[Tpuka3z MunucrepcTBa TpyJa U cCOnUanbHOM 3amuThl PO ot 6 okts6ps 2015 r. N 6911
"O06 yTBepkaeHNH NpopeccHoHANbHOrO cTanaapTa "Crenuanuct no ynpasieHUIO IEpCoHaIoM"

B cootBerctBUM ¢ myHktom 16 IlpaBunm  pa3paOOTKHM, YTBEPXKIACHUS MW  MPUMCHECHHS
npoeCCHOHATBHBIX ~ CTaHIApPTOB, YTBEPXKAEHHBIX roctaHosieHreM IlpaButenscTBa Poccuiickoii
Oenepannn ot 22 saBaps 2013 r. N 23 (Cobpanue 3akoHoaatenbcTBa Poccuiickoit denepanum, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3biBao:

YTBepauTh mnpuiaraempli  nipodeccronHanbHbii - craHgapT  "CnenuanucT 10 yNpaBJICHUO
nepcoHagom".

Munuctp M.A. Tonunux

3apeructpupoBano B Muntocte PO 19 okrs6ps 2015 .
Peructpanmonnsiit N 39362

TAPAHT:
CwM. cripaBKy 0 Tpo(heCCHOHANIBHBIX CTaHIapTax

CwMm.:

JOJHKHOCTHYIO MHCTPYKIIMIO 3aMECTUTENsl TeHEPAIbHOTO AUPEKTOpa MO YIPABICHUIO IEPCOHAIOM
JOJHKHOCTHYIO MHCTPYKIIMIO HaualbHHUKA OTJeNIa OpTraHU3aIiH U OILIaThl TpyAa

JOJDKHOCTHYIO HHCTPYKIIHIO CIIEMAJIMCTA IO OPTaHU3allMY U OIUIaTe TPpy/a

JOJDKHOCTHYIO MHCTPYKIIMIO MEHEKEpa 1Mo paboTe ¢ MpeICTaBUTEIIbHBIMUA OpraHaMu paOOTHUKOB

IIpodeccnonanbHbIi CTAHAAPT
Crnenmanuct no ynpapjieHHIO EPCOHATIOM
(yTB. npukazoM MuHHCTEpPCTBA TPyAa U cOUANbHOM 3aIUThl PD ot 6 okTsi0ps 2015 r. N 691H)

559

PermMcTpaluMOHHEM HOMED

I. O01ue cBexenus

YnpaBJieHMe [IepPCOHAaJIOM opIraHM3alum 07.003

(HaMMeHOBaHMEe BUIa NPOodeCCUOHAaJIbHOM NOesaTeJIbHOCTH) Konm

OcHoBHas Ociib BUaa HpO(bCCCHOH&J’ILHOfI ACATCIIBHOCTH

Ob6ecneuenne 3¢pHeKTUBHOTO (HYHKIIMOHUPOBAHUS CUCTEMbI YIPABJICHUS IEPCOHATIOM JUIS
JOCTHKEHMSI 11eJIel OpraHu3aluu

I'pynna 3ansaTHii:
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1232 PykoBoauTenu noapasaeneHuit (ciryxo) 2412 CrnennanucTsl O Kagpam 1
yIpaBieHUs KaJpaMu U TPYIOBBIMU npodopueHTauu
OTHOILICHUSMHU

3423 CrienaMcThl KaJpoBBIX CITYXKO U - -

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

OtHeceHue K BuUaaM 3KOHOMHUYECKOM ACATCIIBHOCTH

| 78.30 ‘ JlesTenbHOCTH IO TOAOOPY MEepCOHAIA MpoYast

(xox (HauMeHOBaHUE BUJIa SKOHOMUYECKOH eI TEIIbHOCTH )
OKBD/1*(2))

II. Onucanue Tpya0BbIX GyHKUMI, BXOAAIMX B NPOGeCcCHOHANBHBIH CTAHAAPT ((PyHKIHOHAIBHAS
KapTa BuAa NpogeccCuoHaAIbHOM AesITeJIbHOCTH)

O060011eHHbBIE TPYIOBBIE PYHKIUU TpynoBbie pyHk1MM
KOJ HaUMEHOBaHHME | ypOBEHb HalMEHOBaHUE KOJ YPOBEHb
KBaTH U (mogypoBEHb)
Kaluu KBaJIM(HUKALH
"
A JoxymeHTanuox 5 Benenue opranuzanuoHHon u A/01.5 5
HOE 00ecIIeUCHIE paciopsANTEILHOM
paboThI ¢ JOKYMEHTAIMH 10 IEPCOHATY
MIePCOHAIIOM Benenne noxymenTanuu mno A/02.5 5
yUYETY M JBH)KEHHUIO KaJpOB
AJMUHUCTpPUPOBaHUE A/03.5 5
MIPOLIECCOB U
JIOKYMEHTO000pOTa MO Y4EeTy
U IBKEHHIO KaJIpOB,
MPEJCTABICHUIO JOKYMEHTOB
10 MEPCOHATY B
TOCYJJapCTBEHHBIE OPTaHbI
B JlesTenbHOCTD 11O 6 C6op unpopmanmu o B/01.6 6
o0ecTieyeHn o MOTPeOHOCTSX OPraHU3aIH B
HEpCOHAIOM nepcoHae
[Touck, mpuBnedenue, mogo0p B/02.6 6
1 0TOOp nepcoHaa
AJMUHUCTPUPOBAaHUE B/03.6 6
MIPOIIECCOB H
JTOKYMEHT0000poTa
o0ecrnedeHrs NepcoHaIoM
C JlesTenbHOCTD 11O 6 Opranuzanys 1 IpoBeAcHNE C/01.6 6
OIIEHKE U OIIEHKH TIepCOHaJIa
aTTecTaluu Opranuzanys 1 IpoBeAcHNE C/02.6 6
nepcoHaia aTTeCTaIlly TIepCOHaa
AMUHUCTpUPOBAaHNE C/03.6 6
MIPOIIECCOB H
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JTOKYMEHTO0000pOTa MpH
IIPOBEJICHNUY OLICHKU U
aTTecTallMU IepCcoHasa

JlesTenbHOCTh MO
Pa3BUTHIO
nepcoHana

Opranusanus u mpoBeicHUE
MEPOIPUATHHI IO PA3BUTHUIO U
IIOCTPOEHHUIO
npoeCCHOHATLHON Kapbepbl
IepcoHasia

D/01.6

Opranuzanus o0y4eHus
nepcoHaja

D/02.6

OpFaHI/IBaHI/IH ajarnTaninuy U
CTAXHUPOBKHU IICPCOHAJIA

D/03.6

AJIMUHUCTPUPOBAHKE
MIPOIIECCOB H
JOKYMEHTO000pOTa 110
Pa3BUTHIO U
npoeCCHOHATILHOMN Kapbepe,
00y4eHHI0, afanTauy 1
CTXUPOBKE IEePCOHAIIA

D/04.6

JlesTenbHOCTh 1O
OpraHu3aIu
Tpy/la U OTUIAThI
nepcoHaa

Opranuszanus Tpyna
nepcoHaa

E/01.6

Opranuzanus omiaTsl Tpyaa
IepcoHaja

E/02.6

AJIMAHHCTpHUPOBAHUE
MIPOLIECCOB U
JTIOKYMEHTO000pOTa IO
BOIIPOCaM OpraHU3aluU TPyAa
1 OILJIaThl IEpCOHAJIA

E/03.6

JeaTenbHOCTh 110
OpraHu3anuu
KOPIIOPaTUBHOU
COLIMATILHOU
MIOJINTUKHU

PazpaboTka KOprnopaTUBHOMN
COLIMAJIBHON MTOJIMTHKHU

F/01.6

Peanusanus koprnopaTuBHON
COLIMAJIBHON MTOJIMTHKHU

F/02.6

AJIMAHHCTpHUpPOBAHUE
IIPOLIECCOB U
JTIOKYMEHTO000pOTa IO
BOIIPOCAaM KOPIIOPAaTUBHOMN
COLIMAJIbHOW MOJIMTUKU

F/03.6

OnepanmoHHoe
yIpaBJeHHE
MIEPCOHAIIOM U
noJipa3/iesieHueM
OpraHu3aIu

PazpaboTtka cuctemsl
OTIEPAIIMOHHOTO yIPABICHUS
MIEPCOHATIOM H PabOTHI
CTPYKTYPHOTO OApa3ACTICHUS

G/01.7

Peanuzanus oneparmoHHOTO
YIIpaBJICHUS TIEPCOHAIIOM H
paboThI CTPYKTYPHOTO
0/Ipa3IeNIeHUs

G/02.7

AJMHUHUCTPUPOBaHHE
IIPOLIECCOB U
JOKYMEHTO000pOTa 110
OTIEepaIMOHHOMY YIPABJICHHUIO

G/03.7




MepCOHAJIOM U padoTe
CTPYKTYPHOT'O TO/Ipa3IeICHUsI

IIPOLIECCOB U
JIOKYMEHTO000pOTa 110
CTpaTErnyecKoOMy yIpaBICHUIO
[IEPCOHAJIOM OpraHU3ALMH

H Crparernuyeckoe 7 Pazpabotka cuctemsl H/01.7 7
yIpaBieHHUE CTPaTEernyecKoro yrnpaBieHHUs
MePCOHAIIOM MEPCOHAJIOM OpraHU3aAINI
OpraHu3aluu Peanmuzanus cucteMsl H/02.7 7
CTPATETUYECKOT0 YIPaBICHUS
MIEPCOHAJIIOM OpraHU3aINH
AJIMUHUCTPUPOBAHKE H/03.7 7

I11. XapakTepuctuka 00001eHHBIX TPYA0BBIX (PYHKIHIT

3.1. O6o0mennas TpyaoBast pyHKIUS

HaumenoBa | JlokyMeHTallmoHHOE oOecreueHue Kon A YpoBeHb 5
HUE paboThI C IEPCOHATIOM KBaJTM (DUKAITIH
IIpoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOI OpHUTHHaja
TPYAOBOH (hYHKITHH

Kon Perucrpanuonnslii

OpUTrvHaja HOMED
npogeccuoHaIbHO

ro cTaHIapTa

Bo3MoxHEIe
HaMMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

CHGHI/IaHI/ICT 10 KaApOBOMY JCIOMPOU3BOACTBY

Crenuanuct 1Mo JOKyMEHTAllMOHHOMY 00ecTiedyeHII0 PabOoThI C IEPCOHATIOM
Crenuanuct no JOKyMEHTAallMOHHOMY 00€CIIeYeHHIO IIepcoHana
Crenuanuct 1no nepcoHany

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Cpennee npodeccronanbHoe 00pa3oBaHKe - TporpaMma MoArOTOBKU
CMELUAINCTOB CPETHETO 3BEHA
JlononHuTenbHOE MpodeccuoHaIbHOe 00pa30BaHKe - TPOrPaMMBI
npo¢ecCHOHATbHON MEePenoArOTOBKH, IPOrPaMMbl TTOBBIIICHHS

KBaJIM(DUKALMU

TpeboBanus K ONBITY
MPaKTUYECKON pabOThI

Oco06ble ycrnoBus
JoIycKa K pabote

Hpyrue
XapaKTEePUCTUKHI

JlononHuTENBHBIE XapaKTEPUCTUKH

| HaunmeHnoBanue nokyMeHnTa ‘

Konx

HanmenoBanne 6a30B0ii TPYIIHI, TOHKHOCTH




(mpodeccun) wim cienuagIbHOCTH
OK3 2412 CrernuanucTsl 0 KajpaMm U MpoGOpUCHTALINH
3423 CrienanucThbl KaJIpOBBIX CIYXKO U yUpeKIeHHUH
3aHATOCTH
EKC*(3) - CrienuaJivcT 1o Kajapam
- MHucnekTop 1o kaapam
OKIIATP*(4) 27755 DKOHOMMCT 110 TPYAY
22956 WNucnekrop no kaapam
3.1.1. TpynoBas pyHKIHSA
HaumenoBa | Benenue opranuzaniioHHON 1 Kon A/01.5 | YpoBeHb 5
HUE pacnopsAUTEIbHON JOKYMEHTAIUH 110 (moaypOoBEHb)
IIEPCOHAIY KBaJTH(PUKAIN
ITpoucxoxaenue Opurunan X 3auMCTBOBaHO
TPYAOBOH (HYHKITHH 13 OpUrMHajia
Kon Peructparmonnsiii Homep
OpUTHHANA npo¢eCcCHOHATHLHOTO
CTaHaapTa

TpynoBbie neicTBus

O6pa60TI<a K1 aHaJlIn3 HOCTyTIaIOH_[eﬁ AOKYMCHTAIUU 110 NEPCOHAITY

Pazpabotka u opopmieHrne TOKyMEHTAIMK IO IepCOHaTy (IEPBUYHOMH,
y4ETHOH, IUTAHOBOM, TI0 COLIMAIEHOMY 00€CIICUEHHIO, OPraHU3aOHHOM,
pactopsiIUTEITLHON)

Perucrpanusi, yuer u Tekyliee XpaHeHUEe OpraHU3allMOHHON U
pactopsiAUTENLHON JOKYMEHTAIIMH 110 TIEPCOHAITY

Heo6xoanMele ymeHUst

Pa3pabatbiBaTh IPOEKTHI OPraHU3AIMOHHBIX U PACTIOPSTUTENbHBIX
JJOKYMEHTOB I10 IEpCOHAITY

OdopMIIsTh JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSAMH TPAKTAHCKOTO,
TPYAOBOIro 3aKoHoAaTenbcTBa Poccuiickon denepaunu U JIOKalIbHbIMU
HOPMAaTHUBHBIMU aKTaMH OpPraHu3aIluu

Bectu YUCT U PErucTpatuto 10KyMEeHTOB B I/IH(I)OpMaLII/IOHHLIX CUCTEMAX U
Ha MaTCPUAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
TPYJOBOr0, apXUBHOIO 3aKOHO1aTeIbcTBA Pocculickoit denepanuu u
JIOKAIbHBIMU HOPMATUBHBIMHU aKTaMU OPraHU3aLuU

AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(OpMAaLIKIO B 0a3bl TaHHBIX U
OTYETHI

BEIIBAATE OHII/I6KI/I, HETOYHOCTH, UCIIPABJICHUA U HEJOCTOBCPHYIO
PIH(I)OpMElI.[PIIO B IOKYMCHTAaxX, opCACIIATh JICTUTUMHOCTE JOKYMCHTOB

PaboTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU U 0a3aMH TAHHBIX 110 BEJICHUIO
yueTa, JBUKEHUIO MepcoHaia

Co06ro1aTh HOPMBI OTHKH JIEJIOBOTO OOIIICHHS

HeoOxoaumeble 3HAHUSA

[Topsokx oopmiieHus1, BeI€HNS U XpaHEHUS TOKYMEHTOB IO MEPCOHATY

HOpHL[OK yd€Ta ABUKCHUA KaIPOB U COCTABJICHUSA yCTaHOBHeHHOﬁ
OTYETHOCTHU

OcCHOBEI IlOKyMCHTOO60pOTa U JOKYMCHTAIITUOHHOTI'O obOecrnieueHUs

TCXHOJ'IOFI/II/I, MCTOAbI 1 MCTOAWKH IMTPOBCACHUA aHaJIM3a U CUCTEMATU3 Al
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JOKYMEHTOB U HH(pOpMaLuu

[Mopsiiok pacueTa cTaxa, JIbroT, KOMIICH AL, O(DOPMIICHHUS TEHCUI
paboTHUKaM

CTpyKTypa opranu3anuu

TpynoBoe 3aK0HO1ATENIBLCTBO U UHBIE AKThI, COJEPHKALUE HOPMBI TPYIOBOTO
IpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIC AKThI
Poccuiickoiit denepaiuu, B 4aCTU BEACHUS JIOKYMEHTALMH 110 EPCOHAILY

3akoHojarenscTBO Poccuiickoi denepannn 0 NepCOHAIbHBIX JaHHBIX

JlokanbHble HOPMATUBHBIE AKThl OPraHU3aLMH, PETYIMPYIOLINE OPSIIOK
oopMiIeHNs PaCHOPSAUTENIBHBIX U OPIraHU3aMOHHBIX JOKYMEHTOB 110
IIEPCOHAILY

Hopwmbl 3THKM 1 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH()OPMATHKH, CTPYKTYPHOE IMTOCTPOSHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU PabOTHI C HUMU

Hpyrue
XapaKTEPUCTUKU

3.1.2. TpynoBast pyHKIHS

Haumenosa | Benenue nokymeHTalnuu o y4ery u Kox | A/02.5 | YpoBenb 5
HUe JBYKEHUIO KaJpOB (moxypoBeHb)
KBTI (DUKAITAH

IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (hyHKIMH OpUTHHANA

Kon Peruncrpanmonnslii

OpUTHHAaNa HOMEp
npodeccunoHanIbHOT

0 CTaHJAapTa

Tpynossie nencTBUs

[ToaroroBka MpoeKTOB JOKYMEHTOB MO MPOLEAYpaM yIpaBIeHUs
TIEPCOHAJIOM, YUETY U JIBHIKCHHIO TIEpCOHasa

OpraHmaumI CHUCTCMbI IBMKCHHUA JOKYMCHTOB I10 IICPCOHAITY

COop 1 mpoBepKa TNYHBIX JOKYMEHTOB paOOTHUKOB

[ToaroroBka n opopmiieHHE N0 3apOCy pabOTHHUKOB U JOKHOCTHBIX JIUI]
KOIIM, BBIITUCOK U3 KaJPOBBIX JTOKYMEHTOB, CIIPABOK, HHPOPMALIUHU O
CTaXE, JIbIroTax, rapaHTHUiAX, KOMIICHCAIIUAX U MHBIX CBe}IeHI/Iﬁ (6] pa60THI/IKaX

Brigaua pa6OTHI/IKy KaJIpOBBIX JOKYMCHTOB O €TO pr,[[OBOI\/'I JACATCIIbHOCTU

HOBG}IGHI/IG 0 CBCACHUA IIEPCOHATIa OPTraHU3aAlIMOHHBIX, PACTIOPAAUTCIIBHBIX
1 KaJIpOBbIX JOKYMCHTOB OPraHU3aluu

Benenue ydera pabouero BpeMeHU pabOTHUKOB

PCFI/ICTpaI_II/ISI, YU€CT, ONI€PATUBHOC XPAHCHUEC JOKYMCHTOB I10 IEPCOHAITY,
IMOATOTOBKA K CIA4Y€ UX B apXHWB

HeoOxonumelie ymeHust

Pa3pabatbiBaTh IPOEKTHI KaJIPOBBIX TOKYMEHTOB

OdopMsaTh KaApOBBIE JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSAMU
TPYAOBOr0 3aKoHOAaTeNLCTBA Poccuiickon denepannu v JIOKaTbHBIMU
HOPMAaTHBHBIMU aKTaMH OpraHU3aluu

Bectu yuer u perucrpanuio KaapoBbIX JOKYMEHTOB B HH()OPMAIIMOHHBIX
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CUCTCMAX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

Opranu3oBbIBaTh XPaHEHHUE KaJPOBBIX JTOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSAMU TPYIOBOTO, APXUBHOTO 3aKOHOIATEIhCTBA Poccuiickoit
denepanuy U JOKaJIbHBIMU HOPMAaTUBHBIMU aKTaMHU OpraHU3aLUN

AHanM3upoBaTh KAJAPOBHIE JOKYMEHTHI M IEPEHOCUTh HH(OPMAIHIO B Oa3bl
JAHHBIX U OTYETHI

PaGoTtath co CIICUAJIM3NPOBAaHHBIMHA I/IH(l)OpMaHI/IOHHI)IMI/I CHUCTEMaMH U
Oazamu JAaHHBIX 11O BEACHWIO YYCTA U ABUXKCHUIO IICPCOHAIIA

Pa3pabartbiBaTh 11aH KOPPEKTHPOBOK YCTAHOBJICHHOTO MOPSIKA
o(opmIeHHsI JOKYMEHTOB I10 TIEPCOHATTY U PEAIN30BbIBATH IPUHSATHIC
W3MEHEHUS

Kontponuposats npucyrcTBie pabOTHUKOB Ha paboyeM MecTe

Co0ro1aTh HOPMBI 3THKH JICJIOBOT'O OOIICHHS

Heo0xoaumble 3HAHUS

[Tops ok oopmiieHus1, BEACHNS U XpaHEHUS IOKYMEHTOB 10 IIEPCOHATY

HOpHZ[OK yueTa ABUXKCHUA KAaAPpOB U COCTABJICHUA YCTaHOBHeHHOﬁ
OTYCTHOCTHU

[opsimok pacyera craxa, JIbroT, KOMIIEHCAUH, O(OPMIICHUS TTEHCHIA
pabOTHHKAM

CTpyKTypa Opranuszainuu

TpyroBoe 3aK0HO1ATENILCTBO U MHBIE AKThI, COJIEPKAILUE HOPMBI TPYIOBOTO
1paBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTAUK 11O IEPCOHATY

3akoHomarenscTBO Poccuiickort denepanuiv 0 IepCOHATBHBIX TAHHBIX

TGXHOJIOFI/II/I, MCTOAbI 1 MCTOAWKH IPOBCACHUA aHaJIM3a U CUCTEMATU3 AN
JAOKYMCHTOB U I/IH(I)OpMaLII/II/I

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOIINE TOPSIA0K
oopmIIeHHs JOKYMEHTOB I10 TEPCOHATY

OcHOBEI ,I[OKyMCHTOO60pOTa U JOKYMCHTAIITMOHHOT'O obecrnieyeHUs

Hopwmbl 5THKH nemoBoro oOieHus

bazoBble 0CHOBBI HHPOPMATUKH, CTPYKTYPHOE IOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH pabOThI C HUMHU

Hpyrue

XAPAKTCPUCTHKHU

3.1.3. TpynoBas pyHKIMs

HanmenoBa | AIMMHMCTpHpPOBaHUE IPOLIECCOB U Kox | A/03.5 | YpoBenb 5
HUE JOKYMEHTO000pOTa M0 YUeTy U IBUKECHUIO (moxypoBeH
KaJIpOB, IPEJICTABICHUIO IOKYMEHTOB T10 b)
IIEPCOHAILY B TOCYJapCTBEHHBIE OPraHbl KBaJIM(HKAIL
un
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYA0BOU (QYHKIIUU OpUTHHAaJa
Kon PerucrpanuonHslii
OpUTHHAJIa HOMED
npodecCruoHaIbLHOI0

CTaHJapTa



http://internet.garant.ru/document?id=12025268&sub=5
http://internet.garant.ru/document?id=12037300&sub=400
http://internet.garant.ru/document?id=12025268&sub=5
http://internet.garant.ru/document?id=12037300&sub=2
http://internet.garant.ru/document?id=12048567&sub=4

TpynoBsie nercTBUs

Opranu3zanys JOKYMEHT0000pOoTa M0 YUETy U ABUKEHHIO KaJpOB

Opranu3anus J0KyMeHT0000pOTa MO IPEACTABICHUIO JOKYMEHTOB I10
MIEPCOHANY B TOCYJJaPCTBEHHBIE OPraHbl

ITocTranoBka Ha YUCT OpraHu3aliv B rOCYyJJapCTBCHHBLIX OpraHax

[ToaroroBka 1o 3anmpocy rocy1IapCTBEHHBIX OPraHOB, MPOQPECCHOHATBHBIX
COI030B U JIPYTHX MPEICTaBUTEIIbHBIX OPraHOB PAOOTHUKOB OPUTHHAJIOB,
BBITIMCOK, KOIUM TOKYMEHTOB

[ToaroroBka yBe1oOMJICHHH, OTYETHOM M CTATUCTHYECKOW MH(OPMAIIUU 110
TepCoHAIY

[ToaroroBka nH(GOpPMALIMK O 3aKITFOYCHUH TPYAOBOTO HIIH
IPa)IaHCKO-TIPABOBOTO JIOTOBOPA Ha BBIMOJTHEHHUE PA0OT (OKa3aHUE YCIIYT)
C TPKJIAHMHOM, 3aMENIaBIIUM JOJKHOCTU IOCYIapCTBEHHOW WU
MYHHIIHITAILHOU CITYXOBI, IepeUYeHb KOTOPHIX YCTAaHABIMBACTCS
HOpPMAaTHBHBIMU ITPABOBBIMU akTaMu Poccuiickon denepanuun

Heo6xoanmeie ymeHust

O(bOpMJI?ITI) YUCTHBIC NOKYMCHTEI, IPEAOCTABIISICMBIC B T'OCYAaPCTBCHHLIC
oprasbl, IpodecCHOHaIbHbIE COIO3bI U IPYTUE MPEACTABUTEIbHBIC OPraHbI
pabOTHUKOB

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
TPYAOBOro 3aKoHoAaTenbcTBa Poccuiickon denepaunu v JIOKaIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3aIuu

PaGorars ¢ HHPOPMAITMOHHBIMY CHCTEMaMH U 0a3aMu JaHHBIX 110 BEJICHUIO
ydeTa U JIBIKCHHIO MTePCOHAsIa

Paborath ¢ nHpOpPMAITMOHHBIMU CHCTEMAaMH M 0a3aMH JAHHBIX 10 BEJICHUIO
CTaTUCTHYECKON M OTUYETHOM MH(OpMAIUK 110 IEPCOHATY

AHanu3upoBaTh NpaBuiIa, MPOLEAYPHI U MOPSJIOK, PETYIUPYIONIUE NTpaBa u
00513aHHOCTH T'OCYAAPCTBEHHBIX OPraHOB M OPTraHU3allMU 10 BOIIPOCaM
o0MeHa JOKyMEHTaIMel 10 NepcoHaly

