Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no
opraHv3aunoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

3apeructpmposaHo B MuHtocte Poccum 2 nioHs 2015 1. N 37509

MWHUCTEPCTBO TPYAA U COLIMATIbBHON 3ALLUTbI POCCUNCKOW ®EAEPALINA

NMPUKA3
oT 6 mast 2015 . N 276H

OB YTBEPXXOAEHNUN NPO®PECCUOHAIIbHOIO CTAHOAPTA
"CNELUUAINCT NO OPFAHM3ALINOHHOMY N NOKYMEHTALUWOHHOMY
OBECNEYEHMUIO YNPABIEHUA OPITAHU3ALUMEN"

B cooTtBeTcTBMM C nyHKTOM 16 [MpaBun pas3paboTky, YTBEPXOEHUS W MPUMEHEHMs1 NpPodeCcCUOHarnbHbIX
CTaHOapToB, YTBEPXAEHHbLIX NocTaHoBneHnem lpaButenscTBa Poccunckon ®epepaunm ot 22 aueapa 2013 r. N
23 (CobpaHue 3akoHogaTenbctBa Poccuiickon depepaumm, 2013, N 4, ct. 293; 2014, N 39, cr. 5266),
nprKasbIBalo:

YTBEpOUTL MpunaraemMbii  NpodeccuoHanbHeI  cTaHgapT  "CneunanucT N0 OpraHM3auuoHHOMY W
OOKYMeHTaUMoHHOMY obecneyeHuio ynpasneHusi opraHnsaumen”.

MwuHucTp
M.A. TOMUITINH

YTBEPXKOEH

npukazoMm MuHucTepcTBa Tpyaa
1 coumanbHON 3auThbl
Poccuiickon ®epepauuu

oT 6 masa 2015 . N 276H

NMPO®ECCUOHAIbHbLIW CTAHOAPT
CNEUMANUCT

no OPrAHU3ALMOHHOMY U AOKYMEHTALIMUOHHOMY OBECIMNEYEHUIO
YMPABJIEHUA OPrAHU3ALIMEN

447
PernctpaunoHHbIn
Homep
I. O6bwime cBegeHus
OpraHusaumnoHHoe 1 JOKYMeHTaUWoHHOe obecneyeHne ynpasneHms opraHusaLmsamm 07.002
nobbIX OpraHM3aLnoHHO-NPaBOBbLIX hopM
(HaMmeHoBaHwWe BMaa NPogeccuoHanbHOM AeATENbHOCTH) Kog

OcHoBHas Lenb Buga npocgeccnoHanbHon eaTenbHOCTY:

Peanusauns obecneunBarowmx QyHKUUIA ynpaBreHnsi opraHn3aumei; BHeAPEHNE Ny4YLlnX TEXHUYECKNX

KoncyanaHTﬂnmc www.consultant.ru Ctpanuua 1 13 40

HaaeXxHas npaBoBas noaaepXxka



Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H

"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

OpraHu3aLMoHHOMY ...

pa3paboToK 1 HOBENMLLMX TEXHONMOMMIA B obecneveHne yrnpaBneHns opraHnsaumen

pynna 3aHATUN:

2432 Bbubnuotekapu, 6ubnuorpadsl, 3431 AOMUHUCTPATUBHO-YNPaBIIEHYECKN
OOKYMeHTOBe bl U CneunanucThbl " nepcoHan
poACTBEHHbIX Npodheccuin
4222 Cnyxalue, 3aHsTble MPUEMOM U - -
WHpopMMpOBaHNEM NoceTUTenemn
(kog OK3 (HanmeHoBaHwMe) (kog OK3) (HanmeHoBaHwMe)
<1>)

OTHeceHMWe K BUAaM 3KOHOMUYECKOW AeATeNbHOCTU:

821 [eatenbHOCTb agMUHUCTPATUBHO-XO3SMCTBEHHAA M BCNOMoOraTernibHas 0esTenbHOCTb Mo
obecneyeHnto PYHKLMOHNMPOBAHUS OpraHM3aumm
82.3 [eatenbHOCTb NO opraHM3aumm KOHPEePEHLUN 1 BbICTaBOK
(kog OKB3[ (HaMMmeHoBaHMe BMOa SKOHOMMUYECKOW OEATENbHOCTN)

<2>)

[I. OnncaHue TpyaoBbIX YHKLNA, BXOASALLMNX
B NpodheccroHanbHbI cTaHAapT (PyHKLMOHaNbHas kapTa Buaa
npodeccnoHanbHon AeATeNbHOCTI)

O600LeHHbIe TpyAoBblE hYHKLMMN TpyaoBble yHKUUK
Koa HavMeHoBaHVe YPOBEHb HavMeHoBaHue Koa YPOBEHb
KBanudpwm (nogoypoBeHb)
Kaumm KBanudmkaumm
A OpraHusaumoHHoe 3 Mpuem u pacnpeneneHue A/01.3 3
obecneyeHune TenedgOoHHbIX 3BOHKOB
OesTensHoCTH opraHusaumm
opraHusaumm
OpraHusauus paboTbl ¢ A/02.3 3
nocetTuTensiMm opraHusaumum
BbinonHeHne KOOpAVHUPYIOLLMX U A/03.3 3
obecneunBatoLnx PYHKUUNA
B [lokymeHTaunoHHoe 5 OpraHusauus paboTbl ¢ B/01.4 5
obecneveHne [OKyMEeHTaMu
OesiTenbHOCTH
opraHusaumm OpraHusauns TekyLero xpaHeHusi B/02.4 5
[OKYMEHTOB
OpraHusaunsa obpaboTku gen ans B/03.4 5
nocneayoLero XxpaHeHums
C OpraHusaumnoHHoe, 6 OkasaHne nomowym pykoogutento | C/01.6 6
KOHcyn bTaHTlnoc www.consultant.ru Ctpanuua 2 13 40
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Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H
"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no

OpraHu3aLMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc

[arta coxpaHeHus: 25.01.2018

[OKYMEHTaLNOHHOE U
MHGOPMaLIMOHHOE
obecnevyeHne
neaTenbHOCTH
pyKoBoauUTENS
opraHusaumm

B MMaHMpoBaHMM pabo4ero
BpEMEHU

MnaHupoBaHue paboyero aHs
cekpeTapsi

C/02.6

OpraHunsaumsa TenedoHHbIX
neperoBopoB pykoBoAMTENS

C/03.6

OpraHusaumsa kKomaHaUPOBOK
pykoBoauTens

C/04.6

OpraHusauung paboTthbl ¢
noceTUTeNsiM1 B NPUEMHON
pykoBoauTens

C/05.6

OpraHu3aunsi NoaroToBKu,
npoBeAeHUs 1 06CnyXnBaHms
KOH(EePEHTHBLIX MEPONPUATUIA

C/06.6

OpraHusaunst UICNoMNHeHns
peLleHnin, ocyulecTBrieHme
KOHTPOMS UCMOMHEHNSI NOPYYEHNIA
pykoBoauTEns

C/07.6

OpraHusauns 1 nogaepxaHve
yHKLMOHanbHoro pabo4vero
NpoCTpaHCTBa NPUEMHOM 1
kabunHeTa pykoBoauTens

C/08.6

PaspaboTka nokanbHbIX
HOPMaTUBHbIX aKTOB,
pernaMmeHTupyowmnx paboty
cekpeTapsi

C/09.6

CocTtaBneHue n opopmneHune
ynpaBneH4yecKkon JOKYMEHTaLum

C/10.6

OpraHunsauus paboThbl ¢
[OKYMeHTaMu B NpueMHoM
pyKoBoauTens

C/M1.6

OpraHuzaums XxpaHeHus
[OKYMEHTOB B MPUEeMHOiA
pykoBoauTens

C/12.6

Ob6ecneyeHne pykoBOaMTENS
MHdopMaunen

C/13.6

OpraHusaunsa nHopMaLMOHHOro
B3aMMOJENCTBUS pyKOBOAUTENS C
nogpasgeneHmsamm u
OOMKHOCTHBIMY ML aMK
opraHusaumu

C/14.6

D WHdopmaumnoHHo-aHan
nTn4eckas un

dopmumpoBaHue
WHOPMAaLIMOHHOIO

D/01.6

KoHcynbTaHnTtlntoc

HaaeXxHas npaBoBas noaaepXxka
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Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H

"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no

OpraHu3aLMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc

[arta coxpaHeHus: 25.01.2018

OpraHn3aumMoHHO-agMM B3aMMOAENCTBUSI PYKOBOAUTENS C
HUCTpaTMBHas opraHMsaumsamMm
nogaepxka
[esaATeNIbHOCTH AHanua nHdopmauumn n D/02.6 6
pyKoBoauUTENS noaroToBka
opraHusaumm WHOPMaLIMOHHO-aHaNNTUYECKNX
MaTepuanos
OpraHunsaumnsa enoBbiX KOHTAKTOB D/03.6 6
N NPOTOKONbHbLIX MEPONPUATUI
OpraHusauusi ucnonHeHusi| D/04.6 6
peLleHnn pykoBogutens
[ll. XapakTepucTunka 0606LEeHHbIX TPYAO0BbLIX (YHKLUA
3.1. O6o6LeHHas TpyaoBas pyHKLMSA
OpraHusaumoHHoe obecnedeHne LeATENbHOCTH YpoBeHb
HanmeHoBaHue Kop, A
opraHusaumm KBanvdukaumm
MpoucxoxaeHne
P kne . 3anmMcTBOBaHO U3
0606LeHHON TpyaoBoOM OpwurunHan X
opurnHana
dyHKUUK
Kon PernctpaunoHHbIn
opurmHana HoMep
npodgeccnoHansHoro
cTaHgapTa

Bo3moxHble HAaMMeHOBaHUS
JOIKHOCTENn, npodeccui

CekpeTapb-agMUHUCTpaTOpP

TpeboBaHus K
00pas3oBaHuo 1 06y4YEHNIO

CpenHee obuiee obpasoBaHue
MpodeccmnoHanbHoe 0by4veHne - nporpamMmmbl NPodeccroHanbHOM NOArOTOBKU
no npodgeccusam paboymx, JOIMKHOCTAM CryXKallux, Nporpammebl
nepenoaroToBky paboymnx, Cryxalimx, MporpaMMbl NOBbILLEHWS
KBanudukaumm padboumx, cnyxawimx

TpeboBaHus Kk onbITy -
npakTu4eckomn paboTbl

Ocobble ycnoeusi gonycka
K paboTe

Opyrve xapakTepucTuku

[ononHutenbHble XapaKTepUCcTukun

HanmeHoBaHue OOKYyMeHTa

Koa

HaumeHoBaHve 6a30Bon rpynnbl, 4OMKHOCTM (Mpodeccun)
Unu cneyunanbHOCTH

KoHcynbTaHnTtlntoc

HaaeXxHas npaBoBas noaaepXxka

www.consultant.ru

Ctpanuua 4 13 40
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"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no RokymenT npeaoctasnet KoxcynetaTlinioc

[arta coxpaHeHus: 25.01.2018

opraHM3aunoHHOMY ...
OK3 4222 Cnyxawue, 3aHsiTble MPUEMOM N NHPOPMUPOBAHNEM
nocetutenen
OKCO <3> 032001 [okymeHTOBEAEHUE U OOKYMEHTAUNOHHOEe obecneyeHne
ynpasneHunsi
3.1.1. Tpynosas pyHKLMA
Mpuem n pacnpegeneHne TenedOHHbIX YpoBeHb
HavmeHoBaHMe | 3BOHKOB OpraHusauum Kog A/01.3 |(nogypoBeHb) 3
KBanudukauum
I'lpomcxozmeHme OpuruHan X 3amMmcTBOBaHO 13
TPYAOBOM PyHKLUN opurMHana
Kon PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbLHOro
CTaHgapTa

TpynoBble AeACTBUS MepeHanpaBneHve TenedOHHbIX 3BOHKOB PYKOBOACTBY W COTpyOHMKaM
opraHusaLum

Peructpauma noctynaroLwmx TenedOoHHbIX 3BOHKOB

MonyyeHne HeobGxoaumon uvHOpMaLMM W nepedaydya CaHKUMOHUPOBAHHOM
MHdopMaLMn No TenedoHy

Heobxoanmble YMEHUA Mcnonb3oBaTtb TeXHUYECKNEe U nporpaMmmMmHbie cpeacrtBa And npoBeaeHusA
rosiocoBOM UNu BI/IﬂeO-KOH(*)epeHLI,-CBFISM

Wcnonb3oBaTb CpeactBa KOMMYHMKALMOHHOW OPITEXHUKA AMs MOMyYeHUs W
nepegayun nHcopmauuu

Bectn yyeTHble  perucTpauuoHHble  OpPMbl,  WUCMOMb30BaTb  UX  ANS
WHopMaLIMOHHOM paboTbl

YcTaHaBnuBaTh KOHTAKT C coBeceqHNKoM, NoAaepXmBaTh U pa3BuBaTh OENoBYio
Geceny B npoLecce TenedOoHHbIX Neperosopos

CrnaxunBaTb  KOHQIMKTHbIE W CMOXHble  CUTyauuu MEXJTMYHOCTHOro
B3aMMOOEeNCTBUSA

CobntogaTb CrnyXeOHbI 3TUKET

Heobxoanmble 3HaHUs CDyHKLI,I/II/I, 3afayun, CTpyKktypa opraHmsauum, ee CBA3Un

lMpaBuna B3anMMOAENCTBUA C MapTHEpaMu, KNneHTamu, cpeactBamMuM MacCoBOW
WHpopmaumm

3OTuka genosoro obueHns

MpaBuna peyeBoro aTukeTa

KOHcyn bTaHTlnoc www.consultant.ru Ctpanuua 513 40
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Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H

"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no AokymeHT npeaocTaenex KoncynetanTrinioc

[arta coxpaHeHus: 25.01.2018

opraHu3aLoHHOMY ...

TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHUAEHUNANLHOW CNy>xebHon nHopmaLmm
Apyrne -
XapaKTepucTuKm

3.1.2. Tpyposas yHKUNA

OpraHusaumsi paboTbl C NoceTUTENAMMU YpoBeHb
HanmeHoBaHMe |opraHusauuu Kog A/02.3 |(nogypoBeHb) 3
KBanudukauum

MpoucxoxaeHne 3anmcTBOBaHO U3
o OpwurunHan X
TpyaoBon dyHKUUN opuruHana

Kopg, PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHanbHoro
cTaHgapTa

TpynoBble AeNCTBUSA BcTpeya nocetutenen, nonyyeHne nepBUYHON WHMOPMaLUM O MOcCeTUTEendax u
MOMOLLb B OpraHM3auum nx npyuema pykoBogutenem u coTpygHukamm

BeneHne XypHana 3anunucu noceTuTenemn

Y4yeT nocetutenen n ohopmMmreHne nponycKos

CopewcTaue onepaTtMBHOMY pacCMOTPEHMIO MPOCO U NPeanoXeHnn noceTutenemn

Mpvem u nepedava [OKYMEHTOB MOCETWUTENE PYKOBOACTBY W COTPYAHWMKAM
opraHusaumu

OpFaHI/I3aLI,I/IF| n 6pOHMpOBaHVIe neperoBopHbLIX KOMHAT

CepBupoBka 4anHoro (kodenHoro) ctona B ocumce

MpurotoBneHne HaNNTKOB (4an, kode, NpoxraguTenbHbIe HANUTKN)

Heobxognmble ymeHus | O6waTbCsi ¢ MOCETUTENAMM

Mcnonb3oBaTb YCTaHOBMEHHblE NpaBuna W npoueaypbl KOMMYHUKALMW BHYTPU
opraHusaumu

Bectn y4YeTHble (bOprI, ncnonb3oBaTb X OnNd pa6OTbI

CosfgaBatb NoNoXUTENbHbIA UMUK OpraHusauum

MprHMMaTL Mepbl Mo paspeLleHnto KOHQUKTHBIX CUTYaLui

MpuMeHsTb UHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOrUK

O6ecneunBaTtb KOHUAEHLMANBHOCTL NHGOPMAaLINK

KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 6 13 40
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Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H
"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no
opraHv3aunoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

Heobxogumble 3HaHus | MpaBuna opraHmMsaumm npuema nocetTutenemn

MpaBnna genosoro obLeHns

CTpykTypa opraHusauuv u pacrnpegeneHve yHKUMA MexXay CTPYKTYPHbIMU
noApasaeneHnusiMu 1 creumuanuctTaMmm

MpaBuna opraHMsaummn NpMemoB B ouce

MpaBuna cepBUpOBKM YanHoro (kocpelrHoro) crona

I'Ipasl/lna npuroToBreHna n nogadun ropAvYnx HanMTKOB N 3aKyCOK K HUM

3TuKa genosoro obLeHns

MpaBuna peyeBoro aTUKeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUAEHUMANBHOW CNYyXebHoM MHopmaLnm

Apyrve -
XapaKTePUCTUKHN

3.1.3. Tpyposas yHKUnA

BbInosiHeHMEe KOOPANHNPYIOLLMX W YpoBeHb
HanmeHoBaHne |obecneumBarolmx pyHKLUMIA Kog A/03.3 |(nogypoBeHb) 3
KBanudukauum

MpoucxoxaeHne 3anmMcTBOBaHO n3
o OpwurunHan X
TpyaoBon dyHKUUN opuruHana

Kon PernctpaunoHHbIn
opurmHana HOoMeEp
npodgeccnoHanbHoro
cTaHgapTa

TpynoBble AeNCTBUSA BeneHue xypHana pa3be3goB paboTHMKOB OpraHu3auum

KOOpLIMHaLIMFl pa60T|=| KypbepoB U BoOUTENEN opraHmn3auunmn

BepgeHue xypHana pasbe3oB KypbepoB OpraHnsaLmn 1 MapLupyToB BOAUTENEN

CocTaBrneHue cnpaBkM O pasbesgax paboTHMKOB, KypbEPOB M MaplupyTax
BOAWTENE opraHnsaumnm

Heobxogumble ymeHusi | CocTaBnsiTb U BECTU y4eTHbIe JOKYMEHTI

MpUMeHsATL cpeacTBa KOMMYHUKaLUMK ANA Nepeaaydn nopyvyeHuii pykoBoaMTens u
COTPYAHUKOB OpraHu3aLum

IMpumeHATb coBpeMeHHble cpeacTBa cbopa, obpaboTkm u nepegayn nHpopmaumm

KOHcyn bTaHTlnoc www.consultant.ru Ctpanuua 7 13 40
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Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H
"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no
opraHv3aunoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

OueHuBaTtb pes3ynbTaThbl B paMKaX NocTaBlieHHbIX 3aday

OcyLLI,eCTBJ'IﬂTb KOHTPOJ1b UCNOJTHEHUA nopyquvn?l pykoBoauTena coTpygHuUkamum

Heobxoaumble 3HaHus |paBuna peyeBoro aTukeTa

OTuka genoBoro obLeHns

TpeboBaHusa oxpaHbl TpyaAa

MpaBuna 3aLwmTbl KOHUAEHUNANBHOW Cny>xebHoN nHopmaLmm

CTpykTypa opraHusauum W pacnpegerneHve QyHKUMA Mexay CTPYKTYPHbIMU
noapasfeneHnsaM1 1 cneuuanuctTamm

Apyrve -
XapaKTepUCTUKU

3.2. ObobLeHHas TpyaoBas yHKUNS

[okymeHTaumoHHoe obecneveHne 0eaTenbHOCTH YpoBeHb
HanmeHoBaHne Kon B

opraHusauum KBanudmkaumm
IMpoucxoxgeHune

P HAS . 3amMmMcTBOBaHO 13
0000LeHHOM TpyaoBOM OpwurunHan X
opurMHana
OyHKLMN
Kog PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbLHOro
cTaHgapTa

Bo3MOXHble HAaMMeEHOBaHUS HenonponssoanTternb

DOIKHOCTEN, npodeccui

TpeboBaHus k obpasoBaHuio | CpegHee npodeccnoHanbHoe obpasoBaHue - MporpamMmMbl NOArOTOBKM
n obyyeHuto KBannuuMpoBaHHbIX paboumx, cryxatmx

TpeboBaHus K onbITy -
npakTu4eckomn paboTbl

Ocobble ycnosusa gonycka K
paboTe

[pyrne xapakTepucTmkm -

JlononHuTenbHble XapakTepUCTUKA

HaumeHoBaHVe oOKyMeHTa Kon HaunmeHoBaHve 6a30Bon rpynnbl, 4OMKHOCTM (Npodeccun) unu
cneumanbHOCTH
OK3 3431 AOMWUHUCTPATUBHO-YNPaBIIEHYECKNIA NepcoHarn
KOHcyn bTaHTlnoc www.consultant.ru Ctpanuua 8 13 40
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"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no

opraHu3aLoHHOMY ...

EKC <4> - [enonponssogutens

OKNATP <5> 21299 [enonpounssoantens

OKCO 032002 |[okymeHTauMOHHOE obecrneyeHne ynpaBreH1s n apXuBoBeaeHne

3.2.1. TpypoBas yHKUNA

HanmeHoBaHue

OpraHusaumsi paboTbl C JOKyMEHTamu YpoBeHb

Kog B/01.5 |(nogoypoBeHb) 5
KBanudukauum

MpouncxoxaeHne
TpyaoBon dyHKUUN

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

3anmcTBOBaHO U3

OpwurunHan X
opuruHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa

TpynoBble AeNcTBUS

Mprem n nepBnyHasa obpaboTka BXoAALWMNX JOKYMEHTOB

MpenBaputenbHoe  paccMOTPEHME U COPTUPOBKA  [JOKYMEHTOB  Ha
perucTpmpyemble 1 He perucTpupyemble

MoaroToBka BXOOSALLMUX AOKYMEHTOB NSl paCCMOTPEHUs pyKoBoaUTENEM

PeFMCTpaLI,Mﬂ BXOOAWMNX OOKYMEHTOB

OpFaHVI3aLWIFI 0OCTaBKN OOKYMEHTOB UCMOJTHUTENAM

BeneHne 6a3bl gaHHbIX OOKYMEHTOB opraHm3auunmn

BeneHune nHgpopMaumMoHHO-CcNpaBoYHOM paboTbl

O6paboTka 1 oTrnpaBka UCXOOALLNX JOKYMEHTOB

OpraHuzaumst paboTbl MO perucTpaumu, ydeTy, XpaHEeHU U nepedade B
COOTBETCTBYIOLUME  CTPYKTYpHble  MoApasferieHnsl  OOKYMEHTOB  TEeKyLLero
ZAernonpoussoacTea

KOHTpOJ‘Ib MCNoJNIHeHNA OOKYMEHTOB B OpraHn3auunn

Heobxognmble ymeHus

Pabotatb €O BCel COBOKYMHOCTbO  MHGOPMALMOHHO-AOKYMEHTALMOHHbBIX
pecypcoB opraHm3aumm

Monb3oBaTbcsa 6a3amu gaHHbIX, B TOM Yncne yaaneHHbIMU

Monb3oBaTbCs cn paBO4HO-NpPaBOBbIMA CUCTEMAMU

Monb3oBaTbCA  aBTOMaTM3WPOBAHHLIMKM  CUCTEMaMu  y4yeTa, peructpauuu,
KOHTpONS M MHPOPMALIMOHHO-CMPABOYHBIMM ~ cUCTeMaMu npu  pabote C
LOKYMEHTaMM1 opraHusauum

KOHcyn bTaHTlnoc www.consultant.ru Ctpanuua 9 13 40
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[arta coxpaHeHus: 25.01.2018

MpYMeHsITb COBpeMEHHbIE MHEOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMK Ans
paboTbl C AOKYMEHTaMu, B TOM YuCrne Ans ee ONTMMM3auuM W MOBbILLEHUS
aheKkTnBHOCTH

Heobxogumble 3HaHUs | HopmaTvBHble MpaBoBble akTbl W HOPMATMBHO-METOAUYECKME [OKYMEHTHI,
onpeaensawLne Nopsaok 4oKyMEHTaUUMoHHOro obecneyeHns ynpasneHus

CTpyKTypa opraHusaumm, pykoBoACTBO CTPYKTYPHbIX NoApasaeneHmnit

CoBpeMeHHble MHOPMAaLMOHHbIE TEXHOSOTUM PaboThbl C JOKYMEHTaMM

Mopsiaok paboTbl C AOKYMEeHTaMu

Cxembl JokyMmeHToobopoTa

I'Ipanma pa60TbI C BXogAwnmm, ncxogawmmMmm n BHyTpeHHMMN OOKYMEHTaMuU

MpaBuna opraHu3auum W GOPMbl KOHTPOMSE WCMONHEHUS [OOKYMEHTOB B
opraHusaumu

Tunosble CPOKM UCNOJTHEHNA OOKYMEHTOB

MprHUKMNBI paboTbl CO CPOKOBOW KApTOTEKOW

HasHauyeHune n TexHonorus TeKyLiero n npeaynpeantenbHOro KOHTpona

MpaBuna cocTaBMeHWsi aHanWTUYEeCKMX CrpaBOK MO oOpraHusauuyn paboTel C
JOKYMEHTaMM 1 KOHTPOJTH0 UCMOSTHEHUS] OKYMEHTOB

I'Ipanma LOOKYMEHTaUuMOHHOIo obecneyeHns geaTenbHOCTH opraHu3auunmn

Buabl OKyMEHTOB, UX HasHa4YeHue

Tpe6OBaHMﬂ, npeabvaBndemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMAaTUBHbLIMU
akTamMmu un rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna coctaBneHns U OOOPMSIEHUS  MH(POPMAaLMOHHO-CNPABOYHbIX,
OPraHU3aUMOHHbIX YNPaBieHYECKNX JOKYMEHTOB

MpaBuna co3gaHWs W BedeHWss 6a3 OadHHbIX  CNYXeOHbIX [JOKYMEHTOB B
opraHusauum

CucTeMbI 3MEKTPOHHOTO 10KYMEHTo06opoTa

MpaBua u CpoKU OTNPABKM UCXOASALLMX JOKYMEHTOB

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapakTepUCTUKN

3.2.2. TpypoBas yHKUNA

OpraHusaums TekyLlero xpaHeHus YpoBeHb
HavmeHoBaHMe | OOKYMEHTOB Kog B/02.5 |(nogypoBeHb) 5
KBanudunkauum
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opraHM3aunoHHOMY ...
MpowucxoxneHne 3anMcTBOBaHO U3
P A Opwurunan X
TpyaoBon dyHKUUN opurMHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHpapTa
TpyooBble AencTBuUS Pa3paboTka HOMeHKNaTypbl Aen opraHm3auuu

MpoBepka MpPaBUIBLHOCTM OQOPMIEHUS [OOKYMEHTOB M OTMETKM 00 ux
UCNONHEHNM Nepe nx hopMUPOBaAHMEM B AENO0 ANs NocreayoLero XpaHeHus

CDopmynMpOBaHme 3aroJyioBKOB e n onpeaeneHne CpokoB X XpaHeHnA

dopmupoBaHue gen

KoHTponb MpaBUMbHOrO W CBOEBPEMEHHOro pacnpefeneHus U MNoALNBKM
[OKYMEHTOB B fena

Heobxoanmble ymeHus | OpraHu3oBbiBaTb paboTy Mo yyeTy, XpaHEeHUo 1 nepefade B COOTBETCTBYHOLLEE
CTPYKTYpHOe nofpasfaeneHne AOKYMEHTOB TeKyLllero Aenonpor3sBoacTea

OcyllectBNATb  MeToAMYeckoe  PYKOBOACTBO  [Aenonpou3BOACTBOM B
opraHM3aumu, KOHTPONMPOBAaTh NMpaBUIlbHOE POPMUPOBaHME, XpaHeHUe U caady
[ern B apxuB

Pa3p868TblBaTb HOMEHKNaTypy Aen CTPpYKTYpHOro nogpasgeneHna

Mcnonb3oBaTe HOMEHKMATYpy [nen MpuU U3YyYeHUM CTPYKTYpbl OpraHusauum,
COCTaBNEHNN onucen gen

OpraHusoBbiBaTb paboTy no opMUpoBaHMIO [en B COOTBETCTBUM C
YTBEPXOEHHOW HOMEHKNATYpOn Aen opraHMsaunm

MpaBunbHO U cBOEBpeMeHHO (hopMUMPOBaTbL OOKYMEHTbl B Aena C Yy4eToM UX
cneumcukm

CucrtematnsnpoBaTtb 4OKYMEHTbI BHYTPY Aena

Ob6ecneunBatb COXPaHHOCTb U 3alMTy JOKYMEHTOB OpraHm3aunmu

MpuMeHsTL MHDOPMALMOHHO-KOMMYHMKaLMOHHbIE TEXHOMorMn Anst paboTtbl C
JOKYMeHTaMu

Heobxoanmble 3HaHUS HOpMaTI/IBHbIe npaBoBble aKTbl, HOPMATMBHO-MeTOOAMYECKME  OOKYMEHThI,
rocyfoapCTtBeHHble CTaHOapTbl, onpeaendwuwmne nopanok AOKYMEHTaLMOHHOro
obecneyeHusi ynpasneHua

Bugbl HomeHknaTyp, obwwme TpeboBaHMS K HOMEHKNaTtype, MeToauka ee
cocTaBfieHus u oopmIieHns

MpaBuna cornacoBaHWs HOMEHKNATypbl Aen C BeAOMCTBEHHbIMW apxvBamu U
3KCNEepPTHON KOMUCCUEN
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

Mopsagok dopmmpoBaHns n odopMieHua gen, cheuudguka dgopmMmpoBaHus
OTOenNbHbIX KaTeropui aen

I'Ipanma XpaHeHuAa aen, B TOM 4Yncne ¢ AOKyMeHTaMn orpaHn4eHHOro gocrtyna

MpaBuna Bbigayn 1 UCMOSIb30BAHUSI JOKYMEHTOB 13 CDOPMUPOBAHHBIX A

TpeboBaHust oxpaHbl Tpyaa

[pyrne xapakTepucTmkm

3.2.3. TpypoBas yHKUNA

OpraHusaunst obpaboTku gen ans YpoBeHb
HanmeHoBaHMe | nocrefyowero XxpaHeHns Kog B/03.5 |(nogypoBeHb) 5
KBanudukauum

MpoucxoxaeHne 3anmcTBOBaHO n3
o OpwurunHan X
TpyaoBon dyHKUUN opuruHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHansHoro
cTaHgapTa

Tpynosble gelicTeBusi | [poBepka CPOKOB XpaHEHUs [OKYMEHTOB, COCTaBIieHMe MpoTokosnia paboThbl
9KCMEepPTHON KOMWUCCMM MO TMOATOTOBKE [AOKYMEHTOB K XpaHeHMi, akta o
BbIAENIEHNWN K YHUYTOXEHUIO JOKYMEHTOB, HE NMOAMEXaLnX XpaHeHIo

CoctaBneHune BHyTpeHHeIZ onucn gen ans ocobo LeHHbIX LOOKYMEHTOB

OcbopmrneHve Aen NOCTOSHHOTO, A0NTOBPEMEHHOIO CPOKOB XpaHeHWs!

