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3apeructpupoaHo B MuHiocte Poccun 2 nioHsa 2015 r. N 37509

MWHUCTEPCTBO TPY[A U COLIMANBHON 3ALLIUTLI POCCUNCKON ®EQEPALMU

NMPUKA3
oT 6 mas 2015r. N 276H

OB YTBEPXXAEHUN MPO®ECCUOHANIBHOIO CTAHAOAPTA
"CNEUMANUCT NO OPTAHN3ALIUOHHOMY U AOKYMEHTALUOHHOMY
OBECIMEYEHUIO YNPABNEHUA OPFAHU3ALIMEN"

B cooTtBeTcTBUMM C nyHkTOM 16 [MpaBun pas3paboTku, yTBEPXKOEHMS U MPUMEHEHUA NPOodeCcCUOHanbHbIX
CTaHOapTOB, YTBEPXAEHHbIX NocTaHoBrneHneM [MNpasutensctBa Poccuickon Pegepaumm ot 22 aHsaps 2013 r. N
23 (CobpaHue 3akoHopaTenbctBa Poccuiickon ®depepaumm, 2013, N 4, ct. 293; 2014, N 39, ct. 5266),
NpuKasbIBalto:

YTBEepaAuTb npunaraembln  npod)eccmoHanbHbli  cTaHgapT "Cneuuanuct no  opraHuM3auuoHHOMY U
OOKYMeHTaLMOHHOMY obecrnedeHuno ynpaBrneHust opraHusaumen”.

MuHucTp
M.A.TOMNNWH

YTBEpXKOeH

npukaszom MuHucTepcTBa Tpyaa
1 coumanbHOM 3almThbl
Poccuiickon deaepaumm

o1 6 mast 2015 . N 276H

MPO®ECCUOHAIbHbIA CTAHOAPT

CNEUMANNCT
Nno OPTAHU3ALUOHHOMY U AOKYMEHTALUMOHHOMY OBECIMEYEHMUIO
YMPABNEHUSA OPFAHU3ALIMEN

447
PernctpaumnoHHbIn
Homep
|. O6wume cBeaeHus
OpraHu13aunoHHOE 1 JOKYMEHTaLNOHHOEe obecneYveHne ynpaBneHus opraHm3aumsimm 07.002
NBbIX OpraHN3aLMoOHHO-NPaBOBbLIX HOPM
(HaMmeHoBaHMe Buaa NpoeccrMoHanbHOM 4eaTeNbHOCTH) Koa

OcHoBHas uenb Buaa npogeccrmoHanbHOM 4eaTeNnbHOCTY:

Peanusauus oGecneunsarowyx yHKLMIA yNpaBneHus opraHu3aumnei; BHEAPEHME NYYLLNX TEXHUYECKMX
pa3paboToK U HOBEWLLNX TEXHOMOIUI B 06ecneyeHve ynpaeneHus opraHusauueit

KoncyanaHTHnmc www.consultant.ru CtpaHuua 2 us 41
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pynna 3aHATUR:

2432 Bubnuotekapu, bubnuorpadsbl, 3431 AOMUHUCTPATUBHO-
AOKyMeHTOoBeAb! 1 creuuanmncThbl yrnpaBneH4YecKknin nepcoHan
POACTBEHHbIX Npodeccun

4222 Cnyxalume, 3aHATbIE MPUEMOM U - -

NMHOPMUPOBAHMEM NoceTUTENEN
(kog, OK3 (HanmeHoBaHue) (kog, OK3) (HanmeHoBaHue)
<1>)

OTHeceHMe K Bugam 3KOHOMUYECKON OeATENbHOCTH:

82.1 [earenbHOCTb aAMUHUCTPATUBHO-XO3ANCTBEHHAA M BCNoMoraTenbHas OeATenbHOCTb Mo
obecneyeHnto yHKLMOHNPOBaHUSI OpraHM3aumm
82.3 [earenbHOCTb NO OpraHn3aumm KOHpEepPEHLMN U BbICTaBOK
(kog OKB3[ (HaMmeHoBaHVe BUOa 9KOHOMUYECKOW AEATENBHOCTI)

<2>)

[I. OnucaHne TpyaoBbIX PYHKLMIA, BXOOALLIMX
B NpodeccroHanbHbI cTanHaapT (PyHKUMOHaNbHas kapTa Buga
npoceccuoHanbHOM OeATENBHOCTH)

0O606LeHHbIe TpyaoBble dYHKLUU Tpyoosble dyHKLUU
kon HaumeHoBaHWe ypOBEHb HaumeHoBaHue Kon ypOBEHb
KBanudpu (nogypoBeHb)
Kauum KBanudukaumm
A OpraHusaunoHHoe 3 Mpuem n pacnpeaenexHne A/01.3 3
obecneveHne TenegOoHHbIX 3BOHKOB
[eATenbHOCTU opraHu3aumm
opraHu3aumm
OpraHusaumsi paboTbl ¢ A/02.3 3
noceTUTENsIMM opraHn3auum
BbinonHeHe KOOPAUHUPYHIOLLNX U A/03.3 3
obecneyumBatoLLmX hyHKLMIA
B [okymeHTaLnoHHoe 5 OpraHusaumsi paboTbl ¢ B/01.4 5
obecneyeHne OOKYMeHTamu
[eATenbHOCTU
opraHusaumm OpraHusauns TekyLero xpaHeHus B/02.4 5
OOKYMEHTOB
OpraHusauns obpaboTkm gen ons B/03.4 5
nocneayoLwero XxpaHeHus
C OpraHusaunoHHoe, 6 OkasaHue nomowm pykosogutento | C/01.6 6
OOKYMEHTALMOHHOE U B NNaHMpOBaHUM paboyero
NHdOpMaLMOHHOE BpPEMEHMU
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obecneyeHne
[eaTenbHOCTU
pyKoBOAUTENS
opraHusaumm

MnaHupoBaHue paboyero gHs
cekpeTaps

C/02.6

OpraHuzaums TenedoHHbIX
NeperoBopoB PYKOBOAMTENS

C/03.6

OpFaHM3aLlMF| KOMaHOUpPOBOK
pykosBogutena

C/04.6

OpraHusaumsi paboTbl ¢
noceTUTeENs MM B NPUEMHOM
pyKoBOAUTENS

C/05.6

OpraHusauns nogroToBKu,
npoBeaeHns 1 0bcnyxunsaHms
KOH(PEPEHTHbLIX MEPONPUATUI

C/06.6

OpraHu3aLmst UCMoMHeHNs
PELLUEHUI, OCYLLECTBMNEHNE
KOHTPOIS UCMOMHEHNS MOPYYEHWI
pyKoBOaAMTENS

C/07.6

OpraHuzauus 1 nogaepxaHve
dyHKUMOHaNbHOro paboyero
NPOCTPaHCTBa NPUEMHON 1
kabuHeTa pykoBoaMTENS

C/08.6

Pa3paboTka nokanbHbIX
HOPMaTMBHbIX aKTOB,
pernameHTUpyroLmMx paboTy
cekpeTaps

C/09.6

CocTtaBneHue n oopmreHne
ynpaBneH4Yeckon JOKYMeHTaLmm

C/10.6

OpraHusaumsi paboTbl ¢
OOKYMEHTamMK B NpUeMHom
pyKoBOAUTENS

C/11.6

OpraHuzaumsa xpaHeHus!
[IOKYMEHTOB B NpuemMHoM
pykoBoauTens

C/12.6

ObecneveHne pykosoguTens
nHdopmaumen

C/13.6

Opranusaunsa nHdpopMaLmoHHOro
B3aMMOAENCTBUSA PYKOBOAUTENS C
nogpasgeneHnamm un
OOIMKHOCTHBIMM NMLaMm
opraHusaumm

C/14.6

D UHdopmaumoHHo-
aHanuTuyeckas un
OpraH1M3aumMOoHHO-
agMuUHUCTpaTMBHas

dopmuposaHue
NHGOPMaLMOHHOTO
B3anMMOEeNCTBUS pyKkoBOOUTENS C
opraHusaumsamu

D/01.6

KoHcynbTaHTlINntoC

HageXHas npaBoBas nogaepxka
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opraHn3auuoHHOMY ...
nogaepka AHanus nHdopmaumm n D/02.6 6
OeaTenbHOCTU noAroToBka MHAPOPMaLIMOHHO-
pykoBoAUTENS aHanuTU4yecknx martepuarnos
opraHusaummu

OpraHusaunsa genoBbIX KOHTAKTOB D/03.6 6
N NPOTOKOSbHbLIX MEPONPUSTUI

OpraHusauus ncnonHenusi| D/04.6 6
peLLeHnn pyKoBOAUTENS

[Il. XapakTepuctmka 06006LLEHHbIX TPYAOBbLIX (YHKLIMIA

3.1. O6obLeHHasn Tpyaosas PyHKLMA

OpraHu3aunoHHoe obecneyeHne 0esTenbHOCTH YpoBeHb
HanmeHoBaHune P H A Koa A P
opraHusaumm KBanudmkaumm
MpovcxoxaeHne
Z . 3anmcTBOBaHO U3
06006LeHHON TPpyaAOBOK OpwruHan X
opurmHana
OYHKLMM
Koa PernctpaumnoHHbIn
opurmHana Homep
npodeccuoHanbHoOro
cTaHgapTa

Bo3MoxHble HaMeHOBaHMs
OOIMKHOCTEN, Npodeccuii

CekpeTapb-agMUHUCTPATOP

TpeboBaHus K CpepHee obuee obpasoBaHue

obpaszoBaHuto 1 0byyeHuto | MpodeccroHansHoe oGy4eHre - NporpaMmMbl NPOdeccMoHanbHOM NOArOTOBKM
no npodeccusam paboumx, OOMKHOCTAM CnyKallux, NporpamMmmbl
nepenoaroToBkM paboumnx, cnyxaliux, NporpamMmbl NOBbLILLEHNS
KBanudukaLumm pabodmx, cryxatimx

TpeboBaHWA Kk onbITy -
npakTuyeckoi paboTsl

Ocobble ycnoeus gonycka
K pabote

Opyrve xapakTepucTmkm

[ononHutenbHble XapakTepucTukm

HaunmeHoBaHWe JoKyMeHTa Koa HaunmeHoBaHne 6a30BoW rpynnbl, 4OMKHOCTM (Npodheccun)
Unu cneumanbHOCTU
OK3 4222 Cnyxalume, 3aHATbIE MPUEMOM U MHPOPMUPOBaAHNEM
noceTuTenen
KoncyanaHTHnmc www.consultant.ru CtpaHuua 5 us 41
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opraHn3auuoHHOMY ...
OKCO <3> 032001 IokymeHTOBeAEHME U JOKYMEHTALMOHHOE obecneyeHne
ynpaeneHust
3.1.1. Tpygosas dyHKUMA
Mpuem n pacnpeneneHne TenedoHHbIX YpoBeHb
HanmeHoBaHWe | 3BOHKOB OpraHu3auum Kog A/01.3 | (nogypoBeHb) 3
KBanudpmkaumm
I'Ipowcxovmp.eHwe OpuriHan X 3anMmcTBOBaHO U3
TPYAOBOW OYHKLIMM opurnHana
Koa PernctpaunoHHbIn
opurnHana HoMep
npodyeccrmoHanbHoro
cTaHgapTa

TpynoBble geiicTeua | MepeHanpaBneHne TenedOoHHbIX 3BOHKOB  PYKOBOACTBY U COTPYAHWUKam
opraHvzaumm

PeFMCTpaLlMﬂ nocrtynarLwmnx TeJ'IerOHHbIX 3BOHKOB

MonyyeHne Heobxogumon wHOpPMaUMM W nepefada  CaHKLMOHUMPOBAHHOM
WHpopmaLum No TenegoHy

HeoGxoaumble ymeHus | icnonb3oBaTb TEXHUYECKME W MporpaMMHble CPeacTBa ANs  NPOBEAEHUS
ronoCcoOBOM U BUAEO-KOH(EPEHLI-CBS3N

WUcnonb3oBaTe cpeacTBa KOMMYHUKAUWMOHHOW OPITEXHUKM AN MONyvyeHus u
nepefayun nHgpopmauum

Bectn yyeTHble  perucTpaumoHHble  PopMbl,  Ucnonb3oBaTb WX ANS
NHdOpMaLMOHHOW paboThl

YcTaHaBnMBaTh KOHTaKT ¢ COBECeHUKOM, NMOAAepXUBaTh U passBuBaTh AEMOBYIO
6eceny B npouecce TenegoHHbIX NeperoBopos

CrnaxuBaTtb  KOH(MUKTHbIE U CMOXHbIE  CUTyauum  MEXIUYHOCTHOIO
B3aMMOAENCTBUSA

Cobntogatb cnykebHhbIn aTukeT

HeO6XOp.MMbIe 3HaHUA (DyHKLLMM, 3afayn, CTpyKTypa opraHmnsalumn, ee CBA3N

MpaBuna B3aumodencTBUS C NapTHepaMu, KNMeHTamu, cpeactBamv MacCoBOM
nHdopmauum

ATuka nenosoro obLeHus

MpaBuna pe4veBoro aTUKeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHMOEHUMANbLHONM criykebHon nHpopmauum
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Mpuka3s MuHtpyaa Poccun ot 06.05.2015 N 276H
"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no

opraHn3auuoHHOMY ...

