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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

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

MWHUCTEPCTBO TPYAA U COLMAIIbHON 3ALLUTLI POCCUNCKOW ®EQEPALIUA

NMPUKA3
oT 6 mas 2015 . N 276H

OB YTBEPXXOAEHUMN NPO®PECCUOHAIIbHOIO CTAHOAPTA
"CNELUUAITNCT NO OPrFAHU3ALIMOHHOMY N NOKYMEHTALUWOHHOMY
OBECIMNEYEHMIO YNPABJIEHUA OPIAHU3ALIMEN™

B cootBeTcTtBUM € nyHKTOM 16 [NpaBun paspaboTku, yTBEPXOEHUS W NPUMEHEHUS NPOdECCUOHANbHbLIX
CTaHOapToB, YTBEPXKAEHHbIX NocTaHoBNeHueM lpaButenbctBa Poccurickon ®epepaunmm ot 22 aHeapsa 2013 r. N
23 (Cobpanue 3akoHogaTtenbctBa Poccuickon ®epepaummn, 2013, N 4, ct. 293; 2014, N 39, c1. 5266),
nprKasbIBalo:

YTBEpOAUTb Mpunaraembin  npodeccuoHanbHbIiM - cTaHgapT  "CneunanucT N0 OpraHM3auuoHHOMY U
OOKYMEHTaLUMOHHOMY obecneyeHnto ynpasneHnss opraHusaumen”.

MwuHuncTp
M.A.TOMUITNH

YTBepxaeH

npukasom MuHucTepcTBa Tpyaa
1 coumansbHOM 3alnTbl
Poccuiickon ®eaepaunn

oT 6 masa 2015 . N 276H

NMPO®ECCUOHANbHbIA CTAHOAPT
CMEUMAIINCT

no oOPrAHU3ALIMOHHOMY U AOKYMEHTALUMOHHOMY OBECIMNEYEHUIO
YNPABJIEHUA OPTAHU3ALUMEN

447
PernctpaunoHHbIN
HoMeEp
|. Obwue cBegeHus
OpraHusaumoHHoe 1 JOKYMEHTAUMOHHOE obecneyeHne ynpaBneHus opraHm3aumnsmm 07.002
ntobbIX OpraHM3auNoOHHO-NPaBOBbLIX hOPM
(HaMmeHoBaHwWe Buaa npoeccuoHansHOM AeATeNsHOCTM) Ko
OcHoBHas uenb Buga npodeccuoHanbHon AeATeNbHOCTH:
www.consultant.ru CrpaHvua 2 u3 41
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

Peanusaunsa oGecneunBaowyx yHKUNUIA yipaBrieHns opraHusaumneii; BHegpeHue mnyywmx TeEXHUYECKUX
pa3paboToK N HOBEWMLLNX TEXHOSIOMI B 0GecneyeHne ynpaBneHust opraHusaumen

pynna 3aHATUR:

2432 bubnuoTekapu, bubnmorpadesl, 3431 AOMUHNCTPATMBHO-YNpaBrieHYeCKn
OOKYMeHTOBeAbl U cneunanucTbl 1 nepcoHan
poACTBEHHbIX Npodeccui
4222 Cnyxaliue, 3aHsTble MPUEMOM U - -
MHOOPMNPOBAHMEM NOCETUTENEN
(kog OK3 (HaumeHoBaHue) (kog OK3) (HaumeHoBaHue)
<1>)

OTHeceHue K BMaaM 3KOHOMUYECKOWN AeATENbHOCTHU:

82.1 [eaTenbHOCTb aAMUHUCTPATUBHO-XO3SIMCTBEHHAsA M BCNOMOraTesnbHas OesaTenbHOCTb No
obecneyeHnto OyHKLMOHNPOBAHMS OpraHM3aumm
82.3 HdeaTensHOCTb NO OpraHmM3aumm KOHMEepeHLUni 1 BbICTaBOK
(kog OKB3[ (HaumeHoBaHVe BMAA 9KOHOMUYECKON AeATENBHOCTH)
<2>)

II. OnncaHne TpyaoBbIX OYHKUUIA, BXOOALLMX
B NpodeccroHanbHbli cTaHaapT (hyHKUMoHanbHasa kapta suaa

npodeccuoHansHon OeATensHOCTM)

O0606LLEeHHbIE TPYAOBbIE PYHKLMM Tpyoosble yHKLUN
Kog HanMeHoBaHue YPOBEHb HanMeHoBaHue Koa YPOBEHb
KBanudum (nogypoBeHb)
Kaumm KBanudukaumm
A OpraHusaumoHHoe 3 Mprvem n pacnpegeneHve A/01.3 3
obecneyeHne TenegOoHHbIX 3BOHKOB
OeATENbHOCTH opraHusaumm
opraHusaumm
OpraHusaumst paboTbl ¢ A/02.3 3
noceTUTENsIMM OpraHn3aLmm
BbinonHeHne KOOpAMHUPYIOLLUX U A/03.3 3
obecneunBaroLLmx MYHKLMNA
B [okymeHTaumnoHHoe 5 OpraHusaumst paboTbl ¢ B/01.4 5
obecneyeHne OOKYMeHTaMu
OeATENbHOCTH
opraHusauumn OpraHu3aums TekyLlero xpaHeHus B/02.4 5
OOKYMEHTOB
OpraHusaunsi 0bpaboTku gen ons B/03.4 5
nocneaywLwero XxpaHeHuns

HafexXXHaa nNpaBoBad noaAepXXkKa
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

C OpraHnsaumoHHoe, 6
OOKYMEHTaLNOHHOE 1
WH(hopMaLMoHHOEe
obecneyeHune
NesTenbHOCTH
pykoBoauTens
opraHmsaumm

Oka3aHue NoMoLLM PYKOBOAUTENHO
B NNiaHMpoBaHun paboyero
BPEMEHMU

C/01.6

MnaHupoBaHune paboyero AHs
cekpeTapsi

C/02.6

OpraHusaums TenedoHHbIX
neperoBopoB PYKOBOANUTENS

C/03.6

OpraHusaumsi KoMaHANPOBOK
pykoBoauTens

C/04.6

OpraHusaums paboTbl €
nocetTntTenamMmn B I'IpI/IeMHOI7I
pykosBoauTtens

C/05.6

OpraHusaums noaroToBKM,
npoBegeHns 1 06cnyxmBaHms
KOHPEPEHTHbLIX MEPONPUATUI

C/06.6

OpraHusaumsi UICMoNHEHUS
peLLEeHNiA, OCyLLECTBIEHNE
KOHTPOISI UCMOJTHEHUSI MOPYYEHNI
pykoBoauTens

C/07.6

OpraHusauus n nogaepxxaHue
dyHKLMOHanbHOro paboyero
NpOCTPaHCTBa NPUEMHOWN 1
kabuHeTa pykoBoaMTENS

C/08.6

Pa3paboTka nokanbHbIX
HOpPMAaTMBHbIX aKTOB,
pernaMmeHTupyowmnx paboty
cekpeTtaps

C/09.6

CoctaBneHune n opopmneHune
yrpaBneH4YeCcKon JOKYMEHTaLMm

C/10.6

OpraHusaumst paboTbl ¢
[AOKYMEHTaMu B NpUeMHO
pykoBoauTens

C/11.6

OpraHu3aums xpaHeHus
OOKYMEHTOB B NPUEMHON
pykoBoauTens

C/12.6

O6GecneyeHne pykoBoauTens
MHdOopMaLnen

C/13.6

OpraHuzaumsi MHPOPMAaLUOHHOTO
B3aMMOJENCTBUS PYKOBOAMTENS C
nogpasaeneHnaMu u
[OIMKHOCTHLIMY NLLAMM
opraHusauumu

C/14.6

D WHpopmaLmoHHo-aHan 6

dopMunpoBaHue

D/01.6

HafexXXHaa nNpaBoBad noaAepXXkKa
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[lokyMeHT npefoctasneH KoHcynbTaHTloc

[aTta coxpaHerus: 05.11.2019

uTMYeckas u
opraHu3aLMoHHO-aaMM
HUCTPaTUBHas
noaaepxka
AesATenbHOCTH
pykoBoauTens
opraHusaumm

MHOPMAaLIMOHHOTO
B3aVMMOJENCTBUS PYKOBOAMTENS C
opraHusaumaMm

AHanua nigopmauum n
noAaroToBKa
MHOPMALMOHHO-aHaNUTUYECKNX
maTepuanos

D/02.6 6

OpraHusaumns AenoBbIX KOHTaKTOB
1 MPOTOKOMNBHBIX MEPONPUATUIA

D/03.6 6

OpraHusaumst NCMOSTHEHUS
peLLeHunii pykoBoaMTEnNs

D/04.6 6

[ll. XapakTepuctnka 06006LEeHHbIX TPYAOBbLIX OYHKLNIA

3.1. O60o6LeHHasn TpyaoBas hyHKUMS

OpraHusaunoHHoe obecrneyeHne OeaTenbHOCTH YpoBeHb
HanmeHoBaHue Kopn A

opraHusaumm KBanMdukaumm
MponcxoxaeHne

P kne . 3amMmcTBOBaHO 13
0606LLEeHHON TpyaoBON OpurvHan X
opurnHana
dyHKUUK
Ko PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Bo3moXxHble HanMeHoBaHUs
JormKHoCcTen, npodeccumn

CekpeTapb-agMUHUCTPATOP

TpeboBaHus kK
06pa3zoBaHuio 1 00y4YeHUI0

CpegHee obuee obpasoBaHue
MpodeccunoHanbHoe 06y4eHne - NporpaMmMbl NPOGECCUOHANBHON NOAFOTOBKM
no npodeccusiMm paboumx, AOMKHOCTAM CryXallmX, Nporpammsi
nepenoaroToBKM pabounx, cryxalumx, NporpamMmmbl NOBbILLEHMWS
KBanmdmkauum paboumx, criykawmx

TpeboBaHus Kk onbITy -
npakTuyeckon paboThbl

Ocobble ycrnoBus gonycka
K pabote

Ipyrve xapaKkTepucTuku

JlononHuTenbHble XapakTepUcTUKn

HanmeHoBaHMe gokymeHTa

Kopg,

HanmeHoBaHue 6a3oBon rpynnbl, 4OMMKHOCTM (Npodeccun)

HafexXXHaa nNpaBoBad noaAepXXkKa
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepoctaBneH KoHcynbTaHTriioc

[aTta coxpaHerus: 05.11.2019

OpraHn3alnOHHOMY ...
Unu cneunanbHoCTn
OK3 4222 Cnyxaliue, 3aHATblE MPUEMOM N MHPOPMUPOBAHMNEM
nocetutenen
OKCO <3> 032001 [lokymeHTOBEAEHNE N JOKYMEHTaUMOHHOE obecnedeHne
yrnpaBneHus
3.1.1. TpynoBas yHKUNA
Mpuem 1 pacnpegeneHne TenedoHHbIX YpoBeHb
HanmeHoBaHue 3BOHKOB OpraHmsaumm Kopn A/01.3 |(nogypoBeHb) 3
KBanudukaumum
MpouncxoxneHne 3anmMmcTBOBaHO U3
P A OpurnHan X
TPYAOBOMN DYHKLUM opuruHana
Kopg PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpWJ,OBbIe nencTeums I'IepeHanpaBneHMe TeJ'Ie(bOHHbIX 3BOHKOB  pPYyKOBOACTBY W  COTpyOHWKaM
OopraHmn3auunm

Peructpauuna noctynaroLwmx TeneOoHHbIX 3BOHKOB

MonyyeHne Heobxoammow uWHpOpMauum U nepedada CaHKLMOHUPOBaHHOM
WHopmauum rno tenedoHy

Heobxoaumble YMeHUuaA Mcnonb3oBaTtb TexHUYecKkne u nporpaMmmMmHbie cpeactea Anda npoBeaeHuA
rosiocoBOM NNK BMﬂ,eO-KOH(bepeHU,-CBFIEWI

Mcnoneb3oBatb cpeAcTBa KOMMYHWUKALMOHHOW OPITEXHWKU ANs MOMyYeHus W
nepegayv nHgopmauum

Bect  y4yeTHble  peructpauMoHHble  OpMbl,  WUCMOMb30BaTb WX  ANis
MHopMaLNOHHOM paboTbl

YcTaHaBnuMBaTh KOHTaKT ¢ cobeceaHNKOM, NoaaepXmBaTh U pa3BuBaTh OEnoByio
Beceay B npouecce TenegoHHbIX NeperoBopos

CrnaxuBaTb KOH(*)J'IMKTHbIe n CITOXHble cutyauumn MEXIMNYHOCTHOIo
B3aUMOAENCTBUSA

CobntogaTb Cny>xebHbI 3TUKET

Heobxoaumble 3HaHUS <DyHKLl,I/II/I, 3ajadn, CTpykTypa opraHnsauumm, ee CB4A3n

lMpaBuna B3anMMOAENCTBUA C NapTHepamu, KNneHTamu, cpefctBamMu MaccOBOM
WHpopmaLmm

3OTuka genosoro obueHns

www.consultant.ru CrpaHuua 6 u3 41
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepoctaBneH KoHcynbTaHTriioc

[aTta coxpaHerus: 05.11.2019

OpraHn3alnOHHOMY ...

lMpaBuna peyeBoro aTnketa

TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHGUOEHUMANLHOM cnyxebHon nHopmaumnm
Apyrve -
XapakTepucTuKm

3.1.2. Tpynoas dyHKUMA

OpraHusauus paboTbl ¢ noceTUTeENsiMm YpoBeHb
HanmeHoBaHne |opraHmsaumm Kog A/02.3 |(nogypoBeHb) 3
KBanudmnkaumm

MpouncxoxaeHne 3aumcTBOBaHO U3
9 OpwurunHan X
TPYZOBOW PyHKLMK opvrnHana

Kon PerncrpaunoHHbIn
opurMHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Tpynosble AencTBuA Bctpeya nocetutenen, nonyvyeHve nepBuMYHOM MHAOPMAaLUU O MOCETUTENSX U
MOMOLLIb B OpraHu3auum nx npnema pykosogurtenem n coTpyaHUKamm

BeaeHune XypHana 3annucu noceTuTenemn

Y4yeT nocetuTenen n opopmneHune nponyckos

CopeicTBre onepaTBHOMY PacCMOTPEHUIO MPOCLO 1 NpeasioXeHuii noceTuTenen

MpueM ¥ nepegava [OKYMEHTOB MOCETUTENEN PYKOBOACTBY W COTPYOHMKaM
opraHu3aumu

OpraHu3zauust 1 6poHMpoBaHWe NeperoBopHbIX KOMHAT

CepBupoBka YanHoro (kogenHoro) crtona B ocuce

MpurotoBneHne HaNUTKOB (4an, kode, NpoxnaguTenbHble HAaNUTKK)