O(bOpMJ'IGHMe 0BnoXKM Aen NOCTOSIHHOrO, OOJIrTOBpPEMEHHOIo CPpOKOB XpaHEHUA

CocTaBneHne onucu gern NoCTOSIHHOrO, [onroBpeMeHHOro CpokoB XxpaHeHus

I'Iepe/:l,aqa e B apXmuB opraHmn3auunm

Heobxogumble yMeHus | Monb3oBaTbCA  MEpevYHsIMU  OOKYMEHTOB M aHanM3upoBaTb  (dakTUyeckoe
cofepxaHue WUMelLUXca B AeNne [OOKYMEHTOB MNpu onpedeneHunM CPOKOB WX
XpaHeHus

OdopmMnsaTb JOKYMEHTbI SKCNEPTHON KOMUCCUMN

O(bOpMJ'IFlTb oOnoXxKnM Oen mnoCTOAHHOIoO U BPEMEHHOIo CpPOKOB XpaHeHua B
COOTBETCTBUN C Tpe6OBaHI/IF|MM rocyoapCTtBeHHbIX CTaHOApPTOB

Mpoun3BoaANUTb XPOHONOTMYECKU-CTPYKTYPHYIO CUCTEMAaTM3aumto aen

OcylecTBnsATb  TeXHUMYeCcKylo 00paboTky M nonHoe odopmreHue aen
NMOCTOSIHHOIO U BPEMEHHOIO CPOKOB XpaHeHUs

CocTtaBnsiTb ONUCb €Nl MOCTOSIHHOIO MU BPEMEHHOIo CpPOKOB XpaHeHuAa B
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cooTBEeTCTBUN C ,El,el7ICTByIOLIJ.VIMVI HOpMaTMBHO-MeTOANYECKUMN OOKYMEHTaAMU

an/IMeHﬂTb I/IH(bOpMaLIMOHHO-KOMMyHI/IKaLl,I/IOHHbIe TEXHONormn Aand pa6OTbI C
OOKyMeHTamMun

Heobxognmble 3HaHus HOpMaTVIBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeTOoONYECKNE  OOKYMEHThI,
rocyfoapCrtBeHHble CTaHOapThbl, onpeaendwowme nopaaokK OOKYMEeHTauWMOHHOro
obecneyeHus ynpasrieHuA

Kputepun pasgeneHnsi OOKYMEHTOB Ha rpymnnbl B COOTBETCTBUM C LEHHOCTbIO
MHdopMaumn, cogepallencst B HUX

I'Iop;|p,0|< NCNoJyib30BaHNA TUMNOBbLIX UMM BEOOMCTBEHHbIX nepequﬁ LOOKYMEHTOB,
onpeneneHna CpokoB XpaHeHUA B npouecce 3KcnepTu3bl LEHHOCTU OKYMEHTOB

Mopsigok co3faHusl, OpraHM3auuMuM U OOKYMEHTMPOBaHUS paboTbl 3KCMepTHOM
KOMUCCU

I'Ipasl/lna COCTaBJIEHUA N yTBEepPXOAEeHNA NPpOoTOKOoNa pa6OTbI SKCI'IepTHOIZ KOMUccumn

MpaBuna cocTaBneHuss MU YTBEPXOEHWA akTa O BblAENeHWM [OOKYMEHTOB, He
noanexalumx XpaHeHuo

MpaBuna TexHun4veckon obpaboTKM M MOMHOro OPOPMMAEHUS Oen MNOCTOSAHHOIo W
BPEMEHHOIO CPOKOB XpaHEHUs

I'Ipasl/lna COCTaBlneHna onncu aen noctoAHHOro N BpeMeHHOro CpokoB XpaHeHUA
B COOTBETCTBUU C ,El,eIZCTByIOLIJ,I/IMM HOPMAaTMBHO-MEeTOANYECKUMUN OOKYMEHTaAMUN

MpaBuna nepegayv Aen B apxve opraHnsaumu

TpeboBaHus oxpaHbl Tpyaa

Lpyrue -
XapaKTepucTUKu

3.3. O606LeHHas TpyaoBas pyHKLMSA

OpraHusaunoHHoe, JOKYMEHTALMOHHOE U
YpoBeHb
HanmeHoBaHue MHpopMaumoHHoe obecneveHne OeaTeNbHOCTH Kopg, C KBANMDMKALMM
PYKOBOAMTENS OpraHM3aumm
MpouncxoxaeHne
b oe . 3anmcTBOBaHO U3
0606LeHHoN TpyaoBoK OpwurunHan X
opurmHana
dyHKUUN
Kopg, PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbLHOro
cTaHgapTa
Bo3MoHble HanMeHOBaHWS CekpeTapb pykoBoauTens
JOIKHOCTENn, npodeccui
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[arta coxpaHeHus: 25.01.2018

TpeboBaHus kK 0Opa3oBaHMIO
n oby4yeHuto

Bbiclwee obpasoBaHue - bakanaBpuaTt nunm

CpepHee npodeccroHansHoe o6pasoBaHme - NporpamMmmbl NOArOTOBKM
cneumanucToB CpefHero 3BeHa

[ononHutenbHoe npodeccrnoHansHoe obpasoBaHne

TpeboBaHus K onbITy
npakTu4eckomn paboTbl

He meHee oByx neT BbINOnNHeHUs paGoT No opraHU3aLMoHHOMY U
[AOKYMEHTaLNOHHOMY oBecneyeHnto AeATeNIbHOCTY pyKOBOAUTENS
opraHvsaumm npu cpeaHem npodeccroHansHoM oGpasoBaHnm

Ocobeble ycnosusa gonycka K
paboTe

[pyrne xapakTepucTmkm

JlononHuTenbHble XapakTepUCTUKA

HanmeHoBaHMe OoKyMeHTa Kog HanmeHoBaHne 6a3oBon rpynmnbl, 4OMKHOCTM (Npodheccun)
Unu cneunansHoOCTH

OK3 2432 Bbubnuotekapu, 6ubnuorpadbl, AOKYMEHTOBEAbI U
cneumanucTbl POACTBEHHbIX Npodheccuii

EKC - CekpeTapb pykoBogutens

OKnAaTeP 26341 CekpeTapb pykoBoautens

OKCO 032001 [lokymeHTOBeEeHME N JOKYMEHTALUVOHHOE obecneyeHmne
ynpasneHunsi

032002 [okymeHTaLnoHHOe obecneyeHne ynpaBneHns u

apxvuBoBefeHue

3.3.1. TpynoBas dyHKUMA

OkasaHue NoMoLLM PyKOBOAUTENIO B YpoBeHb
HaumeHoBaHve | nnaHmMpoBaHuy paboyero BpemMmeHu Koa C/01.6 |(nopaypoBeHb)
KBanudukauum
I'lpomcxozmeHme OpuruHan X 3amMmMcTBOBaHO 13
TPY4OBOM PyHKLUN opurMHana
Kon PernctpaumnoHHbINn
opurnHana HoMep
npogeccnoHanbLHOro
CTaHgapTa

TpyooBble AelcTBUS Bbibop dopmbl nnaHupoBaHua U odopmMreHne nnaHWpoBLUMKa (OpraHansepa)
pykoBoauTEnS

BHeceHne nHdopmaLmm B NNaHMPOBLLKK (OpraHanaep)

CornacoBaHue ¢ pykoBoauTeENeM BpEMEHHbIX NTaHOB

KoHcynbTaHnTtlntoc
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

CornacoBaHne TenedOHHbIX TMEeperoBopoB, BCTPEY U MepornpusTui  C
napTHepamu, KnMeHTamu, PyKOBOAMTENSMU NoApa3feneHnin u coTpyaHUKamm

NHopMrpoBaHne pykoBoaAUTENS O pernaMeHTe HaMmeuyeHHbIX MeponpuaTUn

MpepynpexaeHue o NPpUGIVKEHNN BPEMEHN HAMEYEHHbIX MEPONPUSATUI

(DOpMMpOBaHI/Ie pe3epBa BpeMeHU ona HenpeaBnaeHHbIX CI/ITyaLI,MIZ

Heobxoanmble ymeHus | YcTaHaBnMBaTb Lienn, ONpeaensaTb nepapxuio Lenem

OnpeaenaTb NPUOPUTETHOCTL U OYEPEQHOCTb BbIMONHEHUS PpaboT U 3PPEKTUBHO
pacnpefenaTb paboyee Bpems

OkasbiBaTb NOMOLLb pykoBoAUTENIO B pacnpeneneHnm ero pa60qero BpeMeHun

Bbibupatb onTumanbHble Cnocobbl WHMOPMUPOBAHMS MNAPTHEPOB, KIWEHTOB,
noceTuTenen, pykosoauTenen nogpasfeneHnin u COTPYOHUKOB O MNaHUpyemblxX
MepOonNpUATUSIX

O6ecneunBatb I/IH(bOpMaLI,I/IOHHle 6e30nacHOCTb AesaATeNbHOCTU OpraHM3aLmm

Heobxoanmble 3HaHusa | Cneumdumka OCHOBHOW OeATENbHOCTM OpraHu3aumnm

OcCHOBbI afMMHUCTPATMBHOMO Npaea M TPYAOBOro 3akoHopaTenscTBa Poccuiickon
degepauunm

PykoBogswmii coctaB opraHmsaumm n ee nogpasgeneHunn

(DyHKLI,MM caMoMeHe)KMeHTa

[NocTaHoBKa Lenen

I'Ipanma nposeaeHnAa AenoBbiX NeperoBopos

TpeboBaHus oxpaHbl Tpyaa

Opyrue -
XapaKTePUCTUKK

3.3.2. TpynoBas dyHKUMSA

MnaHnpoBaHue paboyero aHs cekpeTapsi YpoBeHb
HaumeHoBaHue Koga C/02.6 |(noaypoBeHb)
KBanudunkauum
l'lpomcxozmeHme OpuruHan X 3anmMcTBOBaHO U3
TPYAOBOM PyHKLUN opurMHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
CTaHgapTa
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TpynoBble AeNCTBUSA Bbi6op 1 ogpopmMneHme nnaHNpoBLLMKA CekpeTaps

BeneHue gHeBHMKa (Ha 3NEKTPOHHOM u/vnun 6ymaxHoM HocuTene)

CornacoBaHue NnaHoB ¢ NfiaHaMu 1 cpokamu paboTbl PYKOBOAMTENS

PacnpeneneHve paboyero BpeMeHu (Ha AeHb, HEOEMO, NEPCMNEKTUBY)

lMepeHeceHne HeBLINOMHEHHbIX 3anaHNpPoOBaHHbIX 3agaq

BbINnonHeEHME TUMNYHBIX EXeOQHEBHbIX AEN

Heobxoanmble ymeHusi | Bbibupatb 1 0popMnsATb NIIAaHNPOBLLUK

BHocutb n oTtcnexmBaTtb Mchopmau,mo Ha O3NEKTPOHHOM nvnn 6yMa)KHOM
HOocutene

PaccTtaBnatb NpuopuTeThl, BbIAENATH BXXHOE N CPOYHOE

BbibupaTb onTMMansHbIn pyuTM paboThl

AHaJ'IVI3VIpOBaTb NPUYNHBbI HEBbINOJTHEHNA 3adaud

anMeHﬂTb I/IHd)OpMaLI,I/IOHHO-KOMMyHI/IKaLl,I/IOHHbIe TEXHOI0rMn

Heobxognmble 3HaHus | OcobeHHOCTM OOPMITEHUS MaHMPOBLUMKA (HA SMEKTPOHHOM U OyMa)KHOM
HOCUTENSX)

OcHoBbI yNpaBreHusi BpeMeHeMm

Ipyrve xapaKkTepucTuku

3.3.3. Tpyposas cyHKUNA

OpraHusaumsi TenedoHHbIX NePeroBopoB YpoBeHb
HanmeHoBaHne | pyKkoBOAMTENS Kog C/03.6 |(nogypoBeHb)
KBanudukauum

MpoucxoxaeHne 3anmMcTBOBaHO U3
2 OpwuruHan X
TPyAoBON hyHKLMM opuruHana

Kon PernctpaunoHHbIn
opvrmHana HOoMeEp
npodgeccnoHansHoro
cTaHgapTa

TpynoBble AeNCTBUS BeneHune 6a3bl TenedoHHbIX KOHTAKTOB PYKOBOAUTENS

CoeavnHeHue pykoBoauUTeENA C KOHKPETHbIMU aboHeHTamu

MoaroToBka MaTepuasoB Ans TenedoHHbIX MeperoBopoB PYKOBOAMTENS

PeFMCTpaLIMFl nocrtynawwmnx B NpUeEMHYH Teﬂed)OHHbIX 3BOHKOB
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MepeHanpaBrneHWe  OTAENbHbIX  TeNedOHHbIX  3BOHKOB  3aMeCTUTENsM
PYKOBOAUTENS, APYTVM COTPYAHUKAM

MonyyeHne Heobxogumon wHdoOpMaLMM W nepefada CaHKUUOHUPOBAHHOW
MHdOopMaLmn No TenedoHy

