MWHUCTEPCTBO TPYOA U COLMAIIbHOMN 3ALLUTLI POCCUNCKOW ®EQEPALINA

NMPUKA3
ot 2 cheBpans 2018 r. N 49H

OB YTBEPXAEHMU MPO®ECCUOHAIIbHOIO CTAHOAPTA
"CNEUMAITUCT AODMUHUCTPATUBHO-XO3ANCTBEHHOU AEATENNBHOCTU"

B cootBetrctBUM Cc nyHkTomM 16 [MpaBun paspaboTkm n yTBepxaeHus npodeCcCuoHarnbHbIX CTaHAapToB,
YTBEPXAEHHbIX NocTaHoBneHneM lMpaButensctBa Poccuiickon Pepepaumm ot 22 aHapsa 2013 r. N 23 (CobpaHue
3akoHogartenbcTBa Poccunckon depepaumn, 2013, N 4, ct. 293; 2014, N 39, cT1. 5266; 2016, N 21, cTt. 3002),
np1KasbIBalo:

YTBEpaAUTb Npunaraembii NpodeccnoHanbHbli cTanHgapT "CrneumanucT agMUHUCTPATUBHO-XO3SIMCTBEHHOW
nesTenbHocTn".

MwuHucTp
M.ATOMUITNH

YTBEepxaeH

npukasom MuHucTepcTBa Tpyaa
1 coumanbHON 3awmThbl
Poccuiickon ®eaepaunn

oT 2 dpeBpansd 2018 r. N 49+

NMPO®ECCUOHAINBbHbIA CTAHOAPT

CNELMANNCT ADMUHUCTPATUBHO-XO3ANCTBEHHON OEATENBHOCTHU

1096

PerncrpaunoHHbIn Homep

. Obwue cBegeHun

AOMWHUCTPATMBHO-XO3SIMCTBEHHAs NoA4epXKKa 1 CONPOBOXAEHWE 07.005
OeAaTenbHOCTW opraHm3aumm '
(HavmeHoBaHMe Buga npoceccnoHansHon oeaTensHoOCTI) Kon

OcHoBHas uenb Buaa HpO(*)eCCMOHaHbHOﬁ AeATerNIbHOCTU:

AOMUHUCTPATUBHOE, XO3SMCTBEHHOE, [OKYMEHTALVOHHOE 1 onepaumnoHHoe obecnedeHue,
noggepkka u conpoBoXaeHne pabdoTbl Bcex Cnyx0b n paboTHUKOB opraHu3auum

Mpynna 3aHATUI:

1219 Ynpasnsowime 1324 PykoBoguTtenu crnyx6 no
PUHAHCOBO-3KOHOMUYECKOM U CHabXxeHuto,
aAMUHUCTPaTUBHOWN pacnpoCcTpaHeHuo ToBapoB U
OeATenbHOCTbIO, HE BXOAsLMe B aHanorn4yHblM BMaam
apyrve rpynnbl 0EeATenbLHOCTH
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1325 PykoBoanTtenu nogpasgeneHuim 3323 3akynwmkm
(ynpaBensiroLime) Ha TpaHcnopTe
3332 OpraHunsatopbl KOHEPEHLNI 1 3334 AreHTbI N0 onepauusam ¢
ApYyrmx MeponpuaTum HeOBWXMMOCTbIO U ApYrom
COBCTBEHHOCTbLIO
3341 Odomc-meHepkepsbl 3343 AOMWHUCTPATUBHLIN U MHOK
WCNOMHWTENBHbIN
cpegHeTeXHNYECKU
nepcoHan
4321 Cnyxalyue, 3aHATbIE YHETOM, 4323 Cnyxalyme no TpaHCNopTHbIM
NprMeMoM U Bbiayen TOBapoB Ha nepeBo3KaM
ckrnage
(kog OK3 <1>) (HaumeHoBaHue) (kog OK3) (HaumeHoBaHue)

OTHeceHMe K BuaamM 3KOHOMUYECKON [eATEeNbHOCTU:

49.39.3 [NepeBO3KM NaccaXXmpoB CYXOMNyTHbIM TPAHCNOPTOM HEpPErynspHble

68.10.1 MoproToBka K npogaxe COBCTBEHHOIO HEABMXMMOIO MMYLLIECTBA

68.10.2 Mokynka n npogaxa cOOCTBEHHOIO HEABMXMMOIO MMYLLIECTBA

68.20.2 ApeHga v ynpaBneHne COBCTBEHHbIM UMW apeHAO0BaHHBLIM HEXUITbIM
HeOBWXMMbIM NMYLLECTBOM

70.10 [eaTenbHOCTb roNoBHLIX 0hmcos

70.22 KoHcynbTupoBaHue no BonpocaM KOMMepPYeCKon AesATenbHOCTA U
yrpasneHus

81.10 [eatenbHOCTb MO KOMMMEKCHOMY 0BCNY>KMBAHMIO MOMELLEHNIA

81.21 HeaTtenbHocTb No obLel ydopke 3gaHun

81.22 [leatenbHOCTb MO YNCTKE M YOOPKE XUMbIX 30AHUN N HEXWIbIX MOMELLEHWUI
npoyas

82.11 JdeartenbHOCTb aAMUHUCTPATUBHO-XO3ANCTBEHHAA KOMMIEKCHas Mno
obecneyeHunto paboTbl opraHM3aunm

82.30 [edatenbHOCTb NO opraHn3aumm KOHPepeHUUN 1 BbICTaBOK

(koo OKB3[ <2>) (HaMMeHoBaHMe BUAa 9KOHOMUYECKOW AeATENbHOCTHN)
Il. OnncaHue TpyAoBbIX PYHKLUIN, BXOAALLNX
B npod)eccuoHanbHbIi cTaHAapT ((PyHKLUMOHANbHaA KapTa Buaa
npodeccnoHanbLHON AeATENbHOCTH)
O606LLEeHHbIE TPpyaoBble OYHKLMK Tpynosble yHKLUN
Kog, HanmMeHoBaHue YPOBEHb HanmeHoBaHne KOO | YpOBEHb
KBanudu (mogypoB
Kaumm €Hb)

KBanugm
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Kauum

Ob6ecneyeHne Onpepnenenune notpebHocTel B ToBapax | A/01.5 5
paboTHMKOB W ycnyrax ons co3fgaHus onTMMarnbHbIX
pacxoaHbIMM ycrnosun Tpyaa
MaTepuanamu,
ToBapamu, OpraHu3aums npouecca 3akynki u A/02.5 5
obopynoBaHuem u npuobpeTeHne ToBapoB 1 ycnyr Ans
ycnyramu ang €034aHnsa onTUMarbHbIX YCIOBWI Tpyada
co3gaHus
onTUMarnbHbIX KoHTponb MCNOMHEHUS YyCNoBUN A/03.5 5
ycrnoBumn Tpyaa 00roeBopoB Ha NOCTaBKy TOBApOB U ycnyr
4N co30aHusa onTMManbHbIX YCNOBUN
TpyAa
OpraHusauns paboTbl CKNagckoro A/04.5 5
X035IMCTBa OpraHmM3aumm n ydet
TOBapHO-MaTepuarnbHbIX LLIEHHOCTEN
(TML,), ncnonb3syembix AN co3gaHns
onTUManbHbIX YCIOBUA Tpyaa
ObecneyeHre TEXHNYECKOTO U A/05.5 5
CEPBUCHOIO 06CNYXNBaHNS
npnodpeTeHHOro ooMcHOro
obopynoBaHus (KpOMe OPITEXHUKN) 1
KOHTPOITb €r0 COCTOSIHMSA
OpraHusauus MpnobpeTeHne ans paboTHMKOB B/01.5 5
OenoBbIX NOe340kK OuneToB Ha BCce BUAbl TpaHcnopTa, a
paboTHWMKOB, TakKe opraHusaumsa TpaHcdepoB
obecneyeHve
KOpnopaTuBHbLIX U OpraHusauns npoxmeaHusa paboTtHukos | B/02.5 5
OenoBbIX BO BpeMsl JeroBbIX N0e3nokK n
MEepPONpUSATUIA NpOXmnBaHUA AenoBbIX rocTen
opraHusaumu
OpraHusaums npoueaypbl nonyyeHns B/03.5 5
BM3 M paspeLumTenbHbIX JOKYMEHTOB A1
Bble34a 3a rpaHuly 1 Bbesaa B
Poccuiickyto ®egepauntio,
OOKYMEHTaLMOHHOE CONpPOBOXAEHNE
noes3nok paboTHUKOB
Bbibop nocTaBLUKOB ANst opraHn3aumm B/04.5 5
[enoBbIX Noe3aok, obecneyeHns
KOpnopaTUBHbIX U OENOBbIX
MepOonpUsTUI
OpraHnsauus conpoBoxaeHus genosbix | B/05.5 5
rocten n obecnevyeHne MeponpuUATUN
ans paboTHMKOB M AENOBbIX FOCTEN
MaTepunanbHO-TeXHMU OpraHusauns nepeBo3kn paboTHUKOB, C/01.5 5
yeckoe U JOKYMEHTOB U rpy30B OpraHv3aumm
OOKYMEHTaLMOHHOE
conpoBoOXdeHne ConpoBoxaeHue n obecnevyeHune C/02.5 5

paboTbl TpaHcnopTa
opraHusauuu B

npouecca opraHusaum 6e3onacHocTy
[OPOXXHOTO ABMXKEHUS NP SKCMyaTaumm
TpaHcnopTa opraHu3aumm




uenax obecneveHms ConpoBoxaeHue n obecneyeHune C/03.5
ee geATenbHoCTH npouecca aKcnnyaraummu, obcnyxnsaHms
W peMOHTa TpaHcnopTa opraHusauum
OpraHusauus 3akynku n npuobpeterns | C/04.5
TOBapOB M YCNyr Ans 3KcnnyaTtauum u
obcnyxuBaHust TpaHcnopTa
opraHusaumu
MaTtepunanbHO-TEXHU ConpoBoxaeHune n obecnevyeHne D/01.5
yeckoe 1 npouecca aKcnnyaraummu, obcnyxnsaHms
OOKYMEHTaUMOHHOE N PEMOHTa 06BLEKTOB HEABUWKNUMOCTHU
CONpoBOXAeHne opraHusaumu
npouecca
ynpaBneHus MoaGop 06bLEeKTOB HEABMKUMOCTU B D/02.5
HEOBWXXMMOCTbIO Lensax pasmeLleHns opraHnsaumm u
opraHusauum BeleHUs ee XO3ANCTBEHHON
OedaTenbHOCTH
[okyMeHTauMoHHOe ConpoBOXaAEHUE, D/03.5
cBsA3aHHOe ¢ obecneyeHmem npasa
COBCTBEHHOCTW MITM UHOTO BELLHOTO
npasa 1 NpoLeccoB NCMNOMb30BaHWS,
akcnnyaTaumm n obcnyxmBaHus
0OBEKTOB HEABWKMMOCTM OpraHu3aLmm
OpraHu3aums 3akynku n npuobpetenns | D/04.5
TOBapoB, 060pyAOBaHNS U YCIyr B Lensx
aKcnnyaTaumm n obcnyxmBaHus
0OBbEKTOB HEABWKMMOCTM OpraHu3aLmm
OpraHun3aums OpraHusauus pasmelyeHns paboTtHukos, | E/01.6
pabouero 30HMpOBaHue n obecneveHve
NpoCTpaHCTBa, 3(ppeKTUBHOIro NCNoNbL30BaHNS
co3faHue un nomeLleHum
obecneyeHve
ONTUMarbHbIX OpraHnsauus n KOHTPOIb E/02.6
yCcrosui MaTepunanbHO-TEXHUYECKOro
BbIMOMTHEHNSA obecneyeHns geaTensHOCTN paboTHUKOB
TPYAOBbIX OYHKLNIA opraHusaumm
paboTHNKaMu
opraHvsaLmm OpraHusaums paboTbl cnyx6bl npuema E/03.6
nocetuteneun
OpraHu3aunst KOpnopaTUBHbLIX U E/04.6
0enoBbIX MeponpuaTui
OpraHnsauus YnpaBneHne nepeBo3kamu F/01.6
npoLieccos KopnopaTvBHbLIM TPAHCMNOPTOM U
nepeBo3Ku [OCTaBKOW rpy3oB opraHusauum
paboTHMKOB,
OOCTaBKU rpy3oB 1 MocTtpoeHmne npouecca obecneveHns F/02.6
yrnpaBneHue opraHmsaumm TpaHCNopTOM U
KopnopaTUBHbIM MaTepuanbHO-TEXHUYECKOrO
TPaHCMOPTOM obecneyeHns kKOpNnopaTUBHOIO
opraHusauum TpaHcnopTa
OpraHuzauus n paspaboTka F/03.6

MeponpusiTUIA No obecneyvyeHunto
6e3onacHOCTM NepeBO30K




KopnopaTvBHbLIM TPAHCNOPTOM
opraHusaumm
G YnpaeneHne 6 OpraHnsauus n obecneveHne G/01.6
obbekTamu ynpaBneHust CO6CTBEHHON
HeOBMXMMOCTH, HEeOBMXXMMOCTbIO U HEBUXUMOCTbIO,
HaxogAWMMUCS B NCNoNb3yeMon Ha OCHOBaHUN OpYrux
COBCTBEHHOCTM BELLUHbIX NpaB
opraHusauum nnm
ncnosib3yemMbiMu Ha OpraHusauums npouecca Bbibopa G/02.6
OCHOBaHUW Apyrux 0oObeKkTa HeOBMXKMMOCTH B LLENSIX
BELLHbIX NpaB MOKYMKW NN apeHabl
YnpaBneHne gOKyMEHTaLNOHHbIM G/03.6
CONpoBOXAeHMEM 0O BEKTOB
HeaBWXMMOCTU opraHM3aLmm
H OnepaumnoHHoe n 7 YnpasneHve agMUHNCTPaTUBHOW, H/01.7
cTpaTternyeckoe XO3ANCTBEHHON, AOKYMEHTALMOHHOM 1
yrpasneHue OpraHn3auMOoHHON NOAAEPXKKON
npoueccamu opraHusaumm
aAMWHUCTPaTMBHOIO
, XO35INCTBEHHOrO, OnpepneneHune n peanusauusi H/02.7
OOKYMEHTaLNOHHOro CTpaTernyeckoro passuTus
N OpraHn3aumoHHOro a4MUHUCTPATMBHOW, XO351MCTBEHHOW,
COMpPOBOXAEHUS U OOKYMEHTALMOHHOM 1 OpraHn3aLMOHHON
obecneyeHns noaaepXKku
OeaTenbHOCTH
opraHusaLuu ®durHaHcoBbIM aHanus, bioopketTupoBaHme | H/03.7
W ynpaBneHue AeHeXHbIMU NOoTOKaMM Ha
A4MVHUCTPATMBHYIO, XO3ANCTBEHHYIHO,
OOKYMEHTALMOHHYIO N OpraHn3aunMoHHYH
0eaATenbHOCTb
YnpaBneHue nepcoHanom CTpykTypHbix | H/04.7
nogpasgeneHni, OCyLLLeCTBASOLLNX
aAMWHUCTPaTMBHYIO, XO3ANCTBEHHYIO,
OOKYMEHTaLMOHHYIO 1 OpraHn3aunoHHY0
noanepxky

lll. XapakTepuctnka 0606LEeHHbIX TPYAOBbLIX PYHKLUN

3.1. O6o6LwweHHasa TpyaoBasa PyHKUUs

ObecneyeHne paboOTHUKOB pacXxodHbIMU
MaTtepuanamMmm, ToBapamu YpoBeHb
HanmeHoBaHue P ’ P ’ Kopn A P
obopynoBaHMeM u ycrnyramm gns KBanudukaumm
CO3[aHus oNTMMarnbHbIX YCNOBUIA TpyAa
lMNpouncxoxaeHue
b A - . 3anmcTBOBaHO
0606LLeHHoN TpygoBon | OpuruHan X
13 opurMHana
dyHKUUK
Kog PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro

CTaHOapTa




Bo3moxHble
HavMeHOBaHWs
DOIKHOCTEN, npodeccui

CneumanucTt no agMMHUCTPATMBHO-XO35MCTBEHHOMY ob6ecneveHmnto
Odmc-meHemxep

TpeboBaHus Kk
0bpasoBaHuio 1 0ByyeHuto

CpenHee npodeccrmoHansHoe obpasoBaHue - nporpammMa noaroToBKM
cneumanucToB CpeaHero 3BeHa u

[ononHuTtensHoe npodeccrnoHansHoe obpasoBaHmne - Nporpammebl
npodyeccnoHanbHON NepenoaroToBKN No NPOuio AeATENbHOCTH

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka
K paboTe

Opyrvue xapakTepucTukm

HononHutensHoe npodeccnoHansHoe obpa3oBaHne - NporpaMmbl
noBblWeHMs kKBanudukauum no Npodunio 4eaTenbHOCTU (HE pexe Yyem
pas B Tpu roga)

JdononHuTtenbHble XapakKTepucTukun

HanmeHoBaHune OOKyMeHTa Koa HanmeHoBaHune 6a3oBon rpynnbl, 4OJKHOCTU

(npodbeccum) nnu cneunanbHOCTH

OK3 3323 3akynwmkm
3341 Odomc-meHepkepsbl
3343 AOMWHUCTPATUBHLIN U MHOWN UCMONHUTENbHbLIN
cpeAHeTexXHUYeCKUin nepcoHarn
4321 Cnyxalmne, 3aHSTbIe y4eTOM, NPUEMOM 1 Bblaaven
TOBapOB Ha cKrazge
EKC <3> - AoMunHucTpatop oduca
- 3aBegyoLLmii cknaaom
- Cneumnanuct
- OKOHOMUCT MO AOrOBOPHOM U NPETEH3MOHHON paboTe
- OKOHOMUCT MO MaTepuarbHO-TEXHUYECKOMY
CcHabXxeHuto
OoKMNAaTP <4> 22141 3aBegyoLmii cknaaom
22953 MHcnekTop No MHBEHTapmu3auum
23011 MHcnekTop Mo SKcnnyaTaunoHHbIM,
NPON3BOACTBEHHO-TEXHUYECKAM U OpraHn3aunoHHbIM
Bornpocam
26541 Cneumnanuct
27743 OKOHOMUCT MO AOrOBOPHOW U NPETEH3MOHHON paboTte
27744 OKOHOMUCT MO MaTepuanbHO-TEXHNYECKOMY

CHabeHuo



consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76A937231A4BB680C23C6B4DFFf0j6L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76A937231A4BB680C23C6B4DFF0698052C6C1AC4ADE8B343f7j7L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76A937231A4BB680C23C6B4DFF0698052C6C1AC4ADE8B340f7j2L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76A937231A4BB680C23C6B4DFF0698052C6C1AC4ADE8B340f7j4L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76A937231A4BB680C23C6B4DFF0698052C6C1AC4ADE9BB41f7j6L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B75A73523194DB680C23C6B4DFF0698052C6C1AC4ADEABE4Ff7jAL
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADE8BB46f7j3L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B75A73523194DB680C23C6B4DFF0698052C6C1AC4ADEABE4Ef7j3L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADEDB240f7jAL
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADEEB943f7j1L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADEEB941f7j2L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADEFBA4Ff7j4L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADEFBF42f7j6L
consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B76AD3523164EB680C23C6B4DFF0698052C6C1AC4ADEFBE4Ef7j5L

3.1.1. TpynoBasa dyHKUUA

Onpegenenne notpebHOCTEN B TOBapax U YpoBeHb
HaumeHoBaHue |ycnyrax ons co3gaHus onTMMarnbHbIX Kog |A/01.5 (mogypoBeHb) 5
yCrnoBun Tpyaa KBanudukaumm
MpouncxoxaeHune 3aMmcTBOBaHO
P A OpwurunHan X
TPYAOBOMN OYHKLUM 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUs

anIeM 3adABOK Ha TOBapbl U ycnyru Aand co3gaHua ontuMalribHbIX YCJ'IOBI/I17I
TpyAa

OnpegeneHne Ka4yecTBEHHbIX U KONMYECTBEHHbIX NOTpebHocTel paboTHNKOB
B KaHUENAPCKMX, XO3AWCTBEHHbIX WM COMYTCTBYIOLWMX ToBapax M Yycnyrax,
odpmcHoro obopyaoBaHus

I'IpOBe,quVle aHanm3a CcoOoTBeTCTBMA TMOCTYNMBLUUX 3adABOK JIOKallbHbIM
HOPMaTMBHbIM akTaM opraHu3aunun, a Takke 3aniaHmpoBaHHOMY 6lO,D,)KeTy

MNogroToBka AaHHbIX Ans Bbl60pa NnocTaBLUMKa TOBapoB 1 ycnyr

lMNoaroToBka nnaHa NOCTaBKW NO 3asiBKam Ha TOBapbl L ycnyru

CDOpMVIpOBaHVIe 3aKasa NnocCTaBLKMKY TOBaApOB U ycnyr

OTnpaBka 3asBKy NOCTaBLLKKY TOBapOB W yCnyr

CocTaBneHne cBOAHbIX YYETHbIX U OTHETHbIX OOKYMEHTOB MO onpeneneHno
I'IOTpe6HOCTeIZ B TOBapax u ycnyrax anda co3gaHuna ontuMalribHbIX YCJ'IOBVI17I

TpyAa

Heobxoaumble
yMeHuA

Pabotate c 3asiBkamu, hopmMupoBaTh €OWHbIA 3aka3 Ha 0ase HeCKOMbKuX
3a8B0OK, (popmupoBaTb 3aka3bl B COOTBETCTBUW C KaTeropven TOBapoB W

ycnyr

OnpepnenaTb obbem HeobxoauMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKNX pecypcax B COOTBETCTBMM C  floKarbHbIMU
HOpPMaTUBHbIMW aKkTaMu 1 GH4KETOM opraHn3aumm

Onpep,enmb Hanbonee Sd)(*)eKTI/IBHbIe N Ka4dyeCTBEHHble MoKazaTesnun
HeobxoauMbIX TOBapoB U ycnyr

CocTaBnstb U 0hOpMNATL JOKYMEHTbI A4S npoueayp Bbibopa NOCTaBLLMKOB
1 npoueayp 3akynku

CDOpMyﬂVIpOBaTb I'IOTpe6HOCTI/I B T€X UM UHbIX TOBapax u ycrnyrax, a Takxe
nanaratb UX onMcaHne B NMMCbMEHHOM (bopme

PaboTtaTtb ¢ 3akno4YeHHbIMMK [oroeopamMm Ha NoCTaBKy TOBapoB U OKasaHue
ycnyr and co3gaHuna onTtuMalbHbIX YCHOBMVI Tpyaa

CocTtaBnsiTb  CBOAHbIE y4eTHble WU OT4YeTHble [OOKYMEeHTbl B Uenax




OCYLLLECTBMEHUSA KOHTPOMS W aHanu3a [[aHHbIX O (hakTax XO3sIMCTBEHHOW
OEeATenbHOCTN opraHM3aumnmn, COCTOSIHUA PbiHKa TOBApOB U YCnyr

Mcnonb3oBaTb  KOMMbLIOTEPHbIE  NporpamMmbl  ANAS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa faHHbIX, cocTaBneHusi 6a3 AaHHbIX, BeAeHUs
AOKyMeHTOO6opoTa, CMpaBOYHO-MpPaBoOBbIe CUCTEMBI, pecypcebl
NHOOPMALIMOHHO-TENEKOMMYHUKaLNOHHON ceTu "MIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpencrtea KOMMYHUKaunm

BecT neperosopbl M [OenoByl nepenucky, cobniogas HOpMbl OEenoBOro
aTUKeTa

Heobxogumble JlokanbHble HOpPMaTMBHbIE aKTbl OpraHu3aumv obliero xapaktepa W no
3HaHWA byHKLMOHaNbHOMY HanpaBIieHNo eATENbHOCTM
PbIHOK nocTaBWUWKOB TOBapoOB W ycnyr, obecneuMBaloux co3gaHue
ONTMManbHbIX YCNOBUA Tpyda
LleHoBas nonuTtrka pbiHKa Ha onpefeneHHbIe KaTeropum TOBapoB U yCnyr
MNpaBuna genoBon Nnepenncku
lMpaBuna genoBoro aTukeTa
Mopsaok ocbopmIieHNs 3aka3oB Y NOCTaBLLMKOB TOBAPOB U yCIyr
OCHOBHblE YCNOBMSA 3aKIOYEHHbIX [OrOBOPOB Ha MNOCTAaBKYy TOBAapoOB U
npegocTaBneHe ycnyr B 4acTu npouenypbl 0popMneHMst 3akasa Ha WX
nony4eHve
CTpyKTypa v NpMHUUNbLI OpraHn3aummn JoKyMeHToobopoTa
3akoHogaTenbCcTBO Poccuirckon depepaumn B obnactu
MaTepuanbHO-TEXHNYECKOr0 obecneveHusi, 3akyrnoyHOW  OedATenbHOCTH,
Jenonpov3BoacTBa U apxXMBMPOBAHUA B paMKax BbIMOMHAEMbIX TPyOoBbIX
YHKUMIA, a Takke rpaxgaHckoe 3akoHoaaTenbcTBo Poccunckon deanepavmm
B 4YacTu perynupoBaHuMs [OOrOBOPHbIX OTHOLWIEHUA W CAENOK Mexay
y4YacTHMKaMM pbIHKa
Cnocobbl  06paboTkn wuHPOpMaUMM C  MCNOMNb30OBaHMEM MPOrPaMMHOroO
obecneyeHnst 1 KOMMNbITEPHbIX CPEOCTB
CTpykTypa opraHusaumm
Apyrne -
XapakTepuCTUKN

3.1.2. TpynoBas cdyHKUMA

OpraHu3aums npouecca 3akynku u YpoBeHb
HanmeHoBaHue | npuobpeTeHne TOBapOB U yCnyr Anis Kog |A/02.5 (mogypoBeHb) 5

Co34aHNs onTMMarnbHbIX YCNOBUIA Tpyaa KBanudukalmm
MpouncxoxaeHne 3anmcTBOBaHO

TPYAOBOMN OYHKLUN

OpurnHan X
13 opurnHana

Kopg PernctpaunoHHbIn



opurMHana Homep
NpodeccrMoHanbHoro
cTaHgapTa

TpyooBble AenCTBUSA

MpoBegeHne aHanusa pblHKA TOBApOB W YCNYr, COOTBETCTBYHOLLMX
noTpebHoCTAM opraHusaumnm

Opl’aHVISaU,I/IFI 0T60pa noctaBWMKOB C TNMPpUMEHEHNEM  KOHKYPEHTHbIX
crnocoboB 3aKynKu

MopgrotoBka  OOKyMeHTauuu  Onst  nNpoBedeHuMst  npouedyp  Bblbopa
MOCTaBLLMKOB U 3aKYyMKK

ConpoBoxaeHue npoueaypbl 3akno4eHUsi KOHTPAKTOB Ha MOCTaBKy TOBapOB
W npegocTaBneHue ycnyr

CuctemaTtusaumst n o0600LweHne MHq)OpMaLI,VII/I O 3aKJMl4YEeHHbIX AoroBopax

BeneHvie peecTtpa LOroBopoB Ha NOCTaBKy TOBApOB U OKa3aHue ycryr

BeneHne 6a3bl NOCTaBLLMKOB TOBApOB K ycnyr

MOHUTOPKMHTF LieH Ha npuobpeTaemMble TOBapbl U yCNyru

PaboTta ¢ nocrasLmkamm TOBApPOB U YyCIyr C uUenblo yny4dleHna Kadectea u
CHWXEHUA 3aTtpaT

CocTtaBrneHve CBOAHbIX YYETHbIX W OTYETHbIX [OKYMEHTOB O dhakTax
XO35MCTBEHHOW [OESTENbHOCTU OpraHM3auMu B 4acTu 3akas3a MOCTaBKu U
MCMoNb30BaHMS TOBAPOB M YCIYr, COCTOSIHUS PblHKA TOBApOB U YCryr

Heobxoaumeble
yMeHuUs

Oﬂpeﬂ,e]’lﬂTb Hanbonee Sd)(*)eKTI/IBHbIe N Ka4deCTBEHHble NoKazaTesin
HeobxoauMbIX TOBapoB u ycnyr

OnpepgenaTb obbem HeobXxoAMMbIX notpebHocTen B
MaTepuanbHO-TEXHNYECKMX, (OUHAHCOBBIX pecypcax B COOTBETCTBUM C
noKanbHbIMW HOPMAaTMBHBIMK akTaMu 1 B1o4XXeToM opraHnsauunm

OpraHn3oBbIBaTb NpoLeaypy 3akynkv TOBapoB Unu ycnyr

CocTtaBnatb 1 OCbOpMJ'IFITb OOKYMEeHTbI 4514 npouenyp Bbl60pa NOCTaBLUMKOB
nnpouenyp 3akynku

dopmynupoBaTb NOTPEOHOCTM B TEX UMM MHBIX TOBapax WM ycnyrax, a Takke
nsnaratb UX onnucaHne B NUCbMEHHOWN popme

CocTaBnsTb M 0POPMNATL AOrOBOPbLI Ha NpUoBpPeTeHe ToBaApPOB U ycnyr ANs
CO34aHus ONTMMarnbHbIX YCNOBUI Tpyaa

KJ‘IaCCI/ICbI/ILI.I/IpOBaTb nepBuyHble OTYETHble [OOKYMEHTbl, OUeHuBaTb WX
cooTBeTCTBME TpeboBaHWAM 3akoHogaTtenbcTBa Poccunckon Pepepauuun um
yCroBusiM Joroesopa

CocTtaBnsaATb CBOOHbIE Y4YeTHble W OTYETHble [OOKYMEHTbl B  LEensax
OCYLLEeCTBMNEHNA KOHTPONA W aHanu3a AdaHHbIX O akTax XO3sMCTBEHHOW
JeATenbHOCTM OpraHmn3aunmn, COCTOSAHUN pbiHKa TOBapOB U yCryr

CocTaBnsaTb, CMCTEMATM3UPOBAaTb W aKTyanu3MpoBaTb Gasy NOCTaBLUMKOB
TOBapOB U ycnyr




Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmbl  ANA  BeOeHUa  y4eTa,
cucTemMaTmM3auum M aHanusa OaHHbIX, COoCTaBneHusi 6a3 AaHHbIX, BeAeHUus
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "UIHTEpHET", OprTEXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHMKALIMM

Bectun neperoBopbl 1 OENOBYKD NEepenuncky, cobntogas HOPMbl [O€e10BOro
9TUKeTa

Heobxoaumble PbIHOK MOCTaBLUMKOB TOBapoOB M YCIyr B pamkax BbINOMHEHUS 3agad no
3HaHWSA CO34aHuI0 ONTMMAarbHbIX YCNOBUA Tpyaa
LleHoBas nonutuka pblHKa Ha onpeAeneHHble KaTeropMm ToBapoB U yCryr
MpuHUMN, anropuTm 1 3Tansl NPOBEeAEHNS 3aKynok
OcHoBbI OroBOpHON paboThbl
Mopsgok 3akniovYeHnss OroBopoB
3akoHo4aTenbCTBO Poccuinckon denepaumn B obnactu
MaTepuanbHO-TEXHNYECKOro  obecrneyeHnsi, 3aKkynoyHOM [AesTerbHOCTH,
CKIMaACKOro y4yeTa, Mo BOMpoOcaM NoxapHoW ©e3onacHOCTM, OXpaHbl Tpyaa,
akonornyeckon 6HesonacHOCTW, AEenonpou3BOACTBA M apXUBMPOBaHWS B
paMkax BbINMOMHAEMbIX TPyAoOBbIX (DyHKUMA, a Tawkke rpaxgaHckoe
3akoHogartenbcTBo Poccuinckon degepaumm B 4acTu  perynupoBaHus
AOrOBOPHbIX OTHOLLEHWU U CAENOK MEXAY YY4aCTHMKaMM PbIHKa
NokanbHble HOpMaTMBHbIE aKTbl oOpraHuM3auum obliero xapaktepa W no
dPyHKUMOHaNbHOMY HanpaBfeHWIo AeATEeNbHOCTH
CTpyKTypa 1 NpMHUUMbLI OpraHnsaummn JokyMmeHToobopoTta
BasoBble ocHOBbI MHOPMATUKN, MOCTPOEHUS UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU PaboTbl C HUMK
Cnocobbl  06paboTkn MHdOpMauuM C UCMONb3OBaHMEM MNPOrpaMMHOro
obecneyeHns 1 KOMMNbIOTEPHbIX CPeACTB
[MpaBuna genosown nepennuckn
MpaBuna genosoro aTukeTa
CTpykTypa opraHusaumm
Ipyrve -
XapaKTepucTukm

3.1.3. TpynoBas cdyHKUmMA

KoHTpOnb MCronHeHns ycrnosun
[AOroBOPOB Ha MOCTaBKY TOBapoOB U yCryr YpoBeHb
HavnmeHoBaHue P y P yeny Kog |A/03.5 (noaypoBeHb) 5
ANsi co34aHusa onTUMarnbHbIX YCIOBUN
KBanudukaumm
TpyAa
MpouncxoxaeHne 3aMmcTBOBaHO

TPyOoBoOn OyHKLNN

OpwurunHan X
13 opuruHana




Kon PernctpaunoHHbIn
opurMHana Homep
npodeccroHanbLHoro
cTaHgapTa

TpyooBble AenCTBUSA

OTcnexuBaHne CPOKOB NPOBEAEHMsI onfatbl B COOTBETCTBMM C
3aKrMYeHHbIMI 4OroBOpamu, B TOM Yucrne odepThl

KOHTpOJ'Ib cobnogeHnss M UCNOSHEHMS ycnoavu7| O0oroBopoB nocCTaBKu
TOBapoOB UK NpeaocTaBliEHNA yCIyrn

KoHTponb cobntogeHns ycrnoBuin npeaocTaBneHns NepBUYHON JOKYMEHTaLmMm

Mpremka nocTaBnsieMblX TOBAPOB U YCIyr B COOTBETCTBUM C AEACTBYHOLLUMM
[0roBopamu, HopMamu 1 nNpasunamm

I'IpOBepKa COOTBETCTBUA NOCTABJIAEMbIX TOBApPOB 3aABJIEHHbIM MapKMpoOBKam
N XapakTepuctukam, a TakKkKe Ux KOJIM4eCTBEHHOI0O W Ka4deCTBEHHOro
COOTBETCTBUA

OueHkKa kayecTBa Oka3blBaeMbIX YCIyr

OdcbopmneHne NPUHATLIX TOBAPOB M YCIYr B COOTBETCTBUW C AEiCTBYHOLWLUMM
[0roBOpamu, HopMaMu 1 NpaBunaMm NepBUYHON OTYETHON AOKYMEHTauUMn

OdbopmneHne OTYETHbIX JOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMKU ANg
KOHTpareHToB 1 nogpasaeneHni byxrantepckoro yyeta

BeneHune pa6OTbI C noctaBWMKamMu no yCtpaHeHN 0Ny eHHbIX HapyLueHI/IIZ
yCJ'IOBI/IVI [orosopos

B3anmogenctene c noppasferneHuamMu opraHmsaumMM no npeTeH3VOHHOW
paboTe B criy4ae HapyLleHWs KOHTpareHTaMmy yCrnoBuin 4OroBopoB

AkTyanusaumsa 6asbl MOCTaBLLYMKOB TOBapoB WM YCNYr C TOYKU 3PEHUS UX
OnaroHage)KHocTH

Heobxoaumeble
yMeHuUs

PaboTtaTb ¢ 3akno4YeHHbIMU [orosopamMm Ha nNoCTaBKy TOBaApOB U OKa3aHue
ycnyr

Knaccmq)mu,mpoaaTb nepBuyHble OTYETHble [OOKYMEHTbl, OUeHuBaTb WX
cooTBeTCcTBME TpeboBaHMAM 3akoHodaTenbcTBa Poccuickon degepauun m
ycrnosusiM gorosopa

BecTu neperoBopbl Mo yCTPaHEHNIO HAPYLLEHWI YCIOBUIA JOrOBOPOB

Bectn genosyto nepenucky, cobnoaas HOPMbI EeNT0BOro 3TUKeTa

CocTtaBnsATb CBOAHblE Y4YeTHble W OTYeTHble [AOKYMEHTbl B Lensax
OCYLLEeCTBMNEHNA KOHTPONA W aHanu3a AdaHHbIX O akTax XO3sMCTBEHHOW
JeATenbHOCTM OpraHmn3aunmn, COCTOAHUA pblHKa TOBapOB U YCIyr

CocTtaBnsaTs, cuctemMatnu3anpoBaTtb U aKkTtyanmampoBaTb 683y NoCTaBLUMKOB
TOBaApOB 1 ycnyr

Mcnonb3oBaTtb KOMMNbIOTEPHbIE nporpamMmmbl and BeOeHUd yyeTa,
cuctemMaTmsauMm U aHanu3a AaHHbIX, cocTaBneHuss 6a3 gaHHbIX, BeAeHus
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMaLMOHHO-TENEKOMMYHMKALMOHHOM ceTn "UIHTepHeT", OprTexHuKy




Mcnonb3oBaTtb CpeacTBa KOMMYHUKALMK

Heobxoaunmeblie PbIHOK nocTaBLIMKOB TOBapoB W ycnyr, obecneunBalolnx Cco3fgaHve
3HaHWSA ONTUManbHbIX YCNOBUA Tpyaa
YcrnoBusa 3aknioYeHHbIX JOroBOPOB Ha MOCTaBKYy TOBAPOB U NpefocTaBreHne
yenyr
OcHoBbI fOroBOpHON paboThbl
[Mopsaok 3akno4YeHnss 4OroBopoB
3akoHoOaTeNbCTBO Poccwiickon depnepauumm B obnactn
MaTepuanbHO-TEXHNYECKoro obecneveHns, 3aKkynovyHon AeAaTernbHOCTH,
3alWmTbl NpaB noTpebuTens, 4enonponsBoACcTBa U apXMBUPOBAHUSA B pamMmKax
BbINOMHAEMbIX TPYAOBbIX (PYHKUMI, a Takke rpaxgaHckoe 3akoHoA4aTenbCcTBO
Poccuickon ®egepauun B 4acTu perynmpoBaHns 4OTOBOPHbLIX OTHOLLIEHUA U
CAENOoK MeXay y4acTHUKaMU pblHKa
CaHuTapHble HOpMbI M MpaBuna, KacawliMecs onpegeneHus KayecTsa
npruobpeTaembix TOBApOB U yCnyr
CTtaHgapTbl M TeXHWYeCKMe YCMoBMS, KacalluMecsa onpeaenieHnss Kadectsa
npuobpeTaembix TOBapoOB W ycnyr
lNokanbHble HOpPMAaTMBHbIE aKTbl OpraHu3aumm obliero xapakrtepa W no
hyHKLMOHANbHOMY HanpasreHno 4eATEeNbHOCTM
CTpyKTypa 1 NpuHLMNbI OpraHu3auuM AokyMmeHToobopoTa
BasoBble ocHOBbI MHOPMATUKN, NMOCTPOEHUS UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU PaboTbl C HUMK
Cnocobbl  06paboTkn MHdOpMauuM C UCMONb3OBaHMEM NPOrpPaMMHOro
obecneyeHns N KOMMNBIOTEPHbIX CPEACTB
MpaBuna genoBon nepenmncku
lNpaBuna goenoBoro atukeTa
CTpyKkTypa opraHusaumm
Apyrve -
XapaKTepucTuku

3.1.4. TpynoBas cdyHKUmMA

OpraHusaums paboTbl CKNaackoro

X03ANCTBa OpraHn3auun n yyet YpoBeHb
HanmeHoBaHMe |TOBapHO-MaTepuanbHbIX LEHHOCTEN Kog | A/04.5 (noaypoBeHb) 5
(TML,), ncnonb3yembix 4nsd co3gaHusi KBanvdukaumm

onTUMarbHbIX YCNOBUIA Tpyaa

MpouncxoxaeHne
TPYAOBOMN OYHKLUN

3anmMcTBOBaHO

OpurnHan X
13 opurnHana

Kopg PernctpaunoHHbIn
opuruHana HoMmep



npodeccuoHansHoro
cTaHgapTa

TpynoBble gencTems

OpFaHI/I3aLI,I/IF| pas3rpy3km 1 0OCTaBKM TOBApPOB Ha MeCTa XpaHeHUA

OpraHuzauns xpaHeHms TML,

CospaHne ycnoBunm ansa 6Ge30nacHOro  XpaHeHuMst U COXPaHHOCTU
cknagmpyembix TML|

CocTaBneHune 6asbl CKNagckoro yyeTa

BHeceHue B 6a3y cknaackoro yyeta AaHHbIX Ha OCHOBaHUN OHOPMITEHHbIX B
YCTaHOBEHHOM 3aKoHo4aTeNLCTBOM Poccuiickon depepaumm "
nokanbHbIMY HOPMAaTUBHBLIMW aKkTaMy opraHu3aumm nopsiake U UCMONHEHHbIX
NepPBUYHBIX, OTYETHBIX U Y4ETHbLIX 4OKYMEHTOB

