3apeructpupoBano B Muntocte Poccun 19 okrsa6ps 2015 r. N 39362

MHUHHUCTEPCTBO TPYJIA 1 COIIUAJIBHOM 3AIIIMTHI POCCUMCKOM ®EJIEPAIIUUA

IMPUKA3
oT 6 oxkTsi0ps 2015 r. N 691H

OB YTBEPKJIEHUU TPOPECCUOHAJIBHOT'O CTAHIAPTA
"CIIEHOUAJIUCT 11O YIIPABJIEHHUIO ITIEPCOHAJIOM"

B coorBerctBum ¢ mnyHkrom 16 IlpaBun pa3paOoTku, YTBEpXACHHS W TPUMEHEHHUS NPOdECCHOHANBHBIX CTAaHIAAPTOB, YTBEPKIACHHBIX
noctanosienreM [IpaBurensctBa Poccuiickoit @enepanuu ot 22 ssuBaps 2013 1. N 23 (Cobpanue 3akononatenbctBa Poccuiickoit @eaepanum, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3bIBaro:

YTBepauTh npusiaraeMblii npogeccuoHanbHbii cTanaapt "Crenuanuct o ynpapieHUIO IepcoHaIoM".

Munuctp
M.A.TOIINJIMH

YTBepkacH

npuKa3oM MuHHCTEPCTBA TpyAa
Y COLIMAJIBHOW 3aILHUTHI
Poccuiickoit denepanuu

oT 6 okTsa0ps 2015 1. N 691H

MMPOPECCHUOHAJBHBIN CTAHJIAPT

CHEIUAJIMCT IO YITPABJIEHUIO ITEPCOHAJIOM

559

Perucrpanuonnsiii
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VYnpasnenue i

1. OOwue cBeneHus

€pCOHAJIOM OpraHu3aln

(HammMeHoBaHWe BHUJIa TPOPECCHOHATBHON JEATEILHOCTH )

OcHoOBHas 1EJb BuUa HpO(bCCCHOH&J'IBHOﬁ JCATCIIBHOCTH:

HOMED

07.003

Kon

Ob6ecrieuenne 3 PpekTUBHOTO (PYHKIIMOHUPOBAHUS CHCTEMBI YITPABJICHUS TIEPCOHAIIOM JIJISl JOCTH)KCHHUS LI OpraHu3aiuu

I'pynna 3ansTi

u:

1232 PykoBonuTenu noapazaenenuit (ciyx0) ynpaBieHus: KaapaMy U TPYIOBBIMH OTHOLIEHUSAME | 2412 CnenuanucTtsl 0 Kaapam
U nnpoopueHTanuu

3423 CrienanucThl KaJpoBBIX CIYXKO0 U YUpeKJeHUN 3aHATOCTH - -

(xomx OK3 <1>) (HaMeHOBaHUe) (xox OK3) (HaMMeHOBaHUE)

OrHecenue K BHJIaM SKOHOMHUYECKOH IE€ATEIbHOCTH:

78.30 JlesaTenbHOCTD 10 TO00PY MepcoHaa mpovast
(xon (HauMeHOBaHUE BU/1a SKOHOMUYECKOM 1€ TEIbHOCTH)
OKBD3/]
<2>)

II. Onucanue TpyaOBBIX (PYHKIIHM,
BXOJISIIIMX B PO ECCHOHATBHBIN cTaHAAPT ((PyHKIMOHATIbHAS KapTa
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BHJIa TPOGECCHOHATHHON AESITETLHOCTH)

O06001IeHHbIE TPYAOBBIC (DYHKITMH TpynoBsie pyHKIIUN
KOJ| HaWMMEHOBAaHWE | yPOBCHB HAaMCHOBAHHE KOJI YPOBEHB (TIOAYPOBEHb) KBATH(PHUKAIINN
KBaJIH (]
WKaIUuH
A | JlokyMeHTallMOHHOE 5 Benenue opranu3aiimoHHON U A/01.5 5
obecrnieueHue pacropsiAUTEIHLHON JOKYMEHTAITHH 110
paboThI ¢ HepCOHATY
MIEPCOHAIOM
Benenue nokymMeHTanuu mo y4ery u A/02.5 5

JIBUOKEHUIO KaJIpOB

AJIMUHHCTPUPOBAHHUE MTPOIIECCOB U A/03.5 5
JOKYMEHTO000POTA 110 yUETy U
JIBHKCHHIO KaJIPOB, TPEICTABICHHUIO
JIOKYMEHTOB TI0 TIEPCOHAIY B
rOCYIapCTBEHHBIC OPTaHbI

B | HesTenpHOCTH O 6 C6op unpopmanmu o noTpedHOCTIX B/01.6 6
o0ecIeueHnIo OpraHu3aIliy B IIEPCOHATIE
HIEpCOHATIOM
[Mouck, npuBneyenue, nogbdop u otoop | B/02.6 6
nepcoHaia
AJMUHUCTPUPOBAHNE IPOLIECCOB U B/03.6 6
JIOKYMEHTO000pOTa 00ecreueHus
HePCOHAIOM
C | HesrenbHOCTH IO 6 Opranuzanys 1 IpoBeACHNUE OLICHKU C/01.6 6
OIICHKE U nepcoHasa
aTTecTaluu

Opranu3anus ¥ MpoBeCHHE Cl02.6 6




nepcoHana

aTTeCTaluu nepcoHaia

AJIMUHHCTPUPOBAHHUE MTPOIIECCOB U
JIOKyMEHTOO00O0pOTa IIPH NPOBEAECHUN
OLICHKH U aTTeCTallly IepCcoHana

C/03.6

JlesiTenbHOCTD MO
Pa3BUTHIO
nepcoHana

Opranu3zanus U NpoBeAeHUE
MEPOIPUATHI TIO PA3BUTHIO U
MOCTPOCHUIO MPOPEeCcCCUOHATBHON
Kapbephl IIepcoHaNIa

D/01.6

Opranuzanus o0ydeHus nepcoHana

D/02.6

Opranu3zanus ajanrtaiuu u
CTXUPOBKH TEpCOHAIIA

D/03.6

AJMUHUCTPUPOBAHKE IIPOLIECCOB U
JIOKYMEHTO000pOTa 110 Pa3BUTHUIO U
npodeccuoHaIbHON Kapbepe,
00y4YeHHI0, aAANTAlMK U CTAXKUPOBKE
nepcoHana

