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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no
OpPraHu3auyoOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

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

MWHUCTEPCTBO TPYOA U COLMATNIbHOW 3ALLNTLI POCCUACKOWN ®EQEPALINU

MPUKA3
ot 6 mas 2015 . N 276H

OB YTBEPXAEHWUN MPO®ECCUOHAINIbHOIO CTAHOAPTA
"CNEUUANUCT NO OPrAHU3ALIMOHHOMY U IOKYMEHTALIMOHHOMY
OBECNEYEHMIO YNPABJTIEHMA OPITAHU3ALUMEN"

B cootBeTcTBUM C nyHkTOM 16 [MpaBun paspaboTku, yTBEpXAEHUS U NPUMEHEHUs npodecCUoHarbHbIX
CTaHOapToB, YTBEPXAEHHbIX noctaHoBneHmem lpasutenscrtBa Poccuiickon ®egepauunn ot 22 guBapsa 2013 r. N
23 (Cobpanue 3akoHogaTtenbctBa Poccuickon ®depepaumm, 2013, N 4, crt. 293; 2014, N 39, ct. 5266),
npuKasbIiBalo:

YTBEpOAUTb MpunaraemMbin  nNpodeccuoHanbHbIiM - cTaHgapT  "CneunanucT N0 OpraHM3auuoHHOMY W
OOKYMEHTaLMOHHOMY 0DecneyvyeHnto ynpaBneHusi opraHmaumen”.

MwuHucTp
M.A.TOMUITNH

YTBEpXKaOEH

npukasom MuHucTepcTBa Tpyaa
N coumanbHOW 3aLLnTbl
Poccuinckon denepaumm

ot 6 maa 2015 r. N 276H

MPO®ECCUOHANBHbIA CTAHOAPT

CNEUMANUCT
Nno oPrAHU3ALIMOHHOMY U AOKYMEHTALIMOHHOMY OBECIEYEHUIO
YNPABJEHNA OPrAHU3ALMEN

447
PernctpaunoHHbIn
Homep
|. Obwue cBepeHus
OpraHusaumoHHoe 1 JOKYMEHTAUMOHHOe obecneyenne ynpaBneHus opraHm3aunsamm 07.002
ntobbIX OpraHM3auNoOHHO-NPaBOBbLIX hOPM
(HaumeHoBaHVe BMAa NpodeCcCUOHaNbLHON AEATENBHOCTH) Kog

OcHoBHas uenb Bnga HpO(beCCMOHaﬂbHOVI OeATeNbHOCTU:

Peanusauns obecneunBatowmx d’)yHKLI,I/IVI ynpasneHunda opraHmaau,MeVl; BHegpeHne ny4vnx TeXHNYEeCKNX
pa3pa60TOK 1 HOBEMLUMX TEXHONOMN B obecnedeHne ynpasrneHunda opraHmaauMeﬁ
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no

[lokyMeHT npegoctasneH KoHcynbTaHTloc

[ata coxpaHeHus: 28.07.2015

OpraHn3aunoOHHOMY ...

pynna 3aHaTun:

2432 Bbubnuotekapu, bubnuorpadel, 3431 AOMUHUCTPATUBHO-YNPaBNEHYECKN
OOKYMEHTOBe[bl U CneLnanucTbl 1 nepcoHan
poACTBEHHbIX Npodheccun
4222 Cnyxauwue, 3aHsiTble MPUEMOM U - -
MHOPMUPOBAHMEM NOCETUTENEN
(kog OK3 (HammeHoBaHwue) (kog OK3) (HaMmeHoBaHwue)
<1>)

OTHeceHue K BuaamM 3KOHOMUYECKOW AeATENbHOCTU:

82.1 [earenbHOCTb aAMWHUCTPATMBHO-XO3SIMCTBEHHAs! U BCMOMOratenbHasa AeAaTenbHOCTb Mo
obecneyeHno PyHKLNMOHMPOBaHNS OpraHn3aumm
82.3 [eatenbHOCTb NO opraHn3aumm KOHepeHUUn 1 BbICTaBOK
(kog OKB3[ (HaumeHoBaHWe BMAA 9KOHOMUYECKOWN AeATeNbHOCTH)
<2>)

[I. OnncaHne TpyaoBbIX PYHKLMA, BXOASLLNX
B NpodeccmoHanbHbIn CTaHAapT (PYHKUMOHaNbHas kapTa Buga

npoceccuoHaneHon OeAaTensHoOCTM)

O606LeHHbIe TPyAoBble PYHKLMK TpygoBble OyHKLMM
Kog, HaumeHoBaHue YPOBEHb HaumeHoBaHue kog YypOBEeHb
KBanugpu (nogypoBeHb)
Kauum KBanudmkaunm
A OpraHu3aumoHHoe 3 lMpuem n pacnpegeneHue A/01.3 3
obecneueHune TenedOHHbIX 3BOHKOB
AesATenbHOCTH opraHu3aumu
opraHu3aumu
OpraHusaums paboTbl C A/02.3 3
noceTUTENsIMU OpraHusaunm
BbInonHeHWe KOOpAMHUPYHOLLUX U A/03.3 3
obecneynBaroLLmx QYHKLMIA
B [okymeHTaunoHHOoe 5 OpraHusaums paboTtbl € B/01.4 5
obecneyeHune AOKYyMeHTaMu
AeAaTenbHOCTU
opraHusaumm OpraHusaums TekyLlero XxpaHeHus B/02.4 5
AOKYMEHTOB
OpraHusaunst 0bpaboTku gen ons B/03.4 5
nocnenyoLwero XxpaHeHns
C OpraHu3aumnoHHoe, 6 OxkasaHwue nomowum pykosoguternio | C/01.6 6
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no

OpraHn3aunoOHHOMY ...

[lokyMeHT npegoctasneH KoHcynbTaHTloc

[ata coxpaHeHus: 28.07.2015

AOKYMEHTaLMOHHOE U
MHOPMaLIMOHHOE
obecnevyeHune
JeATenbHOCTH
pyKoBOAUTENS
opraHusaumm

B niiaHnpoBaHun pa60qero
BpEMEHN

MnaHnpoBaHune paboyero aHs
cekpeTaps

C/02.6

OpraHuzaumst TenedoHHbIX
NneperoBopoB PYKOBOAMTENS

C/03.6

OpraHusaumsi KoMaHANPOBOK
pykoBoauTens

C/04.6

OpraHusaums paboTbl ¢
nocetTntTenamMmnm B I'IpI/IeMHOI7I
pykoBoauTtens

C/05.6

OpraHunsaumsa noaroToBKy,
npoBeAeHusl n 06CnyXMBaHms
KOH(PEPEHTHBIX MEPOMNPUATNIA

C/06.6

OpraHusaumsi ICMONHEeHUs
pELLEHWIA, OCYLLECTBIEHNE

KOHTPOA UCMOJTHEHNA ﬂOpy‘-IeHMVI

pykoBoauTens

C/07.6

OpraHusaums n nogaepxaHue
dyHKLUMOHanbHOro paboyero
npocTpaHcTBa NPUEMHON M
kabuHeTa pykoBoguTens

C/08.6

Pa3paboTka nokanbHbIX
HOpPMaTMBHbIX aKTOB,
pernaMmeHTupyowmnx paboty
cekpeTaps

C/09.6

CoctaBneHune n opopmneHne
ynpaBreH4YeCcKon AOKYMEHTaL MK

C/10.6

OpraHusaums paboTbl €
OOKYMEeHTaMun B NpUemMHon
pykoBoauTens

C/11.6

OpraHu3aums xpaHeHus
OOKYMEHTOB B NPUEMHON
pykoBoauTens

C/12.6

O6GecneyeHne pykoBoauTens
MHdOopMaLnen

C/13.6

OpraHusaums MHopMaLMOHHOIo

B3aMMOOENCTBUS PYKOBOAMTENS C

noapasgeneHusmm u
[OOMKHOCTHBIMM NULAMMU
opraHusaumm

C/14.6

KoHcynbTaHTINIOC

Hafieé)KHasa npaBoBasa noaAepXXKa

www.consultant.ru

CtpaHuua 4 u3 42



Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no

[lokyMeHT npegoctasneH KoHcynbTaHTloc

[ata coxpaHeHus: 28.07.2015

OpraHn3alMOHHOMY ...
D MHdopmaunoHHo-aHan 6 dopmMmumpoBaHune D/01.6 6
nTnyeckas un MHOPMaLIMOHHOTO
OpraHn3auMoHHO-aaMu B3aMMOENCTBUS PYKOBOANTENS C
HUCTpaTUBHas opraHmsaumnsamm
noagepka
AeaTenbHOCTH AHanua nigopmauum n D/02.6 6
pyKoBoOAUTENS noAaroToBKa
opraHusaumm MHOPMALMOHHO-aHaNUTUYECKNX
mMaTepuanos
OpraHnzauunsa 0enoBbiX KOHTaKTOB D/03.6 6
N MPOTOKOSIbHbIX MEPOMNPUATUIA
OpraHusauus ucnonHenus | D/04.6 6
peLLUeHNIn pyKOBOANTENS
[ll. XapakTepuctnka 0606LLEeHHbIX TPYAOBbLIX OYHKLNIA
3.1. O60o6LeHHasn TpyaoBas hyHKUMS
OpraHusaunoHHoe obecrnedeHne 4eaTeNbHOCTU YpoBeHb
HanmeHoBaHue Kopn A
opraHusaumm KBanudukaumm
MpouncxoxaeHune
P kne . 3anmcTBOBaHoO U3
0606LLEeHHON TpyaoBON OpuruHan X
opurnHana
dyHKUUK
Ko PernctpaunoHHbIN
opurMHana Homep
npodeccuoHansHoro
cTanfapTa

Bo3moXxHble HanmMeHoBaHUS
JormKHocTen, npodeccumn

CekpeTapb-agMUHUCTPATOP

TpeboBaHus k

o6pa3zoBaHuio 1 00y4YeHUto

CpegHee obuee obpasoBaHue

MpodeccroHanbHoe o6yyeHmne - NporpaMmmMbl NPodeccnoHanbHON NoAroTOBKM

no npodpeccusm paboumnx, 4OMHKHOCTSAM CIyXKallux, NporpaMMbl
nepenoaroToBKN paGounx, CryXallux, NporpaMMbl NOBbILLEHNS
KBanudukauum paboumx, cnyxawmx

TpeboBaHus K onbITy
npakTudeckon paboThbl

K pabote

Oco6ble ycrnosusa fonycka

Lpyrve xapaKkTepucTuku

JononHutenbHble XapaKkTepUCTUKU

KoHcynbTaHTINIOC
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBEpXaeHUM NpodeccroHanbHOro ctaHaapTa "Cneumanuct no HokymeHT npepoctaBner KoHcynbTaHTlinioc

[ata coxpaHeHus: 28.07.2015

OpraHn3alMOHHOMY ...
HanmeHoBaHne gokymeHTa Koa HanmeHoBaHmne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
UK cneumanbHoCTH
OK3 4222 Cnyxauiue, 3aHsTble NPUEMOM 1 NHPOPMUPOBAHUEM
nocetuteneun
OKCO <3> 032001 [lokymeHTOBeEHME U JOKYMEHTALUNOHHOE obecneyeHne
yrnpasneHus
3.1.1. TpynoBas yHKUNA
Mpuem 1 pacnpeneneHne TenedoHHbIX YpoBeHb
HanmeHoBaHMe | 3BOHKOB OpraHuMsauuu Koa A/01.3 |(nogypoBeHb) 3
KBanudukaumum
MpouncxoxaeHune 3anmcTBOBaHoO U3
P A OpuruHan X
TPYAOBOMN DYHKLUM opuruHana
Kopg, PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AeACTBUS MepeHanpaBneHve TenedOoHHbIX 3BOHKOB PYKOBOACTBY U COTPYAHUKAM
opraHusaumm

Peructpauuna noctynaroLwmx TeneOoHHbIX 3BOHKOB

MonyyeHne Heobxoammow uWHpOpMauum U nepedada CaHKLMOHUPOBaHHOM
WHopmauunn rno tenedoHy

Heobxogumble yMeHusa Mcnonb3oBaTtb TexHUYeckne u nporpaMmmMmHbie cpeactBa Anda npoBeaeHuA
rosiocoBOM NNK BMﬂ,eO-KOH(bepeHU,-CBFIEWI

Mcnoneb3oBatb cpeAcTBa KOMMYHWUKALMOHHOW OPITEXHWKU ANs MOMyYeHus W
nepegayv uHopmauum

BecTm y4eTHble  peructpauMoHHble  OpMbl, WUCMOMb30BaTb WX  ANiA
WHopMaLNOHHOM paboTbl

YcTaHaBnuBaTh KOHTaKT ¢ cobeceaHNKOM, NoaaepXmBaTh M pa3BuBaTh OenoByio
Beceay B npouecce TenegoHHbIX NeperoBopos

CrnaxuBaTb KOH(*)J'IMKTHbIe n CITOXHble cutyauum MEXIMNYHOCTHOIo
B3anUMOAENCTBUSA

CobntogaTb Cny>xebHbIN 3TUKET

Heobxoaumble 3HaHUS <DyHKLl,I/II/I, 3afadn, CTpykTypa opraHunsauum, ee CB4A3n

lMpaBuna B3anMMOAENCTBUA C NapTHepamu, KNneHTamu, cpefcTBamMu MaccOBOM
MHdopMaLunn
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBEpXaeHUM NpodeccroHanbHOro ctaHaapTa "Cneumanuct no HokymeHT npepoctaBner KoHcynbTaHTlinioc

[ata coxpaHeHus: 28.07.2015

OpraHn3alMOHHOMY ...

