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[Ipukaz MunmCcTEpCTBa TPyIa U cOlMaNbHOM 3aUThl PD oT 6 okTsA0ps 2015 1. N 6911 "OO0 yrBepKIeHUH
npodeccuoHanbHOro cranapra "CrenuanucT 1o yIpaBIeHHIO IepcoHaIoM"”

IIpuxka3z MuHucTEepCTBA TPYAA U COUMAIBLHOM 3a1UTHI PD o1 6 okTs1Ops1 2015 1. N 691H
"O0 yrBep:kaeHnHu npodeccunoHaNbHOr0 cTanaapra ""CrnenuaiaucT 1o ynpapjieHHIO epcoHaIoM"

B cootBerctBUM ¢ nyHktom 16 IlpaBunm  pa3pa®oTkuM, yTBEpXKICHUS W TMPUMCHCHHS
npoeCCHOHATBHBIX ~ CTaHIAPTOB, YTBEPXKAEHHBIX rocraHosienreM IlpaButenscrBa Poccuiickoii
Oenepannu ot 22 sHBaps 2013 r. N 23 (Cobpanme 3akoHopatenbcTBa Poccuiickoit denepanuu, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3biBao:

YTBepauTh mnpunaraemplii  nipodeccroHanbHbii  craHgapT  "CHenmayucT 1O yNpaBICHUIO
nepcoHasom".

Munuctp M.A. Tonunux

3aperucrpupoBano B Muntocte PO 19 okrs6ps 2015 .
Peructparnmonnsiit N 39362

IMpodeccnonanbHblii cTAHAAPT
CnenuaaucT 1o ynpapjieHUIO IepPCOHATIOM
(yTB. nnprikazom MHUHHCTepPCTBA TPyAa U couuaabHOi 3aluThl P® ot 6 okTsi0pst 2015 r. N 691H)

559

PePMCTpaHMOHHHﬁ HOMeEP

I. O0ue cBexenus

YrnpaBJieHMEe INepPCOHAaJIOM opIraHM3alum 07.003

(HaMMeHOBaHME BUIOA HpO@eCCMOHaHbHOﬁ OedTeJIbHOCTU) Kon

OcHoBHas 11€J7b BH1a TPOPECCHOHATBHON JEATETLHOCTH:

Obecneuennie 3¢ (PpeKTUBHOrO (PYHKIMOHUPOBAHUS CUCTEMBI YIIPABIICHUS IEPCOHAIIOM IS
JOCTHKEHMS 11eJIEN OpraHu3alun

I'pynna 3ansTuit:

1232 PykoBonuTenu noapazaeneHuit (cyxo0) 2412 CnenuanucTtsl 0 Kaapam U
YIpaBJICHUS KaJlpaMu U TPYJIOBBIMHU poOpUCHTAITNH
OTHOIIICHUSIMU

3423 CrienaucThl KaJpOBBIX CIIYXKO H - -

YUPEKICHUMN 3aHATOCTU
(xon (HaMMeHOBaHUE) (xon (HamMeHOBaHUE)
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OK3*(1))

0K3)

OtHeceHue K BuUaaM 3KOHOMHUYECKOM ACATCIIBHOCTH

| 78.30

| lesTenbHOCTb 10 10160PY HePCOHAa Ipoyast

(xon
OKBD/1*(2))

(HaI/IMeHOBaHI/Ie BHaa SKOHOMHYECKOU ,Z[CHTCJ'II)HOCTI/I)

II. Onucanue Tpya0OBbIX (PYHKIMIA, BXOASIIUX B NP0 ecCHOHAIbHDBIN CTAHAAPT (PYHKIMOHAJIbHAS
KapTa BUAa NpodeccuoHAIBLHOI 1eATeJIbHOCTH)

O060011eHHbBIE TPYIOBBIE QYHKINN TpynoBbie pyHK1IMM
KOJT HaNMEHOBaHHE | YPOBEHb HaVMEHOBaHUE KOJT YpOBEHb
KB U (mogypoBeHb)
KaIuu KBaTH(UKAIH
"
A JloxymeHTauuoH 5 Benenue opranuzanuoHHol u A/01.5 5
HOe o0ecrieyeHne pacropsInuTeIbHOM
paboTHI C JOKYMEHTAIMH 110 TIEPCOHATY
MIEPCOHAIOM Benenue noxkymeHTanuu mo A/02.5 5
y4eTy U IBUKEHHIO KaJJpOB
AIMHUHUCTPUPOBAHHE A/03.5 5
MIPOLIECCOB U
JIOKYMEHTO000pOTa MO YYETy
U IBKEHHIO KaJIpOB,
MPEJCTABICHUIO JOKYMEHTOB
10 MEPCOHATY B
rOCYJJapCTBEHHBIE OPTaHbI
B JlesTenbHOCTD 11O 6 C6op unpopmanmu o B/01.6 6
o0ecTeyeHn o MOTPeOHOCTSX OPraHU3aINH B
HIEPCOHAIOM nepcoHae
[Touck, npuBneyeHue, Noa00p B/02.6 6
1 0TOOp NepcoHanta
AMUHUCTpUPOBAaHNE B/03.6 6
MIPOLIECCOB U
JIOKYMEHTO000poTa
o0ecreyeHns NepcoHaIoM
C JlesTenbHOCTh MO 6 Opranuzanus u NpoBeicHUE C/01.6 6
OIIEHKE U OIIEHKH TIepCOHAJIA
aTTecTaluu Opranu3zanys 1 IpoBeAcHNUE C/02.6 6
nepcoHaia aTTeCTAIlMY TIepCOHaa
AMUHUCTpUPOBaHNE C/03.6 6
MIPOIIECCOB H
JTOKYMEHTO0000pOTa MpH
MIPOBE/ICHUH OICHKH U
aTTeCTalluy NIepCoHaa
D JlesiTenbHOCTD MO 6 Opranuzanys 1 IpoBeAEHUE D/01.6 6
Pa3BUTHIO MEpPONPHUATHH MO Pa3BUTHIO U
nepcoHaja MOCTPOCHHIO
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npoeCCUOHATBHON Kapbepbl
nepcoHalia

Opranuzanus oOyueHus
nepcoHaja

D/02.6

Opranuzanus ajanrtainuu u
CTXHUPOBKH IEPCOHAIIA

D/03.6

AJIMUHUCTPUPOBAHHE
MIPOIIECCOB H
JOKYMEHTO000pOTa 110
pa3sBUTHIO U
npoeCCHOHATILHOM Kapbepe,
00y4eHHI0, afanTauy 1
CTXUPOBKE MEePCOHAIIA

D/04.6

JlesTenbHOCTh MO
OpraHu3aIu
Tpy/la U OTUIAThI
nepcoHaa

Opranu3zanus Tpyna
nepcoHaa

E/01.6

Opranu3zanys omiaTel Tpyaa
IIepCcoHaJIa

E/02.6

AJIMAHHCTPUPOBAHUE
IIPOLIECCOB U
JOKYMEHTO000pOTa 110
BOIIPOCaM OPraHU3alMU TPyAa
U OIUIAThl IEpCOHAIA

E/03.6

JlesTenbHOCTD 11O
OpraHu3anuu
KOPIIOPaTUBHOU
COLIMATILHOU
MIOJINTUKHU

Pa3zpaboTka kopriopaTUBHOI
COLMAILHOM TTOJIMTUKA

F/01.6

Peanusanus koprnopaTuBHON
COLIMAJIBHON MTOJIMTHKHU

F/02.6

AJMUHUCTpUPOBAHNE
IIPOLIECCOB H
JOKyMEHTO000pOTa 0
BOIIPOCAM KOPIIOPAaTUBHOMN
COLIMAJIbHOY MTOJIMTUKHU

F/03.6

OnepanuoHHoe
yIIpaBJICHHUE
MIEPCOHAIIOM U
1oJipa3/iesieHueM
OpraHu3aIu

PazpaboTtka cuctemsl
OIIEPAIIMOHHOTO YIPABICHUS
MIEPCOHATIOM U PabOThI
CTPYKTYPHOTO HOApa3ACICHUS

G/01.7

Peanuzanus oneparmoHHOTO
YIIpaBJICHUS TIEPCOHAIIOM H
paboThI CTPYKTYPHOTO
0/Ipa3IeJIeHUs

G/02.7

AJIMUHHCTPUPOBaHUE
HPOLIECCOB U
JTOKYMEHTO000pOTa 1O
OIIePallMOHHOMY YIPABIICHHIO
NepCOHAIOM U padoTe
CTPYKTYPHOTO TIO/Ipa3/IeICHHSI

G/03.7

Crparernueckoe
yIpaBJIeHUE
NIEPCOHAIIOM
OpraHu3aluu

Pa3paboTka cuctemsl
CTPATETHYECKOTO YIIPABICHUS
TIEPCOHAIIOM OPTaHU3AINH

H/01.7

Peanuzanms cucteMbl

H/02.7
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CTPATETUYECKOT0 YIPABICHUS
MIEPCOHAJIIOM OpraHU3aINH
AJIMHUHUCTPUPOBAHHE H/03.7 7
MIPOLIECCOB U
JIOKyMEHTO000pOTa 110
CTpaTErnuecKoMy yIpaBICHUIO
MEPCOHAJIOM OpraHU3aAINI
II1. XapakTrepuctuka 00001eHHbIX TPYAOBBIX QyHKIIUI
3.1. O6o6uienHas TpyaoBas GyHKIHS
HaumenoBa | JlokyMeHTallmoHHOE oOecrieueHue Kon A YpoBeHb 5
HUE paboTHI C IEPCOHATIOM KBaJTM(DUKAITIH
IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOI OpHUTrHHaja
TPYAOBOH (hYHKITHH
Kon Peructparnmonubiit
OpuUrvuHaa HOMED
npohecCuoHaNBHO

ro cTaHxapTa

BozmoxHbIe Crenuanuct o KagpoBoMy JEJI0NPOU3BOACTBY

HauMEHOBaHMs Crenanuct no JOKyMEHTAI[HOHHOMY 00ecrieuyeH 0 paboThl ¢ IEPCOHATIOM
JOJKHOCTEH, Crenuanuct no JOKyMEHTAal[HOHHOMY 0O€CIIEUeHHIO IIepCoHalIa
npodeccuit Crenuanuct 1o nepcoHaity

TpeboBanus k
00pa3oBaHUIO U
00y4eHUI0

Cpennee npodeccuonanpsHoe 00pa3oBaHue - MPOrpaMMa MOArOTOBKU

CIICUAJIMCTOB CPCAHETO 3BCHA

JlononHuTenbHOE podeccHoHaIbHOE 00pa3oBaHKe - TPOTPAMMBI
npo¢eCCUOHANTBHON MEePENOATOTOBKU, TPOTPAMMBI TIOBBIIICHUS

KBaJTU(DUKAITIH

TpeboBaHus K OIBITY
MPAKTUYECKON pabOThI

Oco0bvble ycrnoBus
JoIycKa K paboTe

Hpyrue
XapaKTEPUCTUKHI

JlononHuTENbHBIE XapaKTEPUCTUKH

HaunmenoBanue nokymeHnTa Konx HanmenoBanme 6a30B0ii TPYIIIHI, TOKHOCTH
(mpodeccun) mim cenuagIbHOCTH
OK3 2412 CrienManucTsl MO KaapaMm U npodopueHTaluu
3423 CrienanucThbl KaJIpOBbIX CIYXKO U yUpexKIeHHUH
3aHATOCTH
EKC*(3) - CrienmaJivcT 1o Kajapam
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- MHcnekTop 1o kaapam
OKIIATP*(4) 27755 DKOHOMMCT 110 TPYAY
22956 WMHucnekTop 1o kaapam

3.1.1. TpynoBas pyHKIHS

HaumenoBa | Benenue opranu3aiimoHHON U Kon A/01.5 | YpoBeHb 5
HHUE pacropsIAUTEIBHON JOKYMEHTALMH 110 (mogypoBeHb)
MIepCOHAITY KBaJIM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBaHO
TPYIOBOU (DYHKITUU W3 OpUTHHAJIA
Kon Peructparmonnbiii Homep
OpUTHHANA npo¢ecCuOHaTHLHOTO

CTaHaapTa

TpynoBbie neicTBus O06paboTka ¥ aHAJIN3 MOCTYNAIOLIEH TOKYMEHTAllUU MO MEePCOHATY

Pa3pabotka u opopmiieHre JOKYMEHTAIINH 110 TIepCoHay (IEPBUYHOIA,
YUYETHOM, TJTAHOBOI, 110 COIMAIBHOMY 00€CIIeYeHHI0, OPraHU3allMOHHOM,
pacropsiANTEIILHOMN )

Perucrpanus, yuer u Tekyliee XpaHeHUEe OpraHu3allMOHHON U
pacnopsiANTENbHON JOKYMEHTAIMH 10 IEPCOHAILY

HeobOxomumeie ymernsi | PaspabateiBaTh MPOSKTHI OPraHU3AIMOHHBIX U PACIIOPSTUTEIBHBIX
JIOKYMEHTOB I10 IEPCOHATY

OdopmIIsITh JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSIMH TPAKIAHCKOTO,
TPYAOBOIro 3aKoHoaTenbcTBa Poccuiickon denepaunu U JIOKalIbHbIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3aluu

Bectu yuet u peructpanuio 10KyMeHTOB B HUH(GOPMAIIMOHHBIX CHUCTEMaX U
HA MaTepPHUaJIbHbIX HOCUTENISX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBaHUSAMU
TPYJAOBOr0, apXUBHOIO 3aKOHO1aTeIbcTBA Poccuiickoit denepanuu u
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMH OpraHU3aluu

AHanM3UPOBATh TOKYMEHTHI M IEPEHOCUTH WH(OPMAITHIO B 0a3bl JaHHBIX U
OTYETHI

BrIsSBISATH OIMOKHM, HETOUHOCTH, UCTIPABIICHUS M HETOCTOBEPHYIO
MH(OPMAIIHIO B TOKYMEHTAaX, ONPEENSITh JETUTUMHOCTD JOKYMEHTOB
PaGorath ¢ nHGpOPMAIIMOHHBIME CHUCTEMaMH B 0a3aMHU JaHHBIX M0 BEICHUIO
ydera, IBHKEHHIO IEPCOHAa

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

Heo6xomumeie 3nanus | [opsimok opopmieHus, BeeHUs U XPaHEHHS TOKYMEHTOB T10 TIEPCOHATY
[Topsaok yuera qBH>KEHUS KapOB U COCTABIICHHS YCTAHOBJIEHHOU
OTYETHOCTH

OCHOBBI JOKYMEHTO000POTa U JOKYMEHTAIIMOHHOTO 00ecreueH s
TexHonornu, METoIbl U METOJMKHU ITPOBEJACHHUS aHAIN3a U CUCTEMATU3ALINHT
JIOKYMEHTOB M MH(OpMaIiu

[opsimok pacyera craxa, JIbroT, KOMIEHCAUH, 0(OPMIICHUS TTEHCHIA
pabOTHHKAM

CtpyKTypa opranuzanuu

TpynoBoe 3aKOHOAATENLCTBO U MHBIE aKThl, COAEPKAIE HOPMBI TPYJOBOTO

09.02.2021 Cuctema 'APAHT 5/53


http://internet.garant.ru/document/redirect/180422/3239
http://internet.garant.ru/document/redirect/1548770/0
http://internet.garant.ru/document/redirect/1548770/0
http://internet.garant.ru/document/redirect/1548770/27755
http://internet.garant.ru/document/redirect/1548770/22956
http://internet.garant.ru/document/redirect/10164072/1001
http://internet.garant.ru/document/redirect/12125268/5
http://internet.garant.ru/document/redirect/12125268/5
http://internet.garant.ru/document/redirect/12137300/400
http://internet.garant.ru/document/redirect/12125268/5

ITpuka3 MunucTepcTBa Tpyaa u conuanbHoM 3amuThl PD ot 6 oktsa6pst 2015 r. N 6911 "O6 yTBepKIeHuUN. . .

rpaBa

OCHOBBI ApXMBHOI'O 3aKOHO/IATEJILCTBA U HOPMATUBHBIE TIPABOBBIC AKThI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAUH 110 IEPCOHALY
3akoHojarenscTBO Poccuiickoi denepanuu 0 NepCOHAIbHBIX JaHHBIX
JlokanbHble HOPMATHUBHBIE aKThl OPraHU3AINH, PETYIUPYIOLIUE MOPSII0K
o OopMIICHHUS PACTIOPSIIUTEIHHBIX U OPTaHU3AIMOHHBIX JJOKYMEHTOB 10
TIepCOHAITY

HopMbI 5THKH 1 IeTOBOTO 00IIEeHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMHU

HApyrue -
XaPAKTCPUCTHKHU

3.1.2. TpynoBast pyHKIHS

Haumenosa | Benenue nokymeHTaluu 1o y4ery u Kox | A/02.5 | YpoBenb 5
HUe JBMKEHUIO KaJpOB (moxypoBeHb)
KBTI (DUKAITAH

ITpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpHUTHHAJA

Kon Peructparnmonnblit

OpUTHHANA HOMED
npo¢eccuOHATBLHOT

0 CTaHaapTa

Tpynoseie nencTBus [ToaroroBka MpoeKkTOB JOKYMEHTOB 10 MPOLEAYPaM yIpPaBICHUS
IIEPCOHAJIOM, YUYETY U JIBUKCHUIO IIEPCOHANA

Opranu3zaiiys CUCTEMBI ABHKEHUS JOKYMEHTOB I10 MIEPCOHATY

CO60p 1 mpoBepKa JUYHBIX JOKYMEHTOB pAaOOTHHKOB

[ToaroroBka u oopmiieHHE 1O 3aMPOCy PAOOTHUKOB U JOKHOCTHBIX JIUII
KOIIHM, BBIIMHUCOK U3 KaPOBBIX TOKYMEHTOB, CIIPABOK, HHPOPMALIUHU O
CTa’ke, JIbroTax, rapaHTUsX, KOMIIEHCAIUSX U UHBIX CBEIEHUN 0 pabOTHHKAX
Boigaua paboTHHKY KaJpOBBIX TOKYMEHTOB O €r0 TPYA0BOH 1€ATEIbHOCTH
JloBeneHue 10 CBEAEHUs IIEpCOHANIa OPraHU3aMOHHBIX, PACIIOPSAAUTEIIBHBIX
1 KaJIPOBBIX JOKYMEHTOB OpraHU3alNH

Benenue yuera paboyero BpeMeHH pabOOTHUKOB

Perucrpanus, yuer, orepaTuBHOE XpaHEHHE IOKYMEHTOB IO IIEPCOHATY,
IIOATOTOBKA K C/1aye UX B ApXUB

HeoOxonumelie ymenust | PazpabarbiBaTh NPOEKTH KaJPOBBIX JOKYMEHTOB

OdopmIIATh KaipoBble JOKYMEHTBI B COOTBETCTBUU C TPEOOBAHUSAMHU
TPYAOBOTrO 3aKoHOAaTeNLCTBA Poccuiickon denepannu v JIOKaTbHBIMU
HOPMaTUBHBIMU aKTaMH OpraHu3aluu

Bectu yuet u peructpanuio KaapoBbIX JOKYMEHTOB B HH(POPMAIIMOHHBIX
CUCTEMaxX Y Ha MATEPUAIbHBIX HOCUTENAX

Opranu3oBbIBaTh XpaHEHUE KaJPOBBIX JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSAMU TPYI0BOT0, aPXUBHOIO 3aKOHOAaTeIbCTBA Poccuiickoi
denepanvy v JOKaJIbHBIMH HOPMAaTUBHBIMU aKTaMU OpraHU3alUH
AHanu3upoBaTh KaJpoBble JOKYMEHTHI M IEPEHOCUTh HHPOPMAIUIO B 6a3bl
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JTAHHBIX U OTYETHI

PaGorats co crienuanu3upoBaHHBIMUA HH(OOPMALIMOHHBIMU CUCTEMAMHU U
0a3aMy JaHHBIX 110 BEJICHUIO YUeTa U JBI)KEHHUIO IIepCoHalIa
Pa3pabatbiBaTh 11aH KOPPEKTUPOBOK YCTAHOBJICHHOTO MOPSIKA
oopmIeHHs JOKYMEHTOB I10 IEPCOHATY U PEaJIn30BbIBATH IPUHSTHIC
WM3MEHEHUs

KonTponnposaTh npucyrcTBre pabOTHUKOB Ha paboueM MecTe
Co0imro1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

HeoOxonumeie 3nanust | [lopsgok odopmieHus, BeleHUs! M XpaHEHHsI JOKYMEHTOB M0 NEPCOHAITY
[Topsanok yueTta IBUKEHUS KAJAPOB U COCTaBJICHUS YCTAHOBICHHON
OTYETHOCTHU

[lopsanox pacyera craxa, IbIOT, KOMIIEHCAIMI, 0pOpMIICHUS IEHCUI
pabOTHHKAM

CTpyKTypa Opranuszanuu

TpynoBoe 3aKk0HOIATENILCTBO U UHBIE aKThI, COAEpPKAILKE HOPMBI TPYZOBOIO
rpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATE/ILCTBA U HOPMATUBHBIE IIPABOBHIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEICHUS TOKYMEHTALIMH 110 IEPCOHAY
3akoHoarenscTBO Poccuiickon denepanyv 0 NEpCOHAIBHBIX TaHHBIX
TexHomoruu, MeToAbl 1 METOIMKY IPOBEICHHS aHAJIN3a U CUCTEMATU3ALINU
JOKYMEHTOB M WH(pOpMaIuu

JlokanbHble HOPMATUBHBIE aKThl OPraHU3aLUU, PETYIUPYIOLIUE TOPSII0K
oopmIIeHHs JOKYMEHTOB I10 IEPCOHATY

OCHOBBI JOKYMEHTO000POTa U JOKYMEHTAIIMOHHOT0 00ecreueHus!
Hopwmbl 5THK# 1emoBoro ooeHus

bazoBble 0CHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(pOPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMHU

HApyrue -
XAPAKTCPUCTUKHU

3.1.3. TpynoBas pyHKIMSA

HaumenoBa | AIMUHUCTpHUPOBAHUE MIPOLIECCOB U Kon | A/03.5 | YpoBenb 5
HHE JOKYMEHTO00O0pOTa MO YUETY U JBUKEHHUIO (moxypoBeH
KaJIpOB, IPEJICTABICHNIO JOKYMEHTOB I10 b)
MEPCOHANY B TOCYJapCTBEHHBIE OPraHbl KBaJIM(puKar
U
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYA0BOH (PYHKIIUU OpUTHHAaJa
Kon PerucrpanuonHslii
OpUTHHAaJa HOMED
npo¢ecCuoHaIBLHOTO
CTaHJapTa
Tpynoseie neiicTBus Opranu3anys J0KyMEHT0000pOTa MO YYETY M JBMIKEHUIO KaJpOB

Opranu3zanys J0KyMEHT0000pOoTa MO MPeICTaBICHHUIO TOKYMEHTOB IO
MEPCOHAIIY B TOCYAAPCTBEHHBIE OPTraHbl
IlocTaHoBKa Ha y4eT OpraHu3ally B rocy/IapCTBEHHBIX OpraHax
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[ToaroroBka 1o 3anmpocy rocy1IapCTBEHHBIX OPTaHOB, MPOPECCHOHATBHBIX
COI030B U JIPYTHX MPEJICTABUTEIIbHBIX OPraHOB paOOTHUKOB OPUTMHAJIOB,
BBITNIMCOK, KOIHUM TOKYMEHTOB

[ToaroroBka yBe1oOMJICHHH, OTYETHOM M CTATUCTUYECKON MH(OPMAIUH TI0
MepCoHAIY

[ToaroroBka nHpopmanuu 0 3aKIOYCHUH TPYAOBOTO HIH
IpakIaHCKO-TIPABOBOT'0O JIOTOBOpa Ha BBIIIOJHEHHE PA0OT (OKa3aHUE YCIIYT)
C TpaKJaHMHOM, 3aMEIIaBIIUM JJOJKHOCTH TOCYAapCTBEHHOM UITn
MYHHIIUITAILHOM CTYXKOBI, epEUYeHb KOTOPBIX YCTAHABIMBACTCS
HOPMAaTUBHBIMU MPaBOBbIMU akTaMu Poccuiickoilt denepanuu

HeoOxomumbie ymeHUst

OdopMIIATh Y4eTHBIC JIOKYMEHTBI, IIPEJIOCTABIISIEMbBIE B TOCYIapPCTBEHHBIE
OpraHbl, MPOPECCHOHANTBHBIE COIO3BI U JIPYTUE TPEICTABUTEIBLHBIC OpTaHbI
pabOTHHKOB

Oprann3oBbIBaTh XPaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMHU
TPYIOBOTO 3aK0HO 1aTeIbcTBA Poccuiickoit denepaliuu 1 JIOKAIbHBIMU
HOPMATHUBHBIMU aKTaMH OpPTraHU3aIuu

PaGoTtats ¢ HHQ)OpMaHI/IOHHLIMI/I CHCTEMaMH U 0azaMu JaHHBIX 110 BEACHHUIO
yd€Ta U ABMKCHUTIO IICPCOHAJIA

PaGoratk ¢ nHpOPMAIIMOHHBIMH CHUCTEMaMH 1 0a3aMU JAHHBIX 10 BEICHUIO
CTATUCTUYECKON M OTYETHOW MH(POPMAILIMH 110 IEPCOHATY

AHaJ'II/ISI/IpOBaTB IIpaBujia, MpoucaAypsl U MOPAAOK, PETYIHUPYIOLIUC IIpaBa U
0053aHHOCTHU rocyaapCTBECHHBIX OPraHOB U OpraHru3alyuy 110 BOIIpocaM
oOMeHa ,I[OKYMSHTaI_[I/Ieﬁ 110 NICPCOHAITY