YcTaHOBNEHME KOHTaKTa C cobecegHWKOM, NogdepXaHue U pasBuUTUE OENOBOW
Becepnbl B npoLecce TeneoHHbIX NeperoBopoB

OkaszaHue nomoLy pykoBOAUTENO MPU OpraHu3aumm 1 npoBeaeHun TenedoHHbIX
neperoBopoB 1 BUAEOKOH(EPEHLNN

Heobxoanmble ymeHus

Bectn wn wucnonb3oBatb B paGOTe 6a3y AaHHbIX TeJ'Ie(bOHHbIX KOHTaKTOB
pykoBoguTena

Wcnonb3oBaTb cpeactBa KOMMYHMKAUWMOHHOW OPITEXHUKM ONA MONyYeHus WU
nepegayun nHcopmauum

Bectn yuyeTHble  peructpauuoHHble  OPMbI,  UCNONb3OBaTb WX AN
MHOPMaLMOHHON paboTbl M paboTbl MO KOHTPOM WCNOSTHEHWUST pPEeLUeHWUI
pykoBOAMTENS

CrnaxmBaTb KOHCbJ'II/IKTHbIe M CIOXHbl€ CUTyaunn Mexrnn4HoCTHOro obweHnsa

Mcnonb3oBaTb TeXHMYECKMe U MporpaMMHble CcpeacTBa Ans NpoBefeHus
rosioCOBOM UK BUOEO-KOHEePEHL-CBA3N

Ob6ecneunBatb I/IHCbOpMaLI,I/IOHHyI'O 6e3o0nacHOCTb AesATENbHOCTU OpraHM3aLmuu

Cobntogatb CrnyXeOHbIN 3TUKET

Heobxoanmble 3HaHUSA

TeJ'IerOHHbIe KOHTaKTbl pyKOBOAUTENA

dyHKUMKM, 3aJauyn, CTPYKTypa oOpraHvM3auuu, €ee CBsi3W Mo  BepTukanum U
ropusoHTanu

lMpaBuna B3aMMOAEWNCTBMA C NapTHeEpaMu, KnMeHTamu, cpeacTBaMu MacCOBOW
WHpopmaumm

I'Ipanma noagepXxaHua n pasBuUtuUA MeXIMYHOCTHbIX OTHOLLUEHUI

I'Ipanma nposeaeHna AefioBbiX NeperoBopoB

MpaBuna 3awunTbl KOHUAEHUManbHOM NHopmalmm

TpeboBaHus oxpaHbl Tpyaa

Opyrve
XapakTepUCTUKN

3.3.4. Tpyposas yHKUNA

OpraHusaumsi KoMaHOMPOBOK PYKOBOANUTENS YpoBeHb
HanmeHoBaHue Kog C/04.6 |(nogypoBeHb)
KBanudukauum
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opraHM3aunoHHOMY ...
MpowucxoxneHne 3anMcTBOBaHO U3
P A OpwurunHan X
TPyAoBON hyHKLMN opuruHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHpapTa

pr,El,OBbIe nencTens MogroTtoBka npoeKkTa cny>|<e6Horo 3afaHnda pykosoguTend

lMoaroToBka NpoekTa npukasa o cry>kebHoM KoMaHANPOBKe

Bbinucka KOMaHAMPOBOYHOIO  YOOCTOBEPEHMS W €ero  perucrpauusi  npu
Heobxo4uMocCTH

MogroToBka AOKYMEHTOB Ha MOMyyYeHne Bu13bl, 3arpaHNM4YHOro nacrnopTa

3aka3s Xene3HoOO0POXKHbIX " aBnabuneTos, roOCTUHUL, TpaHCNOPTHOIo
obecneyeHus pykoBoguTena

OcbopmneHne nporpammbl  MOE3dKW, YTOYHEHME OCOGEHHOCTeN npoTokona
nnaHMpyemblX MepONpPUATUIA

MoaroToBka JOKYMEHTOB K Noesake pykoBoauTens

YTouHeHWe aaTbl, AOMKHOCTEN, hammnnuin B nporpammMe KOMaHaupOBKU

MpopaboTka MapLupyTa PyKOBOAWTENS, YBSI3Ka €ro C pacnucaHMeM TpaHcrnopTa

O6paboTka maTepmnanoB KOMaHAMPOBKM, OhOPMIIEHME OTYETA O KOMaHANPOBKE

Heobxogumble ymeHusi | OchopMnsiT aBaHCOBLIE OTHYETHI PYKOBOAUTES

OpraHI/ISOBbIBaTb BCTpe4n pykosogutensa c I'IpMHI/IMaIOLIJ,eVI CTOpOHOVI

OdopMnsiTe KOMaHANPOBOYHbBIE JOKYMEHTBI

O6pa6aTblBaTb OOKYMEHTbI n mMaTtepuanbl no pesynbtatamMm noe3gKkun
pykoBoguTena

Ob6ecneunBatb paboTy odmca BO BpeEMS OTCYTCTBUS PYKOBOAUTENS

MpumeHaTb cnocobbl AenoBoro odueHns

WNcnonb3oBaTb cpeacTBa KOMMYHUKaLWK Ans obecneyeHus B3anMoaencTens ¢
pykoBoOMUTENEM BO BpeMsl ero efoBoii Noesaku

Heobxoanmble 3HaHUs nOpﬂD,OK noAroToBkKM 1 nposeaeHnAa KoMmaHONUpoOBOK

Mopsigok ohopmIieHNs HOKYMEHTOB A KOMAaHAUPOBKM Y OTYETHbIX JOKYMEHTOB
Mo KOMaHAMPOBKE PYKOBOAMTENS

Henosow npoTokon

3OTuka genosoro obueHns

KoncyanaHTI'Imoc www.consultant.ru Ctpanuua 18 u3 40

HaaeXxHas npaBoBas noaaepXxka



Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H
"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no

OpraHu3aLMoHHOMY ...

Lpyrue
XapaKTepucTUKu

3.3.5. Tpyposas yHKUnA

OpraHusaumsi paboTbl ¢ NoceTUTENSAMU B YpoBeHb
HanmeHoBaHMe | NnpMeMHON pyKoBoguTens Kog C/05.6 |(nogypoBeHb)
KBanudukauum

MpoucxoxaeHne
TpyaoBon dyHKUUN

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

3anmMmcTBOBaHO U3

OpwurunHan X
opurMHana
Kopg, PernctpaunoHHbIn
opurnHana Homep
npodgeccnoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA

OpraHusaumsi TIMYHOro NpueMa noceTuTene pykoBoguTenem

YcTaHoBNeHue nopAagka npunemMa ana pasinyHbixX KaTeFOpI/IIZ noceTuTenen

BeneHve xypHana npegsapuTenbHON 3anmMcn Ha npuem

Peructpaunsa nocetutenen

CopgewncTeme onepaTtMBHOMY paCCMOTPEHUIO NPOCLO 1 NpeanoXeHui noceTutTenen
N COTPYAHUKOB OpraHun3auuu

OpFaHI/I3aLI,I/IF| npunemMa agenosbiX NnapTHepOB B ocbvlce

OpraHusaumsi 06CnyxuBaHUsl PYKOBOAMTENS U €ro AenOoBbIX MapTHEPOB B odmce

CepBupoBka 4anHoro (kochenHoro) ctona B oguce

MpuHATME Mep N0 COXpaHEHWD KOMMEpPYEeCKOW TaWHbl B Xode mnpuema
NnoceTUTENen n NX HaxoXageHnsi B MPUEMHON U kKabuHeTe pykoBoanUTeEns

Heobxoanmble ymeHus

OpFaHI/I3OBbIBaTb 1 obecnevnBaTtb NNYHbLIE KOHTAKTbI pykoBoauTend

YnpaenaTb KOHpAnKTamm

YunTtbiBaTb MCUMXONOMMYECKME OCOOEHHOCTU JIMYHOCTU MNpPU PasfUYHbIX BUAaXx
npodeccnoHanbHoro obLeHms

WMcnonb3oBaTtb YCTaHOBJIEHHbIEe NpaBuiia 1 npoueanypbl KOMMYHUKaULUM BHYTPU
opraHunsauunm

Bectn yyeTHble  perncrpauuoHHble  QOpPMbl,  UCMOMb30BaTb WX AN
MHpopMaumMoHHON paboTbl M paboTbl MO KOHTPOSIKO WCMOJNIHEHUSA peLleHui
pyKoBOAUTENS

CospgaBaTb NONOXUTENBbHbLIA UMUK opraHusauunmn

MpuHUMaTL Mepbl MO paspeLleHnto KOHMMNKTHBIX CUTYauun
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

MpuMeHsTb UHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOrUK

Ob6ecneunBaTb KOHPUAEHUMANLHOCTL B MPUEMHOM U KabuHeTe pykoBoauTens,
COXpaHATb KOHUAEHLMaNbHYO NHPOpPMaLMIO B TalHe

Heobxogumble 3HaHus | MpaBuna opraHmMsaumm npuema nocetTutenemn

MpaBnna genosoro obLeHns

lMpaBuna peyeBoOro aTukeTa

MpaBuna ycTaHOBNEHUA KOHTaKTa, NoAAepXaHus U PasBUTUA MEXITUYHOCTHbIX
OTHOLLIEHUN

CTpykTypa opraHusauuvm u pacnpegeneHve QYHKUMA MeXay CTPYKTYPHbIMU
noapasaeneHnsamMmn 1 cneumanuctTamm

MpaBuna opraHmsaumm npnemoB B odpuce

OTUKET N OCHOBBI MeXayHapoaHOro npoToKona

MpaBuna cepBUpOBKM YanHoro (kocperHoro) crtona

I'Ipasl/lna npuroToBleHna n nogadun ropAvYnx HanMTKOB N 3aKyCOK K HUM

MpaBuna 3awwmThbl KOHPUAEHUMATBHOW CNY>XeOHOI MHpopMaLnm

Opyrue -
XapaKTepUCTUKK

3.3.6. Tpynosas pyHKLMA

OpraHu3auums NoaroToBKKU, MPOBEAEHNS U YpoBeHb
HanmeHoBaHne | ob6cnyxuBaHust KOHPEPEHTHBIX MEPONPUATUIA Kog C/06.6 |(nogypoBeHb)
KBanudunkauum
MpoucxoxgeHve 3amMmcTBOBaHO 13
P A OpwurunHan X
TPYAOBOM PyHKLUN opurMHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodgeccnoHansHoro
cTaHgapTa

pr,El,OBbIe nencTens MoaroToBka NOBECTKM OHA MeponpuaTmna

OdpbopmrneHne cnvcka y4acTHUKOB MEPONPUSTUS

NHdopMMpOBaHMEe YYaCTHMKOB O HamMeqalolwemcsl MepOnpUATUM U YCroBUSX
yyacTus

BbiGop MecTa 1 BpeMeHu NpoBeAeHUs] MEPONPUSATUS

MogroTtoBka I'Ipeﬂ,Bapl/ITeJ'leOﬁ CMEeTbl pacxogoB
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Paccbinka npurnalieHuin NogTBEPAVBLLNM y4acThe B MeporpusiTim

C60p TEeKCTOB A0KNaaoB U NMPOEKTOB UTOrFOBbIX OOKYMEHTOB Y OOKNaa4YMKoB

Paccbinka  MHOPMALMOHHBIX  MaTepuanoB  y4acTHUKaAM  KOH(EepeHTHOro
MeponpusaTUs

CocTaBneHne sBOYHbIX INCTOB U CrucKa perncTtpaumm yH4aCTHUMKOB MeponpmnaTmna

3akyrka KaHLenspckMx TOBapoB ¥ NPoAyKkToB Ans obecrneveHusi kocde-nays

PelueHune BOMPOCOB TEXHNYECKOIro oCHalleHNAa MmeponpuaTna

Momollb B MOAroTOBKe A0KINaAa pyKOBOAUTENS, NPe3eHTaUUOHHbIX MaTepuanos

OpraHI/ISGLI,I/IFl noaroToBKM npesnanyma v pa6oqwx MeCT y4aCTHUKOB

OpraHu3sauust BCTpeur U perucTpaumst y4acTHUKOB MeponpUsiTus

BeneHue NPOTOKO1a MepPONPUATUA

OpraHusauns cepBMCHOro o6cnyxmBaHmsi BO BpeMsi Kodpe-nay3a

OpFaHI/ISaLI,I/lﬂ KynbTYpPHO-MaCCOBbIX MepOI'IpI/IFlTI/II7I, TPpaHCNOPTHOIo n
rOCTUHUYHOrO obecneveHus

Heobxoanmblie YMEHUA OpraHI/I3OBbIBaTb npouecc noAaroToBKu K npoBeaeHuto KOHCbepeHTHOFO
MeponpuAaTna nHonenayanbHO U B COCTaBe pa6o'-|el71 rpynnbl

[okyMeHTVpoBaTb pasHble 3Tanbl Npoueaypbl MOArOTOBKA W NMpOBeAeHus
KOH(hEPEHTHOIrO MeponpUATHS

MepedaBaTb  MHGOPMALMIO,  OOKYMEHTbl W MaTepuanbl  yd4acTHMKaM
KOH()epPEeHTHOro MeponpuaATUs

MogrotaenueaTb 1 06opyaoBaTh CTON Npe3vanyma u paboyme Mecta y4acTHUKOB
coBellaHus (3aceganns)

CepBupoBaTb YalHbIi (KoherHbIn) CTON BO BpeMS NpoBeAeHust kode-nay3

CobntogaTb NpaBuna 4enoBoro 3TUKeTa n NpoTokona

I'Io,qp,ep>|<|/|BaTb MMNOXX opraHn3aumm

CosfgaBaTb UMUK CeKpeTapsi, COOTBETCTBYHOLLMIA UMUOKY OpraHusaumum

Pabotatb ¢ wWH(opmaumen, aHanu3aupoBatb W NpeacTaBnsATb €€ B
CUCTEMATU3NPOBAHHOM BUae

Ob6ecneunBatb 6€30MacCHOCTb AEATENBHOCTU OpraHn3auum

MpVMEHSTb NHPOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMM

Ob6ecneunBaTb KOMGOPT YYACTHUKOB KOH(PEPEHTHOTO MepornpusaTus, noMoraTb B
BOMpOcax NPOXWBaHWUA, TPaHCMOPTHOro obecneyeHns

Heobxogumble 3HaHUs | KOMNnekc opraHn3auuoHHO-TEXHUYECKUX MeponpuATMIA MO MOAroTOBKE U
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

NMPOBEAEHUIO COBELLAHWNIA U NMEPETOBOPOB, B TOM YMCIE MEXAYHAPOAHbLIX

I'Ipanma BeaeHNUA, NoArotoBKN U Od)OpMJ'IeHVIﬂ NpoTOKONa n Apyrnx OOKyMEeHTOB,
co3aBaeMblX B npouecce noarotoBku KOH(bepeHTHOFO MeponpuaTna

