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ITI. XapakTepucTHKa 0000MEeHHBIX TPYAOBLIX GYHKUHH

3.1. Obo6mennas Tpyaosas pyRKOHA

" OpraHu3anHoHHOe 06ecneucHne . VposeHb
HanmenoBaHue . - Kox A 3

. ACATENBHOCTH OpraHH3alluH A _ xeamupuiaum |
s gy Opurman X SR

Kon PerncTpannoHHELi HoMep
OpHIMHAJIA npodeccHoHansEHoTO
CTAHAApTa

Bo3smoxHBIe CekpeTapb-aIMHHHCTPATOP
HauMEHOBAHHUA
JOIMKHOCTEH,
npodeccHii
TpeGopanus k Cpennee obmee obpazopanue
0o6pa3zoBaHuIO 1 [IpodeccronansHoe 06yueHHe — MPOrpaMMEL NpodecCHOHANBHOI MOATOTOBKH
ofyueHHIO O AOIDKHOCTAM CIIYXKALIUX, MPOrpaMME] NEpEeNoArOTOBKH CIIYXKaIlHX,

NpOrpaMMBI MOBBILIEHHUS KBATHGHKALMH CIyKalluX
Tpe6GoBanus K -
OIHITY
NpakTHYECKOH
paboTHI
Ocobple ycnoBHs -
aonycka K pabote

Hpyrue -

XapaKTePHCTHKH

JIOTOJIHHTENBHEIC XaPaKTCPHCTHKH

HamMenoBanHe JOKYMEHTa Kon HaumeHnoBaaHe 6a30Bo# rpynbl, JOMKHOCTH
(npodreccun) nim cIeNHANEROCTH
OK3 4226 Cnyxaniue B mpHeMHO# (o0mero nmpoduiia)
OKIIATP? 26353 | Cekperaph-MalllHHHCTKA

3.1.1. Tpyxosast pynxknns

ITpreM H pacnpenenenne Tene(oHHBIX YpobeHb
HaumeHoBaHWe | qnouvop OpraHH3aiHH Kon | A/01.3 (noaypoBeHs) 3
KBanAdgHKaLuu
3anmcreoBaHo
IIponcxoxaeHse Opursnan X aMM:
Tpyaceoi GyHKLUHY H3 OPUTHHaAna
Kon oparurHana  PeructpauMoHHH HOMep
npedeccHoHanbHOTO
CTaHJAPTA

§ Tpyznoeeie IMepenanpaeneine TenedOHHBIX 3BOHKOB PYKOBOINCTBY M COTPYAHHKAM

| IeHCTRUA _ OpraHH3anKH
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Ilonyyenne HeoOGxomumoii HHPOPMALMH H mepeada CAHKUHOHHPOBAHHOM '
. HH$pOpMALHH [0 TenedoHy
Heobxoanmbe Hcnonb3oBaTh TeXHMYECKHe M NpOrpaMMHBIE CPeACTBAa MU OpOBeleHHs
YMEHHA | TOJIOCOBOH HIIH BUACO-KOH(EPEHII-CBSI3H
: Ucnionp3oBaTe cpeficTBa KOMMYHHKAHOHHOW OpPTTEXHUKH JUIA MONYYEHHA H
" mepenaun HHEGOpMALHHA
: BecTH  yueTHBIe  perMCTpallHOHHEIE  (OPMEI, HCHONMB30BATH HMX  IUIA
. MHGOPMALIOHHO paboThI
" VeTaHaBIMBATL KOHTAKT ¢ COBECENHAKOM, MOMIEPKUBATE M Pa3BEBATh JCIOBYIO
Oeceny B npouecce TeaeqOHHEIX NEperoBOPOB
CrnakuBaTh KOH(JIMKTHBIE H  CIOXHBEIE CHTYalHH  MEXIHYHOCTHOIO
; B3aHMOACICTBHS
g Cobmoaath ciyxeOHbIH THKET
" Heobxonumeie DyHKUNH, 33024, CTPYKTYpa OPraHH3aLlHH, €€ CBI3H
. 3HAHAA [TpaBuna BzamMoOZEHCTBHA ¢ NMapTHEpaMH, KIHEHTAMH, CPEJCTBAMH MAacCOBOi
51 ungopManuu
; "JTHKA JEIOBOrO OOIICHUA
TpaBuna pedeBoro STHKETa
Tpebopanusa oxpaHH Tpyaa
| Tpapuna 3ammTe KOHQHISHIHATEHOH cayxeOHOH HH(pOpMaHH
 Mpyrne -
| XapaKTepHCTHKH
3.1.2. Tpyaosas dyHkuns
Opranuzanus padoThl ¢ IOCETUTEIIMH YpoBeHb
Haumenosanne | onraymarun Kon | A/02.3 {noayposens) 3
KBaTHHKALMH
3aHMCTBOBAHO
Tl?p[;’?ﬂ%ii;m(;;::zﬂﬂ Opnnma.n X H3 OpHIHHANA '
Kon PeructpaunoHnelii HoMep
OpHIrdHama ﬂpO(i)ﬁCCHOHaJ'[LHOFO
cTanjapTa
_T}S;Eai;me Bcerpeda noceTHTeNcH, monyueHde nepBHYHOH HHGOPMALHH O MOCETHTEILIX H
JeHCTRHA MOMOIDG B OPTaHU3ALMHU HX MPHEMA PYKOBOAUTE/IEM H COTPYIHHKAMH
Bezenue xypHana 3alACH NOCETHTE/IeH
Vuer moceTurenci u opopmneHue mpomyckos
ConeiicTBHE  OMEPATHBHOMY pACCMOTPEHHIO TpPockd H | mpeanoxeHmit
HoceTmneﬁ ..............
[IpueM H mepesada AOKYMEHTOB MOCETHTENEH PYKOBOACTBY H COTPYIXHUKAM
OpraHH3aL{H
. Opranuzaiysa H OpOHUPOBaHHE NEPETOBOPHBIX KOMHAT
CepBHpOBKA YaiiHOTO (KOofeHHOro) cTONa B OdHCE
[MpuroToBieHHE HAMHTKOB (9aii, kode, KPoXJIaTUTENbHEIE HATNTKH )
Heobxomumele O6marecs ¢ MoceTHTENIMH
yMeHHSs Hcnonp3oBaTe YCTAHOBICHHBIE MPABHIA M MPOLENYPhl KOMMYHHKAIIMH BHYTPH
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; Obecneynpath KOH(PUACHIHAIBHOCTE HH(POPMALHH
i HeoOxonumeie ITpaBuna opranu3aiiy NpueMa noceTuTeNnek
_ 3HaHHA IMpaBuna genooro o0MECHHS
5 CTpyKTypa OpraHH3aliil H pacrpeieneHne (QyHKOHEE MexAy CTPYKTYPHBIMH
nozpa3/ieJICHUSIMH H CIEIHATHNCTAMHA
[IpaBua opranA3anuy OpueMoB B oduce
TpaBuna cepeupoBKH YaliHOTO (KogeiiHOro) cTONA
I[IpaBuia NpHroTOBNCHAA H OJAYH TOPAYHX HAIINTKOB H 3aKYCOK K HHM
% 3THKA AeNoROoro obIeHHd
: IMpaBuna peueBoro ITHKETA
TpeGopanua oxpaHEl TpyHa
{TIpaBuna 3ammTEl KOHQHISHIHATLHOH’ clykeOHOH HHGOpPMaHH
Jpyrue -
XapaKTepPHCTHKU
3.1.3. Tpynosas ¢pyHkuug
BrinonHeHHe KOOPAHHUPYIOLIHX H YpoBeHs
HauMeHOBAHHE | oGacnequBaromuUX GyHK MM Kox | A/03.3 {noaypoBeH:) 3
KBanudHKauuH
TpoucxoxAeHHE P x | 3aMMCTBOBAHO
Tpyaesoil GyHKUNK H3 OpHIHHANA
Kon PerucTpalHOHHEIA HOMED
opuriHana npogecCHOHANTBHOTO
CTaHaapTa
Tpysosnie Beznenne xypHana pa3se3oB paGOTHHKOB OpraHH3alHH
JeiicTBHA KoopamHalys paloThl KypbepoB H BOAWTENEH OpraHu3aqus
BeneHne xypHana pasbe310B KYphepoB OpraHM3alli B MapLIPYTOR _wLnen
- CocTaplIeHHe CHpaBKM O pasbesgax pabOTHHKOB, KypbEepOB H MAapIIpyTaX |
_ - BOIOMTENEH opraHH3alHH
Heobxonnmeie COCTaBJIATE U BECTH YICTHEIE JOKYMEHTHI
yMEHHS IIpHMEHATE cpeficTBa KOMMYHHKALIHH JUTS Tepenaqn NOpyYCH i PYKOBOAHTENA H
COTPYLHNKOB OpraHH3alHH
IlpuMeHATh cOBpeMeHHEIE CpeicTBa cHopa, 00paboTKH M nepefiadd HHGOPMalHH
O1ieHMBATD PE3YIILTATH B pPAMKAaX MOCTABJIEHHHIX 3a1a4
OcymecTBIiITh KOHTPO/Ib HCTIONHEHU N0PYYeHHE pYKOBOAMTENA COTPYTHUKAMH
Heobxonumeie [Ipapria peyeBOro STHKETA
3HAHUA ITHKA AENOBOTO OOLIEHHS
TpebGoBaHHA OXpaHE TPYAA
TIpasuina 3amuThl KOEQUASHIHANBHOH cyxeOHOH HHopMaLmH
CrpykTypa OpraHM3alMid H pacnpefeichue (QyHKUmd MEXAY CTPYKTYPHBIMH
| MOApa3aeNieHHAMH H CICINATHCTaMH
Apyrue -




3.2. O6o6mennas TpyaoBas GpyHKOUA

. JIoKyMeHTauHOHHOE 0ecTIicUeHHe

HaumeHoBaHNe Kox | B VpoeeHp s
| ACATENLHOCTH OpraHu3aliui R . reampmkam | 7
[Tponcxoxkaenne _
ofobinexnol TpyaoBOH OpurnHan X 3aHNCTBOBAHO 13
! OpHrHHAA

PyHKUHH :

Kon PerucTpalonseiii Homep

OPHIHHana npoeCCHOHANILHOTO
CTaHAapTA

Bosmoxsbie Henompon3eoauTess
HAaHMCHOBaHHAA
JOJKHOCTEH,
npodeccHii

Tpebosanus k
00pa30BaHHIO H

Cpennee npodeccHoHaNBHOE 00pa3oBaHHE — MPOrPAMMEI OATOTOBKH
CMEOUATHCTOR CPEHETO 3BEHA

00y4eHHIO HITH
Cpenanee npodeccHoHanbpHoe obpasopanne (HeNpodHIbHOE) — IPOTPaMMBL
MOATOTOBKH CIEHANTMCTOR CPEAHETO 3BEHA H TOMONHUTENBHOE
npodeccHoHATEHOE 0Opa30oBaHMe M0 NONOIHATEIBHEIM
npogecCHOHATBHBIM ITPOrpaMMaM NpodecCHOHANBHOM NePENOArOTOBKH MO
poG A0 ASATENEHOCTH

TpebopaHM4 K OINBITY -

NpakTHYeCKOH paboTH

Ocobrie yenoBus
JOIyCKa K pabote

Hpyrue
XapaKTepHCTHKN

JTonOTHATENIBHBIE XaPaKTEPHCTHKH

HanmMeHoBaHue 6a20B0if IpyIIILL, JO/DKHOCTH
HauMeHOBaHNE NOKYMEHTA Koa
(podreccHn) WM CIIENHANBHOCTH

OK3 4120 CexperapH (06mero npodum)

EKC* - JenonponsBoaKnTeb

OKILATP 21299 Jenonpou3BoanTeNbL

OKCO?® 7.46.02.01 | HokymeHTallnOHHOE obecmeyeHHe ynpasaeHHs H

ApXUBOBEAEHHE

3.2.1. TpyaoBas ¢pyHKIHS

Opranusainas paboTsl ¢ JOKYMEHTAMH YposeHb
HaumeHoBaHHe Kon B/01.5 (MoxypoBeHs) 5
KBanuPHKALHA
[IpoucxoxaeHue . Opurnuian X ' 3aHuMcTROBAHO U3
Tpynoeoil PyHKIMU | OpMrHHaia )
. Kon PervcTpallMOHHELH HOMEp
OpHrHHana npodecCHOHANEHOTD