Apyrve
XapaKTepuCTUKH

3.1.2. Tpygosas yHKUMA

OpraHusauumsa paboTbl C MoceTUTENSIMN YpoBeHb
HanmeHoBaHne | opraHusaumm Kog A/02.3 | (nogypoBeHb) 3
KBanudpmkaumm

MpoucxoxaeHne
TPYAOBOW hYHKLMK

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

3anmMcTBOBaHO U3

OpwurunHan X
opurHana
Koa PernctpaunoHHbIn
opurHana Homep
npodeccuoHanbHoOro
cTaHgapTa

TpyooBble AencTBns

BCTpe‘-Ia noceTutenen, nony4yeHue I'IepBI/l‘-IHOIZ I/IHCt)OpMaLLI/lI/I O nocetTnutenax un
NOMOLLb B OpraHn3aunm nx npmnema pykosogurtenem n CoTpygHKkamu

BeneHue xxypHana 3anucu noceTutenemn

Y4yeT nocetutenemn n opopmneHmne nponyckos

Copenctaue onepaTMBHOMY PacCMOTPEHMIO MPOCb6 1 NPEANoXeHWid noceTuTenei

Mpvem ¥ nepedaya OOKYMEHTOB MOCETUTENEN PYKOBOACTBY W COTPYAHWUKaM
opraHusaumm

OpransauMﬂ n 6pOHMpOBaHMe neperoBopHbIX KOMHAT

CepBupoBka YanHoro (kogenHoro) crtona B ogpuce

MpurotoBneHne HanUTKOB (4an, kode, NpoxnagnuTenbHbIe HanuTKN)

HeobGxoavMble ymeHus

ObwaTbcs ¢ noceTUTENAMMN

Mcnonb3oBaTe yCTaHOBMEHHbIE MpaBuia M npoueaypbl KOMMYHUKaLUMKU BHYTPM
opraHvzaumm

BecTu yyeTHble hopMbl, UCMONb30BaTb UX ANs paboTbl

CosgaBatb NONOXUTENBHbLIN UMUOX opraHusauunmn

MpuHMMaTL Mepbl MO paspeLleHnio KOHIMKTHLIX CUTyaLuit

anMeHﬂTb I/IHCbOpMaLLMOH HO-KOMMYHUKALMOHHbIE TEXHOIOInn

O6ecneunBaTb KOHMOUOEHUMANBHOCTb MHGOPMaLINK

Heobxogumble 3HaHUS

MpaBuna opraHnsaummn npMema nocetTutenemn

MpaBuna genosoro o6LeHus
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CTpykTypa opraHuMsaumMum W pacnpefeneHne GyHKUMA Mexay CTPYKTYPHbIMU
noapasgeneHusMu 1 cneuuanucTamm

MpaBuna opraHusaLmu NpMemoB B odnce

MpaBuna cepBMpOBKN YaHOro (KodenHoro) crtona

I'Ipanma NpUroToBneHna n nogadn ropAavYnx HannTKoB U 3aKyCOK K HUM

ATuka nenosoro obLeHus

MpaBuna peveBoro aTnKeTa

TpeboBaHMs oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHMOEHUMAaNbLHOM criykebHon nHpopmMauum

Ipyrve -
XapakKTepucTukm

3.1.3. Tpygosas yHKUMA

BbinonHeHve KOOPOUHMPYIOLLNX U YpoBeHb
HaumeHoBaHve |obecneunBaoLmx QyHKLMNA Kog A/03.3 | (nogypoBeHb) 3
KBanudpmkaumm

MpoucxoxaeHne 3anmcTBOBaHO U3
o OpurmnHan X
TPYA0BOM GOYHKLMK opuriHana

Koa PernctpaumnoHHbIn
opuriHana Homep
npodeccuoHanbHoOro
cTaHgapTa

Tpynosble geiictBusa | BeaeHue xypHana pasbesaos paboTHUKOB opraHusaLmm

KoopauHauusa paboTbl KypbepoB 1 BoauUTenei opraHnsaumm

BeneHue xypHana pa3be3foB KypbepoB OpraHu3aummn 1 MapLIpyTOB BOAMTENei

CocraBneHve cnpaBkM O pasbes3gax paboTHWKOB, KypbepoB W MapLupyTax
BOAUTENEN opraHusauum

HeO6XOp.MMbIe YMeHUaA CocTtaBndatb 1 BECTU y4YeTHble OOKYMEHTbI

anMeHFlTb cpencrtBa KOMMyHUKaUuMn Ond nepenadn nopyquMﬁ pykoBogutenda un
COTPYAHMKOB opraHunsauum

MpuMeHsTbL coBpeMeHHble cpeacTBa cbopa, 0bpaboTkn 1 nepegayn nHdopmaLmm

OueHuBaTtb pe3ynbTaTbl B paMKax NoCTaBl1€HHbIX 3adad

OcyLLEeCTBNATb KOHTPOSb UCMOMHEHUSI MOPYYEHWIA PYKOBOAUTENS COTPYAHMKAMM

KoncyanaHTHnmc www.consultant.ru CtpaHuua 8 13 41
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HeO6XOAMMbIe 3HaHUA I'Ipanma pe4yeBoro aTukeTa

ATuka nenosoro obLeHus

TpeboBaHMs oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHKOEHUMANbLHONM criykebHon nHpopmauum

CTpykTypa opraHusauumM W pacnpefeneHne QyHKUMA MexXay CTPYKTYPHbIMU
nogpasaeneHnammn u cneumanmcTamm

Ipyrve -
XapakTepucTukm

3.2. O606wweHHas TpyaoBas yHKUNSA

OKyMeHTaLMoHHOoe obecneveHne aesTenbHOCTU YpoBeHb
HanmeHoBaHue Roky H A Koa B P
opraHusaumm KBanudmkaumm
MpoucxoxaeHne
Z . 3anMcTBOBaHO U3
0606LLEHHOW TPYL0BOW OpuruHan X oDUIMHANA
OYHKLMM P
Koa PernctpaumnoHHbIn
opurmHana Homep
npodeccuoHanbHoOro
cTaHgapTa
Bo3MoXKHble HauMeHoBaHUs [enonponssogurenb

OOIKHOCTEN, Npodeccun

TpeboBaHus k 06pa3oBaHmMio
n oby4yeHuto

CpegaHee npodeccroHansHoe obpasoBaHume - NPorpamMbl NMOATOTOBKM
KBanU@ULIMPOBaHHbIX PaBoYmnx, CryxalLmx

TpeboBaHWA Kk OnbITy
npakTuyeckoi paboTsbl

Ocob6ble ycnosusi gornycka K
paboTte

Opyrve xapakTepucTmkm

[ononHutenbHble XapakTepucTukmn

HaunmeHoBaHWe JoKyMeHTa Koa HaunmeHoBaHne 6a30BoW rpynnbl, 4OMKHOCTM (Npodheccun) nnm
cneumnansHoOCTH
OK3 3431 AOMWHUCTPATUBHO-YNpPaBreHYeCKUin nepcoHan
EKC <4> - [enonponssogurernb
OKMNAaTP <5> 21299 [enonponssogurernb
KoncyanaHTHnmc www.consultant.ru CtpaHuua 9 us 41
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[ata coxpaHeHus: 09.06.2017

OKCO 032002 | OokymeHTauMoHHOe obecneyeHne yrnpaBneH1s 1 apxmBoBeaeHue

3.2.1. Tpygosas dyHKUMA

OpraHusaumsa paboTbl C AOKyMEHTaMu YpoBeHb
HanmeHoBaHue Kog B/01.5 |(nogypoBeHb) 5
KBanudpmkaumm

MpovcxoxaeHne 3anmcTBOBaHO U3
o OpurmnHan X
TPYA0BOM GOYHKLMK opurmHana

Koa PernctpaumnoHHbIn
opurHana Homep
npodeccuoHanbHoOro
cTaHgapTa

Tpygosble gericteus | [MNprem 1 nepeBnyHas obpaboTka BXoAALMX JOKYMEHTOB

MpenBapuTensHoe  pacCMOTpPeHME M COPTMPOBKA  [OKYMEHTOB  Ha
perncTprpyemMble 1 He permcTpupyemMble

MNoaroToBka BXxoasaLWMX OOKYMEHTOB A1 paCCMOTPEHNA pykoBoaUTENEM

Pervctpauus BXoaawmx 4OKYMEHTOB

OpFaHM3aLlM$| OOCTaBKN AOKYMEHTOB UCMONTHUTENAM

Benenune 0asbl OaHHbIX JOKYMEHTOB OopraHun3auum

BeneHne nHdopmaumoHHO-cnpaBoYHON paboThl

O6paboTka 1 oTnpaBka UCXOZALLMX LOKYMEHTOB

OpraHuzauma paboTbl MO perucTpauun, Yy4yeTy, XpaHeHuio W nepedave B
COOTBETCTBYIOLLME  CTPYKTYpPHble  noApasfeneHnst  OOKYMEHTOB  TeKyLLero
JernonpovseoacTea

KOHTpOJ‘Ib MCMNOJTHEHUA OOKYMEHTOB B OpraHu3auumn

Heobxoaumble ymeHus | PaBoTaTtb €O BCEM  COBOKYMHOCTbIO  MHAOPMALMOHHO-A0KYMEHTALMOHHBIX
PECYpCOB OpraH1saLmm

Monb3oBaTtbcs 6azamu OaHHbIX, B TOM 4ucne yganeHHbIMn

Monb3oBaTtbces cn paBO4HO-NpaBoOBbIMU CUCTEMaAMU

MNonb3oBaTtbes aBTOMaTU3NPOBaHHbIMU cucreMamm ydeTa, permcrTpauum,
KOHTpONA # I/IHCt)OpMaLLMOHHO—CI'IpaBO‘-IHbIMI/l cucremammn - npu paﬁoTe Cc
OOKYMeHTaMun opraHnsauum

MpuMeHATb coBpeMeHHble MHPOPMALMOHHO-KOMMYHUKALIMOHHbBIE TEXHONOMMKN ANg
paboTbl C OOKyMEHTaMu, B TOM 4ucCrne Ans ee OnNTMMU3auuM U MOoBbILEHUS
apheKkTMBHOCTH
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[ata coxpaHeHus: 09.06.2017

Heobxoanmble 3HaHuA | HopMaTuBHble MpaBoBble akTbl W HOPMAaTMBHO-METOAMYECKUE [OKYMEHTI,
onpeaenstoLmne nopaaok AoKyMeHTaLMOHHOTo oGecnedeHns yrnpasneHms

CTpyKTypa opraHusauum, pyKoBOACTBO CTPYKTYPHbIX NoapasaeneHuii

COBpeMeHHbIe MHCbOpMaLlMOHHbIe TexXHonornm pa60TbI C AOKyMeHTaMun

Mopsigok paboTbl ¢ 4OKYMEHTaMU

CxeMbl okymeHTO060pOTa

I'Ipanma pa6OTbI C BXogAawmnmm, ncxogawimmMmm 1 BHyTpeHHMMn OOKyMeHTaMu

MpaBuna opraHuM3auum U OPMbl  KOHTPOMSA WCMOMHEHUS [OOKYMEHTOB B
opraHusaumm

Tunosble CPOKN NUCNOJTHEHUA OOKYMEHTOB

MpuHUMNbI paboTbl CO CPOKOBOW KapTOTEKOM

HasHnaueHune n TexHonoruns TeKyllero n npeaynpeanTteribHOro KOHTpona

I'Ipaana COCTaBliEHMA aHalnnUTU4YeCKNnX CnpaBOK MO oOpraHu3auumn paGOTbI C
OOKYMEHTaMWn N KOHTPOITHO UCNOJNTHEHNA OOKYMEHTOB

npaBMJ’Ia OOKYMEHTaLlMOHHOIo obecneyeHus OEeATENbHOCTU OpraHn3aumnn

Buabl OOKYMEHTOB, X Ha3Ha4eHune

Tpe6OBaHMF|, npeabpaBndaemMble K JOKyMeHTaM B COOTBETCTBMM C HOPpMaTUBHbIMU
akTamMmun n rocygapCrteeHHbIMU CTaHOapTaMu

MpaBuna cocTaBneHMs U oOPMIEHUs  MHGOPMAaLMOHHO-CMPaBOYHbIX,
opraHv3aLUVoHHbIX YNpaBeHYeckux JOKYMEHTOB

MpaBuna co3gaHnst M BefeHuss 06a3 [aHHbIX  CryXEOHbIX [OOKYMEHTOB B
opraHusaumm

CuCTeMbl 3NEKTPOHHOIO AOKyMeHTooGopoTa

I'Ipanma M CPOKU OTMNMpaBKN NCXOOALLNX JOKYMEHTOB

TpeboBaHMs oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukm

3.2.2. Tpygosas yHKUMA

OpraHusauns TekyLero xpaHeHus YpoBeHb
HanmeHoBaHMe | 4OKYMEHTOB Kog B/02.5 |(nogypoBeHb) 5
KBanudpmkaumm
I'IpomcxozmeHwe OpuruHan X 3anMmcTBOBaHO U3
TPYAOBOW hYHKLMK opurnHana
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[ata coxpaHeHus: 09.06.2017

opraHn3auuoHHOMY ...
Kog PernctpaumnoHHbIn
opurHana Homep
npodeccuoHanbHoOro
cTaHgapTa
TpyaoBble AencTBus Pa3paboTka HOMeHKNaTypbl Aen opraHu3auum

I'IpOBepKa npaBuUIibHOCTU O('.bOpMJ'IeHMﬂ OOKYMEHTOB WU OTMETKU 00 wux
MCnoJsiHeHUn nepen nx Ct)OpMI/IpOBaHI/leM B Aeno ana nocnenyruwiero XxpaHeHuna

CDOpMyJ'IMpOBaHMe 3arofioBkoB gen u onpeneneHmne CpokoB NUX XpaHEeHUA

dopmupoBaHue gen

KOHTpOJ‘Ib npaBunbHOro " CBOEBPEMEHHOro pacnpeneneHna un noglnekn
OOKYMEHTOB B Aena

Heobxoanmble ymeHuss | OpraHn3oBbiBaTb paboTy Mo y4YeTy, XpaHEeHUo 1 Nnepegade B COOTBETCTBYIOLLEE
CTPYKTYpHOE noApasaeneHve 4OKYMEHTOB TEKYLLEro Aeflonpon3BoacTsa

OcylecTBNATb  METOAMYECKOE  PYKOBOACTBO  AEMONPOM3BOACTBOM B
opraHv3aumm, KOHTPONMPOBaTb NpaBunbHOe hOPMUPOBaHME, XPaHEHWE U caady
[en B apxuB

Paspa6atbiBaTb HOMEHKNaTypy Aen CTPYKTYPHOro noapasaeneHns

Wcnonb3oBaTb HOMeEHKNATypy [Oen npu W3YYeHUWM CTPYKTYpbl OpraHusaumu,
cocTaBneHuu onvcel aen

OpraHusoBbiBaTb paboTty no dopmupoBaHMIO [f[en B COOTBETCTBUMM C
YTBEPXKAEHHON HOMEHKNaTypon Aen opraHM3aumm

MpaBunNbHO M CBOEBPEMEHHO POPMMPOBATL AOKYMEHTbl B Aena C y4eToMm UX
crneumgukm

CMCTeMaTM3MDOBaTb OOKYMEHTbI BHYTPpK Aena

O6ecneyunBaTb COXPaHHOCTb U 3aLLMTY AOKYMEHTOB OpraHusaLm

anMeHﬂTb I/IHCt)OpMaLLMOHHO—KOMMyHI/lKaLLMOHHbIe TeXHoONnormn AnAa paGOTbI Cc
OOKYMEeHTaMu

Heobxoaumble 3HaHusi | HopMaTuBHblEe MpaBoBble  aKkTbl, HOPMAaTUBHO-METOAMYECKUE  [OKYMEHTbI,
rocyfapCTBEHHblE CTaHAapThl, onpefensiowme MnopsAok AOKYMEHTaLUOHHOo
obecneyveHns ynpaBneHus

Buabl HOmeHknaTtyp, obwwme TpeboBaHUsi K HOMEHKNAaType, MeToAuka ee
cocTaBneHus 1 opopmMneHns