OnpepneneHne KayeCTBEHHONO COCTOSIHUS MOCTynawlMX Ha cknag u
XpaHawmuxcss Ha cknage TMLU, wux rogHoCcTM wnmM  HErogHocTM K
MCNONb30BaHUIO

BeaeHune ydeTa ocTaTkoB XpaHsaLWwmxcsa Ha cknage TML

BeneHue yyeta gsmxkerna TML

MpoBepka cakTnyeckoro Hannums TML

CnuvcaHune npulLeawmnx B HEroOHOCTb XPaHALLMXCA PECYpPCOB B COOTBETCTBUU
C HopMamu

MogroTtoBKa K yTunM3auuy NpULLIEALIMX B HErogHOCTb MM He TpebytoLmx
JanbHenwero ucnonb3osanua TML

OpraHusaumsa Bblgadm TML, B cOOTBETCTBUM C HOpMamu M perfameHTamu,
BHECeHWe COOTBETCTBYIOLLMX 3anvcen B CUCTEMY yyeTa

KoHTponb pacxogoBaHus n ncnosnb3osaHusa TML|

OdopmneHne maTepuanbHbIX OTYETOB, OTpaxaroLwmx aAsmkeHne TML,

MpeactaBneHve B OyxranTepuio opraHu3auuu MaTepuarnbHbIX OTYETOB,
oTpaxaroLmx asmxkerne TML

MNpoBeneHne nHBeHTapusaumi TML,

CocTaBneHne CBOAHbLIX YYETHbIX U OTYETHbIX AOKyMeHToB O TML, 06 wux
OBWKEHUN, UCMONb30BaHUN U COCTOAHUMN

Heobxoaumeble
yMeHuUs

OueHuBatb coctosiHme TML,

KJ‘IaCCI/ICbI/ILI.I/IpOBaTb nepBuyHble OTYETHble [OOKYMEHTbl, OUeHuBaTb WX
cooTBeTCTBME TpeboBaHMAM 3akoHogaTtenbcTBa Poccunckon Pepepauuun um
yCroBMsIM Jorosopa

Mcnonb3oBaTtb npunemsbl KOMMMMEKCHOM npoBepKn MNepBUYHbIX YYE€THbIX
OOKYMEHTOB

OcbopmnsiTe NepBUYHbIE JOKYMEHTHI ByXrantepckoro yyeTa

(DOpMI/IpOBaTb N aKTyanmsnpoBaTtb CUCTEMY y‘-IeTHO-OT‘-IeTHOVI OOKyMeHTauunmn




no ABWXeHMIo (npuxoay, pacxoay) TML,

anIMeHFITb npasuna npoeegeHnda NHBeHTapumusaunm

CocTtaBnsTb  CBOAHblE y4eTHble W OT4YEeTHbleé [OOKYMEeHTbl B Lenax
OCyLWeCTBJIEHUA KOHTPOJA U aHann3a AaHHbIX MO ABUXEHU0 TMU,

Mcnonb3oBaTb  KOMMbLIOTEPHbIE  Nporpammbl  ANAS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa faHHbIX, cocTaBneHusi 6a3 AaHHbIX, BeAeHUs
AOKyMeHToOo6opoTa, CrnpaBoYHO-MpaBoBble CUCTEMBI, pecypcebl
NHOOPMALIMOHHO-TENEKOMMYHUKaLMOHHON ceTu "MIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpencrtBa KOMMYHUKaunmn

Heobxoaumele MpaBuna cknagckoro yyeta

3HaHWSA
MpaBuna cocTaBneHUs MaTepuanbHbIX OT4YeTOB ABwKeHus TML wu
NnepBUYHbIX JOKYMEHTOB
CtpykTypa " NPUHLMMbI opraHmsaumm AOKyMeHToobopoTa c
noapasgeneHnammn opraHmsauuy, BegywmmMmm byxrantepckun ydet
[MpaBuna xpaHeHnsa NCXOAHOW U TeKyLLeln JOKYMEeHTaLUN Ha NOCTaBky, yyYeT u
Bbligadvy TML|,
Mopsagok yyeTa, npuemMku, Bbligayumn u cnmcanuna TML
CrtaHgapTbl 1 TeXHUu4eckne ycnosus Ha xpaHeHue TML|
MpaBuna npoBeaeHMa MHBEHTapusaunm
Mopsapok oencTenii Npu BO3HUKHOBEHUU Ype3Bbl4aNHbIX CUTyaLun
JlokanbHble HOpPMAaTMBHbIE aKTbl OpraHu3aumM obLlero xapaktepa M no
PYHKUMOHANbHOMY HanpaBneHno AesaTerbHOCTH
OcHoBbl  3akoHogaTenbcTBa  Poccuiickon  depepaumm B BOmnpocax
0hOpPMMEHUSA NEPBUYHBIX YYETHbIX JOKYMEHTOB, BEAEHUSA CKIagcKoro yyeta,
NpoBeAeHUs WHBEHTapu3auun, no BONPOCaM MOXapHoM ©Ge3onacHocTw,
OXpaHbl TpyAa, 3Konornyeckon 6esonacHoCTU
Bba3oBble 0CHOBbI MHGOPMAaTUKWN, NOCTPOEHUS MHEPOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU paboTbl C HUMK
Cnocobbl  06paboTkn MHGOpPMaUMM C  UCMONb30BaHUEM MPOrPaMMHOIO
obecneyeHns N KOMMNBIOTEPHbIX CPEACTB
CTpykTypa opraHusaumm

Opyrue -

XapakTepucTukm

3.1.5. TpynoBas cdyHKUmMA

HanmeHoBaHue

ObecneyeHne TeEXHNYECKOro n

CEpBUCHOIO 0BCNyXnBaHms YpoBeHb
npuobpeTeHHOro oncHoro Koag |A/05.5 (noaoypoBeHb) 5
obopynoBaHus (Kpome OprTexXHUKK) n KBanudgukaumum

KOHTPOJ1b €ro COCTOAHUA




MpouncxoxaeHue
TPyaoBon oyHKLNN

3anmcTBOBaHO

Opwurunan X
13 opurmHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodeccuoHansHoro
cTangapTa

TpynoBble AenNcTBUS

OueHka TEXHUYECKOro COCTOsIHMS Mebenn, opuUCHOro (Kpome OpPrTEXHUKU) U
6bIToBOrO 06opyaoBaHusA

Mpuem oT pabOTHMKOB 3asIBOK HA CEPBUCHOE 0OCMY)XMBaHWE UMW yCTpaHEHWE
HeucnpaBHocTe Mebenu, OodUCHOro (KpomMe OprTeXHWKU) U ObITOBOrO
obopyaoBaHus

Onpep,eneHme Ka4eCTBEHHbIX U KOJIMYeCTBEHHbIX 3aTpar, HeO6XOLI,I/IMbIX B
pamMmKax cepBUCHOrIo O6CJ'Iy>KI/IBaHI/I9| mnn ana yctpaHeHusA HeMCHpaBHOCTeVI
meb6enu, ohuncHoro n OeIToBOro 060pyaOBaHNS

OnpepeneHvie uUenecoobpasHOCTU NPOBEeOEHUSI CEPBUCHOTO OGCMyXMBaHUS
UK pemoHTa Mebenu, ocpucHoro 1 GbIToBOro 06opyaoBaHUS

OdopmMneHme TEXHUYECKOro 3aKMlYeHUs O COCTOosiHMM Mmebenu  unu
obopynoBaHua ANs onpedeneHns UX AanbHenwero WUCnorb30BaHUs Unu
MPUHATUSA PeLLeHnst O cnucaHnm ¢ 6anaHca opraHuMsaumm

KoOHTpOnb CpOKOB rapaHTMM W CepBUCHOIO oObcnyxuBaHua mebenn u
obopynoBaHus

OpraHusauus cepBUCHOrO 06CnyXnBaHUs UM peMoHTa mebenu, oucHoro u
6bIToBOro 060pyAOBaHMSA

lMpremka BbINOMHEHHbLIX PaboT NO PEMOHTY UMM CEPBUCHOMY OBCYXNBaHUIO
mebenn, oducHoro n 6eiIToBoro o6opyaosaHns

Heobxoaumeble
yMeHUs

OueHuBatb coctosiHme TML,

Pabotate ¢ 3asiBkamu, hopmMupoBaTh €4WHbIA 3aka3 Ha 0ase HeCKOMbKUX
3asBOK, POPMMPOBATL 3aka3bl A1 06ecneyeHns TEXHUYECKOrO U CEPBUCHOMO
obcnyxmBaHusa oucHOro o6opyaoBaHns (KPOMe OPrTEXHUKN)

Onpepenatb obbem HeobxoanMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
nokanbHbIMU HOPMAaTUMBHbLIMU akTamn 1 GHOKETOM OpraHM3auum

Mcnonb3oBaTtb npunemsbl KOMMMMEKCHOM npoBepKn nNepBUYHbIX YYE€THbIX
OOKYMEHTOB

CocTaBnsiTb U 0hopMIISTE AOKYMEHTbI Ars Npoueayp Beibopa NoCTaBLLMKOB
W npouedyp 3aKkynku pnns obecrievyeHuss TEXHUYECKOr0 U CEepPBUCHOrO
obcnyxuBaHusi orUcHoOro 06opyaoBaHust (KPOMe OPrTEXHUKM)

PaboTtaTb C 3aknoyYeHHbIMW OOrOBOPaMM Ha MOCTaBKy TOBapoB W OKa3aHue
YCIyr, a TaKKe COMPOBOAUTENBHOM N TEXHUYECKOW AOKYMeHTaumen k medenm
1 obopyaoBaHUIo

CocTtaBnarb, cucreMatTnsnpoBaTtb U aKTyanu3npoBaTb 633y NnocTaBLUMKOB
TOBAapoB W ycnyr And obecneyeHnsas TEXHUYECKOrO U cepBUCHOro




obcnyxmBaHmsa oUcHOro o6opyaoBaHns (KPOMe OPrTEXHUKN)

CocTtaBnsATb CBOOHbIE Y4YE€THble W OTYETHble [AOKYMEHTbI B  Lensax
OCYLLLECTBMEHUSA KOHTPOMS W aHanu3a [[aHHbIX O hakTax XOo3sIMCTBEHHOW
OEeATenbHOCTU OpraHM3aLmm, COCTOSIHUM pbiHKa TOBApPOB U yCnyr

Mcnonb3oBaTb  KOMMbIOTEPHbIE  Mporpammbl  ANS  BedeHus  yyeTa,
cucTemMaTmM3auum M aHanuaa faHHbIX, cocTaBrneHus 6a3 AaHHbIX, BedeHus
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "UIHTEpHET", OprTEXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHMKALMK

Bectun neperoBopbl 1 OENOBYKD NEepenuncky, cobntogas HOPMbl AO€enoBOro
9TUKeTa

Heobxogumble CtaHpapTbl U TEXHUYECKME YCMNOBUS HA XpaHeHwWe, WCMNOofb30BaHME U
3HaHus akcnnyatauuio TML,
PbIHOK noCTaBLUMKOB TOBapoB W yCnyr, o6ecrneuymBalolnX TEXHUYECKOEe W
cepBuCHOe obcnyxunsaHne oncHoOro obopyaoBaHns
LleHoBas nonuTuka pbliHKA Ha OMNPeLEerieHHble KaTeropuMm TOBapoB W yCryr
anst obecrnevyeHns TEXHWYECKOTO U CEpPBUCHOro 06CMyXmBaHWUA OQUCHOrOo
obopynoBaHusi (KpOMe OpPrTEXHUKN)
Mopsagok odopmneHnss 3aka3oB Yy MOCTaBLIMKOB TOBapoB W ycnyr Ans
obecneyeHnss TEXHUYECKOrO W CEPBUCHOTO OOCNYyXMBaAHUA OUCHOTO
obopynoBaHusi (KpoOMe OpPrTEXHUKN)
JlokanbHble HOpPMAaTMBHbIE aKTbl OpraHu3aumM obLlero xapaktepa WM no
PYHKLMOHAMNBHOMY HanpaBneHno AesTeNbHOCTH
OcHoBbl  3akoHogaTenbcTBa Poccuinickon  degepaumm B Bomnpocax
MaTepuanbHO-TEXHUYECKOro  obecneyeHusi, oopMIIEHNs  NEPBUYHBIX
YYETHbIX AOKYMEHTOB, rapaHTUAHOTO U CEPBUCHOTO OBCNY)XUBaHUSA, 3aLUUTbI
npae noTpeduTens
Ba3soBble 0CHOBbLI MHpOPMATUKK
Cnocobbl  06paboTkn MHGOPMaUMM C  UCMONb30BaHNEM MPOrPaMMHOrO
obecneyeHns N KOMMNbIOTEPHbIX CPEACTB
MNpaBuna genoBon Nnepenncku
MpaBuna genoBoro aTnkeTa
CTpykTypa opraHusaumm
[pyrue -
XapakTepuCTUKN

3.2. O6o6LweHHasa TpyaoBas PyHKUUS

HanmeHoBaHue

OpraHusaums 0enoBbIX Noesnok
paboTHMKoB, obecneyeHne Kop B
KOprnopaTUBHbLIX 1 AIENOBbIX MEPONPUATUI

YpoBeHb
KBanudukaumm




MpouncxoxaeHne
0600weHHon Tpygoson | Op
OYHKLMN

3anmMcTBOBaHO
13 opuruHana

urnHan X

Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Bo3moxHble
HanMMeHoBaHuA
OOIKHOCTEN, npodeccui

Cneumanuct no obecneyeHunto A4enoBbiX NOe340K U MEPOMNPUSATUIA
Oduc-meHepxep

TpeboBaHus kK
0bpas3oBaHuo 1 00y4YeHNIO

CpepHee npodeccroHansHoe obpasoBaHue - nporpammMa NoAroTOBKU
crneunanucToB CpeaHEro 3BeHa uUnm

CpepHee npodeccroHansHoe obpasoBaHue (HenpodunbHoe) -
nporpamMmma noAroToBKM CNeunanMcToB CpeaHero 3BeHa u
[ONONHUTENBbHOE NpodeccnoHanbHoe obpa3oBaHme - MPorpaMmbl
npoceCccuoHansHoON NepenoaroToBKM No NPOUIo 4eATEeNbHOCTH
HononHutensHoe npodeccnoHansHoe obpa3oBaHne - NporpaMmbl
NoBbIWEeHMS KBanudukaumm no Nnpounio AeaTenbHOCTH (He pexe Yem
pas B Tpu roga)

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka
K paboTe

[pyrne xapakrepucTumkm

HdononHuTtenbHble XapaKTePUCTUKU

HanmeHoBaHue OOKyMeHTa Koa HanmeHoBaHne 6a3oBon rpynnbl, OOJDKHOCTU

(npodheccumn) nnu cneynanbHOCTU

OK3 3332 OpraHun3aTopbl KOHEPEHL I 1 APYrMX MEPONPUATUI
3341 Odmc-meHexepbl
3343 AOMUHUCTPATUBHBLIN N MHOW UCMOSTHUTENBHBIN
cpegHeTeXHUYeCcKuin nepcoHan
EKC - MeHemxep nNo 6pPOHNPOBAHMIO U Npoaaxam
- MeHempkep No ohopMIEHNIO BblE3AHbIX BU3
- Cneumnanuct
- AgoMunHucTpaTop oduca
OKnAaTP 22998 WHchekTop no Typuamy
26541 Cneumnanuct
OKCO <5> 5.43.02.10 |Typuam
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3.2.1. TpynoBasa dyHKUUA

MpnobpeTeHne ansa paboTHMkoB GuneToB YpoBeHb
HanmeHoBaHMe |Ha Bce BMAbl TPAHCNOPTA, a Takke Kog |B/01.5 (moaypoBeHb) 5
opraHusaums TpaHcdepos KBanudukaumm
MpoucxoxgeHve 3aumcTBOBaHO
P A Opwurunan X
TPYAOBOMN OYHKLUM 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUs

Mpuem 3asBok Ha 3aka3 GUETOB B COOTBETCTBMU C 3asIBNIEHHLIM MapLUPYTOM
paboTHMKa

I'IpOBe,quVle aHanm3a COoOTBeTCTBMA MNOCTYNMUBLUMX 3aABOK JlOKalbHbIM
HOPMaTMUBHbLIM akTaM opraHu3aunun, a Takke 3aniaHmpoBaHHOMY 6lO,D,)KeTy

MocTpoeHre onTMMarbHOrO MaplipyTa C y4eTOM BPEMEHM Ha [OCTaBKy [0
nepeBo34urKa, Nepecagky Mexay MapLupyTamu, JOPOXKHbIX (DaKTOpOB

Bbibop Haubonee BbIrOOHOIO MOCTaBLUMKA YCMNYrM MNEPEBO3KM C Yy4YEeTOM
TpeboBaHWI opraHn3aLmmn K NnepeBo3ynKam

OdopmneHune 3akasa Ha npuobpeTteHme buneTos, Bo3BpaT OmuneTos, oO6MeH
buneTos

I'Iop,60p anbTepHaATUBHbIX BapUaHTOB MapLUpPyTOB U NepeBO34YMNKOB B Cliydae
OTCYTCTBUA ounetoB no nepsoHa4vYaribHOMY 3aKady, a TaKXe B Cliy4yae
HEBO3MOXHOCTU BOCMOJIb30BaTbCA yXe onjia4eHHbIM TPaHCNoOpPTOM

KOHTpOJ’Ib onnaTtbl 3aka3aHHbIX 61MneToB

Opranaau,Mﬂ nony4yeHuna ouneTtoB 1 conpoBoagnTeENIbHbIX OOKYMEHTOB OT
KOHTpareHTa

MogrotoBka And nepegaynm paboTHMKaAM  MHAOpPMaLMK, Kacalwencs
noe3aKku: MapLupyT criefoBaHWs, MecTa perncrtpauuu, Tovek nepecagok,
yCrnoBus 1 nNpasuna nepeso3kn b6araxa

OpFaHI/ISaLLI/IFl nepeBoO3Kn pa6OTHVIKOB M3 roCTUHULUbLI NN U3 corrnacoBaHHOIo
Cc paﬁOTHI/IKOM MeCTa ero HaxoXaeHusa B aspornopT, Ha BOK3an unin B
yCrnoBJieHHOe MeCTO, a TaKkXKe B 06paTHOM HanpaBreHnn

Peannzauus Mep NOo COXpPaHEHUD W HepacnpoCTpaHEeHUK MnepCoHalbHbIX
AaHHbIX

Heobxoanmblie
yMeHuA

Pabotate c 3asiBkamu, hopmMMpoBaTh €OuHbIA 3aka3 Ha 0a3e HeCKOMbKUX
3aABOK

OdopmnsaTe nokynky, obmeH u Bo3BpaT OwneTtoB, B TOM uucne B
OHMnamnH-cepBuMcax

Onpep,enmb Hanbonee BbIrogHbIE LIEHOBbIE npegnoxeHusa

Pa3pabaTbiBaTb oNTUMarnbHblEe MapLLPYThl OT MyHKTA OTNPaBNeHnst 40 MyHKTa




Ha3Ha4YeHnA B KOPOTKME CPOKU U NMPU ONTUMaAJIbHbIX 3aTpaTax

PaboTtaTe C 3aknoYeHHbIMM OOrOBOpaMU Ha OKa3aHWe YCIyr nepeBO3KU U
npoaaxw éunetos

KJ'IaCCVI(*)VILI,VIpOBaTb nepBnyHble OT4YEeTHble [OOKYMEHTbl, OueHuBaTb WUX
cooTBeTCTBUE TpeGOBaHMFIM 3akoHogaTtenbcTBa Poccuinckon (Dep,epau,wm n
ycnoBuAamM gorosopa

Vcnonb3oBaTb MNpueMbl KOMMMEKCHOW MNPOBEPKM MEPBUYHBIX  YYETHbIX
[OKYMEHTOB

CocTaBnsiTb, CUCTEMATU3NPOBATL M aKTyanusnpoBaTtb 6asy nNepeBO34NKOB U
MOCTaBLLMKOB YCIyr No GPOHMPOBaHWIO U Npofaxe 6UneToB

dopmynupoBatb MNOTPEOHOCTM B TeX WM WHbIX Yycryrax Mo nepeBo3ke
paboTHWKOB, a Takke nsnaratb UX ONMcaHne B MMCbMEHHON hopme

CocTaBnsiTb ¥ 0hopMNSTb AOKYMEHTbI Ans npoleayp Bbibopa NOCTaBLLMKOB
1 npouenyp 3aKkynku

CocTtaBnsTb CBOAHblE ydyeTHble W OT4YeTHble [OOKYMEHTbl B UenAaAx
OCyLWlEeCTBJ1IEHUA KOHTPOJSIA W aHann3a AdaHHbIX O (*)aKTaX XO3SNCTBEHHOM
OeATerNIbHOCTN OpraHun3aunn, COCTOAHUMM pblHKa Yycnyr no nepeBo3Ke
naccaxuposB

Mcnonb3oBaTtb  KOMMbHOTEPHbIE  MpOrpaMmbl  ANA  BeOEHUa  y4yeTa,
cucTemaTmsaumMm U aHanmsa [aHHbIX, cocTaBneHus 6a3 aaHHbIX, BeAeHUsi
AOKyMeHToobopoTa, CNpaBOYHO-MPaBOBbIE CUCTEMBI, pecypchbl
WHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHOMN ceTun "UHTepHeT", oprTexHuky

Mcnonb3oBaTb cpencrtea KOMMyHUKaunun

Bectun neperosopbl " OenoByk Nepernuncky, cobntogas HOPMbl [O€e510BOro
9TUKeTa

Heobxoaumble
3HaAHUA

MpaBuna opraHU3aLmmn Naccaxmnpcknx nepeso3ok

PbIHOK NEpeBO3YMKOB U MOCTaBLUMKOB YCNyr No GPOHUPOBaHUIO M npoaaxe
ounetoB

Mopsinok ohopMIeHUss 3aKkas3oB Yy MEepeBO34YMKOB W MOCTaBLUMKOB YCMyr fo
OpOHUPOBaHUIO U Npoaaxe Gunetos

OCHOBHbIE YCNOBMWSI 3aKMHOYEHHbLIX OOFOBOPOB MO OpraHuM3aumMu MnepeBo3oK
paboTHMKOB

CaHuTapHble HOpPMbl U NpaBwuna, Kacawlwmecs OonpeaeneHus KadecTea
nprvoGpeTaeMbix TOBApOB W yCryr

CTtaHOapTbl U TEXHUYECKME YCIOBUS, KacatloMecs onpenerieHus kavectea
nprobpeTaemblx TOBAapOB U yCryr

CprKTypa N NpuHUunNnbl opraHn3auunmn ﬂOKyMGHTOOGOpOTa

NokanbHble HOPMAaTWBHbIE aKTbl OpraHWM3auuu, perfameHTUPYIoLWMe HOPMbI,
npasuna u ycrnoBusi opraHMsaummu noesgok paboTHMUKOB

3akoHopaTenbcTBO Poccuinckon Pepepaumm B obnactu - 3aKynovHowm
[eATEeNbHOCTW, Aenonpou3BOACTBA, OpraHn3aumnmM NacCaXXMpCKUx nepeBo30K
M OKa3aHWsi YCNyr NaccaXxupckux MNepeBO30K, 3aliMTbl NpaB notpebutens,




COXpaHEeHUs NepcoHarbHbIX AaHHbIX B paMKax BbINOMHAEMbIX TPYAOBbIX
dyHKUMN

Ba3oBble OCHOBbLI UHhOPMATUKU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneyveHns 1 KOMMNbITEPHBLIX CPEACTB

MpaBuna genoBown nepennuckn

ﬂpanma AEeNoBOro 3TUKeTa

CTpyKkTypa opraHusaumm

Opyrne
XapakTepucTUKn

3.2.2. TpynoBasa dyHKUMA

OpraHusaums npoxueaHus paboTHMKOB BO YpoBeHb
HanmeHoBaHune | Bpems OernoBbIX NOE300K U NPOXMBAHUS Kog | B/02.5 | (nogypoBeHb) 5
AENO0BbIX rOCTEW OpraHM3aunm KBanudukalmm
MpoucxoxgeHve 3aMmMcTBOBaHO
P A OpurnHan X
TPYAOBOMN OYHKLUM 13 opurmHana
Kopn PernctpaunoHHbIn
opvrMHana Homep
npodeccroHanbHoro
cTanfgapTa

TpyooBble AecTBUSA

Mprem 3asaBOK Ha GPOHMPOBaHWE NPOXMBaHWSA OT PaGOTHUKOB OpraH13aumm

rlpOBe,D,eHI/Ie aHanm3a CcoOoTBeTCTBMUA TMOCTYNUBLUUX 3adABOK JIOKallbHbIM
HOPMAaTMBHbLIM akTaM opraHmsaunun, a Takke 3aniaHmpoBaHHOMY 6lO,D,)KeTy

Bbl60p Hanbonee BbIFOAHOrO MOCTaBLUMKA ycnyrm Oona  pasmeweHuna un
NPOXUBaHUA C y4eToOM Tpe6OBaHMVl opraHunsauumm K mectamMm pas3melleHna Bo
BpeM4A noe3aok

OdopmneHne 3akasza Ha OpOHMPOBaAHME MECT MPOXUBAHMS, OTKa3 oOT
6pOHI/IPOBaHI/IF| nnn opraHn3aumm sameHbl HoMmepoB

I'Iop,60p anbTepHaTUBHbIX BapUaHTOB pa3mMeLlleHna B criydae HEBO3MOXHOCTU
MCnosnb3oBaHNA paHee 3a6pOHMDOBaHHOI'O BapuaHTa

OdopmrieHne 3akasa Ha NpegocTaBneHne NUTaHUs B MecTax NpoXuBaHus u
KOHTPOJSIb €ro UCNOSTHEHMS

KOHTpOnb COOTBETCTBUSA 3asfABMEHHbIX MOCTABLLMKOM YCMOBWUA MPOXMBaAHUS
drakTU4EeCKOMY COCTOSAHUIO

KOHTpOJ'Ib onnartbl yCnyr npoXmnBaHUA

MogrotoBka AnA nepedayn paboTHMKaM UMM MNpuUObIBalOLLE CTOpoHe
nHcpopMaumu, kacatoLueiics NPOXMBAHUS: MeCTo MpOXUBaHUS,
pacrosioXKeHne, YCIoBMS NPOXMBaHWS




OpFaHI/I3aLI,I/IF| nony4yeHuna nepBUYHbIX OTYETHbIX JOKYMEHTOB

Peanusaumss mep Mno COXpaHEeHU0 W HepacnpoCTPaHEeHWO MNepCcoHarnbHbIX
[JaHHbIX

Heobxoaumeble
yMeHus1

PaboTatb c 3asiBkamu Ha an06peTeHme TOBaApOB WM OKa3aHue ycnyr and
obecneyeHnst 4enoBbIX NOE3A0K, NPOXuBaHUA OENOBbIX rocren opraHunsauunmn

dopmupoBaTb €OuHbIN 3aKka3 Ha 6a3e HECKOSbKUX 3asiBOK

OcbopmnsaTe  3anpocbl Ha OpoHMpOBaHWEe, OTkas OT OpoHM U 3aMeHy
FOCTUHWYHBIX HOMEPOB 1 MECT MPOXUBAHUS, B TOM YMCIIE B OHMaiH cepBucax

OnpenenaTb Hanbornee BbiroAHble LiIEHOBbIE NPEearioXeHUs

PaboTtaTtb ¢ 3aKnO4YEHHbIMU gorosopamMmmn Ha oka3aHue ycnyr npoXxXmnBaHuA

Knaccmq)mumpoaaTb nepBuYyHble OTYETHble OOKYMEHTbl, OuUeHuBaTb WX
cooTBeTCcTBME TpeboBaHuAM 3akoHodaTenbcTBa Poccuickon degepauun m
ycnoBusim forosopa

Mcnonb3oBaTtb npunembl KOMMMEKCHOM NPOBEPKN TMEPBUYHbLIX YYE€THbIX
OOKYMEHTOB

CocTtaBnsaTb, cucrteMmatTmnsnpoBaTtbe W akTyalm3mpoBaTb 6a3y rocTnHuu,
XOCTenos, NOCTaBLKMKOB YCIyr NpoXXnBaHUsA

dopmynupoBaTtb NOTPEBHOCTM B TEX UMM MHbIX yCriyrax Mo MpPOXUBaHWUIO
paboTHWKOB, a TakkKe nsnaratb UX ONMcaHne B MMCbMEHHON hopme

CocTtaBnsTtb U O(*)OpMﬂFITb OOKYMEeHTbI A4 npouenyp Bbl60pa NOoCTaBLLUMKOB
M npouenyp 3aKkyrnku c uenbro obecneveHns OernoBbIX NOe3aokK, npoXxuBaHUA
[enoBbIX rocTen opraHunsauunmn

CocTtaBnsaATb CBOOHbIE Y4YE€THblE W OTYETHble [AOKYMEHTbl B  Lensax
OCYLLECTBMNEHNA KOHTPONA W aHanui3a faHHbIX O dhakTax XO3sMCTBEHHOW
OeaTenbHOCTU opraHM3aLm, COCTOSAHUA PblHKa YCRYr NPOXMBaHUS

Mcnonb3oBaTtb  KOMMbIOTEPHbIE — MporpaMmbl AN BeOeHus  y4eTa,
cucTemMaTmMsauum M aHanusa OaHHbIX, cocTaBneHus 6a3 AaHHbIX, BeaeHus
AOKyMeHTO06opoTa, CrpaBOYHO-MpaBOBbIE CUCTEMBI, pecypchbl
MHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky

Mcnonb3oBaTtb cpencrtea KOMMYyHUKaunn

Bect neperoBopbl M AenoBylo nepenucky, cobnioaas HOpMbl [AENOBOro
aTuKeTa

Heobxoaumeble
3HaHuA

Cuctemsl KJ'IaCCI/I(bMKaLI,I/II/I roCTnHNY

PbIHOK FOCTUHUYHBIX YCIyr

Mopsiaok 1 anropuTM opOPMITEHUS 3aKa30B Ha NPoXXMBaHUE

OCHOBHbIE YCMNOBUA 3aKMOYeHHbIX [OTOBOPOB Ha NpefocTaBfeHue yCnyr
NpoXuBaHus

MpaBuna genoBon Nnepenncku

lNpaBuna genoBoro atukeTa




CTpyKTypa v NpMHUMMLI OpraHn3aummn JoKyMeHToobopoTa

JlokanbHblE HOPpMAaTUBHbIE aKTbl OpraHn3auuun, pernameHTnpyrouwmne HopMbl,
npasuna n ycnosua opraHmsaunm noe3aok pa6OTHVIKOB

3akoHogaTenbctBo Poccuiickon depgepaumm B 0bnactv  opraHusaumm
MacCaXXMpCKUX MEePeBO30K M OKa3aHWsl YCNyr MNacCaXXMpPCKUX MepeBO3oK,
3aKynoYvHOWM AeATeNbHOCTU, AeNOoNpoM3BOACTBA, 3allnThl NpaB noTpebutens,
COXpaHEHUs1 MepcoHarnbHbIX AaHHbIX B pPaMKax BbIMOMHAEMbIX TPYAOBbIX

dyHKUMN

Ba3oBble OCHOBbLI UH(hOPMATKKU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneYveHmns 1 KOMMNbIOTEPHBLIX CPEACTB

CTpyKTypa opraHusaumm

Opyrne
XapakTepuCcTUKM

3.2.3. TpynoBasa dyHKUMA

Opranunsaums npouenypbl Nony4eH1s Bu3
W paspelnTenbHbIX JOKYMEHTOB Ans
Bb‘l)eaga 3a rpaHu vﬁll Bbyesp,a B A YPOBEHb
HanmeHoBaHue o P y Kog | B/03.5 | (nogypoBeHb) 5
Poccuickyto ®epepaunto,
KBanudukaumm
OOKYMEHTaLMOHHOE CONpPOBOXAEHWE
noes3aok paboTHNKOB
lNpouncxoxaeHue 3anmcTBOBaHO
P L OpvrnHan X
TPYOOBOM OyHKLUK 13 opurMHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Tpynosble AencTBuA

MonyyeHne oT paboOTHWKOB QfdaHHbIX, [AOKYMEHTOB U  doTorpadun,
HeobxoAMMbIX AN 0POpMIeHns BU3bl

MogrotoBka K O(bOpMﬂeHl/Ie naketa OOKYyMEeHTOB B COOTBETCTBUU C
TpeGOBaHMﬂMI/I CTpaHbl noceweHna ona nonyvyeHma Bu3bl

MNopava OOKYMEHTOB B COOTBETCTBUM C Tpe6OBaHVI9|MI/I Ha nony4yeHune Bu3bl B
BM3OBbl€ LIEHTPbI, OTAENbl NMOCOJSIBCTB U cneunaribHblie CJ'Iy)K6bI CTpaH

OtcnexnBaHne npouenypbl Od)OpMJ'IeHI/Iﬂ BW13, KOHTPOJIb CpOKa Bblaa4yn
nacnopToB C BU30ON

OkasaHue cogenctasns B 0pOPMIIEHMMN 3arpaHNYHOro nacnopra paboTHukam
ANs NOe3[KN B MHTepecax opraHM3aumu

OdbopmMrieHne CTpaxoBbIX MOSIUCOB AJS Bble3Xalolmx 3a pyGex

Bsanmopenctesne co CTpaxoBbiM1 oOpraHu3auuamMn npun HacTtynneHuun
CTpaxoBoro crny4vada




OpraHuzaumsa onnatbl ob6sA3aTenbHbIX MNNatexen ANd MNOMAyvYeHus BU3 U
npurnaweHnn

MopgrotoBka pans nepegayn paboTHUKaAM wnyM nNpubbIBaKOLWEN CTOPOHE
MHOpMaUNUN, KacalLllencsl HaxoXOeHus B CcTpaHe npebbiBaHus: CpPOKuK
OENCTBUS BU3bI, YCITOBUSA NPOXOXKAEHUA TAMOXEHHOIO KOHTPONS, 4ENCTBUSA B
Ccny4yae HapylleHusi BU3OBOrO pexmma, a Takke uHdgopmaums o6 ocobbix
ycrnoBusix npebbiBaHMA B NOCELL@EMON CTpaHe

OcbopmneHne  OOKYMEHTOB, MOATBEPXKAANOLIMX, paspellallimx  unu
COMPOBOXAAMLLNX NOE3AKY

MpoBepka NPaBUNBHOCTU 3anofiHEHUss U OOPMIIEHUS OOKYMEHTOB MO
nNpnbbiTUN paboTHMKa

Peanusauus mMep Mo COXPaHEHWUIO W HEepPacrnpOCTPaHEHWIO MNEepPCOHanbHbIX
JOaHHbIX

Heobxoanmeblie OdbopmnAaTh 3aABMEHNSA N aHKETbI Ha NOSyYeHne BU3bI

YMeHus
PabotaTte € 3akm4YeHHbIMW [OrOBOpaMM Ha oOKa3aHue ycnyr no
0opMNEHNIO BU3
KnaccuduumpoBaTb nNepBUYHbIE OTYETHbIE [OKYMEHTbI, OLEHUBaTb WX
cooTBeTcTBME TpeboBaHusM 3akoHopaTenbcTBa Poccuickon depepauun n
ycnosusiM gorosopa
Mcnonb3oBatb MpueMbl  KOMMMEKCHOW MPOBEPKM MNEPBUYHbIX  YY4ETHbIX
OOKYMEHTOB
CocTtaBnsatb U 0OpMNATbL OOKYMEHTbLI, MOATBEPXAaloWmMe, paspellaowme
Unn conpoBoXaaroLLme noesaky
CocTaBnsATb U 0pOpMNATL AOKYMEHTbI AN npoueayp Bbibopa NocTaBLUMKOB
ycnyr no opopmreHnto Bu3
Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmbl AN BeOeHus  y4eTa,
cucTemMaTmMsauum M aHanu3a faHHbIX, cocTaBneHus 6a3 AaHHbIX, BegeHus
AOKyMeHTO06opoTa, CrnpaBoYHO-NpaBoBbIe CUCTEMBI, pecypchbl
NHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky
Mcnonb3oBaTb cpeacTBa KOMMYHUKaLMK
Bectn neperosBopbl 1M AenoByl nepenucky, cobnopas HOpMmbl [ernoBoro
aTuKeTa

Heobxogumble Mopsagok n npaBuna odOPMIIEHNA [OKYMEHTOB Ha MonyyeHWe BU3bI,

3HaHuA odhopMrieHne 3arpaHuMyHoOro nacnopTta, npurnaweHun, KOMaHANPOBOYHbIX

[OKYMEHTOB U WHbIX [OKYMEHTOB, MOATBEPXAaloliMX, paspeLuarolnx wmm
COMPOBOXKAAMLLNX NOE3AKY

PbIHOK ycnyr no ohOpMMEHUIO U OKa3aHUIO COAEUCTBUS B MOMNYyYEHUN BU3 U
TYPUCTUYECKUX YCIyr

OCHOBHbIE YCIOBMS 3aKMOYEHHbIX [OOrOBOPOB Ha OKasaHwe ycnyr Mo
0bopMIIEHMIO BU3

MpaBuna genoBon Nnepenncku

lNpaBuna genoBoro atukeTa




CTpyKTypa v NpMHUMMLI OpraHn3aummn JoKyMeHToobopoTa

JlokanbHblE HOPpMAaTUBHbIE aKTbl OpraHn3auuun, pernameHTnpyrouwmne HopMbl,
npasuna n ycnosua opraHmsaunm noe3aok pa6OTHVIKOB

3akoHopaTenbctBo  Poccuiickon  Pepepaumm B 0bnactM  3awuThl
nepcoHarnbHbIX AaHHbIX, OpraHM3auun Bble3ga M3 Poccuiickon Peagepaumm um
Bbe3ga B Poccunckyto ®egepaumio, opopMneHnss 3arpaHnMyHbIX NacrnopTos,
KOHCYNbCKUX COrNnalleHnin N OOKYMEHTOB, PernameHTUpPYLMX Bblaavy BuU3,
Oenonpons3BoacTBO, 3alMUTy Npae NoTpebutensi, coxpaHeHne nepcoHarnbHbIX
AaHHbIX B pamMKax BbINOJTHAEMbIX TPYAOBbIX PyHKLMIA

Ba3oBble OCHOBbLI UH(hOPMATHKU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneyeHns N KOMMBIOTEPHbIX CPEACTB

CTpykTypa opraHusaumm

Opyrve
XapaKkTepucTunkm

3.2.4. TpynoBasa dyHKUMA

Bbi6op nocTaBLUMKOB AN OpraHM3auum YpoBeHb
HaunmeHoBaHune |paenoBbix noe3nok, obecrnevyeHns Kog | B/04.5 (nogypoBeHb) 5
KOprnopaTUBHbIX U 4EMNOBbIX MEPONPUATUIA KBanudmkaumm
MpouncxoxaeHve o 3amnmcTBOBaHO
o purnHan X
TPyAOBOMN OYHKLUN 13 opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

MOHUTOPWHI pblHKA TOBApPOB W YCNyr, C Lenbl obecneyeHus [AenoBbiX
noe3aoK, KOpnopaTUBHbIX U AENOBbIX MEPOMPUATUN

MNogroToBka naketa OOKYMEHTOB OJ14 npouenypbl Bbl60pa nocTtaBLMKa

3aknioyeHne [OroBOpOB Ha MOCTaBKy TOBapoB MW YCMyr, C LUelbio
obecneveHns OenoBbIX NOE300K, KOPNOPaTUBHBIX U AENOBbIX MEPONPUATUI

BeneHune peecTpa OOroBopoB Ha NOCTAaBKy TOBApPOB 1N OKa3aHue ycnyr

BeneHune Gasbl NOCTaBLUMKOB TOBApOB M YCyr, oGecneynsatolmx Aenoebie
noesaKun, KopnopaTUBHbIE U AernoBble MEepPonpUATUS

Bsanmopgencteme ¢ nocrasLukamu TOBapoB M ycnyr C uUenbko yny4dleHunda
Ka4ecTBa U CHUXEeHUA 3aTpaT

BegeHune paboTbl ¢ NOoCTaBLLMKaMK MO YCTPAHEHWUIO AOMYLLEHHbIX HApYyLLEHWI
YCrOBWIA OOrOBOPOB

O(*)OpMJ'IeHI/Ie OTYETHbIX OOKYMEHTOB AJid NOCTaBLLMKOB U nop,pas,u,eneHmﬁ
6yxranTepC|<oro y4yeTta B COOTBETCTBUU C Tpe6OBaHI/IF|MM 3aKkoHo4aTeNnbCTBa