CTaHgapTa




pr,uonl;ie l’[pueﬁ H NepBRUHAA 06paboTka BXOAAMMX AOKYMEHTOB

| OeHCTBHA ' [IpeaBapHTEILHOE PACCMOTPEHHE B COPTHPOBKA JOKYMEHTOB HA PETHCTPHPYEMEIC

HO.[[l'Ul"Q_l}Ka BXOJISIINX JOKYMEHTOB [JIsl pACCMOTPEHHS PYKOBOAUTEIIEM
Peructpanus BXOASAINNX JOKYMEHTOB

Opranmsaunsd paGoTHl MO PErMCTPAUMH, YYETy, XPAHGHHIO M TEpENade B
COOTBETCTBYIOIIHE CTPYKTYpHEIE MOApa3fieNieHuss AOKYMEHTOB TEKYIIEro

AeNOTIPOH3BOJCTBA

________ KoHTponk ncnonseHus [OKYMEHTOB B OpTaHH3allKH .
HeofxonumMele "PaBotaTh €O Bceli COBOKYMHOCTHIO HMH(OPMALMOHHO-TOKYMCHTAHOHHEIX
YMEHAA _ pecypcoB OpranH3alluu

" Ionp3oBatecs OasaMu JaHHBIX, B TOM YHCJIE YAQTCHHO

INoms3oBaTbed CHIPaBOYHO-NPABOBBIMA cMCTEMamMnt
Tlonb3oBaThes aBTOMaTH3HPOBAHHLIMH CHCTEMaMH YY€Ta, pemcrpaunn Kompom[ i
H HH}OPMAIHOHHO-CMIPaBOYHBIMH CHCTeMaMH IpH paboTe ¢ AOKYMEHTaMH

TIpHMEHATE COBPEMEHHEIE UH(POPMALIHOHHO-KOMMYHHKAIHOHHEIE TEXHOJOTHH
- Ui paBoTEI ¢ NOKYMEHTaMH, B TOM YHCJE /IS €€ ONTHUMH3ALMH H MOBHIICHHS
_ 3¢ PeKTHBHOCTH
! [IppmensTh paBUia PyCCKOro A3EIKa
u " TIpMMeHATh HAaBBIKH CKOPOCTHOIO MHCEMa
Heobxonumele : HopmaTuBHEIE NpaBOBHIE aKTHl U HOpMaTHBHO METOOHYECKHE noxyuen'm

3HAHHA . OMpPEACAAOMHE NOPAAOK AOKYMEHTALHOHHOTO o0ecedeHus YpaBleHHs

- CTpyKTypa OpraHH3allfii, PYKOBOACTBO CTPYKTYPHBIX MOApa3AeNneHUH

| CoBpeMeHHbI¢ HHPOPMAIHOHHBIE TEXHOIOTHH paboThl ¢ JOKYMEHTAMH

 Tlopanok paboTh! ¢ IOKyMEHTaMH

" CXeMHI JOKYMEHTOO0OpOTa

- CHCTEMBI CKOPOCTHOTO ITHChMA

TIpasnna paGoTH ¢ BXOAAIIMMH, HCXOASMAMH # BHYTPEHHHMH JIOKYMEHTAMH
[paewaa opraHH3alMd H (GOpMbl KOHTPOJIS HCIOJNHEHHA OOKYMEHTOB B
. OpraHu3alH
; TunoBkle CPOKH HCIONHEHNA JOKYMEHTOB
; TIpMHLEMIB paBoThE €O CPOKOBON KAPTOTEKOH
HazradeHue U TEXHOJMOTHS TEKyIIEro H MpeAynpeARTeNbHOrO KOHTPOIA
[IpaBuna COCTABNEHHMS AHAIMTHYECKHX COPAaBOK IO OpraHH3alliH padoTel ¢

BB JOKYMEHTOB, HX Ha3HAUEHHE
- TpeGoranus, NpeabABIIEMEIE K ,uoxymeHTaM B COOTBETCTBHH ¢ HOPMATHBHEIMH
: IPABOBEIMH aKTAMH H rOCyAapCTBEHHBIMH CTaHAAapTaMU
"TIpaBuna coctapneHuss H  odOpMieHHS  HHPOPMAUMOHHO-CIPABOYHEIX,
OPraHM3aLHOHHHIX, YIIPABNEHIECKUX JOKYMEHTOB

IIpaBuna co3nasns M BelleHHs 0a3 JaHHBIX CiOYyKeOHBIX JOKYMEHTOB B
| OpraHH3aLHH
CHcTeMBl SIEKTPOHHOTO JOKYMEHTO000poTa
TMpaBuia ¥ CPOKH OTIPABKH HCXOMALIMX JAOKYMEHTOB
TpeGopanus oxpaHs Tpyna




Hpyrue -

| XapaKTCPHCTHKH

3.2.2. Tpynosas ¢yaxnus

OpraHu3alis TeKyIEro XpaHeHus Yposess
HaumeHopaHHe JOKYMEHTOB Koa B/02.5 (noaypoBeHs} © 5
KBanAQHKaLUH

MpoucxoxkaeHne OpHrusan X - 3aUMCTBOBAHO
TpynoBoH dymiwn | " | M3 OpHTHHANA

Kon Pemc'rpauHOHHbiﬁ HOMep
OpMTHHANA npodeccHOHANBHOrO
CTaHpapTa

- Tpymossie Pa3paboTka HOMEHKIATYPEI A€l OpTaHH3AIMH
| IeiCTBHA - IIpoBepka MpaBUIBHOCTH GHOPMIIEHHS ZOKYMEHTOB H OTMETKH 00 HX HCIOIHCHHH
: | repest MX POPMHUPOBAHUEM B JEJIO JUT IIOCHEAYIOUIErO XPaHEHHS
@dopMynHpOBaHHE 3arolOBKOB A€ H ONPEAEICHHE CPOKOB HX XpaHeHUA
QopMupoBaHHe Jen

KOHTpone mnpaBuABHOTO M CBOEBPEMEHHOILO paclpefefieHHA M INOMIIHBKE
JOKYMEHTOB B JIe/la

HeobxonuMseie OpraHn3oBEIBaTh paboTy MO YYETY, XPaHSHHIO H Nepefadye B COOTBETCTBYIOMHE
YMEeHHS CTPYKTYPHBIE TIOJIpa3fieNieHEA JOKYMEHTOB TEKYILETO IENOMPOH3BOACTBA _
OcyIecTBIATh METOAUYIECKOE PYKOBOACTBO ACNONPOH3BOACTEOM B OpPraHU3aMFiH,
 KOHTPOJIHPOBATh NPABHILHOE GOPMUPORAHUE, XPAHEHHE W CA2YY [EN B apXUB
PaspabaTeiBaTh HOMEBKIATYPY A€l CTPYKTYPHOTO MOpa3/ic/ieHAS

Hcnonp3oBaTh HOMEHKIATYPY Ael NpPH H3YYCHHH CTPYKTYPHl OpTaHH3alHH,
COCTaBIIEHHH OMHCEH Aen

' OpFaHHBOBbIBaTB paﬁory 110 GOPMHPOBAHHIO JIe]1 B COOTBETCTBHH € }’TBep)KJIeHHOH
 HOMEHKJIATYPO# ieJ1 OpraHH3alHH

CHCTEMATH3UPOBATH NOKYMEHTE BHYTPH €A
OGecneYnBaTh COXPaHHOCTS H 3aIIATY JOKYMCHTOB oprannzaunn
‘ TlpumenaTs HHPOPMAIMOHHO-KOMMYHHKAIIMOHHEIE TEXHONOTHH NpH padore ¢
_ . IOKyMEHTaMH '
Heobxonumeie " HopMaTHBHBIE INpPaBOBBIE AKThl, HOPMATHBHO-METOAHYECKHE OKYMEHTEL
3HAHHA - TOCYJAPCTBEHHBIE CTAHAAPTH, ONpPENENSIONIHE NOPAAOK IOKYMEHTAlHOHHOTO
_ ofecneyeHus ynpasieHus
 Buan HomeHmknaryp, ofmue TpeGoBaHHS K HOMCHKIATYpPe, METOAMKA €
COCTABJICHHA B OpopMIICHHS _
IpaBuia COTNAcOBaHHS HOMEHKJIATYPEI AET ¢ BCAOMCTBEHHBIMH apXHBaMH H
IKCMEePTHOH KoMUCCHEH
Tlopamox ¢opmupoBanus u obopMIeHHS Jen, chneunpuxa QJopMHponaHuﬂ
OTAENLHBIX KaTeropuii aes

ITpaBuita BEIDAYH H chlonmonarmx JOKYMEHTOB u3 cq)opMHponaHme e
- TpeboaHHs OXpaHb Tpyaa

HApyrue -
XapaKTePHCTHKH :




3.2.3. TpyaoBas ¢yYHKUIHA

Opranusaius o6paboTku gen Kt Yposens
Haumenosahte | yjocnenyromero XxpaHeHHs Koa | B/03.5 (nonyposens) | 5
KBanupuranuu !

IIponcxoxaenue Oprrasan X 3aHMCTBOBAHO |
Tpydosoil pyHKOHH H3 OpHUCHHana

Kon PerucTpalMOHHEI HOMep
OpHIHHANA Apo¢ecCHOHATBHOTD
CTaHOApTa

Tpynosnie IIpoBepka CpPOKOB XpaHEeHHS JOKYMEHTOB, COCTaBJ€HHE IPOTOKOJA padoTHI
JeHCTBHA SKCMEPTHOM KOMHCCHH 110 NOATOTOBKE JOKYMEHTOB K XPaHEHHKIO, aKTa O Nepeiaye

.. Hepenaua nen  apxus oprammzamws
Heobxoaumete TMompzoBathed  NepedHAMH JOKYMEHTOB H AHANH3HPOBATh (DAKTHIECKOE |
yMeHHSA | COfleKaHME HMEIOIIHXCA B Jiene JOKYMEHTOB MpPH ONpefelleHHH CPOKOB HX
. XpaHECHHA '

OCYIIECTBIATH TEXHIHYECKYIO  06paboTKy H MOMHOE 0hopMICHHE A€/ IOCTOARHOTO
. M BpEMCHHOIO XpaHeHHs
CoCTaBISTh OMACH ACT MOCTOSAHOTO H BPEMEHHOTO XPAHEHHS B COOTBETCTBHH C
HOPMAaTHBHO-METOAHYCCKUMHU JOKYMEHTAMH
TIpUMEHATh HHPOPMALHOHHO-KOMMYHHUKALUOHHBIE TEXHONOTHH MpH paboTe ¢
N | IOKyMEHTaMH
Heobxonumeie _HopMaTnBHBICE TNIPaBOBEIE AKThl, HOPMATHBHO-METOAHMYECKHE JIOKYMEHTEI,
3HAHHA | FOCYHAPCTBEHHBIE CTAHJAPTHL, ONpele/AIOMe MOPSIOK JOKYMEHTAIHOHHOTO
" obecredeHns YIpaBIeHHs
Kputepun pasneneHus AOKYMEHTOB Ha IPYNNBL B COOTBETCTBHH € ICHHOCTBIO
uHpopMaumm, cofepxamedicas X
TTopsaaoK HCMONB3IOBAHUSA THIIOBLIX HIH BEJIOMCTBEHHEIX NEpeUHeH JOKYMEHTOB,

Topapok co3naHMA, OpPraHU3allid M JOKYMEHTHpOBaHHA PabOTHL SKCTIEPTHOM _
Xomuccwua

Ipasnna COCT&BHCHHH H yTBep)K,IleHHﬂ HpOTOKOHa palboTHI SKCIEPTHOH KOMHCCHH
TMpaBuia COCTABIEHHS M YTBEPKICHHA aKTa O BBIACJICHMH NOKYMEHTOB, He

- [IpaBuna TeXHUYECKOH 06pa60TKH H MOTHOro O¢OpMNeHNS A€l MOCTOSHHOTO H
. BpEMEHHOI'O XPaHEHHA

[Mpaguna COCTABICHHS ONMHUCH JEN NOCTOSHHOrO M BPEMEHHOTO XpaHEHH: B
COOTBECTCTBHH C HOPMATHBHO-METOANYECKHMH JOKYMEHTAMH
' TlpaBuiia nepeayuy Jel B apXHB OPraHA3aMH

TpeGoBaHHS OXpaHBl TPYJa

Hdpyrue -

. XapaKTEPUCTHKH
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3.3. OGo6mennan TpyaoBas PyHKIHSA

. OpraEH3anHOHKOE, JOKYMCHTALIHONHOE H

| | v
Hanmenosarne | HHPOPMaLHOHHOE ofecneyeHne IeATeNEHOCTH | Kon | C posene | .