MpaBuna cornacoBaHWsi HOMEHKNaTypbl Aen C BEOOMCTBEHHbIMW apxvBamu U
3KCMEPTHON KOMUCCHEN

Mopsigok dhopmupoBaHua U odopmneHna aen, cneuuduka opMUMpoBaHUSA
OTAENbHbIX KaTeropun gen

I'Ipanma XpaHeHuna aen, B TOM 4Ynucrne ¢ A4OKyMeHTaMun orpaHn4eHHoro goctyna
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OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

I'Ipanma Bblga4yn N ncnosib3oBaHNA AOKYMEHTOB U3 CCbOpMMpOBaHHbIX aen

TpeboBaHMs oxpaHbl Tpyaa

Opyrve xapakTepucTmku

3.2.3. Tpygosas yHKUMA

OpraHusaumsa obpaboTkm gen ans YpoBeHb
HanmeHoBaHWe | nocregyoLero XxpaHeHus Kog B/03.5 |(nogypoBeHb) 5
KBanudpmkaumm

MpovcxoxaeHne 3anumcTBOBaHO U3
o OpurmnHan X
TPYA0BON GOYHKLMK opurHana

Koa PernctpaunoHHbIn
opurmHana Homep
npodeccuoHanbHoOro
cTaHgapTa

TpynoBble geiicTeua | MpoBepka CPOKOB XpaHeHWs [OKYMEHTOB, COCTaBfeHue npoTokofia paboTbl
3KCMEPTHOM KOMMCCUM MO MOATOTOBKE [OKYMEHTOB K XpaHeHUo, akta o
BblAEMNEHUN K YHUMTOXEHUIO [LOKYMEHTOB, HE NOAMNEXaLLMX XPaHEHWIO

CocrtaBneHune BHYTPEHHEN onucuy gen ans 0cobo LeHHbIX OKYMEHTOB

OdopmrieHmre aen NoCTOSHHOTO, AONTOBPEMEHHOTO CPOKOB XpaHeHUs

OdhopmneHmne 06oxku Aen NOCTOAHHOIO, AONITOBPEMEHHOTO CPOKOB XpaHeHUs

CocTaBneHue onucu gen nocTostHHOro, [oNroBpeMeHHOro CpokoB XxpaHeHus

Mepenaya oen B apxmB opraHu3aLmm

HeO6XOp.MMbIe YMeHUaA MNonb3oBaTtbes nepevyHAMM OOKYMEHTOB W  aHaln3npoBaTb (baKTI/I‘-IeCKOG
cogepxaHne uMmerwmnxcda B perne OOKYMEeHTOB MNpu onpegereHnn CpokoB UX
XpaHeHuA

OdhopmMnATb JOKYMEHTbI 9KCNEPTHOM KOMUCCUN

OdopmnATe 0BNOXKKM Aern MOCTOAHHOTO U BPEMEHHONO0 CPOKOB XpaHeHusi B
COOTBETCTBUM C TPEOOBAHMAMM rOCy[apPCTBEHHBIX CTaH4APTOB

Mpoun3BoauTb XPOHOMNOMMYECKU-CTPYKTYPHYIO cUCTEMaTM3aLUuio Aen

OcyllecTBNATL  TeXHUYecKylo 06paboTky M nonHoe odopmrieHne  aen
MOCTOAAHHOTO Y BPEMEHHOIO CPOKOB XpaHeHUs

CocTtaBnate oOnNUCb fAen MOCTOSIHHOMO MU BpeMEHHOro CpOKOB XpaHeHuAa B
COOTBETCTBUU C AeﬁCTByIOU.lMMM HOpMaTMBHO-MEeTOANYECKUMU OOKYMEHTaMN

anMeHﬂTb I/IHCbOpMaLLMOHHO—KOMMyHI/lKaLLMOHHbIe TexHonormm And paGOTbI Cc
OOKYMEeHTaMu
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opraHn3auuoHHOMY ...

Heobxogumble 3HaHUs

HopmaTuBHble NpaBoBble  aKTbl, HOPMAaTUBHO-METOAMYECKUE  [OKYMEHTbI,
rocyoapCTBEHHbIE CTaHAapThl, onpeaensowmne nopsiaoK AOKYMEHTaLMOHHOIO
obecneyeHns ynpaBneHus

Kputepun pasgeneHnss 4OKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LIEHHOCTbIO
nHdopmauum, cogepalencs B H1X

nOpﬂp.OK MCNOoNb30BaHNA TUMOBbLIX UM BEOJOMCTBEHHbIX nepequﬁ OOKYMEHTOB,
onpepneneHna CpokoB XpaHeHUA B npouecce akcnepTudbl ULEHHOCTU AOKYMEHTOB

nOpﬂAOK co3faHuda, opraHusaunnm mn OOKYMEeHTUPOBaHUA pa60TbI 3KCI'I€pTHOI7I
KOMunccumn

npaBMJ’Ia COCTaBIiEHUA U yTBEPXOEHUA NMPOTOKOoNa paGOTbI SKCI'IepTHOI;I KOMunccum

MpaBuna cocTaBneHuss W YTBEPXKAEHUS akTa O BblAeneHWn OOKYMEHTOB, He
noanexaliux XpaHeHuo

I'Ipanma TEXHUYECKON O6p360TKM M NOoJnHoro O(*)OpMJ'IeHMﬂ aen NoCTtoAHHOro un
BpPEeMEHHOIro CpoOKOB XpaHeHusA

I'IpaBMna COCTaBlieHnAa onnucun gen NnoCTtoAHHOro 1 BpeMeHHOro CpokoB XpaHeHUsA
B COOTBETCTBUU C AeﬁCTByIOLIJ.MMM HOpMaTMBHO-MeTOoANYECKUMU OOKYMEHTaMN

I'IpaBMna nepegadun gen B apxme opraHn3aummn

TpeboBaHMs oxpaHbl Tpyaa

Apyrve
XapaKTepuCTUKH

3.3. O6obLeHHasn Tpyaosas PyHKLMA

OpraHu3aunoHHoOe, OKYyMEHTaLMOHHOE U
YpoBeHb
HaumeHoBaHve | MHOpMaLNOHHOe obecneyeHne LenaTeNbHOCTU Kog C KBANMVKALIAV
PYKOBOAUTENNS OpraHn3auum
MpovcxoxaeHne
° . 3anmMcTBOBaHO 13
0606LLEHHOW TPYLOBOW OpuruHan X
opurnHana
OYHKLMM
Kop PernctpaumnoHHbIn
opurnHana HoMep
npodeccrmoHanbHoro
cTaHgapTa
Bo3MOXHble HaMMeHOBaHUS CekpeTapb pykoBoaUTENS

OOIKHOCTEN, Npodeccun

TpeboBaHus k 0bpasoBaHuto | Bricllee obpa3oBaHue - bakanaspuat Unum

1 0byyeHuto CpenHee npogeccroHanbHoe o6pa3oBaHue - NporpamMmmbl NOAroTOBKU
CneumnanucToB cpeHero 3BeHa
[ononHuTensHoe npodeccuoHansHoe obpasoBaHue
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[ata coxpaHeHus: 09.06.2017

opraHn3auuoHHOMY ...
Tpe6OBaHM$| K onbITy He meHee AOBYX NneT BbINOJTHEHUA p860T no opraHn3auMoOHHOMY U
I'IpaKTM‘-IeCKOﬁ pa6OTbI OOKYMEHTaUuMOHHOMY obecneyeHno OeATENbHOCTN pykoBOoOUTENA

opraHusaumu nNpy cpeaHem npoeccroHansHoM obpasoBaHmm

Ocob6ble ycnosusi gornycka K
paboTe

Opyrve xapakTepucTmku -

[ononHutenbHble XapakKTepucTukmn

HanmeHoBaHWe JoKyMeHTa Koa HaunmeHoBaHne 6a30BoW rpynnbl, 4OMKHOCTM (Npodheccun)
Unu cneumanbHOCTU

OK3 2432 BubnvoTtekapu, 6ubnuorpadbl, 4LOKYMEHTOBEAbI U
cneumanncTbl poACTBEHHbIX Npodeccuit

EKC - CekpeTapb pykoBoauTens

oKngrtp 26341 CekpeTapb pykoBoauTens

OKCO 032001 IokymeHTOBeAEHME U JOKYMEHTALMOHHOE obecneyeHme
ynpaBneHus

032002 [okyMeHTauMoHHOe obecneyeHne ynpaeneHns u

apxuBoBeeHue

3.3.1. Tpygosas dyHKUMA

OkasaHune NnomoLy pyKOBOAUTENMIO B YpoBeHb
HaumeHoBaHMe | nnaHMpoBaHUM paboyvero BpemMeHu Kog | C/01.6 |(nogypoBeHb)
KBanudpmkaumm
MpovcxoxaeHne 3anmcTBOBaHO 13
b a OpurmnHan X
TPyOoBOW hyHKLNM opurnHana
Koa PernctpaumnoHHbIn
opurnHana HoMep
npodeccruoHarnbHOro
cTaHpapTa

TpyaoBble AencTeus BbiGop dopmbl nnaHuMpoBaHUsS U oopMITEHNE MMaHMPOBLUMKA (OpraHamnsepa)
pyKoBOAUTENS

BHeceHue nHhopmaumm B NNaHNPOBLLKK (opraHanaep)

CornacoBaHue ¢ pykoBogutenem BpeMeHHbIX niaHoB

CornacoBaHve TenedqoHHbIX MEPEroBOPOB, BCTPEY U MeponpusaTUin  C
napTHepamu, KNMeHTaMu, pyKoBOAUTENSIMU NoApasaeneHnin 1 coTpyaHnKamm

NHhopMupoBaHre pyKoBOAUTENS O PErfiaMeHTe HaMeYeHHbIX MEPONPUATUIA
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I'Ipe/:l.ynpquJ.eHme [0} I'IplAﬁJ'IM)KGHMM BpeMeHN HaMeYeHHbIX MepOI'IpMﬂTMﬁ

(DOpMMpOBaHMe pe3epBa BpeMeHU Ona HenpenBnaeHHbIX cmyaumﬁ

HeobxoauMble ymeHust | YcTaHaBnNMBaThb Lienu, onpeaenatb nepapxuio Lenen

OnpenensTs NPUOPUTETHOCTL Y OYEPEAHOCTb BbINOMHEHNS PpaBGoT U 3PMEKTUBHO
pacnpeaensTb paboyee Bpems

OkasblBaTb NOMOLLb pykoBogUTENO B pacnpeneneHnm ero pa6oqero BpeMeHun

BbiGupaTts ontuMarbHble Crnocobbl MHOPMUPOBaHWS NapTHEPOB, KIMEHTOB,
noceTuTenen, pykosoauTeneln noapasfenieHnin U COTPYAHMKOB O MIaHUpyembix
MepPOonpUATUAX

Ob6ecneumBaTtb MHOPMaLMOHHYO 6e30MacHOCTb AeATENBHOCTM OpraHn3aumm

HeO6XOp.MMbIe 3HaHUA CI'IeLLMCbMKa OCHOBHOW OeATEeNbHOCTH opraHu3auunmn

OcCHOBbI aAMUHUCTPATMBHOIO Npaea 1 TPYLOBOro 3akoHogaTenbcTBa Poccuickomn
depepaumm

PykoBoasLLmin cocTaB opraHnsaLmm 1 ee nogpasaeneHnin

CDyH KU camMmomMmeHegXXMeHTa

lNocTaHoBKa uenen

I'Ipanma npoesegeHuna OenoBbiX neperosopos

TpeboBaHMs oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukmn

3.3.2. Tpygosas dyHKUMA

MnaHnpoBaHne pabo4yero aHA cekpeTaps YpoBeHb
HaumeHoBaHve Kog | C/02.6 |(nogypoBeHb)
KBanudpmkaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3
b a OpurmnHan X
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
npoeccrmoHansHoro
cTaHdapTa
TpyooBble AencTBns BbiGop 1 odopMrieHre NnaHWpoBLLMKa cekpeTaps

BeneHve gHeBHWKa (Ha 3NEKTPOHHOM U/UNN ByMaXKHOM HOcUTere)

CornacoBaHve NnaHoB C NnaHaMu 1 cpokamu paboTbl PyKOBOAMTENS
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PacnpeneneHue paboyero BpeMeHu (Ha AeHb, HeQernto, NepCnekTuay)

I'IepeHeceHme HEeBbINOJTHEHHbIX 3ani1iaHNpPoBaHHbIX 3a4a4

BbinonHeHne TMNNYHBLIX eXXeQHEBHbIX Aen

Heobxoaumble ymenus | BbiGupaTe 1 ohopMnsiTe NaHUPOBLLUK

BHocutb ©n oTtcnexueartb Mchopmaumo Ha 3NEeKTPOHHOM n/vinn 6yMa)KHOM
HocuTene

PaccraenaTtb npunopuTeThbl, BblAEeNATb BaXXHOE N CPOYHOE

BbiGMpath onTuMarbHbIi pUTM paboThbl

AHaJ'IM3MpOBaTb NPUYNHbI HEBbLINOJTHEHNA 3ada4y

anMeHﬂTb I/IHCbOpMaLLMOH HO-KOMMYHUKaLMOHHbIE TEXHOIOInn

Heobxoanmble 3HaHus | OcobeHHOCTM OOpPMINEHUSA MMNaHUPOBLLMKA (HA SMEKTPOHHOM U BGyMaXKHOM
HoCUTENSX)

OcHosBebl ynpaeneHuna BpeMeHeM

Opyrve xapakTepucTmkm

3.3.3. Tpygosas dyHKUMA

OpraHusauns TenedOoHHbIX NeperoBopoB YpoBeHb
HaumeHoBaHve | pykoBoauTens Kog | C/03.6 |(nogypoBeHb)
KBanudpmkaumm

MpoucxoxaeHue 3anmcTBOBaHO 13
P y OpurmnHan X
TPYAOBOW hYHKLMK opurnHana

Koa PernctpaumnoHHbIn
opuriHana Homep
npodeccuoHanbHoOro
cTaHgapTa

prp.OBbIe nencTeums Benenune 0asbl TeJ'IerOHHbIX KOHTakKTOB pyKoBoauTenA

CoeauHeHne pykoBoauTena ¢ KOHKpETHbIMU aboHeHTamu

MoaroToBka MmaTtepuanoB ana TeJ'IeCt)OHHbIX neperoBopoB pykoBoauTens

PeFMCTpaLlMﬂ nocrtynamowmx B NpueMHyto TeJ'IeCt)OHHbIX 3BOHKOB

I'IepeHanpaBneHme oTAenbHbIX TeJ'IerOHHbIX 3BOHKOB 3amMecTutTendam
pykoBoautend, opyruMm coTpyaHuUkam

