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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

3apeructpupoaHo B MuHtocte Poccum 2 nionsa 2015 r. N 37509

MUHUCTEPCTBO TPYAA U COLUUATIBHOW 3ALLUTLI POCCUACKOWN ®EOEPALIUN

NMPUKA3
oT 6 mast 2015 r. N 276H

Ob YTBEPXXOEHUN NPO®ECCUOHANIBHOIO CTAHOAPTA
"CNEUMAIIUCT NO OPFAHU3ALMOHHOMY U JOKYMEHTALIMOHHOMY
OBECMNEYEHMIO YINMPABJIEHUA OPTAHU3ALMEN"

B cootBetctBUM c nyHkToM 16 [lpaBun paspaboTku, yTBEpPXKOEHUS W NpUMEHeHUs npodeCcCUoHanbHbIX
CTaHOapToB, YTBEPXAEHHbIX nocTtaHoBneHuem lpasutensctBa Poccuiickon ®epepauun ot 22 gaueapsa 2013 r. N 23
(CobpaHue 3akoHopaTenscTBa Poccunckon ®epepaumm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBEpauTb npunaraembli  npodpeccuoHanbHbI - cTaHgapT  "CneumanncTt  No  OpraHvM3auMOHHOMY U
OOKYMeHTauMOoHHOMY obecrneyveHnto ynpaBneHns opraHmsaumen”.

MuHucTp
M.A.TOMUJTNH

YTBEpXKaeH

npukaszoMm MuHuCTepcTBa Tpyaa
M couunanbHOWM 3aluThl
Poccuickon ®egepauum

ot 6 masa 2015 . N 276H

NPO®ECCUOHANBbHbLIA CTAHOAPT
CNEUMANUCT

Nno OPrAHM3ALUMOHHOMY U AOKYMEHTALMOHHOMY OBECIMEYEHUIO
YNPABNEHUA OPTAHU3ALIMEN

447
PerncrpaunoHHbIn
HoMep
|. Obwume cBegeHus
OpraHusaunoHHoe 1 JOKYMeHTaLMOHHOE obecneyeHne ynpaBneHms opraHmsaumsmm 07.002
NoObIX OpraHn3aLMoHHO-NPaBoBbLIX hOPM
(HaMmeHoBaHWe Buaa NnpogeccnoHansHoM OeaTENbHOCTH) Kog

OcHoBHas uenb Buga npogeccnoHansHom eaTeNnbHOCTY:
KOHCVJ'I bTaHTlntoc www.consultant.ru CrpaHvua 11340

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Peanusauus obecneunBaolLmx yHKUMI yNpaBneHus opraHnsauven; BHeApeHNe nyylimx TEXHNYECKNX
pa3paboToK M HOBEMLLMX TEXHOMNOIMIA B 06ecneveHre ynpaBneHns opraHnsaumen

pynna 3aHaTui:

2432 BubnuoTekapu, bubnmorpadsl, 3431 AOMUHUCTPATUBHO-YNPaBNEeHYeCcK
OOKYMeHTOBeb! U CneumnanmcThbl W nepcoHan
POACTBEHHBIX Npodeccuin

4222 Cniyxawme, 3aHATble NPUEMOM U - -
WHOpPMMpOBaAHUEM NoceTuTenemn
(kog OK3 (HaMmeHoBaHwMe) (kog OK3) (HanmeHoBaHMe)
<1 >)

OTHeceHune K Bugam 9KOHOMUYECKON OeATENbHOCTH:

82.1 [earenbHOCTb aAMUHUCTPATUBHO-XO3SIMCTBEHHAs! U BCioOMOraTenbHasi 4eATeNbHOCTb Mo
obecneyveHno PYHKLNOHNPOBAHUSA OpraHu3auum
82.3 [eaTenbHOCTb NO opraHM3aumm KoHepeHLNin N BbICTaBOK
(kog OKB3[ (HameHoBaHWe BMAA 9KOHOMUYECKOWN AEATENBHOCTH)
<2>)
Il. Onncanne TpyaoBbIX YHKUUA, BXOOALLMX
B NpodbeccroHanbHbl CTaHAapT (PYyHKUMOHabHasi KapTa Buga
npodeccnoHanbHon oeaTensHOCTH)
O606LLeHHble TpyAoOBbIE PYHKLUMM TpyaoBble yHKUUK
Kog HanmeHoBaHue YPOBEHb HanmeHoBaHue Kog YPOBEHb
KBanugwu (noaoypoBeHb)
Kaumu KBanudmkaumm
A OpraHusaunoHHoe 3 Mpuem n pacnpegenexne A/01.3 3
obecneyeHne TeneOoHHbIX 3BOHKOB
OesTenbHOCTH opraHusaumm
opraHu3auum
OpraHusauuns paboTtbl ¢ A/02.3 3
noceTUTENAMU opraHm3aumu
BbInonHeHne KoopaAMHUPYIOLWNX U A/03.3 3
obecneunBatowmx QyHKLUUNA
B [okymeHTaumoHHOe 5 OpraHusauus paboTbl ¢ B/01.4 5
obecneyeHne OOKyMeHTaMu
OesTenbHOCTH
opraHusauum OpraHusauuns Tekywero xpaHexHus | B/02.4 5
OOKYMEHTOB
OpraHusaunsa obpaboTku gen ans B/03.4 5
nocneayoLLero XxpaHeHms
KoHcynbTaHTINOC
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C OpraHusaunoHHoe,
OOKYMEHTaLMOHHOE 1
NHdOPMaLIMOHHOE
obecneyveHue
JeATenbHOCTU
pyKkoBoauTEns
opraHusauum

OkasaHne NoMoLLM PyKOBOAUTESIO
B NnaHupoBaHuu paboyero
BpEMEHMU

C/01.6

MnaHnpoBaHmne paboyero aHs
cekpeTaps

C/02.6

OpraHusaumst TenedoHHbIX
MeperoBopoB pyKoBOAUTENS

C/03.6

OpraHmaau,Mﬂ KOMaHOMNPOBOK
pykoBoauTend

C/04.6

OpraHusauuns paboTtbl ¢
nocetnTendaMmm B I'IpI/IeMHOVI
pyKoBOAUTENS

C/05.6

OpraHusaums noaroToBKM,
npoBedeHns n 06CnyXnBaHms
KOHEPEHTHBIX MEPOMPUATUI

C/06.6

OpraHu3aunst UCNonHeHnst
peLleHnn, ocyLlecTBreHne
KOHTPOrS UCMOSTHEHUSA MOPYYEHNUI
pykoBoauTens

C/07.6

OpraHnusaunsa n nogaepxaHve
dyHKUMOHanbHoro paboyvero
npocTpaHcTBa NPUeMHON U
kabuHeTa pykoBoauTens

C/08.6

PaspaboTka nokanbHbIX
HOPMaTMBHbIX aKTOB,
pernameHTupyrLmnx paboTty
cekpeTaps

C/09.6

CocTaBrneHue 1 opopmMreHne
ynpaBrieHYecKol JOKyMeHTaLMm

C/10.6

OpraHusauus paboTbl ¢
AOKYMEHTaMu B NMPUEMHOW
pykoBoauTens

C1.6

OpraHu3auns xpaHeHus
[OKYMEHTOB B NMPUEMHOW
pykoBoauTEnNs

CM12.6

O6ecneueHne pykoBogutens
WHopmaumen

C/13.6

OpraHusaumsa MHpOPMaLMOHHOIO
B3aUMOAENCTBUA pyKOBOAUTENS C
nogpasaeneHnamm n
[AOMKHOCTHLIMW NLLAMM
opraHusaumm

C/l4.6

KoHcynbTaHTINOC

HafeXHasa npaBoBan noaAepXxkKa
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D UHdopmaLmoHHo-aHa
nnTnyeckas u
OpraHn3auMoHHO-agMu
HMUCTpaTUBHas
nogaepxka
AesTenbHoCTH
pykoBoOuTENSA
opraHusaumm

dopmupoBaHue
MHOPMaLNOHHOrO
B3aMMOOENCTBUS PYKOBOAMTENS C
opraHmsaumsamm

D/01.6 6

AHanua nHcopmaummn n
noaroToBka
WH(OPMaLMOHHO-aHaMMTUYECKNX
maTtepuanos

D/02.6 6

OpraHu3aumnst enoBbiX KOHTaKTOB
1 NPOTOKONBHbIX MEPONPUATUIA

D/03.6 6

OpraHusaums NCMNoMHeHns
peLueHnn pykoBoanTens

D/04.6 6

Ill. XapakTepuctmka 0606LLEeHHbIX TPYAOBbIX PYHKLUIA

3.1. O606LeHHasn TpygoBas yHKUMSA

raHN3aLMOHH neyvyeHun SATENbHOCTU BEHb
HanuMeHoBaHMe OpraHusaumnoHHoe obecrneyeHne AesTenbHOC Kon A YpoBe
opraHusaumm KBanudukauum
Mpouncx HU
pPONCXOXAEHNE - 3anmcTBOBaHO U3
06006LLEeHHOI TPYOOBOK OpurmHan X
opuruHana
PyHKUNN
Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHanbHoro
cTaHgapTa

Bo3MOXHble HaMMeHOBaHNS
DOMKHOCTEN, npodeccui

CekpeTapb-aAMUHUCTPATOP

TpeboBaHusa Kk
obpasoBaHuUo 1 0OyYeHUIo

CpenHee obLee obpasoBaHue
MpodeccrnoHanbHoe 0by4eHre - nporpamMmMbl MPogeccnoHanbsHoOM NoAroTOBKM
no npodpeccusim paboumx, AOMKHOCTAM CryXaLlux, NporpamMmmbl
nepenoaroToBKM pabounx, crnyxalumx, NporpamMmmbl NMOBbILLEHMS
KBanudmkauum paboumx, crnyxarmx

TpeboBaHuMA K ONbITy -
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka
K pabote

Lpyrue xapakTepucTrKm

[ononHutenbHble XapaKTePUCTUKN

KoHcynbTaHTINOC

HafeXHasa npaBoBan noaAepXxkKa
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HaumeHoBaHWe gokymeHTa Kog HaumeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTU (Npodheccun)
Unun cneumansHoCcTH

OK3 4222 Cnyxawue, 3aHsiTble MPUEMOM N MHPOPMUPOBAHNEM
noceTutenen
OKCOQO <3> 032001 [okyMeHTOBeAeHME N AOKYMEHTaLUMOHHOe obecrneveHune
ynpaeneHus
3.1.1. TpynoBas pyHKUMS
MNpuem n pacnpegeneHne TenedoHHbIX YpoBeHb
HaumeHoBaHVe | 3BOHKOB OpraHM3aumm Kog A/01.3 | (nogypoBeHb) 3
KBanundunkaumm
MpouncxoxaeHue 3anmcTBOBaHO U3
TPyAoBON OyHKLMN Opurunan X opurnHana
Ko PernctpaunoHHbIn
opurnHana HoMmep
NpodeCcCcUoHanbHoro
cTaHgapTa

Tpynooeble gevictBusi | MepeHanpaBneHne TenedOHHbIX 3BOHKOB  PYKOBOACTBY W COTPYAHMKaM
opraHusaumm

PerMCTpau,vm nocTtynarowmnx Teﬂe(bOHHbIX 3BOHKOB

MonyyeHne HeobGXoaMmMoOn WHGOpPMaUMM W nepefava CaHKLUMOHMPOBAHHOM
nHdopmaumm no TenedoHy

Heobxoanmble YMEeHUA Mcnonb3oBaTb TeXHUYECKME WU nporpaMmmMmHble cpeactBa AnAaA npoBegeHus
rosI0CoOBOM UNK BVID,eO-KOH(*)epeHU,-CBFBVI

Wcnonb3oBaTb cpeacTtBa KOMMYHUKALMOHHOW OPITEXHUKM AN MOMydYeHus u
nepenayv nHgpopmMaLmm

Bectn y4yeTHble  pernctpauMoHHble  OPMbl,  UCMOMb3oBaTb UX AN
NHGOPMaLMOHHON paboThbl

YcTaHaBnMBaTb KOHTaKT ¢ cobecelHMKoM, NoaaepxuBaTb U pasBuBaTb AENOBYHO
Geceny B npouecce TenedOoHHbIX NeperoBopoB

CrnaxuBatb  KOHQIUKTHbIE M CMNOXHble  CUTyauunm  MEXMIUYHOCTHOrO
B3anMoaencTBms

CobniogaTb CnyXeOHbIN 3TUKET

Heobxoanmble 3HaHUSA (DyHKLI,I/II/I, 3afadn, CTpyKkTypa opraHmsauunn, ee CBA3N

lMpaBuna B3anMoOAeNCTBUA C NapTHepamu, KrMeHTamu, cpeacTBaMy MacCOBOW
nHdopmaumm

ATuKa genosoro obLeHns

KoHcynbTaHTINOC
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MpaBuna peyeBoro aTukeTa

TpeboBaHusi oxpaHbl Tpyda

MpaBuna 3awmnTbl KOHUAEHLMaNsHoWM cnyxebHon nHdopmaumm

Apyrve -
XapaKTepPUCTUKM

3.1.2. TpyaoBaa yHKUMNA

OpraHusauus paboTbl ¢ noceTUTENAMM YpoBeHb
HavnmeHoBaHue | opraHusauum Kopg A/02.3 | (nogoypOoBeEHb) 3
KBanudgukaumm

I'IpomcxoZK,qume OpurvHar X 3anmcTBOBaHO U3
TPyAoBOn hyHKLMN opurmHana
Kop, PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHgapTa

TpynoBble oencTeus BcTtpeva nocetutenen, nonyvyeHne NepBUMYHON WHGOPMaUUK O MOCETUTENSAX W
NOMOLLb B OpraHnsauunm nx npunema pykosogmtenem n CoTpygHuUkamm

Begnenwne XypHarna 3anumcu nocetuTenemn

Y4eT nocetutenen n oopmneHme Nnponyckos

CopelictBne  onepaTMBHOMY  PacCMOTPEHMIO  Mpocbd 1 MpeanoXeHun
noceTutenemn

Mpvem ¥ nepedava [OOKYMEHTOB MOCETUTENEN PYKOBOACTBY W COTPYAHUKaM
opraHusaLmm

OpraHnusauus n 6poHMpoBaHME NEPErOBOPHbBIX KOMHAT

CepBupoBka YanHoro (kogenHoro) ctona B ocuce

[MpurotoBneHne HaNnUTKOB (4an, kode, NpoxnaguTeNnbHbIe HANUTKN)

Heobxogumble YMEeHUA Obwatbesa ¢ noceTUTeENsaMm

Mcnonb3oBaTk YCTaHOBIEHHbIE MpaBwuia u npoueaypbl KOMMYHMKaUMWM BHYTPU
opraHusaumm

