOro
obecneyeHus ynpaBJieHnA

Bugbl HomeHknatyp, obuwme TpeboBaHUA K HOMEHKNaTtype, MeToauka ee
COCTaBneHust n ocpopmeHns

MpaBuna cornacoBaHWsi HOMEHKNATypbl Aen C BEAOMCTBEHHbIMU apxmBamu U
3KCNEepTHON KOMUCCUEN

Mopsagok dopmmpoBaHnss M odopmneHna fen, cneundpuka GopmMmMpoBaHUs
OTOENbHbIX KAaTEropun aen

MpaBuna xpaHeHus1 Aern, B TOM YMCre C AOKYMEHTaMu orpaHM4eHHOro 4ocTyna

I'Ipanu'la BblAa4vyn 1 ncnoJjib3oBaHMA JOKYMEHTOB U3 C(bOpMVIpOBaHHbIX aen

TpeboBaHus oxpaHbl Tpyaa

Ipyrve xapaKTepucTuku

3.2.3. TpynoBas oyHKunA

OpraHusauns obpaboTku gen ons YpoBeHb
HavmeHoBaHMe | nocnegyoLwero XxpaHeHns Kog B/03.5 |(nogypoBeHb) 5
KBanudukaumum

MpouncxoxaeHue 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurnHana

Kopg PernctpaunoHHbIn
opuruHana HoMep
npodeccuoHansHoro
cTaHgapTa

pr,EI,OBbIe nencTeus I'IpOBepKa CPOKOB XpaHeHUA OOKYMEeHTOB, COCTaBJieHMe MNpOoTOKOoNa pa60TbI
SKCFIepTHOVI KOMUCCuUM no noarotoBeke [OOKYMEHTOB K XpaHeHUK, akta O
BblAeNeHNN K YHUHTOXEHNK JOKYMEHTOB, He noaneXxalwnx XpaHeHuo

CocTaBneHne BHyTpPeHHe onucu gen ansa ocobo LeHHbIX JOKYMEHTOB

O(*)OpMJ'IeHI/Ie Aen NoCToAHHOro, 4oJIroBpeMeHHOro CpokoB XpaHeHun4

OdhopmneHne 06noxku Aen NOCTOSHHOTO, AONTOBPEMEHHOMO CPOKOB XPaHEHMS

CocTaBneHune onucu aen NoCTOsIHHOrO, OoJNIroBpeMeHHOro CpokoB XxpaHeHus

Mepenava aen B apxvB opraHnsauum

Heobxognmblie YMEeHUaA Monb3oBaTtbeA nepevyHaMn  OOKYMEHTOB W  aHalmiM3npoBaTb d)aKqueCKoe
cogepxaHne uMmerwmxca B Oerne OOKYMEHTOB MNpu onpenerieHnn CpPoKoB UX
XpaHeHnA
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[ata coxpaHeHus: 28.07.2015

OpraHn3aunoHHOMY ...

OcbopMnsATb JOKYMEHTbI 3KCMEPTHOWM KOMUCCUK

OdopmMnaTb OBMOXKM Aen MOCTOSHHOIO U BPEMEHHOr0 CPOKOB XpaHEeHWs B
COOTBETCTBMM C TPeOOBAHNSAMN rOCYJaPCTBEHHbIX CTaHAApPTOB

npOVISBOH,I/ITb XPOHOJ1I0TM4YECKN-CTPYKTYPHYIO CUCTEMATU3aUUIO en

OcyulecTBNATb  TexHMYeckylo 00paboTky ¥ nonHoe odopmreHue aen
NMOCTOSIHHOIO U BPEMEHHOIO CPOKOB XpaHeHUs

CocTtaBnsaATb ONMCb [OeNnl MOCTOSIHHOIO W BPEMEHHOIo0 CpPOKOB XpaHEeHunA B
COOTBETCTBUN C ﬂeVICTByIOLIJ,I/IMI/I HOpMaTMBHO-MeTOONYEeCKUMUN OOKYMEeHTaMN

anIMeHFITb VIH(*)OpMaLI,I/IOHHO-KOMMyHVIKaLI,VIOHHbIe TeXHoNnormn AOnsd pa6OTbI C
AOOKyMeHTaMun

Heobxoaumble 3HaHUSA

HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeTOOn4YeCcKne OOKYMEHThI,
rocyaapCTtBeHHble CTaHOapTbl, onpegendtloume nopaaok OOKYMEeHTauMOHHOro
obecneyeHns ynpasneHus

Kputepun pasgeneHnsi OOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LIEHHOCTbIO
MHdopMaLnn, coagepKaLleinca B HUX

I'Iopﬂ,u,ox NCNoJb30BaHNA TUMOBbLIX UMM BeJOMCTBEHHbIX nepequVl OOKYMEHTOB,
onpepeneHna CpokoB XpaHeHUA B npouecce aKkenepTuabl LEHHOCTU OOKYMEHTOB

I'Iopﬂp,m( Co3faHun4a, opraHmzaumm un OOKYMEHTUPOBaHUA pa6OTbI SKCﬂepTHOV’I
KOMUCCUKn

I'Ipanma COCTaBJ1IEHUA N yTBEPXKXOAEHUA NMPOTOKOa pa6OTbI SKCﬂepTHOVI KOMunccumm

MpaBuna cocTaBneHust M yTBEPXOEHUS akTa O BblOENEHUMU [OKYMEHTOB, He
NoAnexalumx XpaHeHuto

MpaBuna TexHu4yecko obpaboTkM U MOMHOTO OPOPMIIEHNS Aen MOCTOSAHHOIO U
BPEMEHHOIO CPOKOB XpaHEeHUs!

I'Ipanma COCTaBJieHna onnucun gen noCtoaHHOINo M BpeMeHHOro CpokoB XpaHeHusA
B COOTBETCTBUU C ﬂ,eVICTByIOLIJ,I/IMVI HOpMaTMBHO-MeTOONYECKUMUN OOKYMEHTaAMU

I'Ipanma nepegadvun gen B apxmB opraHn3aunn

TpeboBaHus oxpaHbl Tpyga

Ipyrve
XapaKTepUCcTukun

3.3. O606LeHHas TpygoBas pyHKUUS

OpraHusaunoHHoe, JOKYMEHTaLMOHHOE U y
pPOBEHb
HanmeHoBaHune MHdOpMaLNOHHOE obecnevyeHne AeaTenbHOCTM Kon C
KBanudmkaumm
pyKoBOAMTENS opraHu3aLmm
MpouncxoxaeHne OpwurunHan X | 3aumcTBoBaHoO 13
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OpraHn3aunoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

0000LLeHHOM TpyaoBOM
dyHKUMN

opurnHana

Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHanbHoro
cTangapTa

Bo3MOXHble HanmMeHoBaHUs
OOMmKHOCTEeN, npodeccun

CekpeTapb pykoBogutens

TpeboBaHus kK 0Opa3oBaHUIO
n oby4eHuo

Bricluee o6pasoBaHue - 6Gakanaspuart unm

CpepnHee npodeccrnoHanbHoe 06pasoBaHme - NporpamMmmbl NOArOTOBKU
cneumancToB CpeHero 3BeHa

[ononHntensHoe npodeccnoHanbHoe obpasoBaHmne

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

He meHee OBYX NeT BbINOMHEHNS paboT No opraHn3auMoHHOMY U
[OKYMEHTaLMOHHOMY 0GecneyeHnto AesiTENbHOCTM pyKoBOAUTENS
opraHusaumu npu cpegHem npodeccroHaribHoM oGpa3oBaHm

Ocobble ycnosus gonycka K
paboTte

Ipyrve xapaKTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HavmeHoBaHWe gokymeHTa Kop HanmeHoBaHve 6a3oBow rpynnbl, JOMMKHOCTM (npodeccnm)
Unu cneynanbHocTm
OK3 2432 Bubnuotekapwu, bubnuorpadbl, JOKyMeHTOBEAbI U
creumanmcTbl PoACTBEHHBIX Npodeccui
EKC - CekpeTapb pykoBoautens
oKnaTpP 26341 CekpeTapb pykoBogutens
OKCO 032001 [okyMeHTOBeAEHME N OOKYMEHTALUMOHHOE obecneyeHmne
ynpaBneHusi
032002 [lokymeHTaumnoHHoe obecneyeHne yrnpaBneHns u
apxuBoBegeHune
3.3.1. Tpynosasa pyHKLMA
OkaszaHune NomMoLLM PYKOBOAUTESIO B YpoBeHb
HanmeHoBaHue | nnaHupoBaHuM paboyero BpeMeHu Kog C/01.6 |(noaypoBeHb)
KBanudmkauum
MpoucxoxaeHue OpwurunHan X | 3aumcTBOBaHO 13
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OpraHnU3auMOHHOMY ...
TPyaoBon yHKLNN opvrmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHoro
cTangapTa

TpyooBble AecTBUSA Bbibop dhopmbl nnaHupoBaHua 1 odopMreHve NMnaHMpOoBLUMKA (OopraHansepa)
pykoBoAMTENS

BHeceHune nHdopmMaLlmmn B NNaHMpOBLUUK (OpraHanaep)

CornacoBaHue ¢ pykoBoauTenemM BpeMeHHbIX NniiaHoB

CornacoBaHne TenegoOHHbIX MeperoBopoB, BCTPeY U MEponpusATUin  C
napTHepamu, KNMeHTamu, pyKoBOAMTENSMU NOApa3aeneHunii U coTpyaHUKamim

WHdopMrpoBaHue pykoBoAUTENS O perfaMeHTe HamevyeHHbIX MEPONPUATUI

MpepynpexaeHue o NPUBIVKEHNN BPEMEHN HAMEYEHHbIX MEPONPUSATUN

dopmupoBaHme pesepBa BpeMeHW Anst HenpeaBUAEHHbIX CUTYyaLUui

Heobxogumble yYMeHua YcTtaHaBnuBaTtbh Lenu, onpenenAaTb nepapxuro uenen

OnpegenaTe NPUOPUTETHOCTb N OYEPEAHOCTb BbINOMHEHNS PaboT u 3hPEKTUBHO
pacnpenenate paboyee Bpems

OkasbiBaTb NOMOLLb pykoBoAUTENIO B pacnpeneneHnmn ero pa6oqero BpeMeH!n

Bbibupatb onTumanbHble cnocobbl MHAOPMMPOBAHMSA MNapTHEPOB, KITMEHTOB,
nocetTutenen, pykosoauTernen nogpasgerneHnn n CoTpyaHWKOB O MraHMpyeMblX
MeponpUSATUSX

Ob6ecneunBaTb MHPOPMALMOHHYIO GE30MacHOCTb AeATENBHOCTU OpraHM3aLmm

Heobxoaumsblie 3HaHMsA | Cneunduka OCHOBHOM AeATeNbLHOCTU opraHu3aLmm

OCHOBbI aAMUHUCTPATMBHOIO NpaBa U TPYAOBOro 3akoHodaTenscTBa Poccuickon
depepauymu

