IIpuka3 MuHucTEepCTBA TPYAAa U COUMATBHOM 3aIIUTHI PD
ot 15 mrons 2020 r. Ne 333u
«00 yTBep:xaeHun NPoGecCHOHATBHOI0 CTAHAAPTA
«CrienuaJJncT 1Mo OPraHu3alMOHHOMY U JOKYMEHTAIIMOHHOMY
o0ecrneyeHUI0 yNIPaBJIeHUsS] OPraHu3anuen»

B coorBerctBum ¢ mnyuktom 16 IlpaBunm pa3pa®oTKM W yTBEpXKACHUS NPOQPecCHOHATBHBIX
CTaHJIApTOB, YTBEPXKIEHHBIX TocTaHoieHrem IlpaButenscTtBa Poccuiickoit deneparuu oT 22 siHBaps
2013 r. N 23 (Cobpanue 3akoHomarenscTBa Poccuiickoit @enepamun, 2013, N 4, ct. 293; 2014, N 39,
CT. 5266), mpHUKa3bIBAIO:

1. YTBepauTh npuiaraeMslii npodeccrnonanbublil cranaapt "CrnennanucT Mo OpraHu3aluoHHOMY U
JTIOKYMEHTAIIMOHHOMY OOECTICUCHHIO YIPABIICHHS OpraHU3aiuen".

2. Ilpu3Harh yTpaTUBIIMM CUITY IIpHKa3 MHUHHCTEpPCTBA Tpyla U COLUAIbHOM 3auThl Poccuiickoit
®enepanun ot 6 Masg 2015 1. N 2761 "O06 yrBepx)kaeHnu npodeccrnonansHoro cranaapta "CrenuaiicT 1o
OpPraHU3allMOHHOMY W JOKYMEHTAallHOHHOMY  OOECIICUCHHMIO  YIpaBlICHHs  OpraHu3anuei”
(3apeructpupoBan MwuHucTEepcTBOM rOcTHIMH  Poccmiickoit  ®emeparmu 2 wrons 2015 1.,
peructparuonnsiii N 37509).

Munuctp A.O. KoTskoB

3apeructpupoBano B Muntocte PO 15 utons 2020 r.
Perucrparnmonnsiii N 58957

YTBEPXJIEH

npukazom MuHHCTEpPCTBA TPyAa
M COIMAJIBLHOI 3alIUThI
Poccuiickoit Penepauuu

ot 15 urons 2020 r. N 333u

IMpodeccnonanbHBIA CTAHAAPT
CrienMaJ ucT 10 OPraHu3auMOHHOMY M IOKYMEHTALMOHHOMY 00ecre4eHHI0 YIIPABJICHUS
oprasusaunuen

| 447 |
Perucrpanuonssiii Homep

1. O0mue cBeneHus

OpraHu3anioHHOE W IOKYMEHTAIIMOHHOE 00eCTieYeHUE yIpaBIeHUS 07.002
OpraHU3aIMsIMH JIOOBIX OPraHU3aIMOHHO-TIPABOBBIX (hopM
(HamMeHoBaHUE BHU1a TPOPECCUOHATBHON IEATETLHOCTH ) Kon

OcHoBHas 11€71b BH/1a TPOPECCUOHATHHON IEATETLHOCTH:

Peanuzanus obecneunBaomux GyHKIUN yIpaBiIeHUs: OpraHu3alyeil; BHEIPEHHUE TyUIINX
TEXHUYECKHUX Pa3padOTOK M HOBEUIINX TEXHOJIOTHIA B 00€CIICUCHIE YIIPABICHUSI OPTaHU3aIHeH

I'pynna 3ansTuit:

3343 AJIMUHUCTPATUBHBIN 1 HHOU 4120 Cexkpetapu (o01iero mpoduis)
WCIIOJTHUTENIbHBIN
CPEIHETEXHUYECKHUI MepCoHal
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4226 Cnyxaniye B IpueMHON - -
(obmrero mpodwst)

(xox OK3 1) (HanMEHOBaHUE) (xox OK3) (HanMEHOBaHUE)

OtHeceHMe K BUJaM DKOHOMHUYECKOHN NEITEIHLHOCTH:

82.11 JlesTeIbHOCTh aIMUHUCTPATUBHO-XO03MCTBEHHAS! KOMITJIEKCHAS TI0
o0ecreyeHnIo paboThl OpraHU3aluu
82.30 JlesTeIbHOCTh IO OpraHu3aIuu KOH()EpEeHIIN U BEICTAaBOK

2 =
(xom OKBD/1) (HauMeHOBaHUE BUJ1a SKOHOMUYECKOH JESITEIIbHOCTH )
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I1. Onucanue Tpyno0BbIX GyHKIMA, BXOASAIIUX B NPO(eCcCHOHATbHBIN CTAHIAPT
(pyHkuMOHAJIbHAS KAPTa BUAA NPO(PecCHOHATILHOM 1eITeJIbHOCTH)

O06001u1IeHHBIE TPYIOBBIE PYHKIUU TpynoBbie pyHKINU
KOJI HAaNMCHOBAHHE YPOBCHB HaNMEHOBAHHE KOJI YPOBEHB
KBaJTM(DUKAITAH (mo1ypOBEHb)
KBaTMUKaIN
u
A Opranu3anoHHOE 00ecTIeYeHNE 3 [Ipuem u pacnpenencHue TeneGOHHBIX 3BOHKOB A/01.3 3
JeSTeTbHOCTH OpTaHU3aINH OpraHu3aIu
Opranuzanys padoThl C OCETUTENISIMU OPTaHU3AIHH A/02.3 3
BrimotHEHIE KOOPIUHUPYIOMINX U 00€CTICUNBAIOIIIX A/03.3 3
byHKIMI
B JIoKyMEeHTAITMOHHOE 00eCTICUCHHE 5 Opranu3anus paboThl C JTOKYMEHTAMH B/01.5 5
JESTEIbHOCTH OpraHu3aluu Opranuzaiys TEKYIEro XpaHeHus: JOKYMEHTOB B/02.5 S)
Opranu3anust 00pabOTKH e JJIsl TTOCIIETYIOIIETO B/03.5 5
XpaHEHUs
C Opranu3anoHHoe, 6 Oxka3zaHue MOMOIIHM PYKOBOJMTEIIO B TUTAHUPOBAHUH C/01.6 6
JTOKYMEHTAI[HOHHOE U pabouero BpeMeHH
nH(pOopMaMoOHHOE OOecTIeYeHNE [TnanupoBanue pabodero THs CEKpeTaps C/02.6 6
ACATCIIBHOCTH PYKOBOIAUTEILS Opranusanus TeneOHHBIX IEPETOBOPOB C/03.6 6
OpraHU3aIH PYKOBOJIUTEIIS
Oprann3anysi KOMaHJIHPOBOK PYKOBOIUTEIIS C/04.6 6
Opranuzanus paboThl € TOCETUTENSIMU B IPUEMHOM C/05.6 6
PYKOBOJIUTEIIS
Opranuzanus NoAroTOBKH, IPOBEICHUS U C/06.6 6
00cITy>)KMBaHUsI KOHPEPEHTHBIX MEPOTIPUATHI
Opranu3anys UCTIOJHEHHs! peIICHHH, OCYIIIECTBICHHE C/07.6 6
KOHTPOJISI HCTIOJTHEHHS TOPYYCHUN PYKOBOIHMTEIISI
Opranuzanus ¥ nogaepxanue GyHKIHOHATILHOTO C/08.6 6
pabouero NMpocTpaHCcTBa MPUEMHOM U KaOMHETa
PYKOBOJUTEIIS
Pa3paboTka m0oKaTbHBIX HOPMATUBHBIX aKTOB, C/09.6 6

periaaMeHTHpYIOIuUX padoTy cekperaps




CocraBnenue 1 0OpMIICHHE YIIPABICHUIECKOM C/10.6
JOKYMEHTaLlUU
Opranu3zanus padoThl ¢ JOKYMEHTaMH B TIPUEMHOM C/11.6
PYKOBOJIUTEIIS
Opranuzanus XpaHeHUs1 JOKYMEHTOB B IPUEMHOM C/12.6
PYKOBOJIUTEIIS
Ob6ecrnieueHne pykoBoauTels nHGopmanuen C/13.6
Opranu3zanusi ”HGOPMAITMOHHOTO B3aUMOACHCTBUS C/14.6
PYKOBOJIUTEIS C MOAPa3ACICHUAMHU U TOTKHOCTHBIMU
JMLAMH OPTaHU3ALUH
WNudopmannoHHO-aHATUTHYECKast ®opmupoBanue HHHOPMAITMOHHOTO B3aUMOICHCTBUS D/01.6
" PYKOBOAMTEIIS C OPTaHU3ALUSIMH
OpraHMU3alMOHHO-aJMUHUCTPAaTUBH Amnanu3 nHpopManuu 1 MOAroTOBKA D/02.6
ast OJ/ICPKKA JeSITeNbHOCTH WH(POPMAIMOHHO-aHAINTHYECKUX MAaTEPUAIIOB
PYKOBOJIUTENS OpraHU3aIIH Opranuzanus AeJ0BbIX KOHTAKTOB U TPOTOKOJIBHBIX D/03.6
MEpONPUATHI
Opranuzanys NCIOJHEHUS] PENIEHUI PYKOBOAUTENS D/04.6




I1I. XapakTepucrinka 00001eHHBIX TPYA0BBIX (PYHKIIHIT

3.1. O600meHHas TpyaoBas GyHKIUs

HaumenoBanue Opraan3annoHHoe o0ecredeHre Kon A YpoBeHb 3
JeSITeIbHOCTH OPTaHU3aIIuN KBaJTM(DUKAITAH
IIpoucxoxaeHue Opurunan X | 3aMMCTBOBAHO U3
0000IIEHHON TPYIOBOM OpUTHHaja
byHKIIIN
Kon Peructpannonssiit
OpUTHHaJa HOMeEp
npogecCuoHaIbLHOTO
CTaHjaapTa
Bo3MoxHbIe Cekperapb-aIMUHUCTPATOP
HAaUMEHOBAHUS

JOJDKHOCTEH, mpodeccuii

TpeboBanus k
00pa3oBaHMIO U O0YUCHHIO

Cpennee obmee oOpazoBaHue
[IpodeccuonansHoe 00yUeHHE - TPOrpaMMbI MPOPECCHOHATBHOM
HOATOTOBKH MO JOJDKHOCTSIM CITY’KalllUX, POrPaMMBI TIEPETIOITOTOBKU
CJIY’KaIlIMX, IPOrPaMMbl TOBBIIIEHHS KBATU(UKAIIMH CITYKAIIUX

TpeboBanus K OIBITY -
MPAKTUIECKON PabOTHI

OcoOple ycroBus I0NycKa | -
K pabore

Hpyrue xapakTepuCTUKU -

JlonomHUTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaumenoBanue 6a30B0ii rpymbl, JOKHOCTH (TIpodeccun)
JOKYMEHTa WU CTICIIMATBHOCTH
OK3 4226 Cayxamye B mpueMHoi (o6mero npoduss)
OKIIJTP® 26353 CekpeTapb-MalIMHUCTKA

3.1.1. TpynoBas pyHKIUS

HaumenoBanue

IIpoucxoxaeHue
TPynOBOH (HYHKIIMH

[Tpuem u pacnpenencHue Kon A/01.3 YpoBeHb 3
TeneOHHBIX 3BOHKOB (moypoBEHbB )
OpraHu3aluu KBaJIM(DUKALINU
Opurunan X | 3aMMCTBOBaHO U3
OpUTHHAJA
Kon Peructpannonusiit
OpUTHHAJa HOMeEp
npogecCuoHaIbLHOTO
CTaHjaapTa

TpynoBsie neicTBUs

OpraHu3alu

[lepenamnpasienue TeneOHHBIX 3BOHKOB PYKOBOJACTBY U COTPYIHUKAM

Perucrpanus nocrynamomux teaeOHHBIX 3BOHKOB
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[Tonyuenne HeoOxoauMOM HHPOPMAILIMH U TIepeada CAaHKITMOHUPOBAHHON
uHpopMaIMy 1o TenepoHy

Heo6xomumbie ymeHust

Hcnonp30BaTh TEXHUYECKUE U IPOTPaMMHBIE CPEICTBA IS IPOBEACHHUS
rOJIOCOBOM MJIM BUJE0-KOH(EPEeHII-CBSI3U

Hcnonb30Bath cpeacTBa KOMMYHUKAIIMOHHOW OPITEXHUKH JJIS
MOJIY4eHUs U Tiepeiadun nHGOopMaIuu

Bectn YUYCTHBIC pCTUCTPALIMOHHBIC (bOpMBI, HUCIIOJIB30BAaTh UX I
WH(POPMAITMOHHOMN pabOTHI

YcTaHaBIMBaTh KOHTAKT C COOECETHUKOM, TTOICP)KUBATh U Pa3BUBAThH
JIEIIOBYI0 Oecey B mporiecce TeneOHHBIX TEPErOBOPOB

CI‘JIa)KI/IBaTI: KOH(bJII/IKTHBIe 1 CIIOXKHBIC CI/ITyaI_[I/II/I MECXKINYHOCTHOT' O
B3aUMOJICUCTBU

Co0mroath CiryKeOHBIH STHKET

Heo0xonnMele 3HaHUS

OyHKIMH, 33]Ja4l, CTPYKTypa OpraHU3aIiH, €€ CBSI3U

IIpaBuina B3aMMOIEHUCTBUS C MIAPTHEPAMU, KIIMEHTAMHU, CPEACTBAMU
MaccoBOM nHpopmauu

DTHUKA OEJIOBOr0O OOIIEHUS

IIpaBuia peueBoro dTUKETa

TpeboBanwus OXpaHbl Tpy/ia

ITpaBuia 3anUThl KOHQUACHIMAIBHON CIIy:KeOHOH MH(OopMaIiu

Hpyrue xapakTepuCTUKU

3.1.2. TpynoBas pyHKITUS

HaumenoBanue Kon A/02.3 YpoBeHb 3
Opranu3anusi paboThl ¢
(moLypoBeHb)
MOCETUTEISIMU OpPraHU3alun
KBaTH(UKAITII
IIpoucxoxaeHue Opurunan X | 3aMMCTBOBAHO U3

TPyIOBOH (HYHKIIH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npodheccCHOHATLHOTO
cTaHaapra

TpynoBsie neicTBUs

Bcerpeua nocerureneii, mosydeHue nepBUIHOM HHPOpMAIIUK O
MOCCTUTCIIAX U ITOMOILIb B OpTaHU3allUN UX IIPpUCMa PYKOBOJUTCIICM U
COTpYJHUKaMU

Benenue xypHana 3anucu oceTUTeNein

VYyet nocerureneit 1 opopMIICHHE TPOITYCKOB

CopneiicTBHE ONEpaTHBHOMY PACCMOTPEHHIO MPOCHO U MPEIOKEHUH
IIOCETUTENEH

[Ipuem u nepenaya JOKyMEHTOB OCETUTENEN PYKOBOJICTBY U
COTPYAHHKAM OpraHu3aluu

Opranu3zanys u 6pOHUPOBaHKE NTEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeitHoro) crona B oduce

