06 yTBEpXAeHN NpoteccnoHanbHoro ctaHaapTa "CrneunanncT no opraHn3aLnoHHOMY U JOKYMEHTaLnoHHOMY obecnevyeHunto CtpaHuual
yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

MWUHUCTEPCTBO TPYOA U COLIMATNIbHOW 3ALLUTbI POCCUUCKOWU ®EOEPALUN
NMPUKA3
oT 15 nioHs 2020 ropa N 333H

06 yTBepXxaeHun npodoeccuoHanbHOro ctaHpapra "Cneuyanuct no opraHM3auMoHHOMY U
DOKYMEHTaLMOHHOMY o6ecneyeHunto ynpaBneHUs opraHm3aumen”

B cootBetctBUMM C nyHKTOM 16 [lpaBun paspaboTkym W yTBEpXHOEHWs NPOdDEeCcCUOoHaNbHbIX CTaHAapToB,
yTBEPXAEHHbIX NocTaHoBneHveM MNpasutenbcTea Poccuiickoin Penepaunm ot 22 sHeaps 2013 r. N 23 (CobpaHue
3akoHogaTenbcTBa Poccuiickoin @epepaumm, 2013, N 4, ¢1.293; 2014, N 39, ¢1.5266),

npukasbiBao:
1. YTBepautb npunaraembln nNpodoeccuMoHanbHbll  cTaHgapT "Cneumanuct no  OpraHu3auvMoHHOMY 1
LOKYMEHTaUMOHHOMY obecrneyeHuio ynpaBneHust opraHnsaumein”.

2. lNMpusHaTb yTpaTtuswmMm cuny nprkas MuHuctepcTea Tpyda v coumnanbHom 3awnTel Poccuiickon degepaumm ot
6 mast 2015 r. N 276H "O6 yTBEepXAaeHun npodpeccmoHanbHoro ctaHgapta "Cneunannct no opraHnu3aunoHHOMY U
LOKYMEHTAUMOHHOMY 0bBecneyeHnio ynpaBneHus opraHusauunein” (3apeructpmpoBaH MUHACTEPCTBOM HOCTULMM
Poccuiickon denepauun 2 nioHsa 2015 r., peructpaumnorHbii N 37509).

MuHncTp
A.O.Kotskos
3apernctpmpoBaHo
B MuHucTEpcTBE HOCTULMA
Poccuitckon denepaumm
15 monga 2020 roaa,
permctpaumoHHbin N 58957
YTBEPXOEH

npvkasom MuHucTepcTea
TpyZa v coumanbHoOn 3awmnThbl
Poccuinckon ®enepaumm
ot 15 noHsa 2020 ropa N 333H

NMPO®ECCUOHAJIbHbIN CTAHOAPT

Cneumanucrt no opraHnsauMOHHOMY N 0OKYMEHTaLMOHHOMY obecneueHunio ynpaBneHus

opraHuv3sauueun
| 447 |
PerncTpaumnoHHbIi
HOMeEp
CopepxaHue

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBEpXAeHN NpoteccnoHanbHoro ctaHaapTa "CrneunanncT no opraHn3aLnoHHOMY U JOKYMEHTaLnoHHOMY obecnevyeHunto CTpaHuua 2
yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

|. Oblwue ceeneHns

II. OnucaHne Tpy#oBbIX COYHKUMIA, BXOOSAWMX B NPOGECCUOHANbHbIA CTaHOapT ((PyHKUMOHaNbHas kapTa Buaa
npodeccrmoHanbHOM AesTenbHOCTN)

[1l. XapakTepucTrka 0606WeHHbIX TPYLOBbIX (OYHKLINIA
3.1. ObobueHHas TpynoBas goyHkuMs "OpraHusaunoHHoe obecrneyeHne nesTeNbHOCT opraHusauun”
3.2. O6obeHHas TpynoBas yHkums "[JokyMeHTaunoHHoe obecnedyeHne fesaTenbHoCTy opraHnsaumm”

3.3. 0O6obweHHas TpynoBas yHkumMs "OpraHn3auMoHHOe, AOKYMEHTAUMOHHOEe W WHEPOPMaLMOHHOE
obecneyeHne 0eaTenbHOCTY PYKOBOAMTENS OpraHnsaumn”

3.4. ObobeHHas Tpyaosas yHkUUs "MIHopMaLIMOHHO-aHaNNTYeCcKas 1 OpraHU3aunoHHO-aaAMUHUCTPATMBHASA
nopmepxka neaTenbHOCTM PYKOBOOAUTENS opraHn3aumm”

IV. CBeneHus 06 opraHmaaumsix - paspaboTymkax NpogpeccrnoHaibHoro ctaHaapTa

. Oéwiue cBepeHUsA

OpraHnsaunoHHoe U OoKyMeHTaUnoHHoe obecrnedyeHune 07.002
ynpaBfeHUsi opraHnsaumnsaMm niobbix opraHn3auoHHo-
npaBoBblX (OPM
(HaumeHoBaHwWe Bnaa NPogeccnoHanbHoOM Kog
nesaTenbHOCTH)

OcHoBHas Lefb BUuaa npoteccroHanbHoN AesTebHOCTU:

Peanunsaums obecneymBarowwmx yHKUMIA ynpaBneHns opraHm3aumei;
BHEAPEHMWE NYYWMX TEXHUYECKMX pa3paboToK U HOBEMIWMX TEXHONOMUIA B
obecneyeHne ynpaBneHns opraHusaumei

["pynna saHaTun:

3343 AIOMUHNCTPATUBHBIA 1 NHON 4120 CekpeTapwm (obwero
NCNOJSTHUTENbHbIN npogonns)
CpenHeTexHNYeCcKuii nepcoHan

4226 Cnyxauwwue B npuemMHoii (obwero - -
npoguns)

(kon OK3 (HaumeHoBaHwue) (kon (HanmeHoBaHue)

1) OK3)

1O6Lwepoccuinckinin knaccnukaTop 3aHATURA.

OTHeceHue K BUAaM 3KOHOMUYECKOA OEATENBHOCTH:

82.11 JeatenbHOCTb aOMUHUCTPATUBHO-XO3ANCTBEHHAS KOMMNeKcHas
no obecnevyeHunto paboTbl opraHusauun

82.30 JesatenbHOCTb N0 opraHnsaumm KOHEPEHUNIA 1 BbICTaBOK

(xon OKB3 [, (HaMMeHoBaHWe BMOa 3KOHOMUYECKON AeATENbHOCTM)

2)

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBEpXAeHN NpoteccnoHanbHoro ctaHaapTa "CrneunanncT no opraHn3aLnoHHOMY U JOKYMEHTaLnoHHOMY obecnevyeHunto
yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

CtpaHuua 3

206Wwepoccuiicknin KnaccndrkaTop BUOOB 9KOHOMMYECKON OeaTeNbHOCTY.

Il. OnucaHue TpynoBbIX (PYHKLUN, BXOASALUX B NpochecCcuoHanbHbIin cTaHaapT (PyHKLMOHaNbHasA
KapTta Buga npocpeccmoHanbHon AesaTeNbHOCTH)

O606LWeHHbIE TPYAOBbLIE QYHKLIN TpynoBble YHKLUN

Kon

HanMmeHoBaHue

YPOBEHb
KBanmgu-
Kauumn

HanMeHoBaHune

Kon4

YPOBEHb
(nonypo-
BEHb)
KBanmdgu-
Kaumn

OpraHunsaumoHHoe
obecneyeHmne
LesATenbHOCTU
opraHusauuu

Mpuem n
pacnpeneneHve
TenegOoHHbIX
3BOHKOB
opraHusauunu

A/01.3

3

OpraHunsaums
paboTbl ¢

noceTUTENSMU
opraHvsauum

A/02.3

BbinonHeHune
KOOPANHUPYIOWMX 1
obecneunBatoLLx
PyHKUMIA

A/03.3

JokymeHTaumnoHHoe
obecreyeHune

NesATeNbHOCTH
opraHusauumn

OpraHunsaums
paboTbl ¢
LOKYMEHTaMm

B/01.5

OpraHunsaums
TekKylwero XxpaHeHus
[OKYMEHTOB

B/02.5

OpraHunsaums
obpaboTkn men ans
nocnenymrouwero
XpaHeHus

B/03.5

OpraHunsaumoHHoe,
IOKYMEHTaLUNOHHOE 1
MHJOopMaLIMOHHOE
obecneyeHne
nesaTenbHOCTH
pykoBoANTENS
opraHusauun

OkasaHue nomowm
PYKOBOIOMTENIO B
NNaHpPoBaHNUK
paboyero BpeMeHu

C/01.6

MnaHnpoBaHue
paboyero oHs
cekpertaps

C/02.6

OpraHunsaums
TenegOoHHbIX
neperosopos
pyKoBOAUTENS

C/03.6

OpraHusauus
KOMaHOMPOBOK
pykosoanTens

C/04.6

OpraHunsauus
paboTbl ¢
noceTUTENsiMn B
npuemHom
pykoBOAUTENS

C/05.6
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OpraHunsaums
NoAroTOBKM,
npoBeneHns n
obcnyxuBaHus
KOHpEepEeHTHbIX
MeponpuATUi

C/06.6

OpraHunsauus
NCMNONHEHNS
peleHui,
OCyllecTB/ieHNe
KOHTpONS
NCMNONHEHUS
nopyyeHui
pykosoamnTens

C/07.6

OpraHusaums n
nonnepxaHue
PyHKLMOHaNnbHoOro
paboyero
NPOCTPaHCTBA
npuemMHom n
kabuHeTa
pykoBOAUTENS

C/08.6

PaspaboTka
JTIOKa/lbHbIX
HOPMaTWBHbIX aKTOB,
pernameHTUpYoWmx
paboTy cekpeTaps

C/09.6

CoctaBneHve n
odpopMneHne
ynpasneHyeckomn
OOKyMeHTauun

C/10.6

OpraHusaums
paboTbl ¢
OOKyMEeHTamm B
npuemHom
pykosoauTens

C/1.6

OpranHusaums
XpaHeHns
OOKYMEHTOB B
npuemHom
pykosoauTens

Cnz2.6

O6ecneyeHve
pykosoauTens
MHdopmaLmei

C/13.6

OpraHunsaums
VHpopMaLIMOHHOrO
B3anMOOeNCTBUS
pykosoamTens c
nogpasgeneHnsMmn n
OOMXHOCTHbIMU
nmuamm
opraHusauuu

C4.6

nognepxka
0esaTenbHOCTH

D |WHdopmaunoHHo-
aHanMTnyeckas u
OpraHn3aunoHHo-
aoMUHUCTPaTMBHAsA

®dopmMupoBaHue
VHpOopMaLIMOHHOIO
B3anMOLenCTBUSA
pykosoauTens c
opraHnsaunamm

D/01.6
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06 yTBEpXAeHN NpoteccnoHanbHoro ctaHaapTa "CrneunanncT no opraHn3aLnoHHOMY U JOKYMEHTaLnoHHOMY obecnevyeHunto
yrnpas/ieHuns opraHmsaumen”
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CtpaHuua s

pykoBoauTens AHanns D/02.6 6
opraHusaumm nHdpopmMaLmn n
noarotoska
WHpopmMaLMOHHO-
aHanuTnyeckKnx
matepuanos

OpraHunsaums D/03.6 6
[enoBbIX KOHTAKTOB
1 NPOTOKObHbIX
MeponpuATU
Opranusauus D/04.6 6
NCMONHEHNS
pelweHuni
pykoBoomTens

lll. XapakTepuctuka 0606LLL,eHHbIX TPYA0BbIX (OYHKLUNA
3.1. 0606 eHHas TpynoBasi PYHKLUS

HanmeHosaHve | OpraHusaumnonHoe obecneverHne | Kog | A YpoBeHb 3
LEeaTeNnbHOCTN OpraHm3aumm KBanugoukauuu

MNponcxoxaeHne |OpurvHan X |3auMMCTBOBaHO

06006LLeHHOA 13 opurnHana

TPyLOBOW Kon PervnctpauunoHHsbiii

pyHKUUM opurnHana HOMep
npogoeccroHanbHoro

cTaHbapta

Bo3MoxHble CekpeTapb-aaAMuHUCTPaTOpP

HaVMeHOBaHMA

OONXHOCTEWR,

npodpeccun

TpeboBaHus k CpenHee obuwee obpasoBaHune

06pa3oBaHmio 1 MpodbeccuoHanbHoe 06y4eHMe - NPOrpaMmbl

0byyeHuto npodpeccrnoHanbHOM NOArOTOBKM MO AO/TXHOCTAM

cnyXatux, NporpamMmmbl NepenoaroToBKY CnyXallux,
MPOrpamMMbl MOBbLIWEHNS KBANMUKALMKN CNYyXalmnx
TpeboBaHus K -
onbITy
npakTN4ecKom
paboTbl

Ocobeble ycnosus
nonycka kK pabote

Hpyrre -
XapakTepUCTMKM

JononHuTenbHblE XapakTepPUCTMKK

HaumeHoBaHvne nokymeHTa Kon HaumeHoBaHune 6a30Boi rpynnbi,
OONIXHOCTK (Npodheccum) nnu
crneunanbHOCTH
OK3 4226 |Cnyxawwe B npuemHoli (obwero
npoguns)
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06 yTBEpXAeHN NpoteccnoHanbHoro ctaHaapTa "CrneunanncT no opraHn3aLnoHHOMY U JOKYMEHTaLnoHHOMY obecnevyeHunto CTpaHunua 6
yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

oKMnAaTPz | 26353 | CekpeTapb-MalmHucTKa

3 ObLwepoccuiickuii knaccugukaTop npodoeccuin paboumx, LONXKHOCTEN CyXallyxX ¥ TapUHbIX paspsiLoB.

3.1.1. Tpynosas pyHKLMUSA

HaumeHoBaHue |[Mpuem n pacnpeneneHve Koa [A/01.3 YpoBeHb 3
TeneOoHHbIX 3BOHKOB (nopypoBeHb)
opraHusauuu KBanucukauum

MNpoucxoxaeHve |OpurnHan X |3aumcTBOBAHO

TPyAoBOW 13 opurmnHana
pyHKUUK
Kog PeructpaunoHHbIi
opuruHana Homep
npogoeccuoHanbHoro
cTaHpapTa
Tpynosble MepeHanpasneHne TenedOHHbIX 3BOHKOB PYKOBOLACTBY U
nencrtena COTpyHOHVKaM opraHmsaumnm

PeI'I/ICTpaLI,I/Iﬂ nocTynarwwmx TenepoHHbIX 3BOHKOB

MonyyeHve HeobxoaMMOl NHCpopMaLMK 1 Nepeaada
CaHKUWOHNPOBAHHOM MHAOOPMAaLIMK MO TENEOHY

Heobxonummble Wcnonb3oBaTb TEXHUYECKME M MPOrpPaMMHbIE CPpeacTBa Ans
yMeHus NPOBENEHNS FONOCOBOW MW BUAEO-KOH(EPEHL-CBA3N

Ncnonb3oBatb cpencTBa KOMMYHUKALMOHHON OPrTEXHMKU
L85 MOSyYEHUS 1 Nepeaayn nHpopmaumm