Bectu nenoByro nepenucky

CO6J'IIOI[aTL HOPMBI OTUKHU JCJIOBOTO O6IJ.I€HI/I$I

HeO6XOI[I/IMI>Ie 3HaHUA

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAJIN3a U CUCTEMATU3aLUN
JJOKYMEHTOB M HH(OpMaIiu

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIITMOHHOT'O obecrnieueHUs

CTpyKTypa Opranu3anuu

HopmartusHusble nmpaBoBbeie akThl Poccniickor denepannu, peryimupyromnme
IpaBa 1 00s13aHHOCTU TOCYJapCTBEHHBIX OPraHoOB, MPOo(eccunoHaTbHBIX
CO030B U JIPYTHX MPEICTABUTENBHBIX OPraHOB PAOOTHUKOB 1O
MIPEAOCTABIICHUIO YYETHOMN TOKYMEHTALUH

TpynoBoe 3aK0HOIATEILCTBO M UHBIE aKThl, COAEpKAIIME HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI0 3aKOHO/IATEILCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTAIIUH 110 MEPCOHATY

3akoHoarenscTBO Poccuiickoit denepanyivi 0 NepCOHANbHBIX JTAHHBIX

JlokanbHbBIC HOPMATUBHBIC aKThI OpraHu3aliu, PCryjiupyromuc nopsaaok
BCACHUA NOKYMCHTAIIUU IO YUCTY U IBMKCHUIO IICPCOHAJIA

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/IH

bazoBble 0CHOBBI HH)OPMATUKH, TOCTPOCHUS HH(OPMALIMOHHBIX CUCTEM U
0Cc00EHHOCTH pabOThI ¢ HUIMH

HApyrue
XAPAKTCPUCTHUKHU

3.2. O6o6uieHHas TpyaoBas QyHKIHS

Hamnmvenosa | JleATeNbHOCTD 110 0GecedeHnio | Kom | B | Yposens IIl
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HHE | mepconanom | | kBamuQuKamm I:l
IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOT OpUTHHaja
TPYAOBOH (hYHKITHH
Kon PerucrpanuonHslii
OpUTHHAJ HOMED
a npodeccnoHaIEHOTO
CTaHJapTa

Bo3MoxHEIE
HaVMEHOBaHUs
JIOJKHOCTEH,
npodeccuii

Crnenuanuct o nogoopy nepcoHana
Crenuanuct 1o nepcoHaty
MeHnepkep 1o nepcoHainy

TpebGoBanus k
00pa3oBaHHIO U
00yUYeHUIO

Bricmiee oOpa3oBanue - 6akanaBpuaT

JlononHutenbHOE podeccuoHaIbHOe 00pa3oBaHue - TPOrPaMMBI
MOBBIIIEHUS KBATU(DUKAIIUH; TPOTPaMMBI PO(PECCHOHATBHOM
MEePenoAroTOBKH B 00JIACTH NOMCKA U MT0J1I00pa mepcoHana

TpeboBanus K OnBITY
NPaKTHYECKOI paboThI

Oco0bie ycroBus
JIOIyCKa K paboTe

HApyrue
XAPAKTCPUCTUKHU

JlonomHuTENbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHTa Kon HanmenoBanue 6a30B0ii TPYIIIIbI, TOKHOCTH
(mpodeccun) wim cnenuarTbHOCTH
OK3 2412 CrienyanamcTsl Mo KagpaM U npodopreHTaun
3423 CrienuanucThl KaJIpoBBIX CIYXO U yUpeKIeHHUH
3aHSITOCTH
EKC - Crnenuanuct 1o Kajapam
- Menemkep 1o nepcoHainy
OKIILATP 27755 OKOHOMMUCT 110 TPYy
22956 HNHcnekTop 1o kagpam
3.2.1. TpynoBas pyHKIHSA
HaumenoBa | COop nHpopManuu o NoTpeOHOCTIX Kon | B/01.6 | YpoBenb 6
HHE OpraHu3alyy B IEPCOHAIE (moaypoBEHb)
KBaJTM(pUKAITIH
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (PyHKIIMH OpUTHHAaNIA
Kon Peructpanmonssiit
OpUTHHAaNa HOMED
npodecCuoHaIBLHO
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ro CTaHIapTa

TpynoBeie neiicTBus AHanu3 MIaHOB, CTPATETUU U CTPYKTYPbl OPraHU3aLMH

AHanu3 0coOEHHOCTeH opraHu3auu padoThl U IPOU3BOJCTBA HA
KOHKPETHBIX pab0o4nX MECTax

AHanu3 peIiHKa Tpy/Ja 0 OpraHu3alyy padoThl HA AHAJTIOTUYHOM
MIPOU3BOJICTBE M pabOYNX MECTax

dopmupoBanue TpeOOBaHUN K BAKAHTHOU JIOJDKHOCTHU (TIpodeccu,
CHEIMAIbHOCTH) ¥ UX KOPPEKIUs

Amnanu3 pblHKa TpyZa U IepcoHaia OpraHu3aIiy 1o mpoQuiio BaKaHTHON
JOJDKHOCTH (Tpodheccri, CrIeUaaTbHOCTH)

WNudopmupoBanre 1 KOHCYIbTUPOBAHUE PYKOBOIUTENCH MMOIpa3eICHUN 1
OpraHM3alliy 10 BONPOCAM PBIHKA TPYJA B YACTH 00ecIeueHNs IePCOHAIIOM
Heobxomumeie ymerust | CobupaTh, aHATHM3UPOBATH U CTPYKTYPHPOBATH HHPOPMAITHIO 00
O0COOCHHOCTSIX OpraHu3aluu padoT Ha Pa3TUYHBIX YU4aCTKaxX MPOU3BOACTBA
1 Ha KOHKPETHBIX pabOunX MECTax C yueToM LieJeil, 3a/1a4, IJIaHOB U
CTPYKTYpBI OpraHu3aluu

CoOuparh, aHATM3UPOBATH M CTPYKTYPHPOBATH HHPOPMALIUIO 00
0COOCHHOCTSIX M BO3MOXKHOCTSIX KaJIpOBOTO MOTEHIMAIa OpraHu3aluu
Cobupatp, aHaTU3UPOBATh U CTPYKTYPUPOBATh HHPOpMAILMIO 00
0COOCHHOCTSIX PBIHKA TPYAQ, BKJIIOYas MPEIOKEHUS OT IPOBANUICPOB YCIYT
110 MTOMCKY, MPHUBIICYCHUIO, TOAO0PY U 0TOOPY MepcoHaia

dopmupoBaTh TpeOOBaHHS K BAKAHTHOH JIOJDKHOCTH (TIpodeccui,
CNELMAIBHOCTH) U ONIPeNIeNIATh KPUTEPUHU NoJ00pa nepcoHaa

BHOCUTB KOppEeKTUpYIOIINE CBEIEHUS B TpEOOBaHMS K KaHAM1aTaM Ha
BaKaHTHbIE JIOJDKHOCTH (podeccuu, CennaibHOCTH)

[Tonp30BaThCs MOMCKOBBIMU CUCTEMAMH U MH(OPMallMOHHBIMU pecypcaMu
JUI1 MOHUTOPHUHTA PBIHKA TPY/a, MPAKIaHCKOTO U TPY/IOBOTO
3akoHo1aTenbcTBa Poccuiickont denepanun

KoHcynbTupoBaTh 10 BOpocaM pbIHKa TPYZa B YacTH oOecreyeHus
MIEPCOHAIOM

Co0r01aTh HOPMBI 3THKH JI€JIOBOT0 OOIIEHHUs

HeoOxonumeie 3Hanust | TexHomoruu, MeTobpl U METOAMKY MPOBEACHUS aHAIN3a U CUCTEMaTH3alluu
JOKYMEHTOB U HH(pOpMalUU

CrpyKkTypa OpraHu3aluy U BakaHTHBIE TOJKHOCTH (Tpodeccun,
CIEIHATBLHOCTH)

ITopsiok onpenenenus NepCneKTUBHOM U TeKyIIel NoTpeOHOCTH B KaJIpax
Wcrounuku obecriedeHrst opraHu3alnu KaJapaMu

Opranuzanus padoT Ha Pa3IMYHbIX Y4acTKax MPOU3BOACTBA, OpraHU3allly,
oTpaciu

OO1u1re TeHIEHIIMM Ha PhIHKE TPY/Ia U B OTJEIIbHON OTpaciu, KOHKPETHON
npodeccuu (JIOHKHOCTH, CIICITUATEHOCTH )

OCHOBBI ICUXOJIOTMH U COLIMOJIOTHH TPpYZAa

OCHOBBI 5KOHOMUKH, OpTraHU3aIMK TPYJa U YIpaBIECHUs

TpynoBoe 3aKk0HOIATENILCTBO M UHBIE aKThl, COEpKaIle HOPMbI TPYJOBOIO
mpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATE/ILCTBA U HOPMATUBHBIE ITPABOBHIE AKTHI
Poccuiickoii denepanuu, B 4aCTH BEICHUS JOKYMEHTALMU 110 IIEPCOHAILY
3akoHoarenbcTBO Poccuiickon denepannn 0 MNepCOHATBHBIX JAHHBIX
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JlokanbpHBIE HOPMATHBHBIE aKThl OPTaHU3ALNH, PETYIUPYIOIIUE TTOPII0K
mo100pa nepcoHaa

HopMbl 3TuKM 1€710BOr0 00111eHUs

bazoBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE IIOCTPOCHUE
MH()OPMAIIMOHHBIX CHCTEM M 0COOEHHOCTH PabOTHI C HUMH

HApyrue -
XapaKTCPHUCTHUKU

3.2.2. TpynoBas GpyHKITUS

HaumenoBa | Ilouck, mpuieuenue, moadop u otoéop Kon B/02.6 | YpoBeHb 6
HHE nepcoHana (moTypOBEHbD)
KBaTM(UKAITUT
[Ipoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYIOBOU (hYHKITUH OpHUTHHAJIA
Kon Peructparmonsblit
OpHUTHHA HOMEp
na npodeccnoHanIbHOTO
CTaHJapTa
Tpynossie neiicTBus [Torck BO BHYTPEHHHX M BHEITHUX UCTOYHUKAX MHPOPMAITUH O KaHHIaTax,
COOTBETCTBYIOIIEH TpeOOBaHUSIM BaKaHTHOU AOJHKHOCTH (mpodeccun,
CHEIMAIbHOCTH)

Pa3menienue cBenennii 0 BakaHTHON JOKHOCTH (podeccun,
CHENHMAIbHOCTH) B CPEJICTBAX MacCOBOM MH(pOpMaIIUu

Br16op crmoco0oB 1 METO0B MPUBJICUEHHUS ITEPCOHANIA B COOTBETCTBUU C
YTBEPKJACHHBIMU TIIaHAMU

[TpoBepka nHpoOpMaNUK 0 KaHIUJATaX Ha BAKAHTHBIC JIOJDKHOCTH
(mpodeccun, cnennaabHOCTH)

[TpoBenenue codecemoBaHuii U BCTPEY ¢ KaHAUAaTaMH Ha BAKAHTHBIC
JOIKHOCTH (Tpodeccuu, CeHaabHOCTH) ¢ 0OecriedeHneM 00paTHOM CBSI3U
OreHKa COOTBETCTBUS KaHAMIATOB TPEOOBAHUSM BaKaHTHOH JIOJDKHOCTH
(mpodeccun, cnennaabHOCTH)

[ToaroroBka npeioxeHui Mo GopMUPOBAHUIO OO KETa HA TTOUCK,
MIpUBJICYEHHE, TOA00p U OTOOP MepcoHana

NudopmupoBanre u KOHCYJIbTUPOBAHNE PYKOBOIUTEINEH TTOApA3ICICHUN 1
OpraHM3alliy 10 BOMPOCaM MPHUBJICYCHHS MIEPCOHANIA C OIICHKOM 3aTpaT
HeoOxonumeie ymennst | OnpenensiTe KpUTEPUU MOMCKA, TPUBIICYCHHMSI, T0100pa M 0TOOpa mepcoHana
ColwupaTh, aHATU3UPOBATh U CTPYKTYPUPOBATH HHPOPMAITHIO O KaHIUaTaxX
Y TIPEUIOKEHUSIX Ha PBIHKE TPy/ia

[Toytb30BaThCs MOMCKOBBIMU CUCTEMAaMH U HH(OPMAITMOHHBIMHU pecypcaMu B
obsacTi obecnieueHus! epcoHaIoM

[TpuMeHSITh TEXHOJIOTHU H METOIUKH ITOMCKA, IPUBJICUCHUS, TIOI00pa U
0TOOpa KaHIUAAaTOB Ha BaKaHTHBIE TOJDKHOCTH (TIpodeccu,
CIEIUATBLHOCTH) B COOTBETCTBHE C UX CHEIUDUKON

Hcnonb30Bathk cpencTBa o0ecieueHus: IEPCOHAIOM, BKITFOUAS
COIIPOBOXICHUE

KoHcynsTupoBaTh 0 BOpOCaM MPUBJICUYCHUS TIEPCOHAIA
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CocTaByATh ¥ KOHTPOJIMPOBATH CTAaThH PACXO0B Ha 0OecrieueHne
MIePCOHAJIOM JJIsl TUTAHUPOBAHUSI OI0JKETOB

Co061mro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

HcTounuku odecrieueHus OpraHru3aln KaapaMu

TexHoMIOrMM ¥ METOAMKY TTOMCKA, IPUBJICYCHUS, T000pa 1 0TOOpa
nepcoHaia

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEpCOHAIIA

TexHonoruu u MeTo bl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

TexHomoruu, METoAbl U METOJIMKHU IIPOBEICHUS aHAIIN3a, CUCTEeMAaTH3alluu
JJOKYMEHTOB M HH(OpManuu

CrtpyKkTypa opraHu3alyy 1 BaKkaHTHBIC JODKHOCTH (mpodeccuu,
CIEIUATILHOCTH )

OO0mue TeHICHIIMY Ha PBIHKE TPYAA U B OTJIEIBHBIX OTPACIAX U BUIAX
npoeccroHabHOI 1eATENbHOCTH

OCHOBEBI IICUXOJIOTHH H COIMOJIOTHH TpyAda

OCHOBBI 5KOHOMUKH, OpraHU3aI1K TPYJa U YIPaBJICHUS IEPCOHAIOM

TpyroBoe 3aK0OHO/1ATENILCTBO U MHBIE aKThI, COJEPIKALINE HOPMBbI TPYIOBOI'O
rpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIEC AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTAUH 110 MEPCOHATY

OCHOBBI HAJIOIOBOTO 3aKOHO 1aTesbeTBa Poccuiickoit deneparuu

3akoHoarenscTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX TaHHBIX

JlokasbHbIE aKThl OpPraHU3aLUH, PETYIUPYIOIIUE MOPAIOK 0OecreueHus
IEPCOHATIOM

Hopwmbl 5THKM 1€710BOTO OOIIIECHUS

bazoBbie 0CHOBBI HH(POPMATHKH, TOCTPOEHUS HUH(POPMAILIMOHHBIX CUCTEM U
0COOEHHOCTH pabOThl ¢ HUMH

Hpyrue

XAPAKTCPUCTHKHU

3.2.3. TpynoBas GpyHKuMs

HaumenoBa | AnMuHHCTpHpOBaHHUE MPOLIECCOB U Kon B/03.6 | YpoBeHnb 6
HUE JOKYMEHT0000poTa 00ecreueHus (TTOMypOBEHB)
MIEPCOHAIOM KBaJIM(pUKAITIH

[Ipoucxoxaenue Opurnnan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpUTHHaJIA

Kog opurunnana PerucrpanuoHHbIN

HOMeEp
npodeccuoHaIbHO

ro CTaHaapTa

TpynoBeie nelcTBUS

AHanmM3 mporeccoB JOKyMEHTO000pOTa, TIOKATBHBIX TOKYMEHTOB TI0
BOIIPOCaM 00ecCIeueHuUs! IEPCOHAIOM

Benenne nadopmanum 0 BAKaHTHBIX JOHKHOCTSIX (TIpodeccusix,
CIICIIMAIBHOCTSAX ) U KaHAUAaTax

JIOKyMEHTaIIMOHHOE COMIPOBOKACHNE KaHIMAATOB Ha dTarax MOUCKa,

09.02.2021
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IpUBJICUEHHUS, TOI00pa M 0TOOpa MepcoHaNa Ha BAKAHTHBIE I0JKHOCTH
(mpodeccun, criennaTbHOCTH ), HHPOPMHUPOBAHNE KAH/IUIATOB O
pe3ynbraTax 0Toopa

[ToaroroBka 3anpocoB 0 KaHAUAATaX B TOCYJapCTBEHHbIE OPTaHbI, B
CIIy4dasiX NpeayCMOTPEHHBIX JEHCTBYIOLIMM 3aKOHOIaTEIbCTBOM U
00paboTKa Npe0CTaBICHHBIX CBEICHUN

[ToaroroBka n 00pabOTKa YBEAOMIIEHUI B rOCYIapCTBEHHBIE OPraHbl,
npodecCHOHaIbHBIC COIO3bI U IPYTHE MPEACTABUTEIbHBIC OPTaHbI
pabOTHUKOB 1O BOIIPOCAM ITOUCKA, TIPUBIICYCHHUS, TIOI00pa 1 0TOOpa
nepcoHaia

COHpOBO)KI[eHI/Ie A0roBOpPOB 110 obecreyeHnro opraHusanuu 1epCoHalioM,
BKJIIOYas MpCABAPUTCIILHBIC TPOUCAYPHI IO UX 3aKIIFOYCHUIO

HeoOxonumele ymeHust

OO6ecneunBaTh TOKYMEHTAIIMOHHOE COMPOBOXK/ICHHE BBIX0/1a KaHIUIAaTa Ha
paboTy ¥ MepeMEelICHUs TePCOoHaa

OdopMIsaTs JOKYMEHTBHI IO BOIIPOCaM O0ecTieueHus! KaJpOBbIMU
pecypcamu, He0OXO0IUMBIE JIS TPEIOCTABICHUS B TOCYIapCTBECHHBIC
OpraHsbl, IPOPEeCCHOHATBHBIC COO3bI U IPYTHE TPECTaBUTEIILHBIC OPTaHbI
pabOTHUKOB

Opranu3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMHU
TPYAOBOT0, aPXMBHOI0 3aK0HOAaTeNbCTBA Poccuiickon denepannn u
JIOKQJIbHBIMU aKTaMU OpTaHu3aIuu

AHaIM3UPOBATH IOKYMEHTHI M IEPEHOCUTH HH(OPMAIIHIO B
MH(GOPMAaLMOHHbIE CUCTEMBI U 0a3bl JaHHBIX O KaHUAaTax

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMU U 0a3aMu JTAHHBIX 110
BOIpOCcaM 0OecIeyeHus IEPCOHAIOM, BEICHUIO IIOUCKA U ydeTa
KaHJUJAaTOB Ha BaKaHTHbBIE JOJDKHOCTH (Ipodeccuu, crenaibHOCTH)

[Tpou3BoauTh MpeaBapUTEIbHBIE 3aKYTIOUHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO TOKYMEHTAIIUIO MO 3aKJIIOUEHHUIO JJOTOBOPOB

OpranuzoBbIBaTh U MPOBOAUTH KOHKYPCHI, ODOPMIIATH U aHAJIM3UPOBATh
KOHKYPCHYIO JOKYMEHTALUIO

BecTtu nenoByto nepenucky

CO6J’IIO,[[8.TB HOPMBI 9TUKH JCJIOBOT'O O6H.[CHI/IH

HeoOxoaumeble 3HaHUSA

[Topsnox oopmiieHus1, BEIEHNS U XpaHEHUS TOKYMEHTAIIUU, CBA3aHHOM C
MIOUCKOM, MIPUBJICUEHHEM, TOA00POM U OTOOPOM MEepcoHala Ha BaKaHTHbBIE
JOJDKHOCTH

HOpHI[OK (bOpMI/IpOBaHI/I}I, BCACHUA OaHka JaHHBIX O IIEPCOHAJIC
opraHu3alv 1 NpeaoCTaBICHUA OTYCTHOCTH

OCHOBBI ,I[OI(YMCHTOO60p0Ta U JOKYMCHTAIIMOHHOI'O obOecrieueHus

TeXHOJ'IOFI/II/I, METOJbI U MECTOAWKH MMPOBCACHUA aHaJIM3a U CUCTEMATU3 Al
JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

[Topsiiok mpoBeieHUs] KOHKYPCOB U 0(pOpMIIeHHS KOHKYPCHOM
JIOKYMEHTaIlluu

[Topsimox mpoBeACHUSI 3aKyIIOYHBIX MPOLIETYP U 0(hOpMIIECHUS
CONYTCTBYIOIIEH JOKYMEHTAIUN

CTpyKTypa opraHusaivy U BakaHTHBIC JOHKHOCTH (Tipodeccun,
CIIENUATLHOCTH)

TpyoBO€ 3aKOHOIATENBLCTBO U UHBIE AKThI, COAEPKAIIUE HOPMBI
TPYJIOBOTO TIpaBa

OCHOBBI APXUBHOI'O 3aKOHOJATCIILCTBA 1 HOPMATHUBHBIC ITPABOBBIC AKThI
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Poccuiickoii denepanuu, B 4aCTU BEACHUS JTOKYMEHTAMU O MIEPCOHAILY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

3akoHozarenscTBO Poccuiickoit denepaninm o nepcoHalIbHbIX JaHHBIX

JlokaJibHBIE aKThl OPTaHU3AINH, PETYIUPYIONIUE TOPSAO0K Moa00pa
nepcoHasia

ITopsi 10K 3aKIIFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie 0CHOBBI HH(DOPMATHKH, TOCTPOCHUS HH()OPMAIIMOHHBIX CHCTEM U
0COOEHHOCTH PabOThI C HUMH

HApyrue
XapaKTCPUCTHKHU

3.3. O6o0miennas TpyaoBast pyHKIHS

HaumenoBa | JlearenbHOCTB 110 OlleHKe U artectannu | Kox C | Yposens 6
HUE nepcoHaa KBaJM(hUKaIl

uu
IIpoucxoxneHue Opurunan X 3alMCTBOBaHO U3
0000111eHHOI OopUrvuHajia
TPYAOBOH (HYHKITHH

Kon PeructparmonnbIi
OpHUTHHA HOMED
na pohecCuOHaTBLHOTO
cTaHaapTa

Bo3MoxuEIe
HaMMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Criennanmct 1o oleHKe U aTTecTallly IepcoHanta
Cnenuanuct 1o nepcoHany
Menemxep no nepcoHany

TpeboBanus k
00pa3oBaHUIO U
00y4eHUI0

Beicuiee oOpa3oBanue - 6akanaBpuaT

JlononHuTenbHOE NpodecCHoHaIbHOE 00pa3oBaHKe - TPOrPaMMBI
MOBBIIIEHUS KBATU(UKAIIUK; TPOrpaMMbl TPO(eCcCHOHANTBHOM
MEepPeToArOTOBKY B 00IaCTH ITPOBEICHNS OIICHKH IIEPCOHANA

TpeboBanus K ONBITY
MIPaKTUYECKON pabOThI

Oco0Ople ycrmoBus
J0MycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

I[OHOHHI/ITCJ'IBHBIC XapaKTCPUCTHUKU

HaumeHnoBanue nokymeHTa Kon HaumenoBanue 6a30B0ii rpymIibl, JOKHOCTH
(mpodeccun) nau CnenuanbHOCTH
OK3 2412 CrienanmcThl 1Mo KaJapaM U npodoprueHTannu
3423 CrenanmucThl KaJpoBBIX CIIYKO U YUpeKICHUN
3aHSATOCTH
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EKC - MeHepkep 110 nepcoHary
OKIIATP 27755 DKOHOMMCT 10 TPYAY
22956 HNucnekTop no kaapam

3.3.1. TpynoBas pyHKIIHS

Haumenosa | Opranuzanus v npoBeAeHUE OLEHKU Kon C/01.6 | YpoBeHb 6
HHE repcoHana (moTypOBEHbD)

KBaTMUKAITTH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3

TPYAOBOH (hyHKITHH

OpUTrMHazia

Kon
OpUTHHA
jIa

PerucrpannoHHblii HOMEp
npodeCcCuOHAIHLHOTO
craHgapTa

TpynoBble nencTBUs

AHanu3 CTPYKTYpHI, IJIAHOB U BaKaHTHBIX JI0JDKHOCTEH (Tpodheccuid,
CHeUaJIbHOCTEN) OpraHu3al, 0COOEHHOCTEN OpraHnu3anuy padboTsl Ha
Pa3IMYHBIX y4acTKaX MPOU3BOICTBA U KOHKPETHBIX pab0unX MecTax

Pa3paboTka niaHa OlieHKU IepCOHala B COOTBETCTBUHU C LENISIMU
OpraHu3aluu

OueHka JMHAMUKU TPOU3BOJUTEIBHOCTH, MHTEHCUBHOCTH U
7 (HEeKTHBHOCTH TpyJla Ha padOYNX MeCTax

HiepcoHasIa

OmnpeneneHne pecypcoB, BEIOOP CPEACTB U METOJIOB MPOBECHHUS OLICHKH

HpOBeI[eHI/IC OIICHKHU IIEPCOHAJIAa B COOTBCTCTBUHU C IJIAHAMHW OPraHU3alun

ConpoBosk/ieHHE 10TrOBOPOB C OPraHU3ALUIMH - UCTIOTHUTEIIMU
MEPOIPUITHH 10 OLIEHKE NIEPCOHAIIA, BKIIKOYasl IPEABAPUTENbHbBIE
IPOLEAYPHI O UX 3aKITHOYECHUIO

3aTpar

KOHCYJ'IBTI/IpOBaHI/Ie IepCcoHaja 1Mo BOIIpoCaM OLICHKH, BKIIIOYasd OLUCHKY

AHanu3 pe3yiabTaToB OLICHKH IIEPCOHANa, TOATOTOBKA PEKOMEH Ialluii
PYKOBOJICTBY U IIEPCOHAILY