. KBanuQuKaLmh ;

HPOHCXO)K,IICHHC 52.!"HMCTBOBa}IO H3

obo0wenHol TpyAoBOi - Opuryaan X

byHKIH | OpUrHHaNa

Kon PeructpaunoHHbIH HoMep
OpHrHHana MpodheccHOHANEHOro
cTaHpapta

BosMoxHEIE CekpeTaph pyKOBOAMTEIA

HAHMEHOBAHHS CekpeTaph-cTeHOTpaHCTKA

DOIDKHOCTEH, CrenorpaducTka

npodeccuit

TpeGoBaHuA K Bricmee o0pa3oBanue — 6axaaspiar

obpazoBannio H 120171

obyueHHI0 Briciree ofpazopanue (HenpodunsHoe) — OakanaBpHaT H JOTMOIHHTEBHOE
npodeccHoHanbHOe 06pasoBaHHe 110 JOMOMHHTEIBHEIM
npogeccHOHANBHEIM TPOrpaMMaM IIpodecCHOHATBHOM NEPENOAroTOBKH Mo
npodHumo AeITeNbHOCTH
HITH
CpenHee npodeccronanbHOe 06pa3oBaHHE — NPOrPaMMEI MOATOTOBKH
CHELMAHCTOR CPEIHETO 3BEHA
AN
Cpenmnee npodeccHOHANBHOE 00pa30BaHHe (HeNpoGHAbHOE) — MPOTPaMMBbI
NOITOTOBKH CHELHATUCTOR CPEAHETO 3B€HA U JOHONHHTENBHOE
npodeccroHANbHOE 00pa3oBaHAE IO AOTOTHRTEILHEIM
npod)eCCHOHATBHBIM TPOrpaMMaM MpodecCHOHATbHOHR NEPENOArOTOBKA O
mpodHITIO IeSTeTBHOCTH

TpeGoraHnA K ONBITY He MeHee ABYX JI€T BRIMOJHEHHS paboT 0 OpraHu3alHOHHOMY H

npakTH4eckoif paGoTEl | OKYMEHTAMOHHOMY 06ECNEeUCHUIO AeATebHOCTH PYKOBORUTENA
OpraHM3ALMH [PU cpeHeM NpodeccHOHATEHOM 00pa3oBaHUH

Ocobric yenoBuA -

nornycka K pabote

Jlpyrre XapaKTepUCTHKH | -

JIonmoMHATETbHEIE XapaKTe pUCTHKH

HaumeHoBaHHe 6a30B0H rpynmbl, ZODKHOCTH
(mpodeccHn) HIH cOEIMAIBLHOCTH

OK3 3343 AJMHHHCTPATHBHBIA H HHOI HCTIOMHHUTE/BHBIH

CpeqHETEXHUYECKHHR epCoHAN

HanmeHOBaHHE AOKYMEHTa Kon

EKC - CeKpeTaps PYKOBOJHTEIIA

OKIIATP 26341 Cekperaph pyKOBOJIRTENA
26405 Cekperapb-cTeHOrpaducTKa

OKCO 7.46.03.02 JokyMeHTOBEeZIECHHE H apXHBOBEACHHE
7.46.02.01 JoKyMeHTamHOHHOE 00ecIeYeHHE YNpaBIeHUA H

APXHUBOBEOCHHEC




13

3.3.1. TpynoBas pyHKHs
| Okasanue IIOMOIIH PYKOBOHTEINO B Yposes
HanmeHoBaHie | [naHnpoBaHEH paboYero BpeMeHn Kom | C/01.6 | (momyposeHs) 6
| ; KBAMH(HAKAHNH
Thynonoh by 0PI X | mopmmans_ |
" Kon PerHCTPALHOHHEIH HOMED
OpHTHHana npodeccHOHaNBHOTO
CTaHpapTa
Tpynoesie Brifop ¢opMBI IUTaHHpOBaHHA H OGhOpMIICHHE IUIAaHHPOBIIMKA (OpraHaisepa)
JACUCTBHS PYKOBOAUTEIA
BHecenue HHpOpMaLMH B INIAHHPOBILMK (OpraHaiisep)
CornacoBaHHe ¢ pYKOBOAMTENICM BpeMeHH IUIAHAPYeMBIX AeicTBHIA
- CornacopanHe Tene()OHHBIX IEPETOBOPOB, BCTPEY M MEPONPUATHI ¢ NapTHEPaMH,
| KNHEeHTaMH, DYKOBOAHTENAMH NOJIpasficNeHHH H COTpYAHHKaMHd
. MHpopMupOBaHHE PYKOBOIUTEA O PETJIAMEHTE HAMCUCHHEIX MEpONPHSTHI
IpeaynpexacHue 0 NPHOIMKXEHUH BPCMEHH HAMEYEHHBIX MCPONPUATHI
_________ @opMHpPOBaHHE pe3epBa BPEMEHH I HENPEABHACHHBIX CHTyALH o
Heobxoaumere Y cTaHaBITHBATD Le/IH, ONPEAEN AT HEPAPXHUIO esei
YMeHHS OnpezeNATh IPHOPUTETHOCTh M OUEPEAHOCTH BHIIONHEHHS paboT U 3deKTHBHO
_pacupenensts paoueeppeMs
. OkaseiBaTh OMOINE PYKOBOJHTEIO B pacnpeneneﬂnu ero pa6oyero BpeMeHH
BrifupaTs onTUMaNbHBEIE CNOCOOB HHGOPDMHPOBAHHA MApTHEPOB, KIHECHTOB,
NOCeTHTeNeH, PyKoBOAHTEAeH TOAPA3NENEHHH M COTPYAHHKOR O TUIAHHPYEMEIX
2. MEpONpPHUATHSX
O6ecneunBaTh HEGOPMALHOHHYIO 6€30IaCHOCTD ACATETLHOCTH OpraHi3alHH
HeobxonaMele Cnenuduka OCHOBHOH IEATEILHOCTH OPraHH3alHu
3HAHHA OcHOBH aIMUHHCTPATHBHOTO IIPaBa H TPY/IOBOTO 3aKOHOoAaTenbCcTRa Poccuiickoit
DOenepanyy
_____ PYKOBOASIIHI COCTAB OPIAHH3ALMH H e¢ NONpAyleNeBHE
®yHKIIHN CAMOMEHEDKMEHTA
- [IpuHUANE! U IpaBAJIa VIAHHPOBaHMs paboyero BpeMens
 MeToan! NOCTAHOBKH Lieneii
- [IpaBHya mpoBeAeHUs JENOBLIX MEPETOBOPOB
; | TpeboBaHHA OXpaBb: TPYAR
Hpyrue :
| XapaKTepHCTAKH

3.3.2. Tpyaosast pyHxums

HarimeHOBaHHE

[Mnauuposaune pabouero JHA ceKpeTaps Yposens

Ko | C/02.6 (noayposens) | 6
KBANUGHKALNH |

ITponcxokaeHHe
TpyaoBoii GyHKOHH

|
- Opuruuan

X . 3aMMCTROBAHO H3
. OpUTHHANa

Kon PerucrpallHOHHEI HOMEP
OpMTHHANA npodeccHOHANBHOrO
CTaHAApPTA
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Be/icHHE IHEBHHKA (Ha 351eKTpOHHOM H (IIH) OyMaKHOM HOCHTeﬂe)
CornacoBaHHe IUIAHOB C IUIAHAMH ¥ CPOKaMH pa60Tl>l PYKOBOAMTEIA

TIepeHoC HEBBIOTHEHHEIX BaHHaHHp()BaHHHX 3a,uat1
BrInonHeHHe THIIMGHEIX €XeAHEBHLIX €1

BHOCHTS H OTCIeXHBaTh HH(OPMAIIMIO Ha C-)J'leICTpOHHOM A/ GYMaKHOM |

OcoGeHHOCTH  0(OpMIEHHS nnaﬂnpoammca (ra >mexTpoHOM H 6yma>ch0M

Tpymossie | Betbop i oop)
| NCHCTBHA
Heobxoaumeie Bribupath H opOpMIATE IJIaHHPOBIIHK
YMEHUs
HOCHTCJIe ....................
. Bri6upats ONTHMAJLHB pHTM paboTer
HeobxonaMele
| SHAHHUS HOCHTENAX)
L. OCHOBHI yTIpaBIEHHA BPEMEHEM
. Jlpyrue -
| XapaKTepHCTHKH

Opl"aHHBa]lHH TeneOHHBIX neperonopoa . VposeHs
HaumeHoBatHe | pvropommrens Kon  C/03.6  (nomyposems)
e . kanudukauun |
e . :
oo X | o |
Kox PervctpautHoHHEIH HOMED
OpurHHafia npogeccHORANLHOrO
cTaHIapTa
Tpynoseie  Benenue 6a3bi TenedoHRBIX KOHTAKTOB PYKOBOAHMTENA
JieHCTBHUSA - CoeHHEHHE PYKOBOAMTENS ¢ KOHKPETHBIMH aDOHEHTAMH
- TloAroToBka MaTepHanoB JUIA TeNe(OHHBIX MEPErOBOPOB PYKOBOIHTE NS
PerucTpanss nocTynaiomux B IPHEMHYIO TelleOHHBIX 3BOHKOB
TMepenanpaenenue  OTACABHBIX  TeMeOHHEIX  3BOHKOB  3aMECTHTEINAM
PYKOBOAUTEIA U COTPYIHHKAM
[Monyyenne HeoOxoaumoii HHOpPMALMH H MepeAada CaHKUHOHHPOBAHHOM
nHGOPMALIHH IO TeNe(oHy
. YcTaHOBIEHHE KOHTAaKTa ¢ COOECERHHKOM, MOJCpXAHUE W PasBHTHE JCNOBON
 Gecensl B mponecce TeNeOHHEIX NEPETOBOPOB
Oxa3zaHve MOMOIIH PYKOBOJUTEIO MpH OPraHH3allHH i NPOBECHHH TeneOHABIX
""" HeoGxommmbie Becrr W WMCIOTB30BaTh B paboTe Gazy NAaHHBIX Tene(OHHBIX KOHTAKTOB
yMEHHS PYKOBOAHTENA

. PYKOBOIUTENA

Hcnonr3opatk cpeacTsa KommyHHKauHOHHoﬁ opr'rexmam U1 TIONY4eHHA H
nepeaayn HHGOpMaluH

BecTH ydYeTHBIE perucTpanmOHHBIE  (OPME, HCNONB3OBAaTh HX VA
- uHpopMaLHOHHOM paGoTel B paboTEl MO KOHTPONIO HCHONHEHHS pPeIIeHHH
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_ OGecnevnBath HHPOPMALHOHHYIO 0€3002CHOCT AEATENPHOCTH OPraHH3aliH
. Cobmoparhs cayxeOHBIH STHKET