BecTtu nenoByto nepenucky

CO6J'IIOI[aTB HOPMBI OTUKH JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHASA

TCXHOJ’IOFI/II/I, MCTOABI 1 MCTOAWKH IMMPOBCACHUA aHaJIM3a U CUCTEMATU3 AU
JOKYMCHTOB U I/IH(I)OpMaLII/II/I

OCHOBBI IOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCrIeYeHUs

CrpyKTypa opranusanuu

HopmartusHsble nmpaBoBbsie akThl Poccuiickor denepannu, peryimpyronme
mpaBa 1 00s13aHHOCTH TOCYJaPCTBEHHBIX OpraHoOB, MPOo(hecCHOHATBHBIX
COI030B U JIPYTUX MPECTABUTEIHHBIX OPTaHOB PAOOTHUKOB TIO
MPEIOCTABJICHUIO YYETHON JOKYMEHTAIIUU

TpynoBoe 3aKk0HOAATENILCTBO U UHBIE aKThl, COJAEPIKAIME HOPMBbI TPYJOBOTO
rpaBa

OCHOBBI apXMBHOI0 3aKOHO/IATENLCTBA U HOPMATUBHBIE IPABOBBIC AKThI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTALMU 0 MEPCOHATY

3akoHnoarenscTBO Poccuiickoit denepanyivi 0 NepCOHANBHBIX TAHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIMPYIOIINE MTOPSIIOK
BEJICHUs TOKYMEHTALUHU 10 YYETY U JIBMKCHUIO IIEPCOHAIIA

Hopwmbl 5THKH 1em10BOTO OOIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, TOCTPOEHUS HUH(POPMAIIMOHHBIX CUCTEM U
0COOEHHOCTH pabOThl C HUMU

Apyrue
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XAPAKTCPUCTHUKHU

3.2. O6o6uieHHas Tpya0Bas QYHKIHS

Haumenosa | JlesarenpHOCTh IO 00ECTICYCHHIO Kon B | Yposens 6
HUE MIEPCOHAIOM KBaJIM(DUKALIMH
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOI OpHUTHHaja
TPYAOBOH (hyHKITHH
Kon Peructpanmonublit
OpUTHHAT HOMED
a npodeccuoHanIbHOTO
CTaHgapTa

Bo3MoxHEIe
HaMMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Crnenuanuct 1o noxdopy nepcoHana
Creuuanuct 1o nepcoHaty
Menemxep 1o nepcoHany

TpeboBanus k
00pa30BaHMIO U
00y4YeHUIO

Bricmiee oOpa3zoBanue - bakanaBpuaT

JlononmHHUTENbHOE MPO(hEeCCHOHATTEHOE 00pa30BaHKE - IIPOTPAMMBI
MOBBIIIEHUS KBaTU(UKAIIMU; TPOrpaMMBI ITpodeccrnoHalbHON
MEPENnorOTOBKH B 00JIACTH MOKCKA U 000pa mepcoHasa

TpeboBaHMs K OIBITY
MIPaKTUYECKON pabOThI

Oco0Ovble ycrmoBus
JI0IycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPUCTHUKU

HanmenoBanue 1okymeHTa Kon HanmenoBaHnue 6a30B0ii IpyIIIbL, JOIKHOCTH
(mpodeccun) niK crenuantbHOCTH

OK3 2412 CrienanmcThl 1o KaJipaM U npodopueHTauu

3423 CriennanmucThbl KaApOBBIX CIYKO U yUpexKIeHUN
3aHITOCTH

EKC - Crnenuanuct 1no Kajapam
- Menemkep 1o nepcoHainy

OKIIATP 27755 OKOHOMMUCT 110 TPYy
22956 HNucnekTop no kaapam

3.2.1. TpynoBas GpyHKIMs
Haumenosa | Coop urdopmaiuu o noTpeOHOCTSIX Kox | B/01.6 | Yposenb 6
HUE OpraHM3allM B IEPCOHATIE (moxgypoBeHb)
KBaJIM(pUKAIIH
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IIpoucxoxacHue
TPYAOBOH (PyHKIMU

Opurunan X 3aMMCTBOBaHO U3

OpUTHHAaNIA
Kon PerucrpanuonHslii

OpUTMHaNa HOMED
npodeccCHoHATBEHO

T'O CTaHJapTa

TpynoBble nelcTBUA

AHanu3 MIaHOB, CTPATETUU U CTPYKTYPhI OPraHU3aINH

Ananu3 ocoOeHHOCTEH opraHu3anuy padboThl U IPOU3BOCTBA HA
KOHKPETHBIX pabounx MEcTax

Ananuz PbIHKA TpyJda 110 OpraHru3aliu pa6OTbI Ha aHaJIOTH4YHOM
ITPONU3BOJACTBC U pa60qnx MECTax

dopmupoBaHue TpeOOBaHUN K BAKAHTHOM JTOJDKHOCTH (TIpodeccud,
CHEIUATIBLHOCTH) U UX KOPPEKITUS

AHanu3 pblHKa Tpy/a U TepcoHa a OpraHu3aiuy Mo IpoduiIio BakaHTHON
JOJDKHOCTH (MpodecCcri, CIICIIHATbHOCTH)

NudopmupoBanue U KOHCYIbTUPOBAHUE PYKOBOIUTENEH MOAPA3ICICHUN 1
OpraHU3aIMH [0 BOIPOCAM PhIHKA TPYAA B YaCTH 00ECIICUEeHUS TIEPCOHAIOM

HeoOxonumelie ymeHust

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOpMAIUIO 00
0COOEHHOCTSIX OpraHu3ay paboT Ha Pa3IMYHBIX YU4aCTKaX MPOU3BOJICTBA
Y Ha KOHKPETHBIX pabounX MecTax C yueToM LieJieil, 3a/1a4, IJIaHOB U
CTPYKTYpbl OpraHu3aluu

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOpMAIUIO 00
0COOCHHOCTSIX ¥ BO3MOXKHOCTSIX KaJIpOBOTO TIOTEHIAIA OpraHU3aIlluu

CobupaTh, aHaTU3UPOBATh U CTPYKTYPUPOBATh HHPOpMALMIO 00
0COOEHHOCTSIX pPbIHKA TPYAA, BKIOYask NPEJIOKEHUS OT IPOBaiEpOB yCIyr
10 TIOWCKY, MPUBJICYCHUIO0, TOAOOPY U 0TOOPY MepcoHasia

®opmupoBaTh TpeOOBaHUS K BAKAHTHOM JI0JKHOCTH (Tpodeccun,
CHEIMAIbHOCTH) U ONIPENEIsITh KPUTEPUH 1oA00pa NepcoHaia

BHocUTbh KOppeKTHUpPYIOIIHE CBEIEHUS B TpeOOBaHMS K KaHU1aTaM Ha
BaKaHTHBIE JIOJDKHOCTHU (Mpodeccu, CeUuantbHOCTH)

[Tonb30BaThbCs MOMCKOBBIMU CUCTEMAaMH U MH()OPMAIIMOHHBIMU pecypcaMu
JUISI MOHUTOPUHTA PhIHKA TPYAQ, ITPAK/IaHCKOTO U TPYI0BOIO
3akoHojarenscrBa Poceniickon denepanmnu

KoHcynpTupoBaTh 10 BOpocaM pbIHKa TPy/ia B 4aCTH 00€CIIeYeHUs]
[IEPCOHAIOM

Co06ro1aTh HOPMBI OTHKH JIEJIOBOTO OOIIECHHS

HCO6XO,Z[I/IMLIC 3HaHHUA

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS AaHAJIN3a U CUCTEMATU3ALUH
JJOKYMEHTOB M HH(OpManuu

CtpykTypa opraHu3aiyy U BaKaHTHBIC JODKHOCTH (Mpodeccuu,
CHEIUATBLHOCTH)

[Topsiok onpeneneHus NEPCHEKTUBHOM U TEKyIIeld NOTPEOHOCTH B KaJpax

Hctounnku oOecreueHust OpraHu3alru KaJpaMnu

Opranu3zanys padoT Ha pa3IMYHBIX y4acTKaX MPOU3BOJICTBA, OpraHU3alnY,
oTpaciu

OO6mue TeHICHIINK Ha PBIHKE TPYA U B OT/IETBLHON OTPACIIH, KOHKPETHOU
npodeccuu (IOIHKHOCTH, CIIEIUATLHOCTH)

OCHOBBI TICUXOJIOTHU U COIIMOJIOTUH TPY/ia

OCHOBBI 5KOHOMUKH, OpTraHU3aIMH TPYyJa U YIIPABJICHUS
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TpynoBoe 3aKOHOAATENLCTBO U UHBIE aKThI, COAEPKALUE HOPMBI TPYAOBOTO
1paBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4aCTU BeACHUS TOKYMEHTAIIUU 110 MEPCOHATY

3axkoHozarenscTBO Poccuiickoil denepanuu 0 NepCOHAIbHBIX JaHHBIX

JlokanbHblE HOPMATUBHBIE AKThI OPTAHU3ALMH, PETYIUPYIOLIUE TOPSII0K
110100pa nNepcoHana

HopMb1 5THKH 1e10BOT0 00IIeHNs

ba3oBbie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(OPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHl C HUMH

HApyrue
XAPAKTCPUCTHUKHU

3.2.2. TpynoBast pyHKIHS

Haumenosa | [Touck, mpusnedenue, mogoop u otéop | Kog B/02.6 | YpoBeHn 6
HUE nepcoHana (oaypOBEHbB)
KBaJTM(DUKAITIH
[Ipoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYIOBOU (DYHKITUH OpUTHHAJIA
Kon Peructparmonubrit
OpHUTHHA HOMEp
na poeCCUOHATILHOTO
CTaHJapTa

Tpynoseie nencTBys

[Tourck BO BHYTPEHHUX M BHEITHUX UCTOUYHUKAX MHPOPMAIUH O KaH/H1/1aTax,
COOTBETCTBYIOLIEH TpeOOBaHUAM BaKaHTHOM JOJDKHOCTH (TTpodeccuu,
CHEIHAIbHOCTH)

Pa3zmernienue cBeileHU 0 BaKaHTHOM JTOJKHOCTH (Tpodeccun,
CHEIHAIbHOCTH) B CPEJCTBAX MAacCOBOM MH(OpMaLuu

BLI60p CII0CO00B U METOHOB IIPUBJICUCHUS IIEPCOHATIA B COOTBETCTBHUU C
YTBCPXKIACHHBIMU IJIAHAMHU

[TpoBepka nHbopMaIuy 0 KaHIUJATaX Ha BAKAHTHBIE JOJKHOCTH
(mpodeccun, crienMaIbHOCTH)

[IpoBenenue cobecenoBaHmil U BCTpeU ¢ KaHAWIaTaMU Ha BAKaHTHbBIE
JOJDKHOCTH (1podheccru, CeUaIbHOCTH) ¢ 00€CTIeUeHEeM 00paTHON CBSI3U

OHGHKa COOTBETCTBUA KaHANJaTOB Tpe6OBaHI/I$IM BaKaHTHOM JOJDKHOCTH
(mpodeccun, cnennanbHOCTH)

[ToaroroBka npeiox)eHni Mo GopMHUPOBAHHUIO OFOKETA HA TTOUCK,
MIpUBJICYEHHE, TOJA00p M OTOOP MepcoHaia

NudopmupoBanme u KOHCYJIbTUPOBAHNE PYKOBOIUTENEH TTOApa3ieICHUN U
OpraHu3aliy 10 BOIIPOCAM MPHUBIICYEHUS NTIEPCOHAJIA C OLICHKOM 3aTpaT

HeoOxonumelie ymeHust

OnpenensiTb KpUTEPUH MOKCKA, IPUBJIEUEHUS, oA00pa u 0TOOpa nepcoHana

CoOupatp, aHaTU3UPOBATH M CTPYKTYPUPOBATH MHPOPMALIUIO O KaHAUIATAX
1 IPEJUI0KEHHSIX Ha PhIHKE Tpy/ia

[Tonp30BaThcs HOUCKOBBIMU CUCTEMaMHU M HH(OPMAIIMOHHBIMH pecypcamMu B
o0actu o0ecredeHust epcoHaIoM

HpI/IMeHSITI) TCXHOJIOTUW U MCTOAWKHU IMOUCKA, ITPUBJICYCHUA, H0)16opa u
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0oTOOpa KaHIMIaTOB HA BAKaHTHBIE JOJDKHOCTH (podeccun,
CIIEIIAJIbHOCTH) B COOTBETCTBHE C MX CHENU(UKON

Hcmonn3o0BaTh cpeacrBa obecneueHuUs IepcoHalioM, BKJIHO4asA
COITPOBOXACHNEC

KoHcynpTupoBaTh 10 BOIpocam MpUBJIEUYEHUs IEPCOHAIA

CocTaBiATh ¥ KOHTPOJUPOBATH CTATHU PACXOJI0B Ha 0OecrieueHre
MIEPCOHAJIOM JIJIsl TUTAHUPOBAHUSI OI0JKETOB

Co0biro/1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

H606XOI[I/IMI)IC 3HaHUA HcTounnku odecrieueHus OpraHu3anu KaapaMu

TexHoJIOTUH U METOJMKY TIOUCKA, TPUBIICUCHHSI, [T0100pa U 0TOOpa
nepcoHaa

Cuctemsbl, MeTOABI ¥ (HOPMBI MATEPUATIEHOTO U HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPya NEPCOHAIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJISL OFOJIKETOB

TGXHOJIOFI/II/I, MCTOAbI U MCTOAWKH ITPOBCACHUA aHalIn3a, CUCTEMAaTU3allun
HJOKYMCHTOB U I/IH(i)OpMaLII/II/I

CrpykTypa opraHu3aliiy U BakaHTHBIC JOJDKHOCTH (TIpodeccun,
CHEIHUATLHOCTH )

OO1mure TeHISHIIMY Ha PBIHKE TPYJa U B OTACIBHBIX OTPACIISAX U BHJAX
npoeccroHabHOM e TEeNbHOCTH

OCHOBEBI IICUXOJIOTHH U COIIMOJIOTHUH TPpYyda

OCHOBEI OKOHOMUKH, OpTraHU3alu TpyJad U YIIPABJICHHS IICPCOHATIOM

TpynoBoe 3aKk0HOAATEILCTBO U MHBIE aKThI, COJEPIKAIME HOPMBI TPYJIOBOTO
rpaBa

OCHOBBI ApXMBHOI0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TTPABOBBIC AKThI
Poccuiickoii deneparuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 IEPCOHAILY

OCHOBBI HAJIOIOBOTO 3aKOHOAaTeNbeTBa Poccuiickont denepannn

3akoHo1arenscTBO Poccuiickon denepanyy 0 NEpCOHAIBHBIX TaHHBIX

JIokasnbHbIE aKThl OpPraHU3aLUH, PETYIUPYIOLIUE MOPSAIOK 0OeceueHHs
HEPCOHATIOM

HOpMH 9THUKHU OCJIOBOT'O 06H_IeHI/I$I

basoBble 0CHOBBI HH()OPMATUKH, TOCTPOCHUS HH(POPMALIMOHHBIX CUCTEM U
0c00EHHOCTH pabOThl ¢ HUIMHU

HApyrue -
XAPAKTCPUCTHUKHU

3.2.3. TpynoBas pyHKIUS

HanmenoBa | AAMUHUCTPUPOBAHKE MTPOLIECCOB U Kon B/03.6 | YpoBeHnb 6
HUE JTOKYMEHT0000pOoTa 00ecreueHus (TTOmypOBEHB)
IIEPCOHAIOM KBaJIM(pUKAITIH

[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIIHH OpUTMHajIa

Kon opurnnana PeructpanuoHHbIN

HOMEp
npodeccuoHanbHO

ro cragzaapra
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Tpynossie nencTBUs

AHaIN3 MpoIECCOB TOKYMEHTO000POTa, TIOKAIBHBIX IOKYMEHTOB O
BOIIPOCaM 00ecneueHHs IEPCOHATIOM

Benenue nadopManum 0 BAKaHTHBIX JTOJDKHOCTSX (PO eccHsx,
CHEeLMAIbHOCTSIX) U KaHAUJATax

JIOKyMEHTaIlMOHHOE COIIPOBOK/ICHUE KAaHU/IaTOB HA dTanax MoucKa,
IpUBJICUEHMS], TO00pa U 0TOOpa MepcoHala Ha BAKaHTHBIE JTOJDKHOCTH
(mpodeccun, ciennanbHOCTH ), THPOPMHUPOBAHNE KAaHIUIATOB O
pe3yiabTarax oroopa

[ToaroroBka 3anpocoB 0 KaHAUAATaX B TOCYJapCTBEHHBIE OPTaHbl, B
CIy4dastX NpeayCMOTPEHHBIX JEHCTBYIOLIMM 3aKOHOIATEIbCTBOM U
00paboTKa Npe0CTaBIECHHBIX CBEICHUN

[ToaroroBka n 00paboOTKa yBEAOMIIEHUI B rOCYIapCTBEHHBIE OPraHbl,
npodeccuoHanbHbIE COIO3bI U IPYTHUE MPeICTaBUTEIbHbIE OPTaHbl
pabOTHHUKOB 10 BOIIPOCAaM MOMCKA, PUBJICYSHHS, TI0A00pa 1 oTOopa
IepcoHasa

COHpOBO)KI[CHI/IC AOT'OBOPOB I10 00eCIICYCHHIO opraHusanuvy NepCoHaJIoM,
BKJIFOYas1 MPEABAPUTCIIbHBIC ITIPOUCAYPHI IO UX 3aKIIFOYCHUIO

Heo6xoaumeie ymeHust

O0ecrieunBaTh AOKYMCHTAIIMOHHOC COMMPOBOXKIACHUC BbIXOAAa KaHAWAAaTa Ha
pa60Ty " IIEPpCMCIICHMA IICPCOHAJIA

OdopMIIsATh TOKYMEHTHI TIO BOIIPOCAM 00ECTICUEHUS KapOBBIMH
pecypcamu, He0OXOAUMBIE JIJIS IPEIOCTABIICHUS B TOCYaPCTBCHHBIC
Oprasbl, MPOPECCHOHATBHBIC COIO3BI U APYTUE MPEICTABUTEIBHBIC OpTaHbl
pabOTHHUKOB

Oprann3oBbIBaTh XPAHEHHUE IOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
TPYJOBOT0O, apXUBHOTO 3aKOHO1aTeNbcTBA Poccuiickoii @enepanuu u
JIOKAJbHBIMU aKTaMH OpPTaHU3aIuu

AHaJ'II/I3I/IpOBaTI> JOKYMCHTBI U ICPECHOCUTD HH(bOpMaLII/IIO B
I/IHq)OpMaHI/IOHHBIG CHCTEMBI B 0a3bl JaHHBIX O KaHaugarax

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMU U 0a3aMu JTAHHBIX 110
BOIpOCcaM 0OecIeYeHus IEPCOHAIOM, BEICHUIO IIONUCKA U ydeTa
KaHJUJAaTOB Ha BaKaHTHBIE JOJKHOCTH (Ipodeccuu, crennaibHOCTH)

[TpousBoauTh MpeaBapUTEIbHBIC 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIMIO IO 3aKJIIOUYEHHUIO JOTOBOPOB

OpraHu30BbIBaTh U MPOBOAUTE KOHKYPCHI, 0POPMIISTh U aHATU3UPOBATh
KOHKYPCHYIO JOKYMEHTAIUIO

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHUSI

HeO6XO,Z[I/IMLIC 3HaHUA

HOpHI[OK O(bOpMJ'IeHI/IH, BCACHUA U XPAHCHUA NOKYMCHTAIUH, CBSI3aHHOM C
IMOMCKOM, ITPUBJICYCHUEM, HO)160p0M n OT60pOM NepcoHajla Ha BAKaHTHEIC
JOJIKHOCTH

[Topsinox popmupoBanus, BeAeHHs OaHKa JaHHBIX O IIEPCOHATIE
OpraHM3alH U MIPEIOCTABIEHUS OTYETHOCTU

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

TeXHOJ'IOFI/II/I, METOJbI U METOAWKH MMPOBCACHUA aHAJIW3a U CUCTEMATU3 Al
JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

[Topsimox mpoBeaeHNsI KOHKYPCOB U 0(pOpPMIIEHUSI KOHKYPCHOM
JIOKYMEHTAIUU

[Topsimox mpoBeAeHUsI 3aKyTIOUYHBIX MpoLeayp U oopmiieHus
COIYTCTBYIOIEH TOKYMEHTALUH
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CtpyKTypa opraHu3aiyy 1 BakaHTHBIC JOJDKHOCTH (Tipodeccun,
CIIEIIUATILHOCTH )

Tpyi0BO€E 3aKOHOIATENLCTBO U MHBIE AKThI, COAEPKAIIUE HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXHMBHOT'0 3aKOHO/IATE/ILCTBA K HOPMATUBHBIE TPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS IOKYMEHTALMU 110 MIEPCOHATY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

3akonozarenscTBO Poccuiickoil denepannm o nepcoHalIbHbIX JaHHBIX

JlokasibHbIE aKThl OpraHU3AINH, PETYIUPYIOLIUE MOPSAOK Moa00pa
nepcoHalia

ITopsiiok 3aKITI0YEHMS IOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1e10BOT0 00IIeHUs

ba3oBbie 0OCHOBBI HHPOPMATHKH, IIOCTPOCHUS HHPOPMALTMOHHBIX CHCTEM H
0COOEHHOCTH pabOThl C HUMU

HApyrue
XapaKTCPHUCTUKHU

3.3. O6o0miennas TpyaoBast pyHKIUS

HaumenoBa | learenbHocTb 1o oueHke u arrecranu | Kong | C | YpoBens 6
HUE nepcoHaa KBaJTH(PHUKAIL

uu
ITpoucxoxaenue Opurunan X 3auMCTBOBAHO U3
00001IeHHOH OpUTHHaNa
TPYAOBOH (hyHKIMH

Kon Perucrpanuonnsii
OpUTHHA HOMED
na po(eCCHOHATIEHOTO
CTaHJapTa

Bo3MoxHEbIE
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Criennanuct 1o OUeHKE U aTTeCTally IepcoHana
Criennanuct 1o nepcoHaty
MeHexep 1o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00yUYeHUIO

Beiciiee oOpa3oBanue - 6akanaBpuaT

JlononHuTenbHOE IpodeccuoHaibHOe 00pa3oBaHue - TPOrPaMMBI
MOBBIIIEHUS KBATH(UKAIIUH; TPOrpaMMbI TPO(ecCHOHAITBHOM
MEepEToATOTOBKY B 00IaCTH TPOBEICHNS OIICHKH IIEPCOHANA

TpeboBanus K ONBITY
MPaKTUYECKON pabOThI

Oco0bble ycrnoBHs
JoIycKa K pabote

Apyrue

XapPaKTCPUCTHUKHU

JlononHUTENBHBIE XapaKTEPUCTUKH
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HaumenoBanue nokymeHnra Kon HaumenoBanue 6a30B0ii TpyMIIbI, JOKHOCTH
(mpodeccun) UM CeUanbHOCTH
OK3 2412 CrienanmcThl 1Mo KaJapaM U npodoprueHTannm
3423 CrienaMcThl KaJpOBBIX CIIYKO U YUpEIKICHUN
3aHSTOCTH
EKC - MeHepkep 110 nepcoHary
OKIIATP 27755 DKOHOMMCT 110 TPYAY
22956 HNucnekTop no kaapam
3.3.1. TpynoBas pyHKIHISA
HaumenoBa | Opranusainus v NpoBeIeHUE OLIEHKU Kon C/01.6 | YpoBeHb 6
HUE nepcoHasa (moTypoBEHb )
KBaJTM(pUKAITIH
[Ipoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYIOBOU (DYHKITUH OpUTHHAaJa
Kon Peructpaimonnslii Homep
OpHUTHHA npodeCcCuOHATHLHOTO
na CTaHJapTa

TpynoBble nencTBUs

AHanu3 CTPYKTYpHI, IUIAHOB U BaKaHTHBIX JOJDKHOCTEH (Tpodeccuid,
CHEUaJIbHOCTEN) OpraHu3alu, 0COOEHHOCTEN OpraHu3anuy padboTsl Ha
Pa3IMYHBIX y4acTKaX MPOU3BOJICTBA U KOHKPETHBIX pabounx MecTax

Pa3paboTka niaHa olieHKU IepCoHalia B COOTBETCTBUHU C LENISIMU
OpraHu3aIluu

OrneHka TUHAMUAKA TIPOU3BOIUTEIBHOCTH, MHTEHCUBHOCTH U
(G HEKTUBHOCTH Tpy/ia Ha paboUuX MECTax

Ornpezenienne pecypcoB, BIOOP CPEICTB U METOJOB IIPOBEICHUSI OLIEHKH
nepcoHasa

HpOBGI[CHI/IC OIICHKHU IMEPCOHATIa B COOTBCTCTBHHU C IJIaHAMHW OPraHu3alnun

ConpoBosk/ieHHE T0TOBOPOB C OPraHU3ALUIMH - UCTIOTHUTEISIMU
MEPOIPUITHH IO OLIEHKE NIEPCOHANIA, BKJIKOYasl IPEABAPUTEIBHbBIE
IPOLEAYPHI O UX 3aKITHOYECHUIO

KoHcynbTupoBaH#e nepcoHaia mo BOMpocaM OIEHKH, BKIIOYasl OI[CHKY
3aTpar

AHanu3 pe3ynbTaToB OLIEHKH IIEpCOHAa, MOArOTOBKA PEKOMEH Iallui
PYKOBOJICTBY M IIEPCOHAITY

IToaroroBka npe;[noxceHHﬁ 1o (I)OpMI/IpOBaHI/IIO 6IO,EI)KCT8. 10 OpraHu3alnun
W MPOBCACHUIO OICHKH IIEPCOHAJIa

