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

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

3apeructpupoBano B Muntocte Poccuu 15 uronst 2020 r. N 58957

MWHUCTEPCTBO TPYJA U COLMANBHON 3ALLNTLI POCCUACKOWU ®EOEPALA

MPUKA3
oT 15 uroHa 2020 r. N 333H

Ob YTBEPXAEHUU NMPOPECCUOHAJIbHOIO CTAHOAPTA
"CNEUMANNCT NO OPTAHU3ALUMOHHOMY U NIOKYMEHTALIMOHHOMY
OBECINEYEHUIO YNPABJIEHAA OPITAHU3ALMEN"

B coorBerctBun ¢ nyHktoM 16 IlpaBun pa3pa®oTKM M YTBEpXkAEHUS HPOPECCHOHATBHBIX
CTaHJIapTOB, YTBEPXKACHHBIX NocTaHoBiaeHUeM llpaBurenscrBa Poccuiickoit @enepauuu ot 22 sHBaps
2013 r. N 23 (Cobpanue 3akoHoaarenbctBa Poccuiickoit @eaepannu, 2013, N 4, cr. 293; 2014, N 39, cr.
5266), npukasbIBaro:

1. YTBepauTh npuiiaraemMbiii mpodecCHoHabHBIN cTanaapT "CHeluaiicT Mo OpraHu3aluoOHHOMY U
JTOKYMEHTAIIMOHHOMY 00€CTICUCHHUIO YITPaBICHUs OpraHu3amuei’.

2. [lpu3Hath yTpaTUBIIUM CUIIy IIpUKa3 MHUHHUCTEpCTBA TPYyJa U COLMAIbHOM 3amuThl Poccuiickoit
@enepaunn ot 6 mas 2015 r. N 2761 "O6 yTBepkeHUU npodeccuoHanbHOro craiaapra "Crnenuanuct
[0 OpPraHU3allMOHHOMY M  JIOKYMEHTAlMOHHOMY OOECIICUEHUIO  YIpaBICHUS oOpraHu3anueil”
(3apeructpupoBan  MunucrepctBoM toctunmuu  Poccmiickont  ®epepanuun 2 wuwions 2015 T,
peructpanoHHsiit N 37509).

Munuctp
A.0.KOTAKOB

YT1BEpxkaeH

npukKa3oM MuHHCTEpCTBa
TpyJa U COLIMATbHOMN 3aIUThI
Poccuiickoit denepanuu

ot 15 nuronsa 2020 r. N 333u

NMPO®ECCUOHAIbHbIA CTAHOAPT
CNEUNANNCT

Nno OPrAHU3ALUUOHHOMY U NOKYMEHTALIMOHHOMY OBECIMEYEHMIO
YNPABJIEHUA OPTAHU3ALUEN
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

Peructpanuonublit
HOMED
l. O6wme cBeaeHUsn
Opranu3zalioHHOE U IOKyMEHTAllMOHHOE 00eCIieUeHre YIIPaBICHUS 07.002
OpraHU3aIMsIMH JIOObIX OpraHU3aMOHHO-TIPABOBBIX (hopM '
(HauMeHOBaHME BUJA MPO(ECCHOHATLHON AEATEIbHOCTH) Kog

OcHoBHas uenb Buga npocgeccmoHanbHON feATeNIbHOCTU:

Peanuzanus o0ecnieunBaOmuX GYHKIMHA yIpaBIeHUs OpraHu3alyeii; BHEAPEHUE JIyUIInX
TEXHUYECKUX Pa3pabOoTOK U HOBEHIINX TEXHOJIOTHI B 00ECIeUeHUE YIpaBICHUS
opraHu3anuen

pynna 3aHATUN:

3343 AJIMUHHCTPATUBHBIN 1 4120 Cekpetapu (001ero
WHOW UCTIOJIHUTENbHBIN ipoduIs)
CpeIHETEeXHUYECKUI
nepcoHall

4226 Crnyxarmue B IpUeMHON - -
(obmero mpodus)

(xom OK3 <1>) (HaMMEHOBaHUE) (xox OK3) (HanMeHoBaHUe)

OTHeceHMe K BUAaM 3KOHOMMYECKOWN AeATeNIbHOCTMU:

82.11 JesATenpbHOCTh aIMUHUCTPATUBHO-XO03AMCTBEHHAS! KOMILJIEKCHAS 110
o0ecreyeHnto paboThl OpraHNU3aLUuU

82.30 JlesaTenbHOCTD MO OpraHu3alui KOH(EPEHIUH U BBICTABOK

(ko OKBO/] (HaMMeHOBaHME BUJIa SKOHOMUYECKON JIEITEIHLHOCTH)
<2>)

Il. OnucaHme TpyAoBbLIX PYHKLNNA, BXOAALLMNX
B npodeccrnoHanbHbIN cTaHAapT (PyHKUMOHaNbHasa KapTa Buaa
npocgeccuoHanbLHON AeATENbHOCTH)

O060011eHHbBIE TPYIOBBIE QYHKIIUU TpynoBbie pyHKIIUN
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

[okyMeHT npeaoctaBneH KoHcynbTaHTItoC

[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
KOJI HaMMCHOBAHHE YPOBEHB HaMMCHOBAHHE KOJ | YpOBEHb
KB (U (moxypos
Kaluu €Hb)
KBaJTHPUK
aruu
A OpraHu3anuoHHOE 3 [Tpuem u pacrnpenenenne | A/01.3 3
obecrieyeHne Tesne(h)OHHBIX 3BOHKOB
TSI TeTbHOCTH OpraHu3aIu
OpraHu3aIu
Opranmzanus paborei ¢ | A/02.3 3
MTOCETUTEIISIMU
OpraHu3aIu
BeimonHenue A/03.3 3
KOOPJUHUPYIOIIUX U
00eCIeYnBarOIINX
byHKIMMA
B JlokyMeHTalmoOHHOE 5 Opranu3zanusi paboThl ¢ B/01.5 5
obecrieyeHne JOKYMEHTaMHU
JeSTEeTbHOCTH
OpraHM3aLyy Opranuzanus Tekymero | B/02.5 5
XpaHCHUs JOKYMEHTOB
Opranu3zaius oopabotku | B/03.5 5
JIeJT /1711 TIOCIIETYFOIIIETO
XpaHCHUS
C OpranuszanuoHHoe, 6 Oka3zaHue oMoIIu C/01.6 6
JOKYMEHTAI[MOHHOE H PYKOBOJIUTEITIO B
nH(OpPMaLIMOHHOE TUTAHUPOBAHUH pabovero
o0ecrnieueHue BpPEMEHHU
JeSITeIbHOCTH
DPYKOBOJUTES [TnanupoBanue padouero | C/02.6 6
OpraHu3aluu AHs CEKpETapsA
Opranu3anus C/03.6 6
TenedOHHBIX
MIEPEroBOpPOB
PYKOBOJTUTEIS
Opranusanus C/04.6 6
KOMaHIHPOBOK
PYKOBOJTUTEIS
Opranusanus padotei ¢ | C/05.6 6
MOCETUTEISIMU B
MIPUEMHOMN PYKOBOIUTEIS

HafexXXHaa nNpaBoBad noaAepXXkKa
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C

[aTta coxpaHeHus: 13.11.2022

Opranuzanus
MOJITOTOBKHU, TIPOBECHHUS
1 00CITy>)KUBaHUS
KOH()EPEHTHBIX
MEpOIPUATHI

C/06.6

Opranuzanus
VCIIOJIHEHUS PEILICHUH,
OCYLIECTBIICHUE
KOHTPOJIS UCTIOTHEHUS
MOpyYCHU N
PYKOBOJUTENS

C/07.6

Opranuzanus u

noJiep KkaHue
(yHKIIMOHAJILHOTO
pabouero nNpocTpaHCcTBa
npUeMHOU 1 KaOuHeTa
PYKOBOJUTENS

C/08.6

Pa3paboTka J0KaIbHBIX
HOPMAaTUBHBIX aKTOB,
perIaMeHTHPYIOLITHX
paboty cekpeTaps

C/09.6

CocraBnenue u
odopmieHue
YIIPABJIEHYECKOU
JIOKYMEHTalLuU

C/10.6

Opranuzanus padboTsl ¢
JIOKyMEHTaMU B
IIPUEMHOMN PYKOBOIUTEIS

C/11.6

Opranuzanys XpaHeHus
JJOKYMEHTOB B IPUEMHOI
PYKOBOJTUTEIS

C/12.6

Obecneuenue
PYKOBOJUTENS
uH(popmanuen

C/13.6

Opranuzanus
UH(OPMAIMOHHOTO
B3aNMOJICHCTBHSA
PYKOBOJIUTEIIS C
MOJpa3/IeICHUsIMU U
JOJKHOCTHEIMHM JIMIIAMH

C/14.6

HafexXXHaa nNpaBoBad noaAepXXkKa

www.consultant.ru

CrpaHuua 5 3 51


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

Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepoctaBneH KoHcynbTaHTrinioc

[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
OpraHu3aIu
D HNudopManimoHHO-aHAIATH 6 dopMupoBaHue D/01.6 6
Yyeckas u UH(OPMAITMOHHOTO
OpraHU3aIMOHHO-aJIMUHUC B3aUMO/ICHCTBHUS
TpaTUBHAs MOAIEPKKA PYKOBOJUTEIIS C
JeSITeTbHOCTH OpraHu3alUsIMH
PYKOBOJIUTEIS
OpraHn3aLun Anamus naopmanmu u - | D/02.6 6
MOJrOTOBKA

MH(OPMaLMOHHO-aHAIIUT
WYECKUX MaTEPHAJIOB

Opranu3aius JeI0BbIX D/03.6 6
KOHTaKTOB U
IIPOTOKOJIbHBIX
MEPONPUATHI

Opranusanus D/04.6 6
VCIIOJTHEHHS PeLICHU
PYKOBOIUTEIISI

lll. XapakTepuctuka o6006LWeHHbIX TPYAOBbIX (hyHKLUN

3.1. O606uweHHan TpyaoBasa PyHKLUUSA

OpranuzanroHHoe o0ecredeHme YpoBeHb
Hanvenosanue | > " Kox A p 3
JIeSATeTbHOCTH OpraHU3alUH KBTI (UKAITTT
IIpoucxoxaeHue
N . 3auMCTBOBaHO
00001eHHoN TpyaoBoit | Opurunan X
W3 OpUTHHAJIA
byHKIIUU
Kon Perucrpanuonnsii
OpuUrvHaja HOMED
npodeccuoHaIbHOI0
cTaHjapTa
Bo3moxHblie CexpeTapb-aIMUHUCTPATOP
HaWMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit
TpebGoBanus k Cpennee obmiee oOpazoBaHue
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepoctaBneH KoHcynbTaHTrinioc

[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
00pa3oBaHHIO U [IpodeccuonanpHOE 00yUeHHE - TPOTPAMMBbI TPOPECCHOHATHHOM
00y4YeHHIO MOJATOTOBKH IO TOJDKHOCTSIM CITYKAIIUX, POTPAMMBI

MEPEIOATOTOBKH CITY)KAIMX, IPOrPaMMbI TTOBBIIIICHHS
KBTM(DUKAIIMH CITYKAIIUX

TpeboBaHus K OnBITY |-
NPaKTHYECKOI paboThI

Oco0Opble ycrmoBus -
JOITyCKa K paboTte

HApyrue -
XapaKTCPHUCTUKHU

JononHutenbHble XapakKTepucTtukKum

HaunmenoBanue Kon HanmenoBanue 6a30B0ii rpymmbl, JOKHOCTH
JOKYMEHTA (mpodeccun) MM CrIeNUATILHOCTH
OK3 4226 Cayxame B mpueMHOH (00mero npodusis)
OKIIATP <3> 26353 CekpeTapb-MalIMHUACTKA

3.1.1. TpynoBas c¢pyHKUMA

[Tpuem u pacnipeneneHue TeneOHHBIX YpoBeHb
HanmeHoBaHHE | 3BOHKOB OpraHU3aIluu Kox |A/01.3 | (momypoBens) | 3
KB (pUKAITIH

[Tpoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOU (HYHKITUN W3 OpUTHHAIIA

Kon Perucrpanmonnsii
OpUTHHaNa HOMED
PO eCCUOHAIIBHOTO
CTaHJapTa

Tpynoseie neiictBust | [lepenanpaBienne  TelepOHHBIX  3BOHKOB  PYKOBOJCTBY U
COTPYAHMKAM OpraHHU3aluu

PCFI/ICTpaI_II/ISI MOCTYIHArIHX TCJ’IC(bOHHBIX 3BOHKOB

[lonyyenne  HeoOxomumol  uHpOpManuu U nepegada
CaHKIMOHUPOBAaHHON MHpOpMaIuu 1o Tesedony

www.consultant.ru CrpaHuua 7 u3 51
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=386337&date=13.11.2022
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=386337&date=13.11.2022&dst=101038&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=135996&date=13.11.2022&dst=100010&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=135996&date=13.11.2022&dst=107145&field=134

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

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

HeoOxonumeie ymenus | crionb30oBaTh TEXHUYECKHE W MpOrpaMMHBIE CpEACTBAa s
MIPOBEJICHUS TOJIOCOBOW MITH BHI€0-KOH(EPEHII-CBA3U

Hcnonp3oBath cpeAcTBa KOMMYHHMKAIIMOHHOM OPITEXHUKU IS
MOJIyYeHUs U Iepeaadn nHpopMaluu

Bectu yderHble perucrpannoHHbe (HOPMBI, UCIIOIB30BATh UX YIS
nH(POPMAIIMOHHOHN paboThI

YcTaHaBnmuBaTh KOHTAaKT C COOECETHHMKOM, TOIJICPKUBATH U
pa3BUBaTh JENOBYI0 Oeceqy B mpolecce TeaedOHHbIX EPErOBOPOB

CriiaxxuBaTh KOH(i)JII/IKTHI)Ie n CJIOXKHBIC CUTyalluu
MCXKINYHOCTHOI'O BBaHMOHGﬁCTBHH

CobmroaTh Cl1y>KeOHBINH STUKET

HeO6XOI[I/IMbIe 3HaHUA CDYHKI_II/II/I, 3aavu, CTPYKTypa OpraHui3anunu, €€ CBA3U

[TpaBuia B3auMOAEHCTBHSA C MMapTHEPAMHU, KIMEHTaMH, CPEACTBAaMU
MaccoBOW WH(pOpMAIHU

OTHKA IEIOBOTO OOIIEHUS

[IpaBuia peueBoro sTuKeTa

TpeboBanust oxpaHsl Tpyaa

ITpaBuia 3amuThl KOH(UASHIIMAIBHON CITy>KeOHOM nH(popManuu

Jpyrue -

XapPaKTCPUCTHKHU

3.1.2. TpynoBas cpyHKUMA

Opranuzanus paboTsl C MOCETUTENIMU VYposeHn
HaumeHnoBanwue | opraHu3aiuu Kox |A/02.3 | (momypoBens) | 3
KB (pUKAITIH
IIpoucxoxaeHue 3anmMCTBOBAHO
P o Opurunan X
Tpya0BOU (hYHKIIUU U3 OpUTHUHAJIA
Kon Perucrpanmonubri
OpUTHHAJA HOMED
npodeccnoHanIbHOTO
CTaHaapTa
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

Tpynossie nefictBust | BcTpeua moceruTeneild, MoiydeHUE NEPBUYHOM HHQPOpMaUA O
MOCETUTEIISIX U MOMOIIb B OPraHU3alUU UX ITPUEMa PYKOBOIUTEIEM
U COTPYJTHUKAMU

Be,[[eHI/Ie JKypHaJia 3alluCH MoceTuTeNneH

VYyer noceruresneit u opopMIIeHHE TPOMTYCKOB

CopnelicTBMe  ONEpaTMBHOMY  pacCMOTPEHHMIO  Hpock0 U
MPEAIOKEHU N IOCETUTEIIEH

[Ipuem u mnepemaya JOKYMEHTOB IIOCETHTENIEH PYKOBOJCTBY U
COTPYAHHKAM OpPTraHU3aIuu

Opranu3zanus 1 OpOHUPOBAHUE [IEPETOBOPHBIX KOMHAT

CepupoBka yaifHOTO (KO(eitHOTr0) cToNa B 0rice

[IpuroToBnenne HamUTKOB (4ail, Kode, MPOXIAAUTEITHHBIC
HAITUTKH )

HeoOxonumeie ymenust | O0IaTbes ¢ TOCETUTENSIMU

Hcnonb3oBath YCTAHOBJICHHBIC IIpaBUJjIa n npoucaypsl
KOMMYHHKAIIUX BHYTPH OpraHu3alluin

Bectu YUYCTHBIC (1)0pr1, HCIIOJBb30BaTh UX IJIA pa6OTLI

CO3I[aBaT]':> MMOJIOKUTEIbHBIA UMUK OopraHu3anuun

[TpuHUMAaTh MEpBI 10 pa3peLIeHNI0 KOHPJIMKTHBIX CUTYaIHi

HpI/IMeHHTB I/IH(I)OpMaI_II/IOHHO'KOMMYHI/IKaI_II/IOHHI)Ie TCXHOJIOTNH

ObecneunBaTh KOH(UACHINAILHOCTS HH(POPMAITH

HeO6XO,Z[I/IMI>Ie 3HaHUA HpaBI/IJ'Ia OopraHu3anuu 1npucmMa MOCETUTEIEH

[IpaBuna genoBoro oomeHus

CtpykTypa opraHu3aliil W pacrpeseseHne (QyHKIHH MexIy
CTPYKTYPHBIMH MOAPA3ICICHUSIMHU U CIICIIHATUCTAMH

IIpaBuia opraHu3anuu NpueMoB B oguce

[IpaBuia cepBUpOBKH YaifHOTO (KO(eitHOro) cToia

HpaBI/ma MMPUTOTOBJICHUA U TOJAYH IOPAIUX HAIIUTKOB U 3aKYCOK K
HUM

OTHKA AEIOBOr0 OOIIEHUS
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no AokymeHT npefocTasner KoncynbtaHTintoc

[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...