Poccuiickon  ®depepaumm M nokanbHbIMWM ~ HOPMATMBHBIMW  aKkTamu
opraHmsaumm

Bsanmopgenctene c nogpasgeneHusMu opraHmsaumm Mo npeTeH3VOHHON
paboTe B criyqae HapyLLUEeHWUsl KOHTpareHTamm yCroBuin JOFrOBOPOB

CocTaBneHune nnaHoB Noes3aok, CBOAHbIX YYE€THbIX N OTYETHbIX AOKYMEHTOB O
noe3gkax n 0enoBbIX MeponpuATuAx

Heobxoaumble
yMeHuA

Onpepnenatb obbem HeobxoauMbIX notpebHocTen B
MaTepuanbHO-TEXHNYECKMX, (OMHAHCOBBIX pecypcax B COOTBETCTBUM C
noKarnbHbIMW HOPMAaTMBHBIMW akTamMun 1 BIOKETOM OpraHusauum

OnpegensaTe Haubonee 3ddeKTVBHbIE W KaA4YeCTBEHHble MokasaTenu
HeobXxoaMMbIX TOBapOB 1 yCryr

OpraHn3oBbIBaTb NpoLeaypy 3aKynkv TOBApOB UMW yCNyr ANs opraHusauuu
[ernoBbIX Noe3ok, obecnevyeHust KopnopaTUBHBLIX U AEeNOBbIX MEPONPUATUI

CocrtaBnatb 1 ohopmnATb JOKYMEHThI AN npoueayp Bbibopa NOCTaBLUUKOB
1 npoueayp 3akynku

CocTaBnstb 1 O(*)OpMJ'IFITb AOoroBopbl Ha OpraHm3auunto OerioBbiX MOe3noK,
obecneyeHus KOpnopaTtuBHbIX U OeT0BbIX MepOI'IpVIS-ITVIﬁ

dopmynupoBaTb NOTPEBGHOCTM B TEX UMM MHBIX TOBapax M ycriyrax, a Takke
n3naratb UX onNnUcaHue B NMCbMEHHON hopme

Knaccmbmu,mposaTb nepBunyHble OTYEeTHble [OOKYMEHTbl, oOuUeHuBaTb WUX
cooTBeTCTBUE Tpe6OBaHMFIM 3akoHogaTtenbcTBa Poccuinckon CDeD,epaLI,VII/I n
ycnosuam goroesopa

CocTtaBnsaTb CBOAHblE y4eTHble WU OT4YEeTHble [OOKYMEeHTbl B Uenax
OCYLUEeCTBJIEHUA KOHTPONA W aHalnn3a AaHHbIX O Mnoe3fgkax W AenoBbiX
MeponpuATnAxX, COCTOAHUN pblHKa TOBApOB U yCIyr

CocTtaBnsATb, CUCTEMATM3NPOBaTb M akTyanuaupoBaTb 6a3y MNOCTaBLUMKOB
TOBApOB M yCnyr

Mcnonb3oBaTb  KOMMbIOTEPHbIE  MNporpammbl  ANA  BeAeHus  yyeTa,
cucTeMaTMsaumMnm M aHanusa faHHblX, cocTaBneHus 6a3 gaHHblX, BedeHUs
AOKyMeHTo0o60opoTa, CrpaBOYHO-MpPaBOBbLIE CUCTEMBI, pecypcbl
MHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky

Mcnonb3oBaTtb cpencrtea KOMMYyHUKauunn

Bect neperoBopbl ¥ AenoByw nepenucky, cobniogasi HOpMbl AEMOBOro
aTuKeTa

Heobxoaumeble
3HaHuA

PbIHOK nocTaBLUMKOB TOBaApOB u ycnyr, obecneunBaoLnX AeroBble NOe3aKku

LleHoBass nmonuTMKa MOCTaBLUMKOB TOBApoOB W Yycnyr, obecnevvBaroLimx
AernoBble Noe3aku

PbIHOK MOCTaBLUMKOB TOBapOB M YCMyr MO OpraHvM3auuyM U COMpPOBOXOEHUIO
KopnopaTUBHbLIX MEePONpPUATHI

LleHoBas nonuTMKa MOCTaBLLMKOB TOBApOB M YCAYr MO OpraHu3auuu u
COMPOBOX/AEHNIO KOPTOPAaTUBHBIX MEPONPUSATUIA

anHLI,I/II'I, anropmntTMm 1 atanbl NpoBeaeHNA 3aKyrnok




OcHoBbI fOroBOpHON paboThl

nOpFI}J,OK 3aKIr4yeHna goroeopos

MpaBuna npoBegeHns n TpeboBaHUA K MPOBEAEHUI0 KYNbTYPHO-MAaCCOBbIX
MepOonpuUsaTUi

3akoHoOaTeNbCTBO Poccwiickon depepauumm B obnactn
MaTepuanbHO-TEXHNYECKOro obecneyvyeHus, 3akyrnoyHoW OedATenbHOCTH,
Jenonpou3BoacTBa U apxXvMBUPOBAHUA, PErynvpoBaHus  OOroBOPHbLIX
OTHOLLEHUN U coenok mexay y4vaCcTHMKaMun pblHKa, opraHn3auun Bble3ga un3
Poccuiickon ®egepaunm n Bbesga B Poccuiickyto Pegepauuio, odopmneHus
3arpaHn4HbIX nacnopTos, KOHCYJTbCKNX cornallueHum n OOKYMEHTOB,
pernameHTMpyoLWmnx Bbigady BU3, 3aluTy npaB noTpebutens, coxpaHeHue
nepcoHanbHbIX AaHHbIX, MPOBEAEHUE KYrbTYPHO-MAaCCOBbLIX MEPONpUATUIA B
paMKax BbINOMHSAEMbIX TPYAOBbLIX OYHKLMIA

CaHvTapHble HOpMblI W MNpaBurna, Kacalwlwmecs onpefeneHvs Kadectsa
npuobpeTaembix TOBapoOB 1 ycnyr

CTtaHOapTbl U TEXHUYECKME YCIIOBMS, KacalolMecs onpeerneHusl kavyecTsa
npuobpeTaemMbix TOBAPOB U YCIyr

NokanbHble HOpMAaTMBHbIE aKTbl OpraHu3auun oblero xapaktepa W no
yHKUMOHaNbLHOMY HanpaBneHnto AeaTenbHOCTH

CTpyKTypa 1 NpUHLUMIbI OpraH13aumnm JoKyMeHToo6opoTa

BasoBble OCHOBbI MHOPMATUKW, MNOCTPOEHUS MHAPOPMALMOHHBLIX CUCTEM U
0COB6EeHHOCTU paboTbl C HUMK

Cnocobbl  06paboTkn wuHOpMaUMM C  UCNOMNb30OBaHMEM MPOrPaMMHOrO
obecneyeHns N KOMMNBbIOTEPHbIX CPEACTB

MpaBuna genoBon Nnepenncku

lNpaBuna genoBoro atukeTa

CTpykTypa opraHusaumu

Opyrve
XapaKTepucTunkm

3.2.5. TpynoBas cbyHKUMA

OpraHnszaunsa conpoBOXaeHNSA OeNOBbIX YpoBeHb
HanmeHoBaHune |rocten u obecneveHme meponpusatui gns | Kog | B/05.5 | (nogypoBeHb) 5

pabOTHMKOB U OENOBbLIX FOCTEN KBanudgukaumm
MpoucxoxaeHne 3anmcTBOBaHO

P KA OpurnHan X
TPYAOBOMN OYHKLUN 13 opurMHana
Kog PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro

cTaHgapTa



TpynoBble gencTems

BpoHupoBaHMe MecT NpoBeAEHUSI MEPONPUATII

KoHTponb kadectBa OCMOPMIEHUS W OEKOPMPOBaHUA MeCT MpoBeaeHUs
MEepOonpUsTUI

KomnnekTtauusi meGenbio n 060pyaoBaHWEM MECT NPOBEAEHUS MEPONPUATUIA

OpraHusaunst TEXHUYECKOro COMPOBOXAEHUSA MEPONPUSATUN B COOTBETCTBUM C
BblOpaHHOW KOHLenuunemn

O(*)OpMJ'IeHI/Ie 3aKka3a Ha nepesoayuMka OnA  MHOCTPaHHbIX roctemn
opraHunsauunmn

CocTaBneHune nnaHa npmbbiTMst 1 OTbe3da rocTen B COOTBETCTBUN C MiaHOM
npoBeaeHUs MeponpuUaTUin

BpOHMpOBaHMe NAapKOBOYHbLIX MEeCT B COOTBETCTBUN C TEXHUYECKMMU
BO3MOXHOCTAMWM MeCTa npoBegeHund MepOI'IpVIFITVIVI

OpraHusaums nuTaHnsi BO BpeMsi NPOBEAEHUS MEPONPUATUS

OpFaHl/I3aU,I/IFI N3roToBJ1IEHNA pa3faTo4HbIX MaTepuanos, VIHd)OpMaLI,VIOHHbIX
Tabno, HaBUraLMOHHbIX yKaaaTeneVl

dopmupoBaHne 3asBKM ANSA  WU3rOTOBMEHUS W 3aKynKu CYBEHWPHON W
noAapoyHOW nNpoaykuuu, B TOM uuclle C aTpubyTamy TOBapHON Mapku
opraHusaumm

MpoBefgeHne  aHanW3a  COOTBETCTBUSI  MMaHWPYEeMOro  MepOorpuaTus
BHYTPEHHMM HOpMaMm 1 pernamMeHTam, a Takke 3aniaHupoBaHHOMY GlomxeTy

Heobxoaumeble
yMeHuUs

OueHuBaTtb BO3MOXHblE MecTa npoeseaeHnA MepOI'IpVIFITVIﬁ C y4yeToMm wux
Lenen n coctasa y4aCTHUKOB

ObecneunBaTtb M conpoBoXgaTb  KOprnopaTuBHble,  OernoBble WU
TOPXXECTBEHHbIE MEPONPUSATUS]

BblOupaTb CyBEHMPHYIO M MOLAPOYHYI0 MNPOAYKUMIO B COOTBETCTBUM C
KaTeropuewn MeponpusaTus u 0COBEHHOCTAMM nonyyaTenen

OnpepnensaTb obbem HeobxoanUMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKMX, (DUHAHCOBLIX pecypcax B COOTBETCTBUM C
nokanbHbIMU HOPMaTMBHbLIMKW akTamn 1 GHOKETOM opraHM3auum

Onpegenate Haubonee adeKkTMBHbIE W Ka4YeCTBEHHblEe MoKasaTenu
HeobX0AMMbIX TOBAPOB U YCIyr

CocTtaBnsaTtb u Od)OpMﬂﬂTb OOKYMEeHTbl ANA npouenyp Bbl60pa NOCTaBLLUMKOB
nnpouenyp 3akynku

KJ‘IaCCI/ICbI/ILI.I/IpOBaTb nepBuyHble OTYETHble [OOKYMEHTbl, OUeHuBaTb WX
cooTBeTCcTBME TpeboBaHUAM 3akoHogaTtenbcTBa Poccunckon depepauumn un
yCroBusiM Joroesopa

CoctaBnsiTb CBOAHblE Y4YETHble W OTYETHble [OOKYMEHTbl B  Lensx
OCYLLECTBMEHNUST KOHTPOMS W aHanu3a [aHHblX O Moe3fkax W AenoBbiX
MEpPONPUSATUSIX, COCTOSIHUWN PbIHKA TOBAPOB W YCIyr

CocTaBnsaTb, CMCTEMATM3UPOBAaTL M aKTyanuavMpoBaTb 6asy MNOCTaBLUMKOB
TOBapOB U ycnyr




Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmbl  ANA  BeOeHUa  y4eTa,
cucTemMaTmM3auum M aHanusa OaHHbIX, COoCTaBneHusi 6a3 AaHHbIX, BeAeHUus
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTu "UIHTEpHET", OprTeXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHMKALMK

Bectun neperoBopbl 1 OENOBYKD NEepenuncky, cobntogas HOPMbl [O€e10BOro
9TUKeTa

Heobxoaumele PbIHOK nocTaBLMKOB TOBapoB U ycnyr, obecnevvBallWnMx OeNoBble W
3HaHUA KopnopaTvBHbIE MEPONPUATUSA
LleHoBass mnonmuTvka NOCTaBLUWMKOB TOBApOB M Yycnyr, obecneynBaoLLmx
OenoBble U KOpNopaTUBHbIE MEPONPUATUS
MprHLMN, anropuTm 1 3Tanbl NPOBEAEHMS 3aKyMOK
OcHoBbI OroBOpHON paboThbl
Mopsgok 3aknyYeHns JoroBopoBs
MpaBuna opraHn3aLmn KOpnopaTUBHBIX MEPOMPUATUN
OcHoBHble  TpeboBaHWs  CTaHOAPTOB,  TEXHUYECKUX,  KayeCTBEHHbIX
XapaKTepucTK, NpeabsaABnsieMble K OpraHusauuMum  KOpnopaTUBHbIX
MepOonpuUsaTUii
MpaBuna npoBegeHus n TpeboBaHUA K MPOBEAEHMIO KYNbTYPHO-MACCOBbIX
MeponpusiTUN
3akoHo4aTeNnbCTBO Poccuinckon denepaumn B obnactu
MaTepuanbHO-TEXHUYECKOro obecrneyeHusi, perynvpoBaHusi OOrOBOPHbIX
OTHOLUEHVWA W CAENOK MeXAy YyyacTHMKaMW pblHKa, 3aliuTbl MNpa.
noTtpebuTens, NPoBeAeHUs KyNbTYPHO-MACCOBbIX MEPONPUATUIA, 3aKyNnoYHOMN
OEeATenbHOCTU, Aenonpou3BoAcTBa B pamMKax BbINOMHSAEMbIX TPYAOBbIX
dyHKUMIN
JlokanbHble HOpPMAaTMBHbIE aKTbl OpraHu3auumM obLlero xapaktepa W no
byHKLMOHaNbHOMY HanpaBreHno eATENbHOCTY
CTpyKTypa 1 NpUHLUUNbLI OpraHn3aumnm AoKyMeHToobopoTa
BasoBble OCHOBbI MHpOPMATUKMN
Cnocobbl  06paboTkn wuHGPOpPMaUMM C  MCNOMNb30BaHMEM MPOrPaMMHOrO
obecneyeHnst 1 KOMMNbITEPHbBIX CPEOCTB
MpaBuna genoBon Nnepenncku
lNpaBuna genoBoro atukeTa
CTpykTypa opraHusaumm
[aTtbl 1 cobbITUA, MetoLLMe 3Ha4YeHne ONsi OpraHn3aumnm
Ipyrve -
XapaKTepPUCTUKK

3.3. O6006LWeHHas TpyaoBasa (pyHKUUSA




MaTtepuanbHO-TeXHMYECKOE 1
OKYMEHTaLMOHHOE COMNPOBOXAEHME YpoBeHb
HanmeHoBaHue AOKy H pOBOXA Kopn C P 5
paboTbl TpaHCNoOpTa opraHM3auun B KBanMdgukaumm
Lensx obecneyeHus ee AeATENBHOCTU
MpouncxoxaeHne
P kne . 3anmcTBOBaHO
0606LeHHon Tpygoson | OpuruHan X
13 opurMHana
dyHKUUK
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa
BoamoxHble Cneumanuct agMUHUCTPATUBHO-XO3ANCTBEHHON AeATENbHOCTY
HanMeHOBaHMs CneumanucT no ynpaBfeHnio KOpnopaTUBHBLIM TPaHCMOPTOM

DOIKHOCTEN, npodeccui

TpeboBaHus K
0bpasoBaHuio 1 0ByyeHuto

CpegHee npodeccroHansHoe obpasoBaHue - NporpaMmma NoAroTOBKM
cneumanucToB CpeHero 3BeHa u

HononHnTensHoe npodeccroHansHoe obpasoBaHne - NpPorpaMmbl
npodeccrmoHansHo NepenoaroToBKM No NPoduso AeSTENBHOCTH,
nporpammbl NOBLILLEHUS KBanudrKauum no Nnpounio AesiTenbHOCTH
(He pexe 4yem pa3s B Tpu roga)

TpeboBaHuA K onbITy
npakTuyeckon paboThbl

K pabote

Ocobble ycrnosusi gonycka | [okyMeHT, NoATBepXXAatoLLmnii NPpoXoXKaeHe aTTecTauum no

Be3onacHOCTV AOPOXKHOIo ABMKEHNS, ODOPMITEHHOIO AN COTPYAHUKA
opraHusaumu <6>

Lpyrve xapaKkTepucTuku

JdononHutenbHble XapaKTepUucTukun

HanmeHoBaHue gokymeHTa

Kog HaunmeHoBaHve 6a3oBow rpynmnbl, 4OMKHOCTU
(npodbeccmm) nnm cneumnanbHOCTK

OK3 3323 3akynLmkm
4323 Cnyxalme no TpaHCNOpPTHBIM NepeBo3Kam
EKC - HavyanbHuk rapaxa
- Cneumnanuct
- OKOHOMMCT MO MaTepuanbHO-TEXHUHECKOMY
cHabxeHuo
OoKMnAaTP 22530 NHxeHep no 6e3onacHOCTY ABMKEHUS
22770 WHxeHep no TpaHcnopTy

26541 Cneumanuct
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42517 WHxeHep oTaena akcnnyataumm aBToXo3sMCcTBa

3.3.1. TpynoBas cyHKuUsA

OpraHnszauns nepeBo3ky paboTHNKOB, YpoBeHb

HavmeHoBaHWe | AOKYMEHTOB U rpy30B OpraHusauum Kog |C/01.5 | (nogypoBeHb) 5
KBanudgukaumm

MpoucxoxgeHve 3aMmMcTBOBaHO

P L Opwurunan X
TPYOOBOM PYHKLUN 13 opurnHana
Kon PernctpaunoHHbIn
opurMHana HoMmep
npodeccnoHanbHoro
cTangapTa

TpyooBble AeNCTBUSA

Mpuem 3as8BOK Ha NepeBO3Ky U AOCTaBKy A0 MecTa Ha3HayeHusi paboTHMKOB,
[OKYMEHTOB 1 rpy30B

OnpegeneHve M MNOCTPOEHME ONTUMarnbHbIX M Havbonee 3MEKTUBHbBIX
MapLUPYTOB [ABWKEHUS

OdopmneHne nyTeBon JOKyMeHTauun (MyTeBble NUCTLI, XXypHarbl No yyeTty
OBWKEHWS), a Takke TPaHCNOPTHO-CONPOBOANTENbHbLIX JOKYMEHTOB

BegeHne nyteBoi [OOKyMeHTauuu (nyTeBble JUCTbI, XXypHasbl MO y4eTy
ABWDKEHUS), @ TakKe TPaHCMOPTHO-COMNMPOBOANTENbHBLIX JOKYMEHTOB

WHdopMmpoBaHne  BoauTenei  neped  Bble3AOM  Ha  JIMHUIO O
rMOpOMETEOPOSIOMYECKUX U AOPOXKHBIX YCIOBUSIX HA MapLipyTax ABVKEHUS
TPaHCMOPTHbIX CPEACTB

OnepaTtunBHbIN KOHTPOSb NEPEABKEHUS TPAHCNOPTa OpraHn3aumm

[uctaHumoHHoe ynpasneHune nepenBmXXeHmem TpaHcnopTa opraHn3auunm

KoHTponb cOOTBETCTBUSA MoKasaHWi NpuboOpoB yyeTa ABWXKEHUS U pacxoaa
TOMMMBA C NPOWAEHHBIMU U 3a(PMKCUPOBAHHBIMU MapLUpyTaMu OBUXKEHUS

MogroToBka KYPbePCKOro 3agaHuna onda 4oCTaBKU rpy3oB U KoppecnoHaeHunn

KoHTponb 4OCTaBKU Fpy30B U KOPPECNoHAeHLUn

CDOpMVIpOBaHVIe 3aKas3a KOHTpareHTy Ha nepeBO3Ky pa6OTHMKOB opraHmsauunn

HanpaBneHue 3akasa KOHTpareHTy Ha NepeBo3Ky paGoTHUKOB opraHn3aLmm

KOHTpOJ'Ib ncnosfiHeHusa yCJ'IOBI/II7I Jorosopa Ha npenocTtaBlieHune ycnyru no
nepeBo3Kke paGOTHI/IKOB KOHTpareHTom

Heobxoanmblie
YMeHus

PacnpenensitTb TpaHCMOPTHbIE PEecypcbl OpraHM3auuM B COOTBETCTBUM C
YCTaHOBIEHHbLIMW HOPMaMu

PaGotatb C 3asiBkaMu Ha NepeBO3Ky M [OCTaBKYy OO MecTa HasHa4yeHus
paboTHMKOB, JOKYMEHTOB U rPY30B

Pa3pa6aTbIBaTb onTuMarlibHble CXeMbl MNPOXOoXAeHnA aBTOTpaHcnopTa OT
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NyHKTa OTnpaBfieHnAaA 00 MNyHKTa Ha3Ha4YeHuAa B KOPOTKME CPOKUM U Nnpun
onTnMalibHbIX 3aTpaTtax

OdopMnaTb AOKYMEHTbl B paMKax BbINOMHAEMbIX TPYAOBbIX (YHKUMIA B
COOTBETCTBMM C 3akOHoAaTeNnbCcTBOM Poccuiickon ®enepauumn u nokansHbIM1
HOPMaTUBHBLIMW aKkTamm

CocTtaBnsTb CBOAHblE y4yeTHble N OT4YEeTHble [OOKYMEHTbl B Uendax
OCyuWwleCTBJ1IEHUA KOHTpOJN1A W aHanun3a [[OaHHbIX 06 wucnonb3oBaHUN W
SKCnJ1yaTaumm TpaHCNoOpPTHbLIX CpeacTB

Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmmbl  ANA  BeOeHUa  y4eTa,
cuctemaTmsaumMm U aHanumsa [aHHbIX, cocTaBneHuss 6a3 AaHHbIX, BeaeHUs
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "MIHTEpHET", OprTeXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHMKALMK

Heobxoaumeble 3akoHogaTenbctBo Poccuiickon Pepepaumm B obnactn 6e3onacHocTu
3HaHUSA OOPOXHOr0 [OBWXEHWUSl, B TOM 4uCne npaBui  AOPOXHOIMO ABWMXKEHUS,
aKcnnyaTauum u 0BCNy)XMBaHWs aBTOTPaHCMNOpTa, NEPEBO3KM MacCaXXUpoB U
rpy3oB
MpaBuna gucneTyepumsaymm aBToTpaHcnopTa
JlokanbHble HOpMaTUBHbIE aKTbl OpraHuM3auuu obLllero xapaktepa W Mo
P YHKUMOHaNbHOMY HanpaBfeHnio 4eATEeNbHOCTH
CTpyKTypa M NpuvHUMMbLI OpraHM3auun OOKyMeHToobopoTa, B TOM 4ucrne c
noapasgeneHmsMn opraHusaunm, BeayLwmmMmm 6yxrantepckun ydyeT
Ba3soBble 0CHOBbLI MHpOPMATUKK
Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneyeHnst U KOMMNbIOTEPHbIX CPeacTB
[MpaBuna genosow nepennckn
MNpaBuna genoBoro aTukeTa
CTpykTypa opraHmsaumm
Ipyrve -
XapaKTepPUCTUKN

3.3.2. TpynoBas yHKUmMA

ConpoBoxgeHue n obecneveHune
npotecca opraHnsaumm 6e3onacHoCcTu YpOBeHb
HanmeHoBaHue Kog |C/02.5 | (nogypoBeHb) 5
LOPOXHOTO OBWDKEHUSI NPY SKCNyaTaumm
KBanudukaumm
TpaHcnopTa opraHM3auum
MpoucxoxaeHue 3anmcTBOBaHO
_ OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HOoMep

npodgeccuoHansHoro



cTaHgapTa

TpyooBble AenCTBUSA

BegeHne y4yeTHOM M OTYETHOW AOKyMEHTauum no 6e30nacHOCTU OOPOXKHOTO
ABWXEHNA

KOHTpOJ'Ib npoeeaeHnA I'Ipeﬂ,peVICOBOFO n I'IOCJ'IBpGVICOBOI'O MeONLNHCKNX
OCMOTpOB BoauTenen

KoHTponb MNpoBEpKM TEXHUYECKOro COCTOSIHUA aBTOTpaHcropTa nepeq
BbI€3[I0M Ha JIMHMIO 1 MO BO3BPALLEHWUMN C TUHUN

OtcnexunBaHue BpeMeHn Ha4yalna W1 OKOHYaHud pa6OTbI BoguTEnen
opraHunsauunmn, BpeMeHun HenpepbiBHONoO HaxoXxneHma 3a pynem

AHanu3 fOaHHbIX, MNOMYyYeHHbIX MOCPEeACTBOM HAaBUraLMOHHBLIX CUCTEM
MOHUTOPUHIa TpPaHCMnopTa, CUCTEM BuAeoMdUKCALUUW OaHHbLIX, CUCTEM U
060pyaoBaHuKsl, NO3BONSAOLLMX KOHTPONMPOBATL PaboTy TpaHcnopTa

Cuctematnsaums [aHHblX, MNOMYYEHHbIX MOCPEACTBOM  HaBUraLMOHHbIX
CMUCTEM MOHMTOPUHra TpaHcrnopTa, CUCTEM BUAEOMUKCALUN AaHHBIX, CUCTEM
1 06opynoBaHKs, NO3BOMALLMX KOHTPONMPOBaTb paboTy TpaHcnopTa

I'Ipoeep,eHme MepOI'IpVIFITVIVI no opraHn3auunmn ©es3onacHocTu AOpPOXHOro
AOBUWXEHNA

MpoBeneHne NHCTpyKTaxern No 6e3o0nacHOCTN AOPOXKHOIO ABUKEHNS

MpoBegeHne MeponpuATAA NO NPeayNnpPeXaeHno LOPOXHO-TPaHCMOPTHbIX
npoucLlecTBuin

MoprotoBka [OKYMEHTOB MO 3anpocy roCyAapCTBEHHbIX OpraHoB Mo
©e3onacHoOCTN ABMXKEHUS

KoHTponb  cobniogeHus  KOHTpareHTamy, OKasblBaloWUMKM  YCRyrM Mo
nepeBo3ke pabOTHUKOB HOPM 1 NpaBun 6e30NacHOCTU LOPOXKHOMO ABVKEHUS

Heobxoaumeble
yMeHuUs

Pa3pa6aTblBaTb NPOEKTbI OopraHn3aunoHHbIX n pacnopAaanTeribHbIX
OOKYMEHTOB Nno obecneyeHnto 6e3onacHOCTK OOPOXXHOro ABM>XXeHusA

CoctaBnsiTb CBOAHblE Y4YETHble W OTYETHble [OOKYMEHTbl B  Lensx
OCYLLECTBMEHNUS KOHTPOMNS W aHanu3a [JdaHHbiXx 06 MCcnonb3oBaHuuM U
3KCMMyaTaumm TPaHCMNOPTHbLIX CPEACTB

OcbopMnATb [OOKYMEHTbl B paMKaxX BbINOMHAEMbIX TPYAOBbIX (OYHKUUA B
COOTBETCTBUM C 3aKoHoAaTeNnbCTBOM Poccuiickoin ®enepauum 1 nokanbHbIMU
HOPMaTMBHbLIMWN aKTaMu

MonyyaTb AaHHble HaBUrauMOHHbIX CUCTEM MOHMTOPWHIa TpaHchopTa,
cucTem BuaeodUKcaUUM AaHHbIX, CUCTEM M 0BOPYAOBaHMS, MO3BONALLIMX
KOHTpONuUpoBaTb paboTy TpaHCnopTa, U MNepeHOCUTb WX Ha pasfuyHble
NHOPMALIMOHHBIE HOCUTENM, B TOM YUCHE KOMMbIOTEP

Mcnonb3oBaTb  KOMMbKOTEPHbIE  MpOrpaMmbl  ANSA  BeOeHUsa  y4eTa,
cucTemaTtmsaumMm U aHanmsa [aHHbIX, COoCTaBneHust 6a3 OaHHbIX, BeAEeHWUsI
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypchbl
WH(POPMAaLIMOHHO-TENEKOMMYHUKALIMOHHOMN ceTu "UHTepHeT", oprTexHuky

Mcnonb3oBaTb CcpefcTBa KOMMYHMKaLIUK




BecT neperosopbl M [OenoByl Mepenucky, cobniogas HOpMbl AEernoBOro
aTUKeTa

Heobxoaumele 3akoHopaTenbctBo Poccuiickon depepaumm B obnactm  6e3onacHocTuv
3HaHU4A OOPOXHOro [ABWXEHUS, B TOM 4uCrne npaBuil JOPOXHOIO ABWMXKEHMS,
aKcnnyaTaumm 1 obcnyxunBaHus aBTOTPAHCMNOPTa, NEPEBO3KM NACCaXKUPOB U
rpy3oB
HopmaTnBHO-TEXHMYECKas OOKyMeHTauus, pernaMmeHTupyowas
aKCnyaTaumio U PEMOHT TPaHCMOPTHbBIX CPEACTB
YCTPONCTBO 1 KOHCTPYKTUBHbBIE OCOBEHHOCTU TPAHCMOPTHLIX CPEACTB
TexHMKo-3KcnnyaTaUuMOHHbIE AaHHble TPAHCMOPTHBLIX CPEACTB
lMpaBuna TeXHNYECKOM SKCMyaTaunm TPaHCNOPTHbIX CPEeACTB
HanmeHoBaHMA W CTpyKTypa OpraHoB roCygapCTBEHHOM Bractu U
opraHu3auui, OTBETCTBEHHbIX 3@ OpraHuM3auutd W KOHTPOMMPYHOLLNX
opraHm3aumo 6e3o0nacHOCTV 4OPOXHOIO ABMKEHNS
JlokanbHble HOpPMAaTMBHbIE aKTbl OpraHu3aumM obLlero xapaktepa WM no
byHKLMOHANbHOMY HanpaBIeHno OeATENbHOCTU
CTpyKTypa M NpuHUMMbLI OpraHM3auun OOoKymMeHToobopoTa, B TOM 4ucrne c
nogpasaeneHnsiMm opraHusaumm, segylimmm Oyxrantepckni yqet
BasoBble OCHOBbI MHPOPMATKKMN
Cnocobbl  06paboTkn wuHOpMaUMM C  MCNOMNb30OBaHMEM MPOrPaMMHOrO
obecneyeHns 1 KOMMNbIOTEPHbIX CPEACTB
MpaBuna genoBon Nnepenncku
lNpaBuna genoBoro atukeTa
CTpykTypa opraHvsaumm
Apyrue -
XapakTepuCTUKM

3.3.3. TpynoBas cbyHKUMA

ConpoBoxgeHue n obecneveHune YpoBeHb
HanmeHoBaHuWe | npouecca akcnnyaTtauum, 06CnyxmMBaHus Kog |C/03.5 | (nogypoBeHb) 5
N peEMOHTa TpaHcnopTa opraHv3auum KBanudukaymm
MpouncxoxaeHne 3anmcTBOBaHO
P kA OpurnHan X
TPYOOBOW OyHKLMK 13 opurMHana
Kog PernctpaunoHHbIn
opurMHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBus

BepeHne yyeTa TpaHCMOPTHBIX CPEACTB OpraHvM3auuv, WX COCTOSIHUA W
MPOBOAUMBIX TEXHUYECKMX ONepaumi ¢ HUMK




MpoBefeHne MeponpuATUA NO YBENTMYEHWUIO CPOKa SKCMyaTaumum TpaHcnopTta
opraHu3saumu

KOHTpOJ’Ib TeKyLiero COCTOAHUA TPaHCNOPTHbIX CpPencTB, Y3510B U YPOBHA
TEXHUYECKNX XXNOKOCTEMN, CPOKOB 3KcnnyaTtaunn

Onpep,eneHVle Ka4dyeCTBEHHbIX N KOJINYECTBEHHbIX I'IOTpGGHOCTEVI CepBUCHOTIO,
TEXHN4YeCKoro 06CJ'Iy)KVIBaHVIF| nnnm npoeegeHnAa pemMoHTa TPaHCMNOPTHbIX
cpencTe

OnpepneneHne LenecoobpasHOCTM NPOBELAEHUS CEPBUCHOIO OBCNy>XMBaHUS
Mnn pemMoHTa TPaHCMOPTHbIX CpeacTB

KOHTpOJ'Ib CPpOKOB rapaHtun, wuHTEepBasioB CepBUCHOIoO OGCJ'Iy)KVIBaHVIFI n
TEXHNYECKNX OCMOTpPOB

OpraHu3aunsi cepBMCHOIO 0BCNYXMBaAHUS, TEXHUYECKOrO OOCYXNBaHWUST UK
PEMOHTA TPAHCMNOPTHLIX CPEACTB

lMpremka BbINOMHEHHBbIX PaboT MO PEMOHTY, CEPBUCHOMY OBCNY>KUBaHUIO 1
TEXHNYECKOMY OBCNY>KMBaHWUIO TPAHCMOPTHBLIX CPEACTB

Mpremka ToBapoB M ycnyr, obecneyvBaoLlMX U NoaaepXkmBaloLwmx paboTy
TPaHCMOPTHbIX CPEACTB

KoHTponb kavecTBa MNOCTaBMsieMblX TOBApOB W YCMyr Afsi CEPBUCHOIO U
TEXHWYECKOro 06CnyXMBaHWS TPAHCNOPTHBIX CPeacTB

MogroToBka TPAHCNOPTHbLIX CpeacTB AnAa npoBegeHnda TEXHNYEeCKOro ocMmoTpa
C Luernblo NOCTaHOBKU (CHHTMH) Ha Focyﬂ,apCTBeHHblﬁ yyeT nnum ctpaxoBaHuA

OpraHusaumsi yCTaHOBKM  [OMOSHMTENbHOrO 06OpYyAOBaHMS C  LEfbio
MoBbILWEHNST paboTOCNOCOGHOCTU TPAHCMOPTHLIX CPEeACTB MMM KOHTPONS WX
paboThl

CocTtaBneHue CBOAHbLIX Y4ETHbIX M OTYETHbLIX JOKYMEHTOB 06 MCnonb30BaHUM
TpaHcrnopTa opraHM3aunm, ero CoCTosIHUM, 0BCNYXMBaHUN U CofepKaHnn

MogroToBka peKnamaLWl NO BbIABJIEHHbLIM ﬂ,e(*)eKTaM TPAHCMNOPTHLIX CpeacTB
OnNa M3BeLleHns 3aBo0B-U3rOTOBUTENEN

Heobxoaumble
yMeHuA

OnpepgenaTb obbem HeobXxoAMMbIX notpebHocTen B
MaTepuanbHO-TEXHNYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
nokaneHbIMW HOPMaTUBHLIMW akTamMn W BlogXeToM opraHusauum Ans
3KCnMyaTaumm, 06Cny>KMBaHus U1 peMOHTa TPaHCMNOPTHbLIX CPEACTB

OLl,eHI/IBaTb COCTOdAHME TPAHCNOPTHbLIX CpeacCtB U UX KOMMIEKTYLWMX C
uenbio 3aMeHbl, HanpaBlleHUd Ha TexXHUYeCKyro OWarHoCTuKy Ha CTaHuuUko
TEeXHN4ecKoro O6CJ'Iy)KI/IBaHI/IF| aBTOMObUNENn nnn peMoHTa

Pabotatb ¢ 3asBkamu, CbOpMVIpOBaTb eAVHbIN 3aka3 Ha Gase HeCKOmbKUX
3aABOK, (*)OpMVIpOBaTb 3aKa3bl B COOTBETCTBUU C KaTeropmelh TOBApOB U

ycnyr

CocTaBnstb U 0hOpMNSATL JOKYMEHTbI AN npoueayp Bbibopa NocTaBLUMKOB
1 npoueayp 3akynku

dopmynupoBaTb NOTPEOHOCTM B TEX UMM MHbIX TOBapax WM ycnyrax, a Takke
nanaratb UX onMcaHue B NUCbMeHHOW hopme




PaboTtaTtb ¢ 3akno4YeHHbIMMK [oroeopamMm Ha nNOCTaBKy TOBapOB M OKa3aHue
ycnyr

CoctaBnsATb  CBOAHblE y4eTHble W OT4YEeTHble [OOKYMEeHTbl B Lenax
OCYyLUEeCTBNIEHNA KOHTpPONA W aHanM3a AOaHHbIX o6 wucnonb3oBaHUN U
aKcnnyaTaunn TpaHCNOPTHbLIX CpencTB, COCTOAHNU PbIHKA TOBApOB U yCnyr

OdopmMnsaTb AOKYMEHTbI (B TOM YMCie O BBOAE B 3KCMIyaTauuio n nepegade
B MOJIb30BaHME TPAHCMOPTHLIX CPEACTB) B paMKax BbIMOJTHAEMbIX TPYAOBbIX
dyHKUMA B COOTBETCTBUM C 3akoHodaTenbcTBOM Poccuiickon depepaumm um
noKarnbHbIMY HOPMaTVBHBIMW akTaMu

Mcnonb3oBaTtb npunemMsbl KOMIMJIEKCHOWN NPOBEPKN NEPBUYHbLIX Y4YE€THbIX
AOOKYMEHTOB

Mcnonb3oBaTb  KOMMbLIOTEPHbIE  Nporpammbl  ANAS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa gaHHbIX, cocTaBneHus 6a3 AaHHbIX, BeaeHus
AOKyMeHTO06opoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
NHOOPMALIMOHHO-TENEKOMMYHUKaLMOHHON ceTn "UIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpeancrtBa KOMMYHUKaunmn

BecTn neperoBopbl M [enoByl nepenucky, cobniojas HOpMbl OEnNOBOro
aTukeTa

Heobxoaumeble
3HaHuSA

HOpMaTVIBHO-TeXHVI‘-IeCKaFI OOKyMeHTauuA, pernamMmeHTupyroLwiada
SKCrj1yaTaumio U peMOHT TPAaHCMNOPTHbLIX CpeacTB

YCTPOWCTBO M KOHCTPYKTUBHBIE OCOBEHHOCTWN TPAHCMOPTHBIX CPeacTB

TeXHI/IKO-SKCI'IJ'IyaTaU,I/IOHHbIe OaHHbl€ TPAaHCNOPTHbLIX CpeacTB

MpaBuna TeEXHUYECKON 3KCNyaTauum TPaHCMOPTHBIX CPEACTB

OCHOBHbIE MapK1 TPAHCMOPTHbLIX CPEACTB

OcHoBHble npon3sBoanTeNTN TPaHCNOPTHbLIX CpeacTB

Mopsapok opopmneHnst 3akasos y NOCTaBLLMKOB TOBAPOB U YCNnyr

OcHoBHble YCINOBUA 3aKIOYEeHHbIX O0roBOpOB Ha MNOCTaBKy TOBAapOB WU
npegocrtaenieHne ycnyr B 4actu npouenypbl OCbOpMJ'IeHVIﬂ 3aKa3a Ha WuX
nony4yeHune

3akoHopaTenbctBo Poccuiickon depepaumm B obnactm  6e3onacHocTum
OOPOXHOro [ABWKEHUS, B TOM 4uCNe npaBuil LOPOXHOIO AOBWXKEHMS,
aKcnnyaTauum n o00CNy>XMBaHWsl aBTOTPAHCMNOpPTa, NEPEBO3KM MacCaXXUpoB n
rpy3os, MaTepuanbHO-TEXHUYECKOro obecneyeHus, 3aKyrno4Hom
OeATenbHOCTW,  LEenonpouM3BOACTBA,  lPaXAaHCKoe  3aKoHOAATENbCTBO
Poccuiickon ®epepaumm B 4acTu perynvpoBaHusi JOrOBOPHbIX OTHOLUEHUA U
COAENOK MexXAay yyacTHMKaMuy pblHKa B pamKax BbINOMHAEMbIX TPYOOBbIX
YHKLNIA

NokanbHble HOpMAaTWMBHbIE aKTbl OpraHuM3auun obLiero xapaktepa W no
hbyHKUMOHaNbLHOMY HanpaBneHnto AesaTeNbHOCTH

CTpyKkTypa U MpUHUWNBI OpraHM3auunM OOKyMeHToobopoTa, B TOM 4uUcle C
noapasfeneHUsaMM opraHusauun, BeayLwymMmn Gyxrantepckuii yyet

BbasoBble OCHOBbI MH(pOPMAaTMKK, MOCTPOEHUS MHMOPMALMOHHBLIX CUCTEM WU



consultantplus://offline/ref=B6F32725D39ED278FE9137AF6136F78B74AE35221C4FB680C23C6B4DFF0698052C6C1AC4ADE8BB46f7j6L

