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Peructpaumonusiit Homep

Coneprxanue

1. O01mue cBexenus

OpFaHI/I3aHI/IOHHOC U JOKYMCHTAIIUOHHOC obecrieuyenue YIIpaBJICHUA 07.002
OpraHU3aAMSIMU JTIOOBIX OPraHU3aIMOHHO-TIPABOBBIX (hopM )
(HauMeHoBaHKe BHJa NPO(ECCHOHAIBLHOM NeITeIbHOCTH ) Kon

OcHoOBHas 11€7b BHUJ1a TTPOPECCHOHAIBHON JEATEIHbHOCTH:

Peanuzanus oOecneunBaromuyx GyHKIMHA yIpaBieHUs] OpraHU3allel; BHEAPEHNUE TYUIINX TEXHUYECKUX
pa3paboTOK ¥ HOBEUIIMX TEXHOJIOTHI B 0OeclieueHue ypaBiIeHUsl OpraHu3auen

I'pynna 3ansaTHii:

2432 bubnuoTekapu, 3431 AJIMUHUCTPATUBHO-
o6ubnmorpadsr, yIpaBIEHUYECKUI
JTOKYMEHTOBEIbI U TIepCOHA
CTELUAIACTHI
POJCTBEHHBIX
npodeccuit

4222 Crnyxaiue, 3aHsTbIE - -
MIPUEMOM U
MH(GOPMUPOBAHHEM
MOCeTUTEIICH

(xox OK3%) (HauMeHOBaHHME) (xox OK3) (HaumeHOBaHHE)

OtHecenue K BuaamMm 3KOHOMHUYECKOMH ACATCIIBHOCTHU

82.1 JlesiTennbHOCTD aIMUHUCTPATUBHO-XO035IIICTBEHHAsI U BCIIOMOTaTeIbHasl AeSITeIbHOCTD I10
ofecrneyeHn0 PYHKIIMOHUPOBAHUS OpraHU3aINH
82.3 JlesiTeIbHOCTD 0 OpraHu3aIlui KOH(EPEHINI U BRICTAaBOK

(xoq OKBD/]T?) (HanMeHOBaHKE BUJIa SKOHOMHUYECKOH eaTeIbHOCTH)




II. Onucanue TPyAOBbIX PyHKUMH, BXOAAIIMX B IPO(ecCHOHANBbHBIN cTaHAapT (¢
npodeccuoHaIbLHON 1eATeILHOCTH)
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A OpranuzaiinoHHoe o0ecredeHme 3 | Ilpuem u pacupeaeneHre TeiaehOHHBIX 3BOHKOB OpraH
NeSITeIIbHOCTH OPTaHU3aIH Opranuzanus padoThI C IIOCETUTENISIMU OpPTraHU3aIHH
BeinosiHeHHEe KOOPAMHUPYIOMIUX W 00ECIICYMBAIOIINX
B JlokyMeHTaIMOHHOE 00eCIIeYeHUE 5 | Opranusaiusi paboThl C JOKYMEHTaMHU
JCSITEIBHOCTH OPTaHU3aIHH OpraHu3anys TEKYIIero XpaHeHus JOKYMEHTOB
Opranu3zanus 00paboOTKU A€l s MOCIEAYIONIEro Xpa
C OpraHu3anuoHHOE, JTOKYMEHTAIIHOHHOE U 6 | Oka3aHue MOMOIIM PYKOBOAMTEINIO B INTAHUPOBAHHH
UHPOpPMaLMOHHOE 0OecTieueHHe BpPEMEHU
JeSITeIIbHOCTH PYKOBOJIUTESI OPTraHU3aIuU [TnanupoBanue paboYero JHs CEKpeTapst

Opranuzanus TeaeQOHHBIX IEPETOBOPOB PYKOBOIUTE]
Opranu3aiiysi KOMaHAUPOBOK PYKOBOIUTES
Opranuzanust padOTHI C TOCETUTENSIMU B IPHEMHOM P
Opranu3zanys MoAroTOBKU, TPOBECHHS U 00CTyKUBa
KOH()EPEHTHBIX MEPOIIPHSITHIA

Opranu3anus UCTIOJIHEHHSI PeIlIeHHH, OCYIIECTBICHHUE
WCTIOJTHEHUSI TIOPYYEHUH PYKOBOIUTEIS

Opranuzanus ¥ noajepxanue GyHKIHOHAIBHOTO pad
IIPOCTPAHCTBA MPUEMHOM M KaOWHETa PyKOBOIUTEISI
Pa3paboTka J0KaIbHBIX HOPMATUBHBIX aKTOB, PETIIAME
paboTy cexpeTaps

CocraBienne 1 0popMIICHHE YIIPABICHYECKON TOKYM:
Opranu3anus paboThl C JOKYMEHTaMU B IPUEMHOH Py
Opranu3anusi XpaHeHUs! JOKyMEHTOB B IPUEMHOH PYK
ObecnieueHne pyKkoBouTeNs HHOpMAaLIUEH
Opranmzanys HHPOPMAITMOHHOTO B3aHUMOICHCTBHS Py
MOJPA3ACIICHUSIMH U IOJDKHOCTHBIMH JIMLIAMHU OPraHH:




D WNndpopmanoHHoO-aHATUTHYECKAs U 6 | ®opmupoBanre HHPOPMALMOHHOTO B3aUMOACHCTBUS
OpraHU3ALMOHHO-aIMUHUCTPATUBHAS OpraHu3alMsIMU
MOAAEPIKKA AEATEIIBHOCTH PYKOBOJIUTEIS Ananu3 nHGOpPMAIMH U MTOATO0TOBKA MHPOPMAIIMOHHO
OpraHu3alNH MaTEpUaJIOB

OpFaHI/ISaHI/IH ACJIOBBIX KOHTAKTOB M IMMPOTOKOJIbHBIX M
Opl" aHn3alus UCIIOJIHCHU A pCIJ_ICHI/Iﬁ PYKOBOAMUTCIIA

II1. XapakrepucTuka 00001eHHBIX TPYAOBbIX (PYHKIMI

3.1. O6o01enHas TpyaoBasi pyHKIMS

HarmeHoRaHHe OpranunzanuonHoe o0ecrieyeHue Kon A | Yposemn 3
JEeSATEILHOCTH OpPraHu3aIiu KBaTH (UKL
IIpouncxoxnenne 0600mEeHHO
N ——— OpuruHan X 3arMCTBOBaHO W3 OPHTHHAJIA
Kon Perucrpanuonnslit
opurvHaia HOMEP
npodeccroHanbHOro
cTaHgapTa
Bo3moxkHbIE Cekperapb-aJMUHUCTPATOP
HAaUMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit
TpeboBanus K Cpennee obuiee o0pa3oBaHue
00pa3oBaHMIO U [IpodeccronanbHoe 00y4eHNE — IPOTPAMMBI TPO(HECCHOHATEHON TIOJTOTOBKHU TI0
00y4YEeHHIO npodeccusM pabodnx, JOHKHOCTAM CITy>KallluX, IPOrpaMMbl IEPEroArOTOBKH
paboumx, CiyKalux, IpOrpaMMBbl MOBBIILIEHUS KBalu(puUKaluu padouux,
CITY’KaIIUX
TpeboBanus k -
OTIBITY
MPAKTUYECKOU
paboThl

Oco0ble ycroBus -
JIOIyCKa K paboTe

HApyrue -
XApPaKTCPHUCTUKHU

JlononHuTEIbHBIE XapaKTEPUCTUKH

HanmenoBanue 6a30BO¥ rpymibl, JOKHOCTH
HaumenoBanue qokymMeHTa Kon
(mpodeccun) UM CIEUATbHOCTH
OK3 4222 Cryxarye, 3aHATbIE IPUEMOM B WHPOPMHUPOBAHNEM
MIOCETUTEIIEH
OKCO’? 032001 | JlokyMeHTOBeeHNE U JOKYMEHTAIIMOHHOE 00eCTICUeHNE
yIpaBICHU




3.1.1. Tpynosas ¢pyHkuus

HanmenoBanne

IIpoucxoxacHue
TPYAOBOH QYHKIMH

[Ipuem u pacnpenenenue v ( )
OBCHb (ITOAYPOBEHb
Ko p
Tesne(OHHBIX 3BOHKOB n| AOL3 | (puxam 3
OpraHu3aIH
NMCTBOBAaH
Opurmman X 3aMMCTBOBaHO
13 OpyUruHajia

Koj opurnnana  PerucrpanmoHHBIN HOMED
npodeccroHanbsHOro

cTaHgapra

TpynoBeie [lepenanpaBnenue  TeaeOHHBIX 3BOHKOB PYKOBOJACTBY U  COTPYIHHKAM
JIEUCTBUSA OpraHu3aluu
Perucrpaius nocrynammux TeaehOHHBIX 3BOHKOB
[Tonyyenune HeoOXxonumoW uHGOpMALMKM U Tepefada CaHKIHMOHUPOBAHHOMN
nHpopmaruu no renedony
Heo6xonumsie Hcnonp30BaTh TEXHUYECKUE U IPOTPAMMHBIE CPEJCTBA /ISl IPOBEACHUS TOJI0OCOBOM
yMEHHs WM BHJI€0-KOH(DEPEHII-CBSI3U
Hcnonp3oBaTh cpencTBa KOMMYHUKAIIMOHHOM OPITEXHUKU JUIsl TOJIYYEHHS U
nepenayn vHGopmammu
Bectn  yderHple  peructpanMoHHble  (OpPMBI,  HCIOJIB30BaTh  HMX  JUIA
nH()OpPMAITMOHHOM pabOTHI
VYcTaHaBIMBaTh KOHTaKT C COOECEHUKOM, MOJAEPKUBAThb U Pa3BUBAThH JEIIOBYIO
Oeceny B mpoiiecce TenedOoHHBIX EPEroBOPOB
CrnaxuBaTh  KOH(JIUKTHbIE U  CIOXHBIE  CHUTyallUd  MEXJIUYHOCTHOTO
B3alMMOJECICTBUS
Cobmo1aTh CIy>KeOHBIH ITHKET
HeobOxomumbie DyHKIMH, 33/1a4U, CTPYKTYpPa OPraHU3aLMH, €€ CBSI3U
3HAHUS [IpaBuna B3aUMOJEHCTBUS C MapTHEpaMHU, KIMEHTaMH, CPEACTBAMHU MacCOBOM
nHpOpMaLUN
DTHKa JIeI0BOr0 O0IIEHUS
IIpaBuiia peyeBoro STUKETa
TpeboBaHUs OXpaHbI TPYJia
[TpaBuna 3anmThl KOHGUACHINATILHOU CiTykeOHO0M HHpopMaIHu
Apyrue -
XapaKTEPUCTUKHU

3.1.2. Tpynosast pyHkuus
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HanmenoBanmne

IIpoucxoxacHue
TPYIOBOH (QyHKIMH

Opranusaiusi paboTHI C Kon | AJ02.3 | Yposenb (nomyposein) 3
MOCETUTEIIMU OPTraHU3alNKI 8 ) KBaM(pUKALMH

Opuruman X 3auMCTBOBaHO W3

OpUTHHAJIA
Kon opurunana Peructpanuonsslit
HOMEp
IpodecCHOHANBEHOTO
CTaHJapTa

TpynoBble nencTBUs

Berpeua mocerurteneid, monydeHue NnepBUYHOM HH(OpPMAIMM O MOCETUTEISIX M
MIOMOIIb B OPraHU3alluU UX MIPHUEMa PYKOBOJAUTENIEM U COTPYAHUKAMH

Benenue JKypHaJia 3alluCH IOCeTUTEIEH

VYder nocerutenei 1 opopmIIeHHE TPONYCKOB

ConeiicTBHE ONIEPAaTHBHOMY PACCMOTPEHHIO IIPOCHO U IPEITI0KCHHUI TOCETUTENICH

[Ipuem u mnepegaya JOKYMEHTOB IOCETUTENICH PYKOBOJCTBY M COTPYAHHKAM
OopraHu3aluu

Opranusaiusi 1 OpOHUPOBAHUE MTEPETOBOPHBIX KOMHAT

CepBupoBKa 4aifHOT0 (KO(eiHor0) cToNa B oduce

[TpurotoBneHre HAUTKOB (Yail, Kode, MPOXJIaTUTEIIbHbIC HAUTKU)

Heo0Oxonnmeie
YMCHHS

OO0WAaTHCS ¢ MOCETUTEIISIMU

Hcnonk30BaTh YCTaHOBIEHHBIC TPaBHIA U MPOIEAYPHl KOMMYHUKAIIUU BHYTPH
OpraHu3aIluu

Bectr yueTHbIe POpPMBI, HCIIOIB30BATh MX JUISI pA0OTHI

Co3naBath NOJIOKUTEIbHBIA UMUK OpraHU3alluu

[TprHUMATH MEPHI IO Pa3pEIICHUI0 KOH(DIUKTHBIX CUTYaIHid

HpI/IMeHHTB I/IH(i)OpMaHI/IOHHO-KOMMYHI/IKaHI/IOHHHe TCXHOJIOTHH

ObecneunBaTh KOHPHUIEHIUATHHOCTh HTHPOPMALTUT

Heo0Oxonumeie
3HAHUS

HpaBI/ma OpraHu3anuuy rnmpueMa MOCeTHTEIIeH

[TpaBumna genoBoOro oOmeHus

CtpykTypa oOpraHu3allMd W paclpenesieHHe (QYHKUUH MEXIY CTPYKTYPHBIMH
MOJIpa3ieNICHUsIMU U CIIELIUaTUCTaAMU

[TpaBuiia opraHu3aIyiv MPUEMOB B ouce

[IpaBuiia cepBUpoOBKU YaiiHOTO (KOQeitHoro) cTona

HpaBI/IJIa IIPUTOTOBJICHUSA M IIOJAYH I'OPAYNX HAIIMTKOB M 3aKYCOK K HUM

DTHKa EJI0BOro OOIIEHUS

[IpaBuiia peuyeBoOro ITUKETa

TpebGoBanwus oxpaHbl Tpyaa

[TpaBuia 3anThl KOHUACHIIMATBFHON CITYyKeOHOUM HHpOopMauu

HApyrue
XApPaKTCPHUCTUKH

3.1.3. TpynoBas ¢pyHkuus

HaumenoBanue

[Ipoucxoxnenue
TpyHoBOU (HyHKIUH

BrlinonHenre KOOpAMHUPYIOIINUX Kot | A/03.3 | YPoBews (mosrypoBeHs) 3
1 obecrieunBaOIMX QyHKIUN ’ KBaIH QUKL
Opmruman X 3anMCTBOBaHO
13 OpUTHHAJIA
Kon opurunana Perucrpanuonnslit
HOMeEp
poheCCHOHATBHOTO

cTaHaapra




TpynoBbie Benenune xxypHana pa3be3ioB pabOOTHUKOB OpTaHU3allin

JIEUCTBUSA KoopauHanust paboThl KyphepOB U BOJUTENICH OpTaHU3AINH
Benenue xypHaia pa3pe3/1oB KypbepOB OpraHU3aIllii U MapIIPYTOB BOAUTENCH
CocraBieHne CHpaBKH O paszbe3gax pabOTHUKOB, KyphbepoOB W MapHIpyTax
BOJAMTEJICH OpraHu3aluu