[TpuroroBnenne HaMUTKOB (4ail, Kode, TPOXJIaAUTEIbHBIC HATTUTKH )

Heo6xoaumeie ymeHUst

OO0LIAaTHCI ¢ NOCETUTEINAMA

Hcnonb30BaTh ycTaHOBJICHHBIE MPaBUia U MPOLEAYPbl KOMMYHHUKAITUU
BHYTPH OpraHU3aluu

BecTu ydeTHble OpPMBI, HCIIOIB30BATh UX JJIs1 paOOTHI

Co3aBarh NOJOKUTEIIbHBIN UMUK OPTaHU3ALMU

[TpuHUMATH MEpHI 10 pa3peLIeHUI0 KOH(PIUKTHBIX CUTYalui




[TpumensTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOH(UICHINAIBHOCTh HHPOPMALIUU

Heo0OxonnMele 3HAaHUS

[IpaBuiia opranu3zanuu NprueMa MmoCceTUTeNIe

[TpaBuna genoBoro oOmEeHUs

CTtpykTypa OpraHu3aluu 1 pacrpeaesieHue GyHKIui Mexty
CTPYKTYPHBIMM NOJpa3EICHUSIMHU U CIIEHHUATUCTaMU

ITpaBuia opraHu3anuu NpueMoB B ouce

[TpaBuna cepBUPOBKHU YaitHOTO (KOGEHHOTO) CTOIa

HpaBHna IMPUTOTOBJICHUA U MOAAYU IOPAYUX HAIIUTKOB U 3aKYCOK K HUM

DTHUKA OEJIOBOr0O OOIIEHUS

[IpaBuia pedyeBoro sTukeTa

TpeboBanust oxpaHsl Tpyaa

[TpaBuna 3amuThl KOHGUIESHITUATBLHOHN CITY)kKeOHOM MHpOpMaITUK

HApyrue
XapaKTECPUCTUKHU

3.1.3. TpynoBas pyHKITUS

HaumenoBanue Brimonaenue Kon A/03.3 YpoBeHb 3
KOOPJIMHHUPYIOIIHUX U (ToaypOBEHB)
obecreunBaronx QyHKITUN KBaTH(UKAITII

[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3

TPyIOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npodheccCHOHATLHOTO
cTaHaapra

TpynoBsie necTBUs

Benenue sxypHana pa3pe31oB pabOTHUKOB OpTaHU3aINH

Koopaunaist paboThl KypbepOB U BOJHUTENCH OpraHnu3aluu

Benenue xxypHana pazpe30B KypbepOB OpraHU3allMd U MapIIpyTOB
BOJUTEIIEN

CocraBieHue cripaBKu O pa3be3gax pabOTHUKOB, KYpbEepPOB M MapLIPyTax
BOJUTENIECH OpraHU3aluu

Heo6xomumbie ymeHust

CocTaBiaTh U BECTH YUYCTHBIC TOKYMCHTEI

[IpuMeHATh cpeacTBa KOMMYHUKALMU JJIs [Tepefady Opy4EeHUN
PYKOBOIMTENS U COTPYJHUKOB OPraHU3alMH

[IpuMeHATh COBpEMEHHBIE CpesicTBa cOopa, 00padOTKH U Tiepeaadn
uHpOopMaIu

OI.[CHI/IBaTB PE3YIbTATEI B paMKaX IMOCTAaBJICHHBIX 3a1a4

OcymecTBIATh KOHTPOJIb UCIIOIHEHUS TOPYUYEHUN PYKOBOIUTENS
COTPYJAHUKAMHU

Heo0OxoauMsbie 3HAHUS

IIpaBuia peueBoro dTUKETa

DTHUKA OEJIOBOr0 OOIIEHUS

TpeboBanwus OXpaHbl TPy/ia

[TpaBuia 3anUThl KOHQUACHIMAIBHON CITy:KeOHOH MH(OopMaIiu

CtpykTypa opraHu3aiiy u pacupeaeincHue GyHKIHNT MEXTy
CTPYKTYPHBIMHU NOAPA3ACIICHUAMU U CICHHUAJINCTAMU

Hpyrue xapakTepuCTUKU

3.2. O606meHHas TpyaoBast HyHKIIHS




HaumenoBanue JlokymMeHTaImoHHOE 00ecTieYeHIE Kon B YpoBeHb 5

JESITEIIbHOCTH OpraHu3aliuu KBaJTU(UKAIIH
IIpoucxoxaeHue Opurunan X | 3aMMCTBOBAHO U3
0000IIEHHON TPYIOBOM OpUTHHaja
byHKIIIN
Kon Peructpannonusiit
OpUTHHANA HOMEDP
npogecCuoHaIBLHOTO
CTaHJapTa
Bo3MoskHbIE Jlenonpon3BoIUTEIb
HAaUMEHOBAHUS
JIOJDKHOCTEH,
npodeccuii
TpeboBanus k Cpennee mpodeccnoHanibHOE 00pa30BaHUE - IPOrPAMMBI TOATOTOBKU
00pa3oBaHMIO U OOYYCHHIO | CIIEIUAIMCTOB CPEIHETO 3BEHA
WIn

Cpennee npodeccruonanbHOe 00pazoBaHue (HEMPOPUIBLHOE) -
mporpaMmbl HOATOTOBKHU CIICHUAJIMCTOB CPCAHCTO 3BCHA U
JIOTIOJTHUTEThHOE MpodeccHoHaIbHOEe 00pa30BaHuUE 1O TOTIOTHUTEEHBIM
npoecCHOHANBEHBIM MPOrpaMMaM MpodhecCHOHATBHOM MePEnoroTOBKH
10 MPODUITIO IEATETLHOCTH

TpeboBaHus K OIBITY -
MPAKTUYECKOU pabOThHI

Oco0ble ycroBus JIomycKa | -
K pabote

Jpyrue xapakTepucTUKU -

JlononHuUTENbHBIE XapaKTEPUCTUKH

HanmenoBanmue Kon HanmMenoBanue 6a30B0ii TpyIIIbI, TOHKHOCTH (TTpodeccrn)
JTOKYMEHTa WM CTICIUATHbHOCTH
OK3 4120 Cexkpetapu (0obmiero nmpoduis)
EKC* - JlenonponsBoauresib
OKITIJITP 21299 Jlenonpoun3BoauTenh
OKCO” 7.46.02.01 JIOKyMEHTAIlMOHHOE 00ecTIeYeHre YIPAaBICHUS U
apXUBOBEJCHHE

3.2.1. TpynoBas pyHKITUS

HaumenoBanue Kon B/01.5 YpoBeHb 5
Opranu3anusi paboThl ¢
(momypoBeHB)
JIOKyMEHTaMHU
KBaJTU(DUKAITAH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
TpyaoBOU (hyHKUINU OpUTHHAJA
Kon Peructpannonusiit
OpUTHHAJa HOMeEp
npogecCuoHaIbLHOTO

CTaHaapTa
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TpynoBsie neicTBUs

[Tpuem u nepBuyHas 00pabOTKa BXOIAIINX JTOKYMEHTOB

IIpenBapuTenbHOE pACCMOTPEHUE U COPTUPOBKA IOKYMEHTOB Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

IToaroroBka BXOQAIIMX JOKYMEHTOB JJII pACCMOTPEHUS PYKOBOIUTEIEM

PGFI/ICTpaI_II/I}I BXOOAIIUX TOKYMCHTOB

OpraHmaum JO0CTaBKHW JOKYMCHTOB HMCIIOJTHUTCIISAAM

Benenue 6a3pl TaHHBIX JOKYMEHTOB OpraHU3aluu

Benenne napopManimioHHO-CIIPaBOYHON pabOTHI

O06paboTka 1 OTIpaBKa UCXOSAIINX JOKYMEHTOB

Opranu3zanus paboThl IO PETUCTPALIUU, YUETY, XPAaHEHHIO U Nepeiade B
COOTBETCTBYIOIINE CTPYKTYPHBIC MOAPA3ICICHUS JOKYMEHTOB TEKYIIETO
JIeJIONPON3BOJICTBA

KoHTpob ucnonHenus JOKYMEHTOB B OpraHu3aluu

Heo6xoanumeie ymeHUst

PaboTath co Bceil COBOKYITHOCTBIO HH(POPMAITMOHHO-I0KYMEHTAIIHOHHBIX
pECYPCOB OpraHU3alun

ITons3oBaTbcs OazaMu JAaHHBIX, B TOM YUCJIC YIAJICHHO

ITons30BaThCA CITPaBOYHO-IIPABOBBIMH CUCTEMaMU

[Tonb30BaTbCst aBTOMATU3UPOBAHHBIMU CUCTEMAMU yU€Ta, PETUCTPALUH,
KOHTPOJIS U HHOOPMALIMOHHO-CIIPABOYHBIMU CUCTEMAaMU MIPH padboTe ¢
JIOKYMEHTaMU OpraHu3aiiu

[TpumMeHsTH COBpeMeHHBIE HH()OPMAIITHOHHO-KOMMYHHUKAIIMOHHBIC
TEXHOJIOTUU JIJIsl pabOTHI ¢ TOKYMEHTaMH, B TOM YHCIIE JIJIS €€
ONTUMU3AINH | MOBBITIIEHUS () (PEKTUBHOCTH

IIpuMeHATH NpaBWIa PyCCKOTO S3bIKA

IIpuMEHATH HABBIKM CKOPOCTHOI'O NMHChbMa

Heo0xonnMele 3HAaHUS

HopMmatuBHbIe mpaBoBbie aKThl U HOPMAaTUBHO-METOAMYECKHE
JOKYMEHTBI, OTPEACIISIONINE MOPSA0K TOKYMEHTAIIMOHHOTO 00eCeYeHUS
yIpaBieHus

CTpyKTypa opraHu3anuu, pyKoBOJCTBO CTPYKTYPHBIX MOAPa3AeICHUM

CoBpeMeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTUHN pabOThI ¢ JOKYMEHTaMH

[Topsiok paboTHI C TOKyMEHTaMU

CxeMbl TOKYyMEHTO000poTa

Cucremsl CKOPOCTHOI'O NMCbMa

[TpaBwia paboTHI C BXOASIIUMU, UCXOASIIMMU U BHYTPCHHAMH
JIOKyMEHTaMHU

[IpaBuna opranu3anuu u GOpMbI KOHTPOJIS HCIIOJHEHHSI JOKYMEHTOB B
OpraHu3anyuu

Tumnosbie CPOKH UCIIOJIHCHUS NOKYMCHTOB

[TpuHtnB pabOTHI CO CPOKOBON KApPTOTEKON

Haznauenne u TEXHOIOTHS TCKYIICTO U NMPCAYIPCAUTCIBbHOI'O KOHTPOJIA

[IpaBuia coctaBneHus: aHATUTUYECKUX CIIPABOK 10 OpraHu3aluu padboThl
C JIOKYMEHTaMH ¥ KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB

[TpaBmiia JOKYMEHTAIMOHHOTO O0ECTIeUeHHs AeSITeTbHOCTH OPTaHU3aIuu

Buipl OKyMEHTOB, NX Ha3HAYCHHE

Tp€6OBaHI/I}I, MPpEABABIACMBIC K JTOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMHU MIPABOBLIMH aKTaMH U IT'OCYAapCTBCHHBIMU CTaHJapTaMU

[IpaBuna cocraBieHus 1 opopmiIeHUS HH(YOPMAIIMOHHO-CIIPABOYHBIX,
OpPraHU3aLMOHHBIX, YIPABICHYECKUX JOKYMEHTOB

[IpaBuia co3manus v BeJjeHUs 0a3 TaHHBIX CIIY)KEOHBIX JOKYMEHTOB B
OpraHu3anyuu

CHUCTEeMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

[IpaBuiia u CpoKH OTIIPABKU UCXOJAIINX JOKYMEHTOB




TpeboBanwus 0OxXpaHbl Tpy/ia

Jlpyrue xapakTepuCcTUKU

3.2.2. TpynoBast pyHKIUSA

HaumenoBanue Kon B/02.5 YpoBeHb 5
Opranuzanys TEKyIEero
(moypOBEHb)
XpaHEHUs JOKYMEHTOB
KBaTH(UKAITII
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

TPYAOBOM (DYHKIHH

OpHUTrHHAaIA
Kon PerucrpanmonubIi
OpUTHHAJA HOMEp
po¢eCCHOHAIBHOTO
CTaHaapTa

TpynoBble nelcTBUA

Pa3zpaboTka HOMEHKJIATYPHI JIeJI OpraHnu3aluu

[IpoBepka mpaBHIIBHOCTH 0(OPMIICHUS TOKYMEHTOB U OTMETKH 00 UX
WCTIOJTHEHUH Tiepe]] uX (OPMHUPOBAHUEM B JIEIIO JUIS OCIETYIOLIETO
XpaHEHUs

cI)OpMy.HI/IpOBElHI/Ie 3aroJIOBKOB A€ U ONPCACIICHUC CPOKOB UX XPAHCHUS

dopMupoOBaHUE JeI

KoHTpo:ab npaBuibHOrO U CBOEBPEMEHHOTO paclpeIesIeHUs U OIIIUBKU
JIOKYMEHTOB B JieJia

Heo6xomumbie ymeHust

Opranu3oBbIBaTh paboTy MO YUETY, XpPaHEHUIO U Mepeiade B
COOTBETCTBYIOIINE CTPYKTYPHBIC MOAPA3ICICHUS JOKYMEHTOB TEKYIIETO
JIeJIONPON3BOJICTBA

Ocyl1ecTBIATh METOJIUYECKOE PYKOBOJICTBO JEJIONPOU3BOICTBOM B
OpraHu3aly, KOHTPOJIUPOBATh MPaBUIbHOE (POPMUPOBAHHE, XPAHEHUE U
cAady el B apXuB

Pa3pabatbiBaTh HOMEHKIIATYPY JI€J1 CTPYKTYPHOTO MOJIpa3iesieHus

Hcnons30BaTh HOMEHKIATYPY J€1 IPU U3YYEHUU CTPYKTYPBI
OpPraHM3alMK, COCTABJICHUH ONNCEN eI

Opranu3oBbIBaTh padboTy 10 GOPMUPOBAHUIO JIE]T B COOTBETCTBUH C
YTBEPKJICHHON HOMEHKJIATYypOU J1€]1 OpraHu3aluu

DopMHUpOBaTH JOKYMEHTHI B ieJla C YIETOM UX crelupuKu

CucreMaTU3MpOBaTh JOKYMEHTBI BHYTPH J€lia

ObecneynBaTh COXPAHHOCTb U 3alIUTY JOKYMEHTOB OpraHu3aliu

[TpumeHsATH UH(OPMAITMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIIOTUH TIPH
paboTe ¢ JOKyMEHTaMu