Bectn y4YeTHble (*)OprI, ncnosib3oBaTtb X Ansa pa6OTbI

CospgaBatb NONOXUTENbHBIA UMUAX OpraHM3aumm

MpyHMMaTL Mepbl MO pa3peLleHnto KOHATUKTHBIX CUTYaLUui

MpUMeHATb MHHOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOMOMM

KoHcynbTaHTINOC
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[aTta coxpaHeHus: 17.05.2019

ObecneuunBaTb kKOHMUAEHUMANBHOCTL MHpOPMaLUn

Heobxoanmble 3HaHUSA I'Ipanu'la opraHusauunn npnema noceTutenemn

MpaBuna genoBoro obLeHus

CTpykTypa opraHusaumMm W pacnpegerneHne QYHKUUA Mexay CTPYKTYPHbIMU
noapasfeneHnsM1 1 cneuuanuctTamm

MpaBuna opraHu3auum NpMemoB B ouce

MpaBuna cepBUPOBKKN YaHOro (KodpeHoro) ctona

I'Ipanma nNpuroToBieHNa 1 nogadn ropAavnx HarnnTkoB U 3aKyCOK K HAM

3OTuka genosoro obLeHns

MpaBuna pe4yeBoro aTuKeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHPUAEHLMANBHON cny>xebHon nHdopmaunm

Opyrve -
XapaKTepI/ICTI/IKI/I

3.1.3. TpypoBas dyHKUmMS

BbInonHeHWe KOOPANHUPYIOLLMX W YpoBeHb
HanmeHoBaHue | oGecneudmBatoLmx pyHKLUMIA Kopn A/03.3 | (nogypoBeHb) 3
KBanudukaumm

I'Ipomcxozmewe OpuruHar X 3anmcTBOBaHO U3
TpyaoBoun dhyHKLMN opuruHana
Kop, PerncrtpaunoHHbIn
opurnHana HoMep
npodeccuoHarnbLHOro
cTaHgapTa

TpynoBble gencrems BegeHuve xypHana pasbe3goB paboTHMKOB OpraHn3aumm

KoopauHaumst paboTbl KypbepoB U BOAUTENEN OpraHM3aLmum

BeneHue xypHana pasbe3fioB KypbepoB opraHM3aLmumM 1 MapLLpyToB BoauTenei

CocTaBneHMe CcrpaBkM O pasbe3gax paboTHUKOB, KypbepoB M MaplupyTax
BOOWTENEN opraHn3aumm

Heob6xoanmble CocTaBnsATb U BECTU YYETHbIE JOKYMEHTbI
yMeHus

MprMeHsTL cpeacTBa KOMMYHUKAUMKU NS nepefadv NopyvYeHuin pykoBoamTens u
COTPYOHMKOB OpraHusaLum

MpuMeHsITb COBpPeEMEHHbIE cpeacTBa cbopa, 06paboTku 1 nepegaydn MHpopmauum

KoHcynbTaHTINOC
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

Nno OpraHn3aunOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

OueHunBatb pe3ynbTaTbl B paMKaXx NOCTaBJ1I€HHbIX 3adavd

OcyLLecTBNATb KOHTPOIb UCMOMHEHMS MOPYYEHUA PYKOBOAMTENS COTPYAHMKAMM

Heobxoanmble 3HaHUSA I'Ipanma pe4yeBoro aTukeTa

3Tuka genosoro obueHns

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmThbl KOHPUOEHUMANBHOM CNy>xebHoN nHopmaumm

CTpykTypa opraHusaumMm u pacnpegeneHme QYHKUWA MeXay CTPYKTYPHbIMM
nogpasfaeneHnsamMn 1 cneunanuctamm

Lpyrve -
XapaKTepUnUcTukun

3.2. O606LeHHasn TpygoBas yHKUMSA

OKyMeHTaLUNOHHOEe obecrneveHn ATENbHOCTU BEHb
HaunmeHoBaHue Roxy H SHEHNE NeATENBHOC Kop B Ypose
opraHusaumm KBanudmkaumm
MpoucxoxaeHue
2 - 3anMmMcTBOBaHO 13
06006LLEeHHOI TPYOOBOK OpurmHan X oOUTMHANE
PyHKUNN P
Kog PervctpaunoHHbIn
opurnHana Homep
nNpodeCCUOHArNbHOIo
cTaHgapTa
Bo3MOXHble HaMMeHOBaHMWS Henonponssogntens

[OMKHOCTEN, npodeccui

TpeboBaHus kK 06paszoBaHuUio
n oby4yeHnto

CpenHee npogeccroHanbHoe obpa3oBaHue - NporpaMmmMbl NOATOTOBKU
KBannmumpoBaHHbLIX pabounx, CnyxaLimx

TpeboBaHus K OnbITy
npakTuyeckon paboTbl

Ocobble ycnoBus gonycka K
paboTte

Opyrue xapakTepucTukm

[ononHutenbHble XapaKTepUucTukn

HanmeHoBaHVe gokyMeHTa Koga HaunmeHoBaHve 6a30BoW rpynmnbl, JOMKHOCTM (Npodeccum) unm
cneumanbHOCTH
KOHCVJ'I bTaHTlntoc www.consultant.ru CrpaHuua 8 13 40
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

OK3 3431 AOMWHUCTPaTUBHO-YNPaBreHYeCcknii nepcoHan

EKC <4> - [enonponssoantens

OKMNATP <5> 21299 Jenonpownssogntens

OKCO 032002 | OokymeHTauMoHHOe obecneyeHne ynpaBneHusl u apxnesoBeaeHne

3.2.1. TpypoBas pyHKUMS

OpraHusaums paboTbl C 4OKYMEHTaMM YpoBeHb
HanmeHoBaHue Kopg B/01.5 | (nogypoBeHb) 5
KBanudunkaumm

I'Ipomcxoz«,ueHme OpuruHan X 3anmcTBOBaHO U3
TPYAOBOW OyHKLIMK opuvrmHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
NpodecCcCUoHanbHOro
cTaHgapTa

Tpynoeble gevictus | MNprem u neperyHas 06paboTka BXOASALLMX JOKYMEHTOB

MpegBapuTenbHoe  pacCMOTPEHMEe U COPTMPOBKA  [JOKYMEHTOB  Ha
perncTpupyemMble 1 He perucTpmpyemble

MoaroToBka BXOOSALWMX AOKYMEHTOB Arsl PaCCMOTPEHNS pyKoBoaUTENEM

PeFI/ICTpaLI,MFl BXOOALWNX OOKYMEHTOB

Opl'aHVISGLI,VIFI OOCTaBKN OOKYMEHTOB UCMOJTHUTENAM

BeneHune 6a3bl gaHHbIX LOOKYMEHTOB OopraHmsauum

BeneHune nHhopmMaLMoHHO-CNpaBoYHOM paboTbl

O6paboTka 1 oTnpaBka UCXoAALLMNX JOKYMEHTOB

OpraHnzaums paboTbl MO perncTpaumu, y4yeTy, XpaHeHW W nepegadve B
COOTBETCTBYIOLUME  CTPYKTYpHble noapasgeneHnusl  OOKYMEHTOB  TEKYLLEro
JAenonpounssoicTea

KOHTpOJ'Ib NCNOJIHEHNA OJOKYMEHTOB B OpraHun3aunmn

Heobxoanmble Pabotate CcO Bcell COBOKYMHOCTbIO  MH(OPMaLUOHHO-AOKYMEHTaLMOHHbLIX
YMeHus pecypcoB opraHu3aumm

Monb3oBaTbca 6Ga3zamu OaHHbIX, B TOM Yncne yoaneHHbIMA

Monb3oBaTtbeA CnpaBo4HO-MNpaBoOBbIMN CMCTEMAMU

Monb3oBaTbCcs  aBTOMATM3MPOBAHHLIMM  CUCTEMaMK  y4yeTa, perncrpauuu,
KOHTPONS M WH(OPMALMOHHO-CMPABOYHLIMKW  cUCTEMaMM npu  paboTe ¢
AOKyMEHTaMu opraHm3auum

KoHcynbTaHTINOC
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

MpUMeHsITb COBPEMEHHbIE MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOMMK A1
paboTbl C OOKYMEeHTamu, B TOM 4uCre Ofi9 ee ONTUMU3auMM U MOBbILEHUS
3hPEKTUBHOCTH

Heobxoanmble 3HaHUS HOpMaTMBHbIe npaBoBbleé akTbl W HOpPMATMBHO-MeTOAUNYECKME [OOKYMEHThI,
onpependrwmne nopAanok 4OKyMeHTaLlUnoOHHOIo obecneyeHunst ynpasrneHua

CTpykTypa opraHv3aunm, pykoBOACTBO CTPYKTYPHbIX NoApasaeneHuni

COBpeMeHHbIe I/IHCbOpMaLI,VIOHHbIe TEXHONOIrMn pa6OTbI C AOKYyMEHTaMu

Mopsgok paboThl ¢ AOKYMEHTaMu

Cxembl ﬂ,OKyMeHTOO60pOTa

MpaBuna paboTbl C BXOAALLMMM, UCXOOALLMMMN U BHYTPEHHUMWN JOKYMEHTaMu

I'Ipanma opraHunsaumm wu (bOprI KOHTPOJIA WUCNOJIHEHNA [OOKYMEHTOB B
opraHunsauunm

Tunosble CPOKM UCNOJTHEHUA OOKYMEHTOB

MpuHUMNbI paboTbl CO CPOKOBOW KApTOTEKOWN

HasHauyeHne 1 TexHONorus TeKyLLero 1 npeaynpeanTensHOro KOHTPOors

I'Ipanu'la COCTaBJIeHNA aHalIMTU4eCKMnxX CnpaBoK Mo oOpraHun3auun pa6OTbI C
OOKYMEeHTaMu N KOHTPOJ10 UCMOJTHEHUA JOKYMEHTOB

npaBMJ’Ia LOOKYMEHTaUuMOHHOIo obecneyeHns 0esaTenbHOCTH opraHmn3auunm

Buabl IOKYMEHTOB, UX HasHaYeHne

Tpe6OBaHI/IF|, npeabaBnideMble K JOKYyMEeHTaM B COOTBETCTBMN C HOPMaTUBHbIMU
akTaMun n rocygapcCcrtBeHHbIMU CTaHOapTamMun

lMpaBuna coctaeneHnsa 1 odopmrieHns  NHAHPOPMaLMOHHO-CMPaBOYHbIX,
OpraHn3auMoHHbIX yrpaBneH4YeckuX JOKYMEHTOB

MpaBuna cos3gaHuss M BedeHusl 6a3  [daHHbIX CIyXeOHbIX [OOKYMEHTOB B
opraHusaumm

CucTeMbl 3NEeKTPOHHOIO AOKYMEHTooGopoTa

MpaBnna 1 cpokn OTNPaBKN UCXOASALLMX JOKYMEHTOB

TpeboBaHus oxpaHbl Tpyaa

Opyrue -
XapaKTepI/ICTI/IKI/I

3.2.2. TpypoBas yHKUMSA

KoHcynbTaHTINOC
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

OpraHusauns TeKyLLEero xpaHeHus YpoBeHb
HavnwveHoBaHue | nokymeHTOB Kop B/02.5 | (nogypoBeHb) 5
KBanudukaumm
MpoucxoxaeHne MMCTBOBaHO "
P KA OpwuruHan X 3anMCTBOBAHO U3
TPYLOBOW OYyHKLIMM opurnHana
Kog PernctpauynoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHpapTa
TpynoBble gencTeums PaspaboTka HOMeHKNaTypbl Aern opraHu3aumm

MpoBepka NpaBUMBLHOCTU OMOPMIIEHNST OOKYMEHTOB W OTMETKM 00 ux
UCMOSHEHUM nepen Ux popMUPOBaHMEM B AENO AN NOCneayoLero XxpaHeHus

<Dopmynl/|posaHV|e 3aroryioBkoB gen v onpeaeneHne CpokoB X XpaHEHUA

dopmMmumpoBaHue gen

KOHTpOJ'Ib npaBuiibHOro 1 CBOEBpPEMEHHOro pacnpegenedHna u noaLllnBKU
OOKYMEHTOB B iena

Heobxoanmble ymeHus | OpraHm3oBbiBaTh paboTy Mo y4eTy, XpaHEHUIO U Nepefaye B COOTBETCTBYOLLEE
CTPYKTYpHOE nopasaeneHne JOKYMEHTOB TeKyLLero Aenonpon3BoacTea

OcylecTBnATb  MeToaMyeckoe  PyKOBOACTBO  AErONpoM3BOACTBOM B
opraHu3saumu, KOHTPONUPOBaTL NpPaBUIibHOE (hOPMUPOBaHME, XPaHeHe 1 caady
[en B apxvB

Pa3p868TblBaTb HOMEHKINaTypy Aen CTPYKTypHOro nogpasaeneHusa

Wcnonb3oBaTb HOMEHKNaTypy Aen npu W3y4eHuu CTPYKTYpbl OpraHusaumu,
COCTaBIieHUM onncen aen

OpraHu3oBbiBaTe paboTy no OpMMpOBaHUIO [en B COOTBETCTBMM C
YTBEPKAEHHON HOMEHKaTypon Aen opraHnsauum

MpaBunbLHO U CBOEBPEMEHHO HOPMUPOBATL AOKYMEHTbl B Aena C Yy4eToM UX
cneundunkn

CuctemaTnsmpoBaTb LOKYMEHTbI BHYTPU Aena

ObecneunBatb COXPaHHOCTb U 3allUTy JOKYMEHTOB OpraHunsaumm

MpumeHsTb MHHOPMALMOHHO-KOMMYHUKALUMOHHbBIE TexXHOMNorMnm ans paboTbl C
AOKYyMeHTaMu

Heobxogumble 3HaHuss | HopMaTuBHblE MpaBOBble  aKTbl, HOPMAaTMBHO-METOAMYECKUE  [JOKYMEHTHI,
rocyAapCTBeHHble CTaHOapThbl, onpedensiowme nopsaaok AOKYMEHTauUMOHHOro
obecneyeHns ynpasneHus

Buabl HOMEHKInartyp, obuime Tpe6OBaHVIFI K HOMEeHKnaTtype, MeToauKa ee
COCTaBJ1ieHUNA n OCbOpMJ'IEHVIﬂ

KoHcynbTaHTINOC
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

lMpaBuna cornacoBaHWsi HOMEHKNATYpbl €N C BEOOMCTBEHHbIMU apxMBamu U
3KCNEepTHOW KOMUCCUEN

Mopsagok copmupoBaHus M odopmrieHnss aesn, cneuudmka gopmMmpoBaHus
OTAENbHbIX KaTeropun gen