MonyyeHne Heobxogumol uWHMOPMaUMM W nepegada CaHKLMOHUMPOBAHHOM
WHpopmaLum No TenedoHy
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YcTaHOBMeHWe KOHTakTa ¢ cobGecedHVKOM, NoAaaepKaHue U pasBuThe OerloBoii
Becebl B NpoLiecce TenedoHHbIX NepEroBopoB

OkaszaHue nomoLLM pykoBOAMTEMO MPU OpraHM3aumm 1 npoBeaeHun TenedoHHbIX
neperoBopoB 1 BUOEOKOHMEPEHLIMI

Heobxoaumble ymeHust |Bect # ucnonb3oBaTb B paboTe 6a3y [AaHHbIX TenegoHHbIX KOHTaKTOB
pykoBoauTens

MUcnonb3oBaTe cpeacTBa KOMMYHUKALMOHHOM OPrTEXHUKA ONA MNONyYeHus
nepefayun nHgpopmauum

BecTu yyeTHble  perucTpaumoHHble  (POpMbl,  UCMoONb3oBaTb WX  ANs
MHDOPMaLMOHHOW pPaboTbl M paGoTbl MO KOHTPOMO WCMOMHEHUs peLueHuit
pykoBoauTens

Crnaxwueatb KOHCbJ'IMKTHbIe M CINOXHble CUTYaunn Mexrnm4HOCTHOro 06LL|,eHI/I$|

Mcnonb3oBaTb TEXHWYECKMe W MNporpaMMHble CPEeAcTBa Ans  NpoBedeHus
roNoCcoOBOM U BUAEO-KOH(EPEHLI-CBS3N

O6ecneymBaTtb MHPOPMALMOHHYO 6e30MacHOCTb AeATEeNbHOCTM OpraHn3auum

Cobntogatb cnykebHhbIn aTukeT

HeO6XOp.MMbIe 3HaHUA TeJ'IerOHHbIe KOHTaKTbl pykoBoguTena

®yHKUMKW, 3adauvn, CTPYKTypa opraHMsauuM, ee CBA3W MO  BepTukanu Wu
ropusoHTanu

MpaBuna B3aumodewncTBus C nNapTHepamu, KNueHTamu, CpeacTsamu MaccoBOW
nHdopmauum

I'Ipanma nogaepXxaHma n pasBUTUA MeXIMYHOCTHbIX OTHOLLEHWN

I'Ipanma npoesegeHuna OenoBbiX neperosopos

MpaBuna 3awmTbl KOHOUAEHUMaNLHON NHopMaLMK

TpeboBaHus oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukm

3.3.4. Tpygosas dyHKUMA

OpraHusaums kKoMmaHAMPOBOK PYKOBOAWTENS YpoBeHb
HaumeHoBaHve Kog | C/04.6 |(nogypoBeHb)
KBanudpmkaumm
I'Ipomcxovmp.eHme OpuruHan X 3anMmcTBOBaHO U3
TPyOoBOW hyHKLMU opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
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"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no
OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

NpodeccUoHanbHoro
cTaHgapta

Tpynosble geicteusa | Moarotoska NnpoekTa cny>eGHOro 3agaHus pykosoautens

MoproToBka NpoekTa Npukasa o crye6Hol KoMaHaVPOBKe

Bbinucka KOMaHOMPOBOYHOrO  YOOCTOBEPEHUSs W €ro  peructpauuss  npu
HeobxoaMMoCTH

MogroToeka OOKYMEHTOB Ha nony4yeHue Bu3bl, 3arpaHM4HOro nacnopta

3aka3  Kenes3HO4OPOXHbIX WM  aBMabuUnNeToB, FOCTMHWL,  TPaHCMOPTHOIO
obecneyveHns pykoBoauTens

OdopmrieHne nporpaMMbl  MOE3AKM, YTOYHEHWE OCOoBEeHHOCTeN npoTokona
MnaHMpyeMbIX MeponpUsSTHii

MogroToBka OOKYMEHTOB K noe3fKke pykoBoauTena

YTOYHEHWe gaThl, JOMMKHOCTEN, hamMuUnuin B nporpammMe KOMaHgMpPOBKU

MpopaboTka MapLUpyTa pyKOBOAUTENS, YBA3KA €ro ¢ pacnucaHneM TpaHcrnopTa

O6paboTka maTepuanoB KOMaHOMPOBKW, OpOPMITEHNE OTHETA O KOMaHANPOBKE

HeO6XOAMMbIe yYMeHUaA OCbOpMJ'IFlTb aBaHCOBble OTYETbI pyKoBoAUTENA

OpFaHM3OBbIBaTb BCTpe4n pykosogutena c anmearou.l,eﬁ CTOpOHOVI

OchopMnATL KOMaHAUPOBOYHbIE JOKYMEHTbI

O6pabatbiBaTb  [OKYMEHTbI W MaTtepuanbl MO  pesynbTataM  MOEe3AKM
pykoBoauTens

ObecneunBatb paboTy odnca BO BpeMsi OTCYTCTBUSA pykoBogUTENS

MpuMeHsITb cnocobbl AenoBoro obLeHMs

Vcnonb3oBaTb cpencrtea KOMMyHUKaunn ana obecneyeHns1 B3aMOAENCTBUS C
pykoBogutenem BO BpeMd ero 0EenoBow nNoesaku

HeO6XOp.MMbIe 3HaHUA nOpﬂAOK noaroToBkn 1 nposegeHnAa KoMaHaAnpPOBOK

nOpﬂp.OK OCt)OpMJ'IeHMﬂ OOKYMEHTOB ANnA KOMaHANPOBKN N OTYETHbLIX JOKYMEHTOB
Nno KOMaHAOMPOBKE pyKkoBoauUTenA

[enosown npoTokon

ATuka nenosoro obLeHus

Ipyrve -
XapakKTepucTukmn

3.3.5. Tpygosas dyHKUMA
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"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

opraHn3auuoHHOMY ...
OpraHusaumsa paboTbl C noceTUTensIMun B YpoBeHb
HaumeHoBaHMe | NpMEMHON pyKoBOAUTENS Koa C/05.6 |(nopypoBeHb)
KBanudpmkaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3
b a OpurmnHan X
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
npodeccruoHarnbHOro
CcTaHdapTa

TpyooBble AencTens

OpFaHM3aLlMF| NNYHOro npmnemMa noceTutenemn pykosBogutenem

YcTaHoBneHne nopsagka npnema ana pasnnyHbiX KaTeFOpMﬁ nocetuTenen

BepneHue xypHana npeasapuTenbHON 3an1cu Ha npuem

PervucTtpauusa nocetutenei

Copeinctare onepaTMBHOMY PACCMOTPEHMIO NPOCLG 1 NPeAnoXeHW noceTuTenen
1 COTPYAHVKOB OpraHusaLmm

OpFaHM3aLlM$| npmnemMa genosbiX NapTHEpPOB B OCt)I/lCG

OpFaHM3aLlM$| O6CJ'Iy)KMBaHMF| pykoBoguTena n ero genoBbiX napTHEPOB B oq)wce

CepBupoBka YanHoro (kogenHoro) ctona B oguce

anHﬂTMe Mep no CcoxpaHeHuo KommepquKoﬁ TaHbl B Xxo4e npmnema
noceTuTenen n X HaxoXxaeHus B I'IpIAeMHOIZ n kabuHeTe pykoBogutena

HeobGxoavMble ymeHus

OpFaHM3OBbIBaTb n obecneymBaTb NMNYHbIE KOHTAKTbI pykosBogutena

YnpaBnsaTe KOHPUKTaMK

YuntbiBaTb NCUMXONOMMYECKNe OCOBEHHOCTM FIMYHOCTM MNPU pasfnuyHbIX Bugax
npodeccroHanbHoro obLeHns

Mcnonb3oBaTe yCTaHOBMEHHbIE MpaBuia M npoueaypbl KOMMYHUKaLUMKU BHYTPU
opraHvzaumm

BecTu yyeTHble  perucTpauuoHHble  QOpMbl,  WCMOMNb30BaTb UX  ANS
MHPOPMaLMOHHOW paBoTel U paBoTbl MO KOHTPOSO MUCMOMHEHUS  peLUeHUi
pykoBoauTens

CosgaBatb NONOXUTENBHbLIN UMUOX opraHusauunmn

MpuHMMaTL Mepbl MO paspeLleHnio KOHPIMKTHLIX CUTyaLuit

anMeHﬂTb I/IHCbOpMaLLMOH HO-KOMMYHUKALMOHHbIE TEXHOIOInn

Ob6ecneumBatb KoHMAEHUMANbLHOCTL B MPUEMHOM M KabuHeTe pykoBoauTens,
COXpaHATb KOHUAEHUNanbHy nHdopMaLmio B TanHe

KoHcynbTaHTlntoc www.consultant.ru
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"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no
OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

HeO6XOAMMbIe 3HaHUA I'Ipanma OopraHudauunmn npuema noceTutenemn

MpaBuna genosoro o6LeHmns

MpaBuna peveBoro aTnKeTa

MpaBuna ycTaHOBMEHMA KOHTakTa, MOAAEPXKaHUS WU PasBUTUA MEXITUYHOCTHbIX
OTHOLLEHUN

CTpykTypa opraHusaumMmM W pacnpegeneHne MQyHKUMN Mexay CTPYKTYPHbIMK
nogpasaeneHnammn u cneumanmcTamm

MpaBuna opraHusaumn NpuemoB B odnce

OTUKET 1 OCHOBbLI MEXAYHAPOAHOro NPOToKoNa

MpaBuna cepBMpOBKN YaHOro (KodenHoro) crtona

I'Ipanma NpUroToBneHna n nogadun ropAavYnx HannTKoB U 3aKyCOK K HUM

MpaBuna 3awmTbl KOHMOEHUMANbLHONM criykebHon nHpopmauum

Ipyrve -
XapakKTepucTukm

3.3.6. Tpygosas dyHKUMA

OpraHusaums nogroToBKkK, MPOBEAEHNS U YpoBeHb
HanmeHoBaHne | o6cnyxuBaHMs KOH(EPEHTHBIX MEPONPUSTUIA Koa C/06.6 |(nogypoBeHb)
KBanudpmkaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3
b a OpurmnHan X
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
npoeccrmoHansHoro
cTaHdapTa

prp.OBbIe nencTeums NoarotoBka NOBECTKM OHS MeponpuaTua

OdopmneHue cnucka y4acTHUKOB MepONpUsaTUs

NHOpMUpOBaHME YYacTHUKOB O HaMeyarolweMcs MepOMnpUATMN U YCIIoBUSIX
yyacTus

BbiGop MecTa 1 BpeMeHM NPoBeAeHUst MeponpusaTUs

MNogroToBka npe,qBapMTeanoﬁ CMeTbI pacxoaos

Pacchbinka I'IpMFJ'IaLLIeHMﬁ nogreepanBLLMM yqacTue B MeponpuaTun

C60p TEeKCTOB O0KNagoB U NMPOEKTOB UTOINoBbIX OOKYMEHTOB Y OOKNaa4YnKoB
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OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

Paccbinka  MHQOPMaLMOHHBIX ~ MaTepuanoB  yyacTHUKaM  KOHJQ)epPeHTHOro
MeponpuUATUs

CocTaBrneHune SBOYHbIX NUCTOB M Cimncka permcrtpaunmn y4aCtHMKOB MeponpunAaTuaA

3akynka kaHLensipckvx ToBapoB U NPoAYKTOB Ans oGecneveHns kode-nays

PeweHne BOMPOCOB TEXHNYECKOIro OCHalleHUa MmeponpuaTmna

MNomoub B NnogrotToBke Aoknaga pykoBogutend, npe3eHTauMoHHbIX MaTepnanoB

OpFaHM3aLlMF| noAroToBKM npesngnyma u pa6oqu MeCT y4aCTHUKOB

OpFaHM3aLlM$| BCTpe4n n perncrtpauma y4aCTtHMKOB MeponpuaTuna

BeneHve npoTokona MeponpuaTus

OpraHusaumsa cepBUCHOro 06CNyXMUBaHKSA BO BpeMs Kode-nays

OpraHuszaumsi  KynbTYpHO-MacCOBbIX ~ MEPOMPUATUA,  TPaHCMOPTHOrO U
FOCTMHUYHOrO obecnedeHnst

HeO6XOp.MMbIe yYMeHUaA OpFaHM3OBbIBaTb npouecc noAaroToBKku K npoBeaeHunto KOHCbepeHTHOFO
MeponpuaTna nHamemngyanbHO U B COCTaBe pa6oqe|?1 rpynnbl

JlokyMeHTUpOoBaTb pasHble 3Tanbl Npouedypbl MOATOTOBKM W NPOBEAEHUs
KOH(PEPEHTHOTO MeponpUATUSA

MepepaBaTe  MHpopMaumio,  OOKYMEHTBl M maTtepuanbl  y4acTHUKaM
KOH(PEPEHTHOTO MeponpUATUS

MogrotaBnueatb 1 0bopyaoBaTh CTON Npe3nanyma u pabodve mecTta y4acTHUKOB
coBeLlaHns (3acenaHuns)

CepBupoBaTb YalHbIn (KodenHbIN) CToN BO BpeMs NpoBeAeHus kode-nay3

Cobntogatb npasuna AernoBoro 3TukeTa U npoTokona

I'Iop.p.epmwBaTb MM opraHmn3aumm

CosgaBatb UMMOX ceKpeTap4, COOTBeTCTBy}OLIJ.Mﬁ MMUOXXY opraHnsauum

Pabotatb cC MHCt)OpMaHMeﬁ, aHanum3snpoeatb U npeacrtaendt™e ee B
cuncrematm3npoBsaHHOM Buae

Ob6ecneumBaTtb 6€30MaCHOCTb AEATENBHOCT OpraHu3auum

anMeHﬂTb I/IHCbOpMaLLMOH HO-KOMMYHUKALMOHHbIE TEXHOIOInn

Ob6ecneumBaTtb KOMd)OpT y4yaCTHUKOB KOHCt)epeHTHOFO MeponpuaTnda, noMmoratb B
BOnpocax nNpoXxunBaHuA, TpaHCNOPTHOIo obecneyeHus

HeO6XOp.MMbIe 3HaHusa | Komnnekc OpraHn3aunoHHO-TEXHNYECKNX MepOI'IpI/lFlTI/IIZ no noaroToBke w
nposegeHunto coBeLlaHuin 1 neperoBopos, B TOM 4YnCrne MmexgyHapoaHbiX

I'Ipanma BeaeHnA, NnoaroToBkn 1 OCt)OpMJ'IeHMﬂ NPOTOKO1a U Apyrmx OOKYMEHTOB,
co3faBaeMblX B npouecce NoAroToBku KOHCbepeHTHOFO mMeponpuaTua
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OpraHu13aLmoHHOMY ... [ata coxpaHeHnus: 09.06.2017