D/04.6

JlesiTenbHOCTD MO
OpraHu3aIuu Tpyaa
Y OTLJIATHI
nepcoHana

Opranuzanus Tpy/Ja nepcoHasna

E/01.6

Opranu3zanys omiaTel TpyAa epcoHaia

E/02.6

AJMUHUCTPUPOBAHKE IPOLIECCOB U
JOKyMEHTOO00pOTa 0 BOIPOCaM
OopraHu3alyy Tpyda U OIJIaThbl
nepcoHala

E/03.6

JesarenbHOCTh 110
OpraHu3aIuu
KOPIIOPaTUBHOU

Pa3paboTka KopropaTUBHOM
COIIMATILHOH ITOJIUTHKU

F/01.6

Peanu3anus kopnopaTuBHON

F/02.6




COLIMATILHOU COLIMAJIBHOM ITOJIUTHUKU

MOJIUTUKA
AJIMUHHCTpUPOBAHHUE TIPOLIECCOB U F/03.6
JOKYMEHTO00O0pOTa 110 BOIIPOCcCaM
KOPITOPATHBHOMN COIMATIBLHOMN ITOJIUTUKA

G |OmnepannonHoe 7 Pa3paboTka cucTeMbl OnepaluoHHOTO G/01.7

yIpaBJieHUE yIIpaBJICHUS TIEPCOHAIOM U PAOOTHI

MIEPCOHAJIOM H CTPYKTYPHOTO TOJIpa3/ICICHUS

HopasiesiecHueM

OpraHM3aLuH Peanusauus onepannoHHOro G/02.7
YIIPaBJICHUS TIEPCOHAIOM U PAOOTHI
CTPYKTYPHOTO OJIpa3/ICICHUS
AJIMUHHCTpHUPOBAHUE TIPOLIECCOB U G/03.7
JIOKyMEHTO000pOTa 10
OIIEPALIMOHHOMY YIIPABJICHHIO
MIEPCOHAIOM M paboOTe CTPYKTYPHOTO
HOJIpa3 ICIICHUS

H |Crparernueckoe 7 Paspabotka cuctemsl ctparerndeckoro | H/01.7

yIpaBiIeHHE yIIpaBJIeHUs IEPCOHAIOM OPTaHU3aALUU

NIEPCOHAIIOM

OpraHu3aLUu Peanusanus cucremsl crparerudeckoro | H/02.7
yIIpaBJICHUS IEPCOHAIOM OPTaHU3ALNU
AJIMUHUCTPUPOBAHHE MIPOIIECCOB U H/03.7
JIOKYMEHTO000pOTa 110
CTpaTETUYECKOMY YIPABICHHIO
MEPCOHAIOM OpraHu3aluu

III. XapakreprcTuka 0000IIEHHBIX TPYAOBBIX (YHKINH

3.1. O6o61uenHas TpyoBast pyHKIUS



Haumenosanue JlokyMeHTaImoHHOe o0ecTieueHue padoThl ¢ IEPCOHATIOM Kon A | YpoBens kBanudukanuu | 5

[TpoucxoxaeHue 0000EHHON

TPYAOBOH (hYyHKITHH

Opurunain

3aMMCTBOBaHO U3
OpUruHaja

Konx opurunana Perucrpanuonsslii Homep
Ipo¢eCCHOHATIBHOIO CTaHAapTa

Bo3moskHbIe HANMEHOBaHUS
JOJHKHOCTEH, podeccuit

Crienuanuct 1o KaJapoBOMY JI€JIONPOU3BOJICTBY

Crienuanuct 1o JOKyMEHTallMOHHOMY 00€CIIedeHHI0 padOoThI C IEPCOHATIOM
Crenuanuct 1o JOKyMEHTAlHOHHOMY 00€CIIeueHHI0 IIepcoHalia
Crienanuct no nepcoHaity

TpebGoBanus kK 0Opa30BaHHUIO
1 00y4YEHUIO

Cpennee npogeccruoHalibHOE 00pa30BaHKe - IporpaMma MOoAroTOBKH CIIELMATUCTOB CPEIHEr0 3BEHa
JononaurensHOe nmpodeccroHanbsHoe 00pa3oBaHUe - IPOTPAMMBI TPOPECCHOHATEHON TEPENOATOTOBKH, IIPOTPAMMBI
HOBBIIIEHUS KBAJIU(UKALIIH

TpeboBaHus K ONBITY
MPaKTUYECKON pabOThI

Oco0ple ycroBus A0MycKa K
pabote

Jlpyrue xapakTepuCTHKU

JlonoIHUTENBHBIE XapaKTEPUCTUKH

HaunmenoBanue nokymeHTa

Kon

HaumeHnoBanue 6a30Boii rpynibl, JOKHOCTH (TpodhecCuu) Uil CIIeUaIbHOCTH




OK3 2412 CrnenuaimcThl IO KaapaM U po¢OoprUeHTAITUN

3423 CrenuanucTsl KaJIpOBBIX CIIYXKO M YUPEKICHUN 3aHATOCTH

EKC <3> - Cnenuanuct no Kkaapam

- Wucnekrop mo kaapam

OKIIATP <4> 27755 | DKOHOMHUCT 1O TPYY

22956 |MHCHIEKTOp Mo Kajapam

3.1.1. TpynoBas pyHKIUS

Benenue opranuzaliioHHON U pacopsIUTENbHOM

Kon A/01.5 | YpoBeHb (0OAypOBEHb) KBaTH(DUKAIH 5)
JOKYMEHTAIUH 110 TIEPCOHATTY

HaunmenoBaunue

[Ipoucxoxnaenne

. OpuruHan X |3aMMCTBOBAHO U3 OpUTHHANIA
TPYyA0BOU (QyHKIUU

Kon opurunana Perucrpammonneiii Homep
npodeccCHoHaNBFHOTO CTaHaapTa

Tpynossle neiictBus | O6GpaboTKa U aHAIN3 MTOCTYNAIOLIEH JOKYMEHTAIUH 110 IIEPCOHAITY

Pa3pabotka u oopmieHne TOKyMEHTALUU 10 MepcoHaly (IepBUYHOM, yUeTHOH, MIIaHOBOM, 10 COLMAIBLHOMY OOECIIEUEHHUIO,
OpraHU3aIOHHOM, pacopsAUTEIHLHON)

Perucrpamus, y4eT u Tekyllee XpaHeHue OpraHu3allMOHHON U pACTIOPSAIUTENIBHON JOKYMEHTAUH 10 TIEPCOHAITY