Heo6xoaumelie ymeHUst

OHpCIIeJ'IHTL MapaMCTPbl U KPUTCPHUU OLICHKU IICPCOHAJIA

OHpe}IeJ’IfITB 1 IPUMCEHATH CPCACTBA U METOBI ITPOBCACHU A OLICHKNU
nepcoHaja

Briiensate (onpenensTh) rpynnsl NepcoHaa s POBEISHHUS OLEHKH

OnpenensiTh MYHTEHCUBHOCTD TPYZa U 30HbI MOBbIIEHUS 3P (HEKTUBHOCTH
IIepCOHAJIA

OmnpenensiTh MOTUBAIIMOHHBIE (PAKTOPHI MPOBEJIEHNUS OLIEHKH IepCcoHaa

CocTaBiaTh U KOHTPOJIUPOBATH CTAThU PACXOOB HA OLIEHKY MEPCOHANA JJIst
TJIAHUPOBAHUS OFOKETOB
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OO0ecneunBaTh OpraHn3aliuOHHOC COIMPOBOXKIACHUC OLICHKU ICPCOHAJIA

ObecneunBaTh COXPaHHOCTh KOH(PUIEHIIUAIBHON HHPOPMAITIH TTPU
MIPOBEICHUU OLICHKHU NIepCcoHaja

Oprann30BbIBaTh XPaHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYAOBOT0, aPXMBHOI'O 3aKOHO1aTelIbcTBA Poccuiickoit @enepanuu u
JIOKAJIbHBIMU HOPMATHUBHBIMHU aKTaMU OPTraHU3aALNN

Cobupath, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHGOPMAIUIO O
MIPEAJIOKEHUSX 10 OI[EHKE MePCOHANIa Ha PhIHKE TpyJa

[TpousBoauTh NpeaBapUTeIbHbIC 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIUIO 10 3aKJIIOUEHHUIO JJOTOBOPOB

OHpe,I[eJ'ISITB YCII0BUSA OJIs1 3aKJIIFOYCHHA JOTOBOPOB Ha YCIYI'd IO
IMPOBCACHUIO OICHKH IICPCOHAJIA

Cucremarn3upoBarb, 0000IIaTh U aHATU3UPOBATH PE3yIbTATHI OLICHKU
nepcoHasa

ObecneunBaTh 0OPaTHYIO CBSI3b 0 PE3YJIbTATaM POBEIEHHON OLIEHKH C
IIEPCOHATIOM M PYKOBOJICTBOM

ITonb30BaThCs MOMCKOBBIMH CHUCTEMAaMU, HH(bOpMaHI/IOHHBIMH pecypcamMu u
Oazamu JAaHHBIX 110 IMMPOBCACHHIO OLICHKHU IICPCOHAJIA

Pa3pabarbiBaTh peKOMEHIAIMH 10 PA3BUTHIO ITEPCOHATA Ha OCHOBE
MIPOBEJICHHON OLICHKH

Co01r0/1aTh HOPMBI ATUKHU JCIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

TexHONMoruu U METOIbI ONpeeNeHus: IPo(heCCUOHATBHBIX 3HAHUHN, YMEHHA
U KOMIIETEHIIUI

TexHoIOrMM U METOABI OLICHKH JIMYHOCTHBLIX KA4eCTB U XApaKTCPHUCTUK

Cucrembl, METOBI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUs TPyla NEPCOHAIA

TexHonornu u MeTo bl GOPMUPOBAHMSI U KOHTPOJISI OI0JIKETOB

TexHomoruu, METOABI U METOJMKH ITPOBECHUS aHaIM3a U CUCTEMAaTU3alluu
JIOKYMEHTOB ¥ HH(GOpMAITIU

OcHOBEI 001IEH U COLMAILHON ITCUXOI0THH, COLIMOJIOTHU U TICHXOJIOT A
Tpynaa

OCHOBEI HpOI/ISBOI[CTBeHHOI\/'I ACATCIIBHOCTH OpraHru3alnu

[Topsimox mpoBeACHUS 3aKYTIOYHBIX MPOLETYP U 0hOpMICHUS
CONYTCTBYIOIIEN JOKYMEHTAIUU

CrpyKkTypa opraHM3alyy 1 BaKaHTHBIE TOJDKHOCTH (podeccun,
CHEIHAIIbHOCTH)

TpyoBoe 3aKOHOAATENIBLCTBO U MHBIE aKThI, COJEPKAIIE HOPMBI
TPYJOBOT0 IpaBa

OCHOBBI apXMBHOTO 3aKOHO/1ATE]ILCTBA 1 HOPMATUBHbBIEC TPABOBBIE AKTHI
Poccuiickoit denepainnu, B 4aCTH BEACHUS IOKYMEHTAIMH O MEPCOHATY

3akononarenscTBo Poccuiickoit denepaiiy 0 NepcoOHANbHBIX TAHHBIX

JlokanbHbIC HOPMATHBHBIC aKThl OPTaHU3AIUH, PETYIHPYIOIIUE MTOPSIOK
OLICHKH MepCoHalIa

[Topsimok 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 5THKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU pabOThI C HUMHU

Jlpyrue xapakTepuCTHKH
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3.3.2. TpynoBast pyHKIHS

HaumenoBa | Opranuzanus u nposeaenue arrecrauuu | Kox | C/02.6 | YpoBenb 6
HUE nepcoHasa (ToTypOBEHb )
KBaJTM (pUKAITIH
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TpyI0BOU (HyHKIIUU OpUTHHAaJIa
Kon Peructparnmonubrit
OpUTHHANA HOMED
pohecCuOHATBLHOTO
cTaHjapTa

TpynoBsie nencTBus

AHau3 CTPYKTYPBI, IJIAHOB M BAKAHTHBIX TOJDKHOCTEH (TTpodeccwid,
CHenuanbHOCTEN) OpraHu3alnu, 0OCOOEHHOCTEN opraHu3aluy paboThl Ha
pa3IMyYHbIX YYacTKaX MPOU3BOJICTBA U KOHKPETHBIX pab0OUMX MeCcTax

Pa3pa60TI<a IMPOCKTOB NOKYMCHTOB, OIIPCACIIAIONINX MTOPAAOK aTTCCTAlluN
nepcoHala, ¢ OIICHKOM 3aTrpar

COHpOBO)KI[eHI/Ie IIpouecca arTreCralu 1 pa6OTI>I aTTeCTallMOHHOM
KOMUCCHH

[ToaroroBka mpeaaoxeHui mo GopMUPOBAHUIO OI0/KETa HA OPTaHU3ALIUIO
Y IIPOBEJICHHE aTTECTALIUY IEPCOHAIIA

[ToaroToBKa NMpeIoKEHNU 0 COOTBETCTBUH PAOOTHHKA JOHKHOCTH
(mpodeccun, CEUAILHOCTH) TIO PE3YJIbTaTaM aTTeCTAI[UH B COOTBETCTBHH
C 3aKOHOJIaTeILCTBOM Poccuiickori denepanuu

HeoOxonumelie ymeHust

OnpenensTh napamMeTpbl U KpUTEPUU aTTECTALMU NIepCcoHalIa

OHpCI[CJ'IfITI) N MPUMCHATH CPEACTBA U MCTObI aTTCCTAllUN

Brigensate T'pYIIILI IEPCOHAJIA IJId ITPOBCACHUS aTTCCTALIUN

O0ecneunBaTh JOKYMEHTAIMOHHOE COTPOBOKICHUE aTTECTAI[HH
nepcoHaja

CocTaBisaTh U KOHTPOJHMPOBATH CTAaTbH PACXOJ0B HA aTTCCTAllUIO
INEpCcoHaJia JJIsl IMIIaHUPOBAHU A 6IOZL)K6TOB

[Tonb30BaTbes MHGOPMALIMOHHBIMU pecypcaMu U 0a3aMy JaHHBIX 110
IIPOBEICHUIO aTTECTALUN

Bectu YUCT U pETUCTPALNTIO JOKYMCHTOB B I/IH(i)OpMaIII/IOHHBIX CHUCTEMAX "
Ha MaTCPpUAJIbHBIX HOCUTCIIAX

Oprann3oBbIBaTh XPAHEHHUE IOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
TPYAOBOT0, aPXMBHOI0 3aKOHO1aTeNbCTBA Poccuiickoit @enepanuu u
JIOKAJIbHBIMU JJOKYMEHTAMU OPTraHU3aINu

[Tpou3BoauTh NpeaBapUTEIbHbIE 3aKYIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALHUIO 10 3aKIYEHUIO JOTOBOPOB

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHUSI

HCO6XO,Z[I/IMLIC 3HaHHUA

HOp}II[OK W TCXHOJIOTHA IPOBCACHUA aTTCCTAllUN

TexHoMIOTUM U METOBI OTIPEICTICHUS U OTICHKH MPO(PECCHOHATBHBIX
3HAHUW, YMEHUN U KOMIIETEHLINI

CucreMsbl, MeTOJIbI U (HOPMBI MAaTEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUs Tpy/la EPCOHAIA

TexHonoruu u MeTo bl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

TGXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKH IMPOBCACHUA aHaJIn3a U CUCTEMATU3 AN
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JOKYMEHTOB M UH(OpMAIUU

OCHOBEHI HpOPI3BO,I[CTB€HHOI>i ACATCIIBHOCTH OpraHru3allin

OCHOBBI 001IIEH U COLMAIBHOMN IICUXOJIOTUH, COLUOJIOTHH M IICUXOJIOTHU
TpyJia

[Topsimox mpoBeAeHUsI 3aKYITOYHBIX MTPOLETYp U 0hOpMIICHUS
COIYTCTBYIOUIEN JOKYMEHTAlUU

CrpyKTypa opraHu3alyy 1 BaKaHTHBIE TOJDKHOCTH (podeccun,
CHEIMAJIBHOCTH)

TpyoBoe 3aKOHOAATEILCTBO U MHBIE aKThI, COAEPKALIE HOPMBI
TPYZOBOI'O IpaBa

OCHOBBI apXMBHOT'0 3aKOHO/1ATENILCTBA 1 HOPMATUBHbBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS JTOKYMEHTAUH O NIEPCOHAILY

3akoHojiarenbcTBO Poccuiickoi denepanun 0 NepCoOHaIbHbIX JaHHBIX

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3aLUH, PETYIUPYIOLINE OPSIIOK
OLICHKHU IIEpCOHAJIA

[Topsiok 3aKIt0YEHMS IOrOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eJI0BOT0 00IIeHUS

bazoBblie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTU PabOThI C HUMU

Hpyrue
XapAKTEPUCTUKU

3.3.3. TpynoBas pyHKIHS

HaumenoBa | AAMUHHUCTpUpPOBaHHUE MPOLIECCOB U Kon C/03.6 | YpoBeHb 6
HUE JOKYMEHTO000pOTa MPH MPOBEIEHUU (moxypoBeHb)
OILIEHKH ¥ aTTECTAIlH MTEPCOHATIA KBaJTH(PUKAIINN
ITpoucxoxaexnue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpUTHHAJIA
Kon Perucrpanuonnslii
OpUTHHANA HOMED
npodeccuoHaIbHOI0
CTaHJapTa

Tpynoseie nencTBys

AHanu3 nporeccoB JOKyMEHTO000pOTa, JIOKAIbHBIX JOKYMEHTOB 110 OLIEHKE
U aTTECTalluU IIEpPCOHAlIA

OpraHu3aiioHHOE COMTPOBOKIEHNE MEPOTIPUITHIA 11O OIICHKE TTepCOHAa U
€ro aTTecTaluu

Odopmiienne npoiiecca U pe3yybTaToOB aTTECTAIMHU MEPCOHANA

WHudopmupoBaHue epcoHasa 0 pe3ynbTaTax OLEHKU U aTTeCTalllH

[loaroroBka npeanokeHui Mo pa3BUTHIO IEPCOHAJIA IO Pe3yJIbTaTaM OLEHKH

COHpOBO)K,ZIeHI/Ie JOTr0OBOPOB IO OKa3aHUIO KOHCYJIbTAlIMOHHBIX N
PIH(I)OpMElI.[PIOHHBIX YCJIYT 1O OLCHKE U aTTCCTAlUU IEPCOHAJIA

HeoOxonumelie ymeHus

ObecneunBaTh JOKYMEHTAITMOHHOE COTIPOBOXKCHUE OIIEHKH U aTTECTAIlHI
repcoHasa

OdopMIATh TOKYMEHTHI IO BOIIPOCAM OLIEHKU U aTTeCTalluy IepcoHara,
MIPEOCTaBIIIEMbIE B TOCY/IaPCTBEHHBIE OPTaHbl, IPOPECCHOHATIBHBIE COIO3bI
U ApyTUe NPeJCTaBUTENbHbIE OpraHbl pAOOTHUKOB
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AHanu3upoBaTth MpaBUiIa, MPOLEAYPHI U MOPSIKH IPOBEIEHUS OLIEHKH U
aTTeCTalluy IIEpCoHaa

Bectu YUCT U PErucTpanuro J0KyMCHTOB B I/IH(i)OpMaLII/IOHHBIX CUCTEMAX U
Ha MaTCpUaJIbHBIX HOCUTECIIAX

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYA0BOTr0 3aKoHOoAaTeLCTBa Poccuiickoi denepannu v JIOKaIbHBIMU
aKTaMH OpraHu3aluu

Bectu nenoByto nepenucky

PaGorats ¢ HHpOPMAIIMOHHBIMY CHCTEMaMH 1 0a3aMu JaHHBIX 10 BOIIPOCaM
MPOBEACHUS OLICHKU U aTTECTAllMU MIEPCOHAJIA, BEJICHUIO YUeTa KaHIUAaTOB
Ha BaKaHTHBIE JOJUKHOCTH (ITpodeccru, CeluaabHOCTH)

AHaNIM3UPOBATH TOKYMEHTHI M IEPEHOCUTH HH(OPMAIHIO B
MH(pOpPMALIMOHHbIE CUCTEMBI U 0a3bl JTaHHBIX

Co0ro1aTh HOPMBI ATHKH JIEJIOBOT'O OOIIECHHS

HeoOxonuMble 3HaHUS

HOpSII[OK O(l)OpMJ'IeHI/ISI, BCACHHUA U XpAHCHUA NOKYMCHTAIUHU, CBSI3aHHOM C
IMPOBCACHNUECM OLICHKHU M aTTCCTAllMX ICPCOHAJIA

[Topsanox dopMupoBanus, BeAeHHs OaHKa JaHHBIX O IIEPCOHAJIE OPraHU3aluU
Y TIPEAOCTABIICHUS] OTYETHOCTU

[Topsanok mpoBeAeH sl 3aKyIIOYHBIX MPOLIETYp U 0hopMIICHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

[Mopsimox oopmiteHUsT JOKYMEHTOB, ITPEIOCTABIISIEMBIX B TOCYIapCTBECHHBIC
oprasbl, IpodecCHOHAIbHbIE COIO3bI U IPYTUE MPEACTABUTEIbHBIC OPraHbl
pabOTHUKOB

OCHOBEI ,I[OKYMCHTOO60pOTa U JOKYMCHTAIMOHHOI'O obecneyeHus

CrpykTypa opraHu3aliiy ¥ BaKaHTHBIC JTOJDKHOCTH (TIpodeccun,
CHEIHaTbHOCTH)

TpynoBoe 3ak0HOAATENBECTBO U UHBIE aKThI, COAEPKAIE HOPMBI TPYJOBOTO
rpaBsa

OCHOBBI ApXMBHOT0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoii deneparuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 EPCOHAILY

3akoHo1arenscTBO Poccuiickon denepanyyi 0 NEpCOHAIBHBIX TaHHBIX

TCXHOJ’IOFI/II/I, MCTOAbI 1 MCTOAWKH IMMPOBCACHUA aHaJIM3a U CUCTEMATU3 AN
JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIMPYIOLINE MOPSII0K
OLICHKHU U aTTECTalMy IIepCoHaja

[Tops 10K 3aKIIF0OUEHUs T0TOBOPOB (KOHTPAKTOB)

HOpMH 9THUKHU OCJIOBOT'O OGH.IGHI/ISI

bazoBble 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

HApyrue
XAPAKTCPUCTHUKHU

3.4. O6o0uieHHas Tpya0Bas QyHKIHS

HanmenoBa | JlestenbHOCTH MO pa3BuTHIO epcoHana | Kopg D YpoBeHb 6
HUE KBaJTU(UKALTIH
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3

00001IeHHON OpUTHHAaJIA
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TPYAOBOH (hyHKITHH

Kon Peructparnmonubrit
OpUTHHA HOMED
JIa po¢eCCHOHAIBHOTO
cTaHjapra

Bo3MoxHEIE
HaMMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Crnenuanuct no pa3sBUTHIO U 00Y4YEHHUIO IIEPCOHANA
Crenuanuct no pa3BUTHIO Kapbephl IEPCOHANA
Criennanuct 1o nepcoHainy

MeHepkep 110 nepcoHaly

TpebGoBanus k
00pa3oBaHMIO U
00yUYeHUIO

Briciee oOpa3zoBanue

JlononHuTebHOE MPO(hecCHOHATbHOE 00pa30BaHUE - POrPAMMBI
MOBBIIIEHUS KBATN()UKAIIUH;, TPOrPaMMBI TPO(ecCHOHAITBHOM
MEPENOArOTOBKY B 00JaCTH OPraHU3alMOHHOTO U PO(ECCHOHATBHOTO
pa3BHUTHS MIEPCOHANA

TpeboBanust Kk ONbITY
IIPaKTUYECKON pabOThI

Oco06ble ycrnoBus
JIOITyCKa K paboTe

Jlpyrue
XapaKTepI/ICTI/IKI/I

JlononHuTEbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHnTa Kon HanmenoBanue 06a30B0ii TPYIIIbI, TOKHOCTH
(mpodeccun) WM CenualbHOCTH
OK3 2412 CrienanucTsl 1o KaJipaM U npodoprueHTanu
3423 CriennanucTbl KaApOBBIX CIYKO U yUpexAeHUN
3aHATOCTH
EKC - MeHepkep 1o nepcoHany
OKIIATP 27755 DKOHOMMCT 10 TPYLY
22956 Nucnekrop no kaapam
3.4.1. TpynoBas pyHKuMs
Haumenosa | Opranuzauus u nposeaenue mepornpustuit | Koxg | D/01.6 | Yposenb 6
HUE 10 Pa3BUTHIO U IOCTPOEHHUIO (moypoBeHb)
po¢eCCHOHAIBHON Kapbephl MepcoHaIa KBaTM(UKAITTH
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOU (QYHKIIUU OpUTHHAJa
Kog PerucrpanuonHslii
OpUTHHA HOMED
na npogeccuoHaIBLHOT

0 CTaHapTa

TpynoBeie nelcTBUS AHanu3 CTPYKTYpBl, INIAHOB ¥ BAKAHCUN OpTraHU3alNI

Amnanu3 0coOeHHOCTEH pa6OTLI Ha pa3JIMYHbIX Y4aCTKaX MPOU3BOACTBA U
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KOHKPETHBIX pabounx MECTax

[ToaroroBka MpoeKTOB JOKYMEHTOB, OMPEICIIAIOMIUX MOPSIA0K Pa3BUTHUS
NIEpPCOHAJA U OCTPOCHHUS TPOPEeCCHOHATBHOMN Kaphephl C OLEHKOM 3aTpar

Pa3pabotka ninaHoB npodeccrnoHabHON Kapbepbl paOOTHIUKOB

dopmMupoBaHUE KaJpOBOro pe3epna

Opranu3zanys MEpOIPUITUNA IO PA3BUTHIO U ITIOCTPOCHUIO
npoeccroHaIbHOM Kapbephl epcoHaa

[ToaroroBka npennoxeHuit mo GOPMUPOBAHUIO OIOKETA HA OPTAHU3AIHIO
Y TIPOBEJICHUE MEPOTIPUSITHIA TIO PA3BUTHUIO U IIOCTPOCHUIO
npoeCCHOHATTLHON Kapbephl MepcoHalia

Ananu3 3QeKTUBHOCTH MEPOIIPHUATHIA 10 Pa3BUTHIO NTEPCOHAA,
MOATOTOBKA MPEJJIOKEHUHN TT0 Pa3BUTHUIO

HeoOxomumbie ymeHUst

AHanu3upoBaTh YPOBEHb OOIIEro pa3BUTHS U MPO(PECCHOHATBHOM
KBaJIM(HUKAIIMY IEPCOHAA

OnpenensaTb KPaTKOCPOUHBIE U JOJITOCPOYHBIE TOTPEOHOCTH pPa3BUTHS
NIEPCOHAJA U IOCTPOEHHUS €ro Npo(heCcCUOHAIBHON Kapbephl

Onpenenste kKpurepun GOpMUPOBAHUS KAAPOBOTO pe3epBa OPraHU3AINH

CocTaBiiTh WHJIWBUYAJIIBHBIC IIJIAHBI KAPHCPHOT'O PA3BUTHA IICPCOHATIA

[IpuMEHATH TEXHOIOTUU U METOJIBI Pa3BUTHS IIEPCOHANIA U TOCTPOCHUS
po¢ecCHOHATILHON Kapbepbl

CocTaBnTh PEAIOKEHUS U KOHTPOJIUPOBATh CTATbU PACX0/10B Ha
IIPOrpaMMBbl U MEPOIIPUATHUSA 10 PA3BUTHUIO IIEPCOHANA U IIOCTPOCHUIO
poeCCHOHATTLHON Kapbephl VISl IUTAHUPOBAHUS OI0PKETOB

Omnpenensts 3hPEeKTUBHOCT, MEPONPUSITHUIA IO PA3BUTHUIO MTEPCOHANA U
MOCTPOSHHIO MPO(ECCHOHATTLHON Kapbephl

PaGorath ¢ nHGOPMAITMOHHBIMU CHCTEMaMHU U 0a3aMH JJaHHBIX 110
epCoOHAITY

CO6J'IIOI[aTB HOPMBI OTUKH JCJIOBOTO O6H_ICHI/I$I

HeO6XOI[I/IMI>Ie 3HaHUA

Cuctema, criocoObl, METO/Ibl, HHCTPYMEHTBI TOCTPOSHHUS
npodeccnoHaNIbHOM Kapbepbl

MeTo/b1 Onpe/IeNie s U OLIEHKH JTMYHOCTHBIX U TPO(ECCHOHATBHBIX
KOMIIETEHIIUHN

Cuctemsl, MeTOBI M (HOPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEPCOHAIIA

TeXHOJ'IOFI/II/I, MCTO/JbI (bOpMI/IpOBaHI/IH 1 KOHTPOJIAA 6IOH)KCTOB

TCXHOJ’IOFI/II/I, MCTOAbI 1 MCTOAWKH IMMPOBCACHUA aHaJIM3a U CUCTEMATU3 AN
JAOKYMCHTOB U I/IH(I)OpMaLII/II/I

OcHOBBI TpohecCHOHATBLHON OPUEHTAITUN

OcHOBEI IlOKyMCHTOOGOpOTa U JOKYMCHTAIITMOHHOTI'O obOecnieueHUs

OcHOBEI HpOHBBOHCTBCHHOﬁ ACATCIIbHOCTU OpTraHnU3allun

OcCHOBEI 00111€# ¥ COLMATILHON ICUXOJIOTHH, COLIMOJIOTHH U TICUXOI0THH
Tpyaa

CtpykTypa opraHu3aiuy U BaKaHTHBIC JODKHOCTH (Mpodeccuu,
CHEIHATBLHOCTH)

TpynoBoe 3aKk0HO1ATEILCTBO M UHBIE aKThl, COEpKAIle HOPMbI TPYOBOIO
npaBa

3akoHo1arenscTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX TAHHBIX

JlokanbHblE HOPMAaTHUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOLINE TOPATOK
pa3BUTHS U IOCTPOEHUS TPOo(eCCHOHATILHON Kapbephl IepcoHasa
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[Topsiaok 3aKIII0UEeHHS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH)OPMATHUKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOTHI C HUMU

Jlpyrue xapakTepucTUKU

3.4.2. TpynoBas GpyHKIIUS

HaumenoBa | Opranuzanusi o0ydeHus Kon D/02.6 | YpoBeHs(momypoB 6
HHE repcoHana €Hb)
KBTI (UKAITII
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (DYHKITUH OpHUTHHAJIA
Kon Perucrparnmonublit
OpUTHHA HOMED
na pohecCuoHaIBHOTO
cTaHjapTa

TpynoBsie nencTBus

AHanm3 pelHKa 00pa30BaTeIbHBIX YCIYT U NOTPEOHOCTEH OpraHn3alui B
00y4YeHHH NepcoHaa

Pa3pa60TI<a IUIAaHOB, MCTOJAUYCCKUX MATCPHAJIOB, y‘le6HHX IIJIaHOB U
nporpamm, NpOCKTOB JIOKAJIbHBIX aKTOB I10 06yqum0 " Pa3BUTHIO
INEpCOHAJIa, BKIJIFOYasA OOCHKY 3aTparT

Opraau3anys MEpONPUSITHIA IO 00YICHHIO MTEPCOHATIA

[ToaroroBka mpenaoxeHuit mo GopMUPOBAHUIO OI0KETa HA OPTaHU3AIIUIO
00y4eHus IepcoHasa

Ananu3 3¢ (HeKTUBHOCTH MEPONPUSATHI 110 00yUEHHIO TepcoHaia

HeoOxonumelie ymeHust

AHaM3UPOBATh U OMPEACTSATH MOTPEOHOCTH B OOYUYECHHH TPYIIIN IepCcoHaIa
B COOTBETCTBHUU C LEJISIMU OpraHU3ALNH

Pa3pabarbiBaTh MI1aHbI TOATOTOBKH, IEPETIOATOTOBKH U MOBBIILIECHUS
KBAJTM(HUKAIMY KaJpOB, y4eOHbIE IJIaHbl U IPOTrPAMMBI

