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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

3aperucTtpupoaHo B MuHtocte Poccum 15 urons 2020 r. N 58957

MUHUCTEPCTBO TPYAA U COLMUATBHOW 3ALLUTLI POCCUNCKOWN ®EOEPALIMN

NMPUKA3
oT 15 noHa 2020 r. N 333H

OB YTBEPXXOEHUN NPO®ECCUOHAINIBHOIO CTAHOAPTA
"CNEUMAITUCT NO OPFAHU3ALMOHHOMY U OKYMEHTALUMOHHOMY
OBECIMEYEHMIO YINMPABJIEHUA OPTAHU3ALIMEN™

B cooTtBetctBMM C nyHkTOM 16 [MpaBun paspaboTku n yTBEepxaeHus nNpodecCMoHarnbHbIX CTaHAapToB,
yTBEPXAEHHbIX nocTaHoBrneHnem [lpasutenbctBa Poccuiickonn ®epepauum ot 22 gaHeBapa 2013 r. N 23
(CobpaHue 3akoHopaTenscTBa Poccunckon ®epepaumm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

1. YTBepauTb npunaraembli nNpodeccrmoHanbHbI cTaHgapT "CneuynanucT no opraHM3auuoHHOMY U
OOKYMEHTaUMOHHOMY obecneyveHnto ynpaBneHns opraHusaumen”.

2. lpusHaTb yTpaTuBwuMM cuny Opukaz MuHucTepcTBa Tpyda M couumanbHoOW 3awmtel Poccuiickon
depepaumm ot 6 masa 2015 r. N 276H "O6 yTBepxaeHuM npodeccuoHanbHoro craHgaprta "CneuuwanucTt no
OpraHM3auMoHHOMY W [AOKYMEHTaUMOHHOMY oOOecneyeHuto ynpaBfeHus opraHu3auuen” (3aperncTpupoBaH
MuHuncTepcTaom tocTuumnm Poccuiickon ®epepauun 2 noxs 2015 r., pernctpaumoHHsii N 37509).

MuHucTp
A.O0.KOTAKOB

YTBEpXKaeH

npukasom MuHucTepcTea
Tpy4a v coumanbHOM 3amThl
Poccuickon ®egepauum

oT 15 moHs 2020 r. N 333H

NPO®ECCUOHANBbHbLIW CTAHOAPT
CNEUMANUCT

no OPrAHM3ALUOHHOMY U AOKYMEHTALIMOHHOMY OBECMNEYEHUIO
YNPABJNEHUA OPTAHU3ALIUEN

447
PerncrpaunoHHbIn
HoMmep
l. O6wme cBepeHus
OpraHu13aumoHHoe 1 OKYMEHTaUMOHHOe obecneyeHre ynpaeneHums 07.002
opraHusaumsamMm nobbix opraHM3aLMOHHO-NPaBOBbIX (DOPM .
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"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

(HanmeHoBaHve B1aa NpodeCccUoHanbHOM OeATENbLHOCTI) Koa

OcHoBHas uenb Buaga npodeccuoHanbHON AeATeNbHOCTU:

Peanusauus obecneunBaolLmx yHKUMI yNpaBneHust opraHusauuen; BHeapeHue nyyiumx
TEXHUYECKUX pa3paboToK U HOBEWMLLIMX TEXHOMOII B 06ecneYeHre ynpaBneHus opraHusasmeit

Fpynna 3aHATUMI:

3343 AOMUHUCTPATUBHBIN N NHOW 4120 CekpeTtapu (obLiero npodunsi)
WCMNOSHUTENBHbBIN
cpefHeTEXHNYECKUIA NepcoHarn
4226 Cnyxalime B npueMHomn - -
(oBLwero npodumns)
(kog OK3 <1>) (HanmeHoBaHue) (kog OK3) (HanmeHoBaHue)

OTHeceHue K BUAaM 3KOHOMUYECKOW AeATeNbHOCTMU:

82.11 [eaTenbHOCTb aAMUHUCTPATUBHO-XO3SMCTBEHHAA KOMMEeKcHas no
obecneyeHnto paboTbl opraHmsaumu
82.30 [eaTenbHOCTb NO opraHn3aLmm KoHEPEHLNA N BbICTABOK
(kog OKB3[ <2>) (HaMeHoOBaHWe BMAa 3KOHOMUYECKOWN AEATENBHOCTN)

Il. OnucaHue TpyAoBbIX (PYHKLNNA, BXOASLLUX
B npod)eccuoHanbHbIM cTaHAapT (PyHKLUMOHaNbHas KapTa Buaa
npodeccuoHarnbHON AeATEeNIbHOCTHN)

O006LLEeHHbIE TPYAOBbIE (DYHKLMK TpynoBble YHKLMM
ko4 HanMeHoBaHue YpPOBEHb HaMMeHoBaHue ko4 YPOBEHb
KBanugpu (nogypoBe
Kauuu Hb)
KBanuduk
auum
A OpraHusaunoHHoe 3 Mpuem u pacnpenenexue A/01.3 3
obecneyeHne oeATenbLHOCTU TenegOHHbIX 3BOHKOB
opraHusaumm opraHusaumm
OpraHusauus paboTbl ¢ A/02.3 3
nocetTuTensiMm
opraHusaumm
BbinonHeHune A/03.3 3
KOOPOUHUPYHOLLMX U
obecneunBaroLLMX PYHKLUMN
B [lokymeHTaunoHHoe 5 OpraHusauus paboTbl ¢ B/01.5 5
obecneyeHve geATensHOCTU OOKyMeHTamu
opraHvsaumm

HafeXHasa npaBoBas noaaepXxka
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OpraHusauus TekyLero B/02.5 5
XpaHeHWst JOKYMEHTOB
OpraHusauus o6paboTku B/03.5 5
Aen ons nocnegyoLiero
XpaHeHus
C OpraHusaumnoHHoe, 6 OkasaHune noMmoLun C/01.6 6

OOKYMEHTALMOHHOE U pYyKOBOOUTENIO B

MHOPMaLMOHHOE nnaHMpoBaHun paboyero

obecneyeHve OeaTenbLHOCTU BPEMEHHU

PYyKOBOAUTENS OpraHun3auum
MnaHnpoBaHne paboyero C/02.6 6

[HA cekpeTaps

Opranusauus tenedoHHbix | C/03.6 6
NeperoBopoB PYKOBOAMTENS

OpraHusauus C/04.6 6
KOMaHOWPOBOK
pyKoBoANUTENS

OpraHusauus paboTbl ¢ C/05.6 6
noceTUTensaMn B NPUEMHON
pykoBoauTens

OpraHusauust NOAroTOBKM, C/06.6 6
npoBeaeHus n
obcnyxmBaHust
KOHDEepPEHTHbIX
MeponpuUATUin

OpraHusauust UCMNOSHEHS C/07.6 6
peLleHnn, ocyllecTBrieHme
KOHTPOIA UCMNOJTHEHUA

NnopyYeHuin pyKoBoANTENS

OpraHusauus n C/08.6 6
noagepxaHve
PYHKLMOHaNbHOro
paboyero npocTpaHcTBa
npuemMHon n kabuHeta
pykoBogutens

PaspaboTka nokanbHbIX C/09.6 6
HOPMAaTUBHbIX aKTOB,
pernameHTUpyoLLmMx paboTy
cekpeTaps

CocTaBneHue un C/10.6 6
odopmneHne
ynpaBneH4YecKom
OOKyMeHTaumm

OpraHusauusa paboTbl ¢ Cc/11.6 6
OOKYMeHTamMu B NpUeMHOW
pykoBoautens
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OpraHusaunst xpaHeHus
OOKYMEHTOB B NMPUEMHOW
pykoBoauTens

C12.6 6

ObecneveHne
pykoBoauTens
WHopmaumen

C/13.6 6

OpraHusauus
WHOpMaLMOHHOIo
B3aMMOaeNCcTBUSA
pykoBoauTens ¢
nogpasgeneHuamMm n
OOMKHOCTHLIMUW NLaMK
opraHusaumm

C/14.6 6

CKaa "

opraHu3aLMoHHO-aAMUHUCTP
aTuBHas noaaepxka
AesATenbHOCTU pyKoBOAUTENSA
opraHusaumm

D WHdopMaLMOHHO-aHanmMTu4e 6

dopmMmmpoBaHune
NMHOPMALIMOHHOTO
B3aMMOOEencTBuUs
pyKoBoOAUTENS C
opraHusaumsiMmm

D/01.6 6

AHanus nHgopmauum n
noAaroToBKa
WMH(OPMALIMOHHO-aHaNnUTUY
eCKunx matepuanos

D/02.6 6

OpraHusauust 4enoBbIxX
KOHTaKTOB M NMPOTOKOJTbHbIX
MepOonpUATUn

D/03.6 6

OpraHu3zaums UCronHeHns
peLLeHuii pykoBoaMTens

D/04.6 6

lll. XapakTepuctuka 0606LeHHbIX TPYAOBbIX (hyHKUUN

3.1. O606LWeHHan TpyaoBasa PyHKUUNSA

OpraHusaumoHHoe obecneveHne YpoBeHb
Haumerosanme OesaTenbHOCTU opraHm3aumm Ko A KBanudmukaymm 3
lNpouncxoxaeHue
OgOGLIJ,eH)EﬂOVIT [JOBOW OpurnHan X 3aMMCTBOBAHO
Py P 13 opurnHana
yHKUMM
Kop, PerncrpaunoHHbIn
opurmHana HOoMep
npodeccnoHansHoro
cTaHgapTa
Bo3MoxHble CekpeTapb-agMUHUCTPaTop
HanmMeHoBaHus
[OMKHOCTEN,
npodbeccui

www.consultant.ru

HafeXHasa npaBoBas noaaepXxka

CrpaHvua 4 u3 42


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

Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
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TpeboBaHusa Kk
obpasoBaHuio 1
oby4yeHuto

CpenHee obLee obpasoBaHue

MpodeccunoHanbHoe 0by4eHne - NporpaMMbl MPOgeCCUOHaNbLHOM
MOArOTOBKM MO AOSMKHOCTSIM CIy»KaLuUX, NporpaMMbl NePenoaroToBKM
cnyXaLymx, nporpaMmMbl MOBbILLEHUS KBANU@UKaLMKN CyXaLlmx

TpeboBaHMA K ONbITY
npakTuyeckon paboTol

Ocobble ycriosust
ponycka k pabote

Lpyrue xapakTepucTmKu

JononHutenbHble XapaKTepUucTukun

HanmeHoBaHue Kop, HaunmeHoBaHve 6a30BoW rpynmnbl, JOMKHOCTM (Npodeccum)
OOKyMeHTa Mnn cneumanbHOCTH
OK3 4226 Cnyxalume B npueMHon (obLiero npoduns)
OKMATP <3> 26353 CekpeTapb-MalIMHUCTKA

3.1.1. TpynoBas cyHKUuA

HanmeHoBaHne

Mprem u pacnpeaeneHve TenegoHHbIX
3BOHKOB OpraHusaumu

YpoBeHb
(nogypoBeHb) 3
KBanudunkaumm

Kop | A/01.3

IMpoucxoxgeHve
TPyAoBon dhyHKLNUN

3anmcTBOBaHO

X
13 opuruHana

OpwurunHan

Kopn
opurnHana

PerncrpaunoHHbIn
HOoMep
npod)eccnoHanbHOro
cTaHpapTa

Tpynosble oencTeus

MepeHanpaBneHne TenedOHHbIX 3BOHKOB PYKOBOACTBY M COTPYAHMKAM
opraHusaumu

PeFVICTpaLI,I/IFl nocTtynarwmnx Teﬂed)OHHbIX 3BOHKOB

MNonyyeHune HeobxogMmMon MHdopMaLunn "
CaHKLMOHUPOBAHHOWN MHopMaLumm no TenedgoHy

nepegjava

HeobGxoammble yMeHuUsi

Micnonb3oBaTb TEXHUYECKUE U nporpamMmmMmHblie CcpeacTBa AnA npoBegeHus
rosIoCOBOM UNK BVID,eO-KOHCbepeHLI,-CBFBVI

Wcnonb3oBaTb cpeacTea KOMMYHUKALMOHHON OPrTEXHUKKN AN NOMyYeHns
1 Nnepegayn MHopmaLum

Bectn y4eTHble perncrtpaumoHHble dopMbl,
NHOPMaLMOHHOM paboThbl

ncnonb3oBatb WX AOnNA

YcTaHaBnNuBaTbh KOHTaKT ¢ cobeceqHMKOM, nogaepXxmBatb U pa3BuBaTb

HafeXHasa npaBoBas noaaepXxka
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aenosyto 6eceny B npouecce TenedoHHbIX NeperoBopoB

CrnaxuBaTb KOH(MMKTHbIE W CIOXHbIE CUTyaUUu MEXITMYHOCTHOrO
B3aUMOOENCTBUA

Cobniogatb cnyxebHbll aTUKET

Heobxoammble 3HaHus | OyHKUMK, 3a4a4M, CTPYKTypa opraHu3auum, ee cBssu

MpaBuna B3auMOAENCTBUA C NapTHEpPaAMMW, KIMeHTamu, cpeacTtBamu
MaccoBoK nHdopmaumm

3OTuka genosoro obueHnsa

I'Ipanma pedyeBoro aTMKkeTa

TpeboBaHusA oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHPUOEHLMANBHON cny>xebHon nHdopmaumm

[pyrue xapaktepuctuku |-

3.1.2. TpynoBas cdyHKumsA

OpraHusaums paboTbl ¢ noceTuTensmm YpoBeHb
HanmeHoBaHve | opraHusaumu Kop [ A/02.3 (nogypoBeHb) 3
KBanudukaumm
Mpowncx HU MMCTBOBaH
poncxoxaeHue OpuruHar X 3anmcTBoBaHO
TPYLOBOW hyHKLMM 13 opurnHana
Kop, PerncrpaunoHHbIn
opurnHana HoMep
npodeccnoHanbLHoro
CcTaHgapTa
TpynoBble gencrems Bctpeya nocetutenen, nonydeHune nepBUYHOM  MHAOpPMaLuM O
noceTuTeNsiXx MU MOMOLLb B OpraHusauum ux npuema pykoBOAUTENEM U

COTpyAHUKaMu

BegeHwve xypHana 3anucu nocetutenen

YyeT nocetutenen n oopmMmneHmne nponyckos

Copencrtene onepatMBHOMY pPacCMOTPEHUI0 MPOcb0 U NpeanoXxeHuin
noceTutenemn

anIeM n nepegada OOKYMEHTOB noceTuTenemn pykoBOACTBY WU
COTpyAHMKaM opraHm3aunmn

OpraHmsaumq n 6p0HMpOBaHI/Ie neperoBOpPHbIX KOMHAT

CepBupoBKa YanHoro (kogenHoro) ctona B oduce

MpurotoBneHne HaNnUTKOB (Yan, kode, NPoxXnaauTeNbHbIE HAMUTKK)

www.consultant.ru CrpaHvua 6 u3 42
HafeXHasa npaBoBas noaaepXxka


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

Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
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Heobxoammble ymeHust | OBiaTbcs ¢ noceTuTensamm