0COB6eHHOCTM paboTbl C HUMU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneyeHns N KOMMNbIOTEPHbIX CPEACTB

MpaBuna genoBown nepenmncku

MNpaBuna genoBoro aTukeTa

Opyrne
XapakTepuCcTUKn

3.3.4. TpynoBas cyHKuusA

OpraHunsaums 3akynku u npuobpeteHms YpoBeHb
HanmeHoBaHve |TOBapoB M yCnyr Ans aKkcnnyataumm n Kog | C/04.5 | (noaypoBeHb) 5
06CnyXMBaHWs TpaHCcnopTa opraHusauun KBanudukaumm
MpoucxoxgeHve 3aMMcTBOBaHO
P KA OpurnHan X
TPYOOBOM PYHKLUK 13 opurnHana
Kopn PernctpaunoHHbIn
opvrMHana Homep
npodeccnoHanbHoro
cTanfgapTa

TpynoBble AencTBusA

MpoBeneHne aHanu3a pbiHka TOBApOB U yCnyr Ans obecnevyeHus TpaHcrnopTa
opraHu3aumu, B TOM 4ucrie BblOOP CTaHUMI TEXHUYECKOro o6CnyXuBaHMs
aBTOMOOUNEn

OpraHusaumsa oTOoOpa MOCTaBLWIMKOB C MPUMEHEHUEM  KOHKYPEHTHbIX
cnocoboB 3aKynku

MoarotoBka  [OOKYMEHTaUMM OnNa  MpoBeAeHuss  npouedyp  Bbibopa
MOCTaBLLVMKOB U1 3aKyMKu

ConpoBoxaeHve npoueaypbl 3akoYeHs KOHTPaKTOB Ha MOCTaBKy TOBapoB
MW npepocTaBrneHve Ycnyr C Uenbilo obecrneyeHus akcnnyatauum u
o6cnyxmBaHUa TpaHcnopTa opraHvsaumm

CuctemaTtusaums n o06006LweHne MH(bOpMaLI,VII/I O 3aKJMlO4YeHHbIX AOoroBopax

BepneHve peecTpa 4OroBOPOB Ha NOCTaBKy TOBApOB M OKasaHue ycryr

BeneHne 6a3bl NOCTaBLLMKOB TOBapoOB u ycnyr

MOHWUTOPWHS LieH Ha npuobpeTaemble TOBapbl U yCnyru

PaboTta ¢ nocrasLimkamm TOBapoB M ycnyr C Uenbko ynyyweHunda Kadecrtsa u
CHMXeHuA 3aTtpart

KoHTponb CpokoB MpoBedeHMsi onnaTbl B COOTBETCTBUMM C 3aKMHOYEHHbLIMM
[l0roBopamu, B TOM Ymcre odepThbl

KoHTponb co6rnofeHnss M UCTMOMHEHUst YCIOBUIA  [OOrOBOPOB  MOCTaBKM
TOBAapOB WSV NPeaoCTaBlEHNs YCIYyrK, a Takke NpeaoCcTaBrieHnsl NepBUYHON
AOKyMeHTaLuum




cDOpMI/IpOBaHI/Ie 3aABOK Ha NOCTaBKy TOBapoOB WU yCnyr, HeobxoauMMbIX Onsi
OGCJ'Iy)KVIBaHVIFI TpaHCcnopTa opraHn3aunn n nogaepxaHuda ero B ncnpaBHOM
COCTOAHUN

MoprotoBka [OOKYMEHTOB ANs npoueaypbl CTPaxoBaHWs TPaHCMOPTHbLIX
cpeacTs

ConpoBoxaeHve npoLeaypbl CTpaxoBaHWsl TPaHCMNOPTHLIX CPEACTB

MoproToBka AOKYMEHTOB ANs npoueaypbl 0hOPMIEHUsI CTPAxoBOro criyyas
npwv ero HacTynneHum

ConpoBoxaeHne npoleaypbl OOPMIIEHNS CTPaxOBOro cryyas npu ero
HacTynneHum

ConpoBoxaeHue npoueaypbl 3aKynkv unu npogaxu TpaHcnopTa

OcbopmneHne OTYETHbIX AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMSMU Ans
KOHTpareHToB 1 NogpasaeneHunii Gyxrantepckoro yyeTa

MocTaHoBKa Ha rocyaapCTBEHHbIV y4eT TPaHCMOPTHbIX CPEACTB OpraHM3auum
B COOTBETCTBMM C TpeboBaHuMaAMM 3akoHogaTenbctBa Poccuiickon
denepaumm

CHAaTMe ¢ rocygapCTBEHHOro yyeTa TPaHCMOPTHbIX CPeacTB OpraHv3aumv B
COOTBETCTBMU C TpeboBaHUAMM 3akoHogaTenbcTBa Poccunckon ®egepauun

CocTaBneHne CBOAHbIX Y4€THbIX WU OTYETHbIX [OOKYMEHTOB O (*)aKTaX
XO3SMCTBEHHON  OEeATenbHOCTU opraHnsaumm B 4aCTu NOCTaBkKM U
MCNnoJs1ib30BaHMA TOBApPOB U YCI1yr, COCTOAHUA PblHKa TOBApOB U yCcnyr

Heobxoaumble
yMeHuA

OnpepgenaTb obbem HeobXxoAMMbIX notpebHocTen B
MaTepuanbHO-TEXHNYECKNX, (UHAHCOBBIX pecypcax B COOTBETCTBUM C
noKanbHbIMW HOPMAaTMBHBIMW akTaMu 1 B1o4XXeToM opraHnsauum

OnpepenaTe Haubonee a@dEKTUBHBIE U KayeCTBEHHble MokasaTenu
HeobX0AMMbIX TOBAPOB U YCIyr

OpFaHM3OBbIBaTb npouenypy 3akynku ToBapos U ycnyr

CocTaBnsaTb U 0POpPMNSATL JOKYMEHTbI AN npoueayp Bbibopa NocTaBLUMKOB
1 npoueayp 3akynku

CocTaBnsTb U 0popMIATL AOrOBOPLI

dopmynupoBaTb NOTPEOHOCTM B TEX UMM MHBIX TOBapax WM ycnyrax, a Takke
nsnaratb UX onnucaHne B NUCbMEHHOWN popme

OcbopMnATb [OOKYMEHTbl B paMKaxX BbINOMHAEMbIX TPYAOBbIX (OYHKUUA B
COOTBETCTBUM C 3aKoHoAaTeNnbCTBOM Poccuiickoit ®enepauum 1 nokanbHbIMU
HOPMaTMBHbLIMWU aKTaMu

KﬂaCCVI(*)I/ILI,MpOBaTb nepBuyHble OTYETHble OOKYMEHTbl, OUeHMBaTb WX
cooTBeTCcTBUE TpeGOBaHI/IHM 3akoHogaTtenbcTBa Poccunckon Cbep,epau,wm n
ycnosuam goroesopa

CocTaBnsATb CBOAHblE Y4Y€THble W OTYETHble [OKYMEHTbl B Lensx
OCYLLIECTBMEHMSA KOHTPOMS M aHanusa [AaHHbiX 06 WCMonb3oBaHun W
3KCMnyaTaummn TpaHCMOPTHbIX CPEACTB, COCTOSIHUM PbiHKa TOBapOB W yCryr

CocTtaBnars, cucrteMatnsnpoBaTb U aKkTyanmampoBaTb 683y NnocTaBLUMKOB




TOBapOB W yCnyr

Mcnonb3oBaTb  KOMMbIOTEPHbIE  MporpaMmbl  ANS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa faHHbIX, cocTaBneHusi 6a3 AaHHbIX, BeAeHUs
AOKymMeHToO6opoTa, CMpaBOYHO-MpPaBoOBbIe CUCTEMBI, pecypcebl
NHOOPMALIMOHHO-TENEKOMMYHUKaLMOHHON ceTh "UIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpencrtBa KOMMYHUKaunmn

BecT neperosopbl M [OenoByl nepenqcky, cobniogas HOpMbl OEnoBOro
aTUKeTa

Heobxoaumeble
3HaHus

PbLIHOK MOCTaBLLMKOB ABTOTPAHCNOPTHbLIX CpeacTB

PbIHOK MOCTaBLUMKOB TOBApOB M ycnyr Ansg obecneveHuns 3akcrnnyataumu u
06CnyXnBaHNS TPAHCMNOPTHLIX CPeACTB

anIHLI,I/IFI, anropmuTM un atanbl NpoBeaeHnA 3aKyrnok

OcHOBbI OrOBOPHOW paboThbl

nOpH}J,OK 3aKrr4YeHna goroeopos

HopmaTtunBHo-TexHNYeckas [OKyMeHTaLms, pernameHTupyoLLas
3KCMNyaTaumio 1 PEMOHT TPAHCMOPTHbIX CPeaCTB

YCTPOWCTBO U KOHCTPYKTUBHBbIE OCOGEHHOCTM TPAHCTIOPTHLIX CPEeACTB

TeXHI/IKO-SKCI'IJ'IyaTaLLI/IOHHbIe OaHHble TPAHCMNOPTHLIX CpencTs

I'Ipanu'la TEXHUYECKON 3KcnnyaTtaunn TpaHCNOPTHbLIX CPeacTB

OCHOBHbIE MapK1 TPAHCMOPTHbLIX CPEACTB

OcHoBHble npon3soanTeNTM TPaHCNOPTHbLIX CpeacTB

3akoHopaTenbcTBo Poccuiickon depepaumm B obnactm  6e3onacHocTum
OOPOXHOro [ABWXEHUsi, B TOM 4uCre MnpaBuil  OOPOXHOrO ABWXKEHUS,
3KCMyaTaumMm u obcnyxmBaHna aBToTpaHcnopTa, NEPeBO3KM Maccaxupos U
rpy3os, MaTepuanbHO-TEXHUYECKOro obecneveHus, 3aKyno4HoM
OESTENbHOCTM, CKMafCcKoro yyeta, Aenonpov3BOACTBa U apXUBUPOBAHUS B
pamMKkax BbIMOMHSEMbIX TPYAOBbIX (PYHKUMI, a Takke rpaxaaHckoe
3aKOHOAATENbCTBO

Poccuiickon ®efepaumm B YacTu perynvpoBaHusi 4OrOBOPHbLIX OTHOLLIEHUIA U
CAENOK MeXay y4aCTHUKaMU pbiHKa

NokanbHble HOpMAaTWMBHbIE aKTbl OpraHuM3auun obLuero xapaktepa W no
byHKUMOHaNbLHOMY HanpaBneHnto AesaTeNbHOCTH

CTpyKkTypa U MpUHUWMNBI OpraHM3auunM OOKYMeHToob6opoTa, B TOM uducre C
noapasfeneHUsAMM opraHusauun, BeayLwymMmn Gyxrantepckuii yuet

BasoBble 0CHOBbI MHOPMATUKKU, NOCTPOEHUS MHAPOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU paboTbl C HUMK

Cnocobbl  06paboTkM MHGOPMaLMM C  UCMONb30BaAHWMEM MPOrPaMMHOIO
obecrneyeHnst U KOMMNbIOTEPHbLIX CPeACcTB

lMpaBuna genoBon Nnepenncku
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MNpaBuna genoBoro aTukeTa

Opyrne -
XapaKTepPUCTUKN

3.4. O6o6LWeHHana TpyaoBasa PyHKUUA

MaTtepuanbHO-TEXHMYECKOE U
OKYMEHTaLMOHHOE COMNPOBOXAEHNE YpoBeHb
HanmeHoBaHue AoKy H poBOXA Kopn D P 5
npouecca ynpaeneHnsi HeABUKUMOCTbIO KBanMdukaumm
opraHusaumm
MpouncxoxaeHne
P kne . 3anmMcTBOBaHO
00600LeHHon TpygoBon | OpurmHan X
13 opurmHana
OYHKLMN
Kon PeructpauunoHHbi
opurMHana HoMmep
npodeccnoHanbHoro
cTangapTa
Bo3amoxHble Cneumanuct agMUHUCTPATUBHO-XO3ANCTBEHHON AeATENbHOCTY
HanMeHoBaHUs CneunanncT no ynpaerneHuio KopnopaTuBHOM HEOBMKUMOCTLIO

OOIKHOCTEN, Nnpodeccuin

TpeboBaHus kK
06pa3zoBaHuio 1 00y4eHUto

CpepHee npodeccroHansHoe obpasoBaHue - nporpammMa NoAroTOBKU
crneumanucToB cpefiHero 3BeHa unu

CpepHee npodeccroHansHoe obpasoBaHue (HenpounbHoe) -
nporpaMmma nNoAroTOBKW CNeumnanncToB CpeaHero 3BeHa 1
JOoNonHUTEeNbHOE nNpodeccrMoHanbHoe obpa3oBaHme - NporpaMmel
npodyeccuoHarnbHON NepenoaroToBKU No NPOUITIO AeATENLHOCTH,
HononHuTtenbHoe npodeccrMoHansHoe obpa3oBaHWe - NporpaMmebl
NOBbLILLIEHMSA KBanMdukaumm no npouno AesaTenbHOCTU (He pexe Yem
pas B Tpu roga)

TpeboBaHUs K OMbITy
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka
K paboTe

[pyrne xapakrepucTumkm

HdononHuTtenbHble XapaKTepPUCTUKU

HanmeHoBaHue OOKYyMeHTa Koa HanmeHoBaHne 6a3oBoi rpynnbl, OOJDKHOCTU

(npodheccum) nnu cneynanbHOCTH

OK3 3323 3akynwmkm
3334 AreHTbI N0 onepauusam ¢ HeABMXUMOCTbLIO U OpYrown
COOCTBEHHOCTbLIO
EKC - MHXeHep No pemMoHTy
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- MHxxeHep no opraHu3auum sakcnnyataumum u pemMoHTy
34aHWNIA N COOPYXKEHWNI

- Cneunanuct

- OKOHOMMCT MO JOrOBOPHOM M NMPETEH3MOHHON paboTe

OKMNnATP 22647 MHxxeHep no opraHu3auum akcnnyatauum n pemMoHTy
3[aHWNIA N COOPYXEHUI
22968 MHCNEeKTop No KOHTPOSIIO 3@ TEXHNUYECKNM
cogepxaHveM 3aaHum
26541 Cneumnanuct
27743 OKOHOMWCT MO AOrOBOPHOWM U NPETEH3MOHHON paboTe
OKCO 2.08.02.01 |CTpouTenbCTBO M 3KCMyaTauns 3gaHui u

COOpPYXeHWUI

3.4.1. TpynoBas ¢yHKUUA

ConpoBoxageHune n obecneveHne
npoLiecca akcnnyaraumm, o6cnyxmBaHus YpoBeHb
HaunmeHoBaHue y ' X Kog |D/01.5 | (nogypoBeHb) 5
N pEMOHTa 06 BHEKTOB HEABMXKUMOCTH
KBanudukaumm
opraHusaumm
lNpouncxoxaeHue 3anmcTBOBaHO
P L OpvrnHan X
TPYOOBOW OyHKLMUK 13 opurmHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBusA

lMpoBepka ycnoBuM UK  KavyecTBa  SKChfyataumm U TEXHUYECKOro
obcnyxmBaHus ~ obOpyLoOBaHWS,  UHXEHEPHbIX CeTem U CUCTEM
XunsHeobecneyeHnsi (3a UCKIIOYEHNEM cNnaboToYHbIX cuctem
TENEKOMMYHUKALMIA M CBA3W, OXPaHbl) COrMacHO npaBuiiaM TEeXHUYECKOW
akcnnyaTaumm

ConpoBoxaeHne  3KcnnyaTaumu M TEeXHM4eckoro  obCnyXunBaHus
000opyaoOBaHUs, WHXEHEpPHbIX CeTen U CUCTEM Xu3HeobecneuveHus (3a
UCKMoYeHMeM craboTOYHbIX CUCTEM TENEeKOMMYHUKAUWUA U CBS3M, OXpaHbl)
COrnacHo npaBuriam TEXHUYECKOWN aKcnnyaTauum

KOHTpOJ'Ib MncnpaBHOCTN «” pa6OTOCFI0006HOCTl/I 060py,D,OBaHI/IFI n CcucTtem
Xn3HeobecneyeHns

KOHTpOnb CPOKOB rapaHTum U CepBUCHOrO obcrnyxmnBaHus obopygoBaHusS U
cucTeMm XusHeobecneyeHus

OpraHuzaumst paboTbl CEpBUCHBLIX CNyX6 ANnA YyCTpaHeHWUs TeXHUYEeCKMX
HencnpaBHOCTEN CUCTEM XU3HeobecrneyeHns: NoMeLLEHNs, 30aHns

BbI30B aBapuiiHbIX CNy6 Npy aBapunHbIX CUTyaLUAX
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OpraHusauns ycTpaHeHust NocneacTBuUi aBapuin Ha obbekTax HeABUXKUMOCTMU
opraHmsaumm

ConpoBOXAEHUE  PEMOHTHO-CTPOMTENbHLIX  paboT Ha  Tepputopun
opraHusaLumm

KoHTponb kayecTBa MNPOBOAMMBIX PEMOHTHO-CTPOMTENbHBLIX paboT Ha
TEPPUTOPUM OpraHn3aLm

OueHka kadecTBa paboTbl CEpPBUCHBIX OpraHusaumi u paboTHUKOB,
obecneunBatoLux yoopky 1 obcnyxmBaHue NoMeLLeHUin opraHusauum

Opl’aHVISaU,I/IFI 060pa N BblBO3a OTXO0A4OB, a TaKke nepegada uMX Ha
yTunmn3auuo unm nepepa60TKy B COOTBETCTBMN C 3KOJIOTM4ECKNMMMN HOpPpMaMU
n npasunamun

BbinonHeHne MeponpuaTM NO NOXapHOW, 3Korormyeckon 6HesonacHOCTU
06BEKTOB, rpaXxaaHCcKo 060pOoHe 1 3alwuTe OT Ype3BblvalHbIX CUTYaLLUiA

Heobxoaumble
yMeHuA

BoicTpanBaTte #  opraHu3oBbiBaTb  paboTy € 3KCnnyaTauMOHHbIMM,
CEPBMCHBLIMU 1 aBapUNHbIMK Criyx6amm

OnpepnenaTb obbem HeobxoauMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
nokanbHbIMM HOPMAaTUBHbIMW akTamMn W OlmKeToM opraHusauun Ans
aKkcnnyaTaumm, ob6CnyxmBaHus 1 pemMoHTa 06 beKTOB HedBKMMOCTU

VMcnonb3oBaTb MPOEKTHO-CMETHYIO W WCMOMHUTENbHYIO [OOKYMEHTaUMI0 B
pamKkax BbINOSHSEMbIX TPYAOBbIX (PyHKLMNA

OueHuBatb BU3yalibHO COCTOAHUE 00beKkTa HeaBWXMMOCTM U  CUCTEM
Kn3HeobecnevyeHnss C Lenblo opraHudaumn nposeneHuna TEXHNYECKOMN
ONarHoCTUKU Unn peMoHTa

OueHunBaTb Ka4yeCcTBO OKa3blBaeMbIX ycnyr no y6op|<e n 06CJ'Iy>KVIBaHVIIO
nomMeLLeHnI opraHunsauunmn

OueHnBaTb Ka4yeCTBO BbIMOJIHEHHbIX PaboT MO PEMOHTY, 3SKchnyaTauum u
06CcnyXnBaHWI0 06BEKTOB HEABMXMMOCTM

CocTtaBnsTtb U O(*)OpMﬂFITb OOKYMEeHTbIl A4 npouenyp Bbl60pa NOoCTaBLLUMKOB
nnpouenyp 3akynku

dopmynupoBaTtb NOTPEOHOCTM B TEX UMK MHBIX TOBapax W ycnyrax, a Takke
nsnaratb X onMcaHue B NUCbMeHHoW hopme

PaboTtaTtb ¢ 3akno4YeHHbIMMK [oroeopamMm Ha NoCTaBKy TOBapoB U OKasaHue
ycnyr

CocTtaBnsaTb CBOAHblE y4eTHble WU OT4YEeTHbleé [OOKYMEeHTbl B LUenax
OocyLiecTBneHus KOHTpONA N aHanmsa [daHHbIX O HeaBMWXMMOCTHU
opraHunsaumn, COCTOAHUA pPbIHKA TOBAapoB W ycnyr no 06CJ'Iy)KI/IBaHl/IIO
HeABWXNMOCTU

OdopmnsaTb AOKYMEHTbI (B TOM 4MCre O BBOAE B IKCMyaTauuio) B pamkax
BbIMOSTHAEMbIX TPYAOBbIX (PYHKLUUA B COOTBETCTBMM C 3aKOHOLATEIIbCTBOM
Poccunckon degepaumm n nokanbHbIMM HOPMATUBHBIMU akTamum

Wcnonb3oBaTb NpUMEMbl  KOMMIEKCHOW MPOBEPKN MEePBUYHBIX  YYETHbIX
JOKYMEHTOB, B TOM 4MCIle OTYETHbIX [JOKYMEHTOB 3a MpPOBEAEHHble




PEMOHTHO-CTPOUTESNbHbIE PabOTHI

Mcnonb3oBaTb  KOMMbIOTEPHbIE  MporpaMmbl  ANS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa faHHbIX, cocTaBneHusi 6a3 AaHHbIX, BeAeHUs
AOKymMeHToO6opoTa, CnpaBOYHO-NPaBOBbIe CUCTEMBI, pecypcebl
NHOPMALIMOHHO-TENEKOMMYHUKaLMOHHON ceTu "MIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpencrtBa KOMMYHUKaunmn

BecT neperosopbl M [OenoByl nepenqcky, cobniogas HOpMbl OEnoBOro
aTUKeTa

Heobxoaumeble
3HaHus

3akoHogaTenbcTBO Poccuiickoi ®egepaumnu, perynupytowee obecredeHve u
3KCMyaTaumio 30aHuii 1 CoOopyKeHui

HopmaTuBHble NpaBoOBble akTbl, METOAMYECKME MaTepuanbl, MONOXeHUs,
WHCTPYKLUUW, OpYrMe pyKoBoAsILLME MaTepuanbl U OKYMEHTbI, perynupyoLume
obecneyeHune 1 aKcnyaTaumio 3aHuiA U COOPYXXEHNI

OcobeHHoCTH yxooa 3a pas3fiMdyHbiMM NOBEPXHOCTAMU U  OTAENIOYHbIMU
NOKPbITUAMMU

CTaHOapTbl KIMHWHIOBbIX YCyr

Hopmbl n npaBuna obecneyeHnss noxapHon ©Ge3onacHOCTM B pamKax
BbINOMHAEMbIX TPYAOBbIX (DYHKLMIA

Hopmbl 1 npaBuna obecneyeHuss rpaxaaHckol OBOpPOHbI U 3aluTbl OT
YypesBblyaliHbIX CUTyaLUiA B pamMmKax BbINOSTHAEMbIX TPYAOBbIX (YHKLNIA

Hopmbl 1 npaBuna obecneyeHusa akonornyeckon 6e3onacHOCTM B pamkax
BbINONHAEMbIX TPYOO0BbIX (PYHKLMIA

TexHonorust n cnocobbl BeAEeHNs1 CTPOUTENbHBIX, PEMOHTHBLIX U MOHTaXHbIX
paboT B pamkax BbIMONHAEMbIX TPYA0BbIX (DYHKLMIA

CTpoutenbHble HOpPMbI M MNpaBuna B paMKkax BbIMOMHAEMbIX TPYAOBbIX
DYHKLNIA

ObLwme TexHUYECKEe XapakTEPUCTUKM CUCTEM KM3HeobecnevyeHns ob6beKToB
HeaBWXNMOCTU

KOHCprKTMBHbIe 0ocobeHHOCTH 060pyD,OBaHVIﬂ CUCTEM XM3HeobecneyeHus

OcHoBHble  TpeboBaHMS  CTaHOAPTOB, TEXHWYECKMX,  Ka4YeCTBEHHbIX
XapaKTepucTuK, npeabsiBNsieMble K 06bekTaM HeaBMKUMOCTH

MeToabl ¥ npaBuna npuemMa-nepenadn, XpaHeHUs W apXMBUPOBaHUS
[AOKyMeHTaLun

OCHOBbI ¥ MPUHLMNBI Knaccudmkaunm 3gaHnii 1 COOPYXeHUN

CprKTypa N npuHUunbl opraHun3auunm ,EI,OKyMeHTOO60pOTa, B TOM 4ucne c
noapasgeneHnaMmm opraHmsauunm

MNopsagok ohopmMneHnsa 3akasoB y NOCTaBLUMKOB TOBapOB U YCryr

OCHOBHble  YCIOBUSA  3aKMIOYEHHbIX [OrOBOPOB Ha MOCTaBKY TOBapoOB,
NpeqoCTaBrieHne YCryr, apeHAbl MOMELLEeHUI B 4acTu OOCnyXvBaHUS |
aKcnnyaTaumm




JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auum obuero Xapaktepa “ no
Cb)/HKLI,I/IOHaJ'IbHOMy HanpaBJ1ieHUO OeATENIbHOCTU

BbasoBble 0CHOBbI MHOPMATUKKU, NOCTPOEHUST MHAOPMALMOHHBIX CUCTEM U
0Cob6eHHOCTM paboTbl C HUMU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneyveHmns 1 KOMMNbITEPHBLIX CPEACTB

MpaBuna genoBown nepennckn

ﬂpanma AEeNoBOro 3TUKeTa

Opyrve
XapaKTepUcTukmn

3.4.2. TpynoBas ¢yHKUUA

Mopbop 00BLEKTOB HEOBMXUMOCTU B
Lensix pasmMeLLeHns opraHm3aumm 1 YpoBeHb
HavnmeHoBaHue - . Kog |D/02.5 | (nogypoBeHb) 5
BEAEHUSI ee XO35NCTBEHHOW
KBanudukaumm
AeaTenbHoCTH
MpoucxoxgeHve 3aMMcTBOBaHO
P L Opwurunan X
TPYOOBOW PYHKLUK n3 opurnHana
Kon PernctpauunoHHbi
opurMHana Homep
npodeccnoHansHoro
cTanfgapTa

TpynoBble AencTBus

AHanu3 noTpebHOCTel opraHM3aLmmn B o6ecneyeHnn HeABUKMMOCTbIO

AHanua adppeKTUBHOCTN UCMOMb30BaHUS NOMELLEHWIA

AHanu3 NOCTYNUBLLMX 3a8iBOK Ha Noabop 06beKkToB HeaBMKMMOCTM

I'Iposep,eHlAe OCMOTpOB 00beKToOB HeEOBWXNMOCTHU C Lernblo
npep,BapMTeanoﬁ OLEHKM COOTBETCTBUA I'IOTpe6HOCTF|M opraHunsauunmn

MpoBedeHne aHanvMa3a COOTBETCTBUS MOCTYMNUBLUMX 3asABOK IOKambHbIM
HOPMaTMBHbIM akTaMm, a Takke 3annaHMpPoBaHHOMY GHOIKETY

ConpoBoxaeHue npolecca noabopa OGBLEKTOB HEOBWKUMOCTU  Ons
pasmeLleHns opraHusaLmm

AHanua mnmetroLmnxcs npe,u,nomeHmVl Ha pPblHKe OOBbEKTOB HEeOBMXMMOCTU Ha
npegmMeT COOTBETCTBUA I'IOTpe6HOCTﬂM opraHunsauunmn

lNoaroToBka aHaNUTUYECKUX CrnpaBoOK N CBOAHbIX OTYETOB O COCTOAHUN PbIHKA
HeaBWXNMOCTU

MoaroToBka WTOrOBbLIX MepeyvHeir U npes3eHTauuin Havbonee NOAXOAALLMX
NpeanoXeHuin OBBLEKTOB  HEOBMKUMOCTU C  OTPaXeHMeM  KMuveBbIX
XapakTepucTumk

MOHVITOpVIHI' apeHOHbIX CTaBOK U LleH Ha HeBMXNMOCTb




Heobxogumele MpoBoguTb OCMOTPbI W  UCNOMb30BaTb METOAbl OLUEHKM ODOBLEKTOB
yMeHus HEeABWXNMOCTHU
Bectn neperoBopbl 1 OenoByt nepenucky, cobntogasd HopMbl AEenoBOro
aTukeTa
CoctaBnsaATb CBOOHbIE YYEeTHbIE W OTYETHblE [OKYMEHTbl B  Lensix
OCYLLECTBMEHUS  KOHTPONA M aHamu3a [aHHblX O  HeOBWKMMOCTU
opraHm3aumu, a TaKkke CUTyauumn Ha pbiHKE HEOBKMMOCTU
Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmmbl  ANA  BeOeHua  y4eTa,
cuctematTmsaumMm U aHanumsa [aHHbIX, cocTaBneHus 6a3 AaHHbIX, BeAeHUsi
OokymeHToobopoTa, CnpaBoO4HO-NpPaBOBbIE CUCTEMBI, pecypchbl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTu "VIHTEpHET", OprTeXHUKY
Vcnonb3oBaTtb cpeacTBa KOMMYHMKALUN
Heobxogumble OcHoBHble ~ TpeboOBaHMSA  CTAHOAPTOB,  TEXHWYECKUX,  KAYECTBEHHbIX
3HaHWA XapaKTepUCTHK, NpeabsiBNaeMble K 06bekTaM HeaBKMMOCTH

OcCHOBbI 1 MPUHLMNBI Knaccugukaunm 3gaHnii 1 COOpYyXeHun

AreHTCTBa U opraHusauuu, pa60Ta+ou.|.Me Ha pblHKE HEOBMWXNMOCTHN

Buabl okasbiBaeMbIX yCnyr areHTCTBamu M opraHusaumsmu, paboTaroLmmm
Ha pblHKE HEOBMXUMOCTU

KOH'bIOHKTypa PbiHKa HeABMXNMOCTU

MeTtoabl aHanu3a n nopsgok cbopa, ob6paboTkm n nepegayun nHdopmMmaumm o
PblHKE HEOBMXNMOCTU

I'Iopﬂp,m( npoeeageHnAa oCMoTpoB 00BHEKTOB HEOBMXNMOCTU

MeToabl OLLeHKM 0OBEKTOB HEABMXKUMOCTU

JlokanbHblEe HOpMaTuMBHbIE aKTbl OpraHun3auum obuwero Xapakrtepa “ no
d)YHKLI,I/IOHaJ'IbHOMy HanpaBJ1ieHUO OeATENIbHOCTH

CTpyKkTypa 1 NpUHLMMbI OpraHu3auuM JoKkyMeHToobopoTa

3akoHogaTenbctBo Poccunickon depepaumm B 00nactm  3eMernbHOrO,
XUINULLHOTO, 3KOSMOrMYecKoro, HaroroBoro, rpaxgaHcKkoro npaeBa B 4actu
perynupoBaHMs OTHOLLUEHMIA C HEOBWKMMOCTbIO B pamKax BbIMOMHAEMbIX
TPYAOBLIX OYHKLNIA

HOpMaTMBHbIe npaBoBbl€ akKkTbl, MeToAU4YECKME MaTepunarbl, MNONOXEHUA,
MHCTPYKUUN, Opyrme pykosogdLimne Mmartepuanbl U JOKYMEHTbI, perynumpyruine
onepaunn ¢ HeaABMWXMMOCTbI, B paMKaXx BbINOJIHAEMbIX TPYyO4OBbIX (byHKLI,I/IVI

BasoBble ocHOBbI MHOPMATUKN, NOCTPOEHUS UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU paboTbl C HUMK

Cnocobbl  06paboTkyn MHGOPMaLUM C  UCMONb30BaAHWMEM MPOrPamMMHOI0
obecrneyeHnss U KOMNbIOTEPHBIX CPEACTB

MpaBuna genoBon Nnepenncku

lNpaBuna genoBoro atukeTa

CTpykTypa opraHusaumm




Opyrve
XapaKTepPUCTUKN

3.4.3. TpynoBas cyHKuusA

[okymeHTauMoHHOEe CONPOBOXAEHME,
cBA3aHHOe ¢ obecneyeHnem npaea
COBCTBEHHOCTM UINM MHOTO BELLHOrO npasa YposeHb
HavnmeHoBaHue Kog |D/03.5 | (nogypoBeHb) 5
1 NPOLIECCOB UCMOb30BaHWS,
KBanudgukaumm
aKcnyaTaumm n o0CnyxMBaHnss 00 bEKTOB
HeaBWXXMMOCTU OpraHM3aLmm
MpowuncxoxneHne 3anmcTBOBaHO
P A OpurnHan X
TPYOOBOM OyHKLMUK 13 opurnHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccunoHansHoro
cTaHgapTa

TpynoBble AencTBuUs

MogroToBka OOKYMEHTOB K pernctpauum npaB Ha HeOABMXXMMOCTb WU
perncrpauun ﬂ,OJ'II'OCpO‘-IHOIZ apeHgbl HeABWXNMOCTHU

MogroToBka [AOKYMEHTOB [Ans npoueayp MOKYMkU M MpoAaxu oObekToB
HeBVKUMOCTM

COI'IpOBO)KLI,eHVIe npouenyp nokynku n npogaxwu 00BbEKTOB HEOBUXUMOCTU

Onpe/J,eneHme nepeyHa OOKyMeHTauun Ha 00bEeKTbl HeABMXMMOCTH

I'IpOBepKa M aHanm3 coCtaBa WU coAepXaHuAa OOKyMeHTauun Ha
HeOABWXNMOCTb, BbiABIIEHNE OTCYTCTBYHOLLUMX OOKYMEHTOB, nm6o LOOKYMEHTOB,
He COOTBETCTBYHLUNX COCTOAHUIO 00bekTa HeABUKMMOCTH

lMogrotoBka OOKYMEHTOB AONA Npoueadyp 3akroYeHUs [OroBOpoB apeHdbl
(cybapeHapl) He4BWXMMOCTH

ConpoBoxgeHvue npoueayp 3akniovyeHWss AoroBopoB apeHAbl (cybapeHdbl)
HeaABMWXUMOCTU

MoarotoBka [OKYMEHTOB [ANis npoueayp OMOpMIIEHUS, perucTpauum u
UCMONHEHNA [OKYMEHTOB Ha HEOBWXUMOCTb, €e 9KChyatauuo U
ynpaBreHne, TEeXHMYeckoe  COCTOsiHWe,  perucTpauvio  npaea  Ha
HEeABUXUMOCTb

ConpoBoxaeHne npoueayp OMOPMMNEHNs, pPerucTpaumMm U MUCMONHEeHUs
JOKYMEHTOB Ha HeOBWXMMOCTb, €€ 9JKChfyaTauuio U yhnpasreHue,
TEXHMYECKoe COCTOsIHME, perucTpaLmio npaBa Ha HeABWXUMOCTb

Bsaumopgencteme C opraHamuM rocygapCtBeHHOW BfactTM UM MECTHOro
camoynpasneHnsa nNo Bonpocam HeABMXUMOCTH, 3eMrenofnb30BaHns

MogroToBka u nepenadva Ha XpaHeHWe OOKYMEeHTOB, noATBepXaawmnx npasa
Ha HeABMXNMOCTb, TEXHUYECKYHO N MHYKO OOKYMEHTaUUK Ha HEABUXUMOCTb

BeneHve peecTpa JOKYMEHTOB, NMOATBEPXKAAOLMX NpaBa Ha HEeABWXMMOCTb,
TEXHMUYECKYIO U MHYI0 OKYMEHTaLMI0 HA HeABUXUMOCTb




BeneHne peecTtpa 3akmOYeHHbIX [OrOBOPOB apeHdbl HeaBWXUMOCTH,
[JOroBopoB Ha obecneyeHne o6CnyXNBaHUSA U 3KCMNyaTauum

OtcnexnBaHne CBOEBpPEMEHHOCTHU onnaTtbl apeHgbl nomMeLLeHn n
KOMMYHarbHbIX nnaTexemn

KOHTpOJ'Ib cobntogeHnss M UCNOSIHEHMS YCﬂOBMVI AorosopoB apeHabl
HeOBWXMMOCTU, OOroBOPOB Ha obecneyeHne 06CJ'Iy)KVIBaHVIF| M aKcnnyartauuu,
a TakKkKe npegoctaBlieHnd FIepBVI‘-IHOVI AOOKymMeHTauum

Bsaumopgenctene ¢ apeHgogatensmMm no BoMpocam apeHAbl U YCroBMK
[OroBOPOB apeHabl HEABUXKUMOCTHU

BeneHune peecTpa 06BHEKTOB HEOBWMXXUMOCTH, KOHTPOJ1b €ro aktyasibHOCTH

BeoeHne noOOGBLEKTHONO aHanmMTUMYECKOro ydeta B Lensx aHanusa
3KOHOMUYECKOW appekTnBHOCTM npu NCrnonb30BaHMn obbekToB
HEeABWXNMOCTHU

Heobxoaumble
yMeHuA

OdopmnaTe  OOKYMEHTbl Ha  HEeABWKMMOCTb B COOTBETCTBMM  C
3akoHogaTtenbcTBoM Poccuiickon ®egepaunm 1 nokanbHbIMU HOPMATUBHbLIMU
akTamu

CocTaBnsiTb U 0cpopMIIATL AOrOBOPLI apeHab! (CyGapeHabl) HEABMKMMOCTM

Pabotate Cc  3aknwyeHHbIMM  goroBopamu  apeHabl  (cybapeHabl)
HeBVKUMOCTM

CocTtaBnsTb CBOAHblE y4yeTHble N OTYEeTHble [OOKYMEHTbl B UenAaAx
OCYyLUECTBJIEHUNA KOHTPOJIA U aHarnm3a AaHHbIX O HeABWXNMOCTU OpraHn3aumm

Vcnonb3oBaTb MNpPUEMbl  KOMMMEKCHOW MNPOBEPKM MEPBUYHBIX  YYETHBLIX
[OKYMEHTOB

Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmbl AN BeOeHus  y4eTa,
cucTemMaTmMsauum M aHanusa gaHHbIX, cocTaBneHus 6a3 AaHHbIX, BeaeHus
AOKyMeHTO06opoTa, CrpaBOYHO-MpaBOBbIe CUCTEMBI, pecypchbl
MHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky

Mcnonb3oBaTtb cpencrtBa KOMMyHUKauLnn

BecTu neperoBopbl M [enoByl nepenucky, cobniojas HopMbl OEenoBOro
aTukeTa

Heobxoaumeble
3HaHuA

3akoHogaTenbctBo Poccunickon depepaumm B 00Nactm  3eMernbHOrO,
JKUINULLIHOTO, 3KOJIOrMYEecKoro, HarloroBoro, rpaxaaHckoro npaBa B 4acTu
pEerynupoBaHns OTHOLLUEHWA C HEOBWKUMOCTbIO B pamKax BbIMOMHAEMbIX

TPYAOBLIX OYHKLNIA

HOpMaTMBHbIe npaBoBbl€ akKkTbl, MeToAU4YECKME MaTepunarbl, MNONOXEHUA,
MHCTPYKUMK, pyKoBOAdAUlME MaTepuanbl W OOKYMEHTbl, perynmpylLine
onepaunn ¢ HeaABWXMMOCTbLI B paMKaX BbIMOJIHAEMbIX TPYOO0BbIX (byHKLI,VIIZ

Mpoueaypbl perncTpaumMnm u OMOPMIIEHUS CAENOK C HEeOBWKMMOCTbIO,
TEXHUYECKOro COCTOSIHUS, IOKYMEHTOB Ha HEABMKUMOCTb

nOpﬂ,EI,OK 3aKrr4eHna JoroBopos n Od)OpMJ'IeHI/IFl HeobXoaAMMbIX LOOKYMEHTOB,
CBA3aHHbIX C Kynneﬁ-npop,ameﬂ n apeH,u,0|7| HeEOBWXNMOCTU

Mopsiaok 3aKnioYeHNst 4OrOBOPOB M OPOPMITEHUS] HEOOXOAUMBIX JOKYMEHTOB




B 4YacTu 9aKcnnyatauuwn, OBCMnyXuMBaHWS W pemoHTa (CTPOUTENbCTBA)
0OBbEKTOB HEeABKUMOCTM

OcHoBHble TpGGOBaHVIFl CTaHOapToOB, TEXHNYECKUX, KavyeCTBEHHbIX
XapaKTepUucTuk, npeabdaBidemMble K obbekTaM HeOBMKMMOCTU

OCHOBbI 1 NPUHLMMbI KNaccudukauum 3aaHnin U COopYyKeHMii

I'Ipanma npunemMa-nepenadun, XpaHeHna n apxmsmpoBaHUA OOKyMeHTaunu

JlokanbHblEe HOpMaTuMBHbIE aKTbl OpraHun3auumn obuwero Xapakrtepa “ no
beHKLI,I/IOHaJ'IbHOMy HanpaBJieHU0 OeATENIbHOCTU