I'Ipanma XpaHeHuda aen, B TOM 4ncne ¢ A4OKyMmeHTaMun orpaHn4eHHoOro 4octyna

MpaBuna Bbl4aun 1 NCNOMNb30BaHUSI [OKYMEHTOB U3 CROPMUPOBAHHBIX Aen

TpeboBaHus oxpaHbl Tpyaa

Apyrve -
XapaKkTepucTukn

3.2.3. TpypoBas dyHKUmMSA

OpraHusauns obpaboTku gen Ans YpoBeHb
HavnmeHoBaHue | nocneaytollero xpaHeHus Kog B/03.5 | (nogypoBeHb) 5
KBanudukaumm

I_lpOMCXOZIQD,eHI/Ie OpuriHan X 3anmMcTBOBaHO 13
TPYLOBOW OYyHKLIMM opurnHana
Koa PernctpauynoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHpapTa

pr,D,OBbIe OencTBusi I'IposepKa CPOKOB XpaHeHuA [OOKYMEeHTOB, COCTaBlieHMe npoToKona p360Tb|
3KCﬂepTHOI7I KOMMUCCUM NO noAarotoBke [[OOKYMEHTOB K XpaHEeHUK, akTa O
BblAEN1€HNN K YHUYTOXEHNIO JOKYMEHTOB, He noAnexalwnx XpaHeHUuo

CocTaBneHne BHYTPEHHEN onucy gen ans ocobo LeHHbIX JOKYMEHTOB

O(bOpMﬂeHVIe Aen noCcTtoAaAHHOro, 4oJfiroBpeMeHHOro CpokoB XpaHeHUA

OdopmneHne obnoxkun gen NOCTOSHHOrO, JONTOBPEMEHHOIO CPOKOB XPaHEHNS

CocTaBneHue onucu aen NoCTOsIHHOrO, AOoJIroBpeMEeHHOIro CpokoB XpaHeHn4d

Mepepava gen B apxueB opraHu3auum

Heobxogumble ymeHust | Monb3oBaTbCA  MNEepeyYHsAMU  [JOKYMEHTOB W aHanuaupoBaTb  (pakTUyeckoe
cofepkaHve UMelLMXcsa B Aene AOKYMEHTOB MpWU ONpedeneHun CPOKOB WX
XpaHeHust

OdopMnsATb JOKYMEHTbI 3KCNEPTHON KOMUCCUM

OcbopmnisiTe 0BMOXKKM A€ MOCTOSHHOTO W BPEMEHHOTO CPOKOB XpaHEHUs B
COOTBETCTBUU C TpeBOoBaHMSAMM roCcyAapCTBEHHbIX CTaHaapToB

npOMSBODMTb XPOHOJIOTNMYECKN-CTPYKTYPHYHO CUCTEMATU3aUnIo aen

OcywectBnATe  TeXHMYECKyto 00paboTky M nonHoe odopmreHve  gen

KoHcynbTaHTINOC
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

NOCTOAHHOIO 1 BPpEMEHHOIO0 CPOKOB XpaHeHUA

CocTtaBnaAtb ONUCb AeNn MOCTOSIHHOrO U BPEMEHHOIO CpPOKOB XpaHEeHuUdA B
COOTBETCTBUMN C ,CleVICTByI-OLLI,VIMVI HOpMaTMBHO-MeToaANYECKUMUN OOKYMEHTaAMUN

anMeHﬂTb I/IHd)OpMaLI,I/IOHHO-KOMMyHMKaLLI/IOHHbIe TeXHONormn Aand pa6OTbI C
LOOKYyMeHTaMu

Heobxoaumble 3HaHus | HopmaTuBHble npaBoBble  akTbl, HOPMaTUBHO-METOOUYECKME  [AOKYMEHThI,
rocyapCTBeHHble CTaH4apTbl, onpedensolmne nopsiaok AOKYMEHTaLMOHHOIo
obecneyeHus ynpaBneHus

Kputepun pasgeneHvs OOKYMEHTOB Ha rpymnrnbl B COOTBETCTBUM C LIEHHOCTbIO
WMHopmaunn, cogepxaLlencs B HUX

nOpﬂﬂ,OK MCNOoJ1b30BaHNA TUMOBbIX UMM BEOAOMCTBEHHbIX nepequVl LOOKYMEHTOB,
onpeneneHna CpoKoB XpaHeHUA B npouecce 3KCnepTmnabl ULEHHOCTU OOKYMEHTOB

Mopsgok cosgaHus, opraHv3aumM M OOKYMEHTUpPOBaHMS paboTbl dKCnepTHOW
Komuceum

MpaBuna cocTaBneHus U yTBEPXKOEHUSI TPOTOKoMa paboThbl SKCNEepPTHON KOMUCCUM

I'Ipanma COCTaBlieHMA U yTBepXaeHna aKkta O BblaelleHUU OOKYMEHTOB, He
noaneXxawmnx XxpaHeHuto

MpaBuna TexHuyeckon obpaboTkn M NOMHOro odPOpPMNEHUS Aen NOCTOSHHOro U
BPEMEHHOro CPOKOB XpaHeHUs

I'Ipanma COCTaBlieHnA onmncu gen nocTtoAHHOIo n BpeMeHHOro CpokoB XpaHeHUA
B COOTBETCTBUUN C ,EleVICTByIOLU,VIMVI HOpMaTMBHO-MeToANYECKUMUN OOKYMEHTaAMU

I'Ipanma nepegayun gen B apxmB opraHn3aumnm

TpeboBaHus oxpaHbl Tpyaa

Iipyrve .
XapaKTepUCcTukun

3.3. O600weHHasa TpygoBas pyHKUUS

OpraHu3aumoHHoe, LOKYMEHTaLWOHHOE U y
pOBEHb
HaumeHoBaHve | MHOpMauuoHHOE obecneveHne 4eATENbHOCTM Kog C KBaNMcUKALIN
pyKOBOAUTENS OpraHn3auum H
I'Ipomcxom(?Hme o 3ammcTBOBaHO 13
006006LLEeHHO TpyAOBON OpwuruHan X
opurnHana
dyHKUMN
Ko PernctpaunoHHbIn
opurnHana HoMmep
npodeCcCUoHanbHOro
cTaHgapTa
KOHCVJ'I bTaHTlntoc www.consultant.ru Crpanuua 13 n3 40

HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Bo3MoOXHble HanmeHoBaHMS CekpeTapb pykoBogutens
[OMKHOCTEN, npodeccuii

TpeboBaHusa kK 06pasoBaHuio | Beicluee obpasoBaHue - bakanaepuar unm

n oby4yeHuto CpegHee npodeccrnoHanbHoe obpasoBaHue - NporpaMmbl NOLATOTOBKU
cneumanucToB CpeHero 3BeHa

HononHutenbHoe npodgeccrmoHanbHoe obpasoBaHue

TpeboBaHusi K OMbITY He mMeHee oByx NneT BbINOMHeHUs paboT Mo opraHn3aLMoOHHOMY U
npakTu4eckoi paboTbl [OKYMEHTaLMOHHOMY 0GecneyeHnto AesiTENbHOCTU PYKOBOAUTENS
opraHu3aumu npu cpegHem npodeccuoHansHoM obpa3oBaHun

Ocobble ycrioBus gonycka K
paboTte

Opyrue xapakTepucTrKu -

[ononHutenbHble XapaKTepucTtukumn

HavmeHoBaHWe aoKkymeHTa Kopg HaunmeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccun)
Wnn cneunanbHOCTH

OK3 2432 BubnuoTekapwu, bubnuorpadbl, JOKyMeHTOBEAb! U
crneunanuncTbl poacTBEHHbIX npodeccui

EKC - CekpeTapb pykoBoguTens

OKnaTe 26341 CekpeTapb pykoBogutens

OKCO 032001 [lokymeHTOBeAeHME U JOKYMEHTAUNOHHOE obecrneyeHne
yrnpaeneHus

032002 [okymeHTaunoHHOe obecneyeHne ynpaBneHms un

apxvMBoBeaeHue

3.3.1. TpynoBas pyHKUMS

OkazaHue NoMoLLM PYKOBOOAUTENIO B YpoBeHb
HaumeHoBaHve | nnaHMpoBaHMKM pabovero BpemMeHu Kog C/01.6 | (nogypoBeEHb)
KBanundunkaumm
MponcxoxaeHue 3anmcTBOBaHO U3
TPyAoBOM OyHKLMN Opurunan X opurnHana
Ko PernctpaunoHHbIn
opurmHana HoMeEp
NpogecCcCUoHanbHOro
cTaHgapTa

TpynoBble oencTBus Bbibop dopmbl nNnaHMpoBaHUa U odopMIIEHME NNAHUPOBLUUKA (OpraHansepa)
pykoBoauTens

BHeceHue nHpopmaumm B NNaHNpOBLLKK (OpraHamnsep)

KoHcynbTaHTINOC
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CornacoBaHue ¢ pykoBoauTenemM BpeMeHHbIX NiiaHoB

CornacoBaHne TenegoHHbIX MNEpPeroBopoB, BCTPeY W MeponpusaTMA  C
napTHepamMu, KNMMeHTaMu, pyKoBOAMTENAMU NoapasaesieHunin U cCoTpyaHMKamm

NHdopMrpoBaHme pykoBOaAUTENS O perfiaMeHTe HameyYeHHbIX MEPONPUATUIA

MpenynpexaeHne 0 NpUBAMKEHNN BPEMEHN HaMEYEHHbIX MeponpuUaTUi

dopmupoBaHne peaepBa BpeMeHW OS5t HenpeaBUAEHHbIX CUTyaLNiA

Heobxoanmble ymeHus | YcTaHaBnuBaTh Lenu, onpeaensitb Mepapxuio uenem

Onpenensite NPUOPUTETHOCTE U OYEPEAHOCTb BbIMOSTHEHUSI PAaGoT U 3hheKTUBHO
pacnpegensitc paboyee Bpems

OkasbiBaTb NOMOLLb pykoBOAUTENO B pacnpeneneHnn ero pa6o~4ero BpemMeHun

BblGvpaTe onTuMarnbHble Cnocobbl MHMOPMUPOBAHUA MNAPTHEPOB, KIMEHTOB,
noceTuTenen, pykosoauTenein noapasfaeneHuidi U COTPYAHUKOB O MnaHupyemblx
MepOonpUATUSAX

ObecneunBaTtb I/IHCbOpMaLI,VIOHHyIO ©e30nacHOCTb AeATENbHOCTH opraHmnsauunmn

Heobxogumble 3HaHusa | Cneumduka OCHOBHOM AeATENbHOCTM OpraHu3aumm

OcCHOBbI afMUHUCTPATUBHOIO NpaBa 1 TPYAOBOro 3akoHoaaTenbcTea Poccuickoi
depepaumm

PykoBoasiLuit cocTas opraHu3auumn 1 ee nogpasaeneHui

DYyHKUUN caMoMeHe)KMeHTa

NocTaHoBKa Lenen

MpaBuna npoBeaeHWsi OENOBbIX NEePEroBopoB

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapaKTepI/ICTI/IKI/I

3.3.2. TpypoBas gyHKUMSA

MnaHnpoBaHune paboyero AHA cekpeTaps YpoBeHb
HaumeHoBaHue Koga C/02.6 |(nogypoBeHb)
KBanudukaumm

MpoucxoxaeHne 3ammcTBOBaHO 13
TpyaoBoun cyHKLUMN Opuruan X opurnHana
Kop, PerncrtpaunoHHbIn
opuruHana Homep
npodeCccUoHarnbLHOro
cTaHpapTa
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TpynoBble oencTBus Bbibop 1 odopmneHne nnaHNpoBLUUKA CekpeTaps

BeneHue gHeBHMKa (Ha 9NEKTPOHHOM n/nnn GyMmaxxHoM HocuTene)

CornacoBaHue NraHoB C NnaHamu n CpoKamun paGOTbI pyKkoBoaUTENA

PacnpeneneHve paGoyero BpemeHu (Ha AeHb, HEAEMO, NEPCNEKTUBY)

ﬂepeHeceHme HEBbINOJIHEHHbLIX 3anj1iaHNpPOBaHHbIX 3ada4

BbINOMTHEHME TUMWYHBIX EXeOHEBHbIX O€eN

Heobxogumble ymeHusi | BbibupaTtb 1 ohopMiaTb NiiaHUPOBLUMK

BHocutb 1 oTcnexueaTb MH(*)OpMaLl,I/IIO Ha O3JNEeKTPOHHOM n/vnn 6yMa)KHOM
HOocuTene

PaccTtaBnaTtb npnoputeThl, BblAENATL BaXXHOE N CPOYHOE

BbIGMpaTb onTMMarnbHbIi pUTM paboThl

AHaJ'IVI3VIpOBaTb NPUYNHBbI HEBbLINOJTHEHNA 3ada4

anMeHﬂTb MH(*)OpMaLI,I/IOHHO-KOM MYHUKaALWNOHHbIE TEXHOJI0IMN

Heobxoanmble 3HaHus | OcobeHHOCTM OOPMIEHNSA MNITAHUPOBLUMKA (HA SMNEKTPOHHOM M OyMa)kHOM
HoCUTENSAX)

OcHoBbI ynpasJieHnA BpeMeHeM

Opyrvne xapakrepucTuku

3.3.3. TpypoBsas dyHKUmMS

OpraHusauns TeneoHHbIX NeperosopoB YpoBeHb
HanwveHoBaHue | pykoBoauTens Koga C/03.6 | (nogoypoBeHb)
KBanudukaumm

3anmMmcTBOBaHO U3
opuruHana

[NpouncxoxaoeHne

TPYOOBON PYHKLIMM OpuruHan X

Kop, PernctpaunoHHbIn
opurnHana HoMeEp
npogeccuoHarnbLHoro
cTaHgapTa

TpynoBble gencrems BeneHune 6a3bl TenedOHHbIX KOHTaKTOB PyKOBOAUTENS

CoegunHeHne pykoBoauTeNA C KOHKPETHbIMU aboHeHTamu

MogroToBka MaTepuanoB ANns TenegOoHHbIX MePEeroBopoB PyKOBOAMUTENS

PeFVICTpaLI,VIFI nocrtynarowmx B NpUEMHyo TeJ'Ie(bOHHbIX 3BOHKOB

KoHcynbTaHTINOC
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

I'IepeHanpaBneHVle OTAENbHbIX TeJ'IerOHHbIX 3BOHKOB 3amMmecTutTenam
pykoBoauTend, ApyrmmMm CoOTpyaHUKam

MonyyeHne Heobxoaumon uHGOPMaUUMM U nepedadya CaHKLMOHUPOBAHHON
nHpopmaumm no TenedoHy

YcTaHoBneHne KoHTakTa ¢ cobecedHWKOM, noaaepXaHue U pasBUTUE [eroBoW
Becenpl B npoLecce TenedOoHHbIX Neperosopos

Oka3zaHvie MoMOLLM PYKOBOAMTENNIO NPY opraHu3aummn 1 nposeaeHnn TenedoHHbIX
NneperoBopoB 1 BUAEOKOHMDEPEHLNI