' Heobxommmple | TenedoHHEBIC KOHTAakTHI pykoBoguTens
3HAHHA OyHKIUYM, 3a0a9d, CTPYKTYpa OPraHH3allHH, ¢¢ CBS3W N0 BEPTHKANH H :
TOPU3OHTAIM
IIpaBuna B3aHMOZEHCTBHA C napmepamn KIMEHTAMH, CPEeICTBaMH 'MAcCoBO
uigopMayd
IIpaBrna noanepKaHus H pa3BHTUA MEKTHIHOCTHEIX OTHomeHHﬁ
IIpaBriTa MpOBEACHHS JIENOBEIX IIEPETOBOPOB
IIpaBuia 3aliUTH KOHGAACHINAILHOH HHpOPMalHH
TpeboBaHHS OXpaHbI TPYAA
Hpyrne -
______ XapAKTEPUCTHKA . R
3.3.4. Tpyoosana ¢ynxnus
Opranmsaius KOMaHOUPOBOK PYKOBOAUTENS YposeHb
HaumeHoraune Kon | C/04.6 | (momyposens) 6
kBanydHKALMH
hyonol | OPATO X onopnman
Kon PerucTpalMoHHEBIH HOMep
OpHrHHana npodeccHoHaNbLHOro
CTaHAApTA
Tpyaosrie - [oaroToBka mpoeKTa cJIyXeOHOro 3a/1aHUs PYKOBOAUTE
JeHicTBHSA TlogroToBka mpoeKTa IpuKasa o cIyxkeOHo#M KOMaHAMpOBKE
0¢>opmnemae KOMAaHAHPOBOYHOTO YAOCTOBEPEHHA M €ro PETHCTpallHi TpH
meofxommmocta o
. Mogrotoeka JZOKYMEHTOB Ha TIOyYeHHe BH3HI, 3arpaHHquro nacnopra
' 3aka3 KENCIHOAOPOKHBIX H  aBHaOWUNIETOB, TOCTHHHI[, TPaHCIOPTHOIO
. obecreuenus pykopogmTenss
- OdopmiieHHe HPOrpaMMEl  [0€3/IKH, YTOUHEHHE OCOGEHHOCTEH MPOTOKONa
TUIAHAPYEMEBIX MEPONPUSITHH
TMoaroToBKka A0KYMEHTOB K MOe31IKe PYKOBOIHTE]Is
YV TOuHEHHE AATHI, AOJKHOCTEH, haMIIil B IporpaMMe KOMaHIHPOBKH
TpopaGoTka MapIIpyTa pyKOBOAUTEIA, YBA3KA €r0 ¢ paclUcaHHEM TPAHCIIOPTa
_______________________________________________________ O6paloTka MaTepHANOB KOMAHAUPOBKH, OQOPMICHUE OTIETA O KOMAHIMPOBKE
HeobxomuMele  OdopMnATE aBAHCOBBIE OTYETH pykOBOMTENA
yMeHHS QP]_‘&HH?OBBIB&TB BCTPEYH PYKOBOAMTEII ¢ MPHHHMAIOINEH CTOPOHOH L
* OdopMIATE KOMAHAHPOBOYHEIE AOKYMEHTEE
O6pabaTeBaTh JOKYMEHTEL H MATCPUAIIEL IO pe3yIbTaTaM moe3KH PYKOBOIHTENS
O6ecnearpats paboTy oduca Bo BpeM: OTCYTCTBHA PYKOBOAHTENL
TTpHMeHITh CIOCOOE! AETOBOTO OOLICHHA
Hcnone3oBaTk cpeAcTBa KOMMYHHKAIHH A7 oOecnedeHHA B3aMMONEHCTBHA C
______ PYKOBORHATENEM BO BpEMs €TI0 JIENOBOI MOe3KH '
Heobxoanmble . [TopsaoK MOATOTOBKH H NpPOBEAEHH KOMAaHAHPOBOK
3HAHUA : [lopamox o(OPMICHHS JOKYMEHTOB [T KOMAHKPOBKH H OTUETHBIX JOKYMEHTOB

0 KOMAaHIAHPOBKE PYKOBORUTENS
Henopoit npoTOKON
OTHKA AeNOBROro O0IMeHnd
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| XapaKTepHCTHKH

3.3.5. Tpyaosas ¢pyHKuHS

HanmeHoBaHHe

Opraun3zauus paboThl ¢ IOCETHUTENAMH B
NpHEMHOH PYKOBOAUTENA |

VpoeeHs
(nonypoBeHs) 6
KBaNHGHKALHH

= El
‘ Kon

C/05.6 I
|

TpoHcxoxaeHne
Tpyaoeoil GyHKUMH

X 3auMCTBOBAHO
_________ H3 OpHriHana

Kon
OpHTHHANA

PeructpaunonHslil HoMep
npodecCHOHANEHETO
CTaHAapTA

TpynoBsie
neficTRUA

Yc*raﬂonnefme IIOpsAKa npnema A1 pa3sNnHYHBIX KaTeropHﬁ MOCETHTENEH

Beaenne scypHana npeABapHTENLHON 3alIHCH HA IPUEM

Peructpaunmsa nocerutenei

ConelicTBHE CIIEPATHBHOMY PaCCMOTPEHHIO NPOCHD H MpeIoKeHnH nmoceTuTeneH
H COTPYAHHKOB OpraHu3aliH

Opranusaups npreMa JeI0BBIX MapTHEPOB B odrce

Opraun3aiis 06cTy)KHBaHHA PYKOBOIHTEJIA H €r0 AENOBBIX NAPTHEPOB B oduce

CepsHpoBKa 9aitHOro (Kod)eHHOro) cTona B oduce
[MpunrsTHE Mep HO COXPAaHEHHIO KOMMEpYECKOW TadHHI B XOJe DOpHeMa
noce'rmeneﬁ H HX HaXOXCHHA B PHEeMHON H KaOUHETE PYKOBOAUTENIA

Heoﬁxonﬂmme
YMEHHSA

Heoﬁxo,uHMHe
| 3HAHHA

ana.BJIﬂTB KOH(MIHKTaMH

' Mcnonp30BaTh YOTAHOBNEHHBIE NPAaBHIA H TPOTIEAYPHI KOMMYHHKAIlHH BHYTDH

YUYUTHIBATE MCHXOJIOTHYECKHE OCOOEHHOCTH J'IH'-IHOCTH IIpH pPa3JIHYHBIX BH}IaX

. OpraHH3amHH

Bectn yqemme perHchaunonnme {$opMBI, HCOONB3CBATE HX  JAId
uHpopMallHOHHOH paloThl M paboTHl MO KOHTPONIO HCIONHEHHS PCIICHHMH
PYKOBOAHTENA

Co3gaBaTth OOIOXHTENBHBIH HMHIK OPraHH3allH

[IpHHMMATE MEPBI IO Pa3peIICHHUEO KOR(IMKTHEIX CHTYaIHH

[IpumensTs HHPOPMAIHOHHO-KOMM YHHKALIMOHHEIE TEXHOMOTHE

Oﬁecneqnna'rb KOHPUIOEHIHANBHOCTE B l'[pHeMHOﬁ H kaOHHETe PYKOBOJIHTEN,

l'lpaBﬂna op_ranmamm TnpHEMaA noceTuTeneki

- [Ipaeuna aenoBoro oOMEHHs

ITpaBuna peqeBoro STHKETA

Hpamma YCTAHOBNEHHS KOHTAKTA, no,l:u(ep)lcaﬂuﬂ H pa3sBHTHSA MENCTHYHOCTHBIX
OTHOLOEHHI

CTpyKTypa OpraHM3allHd H pacnpefieficHHe (GYHKUHMH MeXAy CTPYKTYPHBIMH
nofpa3IeNcHAAMH H CIICLHATHCTAMH

[IpaBuna opraHM3allMH NPHEMOB B oduce
DTHKET H OCHOBBI MEAYHAPOIHOTO IPOTOKOIA

" ITpaeuna cepBHPOBKH JaiHOro (kodeHHOro) CTONA

- IlpaBuna 3alIUTH KOHQHAEHLIHAABLHOMH cnyxeCHOH HEbOopMaLH

| XapaKTePHUCTHKU
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3.3.6. Tpyaosas ¢pyHKums

- Opraru3alHs MOArCTOBKH, NPOBe/IeHUS U VposeHs

HanmenoBanke | o6o v pBanHms KOH(pEPEHTHEIX MEPOTPHATHE Koa |C/06.6 | (nonyposens) | 6
KBanH(HKaIMHA

IponcxoxaeHue X - 3aMMCTBOBaHO
TpyAosol gynkumu | T T | M3 QpHTrHHANA

Kon  Perucrpaumommblit HoMep
OPHTHHaNA npodecCHOHANBHOTO
CTaHJApTa

| Tpynosrie IMToaroToBka NOBECTKH JHS MEPOIPHSTHS
. IeHcTBHA OdopMneHne CIACKa Y4aCTHHKOB MEPONPUATHS
HUndopmupoBanue mpeanonaracMbix YIaCTHHKOB O HAMEUaeMOM MEPOITPHATHH H
YCIOBHAX Y4aCTHA
BriGop MccTa M BpeMeHH NPOBEIEHHS MEPONPHATHS
INoaroToBKa MpeABapHTEILHOH CMETHI pacXo/loB
Pacchuika npHIilalieHHil NOATBEPAMBINHM YI4CTHE B MEPOIPHATHH
CGOop TEKCTOB AOKNIAAO0B H HPOEKTOB HTOTOBLIX JOKYMEHTOB V IOKJIAMYHKOB
Pacchinka HHPOPMALMOHHBIX MATEPHANOB Y4acCTHHKAM  KOH()epEeHTHOro
MEPOTPHATHA
CocTaBneHHe sIBOYHBIX JIMCTOB M CIIHCKA PETHCTPALMHE YYaCTHHKOB MEPOTIPHAATHS
3aKynKa KaHIELIPCKUX TOBAPOB H NPOAYKTOB A o0ccneueHnd Kode-mays
PellieHHe BONPOCOB TEXHUUECKOrO OCHAIICHUSA MEPOIIPHSTHS
' [ToMomp B MOATOTOBKE JOKIAaAa PYKOBOAUTEA, MPE3CHTAIHOHHEIX MATEPHATIOR
- OpraHu3anus NoAroTOBKH NPe3HARYMa H pa004nX MECT YYaCTHHKOR
- Opranusanms BCTPeYH U PETHCTPALMS YIACTHHKOB MEePOTIPHATHSI
Begenne nMpoToxona MeponpHATHA
OpraHuzans ceppACHOTO 00CTYKUBAHUS BO BpeMs Kode-may3 _ .
Opranmzanys  KYJIbTYPHO-MacCOBBHIX ~ MEPONPHATHIA, TPaHCHOPTHOTO H
| focTHHHYHOTO Obecnevewws |

¢ HeoGxoauMEIe - OpraHH30BBIBATh  HPOLIECC HOACOTOBKH K NPOBENCHHIO  KOH(EPESHTHOTO
YMEHHS | MepONpHATHS HHAHBHAYAILHO H B CocTase paGodeil rpyIinsl

 JIOKYMGHTHPOBAaTh pasHBIE 3Talkl MpPOUEAYPHl MOATOTOBKH H TPOBEACHHS -

_KoHQepeHTHOTO MepompMATHS s
Ilepemapate  MHGOPMALHI), AOKYMEHTH M MaTepuanbl  YYaCTHHKaM
KOH({EPEHTHOTO MEPONIPHATHA
[MoarorasnuBate A 060PYAOBATE CTO IIPe3HANYMA H pabOUHe MECTa YUaCTHHKOB
COBEIIAHHAA (3aceaHNs)
CepBHpoBaTh YaifHBIN (kodeHHEI) CTON BO BpeMs MpoBeJieH s Kode-nays
Colmonath NpaBuIa AEAOBOIO 3THKETA H MIPOTOKOIIA
Honaepxupare HMULK OpPTaHH3ALHH
Co3gaBaTe HMEIK CEKpeTaps, COOTBETCTBYIOIIHI HMH/IXKY OpraHA3alH{
: PaGotate ¢ wmHQoOpMaleH, aHaNU3MpoBaTP H  NPCACTAaBIATE €¢ B
CHCTEMATH3HPOBAHHOM BHIE
; Obecrieunpats 6€300aCHOCTh AEATENBHOCTH OpTaHU3AIHH
' Hpnmensm, nH$popMaHOHHO-KOMMYHHKAIIHOHHEIE TEXHOJIOTHA

TIpHMEHSATE HABEIKH CKOPOCTHOTO IIHCEMa

[IpuMeHsTh HABLIKH 3a0HCH H paclUMPpPOBKH TEKCTA
Wcnonb3oBath coBpeMeHHEe TeXHUUECKHE CPECTBA B OGNACTH CKOPOCTHOTO
IHCHMA
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" HeoBxoxaMEle
IHAHHS

TlpaBmsia BEJCHHMsS, MOATOTOBKH H OGbOpMJ'leHHﬂ NpOTOKONA H JOKYMEHTOB,
€O31aBaEMBIX B MPOLIECCE MOATOTOBKH KOHPEPEHTHOI'O MEPOTIPHATHS

MeTogHKa COCTABNEHHSA CMETHI PACXOIOR KOH(DEPEHTHOTO MEPOTIPHATHS

OcHOBHI HANHCAHHS pedeH U JOKNAJ0B PYKOBOAHTE]L o

l'[paBHna YCTAHOBIICHHA KOHTaKTa, nmojuepiKanHsa H pasnu'rm MC)KJIH‘]HOCTHHX
OTHOLICHUH

" DTHKET H OCHOBBI Memyﬂaponﬂoro IPOTOKONA

IlpaBrna npobeaeHHs AEIOBHIX IEPErOBOPOB

IIpaBuia 3aiuTEL KOHPUACHUHATIEHOMR cTyxeGHOlM HHpopMaNMH

CHcTeMBl CKOPOCTHOTO TIHCEMa

OcHOBHI TporpaMMHOro obecnevyeHus H oducHoro obopyAcBaHHA B OONAcTH
CKOPOCTHOTO TIHCEMa

Tpebopanus oxpaHbl Tpyna

| Apyrue

| XapaKTEPUCTHKH

3.3.7. Tpyaosasi dyHKunsa

- OpraHu3auus HCTIONHEHUA PELISHUH, Vposent
HayMenoBanke | OCYILECTBIEHHE KOHTPOIA HCTIONHEHHA |
- mMOpyJYeHHH pyKOBOANTENS