Heobxogumble ymeHus | ObwaTbecst ¢ NOCETUTENAMM

Wcnonb3oBaTb YCTaHOBIEHHblE NpaBuna M npoueaypbl KOMMYHUKAUMW BHYTPU
opraHu3aLmm

Bectn YYeTHbIE (bOprI, ncnonb3oBaTb X Ana pa6OTbI

CospgaBatb NONOXUTENbHbIA UMUK OpraHn3aLmm

MpuHMMaTL Mepbl MO pa3peLleHnto KOHQIUKTHBIX CUTYaLMi

MpyMeHsTb MHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMUK

www.consultant.ru CrpaHuua 7 u3 41
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

O6ecneunBaTb KOHMUAEHUMANBHOCTb MHOPMaLU

Heobxogumble 3HaHusa | MpaBuna opraHusalmm npuema nocetTutenemn

MpaBuna genoBoro o6LeHNs

CTpykTypa opraHmsauum u pacnpegeneHve GQyHKUMA Mexay CTPYKTYPHbIMU
noapasaeneHnsMu 1 cneumanmcTamm

MpaBuna opraHMsaummn NpMeMoB B odnce

MpaBuna cepBMPOBKN YanHOro (KOYEenHOro) ctona

I'Ipanu'la NPUroToBNeEHNA N Nnogayvym ropAa4mx HarnMTKOB U 3aKyCOK K HUM

3OTnka genosoro obLeHus

I'Ipanu'la pe4yeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3alwmTbl KOHPUAEHUMANBLHOW CNYXeOHO MHopMaLnn

Opyrve -
XapaKTepUCTUKN

3.1.3. TpynoBas dyHKUuA

BbinonHeHne KOOPAVHMPYIOLWNX U YpoBeHb
HanmeHoBaHne |obGecneumBaonx pyHKLMIA Kog A/03.3 |(nogypoBeHb) 3
KBarnudunkaumm

MpouncxoxaeHue 3anmMcTBOBaHO U3
° OpvirnHan X
TPYAOBOM OYHKLUM opuruHana

Kopg PernctpaunoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuA BegeHnue xypHana pasbe3goB paboTHMKOB OpraHu3aumm

KoopauHaums paboTbl KypbepoB U BoAUTENE opraHv3aumnm

BeneHue xypHana pasbesfioB KypbepoB opraHvM3aLui U MapLLpyToB BoAUTENe

CocTaBrieHne cnpaBku O pasbe3gax paboTHMKOB, KypbepoB W  MapLupyTax
BOAWTENeE opraHnsaumm

Heobxogumble ymeHus | CoCcTaBnATb U BECTU YYETHbIE AOKYMEHThI

MpUMeHsATL cpeacTBa KOMMYHUKALUMKW AN nepeaadn nopyyeHuini pykoBoanTens u
COTPYAHUKOB OpraHusauum
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

MpUMeHsITL COBpeMeHHbIe cpecTBa cbopa, 06paboTkv 1 Nnepegayn MHpopmaumm

OueHunBatb pes3ynbTaThbl B paMKaX NocTtaBlieHHbIX 3agad

OcyLecTBsATb KOHTPOMb UCMOSTHEHUSI MOPYYEHUIN PYKOBOAUTENS COTPYAHMKaMMU

Heobxogumble 3HaHua |[paBuna pedyeBoro aTukeTa

3OTuka genosoro obLeHus

TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHGUOEHUMANLHOM cnyxebHon nHopmaumnm

CTpykTypa opraHusaummM u pacnpegeneHve QyHKUMA Mexay CTPYKTYPHbIMM
nogpasaeneHusiMm 1 cnewmanucTamu

Hpyrne -
XapakTepuCcTUKM

3.2. O606LeHHasn TpyaoBas hyHKUMS

[okymeHTaunoHHoe obecneveHne OeaTeNbHOCTH YpoBeHb
HanmeHoBaHue Kopn B

opraHusaumm KBanMdukaumm
lNpouncxoxaeHue

P kne . 3amMmcTBOBaHO 13
0606LLEeHHON TpyaoBON OpuruHan X
opuruHana
PYHKLMN
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3MoHble HanMeHoBaHUs Henonponssogntens

DOIKHOCTENn, npodeccui

TpeboBaHus kK obpasoBaHuio | CpeagHee npodeccuoHanbHoe obpasoBaHue - MporpamMmMbl NOATOTOBKU
1 o06y4YeHuto KBanM@uUUpoBaHHbIX paboumnx, cryxalumx

TpeboBaHus Kk onbITy -
npakTuyeckon paboThbl

Ocobble ycnosus gonycka k
paboTte

[pyrne xapakrepucTumkm -

JlononHuTenbHble XapakTepUcTUKn

HaumeHoOBaHWe fokymeHTa Kon HaumeHoBaHme 6a30Bon rpynnbl, 4OMMKHOCTM (Mpodeccun) unu
crneumanbHOCTU
www.consultant.ru CrpaHuua 9 u3 41

HafexXXHaa nNpaBoBad noaAepXXkKa


http://www.consultant.ru/
http://www.consultant.ru/

MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

OpraHn3alnOHHOMY ...

OK3 3431 AOMUHUCTPATMBHO-YNPaBiEHYEeCKMI NepcoHarn

EKC <4> - [enonpounssoantens

OKNATP <5> 21299 [enonpoussoantens

OKCO 032002 |[OokymeHTauMOHHOE obecneyeHne ynpaBneHns n apxuBoBseneHue

3.2.1. TpynoBas dyHKUMA

HanmeHoBaHue

OpraHusaumst paboTbl C JOKyMEHTamMu YpoBeHb
Kog B/01.5 |(noaypoBeHb) 5
KBanudunkaumm

MpouncxoxaeHue
TPyaoBon OyHKLNN

3anmcTBOBaHO U3

OpwurunHan X
opurMHana
Kog PernctpaunoHHbIn
opvriuHana Homep
npodeccnoHanbHoro
cTaHfgapTa

Tpynosble AencTBuA Mpuem n nepBuyHasa o6paboTka BXO4ALLMX JOKYMEHTOB

MpenBaputencHoe  paccCMOTPEHME U COPTUPOBKA  [JOKYMEHTOB  Ha
perucTpvpyemble U He perucTpupyemble

MoaroToBka BXOOSALMX AOKYMEHTOB Arsi PaCCMOTPEHNSI pyKOBOAUTENEM

PervcTtpauust BXoasLMX OKYMEHTOB

OpFaHVI3aLI,I/IF| 00CTaBKN JOKYMEHTOB UCMOJTHUTENAM

BeneHne 6a3sbl gaHHbIX LOOKYMEHTOB opraHm3auum

BepeHue nHdopmaLMoHHO-cnpaBoyHon paboThbl

O6paboTka 1 oTrpaBKa UCXOAALMNX AOKYMEHTOB

OpraHusaumsa paboTbl MO perucTpaumu, YYeTy, XpaHeHU W nepejadve B
COOTBETCTBYIOLIME  CTPYKTYpHble  MoApasfenieHnss  OOKYMEHTOB  TeKyLlero
Aernonpons3BoacTea

KOHTpOJ'Ib NCnoJsiHeHnA OJOKYMEeHTOB B OpraHmu3auunmn

Heobxogumble ymeHusi | Pabotatb €O  BCE  COBOKYMHOCTbIO  MH(POPMALMOHHO-OOKYMEHTaLMOHHbIX

pecypcoB opraHnusaunm

Monb3oBaTbcsa 6a3amu JaHHbBIX, B TOM YACTE YAarneHHbIMU

Monb3oBaTtbes cn paBO4HO-NpPaBOBbIMA CUCTEMAMU

Monb3oBaTbCs  aBTOMaTM3WPOBAHHLIMKM  CUCTEMaMKU  y4eTa, perucTpaumu,
KOHTPONsS M MH(POPMAaUMOHHO-CMPaBOYHbIMKM  cucTemMaMu  npu  pabote ¢

HaeXHasa npaBoBas
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

OOKyMeHTaMun opraHm3auunmn

MpuMeHaTb coBpeMeHHbIE MHDOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOMMN ANs
paboTbl C OOKyMEeHTamMu, B TOM 4ucne Ans ee OnTMMM3auMM U MNOBbILIEHUS
3a(hpeKTUBHOCTH

Heobxogumble 3HaHMs | HopmaTuBHble NpaBOBblE aKTbl M HOPMAaTMBHO-METOAMYECKME [OOKYMEHTHI,
onpegenstoLme Nopsaok JOKYMEHTAUNOHHOrO obecneyeHmns ynpaeneHms

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NoApasaeneHuni

CoBpeMeHHble NHHOPMALMOHHbIE TEXHOMOrMK paboTbl C JOKYMEHTaMU

Mopsiaok paboTbl C AOKYMEHTaMu

Cxembl fokymeHTOOBOpOTA

I'Ipanma paGOTbI C BXogdAwnmMmn, ncxogAawnmmm m BHYyTpeHHMMN OOKyMEHTaMmn

MpaBuna opraHu3auum W OPMbl  KOHTPOMS WCMOSNHEHWSI [OOKYMEHTOB B
opraHu3aumu

Tunosble CPOKWM UCMOJTHEHNA NOKYMEHTOB

MpuHUMNBI paboTbl CO CPOKOBON KapPTOTEKOMN

HasHauyeHune n TexHonorms TeKyuwero n npenynpegnteslbHoOro KOHTponA

MpaBuna cocTaBneHWs aHanuTUYecKUX CrnpaBoOK MO opraHu3auum paboTbl C
[OKYMEHTaMM N KOHTPOIIO UCMNOMHEHWS JOKYMEHTOB

I'Ipanma OOKYMEHTaUMOHHOIo obecneyeHnss oesaTenbHOCTH opraHunsauunmn

Buabl JOKYMEHTOB, MX Ha3Ha4YeHue

Tpe6OBava, npeabaBidemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMATUBHbIMU
akTaMu U rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna coctaBneHns ©n  odopMneHns  MHAPOPMALMOHHO-CMPaBOYHbIX,
OpraHU3auMoHHBIX YNpaBrieHYeCKNX JOKYMEHTOB

MpaBuna co3gaHuMa M BedeHuss 6a3 [aHHbIX  CNYyXeOHbIX [OOKYMEHTOB B
opraHusaumm

Cucrtemsl ANEKTPOHHOIo D,OKyMeHTOO60p0Ta

MpaBunna 1 CPoKN OTNPABKM UCXOASALLMX AOKYMEHTOB

TpeboBaHust oxpaHbl Tpyaa

[pyrve -
XapaKTepucTukm

3.2.2. TpynoBas yHKUNA

HavmeHoBaHue | OpraHusaums TekyLlero XxpaHeHus Kog B/02.5 |YpoBeHb
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H

"O6 yTBEPXXAEHUM NPOdECCMOHaNBHOro CTaHaapTa "Cneumanuct no HokymeHT npepoctaBneH KoHcynbTaHTriioc

[aTta coxpaHerus: 05.11.2019

OpraHn3alnOHHOMY ...

OOKYMEHTOB (noaypoBeHb)

KBanudmkaumum
MponcxoxaeHne 3anmcTBOBaHO 13
P KA OpwurunHan X
TPYAOBOM OYHKLUM opurnHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
npoceCccuoHansHoro
cTaHgapTa

TpyaoBble AeNCTBUS Pa3paboTka HoOMeHKNaTypbl Aen opraHu3auum

lMpoBepka npaBuNbHOCTN OMOPMMNEHUS [OOKYMEHTOB M OTMEeTkM 06 unx
WCNOMHEeHNN nepea nx opMMpoBaHUEM B AEN0 ANS NOCnenyloLero XxpaHeHuns

¢OpMy1'II/IpOBaHI/Ie 3aroJyioBkKoB el n onpegerneHne CpokoB UX XpaHEHUA

dopmumpoBaHue gen

KOHTpOJ'Ib npaBuiibHOro 1 CBOEBpEeMEeHHOro pacnpeageneHna un noglnBkKn
OOKYMEHTOB B Agena

Heobxogumble yMeHusa OpFaHI/I3OBbIBaTb pa60Ty no y4yeTy, XpaHeHUo 1 nepenadvye B COOTBETCTBYHOLLEE
CTPYKTYpHOE nogpasaeneHne JOKyMeHTOB TeKyLlero genonpon3soncrtea

OcywiectBnATb  METOAMYECKOE  PYKOBOACTBO  JENOMNPOM3BOACTBOM B
OpraHu3aumu, KOHTPONMPOBaTh NpaBuIbHOE hopMMpOBaHME, XpaHeHNe 1 caavy
[len B apxvB

Pa3pa6aTblBaTb HOMEHKINaTypy Aen CTPYKTypHOro nogpasaeneHus

Mcnonb3oBaTb HOMEHKNaTypy [Aen npu U3yYeHUW CTPYKTYpbl OpraHmsauumu,
cocTaBneHun onucen gen

OpraHusoBbiBaTb  paboTy no dopMUpoBaHWiO Aen B COOTBETCTBUM C
YTBEPXXAEHHON HOMEHKNaTypour Aen opraHusauum

MpaBunbHO M CBOEBPEMEHHO (hOPMMPOBATb AOKYMEHTHI B AeNna C Yy4eToM MX
cneundunkn

CuctemaTnsnMpoBaTh JOKYMEHTbI BHYTPU Aena

ObecneunBaTb COXPaHHOCTb U 3alnUTy OOKYMEHTOB OpraHusauunn

MpyMeHsTb MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONMorMM ans paboTbl C
AOKYMEHTaMm

Heobxoaumble 3HaHUS HOpMaTI/IBHbIe npaBoBbleé aKTbl, HOpPMaTMBHO-MeTOOUYECKME [LOOKYMEHThI,
rocygapCrtBeHHble CTaHOapTbl, onpeaendwwmne nopaaok AOKYyMeHTalLWUOHHOro
obecneyeHust ynpasneHna

Buagbl HomeHknaTyp, obwwue TpeboBaHWS K HOMeHKNaTtype, MeToauka ee
COCTaBrieHusi u 0opMIIeHns
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

lMpaBuna cornacoBaHWs HOMEHKMATypbl AeN C BEAOMCTBEHHbIMW apxuBamu ”
3KCNepTHOW KoMUCCHENn

Mopsagok dopmmnpoBaHna un odopmneHus fen, cneumnduka opMmmnpoBaHus
OTAENbHbIX KaTeropu gen