HeoOxonumeie Pa3pabarbIiBaTh MPOEKTHI OPraHU3AMOHHBIX U PACTIOPSIUTENBHBIX JOKYMEHTOB 110 IEPCOHAITY
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YMEHHUS OdopMasiTe AOKYMEHTHl B COOTBETCTBUU C TpPEOOBAHUSAMHU TPa)KAAHCKOTO, TPYAOBOTO 3aKOHOAATeNbCcTBAa Poccuiickoit
®denepalvu U JTOKAIbHBIMU HOPMAaTUBHBIMU aKTaMH OpraHU3alUuN

Bectn YUCT U pErUCTpalvio JOKYMCHTOB B I/IH(l)OpMaI_[I/IOHHBIX CUCTCMAaX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

OpI‘aHI/I3OBBIBaTB XpaHCHUEC JOKYMCHTOB B COOTBCTCTBUU C Tpe6OBaHI/ISIMI/I TPYAOBOI'0, APXHUBHOT'O 3aKOHOAATCILCTBA
Poccuiickoit CDeI[epauI/m " JIOKAJIbHBIMW HOPMATHBHBIMU dKTaAMU OpPraHru3alun

AHaJ'II/ISI/IPOBaTI) JOKYMCEHTEI U ICPEHOCUTH I/IH(bOpMaI_[I/IIO B 0a3bl JaHHBIX U OTYCThI

BbIsSBASTH OMIMOKHM, HETOYHOCTH, UCIPABICHUS M HEAOCTOBEPHYIO MH(OPMALMIO B JOKYMEHTAaX, ONPEAENSATh JIETUTUMHOCTh
JIOKYMEHTOB

PaGoTtath ¢ I/IH(I)OpMaI_II/IOHHBIMI/I chcTeEMaMu U 0a3aMu JAaHHBIX IO BEACHUIO YUCTA, ABUKCHUIO IICPCOHAIA

Co0:1r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

HeO6XOI[I/IMbIe HOpHI{OK O(l)OpMJ'IeHI/UI, BCACHUA U XPAHCHUSA JOKYMCHTOB 110 IICPCOHAITY

3HaHUA
HOpHI{OK y4€Ta ABUXKCHUA KaJPpOB U COCTABJICHUSA YCTaHOBHeHHOﬁ OTYCTHOCTH

OCHOBBI ,Z[OKYMGHTOO60p0Ta " JOKYMCHTAIIMOHHOTI'O obecneueHust

TeXHOHOI‘I/II/I, METOAbI U MCTOAUKU IMPOBCACHUA aHaJIN3a U CUCTEMATU3 Al JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

[Topsinok pacyera cTaxa, JIbrOT, KOMIIEHCAIMH, 0pOopMIIeHHS IEHCUI paOOTHUKAM

CtpyKTypa opraHnuszaiuu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJEPIKAIe HOPMBI TPYJOBOTO IpaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIbCTBA M HOpPMAaTUBHBIE IIpaBOBbIE akThl Poccuiickon @enepanny, B YacTH BEJCHUSA
JIOKYMEHTAIUU I10 IIEPCOHATY

3akoHonaarenbcTBO Poccuiickoil denepaiii 0 MepcOHANbHBIX TaHHBIX




JlokanpHble HOPMATUBHBIE AaKThl OpPraHM3alMM, PErYJIUpPYIOIIMEe TOpAAOoK OGOpMIIEHHSI  PACIOPSIUTENbHBIX U
OpraHU3aIMOHHBIX JJOKYMEHTOB I10 TIEPCOHATY

HopMe1 3THKH 1 JeT0OBOTO O0IIEHUs

BbazoBrie 0CHOBBI HH(OPMATHUKH, CTPYKTYPHOE TIOCTPOSHUE HH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH pabOThI C HUMHU

Apyrue
XapaKTCPHUCTUKHU

3.1.2. TpynoBas pyHKIUSA

HaumenoBanue | Benenue 1okymMeHTaluu Mo y4eTy U JBUKEHUIO KaJpOB Kon | A/02.5 |Yposens (roaypoBeHb) kBanudukamu | 5

IIpoucxoxaeHue
TPYAOBOH (hyHKIIMH

Opurunan X |3auMCTBOBAHO U3 OpUTMHANA

Kon opurunana PerucrpanmonHslii Homep
npodeccCHOHaIBHOTO CTaHAapTa

Tpynossie nencTBUs

IToaroroBka IMPOCKTOB NOKYMCHTOB I10 ITpoHeAypaM YIIPpABJIICHUA IICPCOHATIOM, YUCTY U JIBUKCHHUIO IICPCOHAJIA

OpFaHI/BaHI/IH CUCTCMbI IBUKCHUA JOKYMCHTOB 110 IICPCOHATY

COop 1 mpoBepKa TUYHBIX JOKYMEHTOB PAOOTHUKOB

[ToaroToBka u oopmiieHHE MO 3aMpoCy PAaOOTHUKOB W JOJKHOCTHBIX JIMI] KOTIMH, BRIMMHUCOK M3 KaJIPOBBIX JTOKYMEHTOB,
CIPaBOK, HH(OPMAIIUU O CTaXKe, JIbrOTaX, TAPAHTUSIX, KOMIICHCAIIUAX U UHBIX CBEACHUI 0 paOOTHHUKAX

Brigaua pa6OTHI/IKy KaJIPOBLIX TOKYMCHTOB O €TO pr,[[OBOfI JACATCIIBHOCTH

I[OBG,Z[CHI/IC A0 CBCACHUS IICPCOHATIA OPTaHU3AIIMOHHBIX, PACTIOPAANUTCIIBHBIX U KaIPOBbIX NOKYMCHTOB OpTraHHU3allun




Benenue ydera pabouero BpeMeHH paOOTHHKOB

PeFI/ICTpaHI/IH, YUY€T, OIIEPAaTUBHOC XPaHECHNEC JOKYMCHTOB I10 IIEPCOHAITY, IOATOTOBKA K CAa4Y€ UX B apXHB

HeoOxomumbie ymeHUst

Pa3pabarbiBaTh MPOEKTHI KaIPOBBIX TOKYMEHTOB

OdopmisaTe KagpoBble JOKYMEHTHI B COOTBETCTBUUM C TpeOOBaHUAMU TPYAOBOTO 3aKoHonaTenbcTBa Poccuiickoit
®denepalvu U JTOKAIbHBIMU HOPMAaTUBHBIMU aKTaMU OpraHU3alUH