Vcnonb3oBaTh YCTAHOBMEHHbIE MpaBuna M npoueaypbl KOMMYHUKaLUM
BHYTpMW opraHmsavmu

Bectn Yy4YE€THbIE (bOprI, ncnosib3oBaTtb X Ansa pa6OTbI

CospgaBatb NONOXUTENbHBIA UMUK OpraHM3aumm

MpyHYMaTbL Mepbl MO pa3peLleHnto KOHQIUKTHBIX CUTYaLui

MpUMeHATb MHHOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOMOMM

O6ecneuynBaTb KOHDUOEHUNANBHOCTL MHOPMaLIUK

Heobxoanmele 3HaHWSA lMpaBuna opraHusaummn npmema noceTuTenen

MpaBuna genosoro o6LieHNs

CTpykTypa opraHusaumMum 1 pacnpegeneHue  QyHKUun  mexagy
CTPYKTYPHbIMW NoApasaeneHnsaMu 1 cneumanmctamu

[NpaBuna opraHmMsaumm npnemos B opuce

[MpaBuna cepBUpPOBKKU YarHOro (KohernHoro) crtona

I"Ipanma NPUroToBieHNA 1 nogavn ropa4nx HarnnTKoB U 3aKyCOK K HUM

3OTuKa genosoro obLieHna

[NpaBuna peyeBoro aTMkeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHOUAEHUMATBHOW CNYXXe0HOM Hopmaumm

Lpyrve xapakTepucTmkn | -

3.1.3. TpynoBas yHKUusa

BbINnonHeHne KOOPAMHUPYIOLLMX U YpoBeHb
HaunmeHoBaHve | obGecneumnBatonx yHKUNIA Koa | A/03.3 (nopypoBeHb) 3
KBanudukaumm
I'Ipomcxozkp,eHme OpuriHan X 3anmcTBOBaHO
TPYLOBOW hyHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodeCccUoHanbLHOro
cTangapTa
www.consultant.ru CrpaHvua 7 u3 42
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TpyLoBble AeNCTBUSA BeneHue xypHana pasbe3noB paboTHMKOB opraHusauum

KoopaunHaums paboTbl KypbepoB U BoAMTENEN opraHusauum

BeneHue >xypHana pasbes3foB KypbepOB OpraHusaumm v MapLupyToB
BOAUTENEN

CocTaBneHue cnpaBku 0 pasbesgax paboTHUKOB, KYPbEPOB N MapLUpyTax
BOoOMTENEN opraHnsauuu

Heobxogumble YMeHUaA CocTtaBnaATb 1 BECTH y4YeTHbl€e JOKYMEHTbI

MpumeHATbL CpeacTBa  KOMMYHMKAUMW  ANS  nepegadm  nopyveHui
PYKOBOOUTENS U COTPYOHWUKOB OpraHu3auum

MpumeHsaTb coBpeMeHHble cpeactBa cbopa, obpaboTkm n nepegaym
MHdopMaLmn

OueHuBaTtb pe3ynbTaThbl B paMKaX NocTaBfieHHbIX 3aaud

OcyLLecTBNATb  KOHTPOSb  WCTIONHEHWSI  MOPYYEHWA  PYyKOBOAMTENS
COTpyAHUKaMM

Heobxogumble 3HaHus I'Ipanma pe4yeBoro aTMKkeTa

3OTuka genosoro obueHnsa

TpeboBaHus oxpaHbl Tpyaa

MpaBvna 3awmTbl KOHPUAEHLMANLHON cnyxxebHon nHdopmaumm

CTpykTypa opraHusauMum W  pacnpefeneHne  yHKUMA  Mexay
CTPYKTYPHbIMM NodpasaeneHnsiMm 1 crieuypuannctamm

Opyrve xapakrepuctukm | -

3.2. O6o6LwweHHasa TpyaoBas PYyHKUNA

KYMEHTaLMOHH neyeHm BEHb
HanmeHoBaHue FlokymerTauunorHoe obecrieuerine Koa B Ypose 5
OeaTenbHOCTU opraHM3auum KBanudukalmm
Mpowncx HU
pONCXOXAEHNE . 3anmcTBOBaHO
obobuweHHon Tpygoeon | OpurnHan X
13 opuruHana
DyHKUNN
Kog PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHansHoro
cTangapTa
Bo3amoxHble [enonpownssoguTens
HaMMeHOBaHUs
[JOJKHOCTEN,
npodeccui
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MNpuka3 MuHTpyaa Poccumn o

"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa

"Cneumanuct no opraHmsay

T 15.06.2020 N 333H

MOHHOMY ...

TpeboBaHus k
obpasoBaHuio 1
oby4eHuto

CpegnHee npodeccrnoHanbHoe 06pasoBaHmve - nporpamMmmbl NOArOTOBKU
cneumanucToB CpeaHero 3seHa

unu

CpegHee npodgeccmoHanbHoe obpasoBaHne (HenpoduIbHoE) -
nporpammbl NOArOTOBKM CMNELMANNCTOB CPEAHENO 3BEHA U
AononHutenbHoe npodeccuoHansHoe obpasoBaHune no
AONOMHUTENbHBIM NPOdEeCCMOoHarnbHbIM NporpaMmMam
npodeccnoHanbHol NepenoaroToBKM No NPoduno AesTeNbHOCTU

TpeboBaHuMs K ONbITY
npakTuyeckon paboTbl

Ocobble ycnosus
gonycka k pabote

Lpyrve xapakTepucTmku

[ononHuTenbHbIe XapaKkTepUCTUKN
HaumeHoBaHve Kog HaumeHoBaHune 6a30BoW rpynnbl, AOMMKHOCTU (Npodheccun)
OOKyMeHTa Unu cneumanbHOCTU

OK3 4120 CekpeTapu (obwero npoduns)

EKC <4> - [enonponssoantennb

oKnAaTP 21299 Henonpoussoantens

OKCO <5> 7.46.02.01 [okymeHTauMoHHOe obecneyeHmne ynpaBneHus u

apxusoBefeHue

3.2.1. TpynoBas pyHKUUA

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

HanmeHoBaHne

OpFaHl/I3aU,I/IFI pa6OTbI C AOKYMEHTaMu

YpoBeHb
(nogypoBeHb)
KBanundunkaumm

Kop | B/01.5

lMpoucxoxgeHve
TPyAoBon doyHKLMN

3anmcTBOBaHO

X
13 opurMHana

OpwurunHan

PerncrtpaunoHHbIn
HOoMep
npodeccnoHarnbHOro
cTaHpapTa

Kopn
opurmHana

Tpynosble oencTeus

Mpviem 1 nepBrYHas obpaboTka BXOASALLMX JOKYMEHTOB

MpegBapuTenbHoe pPacCMOTpPeHWe U Ha

perncTpmpyemble 1 HeperncTpmpyemble

COpTUpOBKa OOKYMEHTOB

MoaroToBka BXOOSALWMX AOKYMEHTOB A5si paCCMOTPEHUS pyKoBoAUTENEM

PeFMCTpaLI,I/IH BXOOALWNX OOKYMEHTOB

www.consultant.ru
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

Opransau,vlﬂ 00CTaBK/ JOKYMEHTOB UCMOJTHUTENAM

BepneHne 6a3bl 4aHHbIX JOKYMEHTOB OpraHusaumm

BeneHuwe nHdopmaumoHHo-cnpaBoYHOi paboTbl

O6paboTka 1 oTnpaBka MCXOZALLMX JOKYMEHTOB

OpraHusaumst paboTbl N0 perucTpauumn, yy4eTy, XpaHeHuio 1 nepeaade B
COOTBETCTBYIOLLME CTPYKTYpPHbIE MOApa3deneHns [OKYMEHTOB TEKYLLEro
J1enonpoun3BoacTBa

KOHTpOJ‘Ib NCNOJTHEHUA OOKYMEHTOB B OpraHusauun

Heobxogumble ymeHusi | PabotaTb €O BCEN COBOKYMHOCTbHO MHAOPMAaLMOHHO-AOKYMEHTALMOHHbBIX
pecypcoB opraHu3aumm

Monb3oBaTbcs Gazamu gaHHbIX, B TOM YUCTe yaaneHHo

Monb3oBaTtbes cn paBO4HO-NpPaBoOBbIMN CUCTEMAMMU

Monb3oBaTtbcs aBTOMATU3NPOBAHHbIMKM CUCTEMaMKU y4eTa, perncrtpaunu,
KOHTPONA U I/IHd)OpMaLI,VIOHHO-CI'IpaBO‘-IHbIMI/I cucreMmamm npu pa60Te C
OOKYyMeHTaMu opraHmsauum

an/IMeHHTb COBpPEMEHHbIE I/IH(bOpMaLI,I/IOHHO-KOMMyHI/IKaLI,MOHHbIe
TEXHONoOrmnm And pa60TbI C AOKyMeHTamun, B TOM 4ucne nanda ee
onTmMmn3auunn n nosbllLEeHNA Sd)(*)eKTVIBHOCTVI

MpUMeHsATL NpaBuIia PyccKoro A3bika

anMeHﬂTb HaBbIKM CKOPOCTHOIoO nncbma

Heobxogumbie 3HaHus HOpMaTI/IBHbIe npaBoBbl€ aKTbl U HOPMATUBHO-MeTOANYECKNE OOKYMEHTDI,
onpegenaLline nopAanok 4OKyMeHTalnoOHHOro obecneyeHus ynpaBneHua

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX NoApasaerieHni

COBpeMeHHbIe I/IHq)OpMaLI,I/IOHHbIe TEXHOIormm pa6OTbI C AOKyMeHTaMun

Mopsiaok paboTbl C AOKYMEeHTaMu

CxeMbl fokymMeHToOGoOpoTa

Cucrembl CKOPOCTHOIo nncbma

I'Ipanma paGOTbI C BXogdwummn, ucxooAaAwmMMnm 1 BHYTPEHHUMMU
LOOKYyMEeHTaMu

MpaBuna opraHM3auMn U POPMbl KOHTPOMS UCMOMHEHUS AOKYMEHTOB B
opraHusaumu

Tunosble CPOKM NCNOJTHEHUA OOKYMEHTOB

MpuHUMNBI paboTbl CO CPOKOBON KapTOTEKOM

HasHauyeHune n TexHonorms TeKywero n npegynpegnteribHOro KOHTporsd
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

I'Ipanma COCTaBlMEHNA aHANUTUYECKNX CMpaBOK No opraHun3auunum pa60TbI
C AOKYMEHTaMn N KOHTPOJTKO UCNOJTHEHNA OOKYMEHTOB

I'Ipanma OOKYMEeHTaUuMOHHOIro obecnevyeHns oeaTenbHOCTU opraHusaumun

Buabl OOKYMEHTOB, NX Ha3Ha4YeHne

Tpe6OBava, npeabaBnidemMble K OOKyMEeHTaM B COOTBETCTBUM C
HOPMAaTMBHbIMU NPaBOBbIMU akKTaMN U roCyaapCTBEHHbIMKU CTaHOapTaMun

lMpaBuna cocTtaBneHns u odopmneHns UHPOPMaLMOHHO-CNPAaBOYHbIX,
OpraHn3aunoHHbIX, yrnpaBeHYeCKNX JOKYMEHTOB

I'Ipanma co3gaHus 1 BeaeHust 6a3 gaHHbIX Cﬂy)Ke6HbIX OOKYMEHTOB B
OopraHmnsauunm

CucTeMbl aNeKTPOHHOIO AOKYMeHTooGopoTa

I'Ipanma M CPOKU OTrNpaBKN NCXo4ALLNX JOKYMEHTOB

TpeboBaHusA oxpaHbl Tpyaa

Opyrve xapakTepucTukm | -

3.2.2. TpypnoBas pyHKUUA

OpraHu3aumnst TEKyLLEro XxpaHeHus YpoBeHb
HanmeHoBaHVe | QOKYMEHTOB Kog | B/02.5 (nogypoBeHb) 5
KBanundunkaumm
MpoucxoxgeHve 3aMmMcTBOBaHO
P KA OpwurunHan X
TPYLAOBOW OyHKLMK 13 opurnHana
Kopn PerncrpaunoHHbIn
opurnHana Homep
npodeccnoHarnbHOro
cTaHgapTa
TpynoBble 4eNCTBUA Pa3paboTka HOMeHKNaTypbl Aen opraHM3auum

MpoBepka NPaBUIIbHOCTM OMOPMIEHNA OOKYMEHTOB M OTMETKM 06 ux
UCMonHeHnn nepen ux copMUpoBaHMEM B [eno AOns nocreaytollero
XpaHeHusi

<Dopmym4pOBaHV|e 3arosfioBkoB gen n onpeaerieHne CpokoB NUX XpaHEeHUA

dopmupoBaHue gen

KOHTpOJ‘Ib npaBuIibHOro U CBoOeBpeMeHHOro pacnpeneneHna n noglwneBkmn
LOOKYMEHTOB B Aena

Heobxoammble ymeHusi | OpraHu3oBbiBaTb  paboTy Mo y4yeTy, XpaHeHul U nepegade B
COOTBETCTBYIOLLME CTPYKTYpHblE MoApasneneHus JOKYMEHTOB TeKyLLero
JAernonpounssoacTea
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

OcylecTBNATbL  METOAMYECKOE PYKOBOACTBO AEerNonpou3BOACTBOM B
opraHusaumu, KOHTPONMPOBaThL NpaBuilbHOe hopMUPOBaHUE, XpaHeHUE U
caady Aen B apxve

P83pa6aTblBaTb HOMEHKNaTypy gen CTpykTtypHOro nogpasaeneHus

Wcnonb3oBaTb  HOMEHKNIATYpy A€l MNpu  U3YYeHUU  CTPYKTYpbl
opraHusaumu, CocTaBneHun onucen aen

OpraHuzoBbiBaTb paboTy Mo OpPMUPOBAHUIO Oen B COOTBETCTBUU C
yTBEPXOEHHON HOMEHKNAaTypoit Aen opraHnsaumm

dopmupoBaTb JOKYMEHTbI B Aera C Y4eTOM MX cneundukm

CVICTeMaTVI3I/IpOBaTb OOKYMEeHTbl BHYTPU Aena

ObecneunBaTb COXPaHHOCTb W 3aLLUTY JOKYMEHTOB OpraHvu3auunm

MNpYMeHsTb  MHOPMALIMOHHO-KOMMYHUKALMOHHbIE — TEXHOMOMMKU  Mpu
paboTe ¢ JOKyMEeHTamu