HpaBI/IJ'Ia PEUYCBOI0 3TUKETA

TpebGoBanus 0XpaHbl TPy

[IpaBuna 3amuThl KOHGUICHITMATBLHOMN CITy>)keOHON nH(OpMaIuu
HApyrue -
XapPaKTCPUCTHUKHU

3.1.3. TpynoBas ¢pyHKUMA

BrinonHenne KOOpAMHUPYIOUIUX U YpoBeHb
HaumenoBanue | obecrieunBaroninx GyHKIuM Kox |A/03.3 | (moaypoBens) | 3
KBTI (UKAITTT
IIpoucxoxaeHue 3anMCTBOBaHO
P o Opururan X
TPYIOBOU (DYHKITUN W3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpUTrHHaja HOMED
npodeccuoHaIbHOTO
cTaHjapTa

Tpynosele neiictBust | Benenue >xypHaina pa3be3ioB paOOTHUKOB OpraHU3aluu

Koopaunarust paboTel KyphepOB M BOAUTENEH OpraHU3aIiu

Benenne kypHana pa3be3loB  KypbepOB  OpPraHu3allUd U
MapuIpyTOB BOAUTENIECH

CocraBieHue cCHpaBKH O pas3be3iax paOOTHUKOB, KypbepoB U
MapuipyTax BOAUTEIEH OpraHUu3aiuu

HeO6XOI[I/IMI>IC YMCHHA CocTaBniaTh ¥ BECTH YUYCTHBIC NOKYMCHTLIL

[IpumensATs cpencTBa KOMMYHUKALMM UL NIEPEAAYd MOPYYECHUMN
PYKOBOJIUTEIISI U COTPYJHUKOB OPTaHU3ALINU

[IpumeHsTH COBpeMeHHBIE cpeAcTBa cOopa, 00pabOTKHU U Mepeaayn
uHpopMaIuu

OLICHI/IBaTB PE3YIbTATHI B PaMKax IMOCTABJICHHBIX 3a/1a4

Ocy1ecTBIIATh KOHTPOJIb UCIOJIHEHHS MOPYYEHUN PYKOBOJMTEIS
COTpYAHUKAMHU

HCO6XO,Z[I/IMBIC 3HaHHUA HpaBI/ma PEUYCBOTO 3TUKETA
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"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no AokymeHT npefocTasner KoncynbtaHTintoc

[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
DTHKA OEJIOBOr0 OOIIEHUS
TpebGoBanus 0XpaHbl TPy
[IpaBuna 3amuThl KOHGUICHITMATBLHOMN CITy>)keOHON nH(OpMaIuu
CTpykTypa oOpraHusalvd W pacrpefcyieHune (QYHKIHH MexIy
CTPYKTYPHBIMH IOAPA3ACICHUAMU U CIICHUATITUCTAMU

HApyrue -

XapPaKTCPUCTHUKHU

3.2. O606ueHHan TpyaoBasa PyHKUUSA

OKYMEHTAIMOHHOE 00eCcIIeYeHne VposeHb
HaumenoBanue Hoxy 1 Kon B P 5
JeATeTbHOCTH OpraHUu3aluN KBTI (UKAITIT
[Ipoucxoxnaenne
N N 3auMCTBOBAaHO
0000mmeHHoN TpynoBoi | OpuruHanm X
W3 OpUTHHAJIA
byHKIIUN
Kon Perucrpanuonssiit
OpuUrvHaja HOMED
npodeccuoHaIbHOIO
cTaHjapTa
Bo3moxnbie Jlenonpon3BoauTeIb
HaMMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit
TpeboBanus k Cpennee npodeccronanbsHOe 00pa30BaHUE - TPOTPAMMBI
00pa30BaHMIO U MOATOTOBKHU CIIEIMAIUCTOB CPEHETO 3BEHA
00y4YEeHUI0 I

Cpennee npodeccuonansHoe 00pazoBaHue (HepoGUIbHOE) -
MIPOrPaMMBI IIOATOTOBKH CIIEIIHATIMCTOB CPETHETO 3BEHA U
JOTIOJTHUTENBHOE TIPOo(ecCHOHaTbHOE 00pa3oBaHuE 10
JIOTIOJTHUTENBHBIM PO(ECCHOHATIBHBIM ITPOrpaMMaM
npodeccHoHaNBEHOM MePenoAroTOBKYU MO MPOGUIIO AeITeTbHOCTH

TpeboBanus Kk onbITy |-
MPaKTUYECKON pabOThI

Oco0Oble ycrmoBus -
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTta coxpaHeHus: 13.11.2022

JoIycKa K pabote

HApyrue
XapPaKTCPUCTHUKHU

AdononHutenbHble XapakTepPUCTUKK

HaumenoBanue Kon HanmMenoBanue 6a30BOi IPYIIIbI, TODKHOCTH
JIOKYMEHTa (mpodeccun) WK CrEUATBHOCTH
OK3 4120 Cekpetapu (obmero nmpoduis)
EKC <4> - Jlemonpon3BoauTenb
OKIIATP 21299 Jlenonpoun3BoauTeNb
OKCO <5> 7.46.02.01 | /IoxymeHTalMOHHOE O0ecrieueHre yIpaBIeHUs U
ApPXUBOBEJICHHE

3.2.1. TpynoBas ¢pyHKUMA

HaunmenoBaunue

OpraHmauI/m pa6OTBI C JOKYMCHTaMU

YpoBeHb
(momypoBenb) | 5
KB (pUKAITIH

Kon | B/01.5

IIpoucxoxaeHue
TPYyA0BOH (QyHKIUU

3auMCTBOBaHO

Opurunan X
U3 OpUTHHAaJIa

Kon
OpUruHazia

Perucrpanmonueri
HOMEp
npodeccuoHanIbHOTO
CTaHaapTa

Tpynoseie nencTBUsS

[Ipuem u nepBuuHas 00pabOTKa BXOIAIINX JOKYMEHTOB

[IpenBapuTenbHOE PAaCCMOTPEHHE U COPTUPOBKA JIOKYMEHTOB Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

IloxroroBka
PYKOBOJHUTENIEM

BXOJAIIUX JOKYMCHTOB JJIA paccMOTpCHUA

Perucrpanus BXoagmmux 10KyMEHTOB

OpFaHI/ISaHHH AOCTAaBKH NJOKYMCHTOB UCIIOJIHHUTCIIAM
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

Benenne 60a3pl JaHHBIX JOKYMEHTOB OpraHU3aINH

Benenue nndopmaiioHHo-CripaBOYHON paboThI

O6paboTka 1 OTIPABKA UCXOASAIINX JOKYMEHTOB

Opranuzanus paboOThl MO PErUCTpalMM, YYeTy, XpaHEHUIO U
neperaye B COOTBETCTBYIOLIME CTPYKTYpPHBIE IOAPA3JIEICHUS
JIOKYMEHTOB TEKYIIETO J1eJI0NPOU3BOICTBA

KOHTpOHB HCIIOJIHCHUA JOKYMCHTOB B OpraHu3alun

Heo6xonumeie PaGoratp co BCEi COBOKYITHOCTBIO
YMEHUS UH()OPMAIIOHHO-TOKYMEHTAIIMOHHBIX PECYPCOB OpraHU3aIMU

ITonb3oBaThCs OazaMu AaHHBIX, B TOM YUCJIC YAAJIICHHO

ITonp3oBaThes CIIpaBOYHO-IIPABOBLIMH CUCTCMAaMHU

ITonp3oBaThCs ABTOMATH3UPOBAHHBIMHA CUCTCMaMH yuera,
perucTtpanmnu, KOHTPOJIA n I/IH(i)OpMaHI/IOHHO-CHpaBOLIHI)IMI/I
CUCTCMaMU IIpHU pa60Te C JOKYMCHTAMU OpTraHHU3allun

HpI/IMeHHTB COBPCMCHHBLIC I/IHq)OpMaI_II/IOHHO'KOMMYHI/IKaL[I/IOHHbIC
TCXHOJIOTUHN JIsA pa6OTI)I C OOKYMCHTaMH, B TOM YHUCIC JIA €€
OIITMMM3allM1 U IIOBBIILICHUA B(I)Q)GKTI/IBHOCTI/I

[IpumeHsTh paBuiIa PyCcCKOro S3bIKa

[IpuMeHATH HABBIKM CKOPOCTHOT'O MACHMA

HCO6XOZ[I/IMBI€ 3HaHUA HOpMaTI/IBHBIG MMpaBOBBIC AKTbl W HOPMATHBHO-MCTOAUYCCKUC
JOKYMEHTBI,  ONpEACNAIONIMe  MOPAJOK  JOKYMEHTAI[MOHHOI'O
oOecrnieueHus yrnpaBiaeHUs

Crpykrypa OpraHu3aluy, PYKOBOJICTBO CTPYKTYPHBIX
MOJpa3IeJICHUI

CoBpemenHble ~ WHGOPMAIMOHHBIE  TEXHOJOTMH  pabOTBI ¢
JOKYMEHTaMH

[Topsimox paGoThI ¢ JOKYMEHTaMHU

Cxembl JOKyMEeHT0000poTa

Cucremsnl CKOPOCTHOI'O NMCbMa

[IpaBuna pabGoThl C BXOASIIUMHU, UCXOASIIMMU M BHYTPCHHUMH
JTOKYMEHTaMH
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"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepoctaBneH KoHcynbTaHTrinioc

[aTta coxpaHeHus: 13.11.2022

OpraHn3auMOHHOMY ...
IIpaBuna opranmszauuu W (QOpPMBI  KOHTPOJS  UCHOJHEHUS
JOKYMEHTOB B OpTraHU3aluu
Tunosble CPOKM UCIIOTHEHUS JOKYMEHTOB
[TpunIUIBL pabOTHI CO CPOKOBOI KapTOTEKOM
Haznauenne u TEXHONOIMSI TEKYIIET0 U MPELyNpPEeAUTEIHLHOTO
KOHTPOJIS
[IpaBmiia cocTaBieHUs aHAIUTUYECKUX CIIPABOK I10 OpraHU3alMU
paloThI ¢ JOKYMEHTAaMH U KOHTPOJIIO MCIIOJHEHUS JOKYMEHTOB
IIpaBuna  JTOKYMEHTAllMOHHOTO  OOecledyeHus  JAeATeNbHOCTU
OpraHu3aluu
Bunbl 10KyMEHTOB, X Ha3HAYCHUE
TpeboBanusi, npeabsABIseMble K JIOKYMEHTaM B COOTBETCTBUH C
HOPMAaTUBHBIMHM  TPABOBBIMM aKTaMH M  TOCYIapCTBEHHBIMHU
CTaHJapTaMU
[IpaBuina COCTaBJICHUSA u oopmiIeHUS
MH(OPMAaLMOHHO-CITPABOYHBIX, OpraHU3alMOHHBIX,
YIPaBIEHYECKUX JOKYMEHTOB
[IpaBuiia co3nanus U BeieHUs 0a3 JTaHHBIX CIIYKEOHBIX JOKYMEHTOB
B OpraHu3aluu
CucTeMsl 3IEeKTPOHHOTO JOKYMEHT0000poTa
[IpaBuiia u CpoKu OTIIPaBKU UCXOAIINX TOKYMEHTOB
TpebGoBaHust OXpaHbl Tpyaa

HApyrue -

XapaKTEpUCTUKHU

3.2.2. TpynoBas cpbyHKUMA

Opranuzanus TEKYIIEro XpaHeHus YpoBeHb
HaumenoBanue | TOKyMEHTOB Kox |B/02.5 | (momypoBens) | 5
KBaTH(UKAITTT
ITponcxoxaenne 3anMCTBOBAHO
P o Opurunan X

TpYyI0BOU (HYHKIIUU 13 OpUTHHAJIa

Kon Perucrpanuonnsii
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OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

opuruHaia HOMEp
npodecCHuOHaIBLHOTO
cTaHmapra

TpynoBeie neiictBus | Pa3paboTka HOMEHKIIATYPHI 1€ OpraHU3aluu

[TpoBepka mpaBMIBHOCTH OGOPMIICHHS] JOKYMEHTOB M OTMETKH 00
UX MCIOJHEHMM Tnepel ux (GOpMHpPOBAaHHMEM B Jel0  JJsd
MOCIIEAYIOLErO XPaHCHUS

@opMyIHpPOBAHUE 3arojOBKOB JI€1 M OIpPEICICHHUE CPOKOB HX
XpaHeHus

dopMHpOBaHUE JEI

KoHTpoib mnpaBUIbHOIO M CBOEBPEMEHHOI'O paclpeieieHus U
MOJIIIMBKH JOKYMEHTOB B JeJia

HeoOxonumeie OpranuzoBbiBaTh paboOTy IO Yy4eTy, XpaHEHUI0 M Iepefaue B
YMEHHUS COOTBETCTBYIOLIME CTPYKTYpHBIE TOAPA3JACICHUS JTOKYMEHTOB
TEKYLIETO AEJIO0IPOU3BOICTBA

OcCyIecTBIATh METOANYECKOE PYKOBOJICTBO AEIONPOU3BOICTBOM B
OpraHu3alii, KOHTPOJHMPOBATH MpaBWIbHOE (OPMHPOBAHUE,
XpaHEHHE U cllavyy Je]1 B apXUB

PazpabaTbiBaTh HOMEHKIIATYPY J1€]1 CTPYKTYPHOT'O MOApa3IeNeHHs

Hcnonp30BaTh HOMEHKIATYpy JA€l IPH H3YYEHHHM CTPYKTYpPBI
OpraHu3alyH, COCTABICHUH OMHCEH /e

Oprann3oBbIBaTh paboTy MO (OPMHUPOBAHUIO JIEJT B COOTBETCTBUH C
YTBEPKJIEHHOW HOMEHKJIATypO# JieJl OpraHu3aiun

dopMUpOBATH JOKYMEHTHI B JIejla C YIETOM UX Crielu(uKu

CI/ICTeMaTI/I3I/IpOBaTI) JOKYMCHTBI BHYTPH ACJ1a

ObecrieunBaTh COXPaHHOCTb U 3aIUTY JOKYMEHTOB OpraHu3aluu

[IpumensTr MHPOPMAMOHHO-KOMMYHUKALIMOHHBIE  TE€XHOJIOTHH
npu paboTre ¢ JOKYMEHTaMHu