3OTuka genosoro obLeHns

MpaBuna peyeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHUAEHUMANLHOM cnyxebHon nHpopmaumm
Opyrne -
XapakTepuCTUKM

3.1.2. TpynoBas oyHKUNA

OpraHusauus paboTbl ¢ NoceTUTENSMA YpoBeHb
HanmeHoBaHne |opraHusaumm Koa A/02.3 |(nogypoBeHb) 3
KBanudukaumnm

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpurnHan X
TPYAOBOMN OYHKLUM opurnHana

Kopg, PernctpaumnoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AencTBUSA BcTpeya nocetutenen, nonyvyeHve nepBUYHOM MHGOPMaUUU O MOCETUTENsX U
MOMOLLb B OpraHu3auunm ux npuemMa pykoBoaUTENEM U COTPYAHMKaMU

BepneHwue xypHana 3anucu noceturenen

Y4yeT noceTuTenen n opopmneHmne nponyckos

CopgeicTere onepaTBHOMY PacCMOTPEHMIO MPOCLE 1 NpeanoXeHunii nocetTuTenein

aneM n nepegada AOOKYMEHTOB nocetutenemn pykoBOACTBY U COTpPyAOHWKaM
opraHunsauunmn

OpraHusauns n 6poHMpoBaHMe NeperoBopHbIX KOMHAT

CepBupoBka yaiHoro (kogenHoro) ctona B ocuce

MMpurotoBneHme HanUTKoB (4an, kode, NpoxnagnTenbHbIe HAaMUTKKN)

Heob6xoammble ymeHusi | OBLiaTbCs ¢ NOCeTUTENAMMI

VMcnonb3oBaTh YCTAHOBMEHHbIE NpaBunia U npoueaypbl KOMMYHUKaUUM BHYTPU
opraHu3aumu

Bectn YYeTHbIE (bOprI, ncnonb3oBaTb X Ana pa6OTbI

CospgaBaTb NONOXUTENbHbIAN UMUK OpraHn3aLmm

MpyHMMaTL Mepbl Mo pa3peLleHnto KOHQUKTHBIX CUTYaLWi
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no
OpPraHu3auyoOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

anIMeHFITb I/IHCbOpMaLI,VIOHHO-KOM MYHUKAaUNOHHbIE TEXHOJI0TUN

Ob6ecneunBatb KOHUAEHUNANBHOCTbL UHpOPMaLUK

Heobxogumble 3HaHUS l'lpanma OopraHmnsauunmu npunema noceTutenen

MpaBuna genosoro obLeHns

CTpykTypa opraHusauum W pacnpegeneHve QYHKUMA Mexay CTPYKTYPHbIMM
noapasfeneHusiM1 1 crieyuannctTamm

MpaBuna opraHusaumm npMemoB B oduce

MpaBuna cepBMPOBKN YanHOro (KOgenHoro) ctona

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

3TuKa genosoro obLeHns

MpaBuna peyeBoro aTukeTa

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHMAEHLMANLHOW cnyxebHon nHdopmaumm

Hpyrne -
XapakTepucTUKn

3.1.3. Tpynosas pyHKLMSA

BbINnonHeEHWE KOOPAVHUPYIOLLMX U YpoBeHb
HaunmeHoBaHne | obGecneuynBaroLLmMx YHKLMNA Kog A/03.3 |(nogypoBeHb) 3
KBanudukaumum

MpouncxoxaeHve 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurMHana

Kopg PernctpaumnoHHbIn
opuruHana HOoMep
npogeccnoHansHoro
cTaHgapTa

pr,lJ,OBble nencTeums BeneHue XypHana pa3be3aos pa60THI/IKOB opraHmn3auunmn

KoopauHaums paboTbl KypbepoB 1 BoOUTENEN OpraHM3aLumm

BeneHue XypHana pa3be3anoB KypbepoB opraHm3aunn n MmapLipyToB BoOuTENEn

CocTaBneHue cnpaBkM O pasbe3fgax pabOTHMKOB, KypbeEPOB U MapLupyTax
BOogMTENEN opraHnsauuu

Heobxoaumble yMeHuaA CoctaBnsiTb 1 BECTHU yY4E€THbl€ JOKYMEHTDI
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no
OpPraHu3auyoOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

MprMeHsATb cpeacTBa KOMMYHUKAUMKU AN Nepeaayn nopyyveHuidi pykoBoautens u
COTPYAHUKOB OpraHusauum

MpumeHaTb coBpeMeHHble cpeacTtea cbopa, obpaboTku n nepegayun nHdopmalmm

OueHuBaTtb pe3ynbTaTtbl B paMKax NoCTaBJIeHHbIX 3agay

OCyLIJ,eCTBJ'IFlTb KOHTPOJ1b UCMOJTHEHNA nopyquvu7| pykoBoauTena cCoTpygHUkKamum

Heobxogumble 3HaHUs I'IpaBl/lna pe4yeBoro aTuMKkeTa

OTuka genosoro obLeHns

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHMUAEHUMaNLHOW cnyxebHon nHdopmaumm

CTpykTypa opraHusauuum W pacnpegeneHve GyHKUUA MeXay CTPYKTYPHbIMU
nogpasaeneHnsaMu 1 cneuuanuctTamm

Opyrve -
XapaKTepUCTUKn

3.2. ObobLeHHas TpygoBas pyHKUMS

[dokymeHTaumMoHHoe obecneyeHme AesaTensHoCTH YpoBeHb
HanwmeHoBaHune Kon B

opraHusauum KBanudukalmm
lNpouncxoxaeHue

b kne . 3anmMcTBOBaHO 13
0606LLEeHHON TPyaoBON Opwurunan X
opurnHana
dyHKUUK
Koa PerncrpaunoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

B03MOXHble HAaMMEHOBaHUS Henonpoussogntens

JormKHocTen, npodeccumn

TpeboBaHus k obpasoBaHuio | CpeaHee npodpeccroHansHoe o6pa3oBaHme - NPorpamMmmbl MOAroTOBKM
1 oBGy4YeHUto KBanMULMPOBaHHbIX paBounx, CryxKalumx

TpeboBaHUs K OnbITy -
npakTuyeckoi paboTbl

Ocobble ycnoBusa gonycka K
paboTte

Ipyrve xapaKkTepucTuku
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Mpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no
OpPraHu3auyoOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

[ononHuTenbHble XapakTepPUCTUKK

HaumeHoBaHve JOoKyMeHTa Kog HaumeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccnm) unm
cneumanbHOCTU

OK3 3431 AOMUHUCTPaTUBHO-YNpaBrneHYecknin nepcoHan

EKC <4> - [enonpounssoantens

OKMNATP <5> 21299 [enonpoussoantens

OKCO 032002 |[OokymeHTauMOHHOE obecneyeHne ynpaBneHns n apxuBoBseneHue

3.2.1. TpypoBas yHKUnA

OpraHusaunst paboTbl ¢ JOKyMEHTaMu YpoBeHb
HanmeHoBaHune Koa B/01.5 |(nogypoBeHb) 5
KBanudukaumum

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpuruHan X
TPYAOBOMN DYHKLUM opurMHana

Kopg PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

Tpynosble aelictBus | MNprem 1 nepBryHasn obpaboTka BXOASLNX JOKYMEHTOB

MpenBaputencHoe  pacCMOTPEHME U COPTUPOBKA  JOKYMEHTOB  Ha
perucTpvpyemblie 1 He perucTpupyemble

MoaroToBKa BXOOALLMX OOKYMEHTOB OJ14 paCCMOTPEHUA pykoBoaAUTENEM

Pervctpauns Bxoasimx JOKYMEHTOB

Opl’aHI/I3aLI,VIF| 00CTaBKM JOKYMEHTOB UCMOJTHUTENAM

BeneHue 6a3bl AaHHbIX JOKYMEHTOB OpraHu3auum

BeneHne nHdopmMaLMoHHO-CNPaBoYHOW paboTbl

O6paboTka 1 oTnpaBka UCXOASALLMX AOKYMEHTOB

OpraHusaums paboTbl MO perucTpauun, YydeTy, XpaHeHulo W nepegade B
CcooTBeTCTBYOLLNE CTPYKTYpPHblIE nogpasgeneHusa OOKYMEHTOB TeKyLwiero
[lenonpon3BoaACTBa

KOHTpOJ'Ib MCMNoJiHeHNA OOKYMEeHTOB B OpraHmu3auunmn

Heobxogumble ymeHusi | Pabotatb €O  BCei  COBOKYMHOCTbIO  MH(POPMALMOHHO-O0KYMEHTaLMOHHBIX
pecypcoB opraHusaumu
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[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

Monb3oBaTbcs 6a3amu gaHHbIX, B TOM YUCHe yaaneHHbIMA

Monb3oBaTtbes cn paBO4HO-NpPaBOBbIMA CUCTEMAMU

Monb3oBaTtbcs aBTOMaTU3NpPoOBaHHbIMUA cucremamvmn yyeTa, pernctpauunu,
KOHTpONA M I/IH(bOpMaLI,VIOHHO-CI'IpaBO‘-IHbIMVI cucreMmamm - npu pa60Te Cc
OOKyMeHTaMun opraHm3auunm

MpuMeHaTb coBpeMeHHbIE MHDOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHOMNOMMN ANs
paboTbl C AOKYMEHTamu, B TOM 4uchne Ans ee OonTMMmM3auum M MNOBbILEHUS
3a(hpeKTUBHOCTH

Heobxooumble 3HaHMs | HopmaTuBHble NpaBOBble akTbl M HOPMAaTMBHO-METOAMYECKUME  [OOKYMEHTHI,
onpegenstoLme NopsiaoK JOKYMEHTaUMOHHOro obecneyeHust ynpaBreHus

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NoApasaeneHuni

CoBpeMeHHble NHHOPMALMOHHbIE TEXHONOrMK paboTbl C JOKYMEHTaMU

Mopsigok paboTbl C AOKYMEHTaMu

Cxembl fokymeHTOOBOpOTA

I'Ipanma paGOTbI C BXogAwnmMmn, ncxogAawmmm m BHYyTpeHHMMM OOKyMEHTaMun

MpaBuna opraHusauum W OPMbl  KOHTPOMS WCMOSNHEHUSI [OOKYMEHTOB B
opraHu3aumu

Tunosble CPOKM UCNOJTHEHUNA OOKYMEHTOB

MpuHUMNBI paboTbl CO CPOKOBON KapTOTEKON

HasHauyeHune n TexHonorms TeKywero n npegynpentenibHoro KOHTpona

MpaBuna cocTaBneHWs aHanuTUYecKUX CrnpaBoOK MO opraHu3auum paboTbl C
[AOKYMEHTaMM N KOHTPOIIO UCNOMHEHMWS JOKYMEHTOB

I'Ipanma OOKYMEHTaUMOHHOIo obecneyeHnss oesaTenbHOCTH opraHunsauunmn

Buabl JOKYMEHTOB, MX Ha3Ha4YeHue

Tpe6OBava, npeabaBiidemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMAaTUBHbIMU
akTaMu U rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna cocTaBneHUMss W OQPOPMIEeHUs  MHADOPMALIMOHHO-CMPaBOYHbIX,
OpraHn3aUMoHHBIX YrpaBneHYecknX JOKYyMeHTOB

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

Cucrtemsl ANEKTPOHHOIo D,OKyMeHTOO60p0Ta

MpaBumna 1 CpoKN OTNPABKM UCXOASALLMX AOKYMEHTOB

TpeboBaHust oxpaHbl Tpyaa
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Opyrne
XapakTepucTUKn

3.2.2. TpypoBas oyHKUNA

OpraHu3auns TeKyLero xpaHeHusl YpoBeHb
HavmeHoBaHWe | 0OKYMEHTOB Kog B/02.5 |(nogypoBeHb) 5
KBanudmkaumum

MpouncxoxaeHne
TPYOOBOM PYHKLUK

[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

3anmMcTBOBaHO U3

Opwurunan X
opuruHana
Kopg, PernctpaumnoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBUS

Pa3paboTka HOMeHKNaTypbl Aen opraH13aumm

MpoBepka npaBuUNbHOCTM OGOPMIEHUS [OOKYMEHTOB W OTMEeTkM 06 ux
NCMNONMHEeHnn nepeg nx opM1MpoBaHNeM B AENO A NOCNeayoLWero XxpaHeHns

CDopmynMpOBane 3aroJioBKOB Aen un onpepgerieHne CpokoB NX XpaHEeHUsA

dopmupoBaHue gen

KOHTpOJ'Ib npasuiibHOro M CBOEBpPEMEHHOro pacnpegeneHma 1 noawnBKA
OOKYMEHTOB B ena

Heobxogumble ymeHus

OpraHu3oBbiBaTh paboTy Mo yyeTy, XpaHeHuo U nepedade B COOTBETCTBYIOLLEE
CTPYKTYpHOe noapasfeneHne OOKYMEHTOB TeKylLlero Aenonpon3BoacTaa

OcyLiecTBnATb  METOAUYECKOE  PYKOBOACTBO  [EMONPOM3BOACTBOM B
OopraHu3aumm, KOHTPONMPOBAaTb NPaBUITbHOE POPMUPOBAHME, XPAHEHNE U caavy
[en B apxve

Pa3pa6aTblBaTb HOMEHKNaTypy Aen CTPyKTypHOro nogpasgeneHusa

Mcnonb3oBaTtb HOMEHKNaTypy [Aen npu U3YyY4eHUM CTPYKTYpbl OpraHusauuu,
coCTaBneHun onucen gen

OpraHuzoBbiBaTb  paboTy no (OpMMPOBaHWIO [Oen B COOTBETCTBUMU C
yTBEPXXOEHHON HOMEHKNaTypoii Aen opraHnsaumm

MpaBunbLHO N cBOEBpPEMEHHO HOPMUPOBATL AOKYMEHTbl B [eria C y4eToM uX
crneumdunkm

CI/ICTeMaTM3VIDOBaTb OOKYMEHTbI BHYTPU Aena

ObecneunBaTb COXPaAHHOCTb U 3aLLMTY JOKYMEHTOB OpraHm3aumm

anMeHﬂTb VIH(bOpMaLIMOHHO-KOMMyHI/IKaLI,MOHHbIe TeXHonormn anda pa60TbI C
OOKYyMeHTaMu
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[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