PykoBoasLwuit cocTas opraHusauum 1 ee nogpasaeneHui

PyHKUMN CaMOMEHeIKMEHTA

[NocTaHoBKa Lenen

I'Ipanma npoBeaeHna OenoBbixX neperoBopos

TpeboBaHus oxpaHbl Tpyaa

Apyrue -
XapaKTepUCTUKK

3.3.2. TpynoBas yHKUNA
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OpraHnU3auMOHHOMY ...
lMnaHupoBaHue paboyero OHSA cekpeTapst YpoBeHb
HanmeHoBaHue Kog C/02.6 |(noaypoBeHb)
KBanudukaumm
MpoucxoxgeHve 3aMMcTBOBaHO 13
P L OpwurunHan X
TPYOOBOM PYHKLMK opurMHana
Kon PerncrpaunoHHbIn
opurMHana Homep
npodeccnoHanbHoro
CcTangapTa
TpynoBble AencTeus Bbibop 1 odopmrieHne NnaHMpPOBLLMKA cekpeTaps

BepgeHue gHeBHMKa (Ha 3NEKTPOHHOM U/MnnM ByMaXKHOM HocuTene)

CornacoBaHue NnaHoB € NraHamu 1 CpoKamMmun p860TbI pykoBoauTend

PacnpegeneHve paboyero BpemeHu (Ha AeHb, Hedento, NePCneKkTmBY)

I'IepeHeceHme HEBbINOJIHEHHbIX 3anj1laHNPOBaHHbIX 3ada4y

BbINONHEHME TUNWYHLIX eXXeOHEBHbIX Aen

HeobGxoammble ymeHusi | BbibupaTtb 1 0opMnaTb NaHUpOBLLNK

BHocutTb 1 oTcnexuBaTb WMHOPMALMIO HA SMEKTPOHHOM W/Mnn GyMaKHOM
HocuTene

PacctaBnsatb npuopuTeThbl, BblAeNATb BaXXHOE N CPOYHOE

BbiGMpaTb onTUMarnbHbIn pUTM paboThbl

AHaJ'II/I3I/IpOBaTb NPUYNHBbI HEBbLINOJTHEHUA 3a4au

an/IMeHﬂTb VIH(*)OpMaLI,MOHHO-KOMMyHMKaLI,VIOHHbIe TEXHOIormn

Heobxogumble 3HaHmsa | OcobeHHOCTN OgOpPMMEHUs NNaHMPOBLUMKA (Ha 3MNEKTPOHHOM M BymaKHOM
HOCUTENSAX)

OcHosBbl ynpasneHna BpeMeHeM

[pyrne xapakrepucTumkm

3.3.3. Tpynosasa pyHKLMA

OpraHnsauus TenedoHHbIX NeperoBopoB YpoBeHb
HanmeHoBaHve | pykoBogutens Koa C/03.6 |(nogypoBeHb)
KBanudukauum
MpouncxoxaeHne OpvirnHan X | BaumcTtBOBaHO U3
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OpraHnU3auMOHHOMY ...
TPyaoBon yHKLNN opvrmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHoro
cTangapTa

TpyooBble AecTBUSA BeneHne 6a3bl TenedoHHbIX KOHTAKTOB pyKOBOAUTENS

CoeanHeHune pykoBoauTesd C KOHKPETHbIMU aboHeHTamu

MoaroToBka maTepuanos Anst TenedgoHHbIX NEPEroBOPOB PyKOBOAUTENS

PeI'VICTpaLI,I/IFI NnocTynarvLwnx B NpueMHyro Teﬂed)OHHbIX 3BOHKOB

MepeHanpaBneHne  OTAeNbHbIX  TeNedOHHbIX  3BOHKOB  3aMECTUTENSM
pyKkoBOOUTENS, APYTMM COTPYAHUKAM

MonyyeHne Heobxogumon wHGOPMaUMM U nepefadya CaHKUMOHWPOBAHHOW
MHdopMaLun no TenedoHy

YcTaHoBneHue KoHTakTa ¢ cobecegHUKOM, MoAAepKaHue U pasBuTME LEenoBOK
Gecenbl B npoLiecce TenedoHHbIX NeperoBopoB

OkaszaHue MOMOLLM PYKOBOAMTENNIO NpY OpraHn3aumn U NpoBeaeHUN TenedqoHHbIX
neperoBopoB M BUAEOKOHbepeHLuii

Heobxogumble ymeHusi |Bect n wncnonb3oBath B pabote 6a3dy [AaHHbIX TenedOHHbIX KOHTaKTOB
pykoBoauTens

Mcnonb3oBatb cpeacTBa KOMMYHWKaLMOHHOW OPrTEXHUKUM ONA MNonydeHus u
nepegayv uHgopmauum

BecT y4yeTHble  perucTpauuoHHble  OpMbl,  UCMOMb30BaTb WX AN
MHpOPMaUMOHHON paGoTbl M paboTbl MO KOHTPOMO WCMOMHEHUS pPeLLeHMit
pykoBoauTens

CrnaxmeaTb KOH(*)J'II/IKTHbIe M CITOXHble CUTyalun MexXrnnm4HOCTHOro O6LI.I.eHI/IF|

Mcnonb3oBaTtb TexXHW4YecKne u nporpaMmmMmHble cpeactBa And npoBegeHuda
rosiocoBOM NNK BM,D,eO-KOH(bepeHU,-CBHSVI

Ob6ecneunBatb MHHOOPMaLMOHHYK BE30NacHOCTb AEATENBbHOCTU OpraHM3auum

CobntopgaTb crnyXebHbl 3TUKET

Heobxogumble 3HaHns | TenedOHHbIe KOHTaKTbl PYKOBOAUTENS

dyHKUMKM, 3adauyn, CTPYKTypa oOpraHMsauumM, ee CBA3M MO  BepTukanu Mu
ropu3oHTanu

lMpaBuna B3aMMOAEWCTBMS C NapTHEpaMu, KNMeHTamu, CpeacTBaMu MaccOBOW
WUHpopmaunm

I'Ipanma nogaepXaHua n pa3BuTnua MeXnmMYHOCTHbIX OTHOLLEHUN
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[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...
lMpaBuna NnpoBeAeHUs AeNOBbIX NEPErOBOPOB
MpaBuna 3awmTbl KOHUAEHUNANLHOM UHOpMaLLUK
TpeboBaHusa oxpaHbl Tpyaa

Apyrve -

XapakTepuCcTUK1

3.3.4. TpynoBas dyHKUMSA

OpraHusaunsi KoMaHOMPOBOK PYKOBOAUTENS YpoBeHb
HanmeHoBaHve Kog | C/04.6 |(nogoypoBeHb)
KBanudunkaumm

MpouncxoxaeHue 3aumcTBOBaHO U3
9 OpwurunHan X
TPYAOBOW PyHKLMK opvrnHana

Kon PerncrpaunoHHbIn
opurMHana HoMep
npodeccnoHanbHoro
cTaHgapTa

Tpynosble AencTBuA MoaroTtoBka nNpoekTa crnyxebHoro 3agaHus pykoBoamTens

MogroToBka npoeKTa npukKkasa o CJ'Iy)Ke6HOl7I KOMaHOWMpOBKe

BbinMcka KOMaHAMPOBOYHOIO  YAOCTOBEPEHUS W ero  peructpauus  npwu
HeobxoaMMocCTu

MogroToBka LOOKYMEHTOB Ha noltydyeHune Bu3bl, 3arpaHM4HOro nacnopta

3aka3  KenesHOOOpPOXHbIX U aBnabuneTtos, rOCTUHMUL,  TPaHCMOPTHOro
obecneyeHns pykoBoauTens

OdbopmneHne nporpaMMmbl Moesaku, YTOYHeHMe ocobeHHocTel npoTokona
NnaHMpyeMmblX MepONpUATU

MogroToBka OOKYMEHTOB K noe3ake pykoBoautena

YTO4YHEeHMe gaTtbl, AOSMKHOCTEN, dhaMUnNnin B NporpaMmme KOMaHAMPOBKM

MpopaGoTka MapLupyTa pyKoBOAWTENS, YBA3Ka ero ¢ pacnucaHnuem TpaHcrnopTa

O6paboTka MaTepnanoB KOMaHAMPOBKKU, 0DOpPMIIEHNE OTYETA O KOMaHOMPOBKE

Heobxogumble ymeHusi | OchopMnsTb aBaHCOBbIE OTYETHI PYKOBOAUTENS

OpFaHM3OBbIBaTb BCTpe4n pykosogutensa c I'IpMHI/IMal'OLLI,eﬁ CTOp0HOI7I

OchopMnsTe KOMaHAMPOBOYHbIE JOKYMEHThI

06pa6aTblBaTb OOKYMEHTbI n mMaTtepuanbl no pe3ynbTatam noes3gkun
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[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

pykoBoauTens

Ob6ecneunBatb paboTy ocumca Bo BpeMs OTCYTCTBUSI pyKOBOAUTENS

MpyMeHsTb cnocobbl A4enoBoro obLeHns

Wcnonb3oBaTth cpeacTtBa KOMMyHMKauumn ans obecnevyeHns B3aMMO4enCcTBIUS C
pykoBOAUTENEM BO BpPEMS €ro AenoBON Noe3aKku

Heobxogumble 3HaHUS nopﬂﬂ,OK noaroToBkn n nposeaeHnAa KoMmaHOnpoBOK

Mopsnok oopMneHUst AOKYMEHTOB A5t KOMaHAMPOBKM Y OTYETHbBIX LOKYMEHTOB
Nno KOMaHAMPOBKE pyKoBOAUTENS

[enoson npoTokon

3OTuka genosoro obLeHns

Opyrne -
XapakTepuCTUKM

3.3.5. TpynoBas yHKunA

OpraHusaums paboTbl ¢ noceTUuTensMu B YpoBeHb
HavmeHoBaHWe | npuemHoOn pykoBoauTens Kog C/05.6 |(noaypoBeHb)
KBanudukaumum

MpouncxoxaeHue 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurnHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

pr,EI,OBbIe nencTeus OpFaHVI3aLI,I/IF| JINYHOro npnema noceTutenemn pykoBoauTenem

YcTaHoBneHue nopsaka npuema ans pasnuyHblx kKaTeropuii noceTuTenen

BeneHune XypHana npe/J,BapMTeanoﬁ 3arnncun Ha npmnem

Peructpauunsa nocetutenen

CopeiicTBre onepaTMBHOMY PacCMOTPEHMIO NPOCLO M NPeanoXeHnit noceTuTenei
N COTPYOHMKOB OpraHusauum

OpraHusauusa npuema AenoBbIX NapTHEPOB B oduce

OpFaHI/I3aLI,MF| O6CJ'Iy)KI/IBaHMF| pykoBOAUTENA U €ro AenoBblX NapTHEPOB B O(bMCG

CepBupoBka YanHoro (kogenHoro) crtona B ocuce

anHFlTI/Ie Mep no COXpaHEHUKo KommepquKoﬁ TavHbl B XoAde npunema
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"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3auvoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

noceTuTenen N X HaxXoXaeHns B I'IpVIE‘MHOVI N KabnHeTe pykoBoauTend

Heobxogumsble ymeHus | OpraHn3oBbiBaTh 1 06ecneunBaTth NUYHbIE KOHTAKTbl PYKOBOAUTENS