Bectn YUCT U PpETUCTPALUTIO KaAPOBLIX JTOKYMCHTOB B I/IH(i)OpMaLII/IOHHBIX CUCTCMAaX U Ha MAaTCPUAJIbHBIX HOCUTCIIAX

OpraHu3oBbIBaTh XpaHEHHE KaJApPOBBIX JIOKYMEHTOB B COOTBETCTBHUM C TpPeOOBAaHUSAMM TPYAOBOIO, ApPXHUBHOTO
3akoHozarenbcTBa Poccniickoit denepanny U 10KaIbHBIMA HOPMAaTUBHBIMU aKTAMM OPTaHU3aLAN

AHaJ'II/IBI/IpOBaTI) KaJApPOBbIC JTOKYMCHTELI U IEPCHOCUTDH I/IH(l)OpMaIII/IIO B 0a3bl JaHHBIX 1 OTUYCThI

PaGorats co ClICOUAJIM3NPOBAHHBIMHA I/IH(i)OpMaIII/IOHHI)IMI/I cucTeMaMu U Oa3aMu JAaHHBIX 11O BCACHUIO yU€Ta U ABUKCHUIO
nepcoHalia

PaBpa6aTI>IBaTI> IIJIaH KOPPCKTUPOBOK YCTAHOBJICHHOI'O IIOPSAKa O(l)OpMJ'IGHPIH AOKYMCHTOB II0 IICPCOHAIY H
PCAIN30BbIBATh IPUHATHIC H3MCHCHUA

KonTponupoBars npucyTcTBue pabOTHUKOB Ha paboyeM MecTe

Co0:1101aTh HOPMBI ATHUKHU JIEJIOBOTO OOIICHUS

HeO6XOI[I/IMI>Ie 3HaHUA

HOpHI{OK O(I)OpMJ'IeHI/IH, BCACHUA U XPAHCHUSA JOKYMCHTOB 110 IICPCOHATY

HOpHI{OK y4€Ta ABUXKCHUA KaJpOB U COCTABJICHUSA YCTaHOBHeHHOﬁ OTYCTHOCTHU

HOp}IIIOK pacucTa CTaxa, JIbroT, KOMHCHC&HHﬁ, O(bOpMJ'IeHI/ISI MeHCHI paGOTHI/IKaM

CrpykTypa opranuzauuu

TpynoBoe 3aKOHOATENBCTBO U UHBIE AKTHI, COAEPIKAIINE HOPMBI TPYJOBOTO ITpaBa




OCHOBBI ApXMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IMpaBOBbIE akThl Poccuiickoi ®enepannu, B 4acTH BEIACHUS
JOKYMEHTAIIUH 110 IIEPCOHAIY

3akoHozaarenscTBO Poccuiickoit denepaliuu o NepcoOHaIbHBIX JaHHBIX

TCXHO.TIOI‘I/II/I, MCTOJbI U MCTOAWKHU ITPOBCACHUA aHAJIN3a U CUCTEMATU3 Al JOKYMCHTOB U PIH(l)OpMElLIPIH

JlokanbHBIC HOPMATHBHBIE aKThl OPTaHU3ALUH, PETYIUPYIOIIUE MTOPAI0K 0(OPMIICHUS TOKYMEHTOB 10 IEPCOHATY

OCHOBBI JOKYMEHTO000POTa M IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

HopMmpbl 3THKH 1€7TI0BOTO OOIICHUS

bazoBbie OCHOBEI I/IH(1)OpMaTI/IKI/I, CTPYKTYPHOC TIOCTPOCHUEC I/IH(bOpMaI_[I/IOHHLIX CHCTEM M 0COOEHHOCTH pa6OTBI C HUMH

Jlpyrue xapakTepucTuKu | -

3.1.3. TpynoBas pyHKIUSA

AJMHHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA IO
HaumeHnoBaHue | yueTy ¥ IBHKEHUIO KaJpOB, IPEICTABICHUIO JOKYMEHTOB 110 Kon | A/03.5 | YpoBeHs (1I01ypOBeHb) KBATU(DHUKAIIMN 5
NIEPCOHATY B TOCY/IapCTBEHHBIC OPTaHbl

IIpoucxoxaeHue

. OpuruHan X |3aMMCTBOBAaHO U3 OpUTHHANIA
TPYAOBOH (hyHKIIMH

Kon opurunana PerucrpannoHHslii HOMep
npodecCHOHaTBHOTO CTaHAAPTA

pr,Z[OBLIC JIeicTBUA OpI‘aHI/IBaI_[I/I}I ,Z[OI(YMCHTOO60pOTa IO YUCTY U ABUKCHUIO KaAPOB

OpFaHI/IBaHI/I}I I[OKYMCHT0060pOTa o NpCACTABJICHUIO JOKYMCHTOB 110 IIEPCOHATY B TOCYAAPCTBCHHLIC OPTraHbI




[TocTaHOBKa Ha y4eT OpraHU3alMy B TOCYJapCTBEHHBIX OpraHax

[ToaroroBka mo 3anpocy rocyAapcTBEHHBIX OPraHOB, MPOGECCUOHATBLHBIX COI030B U JAPYTUX MPECTABUTEIbHBIX OPraHOB
PabOTHUKOB OPUTHUHAJIOB, BBIITUCOK, KOIUM TJOKYMEHTOB

[ToaroroBKa yBEIOMIICHH, OTYETHON U CTATUCTUIECKON MH(OPMAIIUU TI0 TIEPCOHATY

[ToaroroBka mHpOpMANMK O 3aKIOYEHUU TPYIOBOTO MIIM TPa)KIAaHCKO-TIPABOBOTO JIOTOBOpPA HAa BBIOJHEHHE DPAa0OT
(oxazaHue yCiyr) ¢ rpakJaHMHOM, 3aMELIaBIIUM JI0JDKHOCTH FOCY1apCTBEHHON MIM MyHULIMIIAIILHON CITy>KOBbl, IEpeYeHb
KOTOPBIX YCTAHABIMBACTCSI HOPMAaTUBHBIMHU IIpaBOBbIMU akTaMu Poccuiickoint denepanun

Heo6xoanumeie ymeHust

OdopMIATh yueTHBIE JOKYMEHTBI, IIPEIOCTABISIEMbIE B TOCYIaPCTBEHHBIE OPTaHbl, MPO()ECCHOHAIBHBIE COIO3bI U APYTHE
IPEJCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB

OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHM C TPeOOBaHUSMHU TPYIOBOrO 3aKOHOJaTeslbcTBa Poccuiickoit
®denepanuy U JTOKaIbHBIMA HOPMATUBHBIMU aKTaMU OpPTaHU3aLUuU

PaGoTtath I/IH(I)OpMaI_II/IOHHBIMI/I chcTeMaMu K 0a3aMu JAaHHBIX 1O BEACHUIO YUCTAa U ABUKCHUIO IICPCOHAJIA

PaGoTarb ¢ nHpOpMAITMOHHBIMU CHCTEMaMU U 0a3aMU JIAHHBIX 110 BEJICHUIO CTATUCTHYECKOW U OTYETHOW MH(OPMAIIUH T10
HepCcoHay

AHanu3upoBaTh MpaBuia, NPOLEAYpPhl U MOPSIOK, PEryIHUPYIOIIKEe MpaBa U 00S3aHHOCTU TOCYAApCTBEHHBIX OPraHOB U
OpraHu3aliy [0 BOIpOocaM 0OMeHa JOKYMEHTAIeH Mo MepCoHaIy

Bectun ACJIOBYIO MEPCIIHUCKY

CO6J’IIOI[8.TB HOPMBI 5TUKH JCJIIOBOTO O6IJ.[€HI/I$I

HeoOxoaumeble 3HaHUSA

TGXHOJ'IOFI/II/I, MCETOABI U METOAUKH ITPOBCACHUA aHAJIM3a U CUCTEMAaTHU3allui JTOKYMCHTOB 1 I/IHCbOpMaI_[I/II/I

OCHOBBI TOKYMEHTOO0OPOTa U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

CTpyKTypa opraHusanuu

HopwmatusHbie nipaBoBbie akThl Poccuiickoit denepanuu, perynupyromue nmpasa 1 00s13aHHOCTH TOCYJapCTBEHHbIX




OpraHoB, TPO(HeCCHOHATBHBIX COI030B M IPYIHX MPEACTaBUTEIbHBIX OPraHOB PAOOTHUKOB 110 MPEJOCTABICHUIO YYETHON
JIOKYMEHTAIUU

TpynoBoe 3aKOHOAATENIBCTBO U MHBIE aKThI, COJEPIKAIME HOPMbI TPYJOBOTO IIpaBa

OCHOBBI apXMBHOT'0 3aKOHOJIaTEJILCTBA U HOPMATUBHBIE TPaBOBbIE akThl Poccuiickoil @enepanuu, B 4aCTH BEIECHUS
JOKYMEHTAIMU 110 IEPCOHAILY

3akoHo 1aTenbCcTBO Poccuiickoi denepalinu 0 MepCOHATBHBIX JaHHBIX

JlokanpHBIC HOPMATUBHBIE aKTHl OPraHU3aIMH, PETYIHPYIOIINE MOPSIO0K BEACHUS TOKYMEHTAIINH 110 YYETY U JIBUKECHUIO
niepcoHasa

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie OCHOBEI I/IH(i)OpMaTI/IKI/I, IMOCTPOCHHUA I/IH(I)OpMaL[I/IOHHLIX CHCTEM K 0COOEHHOCTH pa6OTLI C HUMH

Jlpyrue xapakTepucTUKU

3.2. O6o0uieHHast Tpya0Bast PyHKIIMS

Haumenosanue | JlesTenbHOCTh IO 00€CIIEYEHHIO IEPCOHATIOM Kon B | Yposenb kBanudukanun 6

IIpoucxoxaeHue
0000111eHHO! TPYI0BOM

byHKIII

OpI/IFI/IHaJ'I X | 3auMCTBOBaAHO U3 OpurvuHala

Konx opurnnana Perucrpanuonnsiii Homep
po¢eCCHOHATIBHOTO CTaHAapTa

Bo3mosxHBIe HaWMEHOBaHHMS Crennanuct no noadopy nepcoHaia

JOJDKHOCTEH, podeccuit

Crnenunanuct 1o nepcoHaty




Menemxep 1o nepcoHany

TpeboBanus k Bricuiee oOpa3oBanue - 6akanaBpuaT
00pa3oBaHUIO U JlononHUTEIbHOE TPO(ECCHOHATBHOE 00pa30BaHUE - IPOrPAMMBI TOBBINICHUS KBATU(MHUKAIMN; [IPOrPAMMBI
00y4YEeHHIO npo¢eCCHOHATBLHOMN MEPENOArOTOBKY B 00JIaCTH MOMCKA U 1T0A00pa MepcoHaa

TpeboBanus K ONBITY -
HPaKTHYECKOI padoThI

OcoObIe yclioBHs AOMyCKa |-
K pabore

Jlpyrue XxapakTepucTUKu |-

Z[OHOJ'IHI/ITeHBHLIC XapaKTCPHUCTUKHU

HaumenoBanue nokymenra Kon HaumenoBanue 6a30Boii rpyIiibl, J0HKHOCTH (TPO(EeCccHm) WK CIIeNUaTbHOCTH
OK3 2412 CriennanucTsl o KagpaM U npodopreHTaun
3423 CriennanucTbl KaAPOBBIX CIYKO U YUpekKICHUN 3aHATOCTH
EKC - Crenuanuct 1o Kaapam
- Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT 1O TPYAY
22956 | MHcnekTop mo Kajapam

3.2.1. TpynoBas pyHKIUSA
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HaunmenoBanue | Coop nHGOpMALIHK 0 TOTPEOHOCTIX OpraHu3aiuu B mepcorane | Koxg B/01.6 |YpoBens (moaypoBeHb) KBATH(DUKALIUN 6

IIpoucxoxneHue

. Opurunan X | 3auMCTBOBAHO U3 OpUTMHANA
TPYAOBOH (PyHKIIMU

Kon opurunana Peructpaimonusliii Homep
poheCCHOHATIBHOTO CTaHAapPTa

pr,HOBLIC JIeHUCTBUS Ananuz IJIAHOB, CTPATCTHUU U CTPYKTYPbI OPraHU3aliuu

Ananm3 ocobeHHoCTel opranu3anuu padoThl ¥ MPOU3BOICTBA HA KOHKPETHBIX pabounx MecTax

AHaim3 peIHKa TPy [0 OpraHu3anry padoThl Ha aHAIOTUYHOM ITPOU3BOICTBE M PaOOYMX MECTax

dopmupoBanue TpeOOBAHUHN K BAKAHTHOM JOIHKHOCTH (MTPO(eCcCHH, CIeUaTbHOCTH) U MX KOPPEKIIHS