AHaIM3UpOBaTh PHIHOK 00PA30BATEIBHBIX YCIYT U TOTOBUTH MPEIOKECHHUS
10 NMOCTABIIUKAM YCIIyT

OpFaHI/ISOBBIBaTB o6y11alonme MCPOIIPUATHS

CocTaBisaTh U KOHTPOJIMPOBATH CTaThH PACX0JI0B HA 00YYEHHUE IepcoHaa
JUIs TUTAaHUPOBaHUS OIOIKETOB

Pa3pa6aTBIBaTB N KOMIIJICKTOBATh y‘-Ie6HO-MeT0}II/I‘-IeCKI/Ie JOKYMCHTBI

[Tpon3BoUTH OIIEHKY (P PEeKTUBHOCTH 00yUESHHSI TEPCOHATIA

[Tpon3BoauTH IpeIBApUTETBHBIE 3aKYITOYHBIC TTPOIIEAYPHI U 0OPMIICHUE
CONYTCTBYIOIIEN JOKYMEHTAIMU T10 3aKJIOUYEHHUIO JOTOBOPOB

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMU U 0a3aMu JTAHHBIX 110
MepCOHAIY

PazpabaTbIiBaTh 1 OPOPMIIATH JOKYMEHTHI 10 MTPOLIECCaM OpPTraHU3aIH
o0yueHHsI IepCcoHalIa U UX pe3ysbTaTam

CO6J’IIO,Z[8.TB HOPMBI 59TUKH JCJIOBOT'O 06II_ICHI/I$I

HeoOxoaumeble 3HAHUSA

MeTo1pl, MHCTPYMEHTHI HCCIIEI0BaHUS OTPEOHOCTH B O0YUEHUH
IIepCOHAJIA

Meropmomnorus o0y4ueHus




TexHomoruu, METOABI U METOAMKHU ITPOBEICHUSI aHAJIN3a U CUCTEeMaTU3aluN
JIOKYMEHTOB ¥ MH(QOpMAIHH

[Topsimok pa3paObOTKH MJIAHOB MOATOTOBKH, TIEPEIIOATOTOBKH U TTOBBIIICHHS
KBaJIM(UKAIIMY KaJIPOB, y4E€OHBIX IJIAHOB U MTPOrpaMM

Cucrembl, METOIBI 1 (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPya IEpPCOHAIA

TexHonoruu u MeTopl HOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

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

OCHOBBI JOKYMEHTOO0OPOTa U JJOKYMEHTAI[HIOHHOTO 00eCTIeYeHuUs

OCHOBEBI TEXHOJIOTHH ITPONU3BOJACTBA U ACATCIIbHOCTHU OpraHru3alivn

OCHOBBI 00IIIEH U COLMAIBLHOMN IICUXOJIOTUH, COLMOJIOTHH M IICHXOJIOTHU
TpyJia

[Topsiiox poBeneHus 3aKyMOYHBIX MPOLEAYP ¥ 0(OPMIICHUS
COIIYTCTBYIOIIEN JOKYMEHTaluU

CTpyKTypa opranuzaiuu

Tpyi0BO€E 3aKOHOIATELCTBO U MHBIE AKThI, COAEPKAIINE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOT'O 3aKOHO/IATENILCTBA 1 HOPMATHUBHBIE TPABOBBIC AKTHI
Poccuiickoii deneparuu, B 4aCTH BeJICHUS JOKYMEHTAIIMH 110 TIEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNIbeTBA Poccuiickon deaepannn

OCHOBHI 3aKOHO1aTeNIbCTBA 00 00pa3oBanuu Poccuiickoit denepanmu

3akoHonarenscTBo Poccuiickoit denepanuy 0 NEpCOHANBHBIX TaHHBIX

JlokanpHBIC HOPMATUBHBIE aKThl OPTraHU3aIMH, PETYIUPYIONINE 00ydeHHe
nepcoHasa

ITopsi1oK 3aKIIF0YEHUS TOrOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O O6H_I6HI/I$I

bazoBbie 0cHOBBI HHGOPMATUKH, CTPYKTYPHOE MTOCTPOCHUE
MH(OPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

Jlpyrue xapakTepucTuku

3.4.3. TpynoBas pyHKIMs

Haumenosa | Opranuzanus agantrauuu 1 Kon D/03.6 | YpoBeHb 6
HUE CTaXUPOBKH IepcoHala (moypoBeHb)
KBTI (UKAITTT

[Tpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpHUTHHANA

Kog PerucrpanuonHslii

OpUTHHAIA HOMED
npodeccuoHaIbLHO

ro CTaHjapTa

TpynoBeie nencTBUS

Ananns YCIICHIHBIX KOPIMOPATHUBHBIX NPAKTUK 10 OpraHyu3aluy agarTalui 1
CTAXXHUPOBKC IEPCOHATIA

Pa3paboTka MIaHOB aJanTaliy, CTAKHPOBKU MIEPCOHANA C OIIEHKOM 3aTpaT

OpPaHI/ISaHHSI MepOHpI/I}ITI/Iﬁ I10 aganTalnun, CTAXXKUPOBKC NIEPCOHATIA

HO)IFOTOBKa HpeJIJ'IO)KeHI/Iﬁ MO0 COBECPIICHCTBOBAHWIO CUCTCMBI aJlallTallun,
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CTaKMPOBKH IEPCOHAJIA

[ToaroroBka npennoxxeHuit o GoOpMUPOBAHUIO OIO/KETa HA OPTaHU3ALIHIO
aJlanTalyy U CTAKUPOBKH ITEpCOHaa

Ananu3 3QGeKTUBHOCTH MEPOIIPHUATHIA 110 alanTallii U CTAXKUPOBKE
IIepcoHaIa

Heo6xoanmeie ymeHUst

Ornpeenars rpyIibl NEPCOHANA JAJI CTAKUPOBKU U aaNTalluu

OmnpenensaTe pabodne MecTa s IPOBEACHHUS CTAXUPOBKU U a1alTalluH
nepcoHaia

CormnacoBbIBaTh MEPOIIPUATHUS alalITALIUU U CTAKUPOBKU C BOZMOXKHOCTAMHU
IIPOU3BOJICTBA

[Tpon3BOANTH aHAN3 U OLIEHKY PE3yIbTATOB aIalTAll U CTAKUPOBOK
nepcoHaia

CocTaBiATh NPENIOKEHUS U KOHTPOJIUPOBATh CTATHH PACXOI0B Ha
IIPOrpaMMBbl U MEPOIIPUATHS 110 aJANTALMH U CTAKUPOBKE IIEPCOHAIIA [T
IUTAHUPOBaHMsI OIOPKETOB

[Ipon3BoauTh OLIEHKY 3P (PEKTUBHOCTH MEPONIPUATUH MO aAaNTaluu U
CTa>KMPOBKE IIEpCOHAsa

BHerHTB CHUCTCMBI BOBJICUCHUA pa6OTHI/IKOB B KOPHOPATHBHYIO KYJIBTYPY

Hcmonn3o0BaTh I/IH(i)OpMaIII/IOHHI)Ie CHCTEMBI M 0a3bl JAaHHBIX 110 NIEPCOHATY

Co0ro1aTh HOPMBI ATHKH JIEJIOBOT'O OOIICHHS

Heo0xoaumbie 3HAHUS

MGTOIH)I aganTainvu U CTAXKUPOBOK

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHHS aHAJIM3a U CUCTEMATU3aLUH
JOKYMEHTOB M WH(pOpMaIuu

HOpHZ{OK pa3pa60TKH IJIaHOB aJlallTallui IICPCOHAJIa Ha HOBBIX pa60‘II/IX
MCCTax, MOArOTOBKH, NCPECIIOATOTOBKH U IMOBBILICHUSA KBaJII/I(l)I/IKaHI/II/I
IIEpCOHAJIa U OpTraHnu3allui CTA)KUPOBOK

HOprI[OK COCTABJICHHA CMCT 3aTpaT HAa aJallTallhuIO0 U CTAXKUPOBKY IICPCOHAIA

HOprI[OK BCACHUA YUCTA U OTYCTHOCTH I10 aJallTallkui U CTAXKUPOBKE
nepcoHaa

Cucremsl, MeTObI U (POPMBI MATEPHAIIBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBaHUs TPyla NEpCOHAIA

TexHosnoruu u MeTopl GOPMUPOBAHMSI U KOHTPOJIS OI0JKETOB

OCHOBBI TEXHOJIOTHHI IMPOU3BOACTBA U NCATCIBHOCTHU OPraHNU3allun

OcCHOBEBI 00IIEH M COIMATBLHOM ICUXO0JI0THH, COLIMOJIOTHH U IICHXOJIOTUH
Tpyaa

CtpykTypa opraHu3aiuy U BaKaHTHBIC JODKHOCTH (Mpodeccuu,
CHEIHATbHOCTH)

TpynoBoe 3aKk0HOIATEILCTBO M UHBIE aKThI, COAEPKAIINE HOPMbI TPYIOBOTO
npaBa

OCHOBBI HAJIOIOBOTO 3aKOHOAaTeNbeTBa Poccuiickon denepannn

3akoHo1arenscTBO Poccuiickoi denepanyiv 0 NEpCOHANBHBIX TAHHBIX

JlokanbHbIE HOPMATUBHBIE AKTHI OPTAHU3AINH, PETYIUPYIONINE aIalTAIIUIO
U CTOKHUPOBKY MEepCcoHaia

OcHOBEI IlOKYMCHTOOGOpOTa U JOKYMCHTAIITMOHHOT'O obOecrnieueHuUs

[Tops 1ok 3aKII0UeHUs T0TOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOT'O O6IJ_ICHI/ISI

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH pabOThI C HUMHU

Apyrue
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| xapakTepucTHKH

3.4.4. TpynoBas pyHKIISA

HaumeHnoBa | AIMUHUCTpHUpPOBAHUE IIPOLIECCOB U Kon D/04.6 | YpoBenb 6
HUE JOKYMEHTO000pOTa IO Pa3BUTHUIO U (moxypoBeHb)
npodeccroHabHOM Kapbepe, KBaJTU (DUKAITAH
o0yueHu10, aaNTaluu U CTAXKUPOBKE
IIepcoHaIa
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYyIOBOU (DYHKIIUU OpUTMHaJIa
Kon Peructpanmonusl
OpUIrvHa 1 HOMED
a npodeccuoHaIbH

oro cragaapra

Tpynossie nencTBUs

AHanu3 nporeccoB, NPaBUil U MOPSAKOB OpraHU3alluy IpyU IPOBEACHUN
MEPOIPUATHIA 110 Pa3BUTHIO U MTPOdecCHOHATBHOM Kapbepe, 00yUeHHUIO,
aJlanTalyy U CTAXUPOBKE NIEPCOHAIIA

JlokyMeHTalMoHHOE 0(hOpMIIEHHE PE3yIbTAaTOB MEPOIIPUITUI 110 PA3BUTHUIO
1 Ipo(peCcCHOHANBHON Kapbepe, 00yUeHUI0, aJanTaliul U CTAKUPOBKE
nepcoHasa

[ToaroroBka MHAMBUAYAIbHBIX MIPEAJIOKEHUN HA OCHOBE PE3YJIbTATOB
MIPOBEJICHUSI MEPOIPUATUIN IO PA3BUTHUIO U IPO(HECCHOHATBHON Kapbepe,
00yUY€eHHI0, aIaNTalluu U CTAXKUPOBKE MepCOHaa

ITonroToBka mpeuI0KeHU 10 COBEPIIEHCTBOBAHUIO CUCTEM 00YYEHUS,
aJlanTaluuy U CTAXKUPOBKU, Pa3BUTHUS U MTOCTPOECHUSI MPOPECCUOHAIBHON
Kapbepsl IIEpcoHaia

ConpoBoskIeHUE T0TOBOPOB IO OKA3aHUIO KOHCYJIbTAllMOHHBIX,
MH(OPMALIMOHHBIX YCIIYT, HEOOXOIUMBIX JIJIsl MPOBEACHUS 00YUEHNUS,
aZlanTally ¥ CTAXKUPOBOK, Pa3BUTHS U IOCTPOSHUS PO eCCHOHATBHOM
Kapbepbl IepcoHalia, BKI0Yasl peaABapuTeIbHbIE IPOLEAYPHI M0 UX
3aKJIFOUYEHUIO

Brinonnenue TpeboBaHuii 1Mo XpaHEeHUI0 HHPOPMAILIUK O PEe3yJIbTaTax
oOyueHus1, alafTallui ¥ CTAXXUPOBKU, PA3BUTHUS U MOCTPOCHUS
npoeccroHaIbHOM Kapbephl NEpcoHaa

Heo6xoaumelie ymeHUst

OdopMsaTh TOKYMEHTHI IO BOIPOCAM MPOBEICHUs 00yUeHUs, aIaNTalluu |
CTOKHUPOBKH, PA3BUTHS U TIOCTPOCHHUS MPO(HECCHOHAILHON Kapbephl
MepCcoHaa, IPeI0CTaBIsIEMbIE B TOCYIaPCTBEHHBIC OPTaHBbI,
npodeccCHOHATEHBIC COIO3BI M IPYTHE MPEICTABUTEIbHBIC OPTaHbI
paboOTHUKOB

ObecneunBaTh TOKYMEHTAIIMOHHOE COMPOBOXKICHHE 00YUEeHHUs, aAanTaluu U
CTaXXHUPOBOK, Pa3BUTHUS U MOCTPOEHUS NMPO(HECCHOHATEHON Kapbephl
nepcoHana

AHanu3upoBaTh MPaBUIIA, IPOLEAYPHI U TOPSIKH IPOBEACHUS 00yUeHNS,
a/IanTaluy U CTAXUPOBKH, Pa3BUTHUS U MOCTPOEHUS MPOPECCHOHATILHON
Kapbepsbl IIepcoHana

OpFaHI/ISOBBIBaTI) XPaHCHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe60BaHI/ISIMI/I




3akoHoarenscTBa Poceniickoin denepanny U 10KaIbHBIMA AKTaMHU
OpraHu3alu

AHaNIM3UPOBATH TOKYMEHTHI M IEPEHOCUTH HH(OPMAIHIO B
MH(pOpPMALIMOHHbIE CUCTEMBbI U 0a3bl JTaHHBIX

Bectu YUCT U PErucTpanuro 10KyMCHTOB B I/IH(i)OpMaLII/IOHHBIX CUCTEMAX U
Ha MaTCpUaJIbHBIX HOCUTCIIAX

Paborath ¢ MH(GOPMAIMOHHBIMU CUCTEMAaMU M 0a3aMH JaHHBIX 110 BOIIPOCaM
00y4eHus, alanTally U CTAXKUPOBKU, PA3BUTHUS M TOCTPOCHHUS
npodecCHOHAIBLHON Kapbephl IepcoHalla, BEACHHs yueTa KaHJ11aTOB Ha
BaKaHTHBIE JIOJDKHOCTH (podeccru, CennatbHOCTH)

Bectu nenoByro nepenucky

Co0bro/1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

[opsanox odopmiieHus, BeACHUS U XpaHEHUS TOKYMEHTAIIUU, CBSA3aHHOM C
cHCTEeMOW 00y4YeHHS, aIalTalluy M CTAXKUPOBKH, PA3BUTHUS M TOCTPOCHHS
npoeccroHabHOM Kapbephl EpcoHaa

[lopsanox popMupoBanus, BeeHus: OaHKa JaHHBIX O IIEpCOHAJIE
OpraHu3alMK U NPEAOCTABICHHS OTYCTHOCTH

HopmatuBHBIE TPaBOBBIE aKTHI, PETYIUPYIOIIKE TPaBa U 00I3aHHOCTH
rOCyZapCTBEHHBIX OPraHOB U OPraHU3ALMHU I10 IIPEIOCTaBICHUIO YYETHOU
JOKYMEHTalUU

HOpHZ[OK O(l)OpMJ'IeHI/ISI AOKYMCHTOB, IIPCAOCTABIISICMBIX B I'OCYHapPCTBCHHBIC
OpraHbl 1 MHBIC OpraHyu3alnun

OCHOBBI IOKYMEHTO00O0POTA M IOKYMEHTAIIMOHHOT'O 00ECIICYCHHUS

[Topsanox mpoBeAeH s 3aKyIIOYHBIX MPOLIETYp U 0hopMIICHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

CtpykTypa OpraHu3aluy U BakaHTHBIE TOJKHOCTH (Tpodeccun,
CHEIMAIbHOCTH)

TpynoBoe 3aKOHOAATENLCTBO U UHBIE aKThl, COAEPIKAIME HOPMBI TPYJOBOTO
rpaBa

OCHOBBI ApXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIEC AKThI
Poccuiickoit deneparuu, B 4aCTH BeACHUS TOKYMEHTAIUH 110 MEPCOHATY

OCHOBBI HAJIOIOBOTO 3aKOHOAaTeNbeTBa Poccuiickont denepannn

3akoHoarenscTBO Poccuiickoih denepanyivi 0 NepCOHAIBHBIX TAHHBIX

TCXHOJ’IOFI/II/I, MCTOAbI 1 MCTOAWKH IMMPOBCACHUA aHaJIM3a U CUCTEMATU3 AN
JAOKYMCHTOB U I/IH(I)OpMaLII/II/I

JlokanbHble HOPMATUBHBIE aKThl OPTaHU3ALMH, PETYIUPYIOLIUE TOPSIIO0K
Pa3BUTHS U IOCTPOCHUS POPEeCCHOHATBHOIN Kapbepbl, 00yUeHHUs,
aJIanTalyy U CTAKUPOBKH MEepCcoHaa

ITops ok 3akIt0UeHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1em10BOTO OOIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE IOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH pabOThI C HUMHU

Hpyrue
XapaKTEPUCTUKHI

3.5. O6o06uieHHas TpyaoBas QyHKIHS

HanmenoBa | [lesTenbHOCTH 10 OpraHu3aluy Tpyaa Kog E | YposeHns 6

HUC " OILIATHI IE€pCOHAJIa KBaJ'II/I(bI/IKaHI/H/I
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[Ipoucxoxnenue
0000IIIEHHON

TpyI0BOU (HyHKIIUU

Opurunan X

3anMMCTBOBaHO U3

OpUTrMHaja
Kon Perucrpanuonssl

OpUTHHAI 1 HOMEp
a npodeccuoHaIbH

Ooro CraHjgaprta

Bo3MoxHEIE
HaVMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crenuanict 1o HOPMUPOBAHUIO U OILIATE TPyHAa
Crnenuanyuct o opraHu3alyy U oIare Tpyaa
Crenuanyct no KOMIIEHCAUSIM U JIbIOTaM
Crennanuct 1o nepcoHaity

MeHnepKep 1o nepcoHaiy

TpebGoBanus k
00pa3oBaHMIO U
00yUYeHUIO

Bricmiee oOpa3zoBanue

JlomonHuTebHOE PO(ecCHoHaTbHOE 00pa30BaHUE - IPOrPAMMBI
podecCHOHATEHOM MEePENOrOTOBKY B 001aCTH SKOHOMUKH, HOPMHUPOBAHHUS
Y OILIAThI TPY/Ia, IPOTrPaMMBbI MOBBIIICHHS KBATH(UKAIINN

TpeboBanus K OnBITY
IPaKTHYECKOI paboThI

Oco0bie ycroBus
JIOIyCKa K paboTe

HApyrue
XApaKTCPHUCTUKHU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPUCTHUKU

HanmenoBanue noxkymeHTa Kon HanmenoBanue 6a30B0ii IpyIIIbL, JOIKHOCTH
(mpodeccun) niK crenuanbHOCTH
OK3 2412 CrienyanucTsl o KagpaM U npodopreHTaun
3423 CrienancThbl KaJIpoBBIX CIYXO U yUpexKJIeHHH
3aHSITOCTH
EKC - NHxeHep mo HOpMUPOBAHUIO TPyAa
- TexHuk 1o Tpyany
- DKOHOMHUCT MO TPYAY
- Menemkep 1o nepcoHany
OKIIATP 27755 OKOHOMMUCT 110 TPYY
22956 HNHcnekTop 1o kagapam
3.5.1. TpynoBas pyHKIHsS
Haumenosa | Opranuzanus Tpyzaa nepcosaia Kon E/02.6 | YposeHb 6
HHE (moaypoBEHb)
KBaJTM(pUKAITIH
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPYA0BOH (QYHKIIUU OpUTHHAaJa
Kon Perucrpanuonnslii
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OpUTHHA HOMED
na npodeccuoHaIbHOT
0 cTaHaapTa

TpynoBsie nencTBUs

AHanu3 yclenHblX KOPIOPATUBHBIX IPAKTHUK 110 OPraHU3aluH
HOPMHUPOBAHUS TPYZa JUIsl pa3IMYHbIX KaTeropuil mepcoHana, ocoOeHHOCTe!
IIPOU3BOJICTBA U JIEATEIBHOCTH OpraHu3aluu

Pa3paboTka cuctembl opranu3aiiy Tpy/a nepcoHana u nopsjaka
HOPMHPOBAHHUS TPYyJla Ha paOOYMX MECTaxX C OLIEHKOM 3aTpar Ha MePCOHAT

BuenpeHune cucreMsl oOpraHu3alnyy Tpyaa epcoHalla U KOHTPOJIS HaJl
HOPMHPOBAHUEM C OTIPE/ICIICHUEM TPYAOEMKOCTH, HOPMAaTHBHON
YHCIIEHHOCTH, TpadUKOB padOT M yCIOBHI OIUIATHI TPY/ia IEpCOHANA

BerisiBIIeHHE pe3epBOB MOBBINIEHUS TPOU3BOAUTEIBHOCTH TPYJA U Ka4ECTBA
HOPMHUPOBAHUS TPY/1A, MOJTOTOBKA MPEIOKEHUN M0 U3MEHEHUAM YCIOBHI
Y OILIATHI TPYJa IIepCcoHasa

[TonroroBka nmpemioxkeHui mo GopMupoBaHuio OI0KETa Ha OPTaHU3ALHIO
Tpy/la nepcoHana

Omnpenenenne >pPEeKTUBHOCTH PAOOTHI CUCTEMBI OPraHU3ALUH TPYAA U
HOPMHPOBAHUS TPy/Ja Ha paboUYMX MecTax

Heo6xoanmeie ymeHust

BHeapsaTe MeTo1bl pallMOHAILHOW OpraHu3aluu Tpy1a

P33pa6aTBIBaTB IUIaHbI OPraHrU3allMOHHBIX U TCXHHYCCKUX MCPOHpI/IﬂTI/Iﬁ 10
IOBBIIICHUIO ITPOU3BOJUTCIIBHOCTU TPYyaa

AHanu3upoBaTh COCTOSTHIE HOPMUPOBAHHUS TPY/Ia, KAUECTBO HOPM,
MOKa3areyie no Tpyay

AmnanmuzupoBath 3)(HEeKTHBHOCTH PabOTHI CUCTEMBI OPTaHU3AIUH TPYAA
NepcoHajIa 1 HOPMUPOBAHUS TpyJa Ha pabouynX MecTax

CocTaBiiaTh U KOHTPOJHUPOBATH CTATbH PACXOJ0B HA OIJIaTy Tpylda
TNEpCcoHaJia IJIs TIJIaHUPOBAHUSA 6IOI[)KCTOB

PaboTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU U 0a3aMH JTaHHBIX 110
HOPMHUPOBAHMIO U OILIATE TpyJa NepcoHana

PazpabartbiBath 1 0OPMIIATH TOKYMEHTHI 110 HAMIPABJICHUIO IEATEILHOCTH

CO6J'IIOI[aTI> HOPMBI OTUKH JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHASA

MeTo/1pl yueTa 1 aHaJIn3a noka3aTrenel o Tpyay U omiaTe Tpyja

MGTOI[BI OIpeaciICHUA, OUCHKH 1 CPAaBHCHUSA HpOHSBOHCTBeHHOﬁ
HHTCHCHUBHOCTHU U HAIIPSIPKCHHOCTH TPpYyAad

MeTtoasl HOpPMUPOBAHMS TPYAA

MG)KOTpaCJ'ICBLIC 1 OTPACJICBBIC HOPMATUBLI TPYJOBBIX 3aTPaT

CoBpemeHHbIe POPMBI, CUCTEMBI OIJIAThl M Y4€Ta MIPOU3BOIUTEIILHOCTH
TpyJa IepcoHasna

Cucrembl, MeTOIbI U (HOPMBI MATEPHAIBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBaHUS TPy/la NEpPCOHAIA

Texnonoruu u Mmetopl GOPMUPOBAHUS U KOHTPOJISI OI0JIKETOB

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS AaHAJIN3a U CUCTEMATU3ALUH
JJOKYMEHTOB M HH(OpManuu

OCHOBBI TOKYMEHTO000POTA U TIOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

[Mopsanox Tapudukanuu paboT u pabounx, YCTAaHOBIECHUS JOJKHOCTHBIX
OKJIaJIOB, IOTUIAT, HAJ0ABOK M KOA(h(OUIIMEHTOB K 3apabOTHOM TU1aTe, pacuera
CTUMYJIMPYIOIIMX BBITIAT

TapudHo-kBanMpuKaMOHHBIE CIIPABOYHUKH paboT U npodeccuii pabounx u




KBAJIM(UKAIIMOHHBIE XapaKTEPUCTUKHU TOJDKHOCTEH CITY)KaIIUX

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTHU OpraHu3aliin

CrpykTypa opraHu3aiiiy 1 BaKaHTHBIC JODKHOCTH (TIpodeccun,
CIEIHUATLHOCTH )