CoctaBneHue cmeTbl pacxoaos

OcHoBbI HanucaHus peqeﬁ M 0OKNaaoB pykosoguTena

MpaBuna ycTaHOBMEHMA KOHTaKkTa, MNOAAEPXKaHUS WU PasBUTUA MEXITUYHOCTHbIX
OTHOLLEHUN

MpaBuna genosoro 0o6LLEeHMs, AEeNOBOro aTuKeTa

OTUKET 1 OCHOBbLI MEXAYHAPOAHOro NPoToKoNa

I'Ipanma npoesegeHuna OenoBbiX neperosopos

MpaBuna 3awmTbl KOHKOEHUMANbLHONM criykebHon nHpopmauum

TpeboBaHus oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukm

3.3.7. Tpygosas dyHKUMA

OpraHusauns UICNONMHEHUS peLLeHNni, YpoBeHb
HanmeHoBaHMe |ocyLlecTBNeHMe KOHTPOIS NCMOSHEHNS Koa C/07.6 |(nopypoBeHb)

nopyYeHnn pyKkoBoanTens KBanudpmkaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3

b a OpurmnHan X
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
npodeccruoHarnbHOro
cTaHdapTa

TpyooBble gencteus | lokyMeHTanbHoe ohopMreHne peLleHnin pykoBoanuTens

[oBeneHne a0 cBeaeHns paboTHUKOB OpraHM3aLumn pacropsKeHUii pykoBoauTens

KOOpp.MHaLlMﬂ neaTenbHOCTU NO UCMNOJTHEHUIO peLueHwZ pykoBogutensa

BefeHrie cpoKoBOro TeKyLLEero 1 npeaynpeanTensHOro KOHTPOss

I'IpOBepKa NCNOJTHEHUA nopyquMﬁ pykoBoauTend B yCTaHOBJ'IeHHbIﬁ CpOK

MpenynpexaeHne COTPYAHWKOB 06 MCTEYEHWM CpPoKa WCMOMHEHUS MopyYeHui
pykoBoauTens

durkcaumsa UCNOMNHEHUS NOPYYEeHNIA

CocTaBrneHue OTYETOB W aHaNWUTUYECKMX CMPaBOK O BLIMOMHEHUM MOPYYEHUN U
peLUeHnin pyKoBoaNTENS

Heobxoanmble ymeHust | BecTi cpokoByto KapToTeky

KoHcynbTaHTlINntoC
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"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no
OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

Bectn y4yeTHble perncrtpauuoHHbIe ¢)0pr|, ncnonb3oBatb UX Onga paGOTbI no
KOHTPOJ1H0 UCNONMHEeHnA nopyquMﬁ pykosBogutena

PaGoTatb ¢ MHopmaLmeli No KOHTPOIMO, CUCTEMATM3MPOBATL ee U NPeacTaBnATb
B BMA€E CBOAHbIX JOKYMEHTOB

VMcnonb3oBaTb cpenctea KOMMyHUKaumMn ona nepenadmn nopyquMﬁ pykoBogutena

Wcnonb3oBatb coBpeMeHHble cpeacTBa cbopa M 0O6pabOTKUM  KOHTPOMbLHOW
nHdopmauum

anMeHﬂTb I/IHCbOpMaLLMOH HO-KOMMYHUKaLMOHHbIE TEXHOIOInn

OueHuBaTtb pe3ynbTaTbl B paMKax NMoCTaBl1eHHbIX 3aadad

OcyLLEeCTBNATb KOHTPOSb UCMOMHEHUSI MOPYYEHWIA PYKOBOAUTENS COTPYAHMKAMM

Heobxoaumble 3HaHua | O6wmne TpeGoBaHMS K CpPoOKaM WCMOSIHEHUS [OKYMEHTOB W KOHTPOSbHbLIM
YHKUMAM CNyxGbl [OKYMEHTALMOHHOIO oGecneyeHus

MpuHLMNBI, cnocoGbl MHPOPMUPOBAHNSA COTPYAHUKOB

ATuka nenosoro obLeHus

YnpaBneH4yeckass CTPyKTypa opraHusauun, PyKOBOACTBO OpraHusauuu, obpasipbi
noanuceit PYKOBOAALMX COTPYAHWUKOB, KPYr UX MOMHOMOYUA U OrpaHUYEHns mx
30H OTBETCTBEHHOCTU

MHCprKLlMM no genonpoun3BoacTtey U OAPYrMM nokalbHbIM HOPMAaTUBHbIM aKkTaMm,
yCTaHaBnmMearoLW M nopagokK peanmsaunn ynpaesneH4Yeckmnx npouenyp

Ipyrve -
XapakKTepucTukmn

3.3.8. Tpynosble hyHKLMU

OpraHusaums 1 nogaepxaHue YpoBeHb
HaumeHoBaHve | yHKUMOHaNbHOro paboyero npocTpaHcTBa Kog C/08.6 |(nogypoBeHb)

NnprvemMHon 1 KabuHeTa pyKoBOAUTENS KBanudmkaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3

b a OpurmnHan X
TPYLOBOW OYHKLIMM opurnHana
Koa PernctpaumnoHHbIn
opurnHana HoMep
npodeccrmoHanbHoro
cTaHgapTa

TpynoBsble gelicteua | OGecneyeHne paboyero Mecta pykoBOAWUTENS HeobXoauMbIMU  CpeacTBamu
OpraHv3aLMoHHOM TEXHMKU, KaHLENAPCKUMW NPUHALNEXHOCTAMM

OpraHu3auust NpMeMHoi ocguca B COOTBETCTBUAM C TPeGOBaHUAMU 3PFOHOMUKUA U
KynbTypbl Tpyaa
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HokymeHT npepoctaBneH KoHcynbTaHTlnoc

[ata coxpaHeHus: 09.06.2017

opraHn3auuoHHOMY ...
OpraHusaumsa oopMIeHNs NHTepbepa NPUEMHON PYKOBOAUTENS
O6opynoBaHue paboyero mecrta OPITEXHWKOW, MNEPCOHarnbHbIM KOMMBIOTEPOM,
BCMOMOraTernbHOW TEXHWUKOW
OpraHunzauma ob6opyaOBaHUsi MPUEMHOW CUCTEMaMWU XpaHeHUsl, HeobXxoauMbIMU
npucnocobneHnsamMm, obecnedeHns KaHLEensapckuMm Tosapamm
ObecneyveHne XxpaHeHNs N 3aMeHbl PACXOA4HbIX MaTepuarnos, NOBCEAHEBHbIN yXop,
32 OPrTEXHUKOMN
3aka3 kaHLensapcknx ToBapoB, MTMIMEHNYECKUX TOBApOB, NPOAYKTOB NMUTaHKS
Heobxoanmble CospgaBartb ycnosus, obecnedmBatoLLme apdekTMBHYIO paboTy pykoBoauTens
yMeHuNs

anMeHﬂTb B COOTBETCTBMMN C HA3Ha4YeHneM cpeactea OpFaHM3aLI,I/10HHOI;1 TEXHUKMN,
KaHuenAapckme npmnHaanexxXHocTun

OcHallaTb paboyee MecTo pykoBoauTersi U cBoe paboyee MecTo HeobxoauMbIM
obopynoBaHuem

OcyLLEeCTBNATL 3aMeHyY pacXofHbIX MaTepuaros, yxon 3a OprTeXHUKOA

OcyLLecTBNATL NOBCEAHEBHbLIN yXO4 3a KOMMPOBasibHbIM annapaTtoM, 3aMeHy U
XpaHeHue KapTpuaxen, ToHepa

KOHTpOJ‘IMpOBaTb COCTOAHME W NONOJNTHATEL 3anacbl KaHUENAPCKMX TOBapoB,
cpencTB rmrmeHbl, NpoAyKTOB NMUTaHUA

Heobxogumble 3HaHUs

TpeboBaHus oxpaHbl Tpyda, NPOW3BOACTBEHHOW CaHUTapuM, NPOTUBOMNOXKAPHOM
3aLmnThbI

OcHOBbl NpaBWIbHOW  OpraHMsaumMmM Tpyda W MeTodbl MOBbLIWEHUS  €ero
apheKkTMBHOCTH

OCHOBbI 3proHOMUKM ochuca 1 hIIOPUCTMKM

CTaHp.aprl N pekoMmeHagauunm no oGopyp.oaaHmo Od.)MCHbIX nomMeLLeHnmn

CocTae opraH/3aLVoHHOM TEXHMKM, ee YCTPOMCTBO M NOpsaoK paboTel C Hel

Apyrve
XapaKTepuCTUKH

3.3.9. Tpygosas dyHKUMA

PaspaboTka nokanbHbIX HOPMAaTUBHbBIX aKTOB, YpoBeHb
HaumeHoBaHWe | pernameHTUpytoLwmx paboTy cekpeTaps Kog C/09.6 |(nogypoBeHb)
KBanudpmkaumm
I'Ipomcxovmp.eHMe OpuriHan X 3anmcTBOBaHO 13
TPYAOBOW OYHKLIMM opuruHana
Koa PernctpaumnoHHbIn
opurnHana HoMep
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OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

NpodeccUoHanbHoro
cTaHgapta

Tpynosble geiictBusa | Pa3paboTka OOMKHOCTHON MHCTPYKLIMKM cekpeTapst

Paspa6oTka NoNoxeHus o cekpeTapuarte

PaspaboTka MHCTPYKLMM MO Aenonpon3BoacTsy

HeO6XOp.MMbIe YMeHUaA CocTtaBnatb u O('.t)OpMJ'IFlTb OopraHn3aunoHHble N MeToan4eckmne OOKYMEeHTbI

Pep.aKTMpOBaTb TEKCTbI CJ'Iy)KGGHbIX OOKYMEHTOB

PaGotaTb CcO Bceil  COBOKYMHOCTbIO  MHDOPMALMOHHO-OOKYMEHTaLUOHHbIX
pecypcoB opraHvsaumm

Monb3oBaTtbcs 6azamu OaHHbIX, B TOM 4ucne yganeHHbIMn ©a3amu gaHHbIX

Vcnonb3oBaTtb cnpaBO4Hble NpaBOBble CUCTEMDbI

PaboTaTb ¢ KOMNblOTEPOM, KaTanoramu (mankamu) u dannamm, ckaHepom

Monb3oBaTbCca OPMCHBIM NakeToM (TEKCTOBBIN peaakTop, Tabnuubl)

Monb3oBaTbCs NepudepUnHLIMN YCTPOMUCTBaAMU U OPrTEXHUKON

Monb3oBaTbCs 3NEKTPOHHON MOYTON

Monb3oBaTbCcs cuctemamm ANEKTPOHHOIo ,D.OKyMGHTOOGOpOTa

HeobxopuMble 3HaHus | MpaBoBble OCHOBbI yrnpaBneHust (OCHOBbI afMWHUCTPATMBHOIO, TPYAOBOIO U
rpaxkgaHckoro npaea)

[eincTtBylowMe npaBoBble akTbl, HOPMaTUBHO-METOAMYECKME  [OKYMEHTbI,
rocy0apCTBEHHbIE CTaHAapThl, OMpeAensiowmne nopsiaok [AOKYMEHTaLMOHHOIo
obecneyeHns ynpaBneHus

CTpyKTypa, pyKOBOACTBO CTPYKTYPHbIX noApasfeneHuin, obpasupl noganucei nuu,
VMEIOLLMX NPaBO NoANUCaHVs U yTBEPXKOEHUS JOKYMEHTOB, 1 OrpaHNYeHns 1X 30H
OTBETCTBEHHOCTU

npaBMJ’Ia OOKYMEHTaLlMOHHOIo obecneyeHus OEeATENbHOCTU OpraHn3aumnn

Mopsigok paboTbl C 4OKYMEHTaMU

Tpe6OBaHMF|, npeapaendeMble K JOKyMeHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
akTamMmun n rocygapCrteeHHbIMU CTaHOapTaMu

MpaBuna cocrtaBneHns opraHU3aLnOHHbIX OKYMEHTOB (MONOXEHUIN, UHCTPYKLUWUA,
pernameHToB)

Buabl OOKYMEHTOB, X Ha3Ha4yeHune

OcHosbl AOKyMeHTHOﬁ TNMHIBUCTUKN

TpeboBaHMs oxpaHbl Tpyaa
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Apyrve
XapaKTepuCTUKH

3.3.10. TpynoBas dyHKLMA

CocTaBneHue n odopmreHmne YpoBeHb
HaumeHoBaHMe | ynpaBreH4Yeckon JOKyMeHTaumu Koa C/10.6 |(nogypoBeHb)
KBanudpmkaumm

MpoucxoxaeHne
TPYAOBOW hYHKLMK

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

3anmMcTBOBaHO U3

OpwurunHan X
opurHana
Koa PernctpaunoHHbIn
opurHana Homep
npodeccuoHanbHoOro
cTaHgapTa

TpyooBble AencTBns

CocTaBrneHue MNpOeKTOB pacnopaauTenbHbiX (MpyKasbl, PacropsikeHus) wu
MHPOPMAaLMOHHO-CNPABOYHbIX  [JOKYMEHTOB (CrnyxeGHble nNucbMa, CrpaBku,
[OKINafHble 1 cryebHble 3anucku)

MeyaTb cnyebHbIX JOKYMEHTOB M APYrMX MaTepuanos

PasmMHoxeHue cnyxebHbIX JOKYMEHTOB

KOHTpOJ‘Ib npoxoxaeHusa OOKYMEHTOB B opraHusauummn (COFJ'IaCOBaHMe,
noanncaHune n yteepxgeHune p.OKyMeHTa)

HeobGxoavMble ymeHus

Pep.aKTMpOBaTb TEKCTbI CJ'Iy)KGGHbIX OOKYMEHTOB

Monb3oBaTbcA YHUGULMPOBAHHLIMU YOPMaMU LOKYMEHTOB

OCbOpMJ'IFlTb KaccoBble Ct)l/IHaHCOBbIe OOKYMEHTbl W [OOKYMEHTbl NOo Yy4eTy
HaKnagHbIX pacxoanos

MeyaTtaTb cnyxebHble 4OKYMEHTHI

Monb3oBaTbCs NepUdEepPUnHLIMN YCTPOUCTBaAMU U OPrTEXHUKON

PaGoTaTb C KOMMbIOTEPOM, CKAaHEPOM

Monb3oBaTbca 0PMCHBIM NakeToM (TEKCTOBBIN peaakTop, Tabnuubl)

Monb3oBaTbCs 3NEKTPOHHON MOYTON

Monb3oBaTbCcs cuctemamm ANEKTPOHHOIo ,D.OKyMGHTOOGOpOTa

Ob6ecneumBaTtb 6€30MaCHOCTb AEATENBbHOCTN OpraHu3auum

Heobxogumble 3HaHUS

MpaBoBble OCHOBbLI YMpaBrneHUs (OCHOBbI aAMWHUCTPATUBHOMO, TPYAOBOMO WU
XO35MCTBEHHOrO Nnpasa)