Heobxoaumble ymeHuns | Bectn n wncnonb3oBatb B paboTe 6asy p[aHHbIX TenedOHHbIX KOHTaKTOB
pykoBoAUTENS

Mcnonb3oBatb cpeAcTBa KOMMYHUMKAUMOHHOM OPITEXHUKU ANA MOMyYeHns wu
nepegayn nHopmaumm

BecT y4yeTHble  perucTpauuoHHble  OpPMbI,  WUCMonb3oBaTb WX  AnS
MH(pOPMaLMOHHON paboTbl M paboTbl MO KOHTPOSO WCMOSHEHUS PELLIEHWI
pyKoBoauTens

CrnaxwnBaTtb KOHq).I'IMKTHbIe N CINOXHblE€ CUTyaunn Mexrnn4HoOCTHOro obueHus

Mcrnonb3oBaTb TeXHUYECKME W MpoOrpaMMHble CpPEACTBa [Ans  MNpoBedeHus
ronoCoBOM NN BUAEO-KOH(EPEHL-CBSA3M

ObecneunBatb VIH(bOpMaLJ,I/IOHHy}O 6Ge30onacHoOCTb AesATEeNbHOCTH opraHunsauunmn

CobniogaTb CnyxebHbIN 3TUKET

Heobxoanmble 3HaHUSA TeJ'IerOHHbIe KOHTaKTbl pykoBOAUTENA

®yHKkUMK, 3ajaun, CTPYKTypa oOpraHusaumu, ee CBfi3M MO  BepTukanu u
ropusoHTanu

lMpaBuna B3auMOAEWCTBUS C MapTHepamMu, KIMeHTaMu, CpeacTBamMu MacCOBOW
MHdopMaLnn

I'Ipanma nogaepxXxaHua n pas3Butna Mexnm4HOCTHbIX OTHOLUEHWUIN

MpaBnna npoBeaeHVst 4eN0oBbIX NEPEroBOPOB

MpaBuna 3awwmTbl KOHPUAEHLMANLHOW MHOPMaLUK

TpeboBaHusa oxpaHbl Tpyaa

Iipyrve -
XapaKTepUcTtukun

3.3.4. Tpynosas pyHKUMS

OpraHusaumsi KOMaHOMPOBOK PYKOBOOUTENS YpoBeHb
HanmeHoBaHwue Kopg C/04.6 | (nogoypoBeHb)
KBanudukaumm
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I_lpOMCXOZIQD,eHI/Ie OpuruHan X 3anmMcTBOBaHO 13
TPYLOBOW OYyHKLIMM opurnHana
Koa PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHpapTa

Tpynosble aeiictBus | MogrotoBka npoekTa cryxebHoro 3agaHusi pykoBoautens

MoaroToBKa NpoekTa npukasa o cnyxebHoi KoMaHONPOBKe

BbinMcka KOMaHOMPOBOYHONO  YAOCTOBEPEHWS U €ero  perucrpauusi  npu
HeobxoaMMocCTH

MogroToBKa OKYMEHTOB Ha MOMyyYeHne BU3bl, 3arpaHMYHOro nacrnopTa

3aka3s Xene3Ho4OPOXHbIX n aBnabuneTos, rocTunHu1L, TPAHCMOPTHOIo
obecneyeHns pykoBoauTend

OdbopmrnieHne nporpaMMbl  Moes3aku, YTOYHeHMEe OcoGeHHOCTEN MpOToKona
nnaHnpyeMblX MeponpUsTUN

MogroToBka OOKYMEHTOB K noe3ke pykoBoguUTENA

YTouYHeHue gaTtbl, JOMKHOCTEN, (haMUnuii B NporpaMme KoMaHaMpOBKU

MpopaGoTka MapLupyTa pyKoBOAMTENS, YBA3Ka €ro ¢ pacnucaHvem TpaHcnopTa

ObpaboTka MaTepmnanos KOMaHOANPOBKK, OPOPMIIEHNE OTYETA O KOMaHANPOBKe

HeobGxogumble OdhopMnsiTb aBaHCOBLIE OTYETLI PYKOBOAUTENS
yMeHUsi

OpFaHI/I3OBbIBaTb BCTpe4un pykosoautena c I'IpI/IHI/IMa}OLLI,eIZ CTOpOHOIZ

OchopMnsATb KOMaHAMPOBOYHbIE LOKYMEHTbI

OﬁpaGaTblBaTb OOKYMEHTbI n MaTtepuansbl no pe3ynbTatam noes3aku
pykoBoauTend

O6ecneunBatb paboTy ocurca BoO BpeEMSA OTCYTCTBUSI PYKOBOAUTENS

MpUMeHsATL cnocobbl AenoBoro obLeHns

Mcnonb3oBaTb cpeacTBa KOMMYHUKaLMK Ans obecneyeHns B3aumMoaencTeus ¢
pyKOBOAMTENEM BO BPEMS €ro AenoBoi Noe3aku

Heobxoanmble 3HaHUSA HOpH,D,OK noaroToBkn U nposegeHnsa KomaHanpoBOK

nOpFl,EI,OK OCbOpMJ'IeHI/IFI OOKYMEeHTOB A1 KOMaHAUPOBKN N OTYETHbIX AJOKYMEHTOB
Nno KOMaHOMPOBKE pyKoBoOUTENA

[enosoi npoTokon

3OTuKa genoBoro odLeHns

KoHcynbTaHTINOC
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Lpyrve -
XapaKTepUnUCcTukun

3.3.5. Tpynoas pyHKUMS

OpraHusauus paboTbl ¢ NoceTUTENSMU B YpoBeHb
HavnmeHoBaHue | npuemMHol pykoBoauTens Ko C/05.6 | (nogypoBeHb)
KBanudukaumm

[NpoucxoxaeHne 3anmMmcTBOBaHO U3
g OpwuruHan X
TPyAoBOM yHKLMN opurmHana

Kon PernctpaunoHHbIn
opurnHana Homep
NpodeCCUOHaNbLHOIo
cTaHpapTa

pr,D,OBbIe DencTBeusi OpransaLu/lﬂ JNIN4YHOro npmnema noceTutenen pykoBoautenem

YcTaHoBnNeHWe nopsgka npuema ans pasnnyHbiX KaTeropmin nocetutenemn

BegneHwne XypHana npe,u,BapMTeanoPl 3armncu Ha npunem

Peructpauusa nocetutenen

CopelictBne  onepaTMBHOMY  PacCMOTPEHMIO  Mpocbd K MpeanoXeHun
rnoceTuUTeNen N COTPYAHUKOB OpraHM3aLmm

OpraHusauus npyema genoBbix NapTHeEpPOB B oduce

OpranaauMﬂ O6CJ'Iy)KI/IBaHVIf-I pykoBOAUTENA U ero AefoBblX NAapTHEPOB B O(*)I/ICG

CepBupoBka YanHoro (kogenHoro) crtona B ocuce

MpuHATME Mep MO COXpaHEeHW KOMMepYeckol TailHbl B Xode Npuema
noceTUTenen 1 Nx HaxoXxaeHwsl B NPMEMHON 1 KabuHeTe pykoBoaMTENs

Heobxoanmblie YMeHUA OpFaHM3OBbIBaTb n obecneymBaTb NIMYHbIE KOHTAKTbI pykoBoautena

YnpaensTb KOHPIMKTaMun

YuntbiBaTb MNCUXOMOTMYECKME OCODEHHOCTU JIMYHOCTU MpPU pPasnMUYHbIX Buaax
npodeccnoHanbHoro obLeHus

Mcnonb3oBaTe YCTaHOBIEHHbIE MpaBwuiia u npoueaypbl KOMMYHMKaUuMuM BHYTPU
opraHusaumm

Bect yyeTHble  pernctpauuMoHHble  opMbl, UCMOMb3oBaTb WX  ANS
MH(OPMAaLMOHHON paGoTbl M paboTbl MO KOHTPOMIO WCMOSHEHUST pPeLLeHWi
pykoBoauTens

CosgaBaTtb NONOXUTENbHbLIA MMUOX opraHunsauunmn

[MpuHUMaTL Mepbl MO paspeLleHnto KOHANKTHBLIX CUTYaLnin

KoHcynbTaHTINOC
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MpUMeHATb MHHOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOMOMM

ObecneunBaTtb KOHPUAEHLMANBHOCTL B NPUEMHON U KabuHeTe pyKoBOAWUTENS,
COXpaHATb KOHpmaeHumaneHy0 MHopMaLnio B TanHe

Heobxoanmble 3HaHUS I'Ipanma opraHusauunun npunema nocetutenen

MpaBuna genoBoro obLeHus

MpaBuna pe4yeBoro aTuKeTa

[paBuna ycTaHOBEHMS KOHTaKTa, NogaepXaHmsa M pasBUTUA MEXITNYHOCTHbLIX
OTHOLLEHUN

CTpykTypa opraHusauuum W pacnpegerneHne QYHKUUA Mexay CTPYKTYPHbIMU
noapasaeneHnsaM1 1 cneuuanuctTamm

MpaBuna opraHx3aumu NpuemMoB B ocuce

OTUKET U OCHOBbI MeXOyHapOoOHOro npoToKoa

[MpaBrna cepBMpPOBKU YaNHOro (KodenHoro) crtona

npaBl/IJ'Ia NpUroToBieHNA 1 Nnogadn ropAa4nx HarnnUTKkoB U 3aKyCOK K HAM

MpaBuna 3awmTbl KOHMUAEHLMaNLHON cnyxebHon nHdopmaumm

Apyrve -
XapaKTepPUCTUKM

3.3.6. TpyaoBasa yHKUMnA

OpraHusauust NOAroTOBKM, NPOBEAEHMS U YpoBeHb
HanmeHoBaHne | o6enykmMBaHWs KOHPEPEHTHBIX MEPOMNPUATUIN Koga C/06.6 | (nogypoBeHb)
KBanudgukaumm
[NpouncxoxaeHne MMCTBOBAHO "
P KA OpwurunHan X 3aUMCTBOBAHO U3
TPYLAOBOW OyHKLMM opurnHana
Kop, PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoOro
cTaHgapTa

TpynoBble oencTeus lMogrotoBka NOBECTKU OHA MEPONPUSATUS

O(*)OpMJ'IeHMe CNMncKa y4aCTHMKOB MepOorNnpUATnUA

NHopMMpOBaHNE YYaCTHMKOB O HaMe4yaloleMcsi MeporpusiTuM U yCrioBUsIX
yyacTus

BiGop MecTa 1 BpeMeHM NpoBeaeHUsi MeponpusTUs

lMoaroToBka npegBapuUTEnbHON CMETHI pacxonoB

KoHcynbTaHTINOC
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Paccbinka npurnawieHvin nogTBepAMBLUMM y4acTue B MEPONpUATUM

C60p TEKCTOB AOKMagoB U NMPOEKTOB UTOTOBbIX OKYMEHTOB Y OKIaa4nMkoB

Paccbinka  MHMOPMAaUMOHHBIX  MaTepuarnoB  y4yaCcTHWKaM  KOHPEpPEeHTHOro
MeponpuaTus

CocTaBneHne siBOYHbIX JIMCTOB U ClincKa perncrpaunm y4acTHMKOB MeponpunAaTua

SaKynKa KaHUEeNAPCKMX ToOBapOB U NPOAYKTOB AnA obecneyeHus Kocbe-nays

PelueHne BONpOCOB TEXHNYECKOTO OCHALLEHUSI MEPONpPUSTHS

Momoub B NogroToBke Aoknaaa pykoBoauTeEnNd, Nnpe3eHTauMOHHbIX MaTtepunarnoB

OpraHu3sauus NOATOTOBKM Npe3nanyma 1 pabounx MeCT y4aCTHUKOB

OpFaHI/ISaLIMFl BCTpe4n n perncrtpaumna y4aCtHMKOB MeponpuaTmna

BepneHue npoTokona Meponpusitus

OpFaHI/ISaLI,MFl cepBUCHOro O6CJ'Iy)KI/IBaHMF| BO BpeMA Koq)e-naya

OpraHuzaumsi  KynbTypHO-MacCOBbIX ~ MEPOMPUSATUA,  TPaHCMOPTHOIO U
FOCTUHUYHOrO obecneyeHns

Heobxoanmble YMEeHUA OpFaHI/I3OBbIBaTb npouecc noaroToBkKu K  npoBeaeHuro KOH(bepeHTHOI'O
MeponpuAaTna nHonenayanbHO U B COCTaBe paGoqeﬁ rpynnbl

[okymeHTUpoBaTb pasHble aTanbl Mpoueaypbl MOATOTOBKA M MPoOBeOeHUs:
KOH(PEPEHTHOro MeponpuaATUS

MepepaBaTe  uHOpPMaUMIO,  OOKYMEHTbl M MmaTepuanbl  y4aCTHUKaM
KOH()EePEHTHOro MEPONPUATUSA

MoagrotaBnueaTtb 1 06opydoBaTh CTON Npesuauyma u paboyne Mecta y4acTHUKOB
COBeLLaHus (3acegaHuns)

CepBupoBaTb YanHbI (KOENHbBIN) CTON BO BpeMs NpoBeaeHns kode-nay3

CobniogaTb npasuna gerioBoro 3TMKkeTa n npoToKona

MopaepxuBaTb UMUOXK OpraHn3aLum

Cos3gaBatb MMnOX ceKkpeTaps, COOTBeTCTBYIOLLI,I/IIZ MMNOXY OopraHun3aumm

Pabotate Cc wuHcopmauuen, aHanu3npoBatb U NPeAcTaBNATb ee B
cMcTeMaTU3MpOBaHHOM BuAE

Ob6ecneunBaTtb 6€30MaCHOCTb AEATENBHOCTM OpraHn3aunm

anMeHﬂTb I/IHCbOpMaLI,MOHHO-KOM MYHUKALWNOHHbIE TEXHOJIOINKN

Ob6ecneumBaTb KOMGOPT YY4aCTHUKOB KOH(DEPEHTHOrO MEPOMNPUSATUS,, MOMOraThb B
BOMpOCcax NPOXMBaHWS, TPAHCMNOPTHOro obecneyvyeHus

KoHcynbTaHTINOC
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Heobxoanmble 3HaHusa | Komnnekc opraHn3alMoHHO-TEXHUYECKMX MEpONnpuUaTUA  NO  NOAroTOBKE U
NPOBEAEHUIO COBELLL@aHUIA U NEPEroBOPOB, B TOM YMUCNE MEXAYHaPOAHbIX

MpaBuna BeaeHWsl, NOATOTOBKM U 0hOPMIIeHMs] MPOTOKOMa U APYrUX A4OKYMEHTOB,
co3aBaeMbIX B NpoLiecce NoAroTOBKWM KOH(PEPEHTHOrO MeponpUaTUs