HCO6XO,Z[I/IMBIC 3HaHUA HOpMaTI/IBHLIC ITPaBOBBIC aKThlI, HOPMATUBHO-METOJJUYCCKUC
JOKYMCHTBI, TOCYJapCTBCHHBIC CTaHAApPThI, OIPECACIIAIOIINEC
MOopAIOK JOKYMCHTAIIUOHHOT'O obecreueHust YIIpaBJICHUA

Bunsl HOMeHknaTyp, oOme TpeOoBaHMS K HOMEHKJATYpE,
METO/MKA €€ COCTABICHUsI U 0(hOpMIICHNUS
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[aTta coxpaHeHus: 13.11.2022

OpraHn3auMOHHOMY ...
IIpaBuna coriacoBaHuss HOMEHKJIATYPhl i€l C BEJIOMCTBEHHBIMU
apXHUBaMH U SKCIIEPTHOU KOMHUCCHUEN
[Mopsimox  dopmupoBanust u odopmieHus fen, crenupuka
(GbopMHpOBaHUS OTAEIBHBIX KATErOpUH /e
IIpaBuna XxpaHeHuss Jed, B TOM 4YHUCIE C JOKYMEHTaMHU
OTPaHUYEHHOTO JOCTYyIa
IIpaBmia  BbIauu M HCIOJB30BAaHUS  JIOKYMEHTOB U3
C(OPMHUPOBAHHBIX /1€
TpebGoBanust 0XpaHsl Tpyaa

HApyrue -

XapaKTePUCTUKH

3.2.3. TpynoBas ¢yHKUMA

Opranusanus 00paboTKU e IS YpoBeHb
HaumeHnoBanue | mocieayromnero XxpaHeHus Konx |B/03.5 | (moaypoBens) | 5
KBTI (UKAITTT
[Ipoucxoxaenne 3anMCTBOBaHO
P A Opurunan X
TPYIOBOU (HYHKITUN W3 OpUTHHAJIA
Kon Perucrpanmonnsii
OpUTHHAJA HOMEp
npodeccuoHaIbHOTO
CTaHaapTa

prI[OBLIC JeHCTBUSA HpOBepKa CPOKOB XpaHCHUA NOKYMCHTOB, COCTABJICHUC ITPOTOKOJIA
pa60TI>I BKCHGPTHOI\/'I KOMHCCHUH 110 IMOATrOTOBKE JOKYMCHTOB K
XpaHCHUIO, aKTa O IepcAadyc Ha YHHUYTOKCHHC HOKYMCHTOB, HC
moIC)KalUX XPaHCHUTIO

CocraBnenne BHYTPEHHEW OMUCH JIe JUIT  0Cc000 IIEHHBIX
JIOKYMEHTOB

Odopmiienne  J1en  MOCTOSIHHOTO,  JIOJITOBPEMEHHOI'O  CPOKOB
XpaHEeHUs

Odopmienre OOTOXKKH Je1 TIOCTOSHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHEHUs

CocraBicHHE OIKMCHU ACJI MOCTOSIHHOTO, OOJIITOBPEMEHHOI'O0 CPOKOB
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[aTta coxpaHeHus: 13.11.2022

OpraHn3auMOHHOMY ...

XpaHCHUA

Hepeﬂaqa JCJI B apXHB OpraHu3aluu
HeO6XOI[I/IMBIC ITons30BaThCsA MNEepCUYHAMHA JOKYMCHTOB n AHaJIM3UPOBATb
YMCHUA (baKTI/I‘IeCKOG COACPIKAHUC HMCHOIUXCA B JACJIIC NJOKYMCHTOB IIPpU

OIIPEACIICHUN CPOKOB UX XpaHCHU

OdopMIATh TOKYMEHTBI SKCIIEPTHON KOMUCCUU

OdopmitATh 00JI0KKHU J1eJT TOCTOSTHHOTO M BPEMEHHOT'O XpaHEHHUs B
COOTBETCTBHUH C TPEOOBAaHMSIMHU TOCYJapPCTBEHHBIX CTaHAAPTOB

HpOI/ISBO,I[I/ITB XPOHOJOTHYCCKO-CTPYKTYPHYIO CUCTEMATU3AUIO ICIT

OCYH_IGCTBJ'IHTL TEXHUYICCKYIO 06pa60TKy H ITOJIHOC O(bOpMJ'IeHI/Ie
ACJI IIOCTOSAHHOI'O U BPEMCHHOI'O XPaHCHUS

CocCTaBiiATh OIMUCH ACT MOCTOAHHOIO M BPEMCHHOI'O XpPAaHCHUA B
COOTBCTCTBUH C HOPMATUBHO-MCTOAUYICCKUMU NOKYMCHTAMHA

[TpumeHATh  MHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJIOTUH
IpHu padboTe ¢ TOKyMEHTaMu

HGO6XOZII/IMI)I€ 3HaHHUA HOpMaTI/IBHI)IG ITPaBOBBIC aKThl, HOPMAaTUBHO-METOJJUYCCKUC
HOKYMCHTBI, ToCydapCTBCHHBIC CTaHAApTHhI, OIIpCACIIAOIINC
MOpAIOK JOKYMCHTAIIMOHHOI'O obecreueHus YIIpaBJICHUA

Kpurepun pasgenenus 10KyMEHTOB Ha TPYyNIbl B COOTBETCTBUHU C
LIEHHOCTHIO UH(OpPMAIIMH, COAEPIKAIIEHCS B HUX

HOprI[OK HCIIOJIB30BaHHUsA THIIOBBIX MJIH BCIOMCTBCHHBIX Hepequﬁ
AOKYMCHTOB, ONpCACIICHHUA CpPOKOB  XpaHCHUSA B  IPOLECCE
OKCICPTU3BI HECHHOCTHU JOKYMCHTOB

[lopsanox co3naHusi, OpraHu3allMMd M JOKYMEHTHUPOBAaHUS pabOTHI
9KCIIEPTHON KOMHUCCHUH

[IpaBuna cocTaBiaeHUS] M YTBEPXKACHUA MPOTOKONA PabOTHI
3KCIEPTHOM KOMUCCHUH

HpaBI/ma COCTaBJICHUA W YTBCPXKIACHHUA aKTa O BBIICICHUHA
AOKYMCHTOB, HC TOAJICIKAIINX XPAHCHUTO

IIpaBuna TexHHUYECKOM OOpabOOTKM W TMOJHOTO OGOPMIIEHUS el
MTOCTOSIHHOTO U BPEMEHHOI'O XpaHEHUs

[IpaBuna cocraBieHus ONMUCH A€ TMOCTOSHHOTO W BPEMEHHOTO
XpaHEHHUsI B  COOTBETCTBUU C  HOPMATHUBHO-METOAUYECKUMHU
JTOKYMEHTaMu
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
HpaBI/IJ'Ia nepcaavuu AcjI B apXuB OpraHru3aliun
TpebGoBanus oXpaHbl TPy

HApyrue -

XapPaKTCPUCTHUKHU

3.3. O6006wweHHan TpyaoBas pyHKUMUA

Opranu3zannoHHoE,
OKYMEHTAITMOHHOE U
AIOKYM H YpoBeHb
HanmenoBanue | nHPpOpManmoHHoe obecrieyeHne Kon C 6
KBaTM(UKAITTH
JESTEIIbHOCTH PYKOBOAUTENS
OpTraHu3aIuu
[Ipoucxoxnaenne
N . 3auMCTBOBaHO
0000mmeHHo! TpynoBoi | OpuruHan X
13 OpUTHHAJIA
byHKIIUN
Kon Perucrpanuonssiit
OpUTHHAJIA HOMEp
po¢eCCHOHAIIBHOTO
CTaHaapTa
Bo3mosxHbIE CekpeTapb pyKOBOIUTENS
HaMMEHOBaHUS Cekperapb-cTeHOTpagUCTKA
JOJDKHOCTEH, Crenorpaducrka
npodeccuit

TpeboBanus k
00pa30BaHUIO U
00y4eHUIO0

Beicuiee oOpa3oBanue - 6akanaBpuaT

WA

Beicuiee oOpa3oBanue (HenpoduiibHOe) - 6akanaBpuaT U
JOTIOTHUTEIBHOE MPodecCHOHATBFHOE 00pa30oBaHUE IO
JIOMOJTHUTEIBHBIM MPO(EeCCHOHABHBIM IPOrpaMMam

WK
Cpennee npodeccrnonanpHOe 00pa30BaHUE - TPOTPAMMBI
MOJITOTOBKH CIEIIMATIMCTOB CPETHETO 3BEHA

1501051

Cpennee npodeccuonansHoe 00pazoBaHue (HepoGUILHOE) -
[IPOrpaMMBbI ITOATOTOBKH CITEI[HATUCTOB CPEIHETO 3BEHA U
JOMOJTHUTEIbHOE MPO(ecCHoHAIbHOE 00pa30BaHuUE 10
JIOTIOJTHUTENBHBIM PO(ECCHOHATIBHBIM ITPOrpaMMaM

po¢eCCHOHAITBHON TTEPENOATOTOBKH MO MPOGUITIO IEATETLHOCTH

Hqu)CCCHOHaHBHOﬁ nepCnoAroToBKHU IO HpO(I)I/IJ'IIO ACATCIIBHOCTH
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"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

TpeboBanus k onbiTy | He MeHee nByX J1eT BBIOJHEHUS pa0OT MO OPraHU3aluOHHOMY U
MPAaKTUYECKON pabOThl | TOKYMEHTALIMOHHOMY 00€CIICUEHUIO ICATEIIbHOCTU PYKOBOAUTEIIS
OpraHu3aliy MpHu cpeaHeM MpodeccnoHarTbHOM 00pa30BaHUuU

Oco0Opble ycroBus -
JOITycKa K paboTte

Apyrue -
XapaKTCPUCTHKU

JononHutenbHble XapakKTepucTtukum

HaunmenoBanue Kon HanmenoBanue 6a30Boii rpymmbl, JOKHOCTH
JOKyMEHTA (mpodeccun) MM CrIeNUATILHOCTH
OK3 3343 AJMUHUCTPATUBHBIA U NHOW MCIIOJHUTEIbHBIN

Cpe,Z[HeTeXHI/ILIeCKI/Iﬁ IepcoHal

EKC - CekpeTapb pyKOBOAUTEIIS
OKIIJATP 26341 CekpeTapb pyKOBOJIUTES
26405 CekpeTapb-cTeHOrpaducTKa
OKCO 7.46.03.02 | loxyMEHTOBEJECHHUE U ApXUBOBEACHUE

7.46.02.01 | JokymeHTalMOHHOE OOeCTeYeHHe YIpaBIeHHs U

apXMBOBEJICHHE
3.3.1. TpynoBas c¢pyHKUMA
Oxazanue MoMOIIH PYKOBOIHUTENIO B YpoBeHb
HaumeHoBaHue | ulaHUpOBaHUN pabOYero BpeMeH! Kon |C/01.6 | (momypoBeHsb) | 6
KBTI (UKAITTT
[Tpoucxoxaenue 3auMCTBOBaHO
P 4 Opurunan X
TPYAOBOH (DYHKITHH U3 OpUTHHAJIA
Kon Perucrpanmonubrit
OpUTHHAaNa HOMEDp
npodeccnoHanIbHOTO
CTaHJapTa

Tpynosele neiictBusi | BpiOop ¢opmbl 1utaHupoBaHus U 0GOpPMIIEHHE IUIAHWPOBIIUKA
(opranaiizepa) pyKOBOJIUTEIS

www.consultant.ru Crpanuua 19 n3 51
HageXXHas NpaBoBas noaaepXkKa


https://www.consultant.ru/
https://www.consultant.ru/
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=386337&date=13.11.2022
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=386337&date=13.11.2022&dst=100877&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=135996&date=13.11.2022&dst=100010&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=135996&date=13.11.2022&dst=107738&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=135996&date=13.11.2022&dst=107153&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=212200&date=13.11.2022
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=212200&date=13.11.2022&dst=103210&field=134
https://login.consultant.ru/link/?req=doc&demo=2&base=LAW&n=212200&date=13.11.2022&dst=102379&field=134

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

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

Brecenue nHbopmanuy B IIIaHUPOBIIKK (OpraHaisep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHH IIIAHUPYEMBIX JA€UCTBUN

CornacoBanue TelneQOHHBIX IEPETOBOPOB, BCTPEY U MEPOIIPHUATHI C
napTHepamMH, KIWEHTaMU, PYKOBOAMUTEIAMH TOJApA3ICICHUNA U
COTPYIHUKAMU

WudopmupoBaHue pyKOBOIUTENS O perjaMeHTe HaMEUYeHHbIX
MEpONPHUATUI

IIpenynpexaenne o  HOpUOIMKEHMH BPEMEHHM  HaMEUYEHHBIX
MEPONPHUITHI

DopmMuUpOBaHUE pPE3EPBA BPEMEHU VISl HEMIPEIBUACHHBIX CUTYyaI[Ui

Heo6xonumeie YcTaHaBnuBaTh LEIH, OIPEIENIATh HEPAPXUIO LIeNei
YMEHUS

OnpenensiTh IPHOPUTETHOCTh U OYEPEAHOCTH BBITIOJIHEHUST pa0doOT U
3¢ exTUBHO pacnpenesaTh padbodyee Bpems

Oxa3pIBaTh MOMOILb PYKOBOJMTENIIO B paclpeielieHnu ero padbouero
BPEMEHHU

BriOupars ontumanbHbIe CIIOCOOBI MH(POPMHPOBAHUS TAPTHEPOB,
KIIUEHTOB, IIOCETUTEICH, PYKOBOAUTENCH NOApPA3NCICHUN U
COTPYZHHMKOB O IUNIAHUPYEMBIX MEPONPUATHIX

ObecneunBaTth WH(OPMAIMOHHYIO 0€30MaCHOCTh JIESITEIBHOCTH
OpraHu3aIu

HeoOxonumeie 3Hanus | Crenuduka OCHOBHOM J1€ATEIbHOCTH OpraHu3aluu

OCHOBBI aIMUHUCTPATUBHOTO npasa u TPYAOBOTO
3akoHogarenbcrBa Poccniickor denepaunun

PYKOBOI[}IH_II/Iﬁ COCTaB OpraHn3alu U € HOI[pEBI[CJ'ICHI/Iﬁ

CDYHKI_II/II/I CaMOMCHCIPKMCHTA

HpI/IHLII/IHBI U IMpaBUJia INITAHUPOBAHUA pa6oqer0 BpPCMCHU

MeTtonnl TIOCTaHOBKH Ienei

HpaBI/ma IMPOBCACHUA ACIJIOBBIX MIEPETOBOPOB

TpebGoBanust oXpaHsl Tpyaa

HApyrue -
XapPaKTCPUCTHUKHU
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

3.3.2. TpynoBas ¢pyHKUMA

[TnanupoBanue pabodero THs YpoBeHb
HaumenoBanue | cexperapst Kox | C/02.6 | (momypoBens) | 6
KBaJTM(pUKAITIH

[Ipoucxoxnenue 3auMCTBOBAHO
. Opurunan X
TPYIOBOU (hYHKIIUK W3 OpUTHHAJIA

Kon Perucrpanuonnsii
OpUTHHaa HOMEp
PO eCCUOHAIBHOTO
CTaHJapTa

Tpynoseie neiictBust | Beibop 1 ohopmiieHHE MIaHUPOBIIUKA CEKpEeTapst

Benenue nneBHuKa (Ha IEKTPOHHOM M (WJIH) OyMaXXHOM HOCHUTEJIE)

CornacoBaHue IUIAHOB C IJJaHAMH M CpPOKaMu  palbOoThbI
PYKOBOAMTEIA

Pacnipenenenne  pabouero  BpemeHu (Ha  J€Hb, HEHEIIO,
MIEPCIIEKTUBY)

