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I11. XapakTepucTuka 0000meHHBIX TPYAOBBIX PyHKIMA

3.1. O600menHas TpyaoBas GyHKuus

—— OpranuzanuonHoe obecneueHue Kon A YpoBeHb 3
JIESITENEHOCTH OpraHu3aiuu KBanMQpUKaLMK
IpoHcXoxaeHHe 06OBIMEeHHON | 3auMCTBOBAHO H3
TpynoBo# GyHKIHH  Opuruman X OpUrvMHaia
Kon PeructpaunoHHelit HoMep
OpuruHaia npodecCHOHALHOTO
cTaHaapTa
BozmoxHbIe CexpeTapp-agMUHUCTPATOP
HaMMEHOBAHHS
JIOJDKHOCTEH,
npodeccuii
TpeboBanus Cpennee obmee o6pa3oBanue
o0pa3oBaHUIO U [IpodeccuonansHOE 00yUeHHE — IPOrpaMMB] TPO(HeCCHOHAIBHOM 0T OTOBKH
00y4eHHnIo MO JOJDKHOCTSIM CITY>KaIllKX, IPOrpaMMBbl EPENIOATOTOBKH CIY)KalUX,

IporpaMMsI TIOBBLINIEHUSA KBaJ'II/I(bI/IKaIII/II/I CIyXalllux

TpeboBanus k -
OIIBITY
[paKTHYECKOH
paboTsI

Oco0sble ycnoBus -
nonycka K pabore

Hpyrue -

XapaKTCPUCTUKH

HOHOJ’IHI/ITCJIBHBIC XapaKTCPUCTHKH

HaumMeHoBaHHe 6a30BO# IPyMIIBL, TOHKHOCTH
HanmeHoBaHMe T0KyMEHTa Kon
(mpodeccun) MM CENUAIBHOCTH
OK3 4226 Cnyxaige B mpueMHO# (obmero mpodus)
OKIIATP? 26353 | Cekperapb-MalIMHUCTKA

3.1.1. TpynoBas pyHknns

IpueM u pacripeneneHue TeneOHHBIX YposeHb
HaumeHOBaHHE | 5poupop OpraHH3aIHH Kon | A/01.3 (moypoBeHs) 3
kBanMpukanuu
Tipon HH 3anMCTBOBAHO
Tppy(;ocn):)c;flmgflﬂxzun Opurisar X U3 OpUrvHana
Kon opurunana  PeructpauuoHHBbIi HOMED
npodeccHOHANBEHOTO
cTaHjaprta
Tpynoseie IMepenanpaBnenne TenehOHHBIX 3BOHKOB PYKOBOACTBY H  COTPYTHHKaMm
JIEeUCTBUS OpraHu3aluy
Perucrpaiys noctynalomux TeaeOHHBIX 3BOHKOB
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Ilonyyenune nHeoOxomuMmol wuHGOpPMaLUM M Iepelada CAHKIHOHMPOBAHHOM
uH$popMaIMH 10 TeJeOHY
Heobxonumeie Wcnonp30BaTh TEXHHYECKHE U IPOrpaMMHBIE CpPEACTBA JUIi IPOBEACHUS
yMEHUS TOJIOCOBOM WJIH BHIECO-KOH(EPECHII-CBSI3H
Hcnonp3oBath cpeacTBa KOMMYHHMKAIMOHHOM OpPITEXHUKH MJIS MOMYYEHHUS H
‘mepenavd HHpOpPMALHK
| Bectn  y4eTHBle  perHCTpalliOHHBIE (OPMBI, HCIONB30BaTh HX  IJIA
uHGPOPMAIIMOHHON pabOThI
| VYcTaHaBMMBaTh KOHTAKT C COOECETHUKOM, IOIIEPKHUBATh U Pa3BUBATh JICIIOBYIO
| Geceny B mporecce Teae(pOHHBIX IEPErOBOPOB
| CrnaxuBatb KOHQIUKTHBIE M  CIOXHBIE CHTyallHH  MEXJIMYHOCTHOIO
| B3auMOJIeiiCTBUSA
| Cobmopats ciryxeOHbIH ITUKET
i Heobxonumele DyHKIMY, 3302490, CTPYKTYPa OpraHU3allim, ee CBI3H
| 3HAHUA [IpaBuna B3auMOJEHCTBUSA C NapTHEpPaMH, KIMEHTaMH, CPEACTBAMH MacCOBOH
“HPOPMaIMU
JTHKa AEJI0BOro OOIEeHHs
IpaBuia peueBoro 3THKETa
TpebGoBanus OXpaHsl TpyAa
ITpaBuia 3amuTe KOHGUAECHIUAIBHOM CIIykeOHOH MHbOPMaLUH
Hpyrue -
XapaKTEPUCTHKH

3.1.2. TpynoBas pyHKuns

Oprann3anus paboThl ¢ IOCETHTEISIMHA YposeHb
HanmeHoBaHHE OpraHH3auY Kom | A/02.3 (moaypoBeHs) 3
KBanHUKaLH
pyroson gy | OPHTIHS X e opnrman
Kon PerncrpaumoHHEBIH HOMED
opuriHana npodecCHOHAIBHOTO
CTaHzapTa

TpynoBsie Bcrpeua mocetuTeneii, noydeHne NepBUYHON HHGOpPMANMU O MOCETHTENAX M
JIeHCTBUSA HOMOIIb B OPraHU3aIMy UX IpHEMa PyKOBOJUTENIEM H COTPYAHMKAMM

Benenue xypHaia 3anucy noceTuTeNen

Yuet nocetuteeii 1 0popMIIEHHE IPOIYCKOB

CozelicTBHE  ONEPAaTHBHOMY PAacCMOTPEHHIO MpPOock0 M IpeUIOKEHHI

NOCETUTENEH

[Ipuem u mepeaada AOKYMEHTOB IIOCETHTENEH PYKOBOACTBY U COTPYAHHKAM

OpraHu3au

Opranu3anus 1 OpOHHPOBAHUE IIEPETOBOPHEIX KOMHAT

CepBupoBka gaitroro (kodeitHoro) crona B opuce

IMpuroToBJeHre HAUTKOB (4ail, Kode, IPoXJIaqUTeNbHbIC HAIIMTKHY)
Heob6xonumeie OO0mATHCA C MOCETUTEISIMA
yMEHHS Hcnonp30BaTh yCTaHOBIICHHBIE MPaBUiIa U MPOLEAYyphl KOMMYHUKALHHA BHYTPH

OpraHu3anuu

BecTtr yueTHBIe OpPMBL, HCIIONB30BaTh HX AJIA PabOTHI

Co3zzmaBaTh HOJOXKUTEIBHBIN MMHK OpraHA3alyy

TIpHHEMATE MEPHI 110 Pa3pelleHHI0 KOH(PIMKTHBIX CHTYaldi

IMpumeHATH MHGOPMAIHOHHO-KOMMYHHKAIIMOHHEIE TEXHOJIOTHH
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OGecrneunBaTh KOHGOUIEHINATHHOCTh HHYOPMAIIUH

Heobxonumeie
3HAHUSA

IIpaBuina opranusanuy NpueMa MOCETUTEIECH

ITpaBwmia ienoBoro oOnieHUs

CTpyKTypa OpraHu3allid M pacipejaeneHue (GyHKIUH MEXAY CTPYKTYPHBIMH
HOApa3ie]ICHASIMA B CIIELHATNCTaMH

I1paBuiia OpraHu3aIuy MPUEMOB B oduce

IMpaBuia cepBUPOBKH YaitHOro (KodeitHoro) cTomna

HpaBI/I.TIa IIPATOTOBJICHHUS U ITOJAYH IOPAYINX HAIINTKOB U 3dKYCOK K HUM

OTHKAa AeJIOBOro OOIEeHHS

HpaBnna PCUCBOIo DTUKETA

TpeGoBaHus 0XpaHbI TPyAa

ITpaBuia 3amuTE KOHGUICHIMAIBHOH Ciry)xeOHOH HHOpManun

Hpyrue

XapaKTCPUCTUKH

3.1.3. TpynoBast pyHKIHS

BritonHeHHE KOOPAUHUPYIOIIUX U YposeHs
HauMeHOBAHHE | (6o creqpparOmuUX yHKLHiE Kon | A/03.3 (oaypoBeHb) 3
KBaNHQUKALUK
Tpowxosseme | Opnuas X | oo
Kon PervctpaloHHbIH HOMED
OpUrHHaNa npodecCHOHAIBHOTO
cTaHaapTa
TpynoBeie Benenne xypHasia pa3pe3oB paOOTHUKOB OpraHU3aluy
JICHCTBHS Koopaunaius paboTel KypbepOB H BOAMTEIIEH OpraHA3anuu
Benenue xypHaia pa3be3/J0B KyphepOB OpraHH3allid X MapIIPyTOB BOAUTEEH
CocTaBlieHME CHOpaBKH O pa3be3fax pabOTHHKOB, KyphepoB M MaplIpyTax
BOAMTEJIEH OpraHm3aiun
Heo6xomumeie CocTaBATh U BECTU YUETHBIE JOKYMEHTEI
yMEHUS [IpuMeHATE cpecTBa KOMMYHMKALUH JUIS IIEpEAavy IOPYICHHA PYKOBOAUTEII 1
COTPYJTHUKOB OpraHH3allui
[IpuMEHSTH COBpEMEHHEIE CpecTBa c6opa, 00paboTKHU H Nepeiaill HHPOPMALUK
O1eHHMBAaTh PE3YJILTATHl B paMKaX IIOCTaBJICHHBIX 33124
OcyniecTBIsTh KOHTPOJIb HCIIONHEHHUS IIOPYYEHUH PYKOBOIUTEIISE COTPY THUKAMU
Heobxonumeie [IpaBuia peueBOro 3TUKETa
3HAHUA OTHKa AeI0BOro 00IEeHHs
TpeGoBanus oxpaHsl Tpyna
ITpaBuiia 3aIUTH KOHGUACHIHAIBHOM CiTy)keOHOM MHGOpMALH
CIpyKTypa OpraHu3aliyl ¥ pacipefieicHHe (QYHKIHH MEXAy CTPYKTYPHBIMH
MoJpa3IeNeHUIMH U CHEIMATMCTAMHI
Apyrue -
XapaKTePUCTHKU




3.2. O6o06mennas TpyaoBas pyHKIHUA

e —a— I R
Haumenosanue HAoxym 1 Koz B YpoBeHk 5
OeATeNbHOCTH OpraimM3anua | KBanu(uKauMH1
ITpoucxoxaenue
"~ 5 3alMCTBOBaHO U3
06001eHHOH TPy I0BOi#i OpurpHan X
OpHIHHaNa

dyHKUIH

Kon PeructpaunoHHsIil HOMEp

OpHMIHHaNa npodecCHOHAEHOTO
CTaHzAapTa

BosmMokHBIE Jenonmpon3Bogutenb
HauMCHOBaHHS
JOJDKHOCTEH,
upodeccuii

TpeboBanus x
o6pa3oBaHMIO "
00y4EeHHIO

Cpenuee npodeccuoHanbHOE 06pa3oBaHHE — IPOrPaMMBI IOATOTOBKH
CIENHATHCTOB CPEJHETO 3BEHA

IR

Cpennee npogeccuonaibHoe o6pazopanue (HeNPOGHILHOE) — IIPOrPaMMEL
HOATOTOBKH CHELUATHUCTOB CPEAHETO 3BEHA U JOIOIHUTEIBHOE
npodeccHoHaTEHOE 00pa30BaHue MO JOIOIHHTEILHEIM
npo¢eCCHOHATFHEIM IIporpaMMaM npodecCHOHAIBHOM NEPENOATOTOBKH 10
upOoQHIIO NEeITEIBHOCTH

TpeboBaHus K ONBITY
TIPaKTHIECKOH paboTHI

Oco6sie ycnoBus
JIOIycKa K pabote

Hpyrue

XapaKTEPUCTHKH

HOHOJ’IHI/ITCJIBHBIG XapaKTCpUCTHKH

HaumeHoBanue 6a30BOH IpyIIIBL, JOJDKHOCTH
HaumenoBanme J0KyMeHTa Kon
(mpodeccnn) miu CenUaIbLHOCTH

OK3 4120 Cexpetapu (o6miero npoduis)

EKC* - Jlenonpon3BoANTENDb

OKIIATP 21299 JlenonponsBoauTeib

OKCO? 7.46.02.01 | JlTokyMeHTaMOHHOE o0ecneueHHe yIpaBeHus H

apXUBOBEJICHHE

3.2.1. TpyaoBas pynKIuA

Opranuzanus paboTsl ¢ JOKYMEHTaMH YpoBeHs
HaumeHoBanue Kon B/01.5 (moaypoBeHs) 5
KBaTU(UKaLUH
Hponcxgncneﬂne Opurumnan X 3aMMCTBOBAHO 3
TpyAoBo#t GyHKLIHM OpHrUHana
Kon PervcTpaulOHHBIH HOMED
OpUrHHaja npodecCHOHANIEHOTO

cTaHzapTa




Tpynoseie
JeNCTBUA

Ilpuem n nepBuuHas o6paboTka BXOAAMUX JOKYMEHTOB

[IpenBapuTenbHOE pacCMOTPEHUE M COPTUPOBKA JOKYMEHTOB Ha PETHCTPUPYEMEBIE
1 HEPETUCTPUPYEMBIE

Ho,urommca BXOOAINUX JOKYMCHTOB IJI1 paCCMOTPEHHAS PYKOBOOUTEIIEM

Perucrpanus BXOASIUX JOKYMEHTOB

OpraHnsauHx JOCTaBKHU JOKYMEHTOB HCIIOTHUTCIIM

Be)IeHI/Ie 6a3sl JAaHHBIX TOKYMCHTOB OpraHn3aliuy

Benenne nHPOpPMaMOHHO-CIIPABOYHOM pabOThHI

O6paboTka U OTIIpaBKa UCXOASIIUX JOKYMEHTOB

Opranmzanus paboTBl [0 pETHUCTpallMM, YYeTy, XpaHEHHI0 W Iiepenade B
COOTBETCTBYIOIIHE CTPYKTYpPHBIE TOApPA3JIENeHUs: JOKYMEHTOB TEKYyIIEro
JIeJIONPOM3BOICTBA