Ka,I[pOBaH IIOJIMTHKA U CTPATCTHA OpraHHU3allin

DKOHOMUKA Tpy/a

OCHOBEI 06]1_[6171 n COHHaHBHOﬁ IICUXOJIOTHH, COIMOJIOINH U IICUXOJIOTNH
Tpyaa

TpynoBoe 3aKk0HOAATENILCTBO U UHBIE AKThI, COJEPHKALIUE HOPMBI TPYIOBOTO
IpaBa

OCHOBBI apXMBHOI'O 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIC AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS JIOKYMEHTALMH 110 EPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO 1aTesibeTBa Poccuiickoit deneparuu

3akoHomarenscTBO Poccuiickort denepanuu 0 IepCOHATBHBIX TAHHBIX

JlokanbHblE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIMPYIOLINE TOPSII0K
OpraHu3alyy TPyAa U HOPMUPOBAHMS IIEPCOHAA

[Tops 10K 3aKJIF0OUEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie 0cHOBBI HH)OPMATHKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTU PabOTHI C HUMHU

HApyrue
XapaKTCPHUCTUKHU

3.5.2. TpynoBas GpyHKIHs

Haumenosa | Opranusanus omiatsl TpyJa Kon E/01.6 | YpoBenb(nonypose 6
HUE repcoHasa Hb) KBATH(PHUKAITTI
ITpoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpUTHHANA
Kon Perucrpanuonnslii
OpHUTHHA HOMeEp
na npodeccuoHaIbLHOIO
CTaHaapTa

Tpynoseie nencTBys

Ananus YCHCIIHBIX KOPIOPATHBHBIX IMPAKTUK 11O OpraHru3alui CUCTEMBI
OIUIaThI TpyAa NEepCcoOHalia

Pa3paboTka cUCTEMBI OIUIAThI TPY/Ia MEpCOHAIA

(I)OpMI/IPOBaHI/IC IJIaHOBOTI'O 6IOIL)KCT8. (I)OHI[a OIIaThbI TpyAa,
CTUMYJIINPYIOIINX U KOMIICHCAIITMOHHBIX BBITIJIAT

BHenpenue cuctemsl oriaThl TpyAa epcoHana

[ToaroroBka npeaaoKeHU O COBEPIICHCTBOBAHUIO CUCTEMBI OTLIATHI
TpyJa IepcoHalia

Heo6xoaumelie ymeHUst

CocTaBiATh U KOHTPOJIMPOBATH CTaThU PACXOJI0B Ha OIJIATy TPY/a
TepCcoHasIa /ISl TNIAHUPOBAHUS OI0KETOB U (DOH/IOB

[TpuMeHATh TEXHOJIOTUU MaTEPHATBHON MOTHBALIMY B YIIPABICHUH
HIEPCOHAJIOM

PaBpa6aTLIBaTL KOHICIIHWIO ITOCTPOCHUA MOTUBAIMOHHBIX TPOT'paMM
pa6OTHI/IKOB B COOTBCTCTBUU C LNCIIAMU OPraHu3anu
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AHaNM3UpoOBaTh COBPEMEHHbBIE CUCTEMBI OIJIAThl U MaTEPUATBHOMN
(MOHeTapHOI1) MOTHBAIIMH TPYJa AJIs 1eJiel opraHu3aliu

AHanM3upoBaTh YPOBEHb OIUIATHI TPY/Ia IEPCOHAIIA 10 COOTBETCTBYIOIIUM
poecCHOHANBHBIM KBATU(DUKAIISIM

[TpoBOINTH MOHMTOPHUHT 3apa0OTHOM IJIATHI HA PHIHKE TPyAa

AHanm3upoBath GOPMBI MATEPUATBHOTO CTUMYJIMPOBAHHUS, KOMIICHCALIUN U
JBIOT B OIUIATE TPYa IIEpCOHAJIA

PaboTath ¢ nHpOpPMAITMOHHBIMU CHUCTEMAaMHU U 0a3aMH JJaHHBIX O OILIaTe
TpyZa IepcoHaia

CocTaBIsITh IPOTHO3BI PA3BUTHUS OILIATHI TPYyla NEPCOHAIIA

Co0:1101aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHUSI

Heo0Oxoaumbie 3HAHUS

@DopMBbI U cHCTEMBI 3apa0OTHOM TUIATHI, TOPSJIOK COCTABJICHHUS OI0JKETOB

Cucrembl, MeTOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPy/1a IEPCOHAIIA

TexHonoruu U MeTo 16l GOPMUPOBAHHS U KOHTPOJIS OFOKETOB M (POHIOB

[Mopsimok Tapudukaiuu paboT U pabounX, YCTAHOBICHUS JODKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HAT0ABOK M KOA(h(PHUIIMEHTOB K 3apabOTHOMH TUIaTe,
pacyera CTUMYJIHPYIOUIMX BBITLIAT

Mertoapl onpeiesICHUsI YUCICHHOCTH PAOOTHUKOB

TapudHo-kBamM(PHUKAITMOHHBIC CIIPABOYHUKH padOT U mpodeccuit padboumnx
1 KBATM(UKANMOHHBIC XaPAKTEPUCTUKH JOJHDKHOCTEH CITy)KaIIHX

MeTtobl yd€Ta U aHaJIn3a rokasatesiei mo Tpyay u 38.p8.60THOﬁ IJ1aTe

TGXHOJIOFI/II/I, MCTOJbl U MCTOAWKHU IMPOBCACHUA aHaJIn3a U CUCTEMATU3allun
JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

KaILPOBaH IMOJIMTHUKA U CTPATCIrud OpraHnu3aluun

CtpyKTypa OpraHu3aiuy U BaKaHTHBIE TOJDKHOCTH (Tpodeccuu,
CHEIAILHOCTH)

TpynoBoe 3aKk0HOIATENBECTBO U UHBIE AKTHI, COAECPKALINE HOPMBI
TPYIOBOIO IIpaBa

OcHOBBI HAJIOrOBOTO 3aK0HO1aTenbeTBa Poccuiickoit denepanun

3akononarenscTBo Poccuiickoil denepaiuu 0 nepcoHAIbHBIX TAHHBIX

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3aLNH, PETYIUPYIOLINE OIUIATY
TpyJa

OCHOBBI TEXHOJIOTHU IMPONU3BOJACTBA U ACATCIIbHOCTHU OpraHru3aliun

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIedeHUs

[Topsiok 3aKITFOYEHHS IOTOBOPOB (KOHTPAKTOB)

OcHOBEI 0011IEH U COLMAILHON ITCUXOI0THH, COLIMOJIOTHN U TICHXOJIOT A
Tpy/aa

Hopwmpl 5THKH 1€710BOTO OOIICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU pabOThI C HUMHU

Hpyrue
XapaKTEePUCTUKHI

3.5.3. TpynoBas GpyHKIHs

HaumenoBa | AAMMHHUCTPUPOBAHHE NIPOLIECCOB U Kon E/03.6 | YpoBeHb 6

HUe JOKYMEHTO000pOTa 10 BOIIpOCam (moaypOBEHb)
OpraHu3alK TPY/a U OIUIATHI KBa(pUKAIIHU
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[repoomm A — ]

IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
TPYAOBOH (PyHKIIMU OpUTHHAaNIA
Kon Peructpanuonnblit
OpUTMHaja HOMEp
po¢ecCuOHAIBHOIO
CTaHjaapTa
TpynoBeie neiicTBus AHanu3 mporeccoB T0KyMEHTO000pOTa, JIOKAIBHBIX JIOKYyMEHTOB TI0

BOIIPOCAM OpraHu3alliy OIUIATHI U TPy/a NepcoHaia

OdopmiieHre JOKYMEHTOB 110 BOIIPOCAM OIUIATHI M TPY/AA MepCoHaIa
[ToaroroBka npeagoKeHuil Mo BONpocaM OIUIAThI U TPy MepcoHana
[loaroroBka npengoKeHui o COBEPLUIEHCTBOBAHUIO CUCTEMBI OIIATHI U
OpraHuzallfy TpyJa nepcoHana

JIOKYMEHTAIlMOHHOE U OpraHU3allMOHHOE COIIPOBOXK/IEHUE CUCTEMBbI
OpraHM3aliy U OIUIATHI TPy MepcoHasa

[ToaroroBka u 006paboTKa 3arIpoCcoOB M YBEIOMIIEHUI 0 paOOTHHUKAX B
roCy/1IapCTBEHHbBIE OPTaHbl, MPOPECCUOHAIBHBIE COIO3bI U IPYTHE
IIpe/ICTaBUTENbHbBIE OPraHbl pAOOTHUKOB, 110 CUCTEMAaM OIIAThl U
OpraHu3allfy TpyJa nepcoHana

ConpoBosk/IeHUE TI0TOBOPOB 0 OKA3aHUIO KOHCYJIbTAIIMOHHBIX,
MH(GOPMAIMOHHBIX YCIYT MO0 CUCTEMaM OIUIAThI M OpraHu3aluy Tpyaa
MepCcoHaa, BKII0Yas MPeIBaPUTEIbHBIC TPOLEAYPHI O UX 3AKIIOYCHHIO

HeobOxomumeie ymernst | OGecnieunBaTh JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE MEPOIIPHUSITHIA 10
OIUIaTe U OpPraHu3allvuM TPpyJa IepcoHala

OdopMIIsITh JOKYMEHTHI TIO BOIIPOCAM OIUIATHI M OPTaHU3AIMH TPY/Ia
IEepCOHAJIa, IIPEAOCTABIIIEMBIE B TOCYIaPCTBEHHBIE OPraHbl,
npo¢eCCHOHAIbHBIC COIO3bI U APYTHE MPECTABUTEIbHBIE OPTaHbl
paboOTHUKOB

AHaNIM3UpOBATh HOPMATUBHBIE U METOJIMYECKHUE TOKYMEHTHI IO BOIIPOCaM
OIUIaThl U OpraHu3ally TpyAa NepcoHaia

Oprann3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
3akoHoarenscTBa Poceniickoit denepanuu u J0KaIbHBIMA AKTaMHU
OpraHu3aIu

Bectu yuet u perucrpanuio 10KyMeHTOB B HH(OPMAIIMOHHBIX CHCTEMaX U
Ha MaTePHUAJIbHBIX HOCUTENISX

PaGorats ¢ nHpOpPMAIIMOHHBIMH CHUCTEMAMH U 0a3aMU JaHHBIX M0 CHUCTEMaM
OIUIaThl M OpraHU3aliy TPyAa NepcoHaia

[Tpon3BoauTE TIpeABApUTENBHBIE 3aKYITOYHBIEC IPOIIEAYPHI U ODOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTAIMIO M0 3aKJIFOYEHUIO JJOTOBOPOB

BecTtu nenoByto nepenucky

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

Heo6xonumeie 3nanus | [lopsmok odhopmiieHus:, BEISHHU ¥ XpaHEHUS JOKYMEHTAITUU TI0 CHCTEMaM
OIUIaThl M OpraHM3aly TpyAa NeEpcoHaia

HopmaTuBHbIE TpaBOBBIC aKTHI, PETYIUPYIONTUE TIpaBa U 00I3aHHOCTH
rOCYJIapCTBEHHBIX OPTraHOB M OPraHU3aLMHU 10 MPEAOCTABICHUIO YYETHON
JIOKYMEHTaIUU

TexHon0rnu, METOIbl U METOAMKHU IPOBEAEHHUS aHAIN3a U CUCTEMATU3ALINU
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JOKYMEHTOB U HH(pOpMaLuu

JlokanbHbBIE HOPMATUBHBIC AKThI OpraHu3aliu, pEryaupyrouue nmopsaaoK
OIJIaThl, OpraHru3allui 1 HOPpMUPOBAHHUA TPYyadad

OCHOBEI ,I[OKYMCHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecrieueHus

[opsanox dopmupoBanus, BeeHus OaHKa JaHHBIX U MPEIOCTABICHUS
OTUYETHOCTH IO CUCTEMaM OILIAThl U OPTaHMU3aIlMU TPY/a IepcoHaa

TpynoBoe 3aKk0HO1ATENIBLCTBO U MHBIE AKThI, COJEPHKALUE HOPMBI TPYIOBOTO
IpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIC AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS JTOKYMEHTALMH 110 HEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKoHO 1aTesibeTBa Poccuiickoit deneparuu

3akoHozarenscTBO Poccuiickoit denepanuu 0 NepCOHAIbHBIX JaHHbBIX

ITops ok 3akiI0ueHuUs 10rOBOPOB (KOHTPAKTOB)

[Topsnok mpoBeAeH s 3aKyIIOYHBIX MPOLIETYp U 0hopMIICHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

Hopwmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie 0CHOBBI HH)OPMATHKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU PabOTHI C HUMU

HApyrue
XapaKTCPHUCTUKHU

3.6. O6o0menHas TpyaoBast pyHKIUS

Haumenosa | JlessTenbHOCTH IO OpraHU3aLNU Kon F YpoBeHb 6
HHE KOPIIOPAaTUBHOM COIMATIbHOM KBaJTU (DUKAITAH
MTOJIUTUKHU
IIpoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOH OpUTHHAaNa
TPYIOBOU (PyHKIUU
Kon Perucrpanmonn
opuUruHaia BIii HOMEp
npodeccuoHaib

HOTO CTaHIapTa

Bo3MoxHEIe
HaMMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

Crenuanuct 1o COHaIbHBIM ITporpaMmmMamM

Crnenuanuct mo paboTe ¢ MpeIcTaBUTENbHBIMU OpraHaMu PaOOTHUKOB
Crnenuanuct nmo KoprnopaTuBHON COIMAIbHON MOJTUTHUKE

Cnenuanuct 1o nepcoHany

Menemkep 1Mo nepcoHany

TpeboBanus
00pa30BaHMIO U
00y4YEeHHIO

Briciiee oOpa3zoBanue

JlononHUTENbHOE TIPOecCHOHaTbHOE 00pa30BaHKe - TPOTPAMMBI
po¢eCCUOHAITBHON MTEPENOATOTOBKY U MTPOTPAMMBI TIOBBITIICHUS
KBaJIM(DUKAIMK B 00JIACTH COITMAIBHBIX TPOrpaMM

TpeGoBaHuUs K ONBITY
MPAKTUYECKON pabOThI

Oco0Ople ycrmoBus
JI0NyCcKa K pabore
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HApyrue

XApaKTCPHUCTUKHU

I[OHOJ'IHI/ITCJ'IBHI)IC XapaKTECPUCTUKHU

HanmenoBanue qoKkymMeHTa Kox HaumenoBanue 6a30B0# rpymiibl, J0HKHOCTH
(mpodeccun) WM CIEUATBHOCTH
OK3 2412 CrienanucTsl 1o Kajapam U npodoprueHTannu
3423 CrenuanucTsl KaJIpoOBBIX CIIYXKO U YUPEKICHUN
3aHATOCTH
EKC - Crnenuanuct 1o Kajapam
- MeHepKep 110 nepcoHay
OKIIATP 27755 DKOHOMMCT 110 TPYAY
22956 MHcnekTop 1o kaapam
OKCO - -
3.6.1. TpynoBast pyHKIHS
HaunmenoBa | Pa3paboTka KoprnopaTuBHOM Kon F/01.6 | YpoBeHb 6
HUE COLIMAJIbHOU MOJTUTUKU (moaypOBEHb)
KBaJIM(pUKALIH
IIpoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
TPYyI0BOU (HYHKIIUU OpUTHHAJA
Kon Perucrpanuons
OpUTMHajIa BIi HOMED
npodeccruoHanb
HOTO CTaHAapTa
TpynoBeie neiicTBus AHanu3 yCnemHbsIX KOPIOpaTUBHBIX MPAKTHK 10 OPTaHU3ALNUNA COLIMATIBHOTO

MMapTHCPCTBA, COHHaHBHOﬁ OTBCTCTBCHHOCTH M COLIMAJIBHBIX ITPOTrpaMm

Pa3paboTka KOpHOpaTUBHBIX COUAIBHBIX TPOrpaMM

Pa3pa60TI<a CHUCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMaJIbHBIX JIBI'OT

Opranuzaiiys 1neperoBopoB ¢ npoheccuoHaIbHBIMU COI03aMH U IPYTUMU
MIPEICTaBUTEIbHBIMU OpTaHaMU pabOTHUKOB, OOIIIECTBEHHBIMU
OpraHU3aIMsIMHU, B3aUMOJIEHCTBHE C TOCYJaPCTBEHHBIMU OpraHaMu

[ToaroroBka npennoxxeHuit o GoOpMUPOBAHUIO OIOKETA B YaCTU
obecrieueHrs KOPIOPATUBHOW CONMAITbHON TOJUTHKHI

Heo6xoaumele ymenust | OnpenensTs eaeBble IPyIIbl epcoHaa s pa3padoTKu

CIICIUAIN3UPOBAHHBIX COIMUAJIBHBIX IPOTrpaMM

JloBOIMTH MH(OPMAIIHIO O COLIMATIBHBIX MTPOrpaMMax JI0 LEJNEBbIX TPy
IIEPCOHAJIA C UCIIOJIB30BAHNEM HHCTPYMEHTOB BHYTPEHHUX KOMMYHUKAITUI

OHpe,Z[CJ'ISITB KPUTCPUH U YPOBHH YJOBJICTBOPCHHOCTHU IMNEPCOHATIA

Hcnonp30BaTh MaTepuaabHbIe U HEMATEPUAIIBHBIE CUCTEMBI, METObI U
(hOopMbI MOTHBAIIMU B YIIPABJIIEHUU IEPCOHAIOM

Omnpenensate 00BEMBI CPEICTB AT peau3aliil COLMATbHbBIX TapaHTHl,
KOPHOPATUBHBIX JIIOT M UHBIX 2JIEMEHTOB KOPIIOPATUBHBIX COLUATBHBIX
nporpamm ist OpMHPOBAHUS OI0JKETOB

CocTaBisaTh U KOHTPOJHMPOBATH CTATbH PACXOJ0B HAa COMUAJIBHBIC IMTPOrpaMMBbI
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JJI TUNTAHUPOBAHU A 6IOI[)KGTOB

[IpousBoauTh NpeaBapuTeIbHbIE 3aKYIOUHBIE TPOLIETYPHI U OPOpMIICHHE
COITYTCTBYIOIIEH JTOKYMEHTAIMHU I10 3aKJI0YEHHIO JOTOBOPOB

Co0ro1aTh HOPMBI 3THKH JICJIOBOT'O OOIIICHHS

HeoOxonuMble 3HaHUS

[Topsanox 1 MeToAb! pa3padOTKH IJIAHOB U MPOrPaMM COLIUATBHOTO Pa3BUTHUS
OpraHu3alu

Mero/p! aHanM3a BHIIOIHEHHS COLUATIBHBIX IPOrPaMM H OIIPEETICHUS HX
HKOHOMHUYECKOH 3 (PEKTUBHOCTH

Cuctemsbl, MeTObI ¥ (HOPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJla IEPCOHAIIA

Texnonoruu u Mmetopl GOPMUPOBAHMS U KOHTPOJIS OI0JKETOB

MGTOI[BI IMPOBCACHUA CONOJIOTHICCKUX HCCHCHOBaHHﬁ, HU3YUCHUA
O6H.I€CTB€HHOFO MHCHMUA

TCXHOJIOFI/II/I, MCTOAbI 1 MCTOAWKH IPOBCACHUA aHaJIM3a U CUCTEMATU3 Al
HAOKYMCHTOB U I/IH(i)OpMaLII/II/I

[Topsanox mpoBeAeH s 3aKyIIOYHBIX MPOLIETYp U 0hopMIICHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

OCHOBEI HpOI/I3BO,Z[CTBeHHOI>'I JACATCIIbBHOCTH OpraHrn3alnin

OcCHOBEBI 00IIEH ¥ COIMAITLHOM IICUXO0JI0THH, COLIMOJIOTHH U IICHXOJIOTUH
Tpyaa

CTpyKTypa, 11eIH, CTpaTerusl U KaapoBasi MOJUTHUKA OPraHu3allun

TpyroBoe 3aK0HO1ATENILCTBO U MHBIE AKThI, COJIEPHKAILUE HOPMBI TPYIOBOTO
1paBa

OCHOBBI HAJIOIOBOTO 3aKOHO 1aTesibeTBa Poccuiickoit deneparuu

HopmatuBHBIE TPaBOBBIE aKThI, PETYIUPYIOIINE PaBa U 00I3aHHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, MPOPECCHOHATIBHBIX COI030B U IPYTHX
[IPEJICTaBUTENBHBIX OPraHOB paOOTHUKOB

3akoHo1arenscTBO Poccuiickon denepanuu 0 NEpCOHANBHBIX TAHHBIX

JlokasibHBIE HOPMATUBHBIE AKThl OPraHU3aLUN, PETYJIUPYIOLIKE OPSI0K
(hopMHUPOBAHKS COIMAIBHON TTOJIUTUKHU

OcHoBbI IpaBoBOTO peryaupoBanus Poccuiickoin @enepanyu nopsiaka
3aKJIFOYEHUHU JOTOBOPOB (KOHTPAKTOB)

HOpMH O9THUKHU JCJIOBOT'O 06H_IeHI/I$I

ba3oBbie 0cHOBBI HTH)OPMATHKHU, CTPYKTYPHOE IMTOCTPOCHUE
MH(OPMAIIMOHHBIX CHCTEM M OCOOEHHOCTU PabOTHI C HUMU

HApyrue
XAPAKTCPUCTHUKHU

3.6.2. TpynoBas pyHKIIsS

HanmenoBa | Peanuzanust KopriopaTuBHOM Koxn | F/02.6 | YpoBenn 6
HUE COLIMAJIbHON MOJIMTUKU (moypOBEHb)
KBaTMUKAITII
[Ipoucxoxaenue Opurunan X 3aMMCTBOBAHO U3
TPYAOBOH (hyHKIMH OpUTMHAaJIa
Kon Peructparmonn
OpUTMHajIa Bl HOMEP

npodeccuoHanb
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HOr'o CTaHAapTa

TpynoBsie nencTBUs

BuenpeHne KoprnopaTuBHBIX COLMANIBHBIX IIPOIPaMM, B TOM YHCJIE 110
COLMAJIBHOW NOJIEP)KKE OTJENIBHBIX IPyNI pabOTHUKOB

Peanu3arust CHCTEMBI COIUANBHBIX JILTOT, BHITIIAT PAOOTHUKAM C YI€TOM
TpeboBaHUH 3aKOHOIATENbCTBA Poccuiickoit Deaepanun

OrneHka yJ0BJIECTBOPEHHOCTH MEPCOHANIA KOPIOPATUBHON COLMAIBHOM
HOJIUTUKOM

Ornenka 3(heKTUBHOCTH MEPONPHUATHI KOPIIOPATUBHON COITUATBLHOM
MTOJIUTUKHU

[ToaroroBka npeIokKeHU M0 COBEPLIEHCTBOBAHUIO MEPOIIPUATUI
KOPIIOPATUBHOM CONMAJIbHON MOJUTUKHU

[ToaroroBka npeanoxxeHuit o GopMUPOBAHUIO OIOKETA HA peaTn3aluio
KOPIOPATUBHOM COIMATILHON MOJUTUKH U COIMAIBHBIX MTPOTrpamMM

HeoOxonumelie ymeHust

PaccuuThIBaTh 3aTpaThl Ha NPOBEIEHUE CHEIMATM3UPOBAHHBIX COLUABHBIX
IpOrpaMm

[IpoBOIUTH MOHUTOPUHT YCHEIIHBIX KOPIOPATUBHBIX COLIMATIBHBIX
IpOrpaMm

[IpoBOaUTH MEPONPUATHSA B COOTBETCTBUH C KOPIIOPATUBHOM COLIMAIBLHOM
HOJIUTUKOM

Ornpenendars 1efieBble TPYIIBI IEpCoHaNa JIJIs CO3qaHus
CHEIHATM3UPOBAHHBIX COIIMAIBHBIX TPOTpaMM

OnpenensiTb KpUTEPUU U YPOBHH YAOBIETBOPEHHOCTH NIEPCOHAJIA

Omnpenenstb 3hPEeKTUBHOCT MEPONPUITHIA pean3yeMoil KOPIOpaTUBHON
COLIMAJILHOM ITOJIUTUKA

Opranu3oBbIBaTh B3aUMOJIEHCTBUE C TOCYAAPCTBEHHBIMU OpraHaMH,
HpO(beCCI/IOHaIII)HI)IMI/I COI03aMH 1 JPYIrUMHU NPEACTABUTCIIBHBIMH OpraHaMu
paOOTHHKOB, OOIIECTBEHHBIMU M MHBIMU OpPTraHU3alMsIMU IO BOIPOCaM
peanu3anuy KOPIOPATUBHOM CONMAIBHON NOJUTHUKHU

AHaJ'II/I3I/IpOBaTB PBIHOK YCIIYT IO COUMAJIBHBIM U CIICHUATIM3UPOBAHHBIM
InporpamMmmam COIII/IHJIBHOﬁ MNOAACPIKKHU YJICHOB LCJICBLIX I'PYIIIT U TOTOBUTH
MPCAJIOKCHUS 110 UX MTOCTABIIMKAM

[Ipon3BoauTh NpeaBapUTEIbHBIE 3aKYIIOUHBIE TPOLIEYPhl U OPOPMIISTH
COIYTCTBYIOIIYIO JOKYMEHTALMIO 110 3aKIYEHUIO JOTOBOPOB

CO6J'IIOI[aTI> HOPMBI OTUKH JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHASA

BOHpOCBI YIpaBJICHUA CONUAJIbBHBIM PA3BUTUCM OpraHru3alvini

MeTtop1 aHanM3a BBINOJIHEHNS KOPIIOPAaTUBHBIX COLIUAJIBHBIX TPOrpPaMM U
ornpezeNeHusl NX SJKOHOMHU4Yeckoi 3 pexTuBHOCTH