CocTaBrneHune cmeTbl pacxonos

OcHoBbI HanNMcaHUsi peyen 1 oKNagoB PyKOBOAUTENS

MpaBuna ycTaHOBNEHWst KOHTaKTa, NoAAEpXXaHUs U pasBUTUS MEXITMYHOCTHbIX
OTHOLLEHMN

MpaBuna genoBoro obLeHns, 4enoBOro aTukeTa

OTUKET N OCHOBBI MeXOyHapOo4HOro npoToKoa

MpaBuna npoBeaeHWs AenoBbIX NEPErOBOPOB

MpaBuna 3awmnTbl KOHUAEHLMANBHOW CnyXebHon nHdopmaumm

TpeboBaHusa oxpaHbl Tpyaa

Apyrve -
XapaKTepPUCTUKM

3.3.7. TpygoBaa yHKUMNA

OpraHusauus CNOSIHEHWS PELLEHUN, YpoBeHb
HavmeHoBaHWe | ocyLleCcTBNEeHUe KOHTPOMS UCMOMHEHUSA Kog C/07.6 | (nogypoBeHb)

NOpy4YEeHUN pyKOBOAUTENS KBanudukaumm
MpoucxoxaeHne 3ammcTBOBaHO 13

P o OpwurunHan X
TPyAoBON OyHKLMN opvrMHana
Ko PernctpaunoHHbIn
opurnHana HoMmep
npogecCcUoHanbHoro
cTaHgapTa

Tpyposble gencteus | [lokymeHTanbHoe ohopMieHne peLleHnin pykoBogutens

[oBeneHune Oo cBeaeHVst paboTHUKOB OpraHv3aLmmn pacrnopshkeHUin pyKoBOAUTENS

KOOp,D,VIHaLI,VIFI OeATerIbHOCTU NO UCMNOJTHEHUIO peLueHvu7| pyKkoBoauUTeEn4

BeneHve cpoOKOBOIo TeKyLLEro 1 NpefynpeamTerisHoOro KOHTPons

MpoBepka UCNOSTHEHUSI NMOPYYEHUIA PYKOBOAUTENSI B YCTAHOBEHHBIN CPOK

MpeaynpexaeHue COTPYAHUKOB 06 WUCTEYEHUM CPOKa WUCMOMHEHUS MOopy4YeHui
pykoBoauTens

durKcauust UCNOMHEHNS NOPYYEHMiA

KoHcynbTaHTINOC
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[aTta coxpaHeHus: 17.05.2019

CocTtaBneHne OTYETOB M aHaNUTUYECKUX CrnpaBoK O BbINOJTHEHUN nopyquw?l n
peLLIeHMI7I pykoBoauTtensa

Heobxoanmble BecTn cpokoByto KapToTeKy
yMeHus

Bectn y4eTHble perncrtpaunoHHble (bOprI, ncnosmnb3oBaTtb UX AOnNA pa6OTbI no
KOHTPOJTHO NUCNOJTHEHUA nopyquMVl pykoBoauTensa

PaGoTatb ¢ MHdOPMaLMen No KOHTPOM, CUCTEMATM3NPOBATL ee U NPeacTaBnsATh
B BMOE CBOOHbIX AOKYMEHTOB

Vicnonb3soBaTb cpencrtea KOMMyHUKauun ana nepegadmn nopyquMVl pykoBoauTena

Mcnonb3oBatb COBpeMeHHble cpefcTBa cbopa U 06paboTkM  KOHTPOSbHOM
WHpopmaLmm

MpyMeHsATb MHOPMAaLMOHHO-KOMMYHUKALIMOHHbIE TEXHOOrNK

OueHuBaTtb pe3ynbTaTbl B paMKaX NocTaBJfieHHbIX 3adaud

OcyLLecTBNATbL KOHTPOSIb UCMOSTHEHMWS MOPYYEHWUIA PYKOBOAUTENSI COTPYAHUKAMM

Heobxogumble 3HaHus | O6wme Tpe6OBaHI/IF| K CpOKaM WUCMNOJIHeHNA OOKYMEHTOB W KOHTPOJIbHbIM
(*)YHKLI,VIFIM CJ'Iy>K6bI LOOKYMEHTauMOHHOIo obecneyeHust

MpuHUMNBI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHUKOB

OTuKa OenoBoro obLeHns

YnpaBneHyeckasi CTpyKTypa opraHusauum, pykoBOACTBO OpraHv3auuv, obpasubl
noanucen PyKOBOASLLUMX COTPYOHMKOB, KPYr MX MOSIHOMOYMIA U OrpaHUYEHUst nx
30H OTBETCTBEHHOCTU

WHCTpYKUMM MO OEenonpoM3BOACTBY M APYTMM JlOKamnbHbIM HOPMAaTUBHbLIM akTam,
yCTaHaBNMBaOLWMM MOPSIAOK peanusaumm ynpasneH4Yeckux npoueayp

Iipyrve .
XapaKTepUcTukmn

3.3.8. TpynoBble pyHKLMM

OpraHusauusi u nogaepxaHve YpoBeHb
HanmeHoBaHne | yHKUMOHaNbHOro paboyvero NpocTpaHcTBa Kopg C/08.6 | (nogoypoBeHb)

nprvemMHon 1 kabuHeTa pykoBoanTens KBanvdukaumm
MpoucxoxaeHne 3ammcTBOBaHO 13
TPpyaoBon OYHKUMN Opururan X opurnHana

Kon PernctpaunoHHbIn
opurnHana HoMmep
NpodeCCUOHarnbLHOro
cTaHgapTa
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Tpypoosble gencteua | ObecneveHne paboyero Mecta pPyKOBOAMTENS HeoOGXoauMbIMKW - cpeacTBamm
OpPraHM3auUMOHHON TEXHWKU, KAHLLENSPCKUMU NPUHAAIEXHOCTSMM

OpraHuzaums nNpuemHoi ogmca B COOTBETCTBUM C TPEGOBAHUAMW 3PrOHOMUKN U
KynbTypbl Tpyaa

OpraHuzaunsa opopMIeHUst UHTepbepa NPUEMHON pyKoBOAUTENS

O6opynoBaHne paboyero Mecta OPIrTEXHWKOW, MEepPCOHarbHbIM KOMMbIOTEPOM,
BCMOMOraTerilbHON TEXHUKOMN

OpraHuzaumsa obopyaoBaHUsl MPUEMHOW CUCTEMaMK XpaHeHWsl, HeoGXoaAMMbIMU
npucnocobneHnsiMm, oGecneyeHns KaHLEeNSPCKMMI ToBapamu

ObecneyeHne xpaHeHNst 1 3aMeHbl PacXodHbIX MaTepuarnos, NOBCEOHEBHbIA yXon
3a OPrTEXHUKOM

3akas KaHUEeNAPCKNX ToBapoB, rTMrmeHnN4YeCknx Toeapos, NpoayKTOB NUTAHUA

Heobxoaunmble CosznaBatb ycroBusi, oGecnednBatoLme apdekTnBHY paboTy pykoBoaMTens
yMeHMsi

rlpI/IMeHﬂTb B COOTBETCTBMN C HAa3HA4YeHNeM cpencrtea OpFaHI/I3aLI,I/IOHHOI7I TEXHUKMN,
KaHuenAapckme npunHagnexHocTtu

OcHawaTtb paboyee MecTo pykoBOAUTENS U cBoe paboyvee MecTo HeobXoaUMbIM
obopyaoBaHuem

OcyLIJ,eCTB.I'IFlTb 3aMeHy pacxoHblX MaTepuanos, yXo 3a OpFTeXHI/IKOﬁ

OcyulecTBnsaTe NOBCEAHEBHbIN YXOA 3a KOMMpOBasibHbIM annapaToM, 3ameHy U
XpaHeHue KapTpuaxen, ToHepa

KOHTpOJ'II/IpOBaTb COCTOAHME W nNOMNOJIHATb 3anacbl KaHUENAPCKUX TOBapoOB,
CcpencTB rMrmeHbl, NpOAYyKTOB NUTAHNA

Heobxoaumble 3HaHua | TpeboBaHMa oxpaHbl Tpyda, NPOM3BOACTBEHHOM CaHWTapwuu, NPOTUBOMNOXapHOW
3aLmThI

OcHOBbI  MpaBWMbHOW  OpraHuM3auMu Tpyaa W MeTOAbl NOBbLIWEHUS  ero
adppekTnBHOCTHU

OcCHOBbI 3proHOMUKN odpmnca 1 PrIopPUCTMKK

CTtaHgapTbl 1 pekomeHaaumMm no 06opyaoBaHUI0 OPUCHBIX NMOMELLIEHNI

CocTaB opraH13aLUMoHHON TEXHUKM, ee YCTPOMCTBO U NopsiaoK paboThl C Hell

Apyrve -
XapaKkTepucTukn

3.3.9. TpypoBsas dyHKUmMSA

PaspaboTka nokanbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HanmeHoBaHne | permameHTMpytolLmx paboTy cekpeTaps Kona C/09.6 | (nogypoBeHb)
KBanudukaumm
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MpoucxoxaoeHue X 3anmcTBOBaHO U3

OpuruHan

TpyaoBoOun chyHKLMN opurnHana
Kop, PernctpauynoHHbIn
opurnHana HoMep
npodeCccUoHarnbLHOro
cTaHgapTa

TpynoBble gencrems PaspaboTtka AOMKHOCTHOM MHCTPYKLMKN CeKkpeTaps

Pa3paboTka nonoxeHusi o cekpetapuare

Pa3paboTka MHCTPYKUUKM NO AeNonpon3BoACTBY

Heob6xoaumble CocTaBnsiTb U 0pOPMIIATL OPraHN3aLMOHHbIE U MeToANYecKME OKYMEHTI
yMeHMsi

Pe,D,aKTI/IpOBaTb TEeKCTbl CJ'Iy)Ke6HbIX OOKYMEHTOB

PaGotaTb CcO Bcel COBOKYMHOCTbIO  MHDOPMALMOHHO-AOKYMEHTALMOHHbBIX
pecypcoB opraHusaumm

Monb3oBaTbcs 6a3amu gaHHbLIX, B TOM YUcne yoaneHHbIMU ©a3amu gaHHbIX

Wcnonb3oBaTtb CcnpaBO4HbI€ NMpaBOBble CUCTEMbI

PaboTaTb ¢ KOMMbLIOTEPOM, KaTanoramu (nankamm) n dannamm, CKaHepom

Mornb3oBaTbCs OPUCHBLIM NakeToM (TEKCTOBbLIN pedakTop, Tabnmubl)

Monb3oBaTbcsa nepndepuiHbIMU YCTPONCTBaMMU U OPITEXHUKON

Monb3oBaTbCA 3NEKTPOHHOM MNOYTON

Monb3oBaTbcA cUCTEMaMU SNEKTPOHHOIO AOKYMeHToobopoTa

Heobxogumble 3HaHus | [paBoBblE OCHOBbI YNpaBreHWst (OCHOBbI AAMWHUCTPATUBHOIO, TPYAOBOMO W
rpaXxgaHcKoro rnpaea)

,D,eﬁCTByPOU.lMe npaBoOBbl€  aKThl, HOpMaTMBHO-MEeTOoOANYECKME  [NOKYMEHThI,
rocygapCrtBeHHble CTaHOapTbl, onpeaendwwine nopAanok OOKyMEeHTauMOHHOro
obecneyeHuns ynpasneHnA

CTpyKTypa, pyKOBOACTBO CTPYKTYPHbIX noapasgeneHunii, obpasubl nognucei nuu,
VMEIOLLUX NPaBo NOANUCAHUS U YTBEPXKAEHNUS [OKYMEHTOB, U OrpaHUYeHUst X 30H
OTBETCTBEHHOCTU

I'Ipanu'la OOKYMEeHTaUuMOHHOIo obecne4veHns 0eATeNIlbHOCTU opraHunsauunn

Mopsinok paGoTbl C AOKYMEHTaMM

TpeﬁOBaHI/IFl, npegvaBndaemMble K JOKyMEeHTaM B COOTBETCTBMUM C HOPMATUBHbIMU
akTaMun n rocygapcCrteeHHbIMU CTaHOapTamMmun

MpaBuna cocTaBneHnsi opraHM3aLMoHHbIX JOKYMEHTOB (MOSNOXEHWUIN, UHCTPYKLUNA,
pernamMmeHToB)

Buabl LOOKYMEHTOB, UX Ha3Ha4eHune

KoHcynbTaHTINOC
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OcHosBbl ﬂ,OKYMeHTHOVI JIMHIBUCTUKU

TpeboBaHus oxpaHbl Tpyaa

Iipyrve :
XapaKTepuUcTtukun

3.3.10. TpynoBas yHKUUs

CocrtaBneHuve n ogopmneHme YpoBeHb
HaumeHoBaHve | ynpaBreH4YecKomn AOKyMeHTaLmm Kog C/10.6 | (nogypoBeHb)
KBanudunkaumm
MpoucxoxaeHne 3ammcTBOBaHO 13
P A OpwuruHan X
TPYAOBOW OyHKLIMK opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
NpodecCcCUoHanbHOro
cTaHpapTa
TpynoBble AeNCTBYA CocTaBneHve MNpOEKTOB pacrnopsauTenbHbIX (NpyKasbl, pPacnoOpsPKEHUsT) U

WH(OPMALIMOHHO-CNPABOYHbBIX  OOKYMEHTOB  (CNnyXebHble nucbMa, ChnpaBKu,
[OoKnagHble 1 cny>kebHble 3anuckn)

Mevatb CJ'Iy)KGGHbIX OOKYMEHTOB U Opyrnx matepuanos

Pa3mHoxeHne cnyxebHbIX JOKYMEHTOB

KoHTponb  NpoOXOXOEeHUst [OOKYMEHTOB B  OpraHusauuMu  (corfacoBaHue,
noanucaHue 1 yTBepXkaeHne JOKyMeHTa)

Heobxoanmblie YMeHUA Pe,El,aKTMpOBaTb TEKCThI CJ'Iy)Ke6HbIX OOKYMEHTOB

Monb3oBaTbCs YHUDULMPOBAHHBIMK (hopMamu JOKYMEHTOB

OcbopmnATb  kaccoBble (OMHAHCOBLIE [OKYMEHTbI W [OKYMEHTbl MO  y4yeTy
HaknagHbIX PacxofoB

MeyaTatb cnyxebHble JOKYMEHTbI

Monb3oBaTtbcsa NnepudepuinHbIMmU YCTPONCTBAMN N OPITEXHUKOWN

Pa6oTaTb C KOMMbIOTEPOM, CKaHEPOM

Monb3oBaTbcst OPUCHBIM NakeTOM (TEKCTOBbLIV pefaKkTop, Tabnuubl)

lMonb3oBaTbCH 3NIEKTPOHHOM MOYTON

Monb3oBaTbCA CUCTEMAMU SNEKTPOHHOIO AOKYMEHTOO6opoTa

Ob6ecneunBaTtb 6e30MacHOCTb AEATENBHOCTM OpraHu3auum

KoHcynbTaHTINOC
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Heobxoaumble 3HaHusa | [paBoBble OCHOBbI YyNpaBrieHWsi (OCHOBbI agMUHUCTPaATUBHOrO, TPYAOBOrO W
XO3ANCTBEHHOro Npasa)