BecTun yyeTHble pernctpaunoHHbie oopMbl, UCMONb30BaTh
UX ANs MHOPMAaLMOHHOK paboTbl

YcTaHaBnmBaTtb KOHTAKT ¢ coBecelHNKOM, NoAAEpXMBaATb U
pasBuBaThb OenoByto 6eceny B npouecce TenedOHHbIX
neperoBopoB

CrnaxmuBatb KOHMIMKTHbIE U CNOXHble cUTyauum
MEXIMYHOCTHOro B3aMMOAENCTBUS

Cobntopatb cnyXxebHblil 9TUKET

Heobxonmmble DyHKUMKM, 3383841, CTPYKTYpa opraHnaaumm, ee CBA3n
3HaHus MpaBuna B3avMOAENCTBMS C MApTHepaMu, KneHTamu,
cpencTBaMy MaccoBOM MHApopMaLmm

9TrKa AenoBoro obweHus

MpaBuna pevyeBoro aTukeTa

TpeboBaHns oxpaHbl Tpyaa

MpaBuna 3awnTbl KOHPUAESHUNANBHOW CNyXe6Ho

NHgpopmaunmn
Hpyrre -
XapakTepucTnKu
3.1.2. TpynoBas pyHKLUMA
HaumeHoBaHue |OpraHnsauus paboTbl ¢ Koa | A/02.3 YpoBeHb 3
noceTUTeNaMm (nonypoBeHb)
opraHusaumm KBanudukauum
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MNponcxoxaeHne |OpurvHan X |3avMMcTBOBaHO

TPYZLOBOW
pyHKUUN

13 opurnHana

Kon PervnctpauvnoHHsbii

opuruHana HoMep

npogoeccruoHanbHoro
cTaHpapTa

Tpynosble
nencrTemns

BcTtpeua nocetnteneii, nonyyeHne nepBuUYHoOi
NHJOOpMaLMKM O NOCETUTENSAX U MOMOLLb B OpraHn3aumm ux
npuema pykosoauTenem n CoTpyaHuKamm

BelneHve xypHana 3anvcu noceTutenem

YyeT noceTutenel n ooopMneHne nponyckos

CopericTBMe onepaTMBHOMY PaCCMOTPEHUIO NPOCk6 1
npennoXeHun noceTuTenemn

Mprem 1 nepenaya NOKYMEHTOB NoceTUTeNel pykoBOACTBY
1 COTPYOHUKAM OpraHu3aumm

OpraHn3auus 1 6poHNMPOBaHVE NEPErOBOPHbLIX KOMHAT

CepsurpoBka YaiHoro (KohenHoro) ctona B ogouce

lMpurotosneHme HaNnMTKOB (Yai, kode, NPOXNaanTeNbHble
HanuTKn)

Heobxooumbie
yMeHus

Obuwartbca ¢ NoceTUTEenaMm

Wcnonb3oBaTtb ycTaHOBNEHHbIE NPaBMAa 1 Npouenypbl
KOMMYHVKaLMMN BHYTPU OpraHm3aumm

BecTu y4eTHble (hOPMBbI, UICMONb30BaTL WX ANs paboThl

Co3paBaTb NONOXMUTENbHbIA NMUIX opraHmnsaunn

MpuvHUMaTb Mepbl N0 Pa3PELIEHI0 KOHIPIMKTHBIX CUTYyaLnii

MpuMeHsITb MHPOPMALMOHHO-KOMMYHMKALIMOHHbIE
TEXHONOrUN

ObecneyrBaTb KOHPMAEHUMANBHOCTb MHGOPMaLIN

Heobxonunmbie

I'Ipaana opraHusauuu npuema nocetutenem

3HaHusA

MpaBnna nenoBoro obuweHns

CTpyKTypa opraHusauum n pacrpeneneHme yHKLui
MeX Iy CTPYKTYPHbIMU NoapasaeneHnsamy 1 crneuyanuctamm

MpaBnna opraHnsauuy NpMeMoB B ocpuce

[Mpasrna cepBMPOBKY YaHOroO (KOYENHOro) ctona

MpaBuna NpUroToBNEHUS 1 NMoAAYM FrOPSYMX HAMUTKOB 1
3aKYCOK K HUM

9TMKa OenoBoro obweHns

MpaBuna pevyeBoro aTukeTa

TpeboBaHWsi oxpaHbl TpyAa

Mpasuna 3awmTbl KOHPUAEHLNANBHON CNyXebHON
NHgpopmaummn

Hpyrre
XapakTepucTuku

3.1.3. Tpynosasi pyHKLMUSA

HavnmeHoBaHue | BbinonHeHue Koo | A/03.3 YpoBeHb
KOOPAVNHUPYIOWMX 1 (nooypoBeHb)
obecneuymnBarowmx KBanvgukawmm
OyHKUMIA
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06 yTBEp>XAeHUN NpoeccMoHanbHOro cTaHaapTa "CneunanncT No opraHN3aLuoHHOMY U IOKYMEHTaLUNnoHHOMY obecrneyeHunto

yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

CtpaHunua 8

MNponcxoxpenne |OpuruHan X |3avMMcTBOBAHO
TPYAOBOW 13 opurnHana
PyHKUMM
Kon PeructpaunoHHbin
opvrnHana HoMep
npogoeccruoHanbHoro
cTaHpapTa
Tpynosble BeneHve xypHana pa3be3nos paboTHVKOB OpraHu3aumm
nercTaus KoopavHauus paboTbl KypbepoB U BOLMTENER OpraHnsaumm
BeneHve xypHana pa3bes3nos KypbepoB opraHmsauum u
MapLlUpyTOB BOOUTENEN
CocTaBneHune cnpaekum 0 pa3besnax paboTHNKOB, KypbepoB
1 MapwpyTax BOAUTENEN opraHn3aunm
Heobxonmmble CocTaBnsATb 1 BECTU YYETHBIE OOKYMEHTbI
YMEHUS [MpuMeHATb cpencTea KOMMyHMKaUMK AN nepenayv
NopyYeHnii pyKOBOAUTENS U COTPYLHMKOB OpraHm3aLmm
MpyMeHsiTb coBpeMeHHbIe cpeacTea cbopa, 06paboTku 1
nepenayv MHgopmauunu
OueHunBatb pesynbTarthl B pamMkax NoCTaB/IEHHbIX 3aaau
OcyLwecTBNATb KOHTPONb UCMOMHEHNS NOPYYEHUIA
PYyKOBOAUTENS COTPYOHMKaAMM
Heobxonmmble MNpaBuna peyeBoro atukerta
3HaHuA STMKa 0enoBoro oblweHns
TpeboBaHWs oxpaHbl TpyAa
MpaBnna 3awnTbl KOHPUAEHUNANBHOK CNyXeOHOM
nHcpopmaunm
CTpykTypa opraHvusauuy n pacnpeneneHne QyHKUuin Mexay
CTPYKTYPHbIMW NoApasfefieHnsMmn 1 cneumanncramm
Hpyrue -
XapakTepucTuKin
3.2. O606uLeHHas TpypoBas PyHKLUUS
HanmeHoBaHwue | [JokyMeHTaunoHHoe Kon B YpoBeHb
obecneyeHne KBanvgukawumm
nesaTenbHoCTH
opraHvsauuu
MNpoucxoxaeHve |OpurnHan X |3aumcTBOBaHO
06006LeHHOA 13 opurnHana
TPyOoOBOW Kog PervnctpauvnoHHbii
pyHKUUKN opurnHana HOoMep
npogoeccuoHanbHoro
cTaHpapTa
Bo3MoxHble Henonponssoautenb
HaVMeHOoBaHMA
OONXHOCTEWR,
npodpeccui

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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TpeboBaHus kK
obpasoBaHuio n
0by4eHunto

CpefnHee npodoeccroHansHoe obpasosaHue -
MporpamMmbl NOAroTOBKM CNeLmnanicToB CpeaHero 3seHa

nnn

CpenHee npodeccunoHansHoe obpasoBaHue
(HenpodpunbHoe) - Nporpammbl NOArOTOBKU
crneunanncToB CpenHero 3seHa 1 OOMnonHUTebHoe
npodgpeccrmoHanbHoe 0bpasoBaHne Mo AOMNOAHUTENbHBIM
npogoeccuoHanbHbIM NMPorpamMmam npogpeccnoHasnnbHom
nepenoaroToBkKY Mo NPouno 4esTeNbHOCTU

TpeboBaHus K onbITy
npakTn4eckom
paboTbl

Ocobeble ycnosus
nonycka kK pabote

Hpyrne
XapakTepucTuku

JlononHnTenbHbIE XapakTepUCTMKK

HanmeHoBaHMe noKyMeHTa Kog

HaumeHoBaHune 6a3oBoii rpynnbi,
DONIXHOCTK (Npodheccum) nnu

cneumanbHoCTH
OK3 4120 CekpeTtapu (0bwero npocpmns)
EKC4 - JenonponssoanTtens

oKnaTeP 21299 Jenonponssogntens

OKCOs3 7.46.02.01 | DokymeHTaumnoHHoe obecneyeHne

ynpaBsfeHUs U apX1BOBeaEHNE

4EONHBIA KBANN(PUKALNOHHbIA CNPaBOYHKK OOMXHOCTEN PyKOBOAMTENEN, CNELMAaNNCTOB U CRyXalluunx.

5 Oblwepoccuinckuin knaccugomkaTop crneunansHocTel no obpasosBaHuio.

3.2.1. Tpynosasi pyHKLMUS

HaumeHoBaHue | OpraHunsaumst pabotel ¢ | Koa | B/01.5 YpoBeHb
JOKYMEHTamm (nonypoBeHb)
KBanudukauumm

MNpoucxoxaeHve |OpurnHan X |3anmcTBOBAHO

TPYLOBOW 13 opurnHana
pyHKUUK
Kon PerncTpaumnoHHbIi
opuruHana Homep
npogoeccuoHanbHoro
cTaHpapTa
Tpynoosble MpueM n nepernyHas obpaboTka BXOASWMX JOKYMEHTOB
nencTemns MpenBapnTenbHOE PacCMOTPEHNE N COPTUPOBKA AOKYMEHTOB

Ha PErNCTPUPYEMbBIE N HEPETUCTPUPYEMbBIE

MoporoToBka BXOOAWMNX JOKYMEHTOB ANt PACCMOTPEHUS
pykoBoauTenem

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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PeI'I/ICTpaLl,I/IFI BXOOAWNX OOKYMEHTOB

Opl'aHI/I3aLI,I/I9I AO0CTaBkKM OOKYMEHTOB UCNONTHUTENAM

BeneHue 6a3bl faHHbIX OOKYMEHTOB opraHm3auunmn

BeneHve MHOpMaLMOHHO-CNPaBOYHON PaboTh

ObpaboTka 1 oTNpaBka UCXOASWNX JOKYMEHTOB

OpraHusauusi paboTbl Mo peructTpauunn, y4eTy, XpaHeHuo 1
nepenaye B COOTBETCTBYIOLWME CTPYKTYPHbIE Noapa3aeneHns
JOKYMEHTOB TEKyILero nenonpon3BoacTBa

KOHTpOJ’Ib NCNoNnHeHns 0OKyMEeHTOB B OpraHun3aunn

Heobxoounmbie
yMeHus

PaboTtaTb co BCeli COBOKYMHOCTbIO MHGOPMALIMOHHO-
JIOKYMEHTALMOHHbIX PECYPCOB OpraHn3auum

Monb3oBaTbcst Haszamu OaHHbIX, B TOM 4Yucne ynganeHHo

Monb3oBaTbCs cnpaBoO4YHO-MPaBOBbIMA CUCTEMAMU

Monb3oBaTbCsl aBTOMATU3MPOBaAHHBIMM CUCTEMAMU YYeTa,
perucTpaummn, KOHTPONS N UHZOPMALMOHHO-CNPABOYHbLIMU
cucTemamm npu paboTe ¢ 4OKYMEHTaMy opraHnsaumm

[MpnMeHATb COBpEMEHHblEe NHHPOPMALMOHHO-
KOMMYHVKAUMOHHbIE TEXHONOM UK Ans paboTbl C
JOKyMeHTamu, B TOM 4yucne Ans ee ontumMmnaaumm n
NoBblEHNS 3P PEKTUBHOCTN

MprMeHsITb NpaBuna Pycckoro s3bika

MpVYMeHSITb HaBbIKM CKOPOCTHOr0 NMCbMa

Heobxoounmbie
3HaHUA

HOpMaTVIBHbIe npaBoBble aKTbl U HOPMAaTMBHO-MEeTOAN4YeCckKmne
LNOKYMEHTbI, ONpeaenstowme nopsaok LOKyMEeHTaUnoHHOro
obecrneyeHus ynpasneHus

CTpykTypa opraHusauunn, pyKoBoaCTBO CTPYKTYPHbIX
nogpasmeneHunn

COBpeMeHHbIe MHPOpMaLIMOHHbIE TEXHONOT N pa60TbI C
OOKYMEHTaMun

Mopsinok paboTbl C AOKYMEHTaMu

CxeMbl fokyMeHTo0b0poTa

Cuctembl CKOPOCTHOro nncbma

I'Ipanma pa6OTbI C BXogdauwnmmm, ncxogawmmm n BHyTpeHHnMn
OOKYMEeHTaMun

I'Ipaana opraHusaumm u oopmbl KOHTPONSA UCNONHEHNSA
OOKYMEHTOB B opraHmn3aumnm

Tunosble CPOKWM NCNONTHEHNA OOKYMEHTOB

MpuHuMnbl paboTbl CO CPOKOBOW KAPTOTEKOM

HasHauyeHune n TexHonorms TeKkylwero n npegynpeantenbHoro
KOHTPONA

MpaBnna cocTaBneHns aHanUTUYECKMX CNPaBOK Mo
opraHusauuy paboTbl C AOKYMEHTaMU U KOHTPOJIIO
NCMOJIHEHNS [OKYMEHTOB

MpaBuna fLOKYMEHTaUMOHHOrO obecnevyeHmnst AesaTenbHOCTM
opraHvaauum

Buabl OOKYMEHTOB, UX Ha3Ha4YeHne

TpeboBaHusi, NpeabABASEMbIE K AOKYMEHTAM B
COOTBETCTBUW C HOPMATVBHLIMU NPABOBLIMA akTamm n
rocynapCcTBEHHbIMU CTaHOapTamm

lMpaBnna coctaBneHns n 0YopPMIEHUS MHGOPMALIMOHHO-
CcnpaBO4YHbIX, OpraHN3aLnoHHbIX, yrpaBneH4eCcKnx
JOKYMEHTOB

Mpasuna cos3naHus n BeaeHns 6a3 AaHHbIX CnyXebHbIX
JNOKYMEHTOB B OpraHu3aumm

CucTeMbl 3NeKTPOHHOro AoKyMeHToobopoTa

ﬂpaana N CPOKM OTNpaBkKn ncxogsawmx JOKyMeHTOB

TpeboBaHuns oxpaHbl Tpyaa

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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Hpyrue
XapakTepucTUKn