Heobxogumble 3HaHUs HOpMaTVIBHbIe npaBoBbl€ akTbl, HOPMaTMBHO-METOAMNYECKMNE  [OOKYMEHThI,
rocygapCtBeHHble CTaHAapTbl, onpeaendwwme nopAanok AOOKyMeHTaunoHHOro
obecneyeHus ynpaBJieHnd

Bugbl HomeHknatyp, obuwme TpeboBaHMA K HOMEHKNaTtype, MeToauka ee
cocTaBneHust n ocpopmreHns

MpaBuna cornacoBaHWsi HOMEHKNAaTypbl Aen C BEAOMCTBEHHbIMW apXuBamu u
3KCNEepTHON KOMUCCUEN

Mopsagok dopmmpoBaHuss M odopmieHna fen, cneumdpuka GopmMmpoBaHus
OTOENbHbIX KAaTeropun aen

MpaBuna xpaHeHus aern, B TOM YMCre C AOKYMEHTaMu orpaHM4eHHOro 4ocTyna

I'Ipanu'la BblAa4vyn N UcnoJjib3oBaHMA JOKYMEHTOB U3 C(bOpMVIpOBaHHbIX aen

TpeboBaHus oxpaHbl Tpyaa

Ipyrve xapaKTepucTuku

3.2.3. TpynoBas yHKUNA

OpraHusauns obpaboTku gen ons YpoBeHb
HanmeHoBaHMe | nocnegyoLero xpaHeHns Kog B/03.5 |(nogypoBeHb) 5
KBanudukaumnm

MpouncxoxaeHve 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurnHana

Kopg PernctpaumnoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpWJ,OBbIe nencTems I'IpOBepKa CPOKOB XpaHeHuAa LOOKYMEHTOB, COCTaBJieHMe TMpOoTOKoIa pa60TbI
SKCﬂepTHOVI KOMUCCumM no noaroTtoBke [OOKYMEHTOB K XpaHeHWH, akTa O
BblAeNIeHNN K YHUYTOXEHNUID OOKYMEHTOB, HE noAlieXxalnx XxpaHeHno

CocTtaBneHuve BHYTpPeHHen onucu aen ans ocobo LEeHHbIX JOKYMEHTOB

O(*)OpMJ'IeHI/Ie Aen NoCToAHHOro, 4oJIroBpeMeHHOro CpokoB XpaHeHun4a

OdopmneHne 06noxku Aen NOCTOSHHOTO, AONTOBPEMEHHOMO CPOKOB XpaHEHMSs

CocTaBneHune onncu gen NocTOsHHOrO, AOoNroBpeMeHHOro CpokoB XpaHeHund

lMNepenaya oen B apxus opraHnsaymm

Heobxoaumble yMeHuaA MNonb3oBaTtbeA nepevyHaMn  OOKYMEHTOB W  aHaliM3npoBaTb (baKTI/I‘-IeCKOG
cogepxaHne uMmerwmxca B Oerne OOKYMEeHTOB MNpu onpeaerieHnn CpPoKoB UX
XpaHeHnA
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[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

OcbopMnsiTb JOKYMEHTbI 3KCMEPTHOM KOMUCCHM

OdopmMnaTb OBMOXKM Aen MOCTOSHHOIO U BPEMEHHOr0 CPOKOB XpaHEeHWs B
COOTBETCTBMM C TPeOOBAHNSAMU rOCYJAPCTBEHHbLIX CTaHAApPTOB

npOVISBOH,I/ITb XPOHOJ10TrM4YECKN-CTPYKTYPHYIKO CUCTEMATU3aUUIO Oen

OcyulecTBNaTb  TexHuMYeckyto 00paboTky ¥ nonHoe odpopmneHne gen
NMOCTOSIHHOIO U BPEMEHHOIO CPOKOB XpaHeHUs

CocTtaBnsaATb ONUCb [OeNnl MOCTOSIHHOIO W BPEMEHHOIo0 CpPOKOB XpaHEeHunA B
COOTBETCTBUN C ﬂGVICTByIOLIJ,I/IMI/I HOpMaTMBHO-MEeTOONYECKUMUN OOKYMEeHTaMN

anIMeHFITb VIH(*)OpMaLI,I/IOHHO-KOMMyHMKaLI,VIOHHbIe TeXHONormn Aangd pa60TbI Cc
AOOKyMeHTaMun

HeO6XOLI,I/IMbIe 3HaHUA HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTUBHO-MeTOOn4YeCKne OOKYMEHThI,
rocygapCTBEHHble CTaHAapThbl, ornpefensawwme nopsagok LOOKYMEHTauMOHHOro
obecneyeHns ynpasneHus

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

I'Iopﬂ,u,ox NCNOoJb30BaHNA TUMOBbLIX UMM BEeJOMCTBEHHbIX nepequVl OOKYMEHTOB,
onpepeneHna CpoKoB XpaHeHUA B npouecce aKkenepTuabl LEHHOCTU OOKYMEHTOB

nOpH}J,OK co3aaHuA, opraHun3aumnm n OOKYMEeHTUPOBaHUA paGOTbI SKCﬂepTHOVI
KOMUCCUKn

I'Ipanu'la COCTaBJIEeHUA N yTBepXKAEeHUA NPOTOKONa pa6OTbI SKCﬂepTHOIZ KOMuccummn

MpaBuna cocTaBneHust M yTBEPXOEHUS akTa O BblOENEHMU [OKYMEHTOB, He
NnoAnexalumx XpaHeHuto

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

I'Ipanma COCTaBJieHna onucun gen noCtoAHHOIo U BpeMeHHOro CpoKoB XpaHeHUda
B COOTBETCTBUU C JJ,GI;ICTByIOIJJ,I/IMVI HOPpMaTMBHO-MEeTOONYECKUMUN OOKYMEHTaAMUN

I'Ipanu'la nepegadun gen B apxmB opraHn3aunn

TpeboBaHus oxpaHbl Tpyga

Opyrue -
XapakTepucTuKm

3.3. O606LeHHas TpygoBas pyHKUNS

OpraHu3aunoHHoe, OKYMEHTaLNOHHOE U
YpoBeHb
HaumeHoBaHvne | MHboOpMaUNOHHOE obecneyeHne OesATENbLHOCTH Koga C
KBanudmkaummn
PYKOBOAUTENS OpraHusauum
MpoucxoxaeHue Opwurunan X | 3aumcTBOBaHoO 13
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[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

0000LLEeHHOM TpyaoBOM
OYHKLMN

opurnHana

Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHanbLHoro
cTaHgapTa

Bo3mMoXxHble HaMMeHoBaHUS
OOoImKHOCTEeN, npodeccuin

CekpeTapb pykoBogutens

TpeboBaHus kK 0Opa3oBaHUIO
n oby4eHuto

Bricliee o6pasoBaHue - 6Gakanaspuat unm

CpepnHee npodeccrnoHanbHoe o6pasoBaHme - Nporpammbl NOArOTOBKM
cnewumanvcToB CpefHero 3BeHa

[ononHntensHoe npodeccnoHanbHoe obpasoBaHmne

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

He meHee OBYX NeT BbINOMHEHNS paboT No opraHn3auMoHHOMY U
[OKYMEHTaLMOHHOMY 0GecrneyeHnto AesiTeNbHOCTM pyKoBoaAUTENS
opraHusaumu npu cpegHemM npodeccroHarnbHOM o6pa3oBaHun

Ocobble ycnosus gonycka K
paboTte

Ipyrve xapaKTepucTuku

[ononHutenbHble XapaKTepucTtukmn

HanmeHoBaHWe gokymeHTa Kop HanmeHoBaHve 6a3oBown rpynnbl, JOMMKHOCTM (npodeccnm)
unu cneumnanbHOCTH
OK3 2432 Bubnuotekapwn, bubnuorpadbl, JOKyMeHTOBEAb! U
creumanmcTbl PoACTBEHHBIX Npodeccui
EKC - CekpeTapb pykoBoautens
oKnaTP 26341 CekpeTapb pykoBogutens
OKCO 032001 [okyMeHTOBeeHME N OOKYMEHTAUMOHHOE obecneyeHmne
ynpasneHus
032002 [lokymeHTaumnoHHoe obecneyeHne yrnpaBneHns u
apxuBoBegeHune
3.3.1. Tpynosasa pyHKLMA
OkaszaHune NoMOoLLM PYKOBOAUTESIO B YpoBeHb
HaumeHoBaHve |nnaHvpoBaHuy paboyero BpemeHu Kog | C/01.6 |(nogypoBeHb)
KBanudunkaumm
MpoucxoxaeHne OpurnHan X | BaumcTtBOBaHO U3
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OpraHn3alMOHHOMY ...
TPyOoBon oyHKLNN opvrmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npoceCccuoHansHoro
cTangapTa

TpyooBble AenCTBUSA Bbibop dopmbl nnaHupoBaHua 1 odopMreHve NnaHMpOoBLLMKA (OpraHansepa)
pykoBoauTens

BHeceHune nHdopmMaLmm B NNaHUPOBLLMK (OpraHanaep)

CornacoBaHue ¢ pykoBoaunTenemM BpeMeHHbIX NiiaHoB

CornacoBaHne TenegoOHHbIX MNeperoBopoB, BCTPeY U MEponpusATUin  C
napTHepamu, KNMeHTamu, pyKOBOAMTENSMU NOApa3aeneHunid U coTpyaHUKamim

WHdopMmpoBaHue pykoBoAUTENS O perfiaMeHTe HaMmevyeHHbIX MEPONPUATUI

MpepynpexaeHue o NPUBAKEHNN BPEMEHN HAMEYEHHbIX MEPOMNPUSATUN

dopmupoBaHme pesepBa BpeMeHW Anst HenpeaBUAEeHHbIX CUTYyauuia

Heobxogumble YMEeHUuA YcTtaHaBnuBaTtb Lenu, onpenenAaTb nepapxuro uenen

OnpegenaTe NPUOPUTETHOCTb N OYEPEAHOCTb BbINOMHEHNS PaboT u 3P dPEKTUBHO
pacnpenenate paboyee Bpems

OkasbiBaTb NOMOLLb pykoBOAUTENIO B pacnpeneneHnm ero pa6oqero BpeMeH!N

Bbibupatb onTumanbHble cnocobbl MHAOPMMPOBAHMSA MNapTHEPOB, KITMEHTOB,
nocetutenen, pykosoaguTernen nogpasgerneHnn n CoTpyaHWKOB O MraHMpyeMblX
MeponpUSATUSX

Ob6ecneunBaTb MHPOPMALMOHHYIO GE30MACHOCTb AeATENBHOCTU OpraHM3aLum

Heobxoaumsblie 3HaHMsA | Cnieunduka OCHOBHOM AeATeNbHOCTU opraHu3aLmm

OcHOBbI aAMVHUCTPATMBHOIO Npasa 1 TPYAOBOro 3akoHogaTenbctBa Poccuickon
degepaumm

PykoBogsiLLuiA cocTaB opraHusauum 1 ee nogpasaeneHni

PyHKUMN CaMOMEHeIKMEHTA

[NocTaHoBKa Lenen

I'Ipanma npoeseaeHna OenoBbiX neperoBopos

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapaKkTepucTukm

3.3.2. Tpynosas pyHKLMA
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OpraHn3alMOHHOMY ...
lMnaHupoBaHWe paboyero OHSA cekpeTapst YpoBeHb
HavmeHoBaHue Kog C/02.6 |(nogypoBeHb)
KBanudukaumm
MpoucxoxgeHve 3aMMcTBOBaHO 13
P L OpwurunHan X
TPYOOBOW OYHKLUN opurMHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodeCccuoHansHoro
cTaHgapTa
TpynoBble AenNcTBUS Bbibop 1 odopmrieHne NnaHMpOBLLKUKA cekpeTaps

BegeHue gHeBHMKa (Ha 3NEKTPOHHOM U/Mnu ByMaxHOM HocuTerne)

CornacoBaHue NnaHoB € NaHamu 1 CpoKamun pa6OTbI pykoBoauTensa

PacnpegeneHve paboyero BpemeHu (Ha AeHb, Hedento, NePCneKkTmBY)

I'IepeHeceHme HEBbINOJIHEHHbIX 3anj1laHNPOBaHHbIX 3ada4

BbINoONHEeHMe TUNUYHBIX eXXeaQHEeBHbIX Aen

HeobGxoaumble ymeHusi | BbiGupaTtb 1 0hopMnaTb NaHUpOBLLMK

BHocuTb 1 oTcnexuBaTb WMHOPMALMIO HA SMEKTPOHHOM W/vMnu GymMaxKHOM
HocuTene

PacctaBnatb npuopuTeThbl, BblAeNATb BaXXHOE N CPOYHOE

BbiGMpaTb onTUMarnbHbIi pUTM paboThbl

AHaJ'II/I3I/IDOBaTb NPUYNHBbI HEBbLINOJTHEHUA 3a4aud

anMeHﬂTb VIH(*)OpMaLI,MOHHO-KOMMyHMKaLI,VIOHHbIe TEXHOsormn

Heobxogumble 3HaHmsa | OcobeHHOCTN O OpPMMEHNs NMNaHMpPOBLUMKA (Ha 9SMNEKTPOHHOM K BymaxHOM
HOCUTENSAX)

OcHosBbl ynpasneHna BpeMeHeM

[pyrne xapakrepucTumkm

3.3.3. Tpynosasa pyHKLMA

OpraHnszauuns TenedoHHbIX NeperoBopoB YpoBeHb
HaunmeHoBaHve | pykoBoguTens Koga C/03.6 |(nopypoBeHb)
KBanudukaumm
MpoucxoxaeHne OpurnHan X | BaumcTtBOBaHO U3
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OpraHn3alMOHHOMY ...
TPyOoBon oyHKLNN opvrmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npoceCccuoHansHoro
cTangapTa

TpyooBble AenCTBUSA BepneHne 6a3bl TenedoHHbIX KOHTAKTOB pyKOBOAUTENS

CoeanHeHnune pykoBoaAnUTENA C KOHKPETHbIMW aboHeHTamu

MoaroToBka maTepuanos Anst TenedgoHHbIX NEPEroBOPOB PyKOBOAUTENS

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

MepeHanpaBneHne  OTAeNbHbIX  TeNedOHHbIX  3BOHKOB  3aMeECTUTEMNSM
pykoBOOUTENS, APYTMM COTPYAHUKAM