YnpaBnsaTb KOHpAnKTamm

YuntbiBaTbh MNCUXONOMMYECKNe OCOOEHHOCTU FNNYHOCTU npn pasnn4yHbliX BUAax
npodeccrnoHanbHOro obLeHus

Mcnonb3oBaTtb yYCTaHOBJ1€HHbIE MpaBuia 1 npoueaypbl KOMMYHUKaUUXM BHYTPU
opraHunsauunm

BecTn yyeTHble  perncTpauuoHHble  OpMbl,  WUCMONb3oBaTb WX  ANd
MHOPMaLMOHHON paboTbl M paboTbl MO KOHTPOSO WCMOSHEHUS peLleHui
pykoBoauTens

Co3pgaBatb NONOXUTENbHbIA UMUK OpraHn3aLmm

MpyHMMaTL Mepbl Mo pa3peLleHnto KOHQUKTHBIX CUTYaLWi

MpUMeHATb MHPOPMAaLMOHHO-KOMMYHMKaLMOHHbIE TEXHOMOMMM

Ob6ecneunBatb KOH(MAEHUMANBHOCTE B MPUEMHOW U KabWHeTe pyKOBOAMUTENS,
COXpaHATb KOHDUAeHUManbHY0 MHOPMaLuio B TallHe

Heobxogumble 3HaHus | [paBuna opraHvM3auuy npuema nocetmtenemn

MpaBuna genoBoro o6LueHNns

lNpaBnna peveBoro aTukeTa

MpaBuna yCTaHOBMEHWsI KOHTaKTa, NogdepXaHus U pasBUTUS MEXITUYHOCTHBIX
OTHOLLIEHUN

CTpykTypa opraHusauum u pacnpegeneHve QyHKUMA MeXay CTPYKTYpPHbIMU
nogpasgeneHusiMm 1 cneumanucTamm

MpaBuna opraH1saumn NpMemMoB B odnce

OTMKET 1M OCHOBbI MEXAyHapoAHOro NpoTokona

MpaBuna cepBUpoBKKN YarHOro (KodpernHoro) cTtona

I'Ipanma NPUroToBlieHUA 1 nogadn ropAavYnx HanMTKoB U 3aKyCOK K HUM

MpaBuna 3awmTbl KOHUAEHLMANBHOM cnyXebHon nHdopmaLmm

Opyrve -
XapaKTepUcTukmn

3.3.6. TpynoBas yHKUNA

OpraHu3auns NoaroToBKW, MPOBEOEHNS U YpoBeHb
HanmeHoBaHne | ob6CcnyXnBaHUS KOHPEPEHTHLIX MEPONPUATUIA Kog C/06.6 |(noaypoBeHb)
KBanudmkauum
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"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...
MpoucxoxaeHne 3anmcTBOBaHO U3
P KA OpwurunHan X
TPYOOBOW PyHKLMK opurnHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodeccuoHanbHoro
cTaHgapTa

TpyooBble AeNCTBUSA

MoaroToBKa NOBECTKM OHSA MeponpuaTua

OdbopmIeHne crnmcka y4acTHUKOB MEPONPUATUS

NHdopmmpoBaHMe y4acTHMKOB O HaMe4valwLlemcs MeponpusiTuv U yCroBUsIX
yyacTtusi

BbiGop MecTa 1 BpeMeHU NpoBeAeHNst MeponpusTus

lMoaroToBka NpeaBapuUTENbHOM CMEThI pacxonoB

Paccblinka I'IpI/IFJ'IaLIJeHMﬂ noarsepamBLUMM yHacTtune B MepPONnpuaTumn

C6op TEKCTOB LOKNAA0OB 1 MPOEKTOB UTOrOBLIX JOKYMEHTOB Y AOKNaA4YMKOB

Paccbinka  MHQOPMAaUMOHHLIX ~ MaTepuarnoB  y4acTHUMKAM  KOH(JDEPEHTHOro
MeponpusATUs

CocTaBneHne ABOYHbIX NIUCTOB U cnMcka pernctpaunm y4aCTHMKOB MeponpuaTua

3aKynKa KaHUEeNnApPCKMX ToBapoB U NPOAYKTOB AnA obecneyeHust Kocbe-nays

PeweHne BOMpPOCOB TEXHNYECKOro OCHalLleHnUa MeponpuaTna

MomoLb B NOAroTOBKE AoKNnaga pykoBoauTend, npe3eHTauMoHHbIX MaTtepunarnoB

OpraHmsaumq noaroToBku npesnanyma un pa6oq|/|x MeCT y4aCTHUKOB

Opl’aHI/I3aLI,VIF| BCTpe4un n perncrtpauna y4aCtHUKOB MeponpuaTuaA

BepgeHne npoTtokona meponpuatus

Opl’aHI/I3aLI,VIF| CepBUCHOIo 06CJ'Iy)KI/IBaHI/IF| BO BpeMA Kocbe-nays

Opl’aHI/I3aLI,VIF| KyInbTYPHO-MaCCOBbIX MepOHpMﬂTMVI, TPpaHCNOPTHOIo n
rOCTUHUYHOro obecneveHus

Heobxogumble ymeHus

OpraHu3oBbIiBaTb  MPOLECC  MOAFOTOBKM K MPOBEOEHMIO  KOH(PEPEHTHOro
MepOoNpUATUSE UHAMBMAYANBHO U B COCTaBe paboyen rpynnebi

[lokymeHTUpoBaTb pasHble 3Tanbl npoLeaypbl MOArOTOBKM U NpoBedeHus
KOH()EPEHTHOro MeponpuUATUS

MepedaBatb  MHGOPMaUUO,  OOKYMEHTbl UM MaTepuasnbl  y4acTHMKaMm
KOH(hEPEHTHOrO MepOoNpUATUS
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"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no

OpraHn3aunoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

MogrotaBnueaTb M 06opynoBaTh CTON Npe3nanyma u paboynme mecta y4acTHUKOB
coBellaHus (3aceganns)

CepBupoBaTb YalHbIn (KoherHbIn) CTON BO BpeMs NpoBeaeHus kode-nay3

Cobntogatb npasuna erioBoro aTukeTa 1 npoTokona

MopaepxunBaTb UMUK OpraHn3aLmMm

Cos3gaBaTb MMNOX ceKkpeTapH, COOTBeTCTBYIOLLI,VIﬁ MMNOXY opraHunsauunmn

Pabotatb c wuHdoOpmaumen, aHanu3upoBatb W MpeacTaBnATb ee B
CcMCTEMaTU3MPOBAHHOM BUAE

ObecneunBaTtb 6€30MacHOCTL AEATENBHOCTY opraHmnsauunmn

MpYMeHsATE MHOPMALMOHHO-KOMMYHWKALMOHHbIE TEXHOMOMM

Ob6ecneunBaTb KOMGOPT Y4aCTHUKOB KOH(DEPEHTHOrO MEeponpuATUs, MoMoraTb B
BOMpOCax NPOXUBAHUSA, TPAHCMOPTHOro obecrneveHns

Heobxogumble 3HaHusa | Komnnekc OpraHn3aunoOHHO-TEXHNYECKUNX MepOFIpI/IFITVIVI no noaroToBeke WU

npoBeaeHuno coBeLLaHnn n neperoBopos, B TOM 4UCIie MexayHapoaHblX

MpaBuna BefeHWs, NOATOTOBKU U OCHOPMIIEHMsI MPOTOKOMAa U APYrnX AOKYMEHTOB,
co3fjaBaeMbIX B NpoLiecce NoaroToBKU KOHDEPEHTHOMO MEPONPUSTUS

CoctaBneHne cMeThbl pacxoaos

OcHOBbI HanNMcaHUs peven 1 4OKNagoB PyKOBOAUTENS

lMpaBuna ycTaHOBNEHWS KOHTakTa, NoggepXaHus v pasBUTUS MEXITMYHOCTHBIX
OTHOLLEHUN

MpaBuna oenoBoro o6LLeHUs, AenoBoro aTuKeTa

OTUKET U OCHOBBbI MeXayHapo4HOro npoToKoa

I'Ipanu'la npoeegeHna OenoBbiX neperoBopos

MpaBuna 3awuTbl KOHMAEHUMANBHOM cnyXebHon nHdopmaumm

TpeboBaHusa oxpaHbl Tpyga

Ipyrve
XapaKTepUcTukun

3.3.7. TpynoBsas pyHKLMSA

OpraHusauns NCNOMHEHUS peLLeHUn, YpoBeHb
HanmeHoBaHVe |oOcCyLleCTBREHNE KOHTPONSA UCMNONTHEHUS Koa C/07.6 |(nogypoBeHb)

nopyyYeHnn pykoBoamTens KBanudukaumm
MpouncxoxaeHne OpwurunHan X | 3aumcTBoBaHoO 13
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[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...
TPyaoBon yHKLNN opvrmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHoro
cTangapTa

Tpyoosble gencteusa | [JokyMeHTanbHoe 0popMMeHme peLLeHn pyKoBOANTENS

[oBeneHne oo ceegeHns pa6OTHVIKOB opraHmsauun paCﬂOpFI)KeHI/IIZ pykoBoauTtena

KOOpJJ,I/IHaLl,I/IFl neAaTenbHOCTU NO UCNOJTIHEHUIO peLIJeHI/IVI pykoBoauTena

BeaeHune CPOKOBOro TeKkyuwiero n npegynpeanteribHoro KOHTpona

[MpoBepka MCNONMHEHUSA NOPYYEHWUI PYKOBOAUTENS B YCTAHOBMEHHbLINA CPOK

MpepynpexaeHne COTPYAHWKOB 06 MCTEYEHUU CPoKa WCMOMHEHWUST MOpYYeHUit
pyKoBoauTens

Pukcaumsa NCNOMHEHNS NOpyYeHUI

CocTaBrieHMe OTYETOB U aHanMUTUYECKUX CMPaBOK O BbIMOSIHEHUU MOPYYEHU ©
peLUeHUii pyKoBoaUTENS

Heobxogumble ymeHus | Bectn cpokoByto KapToTeky

Bectn y4eTHble perncrtpauynoHHbIe CbOprI, ncnonb3oBatb UX A4 pa6OTbI no
KOHTPOJIHO UCNOJTHEHUA nopyquMﬁ pykoBoauTend

PaGoTtaTb ¢ MHopMaLmeli No KOHTPOIO, CUCTEMATU3NPOBaTb ee U NPeACcTaBNsATL
B BMAE CBOAHbIX JOKYMEHTOB

Mcnonb3oBaTtb cpencrtea KOMMyHUKaumn ona nepegadmn nopyquMVl pykoBoauTend

Mcnonb3oBaTb COBpeMeHHble cpeactBa cbopa M 06paboTkM  KOHTPOMbHOW
MHpopmMaumn

MpUMeHSATb MHPOPMALMOHHO-KOMMYHMKaLMOHHbIE TEXHOMOMMM

OueHuBatb pe3ynbTaTbl B paMKaX NoCTaBJ1I€HHbIX 3aau

OcyLLecTBNATL KOHTPOIb UCMOSTHEHUS NOPYYEHUA PYKOBOAMTENS COTPYAHMKAMM

Heobxogumble 3HaHus | O6wme TpeGOBaHI/IFI K CpOKaM WUCMNOJIHEHUA [OOKYMEHTOB W KOHTPOJIbHbIM
(byHKLl,I/IﬂM Cﬂy)K6bI OOKYMEeHTauMOHHOro obecneyeHns