AHanu3 peIHKa TPy/a U TIepCcoHalIa OPTaHU3AIMH 110 MPOPUITIO BAKAHTHON JOKHOCTH (TpodeccHu, CriennaibHOCTH )

NupopMupoBanre 1 KOHCYIbTUPOBAaHHE PYKOBOJUTENEH MOAPA3/IEICHUA U OpraHU3alliy 10 BONPOCaM pbIHKA TpyJa B
4acTH 00ecreuyeHus epcoHalIoM

Heo6xonumelie ymenust | Cobuparb, aHaIU3UpOBaTh U CTPYKTYpUpPOBaTh HH(pOpMAIMIO 00 OCOOEHHOCTSAX OpraHM3alud paboT Ha PazIHMYHBIX
y4acTKax MPOM3BOJACTBA U HA KOHKPETHBIX padOUMX MECTax C yUeTOM LieJiel, 3a/1a4, MJIaHOB U CTPYKTYpPbl OpraHu3aluu

Cobupats, aHAIM3UPOBATh U CTPYKTYPUPOBATh HHPOpMAIIHIO 00 0COOEHHOCTSAX M BO3MOKHOCTSIX KaJIpOBOTO MOTEHIIMANA
OpraHu3aIu

ColupaTh, aHATM3UPOBATH U CTPYKTYPUPOBATH MHPOPMAIIHIO 00 0COOEHHOCTSIX PBIHKA TPY/AQ, BKIIOYAs TIPEITOKEHHS OT
MPOBAKIEPOB YCIYT MO MOKUCKY, TPUBICYCHHIO, TOA00PY U OTOOpPY MepcoHana

®opmupoBaTh TpeOOBaHHS K BAaKAaHTHOW JIOJDKHOCTH (TpodeccHu, CHenualbHOCTH) M ONPENeNsITh KPUTEPUH Moa0opa
HiepcoHasa




BHocuTe KOppekTHpyrolue CBeleHHs B TpeOOBaHMS K KaHIUAAaTaM Ha BaKaHTHbIE JOJDKHOCTH (mpodeccuw,
CIEINAIBHOCTH)

[Tonb30BaThcsi TMOUCKOBBIMH CHUCTEMAaMU ¥ HH(POPMAIIMOHHBIMH pecypcamMH JJisi MOHHUTOPUHIA pBIHKA TPY/a,
rpakAaHCKOT0 U TPYJIOBOr0 3aKoHOAaTeIbCcTBa Poccuiickoit denepanuu

KoncynpTupoBaTh 110 BOmpocam phIHKa Tpy/ia B 4acTU 00ecreYeHUs epCoHaIoM

Co0mr01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

TeXHOHOI‘I/II/I, METOAbI U MCTOAUKHU IMMPOBCACHUA aHaJIn3a U CUCTEMATU3allu JOKYMCHTOB U HH(bOpMaL[I/II/I

CtpyKTypa OpraHu3aiyy U BaKaHTHBIC TOJDKHOCTH (Mpodeccru, CrIeuaaIbHOCTH)

[opsiiok onpeneneHus NEPCIEKTUBHON U TEKYIIEH TOTPEOHOCTH B KaJpax

Hcrounuku obecnieueHus: OpraHu3aluy KaapaMmu

Opranu3anus padoT Ha pa3IUYHBIX y4aCTKaX MPOU3BOJICTBA, OpraHU3AIMH, OTPACITU

OO01re TeHIeHIMU Ha phIHKE TPYJa U B OTAEIBHOM OTpaciy, KOHKpETHON podeccuu (I0IKHOCTH, CTIENaIbHOCTH)

OCHOBBI ICUXOJIOTHHU U COMOJIOTHH Tpyada

OCHOBEBI 9KOHOMUKH, OpTraHU3alNU TPpyJda U YIIPABJIICHUA

TpynoBoe 3aKOHOATENBCTBO U UHBIE AKTHI, COJEPIKAIINE HOPMBI TPYIOBOTO ITpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTHMBHBIE NPAaBOBBIE akThl Poccuiickoii depepannu, B 4aCTH BEICHHS
JIOKYMEHTAIUH MO IMePCOHATY

3akoHonmarenbcTBO Poccuiickoit denepanuy 0 NEpCOHAIBHBIX TaHHBIX

JlokanpHbIE HOPMATHUBHBIE aKTHI OPTaHU3AIMH, PETYIUPYIONINE MOPSA0K M0100pa IepcoHaa

Hopwmpbl 3TuKH 1e710BOTO OOIICHUS




bazoBbie 0CHOBBI HHGOPMATHKH, CTPYKTYPHOE MTOCTPOCHUE HHPOPMAIIMOHHBIX CUCTEM U OCOOCHHOCTH PabOThI C HUMH

Jpyrue xapakTepuCcTUKU

3.2.2. TpynoBas pyHKIUSA

Haumenoanue | [louck, npuBiiedeHue, moa0op U 0TOOP mepcoHaia Kon B/02.6 | YpoBens (mogypoBeHb) KBaTH(DUKALUH 6
[Ipoucxoxnenue

P A Opurunan X |3aMMCTBOBAaHO U3 OpUTHHAIA
TPYAOBOM (DYHKIHH

Kon opurunana Peructparnuonnslit Homep
poeCCHOHATBHOTO CTaHIapTa

TpynoBble nencTBUs

[Touck BO BHYTPEHHUX M BHEIIHUX UCTOYHHMKAX MH(POPMAIMK O KaHAHUIaTaX, COOTBETCTBYIOIICH TpeOOBAaHUSIM BaKaHTHOMN
JOJKHOCTH (TMpodecCuu, CIICITHATLHOCTH)

Pa3memienue cBeieHnii 0 BaKaHTHON JOKHOCTH (IIpoeccuu, CeMaabHOCTH) B CPEACTBaX MacCOBOM MH(pOpMaIuu

Bo160p crioco0oB 1 METOI0B MTPUBJICUEHHS IEPCOHATIA B COOTBETCTBUU C YTBEPKACHHBIMU IJIAHAMU

[TpoBepka nHpopMaIuy 0 KaHIUAaTax Ha BaKaHTHbBIE TOJKHOCTH (IIpodeccuu, CrielnaibHOCTH)

[TpoBenenue cobecenoBaHUil M BCTped € KaHAUIATAMHU Ha BaKaHTHBIE JOJDKHOCTH (Mpo¢eccuu, CHelHanbHOCTH) C
oOecnieueHreM oOpaTHOM CBSI3U