CTpyKkTypa opraHv3auuv, pykOBOACTBO CTPYKTYPHbIX MoApasgeneHuin, obpasupi
noanucen nuu, VMELMX NPaBO MOAMNUCAHUSA U YTBEPXKAEHUS OOKYMEHTOB, U
orpaHu4YeHns Nx 30H OTBETCTBEHHOCTU

I'Ipanu'la OOKYMEHTaUuMOHHOIo obecneyeHnss oesaTenbHOCTU opraHunsauunmn

Mopsagok paboTbl ¢ JOKYMEHTaMu

TpeGOBaHMﬂ, npeabsaBrideMble K JOKyMeHTaM B COOTBETCTBUMM C HOPMATUBHbIMU
akKTamMn n rocygapcrtBeHHbIMW CTaHAapTamMmun

Buabl OOKYMEHTOB, UX Ha3Ha4eHne

MpaBuna cornacoBaHns 4OKYMEHTOB OpraHM3aummn (BHyTPEHHErO U BHELLHEro)

I'Ipanma nognncaHna n yteepxageHmna JOKyMeHTOB

MpaBuna cocTtaBneHMss U 0POPMNEHUs  MHEOPMAaLMOHHO-CMPaBOYHbIX,
ynpaBlieH4YeCKUX OOKYMEHTOB U CJ'Iy)Ke6HbIX nmcem

OcHosBbl /J,OKyMeHTHOI7I JINHTBUCTUKN

paMmaTuyeckune npasuna Pycckoro Asblka

TpeboBaHus oxpaHbl Tpyaa

Apyrve -
XapaKkTepucTukn

3.3.11. TpynoBas dyHKUUA

OpraHusauusa paboTbl ¢ OKyMEHTaMM B YpoBeHb
HavnmeHoBaHue | npuemMHoli pykoBoautens Kog C/11.6 | (nogoypoBeHb) 6
KBanudukaumm

[NpouncxoxaeHne X 3anmMcTBOBaHO 13

OpwuruHan

TpyaoBoun hyHKLUMN opurnHana
Kog PernctpauynoHHbIn
opuruHana Homep
npodeccuoHanbHoOro
cTaHpapTa

TpynoBble aelictBusa | MonyyeHne, npegBapuTenbHOE PacCMOTPEHUE U COPTUPOBKa MOCTYMNatloLuX B
NPUEMHYIO PYKOBOAUTENS AOKYMEHTOB

MoaroToBka JOKYMEHTOB AJ1sl PACCMOTPEHMSI pyKOBOAMTENEM

Yyet OOKYMEHTOB, NOoCTynawwmnx Ha nMa pykoBoguUTeNA

Opl'aHVI3aLI,VIF| 0O0CTaBKM OOKYMEHTOB UCMOJTHUTENAM

KoHcynbTaHTINOC
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BeneHuve nHdopmaumMoHHO-CcnpaBoYHom paboThbl

KOHTpOJ'Ib NCMNOJIHEHNA OJOKYMEHTOB U nopyquw?l pykoBoauTend

Heobxoanmble ymeHus | PaboTtaTb € BxogsLLen, ncxoasaiwen, BHyTPEHHeN JOKyMeHTaunemn

Mornb3oBaTbCsl cMCTEMaMM 3MEKTPOHHOIO JOKyMeHTooGopoTa Ans pernctpaumu,
KOHTPOINS JOKYMEHTOB U MHGOPMAaLMOHHO-CNPABOYHOW paboThl C AOKYMEHTaMM

anMeHﬂTb I/IHd)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,MOHHbIe TeXHonornn Aana p860TbI Cc
LOOKyMEeHTaMu

CocTtaenstb 1 0hopMsTb HOPMATUBHbIE aKThl

Heobxogumble 3HaHUs | HopmaTuBHble NpaBoOBble  akTbl, HOPMAaTUBHO-METOAMYECKME  OOKYMEHTHI,
rocyfapcTBeHHble CTaHOapTbl, onpeAenstowmne nopsaok AOKYyMEHTaLMOHHOMO
obecneyeHnst yrnpaBneHuns

CTpyKTypa opraHu3aLmm, pyKoBOACTBO CTPYKTYPHbIX NodpasaeneHui

CoBpeMeHHble MHOPMALMOHHbIE TEXHONOMK paboTbl C AOKYMEHTaMM

Mopsaok paboTbl ¢ JOKYMEHTaMK, CXeMbl AOKYMeHToobopoTa

MpaBuna paboTbl ¢ BXOAAWMUMU, UCXOAALLMMUN U BHYTPEHHUMMU JOKYMEHTaAMU

I'Ipanma opraHunsaumn KOHTPONA WUCNONHEeHUA OOKYMEHTOB U TUNOBbIE CPOKU
MCNOJIHEHNA OJOKYMEHTOB

MpaBuna cocTaBneHWs aHanuMTUYEeCcKUX CnpaBOK MO opraHu3auun paboTbl C
OOKYMEHTaMM U KOHTPOSIO UCMOSTHEHNS! AOKYMEHTOB

MpaBuna cosgaHust M BedeHuss 6a3 [OaHHbIX CNyKeOHbIX [JOKYMEHTOB B
opraHusaumu

Cu1CcTeMbl BNEeKTPOHHOro AoKyMeHTooGopoTa

TpeboBaHus oxpaHbl Tpyaa

Iipyrve .
XapaKTepUcTtukun

3.3.12. TpypoBas pyHKUUs

OpraHusaumsi XxpaHeHUs1 JOKYMEHTOB B YpoBeHb
HavnmeHoBaHue | npuemMHol pykoBoauTens Kog C/12.6 | (nooypoBeHb)
KBanudukaumm
MpoucxoxaeHne 3ammcTBOBaHO 13
TPpyaoBON OYHKUMN Opururan X opurnHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
NpodeCCUOHAarNbLHOro
cTaHpapTa
KOHCVJ'I bTaHTINloC www.consultant.ru Crpanuua 28 ns 40

HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

pr,D,OBbIe DencTBumsi Pa3pa60TKa pasgenoB HOMEeHKNaTypbl Aen opraHm3aunn

dopmupoBaHne 1 0opMIIeHUe Aen NOCTOSAHHOO, 4ONITOBPEMEHHOIO CPOKOB

MogroToBka n nepegada gen B apxmB opraHn3aunn

HeobGxogumele PaspabaTbiBaTb HOMEHKNaTypy [Oen OpraHusaumMum C Y4eToM [OeNCTBYHOLIMX
yMeHMst HOPMaTUBHO-METOANYECKUX [IOKYMEHTOB

Wcnonb3oBaTtb HOMEHKInaTypy naen npm wu3sydeHun CTPYKTYypbl OpraHn3auuu,
COCTaBrieHun onucen gen

dopmupoBatb M O0POPMNATbL Jena B COOTBETCTBMM C  YTBEMKAEHHOM
HOMEHKNaTypour Aen opraHnsaumu

Ob6ecneunBaTb COXPaHHOCTb AOKYMEHTOB OpraHu3aumm

npOMSBOE,I/ITb noAroToBKy Aaen and nepenadun B apxme

MpuMeHsTL  MHPOPMALIMOHHO-KOMMYHVKALMOHHbIE TeXHomnoruM Ans paboTbl ¢
JAOKYMeHTaMu

Heobxooumble 3HaHusi | HopmaTuBHble  MpaBoBble  akTbl, HOPMAaTUBHO-METOAMYECKME  [OKYMEHTbI,
rocyfapcTBeHHble CTanAapTbl, onpedensiowmne MnopsSAoK AOKYMEHTaLMOHHOMO
obecrneyeHns ynpaBneHusi

Buobl HomeHknatyp, ob6uime TpeGoBaHMS K HOMeHKNaType, MeToavKka ee
COCTaBMeHUs U 0chopMIEHUS

Mopagok opmupoBaHMa U ogopMieHNa aen € ykasaHuem  crneundukm
dhopMMpoBaHMs OTAENbHbBIX KaTeropu aen

I'Ipanu'la XpaHeHuda aern, B TOM 4nucrne ¢ JOKyMeHTaMn OrpaHn4YeHHoOro 4ocTtyna

MpaBuna BbliAauYm M NCNONb30BaHUS JOKYMEHTOB U3 COOPMUPOBAHHBIX Aen

TpeboBaHusi oxpaHbl Tpyaa

I'Ipanma noAroToBKM U nepenayn aen B apxme opraHnsaumn

Apyrve -
XapaKTepPUCTUKM

3.3.13. Tpygosble hyHKLMUN

YpoBeHb
HanmeHoBaHne | O6ecneyeHune pykoBogmTens uHgpopmaumen Kopg C/13.6 | (nogypoBeHb) 6
KBanudgukaumm
MpouncxoxgeHne 3anmcTBOBaHO 13
TPYAOBOM OYHKLMK Opururan X opuruHana
KOHCVJ'I bTaHTINloC www.consultant.ru Crpanuua 29 mns 40
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Kog PervctpaunoHHbIn
opuvruHana Homep
npodeccMoHanbLHoro
cTaHgapTa
TpynoBble fencTens C6op v nepepaboTka UHdoOpMaLmm, Heo6XoAMMON AN NPUHATUS 060CHOBaHHBLIX

ynpasJieH4eCKnX peLLIeHVII?I

MpoBepka [OOCTOBEPHOCTW, MOMHOTHI M HEMPOTMBOPEYMBOCTU  JdaHHbIX,
UCKMoYeHVe ay6npoBaHus uHcopmaumm

HDEAOCTaBJ'IEHVIe AaHHbIX B €ANHOM U Yﬂ,06HOM ansa BOCNpUATUA cbopmaTe

BhisiBneHne Hanbonee 3Ha4YMMbIX KpUTEPUEB cUcTemMaTM3aumMn HopmMaumm ans
co3aaHusa 6a3 gaHHbIX

dopmupoBaHue n Ucnonb3oBaHue 6as AaHHbIX B OpraHn3aumm

Heobxogumble ymeHus | OcywecTBnaTe cbop, 06paboTky M aHanua MHgopMauum B COOTBETCTBUM C
TpeboBaHUAMN  KPaTKOCTM, YETKOCTM  (DOPMYNMPOBOK, CBOEBPEMEHHOCTM
NOCTYNMEHNs,, TOYHOCTU M [OCTOBEPHOCTU, OMTUMANbHOCTU CUCTEMATU3ALMMU,
HenpepbIBHOCTM cbopa 1 06paboTkn nHGopmaLmm

OcyLlecTBNATb perncTpaumio, HakonneHne U nepefadvy, cucteMatu3anpoBaHHoe
XpaHeHue 1 Bbigadvy MHpopmauum B Tpebyemon hopme

CoctaBnatb 1 O(bOpMJ'IFlTb CBOOHble, OTYETHbIE, CTaTUCTUYECKME OOKYMEHTDI

OcyuwectBnsate 00paboTky UK CTPYKTypuMpoBaHue uHdopMauuu, obpasys
NHOPMaLIMOHHbIE PECYPChI

BBoauTb HOBblE AaHHbIE B CI'IpaBO‘-IHO-MHq.)OpMaLI,I/IOHHbIe CUCTEMDbI

BBoguTb B NamsATb KOMMbOTEPA 3J1IEKTPOHHbIE 06pa3b| OOKYMEHTOB

Mpou3BoauTb MOWUCK WMHEPOPMaLMM B CyLECTBYIOLWMX 6asax [OaHHbIX, BecTu
MH(POPMALIMOHHO-CNPaBOYHYl0 paboTy Ha OCHOBe pasnMyHbIX KOMGUHALMiA
MOWCKOBBIX NPV3HAKOB

MpUMeHATb MHPOPMALMOHHO-KOMMYHMKALIMOHHbBIE TEXHOMOMM

Heobxogumble 3HaHuss | OcoGEHHOCTU (POPMMPOBAHMSA BHEWHUX W BHYTPEHHMX WMHMDOPMALMOHHBIX
MOTOKOB

CocTaB BHELUHUX MH(*)OpMaLI,I/IOHHbIX NOTOKOB

CocTaB BHYTPEHHUX MH(OPMAaLIMOHHbLIX MOTOKOB

CTpyKTypa opraHusauumn 1 nopaaok B3anMoaencTBusa noapasneneHunin n cnyxo

OcobeHHocTH hopMMpoBaHKs 6as AaHHbIX B OpraH13aumm

CoBpeMeHHble Hay4yHble MeTodbl U TeXHUYEeckue cpencTBa, CnocoGCTByOLME
cbopy, 06paboTKe, COXpaHEHMIO 1 Nepeaaye MHPOPMaLMOHHBIX MOTOKOB

MeToabl 06paboTkM MHpOPMaUMKN C NMPUMEHEHUEM COBPEMEHHbIX TEXHUYECKMX
CPEeACTB KOMMYHUKALIMIA U CBA3W, BbIMUCIIUTENBHON TEXHUKN

KoHcynbTaHTINOC
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TpeboBaHus oxpaHbl Tpyda