HanmeHoBaHune

lMpoucxoxaeHne
TPyLOBOW
pyHKUUM

OpraHunsauus
TeKylero xpaHeHusd
IOKYMEHTOB

Kon

B/02.5 YpoBseHb 5
(nooypoBeHb)
KBanudukaumm

3.2.2. Tpynosasi pyHKLMUS

OpuruHan X |3aumMcTBOBaHO
13 opurmHana

Kon
opurnHana

PeructpaunoHHbii
HOMep
npogoeccroHanbHoro
cTaHpapTa

Tpynosble
OerncTaus

PaspaboTka HOMEHKNATypbl AeN OpraHn3aLmm

MpoBepka NpaBUNbHOCTU OCPOPMNEHUS LOKYMEHTOB U
OTMEeTKM 06 NX UCNONHEHUN Nepea nx OPMUPOBAHVEM B
Leno ans nocnenyowero XxpaHeHns

CDopmym/lpOBaHme 3aroJioBkKoB Oen u onpeneneHmne Cpokos
NX XpaHeHu4

dopmMupoBaHve gen

KoHTpO/b NpaBmibHOMO U CBOEBPEMEHHOIO pacnpeneneHus
1 NOALWMBKN NOKYMEHTOB B Aena

Heobxonoumbie
YMeHns

OpraHu3oBbiBatb paboTy MO y4YeTy, XPaHeHNIO 1 nepenaye B
COOTBETCTBYIOWME CTPYKTYPHbIE NOAPA3AENEHNS
LOKYMEHTOB TEKYLIEro AeNnonpou3BoacTBa

OcyLIJ,eCTB}'IHTb mMeTogmnm4eckoe pykosoncTteo
Oenonpon3esoncTteoM B opraHm3daumnm, KOHTpoONnMpoBaTb
npasunbHOE POPMUPOBAHNE, XPaHEeHWe 1 coavy Aen B apxms

PaspabaTtbiBaTb HOMEHKNATYPY A€ CTPYKTYPHOrO
nonpasaeneHus

Wcnonb3oBatb HOMEHKNATYPY AEN NPU N3YYEHUU CTPYKTYPbI
opraHusauun, COCTaBEHNN ONUCER Aen

OpraHn3oBbiBaTbh paboTy NO (HOPMUPOBAHMIO fen B
COOTBETCTBUW C YTBEPXAEHHOW HOMEHKNIATYpoi Aen
opraHvsauum

dopmMrpoBaTb LOKYMEHTbI B AENA C Y4ETOM UX CNeuntmukin

CI/ICTeMaTI/I3V|pOBaTb OOKYMEHTbl BHYTPpW Oena

Ob6ecneyrBaTbh COXPAHHOCTb W 3aWNUTY AOKYMEHTOB
opraHmaauum

MpUMEHSATL MHEOPMALMOHHO-KOMMYHUKALVOHHbIE
TEXHONoruv nNpu paboTte ¢ AOKYMEHTaMu

Heobxoounmble
3HaHNA

HOpMaTI/IBHbIe npaBoBble aKkTbl, HOPMATUBHO-MeTOONYECKNE
OOKYMEHTbl, rocyaapCTBEeHHble CTaHOapThbl, onpegensdoumne
nopsnoK OOKYMEHTAaUMOHHOIo obecneveHus ynpaBneHus

Buobl HomeHknaTyp, obwme TpedboBaHUsi K HOMEHKaType,
METOOMUKa ee COCTaBNEHUS 1 OPOPMIEHUS

MNpaBuna cornacoBaHNs HOMEHKNATYpbl Aen ¢
BEIOMCTBEHHbIMW apXMBaMM 1 SKCNEPTHOMN KOMUCCUEN

Mopsapok oopMmnpoBaHmsa 1 ochopMneHns gen, cneungurka
bopMUpOBaHUSA OTAENbHbIX KaTeropum gen

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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MpaBuna xpaHeHusl gen, B TOM Y1c/e C AOKYMeHTamm
orpaHuyYeHHoro goctyna

MpaBuna Bblga4mn 1 UCMONb30BaHNSA NOKYMEHTOB U3
CCOOPMUPOBAHHBIX e

TpeboBaHWsi oxpaHbl TpyAa

Hpyrue -
XapakTepucTnKu
3.2.3. TpynoBasa cpyHKUUA
HaumeHoBaHue | OpraHunsaumsi obpabotkm gen | Kon | B/03.5 YpoBeHb 5
LNsi MOCNEeLYIOWEro XpaHeHus (nooypoBeHb)
KBanudukaumm

MNpoucxoxaeHve |OpurnHan X |3aumcTBOBAHO

TpynoBow 13 opurmHana
pyHKUUM
Kog PeructpaunoHHbIi
opuruHana Homep
npogoeccuoHanbHoro
cTaHpapTa
TpynooBble [MpoBepka CpoOKOB XpaHEHNS OOKYMEHTOB, COCTaBNIEHME
nencreuns npoToKoNa paboTbl 3KCNEPTHOM KOMUCCHM MO NOAroTOBKE

OOKYMEHTOB K XpaHeHUto, akTa 0 nepepgadvye Ha yHN4YToXeHne
LOKYMEHTOB, HE MOANIEXALMNX XPAHEHNIO

CocTaBneHune BHyTPEHHeR onucy aen ons 0cobo LeHHbIX
OOKYMEHTOB

OdhopmneHre gen NoCTOSHHOro, AONrOBPEMEHHOIO CPOKOB
XpaHeHust

OdhopmneHne 0610XKKU fen NOCTOSIHHOrO, A0FOBPEMEHHOIO
CPOKOB XpaHeHus

CocTaBneHue onucy Aen nocTosiHHOMO, AONTOBPEMEHHOMO
CPOKOB XpaHeHwus

MNepenaya oen B apxme opraHnsaumu

Heobxonmmble Monb30BaTbCSA NEPEYHSIMU LOKYMEHTOB 1 aHANN3MPOBaThb
yMeHUs hakTMyYeckoe coaepXaHue UMeloLmXcs B Aene NOKyMEHTOB
npv onNpeaeneHn CPOKOB UX XPaHeHWs!

OhopMNATb AOKYMEHTbI 3KCNEPTHOW KOMUCCUN
OchopmMnaTb 06710XKM AEN NOCTOSIHHOTO 1 BPEMEHHOTO
XpaHeHnsa B COOTBETCTBUU C TpGéOBaHI/IﬂMI/I
roCcynapCTBEHHbIX CTaHLapTOB

Mpoun3BOANTb XPOHONOTMYECKO-CTPYKTYPHYIO
cucTemMaTmsaumio aen

OcyuwecTBnsaTb TEXHMYECKY 06paboTky 1 NonHoe
ocpopMneHne Aen NoCTOSIHHOTO Y BPEMEHHOTO XPaHeHWs!
CocTaBnaTb ONMcb AEN NOCTOSIHHOTO Y BPEMEHHOTO
XpaHeHns B COOTBETCTBMN C HOPMATUBHO-MEeTOANYECKMN
OOKYMEHTaMun

MNpuMeHAaTb MHAOPMALIMOHHO-KOMMYHUKALIMOHHbIE
TEXHonoruy npu pabote ¢ NOKyMeHTaMu

Heobxonmmble HopmaTtuvBHble NpaBoBble akThbl, HOPMaTUBHO-MEeTOANYECKNE
3HaHnsA OOKYMEHTbI, rOCyaapCTBEHHbIE CTaHOAPTbl, onpegenatoumne
nopsaaoK AOKyMeHTaUWOHHOIro obecneyeHus ynpasneHusa

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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Kputepun pasneneHns [oKyMeHTOB Ha rpynnbl B
COOTBETCTBUM C LLEHHOCTbIO MHAPOPMaLMK, coaepXalleics B
HUX

MopsaoK MCMONb30BaHNSA TUMOBbLIX MW BEAOMCTBEHHbIX
nepeyHer NOKYMEHTOB, ONPEeLENEHNS CPOKOB XPaHEHUS B
npouecce 3KCnepTm3bl LEHHOCTV AOKYMEHTOB

Mopsook co3paHus, opraHn3aummn n JOKyMEHTUPOBaHNS
paboTbl 9KCNEPTHOW KOMUCCHM

MpaBuna cocTaBneHUs 1 yTBEPXAEHUS NPOTOKONA paboThl
9KCMEePTHON KOMUCCUN

Mpasuna coctaBneHus 1 yTBEPXXAEHUS aKTa O BblAENEHNM
JLOKYMEHTOB, HE MOANIEXALMX XPAHEHNIO

MpaBuna TexHnyeckoin 06paboTkm 1 NONHOrO OCHOPMIEHNS
LeN NOCTOSIHHOrO 1 BPEMEHHOT 0 XpaHEeHUs

Mpasuna coctaBneHUs ONUCK Aen NOCTOSHHOMO U1
BPEMEHHOr0 XPaHeHWs B COOTBETCTBUM C HOPMATMUBHO-
METOANYECKMMUN JOKYMEHTaMM

MNpaBuna nepenayv Aen B apxme opraHnsaumnm
TpeboBaHuWs oxpaHbl Tpyaa

Hpyrue -
XapaKTepI/ICTI/IKI/I

3.3. O606uLeHHas TpypoBas PyHKUUS
HanmeHosaHwe | OpraHunsaumnoHHoe, Koao| C YpoBeHb 6

LOKYMEHTaUNOHHOE U KBanudukaumum
MHgOOopMaLMoHHOe obecrieyeHmne
LeSATENbHOCTY PYKOBOAMTENS
opraHvaauum

MNponcxoxpenne |OpuruHan X |3avMMcTBOBAHO

06006LLeHHOA 13 opurnHana

TPYLOBOW Kon PeructpaunoHHbin

pyHKUUM opuruHana HOMep

npodpeccroHanbHoOro
cTaHmapTa

BoamoxHble CekpeTapb pyKoBOAUTENS

HauMeHOBaHUS CekpeTapb-cTeHorpadpucTka

ONXHOCTEN, CreHorpacpucTtka

npogoeccui

TpeboBaHus K Bbicwee obpasoBaHue - bakanaspuat

obpasoBaHuio 1 nunm

06yyeHuno Boicwee obpasoBaHue (HenpogunbHoe) - bakanaspuart u
LOMONHUTENbHOE NPOhecCMoHanbHoe obpa3oBaHme no
LOMONIHUTENbHBIM MPOCPECCMOHASIbHBIM NMPOrpaMmMam
npocpeccrnoHanbHOM NepenoaroToBKM No NPOUII
LesiTenbHOCTH
nnn
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CpenHee npodeccrmoHanbHoe o6pasoBaHme -
MporpamMMmbl NMOArOTOBKM CNeumanvicToB CpeaHero 3BeHa
nnm

CpenHee npodeccmoHanbHoe o6pasoBaHue
(HenpogWbHOE) - MPOrpaMMbl NMOArOTOBKM
crneuman1cToB CpeaHero 3seHa 1 JONoNHUTENbHOE
npodpeccroHansHoe o6pasoBaHne No A0MNONHNUTE bHBIM
NPogPeccroHanbHbIM NPorpaMMam NpogPeccroHanbHOM
nepenoaroToBKM Mo NPOgUI0 AeATENbHOCTH

npakTU4ecKomn
paboThbl

TpeboBaHus K OMbITY

He meHee AOBYX NneT BbINOMHEHNA p8.60T no
OpraH13aunoHHOMY 1 [OKYMEHTaLVOHHOMY 06ecrneyeHmno
LeATeNbHOCTU pyKoBOOAUTENSA opraHn3aunn npu cpenHem
npocpeccroHanbHoM 06pa3oBaHum

Ocobeble ycnosus
nonycka kK pabote

Hpyrne
XapakTepucTuku

JlononHnTENbHBIE XapakTePUCTMKK

HaumeHoBaHune nokymeHTa Kon

HammeHoBaHwe 6a30Boii rpynnbl,
JONXHOCTK (Npodheccum) nnm
crneunanbHOCTH

OK3

3343 ALMUHUCTPATUBHBIA U NHOM
VCMNONHUTESbHbINA
cpelHeTexHN4Yeckui nepcoHan

EKC

- CekpeTtapb pykoBoauTens

oKngrme

26341 CekpeTtapb pykoBoanTens

26405 CekpeTtapb-cTeHorpadgumcTka

OKCO

7.46.03.02 | [JokymeHTOBELEHNWE U
apXxmnBoBeAEHNE

7.46.02.01 | OokymeHTaunoHHoe obecneyeHne
ynpaBneHusi N apxMBoBeAEHNE

3.3.1. TpynoBas pyHKLMA

HaumeHoBaHwue | OkasaHue nomoluu Kon | C/01.6 YpoBeHb
PYyKOBOAMUTENIO B (noaypoBeHb)
nnaHnpoBaHun paboyero KBanudukaumm
BPEMEHM

MNponcxoxaeHne |OpurvHan X |3auMMcTBOBaHO

TPpyLnoBoOW 13 opurmHana

PyHKLUM

Kon PervnctpauvnoHHsbiia
opvrnHana HoMmep
npogoeccroHanbHoro
cTaHpapra
Tpynosble Bbi6bop goopMbI NaHMPOBAHUS 1 OCPOPMIEHNE
nencrtens nnaHupoBLKKa (opraHansepa) pykoBoguTens

BHeceHune nHgopmauumn B N1aHMPOBLLMK (opraHarisep)

CornacoBaHune C pyKkOBOAUTENEM BPEMEHWN MAHNPYEMbIX
nencteun

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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CornacoBaHue TenegoHHbIX NEPErOBOPOB, BCTPEY U
MEepPOnpUsTUIA C MapTHepPaMu, KJIMEHTaM1, PYKOBOANUTENAMY
nogpasneneHunii u CoTpyaHMKamm

NHhopMrpoBaHve pykoBOAUTENS O PErNaMeHTe
HaMeYeHHbIX MEPOMPUATIN

MpenynpexneHve o NpubINXEeHNN BpeMeH HaMeYeHHbIX
MeponpuaTui

®dopmumpoBaHve pesepsa BPpEMEHUN A1 HENPEOBUOEHHbIX
cuTyaummn

Heobxoaumbie
yMeHus

YctaHaBnuBatb Lenu, onpeaensatb nepapxuio Lenem

OnpenensTb NPYOPUTETHOCTb 1 04EPEAHOCTb BbIMOHEHWS!
paboT 1 achPekTMBHO pacnpenenste paboyee Bpems

OkasbiBaTb NOMOLb PYKOBOAMTENIO B pacrnpeneneHnm ero
paboyero BpeMeHu

BbibupaTb onTuManbHble cnocobbl MHPOPMUMPOBAHUSA
napTHEPOB, KNIMEHTOB, MOCETUTENEN, PpyKOBOANTENEN
noapasneneHnii n COTPYLHUKOB O MNaHUPYEMbIX
MEpPONpPUSTUSIX

O6ecneunBaTb MHPOPMALMOHHYI0 6€30MacHOCTb
LesaTeNbHOCTY OpraHn3aumm

Heobxoaumble
3HaHNA

Cneundrka OCHOBHOIM AeATENbHOCTY OpraHu3auunm

OcHoBbl 2AMUHMUCTPATUBHOrO Npaea v TPyA40BOro
3akoHogatenbcTea Poccuiickon ®epepaumm