I'Ipanma XpaHeHuda gen, B TOM 4Yncne ¢ AOKyMeHTaMn orpaHn4eHHoOro Aocrtyna

I'IpaBl/lna BblAa4vyn 1 NCnoJjib3oBaHUA AOKYMEHTOB U3 C(bOpMVIpOBaHHbIX aen

TpeboBaHusa oxpaHbl Tpyaa

[Ipyrve xapaKkTepucTuku

3.2.3. TpynoBas dyHKUmSA

OpraHusauns obpaboTku gen ons YpoBeHb
HanmeHoBaHMe | nocnegyoLero XxpaHeHns Kog B/03.5 |(noaypoBeHb) 5
KBanudunkaumm

MpouncxoxaeHne 3aumcTBOBaHO U3
9 OpwurunHan X
TPYZOBOW (PyHKLMK opvrnHana

Ko PernctpaunoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

Tpynosble AencTBuA lMpoBepka CPOKOB XpaHEHWs [OOKYMEHTOB, COCTaBfieHMe npoTokona paboThbl
3KCMEepPTHOW KOMWMCCUMM NO MNOArOTOBKE [OKYMEHTOB K XpaHeHwWo, akra o
BblAENIEHUN K YHUYTOXEHUIO JOKYMEHTOB, HE MOASeXalLmMX XpaHeHUIo

CocTtaBneHue BHYTpPeHHel onucu aen ans ocobo LEeHHbIX JOKYMEHTOB

O(*)OpMJ'IeHI/Ie Aen NoCToAHHOro, AoJIroBpeMeHHOro CpokoB XpaHeHund

OdhopmneHne 06noxku Aen NOCTOSHHOTO, AONTOBPEMEHHOMO CPOKOB XPaHEHMS

CocTaBneHune onncu aen NoCcTOsIHHOrO, AOoNIroBpeMeHHOro CpokoB XpaHeHund

lMNepenaya oen B apxus opraHnsaymm

Heobxoaumble yMeHuaA Monb3oBaTtbes nepevyHaMn  OOKYMEHTOB W  aHaln3npoBaTb (baKTI/ILIeCKOG
cogepxaHne uMmerwmxca B pOerne OOKYMEeHTOB MNpu onpeaerieHnn CpPoKoB UX
XpaHeHnA

OdopmMnsaTb OKYMEHTbBI SKCNEPTHON KOMUCCUM

O(*)OpMJ'IFITb 0ONOXKM Oen MOCTOSIHHOrO MU BPEMEHHOIo CpPOKOB XpaHeHua B
COOTBETCTBUN C Tpe6OBaHI/IF|MM rocyaapCTBeHHbIX CTaHOapTOB

Mpoun3BOAUTL XPOHONOMMYECKU-CTPYKTYPHYIO CUCTEMAaTM3auUuMto Aen

OcyllecTBNATb  TexHUMYeckyto 006paboTky ¥ nonHoe odpopmneHne aen
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

NOCTOAHHOIO N BPEMEHHOI0 CPOKOB XpaHEeHUA

CoctaBnaTb onMcb Aen MNOCTOSHHOrO U BPEMEHHOIo CpPOKOB XpaHeHUA B
COOTBETCTBUN C ﬂGVICTByIOLIJ,I/IMI/I HOpMaTMBHO-MEeTOONYECKUMUN OOKYMEeHTaMN

anIMeHFITb VIH(*)OpMaLI,VIOHHO-KOMMyHVIKaLI,VIOHHbIe TEXHONormn aOnd pa60TbI Cc
OOKYyMeHTaMu

Heobxogumble 3HaHUS HOpMaTVIBHbIe npaBoBbl€  aKThl, HOpMaTMBHO-MeToONYECKNEe  OOKYMEHThI,
rocygapCTtBeHHble CTaHOapTbl, onpeaendwwpme nopAanaok AOKYMEeHTauMOHHOro
obecneyeHus ynpasJieHnA

Kputepun pasgeneHvnss OKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LIEHHOCTbIO
WHopmaumm, cogepKaLlencst B HUX

nOpﬂﬂOK NCNOJ1Ib30BaHNA TUMOBbLIX UMM BEOOMCTBEHHbIX nepequﬂ OOKYMEHTOB,
onpepeneHna CpokoB XpaHeHUsA B npoLuecce 3KcnepTnabl ULEHHOCTU OKYMEHTOB

Mopsgok cosgaHusi, opraHuMsaumy M OOKYMEHTMPOBaHWS paboTbl 3KCMEPTHOM
KoMuccmm

I'Ipanu'la COCTaBJ1IEHNA N yTBEepXOeHNA NpoTOoKoa pa6OTbI SKCI'IepTHOVI KOMunccummn

I'Ipanma COCTaBlieHMAaA n yTBepXaeHua akta O BblaeneHun [LOOKYMEeHTOB, He
noanexawmnx XxpaHeHuto

MpaBuna TexHuyeckon obpaboTkM M NONHOro oopMIIEHNs Oen MOCTOAHHOMO U
BPEMEHHOI0 CPOKOB XpaHEHUS

I'Ipanu'la COoCTaBleHna onncu aesn NnoCtoAHHOIo M BpEMEHHOIo CpOKOB XpaHEHUA
B COOTBETCTBUU C ﬂ,eVICTBy}OU.lMMM HOPMaTUBHO-METOONYECKUMU OKYMEHTAMU

I'Ipanma nepenadun aen B apxme opraHn3aumm

TpeboBaHusi oxpaHbl Tpyaa

Opyrve -
XapaKTepucTunkm

3.3. Obob6LeHHas TpygoBas pyHKUMS

OpraHusaunoHHoe, JOKYMEHTALMOHHOE U
YpoBeHb
HanmeHoBaHue MHpopmaunoHHoe obecneveHne OeaTENbHOCTH Kopn C KBANMDUKALMM
PYKOBOAMTENS OpraHu3aLmm
lMNpouncxoxaeHue
b ae . 3anmMcTBOBaHO 13
0606LLEeHHON TPyaoBON OpwurunHan X
opurnHana
dyHKUUK
Koa PernctpaunoHHbIN
opuruHana Homep
npodeCccuoHansHoro
cTaHgapTa
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no

OpraHn3auMOHHOMY ...

[lokyMeHT npefoctasneH KoHcynbTaHTloc

[aTta coxpaHerus: 05.11.2019

Bo3moXxHble HanmeHoBaHUS
DOIKHOCTEN, npodeccui

CekpeTapb pykoBoaMTENS

TpeboBaHusa k 0bpasoBaHuIO
n oby4eHuno

Bbicliee obpasoBaHue - 6akanaspmat nnm
CpeaHee npodeccroHansHoe o6pasoBaHme - NporpamMMbl NOATOTOBKM

cneunanmcToB cpeaHero 3seHa
[ononHutensHoe I'IpO(*)eCCVIOHaJ'IbHOG 06pa30|3aHVIe

TpeboBaHuA K onbITy
npakTu4eckomn paboTbl

He meHee oByx NeT BbINONHEHNUS paboT No opraHM3auMoHHOMY U
OOKYMeHTaLMOHHOMY oGecrnedeHnto AesTenbHOCT PYKOBOAMTENS
opraHusaumu npu cpegHem npodeccuoHansHoM obpasoBaHun

Ocobble ycnoeusi gonycka kK
paboTte

Opyrvue xapakrepucTukm

JononHntenbHble XapakTepUCTUKN

HanmeHoBaHWe gokymeHTa Kog HanmeHoBaHve 6a3oBown rpynmnbl, JOMKHOCTM (npodeccnn)
Unn cneunansHoCTH

OK3 2432 Bubnunotekapu, bubnuorpadbl, LOKYyMeHTOBEAbI U
cneumanucTbl pPOACTBEHHbIX Npodheccuin

EKC - CekpeTtapb pykoBogutens

oKnaTP 26341 CekpeTapb pykoBoautens

OKCO 032001 [lokymeHTOBEeAEHME U OKYMEHTAUNOHHOE obecneyeHne
ynpaBneHusi

032002 [okyMeHTauMoHHOe obecneyeHme ynpaBneHms u

apxuBoBegeHune

3.3.1. Tpynosas pyHKLMSA

OkaszaHue NoMoLLM PYKOBOAUTESIO B YpoBeHb
HanmeHoBaHWe |nnaHupoBaHUKM paboyero BpeMeHu Koa C/01.6 |(nogoypoBeHb)
KBanudukaumnm
MpoucxoxaeHue 3amMmcTBOBaHO 13
o OpuruHan X
TPYAOBOM OYHKLUM opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa

TpyooBble AencTBuUSA

Bbibop dopmbl nnaHupoBaHua M odopMreHve NnaHWpOoBLUMKa (opraHansepa)
pykoBoauTeEns

HafexXXHaa nNpaBoBad noaAepXXkKa
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MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

BHeceHune nHdopmMaumm B NNaHNPOBLLMK (OpraHanaep)

CornacoBaHue ¢ pykoBoanTenemM BpeMeHHbIX NiiaHOB

CornacoBaHvne TenedoHHbIX MEeperoBopoB, BCTPEY U MEeponpuaTUin ¢
napTHepamu, KNMeHTamu, pyKOBOAMTENSMU NOAPa3AeneHunid U CoTpyaHUKamu

WHdopmmpoBaHme pykoBoAUTENS O perfnaMeHTe HameveHHbIX MEPONPUSATUIA

MpepynpexaeHue o NPUGIKEHNM BPEMEHN HAaMEeYEHHbIX MEPONPUSTUI

dopmupoBaHue pesepBa BpeMeHU AN HENpPeABUAEHHbIX CUTYaLNiA

Heobxogumble YMEeHUA YcTtaHaBnuBaTtb Lenu, onpenenAaTb nepapxuro uenen

OnpegenaTe NPUOPUTETHOCTb N OYEPEAHOCTb BbINOMHEHNS PaboT u 3PPEKTUBHO
pacnpenensite paboyee Bpems

OkasblBaTb MOMOLLb PYKOBOAMUTENIO B pacnpeaeneHum ero paboyero BpeMeHu

BbibvpaTe onTumarnbHble Cnocobbl MHDOPMUPOBAHUS MaPTHEPOB, KIMEHTOB,
noceTuternen, pykosoguTenei noapasaeneHuii U COTPYAHWKOB O MiaHupyeMbiX
MepOonpUATUAX

Ob6ecneunBatb MHOPMaLMOHHYO Be30NacHOCTb AEATENBHOCTU OpraHM3auum

Heobxoaumsble 3HaHMsA | Cnieunduka OCHOBHOM AeATeNbHOCTU opraHu3aLmm

OCHOBbI aAMUHUCTPATUBHOIO NpaBa U TPYAOBOro 3akoHoaaTenbcTBa Poccuiickon
denepaumm

PykoBogsiLLuii cocTaB opraHu3auum 1 ee nogpasaeneHni

DyHKUMN cCaMOMEHeIKMEHTA

[NocTaHoBKa Uenen

MpaBuna npoBeaeHWs AenoBbIX NEPErOBOPOB

TpeboBaHus oxpaHbl Tpyaa

[pyrve -
XapaKTepucTukm

3.3.2. Tpynosas pyHKLMA

MnaHnpoBaHne paboyero aHs cekpeTapsi YpoBeHb
HaunmeHoBaHue Koga C/02.6 |(nogoypoBeHb)
KBanudunkaumm

I'IpomcxoZKp,eHme OpurvHan X 3anmcTBOBaHO U3

TPYOOBOM OYHKLMUK opurmHana

Kopg PernctpaunoHHbIn
opuruHana HoMmep
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

NpodeCCMOHaNbHOro
cTaHfgapTa

TpynoBble AencTBUS Bbibop 1 odopmeHne nnaHNpoOBLLUKa CekpeTaps

BeneHune gHeBHMKA (Ha ANEKTPOHHOM U/ ByMaXKHOM HocuTerne)

CornacoBaHue NnaHoB € NfiaHaMu 1 CpoKamMum pa60TbI pykoBoauTena

Pacnpenenexue paboyero BpeMeHn (Ha AeHb, Hegento, NepCcnexkTmuBy)

I'IepeHeceHMe HEBbINOJIHEHHbLIX 3anfiaHpoOBaHHbIX 3a4a4

BbINONHEHME TUMWYHBIX eXeOHEBHbIX e

HeobGxoaumble ymeHusi | BeibrpaTb 1 0oopMnsaTb NNaHUPOBLLMK

BHocuTb 1 oTcnexuBatb WMHAOPMaLMIO Ha SMEKTPOHHOM u/unn BymaxHOoM
HocuTene

PaccraBnaTb NPUOPUTETDI, BblAENATb BaXXHOE N CPpO4YHOE

BbibupaTtb onTumaneHbi putM paboThl

AHaJ'II/I3VIPOBaTb NPUYNHbI HEBLIMOJTHEHUA 3aau

MpUMeHATb MHPOPMALMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMM

Heobxogumble 3HaHnA | OcobeHHOCTU OdopMMeHnss nnaHuMpoBLUMKA (Ha 3NEKTPOHHOM U OyMadkHOM
HOCUTENSAX)

OcHoBbI yNpaBneHns BpeMeHeM

Ipyrve xapaKkTepucTuku

3.3.3. TpynoBsas pyHKLMSA

OpraHusaumsi TenedoHHbIX MEePeroBopoB YpoBeHb
HavmeHoBaHWe |pykoBoauTeEns Kog C/03.6 |(noaoypoBeHb)
KBanudukauum

MpoucxoxaeHue 3amMmcTBOBaHO 13
o OpurnHan X
TPYAOBOM OYHKLUM opuruHana

Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AencTBuUSA BeneHne 6a3bl TenedoHHbIX KOHTAKTOB pyKOBOAUTENS

CoefunHeHne pykoBOAMTENS C KOHKPETHBIMU aboHeHTamu
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[aTta coxpaHerus: 05.11.2019

MogroToBka mMaTtepuanoB and TeJ'IEC*)OHHbIX neperosopoB pykoBoaunTena

Pervctpaums noctynamoLmx B NPUEMHY0 TenedgOHHbIX 3BOHKOB

MepeHanpaBneHne  OTAENbHbIX  TeNedOHHbIX  3BOHKOB  3aMECTUTENsM
PYKOBOAMTENS, APYTMM COTPYAHUKAM

MonyyeHne Heobxogumon wvHOpMaLMM W nepefada CaHKLMOHUPOBAHHOM
MHdopMaLun no TenedoHy

YcTaHoBrneHune KOoHTakTta ¢ cobecefHUKOM, MopdepxaHve u pas3BuTue LenoBoW
Becenpl B npouecce TenedOoHHbIX MeEPEroBopoB