MpuHUMNBI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHWNKOB

3OTnka genoBoro obLeHus

YnpaBneHyeckasi CTpyKTypa opraHusauuu, pykoBOACTBO OpraHusauuu, obpasubl
noAnucen PyKOBOASLLUMX COTPYAHMKOB, KPYr MX MOSTHOMOYMIA U OTPaHWYEHUs] UX
30H OTBETCTBEHHOCTU
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[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...
MHCprKLI,I/II/I no genonpon3BoacTtBy U OPYrMM JoKalibHbIM HOPMAaTtTuUBHbLIM aKTaMm,
yCTaHaBJMBaroLWMM NopAaaoK peannsaunmn ynpasneH4YeCckmnx npoueayp

Apyrve -

XapaKTepUCcTukun

3.3.8. TpynoBble pyHKLMM

OpraHusauus n nogaepxaHue YpoBeHb
HanmeHoBaHne | hyHKUMOHANBHOro paboyero NpocTpaHcTBa Kog C/08.6 |(noaypoBeHb)

nprvemMHon 1 kabuHeTa pykoBoguTens KBanuunkaumm
MpoucxoxgeHve 3aMMcTBOBaHO 13

P L OpwurunHan X
TPYOOBOW OYHKLMK opurnHana
Kon PerncrpaunoHHbIn
opurMHana HomMmep
npodeccuoHanbHoro
cTanfapTa

Tpynosble gencteua | ObecneveHne paboyero mecta pykoBoauTens HeobxogumbiMu cpeacTBamm
OpraHM3aunOHHON TEXHUKU, KaHLeNspCKUMnN NPUHaaneXHOCTAMU

OpraHu3auusi NPMEMHOIA ouca B COOTBETCTBUM C TPEGOBAHUSIMU 3PFOHOMMUKMA U
KynbTypbl TpyAa

OpraHusaumsa oopMIeHUs MHTEpPbepPa NPUEMHOW PYKOBOAMTENS

Ob6opynoBaHne pabodero Mecta OpPrTEXHUKOW, MEPCOHarNbHbIM KOMMbIOTEPOM,
BCMoOMoOraTesibHOM TEXHUKOMN

OpFaHVI3aLJ,I/IFI o6opyp,OBava ﬂpMeMHOVI cucreMammn XpaHeHwuAd, HeobxoanmbiMu
I'IpVICﬂOCO6J'IeHl/IFIMI/I, obecneyeHus KaHUenApCknmMmmn TtoBapamMmu

ObecneyeHre xpaHeHnsi N 3amMeHbl PacXOAHbIX MaTepuaroB, MOBCEOHEBHBIN yXo4
3a OpPrTexXHUKom

3akas KaHUenApCcKMx ToBapoB, rTMrMeHN4YeCkmnx ToBapos, NPpoaYyKTOB NUTaHNA

Heobxogumble CospaBaTtb ycnosus, obecnevmsatoime apdhekTnBHYI0 paboTy pykoBoaUTeEns
yMeHua

anMeHﬂTb B COOTBETCTBMU C HAa3Ha4YeHneM cpeancrtea 0praHVI3aLI,VIOHHOI71 TEXHUKMN,
KaHUenAapckmne npnHaanexHocTn

OcHawaTb paboyee MeCcTo pykoBoguTENs U cBOoe pabodee MecTo Heob6XOo4MMbIM
obopynoBaHmem

Ocyl.l.l,eCTBJ'IFlTb 3aMeHYy pacxXxogHbIX MaTtepuarnos, yxoa 3a OpFTeXHMKOIZ

OcylecTBnsATb MOBCEOHEBHbIN yXO4 3a KOMMPOBAallbHbIM annapaTtoM, 3aMeHy Wt
XpaHeHue KapTpuoxen, ToHepa

KOHTpOJ’II/IpOBaTb COCTOAHME W1 NOoNOoNHATb 3anacbl KaHUENAPCKUX TOBApOB,
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cpeacTB rmrmeHbl, NpoAYKTOB NMUTaHUA

Heobxogumble 3HaHusa | TpeboBaHua oxpaHbl Tpyada, NPOM3BOACTBEHHOW CaHUTapuu, MPOTUBOMOXapHON
3aLUThI

OCHOBbI NpaBUMBHOW  OpraHuM3auun Tpyda W MeToAbl MOBbIWEHUS  €ro
3hPEKTUBHOCTH

OcHoBbI 3proHoMUKM odrca n hNoPUCTUKM

CTaHgapThl M pekoMeHaaLmm no 06opyaoBaHnio 0UCHBLIX NOMELLEHNT

CocTtaB opraHM3aLnOHHOW TEXHUKMK, ee YCTPOMNCTBO M NOpPSLoK paboThl C Hen

Hpyrne -
XapakTepuCTUKM

3.3.9. TpynoBas dyHKunA

Pa3paboTka nokanbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HanmeHoBaHMe | pernameHTUpyLWmNX paboTy cekpeTaps Kon C/09.6 |(nogypoBeHb)
KBanudukaumum
MpouncxoxaeHne 3anmMcTBOBaHO U3
P A OpuruHan X
TPYAOBOM OYHKLUM opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Tpynosble aelicTBus | PaspaboTka OOMKHOCTHOWM MHCTPYKLUMKN cekpeTapst

PaspaboTka NofoXeH1si 0 cekpeTapuarte

Pa3pa60TKa MHCTPYKUMK MO Aenonpon3soacTey

HeO6XO.lJ,I/IMbIe yMeHUaA CoctaBnsitb U OQ)OpMJ'IFITb OopraHn3aunoHHble N MeToAn4YeCKne OOKYMEHThI

Pe,El,aKTI/IpOBaTb TEKCTbI Cﬂy)Ke6HbIX OOKYMEHTOB

PaGotaTb CcO BCeli COBOKYMHOCTbI  MH(POPMALMOHHO-AOKYMEHTALNOHHbIX
pecypcoB opraHusaLum

Monb3oBaTbcs 6a3amu gaHHbLIX, B TOM YUche yoaneHHbIMN 6asamu gaHHbIX

Mcnonb3oBaTb cnpaBoOY4Hble NpaBoOBble CUCTEMbI

PaboTaTtb ¢ KOMNbIOTEPOM, KaTanoramu (nankamu) n dannamm, CKaHepom

Monb3oBaTbcs OPUCHBIM NaKeToOM (TEKCTOBLIN peaakTop, Tabnumubl)

Monb3oBaTbcsa NepudepUnHBIMN YCTPONCTBAMM N OPITEXHUKOWN
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lMonb3oBaTbCs ANIEKTPOHHOM NOYTON

Monb3oBaTbCA CMCTEMAaMM 3NEKTPOHHOIO AOKyMeHToo6opoTa

Heobxoaumble 3HaHus | [paBoBble OCHOBLI YNpaBrieHUst (OCHOBbI aAMWHWUCTPATMBHOIO, TPYAOBOMO W
rpakgaHcKoro npasa)

HencTtBylolwme npaBoBble aKTbl, HOPMaTUBHO-METOOUYECKME  [OKYMEHTHI,
rocygapCTBeHHblE CTaHOapThbl, onpefensiolme nopsagok  LOKYMEHTaUWMOHHOMO
oGecneyeHus ynpaBneHus

CTpykTypa, pyKoBOACTBO CTPYKTYPHbIX nodpasgerneHvii, obpasubl nognucen nuu,
UMEeLWLMX NPaBo NOANMUCaHNS 1N YTBEPXKAEHUS AJOKYMEHTOB, M OrPaHNYEHNS UX 30H
OTBETCTBEHHOCTU

I'Ipanma AOOKYMEHTaUMNOHHOIro obecneyeHnss oesaTenbHOCTU opraHunsauunmn

Mopsapok paboTbl ¢ JOKYMEHTaMu

Tpe6OBaHMﬂ, npenobdaBndemMble K JOKyMEeHTaM B COOTBETCTBUM C HOPMaTuUBHbIMU
aKTamMun n rocygapCTtBeHHbIMU CTaHOapTamMun

lMpaBuna coctaBneHUs OpraHM3auMOHHbIX AOKYMEHTOB (MOMOXEHUN, NHCTPYKLNN,
pernaMmeHToB)

Buabl OOKYMEHTOB, X Ha3Ha4YeHune

OcHosBbl ,El,OKyMGHTHOI;I JIMHTBUCTUKN

TpeboBaHusi oxpaHbl Tpyaa

Opyrve -
XapaKTepucTukm

3.3.10. Tpynoeas pyHkuus

CocTtaBneHuve n ogopmreHme YpoBeHb
HavmeHoBaHWe | ynpaBneH4Yeckon JOKyMeHTauum Kog C/10.6 |(nogypoBeHb)
KBanudukaumm
MpoucxoxaeHue 3aMmcTBOBaHO U3
P KA OpurnHan X
TPYAOBOMN OYHKLUN opuruHana
Koa PernctpaunoHHbIN
opurnHana Homep
npodeCccuoHansHoro
cTaHgapTa
TpynoBble AencTBUA CocTaBneHve MNpOEKTOB pacnopsaguTenbHbiX (MpUKasbl, pacrnopskeHus) u

NH(OPMALIMOHHO-CNPABOYHbIX OOKYMEHTOB (CrykebGHble nucbMa, CrpaBKu,
OOKnagHble 1 cnyXebHble 3anncku)

Mevatb CJ'Iy)Ke6HbIX OOKYMEHTOB U pYrnx Mmatepuanos
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PasmHoOXeHne CJ'Iy)KGGHbIX AOOKYMEHTOB

KoHTponb  npoxoxaeHust  OOKYMEHTOB B OpraHmsaumm  (corracoBaHue,
noanucaHvue u yTeepxaeHue JOKyMeHTa)

Heobxogumble YMEeHUuaA Pe,El,aKTVIpOBaTb TEeKCThbl CJ'Iy)KGGHbIX OOKYyMEHTOB

Monk3oBaTbCa YHUDULMPOBAHHBIMI (POpMaMn AOKYMEHTOB

OdbopmnsATb  KaccoBble (UHAHCOBbIE [OOKYMEHTbl W [OKYMEHTbl MO  y4eTy
HaKnagHbIX pacxo4oB

MeyaTtaTb cnyxebHble AOKYMEHThI

MNonb3oBaTbca nepnepnnHbIMM YCTPONCTBAMMN U OPrTEXHUKOMN

PaboTtaTb C KOMMbLIOTEPOM, CKAHEPOM

Monb3oBaTbcs OMCHBLIM NAaKeTOM (TEKCTOBbIV peaakTop, Tabnuupl)