Heo0OxoaumMsbie 3HAHUS

HopmatuBHbIe paBoBbIE€ aKThl, HOPMATUBHO-METOJUYECKHE JJOKYMEHTHI,
roCy/1apCTBEHHbIE CTAHIAPThI, OMPEIEISIONINE MOPSIOK
JOKYMEHTAIMOHHOTO 00ECTICUeHUs yIIPaBICHUS

Bunbr HoMeHKnaTyp, 001IHe TpeOOBaHUS K HOMEHKIIAType, METOINKA ee
COCTaBJICHUS U OPOPMIICHHSI

HpaBHna corytaCoBaHus HOMCHKJIATYPhI €I C BEAOMCTBCHHBIMUA
apXMBAMH U SKCIEPTHON KOMUCCUEN

[Topsinok popmupoBanus U opopMiIeHuUs e, cnennpuka GopMHUPOBAHUS
OTAETBHBIX KaTErOpUH Jem

[IpaBuna xpaneHus e, B TOM YUCIE C TOKYMEHTaMU OI'PaHUYEHHOTO
JOCTYyTIa

[IpaBuia BbIIaYM U MCTIONB30BAaHUS TOKYMEHTOB U3 C(POPMUPOBAHHBIX
nen




TpeboBanwus 0OxXpaHbl Tpy/ia

Jlpyrue xapakTepuCcTUKU

3.2.3. TpynoBas pyHKIMSA

HaumenoBanue Kon B/03.5 YpoBeHb 5
Opranuzanus 00paboTKH A€
JIS1 TIOCIIEAYIOIIETO XPaHESHUS (noxyposens)
A AYIo p KBaTH(UKAITII
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

TPYAOBOM (DYHKIHH

OpHUTrHHAaIA
Kon PerucrpanmonubIi
OpUTHHAJA HOMEp
po¢eCCHOHAIBHOTO
CTaHaapTa

TpynoBble nelcTBUA

[IpoBepka CpOKOB XpaHEHHUS TOKYMEHTOB, COCTABJICHHE IMPOTOKOJIA
paboThI HKCIIEPTHON KOMHUCCHH T10 MOJATOTOBKE JOKYMEHTOB K XPaHEHHUIO,
aKTa o mepejiaye Ha YHUUTOKEHUE TOKYMEHTOB, HE TTOJIEkKAIINX
XpaHEHUIO

CocraBiieHre BHYTPEHHEH OMUCH JIeT 7151 0000 IIEHHBIX TOKYMEHTOB

OdopmieHue e MOCTOSHHOTO, TOJTOBPEMEHHOT0 CPOKOB XpaHEHUs

Odopmienne 06J10KKH 11 TOCTOSTHHOTO, I0JITOBPEMEHHOTO CPOKOB
XpaHEeHUs

CocraBiieHHE ONMCH JEJ TOCTOSTHHOTO, JOJITOBPEMEHHOI'O CPOKOB
XpaHEeHUs

Ilepenayva nen B apXvB OpraHu3aiuu

Heo6xoaumeie ymeHUst

[Tonb30BaThes MEPEUHSIMU JOKYMEHTOB U aHATH3UPOBATH (PaKTUUYECKOE
coJiepKaHuEe UMEIOIINXCS B JIEJIe IOKYMEHTOB TP ONPEIETICHIH CPOKOB
WX XpPaHCHHUS

OdopMIISITH TOKYMEHTBI IKCIIEPTHON KOMUCCUU

OdopmitATh 00JI0KKH A€ ITOCTOSHHOTO M BPEMEHHOTO XpaHEHHS B
COOTBETCTBHUH C TPeOOBAaHUSMHU I'OCYJJaPCTBEHHBIX CTAaHAAPTOB

[Tpon3BOINTE XPOHOIOTHYECKO-CTPYKTYPHYIO CHCTEMAaTU3aLIMIO JEJ

Ocy1iecTBIATh TEXHUYECKYIO 00paboTKy U MOIHOE 0POpPMIICHHE AET
MOCTOSTHHOTO U BPEMEHHOT'O XPaHCHHUS

CocCTaBnsaTh OIUCHh ACIT IOCTOAHHOI'O U BPpECMCHHOI'O XPpAHCHUA B
COOTBCTCTBHH C HOPMATUBHO-MCTOJUYCCKHUMU TOKYMCHTaAMU

[TpumeHATH UH(OPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH TIPH
paboTe ¢ JOKyMEHTaMu

Heo0OxoaumMsbie 3HAHUS

HopmatuBHbIe paBoBbIE€ aKThl, HOPMATUBHO-METOUYECKHE JJOKYMEHTHI,
roCy/1apCTBEHHbIE CTAHIaPThI, OMPENIEISIOINE MOPSIOK
JOKYMEHTAIIMOHHOTO 00ECTICUeHHs yIPaBICHUS

Kpurepuu paznenenuss JOKyMEHTOB Ha TPYIIIBI B COOTBETCTBUU C
[IEHHOCTHIO HH(OpMAIIHH, COIePIKAIICICS B HUX

[Topsimok MCTOb30BaHUS TUTIOBBIX MJITM BEJJOMCTBEHHBIX MTEPEYHEH
JIOKYMEHTOB, OIPEACIICHHS CPOKOB XPaHEHUS B MIPOLIECCE IKCIIEPTU3BI
IIEHHOCTH JOKYMEHTOB

[Topsimox co3manus, OpraHu3alky U JOKYMEHTHPOBAHUS PaOOThI
SKCIEPTHON KOMUCCUHU

[IpaBuia coctapneHus 1 yTBEPKIEHUS MPOTOKOJIa pabOThl IKCIIEPTHON
KOMMCCHH

HpaBHna COCTAaBJICHHUA U YTBCPKIACHHA aKTa O BBIACIICHUHU JOKYMCHTOB,




HE TTOJICKANTNX XPAHCHHUIO

[TpaBuia TeXHUYECKOH 00pabOTKH U OTHOTO O(hOPMIICHUS JIeT
HOCTOSTHHOTO U BPEMEHHOT'O XPaHCHHUS

HpaBHna COCTAaBJICHHUSA OIMMUCU ACIT TOCTOSIHHOI'O U BPECMCHHOI'O XPAaHCHUSA
B COOTBCTCTBHMU C HOPMATUBHO-MECTOAUYCCKUMU JOKYMCHTAMU

[IpaBuiia nepenaun nen B apXyuB OpraHu3aluu

TpeboBanust oxpassl Tpyaa

Hpyrue xapakTepuCTUKU

3.3. O606meHHas TpyaoBast HyHKIIHS

HaumenoBanue Opranu3anuoHHoE, Kon C YpoBeHb 6
JOKYMCHTAIITHOHHOC U KBaJII/I(bI/IKaI_II/II/I
nH(popManmoHHOE oOecreyeHre
ACATCIIBHOCTH PYKOBOJUTCIIA
OpraHu3aluu

[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

00001IeHHON TPYIOBOI OpUTHHAJA

byHKIIH

Kon Perucrpanmonubrit
OpUTHHAJA HOMEp
poQeCCHOHAIBHOTO
CTaHaapTa

Bo3MoxHEIE
HAaMMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

CexkpeTapb pyKOBOAUTEA
CexkpeTapb-cTeHOTpauCTKA
Crenorpaguctka

TpeboBanus k
00pa3oBaHMIO U O0YUCHHIO

Briciiee oOpa3zoBanue - 6akagaBpuaT WIH

Bricuiee o6pa3oBanue (HenpouibHOe) - OakanaBpuaT U
JIOTIOJTHUTEIBHOE MpodeccHoHaIbHOEe 00pa30BaHuUE 1O TOTOTHUTEEHBIM
npodecCHOHATIBLHBIM MporpaMMam MpohecCHOHATEHON NepenoArOTOBKU
10 TPOIITIO AESITETHHOCTH WIIN

Cpennee mpodeccnoHanbHOE 00pa30BaHUe - IPOTPAMMBI TOATOTOBKU
CTECIUAIMCTOB CPETHETO 3BCHA

501050

Cpennee npodeccronanbHOe 00pazoBaHue (HEMPOPUIBLHOE) -
mporpaMmbl HOATOTOBKHU CIICHUAJIMCTOB CPCAHCTO 3BCHA U
JOTIOJTHUTEbHOE MpodeccHoHaIbHOEe 00pa30BaHuUE 1O TOTIOTHUTEEHBIM
npodecCHOHATIBHBIM MporpaMMam MpohecCHOHATEHON NepenoArOTOBKU
10 MPOMUITIO IEATETLHOCTH

TpeboBanus K OIBITY
MPAKTUYECKOU pabOoThI

He menee nByX JeT BBINOTHEHHS pa0OT IO OPraHU3AIMOHHOMY U
JOKYMEHTAlMOHHOMY 00€CIEUEHUIO AEATEIIbHOCTU PYKOBOAUTEIS
OpraHu3aluy MPH CpeTHEM NPopEeCCHOHATTLHOM 00pa30BaHUH

Oco0Ople ycrioBUsI TOMyCKa
K pabore

Hpyrue xapakTepuCTUKU

JlonomHuTEIbHbIE XapaKTEPUCTUKH

HanmenoBanue |

Kop | HaumenoBanue 6a30B0ii FPyIIIIBI, TOKHOCTH (podeccun) |




JIOKYMEHTa WIH CTIEIUATBHOCTH
OK3 3343 AJIMUHUCTPATUBHBIA U MHON UCTIOJHUTEIbHBIN
CpPEAHETEXHUYECKUI MepCOHAI
EKC - CekpeTrapb pyKOBOJIUTES
OKIIATP 26341 CekpeTrapb pyKOBOIUTENS
26405 CekpeTapb-cTeHOrpaducTKa
OKCO 7.46.03.02 JIOKYMEHTOBEIEHHUE U apXUBOBEICHUE
7.46.02.01 JIoKyMEeHTaIMOHHOE 00eCTIeYeHHUE YIIPaBICHUS U
aApXUBOBEJCHHE

3.3.1. TpynoBas pyHKIMSA

HaumenoBanme Oxkazanue moMoIm Kon C/01.6 YpoBeHb 6
PYKOBOAMTEIIO B (momypoBeHB)
TUTAHUPOBAHUH Pab0OYero KBaJTU(DUKAITAH
BpPEMEHHU

IIpoucxoxaeHue Opurunan X | 3aMMCTBOBaHO U3

TPyOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie nercTBUs

Br160op hopmel mimanupoBanus u 0hOpPMIICHHE TUIAHUPOBIIIHKA
(opranaiizepa) pyKOBOIUTENS

Brecenune nahopmaruu B IaHUPOBIIKK (OpTraHaii3ep)

CornacoBaHue ¢ pyKOBOAMUTEIEM BPEMEHU TUIAHUPYEMBIX AEHCTBUIM

CornacoBanue Tene(OHHBIX IEPETOBOPOB, BCTPEY U MEPOIPUSITUI C
napTHEpamMH, KIMEHTaMH, pyKOBOJUTENISIMU NOIpa3Ae/IeHUN 1
COTPYIHUKAaMHU

WNudopmrpoBaHre pyKOBOAUTENS O PETIaMEHTE HaMEUEHHBIX
MEpONPHUITUI

[Ipenynpexaenue o npubINKEHUH BpEeMEHH HAMEUEHHBIX MEPONPUITUN

DopMUPOBAaHKE pE3EPBA BPEMEHU U1l HENPEIBUAEHHBIX CUTYallUN

Heo6xomumbie ymeHust

YcranaBnuBaTh 1ENU, ONPEACIISITh HEPAPXUIO LIEJIeH

OnpenensiTh MPUOPUTETHOCTH M OYEPEAHOCTH BHIMIOTHEHUS PabOT U
2 PeKTUBHO pacnpenesiTh pabouee Bpems

BpEMEHU

Oxa3bIBaTh OMOIIH PYKOBOJUTEIIO B PACTIPEICIICHUN €r0 paboUuero

BriOupats ontumansHbie ciocoObl HH(POPMUPOBAHUS TAPTHEPOB,
KJIMEHTOB, ITOCETUTEIICH, pYKOBOJIUTENICH MOAPA3AEICHUNA U COTPYAHUKOB
0 IJIAHUPYEMBIX MEPOTIPUATHUSX

ObecnieunBaTh HTHPOPMAITMOHHYIO O€30MACHOCTH JIEATEITHHOCTH
OpraHu3aIH

Heo0OxoauMsbie 3HAHUS

Crenunduka OCHOBHON AESITETLHOCTA OPTaHU3aINN

OCHOBBI aIMUHUCTPATUBHOTI'O MpaBa U TPYIOBOTI'O 3aKOHOJATENbCTBA
Poccutickoii denepanuu

PykoBoasimii cocTaB OpraHu3aliy U €€ NoApa3aeIeHU

DyYHKIIMU CAMOMEHEPKMEHTA

[TpuHIMIIBI ¥ TpaBUIIa MJIAHUPOBAHUS pabOYero BpeMeH!