OkaszaHue MOMOLLM PYKOBOAMTENNIO NpY OpraH13aumn U NpoBeaeHUN TenedqoHHbIX
NneperoBopoB 1 BUAEOKOHDEpEeHLNIA

Heobxogumble ymeHusa [Bectn u wucnonb3oBaTe B pabote 6a3y AaHHbIX TenedOHHbIX KOHTaKTOB
pykoBoauTens

Mcnonb3oBaTb cpeactBa KOMMYHWKALMOHHOW OPITEXHVKM AOns MOfyYeHus U
nepegayv uHgopmaumm

Bectn ydeTHble  peructpauuMoHHble  (POpMbl,  UCMOMb3oBaTb WX  ANS
WHOPMALUNOHHOW paboTbl M paboTbl MO KOHTPOMK WCMOMHEHUS peLuEeHUn
pykoBoguTens

CrnaxmeaTb KOH(*)J'II/IKTHbIe M CIOXHbl€e CUTyaunn Mexrnmn4yHoCTHOro obLweHus

Mcnonb3oBaTtb TexXHW4YecKne u nporpaMmmMmHble cpeactBa And npoBegeHud
rosiocoBOM NNK BMﬂ,eO-KOH(bepeHU,-CBHEWI

O6ecneuynBaTtb MHPOPMAaLIMOHHYIO BE30MACHOCTb AeATENBHOCTU OpraH13aLmm

CobntogaTb crnyXebHbl 3TUKET

Heobxogumble 3HaHnsA | TenedOHHbIe KOHTaKTbl pyKOBOAMUTENS

¢'YHKLI,I/II/I, 3ajayn, CTpyKTypa opraHumsauum, ee CBA3U TMNOo BepTUukanmm wu
ropn3oHTanun

lMpaBuna B3aMMOAENCTBUA C MapTHEpaMu, KrMeHTamu, cpeactBaMmy MacCOBOW
WHopmaunm

I'Ipanma nogaepXXaHma n pa3Bntma Mexxnmn4HOCTHbIX OTHOLLEHWNI

I'Ipanu'la npoeegeHna OenoBbiX neperoBopos

MpaBuna 3awnTbl KOHMAEHUManbHOM nHdopMaLMn

TpeboBaHusa oxpaHbl Tpyaa

Opyrue -
XapakTepucTukm

3.3.4. Tpynoas pyHKLMA
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OpraHn3alnOHHOMY ...
OpraHu3aums KoMaHOUPOBOK PyKOBOAUTENS YpoBeHb
HanmeHoBaHue Kog C/04.6 |(noaypoBeHb)
KBanudukaumm
MpoucxoxgeHve 3aMMcTBOBaHO 13
P L OpwurunHan X
TPYOOBOW PYHKLUN opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMmep
npoceccuoHansHoro
cTangapTa

Tpynosble gelicteus | MNoAarotoBka NpoekTa cnyxebHOro 3agaHnsa pykoBoauTens

MogroTtoBka NpoekTa npukasa o CryxebHOoW KOMaHAMPOBKE

Bbinncka  KOMaHAMPOBOYHOIO  YOOCTOBEPEHMS U €ro
HeobxoaMMocCTun

peructpauus  npu

MogroToBka AOOKYMEHTOB Ha noJjiydeHune Bu3bl, 3arpaHn4HOro nacnopta

obecneyeHns pykoBoauTens

3aka3  KenesHoOOPOXHbIX M aBMabuneToB, FOCTUHWL,  TPaHCMOPTHOrO

nraHMpyeMmblX MepPONPUSATUI

OdbopmneHne nporpaMMbl Moe3gku, YTOYHeHMe ocobeHHocTel npoTokona

MogrotoBka OOKYMEHTOB K noe3ake pykoBoautena

YTOYHEeHMe gatbl, AOSMKHOCTEN, haMUnuii B nporpaMmme KOMaHANPOBKM

MpopaGoTka MapLupyTa pyKoBOAWTENS, YBA3Ka ero ¢ pacnucaHnuem TpaHcrnopTa

O6paboTka maTepnanoB KOMaHAUPOBKKU, 0DOPMIIEHNE OTYETA O KOMaHAMPOBKE

Heobxogumble ymeHusi | OopmnsaTb aBaHCOBbIE OTUYETHI PYKOBOAUTENS

Opl’aHI/I3OBbIBaTb BCTpe4n pykosoautensa c ﬂpMHMMa}OU.leVI CTOp0HOI7I

OdhopmMnsTe KOMaAHAMPOBOYHbIE JOKYMEHTbI

pykoBoautensa

O6p868TblBaTb OOKYMEHTbI n mMmaTtepuanbl no pe3ynbTatam noes3gkun

O6ecneunBaTb paboTy odmca BO BpeMSA OTCYTCTBUS PyKOBOAUTENS

MpYMeHATL cnocobbl AeNoBoro o6LeHNs

pYKOBOAMTENEM BO BPEMs €ro AeN0oBON NoesaKku

WNcnonb3oBaTb cpeacTBa KOMMYHUKaLMKM Ans obecneyeHns B3anMoaencTBus ¢

Heobxoanmble 3HaHMSA HODHAOK noaroToBkn u nposeaeHnAa KoMmaHONpoOBOK

Nno KOMaHOMPOBKE pyKoBOAOAUTENA

Mopsigok ohopMIeHNUst LOKYMEHTOB A1 KOMAHANPOBKM U OTYETHbBIX JOKYMEHTOB
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OpraHn3alnOHHOMY ...

[enoson npoTokon

OT1uka genosoro obuieHna
Opyrne -
XapakTepuCTUKM

3.3.5. Tpynosas yHKUnA

OpraHu3auuns paboTbl C MOCETUTENAMU B YpoBeHb
HanmeHoBaHMe | npuemMHoON pykoBOoaUTENS Koa C/05.6 |(nogypoBeHb)
KBanudukaumnm

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpurnHan X
TPYAOBOMN DYHKLUM opurnHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble aeiicTBus | OpraHu3aumst IMYHOTO NpueMa noceTuTene pyKoBoOAMTENEM

YcTaHoBneHve nopsgka npyemMa Aans pasnuyHbiX KaTeropui nocetmTenen

BeneHune XypHana ﬂpeﬂBapMTeﬂbHOVl 3arnncun Ha npnem

Peructpauunsa nocetutenen

CopeiicTBre onepaTMBHOMY PacCMOTPEHMIO NMPOCkO M NPeanoXeHni noceTuTenei
N COTPYOHMKOB OpraHusauum

OpraHusauusa npuema AenoBbIX NapTHEPOB B oduce

Opranaau,Mﬂ O6CJ'Iy>KVIBaHMFI pykoBoOAUTENA U ero 4eNoBblX NapTHEPOB B ocbwce

CepBupoBka 4YanHoro (kodenHoro) ctona B ocumce

MpuHATME Mep MO COXPaHEHWID KOMMEepYeckonW TalHbl B Xode npuema
noceTUTenen N Ux HaxoXaeHusl B NPMEMHON 1 KabUHeTe pyKoBOAMTENS

HeO6XO,EI,I/IMbIe yMeHUaA OpFaHI/ISOBbIBaTb n obecneymBaTb NIMYHbIE KOHTAKTbI pykoBoauTtensa

YnpaBnsaTtb KOHpNnkTamm

YuntbiBaTb MCMXOMOrMYECKME OCOBEHHOCTU MMYHOCTU MPU PasfnuyHbIX BuOax
npodeccroHanbHoro obLeHus

Mcnonb3oBaTb YCTAHOBMEHHbIE NpaBunia W npoueaypbl KOMMYHUKaUUWM BHYTPU
opraHu3aumu

Bectu  yyeTHble  peructpauuoHHble  (POpPMbl,  MCMOMb3oBaTb WX  ANs
WHpopMmaunoHHon paboTbl M paboTbl MO KOHTPOSKO WCNOSNIHEHUS peLueHui
pykoBoauTens
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

Co3naBaTb MNOMOXUTENbHBIA UMUOX opraHmnsauum

MprHMMaTL Mepbl MO paspeLLeHNIo KOHIMKTHBIX CUTYaLNiA

anIMeHFITb I/IHCbOpMaLI,VIOHHO-KOM MYHUKAaUNOHHbIE TEXHOJIOTUN

Ob6ecneunBatb KOHPUAEHUNANBHOCTL B MPUEMHOM U KabuHeTe pykoBoauTeEns,
COXpaHsATb KOHUAEHLNANbHYO MHPOPMAaLMIO B TaiHe

Heobxogumble 3HaHUS l'lpanma opraHunsauunm npunema nocetTutenen

MpaBuna genoBoro obLeHus

I'Ipanu'la pe4yeBoro aTukeTa

lMpaBuna ycTaHOBMEHUA KOHTAKTa, NOOAEPXKAHUA U Pa3BUTUS MEXITMYHOCTHbIX
OTHOLLIEHUN

CTpykTypa opraHmsauum u pacnpegeneHve GyHKUMA Mexay CTPYKTYpPHbIMU
nogpasaeneHmsMn 1 cneumanmctTamm

MpaBuna opraHnsaummn NpMeMoB B odnce

OTUKET M OCHOBbI MEXAYHAPOAHOro NpoToKona

MpaBuna cepBUpoOBKKN YanHOro (KodernHoro) crtona

I'Ipanma NPUroToBeHna 1 nogadn ropAavYnx HanMTKoOB N 3aKyCOK K HUM

MpaBuna 3awuTbl KOHUAEHLMANBHOWM cnyXebHon nHdopmaLmmn

Opyrve -
XapaKTepucTunkm

3.3.6. TpynoBas dyHKUMSA

OpraHun3aums NnoaroToBKW, NPoBeaeHNs 1 YpoBeHb
HaumeHoBaHve | 0b6CnyxmMBaHMSA KOHEPEHTHBIX MEPONPUATUN Kog C/06.6 |(nogoypoBeHb)
KBanudukaumm
MpoucxoxaeHune 3aMmMmcTBOBaHO U3
P kA OpvrnHan X
TPYOOBOM PYHKLUK opurMHana
Koa PernctpaunoHHbIN
opvrMHana HoMep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBus lMogroToBKa NOBECTKM AHA MEPONPUATUSA

Od)OpMJ'leHMe CnnckKa y4aCTHMKOB MepOornpuAaTua

NHpopMMpOBaHWe YYacTHUKOB O HaMevaloleMcsl MEpPOMNpUSTUM U YCIOBUSX
yyacTus
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

BbiGop mecTa 1 BpeMeHM NpoBeAeHNst MeponpusTis

MogroToBka NpeaBapuTENbHON CMETbl PacXoaoB

Pacceblinka ﬂpVIFJ'IaLIJeHVIVI noarsepamBLUMM y4acTtune B MeponpuaTmn

C6op TEKCTOB LOKNAA0OB 1 MPOEKTOB UTOrOBLIX JOKYMEHTOB Y AOKNaA4YMKOB

Paccbinka  MH(OPMAaUMOHHbIX ~ MaTepuarnoB  y4acTHUKAM  KOH(EPEHTHOro
MeponpusATUs

CocTaBneHne sBOYHbIX INCTOB U CrMcKa pernctpaumm y4aCtTHUKOB MeponpunaTua

3akyrka KaHLenspckMx ToBapoB U NPoAyKToB Ansi obecneyeHust koe-nays

PeweHne BOMPOCOB TEXHNYECKOro OCHalLleHna MeponpuaTna

MomoLwb B NOAroTOBKE AoKNnaga pykoBoauTend, npe3eHTauMoOHHbIX MmaTepumnanoB

OpraHmsaumq noaroToBku npesnanyma m paﬁOLWIX MeCT y4aCTHUKOB

OpraHusaumsi BCTpeum 1 pernctpaums y4acTHMKOB MEPONpUSITUS

BegeHue npotokona meponpuatus

OpraHusaumsi cepBUCHOro o6cnyxMBaHus BO Bpemsi kocpe-nays

OpraHu3aumsi  KynbTYpHO-MacCOBbIX  MEpPOMNpUATWMA,  TPaHCMOPTHOTO U
rOCTUHUYHOro obecneyeHus

Heobxogumble ymeHusi | OpraHu3oBbiBaTb  MPOLECC  MOArOTOBKM K MPOBEAEHU  KOH(PEPEHTHOro
MEepPONPUATUSE UHAMBMAYANBHO U B COCTaBe paboyein rpynnebi

JlokyMeHTUpOoBaTb pasHble 3Tanbl nNpoueaypbl MOArOTOBKM U MNpoBedeHust
KOH(EPEHTHOIrO MeponpuUATUS

MepepaBatb  MHdOpMauMo,  AOKYMEHTbI M Matepuanbl  y4yaCTHUKaM
KOH(EepPEeHTHOro MeponpuATUA

MopgrotaBnueaTb M 000OpPynoOBaTh CTON Npe3ugnyma u paboyne mecta y4acTHUKOB
coBellaHus (3aceaHuns)

CepBupoBaTh YaviHbIv (KOheliHbIN) CTOM BO BpeMS NpoBeaeHns kode-nay3

CobntogaTtb npasuna gerioBoro 3TkeTa n NpoToKosa

MopaepxuBaTh UMUK OpraHusauum

CospgaBaTb UMMAX ceKkpeTapH, COOTBGTCTBytOLLI,VIVI MMNOXY opraHnsauunm

Pabotate Cc wuHdOpmauuen, aHanM3vpoBaTb W MpPeAcTaBnsATb €€ B
cucTeMaTU3MpoBaHHOM Buae

Ob6ecneunBaTtb 6€30MacHOCTL AEATENBHOCTM OpraHM3aLmm

an/IMeHFlTb MHC*)OpMaLI,I/IOHHO-KOMMyHMKaLI,I/IOHHbIe TEXHOI0rMn
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

Ob6ecneunBatb KOMGOPT Y4aCTHUKOB KOH(DEPEHTHOTO MEpOonpuATUS,, MoMoraTb B
BOMpPOCax NPOXUBAHUS, TPAHCMOPTHOIO obecneyeHus

Heobxogumble 3HaHusa | KOoMnnekc opraHuM3auuMoHHO-TEXHUYECKUX MEPONpuUSATMA  NO  MNOAroTOBKE U
NPOBEAEHMNIO COBELL@HUIA 1 NEPEroBOPOB, B TOM YMCIEe MEXAYHAPOOHbIX

MpaBuna BeaeHWs, NOATOTOBKM U OCOPMIIEHMs MPOTOKOMA U APYrUX AOKYMEHTOB,
co3faBaeMblX B NPoLIecce NOAroTOBKM KOH(PEPEHTHOIro MepPOoNpPUATUS