HepeHoc HCBBITIOJIHCHHBIX 3aIIJIAHUPOBAHHBIX 3a1a4

BrlnonHeHNE TUITMYHBIX €KE€THEBHBIX AEI

Heo6xonnmeie Bei0upate 1 0opMIIATh MIIAaHUPOBIIUK
YMEHUS

BHocuth M oTcrnexuBaTh MH(QOpPMALMIO HA 3JIEKTPOHHOM W/WIH
OyMa)KHOM HOCHUTele

PaccraBnsars MMPUOPUTETHI, BBIACIIATH BA2)KHOC U CPOIHOC

Bei0upate onTuManbHbIil pUTM paboThI

AHaJ]I/IBI/IPOBaTL HIPpHUYUHBI HCBLIITOJIHCHHUA 3a1a1

HpI/IMCHHTB I/IH(I)OpMaI_II/IOHHO-KOMMyHI/IKaLII/IOHHBIC TCXHOJIOTNH

Heo6xoaumeie 3nanust | OcobeHHOCTH O(OpMIICHUSI TUIAHUPOBILMKA (HA 3JIEKTPOHHOM H
OyMaXHOM HOCHUTEJSIX)

OCHOBBI yIIpaBJIEHUsI BDEMEHEM

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

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

XapaKTCPUCTHKHU

3.3.3. TpynoBas cpyHKUMUA

Opranuzanus TenepoHHBIX YpoBeHb
HaunmenoBaHue | IEperoBOpoOB PyKOBOJIUTEIS Kox | C/03.6 | (moxypoBens) | 6
KBaJTM (pUKAITIH
[IpoucxoxneHue 3auMCTBOBAaHO
P G Opururan X
Tpya0BOU (QYHKIIUU U3 OpUTHHAJIa
Kon Perucrpanuonssiit
OpHUTHHAJIA HOMEp
npodeccuoHanIbHOTO
CTaHaapTa

Tpynossie neiictBust | Benenue 6a3bl TeneOHHBIX KOHTAKTOB PYKOBOAUTENS

COG,I[I/IHCHI/IG PYKOBOAUTEIIA C KOHKPETHBIMU a0OHEHTaMH

IlonrotoBka  MaTepuanoB  Juid  Tele(OHHBIX  I[E€PETOBOPOB
PYKOBOAMTEIA

Perucrpanus noctynammux B NpUEMHYIO TeJIEPOHHBIX 3BOHKOB

[lepenamnpaBieHne OTAENbHBIX T€IEPOHHBIX 3BOHKOB 3aMECTUTEIISIM
PYKOBOIUTEIS U COTPYIHUKAM

[Tonyuenue HE00XO0 MO uHpopmaruu u nepegaya
CaHKIIMOHUPOBaHHOU MHpOpMAIuu 1o TenedoHy

YCcTaHOBJIGHHE KOHTaKTa C COOCCETHUKOM, TOJJICPKaHUE U
pa3BHUTHE JIETIOBOH Oece/ibl B Tpoliecce Tene()OHHBIX MEPEroBOPOB

Oxa3aHue MOMOIIY PYKOBOJIUTEINIO PU OPTaHU3alMH U IPOBEJICHUN
Tene(OHHBIX IEPEroBOPOB U BUICOKOH(epeHIn i

Heo6xoaumeie Bectu u wucnonb3oBath B paboTe 0a3y MaHHBIX Tesle()OHHBIX
YMEHUS KOHTaKTOB PYKOBOIUTEIS

Hcnonp3oBath cpencTBa KOMMYHUKAIIMOHHOM OPITEXHUKU JUIS
MOJTyYEeHHUs U Tepelaund HHPOpMaLuu

Bectu yuerHble peructpanroHHbie (POpPMBI, UCTIOIH30BATh MX IS
WH(POPMAIIMOHHON PadOTBI M PabOTHl MO KOHTPOJIO HCTIOTHEHUS
pelieHuit pyKoBOIUTENS

www.consultant.ru Crpanuua 22 n3 51
HageXXHas NpaBoBas noaaepXkKa


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

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

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

CriaxuBath KOH(PIUKTHBIC M CII0XKHBIC CUTYaI[HH MEXIHYHOCTHOTO
0o0LIeHUS

Hcmonnp30BaTh TEXHHMYECKHE U nporpaMmHbIC CpEACTBa  IJIA
IIPOBCACHUA TOJIOCOBOM HJIH BI/II[eO'KOH(bepeHI_I'CBH?»I/I

Ob6ecnieunBaTh HMHPOPMAIIMOHHYIO 0€30MaCHOCTh JESTENbHOCTH
OpraHu3aluu

Cobmo1aTh CITy>)KeOHBIH ATUKET

HeoOxonumeie 3Hanus | TenedoHHbIE KOHTAKTHI PYKOBOAUTENS

CDYHKI_II/II/I, 3aa4u, CTPYKTypa OpraHnusanuu, €€ CBA3U 110 BEPTHUKAIN
1 TOPU30OHTAIN

[IpaBuna B3auMOAEUCTBUSA C MMAPTHEPAMH, KIIMEHTAMH, CPEACTBAMU
MaccoBOi nHpopmanuu

HpaBI/ma noagacprKaHus U pa3BUTHA MCKIITMIYHOCTHBIX OTHOILICHU I

HpaBI/IHa IIPOBCACHUA ACIIOBBIX IICPETOBOPOB

[IpaBuna 3amuThl KOHGUACHIIUATEHON HHPOPMALIUH

TpeOGoBanust OXpaHsl Tpyaa

HApyrue -
XapPaKTCPUCTHUKHU

3.3.4. TpynoBas ¢yHKUMA

Opranuzanus KOMaHJIHPOBOK YpoBeHb
HaumenoBanue | pykoBoguTest Kon | C/04.6 | (moaypoBens) | 6
KBTI (UKAITTT

[Tpoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYA0BOH (QyHKIUU W3 OpUTHUHAJIa

Kon Perucrpanmonubrit
OpUTHHAJA HOMEp
PO eCCHOHAIBHOTO
CTaHaapTa

pr,Z[OBLIC JIeicTBUA IlogroroBka IMPOCKTA C.IIy>K€6HOI“O 3alaHu PYKOBOJUTCIIA

IloaroroBka IMPOCKTA MMpHKa3a O CJ'Iy)KG6H01>i KOMaHIUPOBKEC
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"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

OdopmieHnre  KOMaHAMPOBOYHOTO  yJOCTOBEPEHHS U €ro
perucrpanusi Mpu HeOOXOAUMOCTH

HOI[I‘OTOBKa AOKYMCHTOB Ha IIOJYYCHHUC BHU3bI, 3arpaHU4YHOIO
ImacropTa

3aka3  JKEJIIE3HOJOPOKHBIX W aBMAOWJIETOB,  T'OCTUHHMIL,
TPAHCIOPTHOTO 00ECIIEUeHUs] pyKOBOAUTEIIS

OdopmMieHre mnporpaMMbl TOE3AKH, YTOYHEHHE OCOOCHHOCTEH
MIPOTOKOJIA TUIAHUPYEMBIX MEPOIPUITUN

HOILFOTOBK& JOKYMCHTOB K ITOC3IKC PYKOBOAUTCIIA

YTouHeHue Aarbl, JOJDKHOCTEH, QamMuiudi B  mporpamme
KOMaHIUPOBKH

[IpopaboTka MapuipyTa pyKOBOAMUTENS, yBsI3Ka €r0 C pacIHUCaHHEM
TpaHcnopTa

O6paboTka MaTepuaioB KOMAHIAUPOBKH, O(OPMIIEHHE OT4YeTa O
KOMaHJIUPOBKE

Heo6xonumeie OdopmIIATh aBaHCOBBIE OTYETHI PYKOBOIUTEISA
yMEHUs

Opranu3oBbIBaTh  BCTPEUM PYKOBOJAUTENS € NPUHUMAIOLIEH
CTOPOHOM

OdopMIATH KOMaHIUPOBOYHBIE IOKYMEHTHI

OOpabaTbIBaTh TOKYMEHTBl M MaTepUaJIbl [0 Pe3yIbTaTaM MOE3AKU
PYKOBOAMTEIA

ObecneunBaTh padoTy orca BO BpeMsi OTCYTCTBUSI PyKOBOIUTEIS

[IpuMeHATh cIOCOOBI JETOBOTO OOIIECHHUS

Hcnonws3oBath cpeiAcTBAa KOMMYHHUKAIIMM It oOecrieueHus
B3aUMOJICHCTBUS C PYKOBOJUTEIEM BO BPEMSI €0 JEIOBOM MOE3IKH

HCO6XO,Z[I/IMLIC 3HaHUA HOpHI[OI( MMOATOTOBKH U NPOBCACHUSA KOMAaHIUPOBOK

HOpHI[OK O(bOpMJ'IeHI/ISI AOKYMCHTOB JIsI KOMAHJAUPOBKHU U
OTUYCTHBIX TOKYMCHTOB I10 KOMAaHAWPOBKE PYKOBOJUTEIIA

J1e10BOM ITPOTOKOI

OTHKa ACI0BOIo O6I_I_ICHI/ISI

Apyrue -
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"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

XapaKTCPUCTHKHU

3.3.5. TpynoBas cpyHKUMA

Opranuzanus paboTsl C MOCETUTEIIMU YpoBeHb
HanmenoBanue | B IpHEMHOM PYKOBOAUTEIIS Kox |C/05.6 | (momypoBens) | 6
KBaJTM (pUKAITIH
[IpoucxoxneHue 3auMCTBOBAaHO
P G Opururan X
Tpya0BOU (QYHKIIUU U3 OpUTHHAJIa
Kon Perucrpanuonssiit
OpHUTHHAJIA HOMEp
npodeccuoHanIbHOTO
CTaHaapTa

pr,Z[OBLIC JIeHUCTBUS Opl"aHI/IBaI_II/IH JIMYHOI'O IIpreMa MOCETUTENCH PYKOBOAUTCIICEM

VYcraHoBieHue TMoOpsAliKa NpueMa i Pa3IMYHbIX KaTeropui
HOCETUTENEN

Benenue xypHana npeaBapuTEIbHOM 3aIIMCH HA IPUEM

Perucrpanus nocerurenen

CopeiicTBUe  ONEpPAaTUBHOMY  pPacCMOTPEHUI0  MPOch0 U
MIPEIOKEHU I IOCETUTENEN U COTPYAHUKOB OpPraHU3alnun

Opranu3zanus npueMa JejI0BbIX IapTHEPOB B ouce

OpFaHI/ISaHI/IH O6CJIy}KI/IBaHI/I5[ PYKOBOOUTECIA W €TI0 JCJIOBBIX
NapTHEPOB B oduce

CepBupoBka yaitHoro (kodeitHoro) crona B oduce

[IpyHATHE MEp IO COXPAaHEHUI0 KOMMEPYECKONW TalHBl B XOAE
IpreMa MOCeTUTENeH U WX HAXOXKIEHHUS B NMPUEMHOW U KaOuHeTe
PYKOBOOMTENS

Heo6xonumeie OpraHu3oBbIBaTh U 00€CIIEUNBATH JINYHbIE KOHTAKTHI pYKOBOIUTEIS
yMEHUs

VYnpaBasaTh KOHQJIUKTAMH

VUuTEIBATE  IICHMXOJIOTUYECKHE OCOOCHHOCTH  JIMYHOCTH npu
PAa3JIMIHBIX BUAAX HpO(l)CCCI/IOHaJ'ILHOFO OGH.ICHI/IH

Hcmons3oBaTh YCTAHOBJICHHBIC ImpaBujia )51 npoucaypsl
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Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHM3aLMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

KOMMYHHKAIIUU BHYTPHU OpraHru3alilun

Bectn yderHsle peructpanuoHHble (HOPMBI, HCHONB30BaTh UX IS
MH(POPMAIMOHHON paboThl M pabOThl MO KOHTPOJIIO HCHOIHEHUS
penIeHuii pyKOBOANUTEIS

CO3,I[aBaTB MMOJIOKUTEIBHBIN UMUK OpraHru3alun

[IpuHUMAaTh MepBI IO pa3pelIeHUuI0 KOH(MIUKTHBIX CUTYaIIHH

[TpumensaTh HH(OPMAITIOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOH(MUACHIIMAILHOCTE B TPUEMHON M KaOWHETE
PYKOBOJIUTENSA, COXPaHATh KOHOQUICHIMAIbHYI0 HH(}OpManuio B
TanHe

Heo6xoaumeie 3nanus | [IpaBuia opranu3zanuu mpuemMa moceTuTenei

[TpaBwiia gemoBoro oomeHus

[IpaBuia peueBoro sTukeTa

HpaBI/IHa YCTAHOBJICHHMA KOHTAKTa, IOAACPKAaHWA W Pa3BUTUA
MEXJIUYHOCTHBIX OTHOIIICHUM

CtpykTypa oOpraHu3anud ¥ pacupenesicHne QyHKIUH MEKIy
CTPYKTYPHBIMHU MOAPA3AEICHUSIMU U CHIEIIMATUCTAMH

[IpaBuna opraHu3anuu NpueMoB B oguce

OTHUKET U OCHOBEI MCKAYHApPpOAHOTI'O IPOTOKOJIa

IIpaBuna cepBUpOBKH YaifHOTO (KO(eitHOro) cToia

HpaBI/IHa IMPUTOTOBJICHUS U NOAAYU TOPAIUX HAIMUTKOB U 3aKYCOK K
HHUM

[IpaBuiia 3amuThl KOHQUACHINAIBLHON C1ykeOHOI HHpOopMaLK

HApyrue -
XapPaKTCPUCTHUKHU

3.3.6. TpynoBas cpyHKUMA

Opranu3aius moJAroTOBKH, YpoBeHb
HanmeHnoBaHwue | TpOBEICHUS M OOCITY>)KUBAHHUS Kox |C/06.6 | (momypoBens) | 6
KOH(EPEHTHBIX MEPOTIPHUITHI KBaTM(DUKAIIN
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"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no AokymeHT npefocTasner KoncynbtaHTintoc

[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
[Ipoucxoxaenue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (DYHKITHH U3 OpUTrMHaJIa
Kon Perucrpanuonnsii
OpUTHHaia HOMED
npodeCcCHOHATBLHOTO
CTaHJapTa

Tpynosbie nerictBua | IIoAroToBKa MOBECTKU JTHSI MEPONIPUATHUSA

OdopmieHue crucka y9acTHUKOB MEPOTPHSITHS

HH(bOpMHpOBaHHe npeanojaaraeMbiX y4aCTHUKOB O HaMe4acMOM
MCPONPUATHU U YCIIOBUAX YUACTUA

Br160p MecTa 1 BpeMeHU IPOBEACHUSI MEPONIPUATHUS

[ToaroroBka npeaBapuTENIbLHON CMETHI PACXOA0B

Paccpuika npuriamesuii NOATBEPANBIIAM Y4aCTHE B MEPOIIPUATUN

COop TEKCTOB JMOKJIaJ0B U HPOEKTOB HMTOrOBBIX JOKYMEHTOB Y
JOKJIaJYUKOB

Pacceiika UH(POPMAIIMOHHBIX MaTepuaoB y4acTHHKaM
KOH()EPEHTHOT0 MEPONPUATHS

CocraBiieHrE SBOYHBIX JIMCTOB U CIIMCKA PErHCTpali y4aCTHUKOB
MEpPOIPUATHS

3akymnka KaHIEISIPCKUX TOBApPOB M MPOIYKTOB IS OOecreyeHus
Kode-nay3

Pemenue BOIIPOCOB TEXHUYCCKOI'O0 OCHAIICHUS MEPOIIPUATHUS

[ToMomb B MOArOTOBKE AOKJIA/a PYKOBOJAUTENS, MTPE3EHTALIMOHHBIX
MaTepHajoB

Opranuzanus TOATOTOBKM  Ipe3uauymMa U pabouux  MecT
Y4aCTHUKOB

OpPaHI/ISaHI/ISI BCTPCYU U pErucCTpaid y4aCTHUKOB MCPOIIPHUATUS

Benenue IMPOTOKOJIa MCPOTIPHUATUA

Opranu3zanus cepBUCHOTO 0OCITYKHBaHHS BO BpeMs Kode-nay3

Opranusanys KyJbTypHO-MaCCOBBIX MEPOIPUATHNA, TPAHCIIOPTHOIO
Y TOCTUHUYHOTO 00ecreueHust
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"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no AokymeHT npefocTasner KoncynbtaHTintoc