CocTaBneHune cMeThbl pacxoaoB

OcHoBbI HanMcaHus peqe|7| M OOKNnagoB pykosoguTena

MpaBuna ycTaHOBNEHUs] KOHTAKTa, MOALEPXAHUSA U PasBUTUS MEXITUYHOCTHbIX
OTHOLLIEHUN

MpaBuna genosoro o6LLUeHNs, 1enoBoro aTukeTa

OTUKET U OCHOBBI MeXOyHapoaHOro npoToKona

MpaBuna npoBeaeHUsi AerNoBbIX NEPEroOBOPOB

MpaBuna 3awmTbl KOHUAEHUNANLHOW Cny>xXebHoN nHopmaLmm

TpeboBaHusa oxpaHbl Tpyaa

Iipyrve -
XapaKTePUCTUKHN

3.3.7. TpypoBas yHKUNA

OpraHusaumst UCNOSHEHUS pPELLEHUN, YpoBeHb
HanmeHoBaHMe | OCyLLECTBIIEHNE KOHTPOSIS UCMOSTHEHNSI Kog C/07.6 |(nogypoBeHb)

NnopyyYeHun pykosoamTens KBanudukauum
MpoucxoxaeHve 3amMMcTBOBaHO 13

P KA OpwurunHan X
TPYAOBOM PyHKLUN opurMHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodgeccnoHansHoro
cTaHgapTa

Tpynosble genctems | [lJokyMeHTansHoe ohopMreHne peLleHnin pykoBogmtens

[loBeaeHve 0o cBeeHnst paBoTHUKOB OpraHM3aLmmn pacrnopsikeHWin pykoBoamTens

KoopanHaums oeaTensHOCTM Mo UCTIONTHEHUIO PELLEHNA pyKoBOAUTENS

BeneHwue CPOKOBOro TeKkyLiero n npeanynpeaunteribHOro KOHTpoA

lMpoBepka MCNOSTHEHMS NOPYYEHMIA PYKOBOOUTENS B YCTAHOBIEHHbIA CPOK

MpenynpexaeHne COTPYOHUKOB 06 MCTEYEHMU CPOKa WCMOMHEHUS MOpYyYeHUid
pYyKOBOAUTENS

dukcauusa UCNONHEHNsT NOpyYeHUI
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

CocraBneHve OTY4ETOB WM aHanUTUYECKMX CMPaBOK O BbINOMHEHUN MOPYYEHUNA W
peLlleHnin pykoBoauTens

Heobxoanmble ymeHus | Bectn cpokoByto KapToTeKy

BecTn y4yeTHble perucTpauroHHble (hOopMbl, MCMoNb3oBaTh WX AN paboTbl no
KOHTPOIO UCMONHEHUS MOPYYEeHUIn pyKoBOAUTENS

PaboTaTtb ¢ MH(popMaLmen No KOHTPOSI, CUCTEMATU3NPOBATL €€ N NPeacTaBNATb
B ByAe CBOAHbIX JOKYMEHTOB

Wcnonb3oBaTtb cpencrtea KOMMYyHUKaumnn ana nepegadmn nopyquMﬁ pykoBoauTend

Mcnonb3oBaTb COBpPEMEHHbIE cpeacTBa cbopa m  06paboTkM  KOHTPOSIbHOW
MHopMaummn

an/IMeHFITb MHd)OpMaLIMOH HO-KOMMYHUKaALNOHHbIE TEXHOJ10IMnN

OueHuBaTtb pe3ynbTaTbl B paMKaXx NOCTaBJIEHHbIX 3a4a4

OcyLLl,eCTB.I'IFlTb KOHTPOJb UCMOJTHEHNA nopyquMﬁ pykoBoauTena coTpygHMkamm

Heobxognmble 3HaHusa | O6wmne TpeboBaHWS K CpPOKaM MWCMOSHEHMS [OOKYMEHTOB W  KOHTPOJSIbHbIM
PYHKUMAM cnyxObl JOKYMEHTALMOHHOrO obecneyeHuns

MpYHUMNbI, cNocobbl MHPOPMUPOBAHNA COTPYAHUKOB

3TuKa genosoro obLieHns

YHpaBnqueCKaﬂ CTPYKTypa opraHusauunun, pykoBoACTBO OpraHusauunu, o6pa3u,b|
nognucen pykoBOoOALLMNX COTPYAHUKOB, KpPyr uX NOSTHOMOYMIA U orpaHn4eHna umx
30H OTBETCTBEHHOCTU

WHCTpyKuMM No [enonpor3BOACTBY U OPYIMM FOKanbHbIM HOPMAaTMBHBIM aKTam,
yCcTaHaBNMBaoLWMM NOPAAOK peanusaummn ynpasneH4Yeckmx npoueayp

Apyruve -
XapaKTepucTUKu

3.3.8. Tpynosble hyHKLUK

OpraHusauus n nogaepxaHvie YpoBeHb
HaumeHoBaHue | hyHKLUMOHaNbHOro paboyero NnpocTpaHcTea Koa C/08.6 |(noaypoBeHb)

npuemMHoun 1 kabuHeTa pykosoauTens KBanudmkauum
MpouncxoxaeHue 3aumcTBOBaHO U3

P KA OpwurunHan X
TPyOoBon pyHKUMK opuvrnHana
Kopg, PernctpaunoHHbIn
opvrmHana Homep
npogeccnoHanbLHOro
cTaHpapTa

pr,lJ,OBble nencreung O6ecneyeHne pa6oqero MecCTa pykoBoAUTENA Heob6XxoanMbIMMN cpeancrteBamu
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opraHu3aLoHHOMY ...
OpraHM3aurMOHHOW TEXHWKMN, KaHLENSIPCKUMW MPUHAANEXHOCTAMU
OpraHu3aums nNpuemMHon oduca B COOTBETCTBMM C TPeOOBAHMAMU 3PrOHOMMUKU U
KynbTypbl Tpy4a
OpraHusaums opopmneHnst HTepbepa NPUEMHON PyKOBOAUTENS
O6opynoBaHue paboyero MecTa OPrTEXHUKOW, MNEPCOHarbHbIM KOMMbIOTEPOM,
BCMOMOraTeribHON TEXHUKON
OpraHu3aums obopynoBaHus MPUEMHOW CUCTEMaMWU XPaHEHWsi, HEOOXOAMMbIMU
npucnocobneHmsmn, obecnevyeHnst KaHUEeNSApCKMMM ToBapaMm
ObecneyeHre xpaHeHns 1 3amMeHbl PacXOAHbIX MaTepuarnoB, MOBCEOHEBHbIN yXo4
3a OpPrTexHUKomn
3akas KaHLenspckMx TOBapoB, MrMeHNYeCcKnx ToBapoB, NPOAYKTOB NMTaHWS
Heobxognmble CosnaBaTtb ycrosusi, obecneymBatome acpdekTnBHYO paboTy pykoBoguTens
yMeHMs

an/IMeHFITb B COOTBETCTBUN C HA3HA4YeHNEM CpeacTBa OpFaHI/I3aLI,I/IOHHOIZ TEXHUKMU,
KaHUenAaApckmne npnHaanexHocTn

OcHawaTb paboyee MeCcTo pyKoBOOAMTENS M CBOe paboyee MecTo HeobXoaAMMbIM
obopynoBaHnemM

OcyLLl,eCTBJ'IFlTb 3aMeHYy pacxoHblX MaTepuarnos, yxo[ 3a OpFTeXHI/IKOVI

OcyuwecTBNsATb NOBCEOHEBHbBIN yXO4 3a KOMMPOBarbHbIM anmnapaToM, 3ameHy U
XpaHeHue KapTpuaxen, ToHepa

KOHTpOJ’II/IpOBaTb COCTOAHME W1 nNOonoJiHATb 3anacbl KaHUENAPCKUX TOBApOB,
cpencTB rMrMeHbl, NPOAYKTOB NUTaHUA

Heobxoanmble 3HaHus | TpeboBaHUA oxpaHbl Tpyaa, NPOM3BOACTBEHHOM CaHUTapuu, MPOTMBOMOXAPHOM
3aWmThl

OCHOBbI NpaBUMBHOW  OpraHMsauuMu Tpyda W MeTodbl MOBLIWEHWUS  €ro
3hPEKTUBHOCTH

OCHOBbI 3ProHOMUKI ochrca 1 POPUCTUKN

CTaHgapTbl ¥ pekoMeHaaumm no o6opyaoBaHU0 0PUCHbLIX MOMELLEHUT

CocTaB opraHu3aLnoHHON TEXHUKN, ee YCTPONCTBO M NOPS0K paboThl C Hew

Lpyrue -
XapaKTepucTUKu

3.3.9. Tpynosas cyHKUNA

Pa3paboTka nokanbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HanmeHoBaHMe | pernameHTUpyoLWmx paboTy cekpeTaps Kog C/09.6 |(nogypoBeHb)
KBanudukauum
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opraHM3aunoHHOMY ...
MpowucxoxneHne 3anMcTBOBaHO U3
P A OpwurunHan X
TPyAoBON hyHKLMN opuruHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHpapTa

TpyooBble AencTBuUS PaspaboTka 0OMKHOCTHON MHCTPYKLUMKN cekpeTaps

PaspaboTka NofoXeHust 0 cekpetapuare

P33p360TKa MHCTPYKUMM NO aenonponssoncTtey

Heobxogumble ymeHusi | CocTaBnsiTb U 0hOPMIIATb OPraHN3aUMOHHbIE U METOANYECKNE AOKYMEHTI

PeﬂaKTI/IpOBaTb TEKCTbI CJ'Iy)Ke6HbIX LOOKYMEHTOB

Pabotatb €O BCEM COBOKYMHOCTbIO  MH(OPMALMOHHO-AOKYMEHTALMOHHbBIX
pecypcoB opraHm3aumm

Monb3oBaTbcs 6azamu gaHHbIX, B TOM YUChe yaaneHHbIMU 6a3zamu gaHHbIX

Mcnonb3oBaTtb CnpaBOYHbIE NPaBOBbIE CUCTEMBI

PaboTaTtb c KOMMbOTEPOM, KaTanoramu (nankamm) n dannamm, CKaHepom

Monb3oBaTbcs OPMCHBIM MaKkeTOM (TEKCTOBLIN pefakTop, Tabnumubl)

Monb3oBaTbcsa nepudepUnHBIMN YCTPONCTBAMU N OPrTEXHUKOWN

[Monb3oBaTbCs ANEKTPOHHOM MNOYTON

Monb3oBaTbCA CUCTEMAMU SNEKTPOHHOIO AOKYMEHToobopoTa

Heobxogumble 3HaHuS | paBoBble OCHOBbI ynpaBneHust (OCHOBbl aAMWHWCTPATMBHOMO, TPYAOBOTO W
rpaXgaHcKoro rnpaea)

OeicTBylowiMe npaBoBble  aKTbl, HOPMATUBHO-METOAMYECKME  LOKYMEHTbI,
rocyAapCTBEHHbIE CTaHAapTbl, Onpedensiowme nopsaok AOKYMEHTaLUOHHOro
obecrneyveHns ynpaBneHusi

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX NoapasaeneHunii, obpasubl nognucein nuu,
MMeloLLMX NpaBo MOANUCaHMA U YTBEPXKOEHUA JOKYMEHTOB, U OrpaHUYeHUst UX 30H
OTBETCTBEHHOCTH

MpaBuna OOKYMeHTaLUMOHHOro obecneyeHmns AeaTenbHOCTM opraHu3auum

Mopsiaok paboTbl C AOKYMEeHTaMu

Tpe6OBaHVIF|, npegbvdaBnideMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMATUBHbIMU
aKTamMun u rocygapCrtBeHHbIMU CTaHOapTaMun

MpaBuna cocTaBneHUss OpraHM3aunOHHbBIX JOKYMEHTOB (MOSTOXEHUIN, UHCTPYKLNNA,
pernameHToB)
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opraHu3aLoHHOMY ...
Buabl OKYMEHTOB, MX Ha3HayeHue
OCHOBbI JOKYMEHTHOW NIMHIBUCTUKN
TpeboBaHusa oxpaHbl TpyaAa

Opyrue -

XapaKTepUCTUKK

3.3.10. TpynoBas cyHKUMs

CoctaBneHuve 1 odhopmneHue YpoBeHb
HanmeHoBaHWe | ynpaBreH4YecKon AOKYMeHTaumu Koa C/10.6 |(noaypoBeHb)
KBanudukauum
MpoucxoxgeHve 3amMmcTBOBaHO 13
P A OpwurunHan X
TPYAOBOM PyHKLUN opurMHana
Kon PernctpaumnoHHbIN
opurnHana Homep
npogeccnoHanbLHOro
CTaHgapTa
TpynoBble AencTBus CocTaBneHve MpOEKTOB pacnopaguTernbHblX (MpuKasbl, pacrnopsXeHus) U

NHOPMALIMOHHO-CNPABOYHbIX  OOKYMEHTOB  (CryxebHble nucbMa, Crnpasku,
AoknagHble n cnyxebHble 3annckn)

MeyaTb cnyxebHbIX JOKYMEHTOB U APYIMX MaTepuarnos

PasmHoxeHne CJ'IY)KeﬁHbIX OOKYMEHTOB

KoHTponb  MpOXOXAeHUss  OOKYMEHTOB B opraHusauuu  (cornacoBaHue,
noanucaHve v yTeepxaeHue AoKyMeHTa)

Heobxogumble ymeHusi | PegaktupoBaTb TEKCTbI CrYKeBHbIX JOKYMEHTOB

Monb3oBaTbCA YHUDULIMPOBAHHLIMI POpMaMU OKYMEHTOB

OcbopmnsaTe  KaccoBble (OUHAHCOBbIE [OKYMEHTbl W [OKYMEHTbl MO  y4eTy
HaKnagHbIX Pacxo4oB

Mevatatb cny>|<e6H blé JOKYMEHTbI

Monb3oBaTtbecs nepnepunHbIMM YCTPOMUCTBAMU U OPITEXHNKOM

PaboTaTb C KOMNbLIOTEPOM, CKaHEPOM

Monb3oBaTbCcs OPUCHBIM MAaKETOM (TEKCTOBbIV pefakTop, Tabnuubl)

Monb3oBaTbCs 3NEKTPOHHOM MNOYTON

Morb3oBaTbCs CUCTEMaMM SNIEKTPOHHOTO AOKYMEHToobopoTa

Ob6ecneunBatb 6e30MacHOCTb AeATENBHOCTM OpraHn3auum
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[arta coxpaHeHus: 25.01.2018

Heobxogumble 3HaHus | [paBoBble OCHOBbI YrpaBneHWsi (OCHOBbI aAMWHUCTPATMBHOMO, TPYOOBOMO U
XO35IACTBEHHOIO NMpaea)