CTpykTypa W MpUHUMNbI OpraHu3aumMmM OOKymMeHToobopoTa, B TOM 4ucrie C
nogpasgeneHmsiMmn opraHmsauum

BasoBble OCHOBbI MHOPMATUKWU, MOCTPOEHUS MHAOPMALIMOHHBLIX CUCTEM U
0cobeHHOCTM paboTbl C HUMMK

Cnocobbl  06paboTkn wuHOpMaUMM C  MCNOMNb30OBaHNEM MPOrPaMMHOIoO
obecneyeHns N KOMMNbIOTEPHbIX CPEACTB

MNpaBuna genoBown nepenmncku

lMpaBuna genoBoro aTukeTa

CTpykTypa opraHusaumm

Opyrve
XapaKTepUCTUKn

3.4.4. TpypnoBas cdyHKUMA

OpraHusaums 3akynku un npmobpeTteHus YpoBeHb
TOBapoB, 060PYAOBAHUA U YCIYT B LENsaX
HaunmeHoBaHue P pyA yenyre u Kog |D/04.5 | (nogypoBeHb) 5
akcnnyaTaumm n o6cnyxmBaHns 00 bEKTOB
KBanvdukaumm
HEeABWKUMOCTW OpraHm3aumnm
MpouncxoxaeHve 3anmcTBOBaHO
o OpurnHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HomMep
npodeccuoHanbHoro
cTangapTa

TpynoBble AencTBuA

AHanu3 pblHka ycrnyr M paboT No CTpaxoBaHWI, OLEHKe, COAEpXaHwio,
TEXHNYECKOMY 0BCMY>KMBAHUIO U PEMOHTY OObEKTOB HEABUXUMOCTU

MogroToBka naketa LOKYMEHTOB ANsl npouenypbl Bblbopa KOHTpareHTa Ha
MOCTaBKy YCMyr MO CTPaxoBaHMWIO, OLEHKe, COOEepXaHui, TeXHUYEecKoMy
06CnyXMBaHMIO M PEMOHTY 06 LEKTOB HEOBMXUMOCTU

3akntodeHne 00roeopoB Ha NOCTaBKy YycClyr no CTpaxoBaHUKO, OUEHKe,
cogepXaHnw, TexXHU4YeCKkomMmy O6Cﬂy)KI/IBaHVIIO N PemMOHTy 00bEeKTOB
HeABWXNMOCTU




BeneHue peectpa OOrOBOPOB Ha MOCTaBKY YCNyr Mo CTPaxOBaHWIO, OLEHKE,
CodepXaHuilo, TEeXHWYECKOMY OOCNyXMBaHWIO U  PEMOHTY 0ObekToB
HeOBWXMMOCTH

Bepnenne 6a3bl NOCTaBLLMKOB YCIyr N0 CTPAaxoBaHMWIO, OLEHKe, COAePKaHuIo,
TEXHNYECKOMY OBCNYXMBaHWUIO N PEMOHTY 06LEKTOB HeBUXMMOCTH

Bsaumopencteume ¢ KOHTpareHtammn un nocrtaswinkamuym C UeNblo yny4dleHuna
Ka4vyecTBa U CHUXEHNA 3aTpart

BeneHune paboTbl ¢ nocTaBLMKaMy MO YCTPAHEHMIO OOMNYLLEHHbIX HapyLLeHUA
yCrnoBMN [OrOBOPOB Ha oOKasaHue Yycrnyr Mo CTpPaxoBaHWO, OLEHKe,
COAEpXaHWIo, TEXHWYECKOMY OOCNy>XMBaHWIO U  PEeMOHTY 06bekToB
HeABVKUMOCTM

MoprotoBka [OKYMEHTOB Ans MNpoueaypbl CTpaxoBaHMWsl, CBS3aHHOMO C
BNafeHMeM W1 UCNONb30BaHUEM HEOBWKMMOCTW, a Takke npouenypbl
0hOpMIIEHUST CTPAXOBOIO Criydasi Mpy HaACTyNfIeHUN TakoBOrO

Conposom,quMe npouenypbl CTpaxoBaHuA, CBA3aHHOINo C BllageHnem wu
ncnonb3oBaHmMemMm HeaBMXMMOCTU, a TaKkKe npoueaypbl OCbOpMJ'IeHVIFI
CTpaxoBOro cny4vad npn HacTtynieHnm TakoBoro

OpFaHI/I3aLLI/IF| npoBeaeHna OUeHKHN OOBbEKTOB HEABMXNMOCTH

3akntoyeHne AoroeopoeB O npegocrtaBfieHMM  KOMMYHallbHbIX  YCIyr,
KCnyaTaumm n OGCﬂy)KVIBaHVIVI 00BEKTOB HEOBMXMMOCTU

OdbopmneHme OTYETHbIX JOKYMEHTOB B COOTBETCTBMM C TpeboBaHusMK ONsi
KOHTpareHToB ¥ nogpasfeneHnii byxrantepckoro yveTa

B3anmogenctene c noppasfernieHuamMu opraHmsaummM no npeTeH3VOHHOW
paboTe B criyyae HapyLIeHUs KOHTpareHTamun ycrioBMin JOroBopoB

Heobxoaumeble
yMeHuUs

OnpepnensaTb obbem HeobxoanUMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKMX, (DUHAHCOBLIX pecypcax B COOTBETCTBUM C
nokanbHbIMW HOPMAaTUBHbIMW akTaMu W OlomMKeToM opraHvsauum Ans
3KCMyaTaumm, o6CnyxmBaHms U peMOHTa O6LEKTOB HEABUXKMMOCTH

OpraHn3oBbIBaTb NpoLeaypy 3akynkv TOBapoB Unu ycnyr

CocTtaBnsitb 1 0popMNSTE AOKYMEHTbLI Ans npoleayp Bbibopa NocTaBLLMKOB
1 npoueayp 3akynku

CocTaBnsAiTb M 0OpMNATbL AOroBOpbl  Ha nNpuobpeTeHMe TOBapOB,
o6opyaoBaHMsA U YCryr B LENsX aKcnnyaTauum u obcnyXunBaHns o6beKkToB
HeOBWXMMOCTU opraH13aumm

PabotaTe C 3aknyeHHbIMM OOroBopamMm Ha npuobpeTeHne TOBapoOB.,
obopygoBaHust 1 ycryr B ULensx 3KcnnyaTaumm u obcnyxuBaHnss obbekToB
HeABWXMMOCTM OpraHu3aumm

CDOpMyﬂVIpOBaTb I'IOTpe6HOCTI/I B T€X UM UHbIX TOBapax u ycrnyrax, a Takxe
nanaratb UX onMcaHne B NMCbMEHHOM (bopme

CocTtaBnsaTb, cuctemMatTunusnpoBaTtb U aKkTyann3npoBaTb 6a3y NnocTaBLMKOB
TOBaApOB 1 ycnyr

Wcnonb3oBaTb MNpueMbl  KOMMSIEKCHOW MPOBEPKU MEePBUYHBbIX  YYETHbIX
JOKYMEHTOB, B TOM 4MCIle OTYETHbIX [JOKYMEHTOB 3a MpPOBEAEHHble




PEMOHTHO-CTPOUTENbHbIE PaboThI

Mcnonb3oBaTtb CMETHYK OOKYMEHTaUWnko Ha coaepXxXaHne n peMOHT 00beKkToB
HeaBWXNMOCTU

CocTtaBnsTb  CBOAHbIE y4yeTHble N OT4YEeTHble [OOKYMEHTbl B UenAax
ocyulecTBlieHus KOHTpONA N aHanm3a OdaHHbIX O HeaBWXUMOCTU
opraHunsauumn, a Takxe CUTyaumn Ha pblIHKE HEABWXNMOCTU

Mcnonb3oBaTb  KOMMbLIOTEPHbIE  NporpamMmbl  ANAS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa faHHbIX, cocTaBrneHuns 6a3 gaHHbIX, BedeHus
AOKyMeHTOO6opoTa, CMpaBOYHO-MpPaBoOBbIe CUCTEMBI, pecypcebl
NHOOPMALIMOHHO-TENEKOMMYHUKaLNOHHON ceTu "MIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpeancrtBa KOMMYHUKaunmn

BecTu neperoBopbl M AenoByl nepenucky, cobniogas HOpMbl OENOBOro
aTukeTa

Heobxoaumble
3HaAHUA

PbIHOK ycnyr no cTpaxoBaHUo 06 bEKTOB HEABMKUMOCTU

PbIHOK ycnyr no oueHke 06BHEKTOB HEOBMXMMOCTU

PbIHOK ycnyr no cogepxaHuilo M TEeXHUYECKOMY OBCnyXuBaHUO OBOBLEKTOB
HeABUXUMOCTHU

PbIHOK yCnyr no peMoOHTY 00BEKTOB HEOBMXNMOCTU

ueHOBaﬂ NONUTUKa pblHKa Ha onpeneneHHble KaTteropun ycnyr, B TOM 4ucne
npegocrtaBiieHne KOMMYyHalbHbIX yCnyr

anHLI,I/IFI, anropmutm 1 atanbl NnpoBeaeHNA 3aKyrnok

OcCHOBbI fOrOBOPHON PaGoThl

I'Iopﬂp,m( 3aKrr4yeHna goroeopos

Hopmbl n npaBuna obecneyeHuss noxapHon ©Ge3onacHOCTM B pamKax
BbINOMHAEMbIX TPYOO0BbIX (PYHKLMNA

HOprI n npasuna obecneyeHnss akonormdeckon GesonacHoCTn B pamMKax
BbINOJTHAEMbIX TPYOOBbIX (byHKLI,VII;I

TexHonornst n cnocobbl BeAeHNsi CTPOUTENbHBIX, PEMOHTHBIX M MOHTaXHbIX
pabot

CTpoutenbHble HOpMbI M MNpaBuna B paMKax BbIMOMHAEMbIX TPYAOBbIX
dyHKUMIN

Obuwme TexHU4eckme XapaKTepnuctukm cuctem XunsHeobecneyeHnss 0O LEKTOB
HeABWXNMOCTU

KOHCTpyKTUBHbIE OCOBEHHOCTN 060PYAOBAHMS CUCTEM XU3HEeobecneyeHust

OcHoBHble Tpe6OBaHI/IF| CTaHOapToOB, TEXHUYECKUX, Ka4eCTBEHHbIX
XapaKTepUuUCTuk, npeabdaBiidemMble K 06beKTaM HeABMXKMMOCTH

3akoHopaTenbctBo Poccunckon depepaumm B 00nactm  3eMENbHOrO,
XWUINULLHOIO, 3KOMOrMYecKoro, HaroroBoro, rpaxaaHCKoro npaea B 4actu
pPErynupoBaHnst OTHOLLEHWIA C HEOBWKUMOCTbIO B paMKax BbIMOSHAEMbIX
TPYAOBbIX (OYHKLNIA




HopmaTuBHble MpaBoBble aKTbl, METOAMYECKME MaTepuanbl, MOMOXEeHUs,
WHCTPYKLUMW, OpYyrne pyKoBOAsLLME MaTepuarbl U AOKYMEHTbI, perynupytoLime
onepauumn C HEABWKUMOCTbIO, B pamMKax BbINOMHAEMbIX TPYAOBbIX (pYHKUNI

3akoHoaaTenbCTBO Poccuiickon depepauumm B obnactn
MaTepuanbHO-TEXHNYECKOro obecnevyeHus, 3akyrnoyHoW OedATenbHOCTH,
genonpon3soacTtea M apxXuBMUpoBaHMA B paMKaX BbINONMHAEMbIX TPpyAOBbIX
YHKUMIA, a Takke rpaxaaHckoe 3akoHoaaTenbcTBo Poccunckon deanepavmm
B 4aCtun perynmpoBaHnAa OOroBOPHbIX OTHOLLEHUA U cOenok  Mexny
y4YaCTHUKaMW pbiHKA B paMKax BbINOMHAEMbIX TPYAO0BbIX (PYHKLNIA

CTpykTypa W MpUHUMNbI OpraHu3auMm OOKYMEHTOOOopoTa, B TOM 4uche C
nogpasaeneHmsiMmn opraHmsaunm, BeayLwmmMmm 6yxrantepckun yueT

BasoBble OCHOBbI MHGOPMATMKWU, MNOCTPOEHUS UHAOPMALIMOHHBLIX CUCTEM WU
0cobeHHOCTM paboTbl C HUMMK

Cnocobbl  06paboTkn wuHOpMaUMM C  MCNOMNb30BaHNEM MPOrPaMMHOrO
obecneyeHns N KOMMNbIOTEPHbIX CPEACTB

MpaBuna genoBon Nnepenncku

lMpaBuna genoBoro aTukeTa

Opyrne
XapakTepucTUKn

3.5. O6o6LweHHasa TpyaoBas PyHKUUsA

OpraHusaums pabo4yero npocTpaHcTea,

cosfaHue n obecnevyeHne onTUManbHbIX YpoBeHb
HanmeHoBaHue o . Koo | E 6

YCINOBUWI BbINOMHEHNA TPYAO0BbIX (DYHKLNA KBanudukaumm

paboTHWKaMK opraHusaunm
MpouncxoxaeHve

z . 3anmcTBOBaHO
0606LweHHon Tpygoson | OpuruHan X
13 opurnHana
dyHKUUK
Kon PerncrtpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3amMoxHble PykoBoanTenb agMUHUCTPATUBHO-XO3ANCTBEHHOIO NoapasaeneHms
HaUMeHOBaHMs HavanbH1K agMUHUCTPaATUBHO-XO3SIMCTBEHHOIO NoapasaeneHnst

JOImKHOCTEen, npodeccuin

TpeboBaHus k

06pa3zoBaHuio 1 00y4YeHUIO

Beicluee obpasoBaHue - 6akanaspuaT unm

Beicluee obpasoBaHue (HenpodunbHoe) - bakanaspuaT u
AONONHUTENBHOE NpodeccnoHanbHoe obpa3oBaHme - NPorpaMmel
npodeccuoHanbHON NepenoaroToBKM No NPouo AeATENbHOCTU
HononHutensHoe npodeccnoHanbHoe obpa3oBaHMe - MPorpaMmel
NOBbLILLEHMS KBanMdukaumm no npouno AesaTenbHOCTU (He pexe Yem
pa3 B Tpu roga)

TpeboBaHuA K onbITY

He meHee Tpex neTt B obnactun MaTtepunarbHO-TEXHN4YECKOro




npakTu4eckomn paboTbl

obecnevyeHuns

Ocobble ycnosust gonycka
K paboTte

[pyrve xapaKTepucTuku

HdononHuTtenbHble XapaKTepucTukun

HavnmeHoBaHWe gokymeHTa

Koa

HanmeHoBaHue 6a3oBon rpynmnbl, AOMKHOCTU
(npodbeccmm) nnm cneumanbHOCTK

OK3

1324

PykoBoanTenu cnyx6 no cHabxeHuto,
pacnpocTpaHeH o TOBapOB 1 aHanorM4yHbIM BUgam
AesiTeNbHOCTM

3332

OpraHun3aTtopbl KOHEPEHLMI 1 APYrMX MEPONPUATUN

EKC

MeHepxep

3aBegyoLumii cknaaom

3aBeayoLLmniA XO35ACTBOM

HavanbHvK agMUHUCTPATUBHO-XO3NCTBEHHOIO
otgena

Ha‘-IaJ'IbHI/IK oTgena MaTepI/IaJ'IbHO-TeXH nyeckoro
cHabxeHus

HavyanbHWK X03aMCTBEHHOIo oTAeNa

OKMATP

22052

3aBegyoLmii oToenomM (MaTtepuanbHO-TEXHUYECKOro
CHabXxeHwus)

22141

3aBefyoLmnin ckrnagom

22181

3aBeayoLUmii X035 MCTBOM

24062

MeHepxep (B (pMHAHCOBO-3KOHOMUYECKNX U
agMWHUCTPaTUBHbIX NogpasaeneHusix (cryxobax)

24505

HauanbHuk ampekuun MexayHapoaHbIX U TYPUCTCKMX
nepeBO30K

24701

HauanbHuk oTaena (MaTepuanbHO-TEXHUYECKOTO
CHabXxeHwns)

24926

HauanbHuk cnyx6bl (MaTtepuanbHO-TEXHUYECKOro
CHabXxeHwns)

25042

HadvanbHuyK ynpaBneHus (cneunanM3anpoBaHHOro B
NpoYmX OTpacrnsx)

44913

HavanbHuK cknagckoro xo3sincTea

OKCO

5.38.03.02

MeHeopKmeHT

3.5.1. TpynoBas cdyHKUuA
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OpraHusaums pasmMeLleHnsa paboTHMKOB,
YpoBeHb
30HMpOBaHue 1 obecneyeHme
HanmeHoBaHue Kon |E/01.6 (mnoaypoBeHb) 6
3(P(PEKTMBHOrO UCMONb30BaHNS
. KBanudukaumm
nomMeLleHun
MpouncxoxaeHune 3aMmcTBOBaHO
P A Opwurunan X
TPYOOBOM OYHKLMUK 13 opurmHana
Kopn PernctpaunoHHbIn
opvrMHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBuUs

OnpepeneHve noTpebHoOCTElN opraHusauMn B opMupoBaHMKM paboyero
NMpPOCTpaHCTBa C y4eToM cdhepbl AEATEeNbHOCTU OpraHu3auumn, YMCIIEHHOCTM
nepcoHana u CTPyKTypbl opraHnsaumm

OpraHusauus npouecca ycTponctaa paboyero npocTpaHcTBa

KoHTponb  peanu3auuy  NMaHMPOBOYHBLIX  PELleHWi,  30HMPOBaHUS,
KomnnekTauum mebernbto, oUCHbIM 1M BbITOBbIM 0GOpyaoBaHnemM paboyero
npocTpaHcTBa

PaspaboTtka nnaHoB peanu3auuy NpoBedeHVUs  PEeMOHTHbIX  pabor,
nepennaHMpoBOK, NepeocHaLleHnst Mebernbio 1 060pyaoBaHNEM, BHYTPEHHUX
nepemeLLeHNi 1 BHELLHUX Nepee3nos

OpraHuzaums M KOHTPOSb peanu3auum BHYTPEHHUX NepemMeLleHuin un
BHELLUHMX Nepee3noB noapasneneHnii opraHmsaumm

Onpep,eneHVle HeobxoaMMbIX pecypcoB AOna peanun3aumnm  NpoekToB
PEMOHTHbIX pa60T, nepennaHnpoBoK, nepeocHalleHnda mebenbio U1
O60pWJ,OBaHI/IeM, BHYTPEHHUX I'IepeMeLIJ,eHI/IIZ N BHELWHNX nepee3nos

MpoBegeHne perynspHoro adHanmsa 3(EEKTUBHOCTM  MCMNOMb30BaHMS
NomMeLLeHnI

lNpoBegeHne  MeponpuaTuin B pamkax obecnevyeHuss  noxxapHown
©e30nacHOCTH, rpaxgaHCckon O06OpOHbI UM 3aWUThl  OT  Ype3BblYaMHbIX
cuTyauum

MpencTaBneHne MHTEPECOB OpraHM3aunyM B HAA430PHbLIX M KOHTPONUPYHOLLMX
opraHax Mo Borpocam rpa)xaaHcKo OBOpOHbl M 3alunTe OT Ype3BblHanHbIX
cuTyauum

PaspaboTka u BHeapeHMe HOpPM pa3MelleHuss n obopyaoBaHus paboyero
npocTpaHcTBa

MocTtaHoBKa uened W 3agady paboTHMKaM noapasdeneHus B - pamkax
opraHusaumu npoLiecca ycTpoincTea paboyero npocTpaHcTea

KoHTponb BbINOMHEHMSI NOCTaBMeHHbIX 3adady paboTHMKaMK noapasaeneHns
B paMKax opraHv3auum npouecca ycTpoicTea paboyero npocTpaHcTea

Heobxoanmble
yMeHuA

MnaHvpoBaTb KONMMYECTBO paGoymx MecT C y4eToM cdepbl AesTeNnbHOCTU
opraHM3aLummn, YUCIIEHHOCTU NepcoHarna u CTPYKTYpbl OpraHu3aumm

MnaHupoeatb  paboyee  NPOCTPAHCTBO C  Y4eTOM  CaHMTapHBbIX,




NPOTMBOMOXAaPHbIX U MHbIX NpaBuUm 1 HopM, obecrneyvmBatoLLMx Ge3onacHble 1
GnaronpusiTHele ycrnoeus paboThbl

Ob6obwaTtb 1 cucTtematTusnpoBaTb MNOCTYNaloWy WHGOpMauno, Ha ee
OCHOBaHUM HaxoauTb Hanbonee adEKTMBHbIE peLleHus Ansd peanusauum
nocTaBneHHbIX 3aaay

Mcnonb3oBaTtb U NMPUMEHATb TEXHOJ10TNN 6epe>|<r|V|Boro npon3soacTea

OpraHnsoBbiBaTb U KOHcONMAupoBaTb OW3HEC-NpoLECcChl, UCNONHUTENENn wn
paboTHUKOB C LieNblo AOCTUXKEHNS OQHOMO pe3ynbTaTta

PaboTtaTtb ¢ 60nblwnM 06 bemMom nHdopmaumm

rlpOI/I3BOD,I/ITb aHann3 Ha OCHOBe CBOAHbIX Y4E€THbIX N OTYETHbIX OOKYMEHTOB

OnpepnenaTb obbem HeobxoauMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
nokanbHbIMU HOPMaTMBHbLIMUW akTamn 1 GHOKETOM opraHM3auum

Pa3pa6aTblBaTb n BHeOpATb JlIoKalnbHblIe HOpMaTUBHbIE aKThbl n
pernameHTnpyrowine JOKYMeEHTbI

CocTtaBnsATb CBOOHbIE Y4YE€THblE W OTYETHble [AOKYMEHTbl B  Lensax
OCYLLLECTBMEHMSA KOHTPONS WM aHanu3a [AaHHbIX O hakTax XO3sIMCTBEHHOW
OEeATenbHOCTU OpraHM3aumnmn, COCTOSHUA PbiHKa TOBApOB M YCNyr

Mcnonb3oBaTb  KOMMbIOTEPHbIE  MpOrpammbl  AnNst  BedeHus  y4eTa,
cucTemMaTmMsauum M aHanusa OaHHbIX, COoCTaBneHusi 6a3 AaHHbIX, BeAeHUus
OOKYMeHTo0o00poTa, CMpaBOYHO-MPaBOBbLIE CUCTEMBbI, pecypcsbl
WH(POPMaLIMOHHO-TENEKOMMYHUKALMOHHOMN ceTun "UHTepHeT", oprTexHuky

Mcnonb3oBaTtb cpeacTBa KOMMYHMKALMK

BecTu neperoBopbl M OenoByld Mepenucky, cobniodas HOpMbl [EnoBOro
aTukeTa

OueHuBatb CBOHO [O€ATENBbHOCTL C  TOYKU 3peHNA SCb(beKTI/IBHOCTVI ee
KOHEYHbIX pe3ynbTaTtoB

Pa3pa6aTblBaTb nogxodbl, BKn4Yaa HecCTaHOapTHble, K BbINOJIHEHUKO
TPyaoBbIX 3agaHnin nocpencTtBoM MCNONb30BaHMA chneunarnbHbIX 3HaHUN U
OKCNepPTHbIX NCTOYHUKOB I/IHCpOpMaLLVII/I

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunnm B Cliyydaax
HenpeaBnaeHHOro usSMeHeHuaA niaHa peanunsaunm NnpoeKkToB

Heobxoanmblie
3HaHuA

OcHoBHble ~ TpeboBaHMS  CTAHOAPTOB,  TEXHWYECKUX,  KAYECTBEHHbIX
XapaKTepUcTuK, NpeabsaBnsieMble K pasMelleHnio paboTHUKOB 1 opraHu3aLmm
paboyero npocTpaHcTBa

OCHOBbI 3proHOMMKM

O6LLMe NPUHLNNBI 30HUPOBAHUSA NMOMELLEHUI

3akoHopgaTenbcTtBO Poccunckon Pegepauum no  BOMNPoOcaMm  MOXapHOW
GesonacHOCTU, OXpaHbl TpyAa, 3KOMOrMyeckon 6e3onacHOCTM, rpaxaaHCKoM
O60pOHbI n 3awuunTtbl OT '-Ipe3BbI'~IaI7IHbIX CI/ITyaLI,I/II7I, aKcnnyatauum  u
obcnyxuBaHusi  30aHMA U COOPYXEHWH,  MaTepuarnbHO-TEXHUYECKOro
obecneyeHuns, 3aKynoyHoW OeAaTenbHOCTM, Aenonpon3BoaCTBa, rpaxaaHckoe




3akoHogatenbctBo Poccunckon degepaumm B YacTM  perynupoBaHus
OOTOBOPHBIX OTHOLUEHWA W COENOK MEXAy y4YaCTHMKaMW pblHKa B paMkax
BbINOMHSAEMbIX TPYAOBbIX (OYHKUMIA, @ Takke CaHWTapHble U WHble NpaBuna u
HOpMbI, obecneymBatoLme 6e3onacHble 1 BnaronpusiTHele ycrnosusi paboThbl

OcHoBHble NPUHUUMNBbI N TEXHOJI0TNN 6epe)KJ'IVIBOFO npon3BoacTBa

CTpykTypa opraHusaumu

OCHOBbI 1 NPUHLMNBI KNaccumkaumm 30aHnin 1 COOPY>KEHWUIA

MpyHUMNbI BEIGOpa NocTaBLMKoB Mebenu 1 odpmcHoro obopyaoBaHus

MpuHuMNbl BbIGOpa NOCTaBLUMKOB YCNyr No paspaboTke An3aniH-NPOEKTOB U
NNaHUPOBOYHbIX PeLUeHUI

anIHLI,I/IFIbI Bbl60pa NOCTaBLUMKOB YCI1yr no opraHn3auun nepee3anos

OcHosBbl ynpaeneHuna nepcoHasrioMm n ero motmeauunmn

MeToqbl oLEeHKM nepcoHana v pe3ynbTaTtoB Tpyaa

NokanbHble HOpMaTMBHbIE akTbl OpraHu3auuu obLiero xapakrtepa U no
yHKUMOHaNbLHOMY HanpaBneHnto AeaTenbHOCTH

CTpyKTypa 1 NpUHUMIbI OpraH13aumnm JoKyMeHToobopoTa

BasoBble OCHOBbI MHOPMATUKW, MNOCTPOEHUS MHAPOPMALMOHHBLIX CUCTEM U
0C0B6eHHOCTM paboTbl C HUMMU

Cnocobbl  06paboTkn MHGOPMaLMM C  UCMOSb30BaHWMEM MPOrPamMMHOI0
obecrneyeHns: U KOMMbIOTEPHBIX CPEACTB

MpaBuna genoBon Nnepenncku

lNpaBuna genoBoro atukeTa

Opyrue
XapakTepucTUKn

3.5.2. TpynoBasa dyHKUMA

OpraHu3aums n KOHTPOrb YpoBeHb
HanmeHoBaHue | maTepuanbHO-TexHMYeckoro obecnederusi | Kog | E/02.6 (mnogypoBeHb) 6
AeATenbHOCTU paboOTHMKOB OpraHnsauum KBanudukalmm
MpoucxoxaeHue 3ammcTBOBaHO
_ OpuruHan X
TPYOOBOWM PyHKLMUK 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HomMep
npodeccroHanbHoro
cTangapTa

TpynoBble AencTBuA

OpraHu3aums npouecca, ornpeaeneHne npoLueaypbl, CPOKOB peanusauum u
NepuoanNYHOCTU MatepuanbHO-TEXHNYECKOro obecrnedveHns paboTHUKOB

KoHTponb npoueccoB MaTepuanbHO-TEXHUYECKOTO obecneyeHmst




OueHka acpbekTnBHOCTHU npoweccos n pes3ynbTaTtoB
MaTepuanbHO-TEXHUYECKOro obecneyeHus

MocTtpoeHne paboTbl cknaga no xpaHeHuto TML, wucnonb3yembix Ans
CO34aHuA onTUMalibHbIX yCJ'IOBI/II7I Tpyaoa

KoHTponb paboThl cknaga no xpaHeHuto TML, ucnonbayembix 4ns co3gaHns
onTUMasbHbIX YCIOBUIA TpyAa

OpraHusaums un KoHTponb paboTbl No obcnyxmBaHUo Mebenn, ohUCHOro 1
6bIToBOro 060pyaoBaHUSA

KoHTponb nepemellenna TML, B Tom 4Yncne 3a npegernsl opraHmsaumm

OpraHu3auns paboTbl NO 03eNEHEHNI0 TEPPUTOPMM OpraHmnsauum 1u yxoagy 3a
3eneHbIMU HacaXXaeHUsIMm

OpraHuzaumsi nuTaHus paboOTHMKOB nyTem o6OpydoBaHUS MecT npuema
MWLM 1 NPUBIIEYEHUs NocTaBLyKa YCIyr KOPNopaTUBHOIMO NUTaHUS

MocTpoeHMe W KOHTpPONb NpoLecca oOpraHM3auuMM [OenoBbiX Moe3nok
paboTHMKOB

lMocTpoeHne cucTembl  B3aMMOAEWCTBMS M KOMMYHUKaUMKM  Mexay
COTpyAHVMKaMX noApasgeneHns u npeactaBuTenamMum  obcnyxuBaroLwmx
CEPBUCHbIX OpraHM3aLun

Pa3paboTka " BHeapeHue HOpM, pernameHTUpYLLIMX
maTepuanbHO-TEXHUYECKOE U X03ANCTBEHHOe oGecneyeHne

OpraHusaums npoBefeHuss wHBeHTapusauun TML, wucnonb3dyembix Ans
co3aHusa onTUManbHbIX YCNoBui Tpyaa

MoctaHoBKa Lenei W 3agay paboOTHMKAM rMogpasfdenieHns B pamKax
maTepuanbHO-TEXHUYECKOoro  obecnedyeHns  OesdATenbHOCTM  PaboTHUMKOB
opraHusaumm

KOHTpOJ'Ib BbIMOJIHEHNA NOCTAaBJIEHHbIX 3a4au pa6OTHI/IKaMI/I nogpasgeneHna
B pamMkKax MaTtepunarnbHO-TEXHU4YEeCKOro obecneyeHunst OeATeNIlbHOCTU
paGOTHMKOB opraHunsauunm

Heobxoaumble
yMeHuA

OnpepgenaTb obbem HeobXxoAMMbIX notpebHocTen B
MaTepuanbHO-TEXHNYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
noKanbHbIMW HOPMATMBHBLIMU aKkTamu 1 GHOKETOM OpraHv3aunn

OnpenenaTe Haubonee 9PdEKTUBHbIE W KayeCTBEHHble MokasaTenu
HeobX04MMbIX TOBAPOB U YCNyr

OpFaHM3OBbIBaTb npouecc 3aKkynku ToBapoB U ycnyr

rlpOI/ISBOLlI/ITb aHalnn3 Ha oCHoBe CBOAHbIX Y4YE€THbIX N OTYETHbIX OOKYMEHTOB

VMcnonb3oBaTb MeToAbl (bMHaHCOBbIX BbIYMCIEHMI 1 aHanu3a

Ob6obwaTtb 1 cucTtemMaTuanpoBaTb MNOCTyNaloWy WHGOpMaunio, Ha ee
OCHOBaHUM HaxoguTb Haubonee apdeKTUBHbIE pelleHus Ans peanusauuun
NnoCTaBIeHHbIX 3agauy

OpFaHI/ISOBbIBaTb N KOHconnaunpoBaTb 6M3Hec-npoueccu, NCNONHUTENENn un
paGOTHMKOB C Lenblo JOCTUXEHNA OOHOro pesyrnbrtaTta




PaboTtaTtb ¢ 6onbwmM o6bemMom nHpopmaumm

Pa3pa6aTblBaTb n BHEOPATb JlIoOKalibHble HOPpMaTuBHbIE aKThbl n
pernameHTupyrowine JOKyMeHTbl

CocTtaBnsTb  CBOAHbIE ydyeTHbleé W1 OT4YeTHble [OOKYMEHTbl B UenAx
OCyLWEeCTBJIEHUA KOHTPOJIA M aHann3a AdaHHbIX O (*)aKTaX XO3ANCTBEHHOM
AeATerIbHOCTUN opraHn3aunn, COCTOAHUA pbiHKa TOBApoB U yCnyr

Mcnonb3oBaTb  KOMMbLIOTEPHbIE  NporpamMmbl  ANAS  BedeHus  yyeTa,
cucTemMaTmMsauum M aHanusa OaHHbIX, cocTaBneHus 6a3 gaHHbIX, BeAeHus
AOKyMeHTOO6opoTa, CMpaBOYHO-MpPaBoOBbIe CUCTEMBI, pecypcebl
NHOOPMALIMOHHO-TENEKOMMYHUKaLNOHHON ceTu "MIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpeancrtBa KOMMYHUKaunmn

BecTu neperoBopbl M AenoByl nepenucky, cobniogas HOpMbl OENOBOro
aTukeTa

OueHvBaTh CBOK [JeATENbHOCTb C TOYKM 3peHus adeKkTUBHOCTM ee
KOHEYHbIX pe3ynbTaToB

Pa3paGaTblBaTb noaxodbl, BKNW4YadA HecCTaHdapTHble, K BbIMOJIHEHUIO
TPyAOBbIX 3agaHunin nocpencTeBoM UCMNOJSIb30OBaHNA chneunanbHbIX 3HaHWA 1"
9KCMNEPTHbIX NCTOYHUNKOB MH(bOpMaU,VIVI

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunn B cniydaax
HenpeaBuaeHHoOro UsSMeHeHund nnaHa peanun3aunn NnpoekToB

Heobxoaumeble
3HaHusA

PbIHOK nocTaBLIMKOB TOBapoB WU ycnyr, obecneunBalWKnX co3gaHue
onTuMarlibHbIX YCﬂOBMVI TpyAa

LleHoBas nonutuka pblHKa Ha onpeaeneHHble KaTeropmMm TOBapoB U yCnyr

Mopsapok opopmneHnst 3akasos y NOCTaBLLMKOB TOBAPOB U YCNyr

OcHoBHble YCINOBUA 3aKIOYEeHHbIX OO0roBOpOB Ha MNOCTaBKy TOBApOB WU
npegocrasnieHne ycnyr

MpaBuna npoBeaeHWs MHBEHTapM3aLmMu

I'Ipanu'la CKnagckoro y4dyeta

lMpaBuna cocTaBrneHus MaTepuanbHbIX OTYETOB ABWXKeHus TML wu
NnepBUYHBLIX JOKYMEHTOB

OcHosBbl ynpasrieHna nepcoHasioMm n ero motTmealunmn

MeTogabl OLeHKV NepcoHana v pe3ynbTaToB Tpyaa

3akoHo4aTeNnbCTBO Poccuinckon denepaumn B obnactu
MaTepuanbHO-TEXHUYECKOro  obecrneveHusi, 3aKyrnoyHOM [OesiTeNbHOCTW,
CKIacKoro y4yeTta, [enonpou3BOACTBA M apXMBMPOBaHMS B pamKax
BbIMOMHSAEMbIX TPYAOBbLIX (DYHKLUMIA, @ Takke rpaxaaHckoe 3aKoHOA4AaTeNbCTBO
Poccuickon ®egepauum B 4acTu perynmpoBaHnst 4OTOBOPHbLIX OTHOLLIEHUA U
COENOK MexXay y4aCTHUKaMM pbiHKa

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auum obuero Xapaktepa “ no
beHKLI,I/IOHaJ'IbHOMy HanpaBleHNto OeATENTbHOCTH

CTpyKTypa 1 NpUHLMIbI OpraH13aumnm JoKyMeHToobopoTa




basoBble 0CHOBbI MHGOPMATUKN, MOCTPOEHUS MHAOPMALMOHHBIX CUCTEM U
0Ccob6eHHOCTM paboTbl C HUMMK

Cnocobbl 06paboTkn uMHOpMaUUM C  UCMOMNb30BAHUEM MPOrpaMMHOro
obecneyeHnst 1 KOMMNbIOTEPHbIX CPEACTB

MpaBuna genoBon Nnepenncku

MNpaBuna genoBoro aTukeTa

CTpykTypa opraHusaumm

Opyrve
XapaKTepUCcTukn

3.5.3. TpynoBas cyHKuusA

OpraHusaums paboTtbl cnyxbbl npuema YpoBeHb

HanmeHoBaHue |noceTuTenemn Kog | E/03.6 (nogypoBeHb) 6

KBanudukaumm

MponcxoxaeHue
TPyaoBon yHKLNN

3anmcTBOBaHO

Opwurunan X
13 opurnHana

Kon PerucrpauunoHHbi
opurMHana HoMmep
npodeccnoHanbHoro
cTangapTa

TpynoBble AencTBus

OnpepgeneHue uenen n 3agad paboTHUKOB cnybbl Npyema nocetTuTenemn

Onpep,eneHVle CTaHOapToB W BHepeHue HOpM, perfiaMeHTUpyrLwmnx
NpUHUUNbI opraHn3auunn n pa6OTbI CJ'Iy>K6bI npunema noceTutenen

KoHTponb paboTbl cnyx0bl npuema nocetutenemn

nOCTpOGHMe B3anMOAENCTBUSA pa6OTHVIKOB CJ'Iy>K6bI npunema noceTutenen c
noapasgeneHnamMmm n noceTntTenamMmm opraHmndaulnm

KOHTpOnb COCTOSIHMA NOMELLIEHUI ANs Npuema noceTutenemn

KOHTpOJ'Ib Ka4yeCtBa cepBuca W YpOBHA O6CJ'Iy)KMBaHI/IF| noceTutenen
opraHunsauunmn

MocTaHoBkKa Lenel 1 3agay paboTHUKam cry>kbbl npuema nocetTutenen

Heobxoaumeble
yMeHuUs

Pa3p868TbIBaTb n BHEOPATb  JIOKallbHblE HOPpMaTuBHbIE aKThbl n
pernameHTupyrowine JOKyMeHTbl

Onpepenatb obbem HeobxoauMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
nokanbHbIMU HOPMaTMBHbLIMUW akTamn 1 GHOKETOM opraHM3auum

rlpOI/ISBOLlI/ITb aHalnn3 Ha oCHOoBe CBOAHbIX Y4YE€THbIX N OTYETHbIX OOKYMEHTOB

O6oblwaTte ¥ cucTemaTnsaMpoBaTb MOCTyNawLLly0 MHPOPMaLMIO, Ha ee
OCHOBaHUM HaxoauTb Hanbonee 3dEKTMBHbIE PELUEeHUs ONS peanusauunm




NOoCTaBl1E€HHbIX 3a4au

OpraHn3oBbIBaTb U KOHCONUAMPOBATbL OM3HEC-NPOLIECCHI, UCMOMHUTENEN U
pabOTHWKOB C LieNblo JOCTUXKEHMS OAHOMO pe3yrnbraTa

PaboTtaTtb ¢ 60nblwnM 06bemMom nHdopmaumm

CocTtaBnsaATb CBOAHblE Y4YeTHble W OTYETHble [AOKYMEHTbl B  Lensax
OCYLLLECTBMEHUS KOHTPOMS W aHanu3a [[aHHbIX O hakTax XO03sIMCTBEHHOW
OeaTenbHOCTU OpraHM3aLmnmn, COCTOSIHUA PblHKa TOBApOB M YCNyr

Mcnonb3oBaTb  KOMMbIOTEPHbIE  Mporpammbl  ANS  BedeHus  yyeTa,
cucTemMaTmM3auum M aHanusa gaHHbIX, cocTaBrneHus 6a3 gaHHbIX, BedeHus
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "MIHTEpHET", OprTeXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHMKALMK

Bectn neperoBopbl 1 OENOBYKD NEepenuncky, cobntogas HOPMbl [O€e510BOro
aTnKeTa

OueHnBaTb CBOK [JeSITENIbHOCTb C  TOYKU 3peHNnA Sq)(beKTVIBHOCTVI ee
KOHEYHbIX pe3yJibTaTOB

Pa3pa6aTblBaTb nogxodbl, BKn4Yaa HecCTaHOapTHble, K BbINOJIHEHUKO
TPyaoBbIX 3agaHunn nocpencTtBoM MCNONb30BaHNA chneunarnbHbIX 3HaHUA 1
9KCNepPTHbIX NCTOYHUKOB Mchopmame

Haxoantb peweHna B HeCTaHOapTHbIX CUTyauudax WM B chiiydaax
HenpeaBnaeHHOro usSMeHeHuA niiaHa peanunsaunm NnpoeKkToB

Heobxoaumble
3HaAHUA

MNopsagok opraHnsaumm npyema nocetTutenen

OcHoBHble Tpe6OBaHVIFI CTaHOapToOB, TEXHNYECKUX, KayeCTBEHHbIX
XapaKTepucTuk, npeabaBidemMble K opraHnsauum npuema noceTtutenen