HeoOxonumsie CocTaBJIITh U BECTH YUETHBIE IOKYMEHTbI

YMEHUS [TpuMeHsTH cpeacTBa KOMMYHUKALIMU JUTSL TIepeiad OPYYEHUH pPYKOBOAUTENS U
COTPYJHUKOB OpraHU3aINH
[TpuMeHsTh COBpEMEHHBIE CpeJicTBa cO0pa, 00pabOTKH 1 nepeaaun nHhopmMaIuu
OrneHnBaTh pe3ysbTaThl B paMKax IMOCTABJICHHBIX 33]a4
OCylIeCTBIATh KOHTPOJIb UCIIOJIHEHUSI TOPYUYEHUI PYKOBOJIUTEINS COTPYIHUKAMHU

HeoOxomumbie [IpaBuna peueBoro 3TUKeTa

3HaHUA OTHKa J1eI0BOr0 OOIICHUS
TpeGoBaHus OXpaHbl TPyAa
[TpaBuia 3anmThl KOHOUASHIMATBFHON CITyKeOHOM nHbopManuu
CrpykTypa opraHuzanuu ¥ pacmpeaencHue (QyHKIUNH MEXAY CTPYKTYPHBIMU
10/Ipa3ieJICHUSIMU U CIIELIUATIUCTAMHU

Tipyrue :

XapaKTePUCTUKHU

3.2. O600meHHas TPya0Basi PYHKLMS

HaumenoBanue JloxymenTanuonHoe obecnesenye Kon B YpoBeHb KBaTH(PHUKAIUN 5
ACATCIbHOCTHU OpPraHru3ainiu
IIpoucxoxaenue
0000IICHHOW TPYIOBOI Opurunan X 3auMCTBOBAHO U3 OpUTHHAJIA
(hyHKIIHA
Kon Peructpanmonnslii Homep
OpHUTHHANA po¢heCCHOHATBHOTO
CTaHIapTa

BosmosxHbBIE
HaMEHOBaHUA

JIOJDKHOCTEH, mpodeccuii

I[eJ'IOHpOI/BBOI[I/ITeJ'H)

TpebGoBanust k
00pa3oBaHUIO U
00y4YeHHIO

Cpennee npodeccronanbHoe 00pa30BaHUE — MPOTPAMMBI ITOATOTOBKH
KBTU(UIIMPOBAHHBIX PAb0OUMX, CITY>KAIIHX

TpeboBaHMs K OIBITY
MPAKTHYECKON paboThI

Oco0ble ycroBus
JIOTTyCcKa K pabote

Jpyrue XxapakTepucTuku | -

JlononHuTEIBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30Boii rpyIIibl, JOHKHOCTH
HanmenoBaHue 1okymMeHTa Kon
(mpodeccun) WM CIEITUATBHOCTH
OK3 3431 AJIMUHUCTPATUBHO-YNPABICHUYECKUNA MTEPCOHAI
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EKC*

- Jenonpon3Boauresib

OKIIJTP®

21299 Jenonpon3BoauTeib

OKCO

032002 JIoKyMeHTaIlMOHHOE 00ecTieYeHne YIpaBIeHUs U
apXMBOBEJICHUE

3.2.1. TpynoBasi pyHKuMsA

H Hanmenosanue

Opranuzanys padoThl C JOKYMEHTaMH VpoBeHb

Koxm | B/01.5 | (momyposensn) 5
KBaJI(PUKAIINA

[Ipoucxoxaenue
TPYIOBOH (QYHKITHH

3anMCTBOBAHO U3

Opurunan X
OpHTHHaja

Kon PerucrpannoHHblil HoMep
OpUTHHAIIA po(heCCHOHATHLHOTO
CTaHaapTa

Tpynossie
JeHCTBUSA

[Ipuem u nepBudHas 00padbOTKa BXOIAIIMX JOKYMEHTOB

[IpenBapuTenbHOE PaCCMOTPEHUE U COPTUPOBKA JTIOKYMEHTOB Ha PETUCTPUPYEMBbIE
U HE PErUCTpUpYyEMbIe

IloaroroBka BXOASIIUX JOKYMCHTOB IJIs1 PaCCMOTPCHUSA PYKOBOAUTCICM

Perucrparust BXOASIIIKUX JOKYMEHTOB

OpF aHu3anusa J0CTaBKM JOKYMCHTOB MCIIOJHUTCIIAM

Benenue 0a3nl JaHHBIX JOKYMCHTOB OpraHU3alliun

Benenue napopMaIMOHHO-CIIPABOYHOM PabOThI

O6pa60TKa M OTIIpaBKa UCXOAAIIUX JOKYMCHTOB

Opranm3anust pabOTBl 10 pPETUCTpAlMM, Y4YeTy, XpaHEHHI0 U Tepenavye B
COOTBETCTBYIOIIIME  CTPYKTYpPHBIE  MOIAPA3JECICHUS  JOKYMEHTOB  TEKYILEro
JEJIONPOU3BOACTBA

KOHTpOH]J HCIIOJJHCHHUA TOKYMCHTOB B OpraHU3allvun

HeobxonuMeie
YMEHHUSI

Pabortats co Bceil COBOKYIMHOCTHIO HH(OPMAIMOHHO-I0KYMEHTAIIMOHHBIX PECYPCOB
OpraHu3aLuu

ITone3oBaThbcs OazaMu JAaHHBIX, B TOM YHCJIC YIAJICHHBIMU

ITonp30BaThCA CIIPpaBOYHO-IIPABOBLIMU CUCTCMAMU

ITonp30BaTbcsd aBTOMaTU3UPOBAHHBIMM CHUCTEMAaMH y4ye€Ta, PErMCcTpaluy, KOHTPOJISL
u  HUH()OPMAIIMOHHO-CIIPABOYHBIMH CHUCTEMaMH IpH padoOTe ¢ JTOKyMEHTaMu
OpraHu3aluu

[TpumensTh coBpeMeHHbIC HH(OPMAIIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJOTHH JIs
paboOThl C JAOKyMEHTaMH, B TOM YHCJIE€ JUIS €€ ONTUMHU3AIMM M TTOBBIIICHUS
s dexTuBHOCTH

Heo0Oxonnmeie
3HAHUS

HOpMaTI/IBHHC IIPpaBOBBIC aAKTbl W HOPMATUBHO-MCETOAUYCCKHUEC JOKYMCHTHI,
ONpCACIIAIOIINEC IMTOPAAOK JOKYMCHTAIIMOHHOI'O obecrnieueHus YIIpaBJICHUSA

CtpyKTypa opranu3zaiuu, pyKoBOJCTBO CTPYKTYPHBIX MOApA3CICHUN

CoBpeMeHHBIE HTHPOPMAITMOHHBIC TEXHOJIOTHH PA0OTHI C JOKYMEHTaAMH

[Topsiiok paboThI C TOKyMEHTaMU

Cxembl JOKyMEHT0000poTa

HpaBI/IJ'Ia paGOTI)I C BXOIAIINMHA, UCXOAAIUMMU U BHYTPCHHUMHU NTOKYMCHTAMU

[IpaBuna opranmzaruu  u  GOPMBI  KOHTPOJII HMCIOJHEHHS JOKYMEHTOB B




OpraHu3aIu

TumnosIie CPOKH MCIIOJJHCHHUA TOKYMCHTOB

[IpuHUIMIIBI pabOTHI CO CPOKOBOM KAPTOTEKOM

HasnadeHnue n TeXHOJIOTHSA TEKYHIET0o U MPEAYIPCAUTCIbHOI'O KOHTPOJIA

[IpaBuna cocraBieHHs] aHAJIUTUYECKUX CIPABOK [0 OpraHU3aluu padoThl C
JOKYMEHTaMU U KOHTPOJIIO UCIIOJTHEHUS JOKYMEHTOB

HpaBI/IJIa JOKYMCHTAIITMOHHOI'O obecrieueHust JACATCIIBHOCTH OpraHmu3alun

Bunpr JOKYMCHTOB, X HA3HAYCHHUC

Tpe6OBaHI/IH, NpEaABABIACMBIC K JOKYMCHTAM B COOTBCTCTBUM C HOPMATUBHBIMU
dKTaMU 1 IroCyJapCTBCHHBIMUA CTaHIaPTaAMH

[IpaBuna  cocraBinenus u  odopmieHHs  UHGPOPMALMOHHO-CIIPABOYHBIX,
OpraHU3ALMOHHBIX, YIPABICHYECKUX JTOKYMEHTOB

[TpaBuiia co3nanus U BeJieHUs 0a3 TaHHBIX CITY>KEOHBIX IOKYMEHTOB B OpraHU3aIiu

CuHcTeMBI AIEKTPOHHOTO JOKYMEHTO0000pOTa

[IpaBuiia u CPOKM OTIPABKU UCXOJSAIIMX JOKYMEHTOB

TpeOoBaHMs OXpaHBI TPyIa

HApyrue
XApaKTCPHUCTUKHU

3.2.2. TpynoBas pyHKuus

OpFaHI/BaHI/IH TCKYHICTO XpaHCHUA ypOBeHL
HaumeHoBaHMe JIOKyMEHTOB Kox | B/02.5 (OIypOBEHB) 5
KBTI (pUKAIIAN
ITpoucxoxneHue 3anMCTBOBaHO
TpI})/HOBOﬁ (lfIyHK].[I/II/I Opurusan X U3 OpUI'HHAJA
Kon opurunana PerucrpanuonHslit
HOMEp
podecCHOHANBEHOTO
cTaHgapra
TpynoBbie Pa3paboTka HOMEHKJIATYpHI Je]I OpraHu3auu
JeNCTBUS [IpoBepka npaBuiIbHOCTH O(OPMIIEHUS JOKYMEHTOB U OTMETKU 00 UX MCIIOJHEHUU
nepea ux (GOPMUPOBAHUEM B JICIIO JIJIS MTOCIEAYIONIETO XPaHSHUS
q)OpMy.]'H/IpOBaHI/Ie 3ar0JIOBKOB JICJI U ONPCACICHNEC CPOKOB UX XPAHCHUA
PopMHUpOBaHUE JE
Kontponb mnpaBMIIBHOTO ¥ CBOEBPEMEHHOTO pACHpEeieHUs W  MOAIIUBKU
JOKYMCHTOB B ACJId
Heobxomumbie Opranu3oBbIBaTh padOTy MO YYETy, XpaHEHUIO U IMepeaaye B COOTBETCTBYIOIICE
YMEHHUS CTPYKTYPHOE€ MOAPA3AEICHUE TOKYMEHTOB TEKYILETO AEJIOMPOU3BOIACTBA

OcyiecTBIATh METOJIMYECKOE PYKOBOJACTBO JEJIONPOU3BOJICTBOM B OpraHu3alluy,
KOHTPOJIUPOBATH MpaBUIIbHOE (OPMUPOBAHUE, XPAHEHUE U CIavyy JIeNl B apXUB

Pa3pabaTbiBaTh HOMEHKIIATYPY A€ CTPYKTYPHOTO MOAPA3IeICHHS

Hcnonp3oBarh HOMEHKIATYpy M€l MpPU H3YYEHUHU CTPYKTYpbl OpraHHU3aluH,
COCTAaBJIEHUU OITMCEN TN

Opranu3oBbIBaTh paboTy MO0 GOPMHUPOBAHUIO JIET B COOTBETCTBUH C YTBEPHKIEHHOM
HOMEHKJIATYpOU JieJl OpraHu3aiuu

[IpaBunbHO M cBOEBpeMEHHO (HOPMHUPOBATH TOKYMEHTHI B JIelNa C y4ETOM HUX
crienuuKu

CI/ICTCMaTI/I3I/IpOBaTB JOKYMCHTBI BHYTPH ACJIa

ObecnieunBaTh COXPAHHOCTD U 3aIIUTY JOKYMEHTOB OpTraHU3aluu
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[TpumensaTe WHPOPMAIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTUU Il paboThl ¢
JOKyMEHTaMU

HeoOxoanmeie HopmatuBHBIE  TpaBOBBIE  aKTbl, HOPMAaTHBHO-METOIMYECKHE  JOKYMEHTHI,

3HAHMS rOCYJapCTBEHHbIE CTaHJAAPThl, ONPEAEIAIONINE TOPSIJOK JOKYMEHTAlMOHHOTO
oOecrnieueHus ypaBIeHUs
Bungsl HOMmeHknaTyp, oOme TpeOoBaHMS K HOMEHKJIAType, METOAMKa ee
COCTaBJICHUS 1 OPOPMIICHHS
[IpaBuna corimacoBaHMsi HOMEHKJIATYpbl i€l C BEJOMCTBEHHBIMHM apXMBaMu U
AKCIIEPTHON KOMHUCCUEH
[lopsimox QopmupoBanuss u odopmieHus pen, crneuudpuka (HOpMUPOBAHUS
OTAEJIbHBIX KaTErOpHil eI
[TpaBuia xpaHeHus A€, B TOM YHCIIE C IOKyMEHTaMH OTPaHUYE€HHOI0 JOCTyIa
[IpaBuia BBIIa4M U MCIIOJB30BAHUS JOKYMEHTOB M3 C(HOPMUPOBAHHBIX €T
TpeboBaHust OXpaHbl TpyAa

HApyrue -

XapaKTePUCTHKH

3.2.3. TpynoBas ¢pyHkuus

HanmenoBanne

[Ipoucxoxaenue
TpyZHoBOH (HyHKINH

Opranusanust 00pabOTKH A€
IS IOCTIETYIOIIEr O
XpaHEHHUsI

Kox | B/03.5 YpoBeHb (ITOIypOBEHB) 5
KBaJTU(PUKAIIUN

3anMCTBOBaHO

OpuruHan X
U3 OpUrMHaIa

Kox opurnnana Perucrpanuonsslit
HOMED
podeCcCHOHATBHOTO
CTaHJapTa

Tpynosbie
JIEUCTBUSA

[IpoBepka CpOKOB XpaHEHHUS JOKYMEHTOB, COCTaBJIEHHE MPOTOKOJa pabOThI
HKCIIEPTHOM KOMHCCHUM 110 TOJrOTOBKE JIOKYMEHTOB K XpaHEHHUIO, aKTa o
BBIJICJICHUH K YHUUTOKCHHIO IOKYMEHTOB, HE MOJICKAIIUX XPAHEHUIO

CocraBnienrue BHYTPEHHEH OMMCH JIeT I 0CO00 IIEHHBIX JOKYMEHTOB

Oq)OpMJ'ICHI/Ie ACJI IMTOCTOSAHHOI'O, JOJITOBPEMCHHOI'O CPOKOB XPpaHCHUS

Odopmienne 06JI0KKH JIe] TOCTOSHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAaHEHUs

CocraBlicHHE OITUCH JACJI IOCTOAHHOI'O, AOJITOBPEMCHHOI'O CPOKOB XpaHCHUA

[Tepenava men B apXuB OpraHU3aIldd

Heob0xonumeie
YMEHHUS

ITonp30BaThCA NEepCUHAMU JAOKYMCHTOB n AHAJIU3UPOBATH (I)aKTI/I‘lCCKOC
COACPIKAHNUEC HUMCIOIIUXCA B ACJIEC MOKYMCHTOB IIpU OIPEACICHUN CPOKOB HX
XPaHCHUA