CTpyKkTypa opraHusauuM, pyKoBOACTBO CTPYKTYPHbIX NoapasgeneHuii, obpasupbi
noanucen nuu, MMEKLUX NPaBo NoAMNUCaHUA U YTBEPXOEeHUS OOKYMEHTOB, U
OrpaHNYEHUst X 30H OTBETCTBEHHOCTU

I'Ipasl/lna O0OKYMEHTaUuMOHHOIo obecneveHnsa geaTenbLHOCTU opraHunsauunn

Mopsinok paboTbl C AOKYMEHTaMu

Tpe6OBaHMﬂ, npeabaBndaemMble K JOKyMEeHTaM B COOTBETCTBMN C HOPMATUBHbIMU
akTamMun u rocygapCcrtBeHHbIMU CTaHOapTamMu

Buabl IOKYMEHTOB, UX HasHa4YeHue

I'Ipasl/lna cornacoBaHuA AOKYMEHTOB OopraHun3auunm (BHyTpeHHeFO n BHeLIJHeFO)

MpaBuna noanvcaHns u yTBEPXKAEHUS JOKYMEHTOB

MpaBuna cocTaBneHus U odOPMIEHMS  UH(OPMALIMOHHO-CNPaBOYHbIX,
yrNpaBreHYeCKNX JOKYMEHTOB U CINY)XeBHbIX NUcem

OcHoBbI ,ElOKyMeHTHOVI JINHFBUCTUKN

FpammaqueCKme npaBuna pycckoro A3blka

TpeboBaHus oxpaHbl Tpyaa

Opyrue -
XapaKTepPUCTUKK

3.3.11. Tpynosas pyHKUMA

OpraHusaums paboTbl C JOKYMEHTaMu B YpoBeHb
HaumeHoBaHue | npuveMHoW pykoBOAMTENS Koa C/11.6 |(noaypoBeHb)
KBanudunkauum

MpouncxoxaeHue 3aumcTBOBaHO U3
g OpwurunHan X
TPYOoBoOM pyHKLMK opvruHana

Kon PernctpaunoHHbIn
opurnHana HOoMep
npodeccnoHanbLHOro
cTaHpapTa

pr,El,OBbIe OencTens I'Ionyqume, npeasaputeribHoe pacCMOTpeHne U COPTUPOBKa NOCTynakwwunx B
npnemMHyro pykosognTena JOKyMEHTOB

MoaroToBKa JOKYMEHTOB Afsi pACCMOTPEHUS] PYKOBOAMTENEM

Yyer OOKYMEHTOB, NOCTynawwmnx Ha nMa pykoBoguTena

OpFaHVI3aLlVIF| OOCTaBKMU AOKYMEHTOB UCMOJTHUTENAM
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[arta coxpaHeHus: 25.01.2018

BeneHne nHbopMaLMOHHO-CNPaBoYHON paboTbl

KOHTpOJ‘Ib MCNoJTHeHNA OOKYMEHTOB U nopyquMﬁ pykoBoguTens

Heobxoanmble ymeHus | Pabotatb ¢ BXOOSALLEN, UCXOOSALLEN, BHYTPEHHEN JOKYMEHTaUNEN

Monb3oBaTbcs cuctemamm ANIEKTPOHHOIO D,OKyMeHTOO60pOTa ana perncrpauum,
KOHTPONA AOKYMEHTOB U MHd)OpMaLI,I/IOHHO-CI'IpaBO‘-IHOVI pa6OTbI C AOKyMeHTaMun

MpUMEHSTb MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHOMorMM ans paboTtbl ¢
[OKyMeHTamMu

CocTaBnsitb U 0pOpMIIATL HOPMaTUBHbBIE aKTbl

Heobxoanmble 3HaHUS HOpMaTI/IBHbIe npaBoOBbl€  aKThl, HOpMaTMBHO-MeTOOANYEeCKNEe  OOKYMEHThI,
rocyfoapCrtBeHHble CTaHOapThl, onpegendiwowme nopanok AOKYMEHTauWMOHHOro
obecneyeHus ynpasrieHuA

CTpyKkTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX noapasfeneHuni

COBpeMeHHbIe I/IHCbOpMaLI,I/IOHHbIe TEXHOJI0MNN pa6OTbI C AOKYMEHTaMu

Mopsapok paboThbl ¢ AOKYMEHTaMM, CXeMbl [OKYMEHToo6opoTa

I'Ipasl/lna pa6OTbI C BXoaAwWnmMmn, ncxogawmmm n BHyTpeHHMMnN JOKyMeHTamMun

MpaBuna opraHv3auuyM KOHTPOSS MCMOSIHEHUS OOKYMEHTOB W TWMOBbIE CPOKU
UCMOSTHEHNS JOKYMEHTOB

I'Ipasl/lna COCTaBJieHnA aHallMTU4YeCKnxX CrnpaBoK MO oOpraHn3auunmn pa6OTbI Cc
OOKYMEeHTaMM N KOHTPOJ1HO NCNOJTHEHNUA OOKYMEHTOB

MpaBuna cosgaHus W BedeHuss 6a3 [aHHbIX CNYXeOHbIX [OOKYMEHTOB B
opraHusaumu

CucTeMbl 3MEKTPOHHOIO A0KYMeHTooGopoTa

TpeboBaHus oxpaHbl Tpyaa

Lpyrve -
XapaKTepucTUKu

3.3.12. Tpynosas pyHKUuMA

OpraHusaumsi xpaHeHUs JOKYMEHTOB B YpoBeHb
HaumeHoBaHue | npuveMHoW pykoBoAMTENS Koga C/12.6 |(nopnypoBeHb)
KBanudunkauum
I'lpomcxozmeHme OpuruHan X 3anmcTBOBaHO U3
TpyaoBon dyHKUUN opuruHana
Kopg, PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbLHOro
CTaHgapTa
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opraHv3aunoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

TpynoBble AeNCTBUSA Pa3paboTka pa3genoB HOMeHKNaTypbl e opraHM3aLlmm

CDOpMI/IpOBaHI/Ie n OCbOpMJ'IeHI/Ie nen noCtoAHHOro, 4osfiroBpemMeHHoOro Cpokos

MoaroToBka 1 Nepegava Aen B apXvB opraHusaumm

Heobxoanmble YMEHUA P33pa6aTblBaTb HOMEHKnaTypy ngen opraHumsaumm C y4eTom ﬂeﬁCTByPOU.lMX
HOPMaTMBHO-MeTOoOANYECKNX JOKYMEHTOB

Mcnonb3oBaTb HOMEHKNaTypy [Aen npu U3yY4eHUM CTPYKTYpbl OpraHusauum,
COCTaBneHnn onucen gen

dopmmpoBaTb M 0GOPMIATL [Jdena B COOTBETCTBUM C  YTBEPKOEHHOWA
HOMEHKaTypoW Aen opraHusauum

Ob6ecneunBatb COXPaHHOCTb AOKYMEHTOB OpraHu3aumn

Mpon3BoanTb NOAroTOBKY Aen AN nepegayn B apxms

anMeHﬂTb I/IHCbOpMaLI,I/IOHHO-KOMMyHMKaLI,I/lOHHbIe TEXHONormn pnnsa pa60TbI Cc
LOOKYyMeHTaMun

Heobxogumble 3HaHus | HopmaTMBHbIE nNpaBoOBble  akTbl, HOPMATMBHO-METOAMYECKUE  [OOKYMEHTHI,
rocyfapCTBEHHble CTaHAapTbl, Onpedensiowme nopsaok AOKYMEHTALUOHHOro
obecrneyveHns ynpaBneHusi

Buabl HomeHknatyp, obwwne TpeboBaHMA K HOMeHKNnaType, MeToAauKa ee
COCTaBfieHns 1 oopMeHns

Mopsagok dopmupoBaHuss U odopMreHUss [en C  yKasaHueMm cneumduku
dopMmnpoBaHNA OTOENbHbIX KaTeropuin gen

MpaBuna xpaHeHWUs gen, B TOM YMCIE C JOKYMEHTaMU OrpaHUYEHHOro AoCcTyna

I'Ipanma Bbl4a4n 1N NCNosib30BaHNA OOKYMEHTOB U3 C(bOpMI/IpOBaHHbIX nen

TpeboBaHusa oxpaHbl TpyaAa

I'Ipanma noaroToBkKM U nepenadun aejn B apxme opraHn3aumnn

Opyrve -
XapakTepUCTUKN

3.3.13. TpynoBble hyHKLUK

YpoBeHb
HanmeHoBaHne | ObecnedeHne pykoBoauTENS MHGOpMaLmen Kog C/13.6 |(nogypoBeHb)
KBanudukauum
I'IpomcxozmeHme OpurHan X 3aMMcTBOBaHO 13
TPYLOBOW hyHKLUN opurMHana
Kopg, PernctpaunoHHbIn
opurnHana Homep
KOHcyn bTaHTlnoc www.consultant.ru Ctpanuua 29 us 40

HaaeXxHas npaBoBas noaaepXxka



Mpukas MuHTpyna Poccum ot 06.05.2015 N 276H

"O6 yTBEepxaeHuM npodeccuoHanbHoro ctaHgapTa "CneunanmcT no RokymenT npeaoctasnet KoxcynetaTlinioc

[arta coxpaHeHus: 25.01.2018

opraHu3aLoHHOMY ...
npogeccnoHanbLHOro
CTaHgapTa
TpyQoBble AeNCTBUS C6op u nepepaboTka nHpopmaumm, HeobxoanmMon Ansa NPUHATUS 060CHOBAHHbIX

ynpaBfeH4Yeckux peLLeHui

MpoBepka [OOCTOBEPHOCTM, MOMHOTbI U  HEMNPOTUBOPEUMBOCTUA  AaHHbIX,
UCKIoYeHne ayGnnpoBaHna nHdopmaumm

MpeaocTaBneHue faHHbIX B €AMHOM M yoobHOM Ans BocnpusATus doopmarte

BbisiBneHne Hanbonee 3Ha4YNMbIX KpUTEPUEB cMCTeEMaTM3aumMmM UHopMaumm ans
co3gaHus 6a3 gaHHbIX

dopmrpoBaHue 1 Ucnosib3oBaHne 6a3 AaHHbIX B OpraHn3aumm

Heobxoanmble ymeHus | OcyuwiectBnate cbop, obpaboTky M aHanu3 uHdopmaumm B COOTBETCTBUWM C
TpeboBaHMsIMN  KPATKOCTW, YeTKOCTU  (POPMYNIMPOBOK, CBOEBPEMEHHOCTU
NOCTYNMEHUSA, TOYHOCTU W AOCTOBEPHOCTU, OMTUMAnbHOCTM CcucTemaTusaumm,
HenpepbIBHOCTM cbopa n 06paboTkm nHdopmaumm

OcylLecTBNATL perucTpaumio, HakonneHme 1 nepegady, cuctemaTusmpoBaHHoe
XpaHeHue 1 Bblaady MHdopmauum B Tpebyemoli hopme

CocraBnsTb u OQDOPMJ'IHTI: CBOAHble, OTYEeTHble, CTaTUCTUYECKME OOKYMEHTDI

OcywectBnate 06paboTky W CTpyKTypupoBaHue WHopmauum, obpasys
WHOPMaLIMOHHbIE pecypehl

BBoauTb HOBblE AaHHbIE B CI'IpaBO'-IHO-VIHCpOpMaLI,VIOHHbIe CUCTEMDI

BBoauTb B NamsThb KOMMNbOTEpPa ANEKTPOHHbIE o6pasb| LOOKYMEeHTOB

Mpon3BoanuTb MOUCK WHGOPMAaLMM B CYLUECTBYIOLWMX 6asax [aHHbIX, BecTu
MH(OPMALIMOHHO-CMPABOYHYI0 pPaboTy Ha OCHOBE pPasnUYHbIX KOMOWHALWI
MOUCKOBBIX MPU3HAKOB

anMeHﬂTb I/IHd)OpMaLI,I/IOHHO-KOMMyHI/IKaLl,I/IOHHbIe TEXHOIormn

Heobxogumble 3HaHuss | OCOBEHHOCTM  (DOPMUPOBAHUS BHELIHWX W BHYTPEHHUX WMHPOPMALMOHHBIX
NOTOKOB

CocTaB BHELUHUX MHGOPMaLMNOHHbIX NMOTOKOB

Coctae BHYTPEHHUX I/IH(bOpMaLI,MOHHbIX NOTOKOB

CTpyKTypa opraHusaumm n nopsaok B3anMoAencTBus NogpasaeneHunin n cnyxo

OcobeHHOCTN hopMmpoBaHMS 6a3 AaHHbIX B OpraHM3aumnm

CoBpeMeHHble HayyHble MEeTOAbl M TEXHUYECKME CPeacTBa, crocobcTBylouime
cbopy, 0bpaboTke, cCoXxpaHeHUIO 1 Nepefaye NMHPOPMALIMOHHBIX MOTOKOB

MeToabl o6pa60T|<|/| I/IH(bOpMaLI,MI/I C NpMMeHeHnemMm COBpPEeMEHHbIX TeXHUYECKUX
cpencTte KOMMyHI/IKaLI,I/Iﬁ 1 CBSA3U, BbIYMUCIIUTENBHOWN TEXHUKN
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TpeboBaHusa oxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKK

3.3.14. Tpynosas pyHKUMA

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

OpraHusaumst "HPOPMaLNOHHOIO
Bszwmonelacmm(?) F|)<0|3Itgl:zzl,vwenﬂ c YpoBeHb
HaumeHoBaHue y Koga C/14.6 |(nopnypoBeHb)
noapasaeneHns M u AOMKHOCTHBIMW NLamu
KBanudukauum
opraHusaumm
MpoucxoxgeHve 3amMmcTBOBaHO 13
P A OpwurunHan X
TPYAOBOM PyHKLUN opurMHana
Kon PernctpaunoHHbINn
opurnHana Homep
npogeccnoHanbLHOro
CTaHgapTa

TpyooBble AencTBUS

NHdopmrpoBaHe paboTHMKOB OpraHM3aLui 0 pelleHnsIX pykoBoauTens

OpraHusaumsa obmeHa nHdopmaLuuein Mexay noapasgeneHusaMm U JOMKHOCTHBIMU
nvuaMu opraHmsaumm

OnoBeLleHne paboTHMKOB O NPeACTOSALMX MEPONPUATUSX

OpraHu3sauust BCTped TPYAOBOro KOSTIEKTUBA C PYKOBOACTBOM

MHdopmupoBaHme pykoBoauTenst 06 obpalleHusax CoTpygHUKOB no pabounm un
NYHBIM BOMpoOcam