MpaBuna obopyaoBaHUsl MECT Npuema roctel 1 noceTutenem

OCHOBbI fOrOBOPHO PaGoThl

I'Iopﬂp,m( 3aKrr4yeHna goroeopos

OcHosBbl ynpaeneHuna nepcoHasrioMm n ero motmeauunm

MeToqbl oLeHKM nepcoHana n pe3ynbTtaTtoB Tpyada

3akoHoaaTenbCTBO Poccuiickon depepaymm B obnactun
MaTepuanbHO-TEXHUYECKOrO obecneveHns, Oefnonpou3BoACTBa, MOXapHOM
GesonacHocTn, akonmormyeckon 6e30nacHOCTM, rpaxgaHCKon OBOpPOHbI U
3awnTbl OT HpGSBbIL-IaVIHbIX CI/ITyaLLI/II7I, CaHUTApPHO-TEXHUNYEeCKMe HOpMbl B
pamkax BbINONHAEMbIX TPYAO0BbIX (PYHKLMI

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auumn obuero Xapaktepa “ no
beHKLI,I/IOHaJ'IbHOMy HanpaBeHNo OeATENTbHOCTH

CTpyKTypa 1 NpUHLMNbLI OpraHn3aunm JokyMeHToobopoTa

BasoBble OCHOBbI MHpOPMATUKMN

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHMEM MPOrpPaMMHOro
obecneyeHns N KOMMNBIOTEPHbIX CPEACTB




MpaBuna genoBow nepennckn

ﬂpanma AEeNoBOro 3TUKeTa

CTpykTypa opraHusauum

Opyrne
XapaKTepPUCTUKN

3.5.4. TpypnoBas cdyHKUuA

Opl’aHVI3aLI,VI9| KOpnopaTuBHbIX U OeJT0BbIX ypOBeHb

HanmeHoBaHue | MeponpuaTuin Kon |E/04.6 (moaypoBeHb) 6

KBanudukaumm

MpouncxoxaeHune
TPYOOBOM PYHKLUK

3anmcTBOBaHO

OpwurnHan X
13 opurnHana

Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBuUs

OnpegeneHve YcroBWA W KOHUENUWM NPOBEAEHUSI MeponpusTUi B
COOTBETCTBUM C UX LENAMU

OpraHusauma noaroToBkn U obecnedeHus KoprnopaTuMBHbIX W OenoBbIX
MeponpusiTUN

KoHTponb nogrotoBkM W MPOBEAEHNS  KOPMOpaTMBHBIX U [AernoBbIX
MeponpusiTUN

OueHka Bbl6paHHbIX yCﬂOBVIVI, Ka4yeCTBEHHbIX n KONMM4YeCTBEHHbIX
XapaKTepucTuk and obecneyeHns u conpoBoOXaeHnA MepOI'IpVIFITI/IIZ

OnpegeneHne KavyeCTBEHHbIX W KONMYECTBEHHbIX XapakTepucTuk Bblbopa
CYBEHMPHOW 1 MOAapOYHOM NPOAYKL MK

Opranaau,Mﬂ M3roToBJ1IEHNA U 3aKYNKKU CyBeHMpHOVI n nonapquon
npoAYKUUN B KaTEropumn JOKC And BaXKHbIX MNepCoH

Onpepenenue CTaHOapToB, paspaboTka n BHeApeHue HOpM,
pernameHTUPYLWMX NPUHLMNLI OpraHu3auumn 1 nposBeaeHns MeponpuaTui

Heobxoaumeble
yMeHus

OnpepnensaTb obbem HeobxoaUMBbIX notpebHocTen B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBbLIX pecypcax B COOTBETCTBUM C
nokanbHbIMU HOPMAaTUMBHbLIMU akTamn 1 GHOKETOM OpraHM3auum

Onpep,enmb Hanbonee Sd)(*)eKTI/IBHbIe N Ka4dyeCTBEHHble T[oKa3aTesin
HeobxoauMbIX TOBapoB U ycnyr

OpraHn3oBbIBaTb NPOLECC 3aKynku TOBAPOB NN yCryr

npOI/I3BOD,I/ITb aHalnn3 Ha OCHOBe CBOAHbIX Y4E€THbIX N OTYETHbIX OOKYMEHTOB

Mcnonb3oBaTb MeToAbl PMHAHCOBBIX BbIMMCIIEHUI U aHanm3a




O6obwaTte M cucTemaTMsMpoBaTb MOCTyNawLly WHPOpMaLMIO, Ha ee
OCHOBaHUWM HaxoauTb Haubornee apEKTUBHbIE PELUEeHUs Ans peanusauuu
MocTaBneHHbIX 3agay

OpraHnsoBbiBaTb U KOHcONMAupoBaTb OW3HEC-NPOLEeCChl, UCMONMHUTENEN U
paboTHMKOB C LieNblo AOCTUXKEHNS OQHOMO pe3ynbTaTta

PaboTtaTtb ¢ 60onblwnM 06bemMom nHdopmaumm

Pa3pa6aTblBaTb n BHEOPATb JloKalbHblIE HOpMaTuBHbIE aKThbl n
pernameHTupyrowine JOKyMeHTbl

CocTtaBnsTb  CBOAHbIE y4yeTHble N OT4YEeTHble [OOKYMEHTbl B UenAx
OCyLWEeCTBJIEHUA KOHTPOJIA W aHann3a AdaHHbIX O (*)aKTaX XO3ANCTBEHHOM
AeATerNIbHOCTUN opraHmn3aunn, COCTOAHNUA pbiHKa TOBApoOB U yCIyr

Mcnonb3oBaTtb  KOMMbHOTEPHbIE  MporpaMmbl  ANA  BeOEHUa  y4yeTa,
cucTemMaTmM3auum M aHanusa OaHHbIX, COoCTaBneHusi 6a3 OaHHbIX, BeAeHUs
OOKYMeHToo00poTa, CMpaBOYHO-MPaBOBbIE CUCTEMBbI, pecypcsbl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "MIHTEepHET", OprTEeXHUKY

Mcnonb3oBaTb cpeacTBa KOMMYHUKaLUM

Bectn neperoBopbl U OENOoBYKD NEepenuncky, cobntogas HOPMbl [O€e510BOro
9TUKeTa

OueHvBaTh CBOK [AEATENbHOCTb C TOYKM 3peHuss adhpeKkTUBHOCTM ee
KOHEYHbIX pe3ynbTaToB

Pa3pa6aTblBaTb noaxodbl, BKNW4YaaAa HecCTaHdapTHble, K BbIMOJIHEHUIO
TPyaoBbIX 3adaHun nocpeancTBoM UCMOJNIb30OBaHUA chneunarbHbIX 3HaHUN n
OKCNepPTHbIX NCTOYHUKOB I/IHCbOpMaLLVII/I

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunn B Cliyyvaax
HenpeasnaeHHOro usSMeHeHuA niaHa peanunsaunm NnpoeKkToB

Heobxoaumble
3HaAHUA

MpUHUMMbI OpraHn3aumm KOpropaTUBHBIX U AEeNOBbIX MEPONPUSTUN

MpaBuna opraHM3auMmn KOpnopaTMBHbLIX U AENOBbIX MEPONPUATMIA

OcHoBHble ~ TpeboOBaHMA  CTaHOAPTOB,  TEXHWYECKUX,  Ka4yeCTBEHHbIX
XapakTepucTuk, npeabssnsemMble K opraHnsaumnm KoprnopaTuUBHbIX U AenoBbiX
MeponpusiTUN

lMpaBuna npuema rocten n noceTutenen

MpuHUMN, anropyUTM K 3Tanbl NPOBEAEHNS 3aKYMOK

OcHoBbI 4OroBOPHON paboThl

Mopsaaok 3aknoyYeHns Jorosopos

3akoHo4aTeNnbCTBO Poccuinckon denepauumn B obnactu
MaTepuanbHO-TEXHNYECKOro  obecneyveHusi, 3akynovyHOn AeATenbHOCTH,
[enonpovsBoAcCTBa, noXxapHom 6e3onacHocTy, 3KOSIOrMyeckomn

0©e30nacHOCTH, TrpaxdaHCKoM O06OpOHbI U 3aWUThl  OT  Ype3BblYaAMHbLIX
CI/ITyaLI.I/II7I, CaHUTapPHO-TEXHUYECKMEe HOPMbl B pamMKax BbINOJIHAEMbIX
TPYOoBbIX (DYHKUUIW, a Takke rpaxaaHckoe 3akoHopaTenbCTBO Poccumnckon
depepaumm B YacTu perynmpoBaHWsi OOTOBOPHbIX OTHOLUEHWA U CAEroK
MexXay y4aCTHUKaMu pbiHKa




JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auum obuero Xapaktepa “ no
Cb)/HKLI,I/IOHaJ'IbHOMy HanpaBJ1ieHUO OeATENIbHOCTU

CTpyKTypa v NpMHUMMLI OpraHn3aummn JoKyMeHToobopoTa

BasoBble OCHOBbI MHOPMATUKWU, MNOCTPOEHUS MHAOPMALIMOHHBLIX CUCTEM U
0cobeHHOCTM paboTbl C HUMMK

Cnocobbl obpaboTkn uMHGOpMaUuM C KCNOMb30BAHMEM MPOrpaMMHOro
obecneyeHnst 1 KOMMNbIOTEPHbIX CPEACTB

MpaBuna genoBon Nnepenncku

MNpaBuna genoBoro aTukeTa

CTpykTypa opraHusaumm

Opyrve -
XapaKkTepucTunkm

3.6. O606LWeHHan TpyaoBasa (pyHKLUA

OpraHusaumsi NpoLeccoB NepeBo3ku
paboTHNKOB, AOCTaBKU FPY30B U

YpoBeHb

HanwmeHoBaHune Kon F 6
yrpaBneHne KopnopaTuBHbLIM KBanudgukaumm
TpaHCnopTOM opraHu3aLmm
MNpoucxoxxpeHne
b A _ . 3anmMcTBOBaHO
0606LLeHHoN Tpygoson | OpuruHan X
13 opurMHana
dyHKUUK
Kog PerncrpaunoHHbIn
opurMHana HoMmep
npodeccnoHanbHOro
cTaHgapTa
Bo3mMoOXHble PykoBoguTens agMMHUCTPATUBHO-XO3SIMCTBEHHOIO nNogpasaeneHns
HanMMeHoBaHuSA HavanbH1K agMUHUCTPATUBHO-XO3NCTBEHHOIO NoapasaeneHunst

JOormKHoCTen, npodeccumn

PykoBoguTenb TpaHCMoOpPTHOro noapasaeneHus

TpeboBaHus k
o6pa3zoBaHuio 1 0ByyeHuto

Bbicwee obpa3oBaHue - 6akanaspuat unu

Boicwee obpasoBaHue (HenpoduneHoe) - bakanaspuar u
AONoNHUTENbHOE NpodeccnoHansHoe obpasoBaHne - MPorpaMmbl
npogeccuoHanbHon NepenoAroToBkM No NPoduio A4eaTenbLHOCTU
HononHuTtensHoe npodgeccnoHansHoe obpa3oBaHne - NPorpaMmbl
NoBbILWEHMS KBanudukauum no Nnpodunto 4eaTenbHOCTU (HE pexe Yyem
pa3 B Tpu roga)

TpeboBaHus K ONbITy
npakTuyeckon paboThbl

He meHee Tpex neT B 06nact matepuanbHO-TEXHUYECKOTO
obecneyeHus], ynpaBrneHns KopnopaT1BHLIM TPAHCMNOPTOM

Ocobble ycrnoBus gonycka
K paboTe

[lokyMeHT, NoATBepPXKAaoLWNIA MPOXOXKAEHME aTTecTalmMm no
6e30MacHOCTM JOPOXKHOIO ABMXEHUS, OPOPMIIEHHOro AN COTPYAHMKa
opraHusaumm

[pyrvne xapakTepucTmnkm




[dononHuTenbHble XapakTepUCTUKN

HaunmeHoBaHWe foKyMeHTa Koa HaunmeHoBaHne 6a30BoV rpynmbl, AOMKHOCTH
(mpodbeccum) nnu cneunanbHOCTH

OK3 1325 PykoBoguTtenu nogpasgeneHun (ynpasnstowme) Ha
TpaHcnopTe
EKC - MeHenxep

- HayanbHVK aBTOKOSOHHbI

- HavyanbHuk oTaena KCnyaTauunum aBTOXO35MCTBA

- HavanbHvK agMUHUCTPATUBHO-XO3NCTBEHHOIO
otoena

- HavanbHuK aBTOXO3AMCTBA

- HayvanbHuK X038McTBEHHOrO oTaena

OKnAaTP 22052 3aBeaytoLmn otaenom (MatepmanbHO-TEXHNYECKOTO
CHabXxeHwus)
22530 MHxeHep no 6e3onacHOCTM ABMXKEHUS
24410 HavanbHWK aBTOKONOHHbI
24411 HavanbHWK aBTOX0391MCTBa
24686 HavanbHuk oTgena (Ha TpaHcnopTe, B CBA3N,

MaTepuanbHO-TEXHNYECKOM CHabxeHnn n cobiTe)

24921 HauvanbHuk cnyx6bl (Ha TpaHcnopTe, B CBA3N,
mMaTepuanbHO-TEXHUYECKOM CHabXeHun 1 cobiTe)

45007 HavanbHuK TpaHCnOpTHOro oTaena

OKCO 2.23.00.00 | TexHuKa U TEXHOMNOMN HA3EMHOro TpaHcnopTa

5.38.03.02 | MeHemXMeHT

3.6.1. TpynoBas cdyHKUMA

YnpaBneHve nepeBo3kamu YpoBeHb
HavmeHoBaHWe | kOopnopaTMBHBIM TPAHCMOPTOM U Kog |F/01.6 (mogypoBeHb) 6
AOCTaBKOW rpy30B OpraHv3auum KBanudukaumm
MpoucxoxaeHune 3aMmcTBOBaHO
P kA OpurnHan X
TPYAOBOW PyHKLMK n3 opurnHana
Kog PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTaHgapTa

TpynoBble geiicTBus | OnpedeneHne  KayeCcTBEHHbIX M KOJIMYECTBEHHbIX  MoTpebHocTei
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opraHu3aumm B TpaHcrnopTe ¢ y4eToM cdepbl OeATENbHOCTM OpraHu3aumu,
YUCNEHHOCTM NepcoHarna v CTPYKTypbl opraH13auum

OpFaHI/I3aLI,I/IF| 0OCTaBKM KOppecnoHAeHUUn 1 rpy3oB opraHmsauunm B pamMkax
obecneveHnsa ee onepauoHHON AEATENBHOCTU

OpraHuzaumsi Bblbopa MOCTaBLUMKa YCyr Mo nepeBo3ke paboTHMKOB
opraHusauuu, 4OCTaBKM KOPPECNOHAEHUMN 1 TPY30B B paMkax obecrneyvyeHus
ee onepawlyVoHHON AesTeNbHOCTU

OnpepeneHne uenen u 3agady paboTHMKOB CNYxObl KypbepCcKOW OOCTaBKu
opraHu3aumu

OnpegeneHve  cTaHgapToB,  pa3paboTka U BHeApeHuWe  Hopw,
pernameHTMpYIoLLMX NPUHLUMILI OpraH13aumun 1 paboTbl Cnyx6bl KypbepcKon
[0CTaBK/ opraHusauum

OpraHuzaumst paboTbl CryK0Obl KypbepCKoW OCTaBKM OpraHusauum

KoHTponb paboTbl cnyx06bl KypbepCKon 4OCTaBKU OpraHn3auumn

OpraHM3au,|/|;| npouecca BbllyCka KopnopaTtunBHOIo TpaHcnopTa Ha JIMHUK0

KoHTponb BegeHus gokymeHToobopoTa 1 NepBUYHON YY4ETHOW AOKYMEHTaunm
B YaCTW y4yeTa OBVXEHUS TPaHCMopTa 1M NepeBO3KN NacCaxXmpos U rpy30B

KOHTpOJ'Ib paunoHanbHOro UcnoJjib3oBaHMA TpaHcnopTa opraHnsauunmn

PaspaboTka 1 BHegpeHue HOpM, perfamMeHTUPYIOLWNX NOPSAOK NONb30BaHNUS
KopropaTUBHLIM TPAHCMOPTOM, NEPEBO3KN PabOTHMNKOB M JOCTaBKU IPy30B

lMocTtaHoBKa uenen wn 3agad pa6OTHI/IKaM nogpasgerieHna B paMKax
opraHunsaunm nepeBo30K KoprnopaTuBHbIM TPaHCMNOPTOM U [OoCTaBKon rpysos
opraHunsauunmn

KOHTpOJ‘Ib BbIMOJIHEHNA NOCTAaBIIEHHbIX 3a4au paGOTHVIKaMI/I nogpasaeneHuna
B paMKax opraHum3aumm nepeBoO30K KopnopaTMBHbIM TpaHCNOPTOM U
[ocTaBKon rpy30oB opraHunsauum

Heobxoaumble
yMeHuA

Onpepgenate obbeM HeobxoauMmbix nOTpebHOCTEM B NepeBO3kax B
COOTBETCTBMU C HOpMaMu 1 6oaXXeToM opraHnsaumm

npOI/I3BOD,I/ITb aHanmM3 W“n BbiABIIATb HepauuoHalribHOe UCMNOoJib30BaHME
TPaHCNOPTHbLIX CpeACTB Ha OCHOBE CBOAHbIX YYe€THbIX W OTYEeTHbIX
OOKYMEHTOB

Mcnonb3oBaTb 1 NPUMEHATb TEXHOOINMn 6epe>|<r||/|Boro npoun3eoacTea

Bectn neperosopbl " OenoByk Nepernuncky, cobntogas HOPMbl [O€e510BOro
3TnKeTa

O6obwaTte M cucTemaTMsMpoBaTb MOCTyNawLWy UHGOPMaLMIO, Ha ee
OCHOBaHUWM HaxoauUTb HambGornee ahEKTVBHbIE pelleHus ans peanusauuu
MocTaBMNEHHbIX 3aay

OpraHusoBbIBaTb U KOHCONMMAMPOBATb OM3HEC-NPOLECCHhl, UCMIONHUTENEN WU
pabOTHMKOB C LieNbio JOCTUXKEHWS OQHOrO pesyrnbraTa

PaboTtaTtb ¢ 6onblwmMm o6 bemMoM UHopmaLmm

Pa3pa6aTblBaTb n BHEAPATb  JlOKallbHble HOpMaTunBHbIE aKThbl n




pernameHTupyrowine JOKyMeHTbl

CocTtaBnsATb CBOOHbIE Y4YE€THble W OTYETHble [AOKYMEHTbI B  Lensax
OCYLLLECTBMEHUSA KOHTPOMS W aHanu3a [[aHHbIX O hakTax XOo3sIMCTBEHHOW
[eaTenbHOCTM OpraHn3aunmn n UCNonNb30BaHMs KOPNOPAaTUBHOIO TpaHcnopTa

Mcnonb3oBaTb MeToAbl Q)VIHaHCOBbIX BblYMCIIEHMIN 1 aHanu3a

Mcnonb3oBaTb  KOMMbIOTEPHbIE  Nporpammbl  ANS  BedeHus  ydeTa,
cucTemMaTmMsauum M aHanusa faHHbIX, cocTaBneHusi 6a3 AaHHbIX, BeAeHUs
AOKymMeHToO6opoTa, CMpaBOYHO-MpPaBoOBbIe CUCTEMBI, pecypcebl
NHOPMALIMOHHO-TENEKOMMYHUKaLMOHHON ceTu "MIHTepHeT", OprTexHuKy

Mcnonb3oBaTtb cpencrtBa KOMMYHUKaunmn

OueHvBaTb CBOK [AEATENbHOCTb C TOYKM 3peHusa 3dEKTUBHOCTU ee
KOHEYHbIX pe3ynbTaToB

Pa3pa6aTblBaTb noaxoabl, BKNW4YadA HecCTaHdapTHble, K BbIMOJIHEHUIO
TPyaoBbIX 3agaHunn nocpencTtBoM MCNONb30BaHNA cneunarnbHbIX 3HaHUA 1
9KCNepPTHbIX NCTOYHUKOB I/IHq.)OpMaLLVII/I

Heobxogumble MpaBuna gucnetyepu3auny aBToTpaHcnopTa

3HaHWA
3akoHopaTenbctBo Poccuiickon depepaumm B obnactm  6e3onacHocTum
OOPOXHOrO [ABWXEHUS, B TOM 4uMcne npaBuil OOPOXKHOIO [OBWKEHUS,
aKcnnyaTaumm n obCcnyXuBaHWsi aBTOTPAHCNOPTa, NEPEBO3KM NACCaXKUPOB U
rpy3oB, a Takke rpakgaHckoe 3akoHogaTenbcTBo Poccunckon depepaumm B
YacTu  perynupoBaHuWsi LOOrOBOPHbLIX OTHOLIEHWA W COENoK  Mexay
y4YacTHMKaMM pbiHKa
OcCHOBbI JOFOBOPHOW paboThbl
Mopsaok 3aknioveHnst OroBopoB
JNlokanbHble HOpMaTMBHbIE aKTbl OpraHuM3aumMM obLiero xapaktepa W no
hyHKLMOHANbHOMY HanpaeneHnto 4esiTenbHOCTM
CTpyKTypa 1 NpMHUUNbLI OpraHn3aummn JoKyMeHToobopoTa
OcHOBHble NPUHLMNbLI U TEXHOMOMUN B6epeXxnnMBoro NponsBoacTBa
OcHOBEbI ynpaBneHus NepcoHanoM 1 ero MoTuBaLmm
MeToabl OLEHKM NepcoHana v pesynbTaToB Tpyaa
Ba3oBble OCHOBbI MHGOPMATUKW, MOCTPOEHUS MHAOPMALMOHHBLIX CUCTEM U
0cobeHHOCTM paboTbl C HUMMK
Cnocobbl  0bpaboTkn wuHdOpMauMM C  MCNONb30BaHMEM MPOrPaMMHOrO
obecneyeHns N KOMMbITEPHbIX CPEACTB
MpaBuna genoBon Nnepenncku
lNpaBuna genoBoro atukeTa
CTpykTypa opraHusaumm

Apyrne -

XapaKTepUCTUKU
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3.6.2. TpynoBas cdyHKUMA

MocTpoeHune npouecca obecneveHus
opraHusaumm TPaHCMNopTOM U YPpOBeHb
HanmeHoBaHue Kopn |F/02.6 (moaypoBeHb) 6
MaTepuanbHO-TEXHUYEeCKoro obecneveHus
KBanudukaumm
KopropaTUBHOIo TpaHcrnopTa
MpouncxoxaeHne 3anmcTBOBaHO
P A OpwurunHan X
TPYOOBOM OyHKLMUK 13 opurMHana
Kopn PernctpaunoHHbIn
opurnHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUs

OpraHu3zaumst U KOHTPOSb NPUOGPETEHNS 1 NPOOAXKU TPAHCMOPTHbIX CPEACTB,
B TOM YKCIe Ha YCMNOBUSIX NN3NHIA U apeHbl

OpraHusauums ycnoBuii cogepxaHusl U aKcnyatauum TpaHCNOPTHBIX CpeacTB

KOHTpOJ'Ib CBOEBpEMEHHOCTN npoBeaeHnAa TexXHU4YeCKoro O6CJ'Iy)KMBaHVIﬂ n
PEeMOHTa TPpaHCNOPTHbIX CpeacTB

OnpepeneHne KadeCTBEHHbIX W  KONMUYECTBEHHbIX noTpebHocTen Onsi
obecneyeHns akcnyaTaunm n 06Cny>XMBaHUsi TPAHCMOPTHLIX CPEACTB

OpraHn3saums NpoLeccoB perucTpauum, TEXHUYECKOro OCMoTpa, CTPaxoBaHus
TPaHCMNOPTHLIX CPEACTB

OnpegeneHve U Bblbop Haubonee 9ddEKTUBHLIX CUCTEM W CPeacTB
KOHTpOnNsi paboTbl TpaHCNopTa U ero NepeaBKeHuUs

Paspabotka U1  BHeOpeHWEe  HOPM,  PEernameHTUpYlLUX  Nopsigok
MaTepuanbHO-TEXHUYECKOTO OOEecnevYeHnss M OCHaLLEeHUs, 3JKCnnyaTaumu,
obcnyxunBaH1s U NpoBeAEeHUsi PEMOHTOB

Heobxoaumeble
yMeHUs

OnpepnensaTb obbem HeobxoauMBbIX notpebHocTemn B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBLIX pecypcax B COOTBETCTBUM C
nokanbHbIMA  HOPMAaTUBHLIMW akTaMu W OlomKeToM opraHusauum Ans
akcnnyaTaumm, o6Cny>xMpaHus 1 pEMOHTa TPaHCMNOPTHLIX CPEACTB

npOI/I3BOD,I/ITb aHanms3 n onpenendaTtb Ka4eCTBO 3KCniyataumm TpaHCNOPTHbIX
cpeacTB, a Takxe Ll,eﬂeCOO6pa3HOCTb, Sd)d)el(TMBHOCTb N ypOBeHb Ka4decTtBa
nx 06CJ'Iy)Kl/IBaHI/IF| Ha OCHOBE CBOAHbIX Y4Y€THbIX N OTYETHbIX JOKYMEHTOB

Onpegenate Haubonee addeKTMBHbIE W KayeCTBEHHble MoKasaTenm
HeobXoOuUMbIX YCNyr W  KOMMMeKTywwux ana obecnevyeHuss paboThbl
KOprnopaTMBHOro TpaHcnopTta

Mcnonb3oBaTb MeToAbl PMHAHCOBBIX BbIMUCIIEHUIA U aHanm3a

Bectn neperosopbl " OenoByk Nepernuncky, cobntogas HOPMbl [O€e510BOro
3TUKeTa

Ob6obwaTtb 1 cucTtemaTusMpoBaTb MNOCTyMawLWy WHdopmMauuo, Ha ee
OCHOBaHUM HaxoguTb Haubonee apdeKTUBHbIE pelIeHus Ans peanusauuun
MOCTaBMEeHHbIX 3aday




OpraHnsoBbiBaTb U KOHcONMAupoBaTb OW3HEC-NPOLECCHl, UCMONMHUTENEN U
paboTHMKOB C LiENb AOCTUXXEHWUSI OQHOMO pe3ynbTaTta

PaboTtaTtb ¢ 6onbwmMm o6bemMom nHpopmaumm

Pa3pabaTbiBaTb M BHEOPATb pernaMmeHTUpyoLWmne JOKYMEHTbI

CocTtaBnsiTb CBOAHbIE Y4Ye€THble W OTYETHble [AOKYMEHTbl B  Lensax
OCYLLLECTBMEHUS KOHTPOMS W aHanu3a [[aHHbIX O hakTax XO03sIMCTBEHHOW
OEeaTenbHOCTU OpraHusaumMm B 4YacTu akcnnyaTauum, obecnedeHus w
obcnyxmMBaHUs TPAHCNOPTHbLIX CPEACTB

Mcnonb3oBaTb  KOMMbIOTEPHbIE  MporpaMmbl  ANS  BedeHus  yyeTa,
cucTeMaTvMsaumMnm M aHanusa AaHHblX, cocTaBneHus 6a3 AaHHbiX, BedeHUs
AOKymMmeHTo0o6opoTa, CMpaBOYHO-MPaBOBbIe CUCTEMBI, pecypcbl
NHOPMALIMOHHO-TENEKOMMYHUKaLNOHHON ceTu "VIHTepHeT", oprTexHuKy

Mcnonb3oBaTtb cpeancrtBa KOMMYHUKaunmn

OueHvBaTh CBOK [EATENbHOCTb C TOYKM 3peHuss adpeKkTUBHOCTM ee
KOHEYHbIX pe3ynbTaToB

Pa3pa6aTblBaTb noaxodbl, BKNW4YadA HecCTaHdapTHble, K BbIMOJIHEHUIO
TPyAOBbIX 3agaHunin nocpencTeBoM UCMNOJSIb30OBaHNA chneunanbHbIX 3HaHWA 1"
9KCMNEPTHbIX NCTOYHUNKOB VIH(*)OpMaLI,VII/I

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunn B cniydaax
HenpeaBuaeHHoOro UsSMeHeHund nnaHa peanun3aunn NnpoekToB

Heobxoaumeble
3HaHusA

PbIHOK NOCTaBLLNKOB ABTOTPAHCNOPTHbLIX CpeacTB

PbIHOK MOCTaBLUMKOB TOBApOB M ycnyr Ansg obecnevyeHuns 3sKkcrnnyataumu u
06CnyXnBaHMS TPaHCMNOPTHLIX CPEACTB

HopmaTtunBHO-TeXHNYeckas [OKyMeHTaLus, pernameHTupyoLLas
3KCMNMyaTaumio TPaHCMNOPTHBIX CPEACTB

HOpMaTMBHO-TeXHM‘-IeCKaFI OOKyMeHTauud, pernaMmeHTupyrowiad  pemMoHT
TPaHCNOPTHbLIX CpeacTB

YCTPONCTBO M KOHCTPYKTUBHbIE OCOGEHHOCTU TPAHCMOPTHBIX CPEACTB

TeXHI/IKO-SKCI'IJ'IyaTaU,I/IOHHbIe OaHHbl€ TPAaHCNOPTHbLIX CpeacTB

MpaBnna TEXHUYECKON 3KCMNyaTaLmmn TPaHCNOPTHLIX CPEACTB

OcHoBHble MapKu TpaHCNOPTHbLIX CpeacTB

OCHOBHbIE NPOM3BOANUTENN TPAHCMOPTHLIX CPEACTB

OcHoBbI 4OroBOPHON paboThl

Mopsaaok 3aknoyYeHns Jorosopos

3akoHogaTenbctBo Poccuiickon ®Pepepaumm B obnactm 6e3onacHocTu
JOPOXHOro [ABWKEHUS,, B TOM 4ucne npaBuil OOPOXHOrO OBWMXKEHMS,
akcnnyaTaumm n 00CnyXnBaHWsi aBTOTPAHCMNOPTa, NEPEBO3KM NACCAXKUPOB U
rpy3os, MaTepuanbHO-TEXHNYECKOro obecneyeHus, 3aKyno4Hon
OEeATenbHOCTUN, CKMafACKoro y4veTa, Aerionpou3BOACTBa U apXMBUPOBAHUSA B
pamkax BbIMOMHAEMbIX TPYAOBbIX (PYHKUMIA, a Tawkke rpaxgaHckoe
3akoHogartenbcTBo Poccunckon depepaumm B 4YacTuM  pPerynupoBaHus
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[AOroBOpPHbIX OTHOLLEHMWI 1 COenoK Mexay ydaCTHUKaMU pbiHKa

JlokanbHblE HOpMaTuMBHbIE aKTbl OpraHun3auum obuwero Xapakrtepa “ no
beHKLl,I/IOHaJ'IbHOMy HanpaBleHnto AeATENbHOCTH

CTpyKkTypa U MpUHUMMNBI OpraHM3aumMnM OOKYMeHToob6opoTa, B TOM 4uche ¢
noapasfeneHnsMy opraHusauum, BeaywymMm yxrantepckuin y4et

basoBble 0CHOBbI MHGOPMATUKN, MOCTPOEHUS MHAOPMALMOHHBIX CUCTEM U
0COB6eHHOCTM paboTbl C HUMU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHMEM MPOrpaMMHOro
obecneyveHns 1 KOMMNbITEPHBLIX CPEACTB

MpaBuna genoBown nepennuckn

I'Ipanu'la AenoBOoro 3TuKeTa

CTpyKkTypa opraHusaumm

Opyrne
XapakTepucTUKn

3.6.3. TpynoBas cdyHKUuMA

OpraHusaumns v paspabotka MeponpusaTuii VDOBEHb
no obecnevyeHunto 6e3onacHoOCTn P
HanmeHoBaHune Kon |F/03.6 (nogypoBeHb) 6
nepeBO30K KOPNOpaTMBHLIM TPAaHCMOPTOM
KBanudukaumm
opraHusaumm
lNpouncxoxaeHue 3aMmcTBOBaHO
P A OpurnHan X
TPYOOBOWM PyHKLMUK 13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana Homep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

KOHTpOJ'Ib BeleHnA y4yeTta n D,OKYMeHTOO60pOTa no 6e3sonacHocTn AOPOXHOIo
AOBUMXEHNA

OpraHu3zaums npouecca NpoBepPKM TEXHUYECKOro COCTOAHUS aBTOTpaHcnopTa
nepenq Bble3AOM Ha NNHMIO U MO BO3BPALLEHUN C NIUHNN

OpraHunsauusa npouecca MNpoBeAEHUs NpegpencoBoro M nocriepencoBoro
MeOUUNHCKNX OCMOTPOB BO.IJ,I/ITeJ'IeI7I, a TakKxke perynapHbiX MeguunHCKUX
OCMOTPOB 1 OCBMAETENbCTBOBAHUN

OpFaHl/I3aLI,I/IF| N KOHTPOJZIb MNpoBeAeHuA MepOFIpI/IﬂTI/IVI no obecneveHuto
6Ge3onacHocTH AOPOXHOIro ABM>XxXeHua

KoHTponb  aKkTyallbHOCTM  yOOCTOBEPEHMA Ha  MpaBO  YMNpaBlieHus
TPaHCMNOPTHBLIMU cpeacTBamu, obecneyeHusi GesonacHocTu "
npoheccroHanbHOM KOMMNETEHTHOCTM B 0GracTi NEPeBO30K

B3avMopenctBMe C  rocydapCTBEHHbIMW  OpraHamm No  Bonpocam
6e30MacHOCTU OBUMKEHUS




CocTaBneHve MepeyHss U NnaHOB MEPONPUSTUA MO  MnpeaynpexaeHunto
[OPOXKHO-TPAHCMOPTHBIX NMPOUCLLECTBUM

MpoBeneHne meponpusaTUN NO NpPeaynpeXxaeHU0 AOPOXHO-TPAHCMOPTHLIX
NpouCLLECTBUI

MpoBeaeHne paboTbl MO MOBBILEHWUIO KBaNUgUKaLum BOAUTENEN U YPOBHS
KynbTypbl BOXAEHUS

Paspabotka 1 BHegpeHWe HOPM W NpaBun, pernaMmeHTUpPYHLLnX
opraHu3aumio  6e30nacHOCTM  [OPOXHOIO  ABWXKEHMSI  KOPropaTMBHOIO
TpaHcrnopTa u TpeboBaHusa k paboTHukam, obecneumBatowmm GesonacHoOCTb
OOPOXHOIO ABWXEHUS

MocTaHoBKa uUenei W 3agad paboTHMKaM noApasfdeneHns B pamkax
opraHusaumm Meponpuatui no obecneyeHnto ©6e30nacHOCTM MNepeBO30K
KopriopaTtnBHbIM TPAHCMOPTOM OpraHu3asmm

KOHTpOJ'Ib BbIMOJIHEHNA NOCTAaBJIEHHbIX 3a4au pa6OTHI/IKaMI/I nogpasgeneHnd
B paMKax opraHmnsauunmn MepOI'IpVIﬂTI/Iﬁ no obecneyeHnto 6Ge3zonacHOCTU
nepeBo30K KOpnopaTuBHbLIM TPaHCMNOPTOM OpraHun3auunn

Heobxoaumble
yMeHuA

Mpon3BoauTb aHanu3 n onpeaensaTb ypoBeHb 6e30MacHOCTU U PUCKU MpU
3KCMMyaTaumMnm TPaHCMNOPTHLIX CPEACTB Ha OCHOBE CBOAHbIX YYETHbIX U
OTYETHbIX LOKYMEHTOB

Mpon3BoanTb aHanu3 n onpepensitb ypoBeHb 6e30MacHOCTU U PUCKU MNP
aKcnnyaTauumM TPaHCMOPTHLIX CPEACTB HAa OCHOBE AaHHbLIX HaBUraLMOHHbIX
CMUCTEM MOHUTOPWHra TpaHcrnopTa, cMcTeM BuaeoduKkcaumm gaHHbIX, CUCTEM
n obopyanoBaHusl, NO3BONSALWMNX (PUKCUPOBATL U KOHTpOnupoBaTb paboTy
TpaHcnopTa

O6obwatb u cuncremMmatm3mpoBatb MOCTynakvLWyH Mchopmaquo, Ha ee
OCHOBaHUM HaxoauTb Hanbonee Sd)d)eKTI/IBHbIe peweHna anda peanunsauunn
NocCTaBl1eHHbIX 3aau

OpFaHM3OBbIBaTb N KOHconnaunpoBaTb 6VI3HeC-I'IpOLI,eCCbI, NCNonHUTENen un
paGOTHMKOB C LUenblo JOCTUXEeHUA OOHOro pesyrnbraTta

Pa6otaTb ¢ 6onbwmnm 06beMOM MHGOPMAaLIMK

Pa3pa6aTblBaTb N BHEOPATb pernamMeHTupyrwmne JOKYMEHTDI

CocTtaBnaTtb cBoAHble Yy4YeTHble W OT4YeTHble [OOKYMEeHTbl B Lendax
OCYLLIECTBIIEHMS KOHTPONS W aHanu3a [JdaHHbiXx 06 obecneveHun u
cobntogeHnn 6e30nacHOCTM JOPOXKHOIO ABVKEHMS

Mcnonb3oBaTb  KOMMbIOTEPHbIE  Nporpammbl  ANS  BedeHus  yyeTa,
cucTeMaTuM3aumMm M aHanusa faHHblX, cocTaBneHus 6a3 gaHHblX, BeAeHUsi
AOKyMeHTO060poTa, CrnpaBOYHO-MpPaBOBbLIE CUCTEMBI, pecypcebl
MHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky

Mcnonb3oBaTtb cpencrtea KOMMyHUKaLnn

Bect neperoBopbl ¥ AenoByw nepenucky, cobniogasi HOpMbl AEMOBOro
aTuKeTa

OueHuBatb CBOKO [OEATENbHOCTL C  TOYKU 3peHNA SCbeeKTI/IBHOCTM ee
KOHEYHbIX pe3ynbTaTtoB




PaspabatbiBaTe noaxoAbl K BbIMOMHEHUIO TPYAOBbIX 3a4aHM NOCPEACTBOM
NCNONb30BaHUSA  cneumarnbHblX  3HAaHWA U SKCMEPTHbIX  UCTOYHUKOB
NMHopMaumn

Haxoantb peweHna B HeCTaHOapPTHbIX CUTyalnax

Heobxoaumeble 3akoHogaTenbctBo Poccuiickon Pepepaumm B obnactm  6e3onacHocTuv
3HaHuA OOPOXHOro [ABWXKEHUA, B TOM 4ucne npaBui [OPOXHOrO ABWMXKEHMS,
akcnnyaTaumm 1 obCcnyXuBaHWsi aBTOTPAHCMNOPTa, NEPEBO3KM NACCAXUPOB U
rpysos
MpaBuna n pernameHTbl NPOBEAEHWs MNPOBEPOK HAaA30PHbIMU OpraHamu
KOHTpoOrns 6€30MacHOCTU AOPOXHOIO ABUKEHUS
HopmaTtusHo-TexHuyeckas OOKyMeHTauus, pernameHTupyoLwlas
3KcnnyaTauuio TPaHCMOPTHLIX CPeaCcTB
HopmaTtuBHO-TexHUYecKkas [OOKYMEHTauus, pernameHTupylowas pemMoHT
TpaHCNOPTHbIX CPeACTB
YCTPOWCTBO U KOHCTPYKTUBHBIE OCOBEHHOCTUN TPaHCMOPTHBIX CPeacTB
TexHuKo-3KennyaTaumMoHHble AaHHbIe TPAHCNOPTHLIX CPEeACTB
MpaBuna TeXHNYECKOM SKCMyaTaunm TPaHCNOPTHbBIX CPEACTB
HavmeHoBaHNA WM CTpyKTypa OpraHoB W oOpraHvsalui, OTBETCTBEHHbIX U
KOHTPOMMPYHOLLMX OpraHM3auunio 6€30nacHOCTU JOPOXKHOIO OBVKEHNUS
OcCHOBbI yNpaBneH1st NepCoHariom n ero MoTMBauum
MeToabl oLeHkM nepcoHana u pesynbTaToB Tpyaa
JlokanbHble HOpMaTMBHbIE aKTbl OpraHuM3auum obLliero xapakrtepa M no
PYHKLMOHAMNBHOMY HanpaBneHno AesTeNbHOCTH
CTpyKTypa v NpMHUUNbLI OpraHn3aummn JoKyMeHToobopoTa
BasoBble ocHOBbI MHOPMATUKN, MOCTPOEHUS UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU paboTbl C HUMK
Cnocob6bl  06paboTkn MHGOpPMaUMM C  UCMONb30BaHNEM MPOrPaMMHOIO
obecneyeHnst 1 KOMMNbITEPHbIX CPEOCTB
MpaBuna genoBon Nnepenncku
lNpaBuna genoBoro atukeTa
CTpykTypa opraHusauum
Apyrne -
XapakTepuCTUKN