OdopMIIsITh TOKYMEHTBI SKCIEPTHOM KOMUCCUU

O(I)OpMJIHTL 00JIOKKH ACHT TIOCTOSAHHOTO HW BPEMCHHOI'O CPOKOB XpaHCHUSA B
COOTBCTCTBHH C Tpe60BaHI/I$[MI/I roCcyaapCTBEHHBIX CTAHIAPTOB

[Ipon3BOUTE XPOHOJIOTHYCCKU-CTPYKTYPHYIO CHCTEMAaTH3AIUIO JIETT

OcymecTBISITh TEXHUYECKYIO 00pabOTKy M TOJHOE 0(hOPMIICHHE JENT MTOCTOSTHHOTO
U BPEMEHHOTO CPOKOB XpaHEHHUsI

CocTaBIsITh OIIMChH ACI TOCTOAHHOI'O W BPEMCHHOI'O CPOKOB XpaHCHUA B
COOTBCTCTBHH C I[CflCTB}HOHIHMH HOPMAaTUBHO-MECTOANYCCKUMHU JOKYMCHTAMU

[IpuMeHaThr WHPOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHU Il pabOThl C
JIOKyMEHTaMHU

Heob0xonumeie
3HAHUA

HOpMaTI/IBHLIe IIpaBOBELIC aKThI, HOPMAaTUBHO-MCTOANYCCKUC JAOKYMCHTBI,
TOCYAApPCTBCHHBLIC CTAaHAAPTHI, OMINPCACIAIONINE TOPAAOK JOKYMCHTAIIMOHHOI'O
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obecrieueHus yrpaBieHuUs

Kputepuu pasnenenusi JOKYMEHTOB Ha TpPYyMNbl B COOTBETCTBUU C IIEHHOCTHIO
nH(pOpMAIIH, COAEpKAIICHCS B HUX

HOpHI[OK HCIIOJB30BaHHUA THUIIOBBIX HJIM BCAOMCTBCHHBIX HCpE‘HHGfI JOKYMCHTOB,
OMpCaACICHUS CPOKOB XpaHCHHUS B IMPOLECCE SKCIECPTU3BI ICHHOCTU JOKYMCHTOB

[lopsimox co3maHus, OpraHM3allM W JOKYMEHTUPOBAaHUSA pabOThl HSKCIEPTHOMN
KOMHCCHH

HpaBI/IJ'Ia COCTABJICHUS M YTBCPIKACHHUS ITPOTOKOJIA pa60TLI 3KCHepTHOﬁ KOMHUCCHH

HpaBI/ma COCTaBJICHHUA U YTBCPKACHUA aKTa O BBIACJICHHUU JOKYMCHTOB, HC
MMoAJICKAIINX XPAHCHUTIO

[IpaBuna TexHuueckoi 0OpabOTKH U IMOJHOTO O(GOPMIIEHHS JAEN MOCTOSHHOTO MU
BPEMEHHOI'O CPOKOB XpaHEHUS

HpaBI/IJ'Ia COCTaBJICHHA OIMMCHU ACJI MMOCTOSAHHOTO U BPEMCHHOI'O CPOKOB XpPAaHCHUSA B
COOTBCTCTBUHU C ﬂeﬁCTBYIOHIHMH HOPMATUBHO-MCTOANYCCKUMHU NTOKYMCHTAMUA

[IpaBuna nepenauu e B apXyUB OpraHU3aluu

TpebGoBanus OXpaHbl TPyAa

HApyrue
XApaKTCPHUCTUKH

3.3. O0o01menHas TpyaoBasi GyHKuus

OpFaHI/I3aHI/IOHHO€, AOKYMCHTAIIMOHHOC 1 v
OBEHb
Haumerosarue | HH(GOPMaLMOHHOE OOeCIieYeHUe AEITeIbHOCTH Kox | C P 6
KBaJH(PUKAIAN

PYKOBOJIUTEISL OpraHU3anun

[Ipoucxoxnenue
N N 3anMCTBOBaHO U3
0000IIIEHHOW TPYI0BOI OpuruHan X
OpHUTHHANA
(hyHKIMN
Kox Peructpauumonsslit
OpHTHHANA HOMEp
poheCCUOHATBHOTO
cTaHaapra

Bo3MoxHbIe Cekperapb pyKOBOJIUTEIS
HaMMCHOBAaHUA

JOJKHOCTEH, podeccuit

TpebGoBanust K
00pa3oBaHUIO U
00y4eHHIO

Bricmiee oO6pazoBanue — OakagaBpuaT

W

Cpennee nmpodeccuoHaIbHOE 00pa3oBaHKUE — MIPOTPAMMBI IIOATOTOBKH
CHELUAINCTOB CPETHETO 3BEHA

JlononHuTENbHOE MPO(hEeCCHOHATILHOE 00pa30BaHKe

TpeGoBaHMs K OIIBITY
HPAKTUYECKOH paboThI

He menee nByX JIeT BBIIOTHEHUSI Pa0OT MO OPraHU3AIMOHHOMY U
JIOKyMEHTAIHOHHOMY 00ECIICYCHHUIO IeATETBHOCTH PYKOBOIUTEIS
OpraHU3aIlMK MPH CPEAHEM IPODHECCHOHATLHOM 00pa30BaHUH

Oco0ble ycroBus
JoTycKa K pabore

Jpyrue xapakTepuCTHKU

JlonomHuTEIbHBIE XapaKTEPUCTUKH

HaumeHoBaHue JOKYMEHTa

| Kon |

HaumenoBanue 0a30BOM rpyNIbl, JOKHOCTH

10
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(mpodeccun) WK CIICIUATBHOCTH

OK3 2432 bubnuotekapu, 6ubauorpadbl, TOKYMEHTOBEIbI U
CHELMAINCTHI POACTBEHHBIX Mpodeccuit
EKC - CexkpeTrapb pyKOBOJUTEIIS
OKIIATP 26341 CekpeTapb pyKOBOAMTES
OKCO 032001 JIOKyMEHTOBEICHUE U TOKYMEHTALlHOHHOE
o0ecrieueHre yrnpaBIeHUs!
032002 JlokyMeHTaIlMoHHOe o0ecredeHre YIpaBaeHus U
apXUBOBE/ICHUE
3.3.1. TpynoBas ¢pyHkuus
Oxa3zaHue NoMoIu
HauMeroBatie PYKOBOJIUTEIIIO B Kox | C/01.6 YpoBeHb (II0AYPOBEHB) 6
IUTAHUPOBAHUU paboYero KB UKALIH
BPEMEHHU
Hponcxovmz[eHHe Oprrunan X 3anMCTBOBAaHO
TPyAOBOU (1)yHK].[I/II/I 13 OpUIruHaja

Kon opurunana PerucrpanuonHslit
HOMED
po¢heCCHOHATHLHOTO

cTaHaapra

Tpynossie
JIEUCTBUSA

Brei6op ¢dopmbl mmanupoBaHus UM odOpMIICHHE IUTAHHUPOBIIMKA (OopraHaiizepa)
PYKOBOJTUTEIS

Brecenue nHpopMaImim B IIIaHUPOBIIKK (OpraHaiisep)

CornacoBaHue PYKOBOOUTCIICM BPCMCHHBLIX IIJIAHOB

CornacoBanue TeaeQOHHBIX MEPETOBOPOB, BCTPEU U MEPOIPHUATUH ¢ MapTHEpaMH,
KIIMEHTaMH, PYKOBOJAMUTEIISIMU TOPA3ACTICHUI U COTPYTHUKAMHU

WudbopMupoBaHue pyKOBOAUTENS O PETIAMEHTE HAMEUEHHBIX MEPOPHUSITUN

Hpe,uynpexc,ueHHe 0 HpI/I6J'II/I)KCHI/II/I BpPEMCHH HAMCYCHHBIX MepOHpI/ISITI/Iﬁ

dopmupoBaHUe pe3epBa BPEMEHHU Il HEMTPEIBUICHHBIX CUTYAIIHi

Heob6xomnumeie
YMEHHUS

YcTaHaBIUMBaTh eI, ONIpCACIIAATE UCPAPXUTO neneu

OmnpenessTh MPUOPUTETHOCTh U OYEPETHOCTh BBIMOJHEHHS Pa0dOT U 3(H(HEKTUBHO
pacIpeieiaTh pabouee BpeMs

Oka3bIBaTh IIOMOIIIb PYKOBOAHUTCIIIO B PaCIIPCACICHUU CT'0 pa6oqero BpCMCHH

BeiOupars onTHManbHBIE CIIOCOOBI HMH()OPMUPOBAHHS MApTHEPOB, KIHEHTOB,
MIOCETUTENIEH, PYKOBOAMUTENEH IOAPA3JEICHUN W COTPYAHHMKOB O IUIAHUPYEMBIX
MEpONPHUATHIX

OOecneunBaTh I/IH(I)OpMaI_II/IOHHYIO 0e30IMacHOCTh ACATCIIBHOCTU OpTraHHU3alun

Heobxonumeie
3HAHUS

Crerudvka OCHOBHOM JIeATEIPHOCTH OpPTaHU3alUN

OcHOBBI aIMUHUCTPATUBHOIO MpaBa M TPYJOBOro 3aKoHoJaTenbcTBa Poccuiickoit
denepanuu

PykoBoisiuii cOCTaB OpraHu3aliuy ¥ €€ moApa3/ieJICHU

DYHKIIMU caMOMEHEDKMEHTA

[TpuHIMIIEI ¥ TpaBHJIa TUTAHUPOBAHHS pabouero BpeMeHH

ITocTtanoBka niemneit

HpaBHna IMPOBCACHMA ACIOBBIX IIEPECTOBOPOB

TpeGoBanus OXpaHbl TpyAa
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Apyrue
XApPaAKTCPHUCTUKHU

3.3.2. Tpynosas ¢pyHkuus

[TnarupoBanme pabovero JHSI CEKpeTaps YpoBeHb
HaumenoBanune Kox | C/02.6 (otypoBeHb) 6
KBaM(UKALUH
oorme | oprm x| S
Kon Peructpanuonsslit
opurnHalia HOMCD
npodeccroHaIBEHOTO
CTaHIapTa
TpynoBsie Br160p 1 odopmiteHE ITAaHUPOBIIIMKA CEKPETAPS
JIEHCTBUA Benenne nHeBHUKA (HA 2JICKTPOHHOM M /WM OyMa)KHOM HOCHUTEJIE)
CornacoBaHHe TUIAHOB C TUIAHAMHU M CPOKaMH pa0OThl PYKOBOIUTEIIS
Pacripenienennie pabouero BpeMeHH (Ha JeHb, HEAEII0, IEPCIIEKTUBY)
[TepeHeceHre HEBBIMTOJIHCHHBIX 3aIJITAHMPOBAHHBIX 33124
BrlnoHeHNE TUTTHMYHBIX €KEHEBHBIX JIET
Heobxoaumbie Bri6upaTs 1 0pOpMIIST TUTAHUPOBITUK
YMEHHUS Braocuth u oTcrnexuBaTh HMH(POpPMAIMIO HA SJICKTPOHHOM W/HIK OyMakHOM
HOCHUTEIEe
PaccTaBisiTh MPUOPUTETHI, BBIICIATH BAXKHOE U CPOTHOE
Bo16upaTh onTuManbHbIA pUTM PabOThI
AHanu3upoBaTh NPUYNHBI HEBBITIOTHEHUS 33,124
[TpumensTh HHGOPMALIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUI
HeobOxoaumbie OcoOenHoct oQopMIIeHHS IUIAHUPOBIIMKA (HA DJIIEKTPOHOM U OyMakHOM
3HAHHUS HOCHUTEJISIX)
OCHOBBI yITpaBJI€HHs BpEMEHEM
HApyrue -
XapaKTePUCTHKHU

3.3.3. TpynoBas ¢pyHkuus

HaumenoBanue

IIpoucxoxnenue
TPYIOBOH (QyHKIMH

OpFaHI/ISaHI/IH Teﬂeq)OHHLIX ypOBeHb
IEPETOBOPOB PYKOBOIUTENS Kon  C/03.6 (mozyposeHp) 6
KBaJIM(DUKAITAH
MMCTBOBaH
Opwrusan X 3auMMCTBOBAaHO
W3 OpUTHHAaza

Kon opurnnana Peructpannonsslit
HOMEp
podeccCHOHANTBEHOTO

CTaHmapTa

Tpynossie
NEUCTBUS

Benenue 6a3pl TellehOHHBIX KOHTAKTOB PYKOBOIHUTEIS

COCILI/IHCHI/IC PYKOBOJUTEIIA C KOHKPETHBIMU a0OHEHTaMU

[ToaroToBka MaTepuasioB sl TeIeGHOHHBIX IEPETOBOPOB PYKOBOAUTEIIS

Perucrtpaiiysi mocTynaromux B NPUEMHYIO TeJIe(OHHBIX 3BOHKOB

12
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IlepenanpaBnenue OT/ICJIbHBIX
PYKOBOAMTEIIS, IPYTHUM COTPYAHHKAM

TeJ'Ie(bOHHBIX 3BOHKOB 3aMCCTUTCIISAM

[lonyyenne HeoOXxoaumoil wuHGpOpMAIMM W TepeAaya CAHKIMOHWPOBAHHON
nHdopmaIuu 1o teaedony

VYcTaHoBNIEHHE KOHTakTa ¢ COOECEIHHKOM, MOJJAEpKAaHUE M Pa3BUTHE JI€JIOBOM
Oecelibl B mpoliecce TeleOHHBIX MEPErOBOPOB

OxkazaHue MOMOIIY PYKOBOJIUTENIO TPY OPTaHHU3AIMH M MPOBEICHUU Tele(hOHHBIX
MIEPErOBOPOB U BUJCOKOH(DEPEHIIHIA

HeoOxonumsie Bectu u wucnonszoBath B pabore 0a3y JaHHBIX TeIE(POHHBIX KOHTAKTOB

YMEHUS PYKOBOJUTEIS
Hcnonp3oBate cpeiacTBa KOMMYHUKAIIMOHHOW OPITEXHUKH U TIONYYCHUS U
nepeaayu nHGopMaluu
Bectu  yuerHble  perucTpauMoHHbIE  (QOPMBI,  HCIOJIB30BATh  MX  JUIS
UHPOPMALMOHHOW pPabOTl W pabOThl MO KOHTPOJIO HWCIHOJIHEHUS peIIeHUi
PYKOBOIMUTENS
CriaxuBath KOH()IMKTHBIE U CI0KHBIE CUTYAllMd MEXIMYHOCTHOT'O OOIIEHUS
Hcnonp30BaTh TEXHUYECKUE U POTPAMMHBIE CPEACTBA ISl IPOBEICHUS TOJI0COBOM
WM BHJIC0-KOH()EPEHII-CBSI3U
O6ecneunBaTh HHOOPMAITMOHHYIO O€30MACHOCTh JICATEITLHOCTH OpraHU3aINH
Co0umo1aTh CITy>)KeOHBINA ITHKET