Monb3oBaTbCHA 3NEKTPOHHON MOYTON

Monb3oBaTbcs cuctemamm ANEKTPOHHOIo ﬂ,OKyMeHTOO60pOTa

ObecneunBaTb 6Ge30MacHOCTb OEATENBHOCTU OpraHn3auun

Heobxoaumble 3HaHus | [paBoBble OCHOBbI YMnpaBreHWs (OCHOBbl aAMWHUCTPATUBHOIO, TPYOOBOrO U
XO35IMCTBEHHOrO npasa)

CTpykTypa opraHu3auuv, pyKoBOACTBO CTPYKTYPHbIX mnogpasaeneHuii, obpasupl
noanucen nuu, VMeKLMX MpaBO MOANUCaHWSA U YTBEPXOEHWUS OOKYMEHTOB, U
OrpaHUYeHNs X 30H OTBETCTBEHHOCTYU

I'Ipanma OOKYMEeHTauMOHHOIo obecneyvyeHnsa geaTenbHOCTH opraHusauunmn

Mopsinok paboTbl C AOKYMEHTaMm

Tpe6OBaHI/I9|, npeavaBiideMble K JOKYyMEeHTaM B COOTBETCTBMUA C HOPMATUBHbIMU
akKTamMun u rocygapCrtBeHHbIMU CTaHO4apTamMum

Buabl LOOKYMEHTOB, UX Ha3Ha4YeHune

lMpaBuna cornacoBaHns JOKYMEHTOB OpraHm3aumm (BHyTPEHHErO U BHELLHErO)

I'Ipanma noanncaHna n yreepxaneHna JOKYMeHTOB

MpaBuna cocTtaBneHnss 1 oPOPMIEHMS  MHAOPMALMOHHO-CMPaBOYHbIX,
ynpaBreH4YeCKNX JOKYMEHTOB U CIYXeOHbIX Mucem

OcHosBbl ﬂOKyMeHTHOVI JIMHIBUCTUKHN

paMmMaTuyeckne npaBua pycckoro sabika

TpeboBaHus oxpaHbl Tpyaa

Apyrve -
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XapaKTepUCTuUkn

3.3.11. TpynoBas yHKLNA

OpraHusauns paboTbl C JOKyMEHTamMu B YpoBeHb
HanmeHoBaHMe | npueMHoOW pykoBOaUTENS Koa C/11.6 |(noaypoBeHb)
KBanudmkauum

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpuruHan X
TPYAOBOM OYHKLMUM opurMHana

Kopg PernctpaunoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Tpynosble gevictBust | MonyyeHune, npeaBapuTeribHOE PacCMOTPEHME UM COPTMPOBKA MOCTYNalWmX B
NPUEMHYI0 PYKOBOONUTENS AOKYMEHTOB

MoaroToBKa OOKYMEHTOB A1 pACCMOTPEHUS PYKOBOAMTENEM

Yyet OOKYMEHTOB, NOCTynawLwnx Ha nMa pykoBoguTens

OpFaHI/I3aLLI/IF| OOCTaBKN AOKYMEHTOB UCMOJTHUTENAM

BeneHne nHdbopmMaLMOHHO-CNpaBoYHOM paboTbl

KoHTponb MCNONHEHUs1 [OKYMEHTOB U MOPYYEHUI PYKOBOAMTENS

Heobxogumble ymeHus | PaboTaTtb ¢ BXOASALLEN, UCXOQALLEN, BHYTPEHHEN AOKYMEHTaLMen

Monb3oBaTbCcsi cUCTEMaMM 3MEKTPOHHOIO J0KYMeHToobopoTa Anst perncrpauuu,
KOHTPONsi JOKYMEHTOB U MHPOPMAaLMOHHO-CNPaBOYHON paboThl C JOKYMEHTaMM

anMeHﬂTb I/IH(bOpMaLI,VIOHHO-KOMMyHI/IKaLI,I/IOHHbIe TeXHonormn AOnsa pa60TbI C
OOKYyMeHTaMu

CocTtaBnsitb 1 0pOpMIIsiTb HOPMATHBHbIE aKTbl

Heobxoaumble 3HaHusi |HopmaTuBHble NpaBoBble  akTbl, HOPMATUBHO-METOAMYECKME  [OKYMEHTbI,
rocyqapcTBeHHble CTaHOapTbl, OnNpefensiowmne nopsaok AOKYMEHTaLMOHHOro
obecneyeHns ynpasneHus

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NodpasaeneHui

CoBpeMeHHble MHpOPMaLIMOHHbIE TEXHOMOMMKU PaboTbl C 4OKYMEHTaMM

Mopsiaok paboTbl C JOKYMEeHTaMu, CXeMbl OKyMeHToobopoTa

MpaBuna paboTbl ¢ BXOOAALWMMM, UCXOAALMMU U BHYTPEHHUMU JOKYMEHTaMM

I'Ipanma opraHusaunn KOHTpPONA WCNONTHEHUA [OOKYMEHTOB U TUMNOBbIE CPOKU
MCNoJiIHeHNA OOKYMEHTOB
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OpraHnU3auMOHHOMY ...
MpaBuna cocTaBneHUs aHanuMTUYEecKMX CrnpaBoK MO opraHu3aumMm paboTbl C
OOKYMEHTaMWN N KOHTPOJTHO UCMOJNTHEHUSA OOKYMEHTOB
MpaBuna cosgaHua u BefeHuss 6a3  AaHHbIX  CNYXeOHbIX [OOKYMEHTOB B
opraHmsauum
Cucrtembl 3reKTpOHHOIo OKyMeHToobopoTa
TpeboBaHusa oxpaHbl Tpyaa

Hpyrve -

XapakTepuCTUKM

3.3.12. TpynoBas yHKUNA

OpraHu3auns XxpaHeHUs JOKYMEHTOB B YpoBeHb
HanmeHoBaHMe | npueMHoOM pykoBOoaUTENS Koa C/12.6 |(nogypoBeHb)
KBanudukaumum

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpuruHan X
TPYAOBOM OYHKLMUM opurMHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpWJ,OBbIe nencreus Pa3pa60TKa pasaenoB HOMeHKNaTypbl Aen opraHn3ayum

dopmupoBaHune 1 odopmneHne aen NoCTOSAHHOrO, A0NTOBPEMEHHOrO CPOKOB

MogroToBka n nepegada gen B apxme opraHn3aumm

Heobxogumble ymeHusi | PaspabatbiBaTb HOMEHKNATypy Aen opraHv3auum c  y4eToM [OeWCTBYHOLLMX
HOpPMaTMBHO-METOANYECKMX JOKYMEHTOB

Wcnonb3oBaTb HOMEHKNATypy Aen Mpu U3y4eHUW CTPYKTYpbl OpraHv3auuu,
COCTaBIEeHUM onucen gen

dopmupoBaTb M 0GOPMNATL [Jdena B COOTBETCTBUM C  YTBEPXKOEHHOW
HOMEHKNaTypoW Aen opraHusauum

ObecneunBaTb COXPAHHOCTb AOKYMEHTOB OpraHu3aumm

np0M3BO,D,VITb noAroToBKy Aen Aand nepenadun B apxme

MpyMeHsATb  MHAOPMALIMOHHO-KOMMYHUKALUMOHHbIE TexHonorum ans paboTbl C
AOKYMEHTaMu

Heobxoanmble 3HaHMSA HOpMaTI/IBHbIe npaBoOBblE aKThl, HOpMaTMBHO-MeTOoON4YeCKne  OOKYMEHTDI,
rocygapCrtBeHHble CTaHOapThbl, onpegendwwme nopAangok OOKYMEeHTauMOHHOro
obecneyeHus ynpasneHna
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OpraHnU3auMOHHOMY ...
Bugbl HomeHknaTtyp, oOwme TpeboBaHMs K HOMEHKNaTtype, MeToguka ee
CoCTaBneHust n ochopMneHust
Mopsagok dopmupoBaHMss u  odopMneHMs Oen C  ykaszaHueM cneundukm
dopMmUpoBaHNA OTOENbHbIX KAaTeropuin aen
MpaBuna xpaHeHuUs aen, B TOM YUCIE C AOKYMEHTaMM OrpaHUYEeHHOro JocTyna
MpaBuna Bblgauyn 1 NCNOMNb30BaHUSA JOKYMEHTOB N3 CCOOPMUPOBAHHBIX Aen
TpeboBaHus oxpaHbl Tpyaa
lMpaBuna NoaroToBKM 1 Nepegayn Aen B apxvme opraHvM3aLmm

Hpyrne -

XapakTepuCTUKM

3.3.13. Tpyaosble pyHKLMUK

YpoBeHb
HanmeHoBaHne | ObecneyeHne pykoBoaUTENSa MHGopmaumen Koa C/13.6 |(nogypoBeHb)

KBanudukaumum
MpouncxoxaeHune 3anmcTBOBaHO U3

P A OpuruHan X
TPYAOBOM OYHKLUM opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA C6op 1 nepepaboTka MHpopMaLUnN, HEOOXOAMMON AN NPUHATUSS 0OOCHOBaHHBIX

ynpaBJieH4eCKnUX peLueHvu7|

MpoBepka [OOCTOBEPHOCTM, TMOMHOTEI M HEMPOTMBOPEYMBOCTM  [aHHBbIX,
UCKIIoYeHre AyGnnpoBaHna nHdopmauum

MpepocTaBneHne AaHHbIX B €AMHOM M yAOOHOM Ans BOCNpUATUS hopMaTte

BhisiBneHne Hanbonee 3HauYMMbIX KpUTepuUes cucteMaTusaumm nHdopmMauum ans
co3gaHunsa 6a3 aaHHbIX

CDOpMI/IpOBaHI/Ie N ucnosnb3oBaHne 6as3 OaHHbIX B opraHmn3auuu

Heobxooumble ymeHus | OcywectBnaTb cbop, obpaboTky M aHanuM3 uHdopmaumm B COOTBETCTBUM C
TpeboBaHNAMM  KPaTKOCTWU, 4YeTKOCTM  (DOPMYSIMPOBOK, CBOEBPEMEHHOCTU
NOCTYNMEHUs1, TOYHOCTU M LOCTOBEPHOCTM, OMTMMANbHOCTM CcUcCTeMaTu3auuu,
HenpepbIBHOCTU cbopa 1 06paboTkn nHdopmavmu

OcywecTBnATb perncrTpauuio, HakonmeHne 1 nepegadvy, CUCTeMaTU3NpoBaHHOe
XpaHeHue 1 Bblgavy MHdopmauumn B Tpebyemon opme

CocTtaBnsitb U O(bOpMJ'IFlTI: CBOOHblE, OTYETHbIE, CTaTUCTUYECKNE OOKYMEHTDI
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OcyuwiectBnsATb  06paboOTKy WM CTPYKTypupoBaHue uHGopMauumu, obpasys
NHOPMaLIMOHHbIE pecypcChl

BBoauTb HOBbIE AaHHbIE B CI'IpaBO‘-IHO-VIH(bOpMaLI,I/IOHHbIe CUCTEMDI

BBoauTb B namsATb KOMNblOTEPA 3JIEKTPOHHbIE O6p83bl OOKYMEHTOB

MpousBoanTe NOUCK MHGOPMaUMK B cCyllecTByolwmx 6aszax AaHHbIX, BECTU
WH(POPMALIMOHHO-CNPaBOYHYI0 paboTy Ha OCHOBE pasnuyHbIX KOMOGUHaLW
MOWCKOBbLIX NPU3HaKOB