KOHTpOJII: HCIIOJIHCHUA JOKYMCHTOB B OpraHu3alliti

Heobxoaumeie
yMeHHS

PaGorarb cO Bcefi COBOKYNHOCTBIO HH(GOPMALHOHHO-JOKYMEHTAlMOHHBIX
peCypcoB OpraHu3aliy

ITons30BaThCs O6a3amMu JaHHBIX, B TOM YHCJIC YIaJICHHO

ITone3oBarses CIIpaBOYHO-IIPABOBBIMU CUCTEMAMU

ITonp30BaThCS aBTOMATH3MPOBAHHBIMU CHCTEMAaMH YY€Ta, pETHCTPallii, KOHTPOIISL
1 MHPOPMAIMOHHO-CIIPABOYHBIMH CHCTeMaMH IpH paboTe ¢ JOKYMEHTaMH
OpraHu3aniun

IIpuMeHsATH COBpeMeHHBIE HH(POPMAIMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOIOTHU
JUIst paboTHl ¢ JOKYMEHTaMH, B TOM YHCIIC [UIS €€ ONTHMH3alliH Y IOBBIIIEHHS
9 HeKTUBHOCTH

ITpuMeHsTh paBUiIa PyCCKOTO SI3bIKA

[TpuMeHSATh HaBBIKH CKOPOCTHOTO IMHCEMa

Heobxomumeie
3HAHUS

HOpMaTI/IBHbIe IIpaBOBBIE AaKThl W HOPMATHBHO-METONHYCCKHE JOKYMCHTHI,
OoIpeac/AIoIne MNOpAa0K JOKYMECHTAIHOHHOI'O obecreueHUS YIIPABJICHHUSL

CprKTypa OpraHu3aiy, pyKOBOJACTBO CTPYKTYPHBIX l'IOleEBI[CJICHI/Iﬁ

CoBpeMeHHEIe MH(DOPMAIIMOHHBIE TEXHOJIOTHH PaboThl ¢ JOKYMCHTAMHU

[Mopsimok paboOTHI ¢ JOKyMEHTaMH

CxeMEHI TOKyMeHTo0b0poTa

Cucremsl CKOPOCTHOT'O ITACHEMa

HpaBnna paGOTBI C BXOOMIUMMH, HCXOIIMHUMHA H BHYTPEHHUMHA JOKYMEHTAMHU

IlpaBuia opraHm3anud U (GOPMBI KOHTPOISL HCIIOJHEHHS JOKYMEHTOB B
OpraHu3alud

Tumnossie CPOKH HCITIOJJHEHHMSI JOKYMCHTOB

ITpuHIHEDEL pabOTH CO CPOKOBOM KAPTOTEKOM

Haznadyenue 1 TEXHONOTHS TCKYIIETO H MPEAYNPEAUTEIIEHOI'O KOHTPOJIA

HpaBnna COCTaABJICHUS AHAJIMTHYCCKHUX CIPAaBOK II0 OpraHu3anun pa6OTBI C
JOKYMCHTaMM U KOHTPOJIIO HCIIOJTHEHUA JOKYMCHTORB

HpaBpma JOKYMCHTAITUOHHOI'O obecrieyeHUs IE€ATENHLHOCTH Oopranm3alu

BI/II[BI JOKYMECHTOB, HX Ha3HAYCHUC

Tpe60BaHI/ISI, NpEABIBILIEMBIC K TOKYMCHTaM B COOTBETCTBHH ¢ HOPMAaTHBHBIMH
IIpaBOBBIMH aKTaMH M rOCYyAapCTBEHHBIMH CTaAHAApPTaMH

[IpaBuna  cocraBieHus H  odopmiueHHs  HHPOPMAIMOHHO-CIPABOYHEIX,
OpraHM3allMOHHBIX, YIIPABJICHYECKAX JOKYMCHTOB

HpaBHna co3naHud B BEIACHHUA 6a3 JaHHBIX CJ'I}’)KCGHHX OOKYMEHTOB B
Opranu3alun

CHCTEMEI SJICKTPOHHOTO JIOKYMEHTOO00pOTa

IpaBuiia ¥ CPOKH OTIPABKH MCXOASIINX JOKYMEHTOB

Tpe6oBanns oxpaHs! TPyJa




Hpyrue

XapaKTEPUCTHKA

3.2.2. TpynoBasi pyHKuHS

OpraHn3anH;1 TEKYIICTO XpaHCHUA VYpoBeHb

HaumeHoBanue JOKYMEHTOB Kog B/02.5 (nomypoBeHs) 5

KBaAHUKaLUU

Ilpoucxoxaenue
TpyAoBoi GYHKLUUH

3anMCTBOBaAHO
X

Opurunan
U3 OpUTHHANA

Kon PerrctpaunoHHBIH HOMED
OpHryHana npogeccHOHANBHOTO
cTaHjapra

Tpynosrie
JCUCTBHUS

Pa3paboTka HOMEHKJIATYPHI el OpraHu3alux

ITpoBepka mpaBHIBLHOCTH OGOPMIIEHHS JOKYMEHTOB H OTMETKH 00 MX HCIIOJHEHHH
nepe1 uX GOPMUPOBAHUEM B IO IS MIOCIIEAYIOMEro XpaHEHUs

(I)OpMy.TH/IPOBaHI/IC 3aroJIOBKOB € H OIIPECACIICHUC CPOKOB NX XpAHCHHUS

@opmupoBaHHUE ACT

KOHTpOJ'IB IPaBUIBHOTO H CBOCBPEMEHHOI'O paCHpe/I€ICHHA W HNOAIIHBKH
JOKYMCHTOB B J1€J1a

Heobxonumsie
yMEHHUS

OpFaHPISOBBIBaTL pa60Ty IO YYETY, XPaHCHHIO U II€peaadc B COOTBETCTBYIOIHC
CTPYKTYPHBIC IIOAPA3ACIHCHUA JOKYMEHTOB TEKYIIICTO ACJIOIIPOU3BOACTBA

OCYIHCCTBMTL METOAUYECKOEC PYKOBOACTBO ACIONPONU3BOACTBOM B OpraHu3anuy,
KOHTPOJIMPOBATH IIPAaBHJIBHOC (l)OpMPIpOBaHI/IC, XpaHCHHE U ¢/lavdy ACJI B apXuB

PaspabaTbiBaTh HOMEHKJIATYPY A€ CTPYKTYPHOTIO IIOApa3AeIeHus

Hcnons3oBaTh HOMCHKJIATYpPY J€1 IpPH HIYYCHHH CTPYKTYpbl Oprann3aliHi,
COCTaBJICHUH OIMCEH e

Oprauu30BbIBaTh paboTy 110 GOPMUPOBAHHIO A€/ B COOTBETCTBUH C YTBEPKICHHOM
HOMEHIJIATYpOH JleJ1 OpraHu3alud

q)OpMI/II)OBaTB JOKYMCHTHI B ICJId C YUCTOM HX CI'ICIIH(bI/lKI/I

CucteMaTH3HPOBATh JOKYMEHTHI BHYTpH A€ja

OGecneunBaTh COXPAHHOCTH U 3aIUTY JOKYMEHTOB Opranu3alliu

IIpumensTs MHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHMH IpH pabore ¢
JOKYMEHTaMH

Heobxoaumeie
3HAHUS

HOpMaTI/IBHI:IC IpaBOBBIC AKTBHI, HOPMATHBHO-METONAHUYCCKHUC JOKYMCHTHIL,
rocyJapCTBCHHBIC CTaHOApThI, OIIPSAC/IAIOIHNE IIOPAIOK JOKYMCHTAITHOHHOT'O
obecrnieueHHs yIpaBJICHUA

Buael HoMeHKiIaTyp, oOmue TpeOoBaHHS K HOMEHKJIAType, METOJMKA ee
COCTaBJIeHHUS U 0pOpMIICHUS

TpaBuia coriacoBaHHs HOMEHKIATyphl J€1 C BEJIOMCTBCHHBIMH apXHBaMH U
SKCIIEPTHOH KOMUCCHEH

ITopsigok QopmupoBanust U odopmuenus nen, crenudrka (GOPMHUPOBAHHS
OTJENBHBIX KAaTeropui Aen

HpaBnna XpaHCHH ACJI, B TOM YUCJIE C JOKYMECHTAMN OTPAHHMYCHHOI'O JOCTYIa

HpaByma BbIJA4Y{ U UCIIOJIB30BAHUA JOKYMEHTOB U3 C(bOpMI/IpOBaHHBIX pR(SA) |

TpeboBanus1 oXpaHbl TpyJa

Hpyrue

XapaKTEPUCTHKH




3.2.3. Tpynosas pyHKIuA

HaunmeHoBaHue

Opranm3anus o6paboTku et At VpoBens
TIOCIEYIONMEr0 XPaHCHHS Kon | B/03.5 (mozyposene) 5

KBaTHUKaLuu

IIpoucxoxaeHue
TpyAOBOii GYHKLUH

X 3auMCTBOBaHO

Opurusan
U3 OpUrHHala

Kon PeructpalHOHHBINA HOMED
OpHUrHHana npodeccHoHaNIbHOTO
cTaHzapTa

Tpynoseie
JIEeACTBHS

HpOBepKa CPOKOB XpaHCHHUA JAOKYMECHTOB, COCTABJICHHC IIPOTOKOJIA pa60TI:I
SKCHepTHOfI KOMHMCCHH 110 IOATOTOBKC NOKYMCHTOB K XpaHCHHIO, aKTa O nepeadc
Ha YHHYTOXECHHE JOKYMEHTOB, HE NMOJIEKAINUX XPAHCHUIO

CoctaBicHue BHYTpeHHCﬁ OITUCH ICJI AL 0co60 HCHHBIX JOKYMCHTOB

O(i)OpMIIeHI/IC J€J1 IOCTOAHHOTO, TOJTOBPEMEHHOI'0 CPOKOB XpAaHEHUS

Oq)OpMJ'ICHI/Ie 00JIOKKH Jen IIOCTOSHHOI'0, JOJITOBPECMCHHOI'O CPOKOB XpaHCHUS

CocraBiieHHE OIKUCH A€ IIOCTOAHHOTO, JOJITOBPEMCHHOI'O CPOKOB XpaHECHUS

Ilepeagava xen B apXuB OpraHU3aLHMH

Heobxoaumeie
YMEHHS

ITons3oBathbes INEpCYHsIMH  JOKYMCHTOB ¥ aHAJIN3HUPOBATH q)aKTI/I‘-IeCKOG
COZICPKAaHUC HMCIOUIUXCA B JEJI€ JOKYMEHTOB IIpH ONPEACICHHH CPOKOB HX
XpaHCHUS

OdopMIIATE TOKYMEHTHI 3KCIIEPTHOH KOMHCCHH

O(I)OpMHHTB 00JI0XKKH A€ NIOCTOAHHOI'O ¥ BpEMECHHOI'O XPaHECHUSA B COOTBETCTBHU
C Tpe60BaHI/ISIMI/I roCyanapCTBEHHBIX CTAHOAPTOB

HpOI/ISBOIII/ITB XPOHOJIOTHYCCKO-CTPYKTYPHYIO CUCTEMATH3ALMIO S

OC)’II.ICCTBJ'ISITI) TCXHUYCCKYIO 06pa60T1<y H ITOJTHOC O(l)OpMJ'IeHI/Ie A€ IIOCTOAHHOI'O
H BPCMCHHOTI'O XpaHCHUSL

CocTaBniaTh OIMHCH €I IIOCTOSHHOTO U BPEMECHHOT'O XpaHECHUS B COOTBCTCTBHH C
HOPMAaTHBHO-MCTOAUYCCKUMH TOKYMCHTAMH

HpI/IMeHHTB I/IH(bOpMaI.II/IOHHO-KOMM}’HI/IKaIII/IOHHLIe TEXHOJIOTHU IIpH pa60Te C
JOKYMCHTaMH

HeoOxogumeie
3HAHUS

HopMaTuBHEIE IIPaBOBBIE aKThl, HOPMAaTHBHO-METOAMYECKHE JOKYMEHTEHI,
rOCYJapCTBEHHBIE CTAHJAPTHL, ONIpEIeNMIolMe MNOPSAAOK JOKYMEHTAIlHOHHOTO
obecreueHns yrpaBIeHUs

Kputepun pasmeneHus: JOKYMEHTOB Ha IPYINBI B COOTBETCTBHM C IIEHHOCTHIO
uHGOpPMalKH, colep)Kameics B HUX

HOpHﬂOK HUCIIOJB30BAaHU THIOBLEIX MJIM BCAOMCTBCHHBIX nepequi/i JOKYMCHTOB,
OMpeEICHHU CPOKOB XPAaHCHHA B IPOLECCE SKCICPTH3BI ICHHOCTH JOKYMEHTOB

HOpﬂI[OK CO3llaHus, OpraHu3al U JOKYMECHTHPOBAHUA pa6OTBI BKCHepTHOﬁ
KOMHCCHH

IpaBuiia COCTaBIeHHS M YTBEPXKACHHS IIPOTOKO/IA pabOTHI SKCHEPTHOM KOMUCCHH

Hpam«ma COCTaBIIEHUS W YTBEPXKICHHA aKTa O BBIACICHHU JAOKYMCEHTOB, HC
MMOoAJIC)KATUX XPaHCHUIO

[IpaBuia TexHHYECKOM 0OpabOTKH M MOJHOTO OQOPMIIEHHS €l MOCTOSHHOTO H
BPEMEHHOT'O XpaHCHUS

HpaBI/IJIa COCTaBJICHUA OHNHCH A€ IOCTOAHHOIO M BPEMEHHOIO XPAaHCHUI B
COOTBETCTBHH C HOPMATUBHO-METOJUUECKUMHU JOKYMECHTAMH

IpaBuiia mepefayy Jei B apXHUB OpraHU3aLUH

TpeboBaHus oxpaHsl TpyJa

Hpyrue

XapaKTePUCTHKH




12

3.3. O6o6mennas TpyaoBas GyHKIHA

OpI‘aHI/IBaI_II/IOHHOC, AOKYMCHTAIlTHOHHOC N

HaumenoBanne = MH(pOpManUOHHOE obecreueHue aesrenbioct Kon | C Yposeib 6
| KBanuukauuu

PYKOBOIUWTCIIA OPTAHUSAUAM e ]

[MpoucxoxneHue
N . 3anMCTBOBAHO M3
06006111eHHOH TPy I0BO# Opurunan X
OpUrMHaIA
dyHKIMH
Kon PeructpaunoHHbIi HoMep
OpHUTHHAlNA npodeccHOHANBHOTO
cTaHzapTa