[ToaroroBka npeioxeHuit Mo GopMUPOBAHUIO OFOKETA 110 OPraHU3AIUH
Y MIPOBEJICHUIO OLICHKHU IEPCOHAJIA

HeoOxonumelie ymeHust

OrnpenenaTs napaMeTpbl M KPUTEPUH OLEHKH IEpCOHANIA

HiepcoHasia

OHpeI[eJ'IHTL U IPUMCHATH CPEACTBA U METOAbLI ITPOBCACHU S OLICHKU

Brigensate (OHpCI[eJBITL) T'pYyIIibl ICPCOHATIA IJId TPOBCACHU A OLICHKN

nepcoHaja

OnpenensiTb MHTEHCUBHOCTD TPYZa U 30HbI MOBbIIEHUS 3P (HEKTUBHOCTH

OmnpenensiTh MOTHBAIIMOHHBIE (PAaKTOPHI MPOBEJIEHNUS OLIEHKH MepcoHaa

CocTaBiaTh U KOHTPOJIUPOBATH CTAThU PACXOOB HA OLIEHKY MEPCOHANA JJIst
TJIAHUPOBAHUS OFOPKETOB

Oo0ecrieunBaTh OpraHn3allMOHHOC COIMMPOBOXKIACHUC OICHKH IICPCOHAJIA

ObecneunBaTh COXpaHHOCTh KOH(PHICHIIMATBHON HH(OpMAIK TTPU
IPOBEJICHUH OIICHKHU IEpPCOHANA

OpraHu3oBbIBaTh XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUAMHU
TPYJI0BOTO, apXMBHOI0 3aKOHOAaTesbeTBa Poccuiickon denepanun u
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JIOKaJbHBIMU HOPMATHBHBIMU aKTaMU OpraHU3alNU
Cobupath, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHPOPMALIHIO O
IIPEJUI0KEHUSX 110 OLIEHKE IEPCOHAJIa HA PhIHKE Tpy/ia

[TpousBoauTh NpeaBapuTeIbHbIC 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIMIO 0 3aKJIIOUEHHUIO JJOrOBOPOB
OnpenensaTs ycioBus AJis 3aKJIIOUYEHUS JOTOBOPOB HA YCIYTH 110
MIPOBEJICHUIO OLICHKH MepcoHaa

Cucrematu3npoBaTh, 0000I1aTh M aHAIU3UPOBATH PE3YIbTATHI OLICHKH
nepcoHalia

OO6ecrieunBaTh OOPATHYIO CBS3H IO PE3yIbTaTaM MIPOBEICHHON OIICHKH C
MIEPCOHAIOM M PYKOBOJCTBOM

[Tob30BaThCS MOMCKOBBIMU CUCTEMaMHU, HH(POPMAITMOHHBIMU peCcypcamMu 1
0a3amu TaHHBIX 1O MTPOBEJICHUIO OIICHKH MepCOHasa

Pa3pabarbiBaTh peKOMEHAALMH 110 PA3BUTHIO IIEPCOHAIA HA OCHOBE
MIPOBEJICHHOM OIICHKHU

Co01r01aTh HOPMBI ATHKH JCIIOBOTO OOIIECHUS

Heo0xonnMmebie 3HaHUS TexHonoruu u METO/Ibl onpeesieHus: Npo(heCCUOHATIBHBIX 3HAHUHM, YMEHUM
U KOMIETECHIINI

TexHOJIOTUM U METObI OIIEHKH JIMYHOCTHBIX KAYECTB U XapaKTEPUCTUK
CucreMsbl, METOIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPy/la IEpCOHaIa

TexHonoruu u MeTopl HOPMUPOBAHMS U KOHTPOJISI OIOJKETOB
TexHonoruu, METoIbl U METOJUKH IIPOBEJCHUS aHAIM3a U CUCTEMATU3allUH
JIOKYMEHTOB ¥ MH(OpMAIIHH

OcHOBEBI 0011IEH M COUAILHON ITCUXOI0THH, COLIMOJIOTHN U TICHXO0JOT A
Tpyaa

OCHOBBI TPOU3BOJCTBEHHON JESITEIbHOCTH OpraHU3aIu1

[Topsimox mpoBeAeHUsI 3aKyITOYHBIX MTPOLETYP U 0(OpMIICHUS
COITYTCTBYIOIEN JOKYMEHTaluU

CTpyKTypa OpraHu3aiiy U BaKaHTHBIE IOJDKHOCTH (Tipodeccun,
CIEIMAIILHOCTH)

TpynoBoe 3aKk0HOIATENILCTBO U UHBIE aKTHI, COAEPKAIINE HOPMBI
TPYJIOBOTO ITpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATENILCTBA H HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAHUU O MIEPCOHAILY
3akoHoarenscTBO Poccuiickoit denepanuy 0 NEpCOHAIBHBIX TAHHBIX
JloxanbHble HOpPMATUBHBIE aKThl OPraHU3aLUU, PETYIUPYIOLIUE TOPSIIOK
OIICHKH MepcoHala

[TopsiioK 3aKIIF0UEHHS] IOTOBOPOB (KOHTPAKTOB)

HopMbl 3THKH AE€TT0BOTO OOLICHHS

ba3oBbie 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
WH(OPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMU

Jlpyrue XxapakTepucTuku | -

3.3.2. TpynoBas pyHKIMS

Haumenosa | Opranuszanus u npoBeaenue arrectauun | Kox C/02.6 | YpoBeHb 6
HHUE IIepCcoHalIa (mogypoBeHb)
KBaTM(UKAITTH
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[Ipoucxoxnenue
TPYAOBOH (hYHKITHH

Opurunan X 3auMCTBOBAHO U3
OopuruHasia
Kon Peructparmonubrit
OopuUrvuHaa HOMED
pohecCuOHaTBLHOTO
cTaHjapra

TpynoBble elCTBUA

AHaIM3 CTPYKTYpPHI, TUTAHOB ¥ BAaKaHTHBIX JIOJDKHOCTEH (TIpodeccuid,
CHelHanbHOCTEN) OpraHu3alnu, OCOOEHHOCTEN opraHu3aluy paboThl Ha
Pa3IMYHBIX yYacTKaxX MPOU3BOJICTBA U KOHKPETHBIX PA0OYHNX MecTax
Pa3paboTka MpoeKTOB JOKYMEHTOB, OMPEACIISIOMINX MOPSAIOK aTTECTAIIH
HepCOHaNa, C OLIEHKOH 3aTpaT

ConpoBok/ieHHE IIPOIEcca aTTECTALUU U PabOThI aTTECTAlMOHHON
KOMHCCUU

[ToaroToBka mpeuIokeHui Mo GopMupoBaHUIO OIOKETa Ha OPraHU3AIHIO
U NIPOBEJICHHE aTTECTallMK IepCOHaa

[ToaroToBka MpeUIOKEHUI O COOTBETCTBUU PAOOTHHUKA TOIHDKHOCTH
(mpodeccun, ciennanbHOCTH) 10 pe3yabTaTaM aTTecTallui B COOTBETCTBUU
¢ 3aK0HOJaTeNbCTBOM Poccuiickon Penepannn

HeoOxonumele ymeHust

OnpenensaTh napaMeTpbl U KPUTEPUH aTTECTALMU [TIEPCOHAIIA

OrnpenensTh ¥ NPUMEHSITh CPEJICTBA U METO/bl aTTECTAIlUU

BoiensTe rpynnsl nepcoHana sl IpOBEICHUs ATTECTAlUU
ObecneunBaTh JOKYMEHTAIIHOHHOE COMPOBOXKICHUE aTTECTAIHH
repcoHana

CocTaBiATh U KOHTPOJIUPOBATH CTAThU PACXOOB HA ATTECTALIUIO
TepCcoHasIa JyIsl INIAHUPOBAHUS OI0JKETOB

[Tonb3oBaTbes MHGOPMAIIMOHHBIMU pecypcaMu U 0a3aMu JaHHBIX 110
MPOBEJICHUIO aTTECTAllUU

Bectu yuet u peructpanuio 10KyMeHTOB B HUH(GOPMAIMOHHBIX CUCTEMaX U
Ha MaTepHATbHBIX HOCUTENSX

OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMHU
TPYAOBOT0, aPXUBHOI'O 3aKOHO1aTelIbcTBA Poccuiickoit @eaepanuu u
JIOKaJbHBIMU JOKYMEHTAMH OpPraHU3alluu

[Tpon3BoauTH IpeABapUTENBHBIE 3aKYITOYHBIC TPOTIEAYPHI U ODOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALMIO 110 3aKJIOYEHHUIO JOTOBOPOB
Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHUSI

HeoOxoaumeble 3HAHUSA

[TopsiioK ¥ TEXHOJIOTHS IPOBEICHUSI ATTECTAIUH

TexXHONIOruu U METOJIBI OTIPEICNICHUS U OLIEHKH MPO(HEeCCUOHATBEHBIX
3HAHWI, YMEHUH U KOMIIETEHIHI

CucreMsbl, METOJIbI U (HOPMBI MATEPUATBLHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/ia IepcoHalIa

TexHonoruu U MeTo 6l HOPMHUPOBAHMSI U KOHTPOJISI OIOJKETOB
TexHomorun, METOABI U METOJAMKHU TTPOBEICHHS aHAJIN3A M CUCTEMaTHU3aIlUN
JIOKYMEHTOB ¥ MH(OpMAIIHH

OCHOBBI MPOU3BOJICTBEHHOH JEATEIBHOCTH OpraHU3alui

OCHOBBI 00IIEH ¥ COLMATLHOM IICUXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHHU
Tpyna

ITopsimok mpoBeneHUs 3aKyMOYHBIX MPOIEAYp ¥ OpopMIIeHUs
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COINYTCTBYIOIIEN JOKYMEHTAUU

CrtpyKTypa opraHu3aluy 1 BakaHTHbIE JOJDKHOCTH (mpodeccun,
CHEIMAJIBHOCTH)

TpynoBoe 3aK0HO/IATEILCTBO M UHBIE aKThI, COJEPKAIINE HOPMBI
TPYJOBOI'O IpaBa

OCHOBBI apXMBHOTI'0 3aKOHO/IaTEILCTBA U HOPMATUBHBIE ITPABOBBIC aKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUA IOKYMEHTALMU 110 IIEPCOHATY
3akoHozarenscTBO Poccuiickoit denepaniny o nepcoHaIbHbIX JaHHBIX
JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIINAE MOPSIA0K
OLICHKU IepCOHalIa

[Topsi 1ok 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOT0 00IIeHUS

bazoBbie 0cHOBBI HH(DOPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

HApyrue -
XApaKTCPHUCTUKHU

3.3.3. TpynoBas GpyHKIHs

HaumenoBa | AIMUHHUCTpUPOBAHHUE MPOLECCOB U Kon C/03.6 | YpoBenb 6
HHE JOKYMEHTO000pOTa IPH MPOBEACHUU (moxypoBeHb)
OLICHKH M aTTECTALUU NIEpCOHAJIA KBaJTH(pUKALUN
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (PyHKIUHU OpUTHHAJA
Kon Perucrpanuonnslii
OpUTHHaJa HOMeEp
npo¢ecCroHaIbLHOIO
CTaHaapTa
TpynoBeie nencTBUs AHanu3 nporeccoB JOKYMEHTO000POTa, JIOKaIbHBIX JOKYMEHTOB IO OLIEHKE

U aTTECTalluU IIEpCOHAIIA

OpranuzanroHHOE CONPOBOXKACHUE MEPOIIPUATHH 10 OLIEHKE IIEPCOHANIA U
€ro aTTecTalun

OdopmiieHne mmporecca U pe3yabTaToB aTTECTALMU EpCOHAIA
WNudopmupoBanue nepcoHana o pe3ynbTrarax OlEeHKH U aTTeCTaluu
IloaroroBka NpeanoKeHui N0 pa3BUTHIO IEPCOHAJIA IO PE3YJIbTaTaM OLIEHKH
ConpoBosk/IeHHE T0TOBOPOB MO OKA3aHUIO KOHCYJIbTAlMOHHBIX U
MH(OPMAIIMOHHBIX YCIYT MO OIIEHKE U aTTECTAllMH NepcoHaa
HeoOxonumeie ymenust | O0GecnieurnBaTh JOKYMEHTAIMOHHOE COITPOBOXK/IEHNE OLIEHKH U aTTeCTalluu
IepcoHaIa

OdopMasATh TOKYMEHTHI IO BOIIPOCAM OLIEHKU U aTTeCTalluyu IepcoHara,
MIPEOCTaBIIEMBbIE B TOCYAAPCTBEHHBIE OPTaHbl, IPOPECCHOHATIBHBIE COIO3bI
U pyTue NpeJCTaBUTENbHbIE OpraHbl pAOOTHUKOB

AHanu3upoBaTh NpaBUiia, MPOLETYPHl U MOPSAIKUA IPOBEAEHUS OLEHKU U
aTTecTalluu NepcoHalia

Bectu yuet u perucrpanuio 10KyMeHTOB B HH(QOPMAIIMOHHBIX CHUCTEMaX U
Ha MaTepUaJIbHBIX HOCUTEIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
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TPYAOBOro 3aKoHoAaTenbcTBa Poccuiickon denepaunu v JIOKaIbHbBIMU
aKTaMu OpraHu3aluu

Bectu nenoByro nepenucky

PaGoratk ¢ nHpOPMAIIMOHHBIMY cHUCTEMaMu U 0a3aMy JaHHBIX 110 BOIIPOCAM
MPOBEACHUS OLICHKU U aTTECTAIlMU NIEPCOHAJIA, BEJCHUIO YUeTa KaHAUAaTOB
Ha BaKaHTHBIE JOJKHOCTH (Mpodeccru, CelaabHOCTH)

AHaIM3UPOBaTh JOKYMEHTBI U TIEPEHOCHTH HH(OPMAIIHIO B
MH(OPMAIIMOHHBIC CUCTEMBI M 0a3bl JAHHBIX

Co06mro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0Oxoaumbie 3HAHUS

[opsimox opopmieHus, BeIeHUs U XpaHEHUs JOKYMEHTAIIUH, CBSI3aHHOM ¢
IIPOBEACHUEM OLICHKU U aTTECTAllUU NIEPCOHAla

[Mopsimox hopMupoBaHus, BeACHHs OaHKA JAaHHBIX O IIEPCOHAJIC OPTaHU3AINN
Y IPEJIOCTABIICHUSI OTYETHOCTH

[Nopsimok mpoBeIeHuUs 3aKyIMOYHBIX MPOLEAYP U 0HOPMIICHUS
COIIYTCTBYIOIIEH TOKYMEHTALNH

[Topsimok oopmieHus: JOKYMEHTOB, MPEAOCTABIISIEMBIX B TOCYAapPCTBEHHBIC
OpraHsl, MPO(ECCUOHATBHBIC COFO3bI U IPYTUE TPEACTABUTEILHBIC OPTraHbl
pabOTHHKOB

OCHOBBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIUOHHOI'O obecrieueHust

CtpykTypa opraHuzaliuy 1 BakaHTHbIE JOKHOCTH (Tpodeccun,
CIEIHUATLHOCTH)

TpyroBoe 3aK0OHOAATENIBLCTBO U MHBIE AKThI, COJIEPHKAILUE HOPMBI TPYIOBOTO
rpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit denepaiuu, B 4aCTH BEACHUS TOKYMEHTAUH 110 MEPCOHAITY

3akoHoarenscTBO Poccuiickoih denepanyivi 0 NepCOHAIBHBIX TAHHBIX

TCXHOJ'IOFI/II/I, MCTOABI 1 MCTOAWKH IMMPOBCACHUA aHaJIM3a U CUCTEMATU3 Al
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIMPYIOLINE TOPSII0K
OLICHKH U aTTECTallMy IIEpCOHaa

[Tops 1ok 3aKiIt0ueHUs TOrOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO OOIIEHUS

bazoBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE IIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH pabOThl C HUMU

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.4. O600menHas TpyaoBast pyHKIHS

HanmenoBa | JlestenbHOCTH MO pa3BuTHIO NepcoHana | Kopg D YpoBeHb 6
HUE KBaJTH(pHUKAIUN
[Ipoucxoxaenue Opurnnan X 3auMCTBOBAHO U3
0000111eHHOH OpHUTHHaa
TPYI0BOU (PYHKIIUU
Kon PerucrpanuoHHbIit
OpUTHHa HOMEp
na npo¢eCcCuOHAIBLHOTO
CTaHJapTa
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Bo3MoxHEIE
HaVMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Criennanuct mo pa3BUTHIO U 00YUEHUIO MTepCcoHaa
Crenuanuct 1o pa3BUTHIO Kapbephbl IIEpcCoHala
Cnenuanuct 1o nepcoHany

MenemKkep 1o nepcoHany

TpebGoBanus k
00pa3oBaHHIO U
00y4eHUIO

Briciee oO6pa3zoBanue

JlononuurensHOE npodeccrnoHanbHoe 00pa30BaHUE - IPOrPAMMBI
MOBBIIIEHUS KBATH(DUKAIIUH, IPOrPaMMBI TPO(eCCHOHANTBHOM
MEePEToArOTOBKY B 00J1aCTH OPraHU3allMOHHOTO B PO(eCCHOHATBHOTO
pa3BUTHS IEpPCOHATIA

TpeboBanus K OnbITY
IPaKTHYECKOI paboThI

Oco0bie ycroBus
JIOIyCKa K paboTe

HApyrue
XApaKTCPHUCTUKHU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPUCTUKU

HaumeHnoBanue nokymeHra Kon HanmenoBaHnue 6a30B0ii IpymiIibl, JOKHOCTH
(mpodeccun) WM CIeNUAILHOCTH
OK3 2412 CriennanucTel Mo KajpaM U npodoprueHTAINH
3423 CriennanucThbl KaAPOBBIX CIYKO U yUpexIeHUN
3aHATOCTH
EKC - MeHnemkep 1o nepcoHany
OKIIATP 27755 OKOHOMHUCT 110 TPYy
22956 WMHcnekTop 1o kaapam
3.4.1. TpynoBas pyHKIMSA
HaumenoBa | Opranuzanus u nposeaenue meponpuatuit | Kox | D/01.6 | Yposenb 6
HHE 10 Pa3BUTHIO U MIOCTPOCHUIO (moaypoBEHb)
npodeccuoOHaIbHON Kapbephl epcoHalia KBaJTM(PUKALMU
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYA0BOH (PYHKIIUU OpUTHHAaJa
Kon Peructparnmonueri
OpUT'MHA HOMEp
na npo¢eCcCuOHAITBHOT

0 CTaHaapTa

TpynoBble nelcTBUA

AHallu3 CTPYKTYPBI, IUTAHOB M BAaKaHCHM OpraHu3aluu

AHanu3 ocobeHHOCTeH paboThl HA Pa3IMYHBIX Y4acTKaX MIPOU3BOJICTBA U
KOHKPETHBIX pabounx MeCTax

[TonroToBka MpOEKTOB JOKYMEHTOB, OTIPEACIISIIOIINAX IMTOPSIOK Pa3BUTHS
NepCoHaja U MOCTPOCHHUS TPOeCcCHOHATBHOM Kapbephl ¢ OLIEHKOH 3aTpar
Pa3zpaboTka mianoB nmpodecCHoHAIbHON Kapbepbl pAOOTHIKOB
dopMupoBaHUE KaJIpOBOTO pe3epBa
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Opranu3zanys MEpOpUSITUNA IO PA3BUTUIO U IOCTPOEHUIO
npoeccrnoHaIbHOM Kapbephl epcoHaa

[ToxroroBka nmpemioxkeHuit mo GopMUpOBaHUIO OI0HKETA HA OPTaHU3ALIUIO
U IPOBEJICHUE MEPOIIPUATHH 110 Pa3BUTHIO U IIOCTPOCHUIO
npodeccHOHaIbHOM Kapbephl IEepcoHalIa

Ananu3 3QeKTUBHOCTH MEPOIIPHUATHI 110 Pa3BUTHIO ITEPCOHAA,
MOATOTOBKA MPEJJIOKEHUHN 110 Pa3BUTHUIO

Heo6xoaumelie ymeHUs

AHanu3upoBaTh YPOBEHH OOIIEro Pa3BUTHUS U MPOPEeCCHOHATBHON
KBaJIM(HUKAIIMK IEPCOHANA

OmnpenensaTe KPaTKOCPOUHBIE U JAOJITOCPOUYHBIE TOTPEOHOCTH Pa3BUTHS
MIepCOHANa U NOCTPOEHUS ero NpodecCHOHaTbHON Kapbephbl

Omnpenensite kKpurepun GOpMUPOBAHUS KAAPOBOTO pe3epBa OPTaHU3AINH

CocTaBiaTh WHJIWBUYAJIBbHBIC IIJIAHBI KAPHECPHOT'O PA3BUTHS IICPCOHAJIA

[IpuMEHATH TEXHOJIOTMU U METOJIbI Pa3BUTHUS IIEPCOHANIA U TOCTPOEHUS
poecCHOHATIbHON Kapbepbl

CocTaBisATh NPEUIOKEHUS U KOHTPOJIMPOBATh CTAaThU PACXOJ0B HA
IIPOrPaMMBbI U MEPOIIPUATHS 10 PA3BUTHIO IIEPCOHAIIA U TIOCTPOEHUIO
npodecCHOHABHOM Kapbepsl IS TUIAHUPOBAHUS OFOKETOB

Onpenensts 3hPEeKTUBHOCT, MEPONPUSITUIA TTO PA3BUTHIO MTEPCOHANA U
MOCTPOSHHIO MPO(ECCHOHATTLHON Kapbephl

PaGorars ¢ nHGpOPMAIIMOHHBIME CHUCTEMaMH B 0a3aMU JTaHHBIX T10
IIEpCOHAILY

Co06r01aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeO6XOL[I/IMI>Ie 3HaHUA

Cuctema, criocoObl, METO/Ibl, HHCTPYMEHTHI TOCTPOCHHUS
npodeccnoHabHOM Kapbepbl

MeTo/1b1 Onpe/IeNie s U OLIEHKH JTUYHOCTHBIX U TPO(HEeCCHOHATBHBIX
KOMIIETEHIIUHI

Cuctemsbl, MeTOBI ¥ (POPMBI MaTEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyl IEPCOHAIIA

TCXHOHOFI/II/I, MCTO/bI (I)OpMI/IpOBaHI/ISI 1 KOHTPOJIA 6IOI[)KCTOB

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHMS aHAJIN3a U CUCTEMATU3ALUN
JJOKYMEHTOB M HH(OpMaluu

OcHoBbI IPOo(heCCHOHATTLHOM OpUEHTAIIUN

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs

OCHOBEI HpOHSBOHCTBeHHOﬁ JACATCIIBHOCTH OpraHru3alun

OCHOBEBI 00IIIEH ¥ COLMAILHOM ICUXO0JIOTHMH, COLIMOJIOTHH 1 TICUXOJIOTHH
Tpyaa

CtpykTypa opraHu3aiuy U BaKaHTHBIC JTOJDKHOCTH (Tpodeccuu,
CHEIHATBLHOCTH)

TpynoBoe 3aKk0HOIATENILCTBO M UHBIE aKThl, COEpKaIlle HOPMbI TPYZOBOIO
npaBa

3akoHoarenscTBO Poccuiickoit denepanyivi 0 NepCOHANBHBIX TAHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIMPYIOIINE MOPSII0K
Pa3BUTHSI U IOCTPOCHUS TPOPEeCcCCHOHATBHOIN Kapbephl EpcoHaa

[Tops 10K 3aKIIF0UEHUs T0TOBOPOB (KOHTPAKTOB)

HopwMebl 5THKH 1e10BOro o0ImeHus

bazoBbie 0CHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Hpyrue xapakTepuCTUKH
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3.4.2. TpynoBas pyHKIIUS

HaunmenoBa | Opranuzanmsi o0ydeHus Kon D/02.6 | YposeHn(momypoB 6
HHE repcoHana €Hb)
KBaTH(UKAITII
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (HYHKITUU OpHUTHHAJIA
Kon PerucrpanuonHslii
OpUTHHA HOMeEp
na po(hecCHOHATTLHOTO
CTaHaapTa
TpynoBsie neiicTBus AHanu3 pblHKa 00pa30BaTeNbHbIX YCIAYT U MOTPeOHOCTEH OpraHU3aIliy B

00y4eHuu nepcoHasna

Pa3pa0oTka 11aHoB, METOAMUYECKUX MaTEpPHAJIOB, Y4€OHBIX IJIAHOB U
IIPOrpaMM, POEKTOB JIOKAIbHBIX AKTOB 10 O0YYEHHIO U PAa3BUTHIO
HepcoHasa, BKJIKOYas OLIEHKY 3aTpar

Opraau3anys MEpONPUSITHIA IO 00YICHHIO MTEPCOHATIA

[ToaroToBka npeiokeHui no GopMupoBaHuio OIOKeTa Ha OPraHU3aLHIo
00y4eHHUs NepcoHana

Ananu3 3¢ (peKTUBHOCTH MEPONPUATHH 110 00yYEHHIO ITepcoHalIa
HeoOxonumelie ymeHust AHaIM3upoBaTh U ONPEAEIATh NOTPEOHOCTH B 00yUE€HUH TPy IEpcoHaia
B COOTBETCTBHH C IIeJISIMU OpraHU3alluu

Pa3paOaTbIBaTh MJIaHbI OATOTOBKH, IEPENOITOTOBKH U MOBBIIICHHS
KBaJTM(HUKAIMY KaJpOB, y4eOHBIE TUTAHBI U TIPOTPAMMBI

AHaIM3UpOBaTh PHIHOK 00pa30BaTeIbHBIX YCIYT U TOTOBUTH NMPEATIOKEHUS
10 NMOCTABIIUKAM YCIIyT

OpraHu30BbIBaTh 00yYaroIye MEpOpUsITUs

CocTaBisITh U KOHTPOJIUPOBATH CTAThU PACX0JI0B Ha 00yUeHUE MepcoHaa
JUIs TUTAaHUPOBaHUS OIOIKETOB