Cuctemsbl, MeTObI, (POPMBI MaTEPUAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPYJla IEPCOHAIIA

MeTo/16I TPOBEIEHUS COLIUOIOTMYECKUX HCCIEIOBAHUN, H3yUCHUS
0O0IIIECTBEHHOTO MHEHUS

TexHomoruu, MeToAbl U METOJAUKHU IIPOBEICHUS aHAJIN3a U CUCTEMATU3ALUH
JJOKYMEHTOB M HH(OpManuu

HopmatuBHbIE TpaBOBbIE aKThl, pETyIUPYIOIIKE MpaBa U 00I3aHHOCTH
rOCy/IapCTBEHHBIX OPTraHOB, MPO(PECCHOHAIBHBIX COI030B U APYTUX
MPEJCTABUTENIBHBIX OPraHOB PAOOTHUKOB I10 MPEIOCTABICHUIO YUYETHOM
JIOKYMEHTAIH1

[Topsiok mpoBeeHNsI 3aKyTIOYHBIX MPoLeTyp U 0opMIIeHUs




CONYTCTBYIOIIEH JOKYMEHTAIMU

CTpyKTypa, IeNH, CTpaTerys U KaJipoBasi MOJIUTHKA OpraHu3aluu

OcHOBEI HpOI/I3BOZ[CTBeHHOI\/JI ACATCIIbHOCTHU OpraHru3aliun

OcHOBEBI 00IIEH ¥ COIMATLHOM ICUXO0JI0THH, COLIMOJIOTHH U IICHXOJIOTUH
Tpyaa

Tpyl10BO€ 3aKOHO/IATEILCTBO U MHBIE AKThI, COAEPKAIIUE HOPMBI
TPYAOBOTO ITpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE MIPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4acTy BeICHUS TOKYMEHTAIIUM 110 MEPCOHATY

OCHOBBI HAJIOIOBOTO 3aKOHOAaTe/IbeTBa Poccuiickon depepanun

3akoHojarenbcTBO Poccuiickon denepannn 0 NepCOHATbHBIX JaHHBIX

JlokanbHbIE aKThl OPraHU3aLUH, PETYIUPYIOIIME OPSAAOK BHEAPEHUS
COLIMAJIbHOW IOJIMTUKU

ITops ok 3akiIt0ueHus 1OroBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1e710BOT0 O0IIeHUS

ba3oBbie 0OCHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMH

Jlpyrue xapakTepucTuKu

3.6.3. TpynoBas GpyHKIHs

HaumenoBa | AaMuHHUCTpUPOBaHHUE MPOLECCOB U Kon F/03.6 | YpoBenb 6
HUE JOKYMEHTO00O0pOTa IO BOIIPOCaM (moypoBeHb)
KOPIOPaTUBHON COLIMAIbHOU KBaJU(hUKALNH
TTOJIUTHKHU
IIpoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPyOBOM (HYHKIIHH OpUTHHAaJa
Kon Perucrpanuonnsiii
OpUTHHaja HOMEp
npodeccuoHaIBLHOTO
CTaHJapTa

Tpynoseie nencTBys

AHanu3 nporeccoB JOKyMEHTO000pOTa, JJOKAIbHBIX JOKYMEHTOB 110
BOIIPOCaM KOPIIOPAaTUBHOM COLMAJIBHOM MOIUTHUKH

JlokymeHTaIrmoHHoe 0(hOpMIICHHE PE3YyIHTATOB KOPIIOPATUBHOMN COIIMAIBHON
TIOJINTUKU

[ToaroroBka npeuIoKeHN MO Pa3sBUTHIO KOPITOPATUBHOM COLMAIBHON
ITOJINTUKHU

[ToaroroBka pe3ysibTaTOB aHAIM3a COOTBETCTBUS KOPIIOPATUBHOMN
COLIMATIbHOW MOJIMTUKU TPeOOBaHUSIM 3aKOHOJaTeNbCcTBA Poccuiickoi
denepanyy U YCIOBUSIM PbIHKA TPy

JIOKyMEHTallMOHHOE ¥ OPTaHU3ALMOHHOE CONIPOBOXKICHUE MEPOIIPUATHIA
KOPIOPAaTUBHOMN CONMAIBbHON MOJUTHUKHU

[ToaroroBka n 00paboTKa 3aIIpoCcOB U YBEIOMIIEHUI 0 paOOTHHUKAX B
rOCyJJapCTBEHHbIE OPTaHbl, MPO(PECCHOHATBLHBIE COIO3bI U APYTHe
MIpe/ICTaBUTENbHBIE OPraHbl pAOOTHUKOB IO BOIIPOCAM COI[HAILHOMN
MOJUTUKH B OTHOILIEHUH MTEPCOHATIA

COHpOBO)K,ZIeHI/Ie JOTrOBOPOB IO OKA3aHWIO KOHCYJIbTAlIMOHHBIX 1
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MH(POPMALMOHHBIX YCIYT MO MEPONPUSATHIM KOPIIOPATHBHON COIMATIBLHOM
MIOJINTUKH, BKIIIOYAsl IPEABAPUTENBHBIC IPOLICAYPHI 110 UX 3aKIIOYEHUIO

Heo6xoaumeie ymeHUst

OdopMIIATh TOKYMEHTHI TI0 BOIIPOCAaM KOPIIOPATUBHOW COLUAIBHOM
IIOJINTUKH, IIPEJOCTABIIIEMBIE B TOCYIAPCTBEHHBIC OPTaHbl,
MIPEJICTABUTEIIbHBIE OPTaHbl PAOOTHUKOB

AHaNIM3UPOBaTh MPaBUJIa, MOPSIKH, MPOLEAYPbl KOPIOPATUBHOM
COLIMAJILHOM ITOJIMTUKA

OO0ecrieunBaTh AOKYMCHTAIIUOHHOC COIIPOBOXKACHUC COIIMATLHOM IOJIUTUKU
B OTHOIICHUH IICPCOHAIA

Opranu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
ApXMBHOIO 3akoHOAaTesbcTBA Poccuiickoit deaepariuu U J0KaJIbHBIMU
aKTaMH OpraHu3aluu

[IpousBoauTh NpeaBapUTEIbHbIEC 3aKYIOUYHBIE TPOLIEYPHI U 0POPMIIATH
COITYTCTBYIOILYIO JIOKYMEHTAIIMIO 110 3aKJIFOUEHHUIO I0TOBOPOB

Pa6oTrath ¢ I/IH(i)OpMaLII/IOHHLIMI/I CHCTEMaMU U 0a3aMu JaHHBIX I10 BOIIpOCaM
COIII/IaJII)HOf/'I INOJIMTUKU B OTHOIICHHWHU IIEPCOHAJIA

Bectu YUCT U PErucTpanuro 10KyMEHTOB B I/IH(I)OpMaLII/IOHHLIX CHUCTEMAxX U
Ha MaTCPUAJIbHBIX HOCUTCIIAX

Bectu ACJIOBYIO IICPCIUCKY

Co0ro1aTh HOPMBI ATHKH JIEJIOBOT'O OOIIEHMS

Heo0xoaumble 3HAHUS

[Topsimok oopmieHust, BeCHUS U XPAHSHHS TOKYMEHTALIUH 110 COILIMAIbHON
IOJIMTUKE B OTHOLIECHUH NIEPCOHAIIA

[Topsimok popMupoBanus, BeleHNUs OaHKa TaHHBIX U MPEJOCTABICHUS
OTUYETHOCTH 10 BOIIPOCAM COLUAIIbHOM NOJIUTUKU B OTHOUIEHUU NIEPCOHAA

TGXHOJIOFI/II/I, MCTOAbI 1 MCTOAWKH IMPOBCACHUA aHaJIM3a U CUCTEMATU3 AN
JOKYMCHTOB U I/IH(I)OpMaLII/II/I

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsmox mpoBeAeH s 3aKyTIOYHBIX MPOIIETYp U 0hOpMIECHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

CtpykTypa OpraHu3aluy U BaKaHTHBIE TOJDKHOCTH (Tipodeccun,
CHEIHAIbHOCTH)

TpynoBoe 3aKk0HOAATENBECTBO U MHBIE aKThI, COAEPKAINE HOPMBI TPYJOBOTO
rpaBsa

OCHOBBI ApXMBHOT0 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoil deneparuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 EPCOHAILY

OCHOBBI HAJIOTOBOT0 3aK0HO 1aTesIbeTBA Poccuiickoit denepanuu

HopmatuBHbIE IpaBOBbIE aKThl, pEryIUpPYIOIIKE MpaBa U 0013aHHOCTH
roCy/1IapCTBEHHBIX OPTraHOB, MPO(ECCHOHAIBHBIX COI030B U IPYTHX
MPEJCTABUTENIbHBIX OPraHOB PAOOTHUKOB IO MPEIOCTABICHUIO YYETHOM
JIOKYMEHTAIH1

3akoHnoarenscTBO Poccuiickoit denepanyivi 0 NepCOHANbHBIX TAHHBIX

JlokanbHBIE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIMPYIOIINE TOPSII0K
BHEJIPEHUsI KOPIIOPATUBHOW COLMATIbHOM ITOJIUTUKH U COLUAIBHBIX
Iporpamm

ITopsiok 3aKTt0UeHUs TOTOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOT'O O6IJ_ICHI/ISI

bazoBble 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

Apyrue
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XAPAKTCPUCTHUKHU

3.7. O6o6uienHas Tpya0Bast QyHKIHS

HaumenoBan | OnepanroHHOE yIIpaBieHUE IEPCOHATIOM U Kon G | Yposenb 7
ue MO/Ipa3IeIeHUeM OpraHU3aliU KBaJIM(pUKaLK
"

[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001eHHON OpUTHHANA
TpyI0BOU (HyHKIIUU

Kon Perucrpanmonn

OpUTHHAJa BIif HOMEDP
npodeccuoHanb

HOT'O CTaHJapTa

Bo3moxxHbie
HaVMEHOBaHUS
JIOJDKHOCTEH,
npodeccuii

PykoBoguTens CTpyKTYpPHOI'O IOAPA3AEICHUS
HavansHuk cTpyKTypHOIO NOAPA3ACIICHUS

TpebGoBanus k
00pa3oBaHMIO U
00yUYeHUIO

Briciiee 00pa3oBaHue - CIEMAIATET, MAaTUCTPATypa

JlonoaHUTeNbHOE MPOo(hecCHOHATbHOE 00pa30BaHKe - IPOTrPAMMBbI
npodecCHOHaIbHOM NEPEOArOTOBKU B 00IACTH YIIPABICHUS IEPCOHAIOM,
OIEPALMOHHOr0 U TAKTUYECKOI'O YIPABICHUS; IPOrPaMMBbI ITOBBILICHUS
KBaJIM(UKAIMK B 00JIACTH YIIPABIIEHUS IEPCOHAIIOM, ONIEPALIMOHHOTO U
TaKTHUYECKOTO YITPaBJICHHUSI

TpebGoBaHUs K OTBITY
IPAKTUYECKON pabOThI

He menee nartu et B 061acTu yrnpaBiaeHUs IEPCOHATIOM

Oco06ble ycrnoBus
JoIycKa K pabote

Jpyrue

XaPAKTCPUCTHKHU

JlonomHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHnTa Kon HanmenoBanue 06a30B0ii TPYIIIbI, TOKHOCTH

(mpodeccun) wim crienuagIbHOCTH

OK3

1232 PyxoBonuTenu noapazaenenuit (ciyx0) ynpaBieHus
KaJ[paMH U TPYIOBBIMH OTHOIICHUSIMHU

EKC

- HavanbHuk oTaena kaapos

- HavaneHuK oT/€71a OpraHn3aliyy 1 OIIaThl TPYy1a

- HavanbHuk oT/iesia moAroTOBKU KaJipoB

- HauanpHuk OTACJIa COMAJIIBHOT'O PA3BUTHU

3aBeyronuil (HayaabHUK) OTAEJIOM KaJpOB

OKIIJITP

24063 Menemkep 1o nepcoHany

3.7.1. TpynoBas pyHKIMs
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HaumenoBa | Pazpa®oTka cucteMbl onepanioHHOTO Kon G/01.7 | YpoBeHb 7
HUE YIpaBJICHUS TIEPCOHATIOM M pabOThI (mo1ypOBEHB)
CTPYKTYPHOTO MOJIpa3/IeICHHUs KBaJTU(pUKAITIH
IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3
TpYyI0BOU (HyHKIIUU OpUTHHAJIA
Kon Peructpanuonnblit
OpUTHHANA HOMED
npodeccuoHanbHO

ro CTaHIapTa

TpynoBsie nencTBUs

AHanu3 yclenHblX KOPIOPATUBHBIX MPAKTUK 110 BOIIPOCAM CTPATErMUECKOIr0
Y OIIEPATUBHOIO YIIPaBJIEHUs IIEPCOHAIIOM OpraHu3aluu

[TocTanoBKa onepaTUBHBIX 1I€JIEH TTO BOMPOCAM YIPABIICHUS] IEPCOHATIOM

Pa3paboTka niuaHoB, mporpaMM U NpoIieyp B yIpaBICHUH IEPCOHATIOM

PazpaboTka npemiokeHuit mo cTpyKType moapas3ieieHus U MoTpeOHOCTH B
nepcoHae

Pazpabotka npeioxkeHuii mo o0ecredeHuIo IepcoHaIoM, (GOpMUPOBAHHIO
CHCTEM OLICHKH, Pa3BHUTHsI, OILIATHI TPY/Ia, KOPIIOPATUBHBIM COL[HATBHBIM
MPOrpamMMaM U COLHAIbHON MOJIMTUKE

Pa3pabotka npeanosxxkeHuit o 3arpatax U GopMUPOBaHUIO OIO/KETa Ha
IIepCoHaI

PazpaboTka npeiokeHuil 1Mo 3aKIF0UeHHI0 JOTOBOPOB 110 YIIPABICHHIO
MEPCOHAJIOM C [TOCTABIIMKAMU yCIYT U IPOBEIEHUE MIPEIBAPUTEIbHBIX
IIpoLEayp M0 MX 3aKIH0YEHUIO

Heo6xoanMele ymeHUst

OpraHu30BbIBaTh PabOTy NEPCOHAIA CTPYKTYPHOT'O MOAPa3AeICHHS

OnpenensTh 3a1a4M IEpcoOHaIa CTPYKTYPHOIO MOAPA3/IeIICHUs, UCXOAS U3
1[eJIel U CTpaTernuy OpraHu3aluu

Co3znaBaTh M ONUCHIBATH OPraHU3ALMOHHYIO CTPYKTYPY, LI€JIH, 3a]JauH,
(YHKIMU CTPYKTYPHOT'O NOJPA3/IeIeHUs

[TIpumeHsATh METOABI YIPABICHUS MEXINYHOCTHBIMUA OTHOLIEHUSIMU,
(dhopMUpOBaHUS KOMaH]I, Pa3BUTHUS JUIEPCTBA U UCTIOTHUTEIBHOCTH,
BBISIBIICHUSI TAJIAHTOB, ONPEJICIICHHS YIOBJICTBOPEHHOCTH PaObOTOM

OHpe,Z[eJ'ISITB, AHAJIM3UPOBATh, MOJACIIMPOBATHL U BBICTPANBATH BHYTPCHHUC
KOMMYHHKAIIUX ICPCOHAIA

Pa3pabatbiBaTh IPOEKTHBIE MPEATIOKEHUS U MEPOTIPUATHS 110 d(HHEeKTHBHON
paboTe nepcoHasa

BHenpsth cTpaTteruio 1o ynpapieHUIO NEPCOHAIOM

CocTaBisTh, PaCCUNTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTAThH
pacxo0B Ha IepcoHall, pa3padaTbiBaTh MPEUIOKEHHSI 110 3aTpaTaM Ha
nepcoHai i (GoOpMUpPOBaHUS OIOIKETA

[IpencraBnsaTe HHTEPECH! OPraHU3alUU U BECTH NIEPETOBOPHI C
npo¢eCCHOHATBHBIMU COI03aMH U APYTUMHU MPECTaBUTEIbHBIMU OpraHaMH
pabOTHUKOB, B3aUMOJIEHCTBOBATh C FOCYIAPCTBEHHBIMU OpraHU3alUsIMU

AHanu3upoBaTh HH(POPMAIUIO 1O MOCTABIIUKAM YCIYT B 00JIACTH
yIpaBJIEHUs IEPCOHAJIOM U IO YCIOBUSM 3aKJIH0YaEMbIX JOTOBOPOB

[Ipou3BoaUTE peBapUTEIbHBIC 3aKYITOUHBIE TPOLIETYPHI U OPOPMIISTH
COITYTCTBYIOILYIO IOKYMEHTAIIMIO 110 3aKJIF0UYEHHUIO JI0TOBOPOB

PaGorats ¢ I/IH(i)OpMaI_[I/IOHHLIMI/I cucTeMaMu 1 6azamu JAaHHBIX 11O BOIIPOCaM




YIpaBJIEHUS IEPCOHATIOM

OpraHI/ISOBBIBaTI) W MMPOBOAUTE KOPIOPATUBHBEIE MECPOIIPUATHA C IIEPCOHATIOM

Co0biro1aTh HOPMBI ATHKH JITIOBOTO OOIICHUS

Heo0Oxoaumbie 3HAHUS

Mertoapl, CnocOOBI U MHCTPYMEHTHI YIIPABJICHUS IEPCOHATIOM

HCJ'II/I, CTpaTCrusl pa3BuUTUA U OusHec-IIaH OpraHnu3anun

ITonuTuKa ynpasiieHHs IEPCOHATIOM OpPraHHU3alUun

MGTO,I[BI aHaJIM3a KOJIMYCCTBCHHOI'O U KAYCCTBCHHOI'O COCTaBa I€pCcoHalia

Cuctembl CTaHIAPTOB 110 OU3HEC-TIpoLieccaM, TpodeccHsiM, HOpMaM Tpyaa

Cuctemsbl, MeTObI ¥ (HOPMBI MATEPUATIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJla IEPCOHAIIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJISL OFOJIKETOB

[Topsanox mpoBeaeH sl 3aKyIIOYHbBIX MPOLETYp U 0hopMIIeHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

OCHOBEI HpOHSBOHCTBCHHOﬁ JACATCIIbHOCTH OpPraHru3aliin

OcCHOBEBI 00IIEH ¥ COIMAITBLHOM IICUXO0JI0THH, COLIMOJIOTHH U IICHXOJIOTUH
Tpy/a, 5KOHOMUKH TPYy/ia, 0€30MaCHBIX YCIOBHH TPy/aa

CTpyKTypa Opranuszanuu

TpyroBoe 3aK0OHOAATENBLCTBO U MHBIE AKThI, COJIEPKAIUE HOPMBI TPYIOBOTO
1paBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit deneparuu, B 4aCTHU BEACHUS TOKYMEHTAUH 10 IEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbCTBA Poccuiickon denepannn

OCHOBBI MUTPAIIMOHHOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepaiuu, B
YaCTH MPUBJICUCHUS U TPYOYCTPOICTBA HMHOCTPAHHBIX TPAXKIAH U JIUIL O€3
rpak1aHCTBA

OCHOBEI AAMUHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B obacTu YIIpaBJICHUA
TNEPCOHAJIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JINI]

3akoHo1arenscTBO Poccuiickon denepanu 1o 3amure NePCOHAIBHBIX
JAHHBIX

JIokanbHbIE HOPMAaTUBHBIC aKThI OpraHu3alu B oOactu YIIPpaBJIICHUA
MIEPCOHATIOM

[Tops 10K 3aKIIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH nemoBoro oOieHust

bazoBble 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOThI C HUMHU

Tlpyrue

XAPAKTCPUCTHKHU

3.7.2. TpynoBast pyHKIMS

HaunmenoBa | Peanm3arus onepammoHHOTO Kon G/02.7 | YpoBeHb 7
HUE yIIpaBJIEHUS IEPCOHATIOM U pabOThI (moypoBeHb)
CTPYKTYPHOTO NOApa3/IeICHHs KBaJIM(pUKAITIH
[Ipoucxoxaenue Opurnnan X 3auMCTBOBAHO U3
TPYAOBOH (hyHKIMH OpUTMHAaJIa
Kon Peructpanuon
opuruHaia HBII HOMEp

npodeccuoHan
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BHOT'O
CTaHIapTa

TpynoBble neicTBUA

HJ'IaHI/IPOBaHI/Ie ACATCIIBHOCTH MMOAPA3ACICHUA U IIEPCOHATIA

OnepaTuBHOE yIpaBJIEHHE NEPCOHAIOM MOPa3/IeIeHHs] OpraHu3alun

Pacuer 3atpar 1o mojpasieneHuio 1 MoAroTOBKA MPeI0KESHUN IS
dbopmupoBaHus OrOKETa

Pa3paboTtka cTaHIapTOB NEATEIBLHOCTH MMOAPA3ACICHUS U YHH(PUKAIINS
IPOLIECCOB

ITpoBeneHne MHCTPYKTAXKa IO OXpaHe TpyJa

[TocranoBka 3a/1a4 pabOTHUKAM CTPYKTYPHOTO MOJpa3ieaeHHs,
ONpeJIeTICHUE PECYPCOB JJIsl UX BBINOJHEHHUS, KOHTPOJIb UCIIOTHEHUS

AHau3 IIaHOB ¥ OTYETHOCTH MMOAYMHEHHBIX paOOTHUKOB, pa3padoTKa
MIPEAJIOKEHUH 0 YIIYUIICHHUIO TTOKa3aTesIel NesATeIbHOCTH MOoIpa3IeaeHus

DopMHpPOBAHUE OTYETOB O PabOTE CTPYKTYPHOTO MOApa3iesieHus

HeoOxonumelie ymeHust

OnpenensiTb 30HBI OTBETCTBEHHOCTHU U 3(PPEeKTUBHOCTU PabOTHI IEpCOHAIA
CTPYKTYPHOTO TOJIpa3/IeJICHHUs, PaCIpeACIIsATh 3aJaui  00eCieunBaTh
MaTepUaIbHO-TEXHUYECKUE PECYPCHI ISl UX UCTIOTHEHHUSI

IIpuMeHATH METOIbI ONIEPATUBHOTO YIIPABJICHHUS IEPCOHATIOM OpPraHHU3alun

KOHTpOJ'II/IpOBaTL HCIIOJIHCHHC HOpy‘IeHI/Iﬁ H 3a1a4, BHOCUTD
CBOCBPCMCHHBLIC KOPPCKIWH B IIJIAHBI U 3a1a41

OnpenensaTs nokazarenu 3PPeKTUBHOCTH pabOThI IEpCOHAIIA
110JIpa3/ieJIeHus

praBJ’IHTB MOTHBaHHeﬁ IepcoHalia, €ro BOBJICUCHHOCTBIO U HHCHHHHHHOﬁ
Tpyda

CocTaBATh IJIAHBI AESITEIBHOCTU CTPYKTYPHOTO MOJIpa3IeieHuUs
OpraHu3aIn

CocTaBiATh, pacCCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATh CTAThbH
PacxoJI0B CTPYKTYPHOTO MOIpa3ieieHust st JOpMUPOBAHUs OI0KETOB

IIpon3BOaUTE aHAIN3 TEKYLIEH NEATEIBHOCTH CTPYKTYPHOTO
MIOAPA3ACIICHUs U BHEAPATH MIPOLIEAYPHI 110 €€ ONTUMHU3ALUN

IIpencraBisTe HHTEPECHI OPraHU3aMU U BECTH IIEPETOBOPHI C
roCyJapCTBEHHBIMU OpraHaMH, MPOo(eCCHOHATBHBIMU COK0O3aMH U JPYTUMHU
IIpEJICTaBUTEIbHBIMU OpraHaMu pabOTHHUKOB I10 BOIIPOCaM NepcoHalIa

Bectu meperoBopsl ¢ MOCTaBIIMKAMU YCIYT IO YCIOBUSM 3aKIFOYaeMbIX
JIOTOBOPOB

[Tpou3BoauTh MpeaBapUTEIbHBIC 3aKYIIOUYHBIE TPOLIETYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIIUIO MO 3aKJIIOUEHHUIO JOTOBOPOB

[TpoBOIUTH ayTUT Pe3yabTaTOB pabOTHI C IEPCOHATIOM

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JTAaHHBIX 110
BOIIPOCAM YIIPaBJICHUSI IEPCOHATIOM

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHUSI

HeoOxoaumeble 3HAHUSA

Teopuu ynpaBiaeHUs] NIEPCOHATIOM M €r0 MOTHUBAIIUH

MeTtoapl aHanM3a BBINOJIHEHNS IUIAHOB U 3ajia4, ONPEAEICHUS UX
HKOHOMUYECKOM 3(hPexTBHOCTH