[aTta coxpaHeHus: 13.11.2022

OpraHn3auMOHHOMY ...
Heo6xonnmeie OpranuzoBbiBaTb ~ IPOLECC  IOATOTOBKM K  IPOBEIEHUIO
yMeHUs KOH(EPEHTHOTO MEpPONPUATHS WHAWBUIYAIbHO W B COCTaBe

paboueii TpynIsI

JIOKyMEHTHUpPOBaTh pa3HblE JTalbl MPOLEAYpPbl IOATOTOBKH H
MPOBEICHUS KOH()PEPEHTHOTO MEPOTIPUATHS

[lepenaBarh MHPOPMAIUIO, TOKYMEHTHl U MaTepUallbl yYaCTHUKAM
KOH(EPEHTHOT'O MEPOIIPUATHUS

[loaroraBnuBate M 00OpYHOBaTH CTOJ Npe3uAMymMa U padouue
MeCTa YYaCTHHKOB COBEIIaHUs (3aceaHus)

CepBupoBarh YailHbI (KOQEHHBII) CTOJI BO BPEMs MPOBEICHHUSI
ko(e-may3

CobnronaTh mpaBuiIa JIEJI0BOTO 3THUKETA U TPOTOKOJIA

[TopnepxuBaTh UMUK OPraHU3ALUN

CozpmaBaTh MMMJIK ~ CEKpeTaps, COOTBETCTBYIOIIUH  HMMIKY
OpraHu3aIuu

PaGorate ¢ uHpopmanuen, aHanTU3UPOBATh U TMPEACTABIATH €€ B
CHUCTEMATU3UPOBAHHOM BU/IC

ObecneunBaTh 0€30M1aCHOCTD JAESTEILHOCTH OpraHU3a[ul

[TpumensTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

[TpuMeHATH MpaBuiia pycCKOTO S3bIKa

HpI/IMeHHTB HaBbIKU CKOPOCTHOI'O ITHChbMa

HpI/IMeHHTB HaBBIKHU 3aIlUCHU U paCMH(prBKH TCKCTa

Hcnonp30BaTh COBPEMEHHBIC TEXHMYECKHE CpeJICcTBa B 00JacTh
CKOPOCTHOTO TIHChMa

ObecnieunBaTh KoMpopT Y4aCTHUKOB KOH(EpPEHTHOTO
MEPOIPUATHS, IOMOraTh B BOIPOCAX MPOKUBAHUSA, TPAHCIOPTHOTO
obecrieyeHus

HeoOxonumeie 3Hanus | Kommiiekc  OpraHu3allMOHHO-TEXHHUYECKUX  MEPOINpPHSITHH 1O
MIOATOTOBKE M IPOBEACHUIO COBELIAHUNM U IIEPETOBOPOB, B TOM
YHUCJIE MEKIYHAPOIHBIX

HpaBI/ma BCACHUA, IIOAIOTOBKH H O(I)OpMJ'ICHI/IH IIPOTOKOJIa U
JAOKYMCHTOB, co3aaBacMBbIX B mponecce IIOATOTOBKU
KOH(I)CpCHTHOF 0 MCPOIIPUATHUA
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

Meroauka  cOCTaBI€HHS CMEThl  PACXOJOB  KOH(EPEHTHOIo
MEpOIPHUATHS

OCHOBBI HalMCAaHUSI peuei U 10KJIa10B PYKOBOAUTENSA

HpaBI/IHa YCTAHOBJICHHA KOHTAKTa, NOAACPKAHWUA W PpPa3BUTUA
MEKIIMIYHOCTHBIX OTHOIICHUM

HpaBI/ma JE€JI10BOIo O6H.I€HI/I$I, JACJIOBOI'O OTUKECTA

DTUKET U OCHOBBI MEXIYHAPOIHOTO ITPOTOKOJIA

HpaBI/ma IMPOBCACHUA ACIJIOBLIX IIEPCTOBOPOB

[IpaBuia 3amuThl KOH(UACHIIMAIEHON CITy)K€OHOM nH(pOopMauu

CucreMbl CKOPOCTHOI'O NMCbMa

OCHOBBI ITPOrPaMMHOT0 00ecrieyeH sl 1 0PUCHOrO 000pPYI0BaHUS B
00J1IaCTH CKOPOCTHOTO NMUChbMa

TpeboBanust oxpaHsl Tpyaa

HApyrue -
XapaKTCPHUCTUKHU

3.3.7. TpynoBas ¢yHKUMA

Opraau3anys UCTIOHEHHSI PeIICHHH,
OCYILIECTBIICHHE KOHTPOJIS YPOBCHE
Hanmenosanne | 0> PO Kon | C/07.6 | (moxypoBens) | 6
UCTIOTHEHUS TIOPYYEHHH
KB (pUKAITIH
PYKOBOJUTENS
IIpoucxoxaeHue 3aMMCTBOBaHO
P o Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTMHAJIa
Kon Perucrpanuonnsii
OpUTHHANA HOMEDP
npogecCuOHaIBLHOTO
CTaHJapTa

Tpynosele neiictBus | [lokymeHTanbHOE 0(OpMIIEHUE PEILIEHUH PYKOBOIUTENS

JloBeneHune 10 CBelEeHUs] paOOTHUKOB OPTaHM3AIMN PACTIOPSHKEHUM
PYKOBOAUTEIA

KOOleI/IHaI_[I/ISI JACATCIIBHOCTHU Io HUCIIOJTHCHUIO peI_I_ICHI/Iﬁ
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

PYKOBOIUTENS

Be,[[eHI/Ie CPOKOBOI'O TCKYHIECTO U MPEAYIIPECAUTEIIBHOI'O KOHTPOJIA

IIposepka UCIIOJIHEHUS NOpy4YEHUN PYKOBOIMTEIS B
YCTaHOBJICHHBIA CPOK

[IpenynpexaeHue COTpyIHUKOB 00 MCTEUEHUM CPOKA HCIOJIHEHUS
MOPYYEHUN PYKOBOIUTENS

dukcanys UCIOJHEHUs IOPYYEHUN

CocraBneHrue OTYETOB U AHAIMTHYECKUX CIPABOK O BBIMOJHEHUU
MOPYYEHUH U PEHICHUI PYKOBOAUTES

Heo6xonnmeie BecTu cpokoBy10 KapTOTEKy
YMEHHUS

Bectu yderHble perucrpanoHHblE (OPMBI, UCHOIB30BATH UX IS
paboTHI 1O KOHTPOJIIO UCTIOTHEHUS TIOPYYEHUH PYKOBOIUTEIS

Paborats ¢ mHpOpManueil MO KOHTPOJIIO, CHCTEMAaTU3UPOBATh €€ U
IIPEJICTABIIATh B BU/IE CBOAHBIX JOKYMEHTOB

Hcnonp3oBarh cpeacTBa KOMMYHUKALUU JJIA [IEpeAady MOPYyYEHUN
PYKOBOAMTEIA

Hcnonb3oBaTh COBpEMEHHbIE cpelacTBa cOopa U 00pabOTKU
KOHTpPOJIbHON MH(pOpMaIIUU

[TpumensTh MHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

OIIGHI/IBaTI) PE3YIbTAThI B paMKax IMOCTABJICHHBIX 3a/1a4

OcyiecTBIATh KOHTPOJb UCHOJHEHHS] MOPYYEHHI pPYyKOBOIUTEINS
COTPYAHUKAMHU

HeoOxonumebie 3Hanus | OOnme TpeOOBaHHS K CPOKAM HCIIOJHEHHS JIOKYMEHTOB W
KOHTPOJIBHBIM GyHKIUAM CITY>KOBI JIOKYMEHTAallHOHHOT'O
o0ecrieueHus

[Tpununsl, c1oco6b MHGOPMUPOBAHHS COTPYAHUKOB

OTuKa ACI0BOIo O6I_I_ICHI/I$I

YrpaBneHvyeckas CTPYKTYpa OpraHu3aIuH, PYKOBOJCTBO
OpraHm3aiuu, o0pa3ibl MOAMHUCEH PYKOBOISIINX COTPYAHUKOB,
KpPYT UX TTOJITHOMOYHH W OTpaHUYEHHUS 30H UX OTBETCTBEHHOCTH

JlokanbpHBIE HOPMATUBHBIC aKThI OpraHu3aluu
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

HApyrue -
XapPaKTCPUCTHUKHU

3.3.8. TpynoBblie ¢pyHKUMMN

Opranuzanus u nojiepxKaHue
(pp KIIMOHAJIBHOTO a6poqer0 YPOBCHE
Hanmenosanue | 22 pabor Kox |C/08.6 | (momypoBens) | 6
MIPOCTPAHCTBA MPUEMHOMN U KabuHeTa
KBaTM(UKAITTT
PYKOBOIUTEIS
IIpoucxoxneHue 3aMMCTBOBaHO
. Opurunan X
TpyI0BOU (QYHKIIUU U3 OpUTHUHAJIa
Kon Perucrpanuonssiit
OpHUTHHAJIA HOMED
npodeccnoHanIbHOTO
cTaHjapTa

Tpynoseie neiictBust | OOGecnieueHne paboyero Mecra pPYKOBOAMUTENS HEOOXOAMMBIMU
cpelncTBamMu OpraHu3alMOHHON TEXHUKH, KAHIIEJISIPCKUMU
MPUHAICKHOCTIMHU

Opranuzanus npueMHON oduca B COOTBETCTBUHM C TpeOOBAHUSAMHU
9PrOHOMUKH U KYJIbTYpHI TpyAa

Opranu3zanus oQpopMIIEHHS HHTEpbEepa MPUEMHON PYKOBOAUTENS

O6opynoBanne paboyero Mecra OPITEXHUKOHW, MEePCOHATBHBIM
KOMITBIOTEPOM, BCIIOMOTATENbHON TEXHUKOM

Opranuzanus o0OpyIOBaHUS MPHUEMHON CHCTEeMaMU XpaHEHHs,
HEO0OXOUMBIMH TTPUCTIOCOOJICHUSIMU, 00€CTIeUeHUsT KaHIEISIPCKUMU
MIPUHAJJICKHOCTAMHU

ObecrieyeHre XpaHEHUs] W 3aMEHbl PAcXOAHBIX MaTepUasoB,
MOBCEIHEBHBIM yX0/]1 32 OPITEXHUKOM

3aka3 KaHICIAPCKUX TOBAPOB, THTHCHUYCCKUX TOBAPOB, ITPOAYKTOB

IINTAaHUS
Heobxonumebie Co3nmaBath ycnoBus, obOecneunBarone 3G(EeKTHBHYI0 padoTy
YMEHUS PYKOBOIUTENS

HpI/IMCHHTB B COOTBECTCTBUU C Ha3HAa4YCHUEM cpeacTBa
OpFaHI/ISaHHOHHOﬁ TEXHUKH, KAaHICIIAPCKUE IPUHAIJICKHOCTH
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

OcHamniath pabodyee MeCTO PYKOBOIHTENST U CBOe pabodee MecTo
HEOO0XOAUMBIM 000PYJOBAHUEM

OcymecTBiATh 3aMEHY pacXOJHBIX MAaTepuajoB, yXoA 3a
OPIrTEXHUKOH

KOHTpOJ'IPIpOBaTB COCTOSIHUEC W IIOIIOJIHATH 3aracbl KaHICIIAPCKHUX
TOBApPOB, CPCACTB 'MTUCHEI, IPOAYKTOB ITUTAHHUA

Heo6xoaumeie 3nanus | TpeOboBanus OXpaHbl Tpynda, MPOU3BOACTBEHHOW CaHUTApUH,
IIPOTUBOIOKAPHOH 3aIIUTHI

OCHOBBI TIPaBWJIBHOW OpraHW3aIllid TPYAa M METOJbI TOBBIIICHUS
ero 3¢ pexTuBHOCTH

OcHOBBI 3proHOMHUKHU odrica U GIOPUCTUKI

CrangapTel W peKOMEHJAMU 10 O00OpYIOBaHUIO O(PHUCHBIX
HOMEIIEHUI

CocTtaB OpraHu3allMiOHHOM TEXHUKH, €€ YCTPONHCTBO M HOPSAOK
paboTHI C HEH

Hpyrue -
XapaKTEPUCTUKU

3.3.9. TpynoBas c¢pyHKUMA

Pa3paboTka J0KaIbHBIX HOPMAaTHBHBIX YpoBeHb
HanmeHoBaHMe | aKTOB, perIAMEHTUPYIONUX padboTy Kox |C/09.6 | (momypoBenn) | 6
cekperaps KBaJTU(PUKAIIA
[Tpoucxoxaenue 3auMCTBOBaHO
P A Opurunan X
TPyIOBO# QyHKIIUU U3 OpUTHHAJIA
Kon Perucrpanmonnsii
OpHTHHAIA HOMED
npodeccnoHanIbHOTO
cTaHaapra

Tpynossie nefictBust | PazpaboTka JOKHOCTHON MHCTPYKITUU CEKpETaps

Pa3paboTka 1mosoxeHus 0 cekperapuare

Pa3paboTka HHCTPYKLIHUHU MO IEIONPOU3BOJCTBY
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OpraHn3auMOHHOMY ...
Heo6xonnmeie CoctaBisTh U OQOPMIATH OPraHU3alMOHHBIE M METOJUYECKUE
yMeHUs JIOKYMEHTBI

PemgakTupoBaTh TEKCTHI CITYKEOHBIX JOKYMEHTOB

Paboratp co BCEH COBOKYITHOCTBIO
MH(GOPMALMOHHO-T0OKYMEHTALIMOHHBIX PECYpPCOB OpraHU3aLIH

ITonb3oBaTbCs OazaMu JaHHbIX, B TOM YHCJIC YIAJICHHO

Hcmonn30BaTh CIIPAaBOYHBIC ITPABOBLIC CUCTCMBI

Pabortare ¢ KOMIBIOTEpOM, KaTajoramu (mamkamu) W (Qaiimamu,
CKaHEepOM

[Tonp3oBaTbest 0QUCHBIM MTAKETOM (TEKCTOBBIN PEIAKTOP, TAOJIUIIBI)

[Tonb3oBaTbes nepudpepuiHbBIME YCTPOMCTBAMH U OPTTEXHUKOMN

ITonp3oBaThCs SHGKTpOHHOﬁ oYTOMN

ITonp30BaThCs cucTEeMaMu QJICKTPOHHOTI'O ,Z[OKYMCHTOO60pOTa

Heo6xonumeie 3nanus | [IpaBoBble  OCHOBBI  ympaBieHUsT (OCHOBBI aIMHHUCTPATHBHOTO,
TPYAOBOT'O U TPa’KIAHCKOI0O IIpaBa)

HopmatuBHbIE  1paBOBbIE  aKTbl, HOPMAaTHUBHO-METOAWYECKHE
JOKYMEHTBI,  TOCYJapCTBEHHbIE  CTaHIAPThl,  OINpPEAEIAIOLINE
MOPSAA0K JOKYMEHTAIIMOHHOT'O O0ECTIE€YEeHUs YIPABICHHUS

CtpykTypa, pyKOBOJCTBO CTPYKTYPHBIX IMOApa3AeIeHUH, o0pa3ibl
MOANUCEN JUL, HUMEIOUMX NPaBO MOAMNHCAHUA U YTBEPKACHUS
JOKYMEHTOB, U OTPaHUYEHUS 30H UX OTBETCTBEHHOCTH

[IpaBuna  MOKyMEHTAlMOHHOTO  OOECHeYeHHUs  JesTeNIbHOCTH
OpraHu3aIu

[Topsimok paGoThI ¢ JOKYMEHTaMH

TpeboBanusi, npeabsaBiIsieMble K JTOKYMEHTaM B COOTBETCTBHH C
HOPMATHBHBIMHM  TPABOBBIMM aKTaMH M  TOCYIapCTBEHHBIMHU
CTaHJlapTaMU