Heobxoanmble ymeHus

Mcnonb3oBaTtb COBpEMEHHblE TEXHOJTOMMN c6opa n nepegayun I/IHd)OpMaLI,I/II/I

OcyuwectBnate cbop u nepepaboTky WHdopmauun, Heobxogumon AOns
0eATENbHOCTY

OCYLIJ,GCTBJ'IHTI: cucremaTtmsauuio nony4vyaembiX U nepegaBaeMbiX AaHHbIX

OcyluecTBNATL NPOBEPKY [OCTOBEPHOCTM, MOMHOTHI M HENPOTUBOPEYUBOCTYU
ZAaHHbIX, UCKITloYeHre AyGnupoBaHns nHdopmalmm

npe,El,OCTaBJ'IFITb AaHHble B €ANHOM U yD,O6HOM ana BOCNpuUATUA (bopmaTe

MHOrokpaTHO MCMOsb30BaTb MOSYYEHHY MHOPMaLMIO, MOCTOSSHHO OGHOBMSTH
JAaHHble

Ob6ecneuunBatb onepaTtnBHOCTb MHCbOpMaLI,I/IOHHbIX NOTOKOB

PabotaTb ¢ KOMNBOTEPOM, MCMOSb30BaTb OUCHLIN NaKeT (TEKCTOBbLIA pefakTop,
Tabnmubl)

Heobxoanmble 3HaHUSA

HOpMaTMBHbIe npaBoBble aKThbl, HOPpMaTMBHO-MEeTOoONYECKNE  OOKYMEHThI,
rocygapcCrtBeHHble CTaHO4apThbl B cd)epe n0eAaATenbHOCTU opraHn3aunn
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opraHu3aunoHHOMY ...
CTpykTypa  opraHu3aumu, PYKOBOACTBO  CTPYKTYPHbIX  MnoAapasgeneHuvn,
HanpaBneHnss OeATEeNbHOCTM OpraHmM3auun ©  KOMMETEHUMU  CTPYKTYPHbIX
nogpasaeneHnin u AOMKHOCTHbIX Ny,
Knaccudumkaums  ynpaBneH4yeckonm  WHopmauun, Buabl  ynpaBneH4YecKomn
WHdopMaLmn
dopMbl NpefocTaBneHns ynpasneH4yeckon nHpopmaumm
VCTOYHMKM ynpaBneHyeckon nHgopmauum
MeTtoauka otbopa NCTOYHUKOB UHhopMaLmnm
TpeboBaHus, NpeabsBNAemMble K ynpaBneH4eckon nHpopmaumm
TpeboBaHusa oxpaHbl Tpyaa
Opyrvne -
XapaKTepucTuKm

3.4. O606LeHHas TpyaoBas pyHKLMSA

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

WHdopmaLMoHHO-aHanMTuyeckas u

OopraH13auMoHHO-aAMUHUCTpaTNBHAS YpoBeHb
HanmeHoBaHue P H A P Ko D P

noaaepKka AesaTenbHOCTM pPyKoBOAUTENS KkBanudmkaumm

opraHm3aumm
MpouncxoxaeHue

b kne o 3anmcTBOBaHO U3
0606LeHHON TpyaoBoOK OpwurunHan X
opurMHana
dyHKUUN
Kopg, PernctpaunoHHbIn
opurnHana Homep
npodgeccnoHansHoro
cTaHpapTa

Bo3moXxHble HAaMMeHoOBaHUS lMomMoLwHMK pykoBOAMTENS

JOIKHOCTENn, npodeccui

obyyeHunto

TpeboBaHusa k obpasoBaHuio U | Beicluee obpasoBaHue - bakanaspuaT

[ononHuTenbHOe npodeccrnoHansHoe obpa3oBaHme

TpeboBaHus K onbITy
npakTu4eckomn paboTbl

He mMeHee Tpex neT no npodunto AesaTenbHOCTU OpraHn3aunm

paboTte

Ocob6eble ycrnosusa gonycka K -

Ipyrve xapaKkTepucTuku

JlononHuTenbHble XapakTepUCTUKA
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opraHu3aLoHHOMY ...
HanmeHoBaHMe OoKyMeHTa Kog HanmeHoBaHne 6a30Bon rpynnbl, 4OMKHOCTM (Npodheccun)
Unn cneunanbsHoCTH

OK3 2432 bubnuotekapu, 6ubnuorpadbl, AOKYMEHTOBEAbI U
cneumanucTbl pOACTBEHHbIX Npodeccui

OKCO 032001 [okymeHTOBeAeHME N AOKYMEHTaUMOHHOe obecneyeHne
yrpaBneHus

032002 [lokymeHTaunoHHoe obecneyeHne yrnpaBreHns n

apxuBoBeaeHune

3.4.1. Tpynosble hyHKLUK

dopmupoBaHme MHHPOPMaLMOHHOIO YpoBeHb
HaumeHoBaHve |B3aMMOOENCTBUSA PYKOBOAUTENS C Koa D/01.6 |(nogoypoBeHb)
opraHmsaumsmm KBanudmkaumm
MpouncxoxaeHue 3anmcTBOBaHO U3
P KA OpwurunHan X
TpyaoBon dyHKUUN opuruHana
Kopg, PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbLHOro
CcTaHgapTa

Tpynosble gevictBusi | OTOOP MCTOYHUKOB MHDOPMALMM B COOTBETCTBUN C 3aaHHbIMU KPUTEPUSIMU

O6paboTka n nHtepnpetauunsa nHdopmarmm Ansi NoAroTOBKU NPOEKTOB peLUEHNI

MoaroToBka 3anpocoB Mo MOPYYEHUIO PYKOBOAMTENS HA MOJNyYeHUe OOKYMEHTOB U
MHOPMaUMKN B OpraHax rocyjapCTBEHHO BNacTu U yrnpaesieHnsi, 0GLLECTBEHHbIX
opraHusaumsix 1 nosily4eHne CoOTBETCTBYIOLLEN MH(OPMaLMM U JOKYMEHTOB

NHdopmupoBaHne pykoBoauTeNs O pesyrbTaTtax pacCMOTPEHWsI 3anpocoB WU
obpalueHnin

OpraHuzaumsi pelleHnst BOMpoCcoB, He TPeOYIOLMX HENMocpeaCcTBEHHOTO y4acTus
pyKoBOAUTENS

MoarotoBka MaTtepuanoB AN y4acTus pykoBoauTenss B paboTe pasnuyHbIX
CTPYKTYp B COCTaBe [OCYAapCTBEHHbIX W MyHMUMNANbHbLIX  OpPraHos,
06LLEeCTBEHHbIX OpraHM3aLuit

MogroTtoBka OOKYMEHTOB AnA 3aKrnk4YeHud cornawleHnn o CoTpygHu4yecTtee C
AeNoBbIMU NapTHEpPaMU

MHopMupoBaHue AenoBbiX NapTHEPOB W 3auMHTEpecOBaHHbIX OpraHusauuin o
peLleHnaX PYKOBOAUTENS B XOA4E BbINOMHEHNST COrnatleHni

Heobxoanmble ymeHus | AHanuanpoBaTtb M OTOMpaTb MWCTOYMHWKM WH(pOpMauMmM B COOTBETCTBUMM C
KpUTEPUAMU MOMHOThLI, [JOCTOBEPHOCTM, CBOEBPEMEHHOCTU MpeaoCTaBneHus
WUHpopmaumm
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Cobupatb, obpabaTbiBaTb M aHanNU3npoBaTb MHGOPMALMIO B COOTBETCTBUM C
3afaHHbIMK TpeboBaHMAMYK

I'Iepe/J,aBaTb I/IHCbOpMaLI,I/II'O B cucremaTtn3npoBaHHOM Buae

O6pabatbiBaTb U CTPYKTYypMpoBaTh WHOpMaLMio, obpasys MHGPOPMAaLUNOHHbIE
pecypcbl

Mpon3BoanTb MOUCK MHMOPMaLUKM B CyLIECTBYOLWMUX 6asax [OaHHbIX, BeCTU
MH(OPMALIMOHHO-CMPaBOYHY0 paboTy Ha OCHOBE pasfMYHbIX KOMOWHALWIA
MOUCKOBBIX MPU3HAKOB

Ob6ecneunBatb UHpOpMaLMOHHYO0 6e30NacHOCTb OpraHM3auum

PabotaTb C KOMMBLIOTEPOM, UCMOMNBb30BaTh OUCHBINA NaKeT (TEKCTOBLIA pefakTop,
Tabnmubl)

Heobxoanmble 3HaHUS BHyTpeHHHFl N BHELLHAA NONMNTUKA opraHn3aunn

MpVHLUMNbI NPEeACTaBATENBCTBA B FOCYAAPCTBEHHBIX OpraHax, opraHax MecTHOro
camoyrpaBIieHUsi, CTOPOHHUX OpraHn3aumsix U NopsiAoK B3aMMOAeNCTBUS C HAMM

anHLIMI'IbI n MmetToabl agMUHUCTPUPOBaAHNA

OcobeHHOCTU (hOPMMPOBaHUS BHELLHUX M BHYTPEHHUX UHCPOPMAaLIMOHHBIX MOTOKOB

CprKTypa opraHunsauunm n nopAagok B3aUMOAENCTBUS no,u,pasp,eneHMﬁ n CJ'IY)K6

MpaBuna opMmnpoBaHna 1 UCMNornb3oBaHMa 6a3 AaHHbIX

CoBpeMEeHHble Hay4Hble MeTodbl U TEXHWYECKME CPeAcTBa, CnocobCTByOLME
cbopy, obpaboTke, coxpaHeHuo 1 nepegaye nHbopmaumm

MpaBuna 3awmTbl KOHUAEHUMANBHOW Cny>xebHON MHpopmaLumm

COBpeMeHHbIe I/IH(bOpMaLI,MOHHbIe TEeXHOormm

Apyrve -
XapaKTePUCTUKHN

3.4.2. TpypoBas yHKUNA

AHanus nHcopmaumm 1 NoAroToBka YpoBeHb
HanmeHoBaHMe | MHpOpPMaLMOHHO-aHanuTM4Yeckux matepuanos | Kopg D/02.6 |(nomypoBeHb)
KBanudunkauum
I'IpomcxozmeHme OpurHan X 3aMmMcTBOBaHO 13
TPYAOBOM PyHKLUN opurMHana
Koa PernctpaunoHHbIn
opurnHana HomMep
npodgeccnoHansHoro
cTaHgapTa
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Tpynosble gevicteBusi | Coop, nepepaboTka M aHanu3 uHpopMaummn ans peleHust 3agay, NnocTaBneHHbIX
pykoBoauTENEM

MogroTtoBka I/IH(bOpMaLI,MOHHO-aHaJ'IMTW-IeCKMX mMaTtepunanos

Pa3paboTka TemaTu4eckoro nnaHa o630pHOro JOKyMeHTa, Joknaaa

OnpegneneHue kpyra 6ubnuorpadgunyecknx NCTOYHMUKOB

MoaGop MCTOYHMKOB UM NUTepaTypbl Mo TemMe o6G30pa, AoKnana, aHanmMTUYecKow
crnpaBsku

HanucaHnue n ocpopmneHne ob63opa, goknaga, aHanMTUYEeCKon CrpaBku

Heobxoanmble ymeHus | PaspabaTbiBaTb TEMaTMyeckuin nnaH ob3opa, goknaga, aHanmTuyeckon cnpasku

O6ocCcHOBbIBaTbL aKTyarnbHOCTb MpobGreMbl, KOTOpPYH NPeacToMT OCBETUTb B
0030pe, ooknage, cnpaeke

Monb3oBaTbCA  MHPOPMALMOHHBIMKM  pecypcaMM M CUCTEeMaTU3MpoBaTb
nHpopMaLIMIO NO 3a4aHHLIM KPUTEPUAM

MpaBWSIbHO WHTEPNPeTMPOBaThL MOSMyYEeHHbIe AaHHble WM MPEefoCTaBnsATb UX B
CMCTEMaTU3POBAHHOM Buae

OI'Ipe,D,eJ'lFlTb Kpyr UCTOYHMKOB U nutepatypbl, HeobxoOguMMbIX ONs NoAroTOBKM
I/IH(*)OpMaLI,I/IOHHO-aHaJ'II/ITI/I‘-IeCKI/IX maTtepuanoB

M3naratb maTepuan B Norm4eckon nocrnenoBaTesibHOCTH

npOI/I3BO,EI,I/ITb aHanm3 n OUueHKY U3NOoXXeHHOro Mmatepuana

OdopMnsiTe TEKCT B COOTBETCTBYIOLLEM CTUNE

Penaktu poBaTb TEKCT OJOKYMEHTOB

dopmynmpoBaTh BbIBOALI U pEKOMEHAaLMK

OcyulectBnNaTe aBTOMaTM3auMio npoueccoB cbopa, XpaHeHus U Bblgauu
WHdopMaLmn

lMonb3oBaTbCcA yCTpPOWCTBAMM aBTOMAaTU3MPOBaHHOM 06paboTkM TEKCTOBOW
UHpopmaumm n poToHabopHBIMK YyCTpONCTBaMun

MpUMEHATE BBIYUCIUTENbBHYIO TEXHUKY U WHEMOPMALUMOHHBbIE TEXHOMOrMu Ans
3KOHOMWYHOW W pauuoHanbHOW OpraHu3auum MHGPOPMALMOHHBIX MNPOLEeCcCoB,
NOBbILLEHNS UX TMOKOCTM M QUHAMUYHOCTU

MpoussoanTb NUTEPaTYPHO-CTUINUCTUYECKYID 06paboTKy TekcTa, NpOBEPKY
nornyeckor MNocneaoBaTenbHOCTU M3MOXKEHWs!, aHanu3a M OUEHKW, HanucaHus
BbIBOAOB U pekoMeHaaLuii