MeToabl IOCTAaHOBKU I1ejei

IIpaBuiia npoBeIEeHUs 1E€I0BBIX IEPErOBOPOB
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TpeboBanwus 0OxXpaHbl Tpy/ia

Jlpyrue xapakTepuCcTUKU

3.3.2. TpynoBas pyHKIMSA

HaumenoBanue Kon C/02.6 YpoBeHb 6
[TnanupoBanue pabouero aHs
(moxypoBeHb)
cekperaps
KBaTH(UKAITII
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

TPYAOBOM (DYHKIHH

OpHUTrHHAaIA
Kon PerucrpanmonubIi
OpUTHHAJA HOMEp
po¢eCCHOHAIBHOTO
CTaHaapTa

TpynoBble nelcTBUA

Br160op 1 oopmiteHHe MIIaHUPOBIINKA CEKPETAPS

Benenne nueBHMKA (HA JIEKTPOHHOM U (WJIH) OyMa)kKHOM HOCHUTEJIE)

CornacoBaHue IUIAHOB C TJIAHAMU U CPOKaMHU PabOTHI PYKOBOIUTEIS

Pacnpenenenue pabodyero BpeMeHH (Ha JIeHb, HEJEIO, IEPCIIEKTHUBY)

HepeHoc HCBBITTOJTHCHHBIX 3allJITAHUPOBAHHEBIX 3aJia4

BrimonHeHne THITMYHBIX CKCIAHCBHBIX €I

Heo6xomumbie ymeHust

Bri6upats 1 0popMIISTH TITAHUPOBIIUK

BHocuth 1 oTCnexxnBaTh MHGOPMAIUIO HA IIEKTPOHHOM H/HITH
OYMa)KHOM HOCHUTEJIE

PaccraBnsars MPUOPUTCTHI, BEIACIIATL BAXKHOC U CPOYHOC

Bpi0upath onTuManbHbI pUTM paboThI

AHaJ'II/ISI/IpOBaTB IMPUYKWHBI HECBBITIOJIHCHHUSA 3a/1a4

[TpuMeHsATh HH(OPMAITIOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU

Heo0xonnMele 3HAaHUS

Ocobennoctu 0hopMIICHHSI TUTAHUPOBITUKA (HA DJIEKTPOHOM U OyMa)KHOM
HOCHUTEJISIX)

OCHOBBI yIIpaBJI€HHs] BpEMEHEM

Jlpyrue xapakTepuCcTUKU

3.3.3. TpynoBas pyHKIMSA

HaumenoBanue Kon C/03.6 YpoBeHb 6
Opranuzanus TeaepOHHBIX
IIEPETOBOPOB OBOJIUTENSA (moyposeHs)
p POB pyK KBaTH(UKAITII
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

TPYAOBOH (DYHKIHH

OpHUTrHHAaIa
Kon PerucrpanmonubIi
OpUTHHAJA HOMEp
poQeCCHOHAIBHOTO
CTaHaapTa

TpynoBble nelcTBUA

Benenune 6a3bl TeeOHHBIX KOHTAKTOB PYKOBOIMTEIIS

CoeMHEHNE PYKOBOJIUTENS C KOHKPETHBIMU a0OHEHTaMU

IlonroroBka MatepuanoB s TeaeOHHBIX IEPETOBOPOB PYKOBOIUTENS

Perucrpanus NocTynaromux B IPUEMHYIO TelIe()OHHBIX 3BOHKOB

IlepenanpaBieHue OTAEIbHBIX TEIE(HOHHBIX 3BOHKOB 3aMECTUTENISIM
PYKOBOAMTEIIS U COTPYJHUKAM




[Tonyuenne HeoOxoauMOM HHPOPMAILIMH U TIepeada CAaHKITMOHUPOBAHHOM
uHpopMaIMy 1o TenepoHy

VcTaHOBJIEHHE KOHTAKTa C COOCCETHIKOM, TTOICp)KaHHEe H Pa3BUTHE
JIe7I0BOM Oecebl B Ipoliecce Teae(OHHBIX IEPETOBOPOB

Oxa3aHyne MOMOIIY PYKOBOANUTEIIO IPH OPTaHU3aluH U TIPOBEACHUH
Tesne()OHHBIX IEPErOoBOPOB U BUICOKOH(epeHni

Heo6xoaumeie ymeHUst

Bectu 1 ucnonb3oBate B paboTe 6a3y JaHHBIX TeIe(QOHHBIX KOHTAKTOB
PYKOBOAUTENS

Hcnonb3oBarh cpecTBa KOMMYHUKAITMOHHOM OPITEXHUKH JIJIS
MOJIyYEHUs U Tiepefiaun nHhopMaluu

Bectn YUYCTHBIC pCTUCTPALIMOHHBIC (bOpMBI, HUCITIOJIB30BAaTh UX I
nH(pOpPMaMOHHOM pabOTHI U PAOOTHI O KOHTPOJIIO UCTIONHEHHUS PEIICHUI
PYKOBOIUTEINS

CriaxuBath KOH(DIUKTHBIC M CIIOKHBIE CUTYAIlMH MEKIHYHOCTHOTO
0o0LIEeHUSA

Hcnonp30BaTh TEXHHYECKUE U IPOTPaMMHBIE CPEICTBA IS IPOBEACHHUS
rOJIOCOBOM MJIM BUE0-KOH(EPEeHII-CBSI3N

Ob6ecneunBaTh HHPOPMAITMOHHYIO 0€30TIACHOCTH JICITEIHOCTH
OpraHu3aIu

CobmronaTh CITyKEOHBIM STUKET

Heo0xonnMele 3HAaHUS

TenedoHHbIe KOHTAKTHI PYKOBOJUTES

@yHKINH, 33/1a4U, CTPYKTYPa OPTaHU3aLUHU, €€ CBA3U 110 BEPTUKAIU U
TOPU3OHTAIU

IIpaBuia B3aMMOIEHUCTBUS C IAPTHEPAMU, KIIMEHTAMH, CPEACTBAMU
MaccoBOM nHpopmaIum

IIpaBuia noaaep:kaHus ¥ pa3sBUTHs MEKINYHOCTHBIX OTHOLICHUI

[IpaBuiia mpoBeieHNs 1€JI0BBIX IEPETOBOPOB

[TpaBwia 3amuThl KOHGUICHIHATEHOW HHDOpMaK

TpeboBanust oxpaHsl Tpyaa

Hpyrue xapakTepuCTUKHU

3.3.4. TpynoBas pyHKITUS

HaumenoBanue Kon C/04.6 YpoBeHb 6
Opranu3zanusi KOMaHAUPOBOK
OBOJUTENSA (nozypoBeHs)
PyKoBOZ KBaTH(UKAITIT
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

TPYAOBOH (DYHKIHH

OpHUTrHHAaIa
Kon PerucrpanmonubIi
OpUTHHAJA HOMEp
poQeCCHOHAIBHOTO
CTaHaapTa

TpynoBsie neicTBUs

IlonroroBka nmpoekTa ciayeOHOro 3aJjaHusl PyKOBOIUTEIS

[ToaroToBka mpoeKTa MpHKasza o ciyeOHOM KOMaHIMPOBKE

OdopmiteHre KOMaHIHPOBOYHOTO YAOCTOBEPEHHS U €T0 PETUCTPAIHs ITPU
HEe00XOIUMOCTH

HOI[FOTOBKa JOKYMCHTOB Ha IMOJIYYCHHEC BU3bI, 3aI'PAHUYHOTO ITaCIiopTa

3aka3 ®Kele3HOJOPOKHBIX U aBHAOUIIETOB, TOCTUHHII, TPAHCTIOPTHOTO
o0ecrnieueHrs pyKOBOAUTENS

Odopmienre mporpaMMbl TIOE3/IKH, YTOYHEHHE 0COOCHHOCTEH MPOTOKOIa
TUTAHUPYEMBIX MEPOTIPUSATUI




[ToaroroBka TOKYMEHTOB K MOE3/IKE PYKOBOAUTEIIS

YTO4YHEHUE 1aThl, TOJHKHOCTEH, (paMuiInii B IporpaMMe KOMaHIMPOBKH

[TpopaboTka MapuipyTa pyKOBOJUTEIS, YBS3Ka €T0 C pacHCaHUEM
TpaHCIopTa

O6paboTka MaTepranoB KOMaHAUPOBKH, 0(pOpMIICHHE OTYETa O
KOMaHIMPOBKE

Heo6xoanumeie ymeHUst

OdopMIIATh aBaHCOBBIE OTYETHI PYKOBOUTES

OpraHu30BbIBaTh BCTPEYU PYKOBOAUTENS C MPUHUMAIOIIECH CTOPOHOU

OdopMIIsATh KOMaHAUPOBOYHBIE JOKYMEHTHI

OO6pabartbIBaTh JOKYMEHTHI U MaTepUalbl IO Pe3yJibTaTaM MOe3/IKH
PYKOBOJMTEIS

Ob6ecneunBaTh paboTy orica BO BpeMsi OTCYTCTBHUS PYKOBOJIUTEIIS

[TpuMeHATh CTOCOOBI IETOBOTO OOIICHHS

Hcnonb30Bath cpecTBa KOMMYHUKAIIMH JIJISI 00€CTICUeHUS
B3aUMOJICHCTBUS C PYKOBOJIUTEIIEM BO BPEMSI €0 JIEJTOBON MOE3IKH

Heo0OxoaumMsbie 3HAHUS

HOpH,Z[OK MOATOTOBKH U NPOBCACHUA KOMaHIWPOBOK

[opsanox odopmiieHrss JOKYMEHTOB ISl KOMAHIUPOBKH M OTYETHBIX
JIOKYMEHTOB M0 KOMAaHIUPOBKE PYKOBOJAUTEIIS

JlenoBo# MpOTOKOI

DTHUKA OEJIOBOrO OOIIEHUS

Hpyrue xapakTepuCTUKHU

3.3.5. TpynoBas pyHKIMSA

HaumenoBanue Opranuzanus paboThl ¢ Kon C/05.6 YpoBeHb 6
MOCETUTEIISIMU B TIPHUEMHOM (momypoBeHB)
PYKOBOJIUTEIS KBaJTU(DUKAITAH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3

TPynOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie neicTBUs

Opranu3zaniys JMYHOTO NPUEMa MOCETUTENEH PyKOBOIUTEIEM

YcraHoBIeHUE OpsIKa IPUEMA U1 PA3JIMYHbIX KATErOPUN TOCETUTENICH

Benenue xypHana npeaBapuTebHON 3aliCH HA ITPUEM

Peructpanus nocerureneit

CopneilicTBHE ONEPaTHBHOMY PACCMOTPEHHIO MPOCHO U MPEIOKEHUH
MOCETUTENICH U COTPYAHUKOB OpraHU3aliu

Opranu3anys npuemMa JesIOBbIX MapTHEPOB B oduce

Opranusanus 00CIy)KUBaHHS PYKOBOIUTES U €r0 JICIOBBIX TAPTHEPOB B
oduce

CepBupoBka vaiiHor0 (Ko(eitHoro) crona B oduce

[IpunsTHE MEp MO COXPAHEHHUIO KOMMEPUYECKOM TallHBI B XOJI€ MpUeMa
MOCETUTENICH 1 MX HAXOXICHUS B IPUEMHOM U KaOMHETE PYKOBOIUTEIS

Heo6xomumbie ymeHust

OpFaHI/ISOBI)IBaTI) 1 00eCcneYnBaTh JIMYHBIE KOHTAKTHI PYKOBOIUTEIIA

YnpaBiasTe KOHQIMKTaMU

YYHUTBIBATH TICHXOJIOTHYECKHE OCOOCHHOCTH JIMYHOCTH TIPH PA3THIHBIX
BHJIaX MPO(ECCHOHATBHOTO OOIICHHUS

Hcnonb30BaTh ycTaHOBJICHHBIE MPaBUia U MPOLEAYPbl KOMMYHHUKAITUU
BHYTPH OpraHU3aluu




Bectu yderHble perucTpaioHHbIe (POPMBI, UCTIONB30BATh UX IS
MH(POPMALMOHHOM paboThl U PabOTHI IO KOHTPOJIIO HCIIONHEHHS PEIICHUN
PYKOBOAUTENS

CO3I[aBaTB MOJOXKUTEIbHBIN HMUJK OpraHru3alun

[IpuHIMaTh MephI O pa3penIeHn0 KOHMIUKTHBIX CUTYaIui

[TpumensTh HHYOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOH(UICHINAIBHOCTD B IPUEMHOIN U KaOHHETE
PYKOBOAMTENS, COXPAHITh KOH(UACHIMANBbHYIO HH(pOpManHnio B TaliHe

Heo0OxoauMsbie 3HAHUS

IIpaBuia opraHu3anyu NpueMa rnoceTUTeNne

[TpaBuna genoBoro oOmEeHUs

IIpaBuia peueBoro dTUKETa

[IpaBuia ycTaHOBJIEHUSI KOHTAKTa, OJAEPHKAHUS U Pa3BUTHUS
MEXJIMYHOCTHBIX OTHOIICHHI

CTtpykTypa OpraHu3aluu 1 pacrpeaesieHue GyHKIui Mexty
CTPYKTYPHBIMM NOJpa3CICHUSIMHU U CIIEHHUATUCTAaMU

ITpaBuia opraHu3anuu NpueMoB B ouce

DTUKET U OCHOBBI MEXAYHAPOIHOTO MPOTOKOJIA

ITpaBuia cepBUPOBKH YaifHOTO (KO(EHOr0) cToIa

HpaBHna IPUI'OTOBJICHHUA U MMOAAYU IOPAYUX HAIIMTKOB M 3aKYCOK K HUM

[TpaBuia 3anUThl KOHOUACHIMAIBHON CIIy:KeOHOH MH(OopMaIiu

Hpyrue xapakTepuCTUKHU

3.3.6. TpynoBas pyHKIMSA

HaumenoBanue Opranuzanus noJAroToBKY, Kon C/06.6 YpoBeHb 6
MIPOBEICHUS M OOCTYKUBAHUS (momypoBeHB)
KOH(EPEHTHBIX MEPOTIPUITUN KBaJTU(DUKAITAH
IIpoucxoxaeHue Opurunan X | 3aMMCTBOBAHO U3

TPynOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie neicTBUs

HOI[FOTOBKa IMOBECTKHU JHA MCPOIIPUATUS

OdopmiieHre cnucKa y4aCTHUKOB MEPOTIPUSATHS

WudopmupoBaHre MpeArnoNaraéMblX Y4aCTHUKOB O HAMEUAaeMOM
MEPOIPHUAITHH U YCIOBUAX Y4aCTUs

Br10op MecTa 1 BpeMeHH POBEACHUSI MEPOIPHUSITUS

[ToaroroBka npenBapuTEILHON CMETHI PACXO0B

Pacchuika npuriiameHuil NOATBEPAUBILIUM Y4aCTUE B MEPOIIPUATHH

COop TEKCTOB JTOKIA/I0B U MMPOEKTOB UTOTOBBIX JOKYMEHTOB Y
JIOKJIATYUKOB

Paccpiika nHGOpMALIMOHHBIX MaTepUAIOB yYaCTHUKAM KOH(GEPEHTHOTO
MEPONPUSITHS

CocraneHue IBOYHBIX JTUCTOB M CIUCKA PETUCTPALUA YYACTHHUKOB
MEPOTPUATHUS

3aKymnka KaHIeIIPCKUX TOBAPOB U MPOAYKTOB Uil 00ECTIeUeHHS
ko(e-may3

Pemenue BOIIPOCOB TCXHUYCCKOI'0 OCHAIICHUS MCPOTIPHUATUS

[ToMomIb B MOATOTOBKE AOKIIA/Ia PYKOBOIUTESI, TPE3EHTAIIMOHHBIX
MaTepuasioB




Opranu3zanys NoAroTOBKU Mpe3uanyMa U paboynx MeCT YYaCTHUKOB

Opranu3zanys BCTpEUn U perucTpanus y4acTHUKOB MEPOIIPUSATHS

Benenue npotokona MeponpusiTus

Opranu3anys CepBUCHOTO 00CITY)KHMBaHUS BO BpeMst Kode-Tiay3

Opranu3zanys KyJIbTypHO-MacCOBBIX MEPOIPHUATHI, TPAHCIIOPTHOTO U
TOCTMHUYHOT'O 00ecre4yeHus

Heo6xoaumeie ymeHUst

OpraHu3oBbIBaTh IPOIECC MOATOTOBKU K IPOBEIEHUIO KOH(EPEHTHOTO
MEPOTPUAITHS UHIMBUYaJIbHO U B COCTaBe paboue Irpymibl

JIOKyMEHTUPOBATh pa3HbIE TAIbl MPOLEAYPhI MOATOTOBKH U MPOBEICHUS
KOH()EPEHTHOTO MEPONPUSITHS

[lepenaBarh HHPOPMALINIO, JOKYMEHTHI M MaTEPUANIbl Y9aCTHUKAM
KOH(EPEHTHOTO MEPOIIPUSATHUS

[ToaroraBnuBaTh 1 000PY0BATH CTOJ IPE3UIUYMa U pabouue MecTa
YYaCTHUKOB COBENIaHUs (3aceaHus)