MonyyeHne Heobxogumon uwHdOpPMaLMM UK nepejaya CaHKLMOHMPOBaHHOM
MHdopMaLun no TenedoHy

YcTaHoBneHe KOHTakTa ¢ cobeceiHUKOM, MopaepxaHve u pasBuTue LenoBoW
Becenpl B npouecce TenedoHHbIX MePeroBopos

OkaszaHue MOMOLLM PYKOBOAMTENNIO NpY OpraHn3aumn U NpoBeaeHUN TenedqoHHbIX
NneperoBopoB 1 BUAEOKOHMEpPEHLNIA

Heobxogumble ymeHusi |Bectn n uncnonb3oBate B pabote 6a3dy [AaHHbIX TenedOHHbIX KOHTaKTOB
pykoBoauTens

Mcnone3oBatb cpeacTBa KOMMYHWKaLMOHHOW OPrTEXHUKUM ONA MNonydeHus U
nepegayv uHopmauunm

BecTv  y4yeTHble  perncTpauMoHHble  QOpMbl,  WUCMOMb30BaTb WX  AONA
MHpOPMaUMOHHON paGoTbl M paboTbl MO KOHTPOMIO WCMOMHEHUS pPeLLeHMit
pykoBoauTens

CrnaxmeaTb KOH(*)J'II/IKTHbIe M CIOXHble CUTyaunn Mexrnmn4yHoCTHOro obLweHus

Mcnonb3oBaTtb TexXHWU4YecKne u nporpaMmmMmHble cpeactBa And npoBegeHud
rosiocoBOM NNK BMﬂ,eO-KOH(bepeHU,-CBHEWI

Ob6ecneunBaTtb NMHHOPMALMOHHY 6GE30NAaCHOCTb AEATENBbHOCTN OpraHn3aunm

CobntogaTb crnyXebHbl 3TUKET

Heobxogumble 3HaHns | TenedOHHbIe KOHTaKTbl PyKOBOAMUTENS

<DyHKLl,I/II/I, 3ajayn, CTpyKTypa opraHumsauum, ee CBA3U MNOo BepTukannm wu
ropunsoHTanu

MpaBuna B3aumMoOAeNCTBUSI C NMapTHepamMu, KNMeHTamu, cpeacTBaMuM MacCOBOM
MHdopMaLnm

I'Ipanu'la nogaepXaHua n pa3BuTnua MeXnmM4HOCTHbIX OTHOLLEHUN
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OpraHn3alMOHHOMY ...
lMpaBuna NnpoBeAeHUsA AeNOBbIX NEPErOBOPOB
MpaBuna 3amTbl KOHUAEHUNANLHOM UHOPMaLLIUK
TpeboBaHusa oxpaHbl Tpyaa

Apyrve -

XapakTepucTuK1

3.3.4. TpynoBas dyHKUMA

OpraHusaunsi KoMaHOMPOBOK PYKOBOAUTENS YpoBeHb
HaumeHoBaHue Kog | C/04.6 |(nogypoBeHb)
KBanuurkaumm

MpouncxoxaeHne 3aumcTBOBaHO U3
9 OpwurunHan X
TPYZOBOW PyHKLMK opvrnHana

Kon PerncrpaunoHHbIn
opurMHana Homep
npodeccroHanbHoro
cTaHdapTa

TpynoBble gencTens MoaroTtoBka nNpoekTa crnyxebHoro 3agaHus pykoBoamTens

MogroToBka npoeKTa npukKkasa o CJ'Iy)Ke6HOl7I KOMaHOWMpOBKe

BbinMcka KOMaHAMPOBOYHOIO  YAOCTOBEPEHUS W ero  peructpauus  npwu
HeobxoaMMocCTun

MogroToBka LOOKYMEHTOB Ha nolty4YyeHune Bu3bl, 3arpaHn4HOro nacnopTa

3aka3  KenesHoOOpPOXHbIX U aBnabuneTtos, rOCTUHMUL,  TPaHCMOPTHOro
obecneyeHns pykoBoauTens

OdbopmneHne nporpaMMbl Moes3gku, YTOYHeHMe ocobeHHocTel npoTokona
NraHMpyeMblX MEpPONPUSATUI

MogroToBka OOKYMEHTOB K noes3ake pykoBoautena

YTO4YHEHMe gatbl, AOSMKHOCTEN, haMUnNuii B nporpaMmme KOMaHANPOBKN

MpopaGoTka MapLupyTa pyKoBOAWTENS, YBA3Ka ero ¢ pacnucaHnuem TpaHcrnopTa

O6paboTka maTepnanoB KOMaHAUPOBKKU, 0DOPMIIEHNE OTYETA O KOMaHOMPOBKE

Heobxogumble ymeHusi | OopmnsiTb aBaHCOBbIE OTYETHI PYKOBOAUTENS

OpFaHI/I3OBbIBaTb BCTpe4n pykosoautensa c ﬂpMHMMa}OU.leVI CTOp0HOI7I

OdhopmMnsTe KOMaHAMPOBOYHbIE LOKYMEHTbI

O6pa6aTbIBaTb OOKYMEHTbI n mMmaTtepuanbl no pe3ynbTatam noes3gkun
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[ata coxpaHeHus: 28.07.2015

pykoBoauTens

Ob6ecneunBatb paboTy ocumca BO BpeMs OTCYTCTBUSI pyKOBOAUTENS

MpyMeHsTL cnocobbl AeNoBoro obLeHNs

Wcnonb3oBaTth cpeacTtBa KOMMyHMKauumn ans obecnevyeHns B3auMO4eNCTBIUS C
pyKoBOAUTENEM BO BpeEMS €ro AernoBOon Noes3aku

Heobxogumble 3HaHUs nopﬂ,D,OK noaroToBkn n nposBegeHnAa KoMmaHOnpoBOK

Mopsnok odopMeHns JOKYMEHTOB Arsi KOMaHAMPOBKM Y OTYETHbBIX JOKYMEHTOB
Nno KOMaHAMPOBKE pyKoBOAUTENS

[enoson npoTokon

3OTuka genosoro obLeHns

Hpyrne -
XapakTepuCTUKM

3.3.5. TpynoBas doyHKUnSA

OpraHu3auns paboTbl C TOCETUTENAMU B YpoBeHb
HavmeHoBaHWe | npnemHoOn pykoBoauTens Kog C/05.6 |(nogypoBeHb)
KBanudukaumnm

MpouncxoxaeHve 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurnHana

Kopg PernctpaumnoHHbIn
opuruHana Homep
npogeccnoHansHoro
cTaHgapTa

TpWJ,OBbIe nencTems OpFaHVI3aLJ,I/IFI JINYHOro npnema noceTutenemn pykoBoauTenem

YcTaHoBneHue nopsgka npuemMa ass pasnnyHbiX KaTeropum nocetutenemn

BeaeHune XypHana ﬂpeﬂBapMTeﬂbHOVl 3anncun Ha npmnem

Peructpauunsa nocetutenen

CopeicTere onepaTMBHOMY PacCMOTPEHMIO NPOCLO M NPeanoXeHui noceTuTenei
N COTPYOHMKOB OpraHusauum

OpraHusauus npuema AenoBbIX NapTHEPOB B oduce

OpFaHl/I3aLI,I/IF| O6CJ'Iy>KMBaHMﬂ pykoBoaAUTENA U €ro AenoBblX NapTHEPOB B ocbmce

CepBupoBka 4YanHoro (kodenHoro) ctona B ocumce

MpuHATME Mep MO COXPaHEHWID KOMMEpYeckonW TalHbl B Xode npuema
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noceTuTenen N X HaxXoXaeHus B I'IpVIE‘MHOVI N KabnHeTe pykoBoauTend

Heobxogumble ymeHus | OpraHn3oBbiBaTh 1 06ecneynBaTth NMUYHbIE KOHTAKTbl PYKOBOAUTENS

YnpaBnsaTtb KOHpAnKTamm

YuntbiBaTbh MNCUXONOMMYECKNE OCOOEHHOCTU FNMYHOCTU npn pasnn4yHbliX BUAax
npodeccrnoHanbHOro obLeHus

Mcnonb3oBaTtb YCTaHOBJ1€HHbIE MNpaBuiia 1 npoueaypbl KOMMYHUKaUUM BHYTPU
opraHunsauunmn

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

Co3pgaBatb NONOXUTENbHbIA UMUK OpraHn3aLmm

MpyHMMaTL Mepbl Mo pa3peLleHnto KOHQIUKTHBIX CUTYaLWi

MpUMeHATb MHPOPMAaLMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMM

Ob6ecneunBatb KOH(MAEHUMANBHOCTE B MPUEMHOW U KabWHeTe pyKOBOAMUTENS,
COXpaHATb KOHDUAEeHUMaNbHY0 MHGOPMaLUIo B TallHe

Heobxogumble 3HaHua | [paBuna opraHvMsauuy npuema nocetmtenemn

MpaBuna genoBoro o6LueHNns

lNpaBuna peyeBoro aTukeTa

MpaBuna yCTaHOBMEHWsI KOHTaKTa, NogAepXaHus U pasBUTUS MEXITUYHOCTHBIX
OTHOLLIEHUN

CTpykTypa opraHusauum u pacnpegeneHve QyHKUMA MeXay CTPYKTYpPHbIMU
nogpasgeneHusiMm 1 cneumanucTamm

MpaBuna opraHMsaummn NpMemMoB B odnce

OTUKET M OCHOBbI MeXAyHapo4HOro npoTokona

MpaBuna cepBUpoOBKKN YanHOro (KodernHoro) cTtona

I'Ipanma NPUroToBlieHUA 1 nogadn ropAvYnx HanMTKoOB N 3aKyCOK K HUM

MpaBuna 3awmTbl KOHUAEHLMANBHOW cnyXebHoN nHdopmaLmm

Opyrve -
XapaKTepUCTukn

3.3.6. Tpynosasa pyHKLMA

OpraHu3auns NoAroToBKW, MPOBEOEHNS U YpoBeHb
HaumeHoBaHve | ob6CnyxmBaHMsA KOHEPEHTHBIX MEPONPUATUN Kog C/06.6 |(nogypoBeHb)
KBanudunkaumm
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OpraHn3alMOHHOMY ...
MpouncxoxaeHune 3anmcTBOBaHO U3
P L OpwurunHan X
TPYOOBOWM PyHKLUK opurnHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodeccuoHanbLHoro
cTangapTa

TpyooBble AenCTBUSA

MogroToBKa NOBECTKM OHSA mMeponpunaTmna

OdcbopmneHne cnmcka y4acTHUKOB MEPONPUATUS

NHdopmmpoBaHMe y4acTHMKOB O HaMe4valwLlemcs MeponpusiTuv U yCroBUsIX
yyacTtusi

BbiGop MecTa 1 BpeMeHU NpoBeAeHNst MeponpusTus

lMoaroToBka NpegBapuTENbHON CMETbI PacXOL0B

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

C6op TEKCTOB 4OKNAA0OB 1 MPOEKTOB UTOrOBLIX JOKYMEHTOB Y AOKNaA4YMKOB

Paccbinka  MH(OPMALUMOHHLIX ~ MaTepuarnioB  y4acTHMKaM  KOH(DEpPEHTHOro
MeponpusATUs

CocTaBneHune sIBOYHbIX IUCTOB U CrMCKa perncrtpaumn y4aCTHMKOB MeponpunaTua

3aKynKa KaHUEeNnApPCKMX ToBapoB U NPOAYKTOB AnA obecneyeHus Kocbe-nays

PeweHne BOMpPOCOB TEXHNYECKOro OCHalLleHna MeponpuaTna

MomoLb B NOAroTOBKE AoKNnaga pykoBoauTend, npe3eHTauMoHHbIX MaTtepunarnoB

OpraHmsaumq noaroToBku npesnanyma mn pa6oq|/|x MeCT y4aCTHUKOB

Opl’aHI/I3aLI,VIF| BCTpe4un un perncrtpaumna y4aCtHUKOB MeponpuaTua

BepneHne npoTokona meponpuatus

Opl’aHI/I3aLI,VIF| CepBUCHOIo OGCJ'Iy)KI/IBaHI/IFI BO BpeMA Kocbe-nays

Opl’aHI/I3aLI,VIF| KyInbTYPHO-MaCCOBbIX MepOHpMﬂTMVI, TPaHCNOPTHOIo n
roOCTUHU4YHOro obecnevyeHus

Heobxogumblie ymeHus

OpraHu3oBbIiBaTb  MPOLECC  MOAFOTOBKM K MPOBEOEHMIO  KOH(PEPEHTHOro
MepOoNpUATUSE HAMBUAYANBHO M B cocTaBe paboyen rpynmbl

JlokyMeHTUpoBaTb pasHble 3Tanbl npoleaypbl MOArOTOBKM U NpoBedeHus
KOH(EPEHTHOro MeponpuUATUS

MepepaBatb  MHdOpMauuMo,  AOKYMEHTbBI M Matepuanbl  y4yaCTHUKaM
KOH(EePEHTHOro MeponpuUATUA
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[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

MogrotaBnueaTb M 060pynoBaTh CTON Npe3nanyma u paboynme mecta y4acTHUKOB
coBellaHus (3aceganns)

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

CobntogaTtb npasuna gerioBoro 3TkeTa n NnpoToKona

MopaepxunBaTb UMUK OpraHn3aLmMm

CosgaBaTb MNOX ceKkpeTapH4, COOTBGTCTByI-OLLI,VIVI MMNOXy opraHn3auumn

Pabotatb ¢ wuHdOpMaumen, aHanuMamMpoBaTtb W NpeacTaBnATb €€ B
cucTeMaTU3MpoBaHHOM Buae