ITpaBuna COCTaBJICHUS OpraHU3allOHHBIX JIOKyMEHTOB
(mOon0XkeHNH, NHCTPYKIIMH, PETIIAMEHTOB)

BI/I)IBI JOKYMCECHTOB, X HA3HAYCHHUC

OCHOBEI I[OKYMGHTHOI\/'I JJUHTBUCTHUKHU
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

TpeboBanust oxpaHsl Tpyaa

HApyrue -
XapPaKTCPUCTHUKHU

3.3.10. TpynoBasa pyHKunA

CocraBnenue u 0opMIICHHE YpoBeHb
HaunmenoBanue | ynpaBiaeHUECKOW JOKYMEHTAIIUH Kon |C/10.6 | (momypoBeHs) | 6
KBaTM(UKAITTH
ITpoucxoxaenue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (DYHKITHH U3 OpUTrMHAaJIa
Kon Perucrpanuonnsiii
OpUTHHaa HOMEp
npodeccuoHaIbHOTO
CTaHJapTa
Tpynoseie neiictBust | CocraBineHue IIPOEKTOB pPacropsIAUTEIbHBIX (mpukassl,

pacnopspkeHus) H  MH(OPMAlMOHHO-CIIPABOYHBIX  JOKYMEHTOB
(cmyxeOHbIe TCbMa, CIIPaBKH, TOKJIAIHBIC U CITy>KEOHbIE 3aICKN)

[leyatsb caykeOHBIX TOKYMEHTOB M MaTepHalloB

Pa3mHOXkeHne ciyKeOHbIX TOKYMEHTOB

KOHTpOJ'IB IMPOXOKACHUA JOKYMCHTOB B opraHmsanun
(COFHaCOBaHI/IC, NMOATIMCAaHUEC U YTBCPIKACHUC )IOKYMGHTa)

HeoOxonumeie PenaktupoBarh TEKCTHI CTyKEOHBIX JOKYMEHTOB
YMEHUSA

[Tonb3oBaTbes yHUPUIIMPOBAHHBIMU (POPMaMU JOKYMEHTOB

OdopMisaTe KaccoBble (MHAHCOBBIE JOKYMEHTBI U JIOKYMEHTHI IO
ydeTy HaKJIaJHBIX PaCX010B

IleuaraThb CJ'IY)KC6HBIC JAOKYMCHTEIL

[Tonp3oBaTbes nepupepuitHBIMU YCTPOUCTBAMH U OPTTEXHUKOM

PaGorats ¢ KOMITBIOTCPOM, CKaHCPOM

[Tonb3oBaTbest 0UCHBIM MAKETOM (TEKCTOBBIN PENAKTOP, TAOJIULIbI)

[Tonp30BaTbCs IEKTPOHHOM MOYTOU
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTta coxpaHeHus: 13.11.2022

Ilons30BaThCcs cCUCTEMaMH SJICKTPOHHOI'O I[OKYMCHTOO60pOTa

OOecrneunBaTh OE30MACHOCTE ACATCIIBHOCTH OpraHu3alnun

HeoOxonuMble 3HaHUS

IIpaBoBble OCHOBBI YHpPaBICHUS (OCHOBBI AJIMHUHHMCTPATUBHOTIO,
TPYAOBOI'O U X034HCTBEHHOTO I1paBa)

Crpyxkrypa OpraHu3alu, PYKOBOJICTBO CTPYKTYPHBIX
MoApa3ACICHUd, O00pa3Ibl MOANMHUCEH JIWI, WMEIOIIMX TPaBO
MOAMMUCAHUSL U YTBEPXKICHHUS JIOKYMEHTOB, U OTPAHUYEHUS 30H MX
OTBETCTBEHHOCTH

HpaBI/IJIa JOKYMCHTAIHOHHOTI'O obecrneueHus JACATCIIBHOCTH
OpraHu3anuu

[Topsok paGoThI C TOKyMEHTaMU

Tpe6OBaHI/I${, MNpEaABABIACMBIC K HNOKYMCHTaAM B COOTBCTCTBHU C
HOPMAaTUBHBIMU ITpaBOBbBIMHA aKTaMH n rocyaapCTBCHHbIMHU
CTaHdapTaMu

Bubl JAOKYMCHTOB, UX HA3HAYCHHUC

[IpaBuia coriacoBanus JOKYMEHTOB OpraHHM3alud (BHYTPEHHETO U
BHEIIIHETO)

[IpaBuna noanucanus U yTBEpKACHUS JOKYMEHTOB

[IpaBuina COCTaBJICHUS 51 oopMIiIeHHUS
MH(GOPMAIIMOHHO-CIIPABOYHBIX, YIPABIEHYECKUX JOKYMEHTOB U
CITYyKEOHBIX TTUCEM

OcHOBEI ,I[OKyMCHTHOﬁ JJMHTBUCTHKHU

IIpaBuna pycckoro si3bka

TpeboBanust oxpaHsl TpyAa

Jpyrue

XapPaKTCPUCTHKHU

3.3.11. TpynoBas chyHKUUA

Opranuzanus paboThl ¢ TOKyMEHTaMU YpoBeHb
HanmeHnoBaHwue | B IPUEMHON PYKOBOIUATES Kox |C/11.6 | (momypoBens) | 6
KBaJTM(pUKAITIH
[TpoucxoxaeHue Opurunan X |3aMMCTBOBaHO
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OpraHn3alnOHHOMY ...
TPyIOBOH (HYHKIIHH W3 OpUTHHAJIA
Kon Peructparnmonubri
opuruHaia HOMED
po¢eCCHOHAIIBHOTO
cTaHjapTa

Tpynossie neiictBust  |Ilonydyenue, npeaBapUTENbHOE pPAcCMOTPEHHE M COPTHUPOBKA
MOCTYIAIOMINX B MPUEMHYIO PYKOBOJUTEIS JOKYMEHTOB

[IpoBepka  KOMIUIEKTHOCTM  IIOCTYHNAKOUIUX B  IPUEMHYIO
PYKOBOAMTEIIA JOKYMEHTOB

[ToaroroBka TOKYMEHTOB JJIsl PACCMOTPEHHUS] PYKOBOJAUTEIEM

Vyer AOKYMCHTOB, IMOCTYIIAIONINX HAa UM PYKOBOAUTCIIA

OpraHmaum{ AOCTAaBKH JOKYMCHTOB HCIIOJHHUTCIIAM

Coznanue u BeeHue 0asbl JaHHBIX JOKYMEHTOB PYKOBOJIUTENS

Benenne napopMamoHHO-CIIPaBOYHON PaOOTHI

Heo6xonumeie PaboTrats ¢ BXoadIIeH, HICXOAAIIEH, BHYTPEHHEN JOKYMEHTAIHEH
YMEHHUS

ITonp30BaThes cUCTEMaMH 3JIEKTPOHHOTO JOKYMEHTO00OpOTa IJis
perucrpanmu, KOHTPOJISt JIOKyMEHTOB U
MH(OPMALIMOHHO-CIIPABOYHON pabOTHI C JOKyMEHTaMU

[TpumeHnsaTs MHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJOTHU
U1 paboThI C TOKYMEHTaMU

[IpumeHsTh paBuiIa PyCcCKOro S3bIKa

[IpuMeHATH HABBIKM CKOPOCTHOT'O MACHMA

CocraBnsatb u 0hOPMIISITH JIOKATbHBIE HOPMAaTUBHBIE AKThI

HGO6XOZ[I/IMBI€ 3HaHUA HOpMaTI/IBHBIG ITPaBOBBIC aKThlI, HOPMAaTUBHO-MCTOJJUYCCKUC
AOKYMCHTBI, TOCydapCTBCHHBIC CTaHIAapThI, OIPCACIIAOIINC
MOpAIOK JOKYMCHTAIIMOHHOI'O obecrieueHus YIIpaBJICHUA

Crpyxrypa OpraHu3aluy, PYKOBOJICTBO CTPYKTYPHBIX
MOJpa3IeICHUI

CoBpeMeHHble ~ MH(POPMAIIMOHHBIE  TEXHOJIOTHMH  paboOThl ¢
JOKYMEHTaMU

HOpH,Z[OI( pa6OTLI C JOKYMCHTaMHU, CXCMbI I[OKyMCHTOO60pOTa
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[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
[IpaBuia pa®oThl C BXOASIIMMHU, HCXOASIIMMU M BHYTPECHHUMH
JTOKYMEHTaMU
[IpaBuna opraHuzanuMy KOHTPOJS HCIOJIHEHUS JOKYMEHTOB U
TUIIOBBIE CPOKU UCIIOJIHEHUS TOKYMEHTOB
[IpaBuia cocTaBieHUs aHAIUTUYECKUX CIIPABOK IO OpraHU3alNU
paboThI C TOKYMEHTAMH U KOHTPOJIEO HCIIOTHEHUS JOKYMEHTOB
[TpaBwmia co3nanus U BeIeHUS 0a3 JaHHBIX CIIY>KEOHBIX JOKYMEHTOB
B OpraHu3anuu
CucTeMBI 3IEKTPOHHOTO JOKYMEHTO000pOTa
CucreMbl CKOPOCTHOTO MHUCHhMa
TpeOGoBanus 0XpaHsl Tpyaa

HApyrue -

XapaKTePUCTHKU

3.3.12. TpynoBas cyHKUUA

Opranu3anys XpaHeHUs! TOKyMEHTOB B YpoBeHb
HaumeHnoBanue | mpueMHON PYKOBOAUTENS Kon |C/12.6 | (moaypoBens) | 6
KBTI (UKAITTT
[Tpoucxoxnenue 3anMCTBOBAaHO
P o Opurunan X
TPYyI0BOU (QYHKIIUU U3 OpUTHHAIIa
Kon Perucrpanuonnsii
OpUTHHaNA HOMEP
npodeccuoHaIbHOI0
CTaHJapTa

prI[OBLIe JIeHCTBUSA Pa3pa60TI<a pa3aciioB HOMCHKIIATYPBI ACI OPraHnu3aluu

dopmupoBaHue u oopmienue b1 () MIOCTOSIHHOTO,
JOJITOBPEMEHHOT'O XpaHEHUs

[ToaroroBka u mepeaayva eyl B apXUB OpraHU3aluu

HeoOxonumeie Pa3pabarbiBaTh HOMEHKJIATYpy [l OpraHM3allii C  y4eTOM
YMEHUS HOPMAaTUBHO-METOUYECKUX JOKYMEHTOB

Hcnons30BaTh HOMEHKIATYpY J€1 TNPH H3YYEHUU CTPYKTYpBI
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

opranm3anrun, COCTaBJICHUU ommcei pI(S) ¢

HOMEHKJIATYpOH J€JI OpraHu3aluu

®opmupoBaTh U 0OPMIIATH Jiela B COOTBETCTBUU C YTBEPXKICHHOM

ObecnieunBaTh COXPAaHHOCTh JJOKYMEHTOB OpraHU3aLuU

[Ipon3BOAUTE TOATOTOBKY € AJIs [Iepeadyy B apXUB

111 pabOTHI C TOKYMEHTaMHU

[IpumensaTr UHGOPMAITMOHHO-KOMMYHUKAIIMOHHbBIE

TCXHOJIOIT'HNH

Heo6xonumeie 3nanust | HopMaTtuBHBIE — TPaBOBBIE  AKTHI,

HOPMAaTUBHO-MCTOJUYCCKUC
HOKYMCHTBI, ToCydapCTBCHHBIC CTaHAApTHhI, OIIpCACIIAOIINC

MMOpAIOK JOKYMCHTAIIMOHHOI'O obecreucHus YIIpaBJICHUA

Bunpl HOMeHKIaTyp, oOmme TpeOoBaHHMS K HOMEHKIATYpe,
METO/MKA €€ COCTaBJICHUs U OhOpMIIeHUS

[Mopsamox QopmupoBanuss u odopMieHHs A€l C YKa3aHHEM
cnennuku GOPMHUPOBAHUS OTIACITBHBIX KATETOPUH JIeT

OIrpaHUYCHHOI'O OOCTYIIa

HpaBI/ma XpaHeHua aAcjI, B TOM 4YHUCIC C JOKYMCHTaMMU

[IpaBuna  BbIAYW W HCHOJB30BAaHUS  JOKYMEHTOB U3
c(OpPMUPOBAHHBIX JEIT
TpebGoBaHust 0XpaHsl Tpyaa
[IpaBuiia moATOTOBKU U TIEpeau Jell B apXUB OpraHU3aIuu
Jlpyrue -
XapaKTEPUCTUKU
3.3.13. TpynoBble hyHKLUMN
ObecnieueHre pyKOBOIUTEINS VYposeHn
Haumenosanwue | uHpopmanmeit Kox | C/13.6 | (moxypoBens) | 6
KBaJTU(pUKAITIH
[Tpoucxoxnenue 3auMCTBOBAHO
P o Opurunan X
TpYyI0BOU (hYHKIIUU U3 OpUTHHAJIA
Kon Perucrpanmonubrit
OpUTHHAJA HOMED
npodeccnoHanIbHOTO
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

CTaHJapTa

Tpynoseie neiictBus | COop u mepepaborka uHPOpPMAIUK, HEOOXOAUMOMN A TPUHSATHS
00OCHOBaHHBIX YIPABICHYECKUX PELICHUH

[IpoBepka JOCTOBEpHOCTH, TOJHOTHL M HENPOTHBOPEUYUBOCTH
JTAHHBIX, UCKITIOYEeHUE TyOMpoBanus HH(popMaIum

[IpenocraBrienne MaHHBIX B €IUHOM W YHOOHOM JJisi BOCHPHSITHS
dhopmate

BreisiBnenne Hamboliee 3HAYUMBIX KPUTEPUEB CUCTEMATHU3AINH
nHpopManuu I co3aaHus 6a3 JaHHBIX

CDOpMI/IpOBaHI/Ie M UCIIOJb30BaHue 0a3 JaHHbIX B OpraHru3allin

HeoOxonumsie OcymectBiare cbop, o00paboTKy U aHanu3 HHPOpPMAIUM B
YMCHHUS COOTBETCTBUM  C  TpeOOBaHUSMU  KPAaTKOCTH,  YETKOCTH
(GOpMYITHPOBOK, CBOECBPEMEHHOCTH TIOCTYIUICHHUS, TOYHOCTH U
JOCTOBEPHOCTH, ONITHMAJIBLHOCTH CUCTEMATHU3AINN, HETIPEPHIBHOCTH
coopa u 00paboTKH MHGOPMAITH

OcCyIIecTBIAT,  PETHCTPAIlMI0,  HAKOIUICHWE W Iepenady,
CHCTEMAaTH3MPOBAHHOE XpaHEHWE U BbAaYy HWHPOpPMALUU B
Tpebyemoii hopme

CoctaBnate U O(QOPMIISATE CBOJHBIC, OTYETHBIC, CTATUCTHYECKHE
JTIOKYMEHTBI

OcymecTBiaTh 00pabOTKY M CTPYKTYpHUpOBaHUE HHPOpMAIIHH,
00pa3yst HH(POPMAITMOHHBIE PECYPCHI

BBoauths HOBBIE JaHHEIE B CHpaBO‘-IHO'I/IH(i)OpMaI_II/IOHHBIe CHUCTCMBI

BBOI[I/ITB B ITaMATb KOMITIBIOTEPA SJICKTPOHHEBIC o6pa31,1 JOKYMCHTOB

[IpuMeHATH HABBIKM CKOPOCTHOT'O MACHMA

[IprMeHsTh HaBBIKU 3aMKMCH U PaCHIM(PPOBKU TEKCTa

Hcmons3oBaTh COBPCMCHHBIC TEXHUYECKHUEC CpCACTBA B obOnacTu
CKOPOCTHOI'O MNChbMa

[IpousBoauTh mOUCK WHGOPMAIMU B CYIIECTBYIOMIMX 0a3ax
TAHHBIX, BECTH HH(POPMAIMOHHO-CIPABOYHYIO pabOTy Ha OCHOBE
Pa3TMYHBIX KOMOMHAIIHMI TOMCKOBBIX MPU3HAKOB