Bo3moxHbIE Cekpetapb pyKOBOIUTEILA
HaUMEHOBAaHHS CekpeTapb-cTeHorpaducTka
IOJDKHOCTEH, Crenorpaducrka
npodeccuii

TpeboBanus k
00pa3oBaHUIO
00y4EeHHIO

Bricee o6pa3oBanue — 6akanaBpHat

WA

Bricmmee obpa3oBanue (HenpodmibHOe) — 6aKanaBpuar H JOIOIHUTEIBHOE
npodeccuoHanbHOE 06pa30BaHKE 110 JOMOJIHHTEILHBIM
npo¢ecCHOHATBHEIM IIporpaMMaM IIpodeCCHOHAIBHOM MEPENOATOTOBKH IO
MpoHIEO JeATENLHOCTH

HIH

Cpennee npodeccroHaIbHOE 00pa30BaHUE — IPOrPaMMEI MOATOTOBKH
CHEIMATKMCTOB CPEIHETO 3BEHA

1705

Cpennee npodeccruoHanbHoe 00pa3zoBaHHe (HEMPOQHILHOE) — IPOrPaAMMEL
[OJATOTOBKH CHEIIHAMCTOB CPETHETO 3BEHA U JOMOIHHUTENLHOE
npodeccuoHanbHOE 00pa30BaHHE IO JONOIHHTEILHEIM
npodeccHOHATFHEIM IPOrpaMMaM IpoQecCHOHATBLHOM MEPEMOATOTOBKH MO
poUITO NESTSIBHOCTH

TpeboBaHus K ONBITY
IpaKTHYECKO# paboThI

He MeHee ABYX JIeT BBIIOJIHEHNUS paboT 10 OpraHU3allMOHHOMY H
JOKYMEHTALIHOHHOMY 00€CIICHEHHIO AEATENLHOCTH PYKOBOIUTEI
OpraHH3alMy NIPH CpeAHeM NpodeccHOHaIBLHOM 06pa3oBaHuH

Oco0Orle yclioBHS
JIorycka K pabote

Hpyrue xapakTepucTHKH

Z[OHOJ'IHI/ITCJ'IBHBIC XapaKTCPUCTUKH

HamnmeHoBaHHE JOKYMEHTa Kon

HaumenoBanue 6a30B0ii IpyIIbl, JODKHOCTH
(npodeccun) HIIK CIIENMAILHOCTH

OK3

3343 AJIMMHHCTPATHBHEIN U HHOM UCIIOJHHTE bHEIHA
CpeIHETEXHUYECKUH MepCOHA

EKC - CekpeTapb pyKOBOJMTEIIS

OKIIATP 26341 CexpeTapb pyKOBOIUTEILS
26405 CekpeTtapb-cTeHorpaducTka

OKCO 7.46.03.02 JIoKyMeHTOBEIEHUE M apXHBOBEJICHHE
7.46.02.01 JloKyMeHTaIMOHHOE 0OecIIeYeHHEe YIIPABICHUS U

APXHBOBCACHUC
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3.3.1. Tpynosas pyHknus

OxazaHue IOMOIIM PYKOBOAHUTEIIO B YposeHb
HanrMenoBaHke | jagupoBaHMHE pabovero BpeMEHH Koz C/01.6 | (momypoBeHs) 6
KBaTMQHKaLUK
e | Opm X o
Kon PeructpaunoHHbIH HOMED
OpUrHHalla npodeccoHaIbHOTO
cTaHaapTa
Tpynossie Bribop ¢opMbl miaHupoBaHHS ¥ OQOpPMIICHHE IUIAHHPOBINMKA (OpraHaiisepa)
JeicTBUA PYKOBOJUTEILA
Brecenne uHGOpMaun B INIaHUPOBILUK (OpraHaiisep)
CornacoBaHue ¢ pyKOBOJUTENIEM BPEMEHH IUTAHAPYEMBIX AEHCTBUA
Cornacoanue Tesle()OHHBIX IIEPETOBOPOB, BCTPEY U MEPONIPHATHIH ¢ IAPTHEPaMH,
KJIMEHTaMH, PYKOBOJUTEJSIMH NOAPa3ACICHUN U COTPYAHHKAMH
WnpopMHEpOBaHIE PYKOBOAUTEIS O PErIaMeHTe HAMCYEHHBIX MEPOIIPUATHIA
IMpeaynpexaetue o NpuOIMKEHUH BpeMEHH HAMEUYEHHEIX MEPOIPHUSTHI
®opMuEpOBaHKE pe3epBa BPEMEHH JULA HENIPEABUICHHBIX CHTYaIHid
Heobxonumeie YcraHaBaMBaTh LEJIH, ONPEIEIATh HEPAPXHIO LENEH
YMEHHUS Onpenenars IPUOPUTETHOCTH H OYEPEAHOCTH BBIONHEHUS paboT U 3QdeKTUBHO
pacipenensts pabouee BpeMs
OKa3bIBaTh OMOIIb PYKOBOJWTEIIO B PACIIPEIEIICHHH €ro pabodero BpeMeHH
Bribupate onTHManbHbIE CIHOCOOB MHQOPMHPOBAaHHSA MAPTHEPOB, KIUECHTOB,
MOCETUTENCH, PYKOBOAUTENEH MOApa3IeNeHHH U COTPYAHHUKOB O IJIAHHPYEMBIX
MEPOTIPUATHSX
O6ecneunBaTh HHPOPMAITHOHHYIO O€300aCHOCTD AEATEIbHOCTH OpraH13aluu
Heobxonumeie Crenugrka OCHOBHOH JAeSTeIbHOCTH OPraHH3alMu
3HAHUSA OCHOBHI aIMUHHCTPATHBHOTO MPaBa U TPYAOBOTO 3aKOHOAATENLCTBA POCCHICKO#H
®enepauuu
PykoBozasmiuii cocTaB OpraHu3alyy U ee Ioapa3IeIeHHi
®OyHKIMY cCaMOMEHEDKMEHTA
ITprHUMIIEI ¥ PaBAJIA UIAHMPOBAHHS pab0Yero BpeMeHH
MeToap! NOCTAHOBKY LIEJIEH
[IpaBuiia npoBeieHNs AETOBLIX IEPErOBOPOB
TpeboBanus oxpaHb! TpyJa
Hpyrue -
XapaKkTepHUCTHKH

3.3.2. TpyaoBas pyHKIHHA

ITnanupoBanue pabodero IHA ceKpeTapsi Vposerb
HaumeHoBaHue Kon C/02.6 (momypoBeHs) 6
kBanuUKaLMN
Hponcxoﬁmneﬂne OpuruHan X 3aMMCTBOBAHO M3
TpyAoBOH QYHKLIHH OpUTHHAIA
Kon PernctpallMOHHBIN HOMED
OpUTHHaJA npodecCHOHATEHOTO

cTangapra




14

Tpynossie Bri6op u odopmiieHre IITAHUPOBINHUKA CEKpETaps
JIeHCTBUA Benenue THEBHHUKA (Ha JIEKTPOHHOM U (W) OyMa)XKHOM HOCHUTEIE)
CoracoBaHHe IUTAHOB € IJIAHAMH U CpOKaM# pabOTHI PYKOBOJUTEIIS
Pacnipeenenne pabodero BpeMeHH (Ha eHb, HEAETIO, IEPCIEKTURY)
Ileperoc HEBHINOIHEHHBIX 3aIJTAHUPOBAHHBIX 33124
BeImosTHEHHE TUITHYHBIX €XKETHEBHBIX JelT
Heobxoaumele Bei6upats 1 0OpMIISITH INIAHUPOBIIUK
YMEHHS BHOCHTh M OTCIEKHBAaTh WH(POPMAIMIO HA JJIEKTPOHHOM H/WIH OyMa)KHOM
HOCHTENE
PaccTaBJIATh IPUOPUTETHL, BHIIEISATH BAXKHOE U CPOYHOE
BeI6MpaTh onTHManbHEIA PUTM pabOThI
AHaJIM3UpOBaTh MPUIMHB! HEBBINIOJIHECHHUS 33184
[TpaMenaTs HHGOPMAIHOHHO-KOMMYHHKAITHOHHBIE TEXHOJIOTHH
HeobxonnmMele OcoGenHocTd o(OopMiIeHHs IUIAHUPOBHIMKA (HA 3JIEKTPOHOM H OyMakKHOM
3HaHUS HOCHTEJISX)
OCHOBEI yIIpaBlIeHUS BpEMEHEM
Apyrue -
XapaKTEPUCTHKH

3.3.3. TpynoBas ¢pynKnus

Opranuzanus TesedOHHBIX IEPETOBOPOB VYposeus
HaumeHoBanue PYKOBOIHTEIIS Kon (noaypoBeHb) 6
. xBanudukauu
XO0XK
Mpmexessene | Opura X e
Kon PeructpaunoHHBIi HOMEP
OpurHHanma npo¢ecCHOHANLHOTO
CTaHgapTa
TpynoBsie Benenne 6a3p1 TelehOHHBIX KOHTAKTOB PYKOBOIOMTEIS
HCfICTBPISI COClII/IHCHI/IC PYKOBOIUTECIIA ¢ KOHKPETHBIMH aboHeHTaMu
IMoaroroBka MaTepHasIoB JUIsl TeleOHHBIX EPErOBOPOB PYKOBOJAHMTEIA
PerucTpanys ocTyaoUMX B IPHEMHYIO TeJle(OHHBIX 3BOHKOB
IepenanpaBneHue  OTACHBHBIX  TENCOHHBIX  3BOHKOB  3aMECTHUTENSIM
PYKOBOJAUTEIS H COTPYAHHUKAM
[Tonyuenne HeoOxoauMoii WHGOpMaMM H Iepefadya CaHKIHOHMPOBAHHOM
“HGpOPMAIIHMH 10 TeJIeOHY
VcTaHOBIIEHHE KOHTaKTa ¢ COOECEIHUKOM, MOAICpKaHUE M Pa3BHTHE JEIOBOM
Oecenpl B polecce TenedOHHBIX IEPErOBOPOB
Oxka3zaHue IOMOIIY PYKOBOJUTEIIO ITPH OpTraHU3aIMH U HpOBCIIeHHPI Teste(hOHHBIX
TIEPErOBOPOB U BUICOKOH(PEpeHIHi
Heobxonumeie Becrn u wucnonab3oBarh B paboTe 6a3y AaHHBIX Tele(OHHBIX KOHTaKIOB
YMEHH:T PYKOBOJIMTENS
Hcnons308aTh cpeacTBa KOMMYHHMKALMOHHOM OPITEXHHKH UL IMONYyYCHHSA H
nepegaqun HHGOpMaIUA
BecTH y4eTHBle  peruCTpalHOHHbIE (OpMBI,  HCIONB30BaTh HMX  JUIA
MHQOPMALIMOHHONH paGoThl U PaboTHl MO KOHTPOJNIO MCIONHEHHS peeHUH
pyKOBOOMTENS
CriaxuBaTh KOHQIUKTHBIE U CJIOKHBIE CUTYAIIHH MEXITHIHOCTHOTO obmeHust
HUcmonp3oBaTh TeXHHYECKHWE UM IPOrpaMMHBIE CPEACTBA I IPOBEICHUSA
TOJIOCOBOM MJIM BHJIEO-KOH(EepEeHL-CBSI3H
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O6ecneunBaTh NHHOPMAHMOHHYIO O€30IIaCHOCTH JIEATENLHOCTH OpraHu3allii
Cobmomath ClyXeOHBIH STUKET

Heob6xonumele TesnepoHHbIC KOHTAKTEI PYKOBOJUTEISA

3HaHUSA OynkuuM, 3amadd, CTPYKTypa OpraHH3allMH, €€ CBA3M IO BEPTHKAIA H
TOPHU30HTAIIN
IIpaBuia B3aMMOIEMCTBHSL C MapTHEpaMM, KIMEHTaMH, CPEICTBAMH MAacCOBOM
uHPOpPMALUH
TTpaBuiia MO PKaHUS U Pa3BUTHA MEXIIMYHOCTHBIX OTHOIIECHUIN
I1paBuiia IpoBeAEHUs IETIOBBIX IIEPETOBOPOB
IIpaBuia 3amuTel KOHGHICHINAILHOR HHOpMaIUK
TpeboBaHus 0XpaHbI TPYAa

Hpyrue -

XapaKTePHCTHKH

3.3.4. TpynoBas ¢pyHKuus

Haumenoranue

Oprann3zanus KOMaHIUPOBOK PYKOBOJIUTEIIA Yposenb

Kon i C/04.6 (noaypoBeHsb) 6
KBanuQKauum

ITpoucxoxaenue
TPyHAOBO# GyHKUUH

3aMMCTBOBaHO
X

Opurusan
U3 OpUruHana

Kon PeructpaunoHHEIN HOMED
OpHUrvHaia npodeccroHanbEHOTO
cTaHjaapTa

Tpynoseie
JICHCTBUS

[ToaroToBka ITPOCKTA CJ'IY)I(C6H01"O 3aJaHud pPYKOBOAUTCIIS

IMoaroToBka mpoeKkTa MprKa3a O cIy)keOHOH KOMaHIMPOBKE

OdopmiieHre KOMaHIUPOBOYHOTO YJOCTOBEPEHHS H €r0 PErHCTpanus IpH
He00XOOUMOCTH

HOZ[FOTOBKa JOKYMEHTOB Ha ITOJIYYCHHE BU3EL, 3aIPAHUTHOIO MacnopTa

3aka3 KEJIE3HOJOPOXKHBIX H  aBHAOMJIETOB, TIOCTHHHI, TPaHCIIOPTHOIO
obecrieueHysi pyKOBOAUTEIS