(I)OpMLI 1 MCTOABI ONCHKHU IICPCOHAJIA U PEC3YJILTATOB UX TPYAd

Texmomorun OIICPATUBHOI'O YIIPABJIICHUA IIEPCOHAIOM OPraHu3alnu

Cuctembl, METOIBI M (POPMBI MATEpHAIEHOTO U HEMATEPUAIbHOTO
CTUMYJIMPOBAHUs TPya NEPCOHANIA




TexHosoruu U MeTo 1l YOPMUPOBAHHSI U KOHTPOJISI OIOIKETOB

Teopuu v MeTO/IbI YIIpaBJIeHUs] Pa3BUTHEM IIEpCOHAA

OKOHOMUKA Tpy/ia

OpraHu3alMOHHO-IITATHAS CTPYKTYpa OpraHU3aliu

ITonmutuka YIIPABJICHHUA IIEPCOHATIOM U COlMaJIbHAs IMOJUTHUKA OpTraHU3allui

Ienwn, cTparerusi pa3BUTHs U OM3HEC-TIAH OPTaHU3AINH

MeTOI[I/IKI/I TUIAHWUPOBAHUA U IIPOTHO3UPOBAHUA l'IOTpe6HOCTI/I B IICPCOHAJIC

ITopsimoK yperynupoBaHus TPYAOBBIX CIIOPOB

TpeGoBaHus U MpaBuiIa NPOBEJCHUS ayAUTa pabOThI C IEPCOHATIOM

(-DOpMI)I COLMAJIBHOTO ITapTHCPCTBA U BSaHMOﬂeﬁCTBHH C
HpO(i)eCCI/IOHaJIBHHMI/I CON03aMU U APYIrUMHU NPCACTABUTCIIbHBIMU OpraHaMiu
pa6OTHI/IKOB, W MHBIMH OpTraHU3allusIMHU

[Topsimokx oopmieHns KaAPOBBIX JOKYMEHTOB M MIPUIAHHS UM
IOPUANYECKON CHJIBI

[Topsiok poBeneHus 3aKyMOYHBIX MPOLEAYP ¥ 0(OPMIICHUS
COIIYTCTBYIOIEH JOKYMEHTaluU

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

OCHOBBI apXMBHOT'O 3aKOHO/IATENILCTBA  HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccuiickoii deneparuu, B 4aCTH BeJICHUS JOKYMEHTAIIMH 110 TIEPCOHATTY

OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBA Poccuiickon deaepannn

OcHOBBI MUTPAaLIMOHHOTO 3aKOHOAaTeNnbeTBa Poceuiickoit denepanun, B
YaCTH NMPUBJICYCHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX TPAXKIaH U JHII Oe3
IPaKJaHCTBA

OCHOBEBI AJIMUHUCTPATUBHOI'O 3aKOHOJATCJILCTBA B obnactu YHpaBJICHUA
NEPCOHAJIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JIMIT

3akoHonarenscTBO Poccuiickoit denepaniy 0 NepCOHANBHBIX TAHHBIX

JIokanbHBIE HOPMATUBHBIC AKThI OpraHnu3alvi B 4aCTHU YIIPABJICHUA
NIEPCOHATIOM

OcHoBEHI paBoBOTO perynupoBanus Poccuiickoit denepanuu mopsiaka
3aKIIFOYEHUS TPaXKJaHCKO-IIPABOBBIX TOTOBOPOB

Hopwmpbl 3THKH 1€710BOTO OOIIICHUS

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE IOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTU PabOThI C HUMHU

Jlpyrue xapakTepucTuku

3.7.3. TpynoBast pyHKIMs

HaunmenoBa | AIMUHHCTpUpPOBAHUE TTPOILIECCOB U Kon G/03.7 YposeHb 7

HHE JIOKYMEHTO000pOTa MO ONEPAMOHHOMY (TTOMypOBEHB)
YIIPaBICHUIO TIEPCOHAIOM M paboTe KBaJTH(DUKAITIH
CTPYKTYPHOTO MOJpa3IeIeHUs

IIpoucxoxaeHue
TPYAOBOU (QYHKIIUU

Opurunan X 3aMMCTBOBaHO U3
OpUTHHAaJa
Kog Perucrpanuon
opuruHaia HBII HOMEpP
npodeccuoHan

BHOT'O
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CTaHJapTa

TpynoBble nelcTBUA

AHau3 MporeccoB TOKyMEHTO000pOTa, TIOKATBHBIX TOKYMEHTOB 110
BOIIPOCAM OMNEPAIMOHHOTO YITPABICHHSI IEPCOHATIOM U pabOThI
CTPYKTYPHOTO IOIpa3/iefieHns, OU3HEC-MpOIeCCOB OPraHu3alui,
YJIOBJICTBOPEHHOCTH TIEPCOHAIA

JlokymeHTanmonHoe opopMIIeHHE Pe3yIbTaTOB ONEPALUOHHOTO
yIpaBiIeHUS MEPCOHATIOM U PabOThl CTPYKTYPHOTO MOAPa3IeICHHUS,
pe3yJIbTaTOB ayiuTa paboThl C IEPCOHATIOM

IToaroroBka NpeUIoKEHUN 110 Pa3BUTUIO CUCTEM OIIEPAL[MOHHOTO
yIpaBJIeHUs IEPCOHAIOM U PabOThI CTPYKTYPHOTO MOJIPa3/ieiIeHus, 110
HE00XOJMMBIM KOPPEKTUPYIOIIUM U IPEBEHTUBHBIM Mepam

Pa3pa60TI<a CHUCTCMBI dHAJIN3a 1 KOHTPOJIA pa6OTBI IepcoHaia

KoHntpoiib, cpaBHEHHE 1 aHATIN3 MIPOIIECCOB B 00JIACTH OIEPATUBHOTO
YIPaBJICHUS IEPCOHATIOM, PE3YJIbTAaTOB YIIPABIECHYECKUX MEPOIIPUATHH,
onpeneneHue (akTopoB, BHI3BIBAIOIINX OTKIOHEHHUE OT TUIAHOBBIX
rokazaresei

[ToaroroBka n 0O6paboTKa 3aIIPOCOB, YBEAOMIICHUH, CBEICHUH O
paboTHUKAX B rOCYAapCTBEHHBIE OpraHbl, IPo(heCCHOHATbHBIE COIO3bI,
00OLIECTBEHHbIE OPraHU3alUH

ConpoBOX/IEHUE JOTOBOPOB OKa3aHUs YCIIYT TI0 BOIPOCAM ONEPATHBHOTO
YIIPABJICHUS IIEPCOHAIIOM U pab0Te CTPYKTYPHOTO TIOAPa3/ICICHHS,
BKJII0YAsl TPEIBAPUTEIILHBIC TPOLICYPHI 110 MX 3aKIFOUYCHUIO

[ToaroroBka mpeaoxeHui mo GOpMUPOBAHUIO OIOHKETa Ha TIEPCOHAT
OpraHu3alu

Brimonaenune TpeboBaHuil o XpaHEHUI0 HHPOPMAITUU O pe3yabTaTax
JNENCTBHUS CHCTEM OIMEPAI[MOHHOTO YIIPABICHUS IEPCOHATIOM U PaOOTHI
CTPYKTYPHOTO TIO/Ipa3/ieNICHUs

HeoOxonumelie ymeHust

KonTponupoBath npoiiecchl ynpasieHus: IEPCOHAIOM MOApa3/IeIeHHH,
OTIPEIEIIATh UX PE3YIbTATUBHOCTD U BBISIBIATH (DAKTOPHI OTKIIOHEHHH OT
TJIAHOBBIX TTAPAMETPOB

Pa3pabarbiBaTh IpoOrpaMMBbl JOCTUKEHHUSI LI€TIEH 1 OMIEPaTUBHOTO PEIICHUS
3aa4 MoJIpa3aeICHuN

AHaIM3UpoBaTh, pa3padaTbiBaTh U 0GOPMIATH JOKYMEHTHI IO
ONepaTUBHBIM IIPOLIECCaM UM UX pe3ylbTaTtaM

HpOBOI[I/ITB AyAUT KaApPOBBIX ITPOLCCCOB, MpoLEeaAyp, O(I)OpMJ'ICHI/IH
KaJAPOBBIX TOKYMCHTOB U TOKYMCHTOB 110 YIIPABJICHUIO IICPCOHAJIOM

KOHTpOJ'II/IpOBaTL PACXOJ0OBAHUC 6IOII)KCTOB Ha NICPCOHAJI

OdopMIsATh JOKYMEHTHI IO OMIEPALIMOHHOMY YIPABICHUIO IEPCOHAIOM U
paboTe CTPYKTYPHOTO IOIpa3/ieieHus, IPEI0CTaBISIEMbIC B
roCy/1apCTBEHHBIE OPTraHbl, IPEACTABUTEIbHBIE OpraHbl pAOOTHUKOB

ObecneunBaTh TOKYMEHTALIMOHHOE COTPOBOXKJICHHE MO0 CUCTEMaM
OIEPALIMOHHOTO YIPaBJIECHUs IIEPCOHAIOM U PabOTe CTPYKTYPHOIO
10JIpa3ieJICHUs

OpranuzoBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMHU
TPYZOBOTO M apXMBHOTO 3aKOHOAaTeNLCTBA Poccuiickon denepanun u
JIOKAJIbHBIMU aKTaMU OPraHU3aluu

KoHTponmpoBaTh UCIIOJIHEHHE IOTOBOPOB MOCTABIIUKOB YCIYT 10
BOITPOCAM IEepCoHaa



http://internet.garant.ru/document?id=12025268&sub=5
http://internet.garant.ru/document?id=12037300&sub=400

[Tpon3BOANTH 3aKyMOYHBIE MPOLEAYPHI, OPOPMIIATH H aHAIU3UPOBAThH
3aKyNOYHYIO JOKYMEHTAIUIO

ITpoBOAMTH NEPETOBOPHI U MIPEICTABISTH UHTEPECH OPTaHU3ALUY B
roCyJIapCTBEHHBIX OpraHax, Npo(ecCuoHaIbHBIX COI03aX U APYTUX
IPEJCTaBUTENILHBIX OpraHax pabOTHUKOB IO BONIPOCAM MepcoHasa

Bectu nenoByro nepenucky

Bectu yuet u peructpanuio 10KyMeHTOB B HUH(GOPMALMOHHBIX CUCTEMaX U
Ha MaTEepPUAIbHBIX HOCUTEIISAX

PaGoTatb ¢ nHpOpPMAIOHHBIMU CHCTEMaMH M 0a3aMH JJAaHHBIX 110
NEPCOHATY M CUCTEMaM OIEPALMOHHOTO YIIPABJICHUS IEPCOHATIOM U paboTe
CTPYKTYPHOTO TOJIpa3/IeJICHHUs

Co01r0/1aTh HOPMBI ATUKHU JACIIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

Mertoib! yrpaBieHus pa3BUTHEM U 3PHEKTUBHOCTHIO OpraHU3aIINH,
METO/IbI aHAJTM3a BBIOJIHCHUS TUIAHOB U TIPOTPaMM, ONIPEICIICHUS UX
AKOHOMHUYECKOH 2P (HEKTUBHOCTH

MeTtop! O1IEHKH pabOThl CTPYKTYPHBIX [1OAPA3JIEIEHUN, PE3YyIbTaTOB
TpyJa IepcoHalIa

MCTOI[I)I MMPOBCACHUA ayJUTa U KOHTPOJUIMHI'a OIICPATUBHBIX
YIPaBJICHUYCCKHUX NPOICCCOB

q)OpMI)I N CUCTEMBI MaTCPUAJIbBHOI'O U HCMATCPUAJIbHOTO CTUMYJIMPOBAHUSA
TpyHda IIEpCoHaJa

OCHOBEBI AOKYMCHTAIITMOHHOT' O obecrneyeHus

[Topsimox oopmiteHus1, BEICHUS U XPaHSHHS IOKYMEHTAIIUHU TI0 CUCTEMaM
OTIEPAIIMOHHOTO YIIPABJICHUS [IEPCOHATIOM OpraHMU3aliy U paboTe
CTPYKTYPHOTO TIO/Ipa3/ieNICHUs

[Topsinok hopmupoBaHus, BeieHUs] OaHKa TaHHBIX U MPEAOCTABICHUS
OTYETHOCTH IO CUCTEMaM OINEPALMOHHOTO YIPABJIEHUS IEPCOHAIOM U
paboTe CTPYKTYPHOTO MOJIpa3/ieieHus

HopMmaTuBHBbI€ ITpaBOBbIE aKThl, PETYIUPYIOLIUE TpaBa U 00S3aHHOCTH
rOCYAapCTBEHHBIX OPraHOB U OPraHU3ALMHU I10 IIPEIOCTABICHUIO YYETHOU
JIOKYMEHTaluN

[Topsimox mpoBeAeHUSI 3aKYTIOYHBIX MPOLETYP U 0hOpMICHHUS
CONYTCTBYIOIIEN JOKYMEHTAIUN

ITonutuka YIIPaBJICHHUSA IICPCOHAJIOM U COLMAJIbHAS ITOJIMTUKA OpTraHU3allun

OpFaHI/IBaHI/IOHHO-H_ITaTHaH CTPYKTYpa OpraHu3aluun

HCJ'II/I " CTPATCrusd pasBUTHA OpraHU3allun

buzHec-mian u 6I/I3HCC—Hp0LICCCBI OpraHu3alun

TpynoBoe 3aK0HO/IATEILCTBO M UHBIE aKThl, COJEPKAIINE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXHUBHOTO 3aKOHO/IATELCTBA U HOPMATUBHBIE TPABOBBIEC AKThI
Poccuiickoii denepanuu, B 4aCTU BEACHUS TOKYMEHTAUU O NIEPCOHAILY

OCHOBBI HAJIOIOBOTO 3aKOHOaTesbcTBA Poccuiickon denepannn

OcHOBBI MUTPAIIMOHHOTO 3aKOHOAaTeNnbeTBa Poccuiickoit denepanun, B
YaCcTH MPUBJICUEHUS U TPYJOYCTPONCTBA HHOCTPAHHBIX FPaXKAaH U JIHIL 6e3
I'Pa’KIaHCTBA

OCHOBBI AJIMUHUCTPATUBHOI'O 3aKOHOJAaTCJILCTBA B obnactu YIpaBJICHUA
MEPCOHAJIOM U OTBETCTBCHHOCTH JOJIKHOCTHBIX JIMI]

3akoHonarenscTBO Poccuiickoit denepaiiy 0 NepCcOHANbHBIX TAHHBIX

JloxanpHBIC HOPMATUBHBIC TOKYMCHTEI OpraHu3ali B obOnacTu
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yIpaBJIeHUs IEPCOHATIOM

ITopsiiok 3aKITIOYEHMS IOTOBOPOB (KOHTPAKTOB)

HopMbI 3TKH 1e10BOT0 00IIeHus

bazoBbie 0CHOBBI HH(DOPMATHKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMALIMOHHBIX CHUCTEM U OCOOEHHOCTH PabOThHI C HUMHU

HApyrue
XApaKTCPHUCTUKHU

3.8. O606meHHas TpyaoBast GyHKIIHS

HaumenoBa | CtpaTterndeckoe ynpaBiieHUE Kon H | YpoBenb 7
HUE IIEPCOHAJIOM OpTraHU3alUH KBaJIM(pUKAITAH
IIpoucxoxaeHue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOI OpHUTHHaja
TPYAOBOH (HYHKITHH
Kon Perucrpamonn
OpUTHHAJA BIif HOMEpP
npodeccuoHalb

HOT'O CTaHIapTa

Bo3moxxHbie
HanMEHOBAHMS
JIOJKHOCTEH,
npodeccuii

Bune-npe3ueHT no ynpapieHHO IEPCOHATIOM

JupekTop 1o nepcoHany

JIupeKTop Mo yrnpapieHUIO EPCOHATIOM

3aMecTUTENb F'€HEPATLHOTO JUPEKTOPA 110 YIPABJIECHUIO IEPCOHATIOM

TpeboBanus k
00pa30BaHUIO U
00y4EeHHIO

Bricmiee 0Opa3oBaHue - CIEIIMAIATET, MAarHCTPATypa

JlonoaHUTENbHOE MPOo(hecCHOHATbHOE 00pa30BaHKE - TPOTPAMMBI
npodeccHoHaIbHOM NePeTIOArOTOBKY B 00IACTH YIIPABICHUS IEPCOHAIIOM,
CTPATErMYeCKOro U ONEPaLMOHHOTO YIPaBJIEHUs, 5KOHOMUKN OpraHU3alu;
MIPOTPaMMBI TTOBBIIICHUS KBATH(PHUKAINN B O0JIACTH YIIPABICHUS
NEPCOHAJTIOM, CTPATEIrMYECKOI0 M ONEPAIIMIOHHOIO YIPABICHHUS

TpebGoBaHUs K OBITY
PAKTUYECKON pabOThI

He menee nartu et B 061acTy ynpapieHUs IEPCOHAIOM Ha PYKOBOASIIIUX
JOJDKHOCTSIX

Oco0Oble ycrmoBus
JI0IycKa K pabore

HApyrue
XAPAKTCPUCTHUKHU

I[OHOHHI/ITCJ'IBHBIC XapaKTCPUCTHUKU

HaunmenoBanue nokymeHTa Kon HaumenoBanue 6a30B0i rpymimbl, JOTHKHOCTH
(mpodeccun) WM CIeUATBHOCTH
OK3 1232 PyxoBonuTenu noapazaenenuit (ciyx0) ynpaBieHus
KaJIpaMUu U TPYJOBBIMH OTHOIICHUSIMU
EKC - 3aMeCTUTENb AUPEKTOPA MO YIPABJICHUIO IEPCOHATIOM
OKIIATP 24063 MeHekep 110 NepcoHally

3.8.1. TpynoBas pyHKIHSA
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HaunmenoBa | Pa3paboTka cucteMbl Kon H/01.7 | YpoBenn(nomypose 7

HHUE CTPATErn4eCcKoro yrnpaBieHUs Hb) KBaTU(UKALIUN
IIEPCOHAIIOM OpraHU3aluu

[Ipoucxoxnenue
TPYAOBOH (hyHKITHH

Opurunan X 3auMCTBOBAHO U3
OpUTHHAaJIa
Kon Perucrpanuonssl
OpUTHHala it HOMep
npodeccuoHanbH

Oro CTaHgapTa

TpynoBble neicTBUA

Ananmuz YCIICITHBIX KOPIIOPATHBHBIX IIPAKTUK 110 OpraHU3aluu
CTPATCTUYCCKOr'0 yIpaBJICHUS ICPCOHAJIOM OpTraHHU3alnu,
OPraHru3aliMOHHOIO ITPOCKTUPOBAHUA U BSaHMOHeﬁCTBHH HO,Z[pBBI[eJ'IeHHﬁ

ITocTaHOBKA CTPATErMYECKUX LEJIEH B YIIPABICHUU MTEPCOHATIOM

Pa3paboTka KOpropaTUBHOM MOJIMTHKY, IUTAHOB, IPOrpamMM, IpOLEeayp U
TEXHOJIOIMH 10 YIPABJICHUIO IEPCOHAIOM

Pa3pa0boTka KOpopaTUBHOMN KYyJIbTYpPbl U COLUAIIBHON NOJIUTUKH, CUCTEM
MOTHUBAINH, YPPEKTHBHOCTH, OLICHKU M Pa3BUTH MIEPCOHATIA

CDOpMI/IpOBaHI/Ie CHUCTCMBI OIIJIATHI U OpraHU3allun Tpyda

Pa3paboTka opraHn3allMOHHON CTPYKTYPBI, IUTAHUPOBAaHUE MTOTPEOHOCTH B
[IepCOHAJIE OpraHu3anuu

Pazpabotka mporpamm, NpUHIMUIIOB CTAaHJAPTH3ALMH, YHUPHUKALUH,
aBTOMATH3alMK IIPOLIECCOB YIPABJIECHUS IIEPCOHAIOM U O€30I1aCHBIX
YCJIOBHUH TpyAa

dopmupoBaHue OrOKETa Ha IEPCOHAII, TEXHOJIOTUN ayiuTa paboThl ¢
MIEPCOHAJIOM M KOHTPOJUIMHIA

HeoOxonumelie ymeHust

Pa3pabarbIBaTh CTpaTeruu U NOJUTHKHU B YIPABIECHUU EPCOHAIOM

Co3naBaTh U ONKMCHIBATh OPTaHU3ALUOHHYIO CTPYKTYPY, LENH, 3a7a4H,
(GYHKIUM CTPYKTYPHBIX MOIPA3IEICHUN U TIOJPKHOCTHBIX JIUI]

HpI/IMeHHTL METOJbI YIIPABJIICHHUA MCKIIMYHOCTHBIMU OTHOIICHUAMMU,
q)OpMI/IpOBaHI/Iﬂ KOMaHI, pa3BUTHA JIMACPCTBA U UCITIOJTHUTCIIBHOCTH,
BBISABJICHUS TAJIAHTOB, ONIPCACIICHUA YIOBJICTBOPCHHOCTHU pa6OTOﬁ

OnpenensaTb U aHAIU3UPOBATh BHYTPEHHHE KOMMYHUKAIUH,
MOJEJIMPOBATh MTOBEACHUE NIEPCOHAIA

HpC}ICTaBHﬂTL HUHTCPCChI OpraHru3alv B roCyaAapCTBCHHBIX OpraHax, BO
B3aMMOJICHCTBHUH ¢ TPO(COI03aMU, UHBIMU MTPEICTABUTEIBHBIMU OPTaHaMHU
pabOTHHUKOB IO BOIIPOCAM TEpCcoHaa

CocTaBiATh, pacCCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTATHHU
pacxo10B OIOKETOB U (POHI0B HA IPOTPAMMBbI X MEPOTIPUATHS IO
YIPABJIEHUIO TEPCOHAIIOM OpraHU3AINI

HpOBO,Z[I/ITB AyaIUT U KOHTPOJIJIMHT B obiactu YIIpaBJICHUA [ICPCOHAJIOM

Pa3pabateiBaTh KOPIIOPATUBHBIE COITMATBLHBIC MPOTPAMMBI

Bectu MEPCTOBOPLI 11O BOIMIPOCAM COUAJIBHOT'O IMapTHECPCTBA C
MNPEACTABUTCIIbHBIMU OpraHaMmn pa6OTHI/IKOB

Paborats ¢ HHPOpPMAIIMOHHBIMHA CUCTEMAMH U 0a3aMU TaHHBIX IO
BOIIPOCAM YIPAaBJIEHUs] IEPCOHAIOM

OpFaHI/BOBBIBaTB MCPONPUATHA 10 00€CIICYCHUIO BEITTOJTHCHUS




TpeOOBaHUI OXpaHbI TPY/Ja B COOTBETCTBHH C ACHCTBYIOIIIM
3akoHoJiaTebcTBOM Poccniickont denepanniu u J0KaIbHBIMA AKTaMHU
OpraHu3aln

Opranu3oBbIBaTh U MPOBOJUTH MEPOIIPUSTHS C IEPCOHATIOM B
COOTBETCTBHUE C KOPIOPATUBHON COLMAJILHOW MOJIUTUKOMN

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHMSI

HeoOxonuMble 3HaHUS

Mertoib! yrpaBieHUs pa3BUTHEM U 3PHEKTUBHOCTHIO OpraHU3aIlHH,
aHaJIM3a BBIIOJIHEHUS TUIAHOB M MPOTPAMM, OTIPEICIICHUS UX
IKOHOMHUYECKOH 3P (HEKTUBHOCTH

MeTop! O1IEHKH pabOThl CTPYKTYPHBIX [TOAPA3JIEIEHUN, PE3YyIbTATOB
TpyZa IepcoHaia

MGTOILBI MMPOBCACHUA ayJUTOB, KOHTPOJUIMHI'A YIIPABJICHUCCKUX
IIponecccoB

MeTtoap! aHaIM3a KOJIUYSCTBEHHOI'O U KAYSCTBCHHOI'O COCTaBa IepcoHajia

CucreMbl CTaHAAPTOB MO OU3HEC-TIpolieccaM, MpodeccrsiM, HOPMBI Tpyia

Cucrembl, METOBI ¥ (POPMBI MATEPUAIIEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUs TPyia IIEpCOHAJIA

MeTo/1bl aHAJIK3a CONUANBHBIX MPOTPAMM H OTIPE/ICIICHUS UX
AKOHOMHUYECKOH 2P (HEKTUBHOCTH

TexHonoruu U MeToabI HOPMHUPOBAHUSI U KOHTPOJIS OFOKETOB Ha
HIepCOHAI

TpeGoBanus OXpaHbl U OE30MACHBIX YCIOBHH TpyIa

HCJ'II/I, CTPATCIruA 1 KaJpoBas NOJIMTUKA OpTraHHU3alln

OCHOBBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTH OPraHrn3aliun

OCHOBEBI COIIMOJIOTHUH, IICUXOJIOT'MHA U DKOHOMUKH TPpyda

OCHOBBI YIIpaBJICHUA CONUAJIBHBIM PA3BUTHUEM OpraHnU3allun

MeTo/1p1 TPOBEICHUS COLIMOIOTMYECKUX UCCIIEIOBAHUHN, H3yUEHUS
0OIIIECTBEHHOTO MHEHUS

CrpyKTypa opranuzanuu

TpynoBoe 3aKk0HOIATENBECTBO U UHBIE AKTHI, COAECPIKALIUE HOPMBI
TPYIOBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATENILCTBA 1 HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 1O NIEPCOHAILY

OcHOBBI HAJIOrOBOTO 3aK0HO1aTenbeTBa Poccuiickoit denepanun

OcHOBBI MUTPAlIMOHHOTO 3aKOHOAaTeNbeTBa Poceuiickoit denepanuy, B
YacTH MPUBJICUEHUS U TPYJOYCTPONCTBA MHOCTPAHHBIX FPaXKAaH U JIHIL 6e3
IPaKJaHCTBA

OCHOBEI AJIMUHUCTPATUBHOI'O 3aKOHOIATCJILCTBA B obnact YIIpaBJICHUA
MEPCOHAJIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JIMIL

3akononarenscTBo Poccuiickoit denepaiy 0 NepcoOHANbHBIX TaHHBIX

JlokanbHBIE HOPMATUBHBIC AKThI OpraHru3alu B obactu YIIPpaBJICHUA
NIEPCOHATIOM

[Topsi1oK 3aKITFOYEHHS IOrOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOI'O O6H.ICHI/I$I

OcHoBbI HHGOPMATUKH, CTPYKTYPHOE MOCTPOCHNE NH(OPMALIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