HpI/IMCHHTB I/IH(I)OpMaI_II/IOHHO-KOMMyHI/IKaI_II/IOHHBIC TCXHOJIOTNH
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

HeoOxonumeie 3Hanus | OcobeHHocTd  GOpMUPOBAaHMS ~ BHEHMIHMX W BHYTPEHHHX
WH()OPMAIIMOHHBIX TOTOKOB

CocraB BHEIIHUX HHPOPMALIMOHHBIX IIOTOKOB

CocrtaB BHYTpeHHUX HH(POPMALMOHHBIX TTOTOKOB

CrpykTypa  opraHu3ali 4  TOPSJOK  B3aUMOJICUCTBUS
MO/Ipa3IeJIeHU U CIIyKO

OcobGennoctu (hopMupoBanus 60a3 JAHHBIX B OpraHU3aIUN

CoBpeMEHHBIE HaydyHbIE METOJAbI M TEXHHYECKHUE CPEJICTBA,
crocobcTBytone cOopy, 00pabOTKe, COXpaHEHHI0O W Teperade
MH()OPMAIMOHHBIX IIOTOKOB

MeTtoaer 00paboTKH MHDOPMAMKA C TPHUMEHEHHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHUKAIIMH U CBSI3U, BBIYMCIUTEIBHOU
TEXHUKHU

CucreMbl CKOPOCTHOI'O NMCbMa

OCHOBBI ITPOrPaMMHOT0 00€ecieYeH sl 1 OPUCHOTO 000pPYI0BaHUS B
00J1aCTH CKOPOCTHOTO NMUChMa

TpeboBanust oxpaHsl Tpyaa

HApyrue -
XapPaKTCPUCTHUKHU

3.3.14. TpynoBas cpyHKunA

Opraamnzanus THPOPMAITMOHHOTO
le:mMoz[eﬁCTBm(b pOBz)l,Z[I/ITeJ'I}I c YPOBCHE
HanmenoBanne PYX Kon |C/14.6 | (momypoBeHs) | 6
TIOJIPA3JICIICHUSIMH U JIOJDKHOCTHBIMH
KBaJTU(pUKAITIH
JMILIaMU OpraHU3aluu
[Ipoucxoxnenue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (hyHKIHH U3 OpUTMHAJIA
Kon Perucrpanuonnsii
OpUTHHANA HOMEDp
npogecCuoHaIBLHOTO
CTaHJapTa

Tpynosele neiictBus | MHQopMupoBanue paOOTHHKOB  OpraHu3allil O  PELICHUsIX
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[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
PYKOBOJIUTEIIS
Opranuzanust oOMeHa MHPOpPMAILUEH MEXIY MOIPa3ICICHUIMU U
JOJHKHOCTHBIMHU JIMIIAMH OPTaHU3AIIN
OmnogemnieHne paOOTHUKOB O MPEACTOS X MEPOIPHUITHSIIX
Opranu3zaiiys BCTped TPYIOBOTO KOJUIEKTHBA C PYKOBOJCTBOM
HNudopmupoBanne pykoBOAUTEINs 00 0OpAIICHUSIX COTPYIHHKOB TI0
paboY¥M U JTMYHBIM BOIIPOCAM
HeobxonuMmere Hcnonws3oBaTh COBpEeMEHHbIE TEXHOJOTUU cOopa W Tepefadu
yMEHUS uHpOpMaIHU

OcymectBiary cOop u nepepaboTky uHbOpMauu, HeoOX0IUMO
TUTSL IESITEIIBHOCTH PYKOBOTUTEIIS

OCYIIIGCTBJIFITI) CUCTCMATU3AIUIO IIOJIYHYaCMbIX M IIE€PCAaBaACMbIX

JTAHHBIX
OcymiecTBIATh  TPOBEPKY  JIOCTOBEPHOCTH,  IOJHOTHI U
HEMPOTUBOPEYMBOCTA  JIaHHBIX, HWCKIIOYEHUE  JAYOJIMPOBAHHS
nHpopmauu

[IpencraBnsaTh NaHHBIE B CIMHOM W YJIOOHOM ISt BOCHPHSTHS
dbopmate

MHOrOKpaTHO  HWCIOJIB30BaTh  MOJYYCHHYIO  HHGOpMAIIHUIO,
MOCTOSIHHO OOHOBIISIT IaHHBIE

ObecnieunBaTh ONEPaTUBHOCTH UH(POPMAIIMOHHBIX TOTOKOB

PaGotrath ¢ KOMIBIOTEpPOM, HCIONb30BaTh OQUCHBIM MaKeT
(TEKCTOBBIN pelakTop, TAOINIIBI)

HeO6XOI[I/IMI>Ie 3HaHUA HOpMaTI/IBHLIC IIPaBOBBIC aKThlI, HOPMAaTUBHO-METOJJUYCCKUC
AOKYMCHTBI, TOCYJapCTBCHHBIC CTAaHIApPThI B C(bepe JACATCIIBHOCTHU
opraHu3anvuun

Crpykrypa OpraHM3aluH, PYKOBOZCTBO CTPYKTYPHBIX
MO/pa3JelIeHnii, HamnpaBiIeHUs JAEATEeIbHOCTH OpraHu3aluu MU
KOMIIETEHIIUM CTPYKTYPHBIX ITOAPA3AEIECHNUN U TOJPKHOCTHBIX JIMIL

Knaccudukanus YIIPaBJIEHYECKON uHpOpMaIuy, BU/IBI
yrpaBiieH4ecKoi nHpopManuu

®dopmbl IpeICTaBICHUs yIIpaBleHYeCKol HH(popMauu

VicTouHMKHM yTipaBlieHYeCKOi HH(pOopMaIu

www.consultant.ru CrpaHuua 41 n3 51
HageXXHas NpaBoBas noaaepXkKa


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

Mpuka3 MuHTpyaa Poccum ot 15.06.2020 N 333H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3alnOHHOMY ...
Meroanka oT60pa HICTOYHUKOB HH(POPMAIIUH
TpebGoBanus, MpeabsABIsIEMBIC K yIIPaBIeHYECKONW HHPOpMauu
TpebGoBaHus OXpaHbl TPy

HApyrue -

XapPaKTCPUCTHUKHU

3.4. O600LWweHHan TpyaoBas pyHKUMUA

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

WupopManinoHHO-aHATUTHIECKAS 1
Opra’Hu3auoOHHO-aIMUHUCTPATUBHAS YpoBeHb
Haumvenosanue | P 1 A p Kox D P 6
MOJIICPIKKA JCSITEIIbHOCTH KBaJTH (DUKAITIH
PYKOBOIMTENSI OpraHU3aI[uu
IIpoucxoxneHue
N . 3aMMCTBOBaHO
00001eHHON TpynoBoil | OpuruHan X
W3 OpUTHHAJIA
byHKIIIU
Kon Perucrpanuonnsii
OpHUTHHaJa HOMED
npodeccuoHaIbHOTO
CTaHaapTa

Bo3MoxHEIe
HaMMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

[ToMomHMK pyKOBOUTENSA

TpeboBanus k
00pa3oBaHUIO U
00y4eHUIO0

Beiciiee oOpa3oBanue - 6akanaBpuaT

WA

Beicuiee oOpa3oBanue (HenpoduibHOe) - 6akanaBpuaT U
JOTIONTHUTENBHOE MPodeCcCHOHATBHOE 00pa30BaHUE IO
JIOTIOJTHUTEIBHBIM MTPO(ECCHOHATBHBIM IPOrpaMMam
po¢eCCHOHAIBHON TTEPENOATOTOBKH MO MPOGUITIO IEATETLHOCTH

TpeboBanus Kk OnbITY
MPAKTUYECKON pabOThI

He MeHee Tpex seT 1o OpraHu3alioOHHOMY, JOKYMEHTAlUOHHOMY U
MH(POPMALIMOHHOMY 00€CTIEYEHHUIO JAEITETbHOCTH PYKOBOAUTEIS
OpraHu3aIyu

Oco0Ople ycrmoBus
J0MycKa K pabore
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HApyrue
XapPaKTCPUCTHUKHU

AdononHutenbHble XapakTepPUCTUKK

HaumenoBanue Kon HanmenoBanue 6a30BOi IPYIIIbI, TOKHOCTH
JIOKYMEHTa (mpodeccun) WK CHIEUATEHOCTH
OK3 3343 AJMUHUCTPATUBHBIA U NHOW MCIIOJHUTENIbHBIN
CpeAHETEeXHUYECKUI IIepCOHa
EKC - Cekperapb pyKOBOJUTENS
OKIIATP 26341 Cekperapb pyKOBOJIUTENS
OKCO 7.46.03.02 | JokyMeHTOBelIEHUE U apXHUBOBEIACHNE

3.4.1. TpynoBble (pyHKUMUN

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

®opmupoBanue HHHOPMAITHOHHOTO YpoBeHb
HanmeHnoBanwue | B3aMMOJICHCTBHUS PYKOBOIUTEIS C Kox | D/01.6 | (momypoBens) | 6
OpraHu3aIUsIMU KBaJIM(pUKAITIH
[Tpoucxoxnenue 3anMCTBOBAaHO
P o Opurunan X
TPYyIOBOU (QYHKIIUU U3 OpUTHHAIIa
Kon Perucrpanmonnsii
OpUTHHAJA HOMED
npodeccuoHaIbHOTO
CTaHaapTa

Tpynoseie nencTBUs

OT60p HMCTOYHUKOB HHGPOPMAIMK B COOTBETCTBUM C 3aJIaHHBIMU
KPUTEPUAMHU

OOpabGoTtka W wuHTeprperanuss HHGOpPMAIMM A TOATOTOBKU
MIPOEKTOB PEIICHNUN

ITonroroBka 3anpocoB MO MOPYYEHHUIO PYKOBOAUTENS HA NOTY4YEHUE
JOKYMEHTOB U MH(OpMaIMi B OpraHax rocy1apcTBEHHOW BJIACTH U
yIOpaBieHUs, OOIIECTBEHHBIX OpraHM3alMsIX U  IMOJy4YeHHE
COOTBETCTBYIOIIMX HHPOPMALIUU U JOKYMEHTOB

WudopmupoBaHne pyKOBOAUTENS O pe3ylbTaTaX pPacCMOTPEHUs
3arpocoB U o0paleHui
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[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
Opranuzanus peltieHus BOIIPOCOB, HE TPEOYIOIIHNX
HEMOCPEICTBEHHOIO YYaCTHsI PYKOBOAUTENS
[ToaroToBka MarepwaioB i y4acTHsT PYKOBOAWUTENS B pabote
Pa3IMYHBIX CTPYKTYp B COCTaBe  TIOCYAapCTBEHHBIX U
MYHUIUIIATBHBIX OPTaHOB, OOIIECTBEHHBIX OpraHU3aIlNii
[ToaroroBka JOOKYMEHTOB UIA 3aKJIIOYEHUS COTJIAIICHHH O
COTPYJIHHUYECTBE C JCIOBBIMHU MTAPTHEPAMU
NudopmupoBanue AeIOBBIX MapTHEPOB W 3aWHTEPECOBAHHBIX
OpraHMu3alMil O pPELICHUSIX PYKOBOJIUTENSI B XOJI€ BBINOJHEHUS
corJIaleHui

HeoOxoaumbie AHanu3upoBaTh W OTOHMpaTh HUCTOYHWKK HWHGOpMAIUA B

yYMEHUS COOTBETCTBUM C  KPUTEPUSIMHU  MOJHOTBHI,  JOCTOBEPHOCTH,

CBOEBPEMEHHOCTH IPEIOCTABIICHUS HH(OpMaLIUU

Cobuparp, oOpabaTbiBaTh H AaHAIM3UPOBATh HHGOPMAIHMIO B
COOTBETCTBUH C 3a/IaHHBIMU TPEOOBAHUSIMHU

HepeﬂaBaTL PIH(bOpMaI_[I/IIO B CUCTCMATU3HUPOBAHHOM BUJIC

OOpabatbiBaTh U CTPYKTypupOBaTh HH(pOpManuio, o00paszys
MH(OPMAIIMOHHEIE PECYPCHI

[Ipon3BoauTe mnoUCK UHGOPMAIMUM B CYIIECTBYIOIIMX 0a3ax
JAHHBIX, BECTH HMH(OPMAIIMOHHO-CIPABOYHYIO PAabOTy Ha OCHOBE
Pa3IMYHbIX KOMOMHAIIMN TOMCKOBBIX PU3HAKOB

Ob6ecneunBaTh HH)OPMAITMOHHYIO 0€30MMACHOCTh OPTraHU3aAIuN

PaGotath ¢ KOMIBIOTEpPOM, HCIONb30BaTh O(QUCHBIM MaKeT
(TEKCTOBBIN pelaKkTop, TAOINIIBI)

HeoOxonumele 3HaHus | BHyTpeHHSS 1 BHEIIHSAS [TOJIMTUKA OpraHU3aluu

HpI/IHIII/IHI)I OpeACTAaBUTCIILCTBA B TOCYAAPCTBCHHBIX OpraHax,
opraHax MCCTHOI'O CaMOYIIPABJICHUA, CTOPOHHUX OpraHu3aluiax H
IMOPAI0K BSaHMO)IefICTBPISI C HUMH

[IpuHOMIIBI U METOIBI aIMUHUCTPUPOBAHUS

OcobenHocti  (OpMHUPOBaHMSI ~ BHEIIHUX W BHYTPEHHHUX
MH(POPMAIMOHHBIX TTOTOKOB

CtpykTypa  OpraHuM3and W  TOPSAOK  B3aUMOJACHUCTBUS
MOApa3ACICHUI U CITYKO

[IpaBuna dhopMupOBaHHs M UCTIOIB30BAHUS 0a3 JTAaHHBIX
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[aTta coxpaHeHus: 13.11.2022

OpraHn3alnOHHOMY ...
CoBpeMeHHbIC HAay4YHbIE METOJIbI M TEXHHUYECKHE CpEJICTBa,
criocobcTByIOIME cOopy, 00pabOTKe, COXpAaHEHHI0 W Tieperade
nHpopmaruu
[TpaBuia 3amuThl KOHQUACHIIMAIBHOW CITY>)KeOHOH HHOpMAIHH
CoBpeMeHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUU

HApyrue -

XapaKTePUCTHKH

3.4.2. TpynoBas ¢pyHKUMA

AHanu3 nHPOpPMAIUH U ITOATOTOBKA YpoBeHb
HaunmenoBanue | MHGOpMaIMOHHO-aHATUTHYECKUX Kon | D/02.6 | (moaypoBens) | 6
MaTepHUaJIOB KBTI (UKAITTT
[Ipoucxoxaenue 3aMMCTBOBaHO
P A Opuruaan X
TPYIOBOU (DYHKITUN W3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpUTHHAJA HOMEp
npodeccuoHaIbHOTO
CTaHaapTa

Tpynoseie neiictBuss | Coop, mepepaboTka M aHanu3 WHGOpMaLMK A pelIeHUs 3ajad,
IIOCTABJIEHHBIX PYKOBOJIUTEIEM

IToaroroBka HHQ)OpMaHI/IOHHO'aHaJ'II/ITI/I‘{eCKI/IX MaTcpHraIoB

Pa3paboTka TeMaTHuecKoro miaHa 0030pHOro JOKYMEHTa, OKJIaaa

Ompenenenue kpyra OubanorpaduyecKux HCTOUYHUKOB

[lonGop MCTOYHHMKOB W JHUTEpaTypbl MO TeMme 0030pa, JOKIaja,
AHAJIUTUYECKOU CITPaBKU

Hanucanue u ocdopmienue o630pa, JOKJIAAa, aHATUTHYECKOU

CIIpaBKH
Heo0OxonnMmeie PazpabarreiBath TeMATUYECKUU IJ1aH 0030pa, JOKIIaza,
yYMEHUS AHATMTUYECKOM CpaBKU