OrneHka COOTBETCTBUS KaHNIaTOB TPEOOBAHUSM BaKaHTHOM JIOJKHOCTH (TIpodeccuul, CrieuanbHOCTH )

[TonroroBka mpenaoxeHui no GpopMHUPOBAHUIO OI0/KETa Ha MIOUCK, ITPUBIIEYEHHE, [T0100p U 0TOOpP MepcoHana

NupopmupoBanre U KOHCYJIbTUPOBAHHE PYKOBOJIUTENEH MOApA3/IEICHU U OpPraHu3alliy M0 BOIpPOCaM IPUBIICYECHUS
IIEPCOHAJIA C OLICHKOM 3aTpar




Heo6xomumbie ymeHust

OnpenensTb KpUTEPUH MTOUCKA, IPUBJIEUEHUs, TOJ00pa 1 0TOOpa nepcoHaa

Cobupath, aHaTU3UPOBATh U CTPYKTYPUPOBATh HHGOPMAIUIO O KaHAUJATaX U MPEIJIOKEHUIX Ha PhIHKE TpyJa

ITonp30BaThCA MOUCKOBBIMU CUCTEMAMH 1 I/IH(bOpMaI_II/IOHHBIMI/I peCypcamMu B obOnacTu o0ecrieueHus IepcoHaaIoM

[TpuMeHATh TEXHOJIOTUU M METOIMKH MOMCKA, PUBJICUCHHSI, TO00pPa U 0TOOpa KaHIUIAaTOB HA BaKAHTHBIC JOJDKHOCTH
(mpodeccun, CeMaTLHOCTH) B COOTBETCTBHE C UX CIIEU(DUKON

Hcmons30BaTh cpeacrBa obecrieueHust NepCcoHaaIoM, BKIIKHOYasaA COIIPOBOKIACHUC

KOHCYHBTI/IpOBaTB 110 BOIIpOCaM IPUBJICUCHUA IICPpCOHAIIA

CocTaBlATh U KOHTPOJHUPOBATH CTATbU PaCXO0a0B HA obOecrieueHue MCPCOHAIIOM IS IIJIAHUPOBAHUA 6IO,I[)K€TOB

Co0:1r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

HcToynuku odecrieyeHus OpraHu3alii KaapaMu

TexHom0ruM U1 METOAUKH IIOHCKa, IIPUBJICUCHHUA, noz[60pa n 0T6opa IepcoHalia

CI/ICTCMH, MCETOJAbI U (I)OpMBI MaTCpHUAIIbHOI'O U HEMATCPUATIBHOT'O CTUMYJIMPOBAHUSA TPpyda IIEpCOHATIA

TexHonoruu u MeTo sl GOPMUPOBAHUS U KOHTPOJISI OI0/IKETOB

TGXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKHU IMPOBCACHHWA aHAIN3a, CUCTEMAaTU3allu JOKYMCHTOB U I/IH(l)OpMaIII/II/I

CtpyKTypa OpraHu3aiiy U BaKaHTHBIEC TOJDKHOCTH (TIpodeccru, CrennabHOCTH )

O6HII/IG TCHACHIWHW Ha PBIHKC TpyJa U B OTACJIBHBIX OTPACIAX U BUAAX HpO(l)eCCI/IOHaJ'IBHOI\/’I JACATCIIBHOCTH

OCHOBEI IICUXOJIOTHH U COMOJIOTHH Tpyada

OCHOBBI 5KOHOMMKH, OpPTaHU3ALMH TPY/Ia U YIPABJICHUS IEPCOHATIOM

TpynoBoe 3aKOHOJATENBCTBO U UHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYJOBOTO ITpaBa




OCHOBBI ApXMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IMpaBOBbIE akThl Poccuiickoi ®enepannu, B 4acTH BEIACHUS
JOKYMEHTAIIUH 110 IIEPCOHAIY

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTesbeTBa Poccuiickoit @enepanuun

3akoHozaarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX

JlokanbHBIE aKThl OPTraHU3ALUH, PETYIUPYIOIINE TTOPSI0K 00eCIIeueHus TEPCOHAIOM

HopMe! 3THKH [1€710BOTO O0IICHUS

bazoBbie OCHOBEI I/IH(I)OpMaTI/IKI/I, IIOCTPOCHUA PIH(bOpMaI_[I/IOHHBIX CHCTEM M 0OCOOEHHOCTH pa6OTbI C HUMH

Jlpyrue XxapakTepucTuKu |-

3.2.3. TpynoBas ¢pyHKIIHS

AJMUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTO000pOTa
HaumenoBanue pHp p p Kon B/03.6 |Yposens (moaypoBenb) kBanudukamnuu | 6
o0ecreyeHns: NepcoHaNIoM
IIpoucxoxaeHue
. Opurunan X |3aMMCTBOBAHO W3 OpUTMHANA
TPYAOBOH (hyHKIIMH
Konx opurunana Perucrpanmonnslii Homep

HpO(beCCI/IOHaJ'IBHOFO cTaHJapTra

TpynoBble nefcTBus AHaim3 mporeccoB JOKyMEHTO000pOTa, JIOKAJIbHBIX JOKYMEHTOB 110 BOIIPOCaM 00eCIeueH sl IEPCOHAIOM

Benenune nndopmaryiu 0 BAKaHTHBIX JTOJDKHOCTSIX (Mpodeccusix, CIeUaaIbHOCTAX ) U KaHIUAaTax

JIoOKyMEHTaIlMOHHOE COIPOBOXK/IEHNWE KaHAMJIATOB Ha JTarax IOMCKa, NMpHUBJIEUEHUs, nmoadopa U oTOOpa MmepcoHana Ha
BaKaHTHBIE TOIDKHOCTH (Mpodeccuu, CIEHalbHOCTH), HHPOPMUPOBAHUE KAaHAUIATOB O pe3yiabTaTax oTOopa




[ToaroToBka 3ampocoB O KaHIWIATaX B TOCYIAPCTBEHHBIC OPraHbl, B CIIy4asX, MPEIyCMOTPEHHBIX JEHCTBYIOLINM
3aKOHOJIATENTLCTBOM, U 00pa0OTKa MPEAOCTABICHHBIX CBEACHUI

[TonrotoBka u 00paboTka YBEAOMIIGHMH B TOCYJapCTBEHHbIC OpraHbl, NPO(pECCHOHATBHBIE COIO3BI U ApYyrHe
IPEeJCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB 110 BOIIPOCAM IIOMCKA, IPUBIIEUEHNUS, ToA00pa U 0TO0pa nepcoHana