Kox C/07.6 (nomypoBeHb) 6
KBanHpHKALMH

TIpoHCxoMceH e
TpyaceoH $yHKUHA

| Opuranan

X 3aHMCTBOBAHO
M3 OpHTHHATA

Kon PerncTpaunoHHbii HoMep
OpHIHHana npogeccHOHaNBHOTO
CTaHAapTa

Tpynoprie
IeHcTBHA

HokyMeHTanbHoe 0(OPMICHHE PEIIEHHH PYKOBOAHTENA

JoBenenne 40 cBeIcHUSA paCOTHUKOB OpPFaHM3alH PacIOPsDKCHUH PYKOBOIHTEIA

Koopavbaiums AesTeIbHOCTH IO HCIIONHEHHIO pellleHHi PYKOBOAUTENA

BezeHue cpOKOBOTO TEKYMIETO M MPEAYHPEIAHTENLHOTO KOHTPOJIA

TTposepKa UCTIONHEHHS TOPYUCHHH PYKOBOAHTEIIsS B YCTAHOBJICHHBIH CPOK

[IpemynpesxxacHue cOTPYIHHUKOB 06 MCTEUYEHHH CPOKa HCOONHEHHs MOpY4YeHHi
PYKOBOAHTEIA

®ukcanmsa HCHONHEHHA TOPYYECHH I

CocTaplieHHE OTYETOB M AHATHTHYECKUX CIIPABOK O BBHIONHCHHH MOPYYeHHH H
pelieHHi PYKOBOANTENS

HeobxoaumMeie
yMEHHA

BecTH cpoKOBYIO KAPTOTEKY

BecTH yueTHBiC PETHCTPALHMOHHBIC (OPMEI, HCHONB30BATh HX I paboTel mo
KOHTPOJIIO ACHOMHEHA OpyIeHUH pyKOBOAATENA

Pa6oTtath ¢ mHdopMalmeii o KOHTPOIIO, CHCTEMATHIHPOBATh €€ H NPE¢ICTABIATE
B BHJ¢ CBOJHEIX JOKYMCHTOB

Hcnonp3oBath cpeicTBa KOMMYHHKALHMH A1 IIEPEIaui NOPYICHHH PYKOBOTHTEIA

Hcnons30BaTh COBpEMEHHBIE CpencTBa cbopa M 0OpalOTKH  KOHTPOJNBLHOH
HH(QOpMaIHA

ITpuMeHsATh HHPOPMAIHOHHO-KOMMYHHKALIMOHHEIE TEXHOJIOTHU
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OlLCHUBATH Pe3YIbTATHl B paMKaX MMOCTABJICHHEIX 33134

OcymecTBIATE KOHTPONb MCTIONHEHASA IOPYYeHHH PYKOBOAUTENA COTPYSHHKAMHU
Heobxonumele O6mue TpeOOBaHWS K CPOKAM HCHONHEHHS JOKYMEHTOB H KOHTPOJBHEIM
3HAHUA (YHKIHAM CITYXOBI JOKYMEHTAIAOHHOTO 00ecIeYeHNs

[puauunel, cnocobs HHGOPMHPOBAHAA COTPYAHHKOB

DTHKa JeJIOBOro obIIeHHS

VupaeiaeHyeckad ¢CTPYKTYpa OPraHH3alHH, PYKOBOJACTBO OPraHU3allKH, 00pasiibl
HOANHCeH PYKOBOAAIMIUX COTPYAHHKOB, KPYF X NOJHOMO9HH H OrpaHHYeHHS 30H
HX OTBETCTBEHHOCTH

JloxanpHbIE HOPMATHBHEIC AKTHL OpraHH3alAN

Hpyrue -

XapaKTCPHCTHKH

3.3.8. Tpynoenie pynxnnn

Oprasusauus ¥ TOAAEPKaHHS | : Vposeis -----------------------------
Haumenosanne | (YHKUHMOBANBHOTO PaGOYETo NPOCTPAHCTBA ' Kon | C/08.6 ‘ (nonyposess)
 ipHEeMHOM U KabHHeTa pyKOBOANTEs | | kBanndukauuy

[poHcxoxneHne

X 3anMcTBOBaAHO
TpyaoBoii yHKIHH

H3 OpHTdHaANa

Opuruxan

Koa PerncTpallHOHHEI HOMEp
OpHrHHaNa npodeccHORANLHOrO
CTaHZApTa

Tpynoesie Obecnedenrie pabouero MecTa PYKOBOAHTENA HEOOXOAWMBIMH CpPEACTBAMH
JeHCTBHA OpraHU3aHOHHOH TEXHHKH, KAHUEIAPCKIMH NMPHHANIC)KHOCTAMUI

OpraHxzanps npAeMHoOi oHca B COOTBETCTBHH ¢ TPEOOBAHHAMH 3PrOHOMHKH H
KYNBTYpH TpyAa

Oprann3aiyg 0GopMIEHHs HATEPbEPa MPHEMHON PYKOBOLHTEILA

OGopynoranse pabodero mecra OpPrTEXHHKOH, NEPCOHAIBHEIM KOMMBIOTEPOM,
BCIIOMOTATENIBHON TEXHHKOH

Opranuzanus oGopyxRoBaHHA NMPHEMHONU CHCTEMaMH XPaHCHMs, HeOOXOMMMBIMM
TIpACIIOCOBIICHAIMHY, obecredeHHd KaHIEIAPCKHMH IPAHALIEKHOCTAMU
Obecneyende XpaHeHHS H 3aMEHBI PacXOOHBIX MATEPHAJIOB, IIOBCEIHEBHBIN YXON
3a OPrTEXHHKOH

3aKa3 KaHLETIPCKHX TOBAPOR, TRATHEHYECKUX TOBAPOB, MPOAYKTOB [THTAHHA
Heobxoanmbre Co3aasath ycioBus, odecneunBamonmue g deKTHBHYIO paboTy PyKOBOAHTENA
YMEHHS IIpHMEHATH B COOTBETCTBHH ¢ HA3HAYCHHEM CPEICTBA OPTaHU3AUHOHHON TEXHUKH,
KAHLEJPCKUE NPAHALISKHOCTH

OcHamats pabodee MECTO PYKOBOAHUTENA H cBoe paGouee MeCTO HEOOXOAUMEIM
00opy10BaHHEM

OcymecTBIATh 3aMEHY PACXOIHBIX MATEPHAJIOB, YXOJI 33 OPITEXHUKOH
KoHTponupoBaTh COCTOAHHE U MOMOMHATH 3amachl KAHNEMAPCKHX TOBapoB,
CpEeACTB TUTHEHBL, IPOIYKTOB THTAHH:

HeobxoauMele TpeGopanus oOXpaHbl TPyAa, NPOH3BOACTBEHHOH CAHMTApHH, IIPOTUBOMOKAPHOMH
3HAHUA 3AIUTHI

OCHOBH MpPAaBWABLHON OpPraEM3alliH TpyAa H METOABI HOBHILICHHA €ro
3¢ eKTHBHOCTH

QCHOBEI 3proHOMHKH odHca U QIOPHCTUHKH

CTaHAapTel H PEKOMERIALHH [10 060pyAOBaHHAIO ODUCHEIX NOMEICHUH

CocTaB OpraHH3aLMOHHON TEXHUKH, €€ YCTPOHCTBO M NOpANOK paboTH ¢ Hell




Hpyrue

XapaKTEPHCTHKH
3.3.9. Tpynosaa pyaxuus
Pa3paboTka JOKaTbHBIX HOPMATHBHEIX AKTOB, ] Vposens
HaumeHoBaHHE | nornamenTHpyIOMEX paGoTy cekpeTaps Kon | C/09.6 | (momyposews) | 6
i KBanHpuxauHn
Tpocrowone | oprman X | Semamon |
_ P CRen e moner
OpHTHHATA npodeccHOHANLHOrO
CTaHZApTa
| Tpynossie Pasyaﬁoma nomnocmon HHCprKuHH CeKpeTaps
 neficrema Pa3paGoTKa MONOXEHNA O ceKpeTapHaTe
o Pa3spa60Tka HHCTPYKIIHH 110 JIEIONPOH3BOICTRY )
'Heobxomumbie Cocrapmarh H 0GopMIIITE OPraHA3aUHOHHBIE H METORUYECKHE ,aoxymemm
ymeHus | FENaKTHpPOBATH TOKCTH CIYAKCOHBIX JOKyMEdTos =~~~
PaGotaTh €O Beeif  COBOKYIHOCTBIO nHcpopuaunonﬂo—,uoxymenrauuonﬂm
_pecypcos oprawmsanyd i
Tlone3oBaTbcs OasaMH HAHHBIX, B TOM 9HCE yIATeHHO
Hcnons30BaTh CIPABOYHBIE PABOBLIE CUCTEMBI
- PaboTaTh ¢ KOMIIBIOTEPOM, KATalloraMn (ankamu) u ¢aliiamy, CKchpOM
TTone30BaThCsl OGHCHBIM MAKETOM (TEKCTOBLIH PENaKTOP, TaOIHIBI)
TMone3oBaThes NepHdepHIHBEIMH YCTPOHCTBAMH H OPTTEXHHAKOH
TMone30BaTECA 31€KTPOHHONA TOYTOH
TTonB30BaTECA CHCTEMAaMH SIEKTPOHHOTO JOKYMEHT0000poTa
. Heobxonumele ITpaBoBEIC OCHOBH YHPaBICHHSA (OCHOBEI AIMHHHCTPATHBHOTO, TPYAOBOIO H
| 3HaHHA | TPaKIaHCKOTo MpaBa)

HopMmatuBHBIC IIPaBOBBIC AKTH, HOPMATHBHO-MCTORMYECKHE IJOKYMCHTE,
. TOCYDNAPCTBEHHBIC CTAHAAPTHI, ONpENCHAIONIHE MNOPAAOK AOKYMEHTAIIHOHHOIO

CTpyKTypa, pyKOBOICTBO CTPYKTYpPHBIX TIOJpa3AeeHHUH, 0OpasIEl noanuced M,
. AIMEIOLINX MPaBo TOANHCAHHA U YTBEPKACHHS JOKYMEHTOB, H OTPAHHYEHHS 30H
| AX OTBETCTBEHHOCTH

 Ipasuna noxymeHTauHOHHoro obecnieueRHs NeATELHOCTH OpraHH3alHH
Tlopanok paGOTE ¢ JOKYMEHTAMH
TpebopaHus, NpeabABIAEMbIE K noxyMeHTaM B COOTBETCTBHH C HOPMATHBHBIMH
MpPaBOBBIMH aKTaMH U roCy1apCTBCHHBIMH CTAHAAPTAMH

[IpaBna  cocTaBlieHHs  OPTaHH3alMOHHBIX  JOKYMEHTOB  (TIONOXKEHHH,
HHCTPYKLHI, periIaMEHTOB)

Bujpl I0KYMEHTOB, HX HA3HaYCHHE
OCHOBHI IOKYMEHTHOH THHTBHCTHKH
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3.3.10. Tpynosaa pyHxumus