CepBupoBaTh YaiiHbIHN (KOQEHHBIN) CTOI BO BpeMsl MPOBEJCHU Kode-may3

CO6JIIOI[aTI> IpaBujia JCJIOBOTI'O 3TUKCTA U ITPOTOKOJIA

[TognepxuBaTh UMUK OpraHU3aIuN

Co3zaBaTh UMUK CEKpETapsi, COOTBETCTBYIOUINI UMHJIKY OpraHU3allu1

PabotaTh ¢ mHbOpMaIMelt, aHATM3UPOBATh U MPECTABIISATh €€ B
CUCTCMATU3UPOBAHHOM BUIC

Ob6ecnieunBaTh O€30MACHOCTH JACSITEIIBHOCTA OpPTraHu3aIuu

[TpuMeHATh HH(OPMAITMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU

IIpuMeHATH NpaBUIa PyCCKOTO S3bIKA

HpI/IMeHHTB HABBIKK CKOPOCTHOI'O MMCbMa

[TprMeHSATh HaBBIKH 3alMCH M PacIN(PPOBKU TEKCTA

Hcnonp30BaTh COBpEeMEHHBIE TEXHHUECKUE CPENICTBA B 001aCTH
CKOPOCTHOT'O TUChMa

Ob6ecneunBaTh KOM(POPT YIACTHUKOB KOH(EPEHTHOTO MEPOTIPHUSATHS,
MIOMOTaTh B BOIIPOCAX MPOKUBAHUS, TPAHCIIOPTHOTO 00ECTICUCHUS

Heo0xonnMele 3HAaHUS

Kommieke opraHn3aiioHHO-TEXHUUECKUX MEPONPUATHHA IO O OTOBKE
Y IPOBEJICHUIO COBELIAHUI U IEPETOBOPOB, B TOM UHCJIE MEXAYHAPOIHBIX

[TpaBuina BefeHHs, TOATOTOBKU U 0(OPMIICHUS POTOKOJIA U TOKYMEHTOB,
CO3/1aBaeMbIX B IPOIECCE MOATOTOBKU KOH(PEPEHTHOTO MEPONPUSITHSI

MeToanKa COCTaBJICHUS! CMETHI PACX0JJ0B KOH(EPEHTHOTO MEPOIIPUSATHUS

OCHOBBI HAMTMCAHMS PeYeil U JOKJIaA0B PYKOBOAUTENS

IIpaBuna ycTaHOBIICEHHs] KOHTAKTa, OAAEPKAHUSA U Pa3BUTHS
MEXJINYHOCTHBIX OTHOIIECHUN

ITpaBuia nemoBoro o0IEHus, JeJI0BOI0 ATUKETA

DTUKET U OCHOBBI MEXAYHAPOIHOTO MMPOTOKOJIA

IIpaBuiia npoBeIEeHUs 1E€I0BBIX IEPErOBOPOB

ITpaBuia 3anUThl KOHQUACHIMAIBHON CITy>KeOHOH MH(OopMaIiu

Cucremsl CKOPOCTHOI'O NMCbMa

OCHOBBI IPOTpaMMHOT0 obecrieueHust 1 0PrCHOro 000pyI0BaHHUS B
00J1aCTH CKOPOCTHOTO MHUCHhMa

TpeboBanust oxpaHsl Tpyaa

Hpyrue xapakTepuCTUKU

3.3.7. TpynoBas pyHKITUS

HaumenoBanue Opranuzanys UCTIOTHEHUS Kon C/07.6 YpoBeHb 6

pelieHui, OCyIIeCTBICHUE (momypoBeHB)
KOHTPOJISI HCTIOJTHEHUS KBaJTU(UKAIIH




\ MOPYYECHU I PYKOBOAUTES | |:| I:l

[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBAHO U3
TpyaoBOU (HYHKIIUU OpUTMHaja
Kon Perucrpannonusiit
OpUTHHAJA HOMeEp
npo¢ecCuoHaIbLHOTO
CTaHjaapTa

TpynoBsie neicTBUs JlokymeHTapHOE 0(OPMIICHHE PEIICHUN PYKOBOIUTEIIS

JloBezieHue 10 cBeAeHUs PaOOTHUKOB OpPraHU3aluu PacoOpsKEHHUH

PYKOBOIMTENS

Koopaunanys 1esTenbHOCTH 110 UCTIOJHEHHUIO PENIEHUH PYKOBOAUTENS
Benenue cpokoBOro TEKyILEro U NPeayNpeaUuTEIbHOTO KOHTPOJIS
IIpoBepka UCIIOIHEHNS IOPYYECHUM PYKOBOAUTEIS B YCTAHOBIEHHBIN CPOK
[IpenynpexaeHue cOTpyIHUKOB 00 UCTEUCHUH CPOKA MCIIOTHEHUS
MOPYYECHUN PYKOBOJIUTENS

dukcanys UCIOJHEHU IOPYYECHUN

CocraBiieHHE OTYETOB U AHAIUTUYECKUX CITPABOK O BBINOTHCHUH
IIOPYYEHUN U PELICHUNM PYKOBOAUTEIIS

Heo6xomumbie ymeHust BecTtu cpokoByI0 KapTOTEKY

BecTu ydeTHble peructpauuoHHble (POPMBI, HCIIOIB30BaTh UX IS PaOOTHI
110 KOHTPOJIIO UCTIOJTHEHMSI TOPYYEHUH PYKOBOAMTENS

Paborats ¢ nHpOp™MaImei mo KOHTPOIIO, CUCTEMAaTU3UPOBATh €€ U
MIPEJICTABJIATh B BUJI€ CBOJAHBIX JOKYMEHTOB

Hcnonb30BaTh cpecTBa KOMMYHUKALIMHU JJIS TIEpeJadu MOpyIeHU i
PYKOBOIMTENS

Hcnonws30BaTh COBpEMEHHBIE CpelicTBAa cOOpa U 00pabOTKH KOHTPOIHHOU
uHpOopMaIu

[TpumensTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU
O1eHMBaTh pPe3yabTaThl B paMKaxX MOCTaBJICHHBIX 3a/1a4

OcymecTBIATh KOHTPOJIb UCTIOTHEHUS TOPYYEHUN PYKOBOIUTENS
COTPYAHUKAMHU

Heo0xonuMbie 3HaHMS OOurre TpeOoBaHUS K CPOKAM MUCTIOJTHEHUS IOKYMEHTOB U KOHTPOJIBHBIM
(GYHKIHSAM CITY>KOBI TOKyMEHTAIIMOHHOTO 00eCTIeueHus!

[Tpunnumel, cioco6sl THPOPMUPOBAHUS COTPYAHUKOB

OTHKA JIeTI0BOr0 OOIIEHUS

VYnpaBieHdyeckas CTpyKTypa OpraHu3aliy, pyKOBOJICTBO OpraHU3alluH,
00pa3ibl MOANUCEH PYKOBOISIINX COTPYTHUKOB, KPYT UX IMOJHOMOYNHN H
OrpaHUYEHUS 30H UX OTBETCTBEHHOCTH

JlokanbHBIE HOPMAaTHUBHBIE aKTHI OpPTraHU3aAIHN

Jlpyrue XapakTepucTuku | -

3.3.8. TpynoBbie pyHKIUHU

HaumenoBanue Opranuzanus u nojJiepKaHue Kon C/08.6 YpoBeHb 6
(GYHKIIMOHATLHOTO pabovero (momypoBeHB)
POCTPaHCTBA PUEMHOMN U KBaJTU(UKAIIH
KaOWHETa PYKOBOIUTEIIS

IIpoucxoxaeHue Opurunan X | 3aMMCTBOBaHO U3
TPYAOBOH (DYHKIHH OpUTMHAaJIa

Kon Peructpannonusiit



OpHrHHaja HOMeEp
npo¢ecCuoHaIbLHOTO
cTaHgapTa

TpynoBsie neicTBUs

ObecneveHne pabodero MecTa pyKOBOJIUTENS HEOOXOIUMBIMU
cpeacrBaMu OpFaHHBaHHOHHOﬁ TCXHUKHU, KaHICIIAPCKUMU
MIPUHAIC)KHOCTSIMA

Opranu3zanus nprueMHoli orca B COOTBETCTBUU ¢ TPEOOBAHUSIMU
SPrOHOMUKH U KYJIBTYpHI TpyJa

Opranu3zanys oopMIICHHS HHTEpbEepa MPUEMHOMN PYKOBOJIUTENS

Oo6opynoBanne pabodero Mecta OprTeXHUKOM, MePCOHATBHBIM
KOMIBIOTEPOM, BCIIOMOTaTEIbHOM TEXHUKON

Opranu3zanus 000pyI0BaHUs IPUEMHON CUCTEMaMU XPaHEHUS,
HEOOXOMMBIMH MPUCTIOCOOICHUSIMH, 00OCCTICUCHHS KaHIICIIPCKUMH
HpI/IHa,Z[J'Ie)KHOCTHMI/I

OOecnieueHre XpaHEHMsI U 3aMEHBI PACXOJIHbIX MaTEpUAJIOB,
ITIOBCEJHEBHBIN YXOJ 3a OPITEXHUKON

3aka3 KaHLEISIPCKUX TOBAPOB, THTHEHUYECKUX TOBAPOB, IPOAYKTOB
MUTAHUS

Heo6xomumbie ymeHust

CoznaBath ycnoBus, obecrieunBaroniue 3G HeKTUBHYIO padboTy
PYKOBOJAUTCIIA

[IprMeHsTh B COOTBETCTBUU C HA3HAUEHHUEM CPEJICTBA OPTaHU3alIMOHHOM
TEXHUKH, KAHIEISIPCKUE TPUHAIJIEKHOCTH

OcHamates pabouee MECTo PyKOBOJUTENS U CBOE pabouee MeCTO
HEOOXOUMBIM 000py0BaHUEM

OcCyIecTBIATh 3aMEHY PACXOIHBIX MaTEPUAJIOB, YXOJ 33 OPITEXHUKON

KOHTpOJ'II/IpOBaTB COCTOSIHHEC U ITOIIOJIHATE 3a1aCbl KAHICIIAPCKUX
TOBAPOB, CPCACTB T'MI'MCHBI, IPOAYKTOB NUTAHU

Heo0OxonnMeie 3HAaHUS

TpeboBanwus oxpaHbl TPyla, TPOU3BOACTBEHHON CAaHUTAPHH,
IIPOTUBOIIOKAPHOM 3aIUTHI

OCHOBBI ITPABUIIBHOM OPraHU3AIUH TPYA U METO/IbI TIOBBIIICHHS €TI0
s heKTHBHOCTH

OCHOBBI 3proOHOMUKH Oduca ¥ PIOPUCTUKH

CrtaHmapThl 1 PEKOMEH TN 110 000PYA0BaHUIO O(HUCHBIX MTOMEIIECHUN

CocTaB opraHu3alMOHHON TEXHHUKH, €€ YCTPOUCTBO U MOPSIOK PabOTHI C
Hel

Jlpyrue XxapakTepuCcTUKU

3.3.9. TpynoBas pyHKIMSA

HaumenoBanue PazpaboTka 10KaIbHBIX Kon C/09.6 YpoBeHb 6
HOPMAaTHBHBIX aKTOB, (moypoBeHB)
perIaMeHTHPYIOMIHUX PadoTy KBaJTU(DUKAITAH
ceKkperaps

[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3

TPYAOBOH (DYHKIHH

OpHTHHAJIA
Kon Perucrpannonusiit
OpHUTHHAJIA HOMeEp
npohecCHOHATLHOTO
cTaHaapra

| TpynoBsie nercTBUs

\ Pa3zpaboTka 10KHOCTHON MHCTPYKIIMHU CEKpeTapst




PazpaboTka 1moyio>keHust 0 ceKkpeTapuare

Pa3paboTka HHCTPYKIIMU N0 JAEJIONPOU3BOICTBY

Heo6xomumbie ymeHust

CocTaBnath 1 0QOPMIISTH OpraHU3aMOHHBIE U METOINYECKUE
JIOKYMEHTBI

PegakTupoBaTh TEKCTHI CIY)KEOHBIX JOKYMEHTOB

PaGotatk co Bcell COBOKYITHOCTBIO HHPOPMAIIMOHHO-TOKYMEHTAIIMOHHBIX
pecypcoB Opranu3anuu

[Tonp3oBaTbcst 0a3amMu JTAHHBIX, B TOM YUCJIE YIATCHHO

Hcnons30BaTh CITPABOYHLIC IMTPABOBLIC CUCTCMBbI

PaboTaTh ¢ KOoMIIBIOTEpOM, KaTajgoraMu (rankamu) u Qaiaamu, CKaHepOM

ITonb30BaTbest 0UCHBIM MAKETOM (TEKCTOBBINM PENAKTOP, TAOJIHUIIHI)

[Tonp30BaTbes nepupepuitHBIMU YCTPOWCTBAMH U OPTTEXHUKON

[Tonp30BaThCs ANEKTPOHHON MOYTOM

ITonb30BaThCs CHCTEMAMU SJIEKTPOHHOTO IOKYMEHTO000pOTa

Heo0xonnMele 3HAaHUS

ITpaBoBBIE OCHOBBI YIIPaBIEHHsI (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO
U TPakJIaHCKOT'0 IIpaBa)

HopMartuBHbIE TTpaBOBBIE aKThl, HOPMATUBHO-METOANYECKHE TOKYMEHTHI,
rocyJapCTBEHHBIE CTaHIapThI, OIPEAEISAIOMINE MOPSIA0K
JOKYMEHTAIMOHHOTO 00ECTICYCHUS YIIPABIICHHS

CtpyKTypa, pyKOBOACTBO CTPYKTYPHBIX MOApa3aeieHui, 00pa3Iibl
MOJIIUCEN JINI], UMEIOIIMX MPaBO NOAMUCAHUS U YTBEPKACHUS
JIOKYMEHTOB, M OTPAHUYEHHUSI 30H UX OTBETCTBEHHOCTHU

[TpaBuna JOKyMEHTAITMOHHOTO O0ECTICYCHUS ACATEIIPHOCTH OPTraHu3aIluu

[Topsiiok paboThI C TOKyMEHTaMU

Tp€6OBaHI/I}I, MPpEABABIACMBIC K JTOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMHU MIPABOBLIMH aKTaMH U IT'OCYAapCTBCHHBIMU CTaHJapTaMU

IIpaBuiia cocTaBieHUs: OpraHU3allMOHHBIX JOKYMEHTOB (TI0JI0KEHUH,
MHCTPYKIIHH, PErJIaMEHTOB)

Buapl 10KyMEHTOB, UX Ha3HAYEHUE

OCHOBBI IOKYMEHTHOW JIMHTBUCTUKH

TpeboBanust oxpassl Tpyaa

Jlpyrue XxapakTepuCcTUKU

3.3.10. TpynoBas ¢pyHKUUSA

HaumenoBanue CocraBnenue u opopmiieHIE Kon C/10.6 YpoBeHb 6
YIPaBJICHUECKOM (moypoBeHB)
JOKYMEHTAIUU KBaJTU(UKAITIH
IIpoucxoxaeHue Opurunan X | 3aMMCTBOBaHO U3

TPyIOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npo(heccCHOHATLHOTO
cTaHaapra

TpynoBsie neicTBUs

CocraBiieHHE TIPOCKTOB PACTIOPSIIUTENBHBIX (ITPUKA3bI, PACTIOPSIKCHHUS) 1
MH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (CITy>KeOHbIe MUChMa,
CIIPaBKH, TOKJIATHBIC U CITY)KEOHBIC 3aITUCKH )

Ileyatsb cayeOHBIX TOKYMEHTOB 1 MaT€pHAJIOB

PazMHOKeHHE CITy)KeOHBIX TOKYMEHTOB

KoHTpoab npoxoskaeHus TOKyMEHTOB B OpraHU3aIiu (COTJIacoBaHUeE,
MIONMCAHUE U YTBEPKICHUE TOKYMEHTA)




Heo6xomumbie ymeHust

PenaktupoBath TEKCTHI C1yKEOHBIX JOKYMEHTOB

ITonp30BaTbes yHU(UITMPOBAHHBIMU (hOpMaMH JOKYMEHTOB

OdopMisaTh KaccoBble (PUHAHCOBBIE TOKYMEHTHI U IOKYMEHTHI 110 y4eTy
HAaKJIAJIHBIX PACX0JIOB

ITeuaTath cimy>keOHBIE TOKYMEHTHI

[Tonp30oBaTbCst mepudepuitHBIMUA YCTPOHCTBAMH M OPTTEXHUKOM

PaboTtarh ¢ KOMIBIOTEPOM, CKAHEPOM

ITonp30BaTbCst OUCHBIM MTAKETOM (TEKCTOBBINA PEAAKTOP, TAOJIHIIHI)

ITonb30BaThCs DJIEKTPOHHOM OYTOU

ITonp30BaThCs cUCTEMaMU 3JIEKTPOHHOTO IOKYMEHTO000pOTa

Ob6ecnieunBaTh O€30MACHOCTH JACSITSIBHOCTA OpPTraHu3aIuu

Heo0OxoaumMsbie 3HAHUS

IIpaBoBBIE OCHOBBI YIIpaBIeHHsI (OCHOBBI aIMUHHCTPATUBHOTO, TPYIOBOTO
Y X035ICTBEHHOTO MPaBa)

CrpykTypa opranu3zanuu, pyKOBOJCTBO CTPYKTYPHBIX MOAPA3AeICHUN,
00pa3Ipl MOAMKMCEH JINII, UMEIOIIHNX MTPaBO MOMUCAHUS U YTBEPIKICHHS
JIOKYMEHTOB, M OTPAHUYEHHUSI 30H UX OTBETCTBEHHOCTHU

[TpaBuna JOKyMEHTAIIMOHHOTO O0ECTICYCHUS ACATEIIPHOCTH OPTraHu3aIluu

[Topsiok paboTHI C TOKyMEHTaMU

TpeGoBanus, npeaAbABIsIEMbIE K IOKYMEHTaM B COOTBETCTBUU C
HOPMAaTUBHBIMU ITPABOBBIMH aKTaMU U FOCYJapCTBEHHBIMU CTaHAApTAMU

Buipl JOKyMEHTOB, NX Ha3HAYCHHE

[TpaBwita corimacoBaHus JOKYMEHTOB OpraHU3aluy (BHYTPECHHETO
BHEIITHETO)

IIpaBuiia nonnucanust ¥ yTBEP>KICHUS TOKYMEHTOB

[IpaBuna cocraBieHus U opopmiIeHUS HHYOPMAIIMOHHO-CIIPAaBOYHBIX,
YIPaBIEHYECKUX JOKYMEHTOB U CIIy’KE€OHBIX IIHCEM

OcHOBEI I[OKyMGHTHOﬁ JIMHT'BUCTHUKH

[IpaBuia pycckoro si3bika

TpeboBanust oxpaHsl Tpyaa

Jlpyrue XxapakTepuCTUKU

3.3.11. TpynoBas ¢pyHKuHUS

HaumenoBanue Opranuzanus paboTsl ¢ Kon C/11.6 YpoBeHb 6
JIOKYMEHTaMH B IPUEMHOMN (momypoBeHB)
PYKOBOJIUTEIIS KBaJTM(DUKAITAH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3

TPyIOBOH (HYHKIIH

OpHUTHHAJIA
Kon Perucrpannonusiit
OpHUTHHAJIA HOMeEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie nercTBUs

[Tonmy4yenue, mpeaBapuTEIHLHOE PACCMOTPEHHE U COPTUPOBKA
MOCTyHNAaromurX B MIPUCMHYIO PYKOBOAUTCIIA JOKYMCHTOB

IIpoBepka KOMIIJIEKTHOCTH MOCTYINAIOIMIUX B IPUEMHYIO PYKOBOJUTEIIS
JOKYMEHTOB

IToaroToBKa JOKYMEHTOB JJI1 pACCMOTPEHMS PYKOBOIUTEIEM

VY4er JOKYMEHTOB, MOCTYNAIOIIUX HA UMSI PYKOBOJUTES

OpFaHI/I3aI_II/I}I JOCTAaBKHU JOKYMCHTOB UCHIOJIHUTCIISAM

Co3nanune u BeieHne 0a3bl JaHHBIX JTOKYMEHTOB PYKOBOIUTEIS

Benenne nHpopMamoHHO-CIIPaBOYHON PabOTHI




Heo6xomumbie ymeHust

PaboTaTh ¢ BXomsmen, HCXOs1IeH, BHYTPEHHEH TOKYMEHTaIlueH

[Tonp30BaTbes CHCTEMaMH JIEKTPOHHOTO JJOKYMEHTOO00pOTa JIIs
pETHCTpaIiK, KOHTPOJIS JOKYMEHTOB M HH(POPMAIIHOHHO-CIIPABOYHOM
paboThI ¢ JOKYMEHTaMHU

[TpumeHATh HHPOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUH JUIS
paboThI ¢ JOKYMEHTaMHU

IIpuMeHATH NpaBUIa PyCCKOTO S3bIKA

HpI/IMeHHTB HABBIKK CKOPOCTHOI'O IMMCbMa

CocTaBniaTe u O(bOpMHHTB JIOKAJIbHBIC HOPMATUBHBIC AKThI

Heo0xonnMele 3HAaHUS

HopMartuBHbI€ TTpaBOBBIE aKThl, HOPMATHUBHO-METOANYECKHE TOKYMEHTHI,
rocyJapCTBEHHBIE CTaHIapThI, OIPEIETSAIONINE MOPSIA0K
JOKYMEHTAIMOHHOTO 00ECTICYCHUS YIIPABIICHHS

CTpyKTypa opraHu3anui, pyKoBOJCTBO CTPYKTYPHBIX MOApPa3AeICHUM

CoBpeMeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTUHN pabOThI ¢ JOKYMEHTaMH

[Topsimok paboThI ¢ JOKYMEHTaMH, CXeMbI JOKyMEHTO000pOTa

[TpaBwiia paboTHI C BXOASIIUMU, UCXOASIIMMU U BHYTPCHHAMH
JIOKyMEHTaMHU

HpaBHna opraHu3ani KOHTPOJIA UCITOJTHCHUA TOKYMCHTOB U TUITIOBLIC
CPOKH UCITOJITHCHHUA TOKYMCHTOB

[IpaBuia cocTaBieHUs] aHATTUTUYECKUX CIPABOK 10 OpPraHU3aluu paboThI
C JOKYMEHTAMH ¥ KOHTPOJIKO UCIIOJIHEHHS JOKYMEHTOB

[IpaBuia co3manus v BeJeHUs 0a3 TaHHBIX CIIY)KEOHBIX JOKYMEHTOB B
OpraHu3anyuu

CHUCTEeMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

Cucremsl CKOPOCTHOI'O NMCbMa

TpeboBanwus OXpaHbl Tpy/ia

Jlpyrue xapakTepuCcTUKU

3.3.12.TpynoBas ¢pyHKIHS

HaumenoBanue Opranuzanus XpaHeHus Kon C/12.6 YpoBeHb 6
JIOKYMEHTOB B TIPUEMHOM (momypoBeHB)
PYKOBOJUTEIIS KBaJTU(DUKAITAH
[IpoucxoxneHue Opurunan X | 3aUMCTBOBAHO U3

TPyIOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBble nelcCTBUA

Pa3paboTka pa3aenoB HOMEHKJIATYPHI Jiell OpraHUu3aIiuu

®opmupoBanue 1 0hopMIICHHE €] TOCTOSHHOTO, JOJITOBPEMEHHOTO
XpaHEeHUs

IToaroroBka u nepegayva J1e1 B apXyUB OPraHU3aIuN

Heo6xoaumeie ymeHUst

PazpabaTbiBaTh HOMEHKIJIATYPY /1€ OpraHU3aluU C YYeTOM
HOPMAaTHUBHO-METOANYECKUX JOKYMEHTOB

Hcnons30BaTh HOMEHKIATYPY J€1 IPU U3YYEHUH CTPYKTYPBI
OpPraHM3alMK, COCTABJICHUH ONNCEN eI

®opmMupoBaTh U OPOPMIIATH JI€JIa B COOTBETCTBUHU C YTBEPKICHHON
HOMEHKJIATYPOH 1€ OPraHUu3aluy

ObecnieunBaTh COXPAHHOCTh JOKYMEHTOB OpraHU3alluu

IIpon3BOAUTE TOATOTOBKY € AJIs IIepeJayu B apXUB




[TpumeHATh HHPOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUH JUIS
paboThI ¢ JOKYMEHTaMH

Heo0xonnMeie 3HaHUS

HopMmartuBHbIE TpaBOBBIE AKTHI, HOPMATUBHO-METOIMYECKUE IOKYMEHTHI,
rocyJapCTBEHHBIE CTaHIapThI, OIPEIEISAIOMINE MOPSIA0K
JOKYMEHTAIMOHHOTO 00ECTICYCHUS YIIPABIICHHS

Buasl HOMeHKIaTyp, o01ie TpedoBaHUs K HOMEHKIIAType, METOANKA e
COCTaBJICHHS M OpOpMIICHUS

[Topsimox popmupoBanust u 0HOPMIICHHS 1T C YKa3aHUEM CTICIUUKHI
(hOpMUPOBaHUS OTACTHHBIX KATETOPUIA JelT

[IpaBuia XxpaneHus e, B TOM YUCIE ¢ JOKYMEHTaMH OIPaHUYEHHOTO
JIOCTYyTIa

[IpaBuiia BbIIauu ¥ UCTIOIB30BAHUS IOKYMEHTOB U3 C(HOPMUPOBAHHBIX
nel

TpeboBanwus OXpaHbl TPy/ia

[IpaBuia NOATrOTOBKY U NEepeayu A€l B ApXUB OpraHu3aluu

Hpyrue xapakTepuCTUKU

3.3.13. TpynoBbie HyHKIIHH

HaumenoBanue Kon C/13.6 YpoBeHb 6
ObecneyeHne pyKOBOIUTEIS
. (moypoBeHb)
uHpopmanuei
KBaJTM(DUKAITAH
IIpoucxoxaeHue Opurunan X | 3aMMCTBOBaHO U3

TPyIOBOH (HYHKIIMH

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie neicTBUs

Co6op u nmepepaboTka HHPOPMALIHK, HEOOXOTUMOM /TSI TPUHSATHS
00OCHOBAHHBIX YIPABICHUECKUX PELIICHUN

ITpoBepka JOCTOBEPHOCTH, TIOIHOTHI M HEMPOTUBOPEYMBOCTH TaHHBIX,
MCKJIIOUEHHUE TyOIMpoBaHus MH(OpMAIH

[IpenocraBiieHne TaHHBIX B €IMHOM W yIOOHOM JIJIst BOCIIPHUATHS (hopmaTe

BrisBieHre HanOoJiee 3HAYMMBIX KPUTEPHEB CHCTEMaTH3aIluN
nH(pOopManuu i Co3AaHus 0a3 JaHHBIX

dopmHupoBaHUE U UCTIONIb30BaHKe 0a3 JaHHBIX B OpraHu3aluu

Heo6xoaumeie ymeHUs

OcymecTBiATh cO0p, 00pabOTKy U aHaU3 UH()OPMALIUK B COOTBETCTBUU
¢ TpeOOBaHUSAMHU KPATKOCTH, YETKOCTH (hOPMYITHPOBOK, CBOEBPEMEHHOCTH
MOCTYTUICHUS, TOUHOCTHU U JIOCTOBEPHOCTHU, ONITUMAITBHOCTH
CHUCTEMaTHU3aIH, HEIPEPHIBHOCTH cOOpa 1 00paboTKH HHPOpMaITUN

OcylecTBIATh PETUCTPALIMIO, HAKOIIJIEHUE U IIEpeady,
CUCTEMAaTHU3HPOBAHHOE XpaHEHHUE U BblAauy UH(popManuu B TpeOyemoit

dbopme

CocTaBnarb u 0QpOPMIISTH CBOAHbBIE, OTYETHBIE, CTATUCTUYECKHE
JIOKYMEHTBI

OcymiecTBiATh 00pabOTKY U CTPYKTYpUpOBaHUE HH(MOpMAIUHU, 00pa3ys
MH(OPMAIIMOHHBIE PECYPCHI

BBOI[I/ITB HOBBIC JaHHBIC B CHpaBO‘IHO-I/IH(bOpMaI_II/IOHHBIe CHUCTCMbI

BBoauTh B mamMsTh KOMIIbIOTEPA 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB

IIpuMEHATH HABBIKM CKOPOCTHOI'O NMHChbMa

[IpyMeHsTh HaBBIKM 3alUCH U paclIMpPOBKH TEKCTa




Hcnonp30BaTh COBpEeMEHHBIE TEXHHUECKUE CPENICTBA B 001aCTH
CKOPOCTHOT'O TUChMa

[Tpou3BoauTh MOKCK MH(POPMAIIUU B CYIIECTBYIONTUX 0a3axX NaHHBIX,
BeCTH MH(GOPMAIMOHHO-CIIPABOYHYIO pa0OTy Ha OCHOBE Pa3ITUYHBIX
KOMOWHAIIMI MMOMCKOBBIX TPU3HAKOB

[TpuMeHsATh MH(OPMAITMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU

Heo0OxoauMsbie 3HAHUS

Ocob6ennoctu (OPpMHUPOBAHUS BHEIIHUX U BHYTPEHHHUX
MH()OPMAIIMOHHBIX TOTOKOB

CocTtaB BHEIIHUX WHPOPMALIMOHHBIX ITOTOKOB

CocTaB BHYTpeHHHX HH(GOPMAIIMOHHBIX TOTOKOB

CtpyKkTypa opraHu3aliy 1 MOPsI0K B3aNMOJICHCTBHSI MMOAPa3ICICHINA U
CITy X0

OcobenHoctu popMupoBaHus 6a3 JTaHHBIX B OpraHU3aluN

CoBpeMEHHBIC HAYYHbIC METO/Ibl M TEXHHYECKUE CPEICTBA,
criocobcTByIOIIHE COOpY, 00pabOTKE, COXPAHSHHIO U Mepeiade
UH()OPMAIIMOHHBIX TOTOKOB