OdopmiieHre TPOrpaMMBl  HOE3KH, YTOYHEHHE OCOOCHHOCTEH IPOTOKOIA
IUTAHUPYEMBIX MEPOIIPHATHI

IToaroroeka HJOKYMEHTOB K ITO€3JKEC PYKOBOIHUTCILA

VTo4yHEeHMeE JaThl, TOJDKHOCTEH, GaMIIMi B IporpaMMe KOMaHIHPOBKH

ITpopaGoTka MapIpyTa pyKOBOJUTE, YBSI3Ka €TI0 ¢ paclHUCaHHEeM TPaHCIOpTa

O6paboTKa MaTepuasoB KOMaHAHPOBKH, O(QOpPMIICHHE OTYETa O KOMAHJAUPOBKE

HeobOxoaumeie
yMeHHS

O(bOpMJ'[SITB ABAHCOBBIC OTYCTEI PYKOBOJUTEIA

Opranu30BBIBaTE BCTPEYH PYKOBOAHTEIS ¢ IPHHAMAIOLIEH CTOPOHOIA

OdopMIsITE KOMaHAMPOBOYHEIE JOKYMEHTHI

O6pa6aTI>IBaTI: JOKYMEHTHI 1 MATCPHUATIEI IO PE3YJIbTATaM IOC3/1KH PYKOBOAUTCIIA

O6ecneunBaTh paboTy odrca BO BpeMsi OTCYTCTBHSL PyKOBOTHUTEILS

IIpuMeHSTH CIOCOOBI 1EJIOBOTO OOLIEHMs

Hcnons3oBaTh cpeacTea KOMMYHUKALMH JJIA obecrieyeHHs B3aMMOJACHCTBHS C
PYKOBOAHKTEIIEM BO BpEMs €TO JIeJIOBOM MOE3AKHU

HeobxoaumMeie
3HAHUS

HOpS{I[OK IOATOTOBKH H IIPOBEACHHU KOMaHIIUPOBOK

HOpSI)IOK O(I)OpMJICHI/IH JOKYMEHTOB JJII KOMaH{TUPOBKH U OTYCTHBIX JOKYMEHTOB
10 KOMAaHAHPOBKE PYKOBOAUTEILA

JenoBoi IpOTOKOII

JTHKa OeJIOBOro O0IeHHs

Hpyrue
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| XapaKTepPUCTHKH

3.3.5. Tpynosasa pynxnus

HaumeHnoBanue

Opranu3zanus pabOTH! ¢ IOCETHTEISMH B
IPHUEMHON PYKOBOIUTEIS

VpoBeHb
(momyposeHs) 6
KBaTA(pUKALUU

Kon

IIpoucxoxaeHHe
TpyAOBOH GyHKUMH

3auMCTBOBaHO
X

OpuruHan
U3 OpHrHHana

Kon PeructpaliioHHBIH HOMED
OpHUTHHala npodeccHOHaIEHOTO
cTaHaapra

Tpynoseie
JeiicTBUsA

Opranmaunﬂ JIMYHOTrO IIpUeEMa MoCeTUTENECH PYKOBOOUTCIIEM

YcTaHOBICHHE TIopsAaKa mpueMa JJisl pa3jIfdHbIX KaTCI‘OpI/Iﬁ MoceTUTeNe

Benenue xypHaia npeaBapUTeNIbHON 3alllCH HA IPHEM

Perucrpanus nocetutenei

CojelicTBHE ONEPATHBHOMY PACCMOTPEHHUIO IIPOCHO U IpeUIOKEHHM MOCETUTENCH
1 COTPYAHUKOB OpraHu3aluu

Opranusaliys npraeMa AeJIOBBIX IIapTHEPOB B odHuce

Oprasuzanus o6CIyKHBaHHS PYKOBOIUTEIS ¥ €T0 JeJOBBIX MAPTHEPOB B oduce

CepBrpoBKa JaiiHOro (ko¢eiHOT0) cTola B oduce

HpI/IHHTI/IC MEp 1m0 COXpPaHCHHUIO KOMMCp‘IeCKOﬁ TaiHBL B XOHE opuemMa
MOCETUTENICH H HX HAXOXIACHUS B HpI/ICMHOﬁ 1 KaOuHeTe PYKOBOIUTEIISA

Heo0OxonumMzie
YMEHHS

OpraHI/ISOBBIBaTL H 00eclieYnBaTh JTHUYHBIE KOHTAKTHI PYKOBOJAUTEIA

VrpapnsaTh KOHQIUKTaMH

VuuTHIBATh MCHXOJOIMYECKHEe OCOOCHHOCTH JIMYHOCTH IIPH Pa3jMYHBIX BHAX
pohecCHOHATHFHOTO O0IEHUs

Hcmomnp3oBaTh YCTAaHOBJICHHBIC IpaBHJIa M NPOUECAYPHl KOMMYHHKAallMH BHYTPH
Ooprabdu3saiuvu

Bectm  y4eTHBle  pErMCTpalMOHHBIE  (QOPMBI, HCIONB30BaTh HMX A
MHPOPMALIOHHOM pabOTEHl M PabOTHl IO KOHTPOIIO HCIOJIHEHHs PEIICHH
PYKOBOAUTEILSA

CO3I[aBaTI: TIOJIOKHUTEILHBIM UMHIIK oprann3alvu

[IprHMMATh MEPHI IO Pa3peMeHHI0 KOHPIMKTHBIX CHTYalMi

HpI/IMeHHTB I/IH(1)0pMaIII/IOHHO-KOMMYHI/IKaI.II/IOHHBIe TCXHOJIOTHHA

O6ecneunBarh KOH(GUIEHIHAIPHOCTE B IIPHEMHON M KaOHMHETE PYKOBOIHUTEI,
COXpaHATh KOH()HICHINATBHYIO HHPOPMAIIHIO B TalHe

HeobOxoaumele
3HAHUA

I1paBriia opraHu3alvy MpHEMa IOCETUTEIIEH

Ipasuia geoBoro obnieHus

ITpaBuiia pedeBOro 3THKETA

IpaBuna ycTaHOBJIEHHMS KOHTAKTa, MOANEPXaHWA U Pa3sBUTHA MEKIMYHOCTHBIX
OTHOLIEHHH

CTpyKkTypa OpraHd3alMH H pacmpeneieHHe (QyHKIMA MEXAy CTPYKTYPHBIMH
HoApa3AeIeHUsIMU M CTIELIHAIACTAMH

IIpaBria opraHu3aiiy NpHeMoB B opuce

ITHKET H OCHOBEI MECXKAYHAPOIHOTO IMIPOTOKOJIa

INpaBuia cepBUPOBKH YaiHOrO (Koe#Horo) crona

HpaBHHa MPHATOTOBJICHMS U TIONAYU TOPSIINX HAIIMTKOB K 3aKYCOK K HUM

IIpaBuia 3amuThl KOHGUICHIHAILHOH CiryxeOHOH nHpopMaLu

Hpyrue
XapaKTEPUCTUKH
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3.3.6. Tpyaosas ¢pyHkuus

Opraﬂnsauym IIOATOTOBKH, MIPOBCACHHUS 1 YposeHb

HaumeHOBaHUE | G rvycBaHMST KOHQEPEHTHBIX MEPOTIPUSTHIH Kox | C/06.6 | (nonyposetin) 6

KBanuGHKaLuK

IIpoucxoxaeHue
TpYAOBOH GYyHKUHU

3anMMCTBOBaHO
X

. OpuruHan
M3 OpUrHHaIa

Kon PeructpaunonHslit Homep
OpUrHHana npodeccHOHANBHOrO
cTaHiapTa

Tpynoseie
JEeNCTBUS

IToaroroBka moBeCTKH JHA MEPOITPHUATHSL

OdopmiieHne CIUCKa Y9aCTHHKOB MEPONIPHUSTHUS

NudopMupoBaHie HpearoNaracMbiX yJaCTHUKOB O HAMEIa€MOM MEPOIPUATHH U
YCJIOBHSAX YYacTHA

Bri6op MecTa U BpeMeHH IIPOBeJICHUS] MEPONIPHATHS

HO)II"OTOBKa HpCHBapHTeHBHOﬁ CMCTEI pacXOn0B

Paccriika npnrnamennﬁ IIOATBCPAUBIIAM y4aCTUC B MEPOUIPUSITHHN

C60p TEKCTOB JOKJIAAO0B H ITPOEKTOB HTOIOBEIX NOKYMEHTOB Y NOKJIaJYNKOB

Paccriika I/IH(bOpMaIII/IOHHBIX MaTepHaioB  yiaCTHUKaM KOH(I)CpCHTHOI‘O
MCPOITPUATHSA

CocTaBicHHE SIBOYHBIX JINCTOB U CIIHCKA pErucTpanuu Y4aCTHUKOB MCPOIIPDHATHS

3aKyIKa KaHIESIPCKUX TOBApOB M MPOAYKTOB AN obecIeueHus Kode-nay3

Pemenue BOIIPOCOB TEXHUYICCKOT'O OCHAICHUS MEPONIPUITHA

IToMoImp B IOATOTOBKE JAOKJIAAA PYKOBOJHUTEIA, TIPE3CHTALIHOHHBIX MATCPHUAJIOB

Opranu3aiys IOATOTOBKY NIPE3UINyMa U paboYrX MECT YYaCTHUKOB

Opranu3anys BCTPEYd U PeriHCTpalysi YIaCTHHKOB MEPOIIPUATHS

Benenue IIPOTOKOJIa MEPOITPUSATHA

OpraHu3aliys CEpBICHOTO 00CIIy)XUBaHUS BO BpeMs Kode-Tay3

Opranmzaiyiss  KYJIbTYPHO-MacCOBBIX ~ MEPONPHATHH,  TPaHCIOPTHOIO  H
TOCTHHHYHOTO 00ecreYeHus

Heob6xomumeie
yMeHHS

OpraHu30BBIBaTh NPOIECC IMOATOTOBKH K IPOBEJCHHIO KOH(EPEHTHOIO
MEpPOIPHUSITH HHANBUAYAILHO H B COCTaBe paboyei rpyIlmsl

JIOKyMEHTHPOBaTh pa3HBIC O3Talbl MPOIEAYPHl NOATOTOBKHM M IIPOBEACHHS
KOH(EepEeHTHOT0 MEPOTIPUSTHL

IlepenaBath  wH(pOpPMAIMIO, JOKYMEHTHL M  MaTe€pHAlBl  YYaCTHHKaAM
KOH(EPEHTHOr0 MEPOIIPHUATHS

IMoaroraBnuBaTh © 060OPYIOBATH CTOJ MPE3UANYMa U pabodHe MeCTa YYaCTHHKOB
COBelIaHus (3aceJaHms)

CepBupoBaTh YaitHblil (KodelHBIi) cTOJ BO BpeMsl IpoBeicHUs Kode-Tiays3

CobmopgaTh IIpaBuja ACJIOBOT0 3THKETA U IIPOTOKOJIa

ToamepuBaTh UMUK OpraHU3aLHN

CozmaBath UMUK CCKpeTaps, COOTBSTCTBYIOIIII/Iﬁ HMHAJDKY OpraHu3alun

PaGotate ¢ wuHdopMaumueil, aHATU3UPOBAaTh M  IPEACTaBILITH €€ B
CHCTEMaTH3UPOBAHHOM BHJIE

O6ecrieynBaTh 6€3011aCHOCTE ACATENPHOCTH OpraHU3alliu

HpI/IMeHHTB I/IH(bOpMaIIHOHHO-KOMMYHI/IKaIII/IOHHBIC TEXHOJIOTHHA

[TpuMeHATH paBUJIa PyCCKOTO S3bIKA

HpI/IMCHSITB HaBBIKH CKOPOCTHOI'O IIMCHEMa

IIpuMeHsTH HABBIKH 3aIHCH U pacIuQPOBKH TEKCTA

Hcnonp3oBaTh COBPCMCHHBIC TEXHHUYECKHE CPECICTBA B obnactun CKOPOCTHOTO
ITACbMa
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O6ecneunBaTh KOM(MOPT YIACTHUKOB KOH(EPEHTHOTO MEPONPHATHS, IOMOraTh B
BOIPOCaX MPOKUBAHUS, TPAHCIIOPTHOTO 0OecTeueHUs

Heob6xoaumMeie KoMmiekc OpraHM3allHOHHO-TEXHHYECKUX MEPOIPHUIATANR IO MOATOTOBKE H
3HaHMA TIPOBEICHUIO COBELIAHUH U IIEPETOBOPOB, B TOM YHCIIE MEXXIYHAPOIHEIX
IlpaBuia BepeHMs, HOATOTOBKH M OQOpMIEHHS NPOTOKONA M JOKYMEHTOB,
CO3JaBAEMBIX B IIPOIIECCE TTOATOTOBKH KOH(GEPEHTHOIO MEPOIPHUSTHS
MerToauKa cocTaBIeHHs CMETHI PACXOH0B KOH(GEPEHTHOrO MEPOIPHUSITHS
OCHOBHI HanMcaHus peded U T0KJIa0B PYKOBOIUTEL
[IpaBuia ycTaHOBNEHHs] KOHTAKTa, MOAJEPKaHHSA M Pa3sBUTHS MEXITHYHOCTHBIX
OTHOIICHHUH
[MpaBua genoBoro obmeHus, 4eJI0BOrO 3THKETa
DTHKET U OCHOBBI MEXKIYHApOJAHOTO IPOTOKOJIa
ITpaBuia npoBeAeHUs AETOBHIX IIEPETOBOPOB
TpaBuiia 3amuTh KOHGHICHIHATIBHOH CTy)xe0HOH HHpOpMaIKK
CHcTeMBI CKOPOCTHOTO NMCEMa
OcHOBHl IIporpaMMHOrO obecmedeHus H oducHoro obopynoBaHus B 00macTH
CKOPOCTHOT'O MMUCHMa
TpeboBanust oxpassl Tpyaa
Hpyrue -
XapaKTePUACTHKH

3.3.7. TpyaoBan pyHkuus

Opranu3aiys UCIIOJIHEHUS pEIIECHUH, VpoBeHb

HanMeHoBaHHe = OCYILECTBIEHHE KOHTPOJISA MCIIOIHEHHS Kon C/07.6 (noaypoBeHb) 6

HOPYYeHUH PyKOBOIAMTEIL KBanu(prKaumm

TIpoucxoxaenue
TpyaoBO# DYHKIMN

3auMCTBOBaHO
X

OpuruHan
U3 OpUrHHala

Kon PerucrpaunoHHbIi HOMEp
OpUrHHaja npodeCCHOHANILHOTO
CTaHaapTa

Tpynosrie
neicTBUA

JHoxkymeHTanpHOe oopMIIeHHE PEIIEHUH PYKOBOIUTEIIS

JloBeieHHe OO CBeIeHUs paOOTHUKOB OpPraHM3alliH PaCIOPSDKEHHMA PYKOBOIUTEIIS

KOOpI_[I/IHaI.II/IH OESITEJIBHOCTH 11O ACIIOJTHEHHIO peIIIeHI/Iﬁ PYKOBOIHUTEILA

BeﬂeHI/Ie CPOKOBOI'0 TEKYIIETO U MIPEAYNPEAUTECIBHOIO KOHTPOJLA

HpOBepKa HUCIIOJIHCHUA nopyquHﬁ PYKOBOOUTEIIS B yCTaHOBJICHHI)IfI CPOK

Hpenynpe)lc,ueHHe COTPYAHHKOB 00 HCTedYeHuHu CpoKa HCIIOJHECHUA nopyqunifI
PYKOBOAHUTEIISA

duKcanus UCIIOJHEHNUS TOPyYEHHH

CocTaBieHHEe OTYETOB M aHAJMTHYECKHX CIPABOK O BBHILIOJHEHUH NOPYYEHHH H
penieHnil pyKoBOIUTEIS