CocraencHue 1 oopMmieHHE Yposenb
Hanmenosanne | yhnapnenyeckoit A0KyMeHTAMH Kox | C/10.6 (monyposexs) 6
KBAMTHHKALMH
[MpoucxoxaeHne ~ 3aHMCTBORAHO H3
TpynoBoi GyHKLMH Opurnsan X . OpHrHHATa :
Koa PerncTpaunoHHLlit HOMEp '
OpHIHHana npodeccHoHansHoro
CTaHAapTa
. Tpyaoseie CocraBneHne IMPOCKTOB PpaclOpAAHTENBHEIX (TIPHKA3HL, pacnof)ﬁncennx) 7|
| meHCTBHA HHGOPMALHOBHO-CIIPABOYHBIX JOKYMEHTOB (CITy’KeOHBIE NHCBMa, CIIPAaBKH,
: JOKIAIHEIe K CIY)KeOHBIEC 3aliCKA)
[leuath CiTyKeOHBIX AOKYMEHTOB H MaTCpPHAJIOB
PasMHOKeHHE CYKeOHBIX JOKYMEHTOB
Koutpoms TNpOXOXACHAS JOKYMEHTOR B  OpTaHH3alME  (COIVIAcOBaHME,
DOJMHCAHHE U YTBEpKASHHE JOKYMCHTA)
HeobxonuMeie PenakTHpOBaTh TEKCTH CNYKEeOHBIX NOKYMEHTOB
yMeHHUS TMonp3oBaThcs YHUPHIMPOBAHHBIMH (POPMAaMH JOKYMEHTOB
OdopMnats KaccoBbie (HHAHCOBHIC MOKYMEHTHl M IOKYMCHTH IO Yy4eTy
HAKJIA/IHBIX PacXOAO0B
- [TeuataTs cl1yKeGHLIC NOKYMEHTEI
HOHLBOBaTbC}I neprdepHiiHHIMA YCTpOICTBAME H OprTeXHHKOH
 PaGoTaTh © KOMIBIOTEpOM, CKaHepoM
Tone3oBarscd OGUCHBIM MAKeTOM (TEKCTOBBIH pelakTop, TabIHIb)
[Tone30BaTECA AMEKTPOHHOH MOYTOH
TTO/NIb30BATECA CHCTEMAMH JJIEKTPORHOTO IOKyMeRTo0G0poTa
_______________ ObGecneunBath 6€30MaCHOCTE ASATENFHOCTH OPraHH3allHA o
Heobxonumeie [IpaBoBEIE OCHORHl YIPaBICHHA (OCHOBBl AAMHHUCTPATHBHOIO, pr,uoaoro H
3HAHMS X03HCTBEHHOTO MMpaBa) B
CTpykTypa OpraHM3alliM, PYKOBOACTBO CTPYKTYPHBIX HofpasacneHuii, oOpasusl
MOANMCEH JIHI, HMEIOIKMX TIPaBo MOANMCAHUA U YTBEPIKACHHS JOKYMEHTOB, H
 OrpaHU49eHHs 30H HX OTBETCTBEHHOCTH
IMpasnia AOKYMEHTAAOHHOTO 00€CIICUeHHS ACATENBHOCTH OpraHA3aii
Tlopsiaok paboThi ¢ IOKyMEHTaMH
TpeGopanus, NpeABABIACMBIE K  JOKYMCHTAM B COOTBETCTBHH
¢ HOPMaTHBHEIMH NPAaBOBBLIMH AKTaMH U TOCYA2PCTBEHHBIMH CTaH/apTaMH
Buabl DOKYMEHTOB, UX Ha3Ha4eRWe
IIpaBuna cornmacoBaHus JOKYMEHTOB opranusamm (BHYTPEHHETO M BHEIIHET0)
IpaBuna MomIUCcaHUA U YTBEPKICHHA NOKYMEHTOR
Ipapnna cocraBieHuss H  odopMIeHU:A HH(l)OpMauHOHHO—Cl'IpaBO'-IHBIX
YIIpaBNE¢HYECKHX JOKYMCHTOB H CIIY)KeOHBIX MHCEM
OCHOBEI JOKYMCHTHOH JIHHT BUCTHKH
IIpapuna pycckoro s3nIka
.......................................................................... Tlﬂ_eﬁoﬂﬁﬂﬂﬂ OXpaHH Tpyna
Jpyrue
XapaKrepucTHkw
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3.3.11. Tpynosan pynxmus

HaumenoBanne

Oprannsanns paboTE ¢ TOKyMEHTAMK B YpoBeHs
TIPHEMHO# PYKOBOAHTENA Konx | C/11.6 (noaypoees) 6

KBATHHKALHH

IpoucxokacHHE
TPYAOBO#H QYHKUHMH

X | 3aMMCTBOBAHO M3
‘ OpHTHHAIA

OpHruuan

Koa PeructpauMoHHEI HOMep
OpHruHana npodeccHOHANEHOrO
CTaHZapTa

Tpyaoseie
AciicTBHS

- TonyyeHue, mpeaBapHTENbHOE PACCMOTPEHHE H COPTHPOBKA MOCTYNAIOWIAX B
_ IPHEMHYIO PYKOBOAMTENA AOKYMEHTOB

Ilponepl(a KOMIINIEKTHOCTH TNOCTYNAKINMHX B TMPHEMHYKD PYKOBOIHTOIHA

JOKYMCHTOB

- IToAroToBKAa JOKYMEHTOB UL PACCMOTPEHHS PYKOBOAHTEAEM

Heobxomameie
yMeHHS

pHMeHsm. nmbopmaunonuo-xommynnxaunomme TEXHONOTHH NS paboTsl c
JOKYMEHTaMH

r[pHMeH}ITB npasuna pYCCKDI‘O A3bIKA

IIpHMeHATs HABEIKH CKOPOCTHOIO IMMHChMA

Heo6xomuMbie
SHAHHA

HopMaTHRHBIE TpaBOBEIE AaKTBl, HOPMATHBHO-METOIHYECKHE JOKYMEHTBI,
roCyJapCTBCHHEIE CTaHAAPTHI, ONpelelAlomue MOpAAOK JOKYMEHTALHOHHOTO
obecniedyeHHs YNpapIcHHS

CIpyKTypa OpraHH3alliH, PYKOBOACTBO CTPYKTYPHBIX MOApa3ie/IeHHH

CoBpeMeHHbIC HHOOPMALIMOHHBIE TEXHONOTHA pa0OTE ¢ JOKYMEHTaMU

ITopsamok paGOTH ¢ HOKYMEHTaMH, CXEMEI IOKYMEHT0000poTa

Mpapuna cO3AHHA H BeCHMS Ga3  JaHHBIX cnyx(eﬁHHx IOKYMEHTOB B |
OpraHmM3alHu

CHcTeMBI 2EKTPOHHOTO IOKYMEHTO060poTa

CHCTEMB] CKOPOCTHOIO MHCHMa

TpeboBarHA OXpaHEL TPYIa

Hpyrue

| XapaKTCPHCTHKH

3.3.12.TpynoBas pynKuHs

OpraHu3anus XpaHeHHs1 JOKYMEHTOB B Yposes
HanmeroBalHe | nppempolf pykoBOOMTENA

Kon | C/12.6 (nonyposews) | 6
keanHHKaUMH
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TMpoucxoxaenue ‘ Opursian X 3aHMCTBOBaHO
TpyacBod PyHKUMH | H3 OpYTHHaNa
' Kon PerncrpaumonHbiif nomep
OpHIri{Hana npod)eccuouanbuoro
CTAHJAPTA
Tpynorrie PazpaboTka pa3sgesoB HOMEHKJIATYPHI JeN OpraBH3alHH
aeficTRAL @opMHpoBaHNe H 0OpPMIEHHE BEI OCTOAHHOTO, AONTOBPEMEHHOTO XpaHeHHs
IMoaroToBka H nepegaya Aejl B apXHB OpraHH3alyuH
HeobGxoaumrie PazpabarpiBaTh HOMEHKNATYpy €Nl OpraHM3alMd ¢ Y4YeTOM HOPMAaTHBHO-
YMeHHs METONMYECKUX FOKYMEHTOB
Hcnonb3oBarth HOMEHKIATYPY O€l NPH H3YYEHHH CTPYKTYphl OpraHH3aIHH,
COCTABJICHHH ONHCEH Nen N
GopmupoBats M  0opOpMIATE J€Ma B COOTBETCTBHH ¢  YTBEPXKICHHOM
HOMEHKIATypoii iell OpraHu3auyu
OfecneunpaTh COXpaHHOCTh JOKYMEHTOB OpraHH3aLiH
[Tpon3BoguTs TOATOTOBKY A€ AT NEpeaadu B apXHB
[puMenaTrs BHGOPMALNCHHO-KOMMYBHKALIHOHHEIC TEXHONOTHH IA paﬁo'm c
JOKYMEHTaMH e
Heobxonumeie HopMaTHBHBIE TpaBOBEIC aKTHl, HOPMAaTHBHO-METONMYECKHE noxymemm
3HAHHA rOCYNAapCTBEHHBIE CTAaHAAPTHI, ONPEACIAIONHUE MOPANOK HOKYMEHTAlHOHHOTO
oGecreyeHrd yopaplegys
Buam HoMeHKnaTyp, obmmue tpeboBaHus K HOMEHKJIATYPE, METONMKA €€
...... COCTaBICHUA H 0popMIeHNs R
Ilopsmox d¢opMupoBanus M obOpMICHHS AET ¢ YKa3aHWeM CTICHH(HKH
(POpMHpOBAHUA OTCNbHLIX Kaveropuiinen
Ipasusia XpaHeHH Jefl, B TOM YHCJIE € JOKYMEHTaMH OrpaHMYEHHOTO AOCTYIa
TIpaBurna BEJAYH U UCTIONB30BAHUS JOKYMEHTOB U3 CHOPMHPOBAHHBIX ACH
TpeboBauus oxpambiTPY®d _
L _{ IpaBuna noAroToBKH H Nepenadu fen 8 apXWB OpraMM3aMH
" Jlpyrue -
| XapakTePHCTUKH
3.3.13. TpyaoBbie pyHKIAE
O6ecncueHre pyKOBOOUTENA Yposesb
Haumenosaue  yybopmanueit Kon C/13.6 (moaypoBeHn) 6
KBaNH¢HKalMK
Moo, Omomn X | e

on PerncTpaulosHLIil HoMep
OpHrHHaNa npodeccHoHanBHOro
cTaHaapTa

Tpynosrie
! nelcTBHUA

 C6op M nepepaboTka nﬂcpopuaunn HEOGXOMUMON A npunsrma 000CHOBaHHBIX
yTIpaBJieHYeCKAX peleHUH

IMpoBepka AOCTOBEPHOCTH, ONHOTHL H HEMPOTUBOPEIHBOCTH AAHHEBIX, HCKITKOYEHHE
QyOnupoBaHisa AHPOPMALIHU

[IpenocraBieHHe JaHHBIX B eAHHOM M YAOOHOM JUII BOCTIPHATHS qupMaTe

: co3,ua.HHsI 0a3 JaHHBIX

BeusiBiieHHe Hamboliee 3HAYMMBIX KpPHTEPHER CHCTeMaTW3alM HHQpopMalHH s
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HeobxomuMble | OcyIecTBIATs cOop, 06pabOTKY M aHalH3 MH(OPMAIME B COOTBETCTBHH C |
YMEHHA TpeGOBAHMAMH  KPAaTKOCTH, 9YETKOCTH  (JOPMYNMHPOBOK, CBOEBPEMEHHOCTH
NOCTYI/ICHHA, TOYHOCTM H IOCTOBEPHOCTH, ONTHMAIBHOCTH CHCTEMATH3ALMM,
HeMpepLIBHOCTH c6opa H 06pabGoTku HHpOpMallKH
OCYImIECTBISATS PErHCTPANHIO, HAKOIMIEHHE H TIEpeaady, CHCTEMATH3HPOBAaHHOE
XpaHEeHHE H BBIAaTy HHGopMau B TpedyeMoit hopme

CocraBnaTb H oOpMIIITL CBOJHBIE, OTYETHBIE, CTATHCTHYECKHE AOKYMEHTHL )
OcyuecTaaTs 06paboTKy U CTpYKTypupoBaHHEe HH($poOpMAaIHH, 06pa3y51
HH(POPMALHOHHEIE PeCypCH

TIpHMEHSATH HABHIKM CKOPOCTHOTO | nncwa
TIpHMeHsTh HABBIKH 3alIHCH H PacIIKQpPOBKH TEKCTA

IlpoM3BOANTS MOMCK WHQOPMAUMH B CyMECTBYIOIMX 0a3aX JaHHBIX, BECTH
HHPOPMALMOHHO-CTIPABOYHYI0 paboTy Ha OCHOBE pa3sNHYHBIX KoMOMHaIMi |

| TIpuMeHsTh HH(OPMALKOHHO-KOMMYHHKALHOHHETE TEXHOJOTHH

Heobxonmamere OcobennocTH GopMHpPOBAHHA BHEIMHHX H BHYTPEHHHX HHPOPMALIHOHHEIX MOTOKOB

3HAHHSA CocTaB BHEIHNX HHPOPMALHOHHHIX MOTOKOB
CocTaB BHYTpEHHEX MH(OPMAIHOHHBIX IIOTOKOB

‘MeTompt o6pabotkn HHPpOpMaLMM c npnmeﬂe}meu COBpeMeHHBIX TEXHHYECKHX |
CpeACTB KOMMYHHKAIIMH ¥ CBA3H, BEIYHCITHTEIIBHOM TEXHUKH :
CHCTeMBI CKOpOCTHOTO TMCBM? ]
OCHOBEI [IPOIPAMMHOTO O0OCCTICYEHHA H OGHCHOrO 0GOPYAOBAaHHUA B obnacty |
CKOPOCTHOTO MAChMA
TpeboBanus oxpaHsl Tpyaa