Mertoapl 06paboTKn HHMOPMAITUU C TPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKHUX CPEICTB KOMMYHHKAIIMN U CBSI3H, BEIYUCIUTEILHON
TEXHUKHN

CucreMbl CKOPOCTHOTO NMHCHhMa

OCHOBBI MPOTPaMMHOTO O0eCTIeYeHHSI U OPUCHOTO 000PYIOBaHUS B
00J1acTH CKOPOCTHOTO MUChMA

TpeboBanwus OXpaHbl Tpy/ia

Jlpyrue xapakTepuCcTUKU

3.3.14. TpynoBas pyHKUUSA

HaumenoBanue Opranuzanus Kon Cl/14.6 YpoBeHb 6
nH(}pOPMAITMOHHOTO (momypoBeHB)
B3aUMOJICHCTBUS PYKOBOJUTEIS KBaJTU(DUKAITAH

C TIOJIpa3/ICTICHUSMHU U
JOJDKHOCTHBIMU JINI[AMU
OpraHu3aIu

IIpoucxoxaeHue
TPyOBOH (HYHKIIMH

Opurunan X | 3aMMCTBOBaHO U3

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie neicTBUs

WNudopmupoBanrie pabOTHUKOB OPraHU3alMU O PEIICHUIX PYKOBOIUTEIS

Opranu3zanus oOMeHa HHPOpMAIUEH MEKIy TOIPa3eICHUIMA U
JOJDKHOCTHBIMU JIMIIAMH OPTaHU3aIuU

OmnosernieHne pabOTHUKOB O MPEJCTOSIINX MEPONPHUATHSIX

Opranu3zaliys BCTped TPYJIOBOr0 KOJUIEKTHUBA C PYKOBOJCTBOM

NudopmupoBanue pykoBoauTesss 00 00palieHusx COTPYIHUKOB TI0
paGO‘-II/IM 1 JINYHBIM BOIIPOCaM

Heo6xomumbie ymeHust

Hcnonp30BaTh COBpEMEHHBIE TEXHOJIOTHU cOOpa U Mepeaadn
uHpOopMaIu

OcymecTBiaTh cO0p 1 nepepadboTky nHPOpMaIUuu, HEOOXOTUMOM ISt
ACATCIIbBHOCTHU PYKOBOAUTCIIA

OCYI_HGCTBJ'I}ITI) CUCTEMATU3AIUIO IMOJTYYaCMbIX U IEPEAaBACMBbIX TaHHBIX




OcCyIecTBIATh MPOBEPKY NOCTOBEPHOCTH, IIOJHOTHI U
HEMPOTUBOPEUMBOCTH JAHHBIX, HCKIIIOYEHUE NyOIMpOBaHUs HHPOPMALIUU

[IpeacraBnsaTe JaHHBIE B €IMHOM U YIOOHOM JJIsi BOCIIpUATHS (popmare

MHOTOKPaTHO UCTIOIh30BATh MOTYYCHHYIO HH(OPMAIIHIO, TOCTOSTHHO
OOHOBJIATH JaHHBIE

ObecnieunBaTh ONEPaTUBHOCTH HH(GOPMAIIMOHHBIX TOTOKOB

PaboTtarhk ¢ KOMIIBIOTEPOM, HCIIOIH30BATh O(UCHBIN MAKET (TEKCTOBBII
peaaKkTop, TaOIHIIHI)

Heo0OxoauMsbie 3HAHUS

HopmaTuBHbIe paBoBbIE€ aKThl, HOPMATUBHO-METOJUYECKUE JJOKYMEHTHI,
rOCyJIapCTBEHHbBIE CTAHJIAPTHI B cepe AesITeIbHOCTH OpraHu3aluu

CrpykTypa opranu3aluu, pyKOBOJICTBO CTPYKTYPHBIX NOAPA3AEICHUM,
HaIlpaBJI€HUA AEATEIbHOCTH OPTraHU3alUH U KOMIIETEHIIMY CTPYKTYPHBIX
MOAPA3ACIICHUNA U JOJDKHOCTHBIX JIUL]

Knaccudukanus ynpasinendeckoi nHGOpMaIiy, BUILI YIPABICHISCKON
uHpOopMaIu

DopMBbI IPeICTABIICHUS YIIPABICHYECKON HHGMOPMAITIH

Wcrounnku ynpapiieHueCKol HHPOpMaIUH

Metoauka 0T00pa HCTOYHUKOB HH(pOpMALUN

TpeGoBanus, npeabABIsIEMbIe K YIPaBJIeHYECKON HHYOpMaIK

TpeboBanust oxpaHsl Tpyaa

Hpyrue xapakTepuCTUKU

3.4. O606meHHas TpyaoBast HyHKIIHS

HaunmenoBanue NudopmanmonHo-aHATUTHYECKAS U Kon D YpoBeHb 6
OpTraHU3aI[MOHHO-aIMUHUCTPATUBH KBaJTU(UKAIIH
ast OJIEPKKA IEATSITLHOCTH
PYKOBOJIUTEIIS] OPraHU3aINH
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBaHO U3
00001IeHHON TPYIOBOI OpUTHHAJA
byHKIII
Kon Peructpannonusiit
OpUTHHANA HOMEP
npo¢ecCuoHaIBLHOTO
CTaHJapTa

Bo3MoxuEIe
HaAaNMMCHOBAHUA
JIOJDKHOCTEH,
npodeccuii

IToMOITHUK PYKOBOIUTENSA

TpeboBanus k
00pa3oBaHMIO U
00y4eHUIO

Briciiee oO6pa3zoBanue - OakanaBpuaT WId

Briciiee oOpa3zoBanue (HenpoduiabHOE) - OakagaBpuaT U
JOTIOTHUTETBbHOE TTPO(ecCHOHAEHOE 00pa30BaHue IO JOMOHUTETHHBIM
IpoeCCHOHATIBHBIM MPOrpaMmMamM MpodhecCHOHATLHON TEPENOATrOTOBKU
10 MPOQUITIO NEeATENbHOCTH

TpeboBanus K OIBITY
MPAKTUIECKON PabOTHI

He MeHee Tpex jeT o OpraHu3aliuOHHOMY, JOKYMEHTAIl[AIOHHOMY U
UH(POPMALIMOHHOMY 00ECTIEUCHHUIO JACITEIHHOCTH PYKOBOAUTEIS
OpraHu3aIu

Oco0Ople ycrioBUsI IOMTyCKa
K pabote

Hpyrue xapakTepuCTUKU




JlonomHuTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaunmenoBanue 6a30B0ii rpymniibl, JOJDKHOCTH (TTpodeccun)
JIOKYMEHTa WIH CIIEIUATBHOCTH
OK3 AJIMUHUCTPATUBHBIA U MHON UCTIOJHUTEIbHBII
CpPEAHETEXHUYECKUI MepCOHAI
EKC - CekpeTrapb pyKOBOJIUTES
OKIIATP 26341 CekpeTrapb pyKOBOIUTENS
OKCO 7.46.03.02 JIOKyMEHTOBEICHUE M apXHWBOBEIICHHUE

3.4.1. TpynoBsie PyHKITUN

HaunmenoBanue dopMupoBaHUE Kon D/01.6 YpoBeHb 6
UH(POPMALIMOHHOTO (moypoBeHb)
B3aUMOJICHCTBHS PYKOBOIUTEIIS KBaJTU(UKAIIH
C OpraHM3alnusIMu

IIpoucxoxaeHue
TPyIOBOH (HYHKIIMH

Opurunan X | 3aMMCTBOBAHO U3

OpHUTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBble elcCTBUA

OT60p UCTOUHUKOB HH(POPMAITUU B COOTBETCTBHUH C 3a/IaHHBIMU
KPUTEPUAMU

O6paboTka u HHTEpHpeTaus HHPOPMAITUH I TOATOTOBKH IPOSKTOB
peleHui

IToaroroBka 3ampocoB M0 MOPYYEHHUIO PYKOBOIUTEIS HA TIOJyUYEHUE
JOKYMEHTOB M HH(OpMaLMK B OpraHax rocyJapCTBEHHON BIacTU U
yIpaBJIeHUs, OOIECTBEHHBIX OPraHU3AIMAX U MOTyYeHHE
COOTBETCTBYIOIIUX MHPOPMAIIMK U JOKYMEHTOB

NudopmupoBanme pyKOBOIUTENS O Pe3yIbTaTaX PACCMOTPEHHUS 3aIPOCOB
1 oOpanieHui

Opranu3anys peteHus BoIpocoB, He TPeOYIOIUX HEMOCPEICTBEHHOTO
y4acTHsl pyKOBOJIUTES

[ToaroroBka MaTepuanoB IJs y4acTHsI PyKOBOJIUTENS B paboTe
Pa3INYHBIX CTPYKTYpP B COCTaBE TOCYAAPCTBEHHBIX U MyHUIIUIIATBHBIX
OpraHoB, OOIIECTBEHHBIX OPTaHU3AIHIHI

[ToaroroBka TOKYMEHTOB JJIs 3aKJIFOUCHHUSI COTIIAIICHUN O
COTPYJHHYECTBE C JICJTOBBIMH MapTHEPaAMU

WudopmupoBaHue 1€710BbIX TAPTHEPOB U 3aMHTEPECOBAHHBIX
OpPraHu3alMi O PEIICHUSX PYKOBOJAUTENS B XOJ€ BBITTOTHEHUS
CcoTrJIalleHUI

Heo6xomumbie ymeHust

AHanu3upoBaTh U OTOMPATh UCTOYHUKU MH(GOPMAIIUU B COOTBETCTBHH C
KPUTEPUSAMH MOJTHOTHI, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
IpeiocTaBlieHus HHGOpMaIuu

Cobupatp, 00pabaTeIBaTh U aHATM3UPOBATH HHPOPMALIUIO B
COOTBETCTBHH C 3a/IaHHBIMU TPeOOBAHUSIMHU

IlepenaBars nHGOPMAIIMIO B CHCTEMATH3UPOBAHHOM BHJIC

OO6pabateIBaTh U CTPYKTYPHUPOBATh HH(MOpPMaIHIO, 00pasys
MH(OPMAIIMOHHBIE PECYPCHI
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[Tpon3BoauTh MOKCK MH(DOPMAITUY B CYIIECTBYIONTUX 0a3axX JaHHBIX,
BeCTH MH(GOPMAIMOHHO-CIIPABOYHYIO pa0OTy Ha OCHOBE Pa3TUYHBIX
KOMOWHAIIMI MMOMCKOBBIX TPH3HAKOB

Ob6ecneunBaTh HHOOPMAITMOHHYIO O€30MTACHOCTh OpPraHU3alun

PaboTaTh ¢ KOMIIBIOTEPOM, UCITIOJIB30BATh OPUCHBIN MaKeT (TEKCTOBBII
pEeMaKTOP, TAOIHIIBI)

Heo0OxoauMsbie 3HAHUS

BHyTpeHHsI U BHEIIHSIS OJUTHKA OPraHU3aluu

[TpuHIMIIBI TPEICTaBUTENBCTBA B TOCY/IAPCTBEHHBIX OpraHax, OpraHax
MECTHOI'O CaMOpraBHeHI/IH, CTOpOHHI/IX opraHmaume n HOp}II[OK
B3aUMOJEUCTBUA C HUMU

[IpuHIMITIBI 1 METOBI AIMUHUCTPUPOBAHUS

Ocobennoctu (popMUpOBaHUS BHEITHUX M BHYTPEHHUX
MH(POPMAIMOHHBIX TTOTOKOB

CtpyKkTypa opraHu3alyy U MOPAI0K B3aMMOACHCTBUS MOAPa3IeICHUN 1
CITyK0

[TpaBuna ¢hopMupoOBaHKS M UCIOJIB30BaHUS 0a3 JaHHBIX

CoBpeMeHHBIE HayYHBIE METO/IbI U TEXHUYECKUE CPE/ICTBA,
crocoOcTBYyIoIIHEe cOOpy, 00paboTKe, COXpaHEHHIO U TIepeayue
uHpOopMaIu

ITpaBuia 3amThl KOHQUACHIMAIBHON CIIYy>KeOHOH MH(OopMaIiu

CoBpeMeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTUI

Jlpyrue XxapakTepuCcTUKU

3.4.2. TpynoBast pyHKIMSA

HaumenoBanue Amnanuz napopmManuu u Kon D/02.6 YpoBeHb 6
MOATOTOBKA (momypoBeHB)
UH(POPMALMOHHO-aHATUTHYECK KBaJTU(UKAITIH
UX MaTepUaJIOB

IIpoucxoxaeHue
TPyIOBOH (HYHKIIH

Opurunan X | 3aMMCTBOBAHO U3

OpHUTHHAJIA
Kon Perucrpannonusiit
OpHUTHHAJIA HOMEp
npoheccCHOHATLHOTO
cTaHaapra

TpynoBsie nercTBUs

Co6op, nmepepaboTka 1 aHaIM3 HHPOPMAIIMH JIJIs1 PEIICHUS 3a1a4,
IMOCTABJICHHBIX PYKOBOJHUTCIICM

ITonroroBka nH(OPMAIMOHHO-AaHAIUTUYECKUX MAaTEPHUAJIOB

Pa3paboTka TeMaTH4ecKoro rmiaHa 0030pHOT0 TOKYMEHTA, JOKIaaa

Omnpenenenue kpyra OudanorpaduueCcKux HCTOYHHKOB

[TonGop UCTOYHUKOB U TUTEPATYPHI IO TeMe 0030pa, TOKIaa,
AHAJIMTUYECKOMN CIIPABKU

Harmmmcanne n opopmiierne o630pa, T0KIaaa, aHATUTUYECKOU CITPABKU

Heo6xoaumeie ymeHUst

PazpabaTbiBaTh TEMaTHUECKUIl MJ1aH 0030pa, TOKIaa, aHATUTHYECKON
CIPaBKHU

OOO0CHOBBIBATH aKTYaIbHOCTb IPOOJIEMBI, KOTOPYIO MIPEICTOUT OCBETUTh
B 0030pe, TOKJIaje, CIpaBKe

[Tonp30BaTbcs HHPOPMALMOHHBIMU PECYPCAMU U CUCTEMATU3UPOBATH
MH(GOPMALHIO M0 33JaHHBIM KPUTEPUSIM

NHTepnpeTupoBaTh OIYyYEHHBIE JAHHBIC U IIPEACTABIIATH UX B
CUCTEMATU3UPOBAHHOM BHJIE




Onpenensitb Kpyr UCTOYHUKOB U JINTEPATYPbI, HEOOXOAUMBIX IS
MOATOTOBKH MH()OPMAIIMOHHO-aHATUTHISCKUX MAaTEPHUAJIOB

W3narate Matepuall B JIOTHYECKOM MOCIIEIOBATEILHOCTH

HpOI/IBBOI[I/ITB AHAJIN3 U OLCHKY M3JIOKCHHOI'O MaTCpurajia

OdopMIISITH TEKCT B COOTBETCTBYIOIIEM CTHJIC

PenakTpoBath TEKCT JOKYMEHTOB

DopMyIMpPOBATh BBIBOJBI U PEKOMEHIALUH

OcymecTBIATh aBTOMaTH3AMHUIO TIPOIIECCOB COOpa, XpaHEHUS U BBIAAYN
uHpOopMaIu

[Tonp30BaThCs yCTPOMCTBAMU aBTOMATU3HUPOBAHHON 00pabOTKH
TEKCTOBOM MH(pOopMaIy U GOTOHAOOPHBIMH YCTPOHCTBAMH

[IprMeHSTh BHIYUCIUTENbHYIO TEXHUKY U HHPOPMAIIMOHHBIE TEXHOJIOTHHI
TUTSI SKOHOMHYHOW U PallMOHAIBHON OpraHu3anuy HHPOPMaIlMOHHBIX
MIPOLIECCOB, MOBBIIEHUS MX THOKOCTU M TMHAMUYHOCTH