MpyMeHsATE MHOPMALIMOHHO-KOMMYHWKALMOHHbIE TEXHOMOMM

HeobGxoaumble 3HaHMss | OCOBEHHOCTU  (DOPMUPOBAHWUA BHELIHWX W BHYTPEHHUX WMHMOPMALMOHHbIX
MOTOKOB

CocTaB BHELUHVX MHOPMAaLMOHHBIX MOTOKOB

CocTtaB BHYTPEHHMX MH(POPMALIMOHHBIX NOTOKOB

CTpyKkTypa opraHusaumm 1 nopsaok B3anmMoaencTsua nogpasgeneHn u crnyxo

OcobeHHocTV hopMuMpoBaHKs 6as AaHHbIX B opraH13aumm

CoBpeMeHHble HayyHble MeTOAbl U TEXHUYECKMe CpencTBa, CrnocobcTByoLMe
cbopy, obpaboTke, coxpaHeHuto 1 nepegaye NHPOPMaLMOHHbBIX MOTOKOB

MeToap! O6pa6OTKVI VIH(bOpMaLI,VIVI C NpUMeHeHnemMm COBPEMEHHbIX TEXHUYECKUX
cpencTte KOMMYHMKaLlMVI M CBSI3U1, BbIYUCIIUTENBHOWN TEXHUKN

TpeboBaHusa oxpaHbl Tpyaa

Opyrue -
XapakTepucTUKn

3.3.14. TpynoBas pyHKLMA

OpraHnzauust tHbopMaLIMOHHOTO
B3pal/IMO,EI,eLLI7ICTBI/IH(b F|)<0|3|c;l';|,mer|;| c YpOBEHHL
HavmeHoBaHue Py Koa C/14.6 |(noaypoBeHb)
noapasaeneHnsMn n AoMKHOCTHBIMI NuLamm
KBanudukaumnm
opraHusaumm
MpoucxoxgeHue 3aMmcTBOBaHO 13
o OpurmHan X
TPYAOBOM OYHKLUM opuruHana
Kopg PernctpaumnoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHpapTa

pr,EI,OBbIe nencTBums MH(*)OpMI/IpOBaHMe pa6OTHI/IKOB opraHusaumm o peleHnax pykosogutens

OpraHusauus obMeHa MHdopMaLuein Mexay noapasaeneHusaMn U 4OMMKHOCTHLIMU
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nnuamum opraHun3auumn

OnoBeLyeHne paboTHMKOB O NPeaCTOALLNX MEPONPUSATUAX

Opl’aHVI3aLI,VIFI BCTpeEY TPpyaoOBOro KoJnekrtnea C pykoBoACTBOM

WHdopmupoBaHme pykoBoauTens o6 obpalleHusx COTpyaHMKOB Mo pabouvm u
NNYHBIM BOMpocam

Heobxogumble YMEeHUuaA Wcnonb3oBaTtb COBpEMEHHbIE TEXHOJT0MMN c6opa nnepegayun VIHd)OpMaU,VIVI

OcywectBnsate cbop w nepepaboTky wuHopMaumu, Heobxogumon Ang
AenaTenbHOCTH

OCYLLI,eCTBﬂFITb cucreMaTtmn3aumnto nostydaemblX U nepegaBaemMbiX AaHHbIX

OcylecTBnsATb NPOBEPKY [AOCTOBEPHOCTU, MOMHOTHI U  HEMPOTUBOPEYMBOCTM
JAaHHbIX, UCKITtoYeHne ay6rnMpoBaHms MHdopMauum

MpenoctaBnaTh AaHHbIE B €AMHOM M yaobHOM ans Bocnpusitusa hopmarte

MHOFOKpaTHO ncnosnb3oBaTb MOJTy4YEHHYHO Vchbopmau,wo, NOCTOSAHHO OOHOBMSATHL
OaHHble

ObecneunBaTb ONepaTMBHOCTb NMHOPMALIMOHHBIX MOTOKOB

PaboTtaTb C KOMNbIOTEPOM, MCMONB30BaTb OUCHLIN NAKET (TEKCTOBbLIA peaakTop,
Tabnuubl)

Heobxooumble 3HaHus | HopMaTuBHble NpaBoBble  akTbl, HOPMAaTUBHO-METOOUYECKME  [OKYMEHTbI,
rocygapcTBeHHble CTaHaapThl B cepe AesTenbHOCTU opraHm3aumm

CTpykTypa  oOpraHuM3auuM,  PYyKOBOACTBO  CTPYKTYPHbIX  noapasfefieHui,
HanpaBneHns [OeATenbHOCTW OpraHuM3auMM U KOMMETEeHUMW  CTPYKTYPHbIX
noapasaeneHnin u OOMKHOCTHBIX ML

Knaccudpukauusa  ynpasneHdyeckon  uHdopmauuu, BuAbl  yrpaBrieH4YecKkon
MHdopMaLnn

dopwmbl NpegocTaBneHns ynpaeneHyeckon nHopmaumm

McTouHukM ynpasneH4yeckon nHdopmauum

MeToauka otbopa NCTOYHMKOB UHGOPMaLK

TpeboBaHus, NpeabaBNsAeMble K ynpaBreH4eckoi MHdopmaLmm

TpeboBaHusa oxpaHbl Tpyga

Ipyrve .
XapaKTepUCTnukun

3.4. ObobLeHHas TpyaoBas pyHKUNsS

HanmeHoBaHne | VIHopMaUMOHHO-aHanuTu4eckasa u Koa D YpoBeHb B
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OpraHnU3auMOHHOMY ...

OpraHM3aunoHHO-agMUHNCTpaTUBHAS KBanudukaumm

noaaepkka AesaTenbHOCTU pPyKOBOAUTENS

opraHmsaumm
MpoucxoxgeHve

P kne _ 3aumcTBOBaHO U3
0000LLEeHHOM TpyaoBOM OpwurunHan X
opurMHana
dyHKUMN
Kon PerncrpaunoHHbIn
opvruHana Homep
npodeccnoHanbHoro
CcTangapTa
Bo3MoOXHble HanmMeHoBaHUS lMomMoLwHMK pykoBoaMTENS
OOoImKHOCTEN, Nnpodeccui
TpeboBaHus kK 0bpasoBaHuio U | Bbicluee obpasoBaHue - bakanaBpuaT
0oby4yeHuno HononHutensHoe npodeccuoHanbHoe obpa3oBaHme
TpeboBaHuA K onbITy He meHee Tpex net no npodunto 4eaTensHOCTU opraHn3auum
npakTuyeckon paboThbl
Ocobble ycnosus gonycka K -
paboTte
[pyrne xapakrepucTumku -
JononHutenbHble XapaKTepUCTUKU
HanmeHoBaHWe gokymeHTa Kop HaumeHoBaHne 6a3oBow rpynnbl, JOMKHOCTM (npodheccum)

nnun cneunanbHOCTU

OK3 2432 BubnuoTekapwu, 6ubnuorpadbl, JOKYMeEHTOBEAb! U
crneumanucTbl PoACTBEHHbIX Npodeccuii
OKCO 032001 [lokymeHTOBejEeHME U JOKYMEHTaUNOHHOE obecneyeHne
yrnpaBneHus
032002 [okyMeHTauMoHHOe obecneyeHmne ynpaBneHms u
apxvmBoBeaeHue

3.4.1. TpynoBble pyHKLMM

dopmupoBaHue MHHPOPMaLMOHHOIO YpoBeHb
HanmeHoBaHue B3aMMOJENCTBUSA PYKOBOAUTENS C Kopg D/01.6 |(nogoypoBeHb)
opraHmsaunsmm KBanudukaumnm
MpouncxoxaeHne 3anMcTBOBaHO U3
g OpwurunHan X
TPYAOBOM OYHKLMUM opurnHana
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[ata coxpaHeHus: 28.07.2015

Kop, PernctpaumnoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Tpynosble gevictBust | OTGOP UCTOYHUKOB MHADOPMALIMM B COOTBETCTBUW C 3a4aHHBIMU KPUTEPUSIMU

O6paboTka 1 uHTepnpeTaumsi MHopMaLun Ans NoaroToBKN NPOEKTOB peLLEeHN

MoaroToBka 3anpocoB Mo NOPYYEHUIO PYKOBOAMTENS Ha NOJyYeHUe AOKYMEHTOB U
MHpopMaLMN B opraHax rocyaapCTBeHHOW BNacTu U yrnpaBreHusi, 06 eCTBEHHbIX
opraHusaumsix 1 noslydeHne COOTBETCTBYIOLLEN MHGOPMaLMK U JOKYMEHTOB

MHdopmumpoBaHne pykoBoauUTENs O pe3ynbTaTax pPacCMOTPEHUSI 3arnpocoB U
obpalleHnin

OpraHusaumsi pelleHus BOMpPOCOB, He TPebylolMX HenocpeacTBEHHOMO y4acTusi
pykoBoauTens

MoarotoBka MaTepuanoB A y4acTusi pykoBoauTensi B paboTe pasnmyHbiX
CTPYKTYp B  COCTaBe [OCYOApPCTBEHHbIX W MyHULMMANbHbIX  OPraHoB,
06LLeCTBEHHbIX OpraH13aLuui

MoaroToBka [OOKYMEHTOB AN 3aKMOYEHWS COrMalleHWn O COTPYAHUYECTBE C
[AernoBbIMY NapTHepamu

NHdopMmpoBaHe AenoBbiX MapTHEPOB W 3aMHTEPECOBaHHLIX OpraHv3auuii o
peLLeHUsIX PYKOBOAUTENS B XOAe BbINOSTHEHWS! CornalleHni

Heobxogumble ymeHus | AHanmanposatb W oTbupaTb WCTOYHMKM MHGOPMaUMM B COOTBETCTBUMM C
KpUTEPUAMM  MOMHOTHLI, [OOCTOBEPHOCTW, CBOEBPEMEHHOCTU MNpenocTaBneHns
WHopmauum

CobupaTb, obpabaTtbiBaTb M aHanManpoBaTb MHGOPMAaLUIO B COOTBETCTBUM C
3agaHHbIMU TpeboBaHUAMM

I'Iepep,aBaTb I/IH(bOpMaLIMlO B cCuMctemMatn3anpoBaHHOM Buae

Ob6pabatbiBaTe M CTPYKTypupoBaTb MHGOpPMaLmMio, o6pasyst MHOPMaLMOHHbIE
pecypcbl

MpousBoauTb MOUCK MHGOPMaLUUM B CYLIECTBYOLWIMX 6Gasax [daHHbIX, BECTM
MH(POPMALIMOHHO-CMPaBoOYHYl0 paboTy Ha OCHOBE pasfnYHbIX  KOMOGWUHALMiA
NMOUCKOBBIX MPVU3HAKOB

Ob6ecneunBaTtb MHHOPMALMOHHY 6GE30MaCHOCTb OpraHn3auum

PaboTtaTb C KOMNBLIOTEPOM, UCMOMNbL30BaTh OUCHBLIA MaKeT (TEKCTOBLIA pedakTop,
Tabnuubl)