CocTaBrneHune cMeThl pacxoaos

OcCHOBbI HanncaHWsa peyer 1 JOKNagoB PYKOBOAUTENS

MpaBuna ycTaHOBNEHUS KOHTAKTA, NOAOEPXaHUS U PasBUTUS MEXITMYHOCTHbIX
OTHOLLIEHUN

MpaBuna genosoro obLeHus, 4eNOBOro aTukeTa

OTUKET U OCHOBBI MeXayHapodHOro npoTokKosia

MpaBuna npoBeaeHWs 4eNoBbIX NEPErOBOPOB

MpaBuna 3awwmTbl KOHGUOAEHUMANbLHOM cnyxebHon nHopmaunm

TpeboBaHusa oxpaHbl Tpyaa

Opyrue -
XapakTepucTuKn

3.3.7. TpynoBsas pyHKLMSA

OpraHusauns NCNOoMHEHUs peLLueHun, YpoBeHb
HavmeHoBaHWe | ocyLLecTBrEeHNe KOHTPOMSA UCNONHEHWUS Kog C/07.6 |(nogoypoBeHb)

nopyyYeHnn pykoBoamTens KBanudukaumm
MpoucxoxgeHve 3aMMCcTBOBaHO 13

P A OpuruHan X
TPYOOBOM PYHKLUK opurMHana
Kopg PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHanbHoro
cTaHdapTa

Tpyoosble gencteusa | JokyMeHTanbHoe 0opMIeHme peLleHUn pyKoBoaUTENs

[loBefeHve 00 cBeaeHns paboTHNKOB OpraHM3aLnm pacrnopsikeHnn pykoBoauTens

KOOpD,I/IHaLI,I/Iﬂ AeAaTenbHOCTU NO UCNOJTHEHUIO peLueHMﬁ pykoBoauTend

BefeHune cpokoBOro TeKyLero u npeaynpeamTenbHOro KoHTpons

I'IpOBepKa NCcnoJiHeHnAa nopyquM|7| pykoBoaOUTENA B yCTaHOBJ'leHHbIVI CpOK

MpepynpexaeHne COTPYAHWKOB 06 WMCTEYEHUM CpOKa WCMONHEHWS MOpPYYEeHUN
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[aTta coxpaHerus: 05.11.2019

pyKoBoAUTENS

dukcayma UCNONHEHNsT NOPyYeHUI

CocTaBreHMe OTYETOB W aHanMUTMYECKUX CMPaBOK O BbIMOSIHEHUU MOPYYEHWA ©
PeLUEHUI pyKoBOAUTENS

Heobxogumble ymeHus | Bectn cpokoByto kKapToTeky

Bectun y4yeTHbl€ perncrtpaunoHHble CbOprI, ncnosmnb3oBaTtb UX OnA pa6OTbI no
KOHTPOJIIO UCNOJTHEeHUA I'IOpy‘-IGHI/IVI pykoBoauTena

PaboTtatb C MchopmaumeVl MO KOHTPOJ110, CUCTEMATU3NPOBATbL €€ U NpeacTaBiATb
B BUAe CBOAHbLIX JOKYMEHTOB

Wcnonb3oBaTb cpeacTBa KOMMYHUKALMK ANt Nnepefayy nopyyeHnii pykoBoautens

Mcnonb3oBaTb COBpPEMEHHble cpeacTBa cbopa M 0O6paboTKM  KOHTPOSbHOW
MHopmMaumn

MpUMeHATb MHPOPMAaLMOHHO-KOMMYHWKALMOHHbIE TEXHOMOMM

OueHuBaTtb pe3ynbTaTbl B paMKax NoCTtaBJI€HHbIX 3aga4y

OcyLecTBNATE KOHTPOSb UCMOMHEHWS NOPYYEHUA PYKOBOAMTENS COTPYAHMKAMM

Heobxogumble 3HaHus | Ob6wme Tpe6OBaHl/IFI K CpOKaM WUCMNOJIHEHUA [OOKYMEHTOB W KOHTPOJIbHbIM
CbYHKLI,I/I‘iIM Cﬂy)K6bI OOKYMEHTauMOHHOIro obecneyeHns

MpuHUMNBLI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHWUKOB

OTKKa AenoBoro obLeHns

YnpaBneHyeckasi CTpyKTypa opraHusauuu, pykoBOACTBO OpraHu3aumu, obpasubl
noanucen PYKOBOASLUMX COTPYOHMKOB, KPYr MX MOMHOMOYMA U OTPAHUYEHUs] UX
30H OTBETCTBEHHOCTU

WHCTpyKUMM No OEenonpou3BOACTBY WM APYMMM NOKanbHbIM HOPMAaTUBHBLIM aKTaM,
yCTaHaBMNMBaLLMM NOPSAOK peanu3auumn ynpaBneH4yeckmx npoueayp

Opyrue -
XapakTepucTuKn

3.3.8. TpynoBble pyHKLMM

OpraHusauus u nogaepxaHve YpoBeHb
HanmeHoBaHne | hyHKUMOHANBLHOro paboyero NpocTpaHcTBa Kog C/08.6 |(nogypoBeHb)

NnprvemMHown 1 KabrHeTa pyKkoBoaUTENS KBanudukaumm
MpoucxoxaeHue 3amMmcTBOBaHO 13

o OpuruHan X
TPYOOBOWM PyHKLMUK opuvruHana
Koa PerncrpaunoHHbIn
opurMHana Homep
npoceCccuoHansHoro
www.consultant.ru CrtpaHuua 24 un3 41

HafexXXHaa nNpaBoBad noaAepXXkKa


http://www.consultant.ru/
http://www.consultant.ru/

MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

CTaHaapTa

Tpyoosble genicteua | ObecnedeHne paboyero mecta pykoBoauTens HeobxoouMbiMKM CpeacTBamMu
OpraHM3aunOoHHOW TEXHWKU, KaHLLENspCKUMN NPUHALANEXHOCTAMMN

OpraHnsauus npuemHon odguca B COOTBETCTBUN C TpeboBaHUSIMU 3PrOHOMUKA 1
KynbTypbl Tpyaa

OpraHu3zaumst ochopMIeHUst HTepbepa NPUEMHON pykoBoAUTENS

O6opynoBaHne paboyero MecTa OPrTEXHUKOW, MNEPCOHaNbHbIM KOMMLIOTEPOM,
BCMOMOraTenbHOM TEXHUKON

OpraHM3au,|/|9| o6opyp,OBava ﬂpMeMHOVI cucreMammn XpaHeHwuAd, HeobxoauMbIMM
I'IpVICﬂOCOGJ'IeHVIFIMI/I, obecneyeHust KaHUenApCcknmm TtoBapamMmu

Ob6ecneyeHne xpaHeHUa 1 3aMeHbl pacXO4HbIX MaTepunanos, MOBCEAHEBHbIN YXO4
32 OPrTEXHUKON

3akas KaHUEeNApPCKMnX TtoBapoB, rTMrmeHn4eCcknx TtoBapoB, NpoayKTOB NMNTaHUA

Heobxogumble CospaBatb ycnosus, obecneunsatome apdPekTnBHy0 paboTy pykoBoauTens
yMeHus

anIMeHFITb B COOTBETCTBMU C HAa3Ha4YeHneM cpencrtea OpraHVI3aLI,VIOHHOI7I TEXHUKMN,
KaHUenAaApckmne npnHaanexHocTn

OcHawaTtb paboyee MecTo pykoBoguTens u ceoe pabodee MecTto HeOH6X04MMbIM
obopynoBaHuem

OcylecTBNATL 3aMeHY pacxoHbIX MaTepuanoB, yXo[, 3a OPrTEXHUKON

OcyLuecTBNATL MOBCEAHEBHbIA yX04 3a KOMWpOBarbHbIM anmnapaTtoM, 3aMeHy WU
XpaHeHne KapTpuaKen, ToHepa

KOHTpOJ'II/IpOBaTb COCTOAHME W NONOJIHATE 3anacbl KaHUENApPCKUX TOBaApOB,
cpencTB rMrMeHbl, NPOAYKTOB NUTaHNA

HeobGxoaumble 3HaHus | TpeboBaHUsl oxpaHbl Tpyaa, NPOM3BOACTBEHHOW CaHWTapuuW, NPOTMBOMOXapHOW
3aWwuThbl

OcCHOBblI NpaBUMNBHOW OpraHuM3auun Tpyda W MeToAbl MOBbLIWEHWUS  €ro
appekTnBHOCTHU

OcHOoBbI 3proHOMMKK ohrca n PIOPUCTUKN

CTtaHgapTbl ¥ pekoMeHaaLmMmn No 060pyAoBaHUI0 OPUCHBIX NMOMELLEHUI

CocTaB opraHu3aUMoHHON TEXHUKU, ee YCTPOCTBO M NopAAoK paboTbl C Helt

[pyrve -
XapaKTepUCTuUkn

3.3.9. Tpynosas yHKUNA

HanmeHoBaHue | PaspaboTka nokanbHbIX HOPMaTMBHbLIX aKTOB, Koa C/09.6 |YpoBeHb E|
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OpraHn3alnOHHOMY ...

pernameHTUpyoLmMx paboTy cekpeTtaps (noaypoBeHb)

KBanudmkaumum
MponcxoxaeHne 3anmcTBOBaHO 13
P KA OpwurunHan X
TPYAOBOM OYHKLUM opurnHana
Kon PernctpaunoHHbIn
opurnHana HOMeEp
npoceCccuoHansHoro
cTaHgapTa

TpynoBble gelicTeus | PaspaboTka OOMKHOCTHOWM MHCTPYKLUMK cekpeTapst

PaspaboTka nonoxeHnsi o cekpetapmare

Pa3paboTka MHCTPYKUMM NO AENONPON3BOACTBY

Heobxogumble ymeHus | CoctaBnaTe U 0QOPMNATL OpraHn3aunoOHHbIE U METOANYECKME JOKYMEHTbI

Peﬂ,aKTI/IpOBaTb TEKCThbI Cﬂy)Ke6HbIX OOKYyMEHTOB

Pabotatb co BCeW COBOKYNHOCTbIO  MHEOPMALMOHHO-OOKYMEHTALMOHHbBIX
pecypcoB opraHusaumu

Monb3oBaTbcs 6azamu gaHHbLIX, B TOM YUChe yoaneHHbIMN 6asamu gaHHbIX

Wcnonb3oBaTb cnpaBoO4Hble NpaBOBble CUCTEMbI

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

Monb3oBaTbCcs OUCHBIM NaKeTOM (TEKCTOBLIN pegakTop, Tabnuubl)

Monb3oBaTtbcsa NepudepUnHLBIMN YCTPONCTBAMU N OPITEXHUKON

lMonb3oBaTbCA 3MEKTPOHHOM NOYTON

Monb3oBaTbCA CUCTEMAaMM SNEKTPOHHOIO AOKyMeHTooGopoTa

Heob6xoaumble 3HaHus |MpaBoBble OCHOBLI YNpaBreHUs (OCHOBbI aAMWHWUCTPaTMBHOIO, TPYAOBOrO W
rpakgaHckoro npasa)

,ﬂeVICTByIOLLLI/Ie npaBoBble aKTbl, HOpMaTUBHO-MeToAU4YeCKne OOKYMEHThI,
rocyaoapCTtBeHHble CTaHOapThl, onpegendtlowme nopAaaokK OOKYMeHTalUOHHOro
obecneyeHus ynpaBneHus

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX nodpasaenieHuii, obpasubl Noanvcei nuu,
MMeloLLMX NpaBo NoAnNUcaHns 1 YTBEPXKOEHUA JOKYMEHTOB, U OrpaHUYeHnst UX 30H
OTBETCTBEHHOCTU

I'Ipanu'la OOKYMEeHTaUuMOHHOIro obecneyeHuns 0eAaTenbHOCTU opraHu3auunn

Mopsiaok paboTbl C AOKYMEHTaMu

Tpe6OBaHVIFI, npegbvdaBndeMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
akTamMun u rocygapCrtBeHHbIMU CTaHOapTaMu
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OpraHn3alnOHHOMY ...
[MpaBuna cocTaBneHnss opraHM3auMOHHbBIX AOKYMEHTOB (MOMOXEHWUIA, NHCTPYKLNNA,
pernameHToB)
Bvabl JOKYMEHTOB, MX Ha3Ha4YeHne
OCHOBbI JOKYMEHTHOW JIMHIBUCTUKM
TpeboBaHusa oxpaHbl Tpyaa
Opyrue -
XapaKTepUCTUKK

3.3.10. TpynoBas cyHKUNA

CocTtaBneHuve n ogopmrieHme YpoBeHb
HanmeHoBaHMe |ynpaBneH4YecKon AOKYMEHTaLUK Koa C/10.6 |(nopypoBeHb)
KBanudukaumnm
MpouncxoxaeHune 3anmcTBOBaHoO U3
P A OpurvHan X
TPYAOBOMN OYHKLUM opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa
TpynoBble AeNCTBUSA CocTaBneHve MNpOEKTOB pacnopaguTenbHbiX (MpUKasbl, pacrnopskeHus) W

NHAOPMALIMOHHO-CNPAaBOYHbLIX  [OKYMEHTOB (CrnyxebHble nucbma, CrpaBKu,
AoknagHble 1 cnyxebHble 3anncku)

Mevatb CJ'Iy)Ke6HbIX OOKYMEHTOB U pYyrnx Mmatepuanos

PasmHoOxeHue cnyebHblX JOKYMEHTOB

KOHTpOJ'Ib npoxoxaeHua OOKYMEHTOB B opraHusauunmn (COFJ'IaCOBaHVIe,
nognncaHne n yreepxneHue ,qoxymeHTa)

Heobxogumble ymeHusi | PegaktMpoBaTtbh TEKCTbI CrYXeOHbIX JOKYMEHTOB

Monb3oBaTbCA YHUDULMPOBAHHLIMI hOpMamMy JOKYMEHTOB

OdopmnsiTb  KaccoBble (PUHAHCOBbIE [AOKYMEHTbI U [OKYMEHTbl MO  Yy4eTy
HaKknagHbIX pacxoaos

Mevatatb cny>|<e6Hb|e OOKYMEHTbI

Monb3oBaTtbcsa NepuepUnHLBIMN YCTPONCTBAMM N OPITEXHUKOWN

Pa6oTtatb Cc KOMMbKOTEPOM, CKaHEPOM

Monb3oBaTbCs OPUCHBIM NAKETOM (TEKCTOBBIVA peaakTop, Tabnumubl)