Jlpyrue xapakTepucTuku

3.8.2. TpynoBas pyHKIHsS
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HaumenoBa | Peanuzaniusi cuCTEMbI CTPATErHYECKOTO Kon | H/02.7 | YpoBenb 7

HHE YIIPaBJICHUS IEPCOHATIOM OpTraHU3alU (moTypOBEHbD)
KBaTM(UKAITUH
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYyI0BOU (DYHKIIUU OopuruHasia
Kon Perucrpanuon
OpUTHHAaJa HBIM HOMEp
npodeccuonan
BHOTO
cTaHjapTa

TpynoBsie nencTBus

[InanupoBaHue NESTEIBHOCTH U pa3pabOTKa MEPONPUATUH 11O
YIPaBJIEHUIO TIEPCOHAIOM Ul pealu3aluy CTPATErHuecKuX Lesei
OpraHu3aluu

BHenpenue NoiIuTHK, IUTAHOB, IPOrPaMM, MPOIEAYpP U TEXHOJIOTHHI 110
YIPABJICHUIO IIEPCOHATIOM

[TocTpoeHue opraHU3aIMOHHON CTPYKTYPBI C YIETOM ILUIaHOBOM
MOTPEOHOCTHU B TIEPCOHAJIE U B3aMMOJICUCTBUS CTPYKTYPHBIX
MoApa3ieICHU OpraHu3auu

Brenpenue u noanepxaHue KOPIOpaTUBHON KYJIbTYPhl U COLUATILHON
HOJIUTUKH, CUCTEM MOTHBALIUH, 3()(HEKTUBHOCTH, OLICHKH U PAa3BUTHUS
epCcoHalIa

Buenpenue u nonaep:kaHue CUCTEMbI OPraHU3aLUK TPY/a U OIUIATHI
HiepcoHasia

VYrpaBieHue BHEAPEHUEM ITPOrpaMM U IPUHIIMIIOB CTaHAapTU3AlINHY,
YHU(PUKALUU, aBTOMaTU3allUU IPOLIECCOB YIPABJICHUS IEPCOHATIOM U
0e30nacHbIX YCIOBU Tpyaa

Opranu3anys NpoBeACHUS ayJUTa ¥ KOHTPOJUIMHTA B YIIPaBICHUN
HIEPCOHAJIOM

ITocraHOBKa 3a/1a4 pyKOBOJUTENISAM CTPYKTYPHBIX MTOpa3eIICHUH,
oIpeziesIeHne MaTepUuaIbHO-TEXHUYECKUX PECYPCOB Il X BBITOJIHEHUS

AHann3 0TYETHOCTH I10 YIpaBJICHHUIO IIEPCOHAIOM U BBIABJICHUC PCCYPCOB
110 YIYYIICHUIO JCATCIBbHOCTHU OpraHnu3alun

CornacoBaHue yCIIOBUH 3aKJIIOYAEMBIX IOTOBOPOB I10 BOIIPOCaM
YIPABJICHHS IEPCOHATIOM

Opranu3zanus NpoBeAEHUs 3aKYIIOYHBIX MPOIEAYP MO BOIIpOcCam
YIPaBJICHUS TIEPCOHATIOM B O(DOPMIICHHUS COMMYTCTBYIOMIEH JOKYMEHTAIIUN
10 HUM

dopmupoBaHue Or0KETa Ha IEPCOHAII, TEXHOJIOTUN ayuTa paboThl ¢
MEPCOHAJIOM ¥ KOHTPOJUIMHIA

[TpumeneHue k pabOTHHKAM Mep MOOMIPEHUS U TUCIUIUIMHAPHOTO
B3BICKAHUs

Heo6xoaumele ymeHUst

ITpon3BoauTh aHAIU3 AEATENBHOCTH 10 YIIPABIECHUIO [IEPCOHAIIOM,
pa3pabaThiBaTh okazarena 3pPeKTUBHOCTH pabOThI

(I)OpMI/IPOBaTL IJIaHBI U MCPONIPUATHS 11O YITPABJIICHUIO IICPCOHAJIOM

PaccunThiBaTh O10/KET B 00JIACTH YIIPABIEHUS MTEPCOHATIOM

OHpeIIeJ'IHTL 30HBI OTBCTCTBCHHOCTHU pa60THI/IKOB n HOﬂpaBHGHGHHﬁ,




CTaBMTH 337[a4ll PyKOBOJIUTEIISIM MOAPA3/IeICHII U 00€CIIeUnBaTh PECyPChI
JUIsl UX MCIIOJTHEHUS

KoHTposmpoBaTh ¥ KOPPEKTUPOBATH UCIIOJTHEHUE IOPYUYECHHM U 3a1a4

YpaBnsate 3¢ (HEeKTUBHOCTHIO U BOBJIIEYEHHOCTHIO IIEPCOHAA,
JUCHUTUTMHOM TPyZia ¥ COOJI0AeHNEM O€30MacCHBIX YCIOBHH Tpyia

Bectu nieperoBopsl 1o Bopocam COLUaIbHOIO NapTHEPCTBA U
IIPEJCTaBIISITh HHTEPECH OPraHU3aLMK B TOCYIapCTBEHHBIX OpPraHax,
npoeCCHOHATIBHBIX COI03aX M IPYTUX MPEICTABUTENbHBIX OpraHax
paOOTHUKOB, ¥ OPraHU3aLMIX 10 BOIIPOCAM IepCoHalIa

Paborats ¢ HHPOpPMAIIMOHHBIMHA CUCTEMAMH U 0a3aMU JTaHHBIX TI0
BOIIPOCAM YIIPABJICHUS IIEPCOHAIIOM

[TpoBOIUTH ayUT ¥ KOHTPOJUIMHT B OOJIACTH YIPABJICHUS IIEPCOHAIOM

®opMupoBaTh U IPOBOIUTH COLUATBHYIO MIOJIMTUKY U COLIUAIIbHBIE
IIPOrpPaMMbI

Bectu nmeperoBopsl ¢ MOCTaBIIMKAMU YCIYT IO YCIOBUSIM 3aKIF0YaeMbIX
JIOTOBOPOB

[TpousBoauTh 3aKyOYHBIE TPOLEAYPHI, OQOPMIISATH U AaHATTU3UPOBATH
3aKYIOYHYIO0 JOKYMEHTAIUIO

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHSI

HeoOxonuMble 3HaHUS

Mertoib! yrpaBieHUs: pa3BUTHEM U 3P PEKTUBHOCTHIO OpraHU3aIlNH,
METO/IbI aHAJTM3a BBITOJIHCHUS TUIAHOB U TIPOTPaMM, ONIPEICIICHUS UX
AKOHOMHUYECKOH 2P (HEKTUBHOCTH

Opranu3zanus ynpasjieHHUs] Pa3BUTHEM OpPTaHU3alluN

Teopun yrpasieHus: OpraHu3alyei, MOJUTUKA U CTPATETUS YIIPABICHUS
IIEPCOHAJIOM

MeTtopl aHanM3a BBINOJIHEHNS IUIAHOB U 3aj]a4, ONPEAEICHUS UX
HKOHOMUYECKOM 3(hPexTUBHOCTU

MeToibl OIIeHKH, Pe3ybTaToB U 3(PPEKTUBHOCTH Tpyia

MeTobl BHEIPEHUSI CUCTEMBI YITPABIIEHUS TEPCOHAIOM

OcHoBBI pabOTHI 1O TPO(HOPUEHTAIUU

MeTtoauku IIaHWPOBAHUSA U TPOTHO3UPOBAHU S HOTpe6HOCTI/I B IICPCOHAJIC

Ilenu, cTparerust pa3BuTHs 1 OW3HEC-TUIAH OPraHU3aIuN

Teopun u MeTo 16l HOPMHUPOBAHUIO OpEHIa OpraHU3aINH

TpeboBanust 0OxXpaHbl U OE30MACHBIX YCIOBUN TPY/ia

Metoauku paBpa6OTKI/I W BHCAPCHUS JIOKAJIBHBIX HOPMATUBHLIX dKTOB

ITopsinoK 3aKIIFOUEHMS TPYIOBBIX IOTOBOPOB, PETYJIIMPOBAHUS TPYIOBBIX
CIIOpOB

OCHOBBI COIMOJIOTHH, IICUXOJIOTUH, SKOHOMUKHU TpyAda U YIIPABJICHUA
CONHMAJIBHBIM PA3BUTHEM OpraHru3alvin

MeTo/1p1 TPOBEICHUS COLIMOIOTUYECKUX UCCIEIOBAHUHN, H3yUEHUS
0OIIIECTBEHHOTO MHEHUSI

TexHoMorNy NPOBECHUS ayIUTa M KOHTPOJUIMHTA B YIIPABICHHH
HIEPCOHAJIOM

[Topsimox mpoBeACHUS 3aKYTIOYHBIX MPOLIETYP U 0(hOpMIICHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

TexHomoruu, CTangapTH3anus, yHu(UKaIKs, aBTOMaTH3aIHs TPOLIECCOB
YIPABJICHHS IEPCOHATIOM

CrtpyKTypa opranusauuu

prﬂOBO@ 3aKOHOAATCJILCTBO U UHBIC AKThI, COACPKAINC HOPMbI
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TPYAOBOI'O IpaBa

OCHOBBI apXMBHOT0 3aKOHO/1ATE/ILCTBA 1 HOPMATUBHbBIE IPABOBBIE AKTHI
Poccuiickoit denepanuu, B 4aCTH BEACHUS JTOKYMEHTALUH 1O NEPCOHAILY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesibeTBA Poccuiickoilt deneparuu

OCHOBBI MUTPAIITMOHHOIO 3aKOHO1aTeNbcTBa Poccuiickoit denepaiiuu, B
YaCcTH MPHUBJICYCHUS U TPYAOYCTPOICTBA MHOCTPAHHBIX TPaXKIaH U JIUIl 6e3
IpaKJaHCTBA

OCHOBBI AIAMUHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B obnactu YIIpaBJICHUA
MEPCOHAJIOM U OTBETCTBECHHOCTH JOJIKHOCTHBIX JIMIT

3akoHozarenscTBO Poccuiickoil denepaninm o nepcoHalIbHbIX JaHHBIX

ITopsiiok 3aKITI0YEHMS IOTOBOPOB (KOHTPAKTOB)

JlokaJibHbIE HOPMATHUBHBIE AKThI B 00J1aCTH YIIPABICHHS IIEPCOHATIOM

Hopwmbl 3THKH 1€7T0BOTO OOIIICHUS

bazoBble 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE ITIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

Jlpyrue xapakTepucTUuKu

3.8.3. TpynoBas ¢pyHKIHs

HaumenoBa | AIMHHUCTPUPOBAHUE MPOLIECCOB U Kon H/03.7 | YpoBenn 7
HHE JOKYMEHTO000pOTa 110 CTPATErHYECKOMY (moxypoBeHb)
YIPABJICHUIO IEPCOHATIOM OpraHU3alNH KBaJTU(DUKALINH
[Ipoucxoxaenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOH (HYHKITHH OpUTHHAaJa
Kon Peructpanmons
opuUruHaia BIi1 HOMEpP
npodeccuoHan
BHOTO
CTaHJapTa

Tpynoseie nencTBys

AHanm3 mpoIeccoB TOKYMEHTO000pOTa, IOKATBHBIX JOKYMEHTOB 10
BOIIPOCAM YIPaBIICHUS MTEPCOHATIOM, OU3HEC-TIPOILIECCOB OPTaHU3AIINH,
YJIOBJIETBOPEHHOCTH TIEPCOHANA

JIoKkyMeHTallMOHHOE 0(hOpMIIEHHE pe3yIbTaTOB YIPABICHHS IEPCOHATIOM,
€ro ayauTa, paboThl CTPYKTYPHBIX NOJIpa3aesieHuil

JIOKyMEHTallMOHHOE U OPTraHU3alMOHHOE COIIPOBOXKICHUE CTPATETUYECKOTO
yIpaBieHUs IEPCOHAIOM U pabOThl CTPYKTYPHBIX NOJIpa3iesieHui

IToaroroBka npennoKeHui Mo pa3BUTHIO CUCTEM YIIPABICHUS IIEPCOHAIIOM,
10 HEOOXOIUMBIM KOPPEKTUPYIOIIUM U TPEBEHTUBHBIM MEpPaM U IO
MOBBIIIEHUIO 3P PEKTUBHOCTH PaOOTHI CTPYKTYPHBIX MOJpa3esIeHHUH

KonTtposb nporieccoB B 001aCTH yIIpaBiIeHUS TEPCOHAIIOM U PaOOTHI
CTPYKTYPHBIX TIOJIpa3elieHul, CpaBHEHUE U aHAJIH3 TPOIECCOB,
PE3YJITATOB YIIPABJICHYCCKUX MEPOIIPHUATHH, onpe/iesieHne (akTopoB,
BBI3BIBAIONINX OTKJIOHEHHE OT MJIAHOBBIX MOKa3aTenei

CornacoBaHue U KOHTPOJIb JJOTOBOPOB 10 BONPOCAM U CUCTEMaM
CTPaTErnueCcKOro YIPaBICHUS IEPCOHATIOM U pad0Te CTPYKTYPHBIX
M0/Ipa3JIeJIeHni, OpraHu3alus NpoUeaAyp M0 X 3aKIIOUEHUIO

IlogroroBka PE3YJIbTATOB aHaJIn3a COOTBCTCTBUA OpPraHU3allun U OIJIAThI
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TpyJla IEPCOHAJIA YCIECIIHBIM KOPIIOPATUBHBIM IIPAKTHKAM

Brinonnenue TpeboBaHuil 0 XpaHeHUI0 HH(GOPMAIUU O pe3yabTaTax
JEWCTBUS CUCTEM CTPATEIMYECKOTO YIIPABICHHS IEPCOHATIOM U pabOThI
CTPYKTYPHBIX HOJIpa3aAeseHui

Heo6xoanmele ymeHUs

AHanu3upoBatk, pazpadarbBaTh U 0QOPMIIATH JOKYMEHTHI MO IIpOIieccaM H
pe3ylibTaTaM YIpaBJIeHUs [IEPCOHANIOM U paboTe CTPYKTYPHBIX
MOJIpa3ICJICHUI

[TpuMeHsITh METO/IBI aHATTN3a OM3HEC-TIPOIIECCOB OPTaHU3AINI

Onpenenars NporpaMMbl JOCTUKEHUS LIeJIEH U peleHns 3a1a4
MOJIpa3ICJICHUI

HpOBOZ[I/ITB aAyauT CUCTEMBI YITPABJIICHUS IIEPCOHATIOM

IIpoBOIUTH KOHTPOJUIMHT CUCTEMBI YIIPABJICHUS IEPCOHATIOM

KonTponupoBats Or0/KET Ha IEPCOHAI U YIIPABIICHHUE PACX0JlaMU Ha
IIepCoHa

OpraHI/IBOBLIBaTL COIIPOBOKACHUEC JOTOBOPOB IO BOIIPOCAM YIIPABJICHUS
IICPpCOHAJIOM, BKJIIOYasA MPCABAPUTCIIbHBIC ITPOLUCAYPHI 110 UX 3aKJIFOYCHHUIO

Opranu3oBbIBaTh 3aKyIOYHbIE IPOLEAYPHI, OQOPMIIATh U aHAJIM3UPOBATh
3aKyIOYHYIO0 JOKYMEHTALUIO

KOHTpOHI/IpOBaTL M aHaJIM3UPOBATH BOIIPOCHI COLIMAJIBHOT'O IaPTHECPCTBA,
AOT'OBOPBI MOCTABINUKOB YCIIYyT'

HpOBOI[I/ITI) MEPETOBOPLI U MPEACTABIIATH HHTCPECHI OPraHu3aliu B
roCyJdapCTBCHHbBIX OpraHax, HpO(i)GCCI/IOHaJ'ILHBIX COK03axX U APYTux
MMPpEACTAaBUTCIIbHBIX OpTraHax pa60THI/IKOB " OpraHus3anuigax 1o BOImpocam
IICPCOHAJIA

Bectu nenoByro nepenucky

Paborath ¢ MHQOPMAITMOHHBIMU CUCTEMaMHU M 0a3aMH JaHHBIX 1O
MepCcoHaNy, CHCTEMaM YIIpaBJEHMsI IEPCOHATIOM U OpraHU3al|H
JESTEIbHOCTH CTPYKTYPHBIX MTOIpa3eJICHAN

ObecnieunBaTh KaJIpOBOE JIETOMPOU3BOICTBO U JOKYMEHTAIIMOHHOE
COIIPOBOYXKIECHHE MTPOLIECCOB IO YIPABICHUIO MIEPCOHATIOM U paboTe
CTPYKTYPHBIX MOJIpa3AeICHUI

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYJOBOI0O M apPXMBHOIO 3aKOHOAaTeNbCTBA Pocculickoit denepanuu u
JIOKAIbHBIMU aKTaMU OpPraHu3aluu

CO6J'IIOI[aTI> HOPMBI OTUKH JCJIOBOTO O6H_ICHI/I$I

HeoOxoaumeble 3HaHASA

KopnoparuBHas kynapTypa, colfiajibHas MOJIUTUKA, CUCTEMbl MOTUBALIUU U
3¢ GEKTUBHOCTH YIIPaBJIEHUS IEPCOHAIOM

MeTtoas! ynpaBieHus pa3BUTHEM U 3P (HEKTUBHOCTHIO OPraHU3aIH, METOIbI
aHaJIM3a BBIIIOJHEHUS TUIAHOB U NIPOTrpaMM, ONPEIEIICHUS UX
SKOHOMMYECKOH 3ppexTuBHOCTH

Mertoapbl IpoBeACHUS ay/IUTa, KOHTPOJISL ONIEPATUBHBIX YIPABIEHYECKUX
MIPOIIECCOB, COIMOJIOTHYECKUX HCCIICIOBAHUIN

busznec-nnax u 6H3HCC-HpOHCCCLI OopraHu3anuun

bropkeTHOE TpOEKTHpPOBaHUE

OpPaHI/I3aHI/IOHHOC IIPOCKTUPOBAHNC

@OpMBI, METOJIBI U CUCTEMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPYJla IEPCOHAIIA

CucTeMsl cTaHIapTOB 1O OU3HEC-TIpolieccaM, Ipodeccusm
(cienMaabHOCTSAM), HOPMBI TPy
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MGTOI[I:I AHaJIM3a KOJIMYCCTBCHHOI'O U KAYCCTBCHHOI'O COCTAaBa NMepCcoHalia

Ka,I[pOBaSI ITOJIMTHKA OpraHru3aliun

[Mopsimok hopMupoBaHus, BeAcHHs OaHKA JaHHBIX U MPEIOCTABICHUS
OTYETHOCTH TI0 CUCTEMaM YIpaBICHUS IEPCOHAIOM U paboTe CTPYKTYPHBIX
MOJIpa3IeJICHUI

OCHOBBI JOKYMEHTAIIHOHHOTO 00ECTICYeHHUS, TTOPSIOK 0(OPMIICHUS
JIOKYMEHTOB, MIPEAOCTABIIEMBIX B TOCYIapPCTBEHHBIC OPraHbl,
podeccHoHATbHBIE COI03bI, OOIECTBEHHBIC OpraHU3aIluu

HCJ'II/I W CTPATCI'UA pa3BUTHA OPraHru3allvun

[opsimox mpoBeIeHUs 3aKyIOYHBIX MPOLEAYP U 0hOpMIICHUS
COIIYTCTBYIOIIEH NOKYMEHTALNH

HopmartuBHBIE TPaBOBBIE aKThl, PETYIUPYIOIIUE MTpaBa U 0053aHHOCTH
rOCyIapCTBEHHBIX OPraHOB M OpPraHU3alluy 110 IPEJOCTABICHUIO YYETHON
JOKYMEHTalUN

CrpykTypa OpraHu3aluy U BakaHTHBIE TOJDKHOCTH (podeccun,
CHEIMAILHOCTH)

TpyroBoe 3aK0OHOIATENILCTBO U UHBIE AKThI, COJIEPHKAILUE HOPMBI TPYIOBOTO
npaBa

OCHOBBI ApXMBHOI'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE IIPABOBBIE AKThI
Poccuiickoit denepainuu, B 4aCTH BEACHUS TOKYMEHTAUH 110 MIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNIbcTBA Poccuiickon denepanun

OcCHOBBI MUTPAIIMOHHOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepaiuu, B
YaCTH MPUBJICUCHUS U TPYOYCTPOICTBA HMHOCTPAHHBIX TPAXKIAH U JIUIL O€3
rpak1aHCTBA

OcCHOBEI AAMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obractu YHpaBJICHUA
TNEPCOHAJIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JINI]

3akoHo1arenscTBO Poccuiickon denepanyy 0 NEpCOHAIBHBIX TaHHBIX

JlokanpHBIE HOPMAaTUBHBIE aKTHl OPraHU3aIMK B 00JIaCTH yIIPaBICHUS
HIEPCOHAIOM

ITops ok 3akitoueHus 10roBOPOB (KOHTPAKTOB)

HOpMH 9THUKHU OCJIOBOT'O OGH.IGHI/ISI

ba3oBbie 0cHOBBI HH()OPMATHKHU, CTPYKTYPHOE IMMOCTPOCHUE
MH(OPMAIIMOHHBIX CUCTEM M OCOOEHHOCTU PabOTHI C HUMU

HApyrue
XAPAKTCPUCTHUKHU

IV. CBenenust 00 oprann3zanmsx - paspadorunkax npogeccioHaJaIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alua-pa3padboTInK

Obmepoccuiickoe oobequHeHNe padboTonateneii "Poccuiickuii o103 MPOMBIIIIEHHUKOB U
npeanpuHuMarenen’, ropog Mocksa

WcnonnutensHblil Bune-npe3naeHT Ky3smun JImutpuii Bnagumuposuy

4.2. HaumeHoBaHMsI OpraHU3aluii-pa3paboTUMKOB

AHO "HanmonanpHOE areHTCTBO pa3BUTHs KBandukanuii", ropoa Mocksa

N[ —

Acconmanus (Coro3) "Accoruanus KOHCYJIbTaHTOB 110 10A00pY nepcoHana”, ropog Mocksa
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3 I'pynma HeadHunter, ropon Mocksa

4 3A0 "KPOK HHKOPHOPEPITEI[", ropoj MockBa

5 WNudopmannonno-ananuruueckuit nentp "Kazapossiii Jlo3op", ropoq Mocksa

6 MI'O "OIIOPA POCCUN", ropog Mocksa

7 Mesx1yHapoiHas accolMalus JeJI0BOro COTPYAHUYECTBA, ropoa MockBa

8 HOYY JAITO "MucTuTyT npodheCCHOHaIBHOT0 KaipoBHKa', Topoa MockBa

9 MIT "Accommanus EBponeiickoro 6musneca", ropoa Mocksa

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

11 HIT "Mexnaynapoaubiii anbsac "TpygoBas murpanus”, ropoag Mocksa

12 HIT "HanmonanpHast accomarist OpUCHBIX CIICIUATUCTOB U aIMUHUCTPATHBHBIX
pabotHuKOB", Topo MockBa

13 HIT MHO "Accoumanus menemxepoB Poccun', roponx Mocksa

14 HIT CYPD "HaumonanwsHast koHpeaepanus "Pa3Burue yenoBeueckoro kanuraia",
ropoa Mocksa

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

16 OAO "T"aznpom HedTh-HoBocubupck", ropon HoBocubupck

17 OAO "Ob6benrHeHHas CyI0CTpOoUTeNbHas Kopriopanus'', ropoa Mocksa

18 OAO "PX", ropox Mocksa

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

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 Ilcuxomorn SHL Russia & CIS HII", ropox MockBa

24 000 "UT-CK", ropon MockBa

25 000 "Jlykonn-Unuxunupusr", ropog Mocksa

26 00O "OKBb 3enut", ropon Mocksa

27 000 "llerponauym Tperiaunr", ropox Mocksa

28 00O "Ilonurpag-3amura", ropox Mockpa

29 00O "LenTp kanposbix TexHogoruil - O0yuenue. CraxxupoBku. TpynoycTpoicTBo",
ropox Mocksa

30 Poccuiickoe npencraButensectBo "Coleman Services UK" ("Koynman Cepsucus"),
ropox Mocksa

31 Toproso-npomsinuieHHas nauara Poccuniickoit @enepanuu, ropox Mocksa

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

33 ®I'bOY BIIO MCY, ropox Mocksa

34 OI'BOY BITO MBOCH, ropog Mocksa

35 OI'BOY BIIO Cubupckuit rocynapcTBeHHbIN yHuBepcuteT nmyteit coodmenus (CI'YIIC),
ropoj HoBocubupck

36 OI'BY "HayuHo-nccnenoBaTenbCKU HHCTUTYT TPYAA U COLMAIBHOTO CTPAXOBAaHUS"
MunucTepcTBa TpyJa U counalbHoM 3amuThl Poccuiickon denepannn, ropoa Mocksa

37 @I'VII "Iloura Poccnn", ropox Mocksa

38 OK "VYpancub", ropog Mocksa

*(1) Obepoccuiickuii kaaccuGuraTop 3aHATUH.
LIEPOCCUNCKUI KIIACCU(PUKATOP BUIOB DKOHOMUYECKOH JCATEIBHOCTH.
*(2) O6
*(3) Enunelii kBanndukalnoOHHBINA CIIPAaBOYHUK JOJHKHOCTEH PYKOBOAMTENEH, CHEelHalucTOB

JPYTUX CIYKaIlIKX.
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*(4) OOwmepoccuiickuii  kiaccuurkarop mpodeccuit pabounx, HOIDKHOCTEH CIyXalluX |
Tapu(HBIX Pa3pPsIOB.
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