PykoBonswumii cocTae opraHusaumm u ee nogpasneneHuii

DYHKLMN CaMOMEHEAXMEHTA

MpuHUMNBI 1 NpaBuia NNaHMPOBaHWs paboyero BpEMEHH

MeTo.4bl NOCTAaHOBKW Lienen

MpaBnna npoBeaeHNs AeNOBbIX NEPErOBOPOB

TpeboBaHuWst oxpaHbl Tpyaa

Hpyrue
XapakTepuUCTUKn

3.3.2. TpynoBas pyHKLMA

HanmeHoBaHwe | MnaHuposaHue paboyero gHs | Koo | C/02.6 YpoBeHb
cekpetaps (nonypoBeHb)

KBanudukauum

MpowvcxoxaeHne
TPYyLOBOW
PyHKLUM

OpuruHan X |3aumcTBOBaHO
13 opurmHana

Kon PervnctpauvnoHHsbiii

opuruHana HoMep

npogoeccroHanbHoro

ctaHgapTa

Tpynosble
OercTaus

Bbibop 1 ogpopMieHre NNaHNPOBLMKA cekpeTaps

BeneHve nHeBHVKA (HA 9NEKTPOHHOM U (1nn) ByMa>k HOM
HocuTene)

CornacoBaHue NnaHoB C NnaHamy 1 cpokamu paboThbl
pyKoBoIOMTENS

PacnpegneneHue paboyero BpeMeHn (Ha feHb, Hedento,
nepcrnexkTuey)

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT
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I'IepeHoc HEBbINO/IHEHHbIX 3aniaHNpPoBaHHbIX 3a4au

BbINoNHEHWEe TUNUYHBLIX €XEeOHEBHbIX AeN

Heobxonumbie
YMeHNS

Bbibupatb 1 0pOpMAATb NNAHNPOBLNK

BHocuTb 1 0TCnexusatb MHPOPMALMIO HA 3NEKTPOHHOM
n/mnn 6yMaxxHoM HocuTene

PacctaBnatb NnpnopunTeThl, BblAENATb BaAXHOE U CPOYHOE

Bbibrpatb onTrManbHbIi putM paboTsl

AHa)'II/I3I/IpOBaTb NPUYNHbI HEBbINOJIHEHNA 3a4ay

MpUMEHSTL MHEOPMALMOHHO-KOMMYHUKALVOHHbIE
TEXHONOrnn

Heobxoounmbie
3HaHNA

Ocob6eHHOCTN 0CHOPMIEHNS NNAHNPOBLLUMKA (HA 9NEKTPOHOM
1 6yMa>kHOM HOCUTENSIX)

OCHOBbI yNpaBieHnNsi BDEMEHEM

Hpyrve
XapakTepucTuku

3.3.3. TpynoBas pyHKLUMA

HanmeHoBaHune

OpraHnsauus TeneOoHHbIX Kom |C/03.6 YpoBeHb
neperoBopoB pykoBOANTENS

(nooypoBeHb)
KBanudumkaumm

MpowvcxoxaeHne
TPYyOoBOW
pyHKUUN

OpuruHan X |3aumMcTBOBaHO
13 opurnHana

Kon PeructpauunoHHblii

opuruHana HOMep

npogoeccroHanbHoro

cTaHgapTa

Tpynosble
nencrteuns

BeneHve 6a3bl TenegOHHbIX KOHTAKTOB PYKOBOAMTENS

CoenvnHeHue pykoBoOAUTENA C KOHKPETHbIMA aboHeHTaMm

MoporotoBka Matepranos Ans TenedOHHbIX MEPErOBOPOB
pyKoBOMTENS

PervcTtpauus nocTynaolwmx B NPUEMHYIO TENEdDOHHbIX
3BOHKOB

I'IepeHanpaBneHl/le OTAeNbHbIX TeNedOHHbIX 3BOHKOB
3aMeCTUTEeNIAM PyKOBOOANTENA N COTPYOHNKAM

MonyyeHne HeobXxoAMMON NHGPOPMALMM 1 Nepeaaya
CaHKLMOHNPOBAHHOM MHCPOPMALIMK MO TENEOHY

YcTaHoBneHne KOHTakTa ¢ cobeceHKOM, NoaAepXaHue v
pasBuTVe LenoBol 6ecelbl B MPOLECCE TENeOHHbIX
neperosopoB

OkasaHvie nomoLum pyKoBOAUTENIO MPU OpraHuaaumm n
nposefeHnn TenedpoHHbIX NeperosBopos n
BUOEOKOHJOepeHLUii

Heobxoaumble
YMeHus

BecTtu 1 ucrnonb3oBatb B paboTe Hasy AaHHbIX TeNegOHHbIX
KOHTaKTOB PYKOBOLMTENS

Ncnonb3oBatb cpencTBa KOMMYHUKALMOHHON OPrTEXHMKN
LN NONyYEHNs 1 nepeaayn nHpopmaumm

BecTu y4eTHble pernctpaumoHHbie qoopMbl, UCMOIb30BaTh UX
LNs UHOOPMALIMOHHON paboThl 1 PaboTbl MO KOHTPOSIO
NCMOJIHEHWNS PeLeHWNiA PyKOBOOMTENS
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CrnaxwvBaTtb KOHUKTHBIE U CMOXHbIE CUTyaLnn
MEeXNNYHOCTHOro 06U.|,eHI/I$l

Mcnonb3oBaTb TeXHUYECKMe 1 nporpammHble cpencTtea ans
NPOBEAEHUS rONOCOBO UMW BUAEO-KOHIDEPEHL-CBA3M
ObecneunBaTb MHPOPMALIMOHHYIO 6e30MacHOCTb
LesTeNIbHOCTM OpraHn3aumm

Cobntopatb Cny>XebHblil aTUKeT

Heobxoounmbie
3HaHNA

TeﬂeCpOHHble KOHTaKTbl pykoBoOUTENS

DyHKLUMW, 320241, CTPYKTypa opraHu3aumm, ee CBA3u rno
BEPTVKANM 1 ropuUsoHTanu

MpaBnna B3aMMOLENCTBUS C NApTHEPaMU, KNNEHTaMW,
CpeAcTBaMy MaccoBOM MHGOPMaLM

MpaBnna noggepXxaHus 1 pasBUTUS MEXJINYHOCTHbIX
OTHOLWEHNR

Mpasrna npoeegeHns OenoBbiX NEPEerosopoB
Mpasnna 3awmTbl KOHPUAEHUNANbHON MHGOPMaLIMK
TpeboBaHuns oxpaHbl Tpyaa

Hpyrve
XapakTep1CTHKM

3.3.4. Tpynosasi pyHKLMUS

HaumeHoBaHue | OpraHnsaumsi KOMaHLMPOBOK Kon | C/04.6 YpoBeHb 6

pyKoBoOMTENS (nopypoBeHb)

KBanudukaumm

[MpoucxoxaeHne
TPYyZLOBOW
pyHKUUK

OpuruHan X |3aumcTBOBaHO
13 opuruHana

Kog PeructpaunoHHbii
opvruHana HoMep
npogoeccuoHanbHoro
cTaHpapTa

Tpynosble
nencrTeuns

MoaroToBka npoekTa cnyxebHoro 3ajaHns PyKOBOANUTENS

MonroToBka NpoekTa nprkasa o cnyxebHoi KOMaHAMPOBKeE

OchbopMneHne KOMaHAMPOBOYHOMO YAOCTOBEPEHWS 1 ETO
permcTpaumsi npu Heo6xoLMMOCTU

MoAroToBka AOKYMEHTOB Ha MoJjlyyeHne Br3bl, 3arpaHnyHoro
nacnopra

3akas Xene3HoLOPOXHbIX 1 aBnabuneTos, rocTUHNLL,
TPaHCNOPTHOro obecrneyeHns pyKoBoaUTens

OdhopMieHne NporpamMmbl NOe3aKu, yToYHeHNEe 0CobBeHHOCTEN
NPOTOKOMA NNaHNPYEMbIX MePONpPUSITUL

Moorotoeka OOKYMEHTOB K noe3jgke pykoBoguTens

YTOouHeHune patbl, OONXHOCTER, hamMmnnia B nporpamme
KOMaHIONPOBKU

MpopaboTka MaplupyTa pyKOBOAUTENS, YBS3KA €r0 C
pacnucaHnem TpaHcnopTa

ObpaboTka MaTepranoB KOMaHANPOBKU, OPOPMIIEHUE OTHEeTa
0 KOMaHOMpPOBKe

Heobxoounmbie

OgopMnATb aBaHCOBbLIE OTYETHI PYKOBOAUTENS
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yMeHus

OpraHn3oBbiBaTb BCTPEUN PYKOBOAMTENS C MPMHUMAIOLWIEN
CTOPOHOM

OgopMnATb KOMaHANPOBOYHbIE LOKYMEHTbI

ObpabaTbiBaTh AOKYMEHTHI M MATEpUasbl No pesynbTatam
noe3nkn PyKOBOAMTENS

ObecneuymBaTb paboTy ogomca BO BPEMS OTCYTCTBMS
pykosBoANTENS

MprMeHsITb cnocobbl fenoBoro obweHus

VMcnonb3oBartb cpencrtea KOMMyHMKauun ons obecneveHust
B3auMOLEelNCTBUA C pykoBoonTeneM BO Bpems ero nenosom
noe3gku

Heobxoaumbie
3HaHMg

nOpFIJJ,OK noaroToBky v npoeegeHnsa KoOMaHOoupoBoOK

Mopsaok ohopMNeEHUst AOKYMEHTOB LS KOMAHAUPOBKM 1
OTYETHbIX AOKYMEHTOB N0 KOMaHAVPOBKE PYKOBOAUTENS

Jenosor npoTokon

9TMKa OenoBoro obuweHns

Hpyrue
XapakTepucTuKu

3.3.5. Tpynosasi pyHKLMUS

HavnmeHoBaHue

OpraHuzauus paboTbl ¢ Kon |C/05.6 YpoBeHb
NnoceTUTENSMI B NPUEMHON (nopypoBeHb)
pyKoBOLMTENS KBanucukauum

MpowncxoxaeHne
TPYyOoBOW
pyHKUUM

OpuruHan X |3aumMcTBOBaHO
13 opurnHana

Koo PeructpauunoHHblii

opuruHana HOMep

npogoeccroHanbHoro
cTaHpaprTa

Tpynosble
nencrteuns

Opl’aHI/I3aLI,I/I9| NWYHOro Npuema nocetTnTenen pykosoanTenem

YcTaHoBneHne nopsaka npuema ans pasnnyHbix Kateropun
nocetutenemn

BeneHve XypHana npeasaputesibHOM 3anncu Ha npuem

PeI'I/ICTpaLl,I/IH nocetutenemn

CopelicTBME ONEpaTMBHOMY PACCMOTPEHUIO NPOCL6 1
NpensioXeHni noceTuTenen n COTPyaHMKOB OpraHmsaumm

OpraHn3auus nprema oenoBbix NAPTHEPOB B odouce

OpraHusaumsi 06cnyXnBaHUsi PyKOBOAMTENS 1N ero AeNOBbIX
napTHepoB B odouce

CepBupoBKa YaiHoro (KoheHoro) ctona B ogouce

MNpuHAaTUE MEp NO COXpaHEeHWI0 KOMMEPYECKOoW TalHbl B Xoe
npuema nocetuTenen n Nx HaxoX.oeHns B NPUEeMHoN 1
KabuHeTe PyKOBOLMTENS

Heobxonounmbie
yMeHUs

OpraHun3oBbiBaTh 1 06ecneymBaTth NNYHbIE KOHTaKThI
PYKOBOOMTENS

YnpaBnsiTb KOHNMKTaMm

YunTbiBaTh NCUXONOrMYECKe 0COBEHHOCTM IMYHOCTM MpW
PasnUYHbIX BMAAX NPOJECCUOHaNBHOro 00WeHns
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Wcnonb3oBaTtb ycTaHOBNEHHbIE NPaBMAa 1 Npouenypbl
KOMMYHVKaUMN BHYTPU OpraHm3aumm

BecTun yyeTHble pernctpaunoHHbie oopMbl, CNONb30BATh UX
NS HPOPMALIMOHHON paboTbl 1 paboTbl MO KOHTPOO
MCNONTHEHUS PELLEHNA PYyKOBOANTENS

Co3paBaTb NONOXMUTENbHbI UMUIX opraHusauum

MprHMMaTL Mepbl N0 pa3peLweHnio KOHG MK THBIX CUTYaLIWiA

MpUMEHSTL MHEOPMALMOHHO-KOMMYHUKALVOHHbIE
TEXHONOrnn

O6ecneunBaTb KOHPUOEHLNANBHOCTb B MPUEMHON 1
KabuHeTe PyKOBOAUTENS, COXPaHSTb KOH(PULEHUMANBbHYIO
MHpopMaLMIo B TailHe

Heobxoaumble [MpaBuna opraHmsaumm npuema noceTmuTenen
3HaHuA MpaBuna oenosoro obweHns
[MpaBuna peyeBoro aTnketa
[MpaBuna yctaHOBNEHNS KOHTaKTa, noanepXaHus u
pPasBUTUS MEXIMYHOCTHBIX OTHOLIEHWIA
CTpykTypa opraHudauum n pacnpeneneHme yHKUNA Mexay
CTPYKTYPHbIMM NOAPa3aeneHnsMmn n cneumanmctamm
[MpaBuna opraHmsaumm NpMeEMoB B opuce
OTUKEeT 1 OCHOBbI MeXAyHAapPOOHOro NpoToKona
Mpasrna cepBMPOBKY YaHOro (KOYEenHoro) ctona
[MpaBuna NpUroToBAEHUS N NOAAYN TOPAYNX HANMUTKOB U
3aKyCOK K HUM
MpaBnna 3awnTbl KOHPUAEHUMANBHOW CNyXe6Ho
nHdpbopmaumm
Hpyrue -
XapakTepucTUKu
3.3.6. Tpynosasi chyHKLMUSA
HavnmeHoBaHve | OpraHnsauusi NoAroToBKMU, Kog | C/06.6 YpoBeHb
npoBefeHns n obcnyxXuBaHms (mooypoBeHb)
KOHDEPEHTHbIX MEPONPUATUIA KBanudgukaumm
MNponcxoxpenne |OpuruHan X |3avMMcTBOBAHO
TPYyLOBOW 13 opurnHana
pyHKUUM
Kon PerncTpaumnoHHbIn
opurmHana HOMEp
npogoeccruoHanbHoro
cTaHpapta
Tpynoosble [MoarotoBka NOBECTKM OHSA MeponpuaTus
nencTeus OdhopmMneHne cnucka y4acTHUKOB MEPONPUSATIUS

VlH(*)OpMI/IpOBaHI/Ie npegnonaraembiX y4aCTHUKOB O
Hame4YaeMoM MeponpuaTmm n ycnoBuax y4actus

Bbibop MecTa 1 BpeMeHn NpoBELEHNS MEPONPUATUNS

MoaroToBka NpeaBapuTENbHON CMETbl PacxonoB

Paccebinka npurnaweHmnii noATBEPAUBLINAM YHacTue B
MEpOonpUSATUN

C6op TEKCTOB OOKNAA0B M NMPOEKTOB UTOTOBbIX AOKYMEHTOB Y
LOKNafnymKoB
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Paccbinka nHgopMaLmnoHHbIX MaTepranos y4acTHUKaM
KOHPEepEHTHOro MEPONPUATUS