Monb3oBaTbCA 3NIEKTPOHHOM NOYTON

www.consultant.ru Crpanuua 27 ns 41
HageXXHas NpaBoBas noaaepXkKa


http://www.consultant.ru/
http://www.consultant.ru/

MNpuka3 MuHTpyaa Poccumn ot 06.05.2015 N 276H
"06 yTBEpXAEHWMM NpodeccMoHanbHOro CTaHaapTa "Cneumanvct no
OpraHn3aLUVoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
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Monb3oBaTbCcs cuctemamm ANEKTPOHHOIO ,EI,OKyMeHTOO60p0Ta

Ob6ecneunBatb 6€30MacHOCTb OEeATENBHOCTM OpraHn3aumum

Heobxogumble 3HaHust |MpaBoBble OCHOBbI yNpaBreHusi (OCHOBbI aAMWHWCTPaTMBHOIMO, TPYOOBOIO U
XO3ANCTBEHHOrO Npasa)

CTpyKTypa opraHusaLumu, pykOBOACTBO CTPYKTYPHbIX MoapasgeneHuin, obpasubl
noanucen nuu, UMEKLUX MpaBO MOAMUCAHUSA U YTBEPXOEHUS OOKYMEHTOB, U
OrpaHMYEHUS UX 30H OTBETCTBEHHOCTH

I'Ipanma OOKYMEeHTauMOHHOIro obecneyveHnsa geaTenbHOCTH opraHmsaunmn

Mopsinok paboTbl C AOKYMEHTaMu

Tpe6OBaHI/IF|, npeavaBideMble K JOKYyMeHTaM B COOTBETCTBUU C HOPMaTUBHbIMU
akTamMmun n rocygapCTtBeHHbIMU CTaHO4apTamMum

Buabl AOOKYMEHTOB, X Ha3Ha4eHune

MpaBuna cornacoBaHns JOKYMEHTOB OpraHn3aumm (BHyTPEHHErO U BHELLHErO)

I'Ipanu'la noanncaHuna n yTeepxXgeHna JOKYMEHTOB

MpaBuna coctaBneHns M odopMMeHNs  MH(OPMaLMOHHO-CNPaABOYHbIX,
ynpaBrneH4YeCknX JOKYMEHTOB U CIyXeBHbIX nucem

OcHosBbl ,ElOKyMeHTHOVI JIMHITBUCTUKHN

MpammaTuyeckme npasuna pycckoro s3bika

TpeboBaHusi oxpaHbl Tpyaa

Opyrve -
XapaKTepucTukm

3.3.11. Tpynosas pyHkuus

OpraHusaunst paboTbl C JOKyMEHTaMu B YpoBeHb
HavmeHoBaHWe | npnemHon pykoBoauTens Kog C/11.6 |(nogypoBeHb)
KBanudukaumm

MpouncxoxaeHne 3anmcTBOBaHO U3
g OpvrnHan X
TPYOOBOW OyHKLMK opurnHana

Koa PernctpaunoHHbIN
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Tpynoeble gevicteust | MonyyeHne, npedBapuTeribHOE PacCMOTPEHME UM COPTMPOBKA MOCTYMaloLWMX B
NPUEMHYI0 PYKOBOANUTENS AOKYMEHTOB

MogroToBka OOKYMEHTOB OJ14 paCCMOTPEHNA pykoBoAUTENEM
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Yyet AOOKYMEHTOB, NOoCTynarwLwnx Ha nMda pykoBoauUTend

OpFaHI/I3aLI,I/IF| 0OCTaBKN AOKYMEHTOB UCMOJTHUTENAM

BeneHne nHdopmMaLMoOHHO-CNpaBoYHON paboTbl

KOHTpOJ’Ib NCNOoJTHEeHNA OKYMEHTOB U I'IOpy‘-IGHVIVI pykoBoauTens

Heobxogumble ymeHus | PabotaTtb ¢ BXOAALLEN, UCXOOSALLEN, BHYTPEHHEN JOKYMEHTaUMeN

Monb3oBaTbCA cUCTEMaMM INEKTPOHHOIO AOKYMEHTOObopoTa Ans perncrpauuu,
KOHTPOIS JOKYMEHTOB Y MHGOPMALMOHHO-CNPaBOYHOM paboTbl C JOKYMEHTaMU

anIMeHFITb I/IH(bOpMaLI,VIOHHO-KOMMyHVIKaLI,VIOHHbIe TeXHONnormn AOnsa pa60Tb| C
OOKYyMeHTaMu

CoctaBnsTtb u O(*)OpMﬂFITb HOpMaTBHbIE aKThbl

HeO6XOLI,I/IMbIe 3HaHUA HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeTOoOQn4YecKne OOKYMEHTbI,
rocygapCTBEHHble CTaHOapThl, onpegendlowue nopsagoK AOKYMEHTauWnoHHOro
obecneyeHns ynpasneHus

CTpyKkTypa opraHusaumm, pykoBoACTBO CTPYKTYPHbIX noapasaeneHnii

CoBpeMeHHble NHPOPMAaLMOHHbIE TEXHOMOrMM PaboTbl C JOKYMEHTaMu

I'Iopﬂp,m( pa6OTbI C OOKYMEHTaMM, CXeMbl /J,OKyMeHTOO60pOTa

MpaBuna paboTbl C BXOAALLMMM, UCXOOALLMUMUN U BHYTPEHHUMW JOKYMEHTaMu

I'Ipanu'la opraHunsaunn KOHTpPOA WUCNOJTHEHUA [OOKYMEHTOB U TUMNOBbIE CPOKU
MCMNOoJIHEHNA OOKYMEHTOB

MpaBuna cocTaBneHWs aHanMTUYEeCKUX CNpaBOK MO opraHu3auum paboTbl C
OOKYMEHTaMM U KOHTPOIH UCMOSHEHUS AOKYMEHTOB

I'Ipanu'la co3gaHuMs U BedeHus 6a3  gaHHbIX CJ'Iy)Ke6HbIX OOKYMEHTOB B
opraHunsauunmn

Cuctemsl QNEKTPOHHOIo Ao KyMeHTOOGOpOTa

TpeboBaHus oxpaHbl Tpyga

Opyrue -
XapakTepucTukm

3.3.12. Tpynosas pyHKUMA

OpraHusaumsa XxpaHeHUst OKYMEHTOB B YpoBeHb
HavmeHoBaHWe | NnpuemHon pykoBoguTens Kog C/12.6 |(nogypoBeHb)
KBanudukaumm
I‘Ipomcxozk,u,eHme OpurvHan X 3anmcTBOBaHO 13
TPYOOBON PYHKLUK opurMHana
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Kop, PernctpaumnoHHbIn
opuruHana Homep
npoceCccuoHansHoro
cTaHgapTa

TpynoBble gelicTBust | PaspaboTka pasgenoB HOMEHKNATypbl Aen opraHv3aunm

dopmMmpoBaHue 1 odhopMreHne aen NocTosHHOro, AONTOBPEMEHHOMO CPOKOB

MogroToBKa n nepegada e B apxme opraHn3aumm

Heobxogumble ymeHus | PaspabatbiBaTb HOMEHKNATypy Qen opraHuM3aumMm C  y4eTOM [OeVCTBYHOLLMX
HOPMaTUBHO-METOONYECKNX JOKYMEHTOB

Mcnonb3oBaTb HOMeEHKNaTypy Aen npu WU3YYeHUW CTPYKTYpbl OpraHvsauuu,
COCTaBrieHun onucen gen

dopmupoBatb M 0oOPMNATL Aena B COOTBETCTBUM C  YTBEPXKOEHHON
HOMEHKNaTypomn gen opraHnsauumn

ObecneunBaTb COXpPaHHOCTb AOKYMEHTOB OpraHnsauunmn

I'Ipomsso,qmb noaroToBKy Aen anda nepenadn B apxume

MpuMeHsiTE  MHOPMALIMOHHO-KOMMYHMKALUMOHHbIE TexHomorun ans pabotbl c
[OKYMEHTaMm

Heobxoaumble 3HaHUS HOpMaTMBHbIe npaBoBblE aKThl, HOpMAaTMBHO-MeTOoOu4Yeckne  OOKYMEHTDI,
rocygapCrtBeHHble CTaHOapThbl, onpegendwlowme nopAanaokKk OOKYMEeHTauMOHHOro
obecneyeHust ynpasneHnda

Buagbl HomeHknatyp, obwwue TpeboBaHMA K HOMeHknaTtype, MeToauka ee
cocTaBreHns n opopmneHnst

Mopsagok dopmupoBaHus u  odopMreHMss Oen C  ykasaHueM cneundukm
dopMMpPOBaHUS OTAENBHbIX KATErOpUA Aern

MpaBuna xpaHeHus aen, B TOM Y1Cre C AOKYMEHTaMu OrpaHUYeHHOro 4ocTyna

I'Ipanma Bblga4vyn n ncnonb3oBaHNA JOKYMEHTOB U3 C(bOpMMpOBaHHbIX aen

TpeboBaHusa oxpaHbl Tpyaa

I'Ipanma noaroToBkK 1 nepeaaydun aen B apxmB opraHn3aunn

[pyrve -
XapaKTepUCTUKn

3.3.13. Tpynosble yHKLMK

YpoBeHb
HanmeHoBaHnne | ObecneyeHne pykoBoauTeENsa nHopmaumen Kog C/13.6 |(nogypoBeHb)
KBanudmkauum
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OpraHn3alnOHHOMY ...
MpouncxoxaeHne 3anmcTBOBaHO U3
P L OpwurunHan X
TPYAOBOM OYHKLUM opurnHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa
TpyooBble AeCTBUSA C6op n nepepaboTka nHdopmMaumnm, Heodbxogmmon Ans NPUHATUS 0BOCHOBAHHBLIX

yrpaBneH4yeckux peLueHnm

MpoBepka [OOCTOBEPHOCTM, TMOMHOTBI W HEMPOTMBOPEYMBOCTM  [aHHBbIX,
UCKIloYeHre AyGnnpoBaHnsa MHdopmaumum

MpepocTaBneHne gaHHbIX B €4MHOM 1M YAOOHOM Ans BocnpuaTusa oopmare

BbisiBneHne Hanbonee 3HaYMMbIX KPUTEPUEB CUCTEMATU3ALMM MHOPMaLUKN ANS
co3gaHusa 6a3 gaHHbIX

¢OpMI/IpOBaHI/Ie N ucnonb3oBaHne 6a3 AaHHbLIX B opraHunsauunmn

Heobxogumble ymeHus | OcywectBnate cbop, obpaboTky M aHanu3 uHdopmaumm B COOTBETCTBUM C
TpeboBaHNAMM  KPATKOCTWU, YETKOCTU  (POPMYNUPOBOK, CBOEBPEMEHHOCTM
NOCTYMMEHNsi, TOYHOCTU M AOCTOBEPHOCTU, OMTMMAarbHOCTM cucTemaTusauumn,
HenpepbIBHOCTU cbopa 1 06paboTkn nHdopmaumm

OcylecTBnATb perncrTpauuio, HakonmeHne 1 nepegadvy, CUCTEMaTU3NPOBaHHOE
XpaHeHue u Bbigavy uHdopmaumm B Tpebyemon dopme

CoctaBnsitb U OCbOpMJ'IFlTb CBOOHble, OTYEeTHbIe, CTaTUCTUYEeCKNE OAOKYMEHThI

OcywectBnatb 00paboTKy M CTpyKTypuMpoBaHue WHdopmauun, ob6pasys
WHpOpPMaLIMOHHbIE pecypChl

BBoauTb HOBbIE AaHHbIE B CI'IpaBO‘-IHO-VIH(bOpMaLI,VIOHHbIe CUCTEMDI

BeoanTb B namMaTb KOMMbKOTEPA SNEKTPOHHbIE o6pasb| OOKYMEHTOB

MpousBoauTb MOWUCK WHGOPMaLUWMM B CYLLIECTBYIOWMX 6Gasax OaHHbIX, BecTu
MHPOPMALIMOHHO-CMPaBoOYHYl0 paboTy Ha OCHOBE pPasfMyHbIX KOMOUHaLWiA
MOMUCKOBLIX MPU3HAKOB

MpYMeHsTE MHPOPMALIMOHHO-KOMMYHMKALMOHHbIE TEXHOMOMM

Heob6xoammble 3HaHMsA | OCOBEHHOCTU  (DOPMUPOBAHUA BHELUHWX W BHYTPEHHUX WMHMDOPMaLMOHHbIX
NOTOKOB

CocTaB BHELUHUX MHOPMaLMOHHbIX NOTOKOB

CoctaB BHYTPEHHUX VIH(bOpMaLI,I/IOHHbIX NOTOKOB

CTpyKkTypa opraHvsaumu 1 nopsaok B3auMoaencTeua nogpasaeneHuii u cnyxo

OcobeHHoCTN hopmmpoBaHua 6a3 AaHHbLIX B OpraHn3aumm

CoBpeMeHHble HayyHble MeTOAbl M TeXHUYeckue CpeacTBa, CrocobeTByoLne
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[aTta coxpaHerus: 05.11.2019

OpraHn3alnOHHOMY ...
cbopy, obpaboTke, coxpaHeHUto 1 nepegaye NHPOPMaLMOHHbIX MOTOKOB
MeTogbl 06paboTkn MHGOPMaUUM C MPUMEHEHMEM COBPEMEHHbIX TEXHUYECKUX
CpeACTB KOMMYHWKALMIA U CBA3W, BbIYUCIUTENBHON TEXHWNKN
TpeboBaHus oxpaHbl Tpyaa
Apyrve -
XapakTepuCTUKN

3.3.14. Tpynosas pyHkums

OpraHnsauunst NHPOPMaLUMOHHOIO
Bsgmmoneuﬁcmmq:) FI)(OBIOJ‘LI,VITeJ'IH c YpoBeHb
HaunmeHoBaHue y Koa C/14.6 |(nogypoBeHb)
nogpasaeneHnsMn n AOMKHOCTHBIMW Nl amu
KBanudurkaumm
opraHusauum
MpowucxoxneHne 3anmMcTBOBaHO U3
P KA OpurnHan X
TPYAOBOMN DYHKLUM opuruHana
Kopg PernctpaumnoHHbIn
opuruHana HoMmep
npodeccunoHansHoro
cTaHgapTa

TpynoBble AencTBus WHdopmmpoBaHne paboOTHUKOB OpraHM3aummn O peLLeHUsaxX pyKoBOANTENS

OpraHuzaumst o6meHa MHdopMaLunei Mexay noapasgeneHmsMn U 4OMKHOCTHLIMM
nvuammn opraHnsaumm

OnoBelyeHne pa60THI/IKOB O NpeacToALlnx MeponpunAaTnax

OpraHu3aumns BCTped TPyL40BOro KONneKkTMBa C PyKOBOACTBOM

NHdbopmmpoBaHue pykoBoauTens o6 obpalleHusix COTPYOHMKOB Mo pabouum u
NTMYHBIM BOMpoOCcam