Apyrve
XapaKkTepucTukn

3.3.14. TpynoBas dyHKUUA

OpraHusaunst UHpOpPMaLMOHHOTO YpoBEHb
B3auMOOENCTBUSA PYKOBOAMTENS C
HaumeHoBaHve A Py A Kona C/14.6 | (nogypoBeHb) 6
noapasfeneHnsiMn 1 4OMKHOCTHLIMK NMLAMM
KBanudukaumm
opraHu3aumu
MpoucxoxaeHne WMCTBOBAHO 1
p KA, OpurvHan X 3anMmMcTBOBaHO 13
TPy£oBoW dyHKLMM opuruHana
Kog PernctpauynoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHgapTta
Tpynoosble genctens | MHdopmumpoBaHne paboTHUKOB OpraHusauum 0 peLleHnsX pykosogutens
OpraHusaumsa obMeHa nHdopMaumen mexay nogpasgeneHnaMm u AOIMKHOCTHBIMU
nMuamm opraHusaumm
OnoBeLleHne paboTHMKOB O NPEACTOSALLMX MEPOMPUATUAX
OpraHusaumsa BCTpeY TPyAoBOro KONekTuea ¢ PyKoBOACTBOM
WHdopmumpoBaHre pykoBoautens o6 obpalleHusx COTpyAHWKOB No pabounm u
NINYHBIM BOMpocam
Heobxogumble Mcnonb3oBaTtb CoBpeMeHHbIE TexHoMnorun cbopa u nepegayun nHpopmaummn
YMEHHS
Ocyuwectenate cbop u nepepaboTky wuHdopmaumu, Heobxogumown Ans
AeATenbHOCTU
OcyuecTBnsATb cUCTEMaTU3aLMIo NONyYaeMblX U NepefaBaeMblX AaHHbIX
OcyllecTBNAaTe MNPOBEPKY [[OCTOBEPHOCTW, MOMHOTbI W HEMPOTUBOPEYMBOCTU
AaHHbIX, NCKNtoYeHne Ay6nmposaHns nHdopmaumm
MpepocTaBnATb AaHHbIE B €0UHOM 1 YyAOOGHOM And BocnpuaTusa dopmaTte
MHorokpaTHO MCnonb3oBaTb MOMYyYEHHYI0 WHGOPMaLMIO, NOCTOAHHO OBHOBMATHL
OaHHble
Ob6ecneynBaTb onepaTMBHOCTb MH(OPMALIMOHHBIX NOTOKOB
PaboTtaTb ¢ KOMNbIOTEPOM, UCMNOMb30BaTh OUCHBIM NakeT (TEKCTOBLIM pedakTop,
Tabnuubl)
KoHcynbTaHTINOC

www.consultant.ru
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Heobxoaumble 3HaHusA | HopmaTuBHble  NpaBoOBble  aKTbl, HOPMAaTMBHO-METOAMYECKME  AOKYMEHTHI,
rocygapcTBeHHble cTaHaapThbl B cdepe AeaTenbHOCTU opraHn3aumm
CTpykTypa  opraHv3aumv,  pyKOBOOCTBO  CTPYKTYPHbIX  MOApasdeneHun,
HanpaBneHus OesATEeNbHOCTU  OpraHuM3auunm U KOMMETEHUUM  CTPYKTYPHbIX
noapasaeneHnii U AOMKHOCTHbIX MLy
Knaccudpumkauusa  ynpaBneHyeckon uwHdopmauun, BuAbl  ynpaBreHYecKom
MHdopMaLnn
dopMbl NpegocTaBneH1s ynpaeneH4yeckon nHpopmaumm
MICTOYHMKM ynpaBrieH4Yeckon nHgopmauum
MeToguka otbopa UCTOYHMKOB MHbopMaLmn
TpeboBaHus, NpeabaBNAeMble K ynpaBreH4Yeckon nHpopMaLmm
TpeboBaHus oxpaHbl Tpyaa
Apyrve -
XapakTepPUCTUKM
3.4. O6obLweHHasa TpygoBas pyHKUUS
MHdopMaLMoHHO-aHanmMTu4eckas u
raHM3auMoHHO-agMUHNCTPaTUBHas BEHb
Hanmerosanne | OPrarvsaunonto-an cTpa a Kopn D Ypose
nogaepkka AesTenbHOCTU PyKOBOAMTENS KBanudmkalmm
opraHusaumm
Mpouncx HK
poucxoxaeHme - 3anMmMcTBOBaHO 13
06006LLEeHHOI TPYOOBOK OpurmHan X
opurnHana
PyHKUNN
Kog PervctpaunoHHbIn
opuruHana Homep
nNpodeCCUOHArNbHOIo
cTaHgapTa

Bo3MOXHble HaMMeHOBaHNS
DOMKHOCTEN, npodeccui

MNomoLHMK pykoBoautena

TpeboBaHusa k 0bpasoBaHuUto U
0oby4eHunto

Bbicliee obpasoBaHue - 6bakanaspuat

[ononHuTensHoe npodgeccrmoHansHoe o6pasoBaHmne

TpeboBaHus K ONbITy
npakTuyeckon paboTbl

He mMeHee Tpex neT no npodunto AeaTeNlbHOCTM opraHmMsaunm

Ocobble ycnoBus gonycka K
paboTte

Opyrue xapakTepucTukm

KoHcynbTaHTINOC

www.consultant.ru
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[ononHutenbHble XapaKTepucTtukumn

HavmeHoBaHWe JoKyMeHTa Kopg, HanmeHoBaHne 6a30BoW rpynnbl, JOMMKHOCTM (Mpodeccnm)
Unn cneunanbHOCTU
OK3 2432 BubnuoTekapwu, Bubnuorpadbl, JOKyMeHTOBEAbI U
crneunanuncTbl poacTBEHHbIX Npodeccui
OKCO 032001 [lokymeHTOBeAeHME U JOKYMEHTAUNOHHOE obecrneyeHne
yrnpaeneHus
032002 [okymeHTaunoHHOe obecneyeHne ynpaBneHms un
apxvMBoBeaeHue
3.4.1. TpypoBble pyHKLMM
dopmupoBaHue MHGPOPMaLNOHHOIO YpoBeHb
HanmeHoBaHMe | B3anmopgencTBus pykoBoguTens ¢ Kopg D/01.6 | (nogypoBeHb) 6
opraHnsaumsiMmm KBanugukaumm

MpoucxoxaeHne o X 3ammcTBOBaHO 13
Tpy4ooBON OYHKUMN purHan opurnHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
NpodeCCUOHarnbLHOro
cTaHpapTa

prD,OBbIe DencTBeus OT60p NCTOYHWNKOB VIH(*)OpMaLI,I/II/I B COOTBETCTBMA C 3adaHHbIMU KpUTEPUAMU

O6paboTka 1 MHTepnpeTaunst MHopmaLumm 4ns NOAroTOBKM NPOEKTOB peLleHnn

MoaroToBKa 3anpocoB MO MOPYYEHWU0 PYKOBOAUTENS Ha NoslyYeHne JOKYMEHTOB U
MHGOPMaLMM B OpraHax rocyapCTBEHHON BacTh U yrpaBneHusl, 0BGLLEeCTBEHHbIX
opraHu3auusix 1 nosly4eHne COOTBETCTBYIOLLEN MH(OPMAaLMK 1 JOKYMEHTOB

MHdopMrpoBaHne pykoBoaUTENS O pesynbTaTax PacCMOTPEHMST 3arnpocoB WU
obpalyeHui

OpraHusauusi peLueHnsi BONpocoB, He Tpebylowmx HenocpeacTBEHHOro yyacTus
pyKkoBOAUTENS

MogrotoBka MaTepuanoB AOfis yyacTus pykoBoauTenst B paboTe pasnuyHbIX
CTPYKTYp B COCTaBe [OCYAApPCTBEHHbIX W  MyHMUMMNANbHLIX  OPraHoB,
00LeCTBEHHbIX OpraHn3auui

MogroToBka OOKYMEHTOB OJ14 3aKIr4yeHus cornaweHmn o coTpyaHu4yectee C
OEeNoBbIMU NapTHEpPaMun

VIH(*)OpMI/IpOBaHI/Ie 0enoBblX MapTHEpPOB U 3aMHTEpPEeCOBaHHbIX OpFaHMSaLlMIZ o
peweHnax pykosoanTena B Xxoae BbINOJIHEHUA cornaweHun

Heobxognmble AHanusnpoBaTb W OTOMpATh WCTOYHUKM WHGOpPMaumMmM B COOTBETCTBUM C
yYMeHUaA Kputepnamm nNONHOTbI, OOCTOBEPHOCTW, CBOEBPEMEHHOCTU npeaocTaBlieHnA
WHopmauum
KoHcynbTaHTINIOC
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Cobupatb, obpabaTtbiBaTb M aHanMaMpoBaTb WHGOPMaLUIO B COOTBETCTBUU C
3afaHHbIMU TpeboBaHNUAMM

MepepaBaTb MHOPMALUIO B CUCTEMATU3NPOBAHHOM BUAE

O6pabaTbiBaTb M CTPYKTYpUpOBaTb WHGOpMauuto, o6pasys MHGOPMaLUOHHbIE
pecypchl

Mpou3BoauTb MOUCK WMHGOPMAaLMM B CYLLECTBYIOLWMX 6a3ax OaHHbIX, BECTU
MHGOPMaLMOHHO-CMPaBoYHyl0 paboTy Ha OCHOBE pasfUuHbIX KOMGUHaLWI
MOWCKOBbIX MPV3HaAKOB

Ob6ecneunBatb MHPOPMAaLIMOHHYO Be30NacHOCTb OpraHu3aumum

PaGoTaTb C KOMMNbIOTEPOM, UCMONb30BaTh OUCHBLIN NAKET (TEKCTOBLIA peaakTop,
Tabnuubl)

Heobxoanmble 3HaHUS BHyTpeHHHFl N BHELLHAA NOJIUTUKA opraHn3auunm

MpYHUMNbI NPEACTaBUTENBCTBA B FOCYAapPCTBEHHbLIX OpraHax, opraHax MecTHOro
camoynpaBneHusi, CTOPOHHUX OpraHn3aLmsax U NopsaoK B3avMOAEeNCTBUSA C HAMM

rlpI/IHLI,I/II'IbI n metToabl agMUHNCTPUPOBaHUA

OcobeHHOCTU  (POPMMPOBAHUST  BHELUHWX W BHYTPEHHUX WMH(OPMALMOHHbIX
NOTOKOB

CprKTypa opraHunsauunm n nopAagok B3aUMOAENCTBUSA I'IOD,pa3D,eJ'IeHVIl7I n CJ'Iy)K6

MpaBuna hopmmnpoBaHusa N NCnonb3oBaHMa 6a3 gaHHbIX

CoBpeMeHHble Hay4yHble MeToAbl U TEeXHWYECKMe CpencTBa, CcrnocobceTByoLme
cbopy, 0bpaboTke, coxpaHeHUIo 1 Nepegaye nHbopmaumm

MpaBuna 3awmTbl KOHUAEHLMANBHOM CnyXebHon nHdopmaumm

CoBpeMeHHble MHOPMAaLMOHHbBIE TEXHOSOMM

Iipyrve :
XapaKTepuUcTtukun

3.4.2. TpynoBas pyHKUMS

AHanus nHgopmaumm n NoAroToBKa YpoBeHb
HaumeHoBaHve | MHOpMaUWOHHO-aHanUTMYeckux matepuanos | Ko D/02.6 | (nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHne 3ammcTBOBaHO 13
TPpyaoBON OYHKUMN Opururan X opurnHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
NpodeCCUOHAarNbLHOro
cTaHpapTa
KOHCVJ'I bTaHTINloC www.consultant.ru Crpanuua 34 uns3 40
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[aTta coxpaHeHus: 17.05.2019

TpynoBble AeicTBuMs C6op, nepepaboTka 1 aHanu3 MHopMaLMn AN peLleHnUs 3aaad, NocTaBNeHHbIX
pykoBoauTernem

MNoaroToBka I/IH(*)OpMaLI.I/IOHHO-aHaJ'II/ITI/I‘-IeCKI/IX maTtepuanos

Pa3pa60TKa TeMaTU4EeCKOro nnaHa O630pHOFO OOKyMeHTa, AoKnaaa

OnpepneneHune kpyra 6nbnunorpaduyeckmx NCTOHYHUKOB

Moa6op MCTOYHMKOB WM NUTepaTypbl Mo TeMe o63opa, AoKNaga, aHanuTU4Yeckon
crnpaBku

HanucaHune n opopmnenne 063opa, foknaga, aHannMTUYeCckon cnpasku

Heobxoanmble YMEHUA Pa3pa6aTblBaTb TemMaTU4eCKnin nnax 0630pa, Jokrnaga, aHanuMTuyeckomn cnpaBku

ObocHoBbIBaTb akTyanbHOCTb Mpobnembl, KOTOPYH MpPeacTouT OCBETUTb B
ob3ope, foknage, cnpaske

Monb3oBaTbCcs  MH(POPMAUMOHHBIMKM ~ pecypcamMuM U CUCTeMaTU3MpoBaTb
MHDOPMaLMIO NO 3a4aHHLIM KpUTEPUSAM

I'IpaBMano MHTEPNPEeTUPOBaThb MOJ1y4YeHHble OaHHble U NpeaocCTaBlidTb UX B
cucremaTtnanpoBaHHOM Buge

OI'Ipe,D,eJ'IFlTb KPpyr UCTOYHMKOB W nunuTepaTtypbl, HeobGXxoauMbIX ANs NOAroTOBKM
I/IHCt)OpMaLI,I/IOHHO-aHaJ'II/ITI/I‘-IeCKI/lX mMaTtepuanoB

M3naraTb MmaTepuan B NorM4eckon nocrnegoBaTesibHOCTH

I'Ipowssop,mb aHanna3 " OUeHKY U3N0XeHHOro Mmartepuana

OcbopMnsiTb TEKCT B COOTBETCTBYIOLLEM CTUIIE

Penaktun poBaTb TEKCT JOKYMEHTOB

dopmynmpoBaTh BbIBOAL! Y pEKOMEHAALMN

OcylwiecTBnsaTb aBTOMaTM3aLMi0O MNpoLeccoB cbopa, XpaHeHus W Bblgayu
MHdopMaunn

Monb3oBaTbCcA YyCTPOWCTBAMM aBTOMAaTU3MPOBAHHOM 06paboTkM TeKCTOBOM
nHdopmaumm n poToHabopHbLIMU YCTPOUCTBaMM

[MpUMEHSITb BBLIMUCIIUTENBHYIO TEXHUKY W MHGOPMAaLMOHHbIE TEXHOMOrMKM ANis
3KOHOMMYHOW W pauMoHanbHOW opraHuMsaumm MHEAPOPMAaLMNOHHBLIX MNPOLECCoB,
NOBbILLUEHUS UX TMOKOCTU U ANHaAMUWYHOCTU

Mpoun3BoauTb  NUTEPaTyPHO-CTUITUCTUYECKYID 00paboTKy TeKkcTa, MpPOoBEPKY
FIOrMYecKkoil nocreaoBaTeNbHOCTU WU3FOXKEHWsl, aHanmMaa U OLEHKW, HamnucaHusi
BbIBOAOB U pekoMeHaaLuii

anMeHﬂTb OCHOBbI MCUXOSIOMNKN AENOBOro 00LLEHUS

KoHcynbTaHTINOC
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Heobxoanmble 3HaHUS HOpMaTVIBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeToaAMNYEeCKMe  OOKYMEHThI,
rocyoapCrtBeHHble CTaHO4apThbl B cq)epe AeAaTenbHOCTU opraHn3aunn

CTpykTypa  opraHusaumu, PyKOBOACTBO  CTPYKTYPHbIX  rogpasfaeneHui,
HampaBneHusa OeATeNbHOCTU OpraHusauMm U KOMMETEHLUMU  CTPYKTYPHbIX
noapasaeneHnn U OOMKHOCTHBIX N

Knaccudpukauma  ynpasneHdeckoM  uWHdopmauun, Buabl  yrnpaBneH4YeCcKon
MHdopMaLunn