3.7. Obo6LweHHasa TpyaoBasa PyHKUUS

HanmeHoBaHue

YnpaBneHve o6beKTamMu HEABMKUMOCTH,
HaxodALMMUCA B COBCTBEHHOCTM
opraHusaummn Unu Ucnornb3yeMbiMn Ha
OCHOBaHUW APYrux BELLUHbIX NpaB

Koa

YpoBeHb
KBanudukaumm
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MpouncxoxaeHne

Z - 3aMmcTBOBaHO
0000LeHHon TpygoBon | OpurmHan X
13 opurnHana
OYHKLMN
Kon PernctpaunoHHbIn
opurMHana HoMep
npodeccuoHansHoro
cTangapTa

Bo3moxHble PykoBoanTenb agMUHUCTPATUBHO-XO3ANCTBEHHOIO NoapasgeneHms

HanMeHOoBaHUA
OOIKHOCTEN, npodeccui

HavanbHyK agMMHUCTPATUBHO-XO3SIMCTBEHHOMO NoapasaeneHns
PykoBoauTenb nogpasgenenns no ynpasneHnto KopnopaTMeHON
HEABWKUMOCTLHO

TpeboBaHus kK
0bpas3oBaHuo 1 06y4YeHNIO

Beicluee obpasoBaHue - 6akanaspuaT unm

Beicluee obpasoBaHue (HenpodunbHoe) - bakanaspuaT u
[ONONHUTENbHOE NpodeccnoHanbHoe obpa3oBaHne - MPorpaMmbl
npodeccuoHarnbHON NepenoaroToBKN Mo Npoduno 4eATENbHOCTM
JononHntensHoe npodeccrmoHansHoe obpazoBaHue - NpPorpaMmbl
noBblWeHMs kBanudukauum no Nnpodunio 4eaTenbHOCTU (HE pexe Yyem
pas B Tpu roga)

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

He meHee Tpex neTt B obnactn MaTepunanbHO-TEXHNYECKOIro
obecneyeHus, ynpaslieHNA HeaBWXNMOCTbIO

Ocobble ycnosus gonycka
K pabote

Lpyrve xapaKkTepucTuku

HdononHuTtenbHble XapaKTepPUCTUKU

HanmeHoBaHue OOKyMeHTa

Kopn HaumeHoBaHve 6a30BoW rpynmnbl, JOMKHOCTU
(npodheccumn) nnu cneynanbHOCTU

OKS3

1219 Ynpasnsowme prUHaHCOBO-3KOHOMUYECKON U
aAMWHUCTPATUBHOW AEATENbHOCTLIO, HE BXOAALIMNE B
apyrue rpynnsl

EKC

- MeHepxep

- HavanbHWK aAMUHUCTPATUBHO-XO3MCTBEHHOTO
otgena

- HavyanbHWK X03aMCTBEHHOro oTAEeNa

- MHxeHep no pemMoHTy

OKnaTP

22052 3asefyoLmn otaenom (MaTepmanbHO-TEXHNUYECKOTO
CHabXxeHwns)

24047 MeHexep

24705 HavanbHuk oTaena (pyHKUMOHANbHOro B MPOYMX
obnacTsx AeaTenbHOCTH)

24927 HayvanbHuK crnyx6bl (PyHKLMOHaNbLHOM B NPOYUX
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obnacTax AesaTensHOCTH)

25042 HavanbHuk ynpaBneHus (cneunann3npoBaHHOro B
NpoYmX OTpacnsx)

OKCO

5.38.03.02 | MeHemXmMeHT

3.7.1. TpynoBas cyHKUUsA

OpraHnszauunsa n obecne4yeHne

yrnpaBneHns cobcTBeHHOM YpoBeHb
HanmeHoBaHVe | HeABWXMMOCTBLIO M HEABUWKUMOCTBIO, Kog |G/01.6 | (nogypoBeHb) 6
NCNOMb3yeMon Ha OCHOBAHUMN OPYrnx KBanudukaumm

BeLllHbIX npaB

MpouncxoxaeHune
TPYOOBOM PYHKLUK

3ammcTBOBaHO
OpurnHan X
13 opurmHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccunoHansHoro
cTaHgapTa

TpyooBble AeNCTBUSA

OpraHusaumsa akcnnyataumm u TEXHUYECKOro obcnyxmBaHmsa obopyaoBaHus,
NHXEHEePHbIX CeTel U cuctem xusHeobecneyeHns (3a UCKMIOYEHNEM CUCTEM
TEeNeKoOMMYHUKaLUMA 1 CBA3M, OXpaHbl) OO bEKTOB HEABMKUMOCTH

KoHTponb CBOEBPEMEHHOCTW MPOBEAEHUSI TEXHWUYECKOrO W CEPBUCHOrO
obcnyxunBaHus  0b6OpyooOBaHWS,  MHXEHEPHbIX  CeTel U CUCTEM
Xmn3HeobecneyeHnss 06 bEKTOB HEABMKUMOCTU

OueHka COCTOAHUA 00bEeKTOB HeOABMWXNMOCTU n onpepeneHue
LJ,eJ'IeCOO6pa3HOCTI/| npoeeaeHnAa peMOHTHO-CTPOUTESTbHbIX pa60T

OpraHusaums u KOHTPOMb MPOBEAEHUS PEMOHTHbIX paboT obopynoBaHus,
NHXEHEPHbIX CeTel, CUCTEM Xu3HeobecneyeHns 1 PeMOHTHO-CTPOUTENbHbIX
paboT 34aHMIN N COOPYKEHWUI

PaspaboTtka nnaHoB peanusauuMu NPOBEOEHMS  PEMOHTHbIX  paboT
obopyaoBaHNsl, UWHXEHEPHbIX CeTen, CUCTEM >ku3HeobecneyeHus U
PEMOHTHO-CTPOUTESNbHLIX PAbOT 30aHUN N COOPY>KEHWI

MpoBedeHne MeponpusaTUA B paMkax obecrneyeHuss MoXKapHom U
3Komormyeckoi 6e3onacHoCcTn 06 LEKTOB

OpraHusaumMas UM KOHTPONb  CaHUTApPHO-CEPBMCHOMO W KIIMHUHIOBOIO
obcnyxnBaH1s TEPPUTOPUM OpraHM3aLum

OnpegeneHve Ka4yecTBEHHbIX W KONMYECTBEHHbIX MoTpebHocTel Ans
obecneyeHnst NPOLIECCOB YNpaBreHnst HeABMKUMOCTbIO OpraHu3aLm

nOCTpOGHMe CUCTEMBbI B3aUMOAENCTBUSA n KOMMYHUKauunmn mexay
COTpyOAHUKaMU nogpasgeneHna n npencraBUTENAMN opraHmsau,Mﬁ,
obecneunBatoLmnx KCcnnyatauuo n OGCﬂy)KI/IBaHVIe 340aHUN 1 coopy>|<eHV||7| n
conpoBoXaarwwmnx apeHaHble OTHOLLIEeHUA

MpencTaBneHne MHTEPECOB OpraHn3auMn B Hag30PHbIX U KOHTPOSMPYHOLLMX
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OpraHax no BonpoCamM 3KcnnyatTauun HegBUXUMOCTU U obecneyeHus
n0>+<apH0|7| 1 aKonornyeckon 6esonacHocTn

PaspaboTka u BHegpeHWe HOPM WU NpaBwsl, pernameHTUpYoLWmMX npoueaypsbl
ynpaBneHusi 06bekTaMmyn HeaBWKMMOCTU N X 0BCHyXMBaHMS

lNocTtaHoBKa uenen wn 3agad pa60THI/IKaM nogpasgernieHnda B paMKax
ynpasJieHndA cobCcTBEHHOM HEOBWXNMOCTbLIO n HEOBWXMNMOCTbHO,
VICFIOJ'IbSyGMOVI Ha OCHOBaHWUM OpYrnx BeLWHbIX npaB

KOHTpOJ’Ib BbIMOJIHEHNA NOCTAaBJIEHHbIX 3a4au paGOTHVIKaMI/I nogpasgeneHnda
B paMKax ynpaBreHusa COBGCTBEHHOW HEOBWXMMOCTLIO U HEOBMXMMOCTLIO,
VICI'IOJ'Ib3yeMOI7I Ha OCHOBaHUM OpYyrux BeLlHbIX nNpaB

Heobxoaumeble
yMeHUs1

OnpepnenaTb obbem HeobxoanUMBbIX notpebHocTemn B
MaTepuanbHO-TEXHUYECKNX, (UHAHCOBLIX pecypcax B COOTBETCTBUM C
nokanbHbIMA  HOPMaTUBHLIMW akTamMuM W Ol[KeTOM opraHuMsauum Ans
akcnnyaTaumm, obcnyxmpaHus 1 pemMoHTa 06 LEKTOB HEABKMMOCTU

OueHuBaTtb cocTosiHMe obbekTa HeaBWXUMOCTH " cucTtem
Xn3HeobecneyeHnss Ha OCHOBaHWUM 3aKMOYEHMI TEXHUYECKMX OCMOTPOB U
obcnepoBaHui

VMcnonb3oBaTb MPOEKTHO-CMETHYIO W WUCMOMHUTENbHYIO [OOKYMEHTaUMIO B
pamKkax BbINOSHSEMbIX TPYAOBbIX (PyHKLMNA

OueHuBaTb Ka4yecTBO BbIMOSIHEHHbIX PaboT MO PEeMOHTY, aKchnyaTauum u
06CnyXnBaHUo 06bEKTOB HEABMXMMOCTM

OnpepensaTe kpuTepuu u TpeboBaHWUS MO KIWHUHIY W CaHUTaAPHOMY
obcnyxvBaHuio

MpousBoante aHanua wn onpefenatb 3MPAEKTUBHOCTL U KavyecTBO
ynpaBneHnss obbekTamy HeOBWKUMOCTM Ha OCHOBE CBOAHbIX YYETHbIX M
OTYETHbIX JOKYMEHTOB

Mcnonb3oBaTb MeToAbl CbVIHaHCOBbIX BblYMCIEHUIN U aHanu3a

Mcnonb3oBaTb 1 NPUMEHATb TEXHOOIrnn 6epe>|<n|/|Boro npounssoacTea

O6obwatb un cucrtemMmatm3mpoBatb MOCTynakvLWyH VIH(*)OpMaLI,VI}O, Ha ee
OCHOBaHUM HaxoauTb Haunbonee Sd)d)eKTI/IBHbIe peweHna anda peanunsauunumn
NocTaBl1eHHbIX 3aau

OpFaHM3OBbIBaTb M KOHconnagunpoBaTb 6M3HeC-I'IpOLI,eCCbI, NCNoNHUTENen un
paGOTHMKOB C LUenblo JOCTUXEeHUA OOHOro pesyrbrtata

PabotaTb ¢ 6onbwmnm 06 beMOM MHGOPMaLIMK

Pa3p868TbIBaTb n BHEOPATb  JIOKalbHbIE HOpMaTUBHbIE aKThbl n
pernameHTupyrowine JOKyMeHTbl

CocTtaBnsATb CBOOHbIE Y4YE€THble W OTYETHble [AOKYMEHTbl B  Lensax
OCYLLEeCTBMNEHNA KOHTPONA W aHanu3a AdaHHbIX O akTax XO3sMCTBEHHOW
JeaTenbHOCTM OpraHn3aummn B YacTu ynpasneHus HeABMKUMOCTbIO

Mcnonb3oBaTb  KOMMbIOTEPHbIE  NporpaMMmbl  Afst  BedeHus  ydeTa,
cucTemMaTM3auumM M aHanusa [aHHbIX, COCTaBneHusi 6a3 OaHHbIX, BeAeHUus
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMaLMOHHO-TENEKOMMYHMKALMOHHOM ceTn "UIHTepHeT", OprTexHuKy




Mcnonb3oBaTtb CpeacTBa KOMMYHUKALMK

Bectun neperosopbl 1 OENOBYKD NEepenuncky, cobntogas HOPMbl [O€e10BOIro
9TnKeTa

OueHnBaTb CBOK [JeSTENBbHOCTb C  TOYKU 3peHnA S(Zb(beKTVIBHOCTVI ee
KOHEYHbIX pe3yJibTaToB

Pa3pa6aTblBaTb noaxoabl, BKNW4Yaa HecTaHdapTHble, K BbIMOJIHEHUIO
TPyaoBbIX 3agaHunn nocpencTBoM UCMNOJNb30BaHUA chneunanbHbIX 3HaHUA W
9KCMNEPTHbIX NCTOYHUNKOB I/IHCbOpMaLI,VII/I

Haxoantb peweHna B HeCTaHOapTHbIX CUTyauuax wunm B cliydaax
HenpeasnaeHHOro usSMeHeHuA niiaHa peanunsaunm npoeKkToB

Heobxoaumble
3HaAHUA

3akoHopaTenbcTtBO Poccuiickon ®Pepepaumm no BOMpocaM MNOXapHOW W
akonornyeckom 6e3onacHOCTM, JKChnyaTauum u OBCAYXMBAHWA 34aHUA U
COOPYXEHWI,  MaTepuanbHO-TEXHUYECKOro  obecnedeHus,  3aKyrno4HON
OeAaTenbHOCTW,  OEernonpouM3BOACTBA,  rpaXAaHCKoe  3aKoHOA4ATeNbCTBO
Poccunckon ®egepaumm B 4acTn perynmpoBaHnst 4OroBOPHbIX OTHOLLUEHWNA W
COENOK MexXAay y4yacTHMKaMy pblHKA B pamKax BbINOMHAEMbIX TPYOOBbIX

dyHKUMN

TpeboBaHMA HOpPMAaTUBHLIX NPAaBOBbLIX akTOB B 06nacTu oxpaHbl Tpyaa,
noxapHoun 6e3onacHOCTW, OXpaHbl OKpYXaloLen cpedbl, a Takke npasuna u
pernaMeHTbl MpoBedEeHNs MNpPOBEPOK HaA30pHbIMW oOpraHamu B obnactu
3KCnfyaTaumMm un  obCnyxvBaHUS OOBEKTOB HEOBWKMMOCTW, MNOXapHOW
GesonacHocTK, 3Konmornyeckow Oe3onacHOCTW, rpaXaaHCKOW OOOPOHbI 1
3awmTe OT YpesBblYalHbIX CUTYaLNN

TpeboBaHuA K caHWTapHOMY OOCNYXXUBaHUIO 34aHUN, COOPYXEHUN U
npuneratoLwen TepputTopum

OcobeHHoCcTH yxXxoga 3a pasfindyHbiMM NOBEPXHOCTAMU U OTAEJIOYHbIMU
NOKPbITUAMMU

CTaHﬂ,aprl KIMMHUHIOBbIX YCIyr

TexHonorust n cnocobbl BEAEHNS CTPOUTENbHbIX, PEMOHTHBIX Y MOHTaXHbIX
paboT B pamkax BbIMOSHAEMbIX TPYA0BbIX (DYHKLMIA

CTpoutenbHble HOpMbI M MNpaBuna B paMKax BbIMOMHAEMbIX TPYAOBbIX
YHKLNIA

Ob6Lwme TexHUYECKE XapaKkTEPUCTUKM CUCTEM Kn3HeobecnevyeHns ob6bekToB
HeOBWXNMOCTU

KOHCprKTMBHbIe 0cobeHHOoCTH 060pyﬂ,OBaHMﬂ cucTeM Xxun3HeobecneyeHust

OcHoBHble  TpeboBaHMS  CTaHOAPTOB, TEXHWYECKMX,  Ka4YeCTBEHHbIX
XapaKTepucTuK, npeabsiBNsieMble K 06bekTaM HeaBMKUMOCTU

OCHOBbI 1 MPUHLMMNbLI KNaccugukaumm 3gaHnin 1 COOPY>KEHWUI

OcCHOBHbIe NPUHUUMNbI U TEXHONOIMN 6epe>|<r||/|Boro npon3BoacTBa

OcHosBbl ynpasrieHna nepcoHasioMm n ero motTmealunmn

MeTopabl OLEHKM NepcoHana u pesynsTaToB TpyAa

JlokanbHblEe HOpMaTuMBHbIE aKTbl OpraHun3auum obuero Xapaktepa “ no




beH KUMOHaNbHOMY HanpaBleHU 0eATeNIbHOCTU

CTpyKTypa 1 NpUHLMIbI OpraH13aumnm JoKyMeHToobopoTa

basoBble 0CHOBbI MHGOPMATUKN, NMOCTPOEHUS MHAOPMALMOHHBIX CUCTEM U
0cobeHHOCTM paboTbl C HUMMK

Cnocobbl obpaboTkn uMHGOpMaUuM C  KCMNOMb30BAHMEM MPOrpaMMHOro
obecneyeHnst 1 KOMMNbIOTEPHbIX CPEOCTB

MpaBuna genoBon Nnepenncku

MNpaBuna genoBoro aTukeTa

CTpykTypa opraHusaumu

Opyrve
XapaKkTepucTunkm

3.7.2. TpynoBas cyHKUUA

OpraHunsaums npouecca Bbibopa 00bekTa YpoBeHb
HanmeHoBaHMe |HEABMXMMOCTW B LIENAX MNOKYMKX Uin Kog | G/02.6 (nogypoBeHb) 6
apeHgpl KBanudgukaumm
lMNpouncxoxaeHue 3anmMcTBOBaHO
P L Opwurunan X
TPyaoBon yHKLNN 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana HoMep
npodeccnoHansHoro
cTaHgapTa

TpynoBble AencTBUSA

OueHka wn onpegeneHne noTpebHOCTEN oOpraHu3auunm B obecnedyeHumn
HeaBUWXMUMOCTbIO C y4eTOM CCbepr neATenbHOCTN opraHm3aunn, YNCNeHHOCTH
nepcoHana v CTpyKTypbl opraHu3asmm

OpraHunsauusa npolecca nogdopa 06bEKTOB HEABUXUMOCTU

OpraHnsaums paboTbl M B3aMMOOEWCTBMSA C MOCTaBLUMKAMU PUINTEPCKUX
YCIYr U KOMMEpPYECKOl OLIEHKN 0GBEKTOB HEABMXMMOCTU

CDOle/IpOBaHVIe nepeyHsa OLUEHOYHbIX XapakTepucTtuk 00BbEKTOB
HeaBWXNMOCTU B COOTBETCTBUN C HﬂaHMpyeMOVI Leribio ncnonb3oBaHUA

OLI,eHKa XapaKTepucTtuk obbekToB HeaABMXUMOCTU No  COBOKYMHOCTU
TpeboBaHui

AHanu3 © oueHKa CTOMMOCTM HEABWKWMOCTM, apeHAHbIX CTaBOK B
COOTHOLUEHUN C AEWCTBYIOLUMMM CTaBKaMM Ha apeHdyeMble opraHu3auuen
nomeLLeHms

Pa3paboTka 1 BHeapeHMe HOpPM W NpaBuil, pernaMmeHTUpYLWNX npoLeaypsbl
noabopa o6bLEKTOB HEABWXUMOCTM C LieNbio apeHabl UMK NOKYMKW, a Takke
TpeboBaHW K oOObekTam HeOBWKUMOCTU B  COOTBETCTBMM C WX
UCNomb3oBaHNEM




Heobxognmelie MpoBoauTb OCMOTPLI WM  MCNONb30BaTb MeETOoAbl OUEHKM OObEeKToB

YMeHUsI HeaBUXMMOCTU
Bectn neperoBopbl 1 OenoByt nepenucky, cobntogasd HopMbl AEenoBOro
aTuKeTa
Mpon3BoanTb aHanmM3 obLWen cuTyauum Ha pbiHKE HEOBWKUMOCTU WU
onpenenaTb  Hauboree npueMniemMble  LEHOBble U KauyeCTBEHHble
NpeAanoXeHns Ha OCHOBE CBOAHBIX YYETHbIX N OTYETHbIX JOKYMEHTOB
O6obwaTte ¥ cuctemaTMsavpoBaTb MNOCTynawLyo wuHdoOpMaLMo, Ha ee
OCHOBaHUM HaxoauTb Hanbonee adEKTMBHbIE peLleHus Ang peanusauum
NOCTaBMEHHLIX 3aaa4
OpraHusoBbiBaTb U KOHCONMMAMPOBaTb OM3HEC-NpoLEecChl, UCMONHUTENEN ”
paboTHMKOB C LieNblo AOCTWXKEHNSI OQHOMO pe3ynbTaTta
PaboTtaTtb ¢ 6onbwmm o6bemom nHopmaumnm
PaspabatbiBatTe W BHEApPsTb  JOKanbHble  HOPMAaTMBHbIE  aKTbl U
pernameHTUpyoLmMe JOKYMEHTbI
CocTtaBnsATb CBOOHbIE Y4YETHble W OTYETHble [OOKYMEHTbl B  Lensax
OCYLLIECTBIIEHMUSI KOHTPONS W aHanu3a [AaHHbIX O COCTOSIHUM  pblHKA
HeOBWXMMOCTUN N paccMaTpmBaeMblX 06 bEKTOB HEABUXKMMOCTM
VMcnonb3oBaTtb MeTOAbl (PMHAHCOBBLIX BbIYUCIIEHUIA N aHann3a
Mcnonb3oBaTb  KOMMbIOTEPHbIE  MporpaMmbl AN BeOeHus  y4eTa,
cucteMaTmsauum U aHanusa AOaHHbIX, coCcTaBneHus 6a3 JaHHbIX, BeaeHust
OOKYMeHTo0o00poTa, CnpaBoYHO-NpPaBOBbIE CUCTEMBI, pecypcbl
MHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky
VMcnonb3oBaTtb CpeacTBa KOMMYHUKALIMK
OueHvBaTh CBOK [AEATENbHOCTb C TOYKM 3peHust 3ahPekTMBHOCTU ee
KOHEYHbIX pe3ynbTaToB
PaspabatbiBaTb noaxodbl, BKMYas HecTaHOapTHble, K BbIMNOSHEHWIO
TPYOOBbLIX 3a4aHUM MOCPeACTBOM WUCMOMb30BaHUSA CreumanbHbIX 3HAHWA U
3KCMEPTHBIX UCTOUYHMKOB MHGOPMaLUK
Haxooute pelweHuss B HeCTaHOApPTHbIX CUTyauusix WnNu B Criyyasx
HenpeaBUAEHHOIO N3MEHEHMSA NNTaHa peanu3almm NPOeKToB

Heobxoaumeble OCHOBbI 1 MPUHLMNbLI KNaccugukaumm 3gaHnin 1 COOPY>KEHWUI

3HaHus

AreHTCTBa ¥ opraHusaumm, paboTatoLmne Ha PbiHKE HEABMKUMOCTU

Buabl okasbiBaeMbIxX ycnyr areHTctBaMmm 1 opraHnsaunamm, pa60Ta+ou.w|x Ha
pblHKE HEOBMXNMOCTHU

KOHbIOHKTypa PbiHKa HeABWXNMOCTU

OcHoBHble ~ TpeboBaHMS  CTaHOAPTOB, TEXHWYECKMX,  Ka4YeCTBEHHbIX
XapaKTepucTuK, npeabsiBNsieMble K 06bekTaM HeaBMKUMOCTH

OcHosBbl OProHOMUKN

O6wme NPUHLUMMNbLI 30HNPOBAHUSA MOMELLEHWUIA




MeTtoabl aHanu3a n nopsgok cbopa, obpaboTkn 1 nepegadn nHpopmalmm o
PbIHKE HEOBWXMMOCTHU

Mopsnok NpoBeaeHNst OCMOTPOB O0BLEKTOB HEABMXNMOCTU

MeToabl OLEHKN 06 bEKTOB HeABKUMOCTU

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auuun obuwero Xapaktepa “ no
beHKLl,I/IOHaJ'IbHOMy HanpaBleHnto OeATENbHOCTH

CTpyKTypa 1 NpUHLUMIbI OpraH13aumnm JoKyMeHToobopoTa

3akoHopaTenbctBo Poccunckon depepauum B 0o6nactu  3eMenbHOro,
XWUIULLHOIO, 3KOMOrMYecKoro, HamnoroBoro, rpaxaaHCKoro npaBa B 4acTu
perynMpoBaHusi OTHOLLEHWA C HEABWXMMOCTbIO B pamMKax BbIMOMHAEMbIX
TPYAOBbIX (PYHKLMIA

HopmaTuBHble NpaBoBble akTbl, MeToAMYEecKMe MaTepuanbl, NOMOXKeHus,
WHCTPYKUMW, OpYyrue pyKkoBoAsiLMe MaTepuarbl U AOKYMEHTbI, perynupytoLime
onepauumn ¢ HEABWKMMOCTbLIO B pamMKax BbINOMHAEMbIX TPYAOBbIX (OYHKLNIA

TpeboBaHMs HOpMAaTUBHbLIX MPaBOBbIX aKTOB B 0GnacTu oxpaHbl TpyAda,
noxapHoi 6e30nacHOCTU, OXpaHbl OKpYKatoLleln cpeabl

BasoBble OCHOBbI MHOPMATUKW, MNOCTPOEHUS MHAPOPMALMOHHBLIX CUCTEM U
0C0B6eHHOCTM paboTbl C HUMMU

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHUEM MPOrpaMMHOro
obecneYveHmns 1 KOMMbIOTEPHBLIX CPEACTB

[MpaBuna genosow nepennckn

I'Ipanu'la AEeNoBOro 3TUKeTa

CTpyKTypa opraHusaumm

Opyrue
XapakTepucTUKn

3.7.3. TpynoBasa dyHKUMA

YnpaBneHvue OKYMEHTaLUOHHBIM YpoBeHb
HanmeHoBaHMe | conpoBoOXOeHNEM OObEKTOB Kog | G/03.6 (noaoypoBeHb) 6
HeaBWXMMOCTU opraHM3aLmm KBanMdukaumm
MpoucxoxaeHue 3anmcTBOBaHO
o OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

OpFaHVI3aLI,I/IF| M KOHTPOJ1b NOKYMNKN U NpoAaXu 00BHEKTOB HEOBMXNMOCTU

OpraHuzaumsi npoueayp OQOPMIIEHUsl, pPerncTpauMm U UCMOSIHEHUS
JOKYMEHTOB Ha HEeABWXKMMOCTb, €e JKCTilyaTauuio W yrpaBrieHue,




TEXHNYECKOE COCTOAHME, permcTpauuto npae Ha HeaABMXXMMOCTb U JOroBOpoOB
D,OJ'IFOCpO‘-IHOVI apeHabl HeABMXNMOCTHU

KoHTponb npouenyp oopMneHusi, permctTpaumm n UCNONHEHNsT JOKYMEHTOB
Ha HeOBWXUMOCTb, €€ 3KChfyaTauuio W yrnpaBlneHue, TexXHU4eckoe
COCTOSIHMEe, perucTpaumilo npaB Ha  HEABWXKWMOCTb W [OrOBOPOB
OONroCpPOYHON apeHabl HEABMKUMOCTH

OpraHuzaumsl 3akoYeHnss U UCMOSIHEHMS] OOrOBOPOB apeHabl (cybapeHabl)
HeOBWXMMOCTU, OKasaHUsi KOMMYHanbHbIX YCIyr, YCIyr Mo 3Kchmyatauun u
06CNyXMBaHUIO 0OBHEKTOB HEOBMKMMOCTU, PEMOHTHO-CTPOMTENbHBIX paboT,
CTPaxoBaHWIO 1 OLeHKe

KOHTpOmnb 3aknoyeHuss U WCMONHEHWsT OOrOBOPOB apeHdbl (cybapeHabl)
HeOBWXMMOCTU, OKasaHUsi KOMMYHarbHbIX YCINyr, YCIyr no aKcrniyatauum u
06CNyXMBaHUIO 0OBEKTOB HEOBMKMMOCTU, PEMOHTHO-CTPOMTENbHBLIX paboT,
CTpaxoBaHWIO 1 OLEeHKe

rlOCTpOGHI/Ie CUCTEeMbl XpaHeHUa n y4vyeta pernctpaynoHHbIX N TEXHUYECKUX
OOKYMEHTOB Ha HEBMXNMOCTb

OpFaHl/I3aU,I/IFI ydyeTa 00BEKTOB HEOBMXUMOCTU opraHunsauunmn

KOHTpONb MCMOMHEHWs ykasaHuh, npegnucaHuin u pekoMeHgauuin opraHoB
rocyqapCTBEHHOW BNacTM W MECTHOrO CcamoynpaBfeHuss Mo Bomnpocam
HeABWKUMOCTU 1 3eMI1enonb30BaHns

PaspaboTka n BHeapeHMEe HOPM W MpaBwr, pernaMmeHTUMpyoLWKUX npouenypbl
0ohopMINEHUs, perucTpaumm U UCNOrHEHUs OOKYMEHTOB Ha HELBWKUMOCTb,
ee aKcnnyatauulo M ynpasreHue, TEXHUYECKOe COCTOsIHWE, perucrpauuio
npaB Ha HEOBWXWMOCTb, 3aKM4YeHWe U perncTpauuio AOroBOpoB apeHdbl
HeBWKUMOCTM

Heobxoaumeble
yMeHus1

BzanmopgelicTBoBaTh C NPeACTaBUTENSIMU OPraHoOB rOCYAapCTBEHHOW BRacTu
1 MECTHOro CaMOyNpaBrieHus], a TakKe HaA30PHbIMU OopraHamu

Bectun neperosopbl “ OenoByk Neperuncky, cobntogas HOPMbl [O€e510BOro
9TUKeTa

MponsBoguTb aHanuM3 3PPEKTUBHOCTU UCMONb30BaHUS apeHA0BaHHbIX
NMOMELLIEHMI N COCTOSIHUS JOKYMEHTOB Ha OOBEKTbI HEABWKMMOCTU Ha OCHOBE
CBOAHbIX YY4ETHbIX U OTYETHbIX JOKYMEHTOB

0O60o6Wate ¥ cucTemMaTMaMpoBaTb MOCTYNalLLlyl0 WHopMauuio, Ha ee
OCHOBaHUWN HaxoauUTb HauGonee adpEKTUBHbIE pelleHVs ana peanusauuu
rnocTaBneHHbIX 3agay

OpraHu3oBbIBaTb U KOHCONMAMPOBATb OM3HEC-NPOLECChl, UCMIONHUTENEN WU
pabOTHMKOB C LIeNblo JOCTUXKEHWS OOHOMO pe3yrnbraTa

PabotaTb ¢ 6onbwmnm 06 beMOM MHGOPMaLIMK

Pa3p868TbIBaTb M BHEOPATb pernamMeHTUpyrwmne JOKYMEHTDI

CocTtaBnsATb CBOOHbIE Y4YE€THblE W OTYETHble [AOKYMEHTbl B  Lensax
OCYLLEeCTBMNEHNA KOHTPONA W aHanu3a AdaHHbIX O akTax XO3sMCTBEHHOW
OeATenbHOCTM opraHmMsauum B YacTu  ynpaBfieHUs HEeABMXUMOCTbIO W
OOKYMEHTaLWOHHOIo COMPOBOXAEHUS

Mcnonb3oBaTtb KOMMNbIOTEPHbIE nporpamMmmsbl anda BeaeHusa yyeTa,




cuctemaTmsaumMm U aHanuMsa [aHHbIX, cocTaBneHus 6a3 aaHHbIX, BeAeHusi
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "UIHTEpHET", OprTeXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHUKALMK

OueHnBaTb CBOK [JeSITENBbHOCTb C  TOYKM 3peHuna SCbeeKTVIBHOCTVI ee
KOHEYHbIX pe3yJibTaToB

Pa3pa6aTblBaTb noaxoabl, BKNW4Yaa HecTaHdapTHble, K BbIMOJIHEHUIO
TPyaoBbIX 3agaHunn nocpencTBoM UCMNOJNb30BaHUA cheunanbHbIX 3HaHUA W
9KCMNEPTHbIX NCTOYHUNKOB I/IHCbOpMaLI,VII/I

Haxoantb peweHna B HeCTaHOapTHbIX CUTyaluudax winm B chiiydadXx
HenpeasnaeHHOro usSMeHeHuA niiaHa peanunsaunm npoeKkToB

Heobxoaumble
3HaHusA

PbIHOK ycnyr no cTpaxoBaHUo 06 bEKTOB HEABMKUMOCTM

PbIHOK ycnyr no oueHke 06BHEKTOB HEOABMXMMOCTU

PbIHOK ycnyr no cogepxaHuio M TEeXHUYEeCKOMY OBCnyXuBaHuO OOBLEKTOB
HeABVPKUMOCTM

PbIHOK ycnyr no peMOHTY 06bEKTOB HEABUXMMOCTH

LleHOBaFI NOJINTUKa pblHKa Ha onpenerfieHHble KaTeropmun ycnyr, B TOM 4ucne
npenocrtaBjieHne KOMMYHarlbHbIX yCIyr

MpuHUMN, anropyUTM K 3Tanbl NPOBEAEHNS 3aKyMOK

OcHoBbI OroBOpHON paboThl

nOpﬂ,D,OK 3aKrn4veHna oroeopos

OcHoBHble Tpe6OBaHMF| CTaHOapToOB, TEXHNYECKUX, KayeCTBEHHbIX
XapaKTepUuUCTuK, npeabdaBiidemMble K 06bEeKTaM HeABMXKMMOCTH

OCHOBbI ¥ MPUHLMNBI KraccuguKkaunm 3gaHnii U COOPY>KEHUIN

Mpoueaypbl peructpauMm U OQOPMIIEHUs COENOK C HEABWMKMMOCTbIO,
TEXHNYECKOTO COCTOSIHUSA, [IOKYMEHTOB Ha HEABWKMMOCTb

Hopmbl n npaBuna obecneyeHuss noxapHonW ©Ge3onacHOCTM B pamKax
BbINONHAEMbIX TPYOO0BbIX (PYHKLMI

Hopmbl 1 npaBuna obecrneveHus akonormyeckon 6e3onacHoOCTM B pamkax
BbINONHAEMbIX TPYOOBbIX (PYHKLMNA

TpeGoBaHUS K CaHWTapHOMY OOCMYXVMBaHUIO 30a@HWIA, COOPYXXEHWUIA U
npuneraroLlen Tepputopum

OcobeHHoCcTH yxoaa 3a pas3findyHbiMKU NOBEPXHOCTAMU U  OTAENIONMHbIMU
NOKPbITNAMMU

CTaHD,aprI KIMMHUHIOBbIX YCIyr

TexHonorum n cnocobbl BEAEHUSI CTPOUTENbHbIX, PEMOHTHBIX Y MOHTaXHbIX
paboT B pamkax BbINOMHAEMbIX TPYAOBbIX (OYHKLUNIA

CTpouTenbHble HOpMbl M npaBuna B paMKax BbIMOMHAEMbIX TPYAOBbIX
YHKLNIA




Mopsiaok 3aknioYeHnst 4OroBOpPoOB U 0POpPMITEHNST HEOOXOAMMBIX 4OKYMEHTOB,
CBSI3aHHbIX C Kynnen-npogaxen n apeHaon HegBMKMMOCTU

Mopsagok 3aknio4eHs AOroBopoB U 0hopMMAeHUs HEOBXOANMbIX AOKYMEHTOB
B YacTu 9Kkcnnyatauuu, OOCnyxuBaHWsi M pemMoHTa (CTpouTenbCcTBa)
00 BEKTOB HEABMKMMOCTU

CTpyKTypa 1 NpUHLUMIbI OpraH13aumnm JoKyMeHToobopoTa

3akoHopaTenbctBo Poccunckon depepauum B 0o6nactu  3eMenbHOro,
XWUIULLHOIO, 3KONOrMYecKoro, HamnoroBoro, rpaxaaHCKoro npaBa B 4acTu
perynMpoBaHusi OTHOLLEHWA C HEABWXMMOCTbIO B pamMKax BbIMOMHSEMbIX
TPYAOBbIX (OYHKLMIA

HopmaTuBHble NpaBoBble aKTbl, METOAMYECKME MaTepuanbl, MOMNOXEHUS,
WHCTPYKLUUW, OpYrMe pyKoBoAsILLME MaTepuanbl U OKYMEHTbI, perynupyoLume
onepaumu ¢ HeABUXKMMOCTbI0 B paMKax BbINOMHSEMbIX TPYAOBbIX (OYHKLIMIA

BasoBble OCHOBbI MHGOPMATMKN, MOCTPOEHUS MHAOPMALIMOHHBLIX CUCTEM WU
0cobeHHOCTM paboTbl C HUMMK

Cnocobbl  06paboTkn wuHOpMaUMM C  MCNOMNb30OBaHNEM MPOrPaMMHOrO
obecneyeHns N KOMMbIOTEPHbIX CPEACTB

MNpaBuna genoBon Nnepenncku

lMpaBuna genoBoro aTukeTa

CTpykTypa opraHusaumu

Opyrve
XapaKkTepucTunkm

3.8. O6o6LeHHasa TpypoBasa PyHKUUs

OnepauunoHHoe 1 cTpaTernyeckoe
ynpasrneHue npoleccamm
aAMNHUCTPATMBHOIO, XO35MCTBEHHOrO, YpoBeHb
HanmeHoBaHue Kon H 7
OOKYMEHTALMOHHOIO U OpraHM3auMoOHHOro KBanudgukaumm
COMpoBOXAeHMs 1 obecneyeHns
OeATenbHOCTN opraHM3aLuu
MpoucxoxaeHve
Z - 3anmcTBoBaHO
0600LweHHon TpygoBon | OpurmHan X
13 opurnHana
OYHKLMN
Kopn PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
Bo3aMoxHble AOMUHUCTPATMBHbLIN OUPEKTOP
HanMeHoBaHUs Ynpasngwowmun genamu

DOIKHOCTEN, npodeccui

3amecTuUTenNb reHeparnsbHOro AvpekTopa no noaaepxke busreca
Buue-npeanaeHT no noaaepxke usHeca
3amecTuTenNb reHeparnsHOro AMpekTopa no o6LuMM Bonpocam




TpeboBaHus Kk
0obpasoBaHuo 1 06y4YEeHNIO

Boiclwee obpasoBaHue - cneumnanuTeT unuv maructpaTypa

Bricwee obpasoBaHue (HeNpogubHOE) - cneunanmTeT Unm
mMarvucTpaTypa u AONOSHUTENBHOE NpodeccrMoHanbHoe obpa3oBaHue -
nporpammbl NPpogheccMoHanbHoM NepenoaroToBKM No Npodusto

OeATEeNIbHOCTU

HononHutensHoe npodeccroHanbHoe obpasoBaHue - NporpaMmbl
NOBbILLEHMS! KBanukaummn no npouo AesTENLHOCTU (He pexe Yem

pas B Tpu roga)

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

He meHee naTn net B obnactu AOMUHNCTPATUBHOTO, XO035NCTBEHHOrO,
OOKYyMEeHTauNOHHOIo ninn opraHn3aumMoHHOIro conpoBoXXaeHun4

Ocobble ycnosusa gonycka
K paboTte

[Ipyrve xapaKTepucTuku

[dononHuTenbHble XapakTepUCTUKN

HanmeHoBaHve gokymeHTa Koa HanmeHoBaHve 6a30Bow rpynmnbl, 4OMKHOCTU
(npodbeccmm) nnm cneumanbHOCTK
OK3 1219 Ynpasnstowme prHaHCOBO-3KOHOMUYECKOM U
aAMWHUCTPATMBHOWN OEATENbHOCTBLIO, HE BXOASALINE B
apyrue rpynnol
EKC - 3amecTuTenb AnpekTopa no obLwum Bonpocam
- 3amecTuTenb gMpekTopa no KanuTanbHoOMY
CTPOMUTENBLCTBY
- [dvpeKTop apxmBa, LeHTpa XpaHeHUs JOKYMEHTaLmm
OoKnAaTP 21571 [unpekTop TexHNYeckun
27206 Ynpasnswowmin genamu
OKCO 2.08.00.00 |TexHuKa 1 TEXHONOMMK CTPOUTENLCTBA
2.23.00.00 | TexHuKa 1 TEXHOMOMN HA3eMHOro TpaHcnopTa
5.38.04.02 | MeHemXMeHT
7.46.04.02 | JokymeHTOBEOEHUE N apXnBOBeEAEHME

3.8.1. TpynoBas cdyHKUuMA

YnpasneHne agMUHUCTPaTUBHOWN,
XO3MCTBEHHOWN, IOKYMEHTALMOHHOWN 1 YPOBGHHL
HanmeHoBaHue » AOKY N Kog |H/01.7 (noaoypoBeHb) 7
OpraHn3aLMoHHON Noaaep>KKom
KBanudukaumm
opraHusaumm
MpoucxoxaeHue 3anmcTBOBaHO
_ OpuruHan X
TPYAOBOM OYHKLUM 13 opurnHana
Kog PeructpauunoHHbi

opurMHana Homep
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npodeccuoHansHoro
cTaHgapTa