HeoOxoanumeie TenedoHHbIE KOHTAKTHI PYKOBOIUTES

3HAHUS OyHKIMK, 337a4ud, CTPYKTypa OpraHM3aliM, €€ CBA3M [0 BepPTHUKAIU U
TOPH30HTAIIN
[IpaBmia B3aMMOACICTBHUS C MApTHEpAMH, KIMEHTAMH, CPEACTBAMH MacCOBOM
uHbOpMaIuu
[TpaBuna noaepaHusi ¥ pa3BUTHS MEKINIHOCTHBIX OTHOIICHUH
[IpaBusa npoBeAeHNUs AETIOBBIX IEPETOBOPOB
[TpaBuna 3amuThl KOHGQUACHINATBLHOM HH(DOPMALIUU
TpeOoBaHMs OXpaHBI TPYAa

Jpyrue :

XapaKTePUCTHKH

3.3.4. TpynoBas pyHkuus

HanmenoBanue

IIpoucxoxaeHue
TpyHoBoH (HyHKINH

Opranuzanus KOMaHJIUPOBOK Kon | C/04.6 YpoBeHs (IO/ypOBEHD) 6
PYKOBOIUTEIIS ’ KBann(pUKanuu
Opurusan X 3anMMCTBOBAHO

W3 OpUTHHAJa

Kon opurunana Perucrpanmonnsiit
HOMEp
po¢eCcCHOHATHHOTO

cTaHaapra

Tpynossie
NEUCTBUS

[ToaroroBka mpoekTa ciay>KeOHOTO 3aaHusi PYKOBOAUTEIS

[ToaroroBka MpoeKTa MpHKa3a o CIyKeOHOH KOMaHIUMPOBKE

Brimucka KOMaHAMPOBOYHOTO  yJIOCTOBEPEHHS] H  €rO
HE0OXOIUMOCTH

peructpauus pu

HO[[I‘OTOBKa JOKYMCHTOB Ha IIOJYYCHUC BU3LI, 3aI'PAaHUYHOIO IIaCIIOpTa

3aKa3 jKeJIe3HOJ0POXKHBIX U aBUAOWIIETOB, TOCTHHHULL, TPAHCIIOPTHOT'O 00ecreueHHsI
PYKOBOIMTENS
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OdopMnenre mporpaMMbl TIOC3JIKH, YTOYHEHHE OCOOEHHOCTEH MPOTOKOJIA
TUTAHUPYEMBIX MEPOTIPHUSITHIA

HOI[I‘OTOBKa JOKYMCHTOB K IMOC3JAKC PYKOBOIUTCIIA

YTouHeHHe 1aThl, JOJKHOCTEH, (haMuiInii B MporpaMMe KOMaHIHUPOBKU

[TpopaboTka MapipyTa pyKOBOJHUTEIS, YBSI3Ka €ro ¢ pacliucaHueM TPaHCIoPTa

06pa60T1<a MaTCpraJIOB KOMaHINWPOBKH, O(I)OpMJ'IeHI/Ie OTUCTa O KOMAaHAUPOBKC

HeoOxonumsie OdopMIsTh aBaHCOBBIE OTYETHI PYKOBOJIUTEIIS

YMEHUSA Opranu3oBbIBaTh BCTPEUU PYKOBOAMUTENS C MPUHUMAIOIIEH CTOPOHON
OdopMIsTh KOMAHTUPOBOYHBIE JIOKYMEHTHI
OO0pabaTbIBaTh JOKYMEHTBI U MAaTEPHUAIIBI IO PE3YIbTATaM MOE3IKU PYKOBOIUTEIS
ObecneunBaTh paboTy odrca BO BpeMs OTCYTCTBUS PYKOBOIUTEISI
[TpuMeHsITh criocOOBI EIOBOTO OOIICHHUS
Hcnonb3oBath cpencTBa KOMMYHHMKAIMM 71 OO€CHEUEHHUs B3aUMOJICHCTBHS C
PYKOBOAMTEJIEM BO BPEMS €T0 JI€JI0BON MOE3/IKH

HeoOxomumsie [TopsiIOK TOATOTOBKHU M MPOBEACHUS KOMaHIHUPOBOK

3HAHUS [opsimox opopmiieHHST TOKYMEHTOB Ui KOMaHIMPOBKUA M OTYETHBIX JOKYMEHTOB
10 KOMaHUPOBKE PYKOBOJIUTEsSI
JenoBoi mpoToKOI
DTuKa JeI0BOro O0IIeHUs

Apyrue -

XapaKTEPUCTUKHU

3.3.5. Tpynosas ¢pyHkuus

HanmenoBanune

IIpoucxoxnenue
TPYIOBOH QyHKIMH

Opranuzanus paboTsl ¢ v ( )
o OBCHBb (11O, OBCHb
MOCETUTENISIMUA B IPUEMHON Kox | C/05.6 P P 6
KBaJIM(UKAIAT

PYKOBOJUTENS

3aMMCTBOBaHO
Opuruzan X

W3 OpUTrHHAaIa

Kon opurunana Perucrpaunonssii
HOMeEp
npodeccroHanbEHOTO
CTaHmapTa

TpynoBsie Opranu3aliys JMYHOTO MPUEMA MOCETUTENEH PYKOBOIUTEIEM
JIEUCTBUSA YcraHoBieHre nopsiKa TpueMa Jijisi pa3JIMuHbIX KaTErOPUN MOCETUTENEH
Benenue sxypHana npeBapuUTeIbHON 3allMCH HAa PUEM
Peructpanus nocerureneit
CopeiicTBHE OMEPATUBHOMY PAaCCMOTPEHHIO MPOCHO U MPEATIOKEHUN TOoCceTUTeNnei
U COTPYAHHKOB OpPTaHU3aluN
Opranu3aiiys mpreMa JeJIOBbIX TapTHEPOB B oduce
Opranu3aius 00cayKUBaHUSI PYKOBOJUTEISI U €r0 JeJIOBBIX apTHEPOB B oduice
CepBupoBka yaiiHoro (kodeiiHoro) crona B oduce
[IpunsTe Mep MO COXpPAaHEHHIO KOMMEpPYECKOM TaillHBl B XOAe IpuemMa
MOCETUTENICH U MX HAXO0XJICHUS B IPHEMHON M KAOMHETE PYKOBOIUTEIIS
Heobxonumeie Opranu3oBbIBaTh U 00€CIICYNBATH JINYHBIC KOHTAKTHI PYKOBOJAUTEIS
yMeHUs YrpaBisaTh KOHQJIHKTaMU

Y4YHUTBIBaTh TICHXOJIIOTUYECKUE OCOOCHHOCTH JHYHOCTH TPH Pa3IMYHBIX BUAAX
PO eCCHOHATTEHOTO OOIIICHHMSI

Hcnons3oBath YCTAHOBJICHHBIC IIpaBWJIda WM IIPOOCAYPbl KOMMYHHKAILIMK BHYTPH

14
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OpraHu3aIu

Bectn  yuetHble  perucTpanvoHHbIe  (OpMBI,  HCIONB30BATH WX IS
UHQOPMALMOHHOW pPabOThl M PabOThl TO KOHTPOJIO HCIOJHEHUS peleHUH
PYKOBOAMTENS

Co3naBaTh NOJIOKUTEIIbHBIA UMUK OpraHU3alUN

[TpuHMMaTh MEpbI IO pa3pelIeHNI0 KOHPIUKTHBIX CUTyallul

[IpumensTs UHPOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU

ObecrieunBaTh KOH(QUICHINAIBHOCTh B NPUEMHOW M KaOMHETE PYKOBOIMTEIS,
COXpaHATh KOH(PHUICHIINATHHYIO HHPOPMALIUIO B TaliHEe

Heo0Oxonumeie
3HaHUA

HpaBI/IJ'Ia OpraHu3anuu 1pucma IoceTuTeNe

[TpaBusia ae0BOro 00IICHUS

[IpaBuna pedyeBOro 3TUKETA

IIpaBuna ycCTaHOBIICHHS KOHTAaKTa, MOAACPKAHUS M Pa3BUTHUA MEKIMYHOCTHBIX
OTHOIIIEHUN

CtpykTypa opraHusaludud U pacmpeneneHue (QyHKUUH MeXIy CTPYKTYPHBIMU
MO/Ipa3/ICJICHUSIMU U CIICIUATTUCTAMU

[IpaBuia opranuzanuu NpueMoB B oduce

DTHUKET ¥ OCHOBBI MEXJTYHAPOJIHOTO MMPOTOKOJIA

[TpaBuna cepBUPOBKHU YaitHOTO (KOEeHHOT0) cTOIa

HpaBI/ma IMPUTOTOBJICHUA U MMOJAYH I'OPAYNX HATMTKOB U 3aKYCOK K HUM

[TpaBuiia 3auThl KOHGUACHIUATILHOU CiTyKeOHOI HHpOopMAaIIH

Apyrue
XApPaAKTCPHUCTUKHU

3.3.6. Tpynosasi pyHkuus

HaumeHnoBanue

[Ipoucxoxnenue
TpyHoBoH (HyHKINH

Opranuzanus noAroToBKH, v ( |
OBEHB (IIOypPOBEHb
MPOBEJCHUS U 00CTy>KUBaHUS Kox | C/06.6 P P 6
- KBaH(pUKAINU

KOH(EPEHTHBIX MEPOIPHATHI

3anMCTBOBAHO U3
OpuruHan X

OpHTHHANA

Kopn opurunana PerucrpanuonHsit
HOMED
po¢heCCHOHATIBHOTO
cTaHgapra

Tpynossie
NEUCTBUS

[ToaroToBKa NOBECTKHU AHS MEPOIIPUSATHS

OdopmiieHne cnyucka y4aCTHUKOB MEPOIPHSITHS

WNudpopmupoBaHne y4acTHUKOB O HaMEYAIOUIEMCS MEpPONPHUSTHH U YCIOBHUIX
y4acTust

Br100op MecTa u BpeMEeHU [TPOBEICHUS] MEPOIIPUSATHUS

IloaroroBka HpeHBapHTCHLHOﬁ CMCTBI pacxoa0B

Paccelnka npuriiameHuii MOATBEPAUBIIMM Y4aCTHE B MEPONIPUATHH

C60p TCKCTOB TOKJIAJOB M IIPOCKTOB MTOI'OBBIX JOKYMCHTOB Y JOKJIAAYHMKOB

Paccpimka  MHGOpPMAlMOHHBIX  MaTepHaiOB  y4aCTHHKaM  KOH(EPEHTHOTro
MEPONPUSITHSI

CocraBlieHHe SBOYHBIX JIUCTOB M CITMCKA PETUCTPpAIMN YYACTHUKOB MCPOIIPHUATHUA

3aKynKa KaHIEIIPCKUX TOBAPOB M MPOAYKTOB Ul o0ecTiedeHns Kode-mays

Pemenune BOIIPOCOB TCXHHUYCCKOI'O OCHAIICHUA MCPOIIPHUATHA

HOMOH_[I) B IIOATOTOBKE JOKJIaJd PYKOBOJUTEIIA, MPE3CHTAIIMOHHBIX MATCPHUAIOB

Opranu3zaiiys NOArOTOBKY MPEe3uanyMa M pabodrX MECT YIaCTHUKOB




16

Opranusaiys BCTPEYU U PETUCTPAIUsl YYACTHUKOB MEPOIIPUSITUS

Benenue npoTokona MeponpHsITHsI

OpraHu3aliys CepBHCHOTO 00CITY>KMBaHUs BO BpeMsl Kode-may3

Opranuzanuss  KyJbTypHO-MAacCOBBIX ~ MEpOINPHSTUH,  TPaHCIOPTHOIO U
TOCTUHUYHOTO 00eCeUeHuUs

Heo0Oxonumbie
yMEHUS

OpraHu3oBbIBaTh  MPOLECC IOATOTOBKM K  MPOBEACHUIO  KOH(EPEHTHOTO
MEPONPUSITUS UHIMBUAYAIBHO U B COCTaBe paboueil IPYIIIIb

JIoOKyMEeHTUPOBaTh pa3HbIe dTanbl MPOLEAYPHl TMOATOTOBKU U TMPOBEIACHUS
KOH(GEPEHTHOTO MEPONPHUSATHUS

[TepenaBath nH(pOpMaLMIO, JOKYMEHTHI U MaTepHallbl y4aCTHUKaM KOH(QEPEHTHOTO
MEpONPHUATHS

[ToaroraBnuBaTh ¥ 00OPYIOBATH CTOJ MPE3UIUYyMa H pabOYHe MecTa yJ4aCTHHKOB
coBelanus (3aceganus)

CepBupoBath YaiiHbli (KO(eiHbIil) CTOJ BO BpeMs IPOBeeHHs Kode-1ay3

COGHIOII&TB IpaBujia ACJIOBOI'0 3TUKCTA U ITPOTOKOJIA

[TogmepXKuBaTh UMHJK OpraHU3AINH

COSI[aBaTB MUK CCKpETApA, COOTBCTCTBYI-OH_[I/Iﬁ HMHJKY OpraHn3aliin

PaGorate ¢ wHpOpmammell, aHaNM3WPOBATH W  TPEACTABIATH €€ B
CUCTEMATU3UPOBAHHOM BHJIE

O6ecneynBaTh 0€30MACHOCTH ACSITEIIBHOCTH OPraHu3aIiu

HpI/IMCH}ITB I/IH(1)OpMaLII/IOHHO-KOMMYHI/IKaI_[I/IOHHLIe TCXHOJIOT' NN

OGecneunBaTh KOM(OPT YJaCTHUKOB KOH(PEPEHTHOTO MEPOTPHUSTHS, TIOMOTATh B
BONPOCAX MPOXKUBAHUS, TPAHCIIOPTHOTO 0OECTICUCHUS

Heo0Oxonnmeie
3HAHUS

Kowmmekc OpTraHN3allMOHHO-TEXHUYCCKHUX MGpOHpI/ISITI/Iﬁ IO TIOATOTOBKE H
IMPOBCACHUIO COBCH_IaHI/Iﬁ 1 IICPCTOBOPOB, B TOM YHKUCJIC MCXKAYHAPOIHBIX

[TpaBuia BeaeHUs, TOATOTOBKU M OQOPMIICHUS MPOTOKOJA U APYTUX JOKYMEHTOB,
CO3/1aBa€MBbIX B MMPOIIECCE MOTOTOBKU KOHGEPEHTHOTO MEPOTIPHUSTHUS

CocraBlieHHE CMETHI pPacxoJi0B

(OCHOBBI HATMCAHUsI PeUei U TOKJIAJ0B PYKOBOJAUTEIIS

[IpaBuna ycTaHOBJIEHMsS] KOHTaKTa, MOAJEPKAHUS WU Pa3BUTUS MEXKINYHOCTHBIX
OTHOIIEHU

HpaBI/IJ'Ia JCJIOBOT'O 06IJ_[CHI/I$I, JCJIOBOT'O 3THKETA

ODTUKET U OCHOBBI MEXAYHAPOIHOTO NPOTOKOJIA

[IpaBuyia IpOBEAEHUS IETOBBIX IEPETOBOPOB

[TpaBuiia 3aumThl KOHGUACHIUATIBLHOU Ci1yKeOHOI HHpOopMAaIIH

TpeOoBaHMs OXpaHbI TPy

Hpyrue
XapaKTEPUCTUKHU

3.3.7. Tpynosas ¢pyHkuus

Haunmenosanue

IIpoucxoxnenue
TpyHoBOU (HyHKIUH

16

OpFaHI/IBauI/IH HNCITIOJIHCHUA
€IlIEHUI, OCYII[ECTBJICHNE VpoBeHb (II01ypOBEHb

p > ocyI Kox | C/07.6 POBCHE (IOAYPOBCHE) | ¢

KOHTpOHH HNCITIOJIHCHUA KBaﬂH(bHKaHHM

HOPYYEHU I PYKOBOIUTENIS

3aMCTBOBaHO U3
Opurunan X
OpUTHHAIIA
Kon opurnnana PerucrpanuonHbIit
HOMED
poeCcCHOHATBHOTO
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cTaHgapra