CocTaBneHne SBOYHbIX TUCTOB 1 Cnncka perncTpaunm
Yy4aCTHUKOB MeponpuaTna

3akynka KaHUEeNsipCcKnx ToBapoB ¥ NPoAyKTOB ANst
obecneyeHunst kogpe-nays

PeweHne BOMNPOCOB TEXHWNYECKOro oCHaleHnsa MeponpnaTns

MoMowb B MOArOTOBKE AOKNana pyKOBOAUTENS,
NPe3eHTaLNOHHbIX MaTepVanos

OpransauMﬂ noAroToBkKu npe3nanyma un pa60q|/1x MecCT
y4aCTHUKOB

OpraHn3aumns BCTpeUn 1 peructpaums y4acTH1uKoB
MeponpusATUS

BeneHve npoTokona MeponpuaTus

OpraHusaums cepBUCHOro 0bcnyXuBaHus BO BpeMs Kogoe-
nays

OpraHusauus KynbTypHO-MacCoBbIX MEPONPUATUI,
TPAHCMOPTHOrO U FOCTUHUYHOIO 0becnedeHns

Heobxonoumbie
yMeHUs

OpraHn3oBbiBaTh NPOLECC NOArOTOBKU K MPOBEAEHUIO
KOHOPEPEHTHOro MeponpusTUsSi UHAVBMAYANbLHO U B COCTaBe
paboyeit rpynnebl

JokyMeHTMpOBaTb pasHble aTarbl Npouenypbl NOArOTOBKY U
NPOBeAEHNS KOHGPEPEHTHOIO MEPONPUATIS

MepenaBatb MHGOPMaLMIO, AOKYMEHTBI U MaTepuanbl
y4aCTHUKaM KOH(PEPEHTHOr0 MEPONPUSITUS

MoarotasnueaTtb 1 060pyAOBaTHL CTON NPe3ngnuyma un
paboune MecTa y4aCcTHUKOB COBELAHMS (3acenaHus)

CepsupoBatb YaiHblii (KOhernHblil) CTON BO BpEMS
nposeneHnsa Kkogoe-nays

Cobnogatb npasunna nenoBoro 3Tnketa 1 NpoToKoia

MopoepXxmBaTb UMUOX OpraHM3aumm

CospaBaTtb MMUIX CEKpeTaps, COOTBETCTBYOLWMA UMULXY
opraHvsauum

Pa6oTtaTb C MHpopMauwveii, aHanM3npoBaTb U NPeacTaBnsTb
€e B CUCTEMaTN3MPOBAHHOM BUIE

ObecneyrBaTb 6€30MaCHOCTb AESTENbHOCTU OpraHn3aLum

MpyMeHsITb MHPOPMALMOHHO-KOMMYHMKALIMOHHbIE
TEXHONOr NN

MpVMeHsITb NpaBuna Pycckoro si3blka

anIMeHF!Tb HaBblK CKOPOCTHOIo nncbMa

anMeHﬂTb HaBbIKM 3aMnCx N pacwmnMgpoBKU TekcTa

Mcnonb3oBaTb COBPEMEHHbIE TEXHUYECKME CPeaCTBa B
061acTy CKOPOCTHOIO NUCbMa

Ob6ecneyurBaTb KOMGOPT YyHACTHUKOB KOHGEPEHTHOTO
MeponpusaTUs, NoMoraTb B BONPOCcax NpoXuBaHus,
TpaHCNopTHOro obecneyeHns

Heobxoaumbie
3HaHMg

Komnnekc opraHn3aumoHHO-TEXHUYECKNX MEPOMPUATIIA NO
MOArOTOBKE ¥ NPOBEAEHNIO COBELLAHWIA N NePeroBopos, B
TOM Yucne MexayHapoaHbIX

MNpaBuna BeaeHWs, NOArOTOBKM 1 OGDOPMAEHMS NPOTOKONA U
IOKYMEHTOB, CO3[aBaeMblX B NnpoLecce NoaroToBKu
KOH(PEPEHTHOro MeponpuaTns

MeTonvka cocTaBneHns CMeTbl PpacxonoB KOHEPEHTHOMO
MEPONPUSATIS

OCHOBbI HanNMcaHWs peYeli U NOKNaLoB PYKOBOAUTENS

ﬂpaana YCTAHOB/IEHUNA KOHTAKTa, noganep>XaHunsa n
pPa3BnUTNA MEXTNYHOCTHbIX OTHOLWEHNN

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBEp>XAeHUN NpoeccMoHanbHOro cTaHaapTa "CneunanncT No opraHN3aLuoHHOMY U IOKYMEHTaLUNnoHHOMY obecrneyeHunto

yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

CTtpaHuua 21

I'Ipanma nenoBoro obleHuns, 4enoBoro aTmkeTa

OTUNKET 1 OCHOBBI MeXayHapoaoHOro npoTtokona

I'IpaBVIna nposeneHnsa nenoBbiXx neperosopoB

Mpasuna 3awmTbl KOHPUAEHLMANBHON CNyXebHON
NHgopMaLun

Cunctembl CKOPOCTHOIo nncbma

OcHOBbI NporpamMMHOro obecrneyeHnst 1 OOUCHOTo
06opynoBaHusa B 061acT CKOPOCTHOr0O NMCbMa

TpeboBaHWs oxpaHbl TpyAa

Hpyrre
XapakTepucTuku

3.3.7. Tpynosasi pyHKLMUSA

HanmeHosaHwne | OpraHunsaums ncnonHenns | Kon | C/07.6 YpoBeHb
peleHni, ocywecTBneHe
KOHTPONS UCNONHEHNS

nopyyeHnii pykoBoaNTENS

(nogypoBeHb)
KBanudukauum

lMpoucxoxaeHne
TPYyLOBOW
pyHKUUN

OpuruHan X |3aumMcTBOBaHO
13 opurnHana

Kon PeructpauunoHHblii

opuruHana HOMep

npogoeccroHanbHoro

cTaHgapTa

Tpynosble
nencrteuns

JoKyMeHTanbHoe 0opMNeHNE PELIEHNIA PYKOBOANTENS

JoBeneHune no ceefeHns paboTHUKOB OpraHn3aumm
pacrnopsiXeHuii pykoBoanTens

KoopavHauus neatenbHOCTY NO UCMONTHEHUIO PELIEHWI
pyKoBOLMTENS

BeneHue cpokoBOro TeKkywero 1 npeaynpeanTeNbHoro
KOHTpONs

lNpoBepka NCNonHeHns NOpy4YeHnn pykoBoamMTens B
YyCTaHOBJIEHHbIN CPOK

MpepynpexheHne coTPpyaAHUKOB 06 CTeYeHMN cpoka
MCNONHEHNS NOPYYEHUIA PyKOBOAMTENS

dukcaums UCNONTHEHNS NOPYYEHNA

CocTtaBneHune 0T4YETOB N aHANUTMYECKMX CMPaBOK O
BbIMNOIHEHWI NOPYYEHWIA 1 PELEHNA pyKOBOAUTENS

Heobxoaumbie
yMeHus

BecTu cpokoByto KapToTeKy

BecTtu yyeTHble peructpaunoHHble opMbl, UICMONb30BATb UX
Ans paboTbl MO KOHTPOSO UCTIONHEHUS MOPYYEHWA
PYKOBOAWTENS

PaboTaTb C MHCpopMaLmeii No KOHTPOIHO,
cucTeMaTmanpoBaTh ee 1 NPeacTaBNsTb B BUAE CBOIOHbIX
LOKYMEHTOB

Wcnonb3oBaTth cpencTBa KOMMyHMKALMKU ANs nepenaym
MOpPYyYeHUii PyKoBOOMTENS
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Wcnonb3oBatb coBpeMeHHble cpenctea cbopa u 06paboTku
KOHTPO/IbHOW MHGDOpMaL K

MpyMeHsITb MHPOPMALMOHHO-KOMMYHMKALIMOHHbIE
TEXHONOrUN

OueHuBaTtb pe3ynbTaTtbl B paMKax noctaBNeHHbIX 3a4au

OcylecTBNATb KOHTPOSb UCMONHEHUS MOPYYEHWIA
PYKOBOAWTENS COTPYAHNKAMM

Heobxoaumbie
3HaHMg

Obwwe TpeboBaHMs K CPOKaM UCMONHEHUS! [OKYMEHTOB U
KOHTPOJIbHBIM COYHKUMSIM CYy>X6bl LOKYMEHTaLVOHHOMO
obecneyeHns

MprHUMMbLI, cnocobbl MHPOPMPOBAHMS COTPYAHUKOB

3TMKa Oenosoro obueHns

YnpaBneHyeckas CTpyKTypa opraHu3aumum, pykoBoACTBO
opraHu3auum, obpasLpl noanuce pykoBoaSLLMX
COTPYAHMWKOB, KPYT MX MOTHOMOYMIA N OrPaHNYeHNst 30H KX
OTBETCTBEHHOCTM

JlokanbHble HOpMAaTUBHbIE aKTbl OpraHn3alnn

Hpyrue
XapakTepucTuKu

3.3.8. Tpynosbie pyHKLUMU

HaumeHoBaHue | OpraHunsaums v Koa |C/08.6 YposeHb
nopnepxaHue
PyHKLMOHaNbHOro
paboyero NpocTpaHcTBa
NpUemMHo 1 kabuHeTa
pyKOBOLMTENS

(nogypoBeHb)
KBanudukauum

[MpoucxoxpeHne
TPYOOBOW
pyHKUUM

OpurnHan X |3amMcTBOBaHO
13 opurnHana

Kon PeructpauunoHHblii

opurvHana HoMep

npogoeccroHanbHoro

cTaHgapTa

Tpynosble
nencrteuns

ObecneyeHre paboyero Mecta pykoBoauTens
HeO6XO,D,I/IMbIMI/I cpeancrteamu OpFaHVI3aLI,I/IOHHOI7I TEXHUKWN,
KaHUensapCKUMy NpuHaANexXHOCT MU

OpraHun3auus npneMHoi ocpmca B COOTBETCTBUM C
TpeboBaHNAMI SPrOHOMUKM 1 KYNbTypbl TPy Aa

OpraHusauus 0popMeHNsi UHTepbepa NPUEMHOIA
pYKOBOAWTENS

ObopynoBaHue paboyero Mecta oprTexHUKONm,
nepcoHanbHbIM KOMMNbIOTEPOM, BCNoMoraTenbHOM TEXHUKOMN

OpraHusaumsi 06opynoBaHns NPUEMHO CUCTEMaMI
XpaHeHusi, HeobxoOMMbIMU NpUcrocodneHnsMm, obecredeHns
KaHUEeNSpCKMMU NPUHALNEXHOCTSAMU

ObecneyeHre XxpaHeHNs 1 3aMeHbl pacXxo4HbIX MaTepuarnos,
NOBCEOHEBHbIV YX0L, 32 OPr TEXHUKOW

3akas KaHLUensipckux ToBapOB, MMrMeHNYeckx TOBapoB.,
NPOAYKTOB NUTaHNSA
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Heobxonmmble Co3zpaeartb ycnosus, obecneymsatolme appekTMBHYO
paboTy pykoBoautens
yMeHUs [MpMMeHATb B COOTBETCTBUMN C HA3HAYEHMEM CPEACTBA
OpraHn3aunoHHON TEXHUKWN, KaHLLeNapcKme NpuHaanexXHocTu
OcHauwatb paboyee MeCTO pykoBoAMUTENS U CBOE paboyee
MecTo HeobxoAnMbIM 060pyAOBaHNEM
OcyuectBnsaTb 3aMEHy pacxofHbIX Matepranos, yxoq 3a
OpPrTexXHUKON
KoHTponupoBaTb COCTOSIHME 1 MONOJMHATbL 3anachbl
KaHLUEeNAapCKMX TOBApOB, CPEACTB rMrMeHbl, NpoayKTOB
NUTaHNS
Heobxonummble TpeboBaHns oxpaHbl TPyaa, NPOU3BOACTBEHHON CaHUTapWu,
3HaHWS NPOTMBOMOXAPHOM 3aWNThI
OcHOBbI NpaBUIbHOM OpraHM3auun Tpyaa u Metoabl
noBbllWeHNS ero agodPEKTUBHOCTU
OcHOBbI 3proHOMKKK ochuca 1 O NOPUCTUKIA
CraHmapTbl M pekoMeHaaumm no 060pynoBaHN0 0COUCHbIX
nomeLLeHum
Coctas opraH1M3aumoHHON TEXHUKK, ee YCTPOCTBO 1
nopsiaok paboTbl ¢ Hel
Hpyrue -
XapakTepucTuKu
3.3.9. Tpynosasi cpyHKLMUS
HanmeHoBaHve | PaspaboTka nokanbHbix Kon | C/09.6 YpoBeHb 6
HOPMaTMBHbIX aKTOB, (nooypoBeHb)
pernaMeHTupyowmx paboTy KBanudukaumm
cekperaps
MNponcxoxaeHne |OpurvHan X |3avMMcTBOBaHO
TPYyLOBOW 13 opurnHana
pyHKUUK
Kog PeructpaunoHHbii
opuruHana HOMep
npogoeccuoHanbHOro
cTaHgbapTa
Tpynosble PaspaboTka AONXHOCTHOW UHCTPYKLUMK cekpeTapst
nencrTems PaspaboTka NonoxeHns o cekpetTapuate
PaspaboTka MHCTPYKLMM MO AEeN0NPOU3BOACTBY
Heobxonumbie CoctaBnsatb 1 0pOpPMAATb OPraHM3aLMOHHbIE 1
MeTOoAMYECKNE OOKYMEHTbI
yMeHus PenakTnpoBatb TeKCTbI CNy>XeOHbIX JOKYMEHTOB

PaboTtaTb co BCel COBOKYMHOCTbIO MHAOPMALIMOHHO-
JIOKYMEHTALMOHHbIX PECYPCOB OpraHn3aumm

Monb3oBaTbcst Haszamu OaHHbIX, B TOM 4Yucne yganeHHo

Vcnonb3oBaTtb crnpaBo4Hble NpaBoBble CUCTEMbI

PaboTaTtb ¢ KOMMbOTEPOM, Katanoramu (narnkamm) u
ghannamu, ckaHepom

[Monb3oBaTbCs OCPUCHBIM NAKETOM (TEKCTOBLIV penakTop,
Tabnuupl)

Monb3oBaTbCs NepudepuiiHbIMKM YCTPONCTBaAMU U
OPrTEXHUKON
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lMonb3oBaTbCs 9NEeKTPOHHOW NOYTOWN

Monb3oBaTbCs CUCTEMaM 3N1eKTPOHHOTro OKYMeHToobopoTa

Heobxonunmble
3HaHNA

MpaBoBble OCHOBLI yNpaBieHNs (OCHOBBI
aAMUHMCTPATUBHOrO, TPYLOBOrO M Fpax AaHCcKoro npasa)

HOpMaTI/IBHbIe npasoBble aKkTbl, HOPMATUBHO-MeTOONYEeCkKne
OOKYMEHTbI, roCyaapCTBeHHble CTaHOapPTbl, onpegenatoumne
nopsaaoK OOKYMEeHTaUWOHHOIro obecneveHust ynpasneHusa