CTpyKkTypa opraHu3auuu, PyKOBOACTBO CTPYKTYPHbIX NoapasgeneHuii, obpasupbi
nognucei nuu, UMelLWMUX NpaBo MOAMUCAHUA U YTBEPXOEHUS OOKYMEHTOB, U
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HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

orpaHn4eHnsa nx 3o0H oTBeTCTBEeHHOCTU

npaBMJ’Ia OOKYMEHTaLlMOHHOIo obecneyeHus OEeATENbHOCTUN OpraHn3aumnn

Mopsigok paboTbl ¢ 4OKYMEHTaMM

Tpe6OBaHMF|, npeabpaBndaeMble K JOKyMEeHTaM B COOTBETCTBMM C HOPMaTUBHbIMMU
akTamMun n rocygapCrteeHHbIMU CTaHOapTaMu

Buabl OOKYMEHTOB, X Ha3Ha4eHune

MpaBuna cornacoBaHUs fOKYMEHTOB OpraHu3aLmmy (BHYTPEHHEro Y BHELLHEro)

I'Ipanma noanucaHna n yteepXxXaneHna JOKyMeHTOB

MpaBuna cocTaBneHns U OOPMIEHUA  MHGOPMALMOHHO-CMPAaBOYHbIX,
ynpaerieHYecKkx JOKYMEHTOB U CIyXeBHbIX nucem

OcHosbl AOKyMeHTHOﬁ TNMHIBUCTUKU

paMmmMaTrYeckme npasuna pycckoro A3bika

TpeboBaHMs oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukm

3.3.11. TpypoBas dyHKLMA

OpraHusauumsa paboTbl C 4OKYMEHTaMu B YpoBeHb
HaumeHoBaHVe | NnpueMHON pykoBOAUTENS Koa C/11.6 |(noaypoBeHb)
KBanudpmkaumm

MpoucxoxaeHne 3anMmcTBOBaHO U3
o OpurmnHan X
TPYA0BOM GOYHKLMK opurmHana

Koa PernctpaumnoHHbIn
opurmHana Homep
npodeccuoHanbHOro
cTaHgapTa

TpynoBble gelicTeua | MonyyeHue, npegBapUTenbHOE PacCMOTPEHUME M COPTUPOBKA MOCTYNawWwux B
MPUEMHYIO PYKOBOAMUTENS [OKYMEHTOB

MogroToBka OOKYMEHTOB AJ1A paCCMOTPEHNA pyKoBoaUTENEM

Yuer OOKYMEHTOB, NMOCTynarLwmnx Ha nMa pykosoanTena

OpFaHM3aLlM$| OOCTaBKN AOKYMEHTOB UCMOJTHUTENAM

BeneHne nHdopmaumoHHO-cnpaBoYHoON paboThl

KOHTpOJ‘Ib MCMNOJTHEHUA OOKYMEHTOB U nopyquMﬁ pykoBoauTens
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HeobxopuMble ymeHus | PaboTaTb C BXOASILLEN, MCXOOsLLEN, BHYTPEHHEN OOKYMEHTaLMeEN

Monb3oBaTbCcs cuctemamm ANEeKTPOHHOIo ,D.OKyMeHTOOGOpOTa aona perncrtpauuu,
KOHTPOJ1A AOKYMEHTOB U MHCbOpMaLlMOHHO—CI'IpaBO‘-IHOIZ pa6OTbI C AOKyMeHTaMun

anMeHﬂTb I/IHCbOpMaLLMOHHO—KOMMyHI/lKaLLMOHHbIe TexHonormn Aanda paﬁOTbl Cc
OOKYMEeHTaMu

CocTaBnatb 1 OCt)OpMJ'IFlTb HOPpMaTUBHbIE aKTbl

Heobxoaumble 3HaHust | HopmaTuBHbIE MpaBoOBble  aKTbl, HOPMATMBHO-METOAMYECKME  [OKYMEHTHI,
rocyoapCTBEHHbIE CTaHOAPThbl, Onpefensiowmne nopsiaok AOKYMEHTaLMOHHOro
obecneyeHns ynpaBneHus

CTpyKTypa opraHv3aLum, pyKoBOACTBO CTPYKTYPHbIX NoapasaeneHuii

COBpeMeHHbIe MHCbOpMaLlMOHHbIe TexXHonornm pa60TbI C AOKyMeHTaMun

Mopsaok paboTkl C AOKYMEHTaMU, CXeMbl 4OKYMeHToobopoTa

I'Ipanma pa6OTbI C BXogAawmnmm, ncxogawimmMmm 1 BHyTpeHHMMn OOoKyMeHTaMu

I'Ipanma opraHusauunn KOHTpPONA WCNOJNTHEHUA [OOKYMEHTOB W TUNOBble CPOKU
MCMNOJTHEHUA JOKYMEHTOB

I'Ipaana COCTaBliEHMA aHalMUMTU4eCKnx CnpaBoK MO opraHu3aunn pa6OTbI C
OOKYMEHTaMWn N KOHTPOITHO UCNOJNTHEHNA OOKYMEHTOB

MpaBuna co3gaHnst KM BegeHWst 6a3  AaHHbIX  CNYXeOHbIX [OOKYMEHTOB B
opraHusaumm

CuCTeMbl 3NEKTPOHHOIO A0KyMeHTooGopoTa

TpeboBaHus oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukm

3.3.12. TpypoBas dyHKUMSA

OpraHusaumns XxpaHeHUst JOKYMEHTOB B YpoBeHb
HaumeHoBaHVe | NnpueMHON pykoBOAUTENS Koa C/12.6 |(nogypoBeHb)
KBanudpmkaumm

MpovcxoxaeHne 3anmcTBOBaHO U3
o OpurmnHan X
TPYA0BOM GOYHKLMK opuriHana

Koa PernctpaumnoHHbIn
opuriHana Homep
npodeccuoHanbHoOro
cTaHgapTa

TpyaoBble AencTeus Pa3paboTka pa3genoB HOMeHKNaTypbl Aen opraH13aumm
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HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

CDOpMMpOBaHMe n OCt)OpMJ'IeHMe aen noCTtoAHHOro, 4onroBpeMeHHOro CpokoB

MoaroToBka u nepegava gen B apxme opraHn3aummn

HeO6XOp.MMbIe YMeHUaA Pa3pa6aTblBaTb HOMEeHKNnaTypy Aen opraHmsadum C Yy4eTom ﬂeﬁCTByIOMMX
HOPMAaTUBHO-MEeTOANYECKMX OOKYMEHTOB

Vcnonb3oBaTtb HOMEeHKNnaTtypy Aen npun wu3sydyeHun CTPpYyKTypbl OpraHu3auuu,
COCTaBreHnMn onuncen gen

dopmupoBaTe M OQOPMNATL [Jena B COOTBETCTBUM C  YTBEPXKOEHHON
HOMEHKINaTypoii Aen opraHnsaLmm

ObGecneunBaTb COXPaHHOCTb AOKYMEHTOB OpraH13aLmm

I'Ipowsaop.mb noAroToBKYy gen and nepegadun B apxvme

anMeHﬂTb I/IHCbOpMaLLMOHHO—KOMMyHI/lKaLLMOHHbIe TexHonormn Ana paGOTbI Cc
OOKYMEeHTaMu

Heobxoaumble 3HaHus | HopMaTuBHbIE  NpaBoBble  akTbl, HOPMAaTMBHO-METOAMYECKUE  [OOKYMEHTHI,
rocy0apCTBEHHbIE CTaHAapThl, OMpeaensiowmne nopsiaok [AOKYMEHTaLMOHHOIo
obecneyveHns ynpaBneHus

Buagbl HOmeHknaTtyp, obwume TpeboBaHMA K HOMEHKNAType, MeToAuKa ee
cocTaBneHns 1 opopMneHns

Mopsigok  opmupoBaHna M oopMNeHns Qen C  ykasaHuem  crneumdumku
hopMMpoBaHMs OTAENbHbIX KaTeropuni aen

I'Ipanma XpaHeHuna aen, B TOM 4Ynucre ¢ A4OKyMeHTaMun orpaHn4eHHoro goctyna

I'Ipanma Bblga4yn 1 ncnosib3oBaHNA AOKYMEHTOB U3 CCbOpMMpOBaHHbIX aen

TpeboBaHMs oxpaHbl Tpyaa

I'Ipanma noAroToBKM U nepenayun aen B apxme opraHnsauunn

Ipyrve -
XapakKTepucTukmn

3.3.13. Tpynosble yHKLMU

YpoBeHb
HaumeHoBaHve | ObecneveHne pykoBoguTens uHdopmaumen Kog | C/13.6 |(nopaypoBseHb)

KBanudpmkaumm
I'Ipowcxovmp.eHwe OpuriHan X 3anmcTBOBaHO 13
TPy£oBOW hyHKLMM opurnHana

Koa PernctpaumnoHHbIn
opurnHana HoMep
npodeccrmoHanbHoro
cTaHpapTa
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[ata coxpaHeHus: 09.06.2017

TpyaoBble AencTeus C6op 1 nepepaboTka MHpopMaL MK, HEO6XOANMONM ANst MPUHSATUS 0OOCHOBAHHbIX
yrnpaBrieHYeCKNX peLLeHU

MpoBepka [OOCTOBEPHOCTM, MOMHOTBI W HEMPOTMBOPEYMBOCTU  [aHHbIX,
UCKMoYeHe AyGnmpoBaHus Hgopmauum

npeAOCTaBJ'IeHMe AaHHbIX B €JNHOM U yp.O6HOM ana BoCnpuATUA cbopmaTe

BbisiBneHe Hanbornee 3HaYUMbIX KPUTEPUEB CUCTEMATU3ALMM MHOpMaLMK NS
co3faHusa 6a3 AaHHbIX

CDOpMMpOBaHMe 1 ucnonb3oBaHue 6a3 OaHHbIX B opraHu3auum

Heobxogumble ymerust | OcywectBnaTb cbop, obpaboTky M aHanm3 WHGopMauMM B COOTBETCTBUM C
TpeboBaHMAMN  KPATKOCTWU, YETKOCTU  HOPMYFMPOBOK, CBOEBPEMEHHOCTU
NOCTYMMEHUs, TOYHOCTU W AOCTOBEPHOCTW, ONTUMArbHOCTM cucTemaTusauuu,
HenpepbIBHOCTM cbopa n 06paboTkun nHpopmaLmm

OcyLlecTBNATbL pPerucTpauuio, HakonneHne v nepegady, cUCTEMaTU3NpPOBaHHOE
XpaHeHue 1 Bbigady uHgopmaumn B Tpebyemor gopme

CocTaBnatb 1 O('.t)OpMJ'IFlTb CBOAHble, OTYETHbIE, CTaTUCTUYECKNE OOKYMEHTDI

OcyuwiectBnsatb 06paboTKy W CTPYKTYpupoBaHMe MHdopMauuu, obpasys
NHGOPMaLIMOHHbIE PECYPCbI

BBoauTb HOBblE AaHHbLIE B CI'IpaBO‘-IHO—MHCbOpMaLLMOHHbIe CUCTEMDI

BeoauTtb B namsTb KOMMbOTEPA SNMEKTPOHHbIE o6pasb| OOKYMEHTOB

MpousBoauTbe MOUCK MHGOPMaLUM B CYLUECTBYWOLWMX 6as3ax AaHHbIX, BecTu
MH(POPMAaLIMOHHO-CMPaBoOYHY0 paboTy Ha OCHOBE pPasnuuHbIX KOMGUHAaLMM
MOWUCKOBBIX MPU3HAKOB

anMeHﬂTb I/IHCbOpMaLLMOH HO-KOMMYHUKaALMOHHbIE TEXHOIOInn

Heobxoaumblie sHaHna | OcoBGeHHOCTN (DOPMMPOBAHUA BHELLHUX W BHYTPEHHUX WH(OPMAaLMOHHBIX
MOTOKOB

CocTaB BHELLHUX MHCbOpMaLlMOHHbIX NOTOKOB

CocraB BHYTPEHHUX MHCbOpMaLlMOHHbIX NOTOKOB

CTpyKTypa opraHv3aumm 1 NopsiaoK B3avMOAEenNcTBIS NogpasaeneHnin u cryxo

OcobeHHoCTM hopMmnpoBaHus 6a3 AaHHbLIX B OpraHM3aumm

CoBpeMeHHble HayyHble MeToAbl U TeXHUYeckue cpencTsa, crnocobceTByoLmne
cbopy, 06paboTke, COXpaHEHMIO 1 Nepedaye MHPOPMALMOHHBIX MOTOKOB

MeToabl O6p360TKM MH¢)0pMauMM C nNpUMeHeHneM COBpPEMEHHbIX TeXHU4YeCKUX
cpencrte KOMMyHI/lKaLLMﬁ N CBSI3U, BbIYUCTIUTENBHON TEXHUKN

TpeboBaHus oxpaHbl Tpyaa

Ipyrve -
XapakTepucTukm
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3.3.14. TpypoBas dyHKUMA

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

OpraHusauns MHopMaLNOHHOTO
B3paMMOAeL;ICTBMﬂq:)yFI)(OB(I)-lAMTeﬂﬂ ¢ YpoBeHb
HaumeHoBaHve Koa C/14.6 |(nogypoBeHb)
nogpasgeneHmsaMm u AomKHOCTHBIMY NMuamu
KBanudpmkaumm
opraHusaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3
P A OpurmnHan X
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
npodeccruoHarnbHOro
cTaHdapTa

TpyooBble AencTens

MHCt)OpMMpOBaHMe paGOTHMKOB opraHu3aunn o pelleHnax pykosogutena

OpraHusauusa obmeHa MHdopmaLumnen mexay nogpasaeneHuaMmm U A0MKHOCTHBIMK
nuuaMm opraHvsauum

OnogelleHne paboTHUKOB O NPEACTOSLLMX MEPONPUATUAX

OpFaHM3aLlM$| BCTpeY TpyAaoOBOro KoJIUieKkTnea C pykoBo4CTBOM

NHdopMupoBaHre pykoBoauTens o6 oGpalleHnsx COTPYAHMKOB Mo paGoyum u
JIMYHBIM BOMpOCaM