Heobxogumble 3HaHus HOpMaTI/IBHbIe npaBoBble aKTbl, HOPMaTUBHO-MeTOONYEeCKNe OOKYMEHTDI,
rocygapcCrtBeHHble CTaHOapThl, onpepgendawoLwine nopAaokK
LOOKYMEHTaUuMOHHOIo obecneyeHust ynpasJieHuA

Buabl HoMeHknatyp, obwme TpeboBaHWs K HOMEHKNaType, MeTognka ee
COCTaBneHns 1 opopMreHns

MpaBuna cornacoBaHWa HOMEHKNATypbl [Aen C BeAOMCTBEHHbIMU
apxvBamMm U 3KCNepTHOW KOMUCCUEN

Mopsgok  dopmupoBaHmst U odopMmieHns  gen,  crneunduka
OpMMpPOBaHUSA OTAENBHBIX KATErOPUA Aern

MpaBuna xpaHeHus gen, B TOM 4uChe C AOKYMEHTaMWU OrpaHU4YeHHOro
gocTyna

MpaBuna Bblga4M U UCMONb30BAHUS OOKYMEHTOB M3 CCHOPMUPOBAHHBIX
aen

TpeboBaHus oxpaHbl Tpyaa

[pyrue xapakTepucTuku | -

3.2.3. TpynoBas cdyHKumA

OpraHusaunsa obpaboTku gen ons YpoBeHb
HaumeHoBaHve | nocrnegytoLlero xpaHeHus Kop | B/03.5 (nogypoBeHb) 5
KBanudukaumm

MpoucxoxaeHue

X 3anmcTBOBaHO
TPyAoBOKn dhyHKLNN

nrnHan
Op a N3 opurnmHana
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

Kog PernctpaunoHHbIn
opvruHana Homep
npodeCcCMoHanbLHOro
cTaHfapTa
TpynoBble AencTeus MNpoBepka CPOKOB XpaHeHWs [OOKYMEHTOB, COCTaBMneHWe npoTokona

paboTbl 9KCMEPTHOW KOMMUCCUM MO MOArOTOBKE [OKYMEHTOB K XpPaHeHWUHo,
aKkTa O nepedade Ha YHUYTOXKEHME [OKYMEHTOB, He Moanexalmx
XpaHEeHWo

CocraBneHue BHyTpeHHeIZ onucu aen aAns ocobo LeHHbIX OOKYMEHTOB

OdbopmrieHne oen nocTosiHHOTO, AONTOBPEMEHHOIO CPOKOB XpaHeHus!

O(bOpMﬂeHl/le 0ONOXKM aen MNOCTOSHHOrO, [onroBpeMeHHoOro cpokoB
XpaHeHunsA

CocTtaBneHne onucu Aen MNOCTOSIHHOTO, [onroBpeMeHHoro CcpokoB
XpaHeHudA

I'Iepep,aqa O€EN B apXuB opraHmn3aumn

Heobxogumbie yMeHUaA Monb3oBaTtbcs nepevyHAMn OOKYMEHTOB M aHann3npoBaTb (paKTMLIeCKoe
cogepxaHne nMernLnxca B aene OOKyMeHTOB npu onpeneneHnn Cpokos
NX XpaHeHunA

OdopMnsaATb JOKYMEHTbI 3KCNEPTHON KOMUCCUM

Oq)OpM.I'IFITb 0ONOXKM Oen MNOCTOSIHHOrO U BPEMEHHOIo XpaHeHuna B
COOTBETCTBUMN C Tpe6OBaHVI$-|MVI rocyaapcCTBeHHbIX CTaHO4apTOB

np0I/I3BOD,I/ITb XPOHOJIOrMYECKO-CTPYKTYPHYHO CUCTEMATU3aUNIO aen

OcyLecTBNATb TEXHMYECKYD 06paboTKy M MofHoe odopmiieHue pen
MOCTOSIHHOTO U BPEMEHHOTO XpaHeHWst

CoctaBnaAtb onucb Aen MOCTOSHHOIMO WU BPEMEHHOIo XpaHeHnA B
COOTBETCTBMMN C HOPMATUBHO-METOANYECKUMU OOKYMEHTaMM

MpuMeHsaTb  MHMOPMALMOHHO-KOMMYHUKALUMOHHBIE ~ TEXHOMOMMU  Mpn
paboTe ¢ JOKYMeHTamu

Heobxogumble 3HaHMsA | HopMaTuBHbLIE MpaBoBble akTbl, HOPMaTUBHO-METOANYECKME OOKYMEHTHI,
rocyaapcTBeHHble cTaHgapThl, onpenenswoLmne nopsiaoK
JOKYMEHTaLMOHHOro obecrnevyeHns ynpasneHus

Kputepun pasgeneHuss OOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C
LIEHHOCTbIO MHAOpMaLIMK, CoaepKalllecsa B HUX

nOpHD,OK MCNoNb30BaHNA TUMNOBbIX WKW BE€OOMCTBEHHbIX nepequVl
OOKYMEHTOB, onpenerneHna CpPpOKOB XpaHeHUA B npouecce 3KCnepTubl
LEeHHOCTN OOKYMEHTOB

Mopsagok co3jaHusi, opraHuM3auMm W OOKYMEHTUPOBaHMS  paboThbl
3KCNEPTHON KOMUCCUM

MpaBuna COCTaBNEHUs U YTBEPXKAEHMS NMPOTOKona paboTbl IKCNepTHOM
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H

"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 07.04.2021

"CneumanuncTt no opraH13aLUMoOHHOMY ...

KomMuccum

MpaBuna cocTaBreHns 1 YyTBEP)KAEHUS aKkTa O BblAereHWn OOKYMEHTOB,
He noanexaluux XpaHeHuto

MpaBuna TexHW4ecko o06paboTkn W nomHoro od)opMmneHns aen
NOCTOSIHHOTO U BPEMEHHOTO XpaHeHs!

I'Ipanu'la COCTaBJieHnAa onnucu gen noctoAHHOro U BpeMeHHOro XxpaHeHus
B COOTBETCTBMMN C HOpMaATUBHO-METOANYECKUMU OOKYMEHTAMU

I'Ipanma nepegayun gen B apxmB opraHn3auunm

TpeboBaHusA oxpaHbl Tpyaa

Lpyrue xapakTepucTmkm

3.3. O606LwWweHHasa TpyaoBas PYyHKUMUs

OpraHun3aunoHHoOe, JOKYMEHTALNOHHOE U
WHOpMaLMOHHOe obecneyeHre YpoBeHb
HanmeHoBaHue ¢hopmaul Kog C P 6
0eAaTernbHOCTN pykoBoAUTENA KBaJ'II/ICbI/IKaLl,I/II/I
opraHm3aumm
lMNpoucxoxgeHve

0606LLEeHHON TPYOoBON
dyHKLUUN

X 3anmcTBoBaHO

UrnH
Op an 13 opuruHana

Kop, PerncrpaunoHHbIn
opuruHana HOoMmep
npodeccnoHanbLHoro
cTaHgapTa

Bo3moxHble
HanmMeHOoBaHUS
[OMKHOCTEN,
npodbeccui

CekpeTapb pykoBogutens
CekpeTapb-cTeHorpaducTka
CteHorpaducTtka

TpeboBaHusa Kk
obpasoBaHuio 1
oby4eHuto

Boicwee obpasoBaHue - bakanaspuaT

unm

Boiclwee obpasoBaHue (HenpodunbHoe) - bakanaspuaT u
OONoMHUTENbHOE NpodeccrmoHanbHoe obpasoBaHue no
OONOMHUTENBHBIM NPOdECCMOHANbHBLIM NPOrpaMmMam
npodeccuoHansLHON NepenoaroToBKM No NPOU0 A4eATENbHOCTH
unm

CpepnHee npodeccrnoHanbHoe 06pasoBaHmve - TporpamMmmbl NOArOTOBKU
cneumanucToB CpeaHero 3seHa

unu

CpegHee npodgeccrnoHanbHoe obpasoBaHne (HenpoduIbHoE) -
nporpammbl NOArOTOBKM CMNELMANNCTOB CPEAHErO 3BEHa U
AononHutenbHoe npodeccuoHansHoe obpasoBaHune no
OOMONHUTENbHLIM NPOdECCUOHANBHBLIM NPOrpaMmam
npodeccnoHanbHo NepenoaroToBKM Mo NPoduUno AesTENbHOCTU

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

TpeboBaHMA K ONbITY He MeHee AByx neT BbINOMHEHWS paboT No OpraHU3auMoOHHOMY U
npakTuyeckon paboTol OOKyMEHTaLUMOHHOMY obecnedeHnto esTenbHOCTN PyKOBOAMTENS
opraHv3auuu npu cpegHem npodeccuoHanbHoOM obpa3oBaHun

Ocobble ycriosus -
gonycka k pabote

Lpyrve xapakTepucTmku | -

JononHutenbHble XapaKTepucTukun

HanmeHoBaHue Kog HaunmeHoBaHne 6a30BoW rpynnbl, JOMKHOCTM (Npodeccum)
OOKyMeHTa UM cneumanbHOCTU
OK3 3343 AOMUHUCTPATUBHBIN U UHOW UCMOMHUTENbHbIN
cpeaHeTeXHNYECKUA NepcoHarn
EKC - CekpeTtapb pykoBogutens
oKnaTe 26341 CekpeTapb pykoBoautens
26405 CekpeTapb-cTeHorpaducTka
OKCO 7.46.03.02 [okymeHTOBeileHME U apXuBOBeaeHne
7.46.02.01 HdokymeHTaumMoHHoe obecneyeHne ynpasneHms u
apxmBoBefeHune
3.3.1. TpynoBas cdyHKumA
OkasaHne NomoLLM PyKOBOAUTESIO B YpoBeHb
HavmeHoBaHue | nnaHupoBaHuM paboyero BpeMeHu Kog | C/01.6 (nogypoBeHb) 6
KBanudukaumm
I'Ipomcxoziqqume OpuruHan X 3anmcTBOBaHO
TPyOoBoOW OyHKLUMM 13 opuruHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHansHoro
cTaHgapTa
TpynoBble AencTBus Bbibop opmbl  nnaHuWpoBaHus M OOPMIEHVME  NMaHUPOBLUMKA

(opraHansepa) pykoBoaunTensi

BHeceHune nHhopmaumm B NNaHNPOBLLMK (OpraHanaep)

CornacoBaHue C pykoBoguTenem BpeMeHW NiaHnpyeMblxX AeACTBUiA

CornacoBaHune TenedOHHbIX MEPEroBopoB, BCTPEY W MeEPOMNpUATUA C
napTHepamu,  KNUeHTamu,  PYyKOBOAMTENSIMM  MoapasfeneHnin  u
COTpyaHUKaMu

NHgpopMMpoBaHWe  pykoBOOMTENS O  perflameHTe  HaMeYeHHbIX
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

MepOonpUATUI

MpenynpexaeHne o NPUBIMKEHNN BPEeMEHN HaMEYEHHbIX MeponpUSTUN

dopmmpoBaHue pesepBa BpeMeHU A4S HenpeaBUAEHHbIX CUTYyaLuii

HeobGxoammble yMeHusi | YcTaHaBnNUBaTh LIENW, ONPeaensaTb nepapxuio Lenei

OnpenensTe  NPUOPUTETHOCTb U OYEPEAHOCTb BbIMOMHEHUS pPaboT K
acheKkTMBHO pacrnpenenaTb paboyee Bpems

OkasblBaTb MOMOLLb PYKOBOAMTENO B pacrnpederneHnn ero paboyero
BpEMEHM

BblbvpaTb onTuManbHble cnocobbl  MHOPMUPOBaHMS  MapTHEPOB,
KIMMEHTOB, NOCETUTENEN, pyKOBOAUTENEN NoApa3neneHunii u coTpyaHUKOB
O NNaHUPYEMBbIX MEPONPUATHSIX

ObecneunBaTtb WHOPMALMOHHYO Oe3onacHoCTb  AesiTeNIbHOCTU
opraHusaumm

Heobxogumble 3HaHua | Cneuundpmka OCHOBHOW AEATENBbHOCTU OpraHmM3auum

OcCHOBbI aOMUHUCTPATUBHOIO MNpaBa W TPyAOBOrO 3aKoHoOaTenbCTBa
Poccuiickon ®egepaumm

PykoBoasLmi coctas opraHusaumm n ee nogpasgeneHui

CDyH KU caMmoOMeHe)KMeHTa

MpuHUMNLI M NpaBuna nnaHMpoBaHusa paboyero BpemeHu

MeToabl NocTaHOBKM LieNnen

MpaBuna npoBeaeHNs AenoBbIX NEPEroBOPOB

TpeboBaHusi oxpaHbl TpyAa

Opyrve xapakrepucTuku | -

3.3.2. TpynoBas cbyHKuMA

MnaHnpoBaHne paboyero aHs cekpeTaps YpoBeHb
HavnmeHoBaHue Kog | C/02.6 | (nogypoBeHb) 6
KBanudukaumm
I'IpomcxozmeHme OpuruHan X 3anmcTBOBaHO
TPYLOBOW hyHKLMM 13 opurnHana
Kog PerncrpaunoHHbIn
opurnHana HoMmep
npoceccuoHansHoro
cTangapTa
www.consultant.ru CrpaHvua 16 us 42
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TpynoBble gencTeums Bbi6op 1 odhopmneHme nnaHUpoBLLMKa CcekpeTaps

BeneHve oHeBHMKA (Ha 3NIEKTPOHHOM U (M) BymMaXkHOM HocuTene)

CornacoBaHue nNnaHoB C NnaHaMu u cpokamu paboTbl pyKOBOAMTENS

PacnpegeneHue paboyero BpemeHu (Ha AeHb, Heernto, NepcrnekTuBy)

I'IepeHoc HEBbINOJIHEHHbIX 3anlaHMPOBaHHbIX 3adaud

BbINnosiHEHME TUMUYHBIX EXXeOHEBHbIX Aen

Heobxogumblie ymenusa | BeibupaTtb 1 ohopMnsTb NNaHMpOBLLUK

BHocuTb 1 oTcnexueaTb Mchopmaquo Ha 3J1EKTPOHHOM n/unu 6YMa)KHOM
Hocutene

Paccraenatb NPUOPUTETLI, BblAeNnATb BaXXHOE N CPOYHOE

BbibupaTtb onTumanbHbIn putm paboThbl

AHaJ'II/I3I/IpOBaTb NPUYNHbI HEBbIMOJTHEHNA 3a4au

MpVMEHSTb MHPOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOrUK

Heobxoanmele 3HaHus | OcobeHHOCTM  OhOpMIEHUS  MNaHMPOBLUMKA (HA  SMEKTPOHHOM U
GyMaxxHOM HOCUTENSX)