CTpyKkTypa, PyKOBOACTBO CTPYKTYPHbIX MOAPA3AENeHWiA,
06pasubl noanmcen nuL, NMeLWMX Npaso NOANMCaHNS 1
YyTBEPXAEHUS AOKYMEHTOB, 1 OFPaHNYEHNS 30H UX
OTBETCTBEHHOCTM

MpaBuna LOKYMEHTaUMOHHOrO obecneyeHmnst 4eaTeNbHOCTM
opraHvaauum

Mopsaok paboTkbl ¢ 4OKYMEHTaAMU

TpeboBaHusi, NpenbsBnseMble K JOKYMEHTaM B
COOTBETCTBUM C HOPMATMBHBLIMW MPABOBLIMY aKTamu 1
rocynapCTBEHHbIMM CTaHLapTaMu

lMpaBnna cocTaBneHNs opraHN3aumoHHbIX JOKYMEHTOB
(NONOXEHWU, MHCTPYKLUWIA, pernameHToB)

Buabl OOKYMEHTOB, X Ha3HA4YeHne

OcHoBbI D,OKYMeHTHOVI NNHIFBUCTUKN

TpeboBaHuns oxpaHbl Tpyaa

Hpyrue
XapakTepucTuKu

3.3.10. TpynoBasi pyHKLMUSA

HavumeHoBaHue

CoctaBneHue n
odpopmneHne
yrnpasneH4yecKomn
JOKyMeHTauum

Kog | C/10.6

YpoBeHb
(nooypoBeHb)
KBanudukauum

[MpoucxoxaeHne
TPYyLOBOW
pyHKUUN

OpuruHan X |3aumMcTBOBaHO
13 opurmuHana

Kog PeructpaunoHHbIi

opuruHana HoMep

npodpeccroHanbHoro
cTaHbapTa

Tpynosble
nencrTemns

CocTaBneHune NpoeKkToB pacnopsaanTesbHbIX (Mpukasbl,

pacnopﬂervm) 1 MHZOPMaLMOHHO-CNPAaBOYHbIX 4OKYMEHTOB

(cnyxebHble NicbMa, Crpasku, HOKNanHble U cnyXxebHble
3anucku)

MevaTb C}'Iy)Ke6HbIX OOKYMEHTOB 1 MaTepunanos

PaamHOXeHune CI'Iy)Ke6HbIX OOKYMEHTOB

KoHTponb NpoXoXAeHNs LOKYMEHTOB B OpraHu3aLum
(cornacoBaHwve, NoANMCaHNe 1 yTBepXAEHNe NOKyMEeHTa)

Heobxonounmbie
yMeHus

Pe,ﬂ,aKTVIpOBaTb TEKCThbl CJ'Iy>K€6HbIX JOOKYMEHTOB

Monb30BaTbCA YHNPULMPOBAHHBIMM (POPMaMmM LOKYMEHTOB

OdhopMnaTb KaccoBble OUHAHCOBbLIE AOKYMEHTbI 1
JOKYMEHTbI M0 Y4eTy HaknaaHbIX pacxonoB

MevataTb cnyxebHble [OKYMEHTHI
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Monb3oBaTbCca NepUPEPUnHBIMA YCTPONCTBAMU U
OPrTEXHUKOWN

PaboTtaTb C KOMNbIOTEPOM, CKAHEPOM

lMonb3oBaTbCA OGOUCHBIM NAakeToM (TEKCTOBLIA pefnakTop,
Tabnuupl)

lMonb3oBaTbCs 9NEeKTPOHHOW NOYTOW

Monb3oBaTbCs CUCTEMaMn 3N1eKTPOHHOTro oKyMeHToobopoTa

ObecneyrBaTb 6H€30MaCHOCTb AEATENBHOCT OpraHn3auum

Heobxoounmbie
3HaHNA

MpaBoBble OCHOBbI yNpaBneHns (OCHOBbI
aAMVHVCTPATUBHOrO, TPYAOBOrO N XO35MCTBEHHOr0 Npasa)

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
nogpasneneHuii, obpasubl NOANUCER NNL, UMEIOWMX NPaBO
NOANUCaHNS U YTBEP XX IEHUSI AOKYMEHTOB, U OrpaHNyYeHUs
30H VX OTBETCTBEHHOCTU

MpaBuna fLOKYMEHTaUMOHHOrO obecnedyeHmnst 4eaTeNbHOCTM
opraHvsauum

Mopsaok paboTebl ¢ 4OKYMEHTAMM

TpeboBaHusi, NpenbsBnseMble K JOKYMEHTaM B
COOTBETCTBUM C HOPMATMBHBLIMW MPABOBLIMY aKTamu 1
rocynapCTBEHHbIMM CTaHLapTaMu

Buabl OOKYMEHTOB, UX HAa3Ha4YeHne

MNpaBuna cornacoBaHNs LOKYMEHTOB OpraHusaumm
(BHYTPEHHEro 1 BHELWHero)

I'Ipaana noonncaHuna n yTeepXxXaeHnsa 0OKyMeEHTOB

lMpasnna coctaBneHns n oPopMAEHUS MHEPOPMALMOHHO-
CMPaBOYHbIX, YNPABNEHYECKMX LOKYMEHTOB 1 Cy>XeBOHbIX
nnucem

OcHoBbI ﬂ,OKyMeHTHOVI NNHITBUCTUKN

MpaBrna pycckoro s3blka

TpeboBaHuWst oxpaHbl Tpyaa

Hpyrue
XapakTepuUCTUKK

3.3.11. TpynoBas chyHKUMUSA

HanmeHoBaHwve | OpraHusauust pabotbl ¢ Kog |C/11.6 YpoBeHb
JOKYMEHTaMm B NpMeMHONn
pykoBoauTens

(nooypoBeHb)
KBanudukaumm

MpowncxoxaneHue
TPy OoBOW
pyHKUUK

OpurnHan X |3auMcTBOBaHO
13 opuruHana

Koo PeructpauunoHHblii

opuruHana HOMep

npogoeccuoHanbHoro

cTaHpapTa

Tpynosble
nencTeuns

MonyyeHve, NnpeaBapuTENbHOE PACCMOTPEHME N COPTMPOBKA
NOCTYNaKLWMX B MPUEMHYIO PYKOBOAUTENS LOKYMEHTOB

MpoBepka KOMMAEKTHOCTY NOCTYNAIOWMX B MPUEMHYIO
PYKOBOOMTENS LOKYMEHTOB

MoporotoBka LOKYMEHTOB 47151 PACCMOTPEHUS PYKOBOAUTENEM

YueT LOKYMEHTOB, MOCTYNAOWMX Ha UMS| PYKOBOAUTENS

OpFaHVI3aLJ,VI$| AOCTaBKW OOKYMEHTOB UCNONMHNTENAM
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CospaHuve n BegeHue 6a3bl AaHHbIX JOKYMEHTOB
pyKoBOOUTENS

BeneHue nHopMaLIMOHHO-CMPaBOYHOl paboThi

Heobxoaumbie

yMeHUs

PaboTtaTb C BXoAswWew, NCXOASIWENR, BHYTPEHHE
JOKyMeHTaumen

Monb3oBaTbCsA CUCTEMAMM 3NEKTPOHHOIO LOKYMeHToobopoTa
NS perucTpauum, KOHTPOIS AOKYMEHTOB 1
MHCPOPMALIMOHHO-CNPaBOYHON paboThbl C AOKYMEHTAMM

MpUMEHSITb MHEOPMALMOHHO-KOMMYHUKALUVOHHbIE
TeXHoNoruyM ans paboTbl C JOKYMEHTaMu

MpuMeHATb NpaBmia PyccKoro si3bika

an/IMeHFITb HaBblK CKOPOCTHOIo nncbma

CocTaBnsiTb ¥ OCPOPMASTL JIOKAsbHbIE HOPMATUBHbIE aKTbl

Heobxoaumble
3HaHNA

HOpMaTI/IBHbIe npasoBbie aKkTbl, HOPMATUBHO-MeToON4YeCkune
OOKYMEHTbI, FOCy4apCTBEHHbIE CTaHOAPTbl, onpegenatoumne
nopsaoK AOKyMeHTaUWOHHOIo obecneveHus ynpasneHusa

CTpykTypa opraHusauum, pykoBoACTBO CTPYKTYPHbIX
noapasaeneHunin

CoBpeMeHHble MHPOPMALMOHHbBIE TEXHONOM MK PaboThl C
LOKyMeHTaMmu

Mopsmok paboThbl C LOKYMEHTaMU, CXeMbl [OKYMEHToobopoTa

MpaBnna paboTbl C BXOAAWMMA, UCXOASWMNMMN N BHYTPEHHUMM
LOKYMEHTaMu

I'Ipanma opraHmn3aunn KOHTpPoNna NCNOJNIHEHUA OOKYMEHTOB U
TUNOBblEe CPOKU UCMONMHEHNA NOKYMEHTOB

MpaBnna cocTaBneHns aHanMTUYEeCKMX CnpaBok no
opraHusauuy paboTbl ¢ AOKYMEHTAMU U KOHTPOSIO
NCMOJIHEHNS [OKYMEHTOB

I'IpaBVIna C03[aHns 1 BeaeHUst 6as faHHbIX CHy)KeﬁHbIX
OOKYMEHTOB B opraHmn3aumnm

CucTeMbl 3NeKTPOHHOro AoKyMeHToobopoTa

Cuctembl CKOPOCTHOIo nncbma

TpeboBaHunst oxpaHbl Tpyaa

Hpyrue
XapakTepuUCTUKn

3.3.12.TpynoBas pyHKLMA

HanmeHoBaHue | OpraHnsaumst XxpaHeHus Koo |C/12.6 YpoBeHb
JOKYMEHTOB B NPUEMHOMN (noaypoBeHb)
pykoBoauTens KBanuukaumm

MNponcxoxpenne |OpuruHan X |3avMMcTBOBAHO

TpynoBoWn 13 opurnHana

pyHKUUKM

Kog PeructpaunoHHbIi
opurmHana HOMEp
npogoeccuoHanbHoro
cTaHbapta

Tpynosble PaspaboTtka pasfnenos HOMEHKNATYPbl AEN OpraHn3aumm

nencTemns
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dopmupoBaHue 1 0popMeHNe Aen NOCTOSHHOrO,
LONITOBPEMEHHOI0 XpaHeHWst

Moarotoska v nNepenaya Aen B apxue opraHn3auunm

Heobxoaumbie
yMeHus

PaspabaTtbiBaTb HOMEHKNATYPY A€ OpraHn3auum ¢ y4eTom
HOPMaTMBHO-METOANYECKMX [OKYMEHTOB

Wcnonb3oBatb HOMeHKNATYpPY LeN NpU N3yYeHUn CTPYKTYpb
OpraHusauun, CoOCTaBnEHNN ONNCEN Oen

dopmrpoBaTth U 0POPMAATL fena B COOTBETCTBUM C
YTBEPX AEHHOM HOMEHKNATYPOW Aen opraHv3aumm

ObecneuymBaTb COXPaHHOCTb OOKYMEHTOB OpraHmnsauunn
|_|p0I/I3BO,EI,I/ITb NOAroTOBKY Aen ond nepenayn B apxme

MpUMEHSITb MHEOPMALMOHHO-KOMMYHUKALUVOHHbIE
TeXHonoruy ans paboTbl C JOKYMEHTaMu

Heobxoaumble
3HaHNA

HopmaTturBHble NpaBoBblE akThbl, HOPMATNBHO-METOAMYECKNE
JOKYMEHTbI, FoCcydapCTBEeHHble CTaHAapThl, onpeaensioume
NOPSAOK LOKYMEHTaUMOHHOro obecrneyeHmst ynpasneHus
Buabl HomeHknatyp, obwue TpeboBaHNs K HOMEHKATYpE,
MeTOoAuKa ee COCTaBeHns u 0POopMIEHNS

Mopsanok doopMmpoBaHns 1 0PopMIEHNS OEN C YKa3aHNEM
cneunukn oopMnMpoBaHNA OTAeNbHbIX KaTeropuin aen

MpaBnna xpaHeHUs Len, B TOM YMCNe C JOKYMEeHTamm
OrpaHWyYeHHoro Joctyna

MpaBuna BblAa4v v UCMONb30BaHNS JOKYMEHTOB 13
CCPOPMVPOBAHHbBIX LN

TpeboBaHWs oxpaHbl TpyAa
MpaBuna NoaroToBKW U Nepefayn nen B apxve opraHm3aumm

Hpyrve
XapakTepucTuKin

3.3.13. Tpynosble chyHKLUMN

HaumeHosaHue | ObecneyeHne Koo | C/13.6 YpoBeHb 6

pykosBoauTens (nonypoBeHb)
NHdoopmMaLmen KBanudukauum

lMpoucxoxaeHne
TPyLOBOW
PyHKLUM

OpuruHan X |3aumMcTBOBaHO
13 opurmHana

Kon PervnctpauvnoHHsbiia
opurmHana Homep
npogoeccroHanbHoro
cTaHpmapTa

Tpynosble
nencrTeuns

C6op v nepepaboTka MHopmaumm, HeobxooMMo oS
NPUHSATUS 06OCHOBAHHDBIX YNPaBNEHYECKUX PELIEHNT

MpoBepka LOCTOBEPHOCTU, MONHOTHI Y HEMPOTUBOPEYUBOCTM
LaHHbIX, CK/toYeHne oy6nnpoBaHusi MHgopMaLuum

MpenocTaBnexHne gaHHbIX B €4MHOM U yOoHHOM Ans
BOCMpuaTnAa cpopmare

BoisiBneHne Hanbonee 3HaYNMbIX KPUTEPUEB cUCTeEMaTU3auunn
NHgOopMaLMn ons co3nanns 6as fJaHHbIX

qDOpMI/IpOBaHI/Ie 1 ncnonb3osaHve 6a3 OaHHbIX B opraHmsaunn
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Heobxonounmbie
YMeHns

OcywectBnstb cbop, 06paboTKy 1 aHanM3 nHdopmauun B
COOTBETCTBMM C TPeBOBaHUSIMU KPATKOCTU, YETKOCTH
(POPMYNMPOBOK, CBOEBPEMEHHOCTU MOCTYMNNEHUS, TOYHOCTU U
IIOCTOBEPHOCTM, ONTUMA/IbHOCTU CUcTeMaTu3aumm,
HenpepbIBHOCTU cbopa 1 06paboTky MHpopMaLIMK

OcyuwecTBNATb pernctpaumio, HakonneH1e u nepegadvy,
cMCTeMaTU3NpoBaHHOE XpaHeHue 1 Bblaady nHghopmaunm B
Tpebyemoir popme

CoctaBnsAtb 1 OPOPMNIATb CBOOHbIE, OTYETHbIE,
cTatucTndeckmne qOKyMeHThbI

OcyuwecTBnsaTb 06paboTKy 1 CTPYKTYPMPOBaHNE MHghopMauuu,
06pasys MHHOPMaLMOHHbIE Pecypchbl