MpPYMEHSITb OCHOBbI MCMXONOrUKN AeNOoBOro obLeHus

Heobxogumble 3HaHus | HopmaTuBHble NpaBoBble  aKTbl, HOPMAaTUBHO-METOAMYECKME  [OOKYMEHTbI,
rocy4apCTBEHHbIE CTaHAapThbl B chepe AeATenbHOCTY OpraHnsaumm
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opraHu3aunoHHOMY ...
CTpykTypa  opraHuMsauuu,  pyKOBOACTBO  CTPYKTYPHbIX  MnogpasgeneHuvn,
HanpaBneHnss OesTenbHOCTU OpraHuM3aumMm U KOMMETEHUMU  CTPYKTYPHbIX
nogpasaeneHnn n A0MKHOCTHbIX Ny,
Knaccudumkaumss  ynpaBneH4yeckon  uHdopmauuu, Buabl  ynpaBreH4YeCcKon
WHdopMaLmn
dopMbl NpeaocTaBneHus ynpasneH4yeckon nHpopmaumm
NCTOUHMKM  ynpaBneHyeckon wuHdopMaumMm, MeToauka oTbopa WCTOYHMKOB
WHdopMaLmn
TpeboBaHus, NpeabaBNaeMble K ynpaBneH4eckon nHpopmaumm
OcobeHHOCTN pedepnpoBaHusa  MHGoOpMaumu, cneuuduka odopMIIEHUs 1
COCTaBIieHUs aHHOTaLuMI, pedepaTtoB, 0630poB, 4OKNAO0B
KaTeropuu notpebutenen, Ha KoTopble ByaeT paccumTaH AaHHbIV 0630p, Aoknag
MeToabl 06paboTkM MHPOPMaLUMM C MPUMEHEHUEM COBPEMEHHbBIX TEXHUYECKMX
CpeacTB KOMMYHUKaLMIA U CBA3W, BbIYNCIIUTENBHON TEXHUKN
CTpykTypa WHGOPMALMOHHBLIX W34aHMW B 3aBUCUMOCTM OT  Xapaktepa
WHpopMaLMn 1 LIeneBOoro HasHadYeHnss MHPOPMaLMNOHHbIX N3AaHUI
CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTnsaumm MHopMauumn
NcTouHMKM uHpopmaumn: katanorn 6ubnumoTek, KypHanoB, NOUCKOBbIE CUCTEMbI
WH(POPMALIMOHHO-TENEKOMMYHUKALMOHHON ceTn "VIHTEpHET", 3NeKTPOHHble 0asbl
OaHHbIX
dyHKLMOHaNbLHOEe Ha3HaveHue ob3opa (6ubnumorpadmyeckoro, pecepaTMBHOrO,
aHanuUTU4YeCKoro) Kak cpeactsa OpMEHTaLMWM yuTaTens B LOKYMEHTarbHOM Wnu
WH(OPMALIMOHHOM MOTOKE
OcobeHHOCTN 00LEeHay4YHOM 1 NparmMaTU4eckon yHKLMM 0030poB
MpaBuna paboTbl C BHELLUHUMN HOCUTENAMU MHGOPMALLMK
HopmaTtuBHble  OOKYMEHTbl, TOCyAapCTBEHHble CTaHdapTel B  obnactu
OesiTeNbHOCTW opraHv3aumm
MoHsaTre n cneuunduka Gubnuorpaduryeckoro, peepaTUBHOro 1 aHaNUTUYECKOro
VMHOPMALIMOHHOIO U3gaHus
CnpaBo4Hble NpaBoBblE CUCTEMbBI

Apyrne -

XapaKTepUCTUKK

3.4.3. Tpynosas pyHKLMA

OpraHu3aums AenoBbiX KOHTAKTOB U YpoBeHb
HaumeHoBaHMe | NPOTOKOSbHbLIX MEPONPUATUI Koa D/03.6 |(nogoypoBeHb)
KBanudunkauum
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opraHM3aunoHHOMY ...
MpowucxoxneHne 3anMcTBOBaHO U3
P A OpwurunHan X
TPyAoBON hyHKLMN opuruHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHpapTa

TpyooBble AencTBuUS

OpraHI/ISEiLI,I/IFl N nnaHnpoBaHME [AOefioBblX KOHTAKTOB, BCTped WU nNnoe3fok
pykoBoguTena

OpraHuzaumns  3acefjaHuii, COBEWaHUN W MepPOnpuATUA,  NPOBOAMMbIX
pyKoBOAMTENEM

MogroToBka mMaTtepuanoB And COBeLLaHunin, BegeHue 1 O(bOpMJ'leHMe NPOTOKOJ10B

lMogroToBka NpeseHTaunin No ykasaHUo pyKoBOAUTENS

MogroTtoBka n npoeegeHne I'IpeCC-KOHCbepeHLI,I/IFl pykoBogutensa

BcTpeya y4yacTHMKOB MeperoBopoB, obGecneyeHne WX MHEPOPMALUOHHBIMM
maTtepuanamMu, BeieH1e 3anuncei Neperosopos

Heobxognmble ymeHus

CocTaBnsaTb nnaH noesaku pykoBogutensa

O(bOpMJ'lFITb OOKYMEHThI, HeobGxoauMble ONA OENOBOW MOe3dKu, KOMaHOUPOBKK
pykoBoguTena

CoctaBnsitb M 0OpMAATL MNPOTOKOSbI COBELLAHWIA, 3acedaHui W Jgpyrux
KOH(DEPEHTHbIX MEepPONpUATUIA, TOTOBUTb CMMWCOK YYaCTHWMKOB, MOBECTKY [OHS,
SIBOYHbIE MUCThI Y MPOEKTbI UTOrOBbIX AOKYMEHTOB

CocTaBnsaTb Npecc-peniuabi

BecTv neperosopbl ¢ napTHepamu

Pab6otaTh B pexnme MmHoro3aga4yHocTu

PaboTtatb ¢ 60nblWMM 06 beEMOM NHdOpMaLmMm

Co3paBatb M noaaepXmBatb NONOXUTENbHBIN ~ UMNOX opraHn3auunm wu
pykoBoguTena

Mcnonb3oBaTtb BbIYUCITUTESTBHYIO TEXHUKY n
I/IH(bOpMaLIMOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexHonormm ansa 6onee SKOHOMWYHOWM W
paLI,MOHaJ'leOIZ opraHunsauunn I/IHCbOpMaLI,I/IOHHbIX npoueccoB, MOBblLLIEHNA UX
rMBKOCTM N ANHAMUYHOCTH

Ob6ecneunBatb MHpOPMaLMOHHYO 6e30NacHOCTb OpraHM3auun

Heobxoanmble 3HaHUSA

HOpMaTMBHbIe npaBoBbl€  aKThl, HOpMaTMBHO-MeTOoOANYECKMEe  OOKYMEHThI,
rocygapCrtBeHHble CTaHO4apThbl B ccbepe neAaATenNbHOCTU opraHmn3aunn

CTpyKkTypa opraHu3auuu, pyKOBOASLLMIA COCTaB OpraHu3auun 1 noppasgaeneHui,
HanpaBfeHUs [OesTEeNbHOCTU  OpraHusauMnm W KOMMETEHUMM  CTPYKTYPHbIX
noapasfeneHnii u OOMKHOCTHBIX Nl
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opraHu3aunoHHOMY ...
Mcmxonornst 4enoBoro ooLWweHnsi, OCHOBbI KOHAITMKTONOMMK
lMpaBuna npoBeaeHUsa AenNoBbIX NEPEroBOPOB 1 MPOTOKOMbHbLIX MEPONPUSATUIA
OTMKET 1 OCHOBbBI MEeXAyHapogHOro npoTokona
MpaBuna coctaBneHns n 0HPopMreHns JOKYMEHTOB
MpaBuna 3awmTbl KOHUOEHUNANBHOW Cny>xebHON nHpopmaLumm
NHdopmaunoHHO-KOMMYHUKALMOHHbBIE TEXHONOMK

HApyrne -

XapaKTepUCTuKm

3.4.4. TpypoBas yHKUNA

YpoBeHb
Kog D/04.6 |(nomypoBeEHb)
KBanudukauum

OpraHusaumsi UICNOSTHEHWS PELLEHWA
pYKOBOAUTENS

HanmeHoBaHue

MpoucxoxaeHne 3anmMmcTBOBaHO U3
o OpwurunHan X
TpyaoBon dyHKUUN opurmHana

Kopg, PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHansHoro
cTaHgapTa

TpynoBble AeNcTBUS [okymeHTanbHoe ohopMieHne peLleHnin pykoBoauTens, JoBegeHe 00 CBeAeHUS
pabOTHMKOB OpraHM3aLumn YCTHbIX pacnopshKeHU pykoBoaAUTENS

KOOpLIMHaLIMFl nNeATeNIbHOCTU NO UCMOJTHEHNIO peLIJeHMIZ pykoBoguTensa

KOHTpOsb MCNONMHEHUSA peLleHnn pykoBogMTENS

MoaroToBka OTYETOB O BbIMOMHEHUN nopyquMVl n peLLIeHMI7I pykoBoauTend

Heobxogumble ymeHusi | CocTaBnsiTb M 0DOPMIISTE AOKYMEHTbI, CoAepKallme NopyYeHust U pacnopsiKeHUs
pyKoBOAUTENS

Bectn yyeT nopyyeHuit pyKoBOAUTENS, TPEeGYIOLIMX KOHTPOMS MO CyLecTBy
peLueHys Bonpoca

YeTKo 1 BbICTPO NpUHMMATHL peLLieHnsl B npoLiecce patoThl

Mpon3BoaNTb aHanu3 UCMONMHUTENbBCKOW OAUCLMMNIUHDI

CocTtaBnaTb aHanUMTU4Yeckne OTYeTbl ” cnpaBkyn no pesynbtataMm WUCNOJTHEHUA
nopyvYeHnn n pacnopsaxeHumn pykosogutens

Monb3oBaTbCsA CMCTEMAMU SNEKTPOHHOIO AOKYMEHTOo6opoTa

anMeHﬂTb BbIYUCITUTENTbHYIO TEXHUKY WU I/IH(bOpMaLIMOHHO-KOMMyHI/IKaLI,I/IOHHbIe
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TEXHOMNMOrMn AN 3KOHOMUYHOW M paLMoHanbHOW opraHu3aumMm UHPOPMAaLIMOHHBIX
NPOLIECCOB, NMOBbLILIEHUSI UX TMOKOCTU U AUHAMUYHOCTU

Ob6ecneunBatb 6e30MacCHOCTb AEATENBHOCTU OpraHn3auum

Heobxognmble 3HaHus HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeToaANYECKNEe  OOKYMEHThI,
rocygapCrtBeHHble CTaHO4apThbl B ccbepe neAaATenNbHOCTU opraHn3aunn

CTpykTypa  opraHu3auuM,  PyKOBOACTBO  CTPYKTYPHbIX  MofpasgesieHui,
HanpaBneHusi [OeATeNlbHOCTM  OpraHu3auMuM U KOMMETEHUUU  CTPYKTYPHbIX
noapasfeneHnii U OMKHOCTHBIX NL

I'Ipanma nposeaeHnAa KOHTpOoJ1a UCNOJTHEHUA nopyquan pykoBoauTena

TexHonorusi Be/eHNsi KOHTPOJSISt UCMONTHEHNS MOPYYEHWiA PYKOBOAMTENS

Cucrtemsl ANEeKTPOHHOro ,EI,OKyMeHTOO60p0Ta, 6a3bl AaHHbIX

TpeboBaHusa oxpaHbl TpyaAa

Opyrue -
XapaKTepPUCTUKK

IV. CBegeHuns o6 opraHmsaumnsx - paspaboTymkax
npodeccnoHaneHoro cTaHgapTa

4.1. OTBETCTBEHHAs opraHmM3aunsa-paspaboTyumk

HIM "HaumoHanbHaga accoumnaumsi 0PUCHbIX CNEUManmMcToB U agMMHUCTPaTUBHBIX paboTHMKOB", ropos
Mocksa

OuvpekTop XntocHesa JTtogmuna MNMeTpoBHa

4.2. HanmeHoBaHuWs opraHm3aLmi-paspaboTynkos

1 AHO "AreHTCTBO CTpaTermyecknx MHMLMaTMB NO NPOABMKEHUIO HOBLIX NPOEKTOB", ropod Mocksa

2 AHO "YenabuHckoe pernoHanbHOe areHTCTBO pa3BuTUA kBanudukaummn", ropoq YenabuHck

3 AHO BIMO "MexpernoHasnbHbIi OTKPbIThIA COLMarnbHbIn MHCTUTYT", ropoa Mowwkap-Ona, Pecnybnuka
Mapwuin On

4 Bonrorpaackasi ToproBo-npomeiluneHHas nanata, ropoq Bonrorpaa

5 Y "BCepoCcCUNCKMn Hay4YHO-UCCneaoBaTesibCKUM MHCTUTYT AOKYMEHTOBEAEHNS N apXMBHOro gena”

(BHUWMOAL), ropon Mockea

6 HOY OHO "MHCTUTYT uHopMaumoHHbIX TexHonorun "AnTu", ropoa Mocksa

7 O6wepoccuimncknii Nnpodcorod paboTHMKOB rOCY4aPCTBEHHBLIX YYPEXAEHWI U 0OLLLECTBEHHOMO
obcnyxuBaHus Poccuinckon ®enepaunn, ropog Mocksa

8 O6wepoccunckoe mexoTpacnesoe obbeamnHeHne pabotogarenen "Hukens", ropog Mocksa

9 000 "MaiikpocodT Pyc", ropog Mocksa
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[arta coxpaHeHus: 25.01.2018

10 | OOO "LieHTp akcnepTusbl 1 ceptudmnkaumn”, ropog Mockea

11 OO0 "3nekTpoHHbIe ohUCHbIE cuctems!”, ropos Mocksa

12 [MOBOMKCKMI MHCTUTYT ynpaBneHus umenu MNM.A. CtoneinuHa - ounuan ®re0Y BI1O "Poccunckas
akagemusi HapoAHOro X03SMCTBa M rocygapCTBEeHHOW crybbl npu Mpe3ungeHTe Poccuiickon
denepauunn”, ropog Capartos

13 OrAQY A0 "Akagemus cTaHgapTMsaumm, MeTpororum u ceptudmkaumm”, ropog Mockea

14 OIrBOY BIMO "lMeH3eHckuin rocyaapcTBeHHbIN yHMBepcuTeT", ropop NeHsa

15 | ®IrbOY BIMO "Poccuiickmin rocyaapCTBEHHbIV TyMaHUTapPHLIN YHUBEpCUTeT", kKadeapa
[OKymMeHToBeaeHus, kadenpa ACLOY, ropog Mocksa

16 | ®I'BY "Hay4yHo-uccrnenoBaTenbCkUn MHCTUTYT TpyAda U coumanbHoro ctpaxoBaHus" MuHucTepcTea
TpyAda v coumansHom 3awmntel Poccninckon depepauumm, ropog Mocksa

17 Apocnasckasa TOproBo-NpOMbILLSIEHHAA NanaTa, ropod Apocnasnb

<1> O6LLEepPOCCUNCKNIA KraccudmkaTop 3aHATUN.
<2> ObuepoccHimckmnin KnaccudunkaTop BUOOB IKOHOMUYECKON OEATENBHOCTU.
<3> ObLepoccuinckmii knaccudurkaTop cneumansHOCTEN No 06pasoBaHmto.

<4> EOuWHbIA KBanWUKaUMOHHbBIA CAPaBOYHUK AOOSMKHOCTEN pyKoBOOMTENEW, crneunanuctoB U Opyrnx
cny>atumx.

<5> O6wwepoccuincknii  knaccudukatop npodeccun paboumx, LOMMKHOCTEW ChnyXawmx u TapuHbIX
pas3psgos.
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