Pa3pabaTbIiBaTh 1 KOMIJIEKTOBaTh Y4€0HO-METOAMYECKHE JOKYMEHTHI
[Tpon3BouTh OLIEHKY 3P PEeKTUBHOCTH 00yUESHHMSI IEPCOHATIA
[Tpon3BoUTH MpeIBapUTENbHbIE 3aKYIIOYHBIE TPOLIEAYPBI U 0popMIIeHHE
COIIYTCTBYIOIIEH JOKYMEHTAIMH 110 3aKJIIOUEHHUIO I0TOBOPOB

PaboTath ¢ MHpOPMAITMOHHBIMU CHCTEMaMH M 0a3aMH JJaHHBIX IO
HEepCOHATY

Pa3pabaTbiBaTh U OPOPMIIATH JOKYMEHTHI 10 MPOLIECCaM OpraHU3aIlH
00y4JeHHs IepcoHaNa U UX pe3ysbTaTam

Co06mt01aTh HOPMBI 3THUKH JI€JI0BOT0 OOIICHUS

HeoOxonumebie 3HaHUS MeTo1pl, MHCTPYMEHTHI HCCIIEI0BaHUs MOTPEOHOCTH B O0yUEHUH
nepcoHalla

Meropmomnorus o0y4ueHus

TexHOoI0rnH, METO/IbI U METOIMKH IIPOBEICHUS aHAIN3a U CHCTEMaTU3alul
JJOKYMEHTOB M HH(OpMaLUU

[Topsimok pa3paboOTKH MJIAHOB MOATOTOBKH, IEPENOATOTOBKH U TOBBIILICHHS
KBAJTM(HUKAIMY KaJPOB, yYEOHBIX TJIAHOB U MPOTPaMM

Cucrembl, MeTOIbI M (POPMBI MATEPUAJIBHOTO U HEMATEPUAIBHOTO
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CTUMYJIMPOBAHUs TPy/la IEpCOHAIIA

TexHonoruu u MeTopl HOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

[Topsiiok BeaeHUs yyeTa U OTYETHOCTH MO MOATOTOBKE U MOBBIIICHUIO
KBaJIM(DUKAIIMK [TepcoHaa

OCHOBEHI I[OKYMGHTOO60pOTa U TOKYMECHTAIITMOHHOI'O obecnieyeHus

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIIbHOCTHU OpraHru3alun

OCHOBEHI 061].16171 u COHH&J’IBHOFI IICUXOJIOTHUH, COOIMOJOIN U IICUXOJIO0IN1
Tpyda

[Topsimox mpoBeAeHUsI 3aKYITOYHBIX MTPOLEayp U 0hOpMIICHUS
COINYTCTBYIOIIEN JOKYMEHTAlUU

CtpyKTypa opranuzaiuuu

Tpy0BO€E 3aKOHOIATENLCTBO U MHBIE AKThI, COAEPKAIINE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/1ATE/ILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoit denepanyu, B 4aCTH BEACHUS JOKYMEHTALMU 10 EPCOHAITY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesibecTBa Poccuiickoit deneparuu

OcHOBBI 3aK0HO1aTeNbCTBA 00 0OpazoBanuu Poccuiickoii Penepanuu

3akoHo1atenbcTBO Poccuiickoit denepariuu 0 MepcoOHAIbHBIX JTAHHBIX

JlokanbHbIe HOPMATUBHBIE aKTHI OPraHU3AIMH, PETYIHPYIOIIUE 00yUeHne
IepcoHasa

ITopsi 10K 3aKIIIOYEHUS IOrOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOEHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMU

Jlpyrue xapakTepUCTHKU

3.4.3. TpynoBas pyHKIUSA

HaumenoBa | Opranu3zanus ajantaiuuu u Kon D/03.6 | YpoBeHb 6
HHUE CTa>XMPOBKH IIEPCOHAA (mogypoBeHb)
KBaJIM (pUKAITIH

[Ipoucxoxaenue Opurunan X 3anMCTBOBaHO U3
TPyIOBOM (HYHKIIHH OpUTHHaJa

Kon Peructpanmonubiit

OpUTHHaja HOMED
npodeccuoHaIbHO

ro CTaHJapTa

TpynoBble nericTBUA

Ananuz YCICIIHBIX KOPIOPATUBHBIX MMPAKTUK IO OpraHrU3aluu aJalTaliluu u
CTAXXHUPOBKE IEpCOHATIA

Pa3pa60T1<a IJIAHOB aJjalTaliiy, CTA;KUPOBKHU IICPCOHAJIA C OLIEHKOM 3aTpar

Opranusanys MEpONPHTHIL 110 ajanTallui, CTAXKUPOBKE MEpCOHANA

IloaroroBka HpCI[J'IO)KCHI/Iﬁ IO COBCPIICHCTBOBAHWIO CUCTCMEI aJlallTalluu,
CTAXXHUPOBKHU IICPCOHAJIA

[TonroTroBka nmpemioxxeHuii no GopMupoBaHuio OI0PKETa Ha OPraHU3ALHIO
aJlanTallly ¥ CTa)KUPOBKU NIEpCOHANA

Amnanu3z 3¢ HeKTUBHOCTH MEPONPHUATHIA 1O aAANTAIIMUA U CTAXKUPOBKE
nepcoHaja
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HeoOxomumeie ymernst | OnpefensaTh TPYIIBI IEPCOHANA ISl CTAXKUPOBKU M aJJaNTAINH
Onpenensts pabourie MecTa J1J1sl MPOBEACHUSI CTAXKHPOBKU U a/IaliTalluu
IIepcoHaIa

CormnacoBbIBaTh MEPONPUATHS aJaNTallUU U CTAXKUPOBKHU C BO3MOKHOCTSMHU
MIPOU3BOJICTBA

[Ipon3BoaUTH aHATN3 U OLICHKY PE3yJbTATOB aJanTallii U CTAXKUPOBOK
IepcoHalia

CocTaBisTh NPEUIOKEHUS U KOHTPOJIMPOBATh CTaThU PACXOJ0B HA
MIPOrpaMMbl 1 MEPOIIPUATHUS 10 aJANTALMHU U CTAXKUPOBKE MEPCOHAIIA [
TUTAHUPOBAHUS OF0JKETOB

[IpousBoauTh OLIeHKY 3P HEKTUBHOCTH MEPOIIPUSATHI 110 alalTallu U
CTa)KHPOBKE MEPCOHAJIA

Buenpsth cucteMbl BoBIeUeHUs PaOOTHUKOB B KOPIMOPATUBHYIO KYIBTYPY
Hcnonb3oBarh HHGOPMAIMOHHBIE CHCTEMBI M 0a3bl TAHHBIX 110 TIEPCOHATY
Cobro1aTh HOPMBI ATHKH JIETIOBOT0 OOIIEHUS

HeoOxonumeie 3Hanust | MeTo/bl alanTaliii U CTAXXHPOBOK

TexHomoruu, METOAbl U METOAMKHU MTPOBEICHUS aHAIN3A U CUCTEMATU3AIINH
JIOKYMEHTOB M UH(OpManuu

[Topsiaok pa3paboTKH MJIAHOB aIANTAIMK MIEPCOHATA HAa HOBBIX pa00odmnx
MecTaxX, OJITOTOBKHU, TIEPENOArOTOBKH U MOBBILICHHS KBATH(PUKAIIUU
IIEPCOHAJIA U OPTaHU3AIMH CTAXKUPOBOK

[TopsaoK cocTaBiieHHs CMET 3aTpaT Ha aJanTallio U CTAKUPOBKY IEpcoHasa
[Topsimok BefeHUs yueTa U OTYETHOCTH 110 aJIalTallud U CTAXKUPOBKE
repcoHasa

Cucremsl, MeTOIBI U (OPMBI MATEPHAIIBHOTO U HEMATEPUATTLHOTO
CTUMYJIMPOBAHUA TPYJla IEpCOHAIa

TexHomoruu u MeToAbl HOPMUPOBAHUS U KOHTPOJISI OFOHKETOB

OCHOBBI TEXHOJIOTUU TTPOU3BOJICTBA U JICSITEIIbBHOCTH OpraHU3aIN
OcHOBBI 00I111€# U COIMATBLHOM MCUXOJIOTHH, COIIMOJIOTHH U TICUXOJIOTHH
Tpyna

CTpyKkTypa opraHu3aliiy 1 BakaHTHBIE JOJKHOCTH (mpodeccuu,
CHEIMAIbHOCTH)

TpyaoBoe 3aKOHOAATENILCTBO U UHBIE aKThl, COAEPKAIME HOPMBI TPYJOBOTO
rpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTelbeTBa Poccuiickon denepannn
3akoHo1arenscTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX TAHHBIX
JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3alUH, PETYIHPYIOLINE aJaNTalUI0
U CTQKHUPOBKY MEepcoHaia

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs

ITops ok 3aKiIt0UeHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1e710BOTO OOIIEHUS

bazoBbie 0CHOBBI HH(DOPMATUKH, CTPYKTYPHOE MOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMH

Tipyrue -

XapPaKTCPUCTHKHU

3.4.4. TpynoBas pyHKITUS

HanmeHOBa | AMHHHCTPHPOBAHHUE IPOLECCOB I | Kon D/04.6 | YpoBeHb |I|
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HHE JOKYMEHTO00O0pOTa 10 Pa3BUTHIO U (monypoBeHb)
npodeccroHanbHO Kapbepe, KBaJIM(DUKALINH
00y4eHHIO0, aIaNTallui ¥ CTAXKUPOBKE
nepcoHaa

[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3

TPYIOBOU (DYHKITUU OpUTMHAaJIa

Kon PerucrpanuonHsl
OpUTHHA 1 HOMEp
a npodeccuoHaIbH

Ooro CraHjaaprta

Tpynossle neiicTBus AHanu3 nporeccoB, MPaBUil U HOPSAKOB OPraHU3aUK [IPU IPOBEAECHUU
MEPOIPUATHH 110 pa3BUTHUIO U IPOPECCUOHAIBHON Kapbepe, 00yUeHHIO,
aJlanTally ¥ CTAXKUPOBKE IEpCOHaa

JlokyMeHTaIoHHOE 0(hOpMIIEHHE PE3yIbTATOB MEPOIIPHUSITUI 110 Pa3BUTHIO
U IpodeccuoHaNbHOMN Kapbepe, 00yueHHI0, aJalTalul U CTAKUPOBKE
IepcoHaa

ITonroToBka MHAMBUYATbHBIX IPEAIOKEHUNH HA OCHOBE PE3yJIbTaTOB
MIPOBEJICHUS MEPONIPUATUI IO PA3BUTHUIO U IPO(ECCUOHATIBHON Kapbepe,
00y4YeHHMIO0, aIalTalluK U CTA)KUPOBKE MEPCOHATIA

[TonroToBka MpeIoKEeHUH 10 COBEPIICHCTBOBAHUIO CHCTEM 00Y4EHUS,
ajlanTally U CTAXKUPOBKU, Pa3BUTHUS U TOCTPOEHUS TPO(HeCCHOHAIBHON
Kapbepbl IepcoHalIa

ConpoBosKIeHUE TOTOBOPOB 10 OKA3aHUIO KOHCYJIBTAlMOHHBIX,
MH(OPMALIMOHHBIX YCIIYT, HEOOXOIUMBIX JJIsl IPOBEACHUS 00YUEHNUS,
aJlanTally ¥ CTAXKUPOBOK, Pa3BUTHS U IOCTPOSHUS PO ECCUOHATIBHON
Kapbepbl IepcoHalIa, BKIKOYast MpeABapuTENIbHbIE MPOIETYPHI 110 UX
3aKJIFOUYEHHUIO

Brinonnenue TpeboBaHuil 10 XpaHEHUI0 HHPOPMAIIUK O Pe3yIbTaTax
o0y4yeHHUs, alanTalliy ¥ CTAXKUPOBKHU, PA3BUTHUS U TOCTPOCHUS
npo¢eCCHOHAIIBHON Kapbephl MepcoHaIa

HeoOxonumeie ymenust | OGopMiIsTh TOKYMEHTHI IO BOIPOCaM MPOBeIeHUs 00y4eHHUs, alalTalluu 1
CTaXXUPOBKH, Pa3BUTHS U IOCTPOCHUS TPOPECCHOHATIBHON Kapbepbl
MepcoHaa, IpeoCcTaBisieMble B TOCYAaPCTBEHHBIE OPTaHbl,
npodeccuoHanbHbIE COIO3bI U IPYTHe MPeICTaBUTEIbHBIE OPTaHbI
paboOTHUKOB

ObecneunBaTh JOKYMEHTALMOHHOE CONIPOBOXKICHHE O0yUeHHUS, alanTallii 1
CTa’KHPOBOK, Pa3BUTHUS U MOCTPOEHUS POoheCCHOHATBHON Kapbepbl
IepcoHaa

AHanu3upoBaTh NpaBuiia, MPOLETYPhl U MOPAIKU IPOBEACHUS O0yUeHUS,
alanTallly ¥ CTAXXUPOBKH, Pa3BUTHUS U MOCTPOEHUS MPO(HECCHOHAIBHON
Kapbepbl IepcoHalia

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAaHUSIMHU
3akoHoarenbeTBa Poccuiickoit denepannu u IoKalbHBIMU aKTaMU
OpraHu3alu

AHanu3upoBaTh TOKYMEHTHI U IEPEHOCUTh HH()OPMALIMIO B
MH(OPMAIIMOHHBIC CUCTEMBI M 0a3bl TAaHHBIX

BecTu ydeT u perucrpanmio JOKyMEHTOB B HH(QOPMAIMOHHBIX CUCTEMAaX U
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Ha MaTepUaIbHBIX HOCUTEIISIX

PaGorath ¢ nHPOPMAIIMOHHBIMY cCHUCTEMaMH U 0a3aMu JaHHBIX 110 BOIPOCAM
o0OydeHUs1, aIalTal[iu ¥ CTAXKUPOBKH, PA3BUTHUS U MIOCTPOCHUS
npodeccroHanbHOM Kapbephl IEpcoHaNa, BEACHHS yUeTa KaHIUAaTOB Ha
BaKaHTHBIE JIOJDKHOCTH (Tpodeccuu, CennatbHOCTH)

Bectu nenoByro nepenucky

Cobiro1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

HeobOxonumeie 3Hanust | [lopsimok odopmiieHus, BeISHUS U XPaHSHHSI TOKYMEHTAIIUH, CBI3aHHOU C
CUCTeMOM 0OyueHusl, alalTallii U CTAXXUPOBKU, Pa3BUTHS U MOCTPOCHHUS
poeccroHAbHOM Kapbephl IEPCOHAA

[opsanox dopmupoBanus, BefeHus: OaHKa JaHHBIX O TIepCcOoHAle
OpraHu3aIfy U MPEJOCTABICHUS OTYETHOCTH

HopMmatuBHbIe IpaBOBBIE aKThI, PETYIUPYIOLIUE MPaBa U 00I3aHHOCTH
roCyJapCTBEHHBIX OPTaHOB U OpTraHU3AIMH M0 MPEAOCTABICHUIO YUYETHOMN
JIOKYMEHTaluu

[Topsimok oopmieHus: JOKYMEHTOB, MPEAOCTABIISIEMBIX B TOCYAapCTBEHHBIC
OpraHbl 1 MHbIE OpraHU3aLNU

OCHOBBI IOKYMEHTO00O0POTAa U IOKYMEHTAIIMOHHOT'O 00ECIICYCHHUSI
[opsox mpoBeaeH s 3aKyIIOYHBIX MPOLIETyp U 0hopMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTAIMU

CrpyKTypa opraHu3allii ¥ BaKaHTHBIC JOJDKHOCTH (TIpodeccun,
CIEIUATILHOCTH )

TpynoBoe 3aKk0HOIATENILCTBO U MHBIE aKThI, COACPKaIe HOPMBI TPYIAOBOTO
rpaBa

OCHOBBI ApXMBHOT0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TTPABOBBIC AKThI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUH 110 IIEPCOHAILY
OCHOBBI HAJIOTOBOTO 3aK0HO 1aTeNIbeTBA Poccuiickoit denepanuu
3akoHoarenscTBO Poccuiickoit denepanyivi 0 NepCOHAIBHBIX TAHHBIX
TexHomoruu, METOAbl U METOIMKHU TTPOBEICHUS aHAJIN3a U CUCTEMATU3 AN
JJOKYMEHTOB M HH(OpMaIuu

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3aLNH, PETYIHPYIOLINE MOPSII0K
Pa3BUTHA U IOCTPOEHUS IPO(HECCUOHATIBHON Kapbepbl, 00y4eHMs,
aJanTaliy U CTAXKUPOBKH MepCoHaIa

[Tops /10K 3aKIIF0UEHUS T0TOBOPOB (KOHTPAKTOB)

HopwMb1 5THKH 1e10BOro o01meHus

ba3oBbie 0cHOBBI HH)OPMATHKHU, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMAIIMOHHBIX CHCTEM M 0COOEHHOCTH PabOTHI C HUMH

HApyrue -
XAPAKTCPUCTHUKHU

3.5. O6o06uieHHas TpyaoBas QyHKIHS

HanmenoBa | [lesTenbHOCTH 0 OpraHu3aluy Tpyaa Kon E | Yposens 6
HUE Y OIUIATHI IEPCOHATA KBaJIM(pUKaALMU
IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3

000011IeHHOM OpUTHHaja

TPYAOBOH (hyHKITHH

Kon Peructparnmonnsl
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OpUIvHanI 1 HOMED
a npodeCCHOHAIIbH
Oro CTaHjapTa

Bo3MoxHEIE
HaMMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Crenuanuct 1o HOpMUPOBAHUIO U OIUIATE TPY/la
Crnenuanuct 1o opraHu3alvy U orviaTe Tpyaa
CHCL[I/Ia.HI/ICT I10 KOMIICHCALlUAM H JIbIrOTaM
Crnenuanuct 1o nepcoHany

Menemkep 1o nepcoHany

TpebGoBanus k
00pa3oBaHMIO U
00y4eHUIO

Briciee oO6pa3zoBanue

JlononuurenbHOE IpodeccruoHaibHOoe 00pa3oBaHue - TPOrPaMMBI
npodeccHOHATEHOM MEePEnorOTOBKY B 001aCTH SKOHOMUKH, HOPMHUPOBAHHUS
Y OILIATHI TPY/A, IPOrPaMMBbI MOBBIIIEHUS KBaJTU(UKAIIMH

TpeboBaHus K ONBITY
MPAKTUYECKON pabOTHI

Oco06ble ycrnoBus
JoIycKa K pabote

Jlpyrie
XapaKTepI/ICTI/IKI/I

JlonosmHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHnTa Kon HanmenoBanue 06a30B0ii TPYIIIbI, TOKHOCTH
(mpodeccun) WM crenuaIbHOCTH

OK3 2412 CrienyanamcTsl 0 KagpaM U npodoprueHTaun

3423 CrienuancThbl KaJIpoBBIX CIYXKO U yUpeKJIeHHUH

3aHSITOCTH

EKC - WHxeHep 10 HOPMUPOBAHUIO TPYJA

- TexHuk no Tpyay

- DKOHOMHCT 110 TPYAY

- MeHemkep o nepcoHany
OKIIATP 27755 DKOHOMMUCT I10 TPy

22956 HHcnekTop 1o kagpam

3.5.1. TpynoBas pyHKIUS
Haunmenosa | Opranuzamus Tpyaa nepcoHaia Kon E/02.6 | YpoBeHn 6
HUE (TTOmypOBEHB)
KBaJIM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpUTMHaJa
Kon Perucrparmonubri
OpUTHHA HOMEp
na podeCCHOHATBHOT

0 cTaHjapTa

| TpynoBble nelcTBUSA

‘ AHanu3 yCcHemHbIX KOPHOpaTUBHBIX MPAKTUK 110 OPraHU3aluu
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HOPMHPOBAHHUSA TPYJIa ISl pa3IMYHBIX KaTEropuil mepcoHana, 0COOCHHOCTEH
MIPOM3BOJICTBA U JICATEIBHOCTH OpraHu3aluu

PazpaboTka cucTeMbl OpraHu3anuy Tpyaa nepcoHaia u mopsaKa
HOPMHUPOBaHMSI TpyJa Ha paboUMX MECTax C OLEHKOM 3aTpaTr Ha MepCoHal
Bueapenue cucteMsl OpraHu3aluy Tpy/a epcoHaina U KOHTPOJIS HaJl
HOPMHUPOBAHUEM C OIPEIEICHUEM TPYJI0EMKOCTH, HOPMAaTUBHOU
YHCIIEHHOCTH, TpaUKOB padOT M YCIOBHI OIUIATHI TPY/Ia MEpCOHANIA
BrrsiBiieHue pe3epBOB MOBBIIICHHS TPOU3BOAUTEILHOCTH TPY/a U Ka4eCcTBa
HOPMHUPOBaHHUS TPy, MOATOTOBKA MPEAJIOKEHUHN 110 U3MEHEHUSAM YCIOBUI
U OILIAThl TPYZA NIEpCOHaNa

[ToaroroBka npeanoxxeHuit o GopMUPOBAHUIO OIOKETa HA OPTaHU3ALIHIO
TpyZAa NepcoHana

Onpenenenue 3¢(HeKTUBHOCTH pabOThI CUCTEMBI OpraHU3alluu Tpyia U
HOPMHUPOBAHHUS TPYyJla HA pabOYNX MecTax

HeoOxonumeie ymenust | BHenpsTh MeTOABI palliOHAILHOM OpraHu3aluy Tpyaa

PazpabaTbiBaTh M1aHBI OPraHU3AIMOHHBIX ¥ TEXHUYECKHX MEPOIIPHITHH 110
MOBBIIIEHUIO TPOU3BOJUTEILHOCTH TPYAA

AHaM3UPOBaTh COCTOSTHIE HOPMHUPOBAHUS TPY/IA, KAUECTBO HOPM,
MoKasareseu 1no Tpyay

AmnanmuzupoBath 3)(HEeKTHBHOCTH pabOTHI CUCTEMBI OPTaHU3AIUH TPYAA
MepcoHaIa 1 HOPMUPOBAHUS TPYAa Ha pabOUnX MecTax

CocTaBnaTh ¥ KOHTPOJIHUPOBATH CTAThU PACXOJI0OB Ha OILIATYy TPyAa
NepCoHaa Jyisl IUIAHUPOBAHHS OI0KETOB

Paborath ¢ MHQOPMAITMOHHBIMU CUCTEMaMHU U 0a3aMH JaHHBIX 1O
HOPMHPOBAHMIO U OIUIATE TPyia NepcoHaIa

PazpabaTbiBaTh 1 0POPMIISITH JOKYMEHTHI 110 HAIIPABJICHUIO JESITEIbHOCTH
Co06r01aTh HOPMBI OTHKH JIEJIOBOTO OOIIECHHS

Heo6xoauMmele 3Hanuss | MeTosbl yueTa M aHaJIM3a MoKas3arenel 1o Tpyy U oIulate Tpyaa

MeTonp!l onpeieNIeHHsI, OIEHKN ¥ CPAaBHEHUS TIPOU3BOICTBEHHOM
WHTEHCUBHOCTH U HANPsHKEHHOCTHU TpyJa

MeTobp1 HOpMUPOBAHUS TPy

MeskoTpaciieBble M OTpaciieBble HOPMATHUBHI TPYAOBBIX 3aTpaT
CoBpeMeHHbIE (POPMBI, CUCTEMBI OIIJIATHI U yYeTa MPOU3BOAUTEIILHOCTH
TpyZa NepcoHana

Cuctemsbl, MeTOABI M (HOPMBI MAaTEPHATILHOTO U HEMATepHAIbHOTO
CTUMYJIMPOBAHUS TPyJla NepcoHaIa

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB
TexHOMOTHH, METO/IBI U METOIUKH TIPOBE/ICHUS aHAIHM3a U CHCTEMAaTH3alluu
JOKYMEHTOB M HH(pOpMaluu

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUs
[Topsaok Tapudukanmuu padboT U pabovINX, YCTAHOBJICHHS TOKHOCTHBIX
OKJIaJIOB, JIOTIJIAT, Ha/10aBOK U K03((HUIIMEHTOB K 3apaboTHOI! I1ate, pacueTa
CTHUMYJIMPYIOIINX BBITUIAT

Tapudno-kBanudpukanoHHbIE CIPAaBOYHUKHU paboT U podeccuit pabounx u
KBaJIM(DUKAIIOHHBIE XapaKTEPUCTHKH JTOJDKHOCTEN CITy)KaIlluX

OCHOBBI TEXHOJIOTUH NTPOU3BOICTBA U IESITEILHOCTH OPTaHU3auU
CtpykTypa opraHu3aluy 1 BakaHTHbIE JOKHOCTH (TIpodeccun,
CHEIHATBLHOCTH)

KanpoBas monutrka u ctparerusi opraHu3zaluu

09.02.2021 Cuctema 'APAHT 28/53



ITpuka3 MunucTepcTBa Tpyaa u conuanbHoM 3amuThl PD ot 6 oktsa6pst 2015 r. N 6911 "O6 yTBepKIeHuUN. . .