OcHoBbI YNpaBrneHunsi BpeMeHeM

Opyrve xapakTepucTuku | -

3.3.3. TpynoBas pyHKUUA

OpraHnzauus TenedoHHbIX NEPeroBopoB YpoBeHb
HaumeHoBaHve | pykoBoguTens Kog | C/03.6 | (nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHve 3aMMcTBOBaHO
P KA OpwurunHan X
TPYZOBOW hyHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opurnHana Homep
nNpodeCccnoHanbLHoro
cTaHgapTa
TpynoBble 4eNCTBYSA BeneHve 6a3bl TenedOHHbIX KOHTaKTOB PyKOBOAUTENS

CoeavHeHve pyKoBoAUTENS C KOHKPEeTHbIMU aboHeHTaMu

MogroToBka mMaTtepuanoB anda Te.l'le(*)OHHbIX neperosopoB pykoBoaUTENA

Peructpaunsi noctynarowmx B NpMemMHyto TeneoHHbIX 3BOHKOB

I'IepeHanpaBneHMe OoTAENIbHbIX Teﬂe(*)OHHbIX 3BOHKOB 3aMeCcTutenam
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pyKOBOOUTENS U COTPYOHMKAM

MonyyeHne HeobxoaMMon nHdopmaumm 1 nepegada CaHKLUMOHUPOBAHHOWN
MHdopMaumn no TenedoHy

YcTaHoBMeHMe KOHTakTa ¢ cobecelHMKOM, MoadepxaHue W pasBuTue
JenoBol 6eceabl B npoLiecce TenedoHHbIX NeperoBopos

OkasaHne noMOLUM pyKOBOOUTEMO NPW OpraHuv3aumm U npoBedeHUM
TenegOoHHbIX NeperoBopoB 1 BUAEOKOHEepeHLn

Heobxoammble ymeHusi | Bect u ucnonb3oBatb B paboTe 6asy AaHHbIX TeNedOHHbIX KOHTaKTOB
pykoBoauTens

Ncnonb3oBaTb cpeacTsa KOMMYHUKALMOHHON OPITEXHUKX ANS NonyyYeHus
1 nepegayn MHopMauum

Bectn y4yeTHble perMcTpaumoHHble ¢opMbl, UcCMonb3oBaTb WX ANS
NHOPMaLMOHHOW paboTbl 1 paboTbl MO KOHTPOSIKO MCMNOSNTHEHUSA peLleHUI
pykoBoauTens

CrnaxumBaTb KOHMIUKTHbIE W CMNOXHble CUTyauuUM MEXITMYHOCTHOrO
obLeHnsa

Mcnonb3oBatb TEXHMYECKME U nporpamMmmMmHblie cpeactBa AnAa nposeaeHuA
rosioCoBOM NNK BVI,EI,eO-KOH(bepeHLI,-CBFISVI

Ob6ecneunBatb  MHGOPMALMOHHYKD  Ge3onacHOCTb  OeATeNbHOCTU
opraHusaumm

Cobntogatb criykebHbIn 3TUKET

Heobxogumble 3HaHus Te.l'le(*)OHHbIe KOHTaKTbl pykoBoaAUTENA

dyHKUMK, 3agayn, CTPYKTypa OpraHu3auuu, ee CBA3WM MO BepTukanu u
ropusoHTanu

MpaBuna B3auUMOAEWCTBUS C MNapTHEpPaMW, KIMEHTamWu, CpeacTBamu
MaccoBoK nHopmaLmm

I'Ipanma nogaepXaHma n pa3BuUTUA MEXINMYHOCTHbIX OTHOLLEHWI

I'Ipanma npoBeaeHnAa aenoBbiX Nneperosopos

MpaBuna 3awuTbl KOHUAEHUMANLHOW MHopMaLun

TpeboBaHusi oxpaHbl TpyAa

Opyrve xapakrepucTuku | -

3.3.4. TpynoBas cyHKuMA

OpraHu3aums KoMaHOupPOBOK YpoBeHb
HanmeHoBaHve | pykoBoguTens Kog | C/04.6 | (nogypoBeHb) 6
KBanudukaumm
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Mpoucx HU NMCTBOBaH

poncxoxaeHue OpuruHar X 3anmcTBoBaHO
TPyOoBoW OyHKLMM n3 opurnHana

Kop, PerncrpaunoHHbIn
opurnHana HoMep
npodeccnoHanbLHoro
CcTaHgapTa

TpynoBble gencTems MogroTtoBka npoekTa crnyebHoro 3agaHns pykoBoauTens

MogroToBka npoeKTa npukKkasa o Cﬂy>K€6HOl7I KOMaHOWUpoBKe

OdopmneHne KOMaHANPOBOYHOIO YAOCTOBEPEHMS 1 €r0 perncTpaums npu
HeobxoauMocCTu

MogroToBka AOOKYMEHTOB Ha nojiyd4eHune Bu3bl, 3arpaHn4HoOro nacnopta

3aka3s Xene3HoA4OPOXHbIX U aBnabuneToB, rOCTUHUL, TPaHCNOPTHOIo
obecneyeHus pykoBoauTena

OdbopmrieHne nporpaMmbl NOE3AKU, YTOUHEHME 0COBEeHHOCTe NpoToKona
nnaHnpyembix MeponpusTUin

MogroToBka LOOKYMEHTOB K noes3ake pykosoautensd

YTouHeHWe gaTbl, AOSMKHOCTEN, hamMunuin B nporpamme KOMaHOUPOBKU

MpopaboTka MaplupyTa pyKOBOAMTENS, YBSI3ka €ro C pacnucaHuem
TpaHcnopTa

O6paboTka maTepuanoB KOMaHOMPOBKM, oOdopMneHne oTyeta O
KOMaHOMpoBKe

Heobxoammble ymeHusi | OchopMnsiTb aBaHCOBLIE OTYETHI PYKOBOAUTENS

OpraHVI3OBbIBaTb BCTpe4n pykosogutensa c anHmmarou.Leﬁ CTOpOHOVI

OcopMrisiTb KOMaHAVPOBOYHbBIE JOKYMEHTHI

O6pa6aTbIBaTb OOKYMEHTbl W MaTtepuanbl No pe3ynbTataM noe3aku
pykoBoauTensa

ObecneunBatb paboTy oduca Bo Bpems OTCYTCTBUS PyKOBOANTENS

MpUMeHsTL cnocobhbl A4enoBoro obLeHns

WNcnonb3oeatb cpeacTtea KOMMYHUKaLn ans obecneyeHus
B3aUMOLEWNCTBUS C PYKOBOAMTENEM BO BpEMS €ro AeNOBON NOe3aKu

Heobxogumble 3HaHus nOpﬂﬂOK noaroToBkn 1 nposeaeHnAa KoMaHOMpoOBOK

nOpHD,OK O(*)OpMJ'leHMFl OOKYMEHTOB A1 KOMaHAMPOBKU U OTYETHbIX
LOOKYMEHTOB No KOMaHANPOBKE pykOoBOAUTENA

[enosown npoTokon

3OTuKa genosoro obLeHnd
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Lpyrue xapakTepucTmku

3.3.5. TpynoBas cyHKUuA

OpraHu3auunsi paboTbl C MOCETUTENAMU B YpoBeHb
HaumeHoBaHve | npuemHol pykoBoaUTENS Kog | C/05.6 (nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHve 3aMMcTBOBaHO

TPyaoBOW OYHKUMN

OpwuruHan X
P 13 opurnHana

Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeccunoHansHoro
cTaHgapTa

TpyooBble AenCTBUSA

Opransau,Mﬂ JINYHOIo npmnema noceTutenen pykoBoauTenem

YcTaHoBneHve nopsiaka npuema ans pasnuuHblX KaTeropuii noceTuTenen

BepneHwne XypHana npep,BapMTeanon 3arnncun Ha npunem

Pernctpauusa noceturtenen

CopelicTBe onepaTtMBHOMY PacCMOTPEHWUIO MPOCbG W MpeanoXeHuii
noceTuTesien U CoOTPYAHUKOB OpraHM3aLum

OpraHmsau,vm npuema OenosbiX NapTHEPOB B Od)MCG

Opranusauusi obcnyxuBaHus pyKoOBOAUTENS U €ro AenoBbIX NapTHEPOB B
oduce

CepBupoBka YanHoro (kogenHoro) ctona B ocpuce

MpuHATME Mep MO COXPaHEHWID KOMMEPYECKOW TaWlHbl B Xode npuema
noceTuTenemn N NX HaxXoXaeHns B MPUEeMHON n kabuHeTe pykoBoauTens

HeobGxoammble yMeHuUsi

OpraHVI30BbIBaTb n obecneymBaTb NIMYHbIE KOHTAKTbI pykoBoauTena

YnpaBnaTb KOHPMKTaMM

YuntbiBaTb MCUXONOrMYeckne OcoBEHHOCTU JIMYHOCTU npn pasnmyHbiX
Bunaax I'IpO(*)eCCVIOHaJ'IbHOI'O o0LweHuns

Mcnonb3oBaTtb YCTaHOBIEHHbIE MpaBuna M npouenypbl KOMMYyHUKaUUU
BHYTPW OopraHn3auum

BecTn yyeTHble perucTpaumoHHble OopMbl, UCMONb3OBaTb WX ANA
NHOPMaLMOHHOW paboTbl 1 paboTbl MO KOHTPOSIKO MCMNOSTHEHUSA peLUeHWI
pykoBoauTens

Cos3pgaBatb NOMNOXUTENBHBI UMUK OopraHunsauunmn

MpuHUMaTL Mepbl MO pa3peLLEHUIO KOHMIMKTHBIX CUTYaLui

HafeXHasa npaBoBas noaaepXxka
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anMeHﬂTb VIH(bOpMaLl,I/IOHHO-KOM MYHUKaLWNOHHbIE TEXHOJ1I0ITMN

ObecneunBatb KOHMAEHUMANbHOCTL B MPUEMHOM U KabuHeTe
pyKOBOAUTENS, COXPaHATb KOHPMAEHUMANbHYI0 NHAOPMaLMIO B TanHe

Heobxogumble 3HaHus I'Ipanma opraHunsauunn npunemMa noceTutenen

MpaBuna genosoro obLweHns

M paBuiia pe4yeBoro 3TukeTa

I'Ipanma yCTaHOBIEeHUA KOHTaKTa, nognep>xxaHuma n pa3BnTuA
MEXJTMYHOCTHbIX OTHOLLEHWI

CTpykTypa opraHusaumMm W  pacnpegeneHne  yHKUMiA  mexay
CTPYKTYpHbIMW nogpasaeneHnamMmm 1 cneyuanmctamm

MpaBuna opraHnsaummn NpMeMoB B ognce

OTUKET M OCHOBbI MeXayHapoAHOro npoTokona

MpaBuna cepBnpoBKN YanHoro (kopenHoro) crona

I'Ipanu'la NpUroToBneHna n nogadn ropayvnx HannTkoB U 3aKyCOK K HAM

MpaBuna 3awuTbl KOHUAEHUMANBHOW crnyebHon nHdopmalmmn

[pyrue xapakTepucTuku | -

3.3.6. TpynoBas cdyHKumA

OpraHusaums nogroToBkW, NPOBEAEHUSA U YpoBeHb
HanmeHoBaHue | o6cnyxunBaHms KOHPEPEHTHbIX Kop | C/06.6 (nogypoBeHb) 6
MepOonpUATUIn KBanudukaumm
MNpowucx HU MMCTBOBaH
poncxoxaeHue OpurvHar X 3anmcTBOBaHO
TPyAoBOM hyHKLMN 13 opurmHana
Kopg PerncrpaunoHHbIn
opurnHana HOoMep
npodeccnoHansHoro
cTaHgapTa

Tpynosble oencTeus lMogroToBKa NOBECTKM OAHA MEPONPUATUS

O(bOpMﬂeHVle Cnncka y4aCTHMKOB MepOonpuAaATuA

NHopMypoBaHWe npegnonaraeMblXx  Y4aCcTHMKOB O  HaMe4yaeMoMm
MepONPUSITUA U YCIOBUSX y4acTus

BbiGop MecTa 1 BpeMeHV NpoBeaeHUsi MeEpPONPUATUS

lMoaroToBka NpeaBapuUTENbHON CMETBI PacxonoB
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Paccbinka npurnalueHuin nogTBepAMBLUMM Y4acTue B MEPONPUATUM

C6op TEeKCToB [JOKMadoB W MNPOEKTOB MWTOTOBbIX [OKYMEHTOB Y
[JOKMNagymMKkoB

Paccbinka MHOPMALMOHHBLIX MaTepuanoB y4acTHMKaM KOHMEpPEeHTHOro
MeponpuATUS

CocTaBneHve $IBOYHbIX FIMCTOB U CNWCKa PEerucTpauum y4acTHUKOB
MeponpuATUS

3akynka KaHUEensdpckux TOBapoOB W MpoJyKTOoB And obecneyeHus
Kohe-nays

PeweHune BOMPOCOB TEXHNYECKOIro OCHalleHNA MepornpnAaTnA

Momowlb B MOArOTOBKE [OKNada pPyKoBoAUTENs, MNPe3eHTAUMOHHbIX
martepuanos

Opransau,Mﬂ noaroToBKku npesnagnyma n paGO‘-IVIX MeCT y4aCTHUKOB

OpraHusaums BCTpeYn 1 pernctpaums y4acTHUKOB MepOnpUsTUS

BepneHwne NPOTOKOJ1a MeponpuAaATnA

OpraHusaums cepBMCHOro 06CnyXMBaHUA BO BpeMs koge-nays

Opransau,Mﬂ KyInbTYPHO-MaCCOBbIX MepOI'IpI/IﬂTI/Iﬁ, TPaAHCMNOPTHOIO “
rOCTUHUYHOro obecneveHus

Heobxogumble ymeHusa | OpraHn3oBbiBaTb MpoOLECC MOATOTOBKM K MPOBEAEHUO KOH(DEPEHTHOro
MEepONPUATUS UHAMBMAYANBHO U B COCTaBe paboyen rpynnbl

[okymeHTupoBaTb pasHble 3Tanbl Npoueaypbl NOArOTOBKU U NPOBEAEHMUS
KOH(epEeHTHOro MeponpuATUS

MepenaBaTb MHGOPMaUWO, AOKYMEHTbl M MaTepuasbl Yy4YacTHMKaM
KOH(EPEHTHOrO MEepPONpPUATHS

MoarotaBnueatb U obopyaoBaTb CTON npe3nguyma m pabouve mecta
YYaCTHUKOB COBELLaHWs (3acefaHuns)