Heobxogumble ymeHus | icnonb3oBaTb COBPEMEHHBIE TEXHOMOrMKU cbopa 1 nepegaym nHdopmaumm

OcyuiectBnatb cbop M nepepaboTky WHdopMaumn, Heobxoaumon AOns
AeaTenbHocTH

OcyI.I.LeCTBJ'IﬂTb cucrtemMmatmsauuio nosiydaembiX U nepegaBaeMblX AaHHbIX

OcyLlecTBNATL NPOBEPKY [OOCTOBEPHOCTM, MOMHOTHI U HEMPOTUBOPEYMBOCTM
[aHHbIX, UCKIoYeHne Oy6nMpoBaHMsa MHGopMaLum

MpepnocTaBnsATb AaHHbIE B €4UHOM 1 YAOOHOM ANst BOCNpUATUS hopmaTte

MHOFOKpaTHO Mcnosib3oBaTb MNOJIy4YEHHYHO MH(bOpMaLI,I/IlO, NMOCTOSIHHO OOHOBMSATHL
OaHHble

Ob6ecneunBaTtb ONepaTMBHOCTb MHGYOPMALIMOHHBLIX MOTOKOB
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHerus: 05.11.2019

PaboTtaTb C KOMMbIOTEPOM, UCMONb30BaTb OUCHLIN NaKkeT (TEKCTOBbLIA pedakTop,
Tabnumubl)

Heobxoanmble 3HaHMS HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTuBHO-MeToan4eckmne OOKYMEHThI,
rocygapCrtBeHHble CTaHOapThbl B ccbepe AeATeNIbHOCTU opraHmn3aunm

CTpykTypa  opraHusaumn,  pPyKOBOACTBO  CTPYKTYPHbIX  NoapasgeneHui,
HanpaBneHuss [OesTenbHOCTU  OpraHuM3aumm UK KOMNETEHUUW  CTPYKTYPHbIX
nogpasaeneHnn n AOMKHOCTHBIX MWL,

Knaccudmkaums  ynpaBneH4yeckon  WHgopmaumnm, BuAbl  ynpaBrieH4YeCcKom
MHopMaumn

$opmbl NpegocTaBneHns ynpaBrneH4eckon nHgopmawmm

VICTOYHMKM ynpaBrieHYeckon MHGopMaLmnm

MeToguka otbopa NCTOYHMKOB MHPOPMaLUK

TpeboBaHus, NpeabaABnseMble K yNpaBrieH4Yeckon MHopmaLunm

TpeboBaHus oxpaHbl Tpyaa

Opyrne -
XapakTepucTUKn

3.4. O606LeHHas TpygoBas pyHKUNS

WHdopmaLmoHHO-aHanuTn4eckasa u

OpraHM3aunoHHO-agMUHNCTPaTUBHAS YpoBeHb
HanmeHoBaHue P » A P Koa D P

noaaepXkka AeATenbHOCTU PYKOBOAUTENS KBanudukaumm

opraHmsaumm
IMpouncxoxaeHne

b kne o 3anmcTBOBaHO U3
0606LLEeHHON TpyaoBON OpuruHan X
opurMHana
dyHKUUK
Koa PernctpaunoHHbIN
opurMHana HomMep
npogeccnoHansHoro
cTaHgapTa
Bo3moOXxHble HanmMeHoBaHUS MomMoLHMK pykoBOaMTENS
DOIKHOCTEN, npodeccui
TpeboBaHusa k obpasoBaHuio U | Beicluee obpasoBaHue - bakanaspuaT
06y4eHuno JononHutensHoe npodeccuoHanbHoe obpasoBaHme
TpeboBaHus K ONbITY He meHee Tpex neT no npoduno AeaTenbLHOCTN opraHu3aunm
npakTu4eckomn paboTbl
Ocobble ycnosusa gonycka K -
paboTe
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[pyrve xapaKTepucTuku -

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHne gokymeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
UK cneumanbHoCTu

OK3 2432 Brubnuotekapu, bubnuorpadbl, LOKyMeHTOBEAbLI U
crneumanmcTbl poaCcTBEHHbIX Npodeccui
OKCO 032001 [lokymeHTOBeAEHME U JOKYMEHTALMOHHOE obecneyeHne
ynpaBneHusi
032002 [okymeHTaumoHHoe obecneyeHmne ynpasneHms u
apxvmBoBeaeHne

3.4.1. Tpynosbie yHKUUN

dopmmpoBaHne MHHOPMaLMOHHOTO YpoBeHb
HanmeHoBaHWe |B3aMMOOEWNCTBUA PYKOBOAUTENS C Kog D/01.6 |(nogoypoBeHb) 6

opraHusaumsimm KBanudukaumm
MpoucxoxaeHune 3aMmMcTBOBaHO U3

P L OpvirnHan X
TPYOOBOW OyHKLMUN opurMHana
Ko PernctpaunoHHbIn
opuruHana Homep
npodeccuoHanbHoOro
cTanfgapTa

Tpynosble gevicteua | OT6OP MCTOYHMKOB MHAPOPMALMM B COOTBETCTBUM C 3aaHHBIMU KpUTEPUAMU

O6paboTka 1 MHTepnpeTauus MHdopmaL i Ans NoAroTOBKU NPOEKTOB peLLeHWii

MoaroToBka 3anpoCcoB MO NOPYYEHUIO PYKOBOAUTENS HA MOMydYeHNE AOKYMEHTOB U
WHOpMaLMM B OpraHax rocyapCTBEHHOM BNacTy U yrnpaBreHusl, 00OLLEeCTBEHHbIX
opraHu3aumsx 1 nonyyYeHne CoOoTBETCTBYIOLLEN MHpOpMaLUMN U JOKYMEHTOB

NHdbopmmpoBaHMe pykoBoaUTENs O pesynbTaTax pPacCMOTPEHMsI 3anpocoB U
obpalleHnin

OpraHu3aums peLLeHns BOMpoCcoB, He TpebyoLmx HEeNOCPEACTBEHHOIO y4yacTus
pykoBoauTens

lMoagrotoBka MarepuanoB [Afis yy4acTusi pyKoBogouTens B paboTe pasnmuyHbiX
CTPYKTYpP B COoCTaBe rocyaapCTBEeHHbIX n MyHULUUNANbHbIX OpraHos,
00LeCTBEHHbIX OpraHn3auum

MogroToBka OOKYMEHTOB A514 3aKrk4eHund cornaweHun o CoTpyaHun4yecTBe C
JenoBbiIMN NapTHepamMmun

WHopMmupoBaHue AenoBbiX NapTHEPOB W 3aMHTEPECOBaHHbIX OpraHusauumn o
peLLeHVAX PYKOBOAUTENS B XOA4E BbINOMHEHNS COrnalleHnn
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Heobxogumble ymeHus | AHanmMaupoBatb K OTObUpaTb WCTOYHMKM WHGOPMaUMM B COOTBETCTBUMM C
KpUTEPUSMU  MOMHOTbI, [OCTOBEPHOCTW, CBOEBPEMEHHOCTU MNPELOCTaBMEHUS
WHpopmauum

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

MepenaBaTb MHpOpMaLMIO B CUCTEMATU3MPOBAHHOM BMaeE

O6pabaTtbiBaTb M CTPYKTYpUpOBaTb MHGOpMauuio, obpasys MHMDOPMALMOHHbIE
pecypchl

MpousBoanTe NOMCK WHGOpPMaLMM B cyllecTBylWwmux 6asax [AaHHbIX, BECTU
WH(OPMALMOHHO-CNPaBOYHYI0 paboTy Ha OCHOBE pasfuyHbIX  KoMmbBuHauun
NMOMCKOBbIX NMPU3HAKOB

O6ecneunBaTtb MHOPMAaLMOHHYIO GE30MAaCHOCTb OpraHM3aumum

PaboTtaTb ¢ KOMNbIOTEPOM, UCMOMNb30BaTh OUCHbLIN NakeT (TEKCTOBLIM peaakTop,
Tabnuubl)

Heobxogumble 3HaHUS BHYTpeHHFIﬂ N BHELIHAA NOJIMTUKa opraHmn3aumn

MpuHUMNBI NpeacTaBUTENBLCTBA B FOCYAAPCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpaBrieHNsl, CTOPOHHWUX OpraHn3aLmsix U NOPsSAOK B3aMMOAEUCTBUS C HUMK

MpWHLMMBI U MeToabl aAMUHUCTPUPOBAHUS

OcobeHHOCTY (hOPMMPOBaHMS BHELLHUX U BHYTPEHHUX MHADOPMALMOHHBIX NOTOKOB

CTpyKkTypa opraHu3aumm 1 nopsiaok B3aumMoaencTBus nogpasgeneHnii u cnyxo

MpaBuna opMMpoBaHUsl U UCMONb30BaHMSA 6a3 AaHHbIX

CoBpeMeHHble Hay4yHble MeToabl M TEXHUYECKMe cpeacrtea, CnocobCTByloLLME
cbopy, obpaboTke, coxpaHeHuto 1 nepegade nHpopmMaLmm

MpaBuna 3awuTbl KOHUAEHLMANBHOW cnyXebHon nHdopmaLmm

CoBpeMeHHble MHPOPMALIMOHHbBIE TEXHOMOMNM

Opyrue -
XapakTepucTukm

3.4.2. Tpynosas pyHKLMSA

AHanus nHcopmaumm 1 NoAroToBKa YpoBeHb
HanmeHoBaHMe | uMHMOPMaLNOHHO-aHaNUTMYeckux matepmanos | Koa D/02.6 |(nogoypoBeHb)
KBanudukauum
MpoucxoxaeHue 3amMmcTBOBaHO 13
_ OpuruHan X
TPYAOBON OYHKLNN opuruHana
Kon PernctpaunoHHbIn
opuruHana Homep
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NpodeCCMOHaNbHOro
cTaHfgapTa

TpynoBble gevictBus | Coop, nepepaboTtka M aHanu3 nHcopMaunn Ons peleHns 3agad, nocTaBfeHHbIX
pykoBoauTenem

MogroToBka VIHq)OpMaLI,I/IOH HO-aHannTn4eCcknx matepmnanoB

Pa3pa60TKa TemMaTn4eckoro njiaHa 0630pHOI'0 AOOKYyMEeHTa, AoKnaaa

OnpegeneHue kpyra bubnmnorpadunyeckmx MCTOHHUKOB

MoaGop MCTOYHMKOB WM NUTEpaTypbl MO TeMe 0630pa, AoKnada, aHanUTUYEeCcKoN
crnpaBku

HanucaHnue n opopmneHne o63opa, goknaga, aHannMTMYeCKon cnpasku

Heobxogumble YMEeHUA Pa3pa6aTblBaTb TeMaTUYECKUI NnaH o63opa, Joknaga, aHanuTu4eckon cnpaBku

O6GocHoBbIBaTb aKkTyanbHOCTb MNpPOGnembl, KOTOPYH NPeacToMT OCBETUTb B
063ope, goknage, cnpaske

Monb3oBaTbCA  MH(POPMALMOHHBIMW  pecypcamM M CUCTeMaTU3NpPOBaTb
MHpopMaLMio MO 3a4aHHbIM KpUTEPUAM

I'Ipanu'leo MHTEepnpeTupoBaTb MONy4YeHHble OaHHble U NpenocTtaBnATb UX B
cncrteMaTn3npoBaHHOM Buae

Orlpe,u,enmb Kpyr UCTOYHUKOB W nutepaTypbl, HeobXoaMMbIX Ofsi MOArOTOBKM
I/IH(bOpMaLI,I/IOHHO-aHaJ'IVITI/NeCKI/IX mMmaTtepuanos

WanaraTb mMmaTtepuan B nornyeckon nocnegoBaTefibHOCTU

|_|pOI/I3BO,EI,I/ITb aHalnna3 " OLUeHKY U3INoXXeHHOro Mmatepumana

Od)OpMJ'IFITb TEKCT B COOTBETCTBYKOLLEM CTUNe

PepakTtu poBaTb TEKCT OJOKYMEHTOB

<DOpMyJ'II/IpOBaTI: BbIBOAbl N peKOMeHOaunn

OcywectBnaTe aBTOMaTM3auuMiO MpoueccoB cbopa, XpaHeHMs W Bblgauu
WHopmaunm

Monb3oBaTbCsA YCTPOWCTBAMU aBTOMATU3MPOBaHHOW 0OpaboTKkM TEKCTOBOW
nHdopmaunm n poToHabopPHLIMK YCTPONCTBaMMU

MpUMEHATL BbIYUCIIUTENBHYIO TEXHUKY U UHAOPMaUMWOHHbIE TEXHONOruun Ans
3KOHOMMYHOW W pauMoHanbHOW opraHmsauun MHGOPMaLMOHHBIX MPOLLECCOB,
NOBbILLEHUS X TMBKOCTU U ANHAMUYHOCTH

MpousBoanTb NUTEPaTyPHO-CTUNUCTUYECKYID 0BpaboTKy TekcTa, MpOBEPKY
NOrMYeckoii MocrefoBaTeNlbHOCTM U3MOXEHUsl, aHanM3a W OLEHKM, HanucaHus
BbIBOAOB ¥ pekoMeHaaL it

an/IMeHFlTb OCHOBbI NCMXOMOornn 4enoBoro odLweHns
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Heobxogumble 3HaHUS HOpMaTVIBHbIe npaBoOBbl€  aKThl, HOpMaTuUBHO-MeToOU4YECKNE  OOKYMEHTDI,
rocyaapcCrtBeHHble CTaHOapThbl B Cq)epe OeATEeNIbHOCTUN OpraHmn3aumm

CTpykTypa  opraHuMsauun,  pykoBOACTBO  CTPYKTYPHbIX  MOApasgeneHun,
HanpaBneHnss [esTeNnbHOCTU  OpraHusaummM U KOMMETEHLUUU  CTPYKTYPHbIX
noapasfeneHnn U AOMKHOCTHBIX NL

Knaccucuvkauua  ynpaBneH4eckorM  uHopmaumn, BuAbl  yrnpaBreH4YeCcKom
WHpopmauum

dopmbl NTPefoCTaBNeHUs ynpaBieHYeckon nHdopmaumm

NcTouHukM ynpaBneHyeckon wHdoOpMauMM, MeToauka OTOopa WMCTOYHMKOB
nHdopmaumm

TpeboBaHusi, NpeabsiBnseMble K ynpaBreH4Yeckoi MHdopmaumm

OcobeHHOCTM pedepupoBaHns  MHGOpMauun, cneundmka odopMmneHus wu
CoCTaBrneHus aHHoTauun, pedepaTtos, 0630poB, AOKNAA0B