Heobxoaumble 3HaHWs! | BHYTPEHHSIS M BHELLHSIS NONMTMKA OpraHM3auum

MpWHUMNBLI NpeacTaBUTENbCTBA B rOCYAAPCTBEHHbLIX OpraHax, opraHax MecTHOro
camoyrpaBIieHUsi, CTOPOHHMX OpraHn3aumsix U Nopsiok B3auMOo4eNCcTBUS C HUMU

KOHCYH bTaHTIIOC www.consultant.ru CrpaHuua 34 n3 41

HafiéXKHasa npaBoBasA noaoAepXXKa


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

Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"06 yTBepxaeHUM NpoceccoHanbHOro craHaapTa "Cneuvanmct no HokymeHT npepocTaBneH KoHcynbTaHTliioc

[ata coxpaHeHus: 28.07.2015

OpraHnU3auMOHHOMY ...
MpuHUMNBI 1 MeTOAbI aAMUHUCTPUPOBAHNS
OcobeHHOCTM HOPMUPOBAHMS BHELUHNX U BHYTPEHHUX MHADOPMALMOHHBLIX MOTOKOB
CTpyKkTypa opraHm3aumm u nopsaok B3aumogencTBus nogpasgerneHnii u cnyxo
MpaBuna popmMmMpoBaHMs U UCMNONb30BaHNSA 6a3 gaHHbIX
CoBpeMeHHble Hay4yHble MeTodbl U TEeXHUYeckue CpeacTBa, CnocobCTByOLLME
cbopy, obpaboTke, coxpaHeHuto 1 nepegade MHpopmauum
MpaBuna 3awuTbl KOHUAEHUMANsHOW cnyxebHon nHdopmaumm
CoBpeMeHHble MHPOPMALIMOHHbBIE TEXHONOMN
Apyrve -
XapakTepuCTUKM
3.4.2. TpynoBas dyHKUMSA
AHanu3 nigopmalmmn 1 nogrotToBka YpoBeHb
HavmeHoBaHue | MHpOpMaLMOHHO-aHanuTU4Yeckux matepuanos | Kopg D/02.6 |(nogoypoBeHb) 6
KBanmdunkaumm
MpoucxoxaeHune 3aMmMcTBOBaHO U3
P KA OpvirnHan X
TPYAOBOMN OYHKLUN opuruHana
Kopg PernctpaunoHHbIn
opuruHana HoMep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBus C6op, nepepaboTka 1 aHanm3 nHdopmaumm Ons pelleHns 3agad, NoCTaBMeHHbIX
pyKoBOAUTENEM

MogroToBka VIH(bOpMaLI,I/IOH HO-aHalnnTn4eCcknx MmatepmnanonB

PaspaboTka TemaTuyeckoro nrnaHa o630pHOro JOKYMeHTa, Aoknaaa

OnpepaeneHve kpyra 6ubnmorpadgnyecknx NCTOYHUKOB

Moabop UCTOYHWMKOB U NUTepaTypbl NO Teme o063opa, AoOKNaga, aHanUTUYEeCKoM
crnpaBsku

HanucaHune 1 oopmneHne o63opa, Aoknaaa, aHanuTUYecKon cnpaBku

Heobxogumble ymeHus | PaspabaTtbiBaTb TeMaTnyeckuii nnaH o63opa, oknaga, aHanuTUYecKon cnpasku

O6GocHoBbIBaTb aKTyanbHOCTb MNPOGNemMbl, KOTOpPYK MNPeacTOMT OCBETUTL B
o0630pe, goknage, cnpaeke

Monb3oBaTbCA  MHPOPMALMOHHBIMW  pecypcamu M cUcCTeMaTU3npoBaTb
nHpopMaLIMIO NO 3a4aHHbIM KpUTEPUAM
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[ata coxpaHeHus: 28.07.2015

rlpaBl/IJ'IbHO MHTEpnpeTnpoBaTb MNoOJiyd4eHHbl€ OaHHble WU NpenoctaBATb UX B
cuncreMmaTuanposaHHoOM Bmnae

Onpep,enmb Kpyr UCTOYHUKOB W nutepaTypbl, HeobxoOMMbIX AN NoAroTOBKM
I/IH(*)OpMaLI,I/IOHHO-aHaJ'IVITI/I‘-IeCKI/IX mMaTtepuanoB

W3naratb martepuan B nornyeckon nocnegoBaTenibHOCTU

I'Ipomsso,qmb aHalnna3 " OUeHKY U3NOoXeHHOro matepumana

Od)OpMJ'IFITb TEKCT B COOTBETCTBYHOLWLEM CTUINE

PepakTtu poBaTb TEKCT JOKYMEHTOB

(DOPMYJ'II/IpOBaTb BbIBOAbl N peKOMeHOauunmn

OcyliecTBnsATb aBTOMaTM3auMIO MNpoLLeccoB cOopa, XpaHeHUa W Bblgaun
MHdopMaLnm

MMonb3oBaTbCca yCTpPoOWCTBaMM aBTOMaTU3MPOBaHHOW 06paboTkM TEeKCTOBOW
nHdopmaumm n poToHabopHLIMK YCTPONCTBaMMU

anMeHﬂTb BbIHUCITUTEJIbHYIO TEXHUKY W I/IH(bOpMaLI,VIOHHbIe TeXHONormn AOns
3KOHOMMWYHON 1 paLlMOHaﬂbHOVI opraHunsauunmu I/IH(bOpMaLI,VIOHHbIX npoueccos,
MOBbLILLEHMS UX TMOKOCTN N ANHAMUYHOCTU

MponsBoanTb NUTEPATYPHO-CTUNUCTMYECKYID 00paboTKy TekcTa, NpPOBEPKY
NOrnYecKon MnocrnefoBaTeNnbHOCTM U3MOXEHWS, aHanu3a M OLEeHKW, HanucaHusi
BbIBOJOB 1 pEKOMEHAaLMNN

anMeHﬂTb OCHOBbI MCUXONOrMN AENOBOro obLLEHNSs

Heobxognmble 3HaHWs HOpMaTI/IBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeToAU4YeCKMe  [OOKYMEHThI,
rocygapCrtBeHHble CTaHO4apThbl B cq)epe OeATEeNIbHOCTUN OpraHn3auunm

CTpykTypa  opraHuMsauuu,  pykoBOACTBO  CTPYKTYPHbIX  MoApasgeneHun,
HanpaBneHuss [OeaTenbHOCTW OopraHuM3auum W KOMNETEHUUW  CTPYKTYPHbIX
noAapasgeneHumn 1 JormMKHOCTHbIX NnL,

Knaccudpukauua  ynpasneH4yeckon  MHdopmauuun, BuAbl  ynpaBreHYecKown
MHdopMaLnn

dopmbl NpegocTaBneHns ynpaBneH4Yeckon nHopmaumm

NcTouHMKM  ynpaBneH4Yeckonm wHdopMauuu, MeToauka oTbopa WUCTOYHWUKOB
MHdopMaLnn

TpeboBaHus, npeabABAsSeMbIe K ynpaBneH4Yeckon nHopmawmm

OcobeHHOCTM pedepupoBaHnsa  MHGOPMaUuK, cneuudmka odopMneHns wu
COCTaBEHMs aHHOTaLuMI, pedepaTtoB, 0630poB, OKNAL0B

Kateropuu notpebutenen, Ha KoTopble ByaeT paccumTaH AaHHbIM 0630p, Aoknag

MeToabl 06paboTky MHpopMALMU C NMPUMEHEHNEM COBPEMEHHBIX TEXHUYECKMX
CPEeACTB KOMMYHUKALMIA U CBSI3W, BbIMUCITUTESTBHON TEXHUKN
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OpraHnU3auMOHHOMY ...
CTpykTypa WH(OPMaUUOHHBLIX W3d4aHUAW B 3aBMCMMOCTM OT  Xapakrepa
WHGOPMaLMM 1 LeNneBoro HazHavdeHnsa MHAOPMaLMOHHBLIX U3AaHUN
CoBpemeHHble cpeacTtsa cbopa, 06paboTkn, cuctemaTusaumm nHdopmaumm
NcTouHuKM nHdopmaumm: katanorn 6ubnuoTek, KypHanos, NOWCKOBbIE CUCTEMbI
WH(OPMALIMOHHO-TENEKOMMYHUKALMOHHOM ceTn "VIHTEepHET", 3aNeKTPOHHble 6asbl
AaHHbIX
PyHKUMOHaNbHOE HasHayeHue ob3opa (bubnuorpadumyeckoro, pedepaTuBHOro,
aHanWTMYeCcKoro) Kak cpeacTBa OpUEHTauun yuTaTtenst B JOKYMEHTANbHOM MIu
WHGOPMALIMOHHOM MOTOKE
OcobeHHOCTU obLeHay4HoW 1 nparmaTnyeckon dyHKLumn 0630poB
MpaBuna paboTbl C BHELUHUMY HOCUTENSAMMW MHOpMaLnn
HopmaTuBHblE  OOKYMEHTbI, TFOCYQapCTBEHHble  CTaHgapTel B obnactu
OEATENbHOCTU OpraHM3aLmum
MoHsaTre n cneunduka bubnmorpadpuyeckoro, pecpepaTMBHOrO 1 aHaNUTUYECKOTO
WHOPMALIMOHHOIO U3aaHus
CnpaBo4Hble NpaBoOBbIE CUCTEMbI

Ipyrve -

XapaKTEPUCTUKK

3.4.3. Tpynosas pyHKLMSA

OpraHu3aumnst 4enoBbIX KOHTAKTOB U YpoBeHb
HanmeHoBaHMe | NPOTOKOSbHBIX MEPOMNPUATUIA Koa D/03.6 |(nogypoBeHb)
KBanudukaumum

MpoucxoxgeHue 3aMmcTBOBaHO 13
o OpurmHan X
TPYAOBOM (OYHKLMUM opuruHana

Kopg PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa

pr,EI,OBbIe,EI,eIZCTBMH Opl’aHI/l3aLl,l/Iﬂ N  nnaHnpoBaHmMe [OefioBblX KOHTAKTOB, BCTpedY W NMoe3aok
pykoBoautensa

OpraHusaums  3acefaHvuii, COBELAHWA W MEpOnpuSTUA,  NPOBOAMMbIX
pykoBoauTenem

MogroToBka mMaTtepuanoB Anda COBELLaHNn, BEAEHNE U O(bOpMJ'IeHI/Ie NPOTOKOJ10B

lMogroToBKa NpeseHTaunin No yKasaHUo PYKOBOAUTENS

MogroToBka n npoeegeHne I'IpeCC-KOH(bepeHLIMFl pykoBoautensa
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Bctpeuya yyacTHMKOB neperoBopoB, obecrnedyeHve WX MHGOPMaLUMOHHBIMU
maTtepuanamu, BeieHue 3anncei NeperoBopos

Heobxogumble ymeHus | CocTaBnATb NnaH NOE34KU PYKOBOAUTENS

OdbopMnaTb OOKYMEHThI, HeoBXoaMMble Ans OeNoBoW Noesaku, KOMaHOUPOBKU
pykoBoauTens