CepBupoBaTb 4YaWHbIA (KOEVHBLIN) CTON BO BpeMsi MpoBedEeHUs]
Kohe-nays

Cobntogatb npasuna gerioBoro 3TMkeTa n NnpoTokosna

MopaepxunBaTh UMUOXK OpraHusauum

CosgaBaTtb UMNOX ceKkpeTapH, COOTBGTCTByIOLLI,MVI MMUOXY opraHnusauunm

Pabotate C wvHdOpmaumen, aHanuMaupoBaTb W MNPEACTaBnsATb €e B
cucTemMaTn3vpoBaHHOM Buae

Ob6ecneunBaTtb 6e30MaCHOCTb AEATENBHOCTU opraHunsauunmn

MpUMeEHSATb MHPOPMALIMOHHO-KOMMYHMWKaLMOHHbIE TEXHOMOMM
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MpUMeHsATL NpaBuia PyCccKoro A3bika

anMeHﬂTb HaBbIKM CKOPOCTHOIo nncbma

MpUMEHATbL HaBbIKM 3anMcK U paclunMpPOBKN TekcTa

Mcnonb3oBaTtb coBpeMEHHble TexHU4YecCckne cpeacrtBa B obnactn
CKOPOCTHOIo nNnUcbmMa

Ob6ecneuvBaTb KOMMOPT Y4aCTHUKOB KOH(PEPEHTHOro MeponpuaTus,
nomoraTb B BOMpOcax NpoXXMBaHUs, TpaHCNOPTHOro obecrneyeHunst

Heobxoaumble 3HaHus | Komnnekc opraHM3auMOHHO-TEXHUYECKMX MEPONPUATUIA NO MOATOTOBKE U
NpoBeAEHMNIO COBELLL@AHUI U NEPETrOBOPOB, B TOM YNCIE MEXAYHAPOAHbIX

MpaBuna BegeHUsi, NOArOTOBKM U 0hOPMIIeHMsI MPOTOKONa W JOKYMEHTOB,
Co3[aBaeMblxX B NMPOLIECCe NOATrOTOBKN KOH(PEPEHTHOIO MEPONPUATUS

MeToauka coctaBneHust cMeThbl pacxonos KOHd)epeHTHOFO MeponpuAaTnAa

OcHoBbl HanucaHus peyeri U 0KNaaoB pykoBoaUTENs

I'Ipanma yCTaHOBIEHUA KOHTaKTa, nogaepxaHua 7 pPa3BnUTUA
MEXJTMYHOCTHbIX OTHOLLEHWI

MpaBuna 0enoBoro o6LLEeHWs, AenoBoro aTukeTa

OTUKET U OCHOBBI MeXOyHapOoOHOro nNnpoToKona

I'Ipanu'la npoesegeHna OenoBbiX neperoBopos

MpaBuna 3awuTbl KOHUAEHUMANBHOW crnyebHon nHdopmalmmn

Cucrtemsl CKOPOCTHOIo nncbmMma

OcHoBbl nporpamMMHoro obecnedyeHuss M oducHoro obopydoBaHus B
obnacTy CKOpOCTHOro NUCcbMa

TpeboBaHusA oxpaHbl Tpyaa

Lpyrve xapakTepucTukm | -

3.3.7. TpynoBas cyHKUuA

OpraHu3aunsi UCNOMNHEHUS PeLLEHN, YpoBeHb
HanmeHoBaHMe | ocyLLeCTBIEHNE KOHTPOIIS UCTIONTHEHNST Kog | C/07.6 | (nogypoBeHb) 6

nopy4YeHnin pykoBoaANTENS KBanudgukaumm
MpoucxoxaeHve 3aMmMcTBOBaHO

OpwurunHan X

TPyaoBOW OYHKUMN 13 opurmHana

Kog PernctpaunoHHbIn
opurnHana Homep
npodeCccnoHanbHoro
cTaHfgapTa
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TpyooBble AenCTBUSA [okymeHTansHOe ohopMIieHNE peLLEeHN pyKOBOAMTENS

HoBeneHne [o cBedeHUs pPaBGOTHUKOB OpraHUsauUuy  pacropsiKeHU
pykoBoauTens

KOOpﬂ,MHaLI,I/IFl neATenNbHOCTU NO UCMNOJTHEHUIO peLLIeHl/Il7| pykoBoauTend

BeneHve cpoKoBOro TeKyLLEro 1 npeaynpeamTesisHoro KoHTpons

I'IpOBepKa NcnosrHeHunsa nopyquMVl pykoBoOaAUNTENA B yCTaHOBﬂeHHbIVI CpOK

MpeaynpexaeHve COTPYAHUKOB 0O WCTEYEHWM CpoKa WCMOSMHEHMUs
NopyYeH1In pyKoBOAUTENS

dukcaLma UCNONHEHNS NopyyYeHnin

CocTaBneHMe OTYETOB M aHanUTMYEeCKUX ChpaBoOK O BbIMOMHEHUN
NOPYYEHUI 1 PeLLEHWA pykoBoaMTENs

Heobxogumble ymeHust | BeCcTn cpoKoBYyHO KapTOTEKY

Bectn Y4YE€THbl€ permcTtpaunoHHbIe d)OprI, ncnosib3oBaTtb UX AnNA pa60TbI
MO KOHTPOJIHO UCMNOJTHEHUA I'IOpy‘-IeHI/IIZ pykoBoauTend

Pabotatb C wHGOpMauMen no KOHTPONI, CUCTEMaTU3MpoBaTb €e U
npeacTaBnATb B BUAE CBOAHbIX JOKYMEHTOB

Mcnonb3oBaTb cpedcTBa KOMMYHMKauMM ONs Nepejayn  nopydeHui
pykoBoauTens

Mcnonb3oBaTb coBpeMeHHble cpeacTBa cbopa 1 06paboTkM KOHTPOSbHOWN
MHdopMaLnn

MpUMeEHSATb MHPOPMALMOHHO-KOMMYHMWKaLMOHHbIE TEXHOMOMM

OueHuBaTb pes3ynbTaTbl B paMKaX NocCTaBfieHHbIX 3aau

OcyllectBnsaTb  KOHTPOMb  WCMOSIHEHWSI  MOPYYEHUA  PYKOBOAMTENS
COTPYAHUKaMM

Heobxoammble 3HaHus | O6wme TpeGoBaHMSA K CPpOKaM MCMOSNHEHUS JOKYMEHTOB U KOHTPOJIbHbLIM
hYHKUMSIM CryXObl JOKYMEHTaLMOHHOIo obecrneyveHmnst

MpWHUMNBI, cNocobbl MHOPMUPOBAHMSA COTPYOHMKOB

3OTuka genosoro obLeHns

YnpaBneH4yeckass CTpyKTypa opraHusaumu, PyKOBOACTBO OpraHu3auuu,
obpasupbl noanucei pykoBOASALLIMX COTPYAHWUKOB, KPYr WX MOSTHOMOYWUIA ©
OrpaHNYeHNst 30H UX OTBETCTBEHHOCTU

JlokanbHble HOpMaTMBHbIE aKTbl OpraHn3aunmn

Lpyrve xapakTepucTukm | -

3.3.8. Tpynosble ¢hyHKLMHU
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raHu3aums u n »KaHu
OpraHunzauy, opoepxaHue YpOBEHb
dyHKUMOHaneHoro paboyero
HanmeHoBaHne N Kog | C/08.6 (nopypoBeHb) 6
NPOCTpPaHCTBa NPMEMHON 1 KabuHeTa
KBanudukaumm
pykoBoauTens
MpoucxoxaeHue 3anmcTBoBaHO
P KA OpwurunHan X
TPYLOBOW hyHKLMK 13 opurnHana
Kon PerncrpaunoHHbin
opurnHana HoMep
npodeCccroHanbLHoOro
cTangapTa
TpyooBble AenCTBUSA ObecneyeHne pabovero MecTa  pyKoBOAUTENS  HEOBXOOMMbIMM
cpencreamu OopraHM3aunoHHOM TEXHUKM, KaHLensapcKumm
NpVHaANEeXHOCTAMM

OpraHuszauusa npuemHon oduca B COOTBETCTBUM C TpeboBaHUsAMU
3ProHOMUKM 1 KyMNbTypbl Tpyaa

OpraHuzaums opopMIeHUss UHTepPbEpa NPUEMHON PYKOBOAUTENS

ObopypoBaHue  paboyero  MecTa  OPITEXHUKOW,  NEepCOHarbHbIM
KOMMbIOTEPOM, BCIOMOraTeribHOW TEXHUKOM

Opranuzauna  obopygoBaHuMst  NMPUEMHOW  CUCTEMaMWM  XPaHEHWs,
HeobxooMMbIMKM  NpucnocobreHuamu, obecnevyeHus  KaHUenspckumu
NPUHAANEXHOCTSAMMN

Ob6ecneyeHne XpaHeHMst U 3aMeHbl  pacxofHblX  MaTepuarnos,
NoBCeOHEBHbIN YXOA 3a OPrTEXHUKOWN

3akas KaHUEenApCKkMx TOBapoOB, TUTMEHUYECKUX TOBApPOB, MNPOAYKTOB
nMTaHnA

Heobxogumble ymeHust | CosgaBate  ycnoBusi,  obecnedmBaiowimne  acpdektnBHyto  paboty
pyKoBoANUTENS

MpPVMEHSITb B COOTBETCTBUM C HAa3Ha4YeHWEM CpeacTBa OpraHU3auMoHHON
TEXHUKW, KaHLIENAPCKME NPUHAANEeXHOCTU

OcHawaTtb paboyee MecTO pykoBOAUTENsS W CBoe paboyee MeCTO
HeobxoaMMbIM 000pyAoBaHMEM

OCyLIJ,eCTBJ'IﬂTb 3aMeHy pacxoHblX MaTepuanos, yXo 3a OpFTeXHI/IKOﬁ

KoHTponupoBaTb COCTOSIHUE M MOMOMHATbL  3anacbl  KaHLEenspcKux
TOBApPOB, CPEACTB MMreHbl, NPOAYKTOB NUTaHUS

Heobxogumble 3HaHus Tpe6OBaHl/IFI OXpaHbl TpyOa, I'IpOVI3BOD,CTBeHHOI7I CaHunTapum,
I'IpOTVIBOFIO)KapHOIZ 3alnTbl

OcHoBbl MpaBUbHOW OpraHM3auMM Tpyga U MeTOAbl MOBLILEHWS €ero
apdhekTMBHOCTU
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OcCHOBbI 3proHOMUKN ochrca U hNOPUCTUKU

CtaHgapTbl M pekomeHAauuy no o6opyaoBaHnio 0MCHBLIX MOMELLEHM

CocTaB opraHu3auMoHHON TEXHWKWU, ee YCTPOWUCTBO M NOpsaoK paboTbl C
Hel

Lpyrne xapakTepuctukm | -

3.3.9. TpynoBas ¢yHKuus

Pa3paboTka nokanbHbIX HOPMaTUBHbIX YpoBeHb
HanmeHoBaHMe | aKToB, pernameHTUpyoLwmx padoTy Kog [ C/09.6 (nogypoBeHb) 6
cekpeTaps KBanudgukaumm
MpouncxoxaeHune 3anmcTBOBaHO
TPyaoBOW OYHKUMN Opuruan X 13 opuruHana

Kopn PerncrpaunoHHbIn
opurnHana HoMep
npod)eccnoHanbHOro
cTaHpapTa
TpyaoBble AeNCTBUS PaspaboTka gOMmKHOCTHOM MHCTPYKLUMKN cekpeTaps

Paspa6oTka NonoxeHust o cekpeTapuarte

PaspaboTka MHCTPYKUMM MO AeSNoNpon3BOACTBY

Heobxogumbie YMEeHUaA CoctaBnatb 1 OCbOpMJ'IFlTb OopraHun3aumoHHble U1 MeTogun4eckune
LOOKYMEHTbI

PepakTvpoBaTb TEKCTbI CryXeBbHbIX JOKYMEHTOB

PaGoTaTb co Bcell COBOKYMHOCTbIO MHDOPMALIMOHHO-A0KYMEHTaLMOHHbBIX
pecypcoB opraHusaumm

Monb3oBaTtbcsa 6a3amu JaHHbIX, B TOM YACTE YaaneHHo

Mcnonb3oBaTtb cnpaBoO4HbI€ NMpaBOBble CUCTEMDbI

PaboTtaTb ¢ KOMNbOTEPOM, KaTarnoramu (nankamu) u pannamm, ckaHepom

Monb3oBaTbCs 0PUCHBLIM NakeToM (TEKCTOBbLIV pedakTop, Tabnuupl)

Monb3oBaTtbca nepudepuiiHBIMU YCTPONCTBaMM U OPrTEXHUKOWN

lMonb3oBaTbCs 3NIEKTPOHHOM NOYTON

Monb3oBaTbCA cUCTEMAMM MEKTPOHHOIO AOKYMeHTooGopoTa

Heobxoammble 3HaHuss | [paBoBble OCHOBbI yrpaBneHnst (OCHOBbI aAMUHUCTPaTMBHOIO, TPYA0BOIO
W rpaxgaHckoro npasa)

HOpMaTI/IBHbIe npaBoBbl€ aKTbl, HOPMaTUBHO-MeTOONYECKNEe OOKYMEHTDI,

www.consultant.ru CTpaHvua 26 us 42
HafeXHasa npaBoBas noaaepXxka


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

Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 07.04.2021

rocynapcrtBeHHble CTaHgapThl, onpepensdwoumne nopaaokK
OOKYMEHTauMOHHOIo obecneyeHus ynpasrneHua

CTpyKkTypa, PYKOBOACTBO CTPYKTYPHbIX rogpasfaeneHunid, obpasubl
nognucen nNul, MMEWMX MpaBo  MOANWCaHMS U YTBEPXOEHUS
[OKYMEHTOB, M OrpaHNYeHmnsl 30H UX OTBETCTBEHHOCTU

I'Ipanma OOKYMEHTaUuMOHHOIo obecneyeHnss 4esaTenbHOCTU opraHunsauunm

Mopsagok paboTbl ¢ JOKYMEHTaMu

TpeGOBaHMﬂ, npeabaBiidemMmble K OOKyMEeHTaM B COOTBETCTBUM C
HOPMaTMBHbLIMU NMPaBOBbIMU akTaMU U rocyaapCTBeHHbIMKX CTaHOapTaMun

MpaBuna cocTaBneHns OpraHn3aLnoHHbIX [OOKYMEHTOB (MOMOXEHWUNR,
WHCTPYKUWIA, pernameHToB)

Buabl OKYMEHTOB, UX Ha3HayYeHWe

OcHosBbl D,OKyMeHTHOIZ JINHTBUCTUKN

TpeboBaHusa oxpaHbl Tpyaa

Opyrve xapakTepucTukm | -

3.3.10. TpynoBas cpyHKUMUA

CoctaBneHne n opopmneHmne YpoBeHb
HanmeHoBaHve | ynpaBrneH4YecKkon JoKyMeHTaLum Kog | C/10.6 (nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHve 3aMMcTBOBaHO
P KA OpwurunHan X
TPYZOBOW hyHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodeCccnoHanbLHoOro
cTangapTa
TpynoBble 4eNCTBUSA CocTtaBneHve NpoeKkToB pacnopsaguTenbHbiX (MpUKasbl, pacnopsKeHus) 1