DKOHOMMKA Tpyia

OCHOBEI 06]1_[6171 n COHHaHBHOﬁ IICUXOJIOTHUH, COIUOJIOTHN U IICUXOJOTNHN
Tpyaa

TpynoBoe 3aK0HO1ATEILCTBO U MHBIE aKThI, COJEPKALIUE HOPMBI TPYIOBOI'O
IpaBa

OCHOBBI ApXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE MIPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4aCTU BEACHUA IOKYMEHTAIIUM 110 MEPCOHAITY

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTelIbeTBa Poccuiickoit deaepannn

3akoHojarenscTBO Poccuiickoi denepanuu 0 MepCcoOHaIbHbIX JaHHBIX

JlokasibHblE HOPMATHUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLIUE TOPSIIO0K
OpraHu3ally TPyAa U HOPMUPOBAHUS NIEPCOHATA

[Tops 10K 3aKJIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIICHUS

bazoBble 0OCHOBBI MHPOPMATUKH, CTPYKTYPHOE IOCTPOECHUE
MH(GOPMAIIMOHHBIX CUCTEM H 0COOCHHOCTH pabOTHl C HUMHU

Jlpyrue

XAPAKTCPUCTHUKHU

3.5.2. TpynoBast pyHKIHSA

Haumenosa | Opranusanus omiatel TpyJa Kon E/01.6 | Yposenn(momypose 6
HUE TepcoHasa Hb) KBAIHU(PUKALIUH
[Tpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpHUTHHAIA
Kon PerucrpanuonHslii
OpHUTHHA HOMeEp
na npodecCuoHaIbLHOIO
CTaHaapTa

TpynoBble nencTBUSA

AHaJIN3 YCIIENIHBIX KOPIMOPATUBHBIX MPAKTHK 110 OPTaHU3aIMA CHCTEMBI
OIUIATHI TPY/A TIEpCOHATIA

Pa3pa60TI<a CHUCTCMBI OIJIATHI TpyAda MEpCOHAJIa

dopMupoBaHue MIaHOBOrO OroKeTa (POHIa OTUIATH TPYy/a,
CTUMYJHUPYIONIMX U KOMIICHCAIIMOHHBIX BBITLIAT

BHenpeHue cuctemsl oriaThl TpyAa NepcoHana

[ToaroroBka mpeaIoKeHU MO COBEPIICHCTBOBAHUIO CUCTEMBI OTLIATHI
TpyJa IepcoHalia

Heo6xoaumele ymeHUs

CocTaBiATh U KOHTPOJIUPOBATH CTAThU PACXOOB HA OIJIATYy TPY/a
MepCcoHasIa JyIsl INIAHUPOBAHUS OI0KETOB U (DOH/IOB

[IpuMeHATh TEXHOJIOTUU MaTEPHATBHON MOTHBALIMY B YIIPABICHUH
HIEPCOHAJIOM

P33pa6aTBIBaTI) KOHLCIIIHWIO ITOCTPOCHUA MOTUBAITMOHHBIX IIPOTpaMM
pa6OTHI/IKOB B COOTBCTCTBUU C LNCIIAMU OPraHU3alluU

AHaTM3UPOBAaTh COBPEMEHHBIE CUCTEMBI OTIIAThl U MaTePHATHHOM
(MOHeTapHOI) MOTUBAIIMH TPYAA JUIS LIeJIe Opranu3anuu

AHaM3UpOBaTh YPOBEHB OILIATHI TPY/1A IEPCOHAIA 10 COOTBETCTBYIOIINM
po(heCcCHOHATBLHBIM KBAUTH(DHUKAIISIM

[TpoBOANTH MOHUTOPHHT 3apabOTHOM IIAThI HA PHIHKE TPYAA
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AHanu3upoBath GOPMBI MATEPUATBHOTO CTUMYJIMPOBAHUS, KOMIICHCALIUHN U
JIBTOT B OILJIaTE TPYJa MepcoHasa

PaboTarb ¢ nHpOpPMAITMOHHBIMU CHUCTEMAaMHU U 0a3aMH JJaHHBIX IO OIIaTe
TpyJa MnepcoHasia

CoCTaBIsATh MPOTHO3bI PA3BUTHS OILIATHI TPYAA MEPCOHATIA

Co01r0/1aTh HOPMBI TUKHU JACIIOBOTO OOIIECHUS

HeoOxonuMmebie 3HaHUS @DopMbI U CHCTEMBI 3apa0OTHOM MIIATHI, TOPSAJOK COCTABIIEHUS OIOKETOB
Cucrembl, METOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPy/ia MepcoHaa

TexHom0rnM U METO bl (HOPMUPOBAHHS U KOHTPOJIS OIOKETOB M (POHIOB
[Topsnox Tapudukanuu padboT u pabouux, yCTAaHOBICHUS TOJKHOCTHBIX
OKJIAJIOB, JIOTIAT, HAT0ABOK M KOA(h(PHUIIMEHTOB K 3apabOTHOH TUIaTe,
pacuera CTUMYJIHPYIOMIMX BBIIIAT

Mertoapl onpeiesICHUs] YUCICHHOCTH PAOOTHUKOB
TapudHo-kBanupUKaIMOHHBIE CIPABOYHUKHU pabOT U podeccuii pabounx
Y KBaTU(UKAIMOHHBIE XapaKTEPUCTUKH JOJKHOCTEHN CITy>KaIIuX
Mertopl yuera u aHajIn3a MoKas3aTesiel 1o TpyAy U 3apab0oTHOM 1uiaTe
TexHonornu, METObI U METOJUKU IPOBEJICHHS aHATN3a U CHCTeMaTU3alun
JJOKYMEHTOB M HH(POpMAIHH

KanpoBas monuTuka u cTpaTerus opraHu3anuu

CrpyKTypa opranu3anuy 1 BaKaHTHBIE JIOJDKHOCTH (TIpodeccu,
CIIEIUATILHOCTH )

TpynoBoe 3aKOHO/IATENILCTBO U MHBIE aKThI, COJEPKAIIEe HOPMBI
TPYAOBOTO IIPaBa

OcHOBBI HAJIOrOBOTO 3aK0HO1aTenbeTBa Poccuiickoit denepanun
3akoHonarenscTBO Poccuiickoit denepanuy 0 NEPCOHANBHBIX TAHHBIX
JlokanbHbIE HOPMaTHBHBIE aKThl OPraHU3aLUH, PETYIUPYIOIIUE OILUIaTy
Tpyna

OCHOBBI TEXHOJIOTUH NTPOU3BOCTBA U IS TEILHOCTH OpraHU3aluu
OCHOBBI IOKYMEHTO000POTA U TJOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
[Topsi1oK 3aKIIH04YEHUs TOTOBOPOB (KOHTPAKTOB)

OcHOBEI 0011IEH M COMAILHON ITCUXOI0THH, COLIMOJIOTHU U TICHXO0JOT A
Tpyna

HopMbl 3THKH AE€TT0BOTO OOLICHMS

bazoBbie 0cHOBBI HHPOPMATHKH, CTPYKTYPHOE ITOCTPOCHUE
MH(OPMAIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

HApyrue -
XAPAKTCPUCTHUKHU

3.5.3. TpynoBas pyHKIUSA

HaumeHnoBa | AAMMHHUCTpUpPOBaHHUE MPOLIECCOB U Kon E/03.6 | YpoBeHb 6
HUE JIOKYMEHTO000pOTa 10 BOIIpOCcam (moaypoBEHb)
OpraHu3alK TPY/Aa U OIUIATHI KB (DUKAIIN
nepcoHaja
[IpoucxoxneHue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKITHH OpHUTHHANA
Kon Peructpanmonssiit
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OpUTHHAaNa HOMeEp
npodeccuoHanIbHOTO
CTaHaapTa

Tpynossie nencTBUs

AHanus nporeccoB JOKYMEHTOO00POTa, JIOKAJIbHBIX JOKYMEHTOB I10
BOIIPOCAM OPraHM3aLMH OIJIATHI M TPYy/Ia IEPCOHaNa

OdopmiieHre JOKYMEHTOB 110 BOITPOCAM OIUIATHI M TPYy/ia IepcoHaa

[ToaroroBka npemIokKEHU O BONPOCAM OIUIATHI U TPYAa MEPCOHAIIA

[ToaroroBka npeanoKeHui Mo COBEPIUICHCTBOBAHUIO CUCTEMBI OILIATHI U
OpraHM3alMy TpyJa NepcoHaa

JIOKyMEHTAIlMOHHOE 1 OpraHU3alMOHHOE COMTPOBOXKIEHNE CUCTEMbI
OpraHM3allM U OIUIAThl TPYAA MepCcoHaNa

[ToaroroBka u 0O6paboTKa 3arIpocoB M YBEOMIIEHUI 0 paOOTHHUKAX B
rOCy/IapCTBEHHBIC OPTaHbI, MPOPECCHOHATBHBIC COIO3BI U JAPYTHE
MIpe/ICTaBUTENbHBIEC OPTaHbl pAOOTHUKOB, IO CUCTEMAaM OILIATHI U
OpraHM3aly TpyJa nepcoHana

COHpOBO)I(,I[eHI/Ie AOr0OBOPOB IO OKA3aHUIO KOHCYJIbTAlIMUOHHBIX,
HH(bOpMaIII/IOHHBIX YCIYT 1O CUCTEMAaM OIIAThl U OpraHyu3alu Tpyda
TIICpCOHAJIa, BKIII0O49as NPCABAPUTCIbHBIC ITPOLUCAYPHI 11O X 3AKIIKOUCHUTIO

Heo6xoaumeie ymeHUs

ObecrieunBaTh TOKYMEHTALIUOHHOE COMPOBOKICHUE MEPOIIPUATHI 110
oIjiaTe ¥ OpraHu3aluy Tpya NepcoHaia

OdopMIsATE TOKYMEHTHI TIO BOIIPOCAM OIUIATHI H OpraHU3aIluu TPy
MEepCOHaa, IPEAOCTABIISIEMbIC B TOCY/IaPCTBEHHBIC OPraHbl,
npodeccHoHATEHBIC COIO3BI U IPYTHE MPEICTABUTEIHHBIC OPTaHbI
paboOTHUKOB

AHanM3UpoOBaTh HOPMATUBHBIE U METOJIMYECKHUE TOKYMEHTHI 110 BOITPOCAM
OILJIaThl M OPTaHU3AlMU TPYAA MTepcoHaNa

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAaHUSIMU
3akoHo1aTenbcTBa Poccuiickont denepauu v JIOKAJIbHBIMU aKTaMHU
OpraHu3aluu

Bectu YUCT U PErUCTpanio J0KyMCHTOB B I/IH(i)OpMaHI/IOHHI)IX CUCTEMAX U
Ha MAaTCPUAJIBHBIX HOCUTCIIAX

PaGoratk ¢ MHpOpPMAIIMOHHBIMU CHCTEMaMH U 0a3aMU JIaHHBIX [0 CUCTEMaM
OILIAThl M OPTAaHMU3ALMHU TPYAA IEpCOHANA

[Ipou3BoauTh NpeaBapUTEIbHBIE 3aKYITOUHBIE MPOIEAYPbl U 0GOPMIATH
CONYTCTBYIOIIYIO JOKYMEHTALHIO 10 3aKIYEHUIO JOTOBOPOB

Bectu nenoByto nepenucky

C06J'IIOI[aTL HOPMBI OTUKHU JCJIOBOTO O6IJ_I€HI/ISI

HCO6XO,Z[I/IMLI€ 3HaHHUA

[Mopsmox odopmiteHus, BeACHUS U XpaHEHUS TOKYMEHTAIIUU IO CHUCTEMaM
OIJIaThl M OPTaHU3AlMU TPYAA MepcoHasa

HopmatuBHbIE TpaBOBbIE aKThl, PEryIUPYIOIIKE MpaBa U 00I3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OpPraHU3alMU 10 MPEIOCTABICHUIO YUETHOM
JOKYMEHTaIU1

TCXHOJ'IOFI/II/I, MCTOABI 1 METOAWKH IMPOBCACHUA aHaJIM3a U CUCTEMATU3 AU
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIINE TOPSIA0K
OIIAThI, OPraHU3alyd 1 HOPMUPOBAHUS TPYia

OCHOBBI TOKYMEHTO00OOPOTa U IOKYMEHTAIIMOHHOTO 00eCIIeUeHUs

[Mopsimox dhopMupoBanus, BeAeHNsI OaHKA JaHHBIX U MPEIOCTABICHUS

09.02.2021

Cuctema 'APAHT 31/53


http://internet.garant.ru/document/redirect/12137300/400

ITpuka3 MunucTepcTBa Tpyaa u conuanbHoM 3amuThl PD ot 6 oktsa6pst 2015 r. N 6911 "O6 yTBepKIeHuUN. . .

OTYETHOCTH I10 CUCTEMAaM OIUIAThl U OpraHU3alvy TPyaa NepcoHana
TpyioBO€ 3aKOHOIATEILCTBO M MHBIE AKThI, COJIEPAKAIME HOPMBI TPYI0BOTO
rpasa

OCHOBBI apXMBHOTO 3aKOHO/IATEILCTBA U HOPMATHUBHBIE TPABOBHIC AKThI
Poccuiickoilt denepanuu, B 4aCTU BEACHUS TOKYMEHTAUHUH 110 MIEPCOHATY
OCHOBBI HAJIOI'OBOTO 3aKOHOaTe/IbeTBa Poccuiickont deaepannn
3akoHojarenbcTBO Poccuiickon denepanuu 0 MepCcoOHaIbHbIX JaHHBIX
[Tops 10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

[Topsaok mpoBeieHrs 3aKyOYHBIX MPOIEAYP B 0popMIICHUS
CONYTCTBYIOIIEH JOKYMEHTAIMU

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH(DOPMATHUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIMOHHBIX CHCTEM U OCOOEHHOCTH PabOThI C HUMH

Jlpyrue -
XapaKTepI/ICTI/IKI/I

3.6. O6o6uIeHHas TPy0Bast HYHKIIHS

HaumenoBa | [ledaTenbHOCTh IO OpraHU3aluu Kon F YpoBeHb 6
HUe KOPIOPaTUBHON COLIMAIbHON KBaJTH(pHUKALUN
MIOJINTUKU
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOH OpUTHHAaNa
TPYAOBOH (PyHKIUU
Kon Perucrpanuons
opuruHaia BIi HOMEp
npogeccuoHaib

HOTO CTaHIapTa

Bo3moxHsle Crienuaimct 1o coUaIbHBIM NPOrpaMMam

HauMEHOBaHMS Creranuct no paboTe ¢ MpeJCTaBUTEIbHBIMUA OpraHaMH paOOTHUKOB
JOJKHOCTEH, Criennanuct o KOpnopaTUBHOW COIMAJIbHOM MOJIUTHKE

npodeccuit Crnennanuct o nepcoHainy

Menemkep 1o nepcoHany

TpeboBanus k Bricuiee oOpasoBanue
00pa30BaHMIO U JlononHuTenbHOE IpodeccuoHaIbHOe 00pa3oBaHKe - TPOrPaMMBI
00y4eHHIO poeCCHOHATIBHOM MEePENOATOTOBKH M TPOrpaMMBbI IMOBBILICHHUS

KBaTM(UKAIMN B 00JIACTH COIMAIBHBIX MIPOTPAMM
TpeboBanus kK onpITy | -
MIPaKTUYECKON pabOThI
Oco0sie ycrnoBus -
JoIycKa K pabote

Jpyrue -
XapaKTePUCTHKU

JlononHuTENbHBIE XapaKTEPUCTUKU
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HaumenoBanue nokymeHnra Kon HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
(mpodeccun) UM CeNUaTbHOCTH

OK3 2412 CrienuanucTsl 1o KaJgpam U npodoprueHTannu

3423 CrernuanucTsl KaJIpoBBIX CIIYXKO U YUPEIKICHUN
3aHATOCTH

EKC - CrienMaJiucT 1o Kajapam
- MeHnexep 1o nepcoHaty

OKIIATP 27755 OKOHOMHUCT 110 TPyly
22956 NucnekTop no kaapam

OKCO - -

3.6.1. TpynoBast pyHKIHISA

Haumenosa | Pa3zpaboTka koprnopaTuBHOI Kon F/01.6 | YpoBenb 6
HHE COLIMAJIBHOM ITOJIMTUKHU (mogypoBEHb)
KBaTM(UKAITUH
[Ipoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
TPYIOBOU (HYHKITUH OpUTHHaJa
Kon Perucrpanuonn
opuruHaia BIii HOMEp
npodeccruoHab

HOT'O CTaHIapTa

Tpynoseie nencTBys AHanu3 yCrenrHbpIX KOPIOPAaTUBHBIX MPAKTUK 10 OPraHU3alHHA COLMATIBHOTO
[IapTHEPCTBA, COLUUAIBHON OTBETCTBEHHOCTH U COLUAIIBHBIX ITPOrpaMM

Pa3paboTka KOpHopaTUBHBIX COIMAIBHBIX TPOrpPaMM

Pa3pa60TKa CHUCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMaJIbHBIX JIBI'OT

Opl"aHI/I3aI_II/I}I MEepEeroBOPOB C HpO(l)eCCI/IOHaJ'ILHLIMI/I COK03aMH U JpYIruMu
npeaACTAaBUTCIbHBIMA OpraHaMunu pa60THI/IKOB, O6H1€CTBCHHBIMI/I
OpraHu3alusiMu, BSaHMOHeﬁCTBI/Ie C rOCyAapCTBCHHBIMU OpTraHaMiU

[ToaroroBka npennoxxeHuit o GopMHUPOBAHUIO OIOJ)KETA B YACTU
o0ecreyeHns KOpIopaTUBHOMN COIMATIBLHOMN MOJIUTHKU

HeoOxonumelie ymenust | OnpenensTs LeseBble IPYIIbI IepcoHana JUis pa3padoTKu
CIELMAJIU3UPOBAHHBIX COLUATIBHBIX TPOrpaMM

JloBoauTh HH(POPMALIHIO O COLUATBHBIX MPOTPaMMaXx JI0 IIeJIEBbIX IPYIII
IIEPCOHAJIA C UCIIOJIB30BAHUEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHUKAIUN

Onpenenars KpUTEPUH U YPOBHH YAOBJIETBOPEHHOCTH NEPCOHAA

Hcnons30BaTh MaTepuaabHbIe U HEMATEPUAIIBHBIE CUCTEMBI, METOBI U
(hOopMbI MOTHBAIIMU B YIIPABJIEHUU IEPCOHAIOM

OmnpenensaTb 00BEMBI CPEICTB AT peau3alliil COLMATbHBIX TapaHTHl,
KOPHOPAaTUBHBIX JII'OT U UHBIX JIEMEHTOB KOPIIOPATUBHBIX COLIUATBHBIX
porpamm it GOpMHUPOBAHUS OI0JKETOB

CocTaBniaTh u KOHTPOJIUPOBATH CTATHU PACXOA0B HA CONUAJIBHBIC ITPOTrpaMMBbI
JJIA TITTAaHUPOBAHU A 6IOJI)K6TOB

[Ipon3BoaNTH MpeABaAPUTEIbHbIE 3aKYIIOYHBIE IPOLIEAYPHI U 0pOpMIICHHE
COIIYTCTBYIOIIEH NOKYMEHTAILMHU I10 3aKJI0YCHHIO IOTOBOPOB

Cobimo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

HeoOxonumeie 3Hanus | Ilopsiiok u MeTo b1 pa3pabOTKU TIAaHOB M MMPOTPaMM COLIMAILHOTO Pa3BUTHS
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OpraHu3alu

Mero/p! aHaNM3a BHIIOJIHEHHS COLMATIBHBIX MPOrPaMM H OIIPEETICHUS HX
HKOHOMHUYECKOH 3 (PEKTUBHOCTH

Cuctemsbl, MeTOBI ¥ (YOPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJa IEPCOHAIIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB

MeToabI MPOBEACHHS COLMOIOTHYECKUX UCCIICAOBAHMM, U3yUCHHS
00LIECTBEHHOTO MHEHUS

TexHonOrNK, METOABI M METOAMKHU IIPOBEACHMS aHATIN3a U CUCTEMaTU3aluu
JOKYMEHTOB M WH(pOpMaIuu

[Topsiox mpoBeaeH s 3aKyIIOYHBIX MPOIeayp U opopmileHus
CONYTCTBYIOIIEH JOKYMEHTAIUU

OCHOBEI HpOI/I3BO,Z[CTBeHHOI>'I JACATCIIbBHOCTH OPraHru3aliin

OcCHOBEBI 00IIEH M COIMAILHOM ICUXO0JI0TMH, COLIMOJIOTHH U IICHXOJIOTUH
Tpyna

CprKTypa, HCJIN, CTPATCIUA U KaaApoBas INOJIMTUKA OPraHru3allun

TpynoBoe 3aKk0HOIATENILCTBO U MHBIE aKThI, COACPKaIe HOPMBI TPYIOBOTO
rpaBa

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTe/IbCTBA Poccuiickon denepanun

HopmaTtuBHBIe IpaBOBBIE aKThI, PETYIUPYIOLIUE MPaBa U 00I3aHHOCTH
TOCYIapCTBEHHBIX OPTaHOB, MPOPECCHOHAIBHBIX COFO30B U IPYTHX
MIPEJICTABUTENBHBIX OPraHOB PAOOTHUKOB

3akoHoarenscTBO Poccuiickon denepanyy 0 NEpCOHAIBHBIX TaHHBIX

JloxasibHBIE HOPMATUBHBIE AKThl OPraHU3aLUN, PETYIUPYIOLIKE TOPSIA0K
(hopMUpPOBaHUS COIMAIBHON TTOJIUTUKHU

OcHoBbI IpaBoBOTO peryaupoBanus Poccuiickoit denepanun nopsjaka
3aKJIFOYEHUHU JOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THK# 1€710BOTO OOIIEHUS

bazoBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE IIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMH

Hpyrue -
XapaKTEPUCTUKU

3.6.2. TpynoBas pyHKIMS

HanmenoBa | Peanuzanust KopriopaTuBHOM Koxg | F/02.6 | YpoBenn 6
HUE COLIMAJIbHON MOJIMTUKU (moxypoBeHb)
KBaTM(UKAITII
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIHH OpUTMHaJa
Kon Peructpanuonn
opuruHaia BIil HOMEp
npodeccuoHanb

HOTO CTaHJaapTa

TpynoBeie nencTBUS BrenpeHne KoprnopaTuBHBIX COLMANIBHBIX POIPaMM, B TOM YHCIIE 11O
COLMAJIHON MOJIEPIKKE OTJCIBHBIX TPy paOOTHUKOB
Peanu3anus cucTeMbl COIMANBHBIX JILIOT, BHIILIAT PAaOOTHUKAM C YYETOM
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TpeboBaHui 3aKoHoaTenbeTBa Poccniickoit depepanun

Onenka y10BJIETBOPEHHOCTH IIEPCOHAIA KOPIOPATUBHON COLIMAIIBHOM
ITOJIMTUKOMN

Onenka 3 (heKTUBHOCTH MEPOIPHUATHI KOPIIOPATUBHOM COITUATTBLHOM
MIOJINTUKU

IToaroroBka NnpeuI0KEHUN 110 COBEPIIEHCTBOBAHUIO MEPOIIPUATUN
KOPHOPaTUBHOW COLIMATIbHON MOJIUTUKU

[TonroroBka nmpemiokeHui mo GopMupoBaHuio OI0KETa HA PeaIU3aLUI0
KOPHOPaTUBHON COLMAIBHON NOJUTHUKU U COLMAJIBHBIX IPOTrPAMM
Heo6xonumeie ymenust | PaccunThiBaTh 3aTpaThl Ha MPOBEJCHNE CIIEHUAIN3UPOBAHHBIX COIIMATBHBIX
IIPOrpaMMm

[IpoBOANTH MOHUTOPUHT YCIIEUIHBIX KOPIIOPATUBHBIX COLIMATIBHBIX
IIPOrpaMMm

[IpoBOANTHE MEPONIPUATHUSA B COOTBETCTBUU C KOPIIOPATUBHOM COLMAIIBHON
MTOJIMTUKOMN

OmnpenensTs LeaeBble IPYNIbl IepcoHaIa AJIs CO3AAHUS
CHEIMAIM3UPOBAHHBIX COLIMAJIBHBIX IPOrPaMM

OnpenensiTb KPUTEPUH U YPOBHU YAOBIETBOPEHHOCTH IIEPCOHAIA
Omnpenensats 3¢ (HEeKTUBHOCTH MEPONIPUATHI peaTi3yeMOoi KOPIIOpaTUBHOK
COLIMAJIbHOW NOJIMTUKU

Opranu3oBbIBaTh B3aUMOJICHCTBUE C TOCYAAPCTBEHHBIMU OpraHamH,
po¢eCCHOHATIBHBIMU COI03aMH U APYTMMHU IIPEJCTaBUTEIILHBIMUA OpraHaMU
PpabOTHUKOB, OOIIECTBEHHBIMU U HHBIMHM OpraHU3alUsIMU 110 BOIIPOCaM
peain3alii KOPIOPaTUBHON COLIMATIbHON NMOJUTUKU

AHanu3upoBaTh PHIHOK YCIIYT [0 COLUAIBHBIM U CIIELHUATU3UPOBAHHBIM
IIPOrpaMMaM COLIMATIbHOW MOAJIEP/KKH WICHOB LIEJIEBBIX IPYII U TOTOBUTh
MIPEIJIOKEHUS TI0 UX MOCTABIIMKAM

[Ipon3BoaANTH NpeBapUTENbHbIE 3aKYOYHBIE TPOLIEAYPHI U OPOPMIIATH
COIYTCTBYIOILYIO IOKYMEHTAIIMIO 110 3aKJIFOUYEHHUIO JTI0TOBOPOB
Co0r01aTh HOPMBI 3THKH JI€JI0BOr0 OOIIEHHUs

HeoOxonuMmele 3HaHUS Bonpocs! ynpasieHust conpaabHbIM Pa3BUTHEM OpPraHu3aliu

MeTto/1b1 aHaIM3a BBIOJIHEHNS KOPIOPATUBHBIX COIIMAIBHBIX ITPOrpaMM U
OIpeJIeNIeHUs] X SKOHOMUYecKoil 3¢ hekTuBHOCTH

Cucremsl, MeTO/Ibl, (HOPMBI MAaTEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPyla NEPCOHAIA

MeTo/1bI TPOBEIEHUS COLIMOIOTMYECKUX UCCIeI0BaHUMN, U3YyUCHUS
OO0IIIECTBEHHOTO MHEHUS

TexHonoruu, METO bl U METOAMKHU IPOBEJCHUS aHATN3a U CHCTEMaTU3alun
JOKYMEHTOB U HH(pOpMaluu

HopmaTtuBHbIe paBoBbIE aKThl, pETyJIUPYIOLIUE MpaBa U 00A3aHHOCTH
rOCYJJapCTBEHHBIX OPraHOB, MPO(PECCHOHATBHBIX COI030B U APYTHX
MIPEICTaBUTENBbHBIX OPraHOB PAaOOTHUKOB IO MPEIOCTABICHUIO YUETHOU
JOKYMEHTaIU!