BBoOnTb HOBbIE AaHHbIE B CcnpasoYHO-NHGPOPMaLVOHHbIE
CUCTEMbI

BBoanTb B NamMATb KOMMbIOTEPA 9NEKTPOHHbIE 06pa3bl
JOKYMEHTOB

an/IMeHHTb HaBblKN CKOPOCTHOro nncbmMa

MpUMeHSTb HaBbIKM 3aMUCK U PacLIMCPPOBKM TEKCTa

Mcnonb3oBaTtbh COBPEMEHHbIE TEXHMUYEeCKMe CpeacTea B 061acTy
CKOPOCTHOr0 nrcbMa

Mpon3BoanTb MOVUCK MHAPOPMALIUM B CyLLECTBYHOLWMX 6asax
DaHHbIX, BECTV MHCPOPMALIMOHHO-CNIPABOYHYI0 paboTy Ha
OCHOBE Pa3NINyHbIX KOMOVHALIMA MOVICKOBBIX MPU3HAKOB

an/IMeHﬂTb NHPopPMaLIMOHHO-KOMMYHUMKALIMOHHbIE TEXHONIOrUn

Heobxoaumble

3HaHNA

OcobeHHOCTN DOPMMPOBAHUS BHEWHUX N BHYTPEHHUX
MHCPOPMALIMOHHbBIX MOTOKOB

CocTaB BHEIWHUX MHAPOPMALMOHHbBIX MOTOKOB

CocTaB BHYTPEHHUX UHGOPMALMOHHBIX NMOTOKOB

CTpykTypa opraHMsauuy 1 nopsaok B3anMoaencTems
noppasneneHnin n cnyxo

OcobeHHOCTY hopMMpoBaHns 6a3 OaHHbIX B OpraHnsaumnm

CoBpeMeHHble Hay4Hble MeTodbl U TeXHUYeckne CpeacTBa,
crocobeTBytowme cbopy, 0bpaboTke, COXpaHeHUIo 1 nepegade
NHGPOPMALIMOHHBIX NMOTOKOB

MeToabl 06paboTku MHGOPMALMU C TPUMEHEHNEM
COBPEMEHHbIX TEXHUYECKMX CPELCTB KOMMYHUKALWA 1 CBS3N,
BbIYNCIUTENBHOMN TEXHUKI

Cunctembl CKOPOCTHOIo nncbma

OcHoBbI NPOrpaMMHOro obecneyeHns n 0PUCHOro
06opynoBaHMs B 061acT CKOPOCTHOrO NCbMa

TpeboBaHWs oxpaHbl TpyAa

Hpyrre
XapakTepucTuku

3.3.14. Tpynosasi pyHKLUSA

HanmeHoBaHwne | OpraHnsaums Koo [C/14.6 YpoBeHb

NHPOPMaLNOHHOIO (nonypoBeHb)
B3anMOLEeNCTB/SA pyKoBOONTENSA KBanuukauum
C noapasneneHnamm n
OOJIXXHOCTHbBIMU Ll aMu
opraHmsauuun
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[MpoucxoxaeHne
TPyZLOBOW
pyHKUUK

OpuruHan X |3aumMcTBOBaHO
13 opurmuHana

Kog PeructpaunoHHbii

opuruHana HoMep

npodpeccroHanbHoro
cTaHbapTa

Tpynosble

nOencTemns

NHdopmmpoBaHue paboTHUKOB OpraHn3aunmn 0 pelleHmsx
pyKoOBOAMTENS

OpraHuzaumns obMeHa nHgopMaunen Mexay
nogpasaneneHnamMmm n 0oNXXHOCTHbIMKU nnuaMn opraHn3aunm

OnogelieHne paboTHUKOB O NPEACTOSWMX MEPONPUSATUAX

OpraHusaumsi BCTpeY TpyLOBOro KONEKTBA C PYKOBOACTBOM

NHdopmmpoBaHue pykoBoamtens o6 obpaleHunsx
COTPYIHVKOB N0 paboynM 1 NMYHLIM BONpOcam

Heobxonoumbie

yMeHus

Mcnonb3oBaTtb COBpeMeEHHbIE TEXHONOrMM cbopa 1 nepenayv
NHgpopmaunmn

OcyuwecTBnaTb cbop 1 nepepaboTky NHpopmaLuum,
HEO6X0ANMOW ANa NeSATENbHOCTN PyKOBOANTENS

OCYLI.I.eCTB)'IﬂTb cncteMaTmnldaumnio nony4yaembolx n
nepegaBaemblX OaHHbIX

OcylecTBnAaTb NPOBEPKY AOCTOBEPHOCTU, NOHOThI 1
HEMNPOTNBOPEUYNBOCTU AaHHbIX, UCKNOYEHNE AyONUpoBaHMUS
nHdpopmaumn

MpenctaBnsiTb faHHble B €ANHOM 1 yOOOHOM O1si BOCIPUSTUS
hbopmarte

MHOFOKpaTHO MCNONb30BaTh NONYYEHHYO MHGOPMaLNIO,
NMOCTOSIHHO OOHOBNATH OaHHbIE

ObecneyrBaTh ONEPaTUBHOCTb MHAOPMALIMOHHbLIX MOTOKOB

PaboTtaTb c KOMMNbIOTEPOM, NCMNONb30BaTL OCPUCHBIA NakeT
(TEKCTOBLIN penakTop, Tabnuubl)

Heobxonunmbie
3HaHNA

HopmaTuBHbIe NpaBoOBLIE akTbl, HOPMATMBHO-METOANYECKME
LOKYMEHTbI, FOCY1apCTBEHHbIE CTAHAAPTHI B cpepe
LesTeNnbHOCTU OpraHu3auum

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
noapasneneHunii, HanpaBneHns NesTENbHOCTU OpraHM3auun n
KOMMNETEHLUWMN CTPYKTYPHbIX NMOAPa3AeNeHNn N LONXHOCTHbIX
nu

Knaccudpukaums ynpasneH4eckorn nHgopmaumu, snabl
ynpasfieH4eckor nHdopmaLmm

dopMbl NpeaCcTaBNEHNS yNpaBAeHYeCcKo MHpopMaLmm

NcTOYHMKIM ynpaBneHYecKkom nHopopmaumnm

MeToavka oT6opa MCTOYHVKOB MHADOPMaLM

TpeboBaHus, NpenbaBnsemble K ynpaBneH4eckom
NHgpopmaunmn

TpeboBaHWs oxpaHbl TpyAa

Hpyrve
XapakTepucTuku

3.4. 0606 eHHas TpynoBasi PYHKLUS
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HaumeHoBaHue | IHgpopmaumoHHo-aHanntuyeckas n | Koo | D YpoBseHb

OpraH13alnoHHO-
afMVHMCTpaTUBHAs nonnepxka
NeATeNbHOCTY PYKOBOAMTENS
opraHmsauum

KBanudumkawumm

MNpoucxoxaeHve |OpurnHan X |3aumcTBOBaHO

06006LeHHOA 13 opurnHana

TPyOoBOW Kog PervnctpauvnoHHbii

pyHKUUKM opurnHana HOoMep
npodpeccroHanbHoOro

cTaHbapta

Bo3MoxHble [MomowHKK pykoBoamMTens

HavMeHOoBaHMsA

OONXHOCTeR,

npodpeccun

TpeboBaHus K
obpasoBaHuio 1
0byyeHunio

Bbicwee obpasoBaHue - bakanaspuat

nnn

Bbicwee obpasoBaHue (HenpodgunbHoe) - bakanaepuar v
LOMONHMTENbHOE NpodheccroHanbHoe obpasoBaHue no
LOMONHNUTENBbHBIM MPOMPECCUOHANBHBIM MPOrpaMMam
npodpeccrnoHanbLHOM NepenoaroToBKM No NPOUII
LeSATENbHOCTH

TpeboBaHus K OMbITY
npakTU4ecKom
paboTbl

He meHee Tpex net no opraHn3aLuoHHOMY,
LOKYMEHTALUMOHHOMY 1 MHGOOPMALMOHHOMY 06ecneyeHunto
LesTeNbHOCTU PYKOBOAUTENS OpraHm3aumu

Ocobeble ycnosus
nonycka k pabote

Hpyrue
XapakTepuCcTUKn

JononHntenbHble XapakTepucTukn

HaunmeHoBaHue Koa HanmeHoBaHve 6a30B0# rpynmbl,
[OKYMeHTa [ONXHOCTM (Npodoeccun) nnm
crneunanbHoOCTU
OK3 3343 AILMVHUCTPATUBHBIA U UHOW
NCMONHUTENbHbIN CpeaHeTEXHNYECKMNIA
nepcoHan
EKC - CekpeTapb pykoBoanTens
oKnaTP 26341 CekpeTapb pykoBoanTens
OKCO 7.46.03.02 | lokymeHTOBEOEHME N apXNBOBEAEHNE
3.4.1. Tpynosbie PyHKLUMU
HavnmeHosaHwe | @ opmunposaHune Kon | D/01.6 YpoBeHb
NHCPOPMaLMOHHOIO (nooypoBeHb)
B3aMMOOENCTBNA PYKOBOOANTENS C KBanucpukaumm
opraHusauusimm
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MponcxoxaeHne
TPYyLOBOW
pyHKUUK

OpuruHan X |3aumMcTBOBaHO
13 opurmHana

Kon PervnctpauunoHHsbiii

opuruHana HoMep

npogoeccruoHanbHoro

CTtaHpgapTa

Tpynosble
nencrTemns

OT160p UCTOYHMKOB UHCPOPMALIMM B COOTBETCTBUM C
3aaHHbIMV KpUTEPUAMU

O6paboTka 1 nHTepnpeTauuns nHpopmaumnm 4nsg noaroToBKu
NPOEKTOB PeLIeHN

MoaroToBka 3anpocoB Mo NopyyYeHuio PyKoBOAUTENS Ha
nonyYyeHne AOKYMEHTOB U MHCDOPMaLMM B OpraHax
rocyapCTBEHHOM BNacTu 1 ynpasneHunsl, 0OIecTBEHHbIX
opraHv3auusx n nosly4YeHne CooTBETCTBYOWMNX MHGIOPMALIMN 1
LOKYMEHTOB

NHdopMmpoBaHe pykoBoaUTENs 0 pesynbTaTtax
PacCMOTPEHWS 3anpocoB 1 obpatleHwii

OpraHunsaums peleHns BONpoCcoB, He TPeByowwmx
HernocpenCTBEHHOr0 Y4acTusi PyKoBOAMTENS

MoaroToBka MaTepunanos ANs y4acTUs pykOBOLUTENS B
paboTe pas3nMyHbIX CTPYKTYp B COCTaBE roCyapCTBEHHbIX U
MYyHMLMNANbHbIX OPraHoB, 0OIWECTBEHHbIX OpPraHn3auuni

Moarotoska OOKYMEHTOB O/14 3aKNo4YeHnsA cornaweHui o
COoTpyaHMn4YecTBe C AeNOBbIMA NapTHEPaAMN

VHdopMupoBaHme 4enoBbix NapTHEPOB U 3aUHTEPECOBAHHbIX
opraHusaumii o0 peweHnsax pyKoBoauTens B Xo4e BbiNoNHEHUA
cornaweHunn

Heobxonounmbie
yMeHus

AHanuampoBaTb M 0TOMPATh UCTOYHUKM UHADOPMALIMK B
COOTBETCTBUU C KPUTEPUSAMUN MONTHOTLI, AOCTOBEPHOCTH,
CBOEBPEMEHHOCTY NPeaoCTaBIeHNs MHGOPMaLUK

Cobvpatb, obpabaTbiBaTh 1 aHANM3NPOBaTh UHGOPMALINIO B
COOTBETCTBUW C 3a4aHHLIMU TPEOOBaAHNSIMU

I'IepenaBaTb MHdoopmaLmo B cuctematn3vpoBaHHOM Buae

ObpabaTbiBaTh U CTPYKTYpPUPOBATb MHGOPMaLMIO, 06pasys
NHCpopMaLMOHHbIE PecypChl

Mpoun3BoanNTb NOMCK MHAPOPMaLMK B CylecTByoWmx 6asax
JaHHbIX, BECTU MHEOPMALMOHHO-CNPABOYHYO paboTy Ha
OCHOBE Pas3NIMyHbiX KOMOVMHALMIA MOVCKOBbLIX MPU3HAKOB

O6ecnevrBaTb NHOPMALMOHHYIO He3onacHOCTb
opraHvsauum

PaboTaTb C KOMNbIOTEPOM, MCMONb30BATb OPUCHBIV NakeT
(TEKCTOBBIV peaakTop, Tabnuupl)

Heobxoaumbie
3HaHug

BHyTpeHHS;IFI N BHEWHAA NONNTUKa opraHn3aunn

MpuHUMNBI NPeACTaBUTENBCTBA B FOCYAPCTBEHHbIX OpraHax,
opraHax MecTHOro camoynpaBfeHNs, CTOPOHHMX
opraHv3aumsx 1 NopsAoK B3auMoLeCTBUS C HAMM

MpyHUMNBI 1 METOLbl aAMUHUCTPUPOBaHNS

Oco6eHHOCTV (POPMMPOBAHNS BHEWHWX U BHYTPEHHNX
MHGOPMALIMOHHBIX NMOTOKOB

CTpyKkTypa opraHMsauuy 1 nopsaok B3anMoaencTems
nogpasneneHnin u cnyxoé

MpaBrna opMMPOBAHUS 1 UCMONb30BaHUS 6a3 AaHHbIX
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CoBpeMeHHble Hay4YHble MeTOoabl U TEXHUYECKME CPELCTBA,
crocobeTBytowme cbopy, 0bpaboTke, COXpaHeHUIo 1 nepegaye
MHgpopmauumn

Mpasuna 3awmTbl KOHPUAEHLNANBHON CNyXebHON
NHgOopMaLuunn

CoBpeMeHHbIe MHPOPMAaLMOHHbIE TEXHOOM N

Hpyrne -
XapakTepuCTMKM
3.4.2. TpynoBasa pyHKUUA
HaumeHoBaHue | AHann3 nHdpopmaumm Koo |D/02.6 YpoBeHb
noaroToska (nonypoBeHb)
NHCJPOPMALMOHHO- KBanuukauum
aHanNUTUYECKNX MaTepuanos
MNponcxoxaeHne |OpurvHan X |3auMMcTBOBaHO
TPYynoBOW 13 opurnHana
pyHKUUM
Kon PeructpauunoHHbii
opvruHana HOMep
npodoeccmoHanbHoro
cTaHpapra
Tpynosble Cbop, nepepaboTka 1 aHanu3 nHopMauun ons peweHms
nencrTeums 3a4a4, NOCTaBNEHHbIX PYKOBOOUTENEM
MoarotoBka MHOPMALMOHHO-aHANUTMYECKMX MaTepPranoB
PaspaboTka TeMaTuyeckoro nnaHa 0630pHOro LOKYMEHTa,
noknaga
OnpepeneHne Kpyra bubnmorpacunyeckmx MCTOHHNKOB
Monbop MCTOYHUKOB 1 NUTEpPaTypbl No TeMe 0630pa, Aoknaana,
aHannTMYecKom cnpaBku
HanucaHue n ochopmneHmne 063opa, Aoknana, aHanmTn4eckonm
cnpaeku
Heobxonumble |PaspabatbiBaTh Tematmueckuii nnaH o63opa, noknana,
aHannTM4yecKom cnpaBku
yMeHUs O60ocHOBLIBaTb aKTyaNnbHOCTb NPO6IEMbI, KOTOPYIO NPEACTONT