WMH(OPMALMOHHO-CNPAaBOYHbLIX  AOKYMEHTOB  (CnykebHble  nmucbMma,
CrpaBKu, AOKMagHbIe 1 CriykebHble 3annckn)

MevaTb CJ'Iy)Ke6HbIX OOKYMEHTOB 1 MaTepuarnoB

Pa3smHoxeHWe cry»keBHbIX JOKYMEHTOB

KOHTpOJ'Ib NpoxoxaeHna OOKYMEHTOB B OpraHusaunum (cornaCOBaHme,
noanncaHne n yteepxaeHue ,EI,OKyMeHTa)

Heobxogumble ymeHusa | PegaktmpoBaTtb TEKCTbI CYXeOHbIX JOKYMEHTOB

Monb3oBaTbCA YHUDULUMPOBAHHBIMI hopMamu JOKYMEHTOB

OdopmnsaTb kaccoBble (PUHAHCOBbLIE OOKYMEHTbI U JOKYMEHTbI MO yyeTy
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HaKnagHbIX pacxoaos

MevaTtaTtb cny>|<e6Hb|e OOKYMEHTbI

Monb3oBaTtbcsa nepudepunHBIMU YCTPONCTBaMM U OPrTEXHUKOWN

PaboTtaTb C KOMMNbOTEPOM, CKaHEPOM

Monb3oBaTbcsa OPUCHBIM NAaKeTOM (TEKCTOBLIV pegakTop, Tabnuubl)

lMonb3oBaTbCs ANIEKTPOHHOM MNOYTON

Monb3oBaTbCA CUCTEMAaMU SNEKTPOHHOIO AOKYyMEHToo6opoTa

Ob6ecneunBaTtb 6e30MaCHOCTb AEATENBHOCTU opraHunsauunmn

Heobxogumble 3HaHusa | [paBoBble OCHOBBI yrpaBreHns (OCHOBbI aAMUHUCTPATUBHOIO, TPY4OBOroO
N XO39NCTBEHHOrO Npasa)

CTpykTypa opraHv3auuv, pPYKOBOACTBO CTPYKTYPHbIX MoApasgeneHuit,
o6pasubl nognucen nuu, UMeKLLMX NpaBo MOANVCaAHUSA U YTBEpPXOeHUS
OOKYMEHTOB, U OrpaHUYEHNst 30H X OTBETCTBEHHOCTU

I'Ipanma OOKYMEHTaUuMOHHOIo obecneyeHnss 4esaTenbHOCTU opraHunsauunm

Mopsagok paboTbl ¢ JOKYMEHTaMu

TpeGOBaHMﬂ, npeabaBiidemMmble K OOKyMEeHTaM B COOTBETCTBUM C
HOPMaTMBHbLIMU NMPaBOBbIMU akTaMU U rocyaapCTBeHHbIMKX CTaHOapTaMun

Buabl OOKYMEHTOB, NX Ha3Ha4YeHne

MpaBuna cornacoBaHusi [OKYMEHTOB OpraHu3aumMn (BHYTPEHHEro W
BHELLHEro)

I'Ipanma nognncaHna n yteepxageHna JOKyMeHTOB

lMpaBuna coctaBneHns M 0oMOPMMEHUS WMHDOPMAaLMOHHO-CMPaABOYHBbIX,
yrnpaBneH4YeCcknxX JOKYMEHTOB 1 CIyXXeBHbIX nucem

OcHoBBI ﬂOKyMeHTHOVI JIMHTBUCTUKN

MpaBuna pycckoro s3bika

TpeboBaHusi oxpaHbl TpyAa

Opyrve xapakrepucTuku | -

3.3.11. TpynoBas cyHKuMA

OpraHusauns paboTbl C JOKyMEHTamMu B YpoBeHb
HaumeHoBaHve | npuemHol pykoBoaUTens Kog [C/11.6 (nogypoBeHb) 6
KBanudukaumm
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Mpowncx HU MMCTBOBaH
poncxoxaeHue OpuruHar X 3anmcTBoBaHO
TPYLOBOW hyHKLMM 13 opuruHana
Kop, PerncrpaunoHHbIn
opurnmHana HOomep
npodeccnoHanbLHoro
cTaHgapTa
TpyaoBble AenCTBMSA MonyyeHwue, npegsapuTensHoe paccMoTpeHue " COpTUPOBKa

nocTtynarwmnx B NpUEMHYIO pykoBoOAUTENA OJOKYMEHTOB

HDOBepKa KOMMJIEKTHOCTNU MOoCTynawwmx B MNPUEMHYIKO pPYyKOBOOUTENA
OOKYMEHTOB

MogroToBka LOOKYMEHTOB 14 paCCMOTPEHUA pykoBoOAUTENEM

YueT JOKYMEHTOB, MOCTYNaLWMX HAa UMSI PYKOBOAUTENS

OpraHmsaLu/m 00CTaBKN JOKYMEHTOB UCMOJTHUTENAM

CosnaHue v BegeHne 6a3bl AaHHbIX JOKYMEHTOB pyKOBOAUTENS

BeneHve nHdopmaLMoHHO-CNpaBoYHOM paboThl

Heobxogumble ymeHus | PaboTaTb ¢ BXogsLLEn, Mcxoasilemn, BHyTPEHHEN JOKYMEHTaLMen

Monb3oBaTbCA CUCTEMaMW  3NEKTPOHHOrO  [JOKyMeHTooGopoTa ans
perncTpaumm, KOHTPOMNS [OOKYMEHTOB W WHGOPMaLMOHHO-CMPaBOYHOM
paboTbl C AOKYMEHTaMu

MpUMeHsITb  MH(OPMAaLMOHHO-KOMMYHUKALIMOHHbIE  TEXHOMOMMU  Ans
paboTbl C AOKYyMEHTaMm

MpVMeHsTL NpaBuna pPycckoro A3blka

anMeHﬂTb HaBbIKM CKOPOCTHOIo nncbma

CocTaBnsTb U 0hOPMIIATb JTOKanbHbIE HOPMATUBHBIE aKTbl

Heobxogumble 3HaHus HOpMaTI/IBHbIe npaBoBbl€ aKTbl, HOPMaTUBHO-MeTOONYECKNE OOKYMEHTDI,
rocygapcCrtBeHHble CTaHOapThl, onpepgendwoLwine nopAaokK
AOKYMEHTaUNOHHOIo obecneyeHust ynpasJieHNA

CTpyKTypa opraHusaumm, pykoBOACTBO CTPYKTYPHbIX NoapasgeneHnii

COBpeMeHHbIe VIHCbOpMaU,I/IOHHbIe TEXHOJ10rnn paGOTbI C OOKYMEeHTaMun

Mopsiaok paboThl ¢ JOKYMEHTaMU, CXeMbl OKyMeHToobopoTa

I'IpaBl/lna paGOTbI C BXogdwumun, uncxogAaAwmnmmm wn BHYTPEHHUMU
OOKYyMeHTaMu

I'Ipanma opraHn3aumm KOHTPOIA WUCNONMTHEHUA OOKYMEHTOB U TUMNOBbIE
CPOKU NCNOJTHEHUNA OOKYMEHTOB

MpaBuna cocTaBMNeHUs aHaNMTUYECKMX CNPaBOK Mo opraHv3aumn paboTbl
C LOKYMEHTaMM M KOHTPOIO UCTIONHEHUS! JOKYMEHTOB
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I'Ipanma co3faHus 1 BeaeHust 6a3 OaHHbIX Cﬂy)Ke6HbIX OOKYMEHTOB B
opraHmnsauunm

CucTeMbl aNEKTPOHHOIO AOKYMeHTooGopoTa

Cucrembl CKOPOCTHOIo nncbma

TpeboBaHusA oxpaHbl Tpyaa

Opyrve xapakTepucTukm | -

3.3.12. TpynoBas ¢pyHKUUA

OpraHusaums XxpaHeHUsi [OKYMEHTOB B YpoBeHb
HanmeHoBaHVe | npuemMHon pykoBoaMTens Kog | C/12.6 (nogypoBeHb) 6
KBanundunkaumm

3anmcTBOBaHO
13 opurnHana

IMpoucxoxgeHve

TPYZAOBOM (DYHKLMN OpurvHan X

Kopn PerncrpaunoHHbIn
opurnHana HoMmep
npodeccnoHanbHOro
cTaHpapTa
TpyaoBble AeACTBUS PaspaboTka pa3genoB HOMEHKaTypbl AeNT opraHn3aumm

CDOpMMpOBaHI/Ie n ocpopmneHme nen nocCTtoAHHOro, AOonroBpemMeHHOoro
XpaHeHunsA

MoaroToBka 1 Nepedaya Aen B apxvB OpraHn3aumm

Heobxogumele yYMEeHUA Pa3pa6aTblBaTb HOMEHKNaTypy aen opraHmnsauunmn C y4yeToM
HOPMAaTMBHO-MEeTOONYECKNX JOKYMEHTOB

Wcnonb3oBaTb  HOMEHKNATypy Aen  npu  WU3YYeHUM  CTPYKTYpbl
opraHu3aummn, CoCTaBneHun onncen aen

dopmupoBatb U OOPMISATL Aena B COOTBETCTBMU C YTBEPXKOEHHO
HOMEHKaTypoW Aen opraHusauum

ObecneumBatb COXPaHHOCTb AOKYMEHTOB OpraHun3aumm

Mpon3BoanTb NOAroTOBKY Aen AN nepeaayn B apxus

anMeHﬂTb MH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexXHonormm  Onsa
pa60TbI C AOKyMEHTaMu

Heobxogumbie 3HaHus HOpMaTI/IBHbIe npaBoBble aKTbl, HOpPMaTUBHO-MeTOoANYEeCKNe OOKYMEHThI,
rocynapcCrBeHHble CTaHgapThl, onpepensawoumne nopaaokK
LOOKYMEHTaUuMOHHOIo obecneyeHuns ynpasrieHuA

Buabl HOMeHkNaTyp, obwmne TpeboBaHns K HOMEHKNaType, MeTognka ee
COCTaBneHns 1 opopMneHns
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Mopsagok opmnpoBaHua n ocopMreHuss Aen ¢ ykasaHuem cneumduku
OpMMpPOBaHUSA OTAENBHBIX KATErOpUA Aern

MpaBuna xpaHeHus gen, B TOM YuCMe C AOKYMEHTaMWU OrpaHU4YeHHOro
gocTyna

MpaBuna Bblga4M U UCMONb30BAHUS OOKYMEHTOB M3 CCHOPMUPOBAHHBIX
aen

TpeboBaHus oxpaHbl Tpyaa

I'Ipanu'la noaroToBkM KU nepenayun aen B apxme opraHn3aumm

Opyrve xapakTepucTuku | -

3.3.13. Tpynosble hyHKUUU

O6GecneyeHne pykoBoauTens YpoBeHb
HanmeHoBaHve | uHdbopmaumen Kog | C/13.6 | (nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHne 3aMmMcTBOBaHO
TPyaoBOW OYHKLUMN Opuruan X 13 opurmHana
Kon PerncrpaunoHHbIn
opurnHana Homep
nNpodeccnoHanbLHoro
cTaHgapTa
TpynoBble 4eNCTBYSA Cbop wu nepepaboTka wWHdoOpMaUMM, HeOOXOAMMOM AN NPUHATUSA

0060CHOBaHHbIX ynpaBJiEHYE€CKUX pemeHMVl

MpoBepka AOCTOBEPHOCTU, MOMHOTbI U HEMPOTMBOPEYMBOCTU [AaHHbIX,
UCKINIoYeHre AyGnnpoBaHnsa nHdopmauum

MNpegocTaBneHne [aHHbIX B e€4VHOM WM ygobHoOM Ansi BOCNpUATMS
dopmaTte

BbisBneHMe  Haubonee  3HauUMMbIX  KpUTepueB  cucTemMaTM3aLmu
MHdOpMaLMK NS co3faHnsa 6a3 AaHHbIX

CDOpMMpOBaHI/Ie 1 ncnonb3oBaHne 6a3 gaHHbLIX B opraHusaumn

Heobxoanmble ymeHus | OcywecTtBnsatb c6op, 06paboTKy u aHanu3 nHdopMaumum B COOTBETCTBUM
¢ TpeboBaHNAMUN KPaTKOCTW, YETKOCTU (POPMYNMPOBOK, CBOEBPEMEHHOCTM
NOCTYNMEHus, TOYHOCTH n OOCTOBEPHOCTH, ONTMMarbHOCTK
cucTemMaTmnsauun, HenpepbiBHOCTU cbopa n 0bpaboTkn nHopmaumm

OcyulectBnaTb perucTpaumio, HakonneHue " nepeaauvy,
CMCTEMaTU3MPOBAHHOE XpaHeHWe M Bblgayy MHdopmaumn B TpebyemoMn
dopme

CocTtaBnsAtb U OCbOpMJ'IﬂTb CBOAHblIE, OT4YEeTHblE, CTaTUCTU4EeCKNE
AOOKYMEHTbI
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OcyuecTBnaTb 06paboTKy U CTPYKTYpUpoBaHME MHGopMauuM, obpasys
MHOPMaLIMOHHbIE PECYPChl

BBoauTb HOBblE OaHHbIE B CI'IpaBO‘-IHO-I/IHd.)OpMaLI,VIOHHbIe CUCTEMDI

BBoauTb B namsATb KOMMbOTEPA 3J1EKTPOHHbIE o6pasb| LOOKYMEHTOB

MpYMEHSITb HaBbIKM CKOPOCTHOrO NMCbMa

anMeHﬂTb HaBblKM 3anncu 1 paCLIJVId)pOBKI/I TEKCTa

Mcnonb3oBaTtb CoBpeMeHHble TexHu4yeckme cpencrtea B obnactu
CKOPOCTHOro nncbma

MpousBoanTb nouck mHGOpMaLMM B CyLECTBYHLWMX 06asax [QaHHbIX,
BECTU WH(OPMALMOHHO-CNPaBOYHY0 paboTy Ha OCHOBE pasfnUYHbIX
KOMOBUHaLMIA NOMCKOBbLIX MPU3HAKOB

anMeHﬂTb VIHd)OpMaLI,VIOHHO-KOM MYHUKaLNOHHbIE TEXHOJ10ITMN

Heobxogumble 3HaHusa | OCOBEHHOCTU (HOPMUPOBAHUSA BHELLIHUX U BHYTPEHHUX MHAOPMAaLMOHHBIX
NMOTOKOB

CocTaB BHELWHUX MHOPMALIMOHHBIX MOTOKOB

CocraB BHYTPEHHUX MHd)OpMaLLI/IOHHbIX NOTOKOB

CTpyKTypa opraHusaumMn 1 Nopsifok B3avMOLEWCTBUS NoAapasfeneHuin u
cnyx6

OcobeHHOCTN hopMMpPOBaHNA 6a3 AaHHbLIX B OpraHv3aumm

COBpeMeHHbIe Hay4Hble MeToabl n TeXHUn4yeckune cpencrtea,
cnocoberBytowme cbopy, o06paboTke, COXpaHeHUIO W nepepade
MHOPMALIMOHHBLIX NOTOKOB