Hpyrue -

| XapaKTEPHCTHKH _

3.3.14. Tpynosas pyHKUHA

' Opranusanys HEGOPMAIHOHHOTO v
| pOBEHE
HaumeHoBaHME B3aHMOLEHCTBUSA PYKOBOAUTENA € Kon | C/14.6 (noayposests) 6
| noApa3AeICHUIME | JODKHOCTHRIMH KBATHOMKAUAH
. IMIAMH OpTaHH3alHH
[poucxoxkacHHe :0 — X 3aUMCTBOBAHO H3 :
TpyZOBO#H pyHKuMI P e opuruHata - i .
: Koa PerucTpauHoHHEIA HOMEp
OpHriHana npodeccuoHanbHOro
craHaapTa
B T py,uosble Hudopmupopanie paboOTHAKOB OpraHH3aLHH O PellieHHAX PYKOBOAHTEILA
| neiicTBys Opranusanus o6MeHa uH(popMalHell MEXAY NOAPa3ACHCHHAMA H TOKHOCTHBIMH

JTHLIAMH OpTaHN3aLlHH
Onoeeneane pabOTHHKOB O NPeJCTOSIIUX MEPOIPHUATHSX
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HudopMupoBanne pyKoBoAMTeNd 00 oOpallleHHAX COTPYAHHKOB No pabouuM H
JIHYHBIM BOIPOCaM

HeoGxoauMele
YMEHHS

Hcronb30BaTh COBPEMEHHEIE TEXHOIOTHH cGopa i nepeaadu uudopManuy

OcymecTRIATE ¢O0p U nepepaboTKy uHpOpMaLMl, HeoOxo uMO# AN NeTeNbHOCTH
PYKOBOJHTENA

OCYIHCCTBJISITB CHCTCMATH3IANHIQ MTOJIYYACMEIX H IICPCAABACMBIX JaHHBIX

OcCymecTBIATE NPOBEPKY AOCTOBEPHOCTH, MONHOTEI H HENPOTHBOPEYHBOCTH
JAAHHBIX, HCKJIKOYeHHe 1y0mpoBaHys HHpOpMAlIHN

[TpeacTasmATh TaHHBIC B ¢IHHOM B YIOOHOM JUIs BocnpraaTHs GopMate

MHOTOKpaTHO HCHONB30BATh MOMYYEHHYIO HH(QOpPMaLHIO, MOCTOSHHO OOHOBIATH
JaHHBIC

OGecneyHpaTh ONePaTHBHOCTE HHGOPMaLHOHHEIX TOTOKOB

PaGoTaTh ¢ KOMIBIOTEPOM, HCNONB30BATh OMHCHEIA MaxeT (TEKCTOBEIH peNaxTop,
TaOIHIIET) ' :

HeoOxoauMbie
3HAHUA

|

HopMaTHBHEIE [pAaBOBbBIE  aKTH, HOPMATHBHO-METOIOHWYECKHE JTOKYMCHTHI,
rocyJapCTBEHHBIE CTAHAAPTEI B chepe AeATeNILHOCTH OpraHu3alluH

. NOJDKHOCTHBIX JIHIY

CTpykTypa opraHd3alMH, PYKOBOJCTBO CTPYKTYPHBIX MOApa3iieNeHHi, HanpasaeHUS
AEATENBHOCTH OPTraHH3allid H KOMIIETEHUMH CTPYKTYPHBIX MNOApasfefeHHH H

- Knaccuduxanus  ynpasnendeckolf  HHboOpMauMM, BHAB  YIIpaBJIeHYeCKoH

uHdopMamun

(opMEI IpeICTaBlIeHNs YIIpaBieHdeckol HHpopMannu

VICTOYHHKH yTpaBieHueckod nadopManum

MeToauka oT0opa HCTOYHMKOB HHpOpMaLHH

TpeGopanusi, NpeabARIACMEIE K YIIpaBiieHuYecKol HHpopManuu

TpeboBaHHS OXpaHEI TpyJa

. Hpyrme

| XapaXTepHCTHKH

3.4. O6o0mennas TpyAoBasn PyHKUHA

| YpoeeHs 6

HauMenoBalMe = OpTaHHZALUOHHO-2IMMHMCTPATHBHAS MOBAepkKa = Kox D | s —
| IEATENLHOCTH PYKOBOAUTENS OPTaHH3aHA I
IMpoucxoxaeHue oﬁoﬁmeﬂﬂoﬁi Opurmsan X 3aHMCTBOBAHO H3
TpyHoBoi ryAKLHH OpUTMHaja
Kon PerucrpauioHHeiit HOMep
OpHrMHANA npodrecCHOHANBHOTO
CTAHAAPTA
Bo3MoXHEIE | TToMOmHKK PyKOBOAMTENA
HAMMEHOBAHHS
JOJDKHOCTEH,
npodeccuit

TpeGoranus K
o0pa3oBaHHIO 1
00y4eHHIO

Bricinee obpasopaHne — HakanaBpHaT

HITH

Bricmee o6pasopaHie (HempoduneHoe) — 6aKanaBpHaT H JONOJHATENBHOE
npodeccronalpHoe 0Gpa3oBaHUE MO JOMOMHHATEIBHBIM MPodecCHOHATBHEIM
nporpamMmam npo¢ecCHOHANBHOI MEPenoAroTOBKH II0 MPOGUITIO AESTENBHOCTH

TpeGosanua x oneiTy | He MeHee Tpex JIeT IO OpraHA3alMOHHOMY, OKYMEHTAllHOHRHOMY H
MpaKkTHYECKOi paGoTH| HHPOPMANAOHHOMY 06eCneYeHHIO ACATENbHOCTH PYKOBOQUTECIA OPTaHH3allH
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Ocobbie yenoBas
Jonycka k pabore

Apyrue

XapaKTePHCTHKH

JomonHUTEIbLHEIE XApPaKTCpPHCTHKH

HauMeHOBaHHE TOKYMEHTA Kon

Haumenosanue 6a30BO# rpymibL, A0JDKHOCTH (podeccin)
WK CTICTIHANBHOCTH

OK3

3343 AJMHHHCTPATHBHBIA K UHOH UCTIOJIHUTEJIbHBIH
CpeIHETEXHUYECKUH nepcoHall

EKC CekpeTapb pyKOBOAUTENS
OKII/ITP 26341 CekpeTaps pyKOBOAUTENA
OKCO 7.46.03.02 | HoxyMeHTOBeAEHHE H APXHBOBEIEHHE
3.4.1. TpynoBbie pyHkunA
®opMupopanne HHGOPMAHOHHOTO VporeHs
HanmeHosaHue | B3aMMOJCHCTBHA PYKOBOOUTENA C Kox i D/01.6 {noayposeHs) 6
OpraHu3aLHIMA KBaTHpHKALHH
TIponcxoxnenne JammcTROBAHO WS
TpyaoEoH GYHKUHH Opuruian X OpUrHHana _
______________________________________________ Kon T
OpKrHHANA npodeccHoHaNBHOrO
CTaHaapTa
Tpynossie O160p HCTOYHHKOB HHPOPMALHH B COOTBETCTBHH ¢ 3aJAHHBIMU KPHTCPUAMH
OeHCTBHA O6paboTka B METEpIpeTalHs HHPOPMAIMH 1S IOATOTOBKH IPOEKTOB PELICHHHA
IMoaroroBka 3alpocoB NO MOPYYEHUIO PYKOBOAHTEA HA MONYUYCHHE JOKYMEHTOB H
nHGOPMALIMH B OpraHaX rocyZapcTBEHHOH BIACTH H YNPaBJIeHHs, OOINECTBCHHBIX
OPraHH3alKsIX U NONYYCHHE COOTBETCTBYIOIIMX HH(OPMALNH H TOKYMEHTOB
UHpopMHpoBaHUE PYKOBOOMTENA O pe3yJBTATAX pPacCMOTPEHHsS 3alpocOB M
obpameHui
OpraHH3allis peHicHUS BOLPOCOB, HE TpeOYIOIMX HENOCPEACTBEHHOIO YYaCTHS
PYKOBOIUTENSA
' [ToAroToBKa MaTEpHAIOR AJIA YYACTHA PYKOBOAUTENA B paboTe pa3IuYHEIX CTPYKTYP
B COCTaBe T[OCYAApCTBEHHBIX ¥ MYHHUMIANBHBIX OpPraHOB, OOIIECTBEHHBIX
. opraEm3aunii
IMoaroToBKa MOKYMEHTOB IUIA 3aKMIOUCHHA COINAIlEHHHA O COTPYAHHYECTBE C
JENOBBIMA NAPTHEPAMH :
WHpopMupoBaHHEe HeNOBBIX MapTHEPOB H 3aHHTEPECOBAHHEIX OpPraHA3AUMH o
| pelleHuAX PYKOBOAMTEN B X0J€ BHIIONHEHUS COTTIAIIeHHMH
Heof6xofnMele  AHATH3HPOBATH H orrﬁupaTL HCTOYHHKH KHGOPMAaUHH B COOTBETCTBHH ¢ Kpmepmn
YMEHHS [IOJIHOTHL, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH NIPECAOCTaBIeHHS HAGOpMalNY

. 33aHHBIMH TpeboBaHHAMH

Cobupath, o0pabaThiBaTh H aHAIKH3HPOBaTh HH(pOPMalNHMIC B COOTBETCTBHH c

Ilepenapath HEGOPMALHIO B cnc*remamsnponannom BHIIC

O6pabaTeiBaTh W CTPYKTYPHpPOBaTH HH(popMmammio, ofpasys HH(OpPMaLHOHHEIE
PeCypChI
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[pomseogaTe nouck HH$pOpMaUUH B CYIIECTBYIOIMX 043aX JAHHBIX, BECTH
HHGPOPMALHOHHO-CIIPABOYHYIO paGoTy HAa OCHOBE pasiMYHBIX KOMOHHaLmii .
TTOHCKOBEHIX PH3HAKOB
______ OGecneunsaTh HHPOPMALMOHHYIO Ge30HACHOCTh OPraHH3ALMH
PaboTaTh ¢ KOMIBIOTEPOM, HCTIONB30BATh OUCHBIH MAKET (TCKCTOBHIA PelaKTop,
TabMHLbL)
Heobxonumele
3HAHHSA
Jlpyrue
XapaKTEPHCTAKH
3.4.2. Tpynosas pynkuug
AHanu3 uHpOpMaLlAA U TOATOTOBKA YposeHb
HaumeHoBanHe | yydopmaLoHHO-aHATHTHYeCKUX MaTepuanop | Koi | D/02.6 | (moyposexs) 6
KBanudHkalMu
MCTBOBAHO H3
| O X | S
Kon PerucTpallMoHHEIR HOMEP
opxraHana l'I[JO(i)CCCHOHaJIBHOI‘O
cTaHzmapta
 TpyaoBHie
OeHCTBHA
Ho,uro_gppgca MH(OPMATHOHHO-AHATHTHYECKHX MATEPHATIOB
] Paspaﬁoma TEMAaTHYECKOTO IIaHa 0030pHOre JOKYMEHTA, I0KIaja
HeoGxomumsle
YMCHUS " O60CHOBHIBaTh aKTYaIbHOCTb po6IeMsl, Koropy}o npencmu"r OCBETHTH B 0530pE, |
JAOKmage, cmpaBke
[Tonb3opathea HAGOPMALHOHHBIMU pECYPCAMH H cncmma*mmpoaarb HHQOPMALHIO
M0 3a/IaHHBIM KPHTEPUSIM
HnrtepnpeTHpoBaTh  NONYYEHHBIC  JAHHBIE W NPCACTaBIATH HX B

. CHCTEMATH3UPOBAHHOM BHJIE
" Onpeaenate prr HCTOYHHKOB M JHTEPATYphl, HEOOXONMMEIX WA IMOATOTOBKH

 TIpon3BOAMTE aHANN3 H OLEHKY H3NTOKEHHOTO MaTepHana
OtbOPMJI}lTb TEKCT B COOTBETCTBYIOMIEM CTHIIE
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. POPMYJIMPOBATH BHIBOAHI H PEKOMEHAAIAH
. OcymecTBiATh aBTOMaTH3alMIO MpoleccoB cOopa, XpaHeHHS H  BBIIAYH
g- . AHQopMAHH

' - TMone30BaThCs  YCTPOMCTBAMM — ABTOMATH3HPOBAaHHOM  0OpaboTKM  TEKCTOBOH
uHdopMaLMu U GoToHabOPHEIMH YCTpolicTBaMH _
[IpuMeHATs BEMHCIATENBHYI) TEXHHKY M HHGOPMAIHOHHEBIE TEXHONOTHH JUTA
SKOHOMHYHOH M pPALHOHANLHON OpraHu3auMH HHGOPMAUHOHHHIX MPOIECCOB,
HOBHIMEHHS HX THOKOCTH W IMHaMAYHOCTH