CocTtaBnsiTb M 0oopMNATE MPOTOKONbI COBELLaHWWA, 3acefaHuin U Opyrux
KOH(DEPEHTHbIX MEPONPUATUIA, TFOTOBUTb CMMUCOK YYacCTHMKOB, MOBECTKY [HS,
SIBOYHbIE NUCTbI U MPOEKTbI UTOFOBbIX AOKYMEHTOB

CocTtaBnsTb npecc-penuabl

BecTn neperoBopbl ¢ NapTHepamm

PaboTtaTtb B pexxyrme MHOro3agayHocTu

PaboTtaTtb ¢ 60nblwKM 06 beMoM MHdbopMaumm

CosgaBaTb M nNoadepXvBaTb  MOMOXWUTEMbHBIA  UMWOX  OpraHuM3auumM U
pyKkoBoAuTeEns

Wcnonb3oBaTtb BbI4YUCITUTENTbHYIO TEXHUKY n
VIH(*)OpMaLI,I/IOHHO-KOMMyHVIKaLI,VIOHHbIe TexHonornm ans 6onee 3KOHOMUYHOW U
paLlMOHaﬂbHOVI opraHmsauumn VIH(bOpMaLI,I/IOHHbIX npoueccoB, MoOBbIWEHNA WX
rMMOKOCTN N ANHAMNYHOCTU

O6ecneunBaTb UHOPMALMOHHYIO 6e30NacHOCTb OpraHM3aunm

Heobxoaumble 3HaHMs |HopmaTuBHblE MNpaBoBble  akTbl, HOPMAaTUBHO-METOAWYECKME  [OKYMEHTHI,
rocygapcTBeHHble cTaHaapThl B cepe AesTenbHOCTM opraHu3anmm

CTpyKkTypa opraHu3auumu, pykOBOASILLMIA COCTAB OpraHu3auuy 1 nogpasfesieHni,
HanpaBneHns [OesTeNbHOCTU OpraHu3auMum U KOMMETEHUWMM  CTPYKTYPHbIX
noapasaeneHunii U AOMKHOCTHbIX ML

Mcuxonornsa aenoBoro obLLeHNsi, OCHOBbI KOH(PITMKTONOrK

I'Ipanma npoBeaeHna aenoBbiX NeperoBopoB U NMPOTOKOJIbHbIX MepoanﬂTMﬁ

OTUKET M OCHOBbI MeXAyHapoAHOro npoTokorna

I'Ipanma COCTaBJiEHNA N Od)OpMJ'IeHVIFI OOKYMEHTOB

MpaBuna 3awwmTbl KOHUOEHUMANBHOM CnyxebHon nHpopmaunm

MH(*)OpMaLI,VIOH HO-KOMMYHUKaALNOHHbIE TEXHOJ10ITMN

[pyrvie -
XapaKTepUCTUKK

3.4.4. TpypoBas oyHKUNA

HanmeHoBaHue | OpraHusaumsi UICNOSHEHMWS PELLEHUN Koa D/04.6 |YpoBeHb B
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OpraHnU3auMOHHOMY ...

pykoBOAMTENS (noaypoBeHb)

KBanudmkauum
MpoucxoxaeHne 3anmcTBOBaHO 13
P A OpwurunHan X
TPYOOBOW OYHKLMK opurnHana
Kop, PernctpaumnoHHbIn
opurnHana HOMeEp
npodeccnoHanbHoro
cTaHgapTa

Tpynosble aelicTBust | [lokyMeHTanbHoe odopMIieHe peLeHnin pyKoBoaUTENs, AOBEAEeHVE A0 CBEAEHMS
pabOoTHMKOB OpraHn3aLMn YCTHbIX PacnopsiKEHUA PyKOBOAUTENS

KOOpLI,I/IHaLI,I/IFl neAaATenbHOCTU No UCNOJTHEHUIO pemeHvuZ pykoBoautensa

KOHTpOmb UCMONHEHUs peLLeHWniA PYKOBOAMUTENS

lMoaroToBka OTYETOB O BbINOMIHEHMN MOPYYEHUI U PELLEHNIA PYKOBOAUTENS

HeobGxoammble ymeHusi | CocTaBnsiTb M 0DOPMISTh JOKYMEHTbI, CoAepKallMe NopyYeHUs: U pacriopsiKeHns
pykoBoauTens

Bectn yuyeT nopydeHuii pykoBoauTens, TpeOyloLMX KOHTPONs MO CyLecTBY
peLueHusi Bonpoca

YeTko 1 BbICTPO NPUHMMAaTL peLleHnst B npouecce paboThbl

np0M3BO/J,VITb aHanu3 UCNOSHNTENbCKON AUCUUNIIUHDI

CocTaBnsiTb aHanUTU4YecKMe OTYEeTbl W CrpaBKM MO pe3yrnbTaTaM WUCMOSNHEHUS
Nopy4YeHUN 1 PacropsPKEHUN PYKOBOAMTENS

Monb3oBaTtbCcs cuctemMamm AJ1IEKTPOHHOIO /J,OKYMeHTOO60pOTa

MPUMEHSITb BbIMUCTIIUTENBHYIO TEXHUKY U MHEDOPMAaLNOHHO-KOMMYHUKALIMOHHbIE
TEXHOMNMOrMM AN 3KOHOMUYHOW M paLMoHanNbHOW OpraHn3aumMm UHPOPMaLMOHHBIX
NpoLLeCCoB, NOBbILLIEHNSI UX TMOKOCTU U AUHAMUYHOCTH

Ob6ecneunBaTb 6e30MacHOCTb AeATENbHOCTU opraHunsauunmn

Heobxooumble 3HaHMs |HopmaTuBHble MpaBoBble  aKkTbl, HOPMAaTUBHO-METOAMYECKME  OOKYMEHTHI,
rocygapCTBeHHble CcTaHaapThl B cepe AenTenbHOCTM OpraHu3aLmm

CTpykTypa  oOpraHvM3auuu,  pyKOBOACTBO  CTPYKTYPHbIX  nogpasfeneHui,
HarnpaBneHusa [OeATenbHOCTW OpraHM3auMM U KOMMAETEHUUW  CTPYKTYPHbIX
noapasaeneHnini  QOMKHOCTHBIX NN

I'Ipanma npoBeaeHna KOHTpPonAa NCnonHeHnaA nopyquMﬁ pykoBoguTens

TexHonorns BeeHust KOHTPOJIS MCTIONTHEHWS! MOPYYEHUIA PYKOBOAMTENS

Cucrtemsl ANEKTPOHHOIo ﬂ,OKyMeHTOO60p0Ta, ©a3bl AaHHbIX
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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaAeHUM nNpodeccnoHanbHoro ctaHaapTa "Crneumanuct no
OpraHu3auvoHHOMY ...

[JokymeHT npepocTtasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 28.07.2015

TpeboBaHusi oxpaHbl Tpyaa

Apyrve -
XapaKTepUCcTukun

IV. CBegeHus 06 opraHmsaumsx - paspaboTymnkax
npodeccnoHaneHoro cTaHgapTta

4.1. OTBETCTBEHHAsA OpraHM3aunsa-pas3paboTumk

HIM "HaumoHanbHaga accoumnaumns opMCHbIX CNELManMcToB U agMUHUCTPATUBHBLIX pabOTHUKOB", ropoa
MockBa

OvpexTop XntocHeBa Jltogmuna lMeTposHa

4.2. HanmeHoBaHuMs opraHMsaumnin-paspaboTynkos

1 AHO "AreHTCTBO CTpaTerMyecknx MHMLUMATMUB No NPOABUKEHNIO HOBbIX NPOEKTOB", ropog Mocksa

2 AHO "YenabuHckoe permoHanbHOe areHTCTBO pasBuTus keanudmkaumin®, ropog YensbuHck

3 AHO BIMO "MexpermoHarbHbii OTKPbIThIN coLpanbHbii MHCTUTYT", ropoa Mowwkap-Ona, Pecnybnuka
Mapun On

4 Bonrorpaackasi ToproBo-npomebilLnieHHasa nanara, ropog Bonrorpag

5 Y "Bcepoccuincknini HayqyHo-ncerneaoBaTenbCkUM MHCTUTYT AOKYMEHTOBEeAEHNS U apXMBHOro gena"

(BHUWOAL), ropoa MockBa

6 HOY OHO "MIHCTUTYT nHdopMaumoHHbIX TexHonorun "AnTu", ropog Mocksa

7 O6Lwepoccuicknii Nnpodcorn3 paboTHMKOB roCy4apCTBEHHbIX yYpeXxaeHUi 1 obLLecTBEHHOrO
obcnyxmBaHusa Poccuiickon ®egepaunmn, ropog Mockea

8 OO6wepoccuiickoe mexoTpacneBoe obbeanHeHne pabotogaTtenen "Hukens", ropog Mocksa

9 00O "MatikpocodT Pyc", ropoa Mocksa

10 | OOO "LleHTp akcnepTusbl n ceptudukaumn”, ropog Mocksa

11 OO0 "3OnekTpoHHblE 0dUCHBIE cucTembl”, ropog Mockea

12 MoBoOMmKCKUIN MHCTUTYT ynpaeneHusa nmenu N.A. CtoneinuHa - dunman ®re0y BI1O "Poccuinckas
akagemus HapoAHOro X03ANCTBa M rOCygapCTBEHHOM Cnyx0bl Npu MNpe3ngeHte Poccunckon
denepaummn”, ropog Capartos

13 OrAQY A0 "Akagemus cTangapTmMsaumm, MeTpornorum n ceptudpmkauyuun”, ropog Mocksa

14 | ®I'BOY BI10O "lMeH3eHcKkun rocygapcTBeHHbIN yHMBepcuTeT", ropo NeHsa

15 | ®IrbOY BI10 "Poccuiickuii rocyaapCTBEHHbIV TyMaHUTapHLIN YyHMBEpCuTeT", kadeapa
OOKyMeHToBeAeHus, kadpeapa ACLOY, ropoa Mockea

16 | ®I'BY "Hay4yHo-uccnepoBaTenbCKMM MHCTUTYT Tpyada U coumnansHoro ctpaxosaHus" MuHuctepctea
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Tpyaa v couymanbHom 3awmTbl Poccuickon ®epgepaunn, ropoq Mocksa

17 | Apocnasckasa TOproBo-npoMbILLfIEHHAs nanarta, ropos fpocnasnb

<1> O6LLepocCcUNCKmi krnaccudurkaTop 3aHATUN.

<2> O0LEepOCCHMICKNA KnaccudukaTop BUOOB SKOHOMUYECKON OeATENbHOCTH.

<3> ObLepoccHinckmnin knaccudukaTop cneumansHOCTeN No 06pasoBaHUIo.

<4> EpuHbIi KBanMUKALMOHHLIA CMPaBOYHUK [OMKHOCTENW PYKOBOAMUTENEW, CneumanuctoB U Apyrux
cnyatumx.

<5> O6wepoccuiicknii knaccudumkatop npodeccuii paboumx, LOMMKHOCTENW CRyXalmux W TapudHbIX
pa3psiaos.
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