MeTogbl 06paboTkM MHoOpMaUMM C  TMPUMEHEHWEM COBPEMEHHbIX
TEXHUYECKUX CPEACTB KOMMYHUKALIMIA N CBA3W, BbIMUCIINUTENBHON TEXHUKA

Cucrtemsl CKOPOCTHOIo nncbma

OcHoBbl nporpammHoro obecneyeHuss u odumcHoro obopyooBaHusA B
0bnacTu CKOpOCTHOro NUcbMa

TpeboBaHusi oxpaHbl TpyAa

Opyrve xapakrepucTuku | -

3.3.14. TpynoBas cdbyHKuMA

OpraHu3aums UHHOPMaLMOHHOTO YpoBeHb
B3aNMOLENCTBNSA PYKOBOANUTENS C
HanmeHoBaHve NOAPA3NENEHNSIMA 1 AOTKHOCTHBIMM Kog | C/14.6 (nogypoBeHb) 6
KBanudukaumm
nvuamMu opraHusaumm
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Mpoucx HU NMCTBOBaH
poncxoxaeHue OpuruHar X 3anmcTBoBaHO
TPYAOBOW OYHKLMU n3 opurnHana

Kop, PerncrpaunoHHbIn

opurnHana HoMep
npodeccnoHanbLHoro
CcTaHgapTa
TpynoBble gencTems NHdopmmpoBaHne paboTHUMKOB OpraHn3auumn 0 peLleHnsx pykoBoauTens

OpraHuzauma o6meHa UWHGopMauuen Mexay noapasgeneHusMn  u
OOMKHOCTHBIMU NLIAMW OpraHn3aLum

OnoBelleHne paboTHVKOB O NMPEeACTOALLUX MEPOTPUATUSX

OpFaHVI3aLI,VIFI BCTpeEY TpyaoBOro KoJinekrtnea C pykoBoACTBOM

WHdopmupoBaHne pykosoguTena o6 obpalleHnsx CoTpyAHMKOB NO
paboynm ¥ NUYHBIM BONpocam

Heobxogumble ymenus | Micnonb3oBaTb  COBpeMEHHble  TexHorormM cbopa W nepedayu
nHdopmaumm

OcyuwectBnsats cbop u nepepaboTky MHopmaumm, Heobxogmmon Ans
OEeATenNbHOCTN pyKOBOAMTENS

OCyLIJ,eCTBJ'lFlTb cucrtemMmaTtmsaluio nonyyaembiX U nepenaBaeMbiX AaHHbIX

OcyLecTBnATb npoBepKy [AOCTOBEPHOCTH, MOJSIHOTbI "
HEernpoTUBOPEYMBOCTU AAHHLIX, UCKMOYEHUe OybrnmpoBaHust MHcopMaumm

npeﬂ,CTaBﬂﬂTb AaHHble B €EJUHOM U yﬂ,O6HOM Anda BocnpuATuda d)opmaTe

MHorokpaTHO McCnonb3oBaTb MNOMYYEeHHY0 UMHAOPMAaLMI0, MOCTOSHHO
OOHOBNATb AaHHbIE

ObecneunBaTtb onepaTtnBHOCTb I/IHCbOpMaLI,VIOHHbIX NOTOKOB

PabotaTb ¢ KOMMbLIOTEPOM, MCMONb30BaTb OMPUCHLIN MakeT (TEeKCTOBbIN
penaktop, Tabnuubl)

Heobxoanmble 3HaHMs | HopmaTuBHbIE NMpPaBOBbIE aKTbl, HOPMATUBHO-METOANYECKME OOKYMEHTbI,
rocyaapCTBEHHbIE CTaHA4apTbl B cdhepe AesTeNlbHOCTM opraHusauum

CTpykTypa opraHv3auuu, pPyKOBOACTBO CTPYKTYPHbIX MoApasaeneHuit,
HanpaBneHns OesTeNbHOCTU OpraHM3auunM U KOMMETEHLUM CTPYKTYPHbIX
noapasfeneHnii 1 OOMKHOCTHbBIX NN

Knaccudpumkauma ynpasneHvyeckon nHdopmaumm, Buabl ynpaBneH4Yeckon
WHpopmaLmm

dopmbl NpeacTaBneHnst ynpaBneH4Yeckon MHopmaunm

McTouHukM ynpaBneH4yeckon uHgopmawmm

MeToauka oTbopa NCTOYHMKOB MHAYOpMaLUK
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TpeboBaHus, npeabaBnsemble K yrpaBneH4eckon nHopmawmm

TpeboBaHusi oxpaHbl TpyAa

Opyrvue xapakrepucTuku

3.4. O6o6LweHHana TpyaoBas PyHKUMNA

MHdopMaLmoHHo-aHannTuyeckas u

raHn3auMoHHO-aAMUHUCTPATUBHAS BEHb
HaumeHoanue | OPraHnsaunonHo-an crpa a Kon D Ypose 6
noagepxka AenaTensHOCTU PyKOBOAUTENS KBanudukaumm
opraHusaumm
MNpouncx
POVCXOXKAEHNE . 3anmcTBOBaHO
06006LLEHHO TPYOOBON OpurnHan X
13 opurmHana
dyHKUMN
Kon PerncrtpaunoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

BoamoxxHble
HauMeHoBaHus
[JOJKHOCTEN,
npodbeccum

NomoLHMK pykoBoauTensa

TpeboBaHus Kk
obpasoBaHuio 1
obyuyeHuo

Bhiclwee oGpasoBaHue - 6akanaepuat

mnnn

Bbicwee obpasoBaHue (HenpodunbHoe) - bakanaspuart u
AononHutenbHoe npodeccuoHansHoe obpasoBaHune no
OONOMHUTENbHBIM NPOdeCCMOoHanbHbIM NporpaMmmMam
npodeccMoHanbLHoOM NepenoaroToBKN No NPOUI0 AeSATENBHOCTU

TpeboBaHus K ONbITY
npakTuyeckon paboTol

He meHee Tpex neT no opraHn3aunoHHOMY, OKYMEHTALMOHHOMY U
MHOPMALMOHHOMY 0becrneyeHnto esTENbHOCTA PYKOBOAMTENS

opraHu3aLmm

Ocobble ycriosust
gonycka k pabote

Lpyrue xapakTepucTmKu

JononHutenbHble XapaKTepucTukun

HanmeHoBaHue Koa HaunmeHoBaHve 6a30Bow rpynmnbl, JOMKHOCTK (npodeccum)
OOKyMeHTa UM cneumanbHOCTU
OK3 3343 AOMWHUCTPATUBHBIN U UHON UCMOSNTHUTENbHBIN
cpegHeTeXHUYECKUin nepcoHar

www.consultant.ru
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EKC - CekpeTtapb pykoBogutens
OKMnAaTeP 26341 CekpeTapb pykoBoautens
OKCO 7.46.03.02 | JokymeHTOBeAeHUe 1 apxuBoBedeHne

3.4.1. TpynoBbie pyHKLUM

dopmupoBaHme HHOPMaLMOHHOTO YpoBeHb
HavmeHoBaHue | B3aMMOOENCTBUSA PYKOBOAUTENS C Kop [ D/01.6 (nogypoBeHb) 6
opraHmsaumsamm KBanudukaumm
Mpowncx HU MMCTBOBaH
poncxoxaeHue OpuruHar X 3anmcTBoBaHO
TPyAoBoOun dhyHKLNN 13 opurvHana
Kop, PerncrpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbLHoro
cTaHgapTa
TpyaoBble AencTBMSA Otbop WCTOYHMKOB WHGOPMaLMM B COOTBETCTBUM C  3adaHHbIMU
KpUTEepuaMm

ObpaboTka 1 mHTepnpeTauus uHdopmMauum Anst NOArOTOBKM MPOEKTOB
peLeHnn

MoaroToBka 3amnpocoB MO MOPYYEHUIO PYKOBOAMTENSA Ha MonyyeHue
JOKYMEHTOB M MH(OpMauuM B oOpraHax rocydapCTBEHHOW Bnactu u
ynpasreHus, 06LLEeCTBEHHbIX opraHusaumsx n nonyyeHue
COOTBETCTBYHOLLUX MHPOPMALUM U OKYMEHTOB

NHdopMmupoBaHWe  pykoBoaWUTENs O  pesynbTaTax pPacCMOTPEHWs
3anpocoB ¥ obpalleHnii

OpraHusauna pelleHust BOMPOCOB, He TpebyrLmnX HenocpeacTBEHHOro
yyacTusa pykoBoauTens

MogrotoBka MaTepuanioB Ans y4yacTus pykoBoautens B pabote
pasnuyHbIX CTPYKTYp B COCTaBe rOCYAAPCTBEHHbIX WM MyHULMMANbHbIX
OpraHoB, 06LLECTBEHHbIX OpraHn3auui

MogroToBka OOKYMEHTOB ana 3aKIT1r4YeHnA cornawleHumn o
CcoTpyaHmn4yecTBe C AenoBbiMM napTHEPaAMn

MHdopmupoBaHMe  OenoBblX  MapTHEPOB U 3aUHTEPECOBAHHbIX
opraHmsauuMi O peLleHuaxX pykoBoauTenss B Xo4e  BbINONHEHUS
cornaLleHum

Heobxogumble ymeHus | AHanmauposaTb M OTOUpaTb UCTOYHUKM MHGOPMaLMM B COOTBETCTBMU C
KpuTepmnsmm MOMHOTHI, OOCTOBEPHOCTH, CBOEBPEMEHHOCTH
npefocTaBneHns nHgpopmMauum

Cobupatb, obpabatbiBaTb W  aHanuMaupoBaTb  MHGQOPMALMIO B
COOTBETCTBUN C 3aaHHbIMU TpGGOBaHVIﬂMI/I
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MepenaBaTb MHOPMaLUIO B CUCTEMATU3NPOBAHHOM BUAE

O6pabatbiBaTb " CTPYKTYpUpOBaThb nHopmaumio, obpasys
WHOPMAaLIMOHHbIE pecypChl

np0M3BOD,I/ITb NMOUCK I/IHCbOpMaLI,MI/I B cCyulecTByroLnx 0Gasax [OaHHbIX,
BeCTn I/IHCbOpMaLI,VIOHHO-CﬂpaBO‘-IHYIO pa60Ty Ha OCHOBE pas3Jyin4yHbIX
KOMOUHaLNA MOMCKOBbIX Npu3HaKoB

Ob6ecneunBaTtb MHpOPMALIMOHHYO 6e30NacHOCTb OpraHu3auum

PabotaTb C KOMMbIOTEPOM, MCMONb30BaTb OMUCHLIN MaKET (TEKCTOBbIN
penakTop, Tabnumubl)

Heobxogumble 3HaHus BHyTpeHHFlFl N BHELUHAA NOJINTUKa opraHn3auunn

MpuHUMNBbI NpeacTaBUTENbCTBA B FOCYAAPCTBEHHbIX OpraHax, opraHax
MECTHOIrO CaMOynpaBfeHusl, CTOPOHHUX OpraHu3aumMsx u nopsaokK
B3aUMOAENCTBUSA C HUMMU

anIHLI,l/II'IbI n MeTodbl agMUHNCTPUPOBAHUNA

OcobeHHOCTU hOPMUPOBAHNSA BHELLHUX U BHYTPEHHUX MH(POPMALIMOHHbIX
NMOTOKOB

CTpyKTypa opraHusaumMn 1 Nopsiiok B3avMOOEWCTBUS NoAapasfeneHuin u
cnyx6

MpaBuna opM1MpPOBaHUS U UCMONb30BaHMA 6a3 AaHHbIX

CoBpeMeHHble  HaydHble  MeToAbl U TEeXHUYeckne  CpencTea,
cnocoberBytowme cbopy, o0O6paboTke, COXpaHeHUIO W nepepade
WHopmaLmm

MpaBuna 3awmTbl KOHUOEHUNANBHOM cny>xebHon nHdbopMaumm

COBpeMeHHbIe I/IHq)OpMaLI,I/IOHHbIe TEXHOIormm

Lpyrne xapakTepuctukm | -

3.4.2. TpynoBas yHKuusA

AHanus nHgopmaumm 1 NoAroToBKa YpoBeHb
HanmeHoBaHue | MHOPMaLMOHHO-aHANUTUYECKNX Kog | D/02.6 | (nogypoBeHb) 6

MaTtepuanos KBanudukaymm
MpouncxoxaeHne 3anmcTBOBaHO

OpwurunHan X

TPyaoBOW OYHKUMN 13 opurvHana

Kopn PerncrpaunoHHbIn
opurnHana Homep
npod)eccnoHanbHOro
cTangapTa
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TpynoBble gencTeums Cbop, nepepabotka W aHanu3 uWHQOpMauum ANs peleHus 3afad,
nocTaBNeHHbIX pyKoBOAUTENEM

MoaroToBka MHDOPMALIMOHHO-aHANUTUYECKUX MaTEPUAroB

Pa3paboTka TemaTtuyeckoro nnaHa o63opHoro OOKyMeHTa, AoKnaaa

OnpepneneHue kpyra 6ubnuorpadmnyecknx MCTOYHMKOB

MoaBop WCTOMHMKOB U nuTepaTypbl Mno Teme o63opa, [doknaja,
aHanMTUYecKo CrpaBKu

HanucaHue n opopmneHne o63opa, goknaga, aHannTMYeckon cnpasku

Heobxoammble yMeHusi | PaspabatbiBaTe TemaTudeckuidi nnaH o63opa, Aoknafa, aHanuMTU4ecKoi
cnpaBku

OB6ocHoBbIBaTb akTyanbHOCTb NPOBeMbl, KOTOPYIO NPEeACTOUT OCBETUTL B
ob3ope, Aoknage, cnpaske

Monb3oBaTbCs WHGOPMALMOHHBIMA pecypcamn UM CUCTEMATM3MPOBaTb
MHDOpMaLMo Mo 3adaHHbIM KpUTEPUAM

MHTepﬂpeTI/IpOBaTb nony4yeHHble OaHHble W npeactaendTb UX B
cucreMmaTtuanposaHHoOM Bunge