[Topsiok mpoBeeH sl 3aKyTIOYHBIX MPOLeTyp U oopmIieHus
COIIYTCTBYIOLIEH TOKYMEHTAINH

Crpykrypa, 1enu, CTpaTerus ¥ KaIposasi IOJIUTHKA OpraHu3aluu

OcCHOBBI IPOU3BOJCTBEHHOMN AEATEIbHOCTH OPraHU3ALMH

OcHOBBI 0011I€H ¥ COIIMATIBHOM TICUXOJIOTUH, COIIMOJIOTUU U TICUXOJIOTUH
Tpyaa
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TpynoBoe 3aK0HOAATENILCTBO U UHBIE aKThI, COJAEPKAIUE HOPMbI
TPYAOBOTO ITpaBa

OCHOBBI ApXMBHOI0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4aCTU BEACHUA IOKYMEHTAIIUM 110 MEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHOAaTe/beTBa Poccuiickon depepanun
3akoHozarenscTBO Poccuiickoit denepanuy 0 NepCcOHAIbHBIX JaHHbBIX
JlokasibHBIE aKThl OPraHU3aLNH, PETYIUPYIOIIUE TOPSAI0K BHEAPEHUS
COLIMAJIbHOM ITOJIUTUKU

[Topsa0K 3aKJIFOYEHHS TOTOBOPOB (KOHTPAKTOR)

Hopwmbl 3THKM 1€710BOT0 OOIIEHUS

ba3oBbie 0CHOBBI HH)OPMATHKHU, CTPYKTYPHOE IMTOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHI C HUMH

Jlpyrue XxapakTepucTuku | -

3.6.3. TpynoBast pyHKIHSA

HaumenoBa | AnMuHHCTpUpPOBaHHUE MPOLIECCOB U Kon F/03.6 | YpoBenn 6
HUE JOKYMEHTO000pOTa IO BOIIPOCcCaM (moaypoBeHb)

KOPIIOPAaTUBHOM COIMATIbHOM KBTI (DUKAITAH

IIOJINTUKU
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (hYHKITHH OpUTHHaJa

Kon Perucrpanuonnslii
OpUTHHaJa HOMED
npogecCuOHaIBLHOTO
cTaHaapra

TpynoBeie nencTBUSA AHanu3 nporeccoB JOKYMEHTO000pOTa, JIOKAaJIbHBIX TOKYMEHTOB IO

BOIIPOCAM KOPIOPATUBHOM COLIMAIBHOW MOJIMTHKU

JlokymeHTarmoHHoe o(hopMIICHHE PE3yIbTaTOB KOPIIOPATUBHOMN COIIMAIBHON
MMOJINTUKHU

[ToaroroBka npemIOKEHUN MO Pa3BUTHIO KOPIIOPATUBHOM COLMATIBHON
MOJINTUKU

[ToaroroBka pe3yiabTaTOB aHAJIM3a COOTBETCTBUSI KOPIOPATUBHOM
COIMATPHON TTOJMTHKY TPEOOBaHUSIM 3aKOHOATENhCTBA Poccuiickoi
denepaliuy U yCIOBUSIM PhIHKA TPYJia

JIOKyMEHTallMOHHOE ¥ OPTAHU3AIMOHHOE COMPOBOKICHUE MEPOITPUATHIA
KOPIOPATUBHOM COIMATIBLHOMN MOJUTUKU

[loaroroBka u 00paboTKa 3arIpocoB M YBEJOMIIEHUH 0 paOOTHHUKAX B
rOCy/IapCTBEHHBIE OPTaHbl, MPOQPECCHOHANBHBIE COIO3BI U IPYTHE
MpEeACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB 110 BOITPOCAM COITUATBHOM
MOJIMTHKY B OTHOILIEHUH MTEPCOHAJIA

ConpoBOX/IeHHE JOTOBOPOB MO OKA3aHUIO KOHCYJIbTAllHOHHBIX U
MH(OPMAIIMOHHBIX YCIIYT MO MEPOTPHUSATUSM KOPIIOPATUBHOMN COIUATBHON
MOJUTHKY, BKJIIOYAs NMPEIBAPUTEIbHBIE TPOLEAYPHI IO UX 3AKIFOYEHUIO
Heo6xoaumeie ymenust | OGopMisTh JOKYMEHTHI 110 BOIIPOCaM KOPIIOPATHBHOM COIMATIbHON
MOJUTUKY, TPEAOCTABIISIEMbIE B TOCYJaPCTBEHHBIE OPTaHbI,
MIPEJICTAaBUTENbHBIC OPTaHbl pAOOTHUKOB
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AHanu3upoBaTh NpaBUiIa, MOPSIKH, IPOLEAYPbl KOPIIOPATUBHON
COLIMAJIBHOW MOJIMTHKHU

ObecneunBaTh JTOKYMEHTALMOHHOE COTIPOBOXKICHHE COLUAIBHOM MOTUTHKH
B OTHOILICHUH NIEPCOHAIA

Opranu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSIMHU
apXMBHOIO 3aKOHOaTesbcTBa Poccuiickoit deaepanny U J0KaIbHBIMU
aKTaMU OpraHU3alMH

[Tpon3BoaANTH MpEIBAPUTENBHBIE 3aKYIIOYHBIE TPOLEAYPHI U 0POPMIIATH
CONMYTCTBYIOIIYIO JOKYMEHTALMIO 110 3aKIYEHUIO JOTOBOPOB

Paborarsb ¢ nHPOPMAITMOHHBIMU cHCTEMaMHU U 0a3aMu ITaHHBIX 10 BOIPOCAM
COLIMAJIBHOW MOJIMTUKY B OTHOILIEHHUH [TEPCOHAJIA

BecTu y4eT u peructpanuio JOKyMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX U
Ha MaTepualbHbIX HOCUTEIISIX

Bectu nenoByro nepenucky

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

Heo6xonumeie 3nanust | [Topsaaok odopmiieHus, BEACHUS U XpaHEHHs JOKYMEHTAIUH 110 COIIMATbHOM
MOJINTHKE B OTHOILIEHUHU [IEPCOHAJIA

[opsanox dopmupoBanus, BefeHus OaHKa JaHHBIX U MPEIOCTABICHUS
OTUYETHOCTH 10 BOIIPOCAM COLMAJILHOM NOJIMTUKU B OTHOUIEHUU NIEPCOHAA
TexHomoruu, MeToAbl U METOJIUKYU IIPOBEICHUS AaHAJIN3a U CUCTEMATU3ALINU
JOKYMEHTOB M WH(pOpMaIuu

OCHOBBI JOKYMEHT0O000POTa M IOKYMEHTAIIMOHHOT'O 00eCIIeYeHHUSI
[opsimok mpoBeeHUs 3aKyIOYHBIX MPOLEAYP U 0HOPMIICHUS
COIIYTCTBYIOLIEH TOKYMEHTAIMH

CtpykTypa opraHu3aiuy U BaKaHTHBIEC JOJDKHOCTH (1podeccuu,
CHEINATbHOCTH)

TpynoBoe 3aKk0HO1ATENILCTBO M UHBIE aKThI, COAEpPKAIINE HOPMbI TPYIOBOTO
rpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATEJILCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoii denepanuu, B 4aCTH BEICHHS JOKYMEHTALMHU 110 IEPCOHAILY
OCHOBBI HAJIOIOBOTO 3aKOHOAaTelbeTBa Poccuiickon denepannu
HopmaTtuBHbIe TpaBoBbI€ aKThl, PETyJIUPYIOLIUE MPaBa U 00A3aHHOCTH
rOCYJJapCTBEHHBIX OPIaHOB, MPO(PECCHOHATBHBIX COI030B U APYIHX
MIPEICTaBUTENBbHBIX OPraHOB PAaOOTHUKOB IO MPEIOCTABICHUIO YUETHON
JOKYMEHTaIU1

3akoHoarenscTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX TAHHBIX
JlokasibHbIE HOPMATHUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOLIUE TOPATOK
BHEJPEHUS KOPIOPATUBHON COLIMAIbHON MOJUTHKU U COLUATBHBIX
IPOrpaMm

[Tops 1ok 3aKiIF0UeHUs 10rOBOPOB (KOHTPAKTOB)

HopMbl 3THKH J1€T0BOTO OOIIEHHS

bazoBble 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(POPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMHU

Hpyrue -
XapaKTEPUCTUKHI

3.7. O606meHHas TpyAoBast HyHKIIHS

Hamvenosan | OnepaniMoHHOE yripaBienue nepcoraiom u | Kon VYposenn
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ue NoApa3AeiCeHueM OpraHu3aIluu KBaJTM (DUKAIIH
u

[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001IeHHON OpUTHHAJIA
TPYI0BOU (HYHKIIUU

Kon Peructparmonn

opuruHaia Bl HOMEp
npodeccruoHnanb

HOT'O CTaHJapTa

Bo3MoxuEIe
HaMMEHOBAHUS
JOJDKHOCTEH,
npodeccuit

PykoBoguTens CTpyKTYpHOTO MOAPa3AEICHUS
HavanpHuK CTpyKTYypHOIO NOApPa3AcIICHUs

TpeboBanus k
00pa30BaHMIO
00y4eHUI0

Beiciiee 00pa3oBaHue - CHICHUAIUTET, MATKCTPaTypa

JlononHHUTENbHOE MPO(HECCHOHATTEHOE 00pa30BaHKE - IIPOTPAMMBI
npoheCCHOHATIBHOMN MEPENoArOTOBKH B 00IACTH YIIPABJICHHS IIEPCOHAIIOM,
OINCPAaIMOHHOI'O U TAKTUYCCKOT'O YIIPABJICHHA, IIPOIrPAMMBI ITOBBIIIICHU A
KBATU(HKAIMU B 00JIACTH YIIPABJICHUS IEPCOHAIIOM, ONIEPALIMOHHOTO 1
TAKTHUYCCKOI'O YIIPABJICHUA

TpeboBaHMs K OIBITY
MIPaKTUYECKON pabOThI

He MeHee st JIeT B 001acTH YIipaBJICHHS IIEPCOHATIOM

Oco06ble ycrnoBus
JoIycKa K paboTe

Hpyrue

XapPaKTCPUCTHKHU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPUCTHUKU

HaumeHnoBanue nokymeHTa Kon HanmenoBaHnue 6a30B0ii IpyIIIbL, JOIKHOCTH
(mpodeccun) niK crenuantbHOCTH
OK3 1232 PykoBoauTenu noapasaeneHuil (ciyx0) yrnpaBieHus
KaJ[paM¥ M TPYIOBBIMH OTHOIICHUSIMHU
EKC - HauanpHuk oTnemna kajipos
- HavanpHUK OTZeNa OpraHu3anyy | OTUIaThl TpyIa
- HauanbHUK OTJ1es1a TOJArOTOBKU KaJpOB
- HauanpHUK OT/IeNa COIUaIbHOTO Pa3BUTHS
- 3aBeayronuii (HauaabHUK) OTACIIOM KaJIpOB
OKIIATP 24063 MeHepkep 110 epcoHally
3.7.1. TpynoBas pyHKIHS
HaumenoBa | Pazpa®oTka cucteMsl onepanioHHOTO Kon G/01.7 | YpoBeHb 7
HUE YIpaBJICHUS IEPCOHATIOM B pabOThI (moypoBeHB)
CTPYKTYPHOTO MOJIpa3/IeICHHUs KBaJTH(HUKAIIUN
IIpoucxoxaenue ‘ Opurunan X ‘ 3aMMCTBOBAHO W3 ‘ ‘
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TPYAOBOH (DYyHKIHH

| OopuruHasia | |
Kon Peructpanmonublit
OopuUrvHaa HOMED
po¢eCCHOHATBHO

ro cTaHxapTa

TpynoBble nelCTBUA

AHanu3 ycnemHbIX KOPIOpaTUBHBIX MPAKTUK 10 BOIIPOCAM CTPATErMYECKOI0
Y OIIEPATUBHOIO YIIPABIEHUs IIEPCOHAIIOM OpraHu3anuu

IlocTranoBka OIICpaTUBHBIX ueneﬁ 110 BOIIpOCaM yIIpaBJICHUS IIEPCOHAIIOM

Pa3paboTka [1aHOB, IPOrpaMM U IPOLEAYP B YIPaBIECHUH IEPCOHATIOM

Pa3paboTka npeanoxeHuit o CTpyKType Noapa3AesieHus: U MOTpeOHOCTH B
IIepcoHae

Pa3pabotka npeanoxxeHuit mo 00ecrne4eHnIo nepconaioM, GoOpMHUPOBAHUIO
CUCTEM OIICHKH, Pa3BUTHSI, OILJIATHI TPY/1a, KOPIIOPATUBHBIM COIIUATBHBIM
MporpaMMaM U COIMATbHON MOJTUTHKE

Pazpabotka npeioxkenuii o 3aTpatax u popMupoBaHHIO OI0KeTa Ha
nepcoHal

PazpaboTka npeiokeHuii 1Mo 3aKIF0UeHII0 IOTOBOPOB 110 YITPABICHHIO
MIEPCOHAJIOM C [TOCTABUIMKAMHM YCIYT U IPOBEIECHUE MPeIBAPUTEIIbHBIX
IpoLENyp MO MX 3aKIHYEHUIO

HeoOxonumelie ymeHust

OpraHI/I3OBLIBaTI> pa60Ty INEpCOHAJIa CTPYKTYPHOI'O TOAPA3ACIICHU S

Omnpenensrs 3a1a4u NepcoHaa CTPYKTYPHOTO NOAPA3IEIECHUs, UCXOI U3
L[eJIEN ¥ CTPATETUU OPraHU3aALNH

Co3znaBaTh ¥ ONUCHIBATH OPraHU3ALMOHHYIO CTPYKTYPY, L€, 3aJa4H,
(YHKIIMU CTPYKTYPHOTO MO/Ipa3/iesIeHus

HpI/IMeHHTB MCTObI YIIPABJICHUA MCKIIMYHOCTHBIMU OTHOIICHUSIMU,
@OpMHpOBaHI/IH KOMaH/J, Pa3BUTUA JTUACPCTBA U UCITIOJITHUTCIIBHOCTH,
BBISABJICHUS TAJIAHTOB, OIIPECACIICHUA YAOBJICTBOPCHHOCTU pa6OTOﬁ

Onpenensitb, aHAIU3UPOBATh, MOAECIUPOBATH U BbICTpaUBaTh BHYTPEHHUE
KOMMYHHUKAIMU NIEPCOHAIA

Pa3pabatbiBaTh IPOEKTHBIE MPEATIOKEHUS U MEPONPUATHUS 10 3P HEKTUBHON
paboTe nepcoHana

BrenpsaTh cTpaTeruio no ynpajieHHUIO EPCOHAIOM

CocTaBnsTh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTaTbU
pacxo/I0B Ha MepCcoHall, pa3padaThIBaTh MPeUI0KEHNUs 110 3aTpaTaM Ha
nepcoHan it (OpMUPOBaHUS OIOKETA

HpC,I[CTaBJ'IHTL HHTCPCChI OpraHru3allii U BECTH ICPECTOBOPELI C
HpO(beCCI/IOHaIII)HBIMI/I COI03aMU M APYTrUMHU NPEACTAaBUTCIIBHBIMU OpraHaMiu
pa60THI/IKOB, B3aMMOJCHCTBOBATb C ToCyJapCTBCHHBIMH OPraHU3alusIMU

AHanu3upoBaTh HHPOPMAIUIO MO MOCTABIIMKAM YCIYT B 00JaCTH
YIPaBJIEHUS IEPCOHAIIOM U 10 YCIOBHUSIM 3aKJIFOUYAEMBIX JOIOBOPOB

[Ipou3BoauTh MpeaBapUTEIbHbIE 3aKYIIOUHBIE TPOLIETYPHI U OPOPMIISTH
CONYTCTBYIOIIYIO JOKYMEHTALUIO 10 3aKIYEHUIO JOTOBOPOB

PaGoratk ¢ HHpOPMAIIMOHHBIMY cHCTEMaMH U 0a3aMu JaHHBIX 10 BOIIPOCaM
YIIPaBJIEHUS IEPCOHATIOM

Opranu3oBbIBaTh U MPOBOAUTH KOPHOPATHUBHBIE MEPOIIPHUSATHS C IEPCOHATIOM

Cobimo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

Heo0Oxoaumsbie 3HAHUS

MeTobl, ciocoObl 1 HHCTPYMEHTHI YIIPaBJICHUS IIEPCOHAIOM

Ienu, cTparerus pa3BUTHsI U OM3HEC-TJIAH OPTaHU3alUN

09.02.2021
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IlonuTHuKa ynpasiieHHs IEPCOHAIIOM OpraHu3aluu

MCTOI[BI aHaJIM3a KOJIMYECTBCHHOI'O U KAYCCTBCHHOI'O COCTaBa IEpcoHaia

Cuctembl CTaHIapTOB 110 OU3HEC-TIpolieccaM, TpodeccHsiM, HOpMaM Tpyaa

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPHAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPyla NEpPCOHAIIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB

[Tops ok mpoBeaeH s 3aKyIIOYHBIX MPOLIETyp U 0opMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTAIMU

OCHOBEI HpOHSBOI[CTBGHHOfI JCATCIIbHOCTH OpraHu3anuunu

OcCHOBBI 00IICH M COLMAILHOM ICUXO0JI0THH, COLIOJIOTHH U IICHXOJIOTUH
Tpy/a, SKOHOMHKH TPyJia, 0e30MaCHBIX YCIOBHU TPyAa

CTpyKTypa Opranu3anuu

TpynoBoe 3aKk0HOIATENIHCTBO U MHBIE aKThI, COACPIKaIMe HOPMBI TPYIOBOTO
rpaBa

OCHOBBI ApXMBHOI0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoit dexepanuu, B 4aCTH BeJICHUS JOKYMEHTAIIMH 110 TIEPCOHATY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAaTeNIbcTBA Poccuiickon denepannn

OCHOBBI MUTPAIIMOHHOTO 3aKOHOaTeNbeTBa Poccuiickoit denepaiuu, B
YaCTH MPUBJICUCHUS U TPYOYCTPOICTBA MHOCTPAHHBIX TPAXKAAH H JIUIL 0€3
rpak1aHCTBA

OCHOBEI AAMHUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obractu YIIpaBJICHUA
IICPCOHAJIOM U OTBETCTBCHHOCTHU JOJIDKHOCTHBIX JIMI]

3akoHoarenscTBO Poccuiickon denepanu 1o 3amure NepCOHAIBHBIX
JAHHBIX

JIokanbHBIE HOPMAaTUBHBIC aKThl OpraHu3aliu B oOnactu YIIpaBJICHUA
MIEPCOHATIOM

ITops ok 3akitoueHus 10roBOpoB (KOHTPAKTOB)

Hopwmbl 5THKHN 1€710BOTO OOIIIEHUS

bazoBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE IIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMH

Hpyrue -

XAPAKTCPUCTHKHU

3.7.2. TpynoBast pyHKIMS

HaunmenoBa | Peanmsarus onepammoHHOTO Kon G/02.7 | YpoBeHb 7
HUe yIIpaBJIEHUS IEPCOHAIOM U pabOThI (moypoBeHb)
CTPYKTYPHOTO NOAPa3/IeICHHS KBaJIM(pUKAITIH
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYyA0BOH (PYHKIIUU OpUTHHAaJa
Kon Peructpannon
opuruHaia HBII HOMEp
npodeccuoHan
BHOTO
CTaHzapTa
Tpynossie nencTBUs IInanupoBaHue AEATEIBHOCTH TOAPA3ACICHU U IEPCOHAIIA

OnepaTrvBHOE yIIpaBJIeHHE NIEPCOHAIOM MOpa3ieieH s OpraHu3alun

09.02.2021 Cuctema 'APAHT 40/53


http://internet.garant.ru/document/redirect/12125268/5
http://internet.garant.ru/document/redirect/12137300/2
http://internet.garant.ru/document/redirect/10900200/20001
http://internet.garant.ru/document/redirect/12125267/24
http://internet.garant.ru/document/redirect/12148567/4

ITpuka3 MunucTepcTBa Tpyaa u conuanbHoM 3amuThl PD ot 6 oktsa6pst 2015 r. N 6911 "O6 yTBepKIeHuUN. . .

Pacuer 3arpaT no noapasaeneHuIo U MOAr0TOBKA MPEAJIOKEHUN 11
dbopmupoBaHus OrOKETa

Pa3paboTka cTaHIapTOB AEATEIBLHOCTH MMOIPA3ACICHUS M YHH(PUKALINS
IIPOLIECCOB

ITpoBeneHNEe MHCTPYKTAXKa IO OXpaHe Tpyaa

[TocTanoBKa 3a7a4 pabOTHUKAM CTPYKTYPHOTO ITOAPA3ACICHHUS,
OIPECIICHUE PECYPCOB ISl X BBIIOJHEHHS], KOHTPOJIb UCIIOIHEHHUS
AHaIIN3 TUTAHOB U OTYETHOCTHU MOAYMHEHHBIX paOOTHHUKOB, pa3paboTka
IIPEJUI0KEHUH 110 YIYYIIECHHIO [10KA3aTeIe NeATEeNbHOCTH NOAPA3ACICHUS
®opmMupoBaHUE OTYETOB O PAOOTE CTPYKTYPHOTO NOAPA3ICICHUS
Heo6xoanMele ymeHust OnpenensaTs 30HbI OTBETCTBEHHOCTH U 3()(HEKTUBHOCTH pabOTHI IIEpCOHAIIA
CTPYKTYPHOTO MOJIpa3/IeJICHUs, PaCIpeACIATh 3aJa4i 1 00eCieunBaTh
MaTEpUaIbHO-TEXHUYECKUE PECYPCHI VISl UX UCIIOTHEHMUSI

ITpyMeHsITh METO/IbI ONIEPATUBHOIO YIIPaBJIEHUs IEPCOHATIOM OpraHU3aIUH
KoHTponupoBaTh UCIIONIHEHNE IOPYYEHUH U 3a/1a4, BHOCUTh
CBOEBPEMEHHbIE KOPPEKIINH B IJIaHBI U 3a7a4u

OnpenensaTs nokasarenu 3G PpekTuBHOCTH pabOTHI IEpcoHaNa
10JIpa3eJICHUs

VYpaBisaTe MOTUBALMEN IIEPCOHAIIA, €0 BOBJICYEHHOCTBIO U JUCLHUIIIIMHON
Tpyna

CocTaBisITh MJ1aHbI AESITEILHOCTH CTPYKTYPHOTO MOJpPa3AeICHUS
OpraHu3anuu

CocTaBisiTh, pacCUUTHIBATH, KOPPEKTUPOBATh U KOHTPOJIUPOBATh CTaThU
pPacxoJI0B CTPYKTYPHOTO Nojpa3aenaeHus i GOpMHPOBAHHUs OI0JKETOB
IIpon3BOaUTE aHAIN3 TEKYLIEH NEATEIBHOCTH CTPYKTYPHOTO
NIOJIpa3IeJICHUs] U BHEAPATH NPOLIENYPHI 110 €€ ONTUMHU3ALUN
[IpencraBiasTh MHTEPECH OPraHU3AIMH U BECTU TIEPETOBOPHI C
roCyJapCTBEHHBIMU OpraHaMu, MPO(eCCUOHATBHBIMU COI3aMH U JPYTUMHU
IIpeJICTaBUTEIbHBIMU OpraHaMu pabOTHHUKOB IO BOIIPOCaM NepcoHalIa
Bectu neperoBopsl ¢ MOCTaBUIMKAMU YCIYT 110 YCIOBHUAM 3aKI0YaeMbIX
JIOTOBOPOB

[Tpon3BoauTh NpeaBapUTEIbHBIE 3aKYIIOUHBIE TPOLIEAYPHI U OPOPMIISTH
COIIYTCTBYIOIIYIO JOKYMEHTAIUIO 0 3aKJIIOUYEHHUIO JJOTOBOPOB

[TpoBOAMTH ayIUT pe3yabTaTOB PabOTHI C IEPCOHATIOM

PaboTarh ¢ MH(pOPMAITMOHHBIMU CHUCTEMaMH M 0a3aMH JJaHHBIX IO
BOIIPOCAM YIPaBJIEHUs] IEPCOHAIOM

Co06m101aTh HOPMBI 3THKH JI€TI0BOT0 OOIICHUS

HeoOxonumeble 3HaHUS Teopuu ynpasiieHUs IEPCOHAIOM M €T0 MOTHBAIUHI

MeTop! aHanM3a BBINOJIHEHNS IUIAHOB U 3ajia4, ONIPEAEIEHUS UX
HKOHOMUYECKOM 3 pexTHBHOCTH

@DopMBI 1 METOABI OLIEHKH NEPCOHAJIA U PE3YJIBTATOB UX Tpya
TeXHOIOrMM ONEPaTUBHOIO YIPABJIEHUS IEPCOHAIIOM OpPTraHU3aluu
Cucremsbl, MeTOIbI U (HOPMBI MAaTEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUs Tpy/ia EPCOHAIA