[IpoBOINTH penakTUPOBAaHUE TEKCTA, AHAJIU3 U OLEHKY BBIBOJIOB U
pPEKOMEH Tallnil

[TpuMeHATh OCHOBBI TICUXOJIOTHUH JIEJIOBOTO OOIICHMS

Heo0OxoaumMsbie 3HAHUS

HopmatuBHbIe paBoBbIE€ aKThl, HOPMATUBHO-METOUYECKHE JJOKYMEHTHI,
roCyJIapCTBEHHbIE CTAHJIAPTHI B chepe AesITeNbHOCTH OpraHu3alluu

CrpykTypa opranu3aluu, pyKOBOJICTBO CTPYKTYPHBIX NOAPA3AEICHUM,
HaIlpaBJIEHUA AEATEIbHOCTH OPTraHU3alUH U KOMIIETEHIIMY CTPYKTYPHBIX
MOAPA3ACIICHUNA U JOJDKHOCTHBIX JIML]

Knaccudukanus ynpasinendeckoi nHGOpMAaIiy, BUILI YIPABICHISCKON
uHpOopMaIu

DopMBbI IPEICTABIICHUS YIIPABICHUYECKON MHGOPMAITIH

VcTouHMKH yrpaBlieHYeCKOH nH(pOpMaIK, METOIMKa 0TOopa
MCTOYHHUKOB MH(POpPMALIUU

TpeGoBanus, npeaAbABIsIEMbIe K YIPaBJIeHYECKON HHYOpMaIK

Ocobennoctu pedepupoBanus nHpopmarum, cnenrdrka opopmiaeHus u
COCTAaBJICHHS aHHOTAIM, pedepaToB, 0030pOB, TOKIATOB

OCHOBBI HaMCAHUsI peuell U T0KJIa10B PYKOBOJUTENS

Kareropuu ciymareneii (unrareneii), Ha KOTOPbIX OyIeT pacCUuTaH
JTaHHBIA 0030p, JOKIIAT

Mertoapl 06paboTKu HHMOPMAITUU C TPUMEHEHUEM COBPEMEHHBIX
TCXHUYCCKUX CPCACTB KOMMyHI/IKaI_[I/Iﬁ H CBA3U, BBIYUCIUTEIBHON
TEXHUKU

Crpykrypa nH()OPMAIMOHHBIX U3JaHHIA B 3aBUCIMOCTH OT XapakTepa
WH(pOpMaIUU U 1IEJIEBOTO Ha3HAUYCHUSI HH(POPMAIIMOHHBIX U3IaHUI

CoBpeMeHHbIe cpeicTBa cOopa, 00padOTKH, CUCTEMATH3AIUN
nHpopmaruu

Hcrounnku nHGOpManum: KaTaioru OUOINOTEK, )KYPHAIOB, TTOMCKOBHIE
cHCTEeMBbl HTHPOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHOHK ceTn "UHTepHeT",
AJIEKTPOHHBIE 0a3bl JAHHBIX

OyHKIMOHATBHOE Ha3HAUYeHHE 0030pa (Onbmuorpaduyaeckoro,
pedepaTHBHOTO, aHATUTHYECKOTO0) KaK CPEACTBa OPUCHTAIIUH YUTATEIS B
JOKYMEHTAIPHOM WJIH WH()OPMAIIMOHHOM MTOTOKE

Oco0EeHHOCTH OOIIEHAYYHOU M MparMaTHIecKoi HyHKIIUH 0030POB

ITpaBusa paboThI ¢ BHEIIHUMH HOCUTEISIMU HH(POPMAITUT

[Tonstue u cnenuduka 6mdbauorpaduaeckoro, peepaTuBHOTO U
AHAJIUTUYCCKOT'O I/IH(bOpMaI_II/IOHHOI‘O n3gaHus

CripaBoUYHbIE TPABOBBIE CUCTEMBbI

Jpyrue xapakTepuCcTUKU




3.4.3. TpynoBas GpyHKITUS

HaumenoBanue Opranu3anust 1eJI0BbIX Kon D/03.6 YpoBeHb 6
KOHTAKTOB M IIPOTOKOJIBHBIX (motypoBeHb)
MEPOTIPUATHIA KBaTH(UKAITII
[Ipoucxoxnenue OpuruHann X | 3aMMCTBOBAHO U3

TPYAOBOH (QYHKIHH

OpHTHHAJIA
Kon Peructpannonusiit
OpHUTHHAJIA HOMeEp
npodheccCHOHATLHOTO
cTaHaapra

TpynoBsie necTBUs

OpraHmaum W IJIIaHUPOBAHUEC ACJTOBBIX KOHTAKTOB, BCTPECY M ITOC3I0K
PYKOBOJAUTCIIA

Opranuzanus 3acelanuii, COBEIaHUN U MEPOTPUATHIA, MPOBOIUMBIX
PYKOBOIUTEIEM

[ToaroroBka MatepuasoB JJis COBEUIaHUM, BeJIeHHE U 0OpMIICHHE
MIPOTOKOJIOB

[ToaroroBka npe3eHTaIMil IO YKA3aHUIO PYKOBOIUTENS

[ToaroToBka u npoBeeHHe Mpecc-KoH(EepeHIUH pyKOBOANUTEIS

Opranu3anus neperoBopoB, o0ecredeHne y4acTHUKOB
MH(GOPMAIIMOHHBIMH MaTepHallaMH, BEJICHUE 3aiCcel IepEroBOPOB

Heo6xoaumeie ymeHUs

CocTaBnaTh miIaH MOC3JKH PYKOBOAUTCIIA

OdopMIIsITE JOKYMEHTBI, HEOOXOAMMBIC JTsI IETTOBOM MOE3KH,
KOMAaHJIUPOBKH PYKOBOAUTEIIS

CocraBnsath 1 0OPMIIATH MPOTOKOJIBI COBEIIAHUM, 3aCETaHUN 1
KOH(EPEHTHBIX MEPONPHUITUN, TOTOBUTH CIUCOK YYaCTHUKOB, IOBECTKY
JTHS1, SIBOYHBIE JIUCTHI M MPOEKTHl HTOTOBBIX TOKYMEHTOB

CocTaBiATh Ipecc-penn3bl

BecTu neperoBopsl ¢ mapTHepamu

PaGorath B pesxuMe MHOT03a/Ia4HOCTH

PaboTats ¢ OosbMM 00beMOM HH(OPMAITHH

Co3aBaTh ¥ MOIEPKUBATH TIOJIOKUTEIIbHBIA UMUK OPTaHU3alNNA U
PYKOBOJMTES

Hcnonb30BaTh BEIYACIUTEIBHYIO TEXHUKY H
MH(POPMAIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHHU 151 6oiee
HKOHOMHYHOW U pallMOHAIbHONW OpraHu3alii HH(POPMALMOHHBIX
MPOIIECCOB, MOBBIIICHUS! X THOKOCTH M JTMHAMUYHOCTHU

Ob6ecneunBaTh HH)OPMAITMOHHYIO 0€30MaCHOCTh OPTaHU3AIUN

Heo0OxoaumMbie 3HAHUS

HopmatuBHbIe paBoBbIE€ aKThl, HOPMATUBHO-METOUYECKHE JJOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAHJIAPTHI B chepe AesITeIbHOCTH OpraHu3alluu

CrtpykTypa opranu3anuu, pyKOBOSIIUN COCTaB OPraHU3aluU U
MOJIpa3/ieJICHH, HalTpaBJICHUS ACATEIbHOCTH OpraHu3aluy U
KOMIIETEHIIMHU CTPYKTYPHBIX NOAPA3/IeICHUN U JOKHOCTHBIX JIUIL

[Tcuxosorust 1eM0BOTO OOIIEHUSI, OCHOBBI KOH(JIMKTOJIOTHHI

[IpaBuiia mpoBeEHUS IETOBBIX IEPETOBOPOB U MPOTOKOIBHBIX
MEpONPHUITUI

DTUKET U OCHOBBI MEXIYHAPOAHOTO MTPOKOJIA

ITpaBuia cocraBieHus U 0OPMIICHUS TOKYMEHTOB

[TpaBuna 3amuThl KOHGUIESHITUATBLHOHN CITY)kKeOHOM HHpOpMaITUK

WHpopManmoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH

Hpyrue xapakTepuCTUKU




3.4.4. TpynoBas pyHKIMSA

HaumenoBanue Kon D/04.6 YpoBeHb 6
Opranuzanys UCIOJHEHUS
. (moxypoBeHb)
peueHuii pyKoOBOIUTENS
KBaJTU(DUKAITAH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
Tpya0BOU (QyHKUIUU OpUTrMHaja
Kon PerucrpanmonubIi
OpUTruHana HOMEp
poQeCCHOHAIBHOTO
CTaHzapTa
Tpynossie nencTBUsS JlokyMeHTanbHOe 0pOpMIIEHUE PEILICHHH PYKOBOIUTENS, TOBEACHHUE 10
CBeZIeHHsI paOOTHUKOB OPraHU3AIMH YCTHBIX PaCHIOPSKEHHIM
PYKOBOJUTENS

Koopaunanust 1esTenbHOCTH 110 UCTIOTHEHUIO PEIICHUH PYKOBOAUTENS
KoHTpOosb HCTIONHEHNS pelIEeHUI pPYKOBOIUTEIS

[ToaroroBka OTYETOB O BHIIIOJIHEHUH MOPYYEHUN U PELICHUI
PYKOBOOUTCIIA

HeoOxonumele ymeHust CocTaBnsith U 0pOPMIISITh JOKYMEHTBI, COIEpKAIUE TOPYUCHUS U
pacnopsHKEHUs] pyKOBOIUTENS

Bectu ydet mopydeHuil pyKOBOAUTEIS, TPEOYIOMNUX KOHTPOJIS 110
CYILIECTBY pPEIICHUS] BOIPOCa

[TpuHUMaTh peneHus B mporecce paboThl

[Tpon3BoauTh aHATN3 UCHOTHUTENHBCKON JUCIUTUIINHBI

CoCTaBIISTh aHAIUTHUECKUE OTUYETHI U CIIpaBKH 110 pE3yJibTaTaM
WCTIOJTHEHUS TOPYYECHHUI U PaCOPSKEHU PYKOBOIUTEIS

[Tonp30BaThCst cUCTEMaMU JIEKTPOHHOTO TOKYMEHTO000pOTa
[TpyMeHSTh BHIYMCIUTENbHYIO TEXHUKY U
I/IH(1)OpMaI_II/IOHHO-KOMMYHI/IKaI_[I/IOHHBIG TEXHOJIOTUHU OJIA SKOHOMHUYHOU U
palMOHAIBLHON OpraHU3alui HHPOPMAIIMOHHBIX IPOIECCOB,
IIOBBIIIICHUA UX FI/I6KOCTI/I U IMHAMHUYHOCTHU

O6ecneunBaTh 0E30MACHOCTH ACATEIHHOCTH OPTaHU3AIIIN
Heo6xonnMeie 3HaHUS HopmaTtuBHBIE IPaBOBBIE aKThl, HOPMATUBHO-METOIUYECKHE
JIOKYMEHTBI, TOCY/IapCTBEHHBIE CTAaHAAPTHI B cepe NesTEIbHOCTH
OpraHu3anuu

CrtpyKTypa opranuzanuu, pyKoBOJICTBO CTPYKTYPHBIX MOJAPA3AEICHUM,
HaIpaBJIEHUS ACSITEIbHOCTH OPraHU3aIMN U KOMIIETEHIIMH CTPYKTYPHBIX
HOI[paB,Z[G.HGHI/Iﬁ U JOJIKHOCTHBIX JIUIT

[TpaBuiia npoBeieHNs] KOHTPOJISE UCIIOJTHEHHS IOPYYEHUI PYKOBOAMUTENS
TexHOJI0THsI BEICHUS] KOHTPOJISL UCIIOJIHEHMS] TIOPYYEHUH PYKOBOJUTEIIS
CuCTeMBI AJICKTPOHHOTO IOKYMEHTO000POTa, Oa3bl TaHHBIX

TpeboBaHus 0XpaHbl TpyJaa

Hpyrue xapakTepuCTUKU -

IV. CBenenust 00 opranuzanusx - pazpadorynkax npogecCHOHAIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alMg-pa3paboTINK

| HIT "HannonanbHas accouuanus OQUCHBIX CIICIUATNCTOB U aJIMUHUCTPATUBHBIX PAOOTHUKOB", TOPOT ‘



MOCKBEI

Jlupexkrop XmocHesa Jlrogmuna [letpoBHa

4.2. HaumeHoBaHMsI OpraHU3alui-pa3padoTUYMKOB

00O "lenTp 3kcniepTu3bl U ceprudukammu’’, ropor MockBa

DI'BOY BO "Poccuiickuil rocyapcTBEHHBIN T'YMaHUTApHbIN YHUBEPCUTET", ropoa MockBa

OI'BITOY "Komnemx MU/ Poccun", ropoa Mocksa

AWIN|F-

ITAO "MockoBckasi 00beJMHEHHAs dSHepreTuyeckas Komnanus'", ropog Mocksa

! OO6mepoccuiicknii KITacCU(PUKATOp 3aHATHH.

2 OO6mepoccuiicknii KilacCU(pUKaTOp BUAOB SKOHOMHYECKOHN TeATETHHOCTH.

% O6mepoceniickuii kaccudurarop mpodeccuii paGoUnx, JOIMKHOCTEH CITy’)KaIllNX B Tapu(HBIX Pa3psIoB.
* ExuHbIi KBaITU(UKAIIMOHHEIN CIIPaBOYHUK JOIDKHOCTEH PYKOBOIHTENEH, CIICIIATIICTOB H CITY>KaIlIHX.

> O0mmepoccuiicknii KilaccuukaTop cnenuaabHOCTeH Mo 00pa30BaHHMIO.
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