HeobGxoavMble ymeHus

Mcnonb3oBaTb coBpeMeHHble TeXHOMNorMmn céopa 1 nepedayn MHgopmauum

OcywectBnate cbop w  nepepaboTky wuHGOpMauun, Heobxogumon Ons
AeaTenbHOCTU

OcyLIJ.eCTBJ'IﬂTb cucremMmatmsalunio nonyyvyaembiX U nepenaBaeMblX aHHbIX

OcyLIJ.eCTBJ'IﬂTb npoBepKy AOOCTOBEPHOCTU, MNONMHOTbI WU HEenpoTuBOpPEe4vYnBOCTU
AaHHbIX, NCKITIOYEeHne ﬂyﬁﬂMpOBaHMﬂ MHCbOpMaLLMM

npeAOCTaBﬂﬂTb AaHHble B €JVHOM U yp.O6HOM ana BocnpuaTuA cbopmaTe

MHOFOKpaTHO ncnosfib3oBaTb MONTy4YEHHY0 I/IHCt)OpMaLLIMO, NOCTOSIHHO OOHOBNATb
AaHHble

Ob6ecneumBaTtb onepaTtunBHOCTb I/IHCt)OpMaLLI/IOHHbIX NOTOKOB

PaboTaTb C KOMNLIOTEPOM, UCMONBL30BaTb OPUCHBINA MAKET (TEKCTOBLIA peaakTop,
Tabnuubl)

Heobxogumble 3HaHUS

HOpMaTMBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeToaANYECKMnEe  JOKYMEHTHI,
rocyaapCrtBeHHble CTaHOapThl B ccbepe 0eATeNbHOCTN OpraHn3aumnn

CTpykTypa  opraHusauuu,  PYKOBOACTBO  CTPYKTYPHbIX  MoapasgeneHui,
HanpaBneHnsa [OeATenbHOCTU OpraHM3aLuMM U KOMMNETEeHUMU  CTPYKTYPHbIX
noapasaeneHnii  AOMKHOCTHBIX NN
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HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

Knaccudukauns  ynpaBneHdyeckon  uHdopmauuu, Buadbl  yrnpaBreH4YeCcKown
nHdopmauum

dopMbl NpeocTaBneHns ynpasneHyeckoin Hopmaumm

MCcTOYHMKM ynipaBneH4Yeckon nHdopmaumm

MeToamka oTbopa CTOYHMKOB MHGOPMaLum

TpeGoBaHus, NpeabsBnsemble K ynpaBneH4eckoin nHopmaumm

TpeboBaHMs oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukmn

3.4. O6obLeHHasn TpyaoBas PyHKLMA

MHdopMaLmOoHHO-aHanmMTnyeckas u

OpraHn3aumMoHHO-aAMUHUCTPaTUBHASA YpoBeHb
HanmeHoBaHue P H A P Koa D P

nogaepkka AesaTenbHOCTU PYKOBOAUTENS KBanudgukauum

opraHusaumm
MpoucxoxaeHne

Z o 3anMcTBOBaHO U3
0606LLLEHHOW TPYLOBOW OpurmHan X
opuriHana
OYHKLMM
Koa PernctpaumnoHHbIn
opurmHana Homep
npodeccuoHanbHoOro
cTaHgapTa

Bo3MoxHble HaMMeHOBaHMs
OOIMKHOCTEN, Npodeccuii

MNomoLHMK pykoBogutena

TpeboBaHus k 06pa3oBaHWIo U
oby4yeHuto

Bbiclwee obpasosaHue - Gakanaspuat
[JononHuTtensHoe NpodgeccroHanbHoe obpasoBaHue

TpeboBaHWA Kk OnbITy
npakTuyeckoi paboTsl

He meHee Tpex net no npocunto AesaTenbHOCTU opraHu3aunm

Ocob6ble ycnosusi gonycka K
paboTte

Opyrve xapakTepucTmkm

[ononHutenbHble XapakTepucTukmn

HanmeHoBaHue OOKYMEHTa

Koa HaunmeHoBaHne 6a30BoW rpynnbl, 4OMKHOCTM (Npodheccun)
Unu cneumanbHOCTU

OK3

2432 BubnvoTtekapu, 6ubnuorpadbl, 4LOKYMEHTOBEAbI U

KoHcynbTaHTlINntoC

HageXHas npaBoBas nogaepxka
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[ata coxpaHeHus: 09.06.2017

opraHn3auuoHHOMY ...
crneumanncTbl POACTBEHHbIX Npodeccui
OKCO 032001 [okymeHTOBeAEHME U JOKYMEHTALMOHHOE obecneyeHne
yrnpasneHus
032002 [okyMeHTauMoHHOe obecneyeHne ynpaeneHns u
apxuBoBeeHune
3.4.1. Tpygosble hyHKLMK
dopmmpoBaHmne MHHOPMaLMOHHOIO YpoBeHb
HaumeHoBaHve | B3aMMoOOenCTBUSA PYKOBOAUTENSA C Koa D/01.6 |(nogypoBeHb)
opraHusaumsmm KBanudgukauum
MpoucxoxaeHue 3anMmcTBOBaHO U3
b a OpurmnHan X
TPYAOBOW OYHKLIMM opurnHana
Koa PernctpaumnoHHbIn
opurmHana HOMep
npodeccruoHarnbHOro
CcTaHdapTa

prp.OBbIe nencTeums OT60p MCTOYHMKOB MHCbOpMaLLMM B COOTBETCTBUM C 3ajaHHbIMU KpUTEPUAMU

O6paboTka 1 nHTepnpeTaumns MHpopMaLMmn Ans NOAroTOBKU NPOEKTOB peLLeHuiA

MoaroToBka 3anpocoB Mo MOPYYEHUIO PYKOBOAMTENS Ha NONyyYeHne JOKYMEHTOB U
MHbOpMaLMKM B opraHax rocy4apCTBEHHON BNacTvi U ynpaeneHus, 0bLLEeCTBEHHbIX
opraHv3aumsix U nonyYyeHne COoTBETCTBYIOLWEN MH(OPMALIMM 1 JOKYMEHTOB

MHdopmunpoBaHe pykoBOOUTENS O pesynbTaTax pPacCMOTPEHUs1 3anpocoB WU
obGpaLleHui

OpraHu3auusl peLleHnst BOMPOCOB, He TpelGyioLMX HENocpeACcTBEHHOro y4acTus
pykoBoauTens

MoarotoBka MaTepuanoB AN ydvacTuss pykoBoauTens B paboTe pasnuyHbIX
CTPYKTYp B COCTaBe TrOCyOQapCTBEHHbIX W MyHMUMNAnbHbIX  OPraHos,
06LLEeCTBEHHbIX opraHusaLuii

MoaroToBka OOKYMEHTOB And 3aKni4yeHud cornalleHum o coTpyaHun4yectee C
OenoBbiMU NapTHeEpamMmun

MHCt)OpMMpOBaHMe OeNnoBbliX NapTHEPOB W 3anHTepeCOBaHHbIX Opr3HM33LI,MI;1 (0}
peweHnax pykosoanTend B Xxoae BbINONTHEHUA cornalleHunin

Heobxoanmble ymeHus | AHanmanpoBatb U OTOMpaTb WCTOMHUKM  UMHGOPMauUMM B COOTBETCTBUM C
KpUTEPUAMM  MNOMHOTLI, [OCTOBEPHOCTM, CBOEBPEMEHHOCTU NpeaocTaBneHns
nHdopmauum

CobupaTtb, obpabaTtbiBaTb M aHanManpoBaTb MHOPMAUWU B COOTBETCTBUM C
3aaHHbIMU TpeboBaHUAMM

I'Iepep.aBaTb Mchopmaumo B cCMCteMaTtnu3npoBaHHOM Buae
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OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

O6pabatbiBaTb M CTPYKTYypUpoBaTh MHdopMmauuio, obpasys MHGOPMaLMOHHbIE
pecypcbl

Mpou3soauTb MOUCK MHOPMaLUUM B CYLIECTBYWOLWMX 6a3ax OaHHbIX, BecTu
MH(POPMALIMOHHO-CMPaBOYHY0 paboTy Ha OCHOBE pPasnuuHbIX KOMGUHALMiA
MOWUCKOBBIX MPU3HAKOB

Ob6ecneumBaTtb MHOpMaLMOHHYO 6€30NacHOCTbL opraHu3auum

PaboTaTb ¢ KOMNbLIOTEPOM, MCMOMNb30BaTbh OMUCHLIN NakeT (TEKCTOBLIA peaakTop,
Tabnuubl)

HeO6XOp.MMbIe 3HaHUA BHyTpeHHﬂﬂ M BHELWWHAA NONUTUKa opraHn3auum

anHLlMI'IbI npeacrtaBnTesnibCTBa B rocyaapCTBeHHbIX opraHax, opraHax MeCTHOro
camoynpaBiieHna, CTOPOHHUX OpraHn3aunax 1 nopanok B3aUMOAEWNCTBUSA C HUMUN

anHLlMI'IbI n metToabl agMUHUCTPUPOBaAHUA

OcobeHHocTU CbOpMMpOBaHMﬂ BHELHUX N BHYTPEHHUX MHCbOpMaLlMOHHbIX NOTOKOB

CTpyKTypa opraHv3aumm 1 NopsiaoK B3avMOAENCcTBIS NogpasaeneHnin u cryxo

MpaBuna opM1pPOBaHUA U UCMOMb30BaHNA 633 AaHHbIX

CoBpeMeHHble Hay4yHble MeTodbl M TeXHUYeckue cpeacTtsa, crnocobceTByoLmne
cbopy, 06paboTke, COXpaHEHMIO 1 Nepeaaye MHopMauum

MpaBuna 3awuTbl KOHMUAEHUMANBHOM cnyxebHon nHdopMaLuum

COBpeMeHHbIe MHCbOpMaLlMOHHbIe TexXHonornm

Ipyrve -
XapakKTepucTukmn

3.4.2. Tpygosas yHKUMA

AHanus nHcdopmaumm n nogrotToBka YpoBeHb
HaumeHoBaHVe | MH(POpMaUMOHHO-aHanNUTU4ecknux Matepuanos | Kog D/02.6 |(nogypoBeHb)
KBanudpmkaumm
MpoucxoxaeHue 3anMmcTBOBaHO U3
b a OpurmnHan X
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
opurnHana HOMep
npodeccruoHarnbHOro
cTaHdapTa

TpynoBsble gelicteua | Coop, nepepaboTka U aHanus UHopmaummn Ans peweHna 3aaad, NocTaBneHHbIX
pyKoBOZMTENEM

MNogroToBka MHd.)OpMaLlMOHHO—aHaJ'I NTUYECKMX MaTepunanos
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"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no
OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

Paspa60TKa TeMaTn4ecKoro nnaHa 0630pHOF0 OOKyMeHTa, AoKnaga

OnpegeneHune kpyra 6Gubnunorpadm4ecknx NCTOYHUKOB

Mon6op MCTOYHWMKOB M NuUTepaTypbl MO TeMe 063opa, AoKMaaa, aHanUTUYECcKo
cripaBkut

HanucaHue n odpopmneHme o630pa, JoKnafa, aHanuTUYeCcKon CrpaBku

Heobxoanmble ymeHus | PaspabaTtbiBaTb TemaTuyeckuin nnaH o63opa, Aoknaga, aHanuTU4eckon cnpaeku

O6ocHoBLIBaTb aKTyalribHOCTb I'Ip06J'IeMbI, KOTOpYKO npeactont oOCcBeTUTb B
0630pe, nokKnage, cnpaBke

Monb3oBaTbCcA  MH(OPMAaUMOHHBIMU  pecypcaMuM U CUCTeMaTu3npoBaTb
MHbOpMaLMo No 3a4aHHbIM KpUTEPUSIM

I'IpanmbHo MHTEpPNpeTnupoBaTb MoJ1IydYeHHble OaHHble W NpeaocCTaBldTb UX B
cuncrematm3npoBsaHHOM Buae

Ol'lpep.eﬂﬂTb KPyr UCTOYHUKOB W nuTepaTypbl, HeobGxoaMMbIX OnA NOArOTOBKU
MHCbOpMaLLMOHHO—aHaJ'IMTM‘-IeCKMX MmaTtepunanos

M3naratb MaTepunan B fIormyeckon nocnenoBaTenbHOCTU

Mpon3BOAUTL aHaNM3 1 OLLEHKY U3NOXKEHHOro MaTepuana

OdhopmnATL TEKCT B COOTBETCTBYIOLLEM CTUME

Pep.aKTMpOBaTb TEeKCT AOKYMEHTOB

CDOpMyJ'II/IpOBaTb BbIBOAObI N peKoMeHOaunmn

OcyulecTBnsaTe aBTOMaTM3auMio npoueccoB cbopa, XpaHeHWs W Bblaayn
nHdopmauum

Monb3oBaTbCA yCTPOWCTBaMM aBTOMAaTU3MPOBAHHOW 00paboTkM  TEKCTOBOM
nHdopmaLmm n PoToHabopPHbBIMK YCTPONCTBaAMU

anMeHﬂTb BbIMNCITUTENBbHYIO TEXHUKY " I/IHCt)OpMaLLI/IOHHbIe TeXHonormn Aan4
3KOHOMMWYHON U paLLI/IOHaJ'IbHOﬁ opraHusauunm MHCbOpMaLlMOHHbIX npoLeccos,
NOBbILLEHNST X TMOKOCTU U AUHAMUYHOCTHU

MpousBoauTb NUTEPATYPHO-CTUMUCTUYECKYID 0BpaboTKy TeKkcTa, NpPOBEPKY
nornyeckon nocrnenoBaTenbHOCTU U3MNOXEHUs, aHanmsa U OLeHKWU, HanucaHus
BbIBOAOB U pekoMeHaaLmi

anMeHﬂTb OCHOBbI Ncuxonornn genosoro O6LIJ.8HMF|

HeO6XOp.MMbIe 3HaHUA HOpMaTMBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeTOoONYEeCKNe  [OOKYMEHThI,
rocyaapcCtBeHHble CTaHOapThl B ccbepe 0eATEeNbHOCTU OpraHn3aumn

CTpykTypa  opraHusauuu,  PYyKOBOACTBO  CTPYKTYPHbIX  MoapasgeneHui,
HanpaBneHnsa [OeATEeNbHOCTM OpraHM3aLuMnM W KOMMETEeHUUU CTPYKTYPHbIX
nogpasaeneHny U AOMKHOCTHBIX NN