TexHonoruu u MeTopl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

Teopuu 1 METO/IBI YIPABJICHUS Pa3BUTUEM IIEPCOHATIA

DKOHOMHKA TPyIa

OpraHu3alMOHHO-IITATHAs! CTPYKTYpa OpraHu3aiuu

ITosinTHKa yrpaBieHMs IEPCOHATIOM U COLMAIbHAs MOJIUTHKA OPraHU3alun
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Ilenwn, cTparerusi pa3BUTHs U OM3HEC-TNIAH OPTaHU3AIAH

MeTouKy IIaHUPOBaHMSI ¥ TPOTHO3UPOBAHMS MOTPEOHOCTH B MIEPCOHAIIE
[Topsiiok yperynupoBanusi TpyAOBBIX CIOPOB

TpeboBaHus ¥ IpaBuiIa MPOBEACHUS ayAuTa pabOTHI C MEPCOHATIOM
@opMBbI COLMATIBHOTO MTAPTHEPCTBA U B3AUMOJIECHUCTBHS C
po(eCcCHOHATTLHBIME COI03aMU U IPYTUMU MPEJACTABUTEILHBIMHA OpraHaAMH
pabOTHUKOB, U MHBIMH OpTaHU3aAIUSIMU

[Mopsimox oopmiteHUs: KaapOBBIX JOKYMEHTOB M MPUIAHUS UM
FOPUJINYECKON CUJIBI

[Topsimok MpoBeACHUSI 3aKyIIOYHBIX MPOLIETYP B 0(HOPMIICHUS
CONYTCTBYIOIIEH TOKYMEHTalUN

TpynoBoe 3aK0HOIATENECTBO U UHBIE AKTHI, COACPIKAITUE HOPMBI
TPYJIOBOTO ITpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATENILCTBA M HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccuiickoii denepanuy, B 4aCTU BEJICHUS TOKYMEHTALIMH 110 IEPCOHAIY
OCHOBBI HAJIOTOBOT0 3aKOHO 1aTesibcTBa Poccuiickoit deaeparuu

OcHOBBI MUTPALITMOHHOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuy, B
YacTH MPUBJICYCHUS U TPYAOYCTPOIICTBAa MHOCTPAHHBIX TpaXkaaH U JInI 6e3
rpaX</1aHCTBa

OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHO/IATEILCTBA B O0JIACTH YIIPaBICHUS
MIEPCOHAJIOM ¥ OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIUIT

3akoHonarenscTBO Poccuiickoit denepanuy 0 NepCOHANbHBIX TaHHBIX
JlokanpHbIe HOPMATHUBHBIC AKThl OPTraHU3AIMK B YaCTU YIIPABJICHHS
NIEPCOHAJIOM

OcHoBEHI paBoBOTO perynupoBanus Poccuiickoii denepanuu mopsiaka
3aKJIHOYEHUS TPAKJAHCKO-ITPABOBBIX JOTOBOPOB

Hopwmpl 3THKH 1€710BOTO OOIICHUS

bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE TMTOCTPOCHUE
WH(OPMAIIMOHHBIX CHUCTEM M OCOOEHHOCTH PabOTHI C HUMU

Jlpyrue xapakTepucTuku

3.7.3. TpynoBas pyHKIMs

HaumenoBa | AQMUHUCTpUPOBAHKE IPOLECCOB U Koxn | G/03.7 YpoBeHb 7

HUE JIOKYMEHTO000pOTa [0 ONepariMOHHOMY (moypoBeHb)
YIIPaBJICHUIO TIEPCOHANIOM U paboTe KBaJT(PUKAITAN
CTPYKTYPHOTO IOJIpa3/ieJeHUs

IIpoucxoxacHue
TPYA0BOH (PYHKIIUU

Opurunan X 3aMMCTBOBaHO U3
OpUTHHAJa
Kon Perucrpanuon
OpUrMHaJIa HBII HOMEpP
npodeccuoHan
BHOTO
CTaHJapTa

TpynoBsie neicTBUs

AHaIM3 IpoLECCOB JOKYMEHTOO00POTA, JIOKAJIBHBIX JOKYMEHTOB I10
BOIIPOCAM ONEPAIIIOHHOTO YIPABICHHS IEPCOHATIOM U pabOThI
CTPYKTYPHOTO MOJpa3ienaeHus, On3Hec-mIpoleccoB OpraHn3alu,
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YAOBJIETBOPEHHOCTH IIEPCOHAA

JlokyMeHTalMoHHOe 0(hOpMIIEHHE PE3yJIbTaTOB ONEPALUOHHOTO
yIIpaBJICHUS TIEPCOHAIOM U PAOOTHI CTPYKTYPHOTO MOApa3ACICHHUS,
pe3yabTaTOB ayiuTa paboThl C NEPCOHATIOM

IToaroroBka NpeUIOKEHUN 110 Pa3BUTUIO CUCTEM OIIEPALMOHHOTO
yIpaBJIeHUs IEPCOHAIOM U pabOThI CTPYKTYPHOTO MOJIpa3/ieiIeHus, 110
HE0OXOJMMBIM KOPPEKTUPYIOIIUM U IPEBEHTUBHBIM MEpam

Pa3paboTka cuctembl aHaJIM3a U KOHTPOJIsl pabOThI ITepcoHaa
KoHTpomb, cpaBHEHHE 1 aHAJIU3 MPOLIECCOB B 00JIACTH ONEPATUBHOTO
yIpaBJeHUS NEPCOHAIIOM, PE3YJIbTATOB YIPABIEHYECKUX MEPOIIPUATHH,
omnpeeneHue pakTopoB, BbI3BIBAIOIIMX OTKIIOHEHUE OT IJIAHOBBIX
IIOKa3aTeNnen

[ToaroroBka u 06paboTKa 3aMpoOCOB, YBEIOMIIEHUH, CBEIEHUH O
pabOTHHKAX B rOCYJapCTBEHHBIE OPTaHbl, MPO(ECCHOHATBLHBIE COIO3HI,
00I11eCTBEHHbIE OpraHU3aluu

ConpoBosk/ieHHE 10IOBOPOB OKa3aHUs yCIyr 110 BOIPOcaM ONEPaTUBHOIO
yIpaBJIEHUS MIEPCOHAIOM U PabOTe CTPYKTYPHOI'O HOJpa3IesIeHus,
BKJIKOYAsl IIPEIBAPUTEIILHBIE POLEAYPHI 110 UX 3AKIFOYECHUIO
[ToaroroBka nmpeuiokeHuit no GpopMupoBaHuio OIOKeTa Ha IepCoHal
OpraHu3anuu

Beinonnenue tpeGoBaHuil o XpaHeHUI0 HH(OpMAIK O pe3ybTaTax
JIEHCTBHUS CUCTEM OIEPAIL[MIOHHOIO YIIPABJICHUS IEPCOHAIIOM U pabOThI
CTPYKTYPHOTO NOAPa3eICHUs

HeoOxonumelie ymeHust KoHTposmpoBaTe porneccsl yrpasieHus IEPpCOHAIIOM TOAPa3IeICHUN,
OTIpeNIeNATh UX PE3YNbTaTUBHOCTh U BBIABIATH (PAKTOPHI OTKIOHEHUH OT
IJIAHOBBIX TapaMETPOB

Pa3pabarbIBaTh IporpaMMbl JOCTUKEHUS LI€TI€H U ONIEpaTUBHOTO PEIICHUS
3aJa4 oApa3eJICHuI

AHanu3upoBath, pa3padaTbiBaTh U 0POPMIIATH JOKYMEHTHI 10
OIEpaTHUBHBIM ITPOLIECCAM M UX pe3yJIbTaTaM

[TpoBOAMTH ayUT KaJpOBBIX MPOLIECCOB, MPOLEAYP, 0DOPMIICHUS
KaJIPOBBIX JOKYMEHTOB M JOKYMEHTOB 110 YIIPaBJICHUIO EPCOHAIOM
KoHnTponupoBath pacxogoBaHue 010)KETOB Ha TEPCOHAI

OdopMIIATE TOKYMEHTHI IO ONEPALMOHHOMY YIPABJICHUIO IEPCOHATIOM U
paboTe CTPYKTYPHOIO MOipa3iesieHus1, IpeJoCTaBsieMble B
rOCyJapCTBEHHbIE OPTaHbl, IPEJICTABUTENbHbIE OpraHbl pA0OTHUKOB
ObecneunBaTh JOKYMEHTAIIHIOHHOE COMPOBOKICHHUE 110 CHCTEMaM
OTIEPALIMOHHOTO YIPABJICHUS IEPCOHATIOM U PaboTe CTPYKTYPHOTO
MTO/Ipa3/IeJICHHUs

OpraHu30BbIBaTh XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYZOBOTO U apXMBHOTIO 3aK0HOAaTeIbCTBA Poccuiickoi denepanuu u
JIOKQJIbHBIMU aKTaMH OpraHu3aluu

KoHTponupoBaTh UCIIOJIHEHUE 1OTOBOPOB OCTABIIUKOB YCIYT 110
BOITPOCAM IIEpCOHANIA

[Tpon3BOIUTH 3aKyMOYHBIE MPOLEAYPHI, OPOPMIISATH U aHAIU3UPOBAThH
3aKyIOYHYI0 JOKYMEHTALUIO

ITpoBOAMTH NEPETOBOPHI U MIPEICTABIISTH UHTEPECH OPTaHU3ALUY B
roCyJapCTBEHHBIX OpraHax, IPOPECCHOHATIBHBIX COI03aX U IPYTUX
NPEJCTaBUTENILHBIX OpraHax pabOTHUKOB IO BOPOCAM IEepCcoHalIa
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BecTtu nenoByto nepenucky

Bectu y4eT u perucTpamnuio JOKyMEHTOB B MH()OPMAITMOHHBIX CUCTEMAX H
Ha MATEPHUAIbHBIX HOCUTENSX

PaboTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMHU U 0a3aMH JTAHHBIX 110
MEPCOHATY M CHCTEMaM OIEPAIIMOHHOTO YIPABICHUS TIEPCOHAIOM U paboTe
CTPYKTYPHOTO MOJIpa3IeIICHUS

Co0:1101aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHMSI

HeoOxoauMele 3HaAHUS MeTob! yripaBiaeHUs pa3BUTHEM U Y3P(EKTUBHOCTHIO OPTaHU3AIIHH,
METO/Ibl aHAJIM3a BBIIOJIHEHHUS MUIAHOB U TPOTPaMM, ONPEICTICHUS UX
HKOHOMHYECKON 3P (PEKTHBHOCTH

MeTo bl OIICHKH PaOdO0THI CTPYKTYPHBIX MOApa3ielICHU, Pe3yJIbTaTOB
TpyJAa NepcoHaAIA

Mertoabl poBeNEeHHS ayJuTa U KOHTPOJUIMHIa ONIEPATUBHBIX
YIPABJICHUYECKUX MPOLECCOB

@OpMBI U CUCTEMBI MATEPUATILHOTO U HEMATEPUAIIBHOTO CTUMYJIMPOBAHUS
TpyJAa NepcoHaIA

OCHOBBI JOKYMEHTAIIMOHHOTO O0eCcTeueHus

[Topsnox oopmiieHusi, BeIeHUs U XpaHEHHS IOKYMEHTAaIlMU 110 CUCTEMaM
OTIEPAIMOHHOTO YIIPABJICHUS [IEPCOHATIOM OpraHM3aliy U padoTe
CTPYKTYPHOTO MOJPa3ICIICHUS

[Topsimokx popMupOBaHUs, BEACHHS OaHKA JAHHBIX U MIPEIOCTABICHUS
OTYETHOCTH 10 CUCTEMaM OIEPALMOHHOTO YIIPABJIEHUS IEPCOHAIIOM U
paboTe CTPYKTYPHOTO MOAPa3IeIICHUS

HopMaTuBHBI€ ITpaBOBbBIE aKThI, PETYIUPYIOILIUE MPaBa U 00S3aHHOCTH
TOCYIapCTBEHHBIX OPTaHOB M OPTaHU3ALUH 110 MPETOCTABICHUIO YUYETHON
JIOKYMEHTaluu

[Topsiiok mpoBeneHUs 3aKyMOYHBIX MPOIEAYP ¥ 0popMIIeHUS
COIYTCTBYIOIIEN JOKYMEHTAUN

ITonuTHka ynpasieHusi NEPCOHAIIOM M COLIMAIbHAS MOJUTHKA OPraHU3aluu
Oprasan3allMOHHO-IITaTHAs CTPYKTYpa OpraHu3aiiu

[lenn u cTparerust pa3BUTUSL OPTraHU3ALUU

busznec-1man u OM3HEC-TPOIECCHl OPTaHU3aIUN

TpynoBoe 3akOHOAATENILCTBO U UHBIE aKThl, COJEPKAILLINE HOPMBI
TPYAOBOTrO ITpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATE/ILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTH BEACHUS IOKYMEHTAMH 110 MEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNbcTBA Poccuiickon denepannn

OCHOBBI MUTPAIITMOHHOTO 3aKOHO1aTeNbcTBa Poccuiickoit denepaiuu, B
YacTU MPHUBJICUCHUS U TPYAOYCTPOICTBA MHOCTPAHHBIX TPaXkaaH U JIUIl 6e3
rpak JaHCTBa

OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHOAATEILCTBA B O0JIACTH YIIPaBICHUS
MEPCOHAJIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIMI]

3akononarenscTBo Poccuiickoil denepaiiy 0 NepcoOHANbHBIX TaHHBIX
JlokanbHbIE HOPMATHUBHBIE IOKYMEHTHI OPTaHU3allluU B 00JIacTH
YIPaBJICHUS TIEPCOHATIOM

[TopsiioK 3aKIII0UEHHsI TOTOBOPOB (KOHTPAKTOB)

Hopwmpl 5THKH 1€710BOTO OOIIICHUS

bazoBbie 0cHOBBI HH(DOPMATHKH, CTPYKTYPHOE MTOCTPOCHHE
WH()OPMAITMOHHBIX CHCTEM U OCOOEHHOCTH pabOThl C HUMU
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HApyrue
XApaKTCPHUCTUKHU

3.8. O6006meHHas TpyaoBast GyHKIIHS

Haumenoa | CtpaTterndeckoe ynpaBiieHUE Kon H | YpoBenb 7
HUE IIEPCOHAJIOM OpPTraHU3aINH KBaJTU (DUKAITAH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001IeHHON OpUTHHAJIA
TpyI0BOU (HQyHKIIUU
Kon Perucrpanuonn
OpUTHHAJA bIif HOMEp
npodeccuoHaIb

HOT'O CTaHdapTa

Bo3moxxHbie
HanMEHOBAHMSI
JIOJKHOCTEH,
npodeccuii

Bune-npe3uaeHT no ynpapieHHO IEPCOHATIOM

JupekTop 1o nepcoHany

JIupeKTop 1o yrnpapieHUIO NEPCOHATIOM

3aMecTUTENb F'€HEPATILHOTO JTUPEKTOPA 110 YIIPABJIECHUIO IEPCOHATIOM

TpebGoBanus k
00pa3oBaHHIO U
00y4EeHHIO

Bricmiee 00pa3oBaHue - CEMAIUTET, MAarUCTPATypa

JlononHutenbHOE IpodeccruoHaibHoe 00pa3oBaHue - MPOrPaMMBI
poeCCHOHATTFHOMN MEPETIOATOTOBKY B 00JIACTH YIIPABICHHS IEPCOHATIOM,
CTPATErMYECKOro U ONEPALMOHHOTO YIIPaBJIEHUs, S)KOHOMUKN OpPTraHU3alHH;
MIPOTpaMMBI TTOBBIIICHUS KBATH(HUKAIINN B O0JIACTH YIIPABICHUS
MIEPCOHAJTIOM, CTPATEIMYECKOI0 M ONEPAIIMIOHHOI0 YIPABICHHUS

TpebGoBaHUS K OTBITY
PAKTUYECKON pabOThI

He menee nsatu et B 061acTH ynpapiieHUs: IEPCOHAIOM Ha PYKOBOSIINX
JOJDKHOCTSIX

Oco06ble ycrnoBus
JoIycKa K paboTe

Jlpyrue

XAPAKTCPUCTHUKHU

JlononHuTENBHBIE XapaKTEPUCTUKH

HaunmeHnoBanue nokymeHTa Kon HaumenoBanue 6a30B0ii rpymiibl, JOHKHOCTH
(mpodeccun) MM CIEUATIBHOCTH
OK3 1232 PyxoBonuTenu noapazaenenuit (ciyx0) ynpaBieHus
KaJIpaMu U TPYJOBBIMH OTHOIIEHUSIMU
EKC - 3aMeCTUTENb AUPEKTOPA MO YIIPABICHUIO TEPCOHATIOM
OKIITP 24063 MeHepkep 1o nepcoHaiy
3.8.1. TpynoBas QpyHKIMs
HaunmenoBa | Pa3paboTka cucteMbl Kon H/01.7 | YpoBenns(nomypose 7
HUeE CTPaTErMueCcKOro yIpaBIeHHUs Hb) KBATH(PHUKAIIT
MIEPCOHAJIOM OpraHU3ALNH
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IIpoucxoxaeHue
TPyIOBOH (HYHKIIH

Opurunan X 3aMMCTBOBaHO U3
OpUTHHAaNA
Kon Perucrpanuonssl
OpHUruHaja i HoMep
npodheccCuoHanbH

Oro CTaHJapTa

TpynoBsie necTBUs

Ananuz YCIICITHBIX KOPIIOPATHBHBIX IIPAKTUK 110 OpraHU3aluu
CTPATCTUYCCKOr'0 yIpaBJICHUS ICPCOHAJIOM OpTraHHU3alnu,
OPraHru3alflMOHHOIO ITIPOCKTUPOBAHHUA U BSaHMOHeﬁCTBHH HO,I[pa?)I[eJ'ICHI/Iﬁ

ITocTranoBka CTPATCTUYCCKUX meieH B YIIPABJICHHUU IIEPCOHAIOM

Pa3paboTka KopnopaTUBHON NOJUTHKY, IJIAHOB, IPOTrPaMM, IPOLEAYD U
TEXHOJIOTUH 110 YIPABJICHUIO NEPCOHATIOM

Pa3paboTka KOpHnopaTUBHON KYJIBTYpPbl U COLIMAJIBHOM MOJIUTUKH, CUCTEM
MOTHUBAIMH, YPPEKTUBHOCTH, OLIEHKU M Pa3BUTHs IEPCOHATIA

DopMUPOBAHHUE CUCTEMBI OTUIAThI M OpraHu3alvy Tpyaa

Pa3paboTka opraHu3aluOHHON CTPYKTYPBI, INIAHUPOBAHKUE TOTPEOHOCTH B
IIEpCOHAJIE OpraHU3aAIUH

Pa3paboTtka mporpamm, OpUHIMIIOB CTaHAAPTH3ALMH, YHUPHUKALUH,
aBTOMATHU3allMK IIPOLIECCOB YIPABJICHUS IIEPCOHAIOM U O€30I1aCHBIX
yCJIOBHH TpyAaa

dopmupoBanue OO KETA HA TIEPCOHA, TEXHOJIOTHIA ayIuTa padoThI ¢
MEPCOHAIIOM M KOHTPOJUIMHTA

Heo6xoanMele ymeHUst

Pa3pa6aTLIBaTL CTPATCTHUU U ITOJIUTHUKU B YIIPABJICHUHN IICPCOHAIIOM

CozniaBaTh U ONUCHIBATh OPraHU3ALMOHHYIO CTPYKTYpPY, LENH, 3aJauH,
(YHKIMU CTPYKTYPHBIX NMOAPa3AeICHUN U TOJKHOCTHBIX JIUI]

[TIpuMeHsATh METOABI YIIPABICHHS MEXINYHOCTHBIMUA OTHOLIEHUSIMU,
dbopMUpOBaHUS KOMaH]I, Pa3BUTHUS JTUJIEPCTBA U UCTIOTHUTELHOCTH,
BBISIBJICHUS TAJIAHTOB, ONPEJICIICHHS YIOBICTBOPEHHOCTH PabOTOM

OHpeI[eJ'IHTL " aHAJIM3UPOBATb BHYTPCHHUC KOMMYHHKAIIUU,
MOJZCIIMPOBATH IMMTOBCACHUEC IIEPCOHATIA

HpeI[CTaBJ'IHTB HUHTEPCChI OpraHru3allui B rOCYAapCTBCHHLBIX OpraHax, BO
B3aHMOI[efICTBHH C HpO(i)COIOSaMI/I, HWHBIMHA NTPCACTABUTCIIbHBIMU OpraHaMiu
pa6OTHI/IKOB 110 BOITpOCaM IICPCOHAJIA

CocTaBiATh, paCCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTATHHU
pacxo0B OOKETOB U (POH/I0B HA IPOTPAMMBbI ¥ MEPOTIPUATHS IO
YIPABJIEHUIO TEPCOHAIIOM OpraHU3aAINN

HpOBO,Z[I/ITB AyIUT U KOHTPOJUJIMHT B o0iactu YIpaBJICHUA [ICPCOHATIOM

P3.3pa6aTLIBaTL KOPIOPAaTUBHLBIC CONUAJIBHBIC ITPOTPaMMBbI

BecTu neperoBopsl 1o BOIpocaM COLUAIIBHOrO MapTHEPCTBA €
IPEJCTaBUTEIILHBIMU OpraHaMy paOOTHUKOB

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMU U 0a3aMu JTAHHBIX 110
BOIIPOCAM YIIPaBJICHUSI IEPCOHATIOM

Opraan30BbIBATH MEPOTIPUSITHS TI0O 0OSCTICUCHHIO BBITIOTHEHUSI
TpeOOBaHUIl OXpaHbI TPY/Ja B COOTBETCTBHUHU C ACHCTBYIOIIIM
3akoHoJaTenbcTBOM Poccniickont denepanniu 1 JOKaIbHBIMA AKTaMH
OpraHu3aIn

Opranu3oBbIBaTh ¥ MPOBOJUTH MEPONIPUATHS C IEPCOHATIOM B
COOTBETCTBUE C KOPIIOPATUBHON COLMAIIBHON ITOJIMTUKOMN
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Co01r0/1aTh HOPMBI ATUKHU JCIIOBOTO OOIIEHUS

HeoOxonumebie 3HaHUS MeTop! yrnipaBiaeHus pa3BUTHEM U 3P(EKTUBHOCTHIO OPraHU3aIINH,
aHAJIN3a BBINIOJHEHHUS TJIAHOB U MIPOTPAMM, ONPEACIICHUS UX
YKOHOMHUYECKOHN 3P (HEKTUBHOCTH

MeTobl O1IeHKH pabOoThI CTPYKTYPHBIX MOJIpa3/IeJICHUM, pe3yJbTaToB
TpyJla IepcoHaia

Mertoabl IpoBeIEeHHS ayIUTOB, KOHTPOJUIMHIA YIIPABICHYECKUX
MPOLECCOB

MeTozbl aHaIM3a KOJMYECTBEHHOTO M KAYECTBEHHOI'O COCTaBa MEPCOHAJIA
CucreMbl CTaHAAPTOB MO OU3HEC-TIpoIieccaM, MPOECCHsiM, HOPMEBI TPy ia
CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/Ia EPCOHAIIA

Mertoabl aHaNM3a COLMANBHBIX IPOTPAMM U ONPEACIICHUS UX
HKOHOMHYECKON AP PEKTHBHOCTH

TexHonoruu u MeTobl HOPMUPOBAHUS U KOHTPOJISI OIOJIKETOB Ha
MepCcoHa

TpeOGoBaHwMs OXpaHbl U OE30IMACHBIX YCIOBHH TPy

Ilenu, cTparerus u KaJapoBasi NOJUTHUKA OPraHU3aLUN

OCHOBBI TEXHOJIOTHUH TTPOU3BOJICTBA U JACSITEIILHOCTH OpraHu3aIiu
(OCHOBBI COLIMOJIOTUH, ICUXOJIOTUH U SKOHOMUKH Tpyia

OCHOBHI yIIpaBJICHUS COIMATIBHBIM PA3BUTUEM OpraHU3aIN

MeToabl POBEAECHUS COLIMOJIOTMYECKUX UCCIIET0BAHNM, U3yUEHUS
00111eCTBEHHOTO MHEHUS

CTpyKTypa opranuzanuu

TpynoBoe 3aKOHOAATEILCTBO U UHBIE aKThl, COJIEPKAINE HOPMBI
TPYAOBOTrO ITpaBa

OCHOBBI apXMBHOT0 3aKOHO/ATEILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTH BEACHUS TOKYMEHTAMH MO MEPCOHATY
(OCHOBBI HAJIOT'OBOTO 3aKOHOaTeNbcTBa Poccuiickon deaepannn
OcHOBBI MUTPAIIMOHHOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanum, B
YacTU MPHUBJICYCHUS U TPYAOYCTPOIICTBAa MHOCTPAHHBIX TPaXkIaH U JIUIl 6e3
rpakJaHCTBa

OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHOIATEILCTBA B O0JIACTH YIIPaBICHUS
MEPCOHAIIOM U OTBETCTBEHHOCTH JOJIKHOCTHBIX JIMI]

3akononarenscTBo Poccuiickoil denepaiiy 0 epcoOHANbHBIX TaHHBIX
JlokanpHbIE HOPMATHBHBIC aKTHl OPTraHU3AIMH B 00JIACTH YIIpaBICHUS
MIEPCOHAIIOM

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 5THKH 1€710BOTO OOIIICHUS

OcHoBbI HHGOPMATUKHU, CTPYKTYPHOE TTOCTPOCHUE UH(HOPMAITMOHHBIX
CHUCTEM U OCOOEHHOCTH pabOThI C HUMU

Jlpyrue XxapakTepucTuku | -

3.8.2. TpynoBas pyHKIUsS

HaumenoBa | Peanu3zanus cucTeMbl CTpaTErHYECKOTO Kox | H/02.7 | YpoBenb 7
HUE yIpaBJICHUS IEPCOHATIOM OpraHU3AINHI (moTypOoBEHb )
KBaJTM(pUKAITIH
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IIpoucxoxaeHue
TPYAOBOH (PyHKIMH