Heobxoaumele
yMEHHS

BecTH cpoKOBYIO KapTOTEKY

BecTd ydeTHBlEe PETMCTPAalMOHHbIC (OPMBI, HCIONB30BaTh MX I paboTHI IO
KOHTPOJIIO HCIIONHEHHUS! IOPYYEHUH PYKOBOJAMTEIIA

Pa6otars ¢ mHGOpManUell TO0 KOHTPOJIIO, CACTEMAaTU3UPOBATH €€ M MPE/ICTABIIATh
B BHJI€ CBOJTHBIX JOKYMEHTOB

Hcnonp3oBarh CpCACTBAa KOMMYHUKAIH AT IICpCIavn HOpy‘-IeHI/Iﬁ PYKOBOAUTCIIA

HMcnons30BaTh COBPEMEHHBIE CpeficTBa cOopa M 0OpabOTKM KOHTPOJIBHOM
uHpOpManuu

HpI/IMeHHTB I/IH(I)OpMaI.II/IOHHO-KOMM}’HI/IKaIII/IOHHBIC TEXHOJIOTHH
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OunenuBarthb PE3YIbTAaThl B paMKaX NIOCTABJICHHBIX 3a1a4

OcymecTBIATH KOHTPOJIb HCIIOJHEHNS TIOPYYEHUN PYKOBOAMTEIIS COTPYAHUKAMU

Heo6xouMeie
3HAHUA

O6mue TpeOOBaHWUS K CpOKaM HCIONHEHHS AOKYMEHTOB M KOHTPOJIBLHBIM
(GYHKIHUSIM CITy)KOBI JOKYMEHTAIOHHOTO 00ecleueHus

IpuHuMIEL, ciocoOsl HHGOPMHUPOBaHUS COTPYAHHUKOB

DTHKa AeJOBOro o0meHus

VupasieHuecKasi CTPYKTYpa OpraHH3allii, PyKOBOACTBO OpraHU3aIlMy, oOpa3iibl
MOJIHKCEH PYKOBOJSIIIAX COTPYIHUKOB, KPYT MX IOJIHOMOYHM H OTpaHUYECHHUS 30H
UX OTBETCTBEHHOCTH

JloxanbHBEIE HOPMATHBHBIC aKThl OpraHu3aljun

Hpyrue

XapaKTEPUCTHKH

3.3.8. Tpyaosble pyHKIHH

HanmeHoBaHue

- OpraHu3anys ¥ IO/IEpXaHHue |
(GYHKIIMOHATBHOTO pabodyero NpoCTpaHCTBa Kon | C/08.6 (noxypoBens) = 6
. pUeMHO# 1 KaObUHEeTa pyKOBOAMTEIL

VpoBeHb

KBaliUKaLny

IIpouncxoxaeHue
TpyAoBOii GYHKLNH

3anuMCTBOBaHO
X

Opurunan
U3 OpUrHHaIa

Kon PernctpaunoHHEIH HOMED
opuUruHana npodeccHOHANLHOrO
cTaHaapTa

TpynoBeie
IeicTBUA

ObGecneuenue pa6oqero MECTa PYKOBOIHTEIIA HCOGXO,Z[I/IMI:IMI/I cpeacTBaMu
OpraHHBaHHOHHOﬁ TCXHHUKH, KAHNEJIAPCKUMHA NIPUHAJIE)KHOCTIMHA

Opranusaiys IpreMHON od¥ca B COOTBETCTBHH ¢ TPeOOBaHMAMK SPrOHOMHKH H
KYJIBTYPHI TPyJa

Opranuzalus 0ohOopMIIEHHS HHTEpbepa IPUEMHON PYKOBOJUTEILS

O6GopynoBanue pabodero MecTa OPITEXHHKOH, IEPCOHAIBHBIM KOMITBIOTEPOM,
BCIIOMOTATEIFHON TEXHAKOH

Oprannsaunﬂ 060pyIIOBaHI/I5[ HpHeMHOﬁ CUCTCMaMH XpaHCHHS, HEOOXOAMMEBIMH
HpI/ICHOCOﬁJIeHI/ISIMI/I, obecreyeHus KaHICJIAPCKUMH NPAHAJIC)KHOCTIMHI

Ob6ecneyenne XpaHeHUS U 3aMCHBI PACXOAHBIX MAaTepHAalIOB, IIOBCEAHEBHBIA YXO/
3a OPrTEXHHUKOH

3aka3 KaHOCIIPCKUX TOBAPOB, THTHCHUYICCKUX TOBAPOB, IIPOAYKTOB ITHTAHMA

Heobxoaumeie
YMEHUS

Co3paBath yciioBus, obecneunBaomue 3¢ heKTHBHYIO paboTy pyKOBOAMTEIS

HpI/IMeHSITB B COOTBCTCTBHH C HA3HAYCHHUEM CPEIACTBA OpFaHKSaHHOHHOﬁ TCXHHUKH,
KaHICIHIPCKUC HPUHAJIE)KHOCTH

OcHamaTs paboyee MECTO PYKOBOAHUTEI M CBOE pabodee MECTO HEOOXOIUMBIM
o0opyAOBaHHEM

OCYIIECTBIIATH 3aMEHY PACXOIHBIX MaTEPHAJIOB, YXOJ 3 OPTTEXHUKOM

KOHTpOJII/IpOBaTB COCTOJHHE M IIOIMOJHAITE 3amachkl KaHLECIAPCKHUX TOBApOB,
CPCIOCTB TUTHCHEL, IPOAYKTOB ITMTAaHHUA

Heobxoaumsie
3HAHUSA

Tpe6oBanus OXpaHbl TPyAa, IPOM3BOACTBEHHOH CaHMTapHH, IPOTHUBONOKAPHOH
3aIIUTHI

OCHOBBl IPaBHILHONW OpraHU3alliM TpPyJa H METOABl IOBBIIECHHS €rO
3¢ (HEKTUBHOCTH

OCHOBEI 3proHOMUKH oduca U (pIOpPHCTHKH

CTaHaapTel ¥ PEKOMEH/IAIMH [0 000pYI0BaHHIO OQHCHBIX IIOMEIIECHUIA

CocTaB OpraHM3allHOHHOM TEXHUKH, €€ YCTPOMCTBO U IOPS/IOK paboThl ¢ HEM




Hpyrue -

XapaKTEPUCTHKH

3.3.9. TpynoBas pynKuus

Pa3zpaboTka MoKaIbHBIX HOPMaTUBHBIX aKTOB, YpoBeHb
Haumenosanie | nerpamenTupyromux paboTy cexpeTapst Kon | C/09.6 | (momyposen) 6
KBanupuKaLun
Tpmomsente g X | Jemeronsio
Kon PerycTpaloHHEIH HOMED
OpWrHHaNa npodeccHOHaIbLHOIO
cTaHjapra
Tpynoseie Pa3paboTka JOKHOCTHOM HHCTPYKIIMH CEKpeTaps
JIEHCTBUA PazpaboTka nonoxeHus o ceKperapHate
Pa3paboTka HHCTPYKIIMH 110 JENOIMPOU3BOIACTBY
HeobxonuMeie CocTaBiarb 1 0pOPMIISITH OPraHA3aIMOHHEIE H METOAUYECKHE TOKYMEHTEI
YMEHHS PegakTHpOBATH TEKCTHI CIIY)X€OHBIX TOKYMEHTOB
PaGoraTh €O Bcell COBOKYMHOCTHIO HMH(OPMAMOHHO-IOKYMEHTAlMOHHBIX
pecypcoB OpraHu3aluu
ITonp3oBarbes 6a3aMu JAHHBIX, B TOM 49HCJIE€ YIAICHHO
Hcmonp30BaTh CIPaBOYHBIE IPABOBLIE CUCTEMBL
PaboTaTh ¢ KOMIBIOTEPOM, KaTaloraMu (arkamu) U ¢aiiiamMu, CKaHepoM
ITonp30BaThCs OQUCHBIM MAKETOM (TEKCTOBHIH peNaKToOp, TaOJIHIBI)
IMonp3oBaThes nepudepUAHBIMEA YCTPOUCTBAMHU M OPTTEXHHKOM
ITonp30BaThCS BJIEKTPOHHON MOYTOMH
TTonB30BaTECS CHCTEMAMH JJICKTPOHHOTO TIOKYMEHTO000pOTa
HeobxonymMele IIpaBoBbIE OCHOBHI YNpaBICHHS (OCHOBBI aJIMHMHHCTPATHBHOIO, TPYIOBOIO H
3HAHMS TpaXX1aHCKOT'O IpaBa)
HopmatuBHbIE IpaBOBBIE aKTBl, HOPMATHBHO-METOAUYECKHE JOKYMEHTEHI,
rOCYIapCTBEHHBIE CTAHAAPTHI, ONpPEAEISIOIMUE IMOPANAOK JOKYMCHTAIMOHHOIO
obecriedeHus ynpapJIeHUs
CIpyKTypa, pyKOBOACTBO CTPYKTYPHBIX HOJApa3€IeHHMH, 00pasiibl MOAIMCEH JIHI,
HMEIOLINX MPaBO MOIIMCAHNS U YTBEPKICHHS JOKYMEHTOB, H OTpaHHYECHHUS 30H
HX OTBETCTBEHHOCTHU
IMpaBuia JOKYMEHTAHOHHOTO 0OeCIeueHN AEATENLHOCTH OpraHu3aluy
ITopsimok paboThl ¢ JOKyMEHTAMH
TpeGoBanus, npexbsBIIEMblE K JOKYMEHTaM B COOTBETCTBHM ¢ HOPMAaTHBHBIMH
TPaBOBBIMHU aKTaMH U T'OCYJapCTBEHHEIMH CTaHIApTaMHU
[IpaBuna  COCTaBCHHs  OPraHU3ALMOHHBIX  JOKYMEHTOB  (IIOJIOXKEHUH,
HHCTPYKILHU#M, perIaMeHTOB)
Buib1 TOKyMEHTOB, X Ha3HAYCHHE
OCHOBHI IOKYMEHTHOH JIMHTBUCTHKH
TpeGoBanus oxpaHsl Tpyaa
Apyrue -
XapaKTEePUCTHKH
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3.3.10. Tpynosas dpynxkuus

Cocrasienne 1 opopMiIeHHE YpoBeHb
HaumenoBanue | yynapenyeckoif JOKyMeHTALMH Kon | C/10.6 (mozyposenn) 6
KBanuuKaumu
Toowcmene  opman X | St
Kon PeructpallioHHbI HOMED
OpHIrHHaia npodeccHOHAILHOTO
crTanzaapra

Tpynossie CocTaBieHHE IIPOEKTOB PACIOPSAMTEIBHEIX (TPUKa3bl, PpAacHOpHKEHHS) H
JIeHCTBUS HH(POPMAIIMOHHO-CTIPABOYHBIX JIOKYMEHTOB (CIIy)XeOHBIE IHCHEMa, CIIPaBKH,

JTOKJIaTHBIC U CITY)XKeOHbIe 3alIMCKH)

IeuaTs ciy»eOHBIX JOKYMEHTOB H MaTepHAJIOB

PasMHOXKEHHUE CITy)KeOHBIX JOKYMEHTOB

KOHTpOoJIb  TPOXOXIEHHsS JOKYMEHTOB B  OpraHM3amuM  (COITIACOBaHME,

HOJIMUCAHHE W YTBeP)KICHHE TOKYMEHTA)
Heo6xonumeie PemakTHPOBATH TEKCTHI CIY)KEOHBIX IOKYMEHTOB
yMeHUS IMons3oBaTecs YHUGUIEPOBAaHHBIMHE (opMaMU JOKYMEHTOB

OdopmisiTh KaccoBbie (HMHAHCOBBIE IOKYMEHTBI M JOKYMEHTHI IO YYETY

HaKJIaJJHBIX PacXxoJi0B

IleuaTaTh cy)xeOHBIE IOKYMEHTBI

IMonp30BaThes nepudeputHIMUA YCTPOUCTBAMU H OPTTEXHHUKOM

PaboTaTh ¢ KOMIIBIOTEPOM, CKAHEPOM

IMone30BaThCS OPUCHBIM AKETOM (TEKCTOBBIN peaKTop, TaOIHIB)

ITop30BaThCs SIEKTPOHHOM OYTOR

TMonp30BaThCS CHCTEMAaMH SJIEKTPOHHOTO JOKYMEHTO000pOTa

OGecrieunBaTh 6€30MACHOCTD AEATEIFHOCTH OpraHU3aLUH
Heo6xonumeie IIpaBoBbie OCHOBBI yHpapieHHs (OCHOBHI aJAMHHHCTPATHBHOIO, TPYJOBOTO U
3HAHUSA X034HCTBEHHOTO [TPaBa)

CTpyKTypa OpraHu3alldd, PyKOBOACTBO CTPYKTYPHBIX IOApa3JceHHH, 00pasibl

HOAIMCEH JIMI, MMEIOIKX TIpaBO IOANHCAHUS M YTBEPKAEHHS JOKYMEHTOB, H

 OrpaHUYEHHs 30H X OTBETCTBEHHOCTH

IIpaBuia JOKYMEHTAIIMOHHOTO 00eCIIEYEHHS IEATENILHOCTH OpraHu3aiy

ITopsimok paboOTHI ¢ JOKyMEHTaMH '

Tpebopanus, HpEIbSIBIIsIEMbIE K  JOKyMEHTam B COOTBETCTBHHU

C HOPMATHBHBIMHM TIPABOBEIMH AKTAMH H TOCYIaPCTBEHHBIMY CTAHIAPTaAMH

BBl JOKYMEHTOB, HX Ha3HAYEHHE

IIpaBuiia cornacoBaHus JIOKYMEHTOB OPTraHU3aIMK (BHYTPEHHETO U BHEIIHET0)