Onpenenmb KPpyr WCTOYHUMKOB W nNuUTepaTypbl, HeobOxoauMMmbIX AOns
noaroToBKu MHC*)OpMaLI,I/IOHHO-aHaJ'II/ITI/I‘-IeCKMX mMaTtepuanos

M3naraTb maTepuan B NOrmM4yeckon nocrenoBaTesibHOCTH

np0I/I3BO£I,I/ITb aHalnm3 n OUEeHKY U3NO0XEeHHOro Mmatepuana

OdbopMrisiTb TEKCT B COOTBETCTBYIOLLEM CTUIE

Peﬂ,aKTMDOBaTb TEeKCT JOKYMEHTOB

dopmynmpoBaTh BbIBOALI U pEKOMEHZaUMK

OcyuiecTBnsATb aBTOMaTU3aLMI0 NpoLEeccoB cbopa, XpaHEeHUs U Bblgayu
MHdopMaLnn

Monb3oBaTbceA ycTpouctsamm aBToOMaTU3NPOBaHHOW 06paboTkn
TEKCTOBOW MHpopMauum n hoToHabopHbIMK YCTPONCTBaMM

MpUMEHSTb BbIYUCIUTENBHY TEXHUKY U MH(POPMAaLUOHHbIE TEXHOMOMUK
ONsi 9KOHOMWYHOM W pauMoHanbHOW opraHMsaunn MHEMOOPMaLMOHHbIX
npoLeccos, NoBbIlLEHNA UX rMOKOCTU U ANHaAMNYHOCTU

MpoBOAMTL pepaKkTMpOBaHWE TeKCTa, aHanM3 M OLEHKY BbIBOLOB W
pekomMeHaauunn

[MpMMEHATb OCHOBbI MCUXONOMMKU AENOBOro OdLeHUs

HeobGxoammble 3HaHMs | HopmaTuBHbIE NMpaBoOBble akTbl, HOPMATUBHO-METOANYECKME OOKYMEHTbI,
rocyaapcCTBEHHbIE CTaHA4apTbl B cdhepe AesTeNlbHOCTM OpraHusauum

CTpyKkTypa opraHvsauuv, pPyKOBOACTBO CTPYKTYPHbIX MoApasgeneHuit,
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HanpaBneHna OedaTeflbHOCTU OopraHun3aumm n KoMneTeHUUn CTPYKTYPHbIX
nop,pas,u,eneHMM N OOJMKHOCTHbIX AL,

Knaccudumkaums ynpasrneH4yeckon WHdopMauuun, BuUAbl ynpaBreH4YeCcKom
WUHopmauun

dopmbl NpeacTaBneHns ynpasneHyecko nHpopMaumm

NcTouHMKM ynpaeneHyeckon nHgopmMaumm, MeToamka oTbopa MCTOYHUKOB
nHdopmaumm

TpeboBaHusi, NpeabsBrsieMble K ynpaBneH4Yeckon nHdopmauum

OcobeHHoCTU pedhepupoBaHms MHOPMaLuK, cnelmduka ooopmMmneHns m
COCTaBneHus aHHoTauui, pedepaTtoB, 0630pOB, AOKNAA0B

OcHoBbl HanucaHus peyeri U 0KNagoB pykoBoaUTENs

Kateropun cnywartenen (uataTtenewn), Ha KoTopbix OyaeT paccuuTaH
JaHHbIV 0630p, goknag

MeTtogbl 06paboTkn wmHdoOpMaLMM C  MPUMEHEHMEM COBPEMEHHbIX
TEXHUYECKUX CPEACTB KOMMYHUKALMIN U CBA3W, BbIMUCIUTENBHOW TEXHUKM

CTpykTypa MHMOPMAaLMOHHBLIX WM34aHUA B 3aBUCUMOCTW OT XapakTepa
MHdOpPMaLMKN U LEeneBOro HasHavyeHst MHPOPMaLNOHHbIX U3OAHWUIA

CoBpemeHHble  cpeactBa  cbopa, 00paboTku,  cucTemaTmsaumm
MHdopMaLnn

NcTouHnkn mHdopmaumu: katanorn 6umbnuvoTek, >XypHamnos, MOWCKOBbIE
CUCTEMbI  MHAPOPMALIMOHHO-TENEKOMMYHUKaUNOHHON ceTn  "MHTepHeT",
3MNeKTPOHHbIe 6asbl AaHHbIX

dyHKLUMOHanbLHoe Ha3Ha4yeHune ob3opa (6nbnuorpaduyeckoro,
pedepaTMBHOrO, aHarNMTUYECKOro) Kak CPeACTBa OpMeHTaUMW YuTaTens B
OOKYMeHTansHOM nnv MHpopmMaunmoHHOM NOTOKe

OcobeHHOCTY 0bLLeHay4HOWM 1 NparMaTu4eckon gyHKUMM 0630poB

MpaBuna paboTbl C BHELWHVMY HOCUTENSMU UHOpMaLm

MoHaTne wn cneuncmka OGubnmorpaduyeckoro, pedepaTUBHOIO WU
aHanUTM4YeCcKoro MHOPMaLMOHHOTO U3gaHNS

Cn paBO4HbIE NMpaBOBblE CUCTEMbI

Lpyrne xapakTepuctukm | -

3.4.3. TpynoBas ¢yHKuusA

OpraHusaums AenoBbIX KOHTAKTOB U YpoBeHb
HanmeHoBaHve | NPOTOKOMbHbLIX MEPONPUATUIA Kog | D/03.6 (nogypoBeHb) 6
KBanudgukaumm
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MNpouncx HU MMCTBOBaH
poncxoxaeHue OpuruHar X 3anmcTBoBaHO
TPYLOBOW hyHKLMM 13 opurmHana
Kop, PerncrpaunoHHbIn
opurnHana HoMmep
npodeccnoHanbLHoro
cTaHgapTa
TpynoBble gencTeums OpraHusaums 1 NnaHUpoBaHMEe AEeroBblX KOHTaKTOB, BCTPEY W Moe3nok
pykoBoANUTENS

OpraHusauua 3acegaHuit, COBeLlaHuii U MeponpuUsATUiA, MPOBOAUMBIX
pykoBogutenem

MogroToBka matepuanoB Aand coBellaHun, BegeHue un OCbOpMﬂeHVIe
NPOTOKOJ10B

MogroToBka Npe3eHTauuin No ykasaHo pyKoBoaUTENS

MoaroToBka U NpoBeAeHWe Npecc-KOHEPEHLMIN pyKoBOAUTENS

OpraHusauus neperoeopos, obecneyeHune y4aCTHUKOB
MHOPMaLIMOHHBIMI MaTepuanamu, BeieHne 3anuncei Neperosopos

Heobxogumble YMeHUsA CocTaBndaTtb nnaH noesnku pyKkoBoOUTENA

OcdopMnsaATb  OOKYMEHTbI, Heobxoaumble Ons  OEenOBON  NOE3AKM,
KOMaHONPOBKU PyKOBOAMUTENS

CoctaBnate M 0oopMNATL NPOTOKOMblI  COBELLAHWA, 3acefaHun u
KOH(DEPEHTHbIX MEepONpUATUA, TOTOBWUTb CMUCOK YYaCTHUKOB, MOBECTKY
[OHS, SIBOYHbIE NUCTbI N MPOEKTbl UTOTOBbLIX JOKYMEHTOB

CocraBnatb npecc-perninabl

BecTu neperoeopbl ¢ napTHepamu

Pa6oTaTtb B pexnve MHoro3aga4yHocTtu

PaboTtaTb ¢ 6onbwmnm o6 bemMom MHOpMaLmMm

CozgaBaTtb M MNOAAEPKUBATL MONOXUTENbHBLIA VMWDK OpraHvMsauumM u
pykoBoauTens

Mcnonb3oBaTtb BblHYNCINTUTETTBHYIO TEXHUKY n
VIH(bOpMaU,VIOHHO-KOMMyHI/IKaLI,VIOHHbIe TEXHOOIrMn and bonee
3KOHOMMWYHOWN n pauMOHaanon opraHmnsauunm VIH(*)OpMaLI,VIOHHbIX
npoLeccos, NnoBbIlLEHNA UX rMBKOCTN N ANHAMUYHOCTM

O6ecneuvBaTh MHGPOPMAaLIMOHHYIO GE30MaCHOCTL OpraHM3aLmum

Heobxogumble 3HaHus | HopMaTvBHbIE MpaBoBble akTbl, HOPMATUBHO-METOANYECKME OOKYMEHTDI,
rocygapCTBeHHble CTaHaapThl B cepe AesTernbHOCTM opraHn3anmm

CTpykTypa opraHusauuv, pykoBOASLUMI COCTaB  opraHusaumm u
nogpasgeneHuid,  HanpaBneHus  OeATenbHOCTU  opraHuMsaummM U
KOMMETEHLMN CTPYKTYPHBIX NoapasaeneHnii U A0MKHOCTHBIX NNL
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Mcuxonornsa aenoBoro obLLEHNSI, OCHOBbI KOH(bJ'IVIKTOJ'IOFI/II/I

MpaBuna npoBegeHVWss OenoBblX MEPEroBOPOB W MPOTOKOSbHbIX
MepOonpUATUI

OTUKET U OCHOBbI MeXOyHapoOHOro npokona

MpaBuna cocTaBneHns n opopmreHns JOKYMEHTOB

MpaBuna 3awuTbl KOHMAEHUMANbHOW cnyxebHon nHdopmaumm

NHopmaLMOHHO-KOMMYHWKALMOHHbBIE TEXHOMNOMMA

Opyrve xapakTepucTukm | -

3.4.4. TpynoBas cyHKUUA

OpraHu3aunst UCNOMNHEHNST peLLeHNI YpoBeHb
HanmeHoBaHve | pykoBoautens Kog | D/04.6 (nogypoBeHb) 6
KBanundunkaumm
MpoucxoxaeHve 3aMmMcTBOBaHO
P KA OpwurunHan X
TPYLAOBOW OYyHKLMK 13 opurnHana
Kopn PerncrpaunoHHbIn
opurnHana Homep
npod)eccnoHanbHOro
cTaHgapTa
TpynoBble 4eNCTBUSA [okymeHTanbHOe OPOpPMIEHUE PELLUEHUA PYKOBOAUTENS, AOBeAeHMe [0
cBefeHus paboTHUKOB opraHm3aumm YCTHbIX pacnopsKeHun

pykoBoguTens

KOOpﬂ,VIHaLI,I/IFI AeATeNIbHOCTU NO UCMNOJTHEHUIO peLLIeHVIIZ pykoBoauTena

KOHTpOnb UCNOMHEHNS peLLeHniA pyKoBoaNTENS

MoaroToBka OTYETOB O  BLIMOMHEHWM  MOPYYEHUA U peLleHui
pykoBoauTens

Heobxogumbie yMeHUaA CoctaBnatb 1 O(*)OpMJ'IFlTb OOKYMEeHTbI, coaepXalue nopydyeHna u
pacnopsaXxeHuna pykosoanTend

BecTn y4yeT nopyyeHuit pykoBoauTens, TPEOYIOLWMX KOHTpoNns Mo
CYLLECTBY peLleHust Bonpoca

MpvHMMAaTL peLleHns B npoliecce paboThbl

npOI/I3BO.lJ.VITb aHanms3 UCnonHUTENbCKON AncunninunHbl

CocTaBnATb aHanuTMYeckue OT4YeTbl M CrnpaBkM Mo  pesynbTatam
NCMOSTHEHUS MOPYYEHWI 1 pacrnopsKeHWIn pyKoBOOAUTENS

Monb3oBaTbCA CUCTEMAaMU SNEKTPOHHOIO AOKYyMeHToo6opoTa
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MpUMeHsATb BbIYUCITUTENBHYHO TEXHUKY "
MHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMU ANst 9KOHOMWUYHOW U
paumoHanbHON opraHusauny MHAOPMALMOHHBIX MPOLECCOB, MOBLILLEHUS
MX TMBKOCTU U AMHAMUYHOCTM

Ob6ecneunBaTtb 6Ge30MaCHOCTb AEATENBHOCTU opraHusauunmn

Heobxogumble 3HaHMs1 | HOpMaTuBHbIE MpaBOBbIE aKTbl, HOPMATUBHO-METOAMNYECKUE AOKYMEHThI,
rocyapCTBeHHble CTaHaapThl B cepe AesTenbHOCTM opraHn3anmm

CTpykTypa opraHv3auuv, pPyKOBOACTBO CTPYKTYPHbIX MoApasgeneHuit,
HanpaeneHns OesTeNbHOCTU OpraHM3aumMn M KOMMETEHLUM CTPYKTYPHbIX
noApasaeneHnin U OOMKHOCTHBIX NLY

I'Ipanma npoBeaeHna KOHTpona ncnonHeHunA nopyquMVl pykoBoauTensa

TexHonorus BejeH1s1 KOHTPOS UCNOMHEHUS NMOPYYEHUIN PyKOBOAUTENS

Cucrtemsl ANIEKTPOHHOIO D,OKyMeHTOO60pOTa, 0asbl AaHHbIX

TpeboBaHusa oxpaHbl Tpyaa

Opyrve xapakTepucTuku | -

IV. CBegeHusa 06 opraHusauusix - paspadoTumkax
npod)eccuoHanbHOro craHaapTa

4.1. OTBeTCTBEHHAA opraHu3auus-pas3padboTymk

HIM "HaumoHanbHasa accoumnaumns ooMCHbIX CNeLManmcToB U agMUHUCTPATUBHBIX pabOTHUKOB",
ropog Mockea

HvpekTop XntocHeBa Jliogmuna lMNeTpoBHa

4.2. HamumeHOBaHUA opraHu3sauun-paspaboTYMKoB

1 | OO0 "LleHTp akcnepTusbl u ceptudmnkaumm”, ropog Mockea

2 | ®I'BOY BO "Poccumnckunii rocyaapCTBEHHbIN r'yMaHUTapHbIN yHuBepceuteT", ropod Mocksa

3 | PrBroy "Konneax ML Poccun”, ropoa Mockea

4 [TMAO "MockoBckasa 06beanHeHHas aHepreTnyeckas komnanus", ropogd Mocksa

<1> O6LLEPOCCUNCKNI KNaccUUKaTop 3aHSATUN.
<2> O6LLepoCcCUNCKN KnaccurkaTop BUAOB SKOHOMUYECKOW AEATENBbHOCTH.

<3> OO6uwepoccuncknii knaccudukatop npodeccuii paboumx, OOIMKHOCTEN CRyXawMx UM TapudHbIX
pa3psaos..

<4> EanHbIN KBanMUKaLNOHHBIN CNPaBOYHUK SOMKHOCTEN PYKOBOAUTENEN, CNELNANUCTOB U CRY>XaLluX.
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<5> O6Lepoccumncknii knaccudumkaTop cneumansHocTen No o6pasoBaHnto.
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