Opurunan X 3aMMCTBOBaHO U3
OpUTrHHaJIa
Kon Perucrpanuon
OpUTHHaNa HBII HOMEP
npodeccunonan
BHOT'O
CTaHaapTa

TpynoBble elCTBUA

[TnanupoBaHue ACATEIBHOCTU U pa3paboTKa MEPONPHUSATHIA 1O
YIPABJICHUIO IEPCOHAIIOM JJI peaTn3aluy CTPATErMUeCKUX Liejien
OpraHu3aluu

BrenpeHune nonMTHK, IUIAHOB, IPOrpaMM, IIPOLELyp U TEXHOJIOTHH 110
YIPaBJICHUIO IEPCOHAIOM

ITocTpoeHne opraHn3alMOHHON CTPYKTYpPHI C Y4ETOM INIAHOBOMI
MOTPEOHOCTH B MIEPCOHAJIE U B3aUMOJICHCTBUS CTPYKTYPHBIX
MOJpa3/IeJICHUI OpraHu3aluu

Buenpenue u noauepxaHue KOPIOpaTUBHON KYJIbTYpPhl U COLUATIBLHOMN
IIOJIMTUKHU, CUCTEM MOTUBALIMU, 3(1)(1)€KTI/IBHOCTI/I, OLICHKHU U pa3BUTUSA
IepcoHasa

BHGIIpeHI/IC " IOAACPIKAaHNUEC CUCTEMbBI OPraHu3aluy Tpyaa U OIlIaThbl
IepcoHasa

VYrpasineHrue BHEIPEHUEM IIPOrPaMM U IPUHIMIIOB CTaHIaPTU3ALNH,
YHU(PUKAIUY, aBTOMATU3aIlUU TPOIIECCOB YIPABICHHUS MIEPCOHATIOM U
0€30MacHBIX YCIOBUM TPy/a

Opranuzanys NpoBeJeHUS ayAuTa U KOHTPOJUIMHIA B YIIPABICHUH
IIEPCOHAIIOM

ITocraHOBKa 3a/1a4 PyKOBOJUTENSAM CTPYKTYPHBIX ITOpa3ielICHUH,
OonpeaACIICHUEC MAaTCPHUAJIbHO-TCXHNYCCKUX PECYPCOB IJIA X BBINTOJIHCHUA
AHaan3 OTYETHOCTH MO YNPABICHHUIO IEPCOHAIIOM U BBISIBJIEHHE PECYPCOB
10 YJIYYIIEHUIO ACSITEIbHOCTH OpraHu3aluu

CornacoBaHue yCIIOBUH 3aKJII0YAEMbIX JIOTOBOPOB 10 BOIIPOCaM
yIpaBJIEHUS IEPCOHAIIOM

Opranu3zanys npoBeJeHHUs 3aKyIOYHBIX MPOILEAYp MO BOIIpOcaM
yIpaBJIEHUS IEPCOHAIOM U O(hOPMIIEHHUS COMTYTCTBYIOLIEH JOKYMEHTAluU
10 HUM

dopmupoBanue OroKeTa Ha MEPCOHAll, TEXHOJIOTUI ayAuTa paboThl C
MIEPCOHAJIIOM M KOHTPOJUIMHTa

[TpumeHeHHe K paOOTHUKAM Mep MOOIMIPEHHS U AUCHUILITUHAPHOTO
B3BbICKaHU

Heo6xoanumele ymeHUst

[Tpon3BOINTH aHANN3 AESATEIBHOCTH MO YIIPABIECHHUIO IIEPCOHAIIOM,
pa3pabaThIBaTh Nokaszarena 3pPeKTUBHOCTH pabOThI

®opMUpOBaTh MJIAHBI U MEPONIPUATHSI IO YIIPABJIECHUIO IEPCOHATIOM
PaccuuTsiBaTh OI0/PKET B 00J1ACTH YITPaBJICHUS IEPCOHATIOM

OnpenensiTh 30HBI OTBETCTBEHHOCTH PA0OOTHUKOB U MOJIpa3iesieHuH,
CTaBMTH 337[a4ll PYKOBOJIUTEIISIM MOApa3/IeIeHH U 00eCIIeunBaTh PeCypChl
JUISL UX UCTIOJHEHHUSI

KoHTponupoBaTh U KOPpEKTUPOBATH UCIIOJHEHUE NOPYUEHUH U 3aa4
Yrpansate 3 (PEKTHBHOCTHIO M BOBJICUEHHOCTHIO ITEPCOHAIA,
JUCHUTUTMHOM TpyZia ¥ COOJI0AeHNEM 0€30MacHBIX YCIOBHH Tpyia
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Bectu neperoBopsl 1o BOIpocaM COLUAIBLHOTO MApTHEPCTBA U
MIPEACTABIISITH MHTEPECH OPraHU3alMK B TOCYIapCTBEHHBIX OpraHax,
po(heCcCHOHANTBHBIX COI03aX U APYTUX MPEACTABUTEIHHBIX OPraHax
pabOTHUKOB, U OpraHU3aIUsIX 110 BOIIPOCaM NEepcoHalIa

Paborats ¢ HHPOpPMAIIMOHHBIMHA CUCTEMAMH U 0a3aMU JTaHHBIX 10
BOITPOCAM YIIPaBJIEHUS NEPCOHATIOM

[TpoBOAWTH ayIUT M KOHTPOJUTHHT B 00JIACTH yIPABJICHHS IEPCOHATIOM
dopMUpOBaATH U TPOBOJUTH COIMAIBHYIO MOJUTUKY U COILIUATIbHBIC
IPOrpamMMbl

Bectu neperoBopsl ¢ MOCTAaBIIMKAMU YCIYT M0 YCIOBUAM 3aKJIF0UaEMbIX
JIOTOBOPOB

[Tpon3BOIUTE 3aKyTIOYHBIC TIPOIEAYPHI, OQOPMIISATH U AHATU3UPOBATH
3aKYNOYHYIO JJOKYMEHTAIUIO

Co01r01aTh HOPMBI ATUKHU JCIIOBOTO OOIIECHUS

HeoOxonuMmebie 3HaHUS Metosl ynipaBiaeHus pa3BUTHEM U 3P(HEKTUBHOCTHIO OPraHU3AIIHH,
METO/Ibl aHAJTN3a BBITTOJIHEHHS TUIAHOB U IIPOTPaMM, OTIPEICICHUS UX
YKOHOMHUYECKOHN 2P (HEKTUBHOCTH

Opranu3zanus ynpasjieHUs] Pa3BUTHEM OpPTaHHU3alluN

Teopuu ynpaBieHUs: OpraHU3alKen, MOIUTHKA U CTPATETUS YIPABICHUS
MIEPCOHAIIOM

MeTtoapl aHaIM3a BBHITIOJIHEHHS TUIAHOB U 33/1a4, OTIPEIEICHUS UX
AKOHOMHUYECKOH 2P (HEKTUBHOCTH

MeTo/IbI OIICHKH, Pe3YJIbTaTOB M () (DEKTHBHOCTH TpyIa

MeTo/bl BHEIPEHUSI CUCTEMBI YITPABJIECHUS IEPCOHAIOM

OcHoBBI paboTHI 1O TPO(OPUEHTALIUU

MeToauKH MIIaHUPOBAHMSI U TPOTHO3UPOBAHUS TOTPEOHOCTH B MEepPCOHANe
Ilenu, cTparerust pa3BuTHs U OW3HEC-TUIAH OPraHU3aIud

Teopuu 1 MeTo/1b1 QOPMUPOBAHUIO OpEeHIa OpraHu3alnuu

TpeGoBanMs OXpaHbl U OE30MACHBIX YCIOBHH Tpya

Metoanku pa3pabOTKH ¥ BHEAPEHUS JTOKATbHBIX HOPMATHBHBIX aKTOB
[Topsinok 3aKIIFOUEeHMS TPYIOBBIX I0TOBOPOB, PETYJIUPOBAHUS TPYIOBBIX
CIIOPOB

OCHOBBI COLIMOJIOTUHU, ICUXOJIOTUH, SKOHOMUKH TPYJla U YIIPABICHUS
COITMAIBHBIM PA3BUTHEM OpraHU3AINH

MeToabl TPOBEAECHUS COLIMOIOTUYECKUX UCCIIET0BAHUM, U3yUEHUS
00111eCTBEHHOTO MHEHUS

TexHoI0TUM MPOBEACHUS ay/IUTa U KOHTPOJJIMHTA B YIIPaBJICHUHU
MIEPCOHAIOM

[Topsimok mpoBeeHUs 3aKyMOYHBIX POTEAYP ¥ 0popMIIeHUs
CONYTCTBYIOIIEH TOKYMEHTAlUU

TexHomorun, crangapTH3aIs, YHU(PUKAIHS, aBTOMATH3aIIHsI IPOIIECCOB
YIpaBJICHHS IEPCOHATIOM

CTpyKTypa opraHu3anuu

TpynoBoe 3aK0HOIATENHLCTBO U UHBIE AKTHI, COAECPKAITUE HOPMBI
TPYJIOBOTO TIpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATENILCTBA K HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoit denepainuu, B 4aCTU BEACHUS TOKYMEHTAMU 0 MIEPCOHATY
OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNbcTBA Poccuiickont denepannn
OCHOBBI MUTPALIMOHHOTO 3aK0HO1aTenbcTBa Poccuiickoit deneparuu, B
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YaCTH NMPUBJICYCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX TPAXKIaH U JHIl Oe3
IpaXk1aHCTBa

OCHOBBI 2/IMMHUCTPATUBHOI'O 3aKOHO/ATEILCTBA B O0JIACTU YIIPaBJICHUS
IIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHozarenscTBO Poccuiickoit denepaniny o nepcoHaIbHBIX JaHHBIX
ITopsi 10K 3aKIIFOYEHUS IOTOBOPOB (KOHTPAKTOB)

JlokanbpHble HOPMATHBHbIE AKThl B 00J1ACTH YIPABJICHUS IEPCOHAIOM
HopMbI 3THKH 1e10BOT0 00IIeHUs

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOECHUE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

Jlpyrue XapakTepuCTUKH | -

3.8.3. TpynoBas GpyHKIHs

HaumenoBa | AIMUHUCTpUpPOBAHUE IPOLIECCOB U Kon H/03.7 | YpoBenn 7
HUe JOKYMEHTO000pOTa 10 CTPATErHYECKOMY (moxypoBeHb)
YIPaBJIEHUIO NEPCOHAIOM OpPraHu3aluu KBaJTH(HUKAITNN
IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (hyHKIIMH OpUTMHajIa
Kon Perucrpamonn
OpUTrMHajIa bIii HOMEP
npodeccruoHan
BHOTO
CTaHJapTa
TpynoBeie nencTBUs AHanu3 nporeccoB JOKYMEHTO000pOTa, JIOKAJIbHBIX TOKYMEHTOB IO

BOIPOCAM YIPaBJICHUS MTEPCOHANIOM, OU3HEC-TIPOLIECCOB OPTaHU3AlINH,
YAOBJIETBOPEHHOCTH NIEPCOHATA

JlokyMeHTaImoHHoe 0(hopMIIEHIE PE3yIbTaTOB YIIPABICHUS MTEPCOHATIOM,
€ro aynTa, paboThl CTPYKTYPHBIX MOApa3IeIeHUN

JIoKyMEeHTalMOHHOE U OPTaHU3ALMOHHOE CONIPOBOXKIECHUE CTPATErNYECKOTO
yIpaBJIeHUS] IEPCOHATIOM U PaOOTHI CTPYKTYPHBIX MMOIpa3IeICHUI
[ToaroroBka npemIOKEHUN MO Pa3BUTHIO CUCTEM YIIPABJIEHUS MIEPCOHAIIOM,
0 HEOOXOIUMBIM KOPPEKTUPYIOIIUM U TPEBEHTUBHBIM MepaM U 110
MOBBIIEHUIO YP(EKTUBHOCTH PabOThI CTPYKTYPHBIX MOApa3IeIeHUN
KoHTposp nmporieccoB B 001acTH yrpaBieHUs EPCOHATIOM U pabOThI
CTPYKTYPHBIX MMOJIpa3ICICHUI, CPABHEHUE U aHAJIA3 TTPOLIECCOB,
PE3yNbTAaTOB YIPABICHYECKUX MEPOTIPUSATHH, onpeeneHrne (akTopos,
BBI3BIBAIONINX OTKJIOHEHUE OT IJIAHOBBIX MOKa3aTelen

CornacoBanue U KOHTPOJIb JIOTOBOPOB MO BOIIPOCAM U CUCTEMaM
CTPATETUYECKOTO YIPABJICHUS IEPCOHATIOM B pabOTe CTPYKTYPHBIX
MOJpa3/IeJICHUI, OpraHu3alys IPOLEAYp IO UX 3aKIHYEHUIO

[ToaroroBka pe3ysbTaTOB aHAIM3a COOTBETCTBUS OPTaHU3AIMU U OIJIAThI
TpyJa NEPCOHANIA YCIEMIHBIM KOPITIOPATUBHBIM IPAKTUKAM

Brinonnenue TpeboBaHui 0 XpaHEeHUIO HH(GOPMAIIUHU O pe3yabTaTax
JEHCTBHS CHCTEM CTPATETHUECKOTO YIIPABJICHUS MIEPCOHATIOM U PaOOTHI
CTPYKTYPHBIX MTOAPA3ACICHUN

HeoOxonuMbie ymMmeHusi | AHaIM3UPOBATh, pa3padaThiBaTh U 0OPMIISTH JOKYMEHTHI IO MTPOIIeccam |
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pe3yJbTaTaM yIpaBlIeHUs IEPCOHATIOM U paboTe CTPYKTYPHBIX
MOJIpa31eICHUI

[TpuMeHsITh METOIBI aHATTN3a OM3HEC-TIPOIIECCOB OPTaHU3AINI

Onpenenars nporpaMMbl JOCTUKEHUS LIeJIEH U peleHns 3a1a4
MOJIpa3IeJICHUI

IIpoBOANTH AyAUT CUCTEMBI YIPABICHUS IEPCOHAIIOM

HpOBOI[I/ITB KOHTPOJUIMHI' CHUCTEMBI YITPABJICHHUS IIEPCOHATIOM

KonTponupoBars Oro/KeT Ha MepCcoHall M YIpaBJIeHUE pacxolaMH Ha
TepcoHal

Opranu3oBbIBaTh COIIPOBOXKIEHUE 1I0TOBOPOB 10 BOIIPOCAM YIIpaBJICHHUS
[IEPCOHAJIOM, BKJIIOYasl IPEABAPUTEIbHBIE IPOLEAYPHI 10 UX 3aKJIFOUCHUIO

Opranu3oBbIBaTh 3aKylOYHbIE IPOLEAYPHI, OQOPMIIATH U aHAJIM3UPOBATh
3aKyIOYHYIO JOKYMEHTALUIO

KOHTpOJII/IpOBaTB 1 aHAJIM3UPOBATH BOIIPOCHI COLIMAJIBHOTO MaPTHECPCTBA,
AOT'OBOPBI ITOCTABIIMKOB YCIIYyI'

[IpoBOaUTH EPETOBOPHI U NIPEACTABIIATH HUHTEPECH OPraHU3alU B
roCyJapCTBEHHBIX OpraHax, NpohecCuOHaIbHBIX COI03aX U APYTHX
MIPE/ICTAaBUTENBHBIX OpraHax pabOTHUKOB M OpPraHU3alUsAX 110 BOIPOCaM
IepcoHala

Bectu ACJIOBYIO IICPCIUCKY

PaGorarh ¢ nHPOpPMAITMOHHBIMU CHCTEMaMHU M 0a3aMH JaHHBIX O
IIEpCOHAIlY, CACTEMAaM YIPABJIEHUs [IEPCOHAIIOM U OpraHU3aluu
JEATEIbHOCTH CTPYKTYPHBIX MOJpa3IeIeHUI

ObecnieunBaTh KaJIpoOBOE JIEIONPOU3BOJICTBO U JJOKYMEHTAIL[MOHHOE
COITPOBOKICHUE MPOIIECCOB IO YIIPABJICHUIO TIEPCOHAIIOM U paboTe
CTPYKTYPHBIX MOJpa3esIeHH

Oprann3oBbIBaTh XPaHEHUE TOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMHU
TPYJOBOI0O M apXMBHOIO 3aK0HOAaTENbCTBA Pocculickon Penepanuu u
JIOKAIbHBIMU aKTaMU OpraHU3aIuu

C06J'IIOI[aTL HOPMBI OTUKH JCJIOBOTO O6IJ.I€HI/I${

HeoOxoaumeble 3HaHUSA

KopnopatuBHas kynapTypa, colfiajibHas MMOJIUTHUKA, CUCTEMbl MOTUBALIUU U
3¢ (EKTUBHOCTH YIIPaBJIEHUS IEPCOHAIOM

Mertoab! ynpaBieHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3alMK, METO/IbI
aHaJN3a BBITIOJIHEHUS TUIAHOB U TIPOTPAMM, ONIPEACTICHHS NX
HKOHOMHYECKOH 3 (HEKTUBHOCTH

MCTO}II)I MMPOBCACHUA ayJUTa, KOHTPOJIA OIICPATHBHBIX YITPABJICHUCCKHUX
IIpOLECCOB, COMUOJIOTUYCCKUX I/ICCJ'ICI[OBaHI/Iﬁ

busHec-m1aH 1 OM3HEC-TPOIIECCH OPraHU3AIHH

bromxeTHoe IMPOCKTUPOBAHUC

OpranuzalilioHHOE TPOEKTUPOBAHKE

@DOopMBI, METOJBI U CUCTEMBI MATEPUATIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEPCOHAIIA

CucTeMbl cTaHIapTOB 1O OM3HEC-TIpolieccaM, podeccusim
(cmennasbHOCTAM), HOPMBI TPyAa

MCTO}IBI aHaJIM3a KOJIMYCCTBCHHOI'O 1 KAYCCTBCHHOI'O COCTaBa IE€pCcoHalia

Kanposas nmonutka opranusamiumn

[Topsimox popMupoBanus, BeleHUs OaHKa TaHHBIX U MPETOCTABICHUS
OTYETHOCTH 110 CHCTEMaM YIPaBJICHUS IIEPCOHAIOM U pabOTe CTPYKTYPHBIX
MOJIpa3IeJICHUI
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OCHOBBI JOKYMEHTAIIHOHHOTO 00ECTIEYeHHUS, TOPSIOK 0(OPMIICHUS
JIOKYMEHTOB, MIPEAOCTABIIIEMbIX B TOCYIaPCTBEHHBIC OPTaHbl,
npodeccroHabHBIE COI03bI, O0IECTBEHHBIC OpraHN3aIluu

HGJ'II/I N CTPATCI'UA Pa3BUTHA OpraHU3allun

[Mopsitok poBeAeHNMSI 3aKYIIOYHBIX MPOTIETyp U 0hopMIIeHUS
CONYTCTBYIOIICH JOKYMEHTAIUU

HopmatuBHbIe mpaBoBbI€ aKThl, PETyIUPYIOLIUE MpaBa U 00I3aHHOCTH
roCyJapCTBEHHBIX OPTaHOB U OpraHU3AIMH MO MPEAOCTABICHUIO YYETHOM
JIOKYMEHTaI1

CrtpykTypa opraHu3aiiiy U BakaHTHBIC JOJDKHOCTH (Tipodeccun,
CIIEIUATILHOCTH )

TpynoBoe 3akOHOAATENILCTBO U MHBIE aKThI, COJEPIKAIME HOPMBI TPYJIOBOTO
rpaBa

OCHOBBI ApXMBHOI0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTH BeJICHUS JOKYMEHTAIIMH 110 TIEPCOHATY

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNIbeTBA Poccuiickon denepannn

OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepaiuu, B
YaCTH MPUBJICUCHUS U TPY0YCTPOICTBA MHOCTPAHHBIX TPAXAaH U JIUIl O€3
rpakJ1aHCTBA

OCHOBEI AAMHUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B o0Jractu YIIpaBJICHUA
IICPCOHAJIOM U OTBETCTBCHHOCTHU JOJIZKHOCTHBIX JIMI]

3akoHoarenscTBO Poccuiickont denepanuiu 0 IepCOHATBHBIX TAHHBIX

JIokanbHbIE HOPMAaTUBHBIC aKThl OpraHu3aliu B O6HaCTI/I YIIpaBJICHUA
MIEPCOHATIOM

[Tops 10K 3aKIIF0UEHUs T0TOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/I§I

bazoBble 0CHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
MH(GOPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

HApyrue
XAPAKTCPUCTUKHU

IV. CBenenus 00 opranu3amusx - pa3padoTyukax npogeccuoHaIbLHOI0 CTAHIAPTA

4.1. OTBeTCTBEHHAs OpraHU3alUsA-pa3padOTUUK

O6mepoccuiickoe oobenHeHne padoToaaTeneil "Poccuiickuii cor03 MPOMBITIUICHHUKOB U
npeanpuHumareneil”, ropog Mocksa

Wcnonaurensusiid Bune-npe3uaeHt Kysemus Imutpuit Bnagumuposuy

4.2. HameHOBaHUs OpraHu3alii-pa3paboTunKoB

AHO "HanmonanapHO€ areHTCTBO pa3BUTHs KBaMdukanui', ropoaq Mocksa

Accormanust (Coro3) "Accoruaiust KOHCYJIBTaHTOB O MOA00PY nepcoHana", ropoa Mocksa

I'pynna HeadHunter, ropox Mocksa

3A0 "KPOK MHKOPITOPEMTEJ", ropos Mockga

Wudopmannonno-ananuruueckuit nentp "Kazapossiit Jlozop", ropog Mocksa

MI'O "OIIOPA POCCHUHN", ropon Mocksa

NN N | B |WIN

MexyHapo/iHas acCOLMalks JEI0BOr0 COTPYAHUUYECTBA, ropos MockBa
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8 HOYY JITO "MucTuTyT npodecCHOoHaIRHOro KaIpoBuKa', ropoa Mocksa

9 MIT "Accommanus EBponeiickoro 6usneca", ropoa Mocksa

10 HIT "BKK - HanmonanbHblii cOr03 KaJipoBUKOB", ropo MockBa

11 HII "Mexnaynapoausiii anbsiae "TpynoBas murpanus', ropog Mocksa

12 HIT "HanmonanpHas acconualisi OpHUCHBIX CIIEIMAIMCTOB U aJIMUHUCTPATUBHBIX
pabotHukoB", ropon MockBa

13 HIT MHO "Accoumanus menemxepoB Poccun', ropoa Mocksa

14 HIT CYPD "HaumonanesHast koHpeaepanus "Pa3Butue yenoBeyeckoro kanuraia",
ropoj Mocksa

15 OAO "BJIHX" (I'AO BBII), ropog Mocksa

16 OAO "T"'aznpom HedpTh-HOBoCcuOUpck", ropon HoBocubupck

17 OAO "OO6benuHenHas CyJocTpouTeabHas koprnoparus', ropogq Mocksa

18 OAO "PXI", ropox Mocksa

19 OAO "Caxanun Duepmxku MuBectmenT Kommanu", ropon FOxxno-CaxanmHck

20 OAO "TaraedTs" nmenu B.JI. [llammna, ropon Kazanb

21 OAO "Hayuno-npousBojactBeHHoe o0benuHenue "Hayka", ropog Mocksa

22 00O "LG Electronics Rus", ropog Mocksa

23 00O "buznec [Icuxomnorn SHL Russia & CIS HIT", ropog Mocksa

24 000 "UT-CK", ropon Mocksa

25 000 "Jlykonn-Uuxunupusr", ropog Mocksa

26 00O "OKBb 3enut", ropog Mockpa

27 00O "Ilerponuym Tpetinunr", ropog Mocksa

28 00O "Ilonurpag-3amura, ropox Mockpa

29 00O "UenTp kanposbix TexHosaoruil - O0yuenue. CraxxupoBku. TpynoycTpoicTso",
ropox Mocksa

30 Poccuiickoe mpencrasurensetBo "Coleman Services UK" ("Koynman CepBucus'),
ropoa Mocksa

31 Toproso-npomsinuieHHas nauara Poccuniickoit @enepanuu, ropox Mocksa

32 ®I'BOY BIIO "MockoBckuii rocyaapcTBeHHbIN yHUBepcuteT uMenn M.B. JlomoHocoBa",
[IIkona qupexkTopa 1o nepcoHany, ropoa Mocksa

33 ®I'bOY BIIO MCY, ropox Mocksa

34 OI'BOY BITO MBOCH, ropog Mocksa

35 ®I'BOY BIIO Cubupckuit rocynapcTBeHHbIN yHuBepcuteT nmyteit coobmenus (CI'YIIC),
ropoa HoBocubupck

36 ®I'bY "Hay4Ho-ucciieqoBaTeabCKUi HHCTUTYT TPY/1a U COLMAIBHOIO CTPaxOBaHUs"
MunucTepcTBa TpyAa U counalibHoM 3amuThl Poccuiickon denepanuu, ropoa Mocksa

37 @I'VII "[Toura Poccun", ropox Mocksa

38 OK "VYpancub", ropog Mocksa

*(1) OGmepoccuiickuii kaaccuuKaTop 3aHATHH.

*(2) Obmepoccuiickuii kmaccuGuraTop BUAOB SIKOHOMHUECKOH 1eATETHbHOCTH.

*(3) Enunenii kBanndukalnoOHHBINA CIIPAaBOYHUK JOHKHOCTEH PYKOBOAMTENEH, CHElHaluCTOB
JIPYTHUX CITYKaIUX.

*(4) OOmepoccuiickuii  knaccuduratop mnpodeccuit pabodnx, TODKHOCTEH —CITyXKaIlux
Tapu(HBIX pa3psioB.
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