ObecneunBaTtb 6€30MacHOCTL AEATENBHOCTU opraHmnsauunmn

MpYMeHsATE MHOPMALIMOHHO-KOMMYHWKALMOHHbIE TEXHOMOMM

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

Heobxogumble 3HaHusa | Komnnekc OpraHn3aunoOHHO-TEXHNYECKUNX MepOI'IpI/IFITVIIZ no noaroToBke WU
npoBeaeHunto coBeLLaHun n neperosopos, B TOM 4uUCIie MexayHapoaHbIX

MNpaBuna BefeHWs, NOATOTOBKU U OCHOPMIIEHWsI MPOTOKOMA U APYrnX AOKYMEHTOB,
CO3[aBaeMbIX B NpoLecce NoAroTOBKU KOHDEPEHTHOMO MEPONPUSTUS

CocTaBrneHune cMeThl pacxoaos

OcCHOBbI HanNUcaHUs peven 1 4OKNan0B PYKOBOAUTENS

lMpaBuna ycTaHOBNEHWS KOHTakTa, NoggepXaHus v pasBUTUS MEXITMYHOCTHBIX
OTHOLLEHUN

MpaBuna 0enoBoro o6LLeHUs], AeNoBoro aTUKeTa

OTUKET U OCHOBBI MeXOyHapo4HOro npoToKoa

I'Ipanma npoeegeHna OenoBbiX neperoBopos

MpaBuna 3awuTbl KOHUAEHUMANBHOW cnyxebHon nHdopmaumm

TpeboBaHusa oxpaHbl Tpyga

Opyrue -
XapakTepucTukm

3.3.7. Tpynoas pyHKLMA

OpraHnsauunsa UCNofnHEHNSA peLLIeHnn, YpoBeHb
HaumeHoBaHWe | oOCyLLEeCTBIIEHNE KOHTPONSA UCMNONTHEHUS Koga C/07.6 |(nopypoBeHb)

NnopyyeHun pykoBoaMUTENS KBanudmukaumm
MpoucxoxaeHue Opwurunan X | 3aumcTBOBaHoO 13
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OpraHn3alMOHHOMY ...
TPyOoBon oyHKLNN opvrmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npoceCccuoHansHoro
cTangapTa

Tpyoosble gencteusa | [JokyMeHTanbHoe 0opMMeHme peLLeHn pyKOBOAUTENS

[oBeneHne oo ceegeHns paGOTHVIKOB opraHmnsauunmn paCI'IOpFl)KeHVIﬁ pykoBoauTtend

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

BeaeHune CPOKOBOro TeKkyuwiero n npegynpeanteribHoro KOHTpona

[MpoBepka MCNONHEHUSA NOPYYEHWUI PYKOBOAUTENS B YCTAHOBMEHHbLINA CPOK

MpepynpexaeHne COTPYAHWKOB 0O WCTEYEHUM CpPOKa WCMOMNHEHUS MOpPYYEHUN
pykoBoauTens

Pukcaumsa NCNOMHEHNS NOpyYeHUI

CocTaBreHMe OTYETOB U aHanMUTUYECKUX CMPaBOK O BbIMOSIHEHUU MOPYYEHU ©
peLUEHU PyKOBOAMUTENS

Heobxogumble ymeHus | Bectn cpokoByto KapToTeky

Bectn y4eTHble perncrtpauynoHHbIe CbOprI, ncnosmnb3oBaTtb UX Ona pa6OTbI no
KOHTPOJTHO UCNOJTHEHUA nopyquMﬁ pykoBoauTend

PaGoTtaTb ¢ MHdopMaLmeli No KOHTPOIO, CUCTEMATMU3NPOBaTb ee U NPeACcTaBNsATL
B BMUAE CBOAHbIX JOKYMEHTOB

Mcnonb3oBaTtb cpencrtea KOMMyHUKaumn ona nepegadmn nopyquMVl pykoBoauTend

Mcnonb3oBaTb COBpeMeHHble cpeactBa cbopa M 06paboTkM  KOHTPOMbHOW
WHopmMaumn

MpUMeHATb MHPOPMALMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMMM

OueHuBaTtb pe3ynbTaTbl B paMKaX NoCTaBJ/1I€HHbIX 3aau

OcyLLecTBNATL KOHTPOIb UCMNOSTHEHUS MOPYYEHUA PYKOBOAMTENS COTPYAHMKAMM

Heobxogumble 3HaHus | O6wme TpeGOBaHI/IFI K CpOKaM WUCMNOJIHEHUA [OOKYMEHTOB W KOHTPOJIbHbIM
(byHKLl,I/IﬂM Cﬂy)K6bI O0OKYMEeHTauMOHHOro obecneyeHus

MpuHUMNBbI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHWNKOB

OTrKa Aenosoro obLeHns

YnpaBneHyeckasi CTpyKTypa opraHusauuu, pykoBOACTBO OpraHusauuu, obpasubl
noanucen PYKOBOASLLMX COTPYOAHMKOB, KPYr MX MOMTHOMOYMA U OTPaHUYEHUs] UX
30H OTBETCTBEHHOCTU
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OpraHn3alMOHHOMY ...
MHCprKLI,I/IVI no genonpon3BoacTtBy U OpPYrMM JioKalibHbIM HOPMAaTtuUBHbLIM aKTaMm,
yCTaHaBJMBaroLWMM NopAaaoK peannsaunn ynpasneH4eCcknx npouenyp

Apyrve -

XapaKTepUCTuUkn

3.3.8. TpynoBble pyHKLMM

OpraHnzauus n nogaepxaHue YpoBeHb
HanmeHoBaHne | hyHKUMOHaANbLHOro paboyero NpocTpaHcTBa Koa C/08.6 |(nogypoBeHb)

npuemHon n kabuHeTa pykoBoguTens KBanudukaumm
MpouncxoxaeHne 3anmcTBOBaHO U3

P L OpwurunHan X
TPYAOBOM OYHKLUN opurnHana
Kon PerncrpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Tpynosble gencteua | ObecneveHne paboyero mecta pykoBoauTens HeobxogumbiMu cpeacTBamm
OpraHM3aunOHHOW TEXHWKW, KAaHLENSPCKUMW NPUHAANEXHOCTAMU

OpraHu3aunsi NpMEMHOIA ocuca B COOTBETCTBUM C TpeBOBaHUAMU SPrOHOMUKA U
KynbTypbl Tpy4a

OpraHusaumsa oopMneHUs MHTEpPbepPa NPUEMHOW PYKOBOAMTENS

O6opynoBaHue pabodero Mecta OpPrTEXHUKOW, MEPCOHarNIbHbIM KOMMbIOTEPOM,
BCMOMOraTesibHOM TEXHUKOMN

OpFaHVI3aLJ,I/IFI o6opyp,OBava ﬂpMeMHOVI cucreMammn XpaHeHwuAd, HeobxoauMbIMM
I'IpVICﬂOCO6J'IeHl/I‘iIMI/I, obecneyeHust KaHUenApCknmm TtoBapamMmu

Ob6ecneyeHne xpaHeHUs 1 3aMeHbl PacXOA4HbIX MaTepuanoB, NOBCEOHEBHbIN yXon
3a OpPrTexHUKom

3akas KaHUEenApCKMxX ToBapoB, rTMrMeHN4YeCckmnx Tosapos, NPpoOAYyKTOB NUTaHNA

Heobxogumble CospaBaTtb ycnosus, obecneunsatome apdPekTnBHy0 paboTy pykoBoaguTens
yMeHus

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

OcHawaTb paboyee MecTo pykoBoguTens u ceoe pabodee MecTo He0b6XO4MMbIM
obopynoBaHmem

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

OcyI.I.LeCTBJ'IﬂTb I'IOBcep,HeBHbIVI yXo4 3a KonupoBalibHbIM annapaTtom, 3aMeHy U
XpaHeHue KapTpuaxen, ToHepa

KOHTpOJ'II/IpOBaTb COCTOAHME W1 NONONHATb 3anacbl KaHUENAPCKUX TOBaApOB,
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cpeacTB r’mrmeHbl, NpoAoYKTOB NMUTaHUA

Heobxogumble 3HaHusa | TpeboBaHuA oxpaHbl TpyAa, NPOM3BOACTBEHHOW CaHUTapuu, MPOTUBOMOXapHON
3aLuThl

OCHOBbI NpaBUMBHOW  OpraHuM3auun Tpyda W MeTOoAbl MOBbIWEHUS  €ro
3hPEKTUBHOCTH

OcHoBbI 3proHoMUKM oduca n hNoPUCTUKM

CTaHgapTbl ¥ pekoMeHaaLmmn No o6opyaoBaHUo 0PUCHBIX NOMELLEHUI

CocTtaB opraHM3aunOHHOW TEXHUKMK, ee YCTPONCTBO M NOPSOoK paboThl C Hen

Opyrne -
XapakTepuCTUKM

3.3.9. TpynoBas yHKUNA

Pa3paboTka nokanbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HaumeHoBaHve | pernameHTupyowmnx paboTy cekpeTaps Kog C/09.6 |(nogypoBeHb)
KBanudukaumum
MpouncxoxaeHune 3anmcTBOBaHoO U3
P A OpurnHan X
TPYOOBOWM OyHKLMUK opurMHana
Kopg PernctpaunoHHbIn
opurMHana Homep
npogeccuoHansHoro
cTanapTa

Tpynosble aelicTeus | PaspaboTka OOMKHOCTHOWM MHCTPYKLUMKN cekpeTapst

PaspaboTka NofoXeHusi 0 cekpeTapuare

Pa3pa60TKa MHCTPYKUMK MO Aenonpon3soacTey

Heobxogumble ymenusi | CoctaBnaTb 1 0popMnaTb OpraHM3aLuoHHbIE 1 METOANYECKME JOKYMEHThI

Peﬂ,aKTI/IpOBaTb TEKCThbI Cﬂy)Ke6HbIX OOKYMEHTOB

PaGotaTb CcO BCeli  COBOKYMHOCTbI  MH(POPMALMOHHO-AOKYMEHTALNOHHbIX
pecypcoB opraHu3aumm

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

Mcnonb3oBaTb cnpaBoOY4Hble NpaBoOBble CUCTEMbI

PaboTaTtb Cc KOMNbIOTEPOM, KaTanoramu (nankamm) n gannamm, CKaHepom

Monb3oBaTbCcs OOMCHBIM NAaKeTOM (TEKCTOBLIV pegakTop, Tabnuubl)

Monb3oBaTtbcsa NepudepUnHLBIMN YCTPONCTBAMU N OPITEXHUKON
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lMonb3oBaTbCs ANIEKTPOHHOM NOYTON

Monb3oBaTbCA CcMCTEMAaMM 3NEKTPOHHOIO AOKYMeHToo6opoTa

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

HencTtBylolwme npaBoBble aKTbl, HOPMATUBHO-METOOUYECKME  [OKYMEHTHI,
rocygapCTBEHHblE CTaHOapThl, onpedensiowme nopsigok  AOKYMEHTaLMOHHOIOo
oGecneyeHus ynpaBneHus

CTpyKTypa, pyKOBOACTBO CTPYKTYPHbIX nogpasgeneHun, obpasubl nognucen nuu,
MMEILLUX NPaBO MOAMMUCAHUA U YTBEPXKAEHUSA JOKYMEHTOB, U OFpaHUYEHNsT X 30H
OTBETCTBEHHOCTU

I'Ipanma AOOKYMEHTaUMNOHHOIro obecneyeHnss oesaTenbHOCTU opraHunsauunmn

Mopsapok paboTbl ¢ AOKYMEHTaMu

Tpe6OBaHMﬂ, npenobdaBidemMble K JOKyMEeHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
aKTamMmun n rocygapCTtBeHHbIMU CTaHOapTamMun

lMpaBuna coctaBneHUss OpraHM3aunOHHbIX AOKYMEHTOB (MONOXEHWUIN, UHCTPYKLUNA,
pernaMmeHToB)

Buabl OOKYMEHTOB, X Ha3Ha4YeHune

OcHosBbl ,El,OKyMGHTHOI;I JIMHTBUCTUKN

TpeboBaHusi oxpaHbl Tpyaa

Opyrve -
XapaKTepucTukm

3.3.10. Tpynosas pyHkuus

CocrtaBneHue n odopmreHmne YpoBeHb
HavmeHoBaHWe | ynpaBrneH4Yeckon JOKyMeHTauum Koa C/10.6 |(noaypoBeHb)
KBanudunkaumm
MpoucxoxaeHune 3aMmMcTBOBaHO U3
P KA OpurnHan X
TPYAOBOMN OYHKLUN opuruHana
Koa PernctpaunoHHbIN
opuruHana HoMmep
npodeCccuoHansHoro
cTaHgapTa
TpynoBble gencTens CocTaBneHve MpoOEKTOB pacnopsaguTenbHbiX (MpUKasbl, PacropskeHus) W

MH(POPMALIMOHHO-CNPABOYHbBIX  OOKYMEHTOB (CNyXeOHble nucbma, CrpaBku,
OOKnagHble 1 cnyXebHble 3anucku)

Mevatb Cﬂy>Ke6HbIX LOOKYMEHTOB U pYrnx Mmatepuanos
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PasmHoOXeHne CJ'Iy)KGGHbIX AOOKYMEHTOB

KoHTponb  npoxoxaeHusi  OOKYMEHTOB B OpraHm3auum  (corracoBaHue,
noanucaHvue u yTeepxaeHue JOKyMeHTa)

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

Monk3oBaTbCa YHUDULMPOBAHHBIMI (POpMaMn AOKYMEHTOB

OcbopmnsATe  KaccoBble (UHAHCOBbIE [OOKYMEHTbl W OOKYMEHTbl Mo y4eTy
HaKnagHbIX Pacxo4oB

MeyaTtaTb cnyxebHble AOKYMEHTbI

MNonb3oBaTbca nepnepunHbIMK YCTPONCTBAMIN U OPIrTEXHUKOMN

PaboTtaTb C KOMMbLIOTEPOM, CKAHEPOM

Monb3oBaTbCs OMCHBLIM NAaKeTOM (TEKCTOBbLIV peaakTop, Tabnuubl)