(DOprI npepnoctaBiieHnsa ynpaBnqueCKoﬁ I/IHd)OpMaLI,I/IM

VICTOYHUKM  ynpaBneH4vyeckon wHdoOpMauMM, MeToguka oTbopa MCTOYHUKOB
NMHpopmaumm

TpeboBaHus, NpeabaBnsemble K yNpaBrneHYeckon MHopMaLuum

OcobeHHOCTN pedepnpoBaHnsa  UHOpMauun, crneumduka odopmMIieHUs 1
COCTaBMeHus aHHoTaLmKn, pedepartos, 0630poB, JOKNAA0B

KaTteropun notpebuteneil, Ha koTopble ByaeT paccumTaH AaHHbI 0630p, Aoknag

MeTtoabl 06paboTkm MHOpMaUMM C NPUMEHEHMEM COBPEMEHHBIX TEXHUYECKUX
CpeacTB KOMMYHUKaLMIA U CBA3W, BbIYMUCINTENBHON TEXHUKM

CTpykTypa WHMOPMAaUMOHHBLIX W3OaHUA B  3aBUCMMOCTM OT  Xapaktepa
WMHopMaunn 1 LienesBoro HasHayeHUss MHPOPMaLMNOHHBLIX U3[aHUI

CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cucTtemaTusaummn MHopMaLuum

VCTOYHUKM MHpopMaumn: katanorn 6ubnmoTek, XXypHarnoB, MOMCKOBbIE CUCTEMbI
WHPOPMALIMOHHO-TENEKOMMYHUKALUMOHHON ceTn "HTepHeT", anekTpoHHble 6a3bl
OaHHbIX

dyHKUMOHanNbHOE Ha3HayeHne ob3opa (Oubnuorpadudeckoro, pedepaTBHOrO,
aHanMTUYEeCKOro) kak CpeAcTBa OpUeHTauuu uuTatens B AOKyMEHTarbHOM Wnn
NHOPMALIMOHHOM NOTOKE

OcobeHHoCcTM 0bLLeHay4HOM 1 NparMaTn4eckon yHKLMn 0630poB

MpaBuna paboTbl C BHELUHUMW HOCUMTENSMU MHPOopMaLn

HOpMaTVIBHbIe LOOKYMEHTbI, rocygapCrtBeHHble CTaHOapThbl B obnactn
DeATeNIbHOCTU opraHnsauun

MoHaTUe 1 cneuuduka Gubnmorpadudeckoro, pedepaTUBHOIO 1 aHanUTUYECKOro
NHAOPMALIMOHHOTO U3AaHNA

CI'IpaBO\-IHI:Ie npaBoBble CUCTEMDI

Iipyrve -
XapaKTepUucTtukun

3.4.3. TpypoBas pyHKUMS

KoHcynbTaHTINOC
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OpraHusauunsa 4enoBbIX KOHTAKTOB U YpoBeHb
HanmeHoBaHMe | NpOTOKOMbHLIX MEPONPUSATUIA Ko D/03.6 | (nogypoBeHb)
KBanudukaumm

[NpouncxoxaeHune MMCTBOBAHO "
P o OpwuruHan X 3anMCTBOBAHO U3
TPYLOBOW OYyHKLIMM opuruHana

Koa PernctpauynoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHpapTa

pr,D,OBbIe OencTBusi OpFaHI/ISaLIMFl N nnaHUWpoBaHMe [OenoBblX KOHTAKTOB, BCTpeY W Nnoe3nokK
pykoBoguTensa

OpraHuzaumnsa  3acefaHuln, COBEWaHWi U MepPOmnpuUATUA,  NPOBOLAMMbIX
pyKoBOAMTENEM

MogroToBka mMmaTtepuanoB and coBeLLaHnin, BeaeHne un O(*)OpMJ'IeHI/Ie NPOTOKOJ10B

lMoaroToBka NpeseHTaLmMn NO yKkasaHUo pykoBoguTenst

MogroToBka n nposeageHne I'IpeCC-KOH(bepeHLl,I/IFI pykoBoauTensa

Bctpeya yuyacTHMKOB neperoBopoB, obecneyeHne wux WUHGOPMALMOHHBIMU
MaTepuanamu, BeeHue 3anncen neperoBopos

Heobxoanmble YMEeHUaA CocTaBnaTtb NnaH noesnku pykoBoauTend

O(*)OpMJ'IFlTb OOKYMEHThI, HeobGxoguMble Ons OernoBOW NOe3nKu, KOMaHONPOBKK
pykoBoguTensa

CocrtaBnate M ocopMNATL NPOTOKOMbI  COBELLAHUNA, 3acedaHun U Opyrux
KOHCbepeHTHbIX MepOI'IpI/IﬂTI/IVI, roToBUTbH CMUCOK Y4YacCTHWUKOB, MNOBECTKY [OHA,
SIBOYHbIE NUCTbI N MPOEKTbl UTOrOBbIX OKYMEHTOB

CoctaBnatb n pecc-pennsabl

BecTu neperoBopbl ¢ NapTHepamu

PaboTtatb B pexnmve mHoro3aga4HocTu

PabotaTb ¢ 6onbwmnm 06 beMOM MHGOPMaLIMK

Co3gaBatb ¥ NoAAepXUBATb  MONOXWTEMbHBIN  UMWMOK ~ OpraHuMsauumM  u
pyKoBoauTens

VMcnonb3oBaTtb BbI4YNCITUTENTbHYHO TEXHUKY n
I/IH(bOpMaLI,VIOHHO-KOMMYHVIKaLI,VIOHHbIe TexHonormm ans 6onee 3KOHOMUYHOW W
paLl,VIOHaﬂbHOI7I opraHunsauunm VIHCbOpMaLI,VIOHHbIX npoueccos, MOBbIWWEHNA WX
rMMBKOCTN N ANHAMNYHOCTU

O6ecneuvBaTh MHGOPMAaLIMOHHYIO Ge30MacHOCTb OpraHM3aLum

KoHcynbTaHTINOC
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Heobxoanmble 3HaHUS HOpMaTVIBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeToaAMnYeCKne  [OOKYMEHThI,
rocyoapCrtBeHHble CTaHO4apThbl B cq)epe AeAaTenbHOCTU opraHn3aunn

CTpyKkTypa opraHu3aumm, pykoBOASLLMI COCTaB OpraHv3auuv 1 noapasgeneHui,
HanmpaBneHusa OeATenbHOCTU OpraHu3auuM W KOMMETEHUUM  CTPYKTYPHbIX
noapasaeneHnin U OOMKHOCTHBIX NL

Mcuxonorns AenoBoro o6LeHns, OCHOBDI KOH(*)J']I/IKTOJ']OI'VIVI

MpaBuna npoBeaeHWs AenoBbIX NEPErOBOPOB U NPOTOKOSbHBIX MEPOMNPUATUIA

OTUKET N OCHOBBI MeXOyHapOo4HOro npoToKoa

MpaBuna coctaBneHus n opopMnIeHns JOKYMEHTOB

MpaBuna 3awmnTbl KOHUAEHLMANBHOW cnyXebHon nHdopmaumm

WHopmaLMOHHO-KOMMYHMKALIMOHHBIE TEXHOMNOMNK

Apyrve -
XapaKTepPUCTUKM

3.4.4. TpygoBaa yHKUMNA

YpoBeHb
Kopg D/04.6 | (noaypoBeHb)
KBanudgukaumm

OpraHunsaums NCMoTHEHNS peLUeHn
pykoBoauTens

HanmeHoBaHue

MpouncxoxgeHne
TPYAOBOM OYHKLMK

3anmcTBOBaHO U3

WUIvIH X
Op an opurmHana

Kop, PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoOro
cTaHgapTa

Tpynosble gencteus | [lokymeHTanbHoe oOdopMIieHMe pelleHur  pykoBoauTens, [[oBedeHne o
cBegeHns paboTHMKOB OpraHM3aumm YCTHbIX PacnopsikeH pykoBoanTens

KOOp,D,VIHaLI,VIFI AeATeNnbHOCTU NO UCMNOJTHEHUIO peLIJeHVIVI pykoBoguTena

KOHTpOnb MCNOMHEHUS peLLeHni pyKoBoauTens

MogroToBKa OTYETOB O BbIMNONIHEHUM nopyquMVl n peLIJeHI/I17I pykoBoauTena

Heobxoanmble CocTaBnsiTb M 0hOPMIATbL AOKYMEHTbI, COAepKaLLme NOpyYeHNUs U PacnopsKEHUS
yMeHUsi pyKkoBOAUTENS

BecTn yuyeT nopyyeHuit pykoBoAWUTENS, TPEOYIOWMX KOHTPOMS MO CyLUecTBY
pelueHusi Borpoca

YeTKo 1 BbICTPO NPUHMMATL peLLeHUs B npoLiecce paboThl

MponsBoanTb aHanM3 UCNONMHUTENBCKOW OUCLUNINHBI

KoHcynbTaHTINOC
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CocTaBnaTb aHanMTUYeckne OoT4veTbl U CrnpaBku no pesynbtatamMm WUCNOJTHEHUA
nopy4YeHnn n pacnopsaxXeHmm pykosogntens

Morb3oBaTbcA CUCTEMaMM SNIEKTPOHHOTO AOKYMEHToo6opoTa

rlpI/IMeHFlTb BblYNCITUTENTbHYIO TEeXHUKY W" l/IH(bOpMaLLI/IOHHO-KOMMyHI/IKaLI,MOHHbIe
TeXHoNormm gns 3KOHOMUYHOM n paLI,VIOHaﬂbHOIZ opraHmnsauunmn VIH(*)OpMaLI,I/IOHHbIX
npoueccos, NoBbILLEHUA X rMMOKOCTN N ANHAMNYHOCTU

ObecneunBaTb 6Ge30MacHOCTb OEATENLHOCTU OpraHn3auum

Heobxogumble 3HaHusl | HopMaTuBHblE  MpaBoBble  aKTbl, HOPMATMBHO-METOAMYECKME  OOKYMEHTb,
rocy4apCTBEHHbIE CTaHAapThbl B chepe AeATeNbHOCTU opraHusaLmm

CTpykTypa  opraHv3auuM, PYKOBOACTBO  CTPYKTYPHbIX  MNoapasaeneHuit,
HanpaBneHnsa [OeATeNlbHOCTM OpraHMsauMnm U KOMMETEHUMU  CTPYKTYPHbIX
nogpasaeneHnii n QOMKHOCTHBIX NNl

MpaBuna npoBeaeHWs KOHTPOIS UCNOMHEHWS NOPYYEHUA PYKOBOAMTENS

TexHonornsa BegeHus KOHTPOJA UCMOJTHEHNA nopyquMPl pykoBoauTend

Cucrtembl 3NeKTPOHHOro OKyMeHToobopoTa, 6a3bl JaHHbIX

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve -
XapaKTepUnUcTukun

IV. CBeneHust 06 opraHusaumsix - paspabotumkax
npodeccnoHanbHoro cTaHgapTa

4.1. OTBeTCTBEHHAsA OpraHM3aLmsa-pa3paboTymk

HIM "HaumoHanbHas accoumnaumsa 0UCHbIX CeLmanmcToB U agMUHUCTPaTUBHBLIX paboOTHNKOB", ropop,
Mockea

OupekTop XntocHesa Jllogmuna MNeTpoBHa

4.2. HanmeHoBaHus opraHmM3auun-paspaboTymkoB

1 AHO "AreHTCTBO CTpaTermieckmux MHMLmnaTuB no NpoaBMKEHMO HOBLIX NpoekToB", ropon MockBa

2 AHO "YensbuHckoe permoHanbHOe areHTCTBO pasBuTus kBanudmkaumn®, ropoq YenabuHck

3 AHO BI1O "MexpernoHanbHbIn OTKPbIThIN COLManbHbIA MIHCTUTYT", ropog WMowwkap-Ona, Pecnybnuka
Mapuin On

4 Bonrorpagckas ToproBo-npomebilinieHHas nanarta, ropog Bonrorpag

5 Y "Bcepoccuncknin Hay4yHo-ncernenoBaTenbCkUi MHCTUTYT JOKYMEHTOBEAEHNS U apXvMBHOro gena”
(BHUMOAL), ropoa Mockea

KoHcynbTaHTINOC
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6 HOY OHO "HCTUTYT nHdopmaumoHHbIX TexHonorun "AnTu", ropog Mocksa

7 O6Lwepoccrinckmin npodcoto3 paboTHUKOB rocyAapCTBEHHbIX YUPEXAEHUIA U 0BLLECTBEHHOIO
obcnyxumeanns Poccunckon ®enepaunmn, ropog Mockea

8 Obuwepoccuiickoe MexoTpacrneBoe obbeanHeHne paboTtoaaTtenen "Hukens", ropog Mocksa

9 00O "MaiikpocodT Pyc", ropog Mocksa

10 OO0O "UeHTp akcnepTusbl n ceptucukaumm”, ropog Mocksa

11 OO0 "3nekTpoHHbIE 0hUCHBIE cncTembl”, ropog Mockea

12 [MoBOMKCKMN MHCTUTYT ynpasnexnus nmenu MN.A. CtonsinuHa - punman ®Ire0Y BIMO "Poccuickas
akageMus HapoOHOro X03AWCTBa U rocygapcTBeHHOM cnyx6bl npu Mpe3ngeHTte Poccuiickon
depepaumn”, ropoa CapaToB

13 OrAQY ANO "Akagemus cTaHgapTusaumm, MeTponorum u ceptudpumkanmmn”, ropog Mockea

14 OIrbOY BI10O "TeH3eHCcKMIn rocygapCTBEHHBIN yHUBepcuTeT", ropos NeHsa

15 OIrBOY BI10 "Poccuiicknii rocyaapCTBEHHbIN 'yMaHUTapHbIN yHUBepcuTeT", kadeapa
OOKymeHTOoBeAeHus, kadenpa ACOOY, ropoa Mocksa

16 OIBY "Hay4yHo-nccrnenoBaTenbCKkUi MHCTUTYT TPyAa M coumanbHOro ctpaxoBaHusa” MyHucTepcTBa
Tpyaa v coumnanbHom 3awntbl Poccuinckon ®egepaumm, ropog Mocksa

17 ApocnaBckas ToproBo-NpoMmblILLNIEHHAs nanaTa, ropoa Apocnasnb

<1> O6LwepoccrMmnckunii knaccudukaTop 3aHATUN.

<2> O6LepoCcCUnCKMin knaccudmnkaTop BUAOB SKOHOMUYECKOW AEATENTbHOCTH.

<3> Ob6Lepoccumncknin knaccudurkaTop cneumnansHoOCTen No obpasoBaHuto.

<4> EAnHbIN KBanMUKaLNOHHBIN CNPaBOYHNK JOMKHOCTEN pyKOBOAUTENEN, CNELNanncToB U ApYrnx CriyXallmx.

<5> O6wepoccumnckni knaccudukatop npodeccuii paboumnx, JOMKHOCTEN CRyXaLlumxX U TapudHbIX pa3psagos.

KoHcynbTaHTINOC
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