OOOCHOBBIBATh aAKTYalIbHOCTh IPOOJIEMBI, KOTOPYIO MPEICTOUT
OCBETHUTb B 0030pe, N0KIaJe, CIIPaBKe
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

[Tonb3oBatbcs nH(bOpPMallMOHHBIMU pecypcamu u
CUCTEMAaTHU3UPOBATh HHPOPMAIIHIO 110 33JJaHHBIM KPUTEPUSIM

HNHTepnpeTupoBaTh IMOJYYEHHBIE JAHHBIE MU IPEIACTABIATH HUX B
CUCTEMaTU3UPOBAHHOM BH/JIE

Onpenensitb Kpyr UCTOUHUKOB M JIUTEPATyphbl, HEOOXOIUMBIX IS
MOATOTOBKH MH()OPMAIIMOHHO-aHATUTUISCKUX MAaTEPHATIOB

Wznarate Marcpual B JIOTMYSCKOM ITOCIIEA0BATEIFHOCTHU

HpOI/I3BO,I[I/ITB AHAJIN3 U OLCHKY U3JIOKCHHOI'O MaT€puajia

O(bOpMJ'IfITB TEKCT B COOTBCTCTBYIOIICM CTHJIC

PeHaKTI/IpOBaTB TEKCT NOKYMCHTOB

CDOpMYJ'II/IpOBaTb BbIBOAbBI U PCKOMCHIalTNH

OcCyIlIecTBIATh aBTOMATH3AIMIO TIPOIIECCOB CcOOpa, XpaHEHHsS U
BBIIaYU MH(POPMAITUU

[lonb30BaTbes  ycTpocTBAaMM aBTOMATH3MPOBAHHOM 00pabOTKU
TEKCTOBOM MH(pOpMAIK U POTOHAOOPHBIMH YCTPOHCTBAMHU

[IpuMeHSATh BBIYUCIUTEIBHYIO TEXHUKY | HH(POpPMaIMOHHBIC
TEXHOJIOTMM Ul D3KOHOMMYHOM M PalMOHAIbHOM OpraHu3aluu
MH(OPMALIMOHHBIX MPOIIECCOB, MOBBILIEHUS WX TUOKOCTH H
JUHAMHAYHOCTH

[IpoBOoaNUTHL peNaKTUPOBAHUE TEKCTA, AaHAIU3 U OLICHKY BBIBOJOB U
PEKOMEH Talui

[IpuMeHATh OCHOBBI TICUXOJIOTHUHU JIEJIOBOTO OOIICHUS

Heo6xonumele 3nanus | HopMatuBHble  MpaBOBBIE  aKThl, HOPMAaTUBHO-METOIUYECKHE
JOKYMEHTBI, TOCYJapCTBEHHBIE CTAaHAAPTHI B cdepe NeATEIbHOCTH
OpraHu3aIu

CrpykTypa OpraHu3aIuy, PYKOBOJCTBO CTPYKTYPHBIX
MOAPA3ACIICHUN, HAMPABICHUS JACATCIBHOCTA OPraHU3aluud U
KOMIIETEHIIMHN CTPYKTYPHBIX NOJPA3ICIECHNUN U JOKHOCTHBIX JINIL

Knaccudukanms yIpaBIE€HYECKOMN uH(popMaIuu, BUJIbI
yTlpaBiIeHUYeCKOi HHPOpMAITUU

@dopMbI ITpeICTaBICHHs yIIpaBIeHYeCKOH HH(opMaIu

WcTounuku ympaBieHueckod HHGOpMaluy, MeToJuKa oTOopa
MCTOYHHUKOB MH(POPMALIUH
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

TpeboBanusi, mpenbsABIsieMble K yIpaBieHYecKol nH(OpMaLIUn

Ocobennoctu  pedepupoBanus  HHPOPMAIINH, cnenuduka
oopmieHuss u cocTaBieHHs aHHOTaIMi, pedeparoB, 0030poOB,
JIOKJIA/IOB

OCHOBEI HaITMCAHUS peqeﬁ " JOKJIaa0B PYKOBOAUTECIIA

Kateropuu ciymiareneit (autareneii), Ha KOTOPbIX OyAeT paccyuTaH
TaHHBIA 0030p, JOKIIAL

Metoasl 00paboTku MHGOPMALUKU C TPUMEHEHHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJCTB KOMMYHUKAIIUH M CBSI3U, BBIYMCIUTEIHHOU
TEXHUKHU

Ctpykrypa uHGOpPMALMOHHBIX W3AaHUKA B 3aBUCUMOCTH OT
xXapaxkTepa uHpOpMAITUU u 1IEJICBOTO Ha3HAYCHUS
MH(OPMALIMOHHBIX U3AAHUN

CoBpeMeHHBIE CpeacTBa cOopa, 0OpabOTKH, CHCTEMaTH3aLUH
uHpOpMaIu

Hctounnkn wHpOpMAIMU: KaTaJIOTH OWONMOTEK, IKYpHAJOB,
MIOUCKOBBIE CUCTEMbl HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHON
cetu "HHTepHeT", 351eKTpOHHbBIE 0a3bl JAHHBIX

OyHKIIMOHAIBHOE Ha3HadeHue o03opa (Oubnmorpaduyeckoro,
pedepaTuBHOTO, aHaJUTHYECKOr0) KaK CpEeACTBa OpPUEHTAIUU
quTaTeysd B JOKYMCHTAJIbHOM HUJIN I/IH(bOpMaIII/IOHHOM IIOTOKE

OcobenHoctu 00lIeHaAYYHON U MparMaTuyeckoil pyHkunu 0630pos

[IpaBuia paboTHI C BHEIIHUMHU HOCUTEISIMU HHPOpMALIUK

ITonatue u cneuuduka O6ubnuorpaduyeckoro, pedepaTuBHOrO U
AHATTMTHYECKOTO MHPOPMAITMOHHOTO U3IaHUS

CHpaBOLIHBIG IMPaBOBLIC CUCTEMBI

HApyrue -
XapPaKTCPUCTHUKHU

3.4.3. TpynoBas chyHKUMA

Opraau3zanys 1e10BbIX KOHTAKTOB U YpoBeHb
HaumeHoBaHMe | TPOTOKOJIBHBIX MEPOIPUSTHH Kon |D/03.6 | (momypoBens) | 6
KBaTH(UKAITTH
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OpraHn3alnOHHOMY ...
[Ipoucxoxaenue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (DYHKITHH U3 OpUTrMHaJIa
Kon Perucrpanuonnsii
OpUTHHaia HOMED
npodeCcCHOHATBLHOTO
CTaHJapTa

Tpynoseie neiictBust  |OpraHus3anusi M IUIAaHUPOBAHUE JIEJIOBBIX KOHTAKTOB, BCTpEY U
[I0€310K PYKOBOIUTEA

Opranuzanus 3ace/laHui, COBeIIaHNH " MEPOIPUATUH,
MPOBOJMMBIX PYKOBOIAUTEIEM

ITonroroBka MaTepuasioB Ajs COBEIIaHUM, BeJeHHE U o(opmieHue
IIPOTOKOJIOB

[ToaroroBka npe3eHTaMi MO YKAa3aHUIO PYKOBOJAUTENS

[TonroToBka u mpoBeeHHE Mpecc-KOH(EPEHINH PyKOBOANUTEIIS

Opranu3zanus IIEPETOBOPOB, obecrieueHue YYaCTHUKOB
nH(OPMALIMOHHBIMU MaTepualaMu, BEACHHE 3alKcel IEPeroBOPOB

Heo6xonumeie CocTaBiATh IJ1aH MOE3KU PYKOBOIUTEIS
yMEHUs

O(I)OpMJ'ISITL HOKYMCHTBI, HCO6XOI[I/IMBIC HJIA I[GJ'IOBOI\/'I MMOC3 KU,
KOMaHIUPOBKH PYKOBOJUTEIA

CocraBnsate ¥ OQOPMIISTH MPOTOKOJBI COBEIIAHWM, 3aceqaHuil U
KOH(EPEHTHBIX MEpPONPUATUH, TOTOBUTh CHUCOK YYaCTHHKOB,
MOBECTKY JHS, SBOYHBIC JINCTHI U MPOEKTHI HTOTOBBIX JOKYMEHTOB

CocTaBisTh MMpECC-pCIIN3bI

Bectu neperoBopsl ¢ napTHepamMu

PaGorarts B PEKUME MHOI'03a1a4YHOCTH

Paborats ¢ 6onbM 00eMoM HH(OpMAITIH

CoznaBaTh M NOAJEPKUBATH MOJOXKUTEIBHBIM UMUK OpraHU3ALNN
U PYKOBOJUTENS

Hcnons3oBate BBIYMCIIUTEIBHYIO TEXHUKY nu
MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMU s Oosee
SKOHOMMYHOW W palMOHAJIbHOW OpraHu3ali HHOOPMALHOHHBIX
MIPOILIECCOB, MOBBIIIEHUS X THOKOCTH M JTUHAMUYHOCTH
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

Ob6ecneunBaTh HHPOPMAIIMOHHYIO 0€3011aCHOCTh OpraHU3aUN

HeO6XOI[I/IMBIC 3HaHUA HOpMaTI/IBHBIe IIPaBOBBIC aKThI, HOPMAaTUBHO-METOJUYECKHUC
AOKYMCHTBI, IOCYyAapCTBCHHBIC CTAHAAPTHI B cq)epe JACATCIIBHOCTH
OpraHu3anuuu

CtpykTypa oOpraHu3alud, PYKOBOJSIIMI COCTaB OpraHU3alUHd U
MoApa3ACICHUd, HampaBJICeHUs JACSITEIIbHOCTA OpraHu3aluud U
KOMITETEHIMH CTPYKTYPHBIX NMOAPA3ICICHUN U JOJKHOCTHBIX JIHI

Ilcuxonorus JC€I0BOIo O6H.[CHI/IH, OCHOBBI KOH(bJ'H/IKTOJ'IOFI/II/I

[IpaBuna npoBeneHHS IEIOBBIX NEPETOBOPOB M MPOTOKOIBHBIX
MEPONPUITHI

OTHKET U OCHOBBI MCKAYHApOAHOTI'O IIPOKOJIa

HpaBI/ma COCTaBJICHHUA U O(I)OpMJ'ICHI/IH JAOKYMCHTOB

[IpaBuia 3amuThl KOHGUACHIIMATHLHON CTykeOHO0I nHpOopMaIiH

HH(I)OpMaHI/IOHHO'KOMMYHI/IKaI_II/IOHHbIe TCXHOJIOTHH

Jlpyrue -
XapaKTepI/ICTI/IKI/I

3.4.4. TpynoBas ¢pyHKUMA

Opranu3anus UCTIOJTHEHHUS PEIICHUM YpoBeHb
HaumenoBanue | pykoBoguTest Kox |D/04.6 | (moaypoBens) | 6
KBTI (UKAITTT

[Tpoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOU (HYHKITUN W3 OpUTHHAIIA

Kon Perucrpanmonnsii
OpUTHHAaNa HOMED
poeCCHOHAIIBHOTO
CTaHJapTa

Tpynoseie neiictBust | JlokymeHTanbHOE 0OpMIIEHHE PEIIEHUN PYKOBOAUTENS, TOBEICHNE
70 CBeleHUs paOOTHUKOB OPraHU3allMM YCTHBIX pacCIOpsKECHUN
PYKOBOAMTEIA

Koopaunaiust  AeSTENbHOCTH N0 HCIOJHEHUIO  PEUICHUM
PYKOBOJIUTEIIS
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OpraHn3alnOHHOMY ...
KoHTposb ucnionHeHus: pelieHnii pyKOBOAUTESA
[logroroBka OTYETOB O BBIIOJHEHUHM IOPYYEHUW W PELICHUU
PYKOBOIUTENS
Heo6xoaumeie CoctaBiiate 1 0hOPMIISATH TOKYMEHTBI, COAEpIKAIINE MOPYUEHHUS U
yMEHUs pacnopsKEHHs] pyKOBOIUTENS

Bectu yuer mopyueHuil pykoBoauTelss, TpeOyIOIIMX KOHTPOJISA IO
CYLIECTBY pEILIEHUs BOIpoca

[IpuHuMats penieHus B mpouecce padboTsl

HpOI/ISBO,I[I/ITB aHaJIu3 UCIIOJIHUTEILCKON TUCIIUIIIIMHBI

CocTaBiIATh AHATUTUYECKHE OTYETHI M CIPAaBKU IIO pe3ysbTaTaM
HCIIOJTHEHUS IOPYYECHHUH U PACIIOPSLKEHUN PYKOBOJUTES

[Tonp30BaTbes cucTeMamMu 3JIEKTPOHHOTO IOKYMEHTO000pOTa

[IpumensaTh BBIYUCIIUTEIIBHYIO TEXHUKY u
MH(POPMALMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTUH JUIS
SKOHOMHYHOW ¥ DPAlMOHAIBHON OpraHu3anuyl HWHQPOPMALUOHHBIX
IIPOLIECCOB, MOBBIMIEHUS UX THOKOCTH U JUHAMUYHOCTHU

OOecrnieunBaTh OE30MACHOCTE ACATCIIbHOCTU OpPraHru3aliu

HGO6XOI[I/IMBI€ 3HaHHUA HOpMaTI/IBHI)Ie IMPaBOBLIC aKThI, HOPMAaTUBHO-MCTOJJUYCCKHUC
AOKYMCHTBI, TOCYJapCTBCHHBIC CTAaHIAPThI B c@epe JACATCIIBHOCTH
opraHu3anuun

CrpykTypa OpraHu3aIuy, PYKOBOJACTBO CTPYKTYPHBIX
MOAPA3ACIICHAN, HANPABICHUS JACATCIBHOCTA OpPraHu3aluud U
KOMIIETEHIINM CTPYKTYPHBIX NOAPA3IEICHUIN U JOKHOCTHBIX JIUI

[IpaBuna npoBeneHHs  KOHTPOJISI — WCIOJHEHUS  MOPYYEHUU
PYKOBOAMTEIIA

TexHomorus  BeACHUSA  KOHTPOJIA  HCIIOJIHEHUS  [OPYYEHUU
PYKOBOAMTEIA

CucTeMbl AIEKTPOHHOTO TJOKYMEHTO000pOTa, 0a3bI TAHHBIX

TpebGoBanust oxXpaHsl Tpyaa

HApyrue -
XapPaKTCPUCTHUKHU

IV. CBegeHust 06 opraHusaumax - paspaborTumkax
npodeccuoHanbLHOro craHgapTa
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 13.11.2022

4.1. OTBeTCTBEHHasA opraHM3auusa-paspaboTymk

HIT "HanuonanbHas acconuanus OQUCHBIX CIICIUATUCTOB U aIMUHUCTPATUBHBIX
pabotHHKOB", ropoa MockBa

Hupektop XmocHesa Jlrogmuia [TetpoBHa

4.2. HaumeHoOBaHMA opraHusayun-paspaboTymnkon

1 |OOO "UenTp 3xcepTussl U ceprudukanuu’, ropoa Mocksa

2 | ®I'bOY BO "Poccuiickuii rocyaapCTBEHHBIH T'yMaHUTAPHBINA YHUBEPCUTET', TOPOT
Mocksa

3 | ®I'BITOY "Komnemx MUJL Poccun", ropog Mocksa

4 | ITAO "MockoBckast 00beJUHEHHAs SHEepreTudeckas komnanus', ropoa Mocksa

<1> OO0mmepoccuiickuii KitaccupukaTop 3aHATUH.

<2> O061epoccuiickuii Ki1lacCu(pUKaToOp BUIOB 3KOHOMUYECKOHN JESTEIbHOCTH.

<3> OOmepoccuiickuii knaccupukaTop npodeccuii pabounx, T0HKHOCTEN CIIyXallUMX U TapUPHBIX

paspsioB.

<4> Epunbplii KBaTM(UKAIIMOHHBIA CIPABOYHUK JOJKHOCTEH PYKOBOAMTENEH,
CITY’KAIlINX.

<5> Obepoccuiickuit kaccupuKaTop CrenraaTbHOCTe! Mo 00pa30BaHUIO.

CIICOUaJInCTOB M
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