TpyooBble AeCTBUSA

MocTaHoBKa onepauuoHHbIX Lenen M 3agad noapasgerneHvs M NoaaepXKku
opraHusauum

OueHka pUCKOB B paMKax peanusaumm oOnepaunmoHHON [esTeNbHOCTU
nogpasgeneHnn agMMHUCTPaTUBHOM, XO3SIMCTBEHHOW, OOKYMEHTALMOHHON U
OpraHn3auMoHHON NoaaepPXKKN

MpuHATME ©  opraHu3auusa BbINOMHEHUSI  YNpaBfEeHYEeCKNX  peLUeHun,
HanpaBnNeHHbIX Ha CHWXeHue BEPOATHOCTM BO3HWKHOBEHUS
HebnaronpuMaTHOro pes3ynbTata B paMKax peanu3auum onepauyvoHHON
peaTenbHoCTM  nogpasgeneHnin  agMUHUCTPATUMBHOW,  XO3SIMCTBEHHOW,
OOKYMEHTaLUMOHHOW 1 OpraHn3aLOHHON Noaaepkm

OueHka 3peKkTUBHOCTM  PUHAHCOBO-XO3ANCTBEHHON OEATENbHOCTU U
BbISIBNEHNE PE3EPBOB €€ MOBbILIEHUS

OueHka 3d(EKTMBHOCTM BHEOPEHMS MHHOBAUMOHHBIX TEXHOMOrMN  U”
pelweHnn B  Ou3Hec-npoueccbl  agMUHUCTPATUBHOW,  XO3SIMCTBEHHOM,
OOKYMEHTALMOHHOM U OpraHn3aunoHHON MOAAEPKKM

OnpepeneHve METOA0B KOHTPOIsSi GU3HeC-NpoLLEeccoB

npOBe/J.eHI/Ie BCTped W neperoBopoB C KpPYyrnMHbIMKA NOCTaBWMKaMN U
3aunHTepecoBaHHbIMU CTOPOHAMU

OnpegeneHve 1 BHegpeHMe  agMUHUCTPATMBHOW,  XO3SNCTBEHHOM,
OOKYMEHTALMOHHOM U OPraHn3aLnoHHON MNOMMTUKM OpraHu3aumm

Heobxoaumble
yMeHuA

KoHTponuposaTtb " OopraHv3oBbIBaTb npovecchl yrnpaeneHus
afMUHUCTPATUBHON, XO3ANCTBEHHOMN, OOKYMEeHTauNOHHOM 7]
opraHn3aunoHHON NoaaEePXKKOM

Mcnonb3oBaTb METOAMKM BHEOPEHUS KOPMopaTUBHBLIX HOPM U MpaBus
ynpaBreHnss aAMUHUCTPATUBHOW, XO3SINCTBEHHOW, [AOKYMEHTaLMOHHON W
OopraHn3aunoHHON NoAaEeP>KKOM opraHu3aumnm

BbicTpavBaTtb GU3Hec-npouecchl

MpousBognte  aHanua 1 onpedensatb  9PdPEKTUBHOCTL  paboThl
nogpasgeneHnin noAadepXKM Ha OCHOBE CBOAHbLIX YYETHbIX M OTYETHbIX
OOKYMEHTOB

MpUMeHsITb HaBblkM NPEOAONEHNss COMPOTUBNEHNS PAabOTHUKOB BHEAPEHUIO
N3MEHEHUN

PaspabatbiBaTb W BHeApsiTb  JlOKanbHble  HOPMaTMBHbIE  aKkTbl U
pernamMeHTUpyoLLNe 4OKYMEHTbI

BbisiBNATL M oueHnBaTb PUCKKU, B TOM YUCII€ PUCKUN OT 3noyn0Tpe6neHM|7|, n
onpenenatb npouenypbl, HanpaBfieHHble HA MUHUMU3aLUNO 3TUX PUCKOB

Pacnpepensate Mexgy paboTHMKaMM  MonHoMouusl, o6si3aHHOCTUM U
OTBETCTBEHHOCTb 3a BbINOMHEHWE COOTBETCTBYIOLWIMX 3afay, OCYLLECTBNSATb
MPOBEPKY UX BbINOSHEHWS

BecTn neperoBopbl M OenoByl0 nepenvcky, cobniojasi HOpMbl [ENOBOrO




9TnKeTa

Ob6obwaTtb 1 cucTtemMaTuanpoBaTb MNOCTyMNaloWy WHGoOpMauno, Ha ee
OCHOBaHUM HaxoauTb Hanbonee aEKTMBHbIE peLleHus And peanusauum
NnocTaBneHHbIX 3agay

Opl’aHVISOBbIBaTb M KOHconnaunpoBaTb 6VI3HeC-I'IpOLl,eCCbI, ncnonHuTenen un
paGOTHMKOB C uenblo AOCTMXKEeHNA O4HOro pesyribrtata

PaboTtaTtb ¢ 6onbwmMm o6bemMom nHpopmaumm

Mcnonb3oBaTb  KOMMbIOTEPHbIE  Mporpammbl  ANS  BedeHus  yyeTa,
cucTemMaTmM3auum M aHanusa OaHHbIX, COoCTaBneHusi 6a3 AaHHbIX, BeAeHUus
OOKyMeHToobopoTa, CMpaBOYHO-NPaBOBLIE CUCTEMBI, pecypcebl
MHOPMALIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "MIHTEpHET", OprTeXHUKY

Mcnonb3oBaTtb CpeacTBa KOMMYHMKALMK

OueHnBaTb CBOK [JeSTENbHOCTb C  TOYKU 3peHNnA SCb(beKTVIBHOCTVI ee
KOHEYHbIX pe3ynbTaToB

Pa3pa6aTblBaTb noaxodbl, BKNW4YadA HecCTaHdapTHble, K BbIMOJIHEHUIO
TPYyAOBbIX 3agaHunin nocpencTteBoM UMCMNOJSb30OBaHNA chneunanbHbIX 3HaHWUA 1"
9KCMNEPTHbIX NCTOYHUNKOB MHCbOpMaU,VIVI

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunn B cniydaax
HenpeaBunaeHHoOro sSMeHeHud nnaHa peanms3aunm npoeKkToB

Heobxoaumeble
3HaHusA

OcCHOBbI yNpaBneHust opraHusaumnen

MeTogpl kKOHTpoNsa Bu3Hec-npoLeccoB

MeToabl aHanu3a 6usHec-n poueccos

OcHosBbl PpUCK-MeHepKMEHTa

OcHosBbl ynpasrieHnAa npoektaMmmn n "SMeHEeHUAMU

CTpyKTypa 1 NpUHLMMbI OpraHn3aunM agMMHUCTPaTUBHON NOOOEPXKKM

CTpyKTYypa 1 NPUHLMMbI OpraH13aLnmn Xo3sMCTBEHHOI noaaepkKu

CTpyKkTypa v NpUHUUMLI OPraHn3aLmMmn JOKYMEeHTaLUOHHOM NoanepKKu

CprKTypa N NpuHUunbl opraHn3auunn OpFaHI/I3aL|,I/|OHHOI7I nogaepXxku

lNepenoBon OTEYECTBEHHbLIM OMbIT  aAMUHUCTPATUBHOW, XO3SMCTBEHHOW,
OOKYMEHTALWOHHOW U OpraHM3aumoHHON NogaepXkn

MepenoBont  3apybexHbii  OMNbIT  AOMUHUCTPATUBHOW,  XO3SIMCTBEHHOW,
OOKYMEHTALWOHHOW U OpraHM3aumoHHON NogaepXkn

OcHoBbI KOHMANKTONOMNN

OCHOBbI NCKUXOOMK, AenoBoro obLeHns

lNoHATNE O cermeHTe pblHKa, B KOTOPOM pa60TaeT opraHunsauusa

CTpaTerusa pasBuTus opraHm3aumm

BbuaHec-nnaH opraHmn3auumn




MeToauka pas3paboTku NokanbHbIX HOPMATUBHbBIX akTOB

MeTogmka BHEOPEHNA NOoKaJibHbIX HOPMaTUBHbIX akKTOB

3akoHogaTenbcTtBo Poccunckon depgepaunmn n HopMaTMBHO-NpaBoBas basa,
perynupytoLimne nesaTenbHOCTb B obnactu aAMWHUCTPATMBHOWN,
XO3ANCTBEHHOW, AOKYMEHTALMOHHOW N OpraHn3auMOHHOM NOALEPXKKM

basoBble 0CHOBbI MHGOPMATUKN, MOCTPOEHUS MHAOPMALMOHHBIX CUCTEM U
0coB6eHHOCTN paboTbl C HAMMK

Cnocobbl 06paboTkn MHGOpMaUUM C  KCMNOSIb30BAHMEM MPOrpaMMHOro
obecneyveHns 1 KOMMNbITEPHBLIX CPEACTB

MpaBuna genoBown nepennuckn

I'Ipanu'la AenoBOoro 3TuKeTa

CTpyKkTypa opraHusaumm

Opyrne
XapakTepucTUKn

3.8.2. TpypnoBas cdyHKUMA

OnpepeneHune n peanusauus
cTpaTern4yeckoro passuTust YpoBeHb
HanmeHoBaHMe |agMUHUCTPATUBHOW, XO3ANCTBEHHOMN, Kog | H/02.7 (nogypoBeHb) 7
AOKYMEHTaLMOHHOM U OpraHn3aunoHHON KBanudukaumm
noaaepXxku
MpouncxoxaeHve 3anmcTBOBaHO
4 OpurnHan X
TPYOOBOM OyHKLMUK 13 opurMHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

OnpegenexHve muccum W uenen agMUHUCTPATMBHOMW, XO3ANCTBEHHOM,
OOKYMEHTaLMOHHOM U OpraHn3aunoHHON NoaaepKku

MocTaHoBKa cTpaTerMyeckux Leneil noapasaeneHusM agMUHUCTPaTUBHOMN,
XO3ANCTBEHHOW, [OOKYMEHTALUMOHHON W OpraHv3auuoHHOW NoadepXKA B
COOTBETCTBMM C MUCCME W MMaHaMuM CTpaTerMyeckoro  pasBuUTUS
opraHusaLmm

BHeapeHne WMHHOBAUMOHHBLIX TEXHOMOMMA WM peweHun B BusHec-npouecchb
aAMUWUHUCTPATUBHON, X035MCTBEHHON, OOKYMEHTaUNOHHOM "
OopraHM3aunoHHON NoaAEPKKN

OueHka noTeHunanbHbIX puckoB

Pa3paboTka 1 NpuHATME ynNpaBrneHYeCKNX PeLLIeHWi No yny4yLlleHUo KavyecTBa
cepsuca " NOBbILLIEHUIO apheKkTuBHOCTHU aAMWHNCTPaTUBHOWM,
XO35IMCTBEHHOW, JOKYMEHTALMOHHON U OpraHM3aunoHHOM NOAAEPXKKU




MpoBeaeHne MoHUTOPMHIra GU3HEeC-NPOLIECCOB OpraHu3auum

MogrotoBka NpeanoXeHWi Mo COBEPLUEHCTBOBAHUIO U MOBLILLEHUIO
9P PEeKTUBHOCTM agMUHUCTPATUBHBIX, XO3INCTBEHHbIX, AOKYMEHTALMOHHbIX U
OopraHu3aLmnoHHbIX OM3HEeC-NPOLIECCOB

Heobxoaumeble
yMeHust

KoHTponuposaTb " OpraHn3oBbLIBATL npoLecchl yrnpaeneHus
aAMUWUHUCTPATUBHON, XO3ANCTBEHHOMN, OOKYMEHTaUNOHHOM "
OopraHM3aunoHHON NoLAEPKKON

VMcnonb3oBaTte METOAMKM aHanmM3a OCHOBHbIX (pakTopoB, oOnpeaenstoLmx
HeobXxoOMMOCTb M3MEHEHUI B CTpaTerMn ynpaBneHus agMUHUCTPaTUBHOWN,
XO35IMCTBEHHOW, JOKYMEHTALMOHHON U OpraHM3auoHHOW NOAAEPKKON

OnpenenaTe U BHeOpPATb CMNOCOGbI OOCTUXEHUs Lenei W peanusauun
MOCTaBMEHHbIX 3aday B KPaTKOCPOYHOM W OOMroCPOYHON MepcrekTuee
pa3BUTUS opraHnsaLm

Mcnonb3oBaTb METOAMKM BHEOPEHUS KOPMOPaTUBHLIX HOPM W MNpaBun
ynpaBneHns aaMUHUCTPATUBHOW, XO3SUCTBEHHOW, OOKYMEHTALWMOHHON U
OpraHn3aLMOHHON NOAAEPKKON opraHu3aLmm

BeicTpanBaTb GusHec-npouecchl, OCyLWecTBNSATbL Bu3Hec-nnaHMpoBaHue

MpousBoguts  aHanM3a U onpedensTe  3pdeKTUBHOCTb  paboThl
noapasfeneHnin NOAAEPXKKA Ha OCHOBE CBOAHbIX YYETHbIX UM OTYETHbIX
[OKYMEHTOB

MpyMeHsTb HaBbIkKM NPEOAONEHNST COMPOTUBNEHNST PAOOTHUKOB BHEAPEHUIO
N3MEHEHUN

PaspabatbiBaTb W  BHeApsiTb  JlOKanbHble  HOPMaTWMBHbIE  aKkTbl U
pernamMeHTUpyoLLne 4OKYMEHTbI

BbisiBNATbL U OLEeHUBaTh PUCKK, B TOM 4HUCINe pUCKMN OT 3noyn0Tpe6neH|/|17|, n
onpenenatb npouenypbl, HanpaBJfieHHble HA MUHUMU3aUNo 3TUX PUCKOB

Pacnpepensats wMexay paboTHMKamMuM  NOMHOMOYUS, 06s3aHHOCTM  U”
OTBETCTBEHHOCTb 3a BbINOMHEHNE COOTBETCTBYIOLLUMX 3a[ay, OCYLLECTBNSATb
NpPOBEPKY UX BbINOSHEHWS

Bectun neperosopbl “ OenoByk Nepernuncky, cobntogas HOPMbl [O€e510BOro
3TnKeTa

0O6o6Wate ¥ cucTemMaTMaMpoBaTb MOCTYNalLLlyl0 WHopMauuio, Ha ee
OCHOBaHUWN HaxoauUTb Haubonee aPMEKTUBHbLIE pelLleHVUs ONns peanusauun
rnocTaBneHHbIX 3agay

OpraHusoBbIBaTb U KOHCONMMAMPOBATb OM3HEC-NPOLECCHl, UCMIONHUTENEN WU
pabOTHMKOB C LieNbio JOCTUXKEHWS OQHOrO pe3yrnbraTa

PaboTtaTtb ¢ 60onblnM 06 beMom MHdopMaLumm

Mcnonb3oBaTb  KOMMbKOTEPHbIE  MpOrpaMmbl  ANSA  BeOeHUsa  y4eTa,
cucTematmsaumMm U aHanmsa [aHHbIX, CocTaBneHust 6a3 gaHHbIX, BeAeHUst
OOKyMeHToobopoTa, CMpaBOYHO-MPaBOBbIE CUCTEMBI, pecypchbl
WH(POPMAaLIMOHHO-TENEKOMMYHUKALIMOHHOMN ceTu "UHTepHeT", oprTexHuky

Mcnonb3oBaTb cpefcTBa KOMMYHUKaLUK




OueHuBaTtb CBOKO [OEATENbHOCTL C TOYKM 3peHusi 3dPPEKTUBHOCTN ee
KOHEYHbIX pe3ynbTaToB

Pa3pa6aTblBaTb noaxoabl, BKNW4Yaa HecTaHdapTHble, K BbIMOJIHEHUIO
TPyaoBbIX 3agaHunn nocpencTBoM UCMNOJNb30BaHUA chneunanbHbIX 3HaHUA W
9KCMNEPTHbIX NCTOYHUNKOB I/IHCbOpMaLI,I/IVI

Haxoantb peweHna B HeCTaHOapTHbIX CUTyauuax wunm B cliydaax
HenpeasnaeHHOro usSMeHeHuA niiaHa peanunsaunm npoeKkToB

Heobxoaumble
3HAHUA

OcHoBbI ynpaBneHus opraHusaLmen

OcHoBbI BU3HeC-NNaHMpoBaHMWS

MeToabl KOHTpOnst BM3HEC-NpoLLecCcoB

MeToabl aHanusa 6V|3Hec-npou,eccoa

MeToabl nocTpoeHnst Gu3Hec-nNnaHoB

OcHoBbI PUCK-MEHEeIKMEHTa

OcHosBbl ynpasneHuna npoektaMmm nu N"AMeHeHUAMU

CTpyKTypa 1 NPUHLMIMbI OpraH13aumnm agMMHUCTPaTUBHOW NoaaepKKu

CTpyKTypa 1 NpUHLUMBI OpraHn3aumnm Xo3siMCTBEHHOW MOAAEPXKKM

CTpyKTypa 1 NpUHLMIbI OpraH13aunm JOKYMeHTaLMOHHOM Noaaepkku

CTpyKkTypa v NpMHUUMLI OPraHn3aummn opraHn3auMoHHOM NogaepKKu

lMNepenoBon OTEYECTBEHHLIA OMbIT aAMUHUCTPATUBHOW, XO3SMCTBEHHOWN,
OOKYMEHTaLMOHHOM U OpraHn3aunoHHON NogaepKKu

MepemoBon 3apybexHbli  ONbIT  AOMUWHUCTPATMBHOW,  XO3SNCTBEHHOM,
OOKYMEHTaLUWOHHOW U OpraHM3aumoHHON nogaepXkn

OcHoBbI KOHMANKTONOMNN

OCHOBbI NCUXosiornm, OefoBoro ooLeHns

lNoHATNE O cermeHTe pblHKa, B KOTOPOM pa60TaeT opraHunsauusa

CTpaTeFI/Iﬂ pa3BnTna opraHnlauun

BuaHec-nnaH opraHmnsauum

MeToguka pa3pa60T|<M J1OKalbHbIX HOPMATUBHbLIX aKTOB

MeTtoguka BHepeHNA NnoKarbHbIX HOPMaTUBHbIX akTOB

3akoHogaTenbcTBo Poccuiickon ®eagepaumm n HopmaTuMBHO-NpaBoBas basa,
perynupytoLine neaTenbHOCTb B obnactu aAMUHUCTPATUBHOM,
XO35IMCTBEHHOW, JOKYMEHTALMOHHON U OpraHM3auoHHOW NOAAEPXKKU

BasoBble ocHOBbI MHOPMATUKN, NMOCTPOEHUS UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU paboTbl C HUMK

Cnocobbl 06paboTkn uHGOpMaUUM C  UCMNOMb30BAHUEM MNPOrpaMMHOro
obecneyeHns N KOMMNBIOTEPHbIX CPEACTB




MpaBuna genoBow nepennckn

ﬂpanma AEeNoBOro 3TUKeTa

CTpykTypa opraHusauum

Opyrne
XapaKTepPUCTUKN

3.8.3. TpynoBas cdyHKUuA

®PurHaHCOBbIN aHanu3, 6I4XeTMPOBaHNE 1
yrnpasrneHue geHeXHbIMWN MOToKaMun Ha YpoBeHb
HanmeHoBaHMe |agMUHUCTPATUBHYIO, XO3ANCTBEHHY!O, Kog |H/03.7 (nogypoBeHb) 7
OOKYMEHTALMOHHYIO U OpraHn3aunoHHY0 KBanudukaumm
OeaTenbHOCTb
I'Ipomcxozmeme OpuruHan X 3aMMcTBOBaHO
TPYAOBOMN OYHKLUN 13 opuruHana
Kon PernctpauunoHHbi
opurMHana Homep
npodeccnoHanbHoro
cTaHpapTa

TpynoBble AencTBuUs

lNocTaHoBKa pMHAHCOBLIX LieNnen nogpasgeneHmam

OueHka COOTBETCTBMA (PUHAHCOBBLIX LeEnen noapasfeneHnin Tekylemy
hMHaHCOBOMY COCTOSIHWUIO OpraHu3aumm

dopmupoBaHue GlogxeTa Ha  aOMUHUCTPATUBHYK,  XO3ANCTBEHHYIO,
AOKYMEHTALMOHHYIO M OpraHM3aLVoHHY0 NOAAEPXKKY

YHpaBneHme OEHEeXHbIMW NOTOKaMn Ha aAMUHUCTPATUBHYIO, XO3F|VICTBGHHyIO,
OOKYMEHTAaUMOHHYKO n OpraHnM3aunoHHYH noanep>KKy B pamMKax
yTBEPXOEHHOIo orooxeTa

YuyacTve B BromkeTHOWM KaMnaHum, hopmMmpoBaHme NnaHoB OnepauuoHHbIX U
KanuTarnbHbIX pacxonoB

[oBeneHune yTBEPXOEHHOIo OtookeTa oo HenocpeacTBeHHbIX ncnonHuTenen

AHanua n oueHka CpI/IHaHCOBbIX PUCKOB B paMKaXx BbIMNOJIHEHNA NMOCTaBIEHHbIX
3agad n aedaTtesibHOCTU opraHusauunm

KoHTponb ucnonHeHusi GlogxeTa Ha aAMUMHUCTPATMBHYIO, XO3SNCTBEHHY!HO,
OOKYMEHTALMOHHYIO Y OPraHU3aLMOHHYIO AeATerNbHOCTb

PaspaboTka cTpaTermm W TakTUKM B 06MnacTM (OMHAHCOBOW MOMUTMKM
3KOHOMMYECKOro cybbekTa

BHeceHune nsmeHeHni B prHaHCOBbIE NriaHbI

Heobxoaumeble
yMeHuUs

MnaHupoBaTb UcMonb3oBaHMe (UHAHCOBLIX PECYPCOB B KPaTKOCPOYHOMU M
[0NrOCPOYHON NepcreKkTuee

MnaHnpoBaTh 1 pa3pabaTtbiBaTh OHOMKETDI




MpoBepaATb Ka4yecTBO WHcpopmaumn, NonyyYeHHou B npouecce
GrooKeTUpoBaHUSA AeATENbHOCTM NogpasaereHms

Mcnonb3oBaTb MeToabl PMHAHCOBBLIX BbIYMCIIEHUI 1 aHanu3a

Pa3pabaTbiBaTtb HOBble peLueHus peanusauum NPOEKTOB "
OU3HeC-NPOLIECCOB B Cllyyae WX M3MEHEHUs! UM U3MeHeHWs1 (PUHAHCOBbLIX
noTpeGHOCTel Ha UX peanv3aunto B pamkax yTBepXXaeHHoro GogkeTa

KoHTponupoeatb n OpraHM3oBbIBaTb npouecchl ynpasneHus
aAMUHUCTPATUBHON, XO3ANCTBEHHON, OOKYMEHTaLMOHHOM "
OpraHu3aLMoHHON NOAAEPXKKON

VMcnonb3oBaTb METOAMKM aHanu3a OCHOBHbIX (PaKkTopoB, OMNpeaenstoLmx
HeobXoAMMOCTb M3MEHEHUI B CTpaTerMn ynpasreHus agMUHUCTPATUBHOW,
XO3ANCTBEHHON, JOKYMEHTALMOHHOW N OpraHn3aLMoHHON NOAAEPKKON

Onpep,en;m: CrnocoObl OOCTMXKEHUS Lenen u peanun3aunnm nocTtaBJI€HHbIX
3aga4y B KpaTKOCpO‘-IHOﬂ n /J,onrocpquoﬁ nepcrneKktnee pas3BUTuA
opraHunsauunmn

Mcnonb3oBatb METOAMKM BHEOPEeHMs KOpnopaTUBHbIX HOPM W Mpaswn
ynpaBneHnss agMUHUCTPATMBHOW, XO3SINCTBEHHOW, [AOKYMEHTALMOHHON WU
OpraHu3aLMoHHON NOAAEPXKKOWN OpraHu3aumnm

BbICTpaI/IBaTb 6VI3HeC-I'IpOLI,eCCbI, OCyLWeCTBNATb 6VI3HeC-I'IﬂaHI/IpOBaHVIe

MpousBognte  aHanua 1 onpedensatb  9PEKTUBHOCTL  paboThl
nogpasgeneHMn MNOAAEPXKKA Ha OCHOBE CBOAHbIX YYETHbIX W OTYETHbIX
AOKYMEHTOB

PaspabatbiBaTb W  BHeApsiTb  JlOKanbHble  HOPMaTWMBHbIE  aKkTbl U
pernamMeHTUpyoLLne 4OKYMEHTbI

BbisiBNATbL U OLEeHUBaTh PUCKK, B TOM 4HUCINe pUCKMN OT 3noyn0Tpe6neH|/|17|, n
onpenenatb npouenypbl, HanpaBJfieHHble HA MUHUMU3aUNo 3TUX PUCKOB

Pacnpepensats wMexay paboTHMKamMuM  NOMHOMOYMs,, 06513aHHOCTM U
OTBETCTBEHHOCTb 3a BbINOMHEHNE COOTBETCTBYIOLLUMX 3a[ay, OCYLLECTBNSATb
NpPOBEPKY UX BbINOSHEHWS

O6o6watbs ¥ cucTemMaTMaMpoBaTb MOCTynawLLyld WHdopMaumlo, Ha ee
OCHOBaHUM HaxoauTb Hambonee ahPEKTUBHbIE peLleHUs AN peanusauuu
MoCTaBMEHHbIX 3aay

OpFaHM3OBbIBaTb M KOHconnagunpoBaTb 6M3HeC-I'IpOLI,eCCbI, NCNonNHUTENen un
paGOTHMKOB C Uenblo JOCTUXEeHUA OOHOro pesyrbrtarta

Pa6oTtaTb ¢ 6onbwmnm 06beMOM MHGOPMAaLIMK

Mcnonb3oBaTb  KOMMbIOTEPHbIE — Mporpammbl  ANA  BedeHus  yyeTa,
cucTemMaTM3auumM M aHanusa [aHHbIX, COCTaBneHus 6a3 OaHHbIX, BeAeHust
OOKYMeHTO000poTa, CMpaBOYHO-MPaBOBbLIE CUCTEMBbI, pecypcbl
WH(POPMAaLIMOHHO-TENEKOMMYHUKALIMOHHOMN ceTu "UHTepHeT", oprTexHuky

Mcnonb3oBaTb cpencrtBa KOMMYHUKaUnn

OueHuBatb CBOKO [OEATENbHOCTL C  TOYKU 3peHNA Sde)eKTI/IBHOCTM ee
KOHEYHbIX pe3ynbTaToB




Pa3pa6aTblBaTb noaxoabl, BKNW4Yaa HecTaHdapTHble, K BbIMOJIHEHUIO
TPYyAOBbIX 3a4aHunin nocpencTteBoM UMCNOJSIb30OBaHNA chneunarnbHbIX 3HaHWA 1"
9KCMNEPTHbIX NCTOYHUNKOB VIH(bOpMaU,VIVI

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunnm B cliyyvaax
HenpeaBnaeHHOro usSMeHeHua niaHa peanun3alnm NpoeKkToB

Heobxoaumeble
3HaHus

OcHoBbI CbI/IHaHCOBOI'O MEeHeXXMEHTa

MeToanyeckue JOKyMEHTbI N0 PUHAHCOBOMY aHanm3y

MeTogunyeckme AOOKYMEHTbI Mo 6|'0,El,)KeTVIpOBaHVII-O N ynpaBJieHNHO OEHEXHbIMU
NOoTOKamMm

OcHoBbI ynpaBneHus opraHusaLmen

OcHoBbl BU3HeC-NNaHMpoBaHUs

MeToabl kKOHTpoNns BuaHec-npoLeccos

MeToabl aHanusa 6V|3Hec-npou,eccoa

MeToapbl nocTpoeHnsi Gu3Hec-nNnaHoB

OcHoBbI PUCK-MEHEeIPKMEHTa

OcHosBebl ynpasneHuna npoektaMmm nu N"AMeHeHUAMU

CTpyKTypa 1 NpUHLMMbI OpraH13aumnm agMMHUCTPaTUBHOW NoaaepXKKu

CTpyKkTypa v NpUHUUMbLI OPraHn3aLmmn Xo3ssMCTBEHHOW NOAAEPXKKN

CprKTypa N NpuHUunbl opraHn3auunmn ﬂ,OKYMeHTaLI,VIOHHOﬂ nogaepXxku

CTpyKkTypa v NpUHUMIMLI OPraHn3aummn opraH13aumoHHOM NogaepKKu

lMNepenoBon OTEYECTBEHHbLIA OMbIT aAMUHUCTPATUBHON, XO3ANCTBEHHON,
OOKYMEHTaLMOHHOM U OpraHn3aunoHHON NoaaepKKu

MepemoBon 3apybexHbli  OMNbIT  agMUHUCTPATUBHOMW,  XO3ANCTBEHHOWN,
OOKYMEHTaLWOHHOW U OpraHM3aumoHHON nogaepXkn

lNoHATNE O cermeHTe pblHKa, B KOTOPOM pa60TaeT opraHunsauunga

CTpaTeFI/Iﬂ pa3BnTna opraHnlauun

BuaHec-nnaH opraHmnsauum

MeToguka pa3pa60T|<M J1OKalbHbIX HOPMATUBHbLIX aKTOB

MeTtoguka BHepeHNA NnoKarbHbIX HOPMaTUBHbIX akTOB

3akoHogaTenbcTBo Poccuiickon ®eagepaumm n HopmaTuMBHO-NpaBoBas basa,
perynupytoLine neaTenbHOCTb B obnactu aAMUHUCTPATUBHOM,
XO35IMCTBEHHOW, JOKYMEHTALMOHHON U OpraHM3aunoHHOM NOAAEPXKKU

BasoBble ocHOBbI MHOPMATUKN, NMOCTPOEHUS UHAOPMALIMOHHBIX CUCTEM U
0Ccob6eHHOCTM paboTbl C HUMMU

Cnocobbl 06paboTkn uHGOpMaUUM C  UCMNOMb30BAHUEM MNPOrpaMMHOro
obecneyeHns N KOMMNBIOTEPHbIX CPEACTB




MpaBuna genoBow nepennckn

ﬂpanma AEeNoBOro 3TUKeTa

CTpykTypa opraHusauum

Opyrne
XapaKTepPUCTUKN

3.8.4. TpynoBasa dyHKUMA

YnpasneHvne nepcoHanom CTPYKTYPHbIX
nogpasaeneHunin, ocyLLeCcTBNAOLLMX YpoBeHb
HanmeHoBaHMe |agMUHUCTPATUBHYIO, XO3ANCTBEHHY!O, Kog |H/04.7 (nogypoBeHb) 7
OOKYMEHTALMOHHYIO U OpraHn3aunoHHY0 KBanudukaumm
noaAaepx Ky
I'Ipomcxozmeme OpuruHan X 3aMMcTBOBaHO
TPYAOBOMN OYHKLUN 13 opuruHana
Kon PernctpauunoHHbi
opurMHana Homep
npodeccnoHanbHoro
cTaHpapTa

TpynoBble AencTBuUs

KoHTporb U oueHka 3@EKTUBHOCTU  OeATeNbHOCTM  paboTHUKOB
nogpasgeneHnii, OCYLLEeCTBRSAOWNX aAMUHUCTPATUBHYIO, XO3SWCTBEHHY!IO,
OOKYMEHTALMOHHYIO M OpraHM3aLVoHHY0 NOAAEPXKKY

Onpep,eneHVle KputepuneB AOnd OUEHKU SC*)C*)GKTVIBHOCTVI AeATeNIbHOCTU
pa6OTHl/IKOB nop,pa3p,eneHm7|, OCyLiecCTBALWNX aOMUHNCTPATUBHYIO,
XO3FII7ICTBeHHYIO, LOOKYMEHTaUMOHHYHK U OpraHn3auMoOHHYK0 NoAOEPXKKY

dopMMpoBaHUE 1 MOCTPOEHME CTPYKTYPbI NOApa3aeneHuiA

OnpegeneHve HopM 1 Npoueayp ynpaBreHus nepcoHarnioM noapasaeneHuii
noaaepKu

OpraHmsaLu/m KOHTPOJIA UCMNOJTHEHNA NepCOoHarioM NPUHATbLIX pemeHw?l

OueHka YypoBHSA NpodEeCcCUMOHanbHbIX 3HaHUA W YMEHWA paboTHUKOB
nogpasgeneHnn NogaepKu

WHnumnaums nposeaeHnA MepOI'IpMFITMVI C Uenblo pas3BuTUA nepcoHana wu
NnoBbILLEeHNA ero ﬂpO(*)eCCI/IOHaJ'IbHOFO YPOBHA

OnpepeneHune kputepreB nogbopa nepcoHana v npuema B nogpasgeneHust
aAMUWUHUCTPATUBHON, X035MCTBEHHON, OOKYMEHTaUNOHHOM "
OopraHM3aunoHHON NoAAEPKKN

Heobxoaumeble
yMeHuUs

OnpepnensaTb nokasartenu acpdhekTUBHOCTH paboThl nepcoHana
nogpasgaeneHun

Ynpaensatb MOTMBaUMEN NepcoHana, ero BOBeYEHHOCTbIO N AUCLMMNIMHON

KoHTponuposatb " OpraHM3oBbIBaTb npowecchl yrnpasneHus
aAMUHUCTPATUBHON, XO3SINCTBEHHON, OOKYMEHTaLMOHHOM "




OpraHu3aLMoHHON NoAAEPXKKON

KoopauHupoBaTb B3auMOOENCTBME U KOMMYHMKALUM MEXAY COTPYAHMUKaMu
noapasfeneHuii, a Takke ¢ NpeacTaBUTENAMU BHELLHEN cpeabl opraHM3aumnm

Mcnonb3oBaTb METOAMKM BHEOPEHUS KOPMoOpaTUBHLIX HOPM W MpaBun
ynpaBrneHns aaMUHUCTPATUBHOW, XO3SUCTBEHHOW, OOKYMEHTALWOHHON U
OpraHn3aLMOHHON NoAAEPKKON opraHn3aLmm

BbicTpanBaTb 6usHec-npouecchl, OCyLLEeCTBNATbL OM3Hec-nnaHnpoBaHue

MpousBoguts  aHanM3 U onpedensTe  3¢pdeKTUBHOCTL  paboThl
noapasfeneHnin NOAAEPKKM Ha OCHOBE CBOAHbIX YYETHbIX UM OTYETHbIX
[OKYMEHTOB

MpMeHsTb HaBbIKM NPEOAONEHNST COMPOTUBNEHNST PAOOTHUKOB BHEAPEHUIO
N3MEHEeHUN

PaspabatbiBaTb W BHeApsiTb  floKanbHble  HOPMAaTWMBHblE  aKTbl U
pernamMeHTUpyoLLNe 4OKYMEHTbI

BbisiBNATL U OLEeHuBaTh PUCKK, B TOM 4HUCNe pUCKMN OT 3noyn0Tpe6neH|/|17|, n
onpepnenaTb npouenypsbl, HanpaeJfieHHblIe HA MUHUMKN3aLUNo 3TUX PUCKOB

Pacnpepenate mexay paboTHMKamMu  MOMHOMOYMS, 00S3aHHOCTM U
OTBETCTBEHHOCTb 3a BbIMNOSIHEHME COOTBETCTBYIOLLMX 3adad, OCYLLEeCTBMATb
NPOBEPKY UX BbINOSTHEHUSA

Bectn neperoBopbl U OENOBYKD NEepenuncky, cobntogas HOPMbl [O€e510BOro
9TUKeTa

Ob6obwaTtbe 1 cucTtematTuanpoBaTb MNOCTyNaloWy WHGOpMaunio, Ha ee
OCHOBaHUM HaxoauTb Haubonee apPeKkTUBHbIE pelueHus Ana peanusauum
NoCTaBMEHHbIX 3aa4

OpraHu3oBbiBaTb U KOHCONUAMPOBATL OM3HEC-NpoLecchl, UCMONHUTENENn U
pabOTHUKOB C LieNblo JOCTUXKEHMSI OAHOMO pesyrnbTaTa

PaboTtaTtb ¢ 60nblwnM 06 beMoM MHdopMaumm

Mcnonb3oBaTtb  KOMMbIOTEPHbIE  MporpaMmbl AN BeOeHus  y4eTa,
cucTemMaTmMsauum M aHanusa gaHHbIX, cocTaBneHus 6a3 AaHHbIX, BeaeHus
AOKyMeHTO06opoTa, CrpaBOYHO-MpaBOBbIe CUCTEMBI, pecypchbl
MHPOPMaLIMOHHO-TENEKOMMYHUKALMOHHON ceTun "MIHTepHeT", OprTexHuky

Mcnonb3oBaTtb cpencrtea KOMMyHUKaUnn

OueHuBaTb CBOK [AeATEeNbHOCTb C TOYKM 3peHust 3dpeKkTUBHOCTM ee
KOHEYHbIX pe3ynbTaToB

Pa3pa6aTblBaTb nogxodbl, BKn4Yaa HecCTaHOapTHble, K BbINOJIHEHUIO
TpyAaoBbIX 3agaHnmn nocpencTtBoM UCNOJSb30BaHNA chneunarbHbIX 3HaHUN ”
OKCNEepPTHbIX NCTOYHUKOB I/IHCpOpMaLLI/II/I

Haxoantb peweHna B HeCTaHO4apTHbIX CUTyauuax wunm B cCliyyvaax
HenpeaBnaeHHOro usSMeHeHuA niaHa peanun3aunm NnpoeKkToB

Heobxoanmblie
3HaHuS

OcHOBbI ynpaeneHust nepcoHariom 1 ero MoTMeaLmm

MeToqbl oLeHKM nepcoHana n pe3ynbTaToB Tpyada




OcHOBbI KOHMKTONOrK

OcHoBbI Ncuxonorun, 4enoBoro oéLeHnst

MonuTuka ynpaeneHus nepcoHanom opraHv3saunm

CouwnanbHas nonuntuka opraHunsauumn

CrtpaTervs passutusi opraHMsaumm

BbuaHec-nnaH opraHmnsauumn

OcHoBbI ynpaBneHus opraHusaLmen

OcHoBbI BU3HeC-NNaHMpoBaHUS

MeToabl kKOHTpoNs Bu3Hec-npoLeccoB

MeTogbl aHanmsa 6V|3Hec-npou,eccoa

MeToabl nocTpoeHnsi Gu3Hec-nNnaHoB

OcHoBbI PUCK-MEHEeIPKMEHTa

OcHosBbl ynpasneHuna npoektaMmm nu "SAMeHeHUAMU

CTpyKTYypa 1 NPUHLMMbI OpraH13aumnn agMMHUCTPaTUBHOW NnoaaepXKKu

CTpyKTypa 1 NpUHLUMBI OpraHn3aumm Xo3siMCTBEHHOW MOAAEPXKKM

CprKTypa N NnpuHUunbl opraHn3auunmn ﬂ,OKYMeHTaLI,VIOHHOﬂ nogaepXxku

CTpyKkTypa v NpMHUMIMLI OPraHn3aumnmn opraHn3aumoHHOM NoaaepKKu

lMNepenoBon OTEYECTBEHHLIA OMbIT  aAMUHUCTPATUBHOW, XO3SMCTBEHHOWN,
OOKYMEHTaLUWOHHOM U OpraHn3aumoHHON NogaepXkn

MepenoBon 3apybexHbli  OMbIT  AOMUHUCTPATUBHOW,  XO3SIMCTBEHHOW,
OOKYMEHTaLMOHHOM U OpraHn3aunoHHON NoaaepKKu

MoHATUE O cerMeHTe pbiHKa, B KOTOPOM paboTaeT opraHu3auus

MeToguka pa3p860TKVI J1OKalibHbIX HOPMAaTUBHbIX aKTOB

MeTtoguka BHepeHNA NnoKarbHbIX HOPMaTUBHbIX akTOB

3akoHogaTenbcTBO Poccuiickon ®eagepaumm n HopmaTuMBHO-NpaBoBas basa,
perynupytoLine neaTenbHOCTb B obnactu aAMUHUCTPATUBHOM,
XO35IMCTBEHHOW, IOKYMEHTALMOHHON U OpraHM3aunoHHOM NoAAEPXKKU

BasoBble ocHOBbI MHGOPMATUKKM, NOCTPOEHUSS UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTU paboTbl C HUMK

Cnocobbl  06paboTkM MHGOPMaLMM C  UCMONb30BaAHWMEM MPOrPaMMHOIO
obecrneyeHns: U KOMMbIOTEPHBIX CPEACTB

MpaBuna genoBon Nnepenncku

lNpaBuna genoBoro atukeTa

CTpyKkTypa opraHusaumm




Opyrve
XapaKTepPUCTUKN