Monb3oBaTbCHA 3NEKTPOHHON MOYTON

Monb3oBaTbcs cucTemMamm ANEKTPOHHOIo ,D,OKyMeHTOO60p0Ta

ObecneunBaTb 6€30MacHOCTb OEATENBHOCTU OpraHu3auumn

Heobxoaumble 3HaHus | [paBoBble OCHOBbI YMnpaBreHWs (OCHOBbl aAMWHUCTPATUBHOMO, TPYOOBOMO U
XO35IMCTBEHHOrO npasa)

CTpyKkTypa opraHu3auuv, pyKOBOACTBO CTPYKTYPHbIX noapasfenieHui, obpasubl
noanucen nuu, VMeKLMX MPaBO MOANUCaHWSA U YTBEPXOEHWUS OOKYMEHTOB, U
OrpaHUYeHUs X 30H OTBETCTBEHHOCTYU

I'Ipanma OOKYMEeHTauMoOHHOIro obecneyvyeHnsa oeaTenbHOCTH opraHusauunmn

Mopsiaok paboTbl C AOKYMEHTaMm

Tpe6OBaHI/IF|, npeabvaBndeMble K JOKYMEeHTaM B COOTBETCTBUN C HOPMaTUBHbIMU
akTamMmun n rocygapCTtBeHHbIMU CTaH4apTamMum

Buabl LOOKYMEHTOB, UX Ha3Ha4dYeHune

MpaBuna cornacoBaHns AOKYMEHTOB OpraHu3auun (BHyTPEHHENO N BHELLIHETO)

I'Ipanma noanncaHna n yteepxXageHna JOKYMEeHTOB

MpaBuna cocTtaBneHnss 1 odopMreHns  MHAOPMALMOHHO-CMPaBOYHbIX,
ynpaBrneH4YeCknX JOKYMEHTOB U CITYXeOHbIX Mucem

OcHosBbl ﬂOKyMeHTHOVI JIMHIBUCTUKHN

paMmaTunyeckne npasuna pycckoro Asblika

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
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XapaKTepPUCTUKN

3.3.11. TpynoBas yHKUNA

OpraHusauuns paboTbl C JOKyMEeHTamMu B YpoBeHb
HavmeHoBaHWe | npnemHon pykoBoguTens Kog C/11.6 | (nogypoBeHb)
KBanudmkaumum

MpouncxoxaeHne 3anmcTBOBaHO 13
o OpwurunHan X
TPYAOBOMN OYHKLUM opuruHana

Kopg, PernctpaumnoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Tpynosble gevicteus | MonyyeHne, npedBapuTeribHOE PacCMOTPEHME UM COPTMPOBKA MOCTYNalLWmX B
NpUEeMHYI0 PYKOBOANUTENS AOKYMEHTOB

MoaroToBKa OOKYMEHTOB A1 pACCMOTPEHUS PYKOBOAMTENEM

Yyet AOOKYMEHTOB, NOoCTynarmLwinx Ha UMda pyKkoBoaUTENA

OpFaHI/I3aLLI/IF| OOCTaBKN AOKYMEHTOB UCMOJTHUTENAM

BeneHne nHdbopmMaLMOHHO-CNpaBoYHOM paboTbl

KoHTponb MCNONHEHUs1 [OKYMEHTOB 1 MOPYYEHUI PYKOBOAMTENS

Heobxogumble ymeHus | PaboTaTtb C BXOASALLEN, UCXOQALWEN, BHYTPEHHEN AOKYMEHTaUMEN

Monb3oBaTbCcsi cUCTEMaMM 3MEKTPOHHOTO J0KYMeHToobopoTa Anst perncrpauuu,
KOHTPONsi JOKYMEHTOB U MHCPOPMALMOHHO-CNPaBOYHOM paboThl C JOKYMEHTaMu

anMeHFITb I/IHCbOpMaLI,VIOHHO-KOMMyHVIKaLI,MOHHbIe TEXHONnormn AOnsa pa60TbI C
OOKYyMeHTaMu

CocTaBnsTb M 0POPMIIATb HOPMATUBHbIE aKTbl

Heobxoaumble 3HaHWsl | HopmaTuBHble MpaBoBble  akTbl, HOPMAaTUBHO-METOAUYECKME  OOKYMEHTHI,
rocynapcTBeHHble CTaHOapTbl, OMNpefensiowmne nopsaok AOKYMEHTALMOHHOIo
obecneyeHns ynpasneHus

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NodpasaeneHui

CoBpeMeHHble MHpOPMaLMOHHbIE TEXHOMOMMKU PaboTbl C 4OKYMEHTaMM

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

MpaBuna paboTbl C BXOAALLMMM, UCXOOALLMMUN U BHYTPEHHUMWN JOKYMEHTaMuU

I'Ipanma OopraHumsaunn KOHTPONA WUCNOJTHEHUA [LOOKYMEHTOB U TUMOBbIE CPOKU
MCNoJIHEeHNA OOKYMEHTOB
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OpraHn3alMOHHOMY ...
lMpaBuna cocTaBnNeHUs aHanuMTUYEecKMX CrnpaBoK MO opraHusaumm paboTbl C
OOKYMEHTaMUN N KOHTPOJTHO UCMOSTHEHUS AOKYMEHTOB
MpaBuna cosgaHua u BefeHuss 6a3  AaHHbIX  CNYXeOHbIX [OOKYMEHTOB B
opraHmsauum
Cucrtembl 3reKTPOHHOIo OKyMeHToobopoTa
TpeboBaHusa oxpaHbl Tpyaa

Opyrne -

XapaKTepPUCTUKN

3.3.12. TpynoBas yHKUNA

OpraHu3auns XxpaHeHUs JOKYMEHTOB B YpoBeHb
HavmeHoBaHWe | npnemHoOW pykoBoauTens Kog C/12.6 |(nogypoBeHb)
KBanudukaumum

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpuruHan X
TPYAOBOMN DYHKLUM opurMHana

Kopg PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpWJ,OBbIe nencTems Pa3pa60TKa pasaenoB HOMeHKNaTypbl Aen opraHn3ayum

dopmupoBaHune 1 odbopmneHne aen NoCTOAHHOrO, A0NTOBPEMEHHOrO CPOKOB

MogroToBka n nepegada e B apxmB opraHn3aumm

Heobxogumble ymeHusi | PaspabatbiBaTb HOMEHKNATypy Aen opraHv3auum c  y4eToM [eWCTBYHOLLMX
HOpMaTMBHO-METOANYECKMX JOKYMEHTOB

Mcnonb3oBaTb HOMEHKNaTypy [Aen npu U3YyYeHUU CTPYKTYpbl OpraHusauum,
cocTaBneHun onucen gen

dopmupoBaTb M 0QOPMNATL [Jdena B COOTBETCTBUM C  YTBEPXKOEHHOI
HOMEHKMaTypoW Aen opraHusauum

ObecneunBaTb COXPaAHHOCTb AOKYMEHTOB OpraHu3auumn

np0M3BO,D,VITb noAroToBKy Aen Anda nepenadn B apxmse

MpyMeHsATb  MHAOPMALIMOHHO-KOMMYHUKAUMOHHbIE TexHonorum ans paboTbl C
[OKYMEHTaMm

Heobxogumble 3HaHUS HOpMaTI/IBHbIe npaBoOBblE aKThl, HOpMaTMBHO-MeTOoON4YeCkKne  OOKYMEHTDI,
rocygapCrtBeHHble CTaHOapThl, onpegendwlwme nopAaaokKk OOKYMEeHTauMOHHOro
obecneyeHust ynpasneHna
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OpraHn3alMOHHOMY ...
Bugbl HomeHknaTtyp, oOwme TpeboBaHMs K HOMEHKNaTtype, MeToguka ee
cocTaBneHust 1 ocpopmMneHunst
Mopsagok dopmupoBaHms u  odopMneHMs Oen C  ykaszaHueM cneundukm
dopMmnpoBaHNA OTOENbHbIX KAaTeropuin aen
MpaBuna xpaHeHWs1 gen, B TOM YnUCre C AOKYMEHTaMM OrpaHUYeHHOro gocTyna
MpaBuna Bblgauyn 1 NCNOMNb30BaHUSA JOKYMEHTOB 13 CCOOPMUPOBAHHBIX Aen
TpeboBaHus oxpaHbl Tpyaa
lMpaBuna NoaroToBKM 1 Nepegayn Aen B apxvme opraHvM3aLmu

Opyrne -

XapakTepuCTUKM

3.3.13. TpynoBble hyHKLUK

YpoBeHb
HaumeHoBaHne | ObecneyeHne pykoBoautens nHgopmaumen Kog C/13.6 |(nogypoBeHb)

KBanudukaumum
MpouncxoxaeHune 3anmcTBOBaHoO U3

P A OpurnHan X
TPYOOBOWM OyHKLMUK opurMHana
Kopg PernctpaunoHHbIn
opurMHana Homep
npogeccuoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA C6op 1 nepepaboTka MHpopMaLun, HEOOXOAMMON ANS NPUHATUSS 0OOCHOBaHHBIX

ynpaBJieH4eCKUX peLueHvu7|

MpoBepka [OOCTOBEPHOCTM, MOMHOTbI M HEMNPOTUBOPEYMBOCTM  [aHHBbIX,
UCKIloYeHVe AyGnnpoBaHnsa MHdopmauum

MpenocTaBneHne AaHHbIX B €4MHOM U yAOBHOM Ans BOCNpUSATUSt hopmare

BbisiBneHne Hanbonee 3HauYMMbIX KpUTepuUeB cucteMaTusaumm HdopMauum ans
co3gaHunsa 6a3 gaHHbIX

CDOpMVIpOBaHVIe N ucnosnb3oBaHue 6as OaHHbIX B OpraHun3auumn

Heobxoaumble ymeHusi | OcywecTBnsaTb c6op, obpaboTky M aHanu3 MHdopmauMum B COOTBETCTBUM C
TpeboBaHNAMM  KPATKOCTW, 4YETKOCTU  (HOPMYIIMPOBOK, CBOEBPEMEHHOCTM
MOCTYMNSEHNs,, TOYHOCTM W [OOCTOBEPHOCTM, ONTUMAaNbHOCTM CcUCTeMaTusauum,
HenpepbIBHOCTM cbopa 1 06paboTkn nHdopmaLmm

OcyLuecTBNATL perncTpaumio, HakonmneHne u nepepadvy, cucteMaTusnpoBaHHoe
XpaHeHuve u Bbigayy uHdopmauum B Tpebyemon dopme

CoctaBnsitb u O(bOpMJ'IﬂTb CBOAHble, OTYETHbIE, CTaTUCTUYECKNE OOKYMEHTDI
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OcyuwiecTBnsATb  06paboOTKy WM CTPYKTypupoBaHue uHGopmauumu, obpasys
NHOPMaLIMOHHbIE pecypChl

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

BBoauTb B NamsATb KOMMNbOTEPA SJIEKTPOHHbIE 06pa3b| OOKYyMEHTOB

MpousBoanTe nNoOuUCK MHGOPMaLMK B CyllecTByolWwmMx 6aszax AaHHbIX, BECTU
WH(POPMALIMOHHO-CNPaBOYHYIO paboTy Ha OCHOBE pasnuyHbIX KOMOGUHaLM
NMOWCKOBbIX NPU3HAKOB

an/IMeHFlTb VIHd)OpMaLI,I/IOHHO-KOMMyHVIKaLI,I/IOHHbIe TEXHOIOormn

HeobGxoaumble 3HaHMs | OCOBeHHOCTU  (DOPMUPOBAHUA BHELIHWX W BHYTPEHHMX WHOPMAaLMOHHBLIX
MOTOKOB

CocTaB BHELUHVX MHOPMAaLMOHHBIX MOTOKOB

CocTtaB BHYTPEHHMX MH(POPMALIMOHHBIX NOTOKOB

CTpyKTypa opraHusaumm 1 nopsigok B3anmMoaencTsua nogpasgeneHn u crnyxo

OcobeHHocTV hopMUpoBaHns 6a3 AaHHbIX B opraHu3aumm

CoBpeMeHHble Hay4Hble MeTOAbl U TEXHWYECKMe CpencTBa, CrnocobCcTByoLMe
cbopy, obpaboTke, coxpaHeHuto 1 nepegaye NHPOPMaLMOHHbIX MOTOKOB

MeToap! O6pa6OTKVI VIH(bOpMaLI,VIVI C NpUMeHeHnemMm COBPEMEHHbIX TEXHUYECKUX
cpencTe KOMMYHMKaLlMVI N CBSA3U, BbIYUCTIUTENBHOM TEXHUKN

TpeboBaHusa oxpaHbl Tpyga

Opyrue -
XapakTepucTuKn

3.3.14. TpynoBas pyHKLMSA

OpraHnzauust tHbopPMaLIMOHHOTO
B3F;MMOﬂeL$ICTBMH¢ F?(0:3Ic;"ﬂ,merm c YpOBEHb
HaumeHoBaHve Py Kog | C/14.6 |(nogypoBeHb)
noapasaeneHnsMn n AoMKHOCTHBIMI NLamMu
KBanudukaumum
opraHusauum
MpoucxoxaeHue 3amMmcTBOBaHO 13
o OpurnHan X
TPYAOBOM OYHKLUM opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccuoHansHoro
cTaHpapTa

Tpynosble aelicTeua | UHdopmmnpoBaHue paboTHUKOB OpraHn3aLum o peLleHnsIX pyKkoBoamTens

OpraHusaums obmeHa MHpopMauven Mexay nogpasgeneHmsamMmm n JomKHOCTHBIMU
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nnuamum opraHun3auumn

OnoBeLyeHne paboTHMKOB O NPeaCTOSALLNX MEPONPUSATUAX

Opl’aHVI3aLI,VIFI BCTpEY TPpyaoOBOro KoJnekrtnea ¢C pykoBoACTBOM

UHdpopmupoBaHme pykoBoauTens o6 obpalueHusix COTpyaHWKOB no paboumm u
NNYHBIM BOMpocam

Heobxogumble YMEeHUA WMcnonb3oBaTtb COBpPEMEHHbIE TEXHOJI0MMN c6opa nnepegayun VIHCbOpMaU,VIVI