TpynoBsie JlokymeHTasbHOe 0hOpMIIEHHE PEIICHUN PYKOBOAUTENS
JIEUCTBUSA JloBenieHue 10 cBeieHusl pa0OTHUKOB OpPraHU3aluu PACIIOPSKEHUN PYKOBOIUTEINS
Koopaunanuust 1eATEIbHOCTH 110 UCIIOJIHEHUIO PEIIEHUI PYKOBOJUTENS
BeneHnne cpokoBOTro TEKYIIETO U IPEAYIPEAUTEIBHOIO KOHTPOJIS
[IpoBepka UCIIOTHEHUS] TOPYUYEHU PYKOBOJMTEISI B YCTAHOBJICHHBIN CPOK
[Ipenynpexaenue COTPYIHHUKOB 00 HCTEUEHHH CpPOKa HCIOIHEHHUS MOpyYeHUH
PYKOBOJIMTEIS
Pukcauysi UICOJHEHHUS MOPYYEHUN
CocraBiieHHE OTYETOB M AHAJUTHUYECKUX CIIPABOK O BBIMOJIHEHUU MOPYYEHHH M
peLIeHUN PYKOBOIUTEINS
HeoOxonumsie BecTtu cpokoByr0 KapTOTEKY
YMEHHUS Bectn ydeTHble perucTpaluoHHBIE (OPMBI, HCIOJIB30BaTh UX ISl PabOTHI IO
KOHTPOJIIO UCIIOJHEHUS TOPYYEHUN PYKOBOIUTEINS
Paboratb ¢ nHpOpManueil 1o KOHTPOJIIO, CHCTEMAaTU3UPOBATh €€ U MPEICTABIATH B
BHJI€ CBOJHBIX JOKYMEHTOB
Hcnonws30Bath cpeacTBa KOMMYHUKALMY JUIS IEPEAAYN TIOPYIEHUN PYKOBOUTENS
Hcnonb30BaTh CcOBpeMEHHBIE CpeAcTBa cOopa U 00pabOTKH KOHTPOJIBHOMN
uHpOpMaUU
[TpumMeHsTHh HHPOPMALIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHU
OneHuBaTh pe3ysibTaThl B paMKax MOCTaBJICHHBIX 33]1a4
OcymiecTBIIATh KOHTPOJIb UCIIOJIHEHUSI NOPYUYEHUIN PYKOBOJIUTEINS COTPYIHUKAMMU
HeoOxonumsie OO6mue TtpeboOBaHHS K CpOKaM MCIOJIHEHHUS JOKYMEHTOB M KOHTPOJIbHBIM
3HAHUS (GYHKIUSM CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCIIeUeHUsI
[TpunLMIIEI, c1OCOOBI HHOOPMHUPOBAHHUSI COTPYIHUKOB
DTHKA [IEI0BOr0 OOIIEHNS
VYnpaBieHdyeckas CTpYKTypa OpraHM3alliH, PYKOBOJCTBO OpraHH3aluu, 00pasiibl
MOANMUCEN PYKOBOIAIIUX COTPYAHUKOB, KPYI MX IOJHOMOYMN M OTPAHUYEHHMS UX
30H OTBETCTBEHHOCTHU
HNHcTpyKkuy no Aenonpor3BOACTBY M APYTMM JIOKAJbHBIM HOPMATHUBHBIM aKTaM,
YCTaHABJIMBAIOIIUM MOPSA0K peAIN3aliY YIIPABICHUYECKUX IPOLEAYD
HApyrue -
XapaKTEPUCTUKU

3.3.8. TpyaoBbie pyHKUIMH

HanmenoBanne

[Ipoucxoxnenue
TpyHoBoH (HyHKINH

Opranuzaiys v moaiepkaHue
(yHKIIMOHATBHOTO pabodero Kox | C/08.6 YpoBeHs (IOAYPOBEHb) 6
MIPOCTPAHCTBA PUEMHOU U A ’ KBaTH(QHKALAH
KaOMHETa PYKOBOJIUTEIIS
Opurunan X 3anMCTBOBAHO U3
OpHTHHAJIA
Kopn opurunana PerucrpanuonHsit
HOMeEp
po¢heCCHOHATIBHOTO
cTaHgapra

Tpynossie
NEUCTBUS

ObGecrieuenne pabodero Mecta pPYKOBOAUTENSI HEOOXOTUMBIMH —CpPEICTBAMHU
OpraHU3aIMOHHON TEXHHUKH, KaHICIIPCKIUMHU MTPUHAIIC)KHOCTIMHI
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Opranusaiusi mpueMHOM odrica B COOTBETCTBUU C TPEOOBAHHUSIMH DPTOHOMUKU H
KYJIbTYpbI Tpya
Opranusaiusi 0pOopMIICHUSI HHTEpbepa MPUEMHONU PYKOBOIUTEIS
O6opynoBanue paboyero Mecra OPITEXHUKOW, MEPCOHAJIBHBIM KOMIIBIOTEPOM,
BCIIOMOTATEJIbHON TEXHUKOU
Opranuzaiusi 000pyAOBaHUS MPUEMHONW CHUCTEMaMH XpaHEHHs, HEOOXOAUMBIMHU
MIPUCIIOCOOICHUSIME, 00CCTICUCHHSI KAHIICIIIPCKUMU TOBapaMu
ObecrieueHre XpaHEHHsI U 3aMEHbI PACXOIHBIX MaTEPHUAaJIOB, TIOBCETHEBHBIN YXOI
3a OPrTEXHUKOMN
3aka3 KaHIEISIPCKUX TOBAPOB, THTHEHUYECKUX TOBAPOB, TPOAYKTOB TUTAHUS
Heobxomumbie CoznaBath ycinoBus, obecneunBaronme 3hHEeKTUBHYIO paboTy PYKOBOAUTEIS
YMEHHUS [TpuMeHSTh B COOTBETCTBUH C HA3HAUEHHEM CPEJICTBA OPTaHU3aIMOHHON TEXHUKH,
KAHIEISAPCKHUE MPUHAICKHOCTH
OcHamate pabodee MeCTO PyKOBOJIUTENS U CBOe pabouee MECTO HEOOXOIUMBIM
00opyIoBaHUEM
OcCylIecTBIATh 3aMEHY PaCXOJHBIX MAaTEPHAIIOB, YXOJ] 32 OPITEXHHUKOM
OcCymIecTBIIATh MOBCEJHEBHBIN YXOJI 32 KONMUPOBAIBHBIM ariapaToM, 3aMEHy H
XpaHeHUe KapTPUIKeH, TOHepa
KoHTponupoBaTh COCTOSIHHAE U TIOMOJTHATE 3aI1achl KAaHIISIAPCKUX TOBAPOB, CPEICTB
TUTHUEHBI, TPOAYKTOB MUTAHUS
Heobxonumbie TpeGoBaHus OXpaHbl TPyJa, MPOU3BOJACTBEHHOW CAHUTAPUH, MPOTHBOTIOKAPHOM
3HAHUS 3aIUTHI
OcHOBBI TPaBWIBHOM OpraHu3allid TPyAa M METOAbl IOBBIIICHUS €ro
3¢ peKTUBHOCTH
OcHOBBI SproOHOMHUKHU odrica U HIOPUCTUKHU
CraHgapThl 1 PEKOMEHIAINH 110 000PYTIOBAaHUIO O(PHCHBIX TOMEIICHUH
CocTaB opraHu3alMOHHON TEXHUKH, €€ YCTPOHUCTBO U MOPSAIOK pabOThI ¢ HEl
Apyrue -
XapaKTePUCTHKHU

3.3.9. TpynoBas pyHKkuust

Pa3paboTka JoKanbHbIX v
POBEHB
HOPMAaTHBHBIX aKTOB
H Haumenosanue P ’ Kox | C/09.6 (moaypoBeHn) 6

pErJIaMeHTHPYIOITUX padoTy KBaHbEKAH

cekpeTapsi
[Ipoucxoxnenue 3anMCTBOBAHO U3

P A OpurnHat X
TpyHoBOU (HyHKIUH OpUTHHAJa
Kon opurunana PerucrpanuoHHsli
HOMED
podeCcCHOHANBEHOTO
CTaHIapTa
Tpynosbie Pa3paboTka M0JKHOCTHOM HHCTPYKIIUU CEKPeTaps
JIeHCTBUA Pa3paboTka moyioxkeHus 0 ceKkperapuare
Pa3paboTka HHCTPYKIUHU N0 JEIONPOU3BOACTBY

HeoOxonumsie CocTtaBiaTh U 0QOPMIIATH OPraHU3ALMOHHBIE U METOJIMYECKHE IOKYMEHThI
yMEHUs PenakTupoBaTh TEKCTHI CTYKEOHBIX JOKYMEHTOB

PaGotrate co Bcell  COBOKYIMHOCTBbIO  HH(OPMAIIMOHHO-TOKYMEHTAlMOHHBIX
pECypCoB OpraHusaiuu

18
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ITonb30BaThCs OazamMu JAaHHBIX, B TOM YHMCJIC YIaJICHHbIMHA 6azamu JaHHBIX

Hcnonws3oBaTh CIIPaBOYHEBIC IIPABOBBIC CUCTCMbI

PaboTath ¢ KOMIIBIOTEPOM, KaTajioramu (nankamu) 1 (ainamu, cCKanepom

[Tosib30BaThbCs OPUCHBIM AKETOM (TEKCTOBBIN PEIAKTOP, TAOIUIIBI)

[Tonb3oBaTbes nepudepuiHBIMU YCTPOMCTBAMU U OPTTEXHUKOM

[Tonb30BaThCs JIIEKTPOHHON MOYTOM

[Tosib30BaThCsl CUCTEMAMH JICKTPOHHOTO JOKYMEHTO000pOoTa

HeoOxonumsie [IpaBoBBIe OCHOBBI ympaBieHUS (OCHOBBI aJMHUHUCTPATUBHOTO, TPYAOBOTO H
3HAHUS TPaKJAHCKOTO MPaBa)
JleicTByIOlIIiE  TPABOBBIE  aKThl, HOPMATHBHO-METOAMYECKHE  JIOKYMEHTHI,
rOCYJapCTBEHHBIE CTAaHAAPTHI, OIPEICISIONINE TOPAIOK JTOKYMEHTAIIHOHHOTO
o0ecrnieueHus ypaBIeHHs
CtpyKTypa, pyKOBOACTBO CTPYKTYPHBIX IMOJApa3JeIeHU, 00pa3Lbl MOANUCEN LI,
MMEIOIIUX MTPAaBO MOAMUCAHUS U YTBEP)KICHUS JOKYMEHTOB, U OTPAHUYEHUS X 30H
OTBETCTBEHHOCTH
[TpaBusa JOKYMEHTAIIMOHHOTO 00eCcTeyeHHs A TeIbHOCTH OpTaHu3aIiu
[Topsiok paboThI C JOKYMEHTaMHU
TpeboBanus, mpeabsBiseMble K JTOKYMEHTaM B COOTBETCTBUU C HOPMATHBHBIMU
aKTaMU ¥ rOCYAapCTBEHHBIMU CTaHAAPTAMU
[TpaBuna cocTaBieHUs] OPraHU3AIMOHHBIX JOKYMEHTOB (TIOJOKEHUH, HHCTPYKIUH,
pErJIaMEeHTOB)
Bupl JOKyMEHTOB, X Ha3HAYCHHE
OCHOBBI JOKYMEHTHOW JIMHI'BUCTUKU
TpeboBanus oxpaHsl Tpyaa
Apyrue -
XapaKTePUCTUKHU

3.3.10. TpynoBasi pyHkums

H Haumenosanue

[Ipoucxoxaenue

Cocrasnenue u opopmiieHue Vposens
YIPaBICHYECKON JOKYMEHTAIMU Kon | C/10.6 (moaypoBeHs) 6
KBaJH(PUKAIAN

3anMCTBOBAHO U3

TPYIOBOH QYHKITHH Opuruan X OpHUruHaJa
Kon opurunana PeructpanuoHHsblil
HOMEp
npodeccrnoHaIEHOTO
cTaHaapTa
Tpynossie CocraBneHrue TMPOEKTOB pPACIOPSAUTENbHBIX (MPUKA3bl, PACHOPSIKEHUS) H
JIEUCTBUSA WH(POPMAITMOHHO-CIIPABOYHBIX ~ JTOKYMEHTOB  (CITy)KeOHBIE THUChMa, CIIPABKH,
JTOKJIaJTHBIE U CITY>KeOHBIE 3aIHCKH)
[Teyathb cmykeOHBIX JOKYMEHTOB M JPYTUX MaTepUAJIOB
Pa3mHOXeHHE CTyKEOHBIX TOKYMEHTOB
KoHTposib poxokaeHusi JOKYMEHTOB B OpraHu3aluu (CorjiacoBaHue, Mo M1uCcaHue
U YTBEP)KJICHUE IOKYMEHTA)
Heobxonumbie PenaktrpoBaTh TEKCTHI CIY)KEOHBIX JTOKYMEHTOB
YMEHUS [Tonp30BaThesl yHUDHUIIMPOBAHHBIMU (hOpMaMU TIOKYMEHTOB
OdopmnsaTe KaccoBble (PUHAHCOBBIE JOKYMEHTHI M JIOKYMEHTHI 110 Yy4YETy
HAaKJIaJHBIX PACX0J0B
[Teyarath ciykeOHbIE JOKYMEHTBI
[Tonb30oBaThes epudepuitHBIMUA YCTPOWCTBAMHU U OPTTEXHUKOM
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Pabotatk ¢ koMIbIOTEPOM, CKaHEPOM

[Tonb30BaThCsE OPUCHBIM MAKETOM (TEKCTOBBIN pPEeIaKTOp, TAOIHIIHI)

[Tosib30BaTHCS 3MEKTPOHHOM MOYTOM

[Mosp30BaThCs CHCTEMaMH AJICKTPOHHOTO JIOKYMEHT0000pOTa

OO0ecneunBaTh 0€3011ACHOCTD JACATCIIBHOCTH OpraHru3aliin

Heobxonumeie
3HAHUSA

[IpaBoBble OCHOBBI YyIpaBi€HHs] (OCHOBBI aJIMHUHUCTPAaTUBHOIO, TPYAOBOTO U
XO03HMCTBEHHOTO IpaBa)

CtpykTypa OpraHu3aluu, PyKOBOJCTBO CTPYKTYPHBIX IOApa3JeIeHUN, 0Opaslbl
MOAMKUCEN JIHI, UMEIOLUX NPaBO MOJNUCAHUS M YTBEPXKICHUS JTOKYMEHTOB, U
OTpaHMYEHUS] X 30H OTBETCTBEHHOCTHU