ITpaBuia MOAMMCAHUS U YTBEPXK/EHHS JOKYMEHTOB

[IpaBuna cocraBneHuss H  odopmieHHs  HHGOPMALMOHHO-CIIPABOYHBIX,

yIpaBJIeHYeCKHAX JOKYMEHTOB H CIIyKEOHBIX IHCEM

OCHOBBI JOKYMEHTHOI IMHTBUCTHKH

TTpaBuna pycckoro si3bIKa

TpeboBaHus OXpaHHl TPyIa
Hpyrue -

XapaKTEPUCTUKH
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3.3.11. TpynoBas pyHknns

Opranu3anus paboTs ¢ JOKYMEHTaMH B YposeHb
HaumeHoBaHHe IIPEEMHOH PyKOBOIUTEIS Kox | C/11.6 (moaypoBeHs) 6
KBaTUUKaL1K
[poucxoxaeHne 3aNMCTBOBAHO U3

- Opurunan X

TPydOBOH GyHKUUH OpHTHHaNa
Kon PeructpaulOHHEIH HOMED
OpHUrHHana npo¢eccHOHAIBHOTO
cTaHaapTa
Tpynoseie ITonydyenue, npeaBapUTEIbHOE PAacCCMOTPEHHE M COPTHPOBKA IIOCTYMAIOUIMX B
JeACTBUS HNPUEMHYIO PYKOBOJMTEIS TOKYMEHTOB
IIpoBepka KOMIUIEKTHOCTH IIOCTYNAIOMMX B INPHEMHYIO PYKOBOIUTEISA
JOKYMEHTOB
[ToaroToBka JOKYMEHTOB IJII pACCMOTPEHMS pYKOBOAUTEIIEM
Y4eT JOKYMEHTOB, IOCTYHAIONINX HA UMsI PYKOBOJUTEIS
Opranu3anus J0CTaBKH JOKYMEHTOB HCIIOJHUTEISIM
Cozpanue ¥ BejieHHe 0a3bl JaHHBIX JJOKYMEHTOB PYKOBOJIUTEIIS
Benenne uHpOpMaOHHO-CIIPaBOYHON pabOTEHI
Heobxonumeie Pa6oTtath ¢ BXOzsIel, HCXOAsIIEeN, BHYyTPEHHEH JOKYMEHTalel
yMEHUs IMone30BaThcs CHCTEMAaMH DJIEKTPOHHOTO JOKYMEHTOOOOpOTa AJI PErHCTpallvH,
KOHTPOJIS JOKYMEHTOB U MH(POPMAILIMOHHO-CIIPABOYHOM pabOTHI ¢ JOKYMEHTAMHU
[pumensaTs MHGOPMALMOHHO-KOMMYHHUKALIHOHHBIE TEXHONOTHH IS paGoTHl C
JOKYMEHTaMH
IIpuMensTH IpaBUila pyCCKOTo s3bIKa
IIpuMeHsATh HaBBIKH CKOPOCTHOI'O IIMCHMA
CoctaBiaiath U 0QOPMIIATH JTOKAIbHBIE HOPMATHBHEIE aKTHI
Heo6xoauMeie HopMaTHBHBIE NpPaBOBBIE aKTHl, HOPMATHBHO-METOAHYECKHME JIOKYMEHTHI,
3HAHUA TOCYIapCTBEHHBIE CTAHAAPTHI, ONpPEAEIIOIUE IMOPANOK JAOKYMEHTAIIMOHHOTO
obecrieueHus ynpapieHUsA
CTpyKTypa OpraHu3aIyi, pyKOBOJACTBO CTPYKTYPHBIX IOJIpa3/Ie/ICHHIA
CoBpeMeHHbIe HH(MOPMAIOHHbBIE TEXHOJIOTHH pabOTHI ¢ JIOKYMEHTAMHU
TTopsmok paboTHI ¢ JOKYMEHTaMH, CXeMBI JOKYMEHTOO60poTa
ITpaBuia paGoTHI ¢ BXOOSIMUMHY, HCXOAAIIMMY M BHYTPCHHUMH JOKYMEHTaMHU
[IpaBuia opraHu3anMy KOHTPOJ HCIIONHEHHMS AOKYMCHTOB M THIIOBBIE CPOKH
HCIIOJIHEHUA JOKYMEHTOB
[IpaBuia COCTAaBJICHHS aHAJIUTHYECKHX CIIPaBOK II0 OpraHHM3aluH paboTel C
JIOKYMEHTaMHU ¥ KOHTPOJIIO HCIIOJIHEHUS TOKYMEHTOB
[lpaBuna co3fgaHds W BeneHHs 6a3 JaHHBIX CHIYyXeOHBIX JIOKYMEHTOB B
OpraHu3aIn
CHCTeMBI 3JIEKTPOHHOTO JOKyMEHTOO00pOTa
CHcTeMBI CKOPOCTHOTO THCHEMa
TpeGoBanus oxpaHsl TpyHa
Apyrue -
XapaKTePUCTHKU

3.3.12.Tpynosas pynkuusn

OpraHu3anus XpaHeHus: JOKYMEHTOB B YposeH
Hanmerosalue | pppemuoit pyKOBOAMTEIL

Kop | C/12.6 (nomypoBeHs) 6
KBanuQpuKanuu
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IIpoucxoxnenue 3auMCcTBOBaHO
TpyAOBO# QYHKUMU Opurutian X Y3 OpUrHHana
Kon PernctpaunoHHBIH HOMED
OpHruHana npodeccruoHaNnsEHOTO
cTaHaapTa
TpynoBrie PaspaboTka pa3aenoB HOMEHKIIATYphI [ieJl OpraHu3aliy
JieiicTBUS ®opmupoBanne 1 oGopMIIEHHE A€ MOCTOSHHOTO, JOJITOBPEMEHHOTO XPaHEHH S
IToaroropka u nepegaya ien B apXUB OpraHA3aluN
Heo6xonumele Pa3zpabarpiBaTh HOMEHKIATypy /Il OpraHH3alMd C Yy4YeTOM HOPMAaTHBHO-
YMEHHUS METOJUYECKUX JOKYMEHTOB
Hcnonp30oBaTh HOMEHKJIATYpPY J€d HPU H3YYEHHH CTPYKTYphl OpraHH3aLHH,
COCTaBJICHHH OIHUCEH Aen
®opmupoBaTh U 0QOPMIATH J€Ta B COOTBEICTBHM C  YTBEPKIECHHON
HOMEHKJIATYpO# Jie]1 OpraHu3aiyu
ObecniednBaTH COXPAHHOCTh JOKYMEHTOB OpPraHU3alyuy
[Tpon3BOANTE MOATOTOBKY €N JUIS IEpefadd B apXHB
[puMeHsaTh HHPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH AA paboOTH €
JOKYMEHTaMU
Heobxonumeie HopMaTHBHBIE HpPABOBBIE aKTBl, HOPMAaTHBHO-METOAMYECKHE IOKYMEHTEL,
3HaHUA rOCYyIapCTBEHHbIE CTaHAAPTHI, OIPEACISIONHE IMOPSAOK JOKYMEHTAIHOHHOIO
obecreyeHus yrpaBieHUs
Buast HOMeHKIaryp, oOmue TpeOOBaHHS K HOMEHKIAType, METOAMKA €€
cocTaBlIeHAS 1 OpopMIIeHUS
Ilopsamox ¢opMupoBaHus ©u OQOpMICHMS Jel C YKa3aHHeM CHeHupHKY
(hopMUPOBaHUS OTJEJIBHBIX KATETOPHH AeIl
ITpaBuia XpaHeHUs A€, B TOM YHCIIE ¢ JOKYMEHTaMH OIPaHHYEHHOIO J0CTyIa
TMpaBuita BEIIa4H U UCTIONB30BAaHUS JOKYMEHTOB M3 COOPMHPOBAHHLIX A€
TpeboBauus oxpaHsl Tpyaa
[IpaBria mOArOTOBKY M HEPEAAYH JIEN B apXMB OpraHu3aluH
Hpyrue -
XapaKTEePUCTHUKH

3.3.13. TpynoBsbie pyHKIHH

ObGecneueHue pyKOBOAUTEIS Yposerb
HaumeHoBaHHe undopManmeit Kon C/13.6 (monypOoBeHb) 6
kBanupUKaLun
KIAECHUE 3auMCTBOBaHO U3
Tlponcxoxne OpuruHan X
TpyaoBoi GyHKIMH OpHruHala
Kon PerucrpauuoHHLbLi HOMEp
opHruHana 1po¢eCCHOHATIEHOTO
cTaHmapTa

Tpynoseie
JNEACTBHL

C6op u mepepaboTka uHpOPMAIMH, HEOOXOAMMOR Ul NPHHATHS OGOCHOBaHHBIX
yIpaBJIieHYECKUX PeIICHUM

IIpoBepka JOCTOBEPHOCTH, IIOJTHOTHI H HEMPOTUBOPCYMBOCTH JaHHBIX, HCKIIIOUCHHE
nyonupoBaHus HHGOpMALH

[IpenocTapicHHe NAaHHBIX B SAMHOM M YAOGHOM /IS BOCIIpHATHS (popMare

BrusiBlicHHe Hauboliee 3HAYMMEIX KPHTEPHEB CHCTEeMaTH3aluM HMHQopMalu Ui
co3manus 0a3 JaHHBIX

(I)OpMI/IpOBaHI/IC U HUCIIONb30BaHue 6a3 JAHHBIX B OpraHHu3alluu
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Heobxomumele | OcymectBisath c6op, 06paboTky u aHamu3 HHGOpPMAalWH B COOTBETCTBHH C
yMeHHS TpeOOBaHUSIMH  KPaTKOCTH, YETKOCTH  (OpMYITHPOBOK, CBOEBPEMEHHOCTH
NOCTYIUICHHUS, TOYHOCTH H JOCTOBEPHOCTH, ONTHMAJIBHOCTH CHUCTEMaTHU3allUH,
HEMpephIBHOCTH cOopa u 00paboTku HHGOpMaIUN

OcymecTBIATh PETUCTpAINIO, HAKOIUIEHHE M Iepenady, CHCTEMaTH3HpPOBAHHOE
XpaHeHHE U BbIavy HHGOpManuu B TpeGyeMoii popme

CocraBnsaTte 1 0(1)0pMJI$ITI> CBOIHEBIC, OTYETHHIC, CTATUCTHUCCKHAC NOKYMCHTHI

OcymecTBiaTe 00pabOTKYy ®  CTPYKTypHpoBamme HHQpoOpMaumu, o0pasys
UHGOPMAIHOHHEIE PECYPCHI

BBojauTh HOBEIE JAHHEIE B CHpaBO‘IHO-HH(i)OpMaHI/IOHHBIC CHCTCMEI

BBoauTte B mamsaTh KOMIIBKOTEPA 3JIEKTPOHHEIC 06pa31>1 JOKYMCHTOB

HpI/IMCHHTI:» HABBIKH CKOPOCTHOr'O ITHCEMA

ITpuMeHATE HABBIKY 3aIIMCH M pacu(pOBKU TEKCTa

Hcnonn3opaTh COBPEMCHHLIC TEXHUIECKHE CPEACTBA B obnactu CKOPOCTHOI'O ITMCbMA

IMpou3BoauTs MOMCK HHPOpPMANMH B CYHIECTBYIOMMX ©0a3ax MJaHHBIX, BECTH
HHQOPMAIIMOHHO-CIIPABOYHYI0 paboTy Ha OCHOBE pa3NUyYHBIX KoMOMHanWi
MOUCKOBBIX NPU3HAKOB

ITpumensTs HHGOPMATIOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUI

Heobxomumele  OcobeHHOCTH GOPMHPOBAHUSA BHEIIHUX M BHYTPEHHUX HHPOPMAIMOHHBIX TOTOKOB

3HAHHUA CocTaB BHENIHUX I/IH(i)OpMaI.[I/IOHHBIX IIOTOKOB

CocTtas BHYTPCHHHX I/IH(bOpMaI.II/IOHHBIX IIOTOKOB

CTpyKTypa OpraHM3aliy 1 HOPSIOK B3aHMOIEHCTBHS NMOJIpa3fAeIeHHI U CITyKO

Oco6ennoctr popMupoBaHud 06a3 JaHHBIX B OpraHH3aluy

CoBpeMeHHBIE HayYHbIE METOBI U TEXHHYECKHE CPEICTBA, CIIOCOOCTBYIOMHUE COOPY,
06paboTKe, COXpaHEeHHIO U nepeiaue HHHOPMALMOHHBIX IOTOKOB

MeTtoasl 06paboTku MHPOpPMAIMM C IPUMEHEHHEM COBPEMEHHEBIX TEXHHYECKHX
CPEeICTB KOMMYHHKAIMH ¥ CBA3H, BEIYUCIUTENBHON TEXHUKH

CucreMsl CKOPOCTHOr0 nmucbMa

OcCHOBEI TIIporpaMMHOro obecrmedeHHs H OdHCHOro oOOpyAOBaHHS B OONACcTH
CKOpPOCTHOTO ITUCHMa

TpebGoBaHus OXpaHH TpyOa

Hpyrue -

XapaKTEePUCTHKHI

3.3.14. TpynoBan ¢pyHKknud

Oprauusanus HHGOPMAUOHHOIO

. VposeHs
B3aUMOJACUCTBUA OBOJUTEIIA C
HaumenoBanue A PYKOBOZ Kox | C/14.6 (moxypoBeHs) 6
noapasaACIICHUAMHA H JOJDKHOCTHBIMHA KBaJII/I(bPIKaU;HI/I
JINIIaMHA opranmaunn
HCXOKIEHH 3aMMCTBOBAHO M3
Tlpo PIICHHE OpwuruHan X
TpynoBo# (yHKUMH OopurHHana
Kon PernctpauoHHBIH HOMED
OpHWrHHana npogeccuoHaNnsHOTO
CTaHJapTa
Tpynoseie HndopmupoBanue pabOTHHKOB OpPraHU3aIlM{ O PELICHUSX PYKOBOAUTEL]
JEeUCTBHS Oprauuzanus o6MeHa uHMOpMaIHell MEXAY MOApa3ACACHUSIMH U JOJDKHOCTHBIMH