Knaccudukauuss  ynpasneH4Yyeckon  uHgopMauun, Buabl  yrnpaBieHYeCcKon
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[ata coxpaHeHus: 09.06.2017

opraHn3auuoHHOMY ...
nHdopmauum
dopMbl NpenocTaBneHNs ynpasrneH4eckon nHpopmavmm
VCTOYHMKM  ynpaBneH4Yeckon uHopmaumn, metoauka oTbopa WUCTOYHUKOB
nHdopmauum
TpeboBaHus, NpeabsBnsemMble K yrpaBneHYeckon nHdopmaLwmm
OcobeHHoCTM pedepupoBaHns  MHOPMaUMK, crneumduka odopMneHus U
COCTaBNEeHUs aHHOTaLu, pedepaToB, 0630poB, A0KNanoB
KaTteropuu notpebutenei, Ha koTopble OyaeT paccunTaH gaHHbIA 0630p, AoKnaj
MeToabl 06paboTky MHpopMaLMK C MPUMEHEHMEM COBPEMEHHbBIX TEXHUYECKMX
CpPeAcCTB KOMMYHMKALIMIA U CBS3U, BbIYMCIIUTENBHON TEXHUKM
CTpykTypa WH(OPMaUMOHHBIX W34aHWA B 3aBMCMMOCTM OT  Xapakrepa
nHdOpMaLMM 1 LLeNneBoro HasHa4yeHNs MHAOPMaLIMOHHbBIX M3aaHWUA
CoBpeMeHHble cpeacTtea cbopa, 06paboTku, cuctemaTmsaumm nHdbopmaumm
VCcTOoYHMKN nHOopMaumKn: KaTanorn 6ubnmoTek, XypHanoB, MOUCKOBbIE CUCTEMBI
NHOPMaLMOHHO-TENEKOMMYHMKALMOHHON ceTn "VIHTepHeT", anekTpoHHble 6a3bl
OaHHbIX
®yHKUMOHanNbHoe HasHadeHve ob3opa (bubnuorpaduyeckoro, pedepaTMBHOrO,
aHanuMTUYeCcKoro) kak CpeacTBa OpWMEHTauunM yYuTatens B AOKYMEHTanbHOM Wnn
NHAOPMALIMOHHOM MOTOKE
OcobeHHOCTM 0bLLeHay4HOM 1 nparMaTu4eckon pyHKUMN 0630poB
MpaBuna paboTbl C BHELLHMMW HOCUTENAMW MHGOPMaLIMK
HopmaTtuBHble  OOKYMEHTbl, FOCy4apCTBEHHble  CTaHOoapTbl B obnactu
OeATenbHOCTY OpraHM3aumm
MoHsATMe 1 cneundmka Gubnmorpaduyeckoro, pedepaTMBHOIO U aHaANUTUYECKOrO
NHOPMALMOHHOTO U3AaHNs
CnpaBoyHble NpaBoOBblE CUCTEMBI

[pyrve -

XapaKTepUCTUKU

3.4.3. Tpygosas yHKUMA

OpraHusaumns 4ernoBbiX KOHTAKTOB U YpoBeHb
HaumeHoBaHMe | NPOTOKOMbHbBIX MepPoNpUATUA Koa D/03.6 |(nogypoBeHb)
KBanudpmkaumm
I'IpomcxozmeHMe OpuruHan X 3anMmcTBOBaHO U3
TPYAOBOW hYHKLMK opurnHana
Koa PernctpaumnoHHbIn
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HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

opuriHana HoMep
npodeccroHansHoro
cTaHoapTa

TpynoBble geiicTeua | OpraHusaumss U NnaHMpoBaHWe [erloBbiX KOHTaKTOB, BCTpeY W MOe3nok
pykoBoauTens

OpraHuzaumnsa  3acefaHui, COBELA@HUA UM MEpPOonpuaTUA,  NPOBOOMMbIX
pykoBoguTenem

MoaroToBka MmaTtepuanoB anda COBELLlaH1I, BeaeHne n OCbOpMJ'IeHMe NPOTOKOI10B

MNogroToBka I'Ipe3eHTaLI,MI;1 Nno ykasaHuto pykoBoauTens

MoaroToBka n nposegeHue I'IpeCC—KOHCbepeHLlMﬂ pykoBoauTens

BCTpeqa y4yaCTHUKOB nNeperosopos, obecnevyeHne KX I/IHCt)OpMaLLI/IOHHbIMM
MmaTtepuanamm, segeHue 3anucen neperoesopos

HeO6XOp.MMbIe yYMeHUaA CocTtaBndaTb nnaH noesaku pykoBogutTens

OchopMnATL [OKYMEHTbI, HeobXoAuMble ANS OEenoBOM NOe3aku, KOMaHAWPOBKM
pykoBoauTens

CocTaBnatb U 0OPMNATL MPOTOKOMbI COBELLaHWid, 3acedaHuid U Apyrux
KOH(EPEHTHBIX MEPONPUATUIA, TOTOBUTb CMUCOK Y4YaCTHMKOB, MOBECTKY [HS,
ABOYHbIE NUCTbI U NPOEKThLI UTOTOBLIX JOKYMEHTOB

CocraBnatb n pecc-penunsbl

BecTu neperoeopbl ¢ napTHepamu

Pab6oTaTtb B pexunme MHOorosagavyHoCcTu

PaboTtatb ¢ 6onblwnMM 06 BbEMOM MHGOPMALIUM

CospgaBaTb ¥ nogdepkuBaTe  MONOXWTENbHbIA UMUK — OpraHvsaumm U
pykoBoauTens

VMcnonb3oBaTb BbIYUCITUTENBHYIO TEXHUKY n I/IHCbOpMaLLI/IOHHO—
KOMMYHUKaUMOHHbIE TexHonorum ansa bornee 3SKOHOMWYHOM W paLl,I/IOHaJ'IbHO|7|
opraHu3aunn MH(*)OpMaLlMOHHbIX npoueccoB, nMNoBbIWEHNA UX rmokoctn u
ANHaMW4YHOCTU

O6ecneymBaTtb MHPOPMAaLMOHHYO 6e30MacHOCTb OpraHn3auum

HeO6XOp.MMbIe 3HaHUA HOpMaTMBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeTOONYEeCKne  OOKYMEHThI,
rocyaapcCtBeHHble CTaHOapThl B ccbepe 0eATeNbHOCTU OpraHn3aumnn

CTpyKTypa opraHv3auum, pyKoBOAALLMIA COCTaB opraHu3aumMn U nogpasneneHun,
HanpaBneHna OesATEenbHOCTU OpraHMsauMm W KOMNETEHLMU  CTPYKTYPHbIX
noapasaeneHnii  AOMKHOCTHBIX NN

Mcuxonorms 4enoBoro o6LUeHNUs!, OCHOBbI KOH(NUKTOMNOMM

npaBMJ’Ia npoesegeHuna OenoBbiX NeperoBopoB 1 NPOTOKOJIbHbIX MepOI'IpI/lﬂTI/IIZ
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opraHn3auuoHHOMY ...
OTUKET U OCHOBbI MeXAYHapo4HOro NpoToKona
MpaBuna coctaBneHns n opopmMneHnst LOKYMEHTOB
MpaBuna 3awmTbl KOHKOEHUMANbLHOM criykebHon nHpopmauum
MHopMaLMOHHO-KOMMYHUKaALIMOHHbIE TEXHOMOMMK
[pyrve -
XapaKTepucTukm

3.4.4. Tpygosas yHKUMA

YpoBeHb
Koa D/04.6 |(nogypoBeHb)
KBanudpmkaumm

OpraHmsauMﬂ NCNOJTHEHUA peLLIeHMﬁ

HanmeHoBaHue
pykoBoauTens

MpoucxoxaeHne 3anMmcTBOBaHO U3
o OpurmnHan X
TPYA0BOM GOYHKLMK opurmHana

Koa PernctpaumnoHHbIn
opurmHana Homep
npodeccuoHanbHoOro
cTaHgapTa

TpyooBble gencteus | JokymeHTanbHoe oopMeHne peLleHnii pykosoauTens, JoBegeHne 4o cBeaeHus
pabOTHUKOB OpraHM3aLMmn YCTHbIX PacnopsXXEHUA pyKoBoAUTENS

KOOpp.MHaLlMﬂ neaTenbHOCTU NO UCMNOJTHEHUIO peLueHwZ pykosBogutena

KOHTpOJ‘Ib NCNOJNTHEHUA peLIJeHMﬁ pykosBogutena

NoarotoBka OTYETOB O BbLINOMTHEHUN nopyquMﬁ n peLueHmZ pykoBogutena

Heobxoaumble ymeHust | CocTaBnAaTb M 0opMIATb AOKYMEHTbI, cogepkallue NopyYyeHnst U pacropsikeHns
pykoBoauTens

BecTn y4yeT nopyyeHWUit pykoBOAUTENs, TPEGYIOLWMX KOHTPONS MO CyLLEeCTBY
peLleHns Bonpoca

UeTko 1 BbICTPO NpUHMMAaTL peLleHns B npolecce paboThl

npOM3BO,D.MTb aHanu3 UCNONHNTENbCKON ANCLUMNINHDBI

CoctaBndatb aHanUTU4ecKne OTYeTbl U cnpaeBkn no pes3ynbtataM WUCMNOJIHEHUA
nopyyeHunn n pacnops>XxeHmnm pykosogutensa

Monb3oBaTbCcs cuctemamm ANEKTPOHHOIo ,D.OKyMGHTOOGOpOTa

anMeHﬂTb BbIYMNCINTUTENBbHYIO TEXHUKY WU I/IH(*)OpMaLLI/IOHHO—KOMMyHI/IKaLLMOHHbIe
TexHonornm ansi SKOHOMWYHOM U paLlMOHaJ'IbHOﬁ opraHu3auunmn MH(*)OpMaLI,I/IOHHbIX
npoLleccoB, NoBbILLEeHNA UX rMOBKOCTM M ANHAMUYHOCTU

Ob6ecneumBaTtb 6€30MaCHOCTb AEATENBbHOCTN OpraHu3auum
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[ata coxpaHeHus: 09.06.2017

HeO6XOp.MMbIe 3HaHUA HOpMaTMBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeToaAnYeCKne  OOKYMEHThI,
rocyaapcCrtBeHHble CTaHOapThbl B ccbepe OEeATEeNbHOCTU OpraHn3aumn

CTpykTypa  opraHuMsauuu,  pyKOBOACTBO  CTPYKTYPHbIX  NoapasgeneHui,
HanpaBneHnsa [OeATenbHOCTU OpraHvM3auMM W KOMMETEeHUMU  CTPYKTYPHbIX
nogpasaeneHnii  AOMKHOCTHBIX NN

I'Ipanma nposegeHuna KOHTpoNA UCNONMHEHUA nopyquwZ pykoBogutena

TexHonorus BeaeHust KOHTPOJA NCNonHeHunsa nopyquwZ pykoBogutensa

CuncTeMbl aneKTPOHHOIo AOKYMeHToobopoTa, 6a3bl AaHHbIX

TpeboBaHMs oxpaHbl Tpyaa

Ipyrve -
XapakKTepucTukm

IV. CBeneHust 06 opraHmnsauusix - paspaboTymkax
npoeccrmoHarnbHOro ctaHgapTa

4.1. OTBETCTBEHHAsI OpraHu3aLmsa-pa3paboTymnk

HIM "HauunoHanbHasn accoumaums oUCHLIX CneunanmncToB U agMMHUCTPATUBHBLIX paboTHUKOB", ropos,
Mocksa

OupekTtop XntocHesa JTiogmuna lMeTposHa

4.2. HanmeHoBaHusi opraHu3aLmit-pa3paboTynkon

1 AHO "AreHTCTBO CcTpaTermyecknx HMLMaTMB NO NPOABUXEHMIO HOBbLIX NPoekToB", ropod Mockea

2 AHO "YensbuHckoe permoHanbHOE areHTCTBO pa3BUTUsS KBanudukaumn®, ropog YensabuHck

3 AHO BI1O "MexpermoHanbHbIi OTKPbITbIA coLmanbHbIn MHCTUTYT", ropoa Mowwkap-Ona, Pecny6nuka
Mapun 3n

4 Bonrorpagckas ToproBo-npoMblLLneHHas nanata, ropod Bonrorpag

5 'Y "Bcepoccumcknin HayqHo-uccrnegoBaTenbCkUn MHCTUTYT AOKYMEHTOBEAEHUS U apXuUBHOro gena”

(BHUMOAL), ropoa Mocksa

6 HOY OHO "UHcTuTyT MHpopMauunoHHbIX TexHonorum "AnTn", ropog Mockea

7 O6wepoccuiicknii npodcoto3 paboTHMKOB rocy4apCTBEHHbIX YUPEXAEHNA U OOLLECTBEHHOMO
obcnyxuanns Poccuiickon ®enepaumn, ropog Mockea

8 OO6wepoccuiickoe mexoTpacnesoe obbeanHeHne pabotogatenen "Hukens", ropog Mockea

9 000 "MaiwikpocodT Pyc", ropog Mocksa

10 | OOO "UeHTp akcnepTusel n ceptudpmnkanmmn”, ropoa Mockea

11 OO0 "OneKkTpoHHbIE 0hUCHbIE cucTemsl”, ropos Mocksa
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Mpuka3s MuHtpyaa Poccun ot 06.05.2015 N 276H
"O6 yTBepxaeHun npodpeccmoHanbHoro ctaHgapTta "Cneymanqct no
OpraH13auvoHHOMY ...

HokymeHT npepoctaBneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 09.06.2017

12 |ToBomKckuiA MHCTUTYT ynpasneHus umenn MN.A. CtonsinuHa - dounuan ®rB0Y BI1O "Poccuitckas
akageMnsi HapOL4HOro X035NCTBA U roCyAapCTBEHHOW Cry»0bl npu MNpe3naeHTe Poccuiickomn
depepaumn”, ropog Capatos

13 OrAQY ANO "Akagemusa cTaHgapTUsaumm, MeTponorum u ceptudpunkanmmn”, ropooa Mocksa

14 ®IrbOY BIMO "lMeH3eHCKMin rocyfapCTBEHHbIN YHMBEpcuTeT", ropop MNeHsa

15 | ®IrbOY BIMO "Poccunckuin rocygapCTBEHHbIM r'yMaHUTapHbI yHUBepeuTeT", kadeqpa
OoKyMeHToBeaeHus, kacdbeapa ACLOOY, ropog Mocksa

16 ®I'BY "HayyHo-nccnegoBaTenbCknii MHCTUTYT TPyAa M coumanbHOro ctpaxoBaHus" MuHnctepcTea
TpyAa u coumanbHom 3awuTbl Poccuinckon denepauum, ropog Mocksa

17  |fpocnaBckasi TOProBO-NpPOMbILLNEHHAsA Nanarta, ropoa Apocnasnb

<1> Obuwepoccuickuin knaccuukaTop 3aHATUN.

<2> Obuepoccuickuin knaccuukaTop BUAOB SKOHOMUYECKOWN AeATENbHOCTN.

<3> O6uwepoccuiickuin knaccudukaTop cneymnansHocTen No obpasoBaHuto.

<4> EAuHbIA KBaNNMUKALMOHHBLIA CNpaBOYMHWK AOMKHOCTEN PYyKOBOAUTENEW, CneumarnvctoB U Opyrux
criyatymx.

<5> O6Lepoccurncknii  knaccudmkatop npodpeccuii paboumx, [OMKHOCTEN ChyXawmxX W TapudHbIX
pas3psinoB.

KoHcynbTaHTlINntoC

HageXHas npaBoBas nogaepxka
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