KaTeropuu notpebutenei, Ha koTopble 6yaeT paccunTaH AaHHbIn 0630p, Aoknag

MeTtoabl 06paboTkm uHopMaumm ¢ NPUMEHEHNEM COBPEMEHHBLIX TEXHUYECKMX
CPEeACTB KOMMYHWKALMIA U CBA3W, BbIYUCIINTENBHON TEXHWNKN

CTpykTypa WH(MOPMALMOHHbLIX U30aHUW B  3aBUCUMOCTM OT  Xapakrepa
WMHdOPMaLIUKU U LEeneBoro HasHavyeHs MHPOPMaLNOHHbIX N3AaHUN

CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTusaumm MHdopmaumum

NcTouHukM nHpopmaumn: katanorn 6ubnuoTtek, KypHanoB, NOUCKOBbIE CUCTEMBbI
WH(POPMALIMOHHO-TENEKOMMYHUKALMOHHOM ceTn "VIHTEpHET", 3NeKTPOHHbIEe 6asbl
OaHHbIX

dyHKUMOHaNbHOE HasHayeHue o6G3opa (Gubnuorpaduyeckoro, pedepaTUBHOIO,
aHanMTUYeCcKoro) Kak cpeacTBa OpMeHTauuu yutaTens B JOKYMEHTaslbHOM Wiu
MHOPMaLIMOHHOM MOTOKe

OcobeHHOCTU obLeHayyHOW 1 nparmaTnyeckon dyHKLumn 0630poB

MpaBuna paboTbl C BHELLUHVMUW HOCUTENAMM UHpopMaLIK

HopmaTvBHblE ~ OOKYMEHTbI, roCyQapCTBEHHble  cTaHgapTel B obnactu
[esiTeNbHOCTU opraHn3aLmu

MoHaTne n cneumnduka Gubnmorpadmyeckoro, peepaTUBHOIO U aHaNUTUYECKOrO
WHOPMALIMOHHOIO U3gaHns

Cn paBO4HblI€ NMpaBOBbIE CUCTEMbI

[pyrve -
XapaKTepucTukm

3.4.3. TpynoBas yHKUNA

HanmeHoBaHne | OpraHusauusi 4enoBbIX KOHTAKTOB 1 Kog D/03.6 |YpoBeHb El
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OpraHn3alnOHHOMY ...

NPOTOKOJIbHLIX MEPONPUATUIA (noaypoBeHb)

KBanudmkaumum
MponcxoxaeHne 3anmcTBOBaHO 13
P KA OpwurunHan X
TPYAOBOM OYHKLUM opurnHana
Kon PernctpaunoHHbIn
opurnHana HOMeEp
npoceCccuoHansHoro
cTaHgapTa

Tpynosble geictBust | OpraHusaumsi M NfaHMpOBaHWE [eNoBblX KOHTAKTOB, BCTPeY MW Moesnok
pykoBoauTens

OpraHusaums  3acegaHvi, COBEWAHWA W MEponpusaTUin,  NMPOBOAMMbIX
pykoBogutenem

MogroTtoBka maTepmanoB ANs COBELLAHMIN, BeAeHne 1 opopmIieHne NpoTOKOOB

MogroToBka I'Ipe3eHTaLl,I/IIZ NoO yKa3aHUo pykoBOOUTENA

MoaroToBka 1 NpoBefeHVe Npecc-koHMEPEHLSA PYKOBOAMTENS

BCTpe‘-Ia y4aCTHMKOB NeperoBsopos, obecneyeHne unx VIH(*)OpMaLI,I/IOHHbIMI/I
mMmatepuanamum, segeHue 3anucen neperosopos

Heobxogumblie yMeHuaA CocTtaBnsTb nnaH Noes3aku pykoBoauTtena

OcbopMnsATb OOKYMEHTbI, HEOGXoAMMblE ANA OenoBoi Noesaku, KoMaHOUPOBKM
pykoBoauTens

CoctaBnsate M odopMnATb MPOTOKOMbl COBELaHMNW, 3acedaHun W Apyrux
KOHPEPEHTHbIX MEepPONpUATUIN, FOTOBUTb CMMCOK YYaCTHUKOB, MOBECTKY [OHS,
SABOYHbIE NUCTbI Y MPOEKTbI UTOrOBbLIX AOKYMEHTOB

CoctaBnsTtb npecc-pennsbl

Bectu neperosopb! ¢ NapTHepamu

PaboTtatb B pexnve MmHoro3aga4yHocTu

PaboTaTtbk ¢ 60nbLwKM 06BEMOM MHOPMaLIMK

Co3gaBatb ¥ MOAAEpPXMBATb  MOMNOXUTENbHBLIA  UMWIDK  OpraHu3aumm u
pykoBoauTens

WMcnonb3oBaTtb BbI4YUCITUTESTbHYIO TEXHUKY n
I/IH(*)OpMaLI,I/IOHHO-KOMMyHMKaLI,VIOHHbIe TexHonormm ans 6onee 3KOHOMUYHOW U
paLlMOHaﬂbHOVI opraHunsauunmn I/IHd)OpMaLl,I/IOHHbIX npoueccoB, MOBbIWLEHNA UX
rMBKOCTU N ANHAMNYHOCTU

Ob6ecneunBaTtb MHOOPMAaLMOHHYKO 6E30NMacHOCTb OpraHu3auum

Heobxoanmble 3HaHMS HOpMaTI/IBHbIe npaBoBbl€  aKThl, HOPMaTnUBHO-METOAUYECKME  OOKYMEHThI,
rocygapcCrtBeHHble CTaHO4apThbl B cd)epe OeATerNIbHOCTU opraHn3auunm
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CTpyKkTypa opraHu3aumm, pyKoBOASLUMI COCTaB OpraHu3auuv 1 nogpasgenieHui,
HanpaBneHns [OesTeNbHOCTUM OpraHu3auMnm U KOMMETEHUWMM  CTPYKTYPHbIX
noapasaeneHnin 1 OOMKHOCTHBIX ML

Mcuxonornsa aenoBoro obLLEHWS, OCHOBBI KOH(*)J'IVIKTOJ'IOI'VIVI

MpaBuna NnpoBeAeHUs AENOBbLIX NEPErOBOPOB M NMPOTOKOSbHbLIX MEPONPUSATUI

OTUKET N OCHOBBI MeXayHapodHOro npoToKosia

MpaBuna coctaBneHnsa n 0HPopMIEHNS JOKYMEHTOB

MpaBuna 3alwmTbl KOHGUOAEHUMANbLHOM cnyxebHon nHopmaunm

NHopmaLMOHHO-KOMMYHMKALIMOHHbIE TEXHOMNOMA

Opyrne -
XapakTepucTUKn

3.4.4. TpynoBas dyHKUMSA

YpoBeHb
Koa D/04.6 |(nogypoBeHb)
KBanudunkaumm

OpraHu3aums UCNOSHEeHUsT peLLeHni
pykoBoauTens

HanmeHoBaHue

MpouncxoxaeHue 3anmMcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opuruHana

Kopg PernctpaunoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Tpynosble AencTBUA [lokymeHTaneHoe opopMneHne peLleHn pykosoanTens, AoBefeHne 00 cBefeHuns
paboTHMKOB OpraHM3aUmMmn YCTHbIX PAcnopsPKEHUI pyKOBOAUTENS

KOOp,D,I/IHaLI,I/IFl neAaATenbHOCTU No UCMNOJTHEHUIO peLueHvu7| pykoBoauTtena

KOHTpOJ'Ib ncnonHeHuna peLUGHMﬁ pykoBoauTens

[MoaroToBka OTYETOB O BhINOMHEHWUM NOPYYEHUIA U peLlEeHIn PYKOBOANUTENS

Heobxoaumble yMeHuaA CoctaBnsaTb 1 Od)OpMﬂﬂTb OOKYMEHTbI, coaepiKalne nopyvyeHna n pacnopsaxxeHms
pykoBoautensa

Bectn yuyeT nopydeHuii pykoBoauTens, TPeOyloLMX KOHTPONs MO CYLIEeCTBY
peLleHns Bornpoca

YeTKo 1 BbICTPO NpMHMMATL peLLeHus B npolecce paboTbl

Mpon3BoanTb aHanm3 UCNONHUTENbCKOW ANCLUMITUHBI

CocTtaBnsiTb aHanNUTUYECKUe OTYeTbl ” cnpaBkn Nno pesynbTtatamMm WUCNOJTHEHUA
nopyvyeHnn n pacnopsaxeHnn pykosogutend
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Monb3oBaTtbCcs cuctemamm SJIEKTPOHHOIo ,CI,OKyMeHTOOGOpOTa

MPUMEHSITb BbIMUCTIIUTENBHYIO TEXHUKY U MHADOPMaLNOHHO-KOMMYHUKALMOHHbIE
TEXHOMOMMK NS SKOHOMWUYHOM M paumMoHanbHOM opraHnsaun MHOOPMaLMOHHBIX
NpPOoLLEeCCOB, NOBbILLIEHNSI UX TMOKOCTU U AUHAMUYHOCTU

Ob6ecneunBaTb 6€30MacHOCTb AEATENBHOCTM OpraHmM3aLmm

Heobxogumble 3HaHUS HOpMaTVIBHbIe npaBoBble aKThl, HOpMaTuBHO-MeTOoANYECKNE  OOKYMEHThI,
rocyaapcCrtBeHHble CTaHOapThbl B Cq)epe OEeATEeNIbHOCTU OpraHn3aumnm

CTpykTypa  opraHusaumy,  pyKkoBOACTBO  CTPYKTYPHbIX  nogpasgeneHui,
HanpaBneHuss [esiTenbHOCTM OpraHMsauum UM KOMNETEHUUU  CTPYKTYPHbIX
noapasgeneHuin n JOrmKHOCTHBIX NnL,

MpaBuna NpoBeAeHWsl KOHTPOSS UCMOSTHEHMSI MOPYYEHUIA pyKOBOOAUTENS

TexHonorns BegeHnsl KOHTPONS UCNOMHEHUS NOPYYEHUA PyKOBOAUTENS

Cuctemsl ANEKTPOHHOIo D,OKyMGHTOOﬁOpOTa, 0asbl JaHHbIX

TpeboBaHusa oxpaHbl Tpyaa

Opyrne -
XapakTepucTUKn

IV. CBegeHuns 06 opraHusauusx - paspabdboTymkax
npodeccuoHanbHOro craHgaprta

4.1. OTBETCTBEHHAsA OpraHn3aLms-pas3padboTynk

HIM "HaumoHanbHasa accouunaumns oUCHbIX CNeLManMCcToB U agMUHUCTPaATUBHBLIX paboTHUKOB", ropoa
MockBa

OunpekTop XntocHeBa Jliogmuna MNeTpoBHa

4.2. HaumeHoBaHuMsa opraHM3aumnin-paspaboTynkos

1 AHO "AreHTCTBO CTpaTermyeckmx MHULMAaTUB Mo NPOOBWIKEHMIO HOBbLIX NPOeKToB", ropod Mocksa

2 AHO "YensibrHckoe pernoHanbHOe areHTCTBO pas3BUTUS KBanudukaumin", ropoq YensabuHck

3 AHO BIMO "MexpermoHarbHbil OTKPbITbIN couparnbHbii MHCTUTYT", ropoa Mowwkap-Ona, Pecny6nuka
Mapun On

4 Bonrorpaackasi ToproBo-npomebiLLnieHHas nanarta, ropoq Bonrorpaa

5 Y "Bcepoccumnckmin HaydHo-ncenenoBaTesibCKUM MHCTUTYT AOKYMEHTOBEAEHUS N apXUBHOro gena”

(BHUMOAL), ropoa Mocksa

6 HOY OHO "MHCTUTYT nHopMaumoHHbIX TexHonorun "AnTu", ropog Mocksa

7 O0wepoccuiicknii Npodco3 paboTHUKOB roCyAapPCTBEHHbIX YUpEXOEeHU U 00LEeCTBEHHOTO
obcnyxmBaHust Poccuinckon ®enepaumm, ropog Mocksa
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OpraHn3auMOHHOMY ...

8 Obwepoccuiickoe MexoTpacneBoe obbeanHeHne pabotogaTtenen "Hukens", ropog Mocksa
9 00O "MarikpocodT Pyc", ropoa Mocksa
10 | OOO "LieHTp akcnepTusbl 1 ceptudmkaumn”, ropog Mockea
11 00O "3nekTpoHHbIe ohurcHbIe cucTembl", ropog Mockea
12 [MOBOMKCKMI MHCTUTYT ynpasneHus umenu MN.A. CtonbinuHa - dounuan ®roOyY BI1O "Poccuiickas
aKkagemus HapoAHOro X03ANCTBA M roCyaapCTBEHHOM Cnyx0bl Npu MNpeangeHTe Poccumnckon
denepaummn”, ropog Caparos
13 OrAQY OIN0 "Akagemus cTaHgapTU3aumMmM, MeTpornorum u ceptudpmkaummn”, ropog Mockea
14 | ®I'BOY BI10 "lMeH3eHCcKkun rocygapcTBeHHbIN yHMBepcuTeT", ropog NeHsa
15 Ore0Y BI10 "Poccuiicknin rocyaapCTBEHHbIV TyMaHUTapHLIN YHUBepcuTeT", kadeapa
AOKyMeHTOoBeaeHus, kadpeapa ACOOY, ropoa Mockea
16 | ®I'BY "Hay4yHo-uccnegoBaTenbCKMm MHCTUTYT TpyAa M coumanbHoro ctpaxoBaHusa" MuHuctepctea
TpyAa u coumanbHom 3awmTel Poccunckon ®egepauun, ropoq Mocksa
17 | ApocnaBckas TOproBo-npoMmbiLlLfieHHas nanara, ropog Apocnasnb
<1> O6LLepoccUncknii knaccumkaTop 3aHSATUR.
<2> O6LLepocCUNCKNA KnaccugrkaTop BUAOB SKOHOMUYECKOM AEATENbHOCTH.
<3> ObLepoccuickmii knaccudmkaTop cneumnanbHOCTeN No 06pasoBaHumto.
<4> EguHbIA KBanMUKALMOHHLIA CMPaBOYHMK [OIMKHOCTEN pyKoBOAUTENEW, cneuuanuctoB U Opyrux
cnyxatumx.
<5> O6wepoccuicknii  knaccudmkatop npodeccun paboumx, OOIDKHOCTEN ChyXawmx Wn TapugHbIX
pas3psiaoB..
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