HpaBI/IJ'Ia JOKYMCHTAIIMOHHOI'O obecrnieyeHUs ACATCIIbHOCTHU OpPraHru3aiu

[Topsimok paboThl ¢ JOKYMEHTaMHU

Tpe6OBaHI/I}I, MMPpCABABIACMBIC K AOKYMCHTaM B COOTBECTCTBUU
C HOPMATHUBHBIMH aKTaMH U T'OCYAapPCTBCHHBIMU CTaHAaPTAMHU

Bujbl IOKyMEHTOB, UX Ha3HAYEHHUE

[TpaBuiia cornacoBaHusi JOKYMEHTOB OpraHu3aluu (BHYTPEHHETO U BHEIIHETO)

IIpaBuna noanucaHus U yTBEPKACHMS TOKYMEHTOB

[IpaBuna  cocraBneHuss U odopmiieHuss  MHGOPMALMOHHO-CIPABOYHBIX,
VIIPaBICHYCCKUX JOKYMEHTOB M CIYKCOHBIX MTUCEM

OCHOBEI ,HOKYMCHTHOﬁ JJMHI'BUCTHUKH

FpaMMaTI/I‘-ICCKI/Ie IpaBujia pyCCKOI'0 sA3bIKa

TpeOGoBaHMs OXpaHbI TPYAA

HApyrue

XApPaAKTCPHUCTUKHU

3.3.11. TpynoBasi pyHkums

H HaumeHoBanue

Opranusanus padoThl ¢ JOKYMEHTaMH B VpoBeHb
NPUEMHON PYKOBOUTEIIS Kon | C/11.6 (nosypoBeHs) 6
KB (PHKAITHN

IIpoucxoxaeHue

3auMCTBOBAHO U3
Opurunan X

TpyZHoBOH (HyHKINH OpHUIHHAJIA
Kon Peructpaunonusiii Homep
opuruHaa po¢heCCHOHATBHOTO
cTaHgapTa
Tpynossie [Tony4yenue, npeaBapUTEBHOE PACCMOTPEHUE M COPTUPOBKA IOCTYNAIOLIUX B
JIEUCTBUSA IIPUEMHYIO PYKOBOJIUTENS JOKYMEHTOB
IToaroroBka TOKyMEHTOB IS pACCMOTPEHMS PYKOBOJUTEIIEM
Y4eT JOKYMEHTOB, ITOCTYNAOIIMX Ha UMs PYKOBOAUTEIIS
Opranuzanus A0CTaBKU JOKYMEHTOB MCIIOJIHUTEISAM
Co3nanue u BefieHHe 6a3bl JAHHBIX JOKYMEHTOB PYKOBOJUTEIS
Benenne nHQpOpMaIMOHHO-CIIPABOYHOM PaOOTHI
KoHTposb ucrosHeHUs! JOKYMEHTOB U TOPYUYEHUN PYKOBOIUTEIS
HeobOxonumeie Pabotath ¢ BXozsien, HCX0id11eil, BHYTpEHHEN JOKyMEHTallen
yMEHUs [Tonp30BaTbess cUCTEMaMM JIEKTPOHHOIO JOKYMEHTOOOOpOTa Il PErucTpaluy,
KOHTPOJISI IOKYMEHTOB ¥ MH()OPMAIIHOHHO-CIIPAaBOYHOM pabOTHI C TOKYMEHTaMHU
[IpumensTb MHPOPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTUU JJsi paboThl C
JOKYMEHTaMU
CoctaBisaTh U 0OPMIIATE HOPMATUBHBIE AKThI

20
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Heobxonumele
3HAHUS

HOpMaTI/IBHLIe IIpaBOBELIC aKThI, HOPMAaTUBHO-MECTOAUYCCKUC JOKYMCHTBI,
rOCYyJapCTBEHHBIC CTAHAAPTHI, ONPEICISIONINE MOPSIOK JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBJIeHUs

CtpykTypa opranu3aiui, pyKoBOJICTBO CTPYKTYPHBIX MOApa3ICICHUN

CoBpeMeHHbIe HHOOPMAITMOHHBIC TEXHOJIOTUN PAOOTHI C TOKYMEHTAMH

HOpSI,Z[OK pa6OTBI C IOKYMCHTAaMH, CXCMbI JIOI(yMCHT0060pOTa

[TpaBusa pabOThI ¢ BXOASIIMMH, HCXOSIIMMHI M BHYTPEHHUMH IOKYMEHTaAMHU

HpaBI/ma OopraHu3alliii KOHTPOJA HMCHOJHCHHA AOOKYMCHTOB M THIIOBBIC CPOKHU
HCIIOJIHCHUSA TOKYMCHTOB

[IpaBuna cocTaBleHHS AaHAJIUTUYECKUX CIPABOK MO OpraHu3aluu paboThl C
JOKYMEHTaMH M KOHTPOJIIO MCIIOJHEHUS JJOKYMEHTOB

[IpaBuna co3nanuss u  BefeHHs 0a3 JaHHBIX CIYXKEOHBIX JOKYMEHTOB B
OpraHu3aIH

CucreMbl 31EKTPOHHOI0 JOKYMEHTO000pOoTa

TpeboBaHus OXpaHbl TPyAa

Apyrue
XApPaAKTCPHUCTUKHU

3.3.12.TpynoBasi pyHkuus

Opranuzanus XpaHeHUs YpoBeHb
Hanmenopanue JOKYMEHTOB B IIPUEMHON Kox | C/12.6 (moxyposenb) 6
PYKOBOTUTENS KBaJIU(PUKAIIAN
poane | oprmar X e
Kop opurunana PerucrparuoHHsIit
HOMeEp
podeCcCHOHANTBEHOTO
CTaHaapTa
Tpynossie Pa3paboTka pa3zie 0B HOMEHKJIATYPHI JIeJ OpraHUu3aliH
JeicTBUsS dopmupoBanue u 0o(OpMIEHHE el TOCTOSHHOTO, JOJITOBPEMEHHOTO CpPOKOB
XpaHCHUS
[ToaroroBka u mepeaaya Jell B apXuB OpraHU3aI|H
HeobOxonumbie Pa3pabarbiBaTh HOMEHKIATYpPY J€JI OpTaHM3alldd C YYETOM JCHCTBYIOIIUX
yMEHUs HOPMaTHUBHO-METOJIMYECKUX JOKYMEHTOB
Hcnons30BaTh HOMEHKIATYPY M€ MPU H3YYEHUU CTPYKTYpPHl OpraHU3alIuH,
COCTABJICHUH OINUCEN J1e1
®opmupoBath U 0pOpMIATH Jefla B  COOTBETCTBUUM C  YTBEP)KICHHOMU
HOMEHKJIATYpOU JIeJI OPraHU3aALUU
ObecneunBaTh COXPaHHOCTh IOKYMEHTOB OpraHU3aIMU
[Tpou3BOIUTH MOATOTOBKY JEJ JUIs [Iepe/iadl B apXUB
[IpumenaTy MHPOPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHUU IS pabdOTHI C
JIOKyMEHTaMu
HeoOxonumsie HopMaruBHble  mpaBoBbIE  aKThl, HOPMATHUBHO-METOJIUYECKHE  JIOKYMEHTHI,
3HAHUS roCyJapCTBEHHBIC CTAaHIAPTHI, ONPEICISAIONUE TOPAIOK JOKYMEHTAIMOHHOTO

oOecrnieueHus yrnpaBIeHUs

Bunsl HoMeHkiaryp, oOmme TpeOOBaHMS K HOMEHKIAType, METOJHKa ee
cocTaBJIeHUs] U 0OPMIICHHSI

[Mopsimox  popmupoBanust u odopMICHHS JeT C YKa3aHWeM crenuduxku
(GhOpMHUPOBaHUS OTACITHHBIX KATETOPUH JIe
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HpaBI/IJIa XpaHCHUA A€, B TOM YHCJIC ¢ JOKYMCHTAMHU OI'PAaHHUYCHHOI'O JOCTYIIa

[IpaBuiia BbIIaYU M UCIIOJIB30BAHUS JOKYMEHTOB M3 COPMUPOBAHHBIX €l

TpeboBanus oxpaHbl TpyAa

HpaBHna IMOATOTOBKU M IEpCaavun ACJI B ApXHUB OpTraHHU3allun

Apyrue
XApaKTCPHUCTUKHU

3.3.13. TpynoBble pyHKumMu

ObecnicueHre pyKOBOIUTES YpoBeHb
HaumenoBanue I/IH(I)OpMaHI/Ieﬁ Kon | C/13.6 (ToypOBEHB) 6
KBaJTH(PUKAIUN
II XK
POHCXONICHHC Opurunan X | 3auMcTBOBaHO M3 OpUTHHANIA
TPYIOBOM (QYHKIHH
Kon Perucrpaunonusiii Homep
opHrHHaNa podeccCroHaNBLHOTO
cTaHaapra

TpynoBsie Coop m mepepaboTka uH(OpMAIUK, HEOOXOTUMOUN Il MPUHATHS OOOCHOBAHHBIX
JIEUCTBUSA YIPABICHUYECKUX PELIEHUN
ITpoBepka NOCTOBEPHOCTH, MOJIHOTHI M HEMPOTHBOPEUYMBOCTH JAHHBIX, UCKIIIOUEHHE
IyOnpoBaHus HHQOpMAIHH
ITpenocTraBieHne JaHHBIX B €IMHOM M yI0OHOM JUIs BOCHIpHSITUS opmate
BeisiBienne HanOojiee 3HAUMMBIX KPUTEPHEB CHCTEMAaTH3allMKd HHGOpMAIMU  JUIs
co3maHusa 0a3 TaHHBIX
dopmMupoBaHKE U UCIIOJIb30BaHKUE 0a3 TaHHBIX B OpraHU3aIIH
HeoGxomumele | OcymiecTBisTh cO6op, 00pabOTKy M aHainu3 WHGPOpPMAMM B COOTBETCTBUHM C
YMEHUS TpeOOBaHUSIMH  KPATKOCTH,  YETKOCTH  (OPMYJIHPOBOK,  CBOEBPEMEHHOCTH
NOCTYIUICHUS,, TOYHOCTH U JIOCTOBEPHOCTH, ONTHMAIBHOCTU CHUCTEMAaTH3aIUH,
HENpepBhIBHOCTH cOopa U 00pabOTKH HHPOPMAIHH
OcylecTBIATh pETrUCTpalio, HAKOIUIEHHWE M Iepenady, CHCTEeMaTU3UPOBAaHHOE
XpaHEeHUe ¥ BbIady HHPOpManuu B Tpedyemoit popme
CoctaBisTh U 0HOPMIIATH CBOJHBIE, OTUETHBIE, CTATUCTHUECKUE TOKYMEHTHI
OcymiecTBiATh  00pabOTKYy U CTPYKTypuUpoBaHue  uHpopMauuu, o0pasys
MH(POPMALIMOHHBIE PECYPCHI
BBoauTh HOBBIE JaHHBIE B CIIPaBOYHO-MH()OPMALIMOHHBIE CUCTEMBI
BBoaMTh B MaMATh KOMITBIOTEPA 3JIEKTPOHHbIE 00pa3bl JOKYMEHTOB
[TponsBonuTh mMOMCK HH(OpPMAMK B CYLIECTBYIOIIMX 0a3ax JaHHBIX, BECTH
MH(POPMALIMOHHO-CIIPABOYHYIO  paboTy Ha OCHOBE pa3IMYHBIX  KOMOWMHAIHA
MIOUCKOBBIX NPU3HAKOB
[TpumeHsTh HHPOPMALIMOHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTHU
Heo6xonumble | OcoGeHHOCTH (POPMUPOBAHMS BHEIIHUX U BHYTPEHHUX HH(POPMALMOHHBIX IIOTOKOB
3HAHUS CocraB BHEIIHMX MH(POPMAITHOHHBIX TIOTOKOB

CocraB BHYTPCHHHX I/IH(I)OpMaI_[I/IOHHBIX IIOTOKOB

CtpykTypa OopraHu3aiiii U IopsI0K B3aUMOJICHCTBUS MOAPa3IeTICHUN U CITyXKO

Ocob6ennoctu popMHupoBaHus 06a3 JaHHBIX B OpraHU3aluu

CoBpeMeHHbIC HAayYHBIE METOJIBI U TEXHHUUECKUE CPEJICTBA, CIIOCOOCTBYOIINE COOpY,
00paboOTKe, COXPAHCHMIO U Tiepeiaue HH(HOPMAIMOHHBIX ITOTOKOB
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Metoael 00paboTku wWHpOpPMAMM C MPUMEHEHHEM COBPEMEHHBIX TEXHUYECKHX
CPE/ICTB KOMMYHHMKAIIUN U CBSI3U, BBIYUCIUTEIbHON TEXHUKHU

TpeboBaHus OXpaHbl TPyAA

Apyrue
XapaKTCPUCTHK

u

3.3.14. TpynoBasi pyHkums

H HanmenoBanue

IIpoucxoxaeHue TpyaoBoi

(hyHKIMN

Opranu3zanus nHHOPMAMOHHOTO
B3aUMO/JICUCTBUS PYKOBOJUTEIS C
MOAPA3ICNECHUIMH U TIOJDKHOCTHBIMU
JIMLIAMU OpTraHU3al1

YpoBeHb
Kox | C/14.6 (TTOypOBEHB) 6
KBaJH(PUKAIAN

OpuruHai X | 3aUMCTBOBaHO W3 OpUTHHAIA

Kon Peructpannonssiii Homep
opuruHaa poheCCHOHATHHOTO
cTaHaapTa

Tpynossie
JIEUCTBUSA

HNudbopmupoBanre pabOTHUKOB OPTaHU3ALNU O PEHICHUSX PYKOBOIUTEISI

Opranmsanus oOMeHa WHOOpMaIMed MeXIy MOAPA3ACICHUSIMA U JOJKHOCTHBIMU
JIMIIaMHU OpTraHU3aIuI

OnogenieHue pabOTHUKOB O MPEACTOSIINX MEPOIPUATUAX

Opranu3zaiys BCTped TPYJA0BOTO KOJUICKTHBA C PYKOBOJICTBOM

WNudopmupoBanne pykoBoautenss 00 oOpalleHUsSX COTPYIHUKOB IO pabouyuM H
JUYHBIM BOIIpOCaM

Heo0OxonnMmeie
YMCHHS

Hcnonn3o0BaTh COBPCMCHHBIC TCXHOJIOI'MHU c60pa H Iepcaaiun I/IH(bOpMaI_[I/II/I

OcymiecTBiaTh cOop U nepepaboTKy MHPOpPMAIK, HEOOXOIUMOU ISl AeITeTbHOCTH
PYKOBOJIUTEIIS

OC}’HICCTBJUITI) CUCTCMATU3ALUIO MMOJTYIACMBIX U MEPCAABACMbIX JaAHHBIX

OcCy1IecTBIATh MPOBEPKY JOCTOBEPHOCTH, MOTHOTHI M HEIPOTUBOPEUNBOCTH JTAHHBIX,
WCKITIOUYCHHE TyOIMpoBaHUsI MHPOPMAITUI

HpeI[OCTaBJ'ISITB JaHHBIC B CIMHOM U yI[O6HOM JJIs1 BOCIIPUATHA (I)OpMaTe

MHOTOKpAaTHO WCIIOJIB30BAaTh IOJIYYCHHYI0 WH(GOPMAIUIO, TIOCTOSIHHO OOHOBJISATH
JTaHHbIE

ObecneunBaTh ONEPATUBHOCTh MHPOPMAIIMOHHBIX TOTOKOB

PaboTaTh ¢ KOMITBIOTEPOM, HCIOIB30BaTh O(GUCHBIN MakeT (TEKCTOBBIA PeaaKTop,
TaOJTUIIBI)