OcywectBnate cbop w nepepaboTky wuHopmMaumu, Heobxogumon Ang
AeaTenbHOCTH

OCYLLI,eCTBﬂFITb cucreMaTtmn3aumnto nosftydaemolX U nepegaBaemMbiX AaHHbIX

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

MpenoctaBnaTe AaHHbIE B €AMHOM M yaobHOM ons Bocnpusitusa popmarte

MHOFOKpaTHO ncnosnb3oBaTb MOJTy4YEHHYHO Vchbopmau,wo, NOCTOSAHHO OOHOBMSATbL
OaHHble

ObecneunBaTb ONepaTMBHOCTb NMHOPMALIMOHHBIX MOTOKOB

PaboTaTb C KOMMNbIOTEPOM, UCNOSb30BaTh OUCHBIN NAKET (TEKCTOBbLIA pPeaakTop,
Tabnuubl)

Heobxooumble 3HaHus | HopMaTuBHble NpaBoBble  akTbl, HOPMaTUBHO-METOOUYECKME  [OKYMEHTbI,
rocygapcTBeHHble CTaHaapThl B cepe AesTenbHOCTM opraHu3anmm

CTpykTypa  oOpraHuM3auuM,  pPYyKOBOACTBO  CTPYKTYPHbIX  noapasfefieHui,
HanpaBneHns [OeATenbHOCTM OpraHuM3auMM U KOMMETEeHUMW  CTPYKTYPHbIX
noapasaeneHnin 1 OOMKHOCTHBIX ML

Knaccudpukauusa  ynpasneHdyeckon  uHdopmauuu, BuAbl  yripaBrieH4YecKkomn
MHdopMaLnm

dopmbl NpegocTaBneHns ynpaeneH4eckon nHopmaumm

McTouHMKM ynpaBneH4yeckon nHdopmauum

MeToauka otbopa NCTOYHMKOB UHGOPMaLUK

TpeboBaHus, NpeabaBnsAeMble K ynpasreH4eckoi MHdopmMaLmm

TpeboBaHusa oxpaHbl Tpyga

Opyrue -
XapakTepucTukm

3.4. O606LeHHas TpygoBas pyHKUNS

HanmeHoBaHue | VIHhopMaUMOHHO-aHanuTu4eckasa u Koa D YpoBeHb B
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"06 yTBepxaeHnn npoheccuoHanbHoro ctaHaapTa "Crneumanmct no

[JokymeHT npepoctasneH KoHcynbTaHTI10C
[ata coxpaHeHus: 28.07.2015

OpraHn3alMOHHOMY ...
OpraHu3auMoHHO-agMUHUCTPaTUBHas KBandukaumm
noagepxka AesTenibHOCTU PyKOBOAMUTENS
opraHusaumm

MpouncxoxaeHne

0000LLEeHHOM TpyaoBOM OpwurunHan

OYHKLMN

X 3aMmMcTBOBaHO U3

opurMHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeCccuoHansHoro
cTangapTa

Bo3moxxHble HauMeHoBaHNSA
OOIKHOCTEN, Nnpodeccui

NomoLHMK pykoBoauTend

TpeboBaHus kK 0Opa3oBaHMIO U
oby4eHunto

Bbiclee oGpa3oBaHue - 6akanaepuat
HononHutensHoe npodeccroHansHoe obpa3oBaHne

TpeboBaHuA K onbITy
npakTuyeckon paboThbl

He meHee Tpex neT no npodunto AeaTeNbHOCTN OpraHu3aunm

Ocobble ycnoeusi gonycka kK
paboTte

[pyrne xapakrepucTumkm

JononHutenbHble XapaKTepUCTUKU

HaunmeHoBaHWe gokymeHTa Kop HaumeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
UIn crneymanbHOCTH
OK3 2432 BubnuoTekapwu, 6ubnuorpadbl, JOKYyMeHTOBEAb! U
cneumnanucTbl POACTBEHHbIX Npodeccuii
OKCO 032001 [lokymeHTOBEeAEHME U OKYMEHTAUNOHHOE obecneyeHne
yrnpaBneHus
032002 HdokymeHTaumoHHoe obecneyeHmne ynpaBneHus u
apxuBoBeAeHue
3.4.1. TpynoBble pyHKLMM
dopmupoBaHue MHHOPMaLMOHHOIO YpoBeHb
HanmeHoBaHue B3aMMOJENCTBUSA PYKOBOAUTENS C Kon D/01.6 |(nogoypoBeHb)
opraHmsaumamm KBanudmukaumm
MpoucxoxaeHue o 3amMmcTBOBaHO 13
o purnHan X
TPYAOBOM OYHKLUM opuruHana
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Kop, PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

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

O6paboTka 1 uHTepnpeTaums MHGopmMaLumn aAns NoaroToBKN NPOEKTOB peLLEeHN

MoaroToBka 3anpocoB MO MOPYYEHWNIO PYKOBOAMUTENS HA MOJyYeHNe AOKYMEHTOB U
MHpopMaLMN B OpraHax rocyaapCTBEeHHOW BNacTu U yrnpaBreHusi, 06 eCTBEHHbIX
opraHusaumsix 1 nosly4deHne COOTBETCTBYIOLLEN MHGOPMaLMK U JOKYMEHTOB

MHdopmumpoBaHne pykoBoaWUTENsl O pesynbTaTax pPacCMOTPEHWUs 3anpocoB WU
obpaLleHnin

OpraHusaumsi pelleHus BOMpPOCOB, He TPebylolMX HenocpeacTBEHHOMO y4acTusi
pykoBoauTens

MoarotoBka MaTepuarnoB QA y4acTusi pykoBoauTensi B paboTe pasnuyHbiX
CTPYKTYp B  COCTaBe [OCYOApPCTBEHHbIX W MyHULMMANbHbIX  OPraHoB,
06LLeCTBEHHbIX OpraHM3aLuii

MoaroToBka [OOKYMEHTOB AN 3aKMHOYEHWST COrnalleHMn O COTPYLAHUYECTBE C
[AernoBbIMW NapTHepamu

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

Heobxogumble ymeHus | AHanmaupoBatb K OTObMpaTb WCTOYHMKM WHGOPMaUMM B COOTBETCTBMU C
KpUTEPMAMM  MOMHOTHLI, [OOCTOBEPHOCTW, CBOEBPEMEHHOCTU MNpefocTaBneHns
WHopmauum

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

I'Iepe,u,aBaTb Vchbopmau,mo B cucrematm3npoBaHHOM Buae

OGpabaTbiBaTb M CTPYKTYpUpOBaTb MHGOpMauuio, obpasyss MHGpOpPMaLMOHHbIE
pecypcebl

MpousBoauTb MOUCK MHGOPMaLWM B CYLIECTBYIOLWIMX 6Gasax [OdaHHbIX, BECTM
MH(POPMALIMOHHO-CMPAaBoOYHYl0 paboTy Ha OCHOBE pasfnYHbIX  KOMGWUHaLMiA
MOWUCKOBBIX MPVU3HAKOB

Ob6ecneunBaTtb MHOOPMALMOHHYK BE30NacHOCTb OpraHu3auum

PaboTtaTb C KOMMNBLIOTEPOM, UCMOMNbL30BaTh OUCHBLIA NaKeT (TEKCTOBLIA pedakTop,
Tabnuubl)

Heobxogumble 3HaHWS | BHYTPEHHSISt U BHELLHSSI MONUTMKA OpraHu3aLmm

an/IHLI,l/IﬂbI npeancraBmTenibCTBa B rocyaapCTBeHHbIX OpraHax, opraHax MecCcTHOro
camMoynpaBlieHnA, CTOPOHHUX opraHmn3aunax n nopaaok B3aMMOAENCTBUSA C HUMU
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OpraHn3alMOHHOMY ...
MpuHUMNBI 1 MEeTOAbI aOMUHUCTPUPOBAHKS
OcobeHHOCTM hOPMUPOBAHMS BHELLUHNX U BHYTPEHHUX MHADOPMALMOHHBLIX MOTOKOB
CTpyKkTypa opraHm3aumm u nopsigok B3aumMogencTBusa nogpasgeneHnii u criyxo
MpaBnna popmMmpoBaHms 1 Ucnonb3oBaHNa 6a3 gaHHbIX
CoBpeMeHHble Hay4yHble MeTodbl U TEeXHUYeCckue CpeacTBa, CnocoGCTByOLLME
cbopy, obpaboTke, coxpaHeHuto 1 nepegade nMHpopmayum
MpaBuna 3awmTbl KOHUAEHUMANLHOW Cny>xebHon nHopmaLumm
CoBpeMeHHble MHPOPMALIMOHHbBIE TEXHONOMN
Apyrve -
XapakTepuCTUKM
3.4.2. TpynoBas dyHKUMSA
AHanu3 nigopmalmmn n nogroToBka YpoBeHb
HanmeHoBaHue | MHpOpMaLMOHHO-aHanNuTU4Yeckux matepuanos | Kopg D/02.6 |(nogoypoBeHb) 6
KBanudunkaumm
MpoucxoxgeHve 3aMMcTBOBaHO 13
P L OpwurunHan X
TPYOOBOM OyHKLMUK opurnHana
Ko PernctpaunoHHbIN
opurnHana HoMep
npodeccuoHanbHoOro
cTanfgapTa

TpynoBble AencTBuUSA C6op, nepepaboTka 1 aHanm3 nHdopmaumm Ons pelleHns 3agad, NoCTaBMeHHbIX
pykoBoauTEnem

MogroToBka VIHCbOpMaLI,I/IOH HO-aHannTn4eCcknx MmatepmnanonB

Paspa6oTka TemaTuyeckoro nnaHa o630pHOro AOKyMeHTa, foknaga

OnpeaeneHve kpyra 6ubnmorpadnyecknux MCTOYHUKOB

Moabop UCTOYHMKOB U NUTepaTypbl NO Teme o063opa, AOKNaga, aHanuTUYEeCKoM
crnpaBsku

HanucaHve 1 ocopmneHne o63opa, Aoknaaa, aHanuTUYecKon cnpaBku

Heobxogumble ymeHus | PaspabaTtbiBaTb TeMaTnyeckuii nnaH ob63opa, goknaga, aHarnMTU4ecKon CnpaBky

OGocHoBbIBaTbL akTyanbHOCTb MPOGnembl, KOTOpYl NpeacTOMT OCBETUTL B
ob30pe, poknage, cnpaeke

Monb3oBaTbCA  MH(POPMALMOHHBIMW  pecypcamM M cUCTeMaTU3npoBaTb
MHpopMaLMIo NO 3a4aHHbIM KpUTEPUAM
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rlpaBl/IJ'IbHO MHTEpnpeTnpoBaTb NOJiyd4eHHble [OaHHble W NpeanocTtaBsiATb UX B
cuncreMmaTtu3mposaHHoOM Bmnae

Onpep,enmb Kpyr UCTOYHUKOB W nutepaTypbl, HeobxoaQMMbIX AONs NoAroTOBKM
I/IH(*)OpMaLI,I/IOHHO-aHaJ'IVITI/I‘-IeCKI/IX mMmaTtepuanoB

W3naratb maTtepuan B Nornyeckon nocnegoBaTefibHOCTU

I'Ipomsso,qmb aHalnna3 " OUEeHKY U3NoXXeHHOro Mmatepumana

OCpOpMJ'IFITb TEKCT B COOTBETCTBYOLWEM CTUIE

Pepaktu poBaTb TEKCT JOKYMEHTOB

dJopmynleOBaTb BblBOAbl N peKOMeHOauUunmn

OcylwecTBnsATb aBTOMaTM3auMIO MNpPoOLLEeCCOB cOOpa, XpaHeHua W Bblgaun
MHdopMaLnm

Monb3oBaTbCca yCTpPOWCTBAMM aBTOMaTU3MPOBaHHOW 0OpaboTkM TEKCTOBOW
nHdopmaunm n poToHabopHbIMK YCTPONCTBaMU

anMeHﬂTb BbIHUCITUTEJIbHYIO TEXHUKY W I/IH(bOpMaLI,VIOHHbIe TeXHONormn AOnA
3KOHOMMWYHON 1 paLlMOHaﬂbHOVI opraHunsauunmn I/IH(bOpMaLI,VIOHHbIX npoueccos,
MOBbLILLEHMS UX TMOKOCTN N ANHAMWUYHOCTU

Mpon3BoanTe NUTEPaATYPHO-CTUNUCTMYECKYID 00paboTKy TekcTa, NpPOBEPKY
NOrnYeckon nocrnefoBaTenbHOCTM U3MOXEHWS, aHanu3a M OLEHKW, HanucaHusi
BbIBOJOB 1 pEKOMEHOAL NN

anMeHﬂTb OCHOBbI MCUXONOrMN AENOBOro obLLEHNSsI

Heobxoanmble 3HaHMUS HOpMaTI/IBHbIe npaBoBble  aKThl, HOpMaTtuBHO-MeToau4eCkme [OOKYMEHThI,
rocygapCrtBeHHble CTaHO4apThbl B cq)epe OeATEeNIbHOCTU OpraHn3auunm

CTpykTypa  opraHuMsauuu,  pykoBOACTBO  CTPYKTYPHbIX  MoapasieneHun,
HanpaBneHuss [OeaTenbHOCTW OpraHuM3auum W KOMNETEHUUW  CTPYKTYPHbIX
noapasgeneHmmn n JOmMKHOCTHBIX NnL,

Knaccudpukauua  ynpaBneH4yeckonM  uWHdopmaumn, BuAbl  yrnpaBrieH4YecKomn
MHdopMaLnm

dopmbl NpegocTaBneHns ynpaeneH4eckon nHopmaumm

NcTouHMKM  ynpaBneH4yeckonm wHdopMauuu, MeToauka oTbopa WUCTOYHWUKOB
MHdopMaLunm

TpeboBaHus, npeabsABAsSeMble K ynpaBreH4Yeckon nHopmawmm

OcobeHHOCTM pedepupoBaHns  UHGopmauun, cneundurka odopMieHnuss W
COCTaBeHMs aHHOTaLuMK, pedepaTtos, 0630poB, OKNAL0B