JUIaMHi Opradiu3aliui

Omnogelenne pabOTHAKOB O NPEJCTOSAIINX MEPOIPUATHIX

Opranmauns[ BCTpEY TPYAOBOI'0 KOJIJICKTHBA C PYKOBOJACTBOM
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NHdopMupoBaHHE pPYKOBOAUTENS 00 OOpaIleHUSAX COTPYAHHKOB IO pabouuM Hu
JIUYHBIM BOIIPOCaM

Heobxoaumeie
YMEHHS

Hcmonp30BaTh COBpEMEHHBIE TEXHOJIOTHH cOopa | repenadd HHpopMaluH

OcymiecTBiaTs cO60p U nepepaboTKy HHPopMaIK, He0OXOAUMOMH 1 NEATETLHOCTH
PYKOBOIHTEIS

OC}’IIICCTBJUITI) CHCTCMATH3AHNIO IIOJIYIAaCMBIX U NICPEAaBACMBIX JaHHBIX

OcCyIecTBIATh TMPOBEPKY JOCTOBEPHOCTH, NOJHOTHI U HENPOTHBOPEYHBOCTH
JAHHBIX, HCKITIOUeHNEe AyOaupoBaHys HHpOpMaIuu

[peacTaBiaTh JaHHBIC B €AMHOM U YIOOHOM A1 BocHpusTUs popmaTte

MHOFOKpaTHO HCIIOJIB30BaTh ITOJYYECHHYIO I/IH(bOpMaI.[I/IIO, ITOCTOSIHHO OOHOBIIATH
JAHHBIC

ObecneynBaTh ONCPATHBHOCTDH I/IH(i)OpMaI.II/IOHHI:IX ITOTOKOB

Pa6oTaTte ¢ KOMIBIOTEPOM, HCIIONB30BAaTh O(PHUCHEINA MakeT (TEKCTOBEHIH pelakTop,
TaOJTUIIBT) '

Heobxoaumeie
3HAHUA

HOpMaTI/IBHLIC IIPaBOBEIE AKTHhI, HOpPMaTHUBHO-METOAUICCKUC JOKYMCHTHI,
TOCYJAapCTBCHHEIC CTaHAAPTHI B C(bepe JACATCIIBHOCTH Opranru3aliui

CTpyKTypa opraHu3anuy, pyKOBOACTBO CTPYKTYPHBIX IOZpa3/ieIeHHH, HallpaBIeHUS
JEATEILHOCTH OpraHM3allid W KOMIIETEHIMH CTPYKTYPHBIX IOApa3ficieHUd H
JOJDKHOCTHBIX JIUIY :

Knaccudukauus  ynpaeineHueckod — MHGOpMalMH, BHIBI  YIIPaBJIEHYECKOH
HHbOpManuu

®DopMEI peICTaBIeHNs YIpaBleHIeCKOH HHopManuy

HcTOYHHKY yIIpaBJieHYecKOi nHGopManuu

MeTtoauka 0T60pa HCTOYHHKOB MHPOPMAIHH

TpeGoBanusl, IPeABSBIICMBIE K YIIPAaBICHUECKOH HHGOpMalUH

TpeboBanus 0xpaHbl TpyAa

Hpyrue

XapaKTCPUCTUKU

3.4. O6o0mennan TpyxoBasi pyHKIHSA

- NUudopManMoHHO-aHATUTHYECKAS 1 v

OBEHB

- K p
HaumeHoBanMe = OpraHM3allHOHHO-aIMHHHMCTPAaTHBHASA HOMIEPIKKA on D T 6

| A€ATCIIbPHOCTH PYKOBOOMTEJISI OpraHu3aln o -

HU 6 i 3auMCTBOBAHO M3
Hponcxovncz[e ¢ 0606LIEeHHOI Opurmman X
TpyAoBO# QYHKLHH OpUTHHAJIA
Kon PernctpaunoHHBIi HOMED
opuruHana npodeccHoHaNEHOTO
cTaHzapTa

BozmoxHEIe [TomMomHUK PyKOBOAMTENSL
HAUMEHOBAHHA
JO/DKHOCTEH,
npodeccuit

TpeboBanus k
06pa30BaHHUIO U
00yUECHHIO

Bricmee o6pa3oBanne — 6akanaBpHar

AIH

Bricmee o6pazoBamnue (HenpodHiIbHOe) — 6aKalaBpHaT H AONOJHATEIBHOE
npodeccroHaIBHOE 06pa3oBaHue MO JONONHATENIBHEIM IPOPECCHOHATBHBIM
IporpamMmam pogecCHOHATBHOM MEePEeNnoAroTOBKY 110 NPOQUIIIO AEATEIBHOCTH

Tpe6opanus k onbity | He MeHee Tpex JIeT IO OpraHU3alMOHHOMY, JOKYMEHTAallHOHHOMY H
IpaKTHYeCKO paboThl| HHPOPMAIMOHHOMY O0ECTICYCHHIO AeSTCIbHOCTH PyKOBOAMTENS OpraHM3aliu
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Ocobpie yclIoBus
JIonycka K pabore

Hpyrue

XapaKTCPUCTUKH

HOHOJ’IHI/ITCIIBHLIC XapaKTCPUCTUKH

HanMeHOBaHMEe JOKyMeHTa Kon

HanmeHnoBanue 6a30BO# TpyIIIEI, JOJDKHOCTH (Tpodeccun)
WIH CIIEIHATLHOCTH

OK3

3343 AJIMHUHHUCTPATUBHBIA U UHON MCIIOJHUTEIBHBIN
CpelHETeXHUUECKUI HepcoHall

EKC - Cexperapb pyKOBOJUTEISA
OKIIJTP 26341 Cexpetapb pyKOBOIUTEIS
OKCO 7.46.03.02 | JlokymeHTOBEeICHUE U apXUBOBEJICHHE

3.4.1. TpyaoBbie pyHKIHHA

(I)OpMHPOBaHHe I/IH(i)OpMaI_lI/IOHHOFO VpoBeHb

HaumeHoBaHue | B3aMMOJICHCTBHUSA PYKOBOIUTEIS C Kox | D/01.6 (noypoBeHs) 6

OpraHusanusiMyu KBaTH(UKALKH

[Ipouncxoxaenue
TPyHoBO# GyHKUUH

X 3auMCTBOBAHO U3

Opurunan
OpUrMHaNIa

Kon PernctpaunoHHBIH HOMED
OpHWrHHana npodecCHOHaNILHOTO
CTaHIapTa

TpynoBeie

OT6Op UCTOYHUKOB HHGOPMALMH B COOTBETCTBHH C 33JaHHBIMH KPHTEPHIMH

NeHCTBUA

O6paboTka 1 MHTepIpeTanys HHGOPMAIUH I IOJTOTOBKH IIPOEKTOB PEIIEHUA

IToaroroBka 3ampocoB MO MOPYUYEHUIO PYKOBOIUTENS HA IONyYEeHHE JOKYMEHTOB H
uH(pOpMaIMH B OpraHax rocylapCTBEHHOH BIACTH U YIpPaBIICHHS, OOLIECTBEHHBIX
OPraHU3alMgAX U HOTyYCHHUE COOTBETCTBYIOMMX HH(OpMAIMK B JOKYMEHTOB

WUudopmupoBaHrne pyKOBOAUTENS O pe3yapTaTax pacCMOTPEHMs 3alpoCOB U
obpameHuit

OpraHu3anms pemieHdss BOIPOCOB, HE TPeOYyIOIMHMX HENOCPEICTBEHHOIO Y4YacTHS
PYKOBOZIUTEISA

[Moaroroeka MaTepHaioB AJIS y9acTHS PyKOBOJUTENS B paboTe pa3IMYHEIX CTPYKTYP
B COCTaB€ T[OCYJAPCTBEHHBIX W MYHHIMIAIBHBIX OpPraHOB, OOIIECTBEHHBIX
opraHu3anuii

HOI[FOTOBKa JOKYMCHTOB [IJid 3aKJIFOUCHUSA COIJIAIICHUH O COTPYAHUYIECTBE C
JCIOBBIMH ITapTHCPAMHI

HupopMupoBaH#ie IENOBHIX NapTHEPOB M 3aHHTEPECOBAHHBIX OpraHM3aluii o
PEIICHUAX PYKOBOTUTEIIS B XOZI€ BHIIONHEHHS COTIalIeHUI

HeobGxoauMeie
yMEHHS

AHaJII/ISPIpOBaTB Hu 0T6I/IpaTI: HCTOYHHUKH I/IH(I)OpMaI.II/II/I B COOTBCTCTBHUH C KPUTCPUIAMHA
TMTOJTHOTEL, IOCTOBEPHOCTH, CBOCBPEMEHHOCTH IIPECJOCTABJICHHS I/IH(bOpMaI.II/II/I

Cobupars, oOpabaTbiBaTh W aHAIU3MPOBaTh MH(OpPMANHIO B COOTBETCTBHH C
3aJaHHBIMH TPeOOBaHUIMHU

l'[epe,uaBaTL I/IHQ)OpMaI_II/IIO B CHCTCMATU3UPOBAHHOM BUJAC

OG6pabateiBaTh ¥ CTPYKTYpHpOBaTh HH(popManuio, o6pasys HHPOPMAIMOHHEIE
pecypesl
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[IpomsBoauTe NOMCK HHPOpPMANMK B CYyImECTBYIOmMX 0a3ax MaHHBIX, BECTH
UHGOPMAIIMOHHO-CIIPAaBOYHYI0 paboTy Ha OCHOBE pa3NMYHBIX KoMOMHanmi
MOMCKOBBIX IIPU3HAKOB
O6ecneunBaTh HHGOPMAIMOHHYIO 6€300aCHOCTH OpraHU3aIuU
PaboTaTh ¢ KOMIBIOTEPOM, HUCIONB30BaTh O(GHUCHBIA MakeT (TEKCTOBBIH peqaKTop,
TaOJUIIbT)

Heobxonumble = BHyTpeHHs M BHEWIHSA NONUTHKA OpraHU3aIliy

3HaHUA IMpuHUMIBI TIPEACTABUTENECTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHaX MECTHOTO
CaMOYIpaBJIeHHs, CTOPOHHHMX OPTaHH3AIMAX M HOPSAOK B3aHMOJEHCTBHS C HUMHU
ITpuHIHIEL 1 METO/BI AIMAHUCTPUPOBAHUS
Ocobernoctu GopMuUPOBaHUs BHEIHAX M BHYTPEHHUX HHGOPMALMOHHBIX OTOKOB
CTpykTypa opraHH3aliy 1 IOPAA0K B3aUMOJEHCTBHS NOpa3ieieHHl U CIyxkO0
[TpaBuia popMupoBaHus U NCHIONB30BaHMS 0a3 TaHHEIX
CoBpeMeHHEIe HAyYHBIE METOIBI H TEXHHYIECKHE CPEICTBA, CIocoOCTBYyOmueE cOopy,
006paboTKe, COXpaHeHHIO H Iepeaade nHGopManun
[TpaBuia 3amuTH KOHPUACHIIMATBHON ClIyXeOHOH HHpOpMaIH
CoBpeMenHbIe HHPOPMAIIMOHHEIE TEXHOJIOTHH

Hpyrue -

XapaKTEPUCTHKH

3.4.2. Tpynosas pynkuus

Ananu3 uHbOpPMAIH U TOATOTOBKA YposeHs
HaumeHOBaHUE | yryhopMaIMOHHO-aHATHTHIECKMX MATEPHATIOB Kon | D/02.6 (mozyposetis) 6
KBaJTMUKALIUH
Tpoocssens o X | Sumeomors
Kon PeructpaunoHHBIN HOMED
OpuruHana npo¢ecCHOHANLHOrO
cTaHzaprTa
Tpyaossie C6op, nepepaboTka ¥ aHaIM3 MHGOPMAIMH UL peUIeHHs 3a[ad, IOCTaBIEHHBIX
JeHCTBUA PYKOBOAUTENEM
IMoaroroBka HHGOPMAITMOHHO-aHATTUTUIECKIX MaTEPHAJIOB
Pa3paboTka TeMaTH4IeCKOro I1aga 0630pHOro JOKyMEHTa, TOKIaaa
Ornpenenenne kpyra OudnuorpapuaecKux HCTOYHUKOB
TTogGop HCTOYHHMKOB M JIMTEpATYpHl IO TeMe 0030pa, AOKJaja, aHAIMTHYECKOH
CIIPaBKH
Hanucanue u opopmiieHne 0630pa, 10KJIa1a, aHATUTUIECKOH CIIPaBKM
HeoGxomumble | PaspabatbiBaTh TeMaTHuecKHi IaH 0030pa, JOKJIA/a, aHATHTHICCKON CIIPaBKU
YMEHHUS O60CHOBBIBAaTh AKTYalbHOCTh MPOGJIeMBI, KOTOPYIO MPEICTOUT OCBETHTH B 0030pe,

JOKJIane, CripaBKe

ITonp3oBaThCs I/IH(i)OpMaIII/IOHHBIMI/I pecypcaMu U CUCTEMaTH3UPOBATh I/IH(bOpMaI.II/IIO
110 3aJaHHBIM KPUTCPHUIAM

HuTepnpeTupoBarh  NOIy4YEHHBIE HX B

CHCTCMATHU3HNPOBAHHOM BHUIEC

JAaHHBIC 41 NNpEACTABIATE

OHpe,Z[eJUITB Kpyr HCTOYHHKOB H JIMTEPATYPHI, H606XOlII/IMI>IX 11 IMOATOTOBKH
I/IH(bOpMaI.II/IOHHO-aHaJ'II/ITI/I"ICCKI/IX MaTCpUHAIOB

Hanarats Matcpuai B JIOTHYECKOH HOCIeA0BATCILHOCTH

HpOI/I3BOIIPITI: AHaJIN3 U OHCHKY U3JIOKEHHOI'0O MaTcpualia

O(bOpMJISITL TEKCT B COOTBETCTBYIOIIIEM CTHJIE

PeakTupoBaTh TEKCT JOKYMEHTOB
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®opMynHpoBaTh BEIBOJIBI H peKOMEHIANN

OcymecTBIATh aBTOMATHU3AlMIO IpOmeccOB cOopa, XpaHCHHS H  BHIJAYM
uHpopmaiu

ITonr3oBaThcs  YCTPOWCTBAMH  aBTOMATH3MPOBAHHOM 0OpabOTKH  TEKCTOBOI
uH(popMaIu u GOTOHAOOPHBEIMH YCTPOHCTBAMU