______ ) | TipuMeHATH OCHOBBI ICHXONOTHH AENOBOrO ofmeHns _

Heobxoaumele  HopmaTmBHEIE npaBoBble  aKThl, HOPMATHBHO-METOAHYECKHE  NOKYMEHTEL,
| SHaHHUs TOCYIApCTBEHHBIE CTAHAAPTHI B cdepe AesATenbHOCTH OpraHH3alHK

- CTpyKTypa opraHH3al|H, pyKOBOACTBO CTPYKTYPHEIX NOApa3AeneHnl, HalpaBneHus |
5 JeATEeNBHOCTH OPraHH3allid H KOMNETeHUMH CTPYKTYPHBIX NompasleneHHi u
ACIDKHOCTHBIX JIALL _ . -
Knaccudukauus  ynpasneHuyeckol  MEQopMmalliM, BHAB  YNpaBlicHYECKOH
nagopwaumn o
@opMBbI NpeACTABNCHUS YIPaBIeHIeCKo HHGOpMALHH

HUctounnku ympaBiendeckoi uHpopMaunH, Meroguka oT100pa HCTOYHHKOB
uH$popMaIuu

OcobenHoctu  pedepupoBanus HHPopManund, chnemuduka odpopMIeHHA H
COCTaBJICHH: aHHOTAlMH, pedepaToB, 0630poB, AOKIAN0OB

OCHOBHI HAIACAHHS pedeii H IOKIAN0B PYKOBOAHUTEI

Kareropun cirymrateneit (4utareneit), Ha KOTOpeIX OyIeT paccunTaH AaHHEIH 0630p,

. CtpykTypa HHGOPMAIMOHHBIX H3JaHH B 3aBUCUMOCTH OT XapaKkTepa HHpOpMAIHu
W L1e/IeBOTO HAa3HAUCHUs HHGOPMALIHOHHBIX H3AAHHIT

. CoBpeMeHHHIE cpencTBa cbopa, 00paboTKu, cucTeMaTH3aluH HHPOPMaIuU

. UcTounnkn wudopmanuu: kaTanors GHGNHOTEK, XKYPHATOB, OHCKOBbIE CHCTEME
- mAGOPMAIIHOHHO-TEIEKOMMYHUKAMORHON ceTH «HHTepHeT», 21eKTPOHHBIC (a3bl

© TaHHBIX

TIpaBuna paGoTH ¢ BHEMIHHMH HOCHTENAMH HHpOpMaLKH
TMonsarre u cnenuduka dSnbnuorpadugeckoro, pedepaTHBHOTO H AHATHTHIECKOTO
' HEGQOPMAHHOHHOTO U3JaHHA

Iipyrue -
_____ XapaKTEPHCTHKH e
3.4.3. Tpynosan pynknus
Oprannsanms A€NIOBEIX KOHTaKTOB H YpoBeHE
HanMeHOBAHHE | 1jn0TOKOMLHBIX MEPONPHATHIA Koa D/03.6 (noayposent) 6
KBanupHKALMH




29

l'[poucxounmenne ' Opuruuan X 3aUMCTBOBAHO M3
TPYAoBoi PyHKUHA OpPHTHHAJA
Kon PerncTpaunoHHeIi Hoﬁébu '
OpHrHHANA npodeccHOHAALHOTO
CTaHfapTa

Tpynoseie §OpraHH3a1(Hﬁ H IUIaHUPOBAaHHWE JENOBBIX KOHTAKTOB, BCTped H MOE3IOK |
ZeHcTBHA . PYKOBOOHTENA

OpraEusanus  3acefJaHuii, COBEI[AHUNH H  MEpONpHATUI, INPOBOAMMBIX

PYKOBOJAHUTENEM

Iloaroroeka MaTEpHaJIOB I1A COBCIIAHHN, BEICHHUE N OCI)O]JMJICHHG MNPOTOKOJIOB

INoaroroBka nmpe3eHTanui 0 YKA3aHHIO PYKOBOAUTEILA

[MoaroToBka H MpoBeaeHHe Npecc-KoH(pepeHIMHi pYKOBOIHTEN

OpraHuzaliis TeperoBopoB, o0ecneueHHe YUACTHHKOB HHGOPMAIMOHHBLIMH
MaTepHaJaMH, BEACHHE 3alHceil IeperoBopos

Heobxonumple = CocTaBidTh MJ1aH MOE3AKH PYKOBOJAMTEA

yMcHHA OdopMaThk NOKYMEHTH, HEOOXOAMMHE JId JACNOBOH MOE3AKH, KOMAaHAHPOBKH
pykosoruresa _

CocTapiate U opopMIATE MPOTOKOJBI COBEHIAHHHM, 3acenNaHMii H KOHGpepeHTHHIX
MEPONPUATHH, I'OTOBHTb CHHCOK YYACTHHUKOB, NMOBECTKY JHS, ABOYHBIC JHCTHI H

Bectn neperoBopsl ¢ napTHEPAMH

Pa6oTaTh B pexXHMe MHOTO33Ia4YHOCTH

COB,I[&B&TB H NIONOCKHBATE MTOJJOXKHTCIIBHEL MMHJTK OpraHr3alHi H pYKOBOLHTEIA

! Hcnonb3oBaTh BEYHCIMTENBHYIO TEXAHKY H HHPOPMALHOHHO-KOMMYHHKAIIHOHHEIE
TEXHONOrMH Is 0Oojiee SKOHOMHYHOH H  palMOHAIBHOH  OpraHu3alliH
HH(OPMALHOHHBIX IPOLIECCOB, TIOBLIIEHHs HX THOKOCTH H INHAMHYHOCTH

______________ ObecmeunBaTh HHPOPMAMHOHHYIO 0€30NaCHOCTE CPraHU3aIHH

Heobxomumele | HopmarsBHEIE TNpaBOBBIE  aKThi, HOPMATHBHO-METOAMYECKHE  JOKYMEHTEL
3HAHHA TOCYAAPCTBEHHEIE CTAHIAPTHL B ciepe AeSTENEHOCTH OPraHH3alyH

CrpykTypa OpraHM3allii, PYKOBOJAINHMA COCTaB OpraHM3allMH H MOOpPAa3NecNcHHM,
HaMpaBJICHUS JAEATENIBHOCTH OPraHH3alMM M KOMIETEHOHH CTPYKTYPHBIX |
HOJIpa3acNicHU ¥ JOIDKHOCTHBIX JIHIT

[Mcrxosorns AeIOBOTo 0O1IEHAA, OCHOBH KOH(IHKTOMOTHH

[TpaBuia NpoBeJEHNS AEIOBHIX IIEPETOBOPOR H MPOTOKONBHBIX MEPOIIPHATHI

JTHKET U OCHOBEI MEXAYHAPOAHOIO IPOKOIA

paemia cocTaBieHUS U 0OPMIIEHHS TOKYMEHTOB

Tpapuna 3ammTel KOHGHICHIMATEHOMN cTyKeOHOM HH(OpMaLn

HHdpopMalHOHHO-KOMMYHHKAHMOHHEIE TEXHOJIOTHH

- Jlpyrue -
: XapaKTEPHCTHKH

3.4.4. Tpynosaa pyHKuHA

- Opranu3anus HCTIONHEHAS pelleHuH YpoBens
HaumedoBaHue | PYKOBOAHTEJIA Kon D/04.6 (noaypoBeHs) 6
KBATHGHKALHH




TpoHcxokaenue
TpyaoBoi PyHKUMH
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X | 3aHMMCTBOBAHO U3

OpuraHan :
! ppurdHana

Koz PerncTpaunonHeii HoMep
OpMTHHANA NpOPeCCHOHANLHOTO
CTaHIapTa

| Tpynosble
OehdcTBHA

" Heobxomumeie
YMEHH

I[OKYMCHT&I[BHOC 0¢iOpMHCHHC ]JCH.ICHHﬁ PYKOBOOHUTEIA, JOBCACHHEC OO CBCIACHHA

. paGOTHHKOB OpraHH3aLMH YCTHBIX PAcTIOPSHKEHHUI PYKOBOIUTENA

- KoopauHanus aesTeIbHOCTHE 10 HCIONMHSHUIO PEIIEHHI PYKOBOAUTENS

- Kontpons nenonHeHus pemennuii pyopoguTens

- [ToAroToBKa OTYETOR O BHINONHEHHY NOPYUYCHH W PENICHAN PYKOBOIHTEIA

~ Coctapnare U 0GoOpPMIATE JOKYMEHTBE, COAEPKAIME MIOPYIEHUS H PACIIOPDKeHH

"BecTH y4eT nNopydeHMHl PYKOBOAHTENS, TPeOYIONIMX KOHTPONA IO CYIIECTBY
. peLIeHHs BOMPOca

' [IpuHHMATH pellleHns B IPOLecce padoThl

. IIpou3BOAINTh AHAH3 MCIIOIHHTENILCKOM NACOUILIHHE]

- CocTaBiATh aHAMMTHYECKHE OTYETH H CHPABKH IO PE3yNBTaTaM HCIONHEHHS
| IOpy4eHHiT H PacTIOPsHKCHUH PYKOBOIHTEIS

" TTonk30BaTHCA CHCTEMAMH JIEKTPOHHOTO JOKYMEHTO0G0poTa

HpHMBHm BEMHCIIHTC/IBHYIO TCXHHUKY U HH(bOpMaHHOHHO-KOMMyHHKaLlHOI-IHBIC

| TEXHOJIOTHH 11 SKOHOMHYHON M palMOHANBHOH opraHM3aOuH HH(POPMALHMOHHBIX
. IPOLIECCOB, MOBBIUICHHS HX THOKOCTH M AMHAMHYHOCTH

Obecneunsarth 6€300aCHOCTD ACATCIBHOCTH OPraHA3aLHH

Heoﬁxo,uHMbIe
3HAHHA

ACIKHOCTHBIX JIHIL

- HopMaTHBHBIC DpaBOBBIE  aKTH, HOPMATHBHO-METOIMYECKHE  JAOKYMEHTHI,

. TOCYZapcTBEHHBIE CTAHAAPTH B cdepe JAeSTeNIbHOCTH OPraHu3alHH

CTpyKTypa oprasn3saiii, pyKOBOACTBO CTPYKTYPHEIX MOApPa3/icIcHHH, HAallPpaBleHHs
JAESATeNbHOCTH OPraHH3alldd M KOMIIETeHLIHH CTPYKTYPHBIX MNOApAasAcNcHHH H

TCXHOJ'lOl"Hﬂ BCACHHA KOHTPOA HCIIONHCHHA HO]J}"-ICHHH PYKOBOAATEIS

_ CHCTEMBI 3IEKTPOHHOrO JOKYMEHT0000poTa, a3kl NaHHBIX

_TpeGoparms oXpaHE! Tpyaa

Xapal(TepHCTHKH

IV. CBeaenun 006 opraHn3anuax — paspadoTunkax npogeccHoHaALHOr0 CTAHAAPTA

4.1. OTBETCTBEHHAN OPrAHHIAUMHA-PAIPAOOTHHK

MockBEL

HIT «HauuoHanbHas accolHalHs OPUCHBIX CIICIHANUCTOB H aAMHHACTPATHBHBIX pa0OTHHKOBY, FOPO

Rupekrop

XmocHepa Jlrogmuna [lerposHa

4.2. HauMeHoBAHNS OPraHN3aNAi-pa3padoTUHKOB

000 «kenTp 2KcnepTussl u ceprHdukaunny, ropon Mocksa

®'BOY BO «Poccuiickuii rocyaapcTBeHHBIM ryMaHHTapHbIA YHHBEPCHTET, ropoa Mocksa

®I'BIIOY «Komnemx MU Poccuny», ropoa Mockea

A e

TTAO «MockoBckas 00heIHAEHHAS YHEPreTHYecKas KOMIIaHHAY», Topoa Mockea
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L O6mepoccuiickHii KnaccHPHKATOP 32HATHIA.
2 O6LepocCHICKHIT KNAcCH(HKATOP BUAOB YKOHOMUYECKOH AeATENBHOCTH,
3 O6wepoccuiickuii knaccudukatop npodeccuii pabounx, aomKHOCTEH CnyXamMX H TapUdHBIX pa3paaos.

4 EQnHbIi KBaTHHKALHOHHBLE CPABOYHHK ROMKHOCTEN PYKOBOAMTENEH, CICLHAHCTOB H CYKALIHX.
5 O6mepoccHiickril KnaccudukaTop cneuMansHocTell Mo o6pasoBaHHIo.