KaTeropuu notpebutenei, Ha koTopble 6yaeT paccuynTaH gaHHbIn 0630p, Aoknag

MeTtoabl 06paboTkM MHoOpMauMm ¢ NPUMEHEHNEM COBPEMEHHBLIX TEXHUYECKMX
CPEACTB KOMMYHWKALMIA U CBA3W, BbIYUCIIUTENBHON TEXHWUKN
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OpraHn3alMOHHOMY ...
CTpykTypa WH(OPMaUUOHHBLIX W3d4aHUAW B  3aBMCMMOCTM OT  Xapakrepa
WHGOPMaLMM 1 LeNeBoro HazHavdeHns MHAOPMaLMOHHBIX U3AaHUN
CoBpemeHHble cpeacTBa cbopa, 06paboTkm, cuctemaTudaumm nHdopmaumm
NcTouHuKkM nHdopmaumm: katanor 6ubnmnoTek, KypHanoB, NMOVCKOBbIE CUCTEMBbI
WH(OPMALIMOHHO-TENEKOMMYHUKALMOHHOM ceTn "VIHTEepHEeT", 3aNeKTPOHHble 6asbl
AaHHbIX
dPyHKUMOHaNbHOE HasHayeHue ob3opa (bubnmorpaduyeckoro, pedepaTnBHOIO,
aHanMTMYeCcKoro) Kak cpeacTBa OpUEHTauun yuiTatenst B JOKYMEHTaNbHOM MIu
VMHGOPMALIMOHHOM MOTOKE
OcobeHHOCTU obLeHay4HOM 1 nparmMaTnyeckon dyHKLumn 0630poB
MpaBuna paboTbl C BHELUHUMY HOCUTENSAMMW MHOPpMaLnn
HopmaTtuBHble  OOKYMEHTbI, TFOCYQapCTBEHHble  CTaHgapTel B obnactu
OEeATENbHOCTU OpraHM3aLmum
MoHsaTMe n cneunduka bubnmorpaduyeckoro, pecpepaTMBHOro 1 aHaNUTUYECKOrO
VMHOPMALIMOHHOIO U3aaHus
CnpaBo4Hble NpaBoOBbIE CUCTEMbI

HApyrne -

XapaKTepUCTUKN

3.4.3. Tpynosas pyHKLMSA

OpraHu3aumnst 4enoBbIX KOHTAKTOB U YpoBeHb
HavmeHoBaHMe | NPOTOKOSIbHbBIX MEPONPUATUIA Kog D/03.6 |(nogypoBeHb)
KBanudukaumum

MpouncxoxaeHve 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurMHana

Kopg PernctpaumnoHHbIn
opuruHana Homep
npogeccnoHansHoro
cTaHgapTa

pr,El,OBbIe/:l,eIZCTBMﬂ Opl’aHI/I3aLI,VIFI N nnaHnpoBaHme [OefioBblX KOHTAKTOB, BCTpedY W NMoe3aok
pykoBoautensa

OpraHusaums  3acegaHvi, COBEWAHWUA W MEpPONpUSATUA,  MPOBOAMMbIX
pykoBoauTenem

MogroToBka mMaTtepuanoB Anda COBeELLaHNn, BEAEHNE U ocbopMHeHme NpPOTOKOJ10B

lMoaroToBka npeseHTauuMi No yKkasaHUio pyKoBOAUTENS

MogroToBka n npoeegeHne I'IpeCC-KOH(*)epeHLI,Mﬂ pykoBoautena
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Bctpeuya yyacTHMKOB neperoBopoB, obecneyeHWe UX MHGOPMALMOHHBIMU
maTtepuanamu, BeeHue 3anncei neperoBopos

Heobxogumble ymeHus | CocTaBnATb NnaH NOE34KU PyKOBOAUTENS

OdbopMnaTb OOKYMEHThI, HeoBXoaMMble Ans OeNoBOW Noesaku, KOMaHOUPOBKU
pykoBoauTens

CocTtaBnsiTb M 0oopMNATE MPOTOKOMbI COBELLAHWA, 3acefaHun u  Opyrux
KOH(DEPEHTHbIX MEPONPUATUIA, TFOTOBUTb CMUCOK YYacCTHMKOB, MOBECTKY [HS,
SIBOYHbIE NUCTbI U MPOEKTbI UTOFOBbIX AOKYMEHTOB

CocTtaBnsTb npecc-penuabl

BecTn neperoBopbl ¢ NapTHepamm

PaboTtaTtb B pexrme MHOro3agayHocTu

PaboTtaTtb ¢ 60mnblWMM 00 bEMOM NMHGOPMaLIMK

CosgaBaTb M nNoadepXvBaTb  MOMOXWUTEMbHLIA  UMWOX — OpraHv3auum U
pyKkoBoAuUTEns

Mcnonb3oBaTtb BblHUCITUTEJ1IbHYIO TEXHUKY n
VIH(*)OpMaLI,I/IOHHO-KOMMyHVIKaLI,VIOHHbIe TexHonormm ans 6onee SKOHOMUYHOW U
paLlMOHaﬂbHOVI opraHmnsauunmn VIHd)OpMaLI,I/IOHHbIX npoueccosB, MOBbIWLIEHNA UX
rMMBKOCTN N ANHAMNYHOCTU

O6ecneunBaTb UH(OPMALMOHHYIO 6e30NacHOCTb OpraHM3aunm

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

CTpyKkTypa opraHu3aummu, pyKoBOASLUMI COCTaB opraHu3auuv 1 nogpasgeneHui,
HanpaeneHns [OesTeNbHOCTU OpraHu3auMum U KOMMETEHUWMM  CTPYKTYPHbIX
noapasaeneHunii U AOMKHOCTHBIX ML

Mcuxonornst 4enoBoro obLeHns, OCHOBbLI KOH(TMKTONOMK

I'Ipanma npoBeaeHna aenoBbiX NeperoBopoB U NMPOTOKOJIbHbIX MepOFIpI/IFITMﬂ

OTUKET M OCHOBbI MeXAyHapoAHOro NpoTokorna

I'Ipanma COCTaBJiEHNA N Od)OpMJ'IeHVIFI OOKYMEHTOB

MpaBuna 3awwmTbl KOHUOEHUNANBHOM Cny>xebHon nHopmaunm

MH(*)OpMaLI,VIOH HO-KOMMYHUKaALWNOHHbIE TEXHOJ10TNN

Opyrve -
XapaKkTepucTukm

3.4.4. Tpynosasa pyHKLMA

HanmeHoBaHue | OpraHusaumsi UICNOMHEHMUS PELLEHUN Koa D/04.6 |YpoBeHb B
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OpraHn3alMOHHOMY ...

pykoBOAMTENS (noaypoBeHb)

KBanudmkaumum
MpouncxoxaeHne 3anmcTBOBaHO 13
P A OpwurunHan X
TPYOOBOM OYHKLMUK opurnHana
Kop, PernctpaunoHHbIn
opurnHana HOMeEp
npoceCccuoHansHoro
cTaHgapTa

TpynoBble geiicTBus | [lokyMeHTanbHOe odopMIieHe peLeHnin pyKoBoaUTENs, AOBeAeHVEe [0 CBeAeHMS
paboTHMKOB OpraHn3aLMn YCTHbIX pacropsiKeHUA PYKOBOAUTENS

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

KOHTpOmb UCMONHEHUs peLLeHunii PYKOBOAMUTENS

MoaroToBka OTYETOB O BbINOMHEHUN MOPYHEHUIA U PELLEHNIA PYKOBOAUTENS

HeobGxoammble ymeHusi | CocTaBnsiTb M 0DOPMISTh AOKYMEHTbI, CoAepKallme NopyYyeHUs: U pacriopsiKeHns
pykoBoauTens

Bectn yyer nopyveHun pykoBoauTens, TPEOYIOLMX KOHTPONS MO CyllecTBy
peLueHns Bonpoca

YeTko 1 BbICTPO NpUHMMAaTL peLleHnst B npolecce paboThbl

np0M3BO/J,VITb aHanu3 UCNONHUTENbCKOW ANCUMNIVHbI

CocTaBnsiTb aHanUTU4YecKMe OTYEeTbl W CrpaBKM MO pe3yrnbTaTaM WUCMOSNHEHNS
Nopy4YeHUN N PacropsPKEHUN PYKOBOAMTENS

Monb3oBaTtbCcs cuctemMamm AJ1IEKTPOHHOIO /J,OKYMeHTOO60pOTa

MPUMEHSITL BBLIYUCIIUTENBHYIO TEXHWKY M MHEOPMAaLUOHHO-KOMMYHMKaLNOHHbIE
TEXHOMNMOrMM AN 3KOHOMUYHOW M paLMOHanNbHOW OpraHn3aumMm UHPOPMAaLMOHHBIX
NpoLLeCcCoB, NOBbILLIEHNSI UX TMOKOCTU U AUHAMUYHOCTH

Ob6ecneunBaTtb 6e30MacHOCTL AeATENBHOCTU opraHmnsauunmn

Heobxooumble 3HaHMs |HopmaTuBHble NpaBoBble  aKkTbl, HOPMAaTUBHO-METOAMYECKME  OOKYMEHTHI,
rocygapCTBeHHble cTaHaapThl B cepe AesTenbHOCTM opraHn3aLmm

CTpykTypa  oOpraHvM3auuu,  pyKOBOACTBO  CTPYKTYPHbIX  nogpasfeneHui,
HarmpaBneHusa [OeATenbHOCTW OpraHM3auMM W KOMMETEHUUU  CTPYKTYPHbIX
noapasaeneHnini  AOMKHOCTHBIX MNLY

I'Ipanma npoBeaeHna KOHTpPonA NCnofHeHnaA nopyquMﬁ pykoBoguTens

TexHonorns BegeHUsl KOHTPONS UCNOMHEHMUS NOPYYEHUIA PyKOBOAUTENS

Cucrtemsl ANEKTPOHHOIo D,OKyMeHTOO60p0Ta, 0asbl JaHHbIX
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TpeboBaHusi oxpaHbl Tpyaa

Apyrve -
XapaKTepUCTukn

IV. CBegeHus 06 opraHmsauusx - paspaboTymnkax
npodeccnoHaneHoOro cTaHgapTta

4.1. OTBETCTBEHHAs opraHM3aunsa-paspaboTumk

HIM "HaumoHanbHasa accoumnaums oUCHbIX CNEUManncToB U aaMUHUCTPATUBHBLIX paboTHMKOB", ropos,
MockBa

OvpexTop XntocHea JTiogmuna MNMeTpoBHa

4.2. HanmeHoBaHuMs opraHM3aumnin-paspaboTynkos

1 AHO "AreHTCTBO CTpaTerMyecknx MHMLUMaTMUB No NPOABMKEHNIO HOBbIX NPOEKTOB", ropo Mocksa

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

3 AHO BIMO "MexpermoHarbHbii OTKPbIThIN coupanbHbii MHCTUTYT", ropoa Mowwkap-Ona, Pecnybnuka
Mapwuin On

4 Bonrorpaackasi Toproso-npomebilLnieHHasa nanara, ropog Bonrorpag

5 Y "Bcepoccuincknini HayqHo-ncerneaoBaTenbCKUM MHCTUTYT JOKYMEHTOBEAEHNS U apXMBHOro gena”

(BHUWOAL), ropoa MockBa

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

7 O6Lwepoccuicknii Npodcor3 paboTHMKOB roCyaapCTBEHHbIX yUpeXxaeHni 1 obLLecTBEHHOrO
ob6cnyxmBaHusa Poccuiickon ®egepaunmn, ropog Mockea

8 OO6wepoccuiickoe mexoTpacnesoe obbeanHeHme pabotogarenen "Hukene", ropoa Mockea

9 OO0 "MatikpocodT Pyc", ropoa Mocksa

10 | OOO "UeHTp akcnepTusbl 1 ceptudmkauun”, ropoq Mocksa

11 OO0 "3OnekTpoHHbIE 0dnCHBIE cucTembl”, ropog Mockea

12 MoBoMmKCKUIN MHCTUTYT ynpaeneHms nmenu MN.A. CtoneinuHa - dunman ®re0y BI1O "Poccunckas
akagemus HapoAHOro X03AMCTBA M roCygapCTBEHHOM Cnyx0bl Npu MNpe3ngeHte Poccunckon
denepaummn”, ropog Caparos

13 OrAQY A0 "Akagemus cTangapTmMsaumm, MeTpornorun u ceptudmkauyuun”, ropog Mocksa

14 OIBOY BIO "lMeH3eHcKkuin rocygapcTBeHHbIN YyHMBepceuteT", ropo lNeHsa

15 Orb0OY BI10O "Poccuiicknin rocyaapCTBEHHbIV TyMaHUTApHLIN yHUBEpCUTeT", kKadeapa
OOKyMeHTOoBeAeHus, kadpenpa ACLOOY, ropoa Mockea

16 OIBY "HayyHo-uccnegoBaTenbCKUN UHCTUTYT Tpyaa U coumarnbHOro crpaxoBaHus” MuHuctepcTea
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Tpyaa v coumanbHom 3awmTtbl Poccuickon ®epgepaumn, ropoq Mocksa

17 | fpocnasckasi TOproBo-nNpoMebILLIEHHAsa nanara, ropo Apocnasnb

<1> O6LLepocCcUncKkmi knaccudukaTop 3aHATUN.

<2> O0LLEPOCCHMIACKNIA KnacCudunkaTop BUAOB 3KOHOMUYECKOW AeATENbHOCTMU.

<3> ObLepoccuickmnin knaccudukaTop cneumansHOCTEN No 06pa3oBaHUIo.

<4> EpuHbIi KBanM@UKALMOHHLIA CMPaBOYHMK [OIMKHOCTEN PYKOBOAWTENEW, chneuuanuctoB W Apyrux
cny>atumx.

<5> O6wepoccuiicknii knaccudumkatop npodeccuin paboumx, OOJPKHOCTEM cryXawmx U TapUdHbIX
pa3psiaos.
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