HpI/IMeHSITI: BBIYHCIIUTCIIBHYIO TCXHHKY H I/IH(bOpMaIII/IOHHBIe TCXHOJIOTHUU AJIA
SKOHOMHYHOH U paHPIOHaHBHOi/'I OpraHu3alnyu I/IHq)OpMaHI/IOHHHX IIPOIECCOB,
MIOBEIIIEHHS BX THOKOCTH 1 JUHAMHAYHOCTH

[TpoBOIUTh peakKTUPOBaHKE TEKCTA, AHAIU3 M OLEHKY BBIBOJIOB M PEKOMEHIAITHIA

HpI/IMeHSITB OCHOBBEI IICHXOJIOTHH ACJIOBOI'O O6IJICHI/I$I

Heobxomumble ~ HopMaTWBHEIE npaBOBBIE  aKThl, HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI,
3HAHUS rOCy/IapCcTBEHHbIE CTaHIAPTHL B chepe AesTeIbHOCTH OpraHu3aIiH
CrpykTypa opranusanuy, pyKOBOACTBO CTPYKTYPHBIX IIOZIpa3e/IeHUH, HallpaBIeHUs
JEATENbHOCTH OpraHM3allid M KOMIIETEHIIMHM CTPYKTYPHBIX MOJApa3JeNeHuil u
JOJDKHOCTHBIX JIAILL
Knaccudukanuss  ympaBineHdeckod  uHGOpMaLUH, BHIBl  YIPaBICHYECKON
uHGOpPMaIHH
@opMsl IpecTaBIeHNs yIipaBlieH4ecKoi nHpopManuu
Hctounwku ympaBieH4Yeckoi uHpopManmu, MeTtoguka oTOOpa HCTOYHHUKOB
uHGOpMaHu
TpeGoBanus, npepsIBIIEMBIE K YIIPaBICHUECKOH HHPOpMaUu
OcoGeHHOCTH pedepupoBaHHs HHpOpMamuH, crenuduka odoOpMIEHHS U
COCTABJICHHS aHHOTaNMi, pedepaToB, 0630poB, JOKIAIOB
OCHOBHI HAIIHCAHMA pedeii U TOKIaJ0B PYKOBOAUTEIS
Kateropum cirymareneii (4utareneii), Ha KOTOpBEIX OyJeT pacCUMTaH JaHHBIH 0630,
JTOKJIa]
Meroapl 06paboTku MHPOpPMANMK C TPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHX
CpeACTB KOMMYHHUKALWM H CBS3H, BEIYUCIUTENHHON TEXHHKH
Crpykrypa HHGOPMAIMOHHBIX M3[JaHUH B 3aBUCHMOCTH OT XapaKkTepa HHGopMauu
¥ 1IeJIEBOro Ha3HaYeHU HHGOPMAIIMOHHBIX U3JaHU)
CoBpemeHHEIE cpeJcTBa cOopa, 06pabOTKH, cHCTeMaTH3aluH HHPOpMaIUU
Hcrounnky wHGOpPMAIHMH: KaTalord OMONHMOTEK, XKYPHAIOB, IOMCKOBBIE CHCTEMBI
MH(POPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH «VHTepHET», 3IeKTpOHHBIE 6a3bl
JaHHBIX
DOyHKIHOHATbHOE Ha3HaueHue o03opa (Ombmuorpaduueckoro, pedepaTuBHOrO,
AQHAIMTUYECKOT0) KaK CPeJACTBA OPHEHTAMH YHUTATEeNS B JOKYMEHTAJIBHOM HIIH
HHPOPMAIIMOHHOM IIOTOKE
OcobeHHOCTH OOIIEHAaYYHO# U mparMaTu4eckoil QyHKImu 0630poB
INpaBuna paboTHI ¢ BHEIMIHAMHU HOCUTEISIMH HH(OpPMauu
Ionstre u cnenuduka 6ubmMorpaduyeckoro, pedepaTHBHOrO U aHATHTHYECKOTO
HHGOPMAIMOHHOTO U3AAHUS
CupaBoYHEIE IPABOBHIE CHCTEMBI
Hpyrue -
XapaKTePUCTHKH

3.4.3. Tpynosasa pyHxuus

HaumeHoBaHue

Opranu3anys JeJI0BEIX KOHTAKTOB YposeHb
IMPOTOKOJBHBIX MEPOIPHATHIHA

Kon | D/03.6 (nonyposers) | 6
KBaNUUKaLUH




ITpoucxoxaeHue
TpyHOBO# GYHKIMK
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X 3anMCTBOBAHO U3
OpHMTMHANa

Opwurunan

Kon PeructpaunonHslil Homep :
OpHUryHana npodeccHOHaNBHOr0
cTaHaapTa
TpynoBrsie Opraumzanus ¥ IUTAaHUPOBAaHHE JENOBBIX KOHTAKTOB, BCTped M IIOE3/I0K
nencTBUs pyKOBOAUTEINSA
Opranm3anus  3aceJaHWid, COBEIIAaHMA W  MEpPONPHUATHH, IPOBOJUMBIX
PYKOBOJIUTENIEM
IToxroToBka MaTepHalioB AJis COBEIAHMI, BeIeHHE B 0QOpMIIEHHE TPOTOKOJIOB
IToxroroBka npe3eHTanui 110 YKa3aHUIO PYKOBOAUTEIS
[ToaroToBka ¥ npoBeaeHue Npecc-KoH(EpeHINH PyKOBOAUTEIS
Opranusanus TeperoBopoB, oOeclieyeHHe YJacCTHHKOB HHGPOPMAIIMOHHBIMHA
MaTepraiaMH, BeJICHUE 3aKceil IeperoBopos
Heo6xomumbie | CoCTaBIIATE IUIAH MOE3AKH PYKOBOIUTEIS
YMEHHS OdopMiaTs JOKYMEHTH, HeOOXOAMMBIE JUIs J€JNOBOM IOE3JKH, KOMAaHAUPOBKHU
PYKOBOAUTEIS
CoctaBiaTe 1 0hOPMIISTH NMPOTOKONBI COBEIIAHMMA, 3acefaHHil U KOH(EpPEeHTHHIX
MEPONPHATHIA, TOTOBUTH CIHHCOK YYaCTHHKOB, HOBECTKY J[HS, SBOYHBIE JHCTHI U
MPOEKTHI HTOTOBBIX JOKYMEHTOB
CocTaByATh MpecC-peIU3bl
BecTr nneperoBopk! ¢ napTHEpaMu
PaboTaTh B pexuMe MHOT033aJaYHOCTH
PaGorats ¢ 6ompmuM 06peMOM HHGOPMALIHH
Co3aaBaTh U HOIEPXKUBATE MOJOXKATEIHHBIA MMHADK OPraHN3allMy U PyKOBOAMTENS
Hcnonp308aTh BEMHCIMTEBHYIO TEXHHKY H HHPOPMAIIHOHHO-KOMMYHUKAI[MOHHbIE
TEXHONIOTHH i1 0ojilee SKOHOMHYHOM W  pallMOHAIBHOM  OpraHu3alnuu
HH(POPMAIIMOHHBIX NPOIECCOB, MOBBIIEHUS UX TMOKOCTH M JUHAMUYHOCTH
O6ecneunBaTh HHHOPMAITMOHHYIO 6€30I1aCHOCTh OpPraHU3alyu
Heobxomumele | HopMmaTuBHBIE TpaBOBBIE  aKThl, HOPMAaTHBHO-METOJUYECKHE  JIOKYMEHTHI,
3HAHHS rOCYyIapCTBEHHBIE CTAHAAPTHL B cepe AesATeTbHOCTH OpraHu3aliy
CTpykTypa OpraHu3alid¥, PyKOBOASIIMA COCTaB OpraHM3allMM U IOAPa3/icIeHHI,
HaNpaBJICHUS JEATEIHHOCTH OpraHM3allid M  KOMIIETEHLIHH CTPYKTYPHBIX
MOJIpa3ICIICHUH ¥ JODKHOCTHBIX JIUIL
ITcuxoorust JeIOBOro o0IIeHHs, OCHOBHI KOH(IMKTOJIOTHH
IIpaBuiia npoBeieHHs AETOBEIX IEPETOBOPOB M IPOTOKONBHBIX MEPOIIPHUSITHIA
DTHKET ¥ OCHOBBI MEXJYHAPOAHOI'O IPOKOJIa
[IpaBmia coctaryieHus ¥ 0GOPMIICHHUS TOKYMEHTOB
TlpaBuiia 3amuTel KOHOUICHIHATBHOH CiTy)keOHOM HHpOpMaIHH
NHdopMaImOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
HApyrue -
XapaKTEPUCTHKH

3.4.4. TpynoBas dpynkuns

HauMenoBanue

OpraHu3anus UCIIOTHEHHUS pellleHUui

PYKOBOJHUTEISA

Kon

D/04.6

VpoBeHb
(nooypoBEHB) 6
KBaJMuKanum




ITpoucxoxneHue
TPYHAOBOH GyHKUHU
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X 3anMCTBOBAHO H3

OpuruHan
OpUTHHaNa

Kon PeructpaunoHHbIH HOMED
OpHrHHanNa npodecCHOHANBLHOTO
CTaHAapTa

Tpynoseie
JOeicTBUA

I[OKYMCHTEU'IBHOC O(bOpMJICHI/IC pemeHnﬁ PYKOBOJHUTENA, JOBCACHHUE O CBCIACHUA
pa60THPIKOB Opra”in3anuy yCTHBIX paClIOpSDKeHI/Iﬁ PYKOBOIHUTCIIA

KOOpZ[I/IHaI.II/IH ACATCIIBHOCTH 110 HCIIOTHCHHUIO peIIIeHI/II‘/’I PYKOBOJHUTEIIA

KoHTpons ucnonaenus pemeHuil pyKoBOAUTEIS

[loaroroBka 0T4ETOB O BHIIOJHEHHUH MOPYUYECHHUH U pelIeHHH pyKOBOAUTEILS

Heobxoaumeie
YMEHHS

CocraBnath 1 0QOPMIIATE AOKYMEHTHI, COAEPXKAINNE MOPYYSHUS U PACHOPSHKEHUS
PYKOBOAUTEIIS

Bectn ydeT mnopydeHuit pyKOBOOUTENSA, TPeOYIOIMUX KOHTPOJIS IO CYIIECTBY
peleHus Bonpoca

HpI/IHI/IMaTB PEUICHUA B IPOLCCCE pa6OTBI

HpOI/ISBOJII/ITb aHaJIN3 UCIOJHUTEIBCKON TUCITATUINHEL

CocTaBiaaTh AHAIUTHYECKHE OTYETHl W CHpPABKH II0 pe3yJIbTaTaM HCIIOIHEHUS
THOPYYEHHI H PacIoOpsDKEHUI pYKOBOIHUTEIS

ITons3oBaThCs cCTEMaM# QJCKTPOHHOI'O L[OKyMCHTOO60pOTa

HpI’IMeHSITB BBIYHUCIIUTCIIBHYIO TCXHHUKY H I/IH(bOpMaI_lI/IOHHO-KOMMYHI/IKaHI/IOHHBIe
TEXHOJIOTHH ISl SKOHOMHUYHOU U paHHOHaHLHOﬁ OopraHun3anvn HH(I)OpMaHI/IOHHHX
IIPpONECCCOB, MOBBINICHUSA UX THOKOCTH B JHHAMHUYHOCTH

O6ecneunBaTh 6€30MaCHOCTD AESATEIHLHOCTH OpraHn3anyn

HeobxoauMeie
3HAHUA

HOpMaTI/IBHHC IpaBOBLIE AKTEI, HOPMaTAUBHO-METOOUYCCKHUC JAOKYMCHTHI,
roCyqapCTBCHHEIC CTAHOAPTEL B cq)epe HEATCIIBHOCTH OpraHru3allui

CTpyKTypa OpraHu3aluy, pyKOBOICTBO CTPYKTYPHBIX ITOJpa3/ic/ICHUH, HallpaBIeHHs
JIEATEIHHOCTH OpPraHM3aldd W KOMIICTECHIMH CTPYKTYPHBIX IIOJAPa3felCHUH H
JOJDKHOCTHBIX JIMIT

ITpaBuiia mpoBexeHUS KOHTPOJIA NCIIOJIHEHHS MOPYYE€HHH PYKOBOJUTESA

TexHomorus BeieHNs KOHTPOJIS MCIIOTHEHNS MOPYICHUH PYKOBOIUTEIS

CucTeMsl 3JIEKTPOHHOTO JJOKYMEHTO000pOTa, 6a3hl JaHHBIX

TpeGoranus oxpaHsl Tpyaa

Hpyrue

XapaKTepPUCTHKH

IV. CBenennsi 00 opraHu3anusx — pa3padoT4nkax npogeccHoHaJbHOr0 CTaHAAPTA

4.1. OTBEeTCTBEHHAN OPraHu3aNHs-pa3padoTYHK

MockBBI

HIT «HanuoHanbHas acconyanys OQUCHBIX CIIEMHATICTOR U AIMUHUCTPATUBHBIX paOOTHHKOBY, FOPO

Jupekrop

XmocHeBa Jlronmuna [lerpoBHa

4.2. HaumMeHOBaHHS OPraHU3aNHi-pa3padoTIYHKOB

00O «llentp 3Kkcneptussl U ceprudukanumny», ropog Mocksa

®I'BOY BO «PoccHiickuii FOCyAapCTBEHHBIM I'YMaHUTApHBIA YHHBEPCUTETY», ropoa Mockea

®I'BIIOY «Komnemx MUJT Poccumn», ropog Mocksa

BIWIN -

ITAO «MockoBcKas 00beqMHEHHAS SHEpreTHIecKas KOMIaHus», ropof Mocksa
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1 O6mepoccuiickuii KnaccupukaTop 3aHATHIA.

2 O61epoccHitCKHMii KTacCU(UKATOP BUAOB SKOHOMUYECKOH NeATETbHOCTH.

3 O6mepoccuiickuii knaccudukatop npodeccuii pabounx, AODKHOCTER CllyKalMX U TapU(HBIX paspAnoB.
* Enunpiit kKBanH@UKaMOHHEIA CIPABOYHMK JOKHOCTEHN PYKOBOAHTEEH, CIELHMAIUCTOB M CyXallHUX.

5 O6mepoccHiicKuii KaccugUKaTOp creunansHocTeil Mo 06pa3oBaHHIo.