Heobxonumeie
3HAHUS

HopmaTtuBHble  mpaBOBBIE  aKThl, = HOPMATUBHO-METOJUYECKHE  JIOKYMEHTHI,
roCy/IapCTBEHHbIE CTAHJIAPTHI B cepe AesITeIbHOCTH OpraHU3aluu

CrpyKkTypa OpraHu3anuy, pyKOBOJCTBO CTPYKTYPHBIX IOJIpa3fesIeHUI, HAllpaBICHUs
JEATEIIbHOCTH OpraHM3alMM M KOMIETCHLIMHM CTPYKTYPHBIX NOIPAa3sAClICHUN H
JOJKHOCTHBIX JIUI]

Krnaccudukanus ynpasieHueckoi HHGOpMaIUH, BUIbI YIpaBleHYecKoi nH(OpMaluu

@OpMBI ITPeIOCTaBICHHUS YIIPABICHUECKOW HHPOPMALIUU

Hcrounuku ynpaBieHuYecKoi HHGOpMaIIUu

MeTtoauka 0T00pa HCTOYHUKOB HHPOPMAIUH

TpeboBanus, MpeIbsBIsIEMbIC K yIIPAaBICHUSCKONH HHPOpMAITUT

TpeboBanus oxpaHsl Tpyaa
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Apyrue -
XApPaAKTCPHUCTUKHU

3.4. O0o0menHas TpyaoBasi GyHKuus

NudopmanmonHo-aHaTUTHYECKAS U
OpraHu3alilMOHHO-aIMHUHHUCTPATHUBHAA VYpoBeHb

HaumeHnoBanwne p 1 a p Kon D P 6
MOJIEPKKa IEATEIIbHOCTH PYKOBOAUTENS KBaIMQUKALUH
OpraHu3alu

TIpoucxosxaenrue 00001EHHOMI

P . A It Opurunan X 3anMCTBOBAaHO U3 OpUTHHAJIA
TpyHOBOU (HyHKIIUU
Kox Peructpanuonsslit HoMep
OpUTHHAJA npodeccnoHaTEHOTO
CTaHIapTa

Bos3Mmoxubie
HAaMEHOBAaHUS

JOJKHOCTEH, podeccuid

IToMomHMK pyKOBOAUTENS

TpebGoBanust k
00pa3oBaHUIO U
00y4YEeHHIO

Briciiee oOpazoBanne — OakagaBpuaT
JlononmHuTeNnbHOE MpodecCHoHaTbHOE 00pa3oBaHKe

TpeboBaHMs K OIBITY
IPAKTUYECKOH paboThI

He menee Tpex seT no npoduito 1esTeTbHOCTH OpraHu3alun

OcoOsie yciioBust
JIONyCKa K pabore

HApyrue

XApPaAKTCPHUCTUKHU

JlononHuTEbHBIE XapaKTEPUCTUKH

HaMeHOBaHHE J0KYMEHTa Kox HaunmenoBanue 6a30B0ii rpynmbl, JOKHOCTH (Ipodheccun)
WIH CIIENUAJIBHOCTH

OK3 2432 bubnunorexapu, Oubnuorpadpl, JOKYMEHTOBE/IBI U
CIELUAINCTBI POJICTBEHHBIX podeccuit

OKCO 032001 JIoKyMEeHTOBEICHUE M IOKYMEHTAIIMOHHOE 00eCcIIeueHue
yIpaBICHUS

032002 JIoKyMeHTaIlMOHHOE 00CCIICUCHHE YITPaBICHUS 1

apXUBOBEICHUE

3.4.1. Tpynossbie pyHKIHN

dopmMupoBaHUe .
pOBEHBb
HHPOPMAITUOHHOT'O
Haunmenosanue (bop Ii Koxn | D/01.6 (TToypOBEHB) 6
B3aUMOJCUCTBHUA PYKOBOAUTEIIA C KBaJIH(bHKaLII/II/I
OpraHu3aMsIMU
[Ipoucxoxnenue

TPYIOBOH QyHKIMH

24

Opurusan X

3aMMCTBOBaHO U3 OopurrHalia
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Kon Perucrpannonnsiii Homep
OopHUrHuHaIa po¢heCCHOHATBHOTO
CcTaHmapTa

Tpynossie
NEeHUCTBUS

OT60p HCTOYHUKOB HH(GOPMAITUU B COOTBETCTBHH C 33JJAHHBIMUA KPUTCPUSIMU

O6paboTka U MHTEpHpeTalus HHOOPMAIMH JUI HOATOTOBKU MPOECKTOB PELICHUI

IToaroroBka 3ampocoB MO MOPYYEHUIO PYKOBOIAUTENS Ha IOJYYCHHE JOKYMEHTOB U
nH(poOpMallMi B OpraHax TOCYJapCTBEHHOM BIAacTW M yHpaBieHUs, OOLIECTBEHHBIX
OpraHu3aIMsIX U MOJyYeHHE COOTBETCTBYIONIEH MH(OpMAIK U IOKYyMEHTOB

HNudopmupoBanne pyKOBOAMTENIS O pe3yabTarax pacCMOTPEHHS 3alpoCoB H
oOpareHuit

Opranuzainusi pelieHus BOIPOCOB, HE TPEOYIOUIUX HEMOCPEICTBEHHOIO Y4acTus
PYKOBOJIMTEISA

[ToaroroBka MaTtepHuanoB AJisl y4acTHsI PYKOBOAUTENS B pa0OTe Pa3iINyuHbIX CTPYKTYp B
COCTaBe TOCYIAPCTBCHHBIX M MYHHIIMIIATLHBIX OPTAHOB, OOIIECTBEHHBIX OPTaHU3AIHMA

[ToaroToBka MAOKYMEHTOB JUISI 3aKJIIOYCHHS COTVIAIEHUA O COTPYIHUYECTBE C
JICTIOBBIMH ITApTHEPAMHU

NudopmupoBanre [el10BBIX MapTHEPOB M 3aUHTEPECOBAHHBIX OpraHU3alUd O
pelICHUSIX PYKOBOJAUTEISI B XOJI€ BBITIOJHEHUS COTJIAIICHU I

Heob0xonumeie
YMEHHUS

AHaJ'II/I3I/IpOBaTB )51 OT6HpaTB HCTOYHUKH I/IH(I)OpMaI_[I/II/I B COOTBCTCTBUU C KPUTCPUAMU
IIOJIHOTEI, JOCTOBEPHOCTHU, CBOCBPEMCHHOCTHU IMPEAOCTABIICHUA I/IH(l)OpMaHI/II/I

Cobupars, oOpabaTbiBaTh W aHAJIM3UPOBAaTh WH(POPMAIMIO B COOTBETCTBUU C
3aJaHHBIMH TPEOOBaHUSIMH

[TepenaBath HHGOPMAIIMIO B CUCTEMATH3UPOBAHHOM BHJIC

OO6pabaTpiBaTh M CTPYKTypUpOBaTh HH(pOpMaIuio, o0pazyss HHPOPMALUOHHBIC
pecypchl

[MpousBoguTh MOMCK HWHGOPMAMKA B CYIMIECTBYIOIIUX 0a3ax JaHHBIX, BECTH
WH(pOPMAITMOHHO-CTIPABOYHYI0  pabOTy Ha OCHOBE pas3IWYHBIX KOMOWHAIUH
IIOMCKOBEIX ITPHU3HAKOB

ObecneunBaTh THPOPMAITMOHHYIO O€30MaCHOCTh OpPraHU3alluU

PaboraTte ¢ KOMIBIOTEPOM, HCIIOJIb30BaTh O(MDHCHBIN MakeT (TEKCTOBBIA PEIaKTOpP,
TaOJIHIIBI)

Heo0Oxonnmeie
3HAHUS

BHyTpeHHsI ¥ BHEIIHSISI IOJUTUKA OPTaHU3aLUU

HpI/IHI_II/IHBI NpeACTAaBUTCIILCTBA B TOCYAAPCTBCHHBLIX OpraHax, OpraHax MCECTHOT'O
caMOoynpaBJICHUSA, CTOPOHHUX OpTraHHU3alHuiX WU IIOPAOO0K BSaHMOHeﬁCTBHﬂ C HUMH

[IpuHIUITBEI M METOIBI AIMUHUCTPUPOBAHUS

OcoOenHocTy (hOpMUPOBAHMS BHEITHUX U BHYTPEHHUX MH()OPMALIMOHHBIX IIOTOKOB

CTpyKTypa opraHu3aiiii 1 MmopsI0K B3aMMOJICHCTBYSI MOAPA3ICIICHUNA U CITYKO

[IpaBuia hopMupoBaHMsl U UCIIOJIB30BaHUs 0a3 JAHHBIX

CoBpeMeHHbIE Hay4YHBIC METOJIbI U TEXHUYECKHE CPEJICTBA, CIIOCOOCTBYIOIINE COOpY,
00paboTKe, COXpaHEHUIO U nepeaade nHhopMaIuu

[TpaBuia 3anThl KOHQUACHIIMATBEHON CITy>K€OHOM nH(pOopMauu

CoBpemeHHble HHPOPMAIIMOHHBIE TEXHOJIOTHH

Hpyrue
XapaKTEPUCTUKU

3.4.2. TpynoBasi pyHkums

H HanmeHoBanue

AHanu3 nHPOpPMAIH U MTOATOTOBKA YpoBeHs
HH()OPMAITMOHHO-aHATUTHYECKUX Kon | D/02.6 (noaypoBeHS) 6
MaTEPHAIIOB KB (pUKAIAN
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IIpoucxoxaeHue TpyqoBoi

P Opurunan X | 3aMMCTBOBaHO M3 OPHUTHHAJIA
Kon Peructpauyonusiii HoMep
OpuruHaia npodeccHoHaAIBEHOTO
cTaHaapTa
TpynoBsie COop, mepepaboTka W aHanM3 WHGOPMAIUU 7S PEUICHHs 3a/ay, MMOCTaBJICHHBIX
JIeHUCTBUSA PYKOBOJIMTEJIEM
IToaroroBka MHPOPMAMOHHO-AaHATUTHYECKHX MAaTePHAJIOB
Pa3paboTka TeMaTuuecKoro rmiaHa 0030pHOTO JOKYMEHTa, TOKJIaaa
Omnpenenenne kpyra OuOHorpadhnIeCKuX HCTOYHUKOB
[TonGop HMCTOYHMKOB M JHTEpPATypbl MO TeMe 0030pa, IOKJIajga, aHAIUTUYECKOU
CIIPaBKH
Hammcanne u ohopmiteHre 0030pa, T0KIaaa, aHATUTHIECKON CITPaBKH
HeoOxomumeie | Pa3zpabarbiBaTh TeMaTUYeCKHi TUIaH 0030pa, TOKJIa1a, AaHATUTHICCKON CIIPaBKU
yMEHUs OO0OCHOBBIBATh aKTyaJbHOCTh MPOOJIEMBI, KOTOPYIO MNPEICTOUT OCBETUTH B 0030pe,
JIOKJIaJ1e, CIIPABKe
[Tonb30BaTbess HHPOPMAIIMOHHBIMA PECypcaMU U CHUCTEMATH3UPOBATH MH(OPMAIIHIO
110 3aIaHHBIM KPUTEPUSIM
[IpaBUnbHO WHTEPHPETUPOBATH TMOJTYYCHHBIC JAaHHBICE U TPEJOCTABISATH HUX B
CHUCTEMaTU3UPOBAaHHOM BHUIE
Onpenenarb Kpyr HWCTOYHUKOB M JIUTEPATYpPhl, HEOOXOIWMBIX JUIsI TOATOTOBKU
HH()OPMAIIMOHHO-aHAIUTUYECKUX MAaTEPHAJIOB
W3narate Matepuall B JIOTHYECKOW MOCIEIOBATEIIBHOCTH
[Ipon3BoANTE aHAINU3 U OIIEHKY M3JI0KEHHOTO MaTepHaia
OhopMIISITH TEKCT B COOTBETCTBYIOIIEM CTHIIC
PenakTupoBath TEKCT TOKYMEHTOB
DopMyJIUPOBATH BHIBOJIBI M PEKOMEH 1AL
OcymecTBIATh ABTOMATH3AIIMIO MPOIECCOB COOpa, XpaHEHHUs U BhIIAYH MH(POpMALIUU
[Tonb30BaTbcss  YCTPOHCTBAMU  aBTOMATH3UPOBAHHOW  00pabOTKM  TEKCTOBOM
nH(popMalru U GoTOHAOOPHBIMH YCTPOHCTBAMU
[IpuMeHSTh BBIYHCITUTEIBLHYI0 TEXHUKY H WH(GOPMAIMOHHBIE TEXHOJOTUHU IS
SKOHOMUYHOM M pAIMOHAIBHOW OpraHu3amuy HHQGOPMAIIMOHHBIX  TPOIECCOB,
MOBBIIICHHUS UX THOKOCTH U JUHAMHUYHOCTH
[Ipou3BoauTE  JNHUTEPATYPHO-CTHIIMCTHYECKYIO  00OpaOOTKYy  TEKCTa, IMPOBEPKY
JIOTHYECKON MOCICAOBATCILHOCTH HW3JI0KCHHS, aHalu3a U OICHKH, HaIHuCaHUs
BBIBOJIOB M PEKOMEH TN
[IpuMeHSATh OCHOBBI IICUXOJIOTHH JEJI0BOTO OOIICHUS
HeoOxonumbie | HopmaTuBHBIE  MpaBOBBIE  aKThl,  HOPMATHBHO-METOJIWYECKHE  JOKYMEHTHI,
3HAHUSA roCyIapCTBEHHBIE CTAHIAPTHI B Chepe NeATeTbHOCTH OpraHNu3aluu

CprKTypa OopraHu3alnny, pyKOBOACTBO CTPYKTYPHBIX HOI[p&3I[€J'I€HPII>i, HaIlpaBJICHUA
ACATCIIBHOCTU OpraHu3alii W KOMIICTCHUOHUH CTPYKTYPHBIX HOleaSJIGJ'IGHI/Iﬁ n
JOJIDKHOCTHBIX JIMI]

Krnaccudukanus ynpapieHueckod HHGOpMaIUK, BUIbI YIIpaBjieHYecKol nHhopMaluu

@DopMBI TPEIOCTABICHUS YIIPaBICHUECKON HHPOpMAIIIH

Hcrounuku  ynpaBieHYeckod HHGpOpMAIMK, METOAMKA OTOOpa  HMCTOYHHKOB
nH(hopMaun

TpeboBanusi, mpeabsBIsieMble K yIIpaBIeHUECKOH HHGOpMAITUT

OcobenHoctu pedepupoBanusi HHGopMaIUH, crienrdrka oPOPMIICHUS U COCTABJICHUS

26



27

aHHOTaIMi, pedeparon, 0030pOB, JOKIATOB

OCHOBEI HaITMCaHUS peqeﬁ 1 JOKJIaJ0B PYKOBOIUTECIIA

Kareropuu notpedureneii, Ha KOTOpble OyJeT pacCUUTaH JAaHHBINA 0030p, TOKIIAT

MCTOI[LI O6pa6OTKI/I I/IH(I)OpMaI_II/II/I C TPHUMCHCHUCM COBPCEMCHHBIX TCXHUYCCKUX
CpCaAcCTB KOMMYHI/IKaIII/Iﬁ 1 CBs3HU, BBIYMCIIUTCIIFHON TEXHUKH