OCBETUTb B 0630pe, aoknane, cnpaeke

Monb3oBaTbCA MHOPMALMOHHLIMU pecypcamm u
cucTemMaTnanpoBaTb MHGOPMaLMIO N0 3aAaHHbIM KpUTEpUSM

MHTepHpeTI/IpOBaTb nony4yeHHble oaHHble N NpencTaBnAaATb UX B
cncTteMaTnsnposaHHOM Buae

Onpeuenmb Kpyr NCTOYHMKOB N NNTepartypbl, HeobHX0ANMBbIX
ON4 NOAroTOBKM MH(pOpMaLMOHHO-aHaNNTUYEeCKNX MaTepmnanos

W3naratb maTepvan B 0rmyeckoi nocnenosaTenbHOCTU

ﬂpomaaonmb aHann3 n oueHKy 310 XeHHOro Mmatepumana

OgoopMnATb TEKCT B COOTBETCTBYIOWEM CTU/E

PenakTnpoBatb TEKCT OKYMEHTOB

qDOpMyJ'II/IpOBaTb BblBOObl N peKkoMeHaaumnn

OcylecTBnsTb aBTOMaTM3aUMIO Npoueccos cbopa, XpaHeHUs 1
BblAayn nHgopmaLmu

Monb3oBaTbCs YCTPOMCTBaMI aBTOMATM3NPOBaHHO 06paboTkm
TEKCTOBOW MHCpopMaLMM 1 POTOHABOPHbBIMU YCTPOKCTBAMM
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rlpI/IMeHFITb BblYUCNUTENBHYIO TEXHUKY U MHOPOPMALMOHHbIE
TEXHONOrMN AN 9KOHOMUYHOMN 1 paLLMOHaﬂbHOVI opraHmnsauun
NHJPOPMALMOHHbIX NPOLIECCOB, NMOBbIWEHNSA UX rmbkocTu n
OVNHAMWYHOCTU

MpoBoOANTb pefakTUPOBaHNE TEKCTA, aHANN3 U OLEHKY
BbIBOJOB M PEKOMEH AL

anMeHﬂTb OCHOBbI MCKXONOrNK 0enoBOro obLweHus

Heobxoounmble
3HaHNA

HopmaTmBHble NpaBoBble akTbl, HOPMATUBHO-METOANYECKME
JOKYMEHTbI, FOCyAapCTBEHHbIE CTaHAaPThl B chepe
NeAaTeNnbHOCTW OpraHn3aumm

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
noapasneneHunii, HanpasneHns 0esTEeNbHOCTU OpraHu3auun n
KOMNETEHLUMMN CTPYKTYPHbIX NMOAPa3AeNeHNn N LONXHOCTHbIX
nu

Knaccudpukaums ynpasneH4Yeckon nHgopmaumm, Buabl
yrnpasneH4YeCcKoin nHgopmaumnm

DopMbl NPEACTABNEHNS YNPABNEHYECKON MHCpopMaLmm

NcTouHmKM ynpaBneHyeckomn nHpopmaumm, metoamnka otbopa
MCTOYHUKOB MHCPOpMALIN

TpeboBaHuWsi, NpenbsaBnseMble K ynpaBneH4ecko HopMaLm

OcobeHHOCTM pedoeprpoBaHns NHgopMauun, cneundmrka
0CPOPMNEHUNS 1 COCTABNEHNS aHHOTAUMIA, pedhepaTos, 0630poB,
0oKnanos

OCHOBbI HaNVcaHWsi peyen n JOoKNanoB PyKOBOAUTENS

Kateropwu cnywateneii (uutateneii), Ha KOTopbix Bynet
paccunTaH gaHHblii 0630p, ooknag

MeTonbl 06paboTky UHGOPMALUN C MPUMEHEHNEM
COBPEMEHHbIX TEXHUYECKMX CPELCTB KOMMYHMUKALNIA U CBSA3MN,
BbIYMCINTENBHOW TEXHUKU

CTpykTypa MHOOPMALIMOHHBIX M30AHWUA B 3aBUCUMOCTU OT
xapakTepa nHgopMaLum 1 LLeneBoro HasHaveHns
NHGOPMALIMOHHBIX U3AaHUIA

CoBpeMeHHble cpencTea cbopa, 06paboTku, cuctemMaTnsaumm
nHgpopmauum

NcTouHmkmn nHchopmaumm: katanorm 6ubnuoTek, XypHanos,
MOWCKOBbIE CUCTEMbI MH(POPMALMOHHO-TENEKOMMYHUKALNOHHOWA
ceTn "MIHTepHeT", anekTpoHHble 6a3bl AaHHbIX

D yHKUMOHaNbHOE Ha3HaveHne ob3opa (brubnmnorpagmyeckoro,
pedoepaTMBHOro, aHanMTUYECKOro) Kak cpecTBa opmeHTaumm
ynTaTens B NOKYMEHTaNbHOM U MHGPOPMaLNOHHOM NOTOKE

OcobeHHOCTM 0BLWEeHAYYHOR U MparMaTUYecKon OYHKLNM
0630poB

Mpasuna paboTbl C BHEWHUMU HOCUTENAMI UHGDOPMALIA

MoHsTMe 1 cneumdpmka 6ubnmorpadpryeckoro, pedepaTrBHOro
1 aHaNNTNYECKOro MHGPOPMALIMOHHOMO U3AaHNS

CI'IpaBO‘-IHbIe npaBoBble CUCTEMbI

Hpyrue

XapakTepucTukmn

HanmeHoBaHune

3.4.3. Tpynosasi pyHKLMUS

OpraHunzaums nenosbix Kon |D/03.6 YpoBeHb
KOHTaKTOB M NPOTOKObHbIX (nonypoBeHb)
MeponpuUATUIA KBanudukauum
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[MpoucxoxaeHne
TPYOOBOW
pyHKUUKN

OpurnHan X |3amMcTBOBaHO
13 opurnHana

Koo PeructpauunoHHblii

opuruHana HOMep

npogoeccruoHanbHoro

cTaHgapTa

Tpynosble

nencTemns

OpraHnsauus 1 nnaHnpoBaHne LeNOBbIX KOHTAKTOB, BCTPEY 1
Nnoe3noK PyKOBOAMUTENS

OpraHunsaums 3acenaHuin, CoBellaHnii 1 MeponpusiTuin,
NPOBOANMbIX PYKOBOAMTENEM

[MoaroTtoeka Matepuanos Ans coselwaHui, BeaeHne u
ogbopMieHne NMpoTOKOJI0B

MonroToBka Npe3eHTauwmin No ykasaHuio pyKoBOAUTENS

MonroToBka v NPOBEAEHVE NPEeCcC-KOH(EPEHLMIA PYKOBOANTENS

OpraHusauus neperoBopos, o6ecneyeHne y4acTHUKOB
MHCPOPMALIMOHHBIMI MaTepranamm, BeaeHue 3anvcein
neperoBopoB

Heobxoaumbie
YMeHus

CocTaBnaTb NNaH Noe3nKu PyKOBOAUTENS

OgopMnATE AOKYMEHThI, He06X0aUMbIE A5 AENOBO NOe3 KK,
KOMaHAMPOBKMN PYKOBOANUTENS

CocTaBnsiTb M 0QOPMIATb MPOTOKONbI COBELWAHWIA, 3acenaHnii
N KOHGOEPEHTHbBIX MEPOMNPUATUIA, FOTOBUTb CMUCOK Y4aCTHUKOB,
NOBECTKY OHS, ABOYHbIE NINCTbl U MPOEKTbl UTOrOBbIX
JOKYMEHTOB

CocTaBnaTb Npecc-penuabl

BecTu neperoBopbl ¢ napTHepamMu

PaboTtatb B pexnme MHorosana4HocTtun

PaboTatb ¢ 6onbwmmM 06 bEMOM UHGOPMALIMK

CospaBaTtb u noagepXmsatb NONOXUTENbHbIA UMUIX
opraHunsaunn n pykosoguntens

WNcnonb3oBaTth BbIYUCIMTENBHYIO TEXHUKY U MHAPOPMALMOHHO-
KOMMYHVKAUMOHHbIE TEXHONOrUN AN 6onee sSKOHOMUYHOW U
paLMoHanbHOW opraHn3aunm MHGOPMALIMOHHBIX NMPOLECCOB,
MOBbLIWEHUS UX TMOKOCTW 1 JMHAMUYHOCTU

ObecneynBaTb MHPOPMALIMOHHYIO 6€30MacHOCTb OpPraHn3aLmn

Heobxonounmble
3HaHNA

HopmaTuBHbIe NpaBOBLIE akTbl, HOPMATMBHO-METOANYECKME
LOKYMEHTbI, FOCYy1apCTBEHHbIE CTaHAAPThI B cpepe
LesTeNnbHOCTU OpraHu3auum

CTpyKTypa opraHmsauum, pyKoBOASIWMIA COCTaB OpraHM3aumnm u
noapasneneHunii, HanpaBneHns NesTENbHOCTU OpraHu3auun n
KOMNETEHUWMN CTPYKTYPHbIX NMOAPa3AeNeHNn N LONXHOCTHbIX
nu

Mcuxonorns nenoBoro obueHnsi, 0CHOBblI KOHIP IMKTONO UK

lMpasnna NnposeneHNs 0en0BbIX NEPErOBOPOB U MPOTOKO/bHbIX
MeponpuaTui

STUKET 1 OCHOBbI MEX lyHapO4HOro Npokona

ﬂpanma COCTaBNeHNa U 0POPMNEHNSA LOKYMEHTOB

Mpasuna 3awmTbl KOHPUAEHLNANBHON CNyXebHON
NHgpopmaunmn

NHdopMaLOHHO-KOMMYHUKALMOHHbIE TEXHONOM M

Hpyrne
XapakTepucTuku
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3.4.4. Tpynosasi pyHKLMUS

HanmeHoBaHwe | OpraHnsaumsi CnosiHeHNs Kon [D/04.6 YpoBeHb 6
peLweHni pykoBoanTens (nonypoBeHb)
KBanngoukauum

MNpouncxoxpexne |OpuruHan
TPy OoBOW
pyHKUUM

X

3anMCcTBOBaHO
13 opuruHana

Kog PerncTpaumnoHHbIn
opuruHana Homep
npogoeccuoHanbHoro
cTaHpapTa

Tpynosble
nencrens

JokymeHTanbHOe opopMneHne peweHnin pykosoanTens,
LOBe[eHNe A0 CBeaeHUsi paboTHUKOB OpraHn3aunm yCTHbIX
pacrnopsa>XXeHunin pykoBoaUTENS

KoopavHauus oesaTenbHOCTY MO UCMOSIHEHUIO PELIEHWI
pyKoBoOMTENS!

KOHTpOb NCNONHEHUS PELLEeHWA PyKOBOAUTENS

MoAroToBka OTYETOB O BbINOMHEHUV MOPYYEHWIA N PELLEHWIA
pyKoOBOAMTENS

Heobxonounmble
yMeHUs

CocTaBnsATb 1 OCPOPMASATb LOKYMEHThI, COAepXalne
MOPYYEHUS N PACMOPSAXEHNS PYKOBOOMTENS

BecTtu yueT nopyyeHuin pykoBoauTtensi, Tpebyowmx KOHTPONS
Mo CyWeCTBY peleHns Bonpoca

MpuvHuMaTh peweHus B npoLecce paboTbl

I'Ipomsao,umb aHanns UCNoNHUTENbCKON OANCUUNANHDI

CocTaBnsATb aHaNUTUYECKNE OTHETHI U CPaBKY Mo
pesynbTaTam UCMOHEHWS NOPYYEHWA 1 pacnopsXXeHWA
pyKoBOLMTENS

Monb3oBaThCA CUCTEMaMN 3/1EKTPOHHOI0 AOKYMeHToobopoTa

MPVYMEHSITb BBINNCINTENBHYIO TEXHUKY Y MHGDOPMALIMOHHO-
KOMMYHWKAUMOHHbIE TEXHONOT UM LN SKOHOMUYHOW 1
paLMoHanbHOW opraHn3aumnm MHGOPMALIMOHHBIX NMPOLECCOB,
MOBbLIWEHUS UX TMOKOCTW 1 JUHAMUYHOCTU

ObecneyrBaTb 6€30MACHOCTb OEATENBHOCTI OpraHn3auum

Heobxonunmble
3HaHNA

HopmaTuBHbIe NpaBOBLIE akTbl, HOPMATMBHO-METOANYECKME
LOKYMEHTbI, FOCYy1apCTBEHHbIE CTaHAAPThl B cpepe
LesiTenbHOCTU OpraHn3auum

CTpyKTypa opraHmsaunm, pyKoBOACTBO CTPYKTYPHbIX
noapasneneHunii, HanpaBneHns 0esTENbHOCTU OpraHM3auun n
KOMNETEHUMN CTPYKTYPHbIX NMOAPa3aAeNeHNn N LONXHOCTHbIX
nu

MpaBuna NpoBeLeHUS KOHTPONS UCMONHEHUS MOPYYEHWIA
pyKoBOAMTENS

TexHonorns BeAeHNs KOHTPONS NCMONHEHNS NOPYYEHNIA
PYKOBOOMTENS

CuCTEMbI 9NEKTPOHHOr0 JOKyMeHToobopoTa, 6a3bl AaHHbIX

TpeboBaHunsi oxpaHbl Tpyaa

Hpyrne
XapakTepucTuku

IV. CBepeHus 06 opraHusaumsx - paspaboTumkax npocpeccuoHanbHOro craHaapTa

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBEpXAeHN NpoteccnoHanbHoro ctaHaapTa "CrneunanncT no opraHn3aLnoHHOMY U JOKYMEHTaLnoHHOMY obecnevyeHunto CtpaHuua 36
yrnpas/ieHuns opraHmsaumen”
Mpuka3 MuHTpyAa Poccum oT 15.06.2020 N 3331

4.1. OTBeTCTBEHHasi OpraHu3auus-pa3paboTumk

HIMN "HaumnoHanbHas accoumaums oOUCHbIX CNeunanncTos 1 agMUHUCTPATUBHbBIX
paboTHWKOB", ropos MockBbI

JwvpekTop XntocHesa Jliogmuna NetposHa

4.2. HaumeHOBaHUS OpraHM3auun-pa3paboTyMKoB

1 OO0 "LleHTp akcnepTusbl u ceptudomkaummn”, ropon Mocksa

2 |®IrbOY BO "Poccuiickuii rocyapCTBEHHbIN FyMaHUTapHbIA yHuBepcuTeT”,
ropon Mocksa

3 ®Irernoy "Konneox ML Pocecnn”, ropon Mocksa

4 |MAO "MockoBckasi 06 beanHeHHas aHepreTmyeckas komnaHus'", ropos
Mocksa

ONEKTPOHHBIA TEKCT NOKYMEHTA
nogrotosneH AO "Kogekc" n ceepeH no:
OdomumanbHbI MHTEPHET-NOPTAN
npaBoBO NHGopMaunn
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