CrpykTypa HHGOPMALMOHHBIX M3/1aHUI B 3aBUCUMOCTH OT XapakTepa MHPOopMaluu U
1[€JIeBOr0 Ha3HAYeHHsI HHPOPMAIIMOHHBIX U3JaHUM

CoBpemeHHbIe cpeAcTBa cOopa, 00padOTKH, CUCTEMATH3AIMN HHPOpMAIHH

Hcrounnku wuHpOpManuu: KaTaJord OHOIMOTEK, >KYpPHAJIOB, IMOWUCKOBBIE CHCTEMBI
WH(POPMALMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTh «VIHTepHeT», 3JeKTPOHHbIE Oa3bl
JTAHHBIX

OyHKIIMOHAIBHOE Ha3HadeHWe o0030pa (Ombmuorpaduueckoro, pedepaTuBHOTO,
AQHAJTMTUYECKOTO) KaK CpEeACTBa OPUCHTAIIMM YHTATeNli B JOKYMEHTAJIBHOM WM
MHGOPMAIIMOHHOM TTOTOKE

Oco0eHHOCTH O0IIIEHAYYHOU M NMTparMaTHIecKor (GyHKIIMH 0030pOB

[IpaBuia paboThI ¢ BHEIIHUMH HOCHTEISIMUA HHPOPMALIUU

HopMaTtuBHBIE JOKYMEHTBI, TOCYJApCTBEHHBIE CTaHAAPTHl B OOJIACTH JEATEIBHOCTH
OpraHu3alNuH

[lonatue u cnemuduxa O6ubmHorpaduyeckoro, pegepaTMBHOTO W AHATUTHYECKOTO
WHGOPMAIMOHHOTO U3IAaHHS

CHpaBO‘IHBIG IIPpaBOBLIC CUCTCMbI

HApyrue
XApPaKTCPHUCTUKHU

3.4.3. TpynoBasi pyHkums

Haunmenosanue

OpraHu3zanus J1e0BbIX KOHTAKTOB U YposeHb
MPOTOKOJIEHBIX MEPOTIPUSATHIA Kox | D/03.6 (moztyposen) 6
KBaM(UKAIIU

IIpoucxoxaeHue TpyaoBoi

byHc Opurunan X | 3aUMCTBOBaHO W3 OpUTHHAIA
Kon Peructpauyonusiii HoMep
OpHT'HHAaNa npodeccroHaNLHOTO
cTaHaapTa
Tpynossie Opranu3zaius ¥ JIaHUPOBAaHUE JEJIOBBIX KOHTAKTOB, BCTPEY U MOE3/10K PYKOBOJMUTENS
JNENCTBUS Opranu3anus 3aceJaHuii, COBEIIaHUN U MEPONPUATUH, TPOBOIUMBIX PYKOBOJIUTEIEM
[ToaroToBka MaTepHaioB JUIs COBELIAHUMN, BeleHHE U 0(hOpMIICHHE IPOTOKOJIOB
[ToaroroBka npe3eHTanui N0 yKa3aHUO PYKOBOIHUTEIS
[ToaroToBka u nmpoBeieHHE Mpecc-KOH(EPEHIUs] pyKOBOAUTEIS
Bcerpeda  yyaCcTHHKOB — MEpEroBOpoB, oOecrmeueHue WX  HHPOPMAITMOHHBIMH
MaTepHajgaMH, BEICHUE 3aIIMCEN IEpEroBOPOB
Heo6xomumeie | CoCTaBisITh IJIAH MOE3JIKU PYKOBOIUTEIS
YMEHHUS OdopmIATh TOKYMEHTHI, HEOOXOAWMBIC IS JICJOBOW TOE3IKH, KOMaHIMPOBKU

PYKOBOJUTENS

CoctaBiath W OQOPMIIATH TPOTOKOJIBI COBEIIAHWN, 3acelaHuil U  JIPYrux
KOH(EPEHTHBIX MEPONPHUSATHIA, TOTOBUTH CITUCOK YYaCTHHKOB, IOBECTKY JHSI, SBOYHBIC
JUCTHI ¥ IPOCKTHI UTOTOBBIX IOKYMEHTOB

CocTaBiaTh IMPpCCC-PCIIN3bI

Bectu neperoBopsl ¢ napTHepamMu

PaGorats B PEKHUME MHOI'03aJa4HOCTHU
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PaGorats ¢ 60bmuM 00beMOM HH(GOPMALIUN
Co3naBaTh ¥ NOJJEPKUBATh OJOKUTEIbHBIA UMUK OPraHU3aLUN U PYKOBOJIUTENS
Hcnonp30BaTh BBIYUCIUTENBHYIO TEXHUKY M HH()OPMAIHMOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJIOTMH 1 0ojee  DSKOHOMHUYHOM W pallMOHAIBHON  OpraHHU3aliu
WH(POPMAIMOHHBIX TPOILIECCOB, MOBBIMIEHHUS UX THOKOCTH U IWHAMHUYHOCTH
Ob6ecnieunBaTh HTHPOPMAITMOHHYIO O€30MaCHOCTh OpPTraHU3aluU
HeoOxonumele |« HopmaTtuBHBIE  MpaBOBBbIE  aKThl,  HOPMATHUBHO-METOJMYECKHE  JOKYMEHTHI,
3HAHUS rOCYJapCTBEHHbIE CTaHJIApThI B cepe AeATEIIbHOCTH OpraHu3aluu
CrpykTypa oOpraHu3aluy, PyKOBOJSIIMM COCTAaB OpraHu3allud WM MOJpa3/ieieHU,
HampaBJieHUs1  JCATENbHOCTH  OpraHu3allid M KOMIETEHIMU  CTPYKTYPHBIX
MOAPA3ACIICHUN U JOJPKHOCTHBIX JIUI]
[Icuxonorus 1enoBoro o0IIeHUs, OCHOBBI KOH(JIMKTOJIOTHH
[IpaBuia npoBeneHMs IETOBBIX IEPETOBOPOB M MPOTOKOJIBHBIX MEPOIIPUATUI
OTHUKET U OCHOBBI MEXAYHAPOAHOIO ITPOKOJIA
[IpaBuna coctaBieHust 1 0hOpMIIEHUS TOKYMEHTOB
[TpaBwia 3amuThl KOHQUACHIIMATHLHOU CITYKeOHOH HHpOpMaIH
NHbopMalinoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU
Apyrue -
XapaKTEPUCTUKHU

3.4.4. Tpynosas pyHKuust

H HanMmeHoBaHue

Opranu3zanys HCIIOTHEHUS PEILICHUN Yposennb
PYKOBOTUTEIIS Kox | D/04.6 (motypoBeHs) 6
KBaJTU(PUKAIAN

IIpoucxoxaeHue TpynoBoi

(hyHKIHN

X 3anMMCTBOBAHO U3

Opurunaan
OpHTHHANA

Kon PerucrpauroHusiii Homep
OpUTHHAaJA po¢heCCUOHATBHOTO
cTaHjaapTa

Tpynossie
JIEUCTBUSA

JlokyMeHTanbHOEe O(QOPMIICHHE PEILICHUH PYKOBOAUTENS, IOBEJIEHHE 0 CBEICHHS
PabOTHUKOB OPraHM3AlMH YCTHBIX PAaCHOPSHKEHUNH PYKOBOAUTENS

KoopauHanys 1esTeJbHOCTH IO UCTIIOJHEHUIO PELIEHUN PYKOBOIUTEIS

KOHTpOJ'IL HUCITIOJTHCHU A pCI_HeHI/Iﬁ PYKOBOAUTCIIA

IloaroTroBka OTYETOB O BEHIIIOJHEHUU HOpy"-ICHI/Iﬁ )41 peIJ_IeHI/Iﬁ PYKOBOJHUTCIIA

Heobxonumeie
YMEHHUSI

CoctaBisate 1 OQOPMIISTH JOKYMEHTBI, COIEpIKAIlMe TOPYYEHHUS U PaACTIOPSIKEHHS
PYKOBOAMTEISA

Bectu yder nopydyeHuil pykoBoauTens, TpeOYyIOMUX KOHTPOJISI MO CYIIECTBY pELICHUS
BOIpoca

UYeTko U OBICTPO MPUHUMAThH PEIICHUS B IPOLECCe pabOThI

HpOI/ISBO,Z[I/ITB aHaJIU3 MCIIOJIHUTEIbCKOM JUCHUITIINHBI

CocTaBnaTh aHATUTHYECKHE OTYEThl M CHPAaBKH IO pe3ysibTaTaM HCIOJHEHUS
MIOPYYEHUH U paCOPSIKEHUN PYKOBOAUTENS

ITonp30BaThCs cucTEMaMu QJICKTPOHHOT'O I[OKYMGHTOO60pOTa

[IpuMeHsSTh BBIUMCIUTEIBHYIO TEXHUKY M HH()OPMAIMOHHO-KOMMYHHKAI[MOHHBIE
TEXHOJIOTHH JJIsi SKOHOMHYHOW M pAlMOHAIBHOW OpraHu3alvd HH()OPMAIIMOHHBIX
MIPOLIECCOB, MOBBILIEHUS NX THOKOCTH ¥ TUHAMHUYHOCTH

O0ecreunBaTh 0E€30MaCHOCTD ACATCIIBHOCTH OpTraHHU3allun

Heo0Oxonnmeie

HOpMaTI/IBHI)Ie ITPaBOBBIC aKThI, HOPMAaTUBHO-MECTOAUYCCKUC JOKYMCHTEI,
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3HaHUA

TOCYyAapCTBCHHBIC CTaAHAAPTEI B cd)epe JACATCIIBHOCTH OpraHru3alyun

CrpykTypa opraHu3anuu, pyKOBOACTBO CTPYKTYPHBIX MOJpa3JAeieHUM, HaIpaBICHUS
JEATEIbHOCTH OpraHu3allid W KOMIIETEHIMM CTPYKTYPHBIX IOJApa3AEIeHU U
JOJKHOCTHBIX JIUI]

[IpaBuia npoBeaeHUs] KOHTPOJISI UICTIOJIHEHUS IOPYYEHUN PYKOBOUTEIIA

Texnomorus BCACHUA KOHTPOJIA MCIIOJTHCHHA HOpyLICHI/Iﬁ PYKOBOJUTEIIA

CucTeMbl AIEKTPOHHOTO TOKYMEHTO000pOTa, 0a3bl TAHHBIX

TpeboBanus OXpaHbl TpyAa

Apyrue

XApPaKTCPHUCTUKHU

IV. CBenenusi 00 opranu3anusix — pa3padoTunkKax npogeccCuoHaJabHOr0 CTAaHAApPTAa

4.1. OTBeTCTBEHHAsl OPraHU3ANMUI-Pa3pPadOTUHUK

HIT «HanmonanbHas acconuanus OPUCHBIX CIICIUATNCTOB U a/IMUHUACTPATUBHBIX PAOOTHUKOBY, TOPOJT

MockBabl

Hupekrop XimrocHesa JIronmuiia [letpoBHa

4.2. HanMeHOBaHMs OPraHM3alUii-pa3padoTYMKOB

1 AHO «AreHTCTBO CTpaTerM4eCKMX MHUIMATUB 10 MPOABHIKEHUIO HOBBIX IPOEKTOBY, TOPO
MockBa

2 AHO «YensOMHCKOE perHOHAIbHOE areHTCTBO Pa3BUTHsI KBATM(UKAIHIT», ropo] YenssOuHCK

3 AHO BIIO «MesxperioHanbHblil OTKPHITHII COMMANBHEIH HHCTUTYTY, Topoy Momkap-Ona,
PecniyOnnka Mapuit On

4 Bosrorpazackasi ToproBo-npomsliieHHas najgaTa, ropoa Bosirorpazg

5 'V «Bcepoccuiickuii Hay4HO-HUCCIIEIOBATEILCKUI MHCTUTYT JOKYMEHTOBEAEHHUS M apXUBHOTO
nenay (BHUMIAA), ropon Mocksa

6 HOVY II10 «HCcTUTYT MHGOPMAIIMOHHBIX TeXHOJIOTHI « Al Tn», ropox MockBa

7 Ob6mepoccuiickuii mpodcoro3 pabOTHIUKOB TOCYAAPCTBEHHBIX YUPEKICHUH U OOIIECTBEHHOTO
obciyxxuBanusi Poccutickoii deneparuu, ropoa Mocksa

8 OO01epoccHiickoe MeKOTpaciaeBoe oobearHeHHEe padboTonareneit «Hukensby, ropox Mocksa

9 000 «Maiikpocodt Pycy», ropox Mocksa

10 00O «llenTtp aKcriepTH3bl U cepTudukanum», ropox Mocksa

11 00O «DnekrpoHHbIe 0O(PHUCHBIE CUCTEMBI», TOpoa MocKBa

12 [ToBomkckuit mHCTUTYT ynpasieHus umenu I1. A. Cronpinuna — punran @I'bOY BITO
«Poccuiickas akaneMusi HAPOJIHOTO XO3SCTBA U TOCYapPCTBEHHOM ciTy>KObI 1ipu [IpesunenTe
Poccuiickoit denepanmmny, ropoa CapaTtoB

13 OI'AOY IO «Axanemusi CTaHIApTU3AMNUNA, METPOJIOTHH U cepTUhUKAIUNY, Topoa MockBa

14 OI'BOY BIIO «Ilen3eHckuil rocy1apCTBEHHbIM YHUBEPCUTET», Topos [lensa

15 PI'BOY BIIO «Poccuiickuii rocyaapcTBEHHBIM T'YMaHUTapHbIN YHUBEPCUTETY, Kadeapa
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nokymeHToBeaeHus, kapenapa ACJIOY, ropog Mocksa

16 OI'bY «HayuHo-uccnenoBaTeIbCKUii MTHCTUTYT TPYJla U COLIMAIbHOTO CTPAXOBAHMS
MuHucTepcTBa TpyJa U counalibHoM 3amuThl Poccniickori @enepaunu, ropoa Mocksa
17 SIpociaBckasi TOProBO-MPOMBIIIJIEHHAS MajIaTa, ropo1 ApociiaBib
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1 O6miepoccuiickuii kaccuhuKaTop 3aHITUI.

2 O6mepoccuiickuil kiaccu(rUKaTop BUIOB SKOHOMHYECKON JESTEIIEHOCTH.

3 OOmepoccuiicknii KiracCu(pUKaTOp CIenHaIbHOCTEH 0 00pa30BaHMUIoO.

4 EnnHbIi KBann(UKaMOHHBIA CIIPAaBOYHHK JOJDKHOCTEH PyKOBOJHUTEIEH, CIIEMATNCTOB U APYTUX CIYXKAIINX.
5 Obmepoccuiickuii knaccupukarop npodeccuii pabodrx, TOHKHOCTEH CIyKaIUX U TapU(HBIX Pa3psaoB.