COHpOBO)KI[CHI/Ie JA0TOBOPOB 110 o0ecIreyeHnro opraHu3alyy IEPCOHAIOM, BKIIIOYasd MPECABAPUTEIIBHBIC ITPOLEAYPEI 110 UX
3aKJIFOYCHUIO

Heo6xoanumeie ymeHUs

OO0ecneunBaTh JOKYMEHTALMOHHOE CONPOBOXKICHHUE BbIX0/1a KaHIUAaTa Ha pad0oTy U epeMELICHUs IEPCOHANA

OdopMIIATE JTOKYMEHTHI IO BOMPOCAaM OOECIEUYEHHUs] KaJAPOBBIMH pecypcamMH, HEOOXOAMMBIE Ui NPEIOCTAaBICHUS B
roCyJapCTBEHHbIE OpraHbl, IPO(ecCHOHAIbHBIE COI03bI U APYTHe MPEICTaBUTENbHbBIE OpraHbl pA0OTHUKOB

Opranu3oBbIBaTh XpaHEHUE JTIOKYMEHTOB B COOTBETCTBHUU C TPEOOBAHUSIMH TPYIOBOTO, apXHMBHOT'O 3aKOHOJIATEIhCTBA
Poccutiickoii deneparu v JIOKAJIbHBIMU aKTaMH OpPTaHHU3aIlun

AHaJ'II/IBI/II)OBaTb JAOKYMCHTHBI U IICPEHOCUTD I/IH(bOpMaI_[I/IIO B I/IH(1)OpMaI_II/IOHHBIe CHCTEMBI U 0a3bl JaHHBIX O KaHJuJaTrax

PaboTath ¢ MHPOPMALIMOHHBIMU CUCTEMaMHU U 6a3aMU JaHHBIX 110 BOIpOcaM 00ecIieUeHMsl IEPCOHATIOM, BEIEHUIO TIOMCKA
U y4yeTa KaHMJaTOB Ha BAaKaHTHBIE TOJKHOCTH (Mpodeccui, CealbHOCTH)

[TpousBoauTh mNpeABapUTENbHBIE 3aKyNOYHBIE MPOLEAYpPbl M O(QOPMIISATH COMYTCTBYIOUIYIO JOKYMEHTAIMIO II0
3aKJIIOUYEHHUIO I0rOBOPOB

OpFaHI/BOBHBaTB " IPpOBOANTH KOHKYPCHI, O(I)OpMJ'ISITL " aHAJIM3UPOBATb KOHKYPCHYIO JOKYMCHTAIUIO

Bectun ACJIOBYIO MEPCIIUCKY

Co0mr01aTh HOPMBI DTHKH JIEJIOBOTO OOIIIEHUSI

HeoOxoaumeble 3HAHUSA

[Topsimox odopmiieHUs, BEeHUS U XPAaHEHUS OKYMEHTAallMW, CBA3aHHOM C IOHCKOM, INpHUBJIEYEHUEM, MOJO0OPOM H
0TOOPOM MepcoHasla Ha BAKAHTHBIE I0JKHOCTH

HOp}IIIOK (1)OpMI/IpOBaHI/I$I, BCACHUA OaHKa JAaHHBIX O MEPCOHAJIC OpraHnu3ali U MpCAOCTABJICHUA OTYCTHOCTU




OCHOBBI TOKYMEHTO000POTa U JOKYMEHTAITMOHHOTO 00eCTIeYCHUS

TCXHOHOFI/II/I, METOJbI U MCTOAUKHU ITPOBCACHHUA aHaIW3a U CUCTEMATU3 Al JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

[Topsimok nmpoBeAeHNsSI KOHKYPCOB U 0(pOpMIIEHUSI KOHKYPCHOM TOKyMEHTaluu

[Topsimok mpoBeAeHUS 3aKyTIOYHBIX MPOLEayp U 0(hOPMIICHUS COMYTCTBYIOLIEH TIOKYMEHTALUN

CtpyKTypa opraHu3aluy 1 BakaHTHbIE JOKHOCTH (Ipodeccuu, CriennaibHOCTH)

TpynoBoe 3aKOHOAATEIIBCTBO U MUHBIE aKThI, COJEPKAIINE HOPMBI TPYJOBOTO IIpaBa

OCHOBBI apXMBHOI'O0 3aKOHOAATEIbCTBA U HOpPMAaTHBHBIE IpaBoBble akThl Poccuiickoil ®dexepanuu, B 4acTU BEACHUS
JOKYMEHTaIMH 110 IEPCOHAILY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbCTBA Poccuiickoit denepanun

3akoHomarenbcTBO Poccuiickoii deneparin 0 MepCcoOHAIBHBIX TAaHHBIX

JIokanbHbBIC aKThI OopraHu3aluy, peryJupyromue nopaaoxk n0n6opa IepcoHajia

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO 00IIEeHUS

bazoBbie 0CHOBBI HH(OPMATUKH, TOCTPOCHUS HHPOPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThl C HUMH

JHpyrue xapakTepucTuKu

3.3. O6o06uieHHas TpyaoBas QyHKIHS

HaumeHnoBanue JlesTebHOCTh MO OLIEHKE U aTTEeCTalllU MepcoHala Kon C | YpoBeHs kBanuuKauu 6

[Ipoucxoxaenue

Opurunan X | 3auMCTBOBaHO W3 OpUTMHANIA




0000IIEHHON TPYIOBOM
byHKIIUU

Konx opurunana

Perucrpanuonsslii Homep

npodeccuoHaIbHOr0 CTaHaapTa

Bo3moxHble
HaMMEHOBaHHUS
JOJDKHOCTEH, Tpodeccuit

Criennanuct 1o OLEHKE U aTTeCTalluy IepcoHaia
Cnenuanuct 1o nepcoHainy
Menemxep no nepcoHary

TpebGoBanus K
00pa30BaHMIO U
00y4YeHUIO

Briciiee oOpa3zoBaHue - OakagaBpuaT

JononaurensHOE npodeccroHabHOe 00pa30BaHUE - IPOTPAMMBI MTOBBIIICHUS KBATH(DUKALINHT; TIPOTPAMMBI

HpO(l)eCCHOHaHbHOfI MEPCIIOArOTOBKH B obnactu IMIPOBCACHUS OLICHKHU IICpCOHAIa

TpeboBanus K ONBITY
IPaKTHYECKOI paboThI

Ocobble ycrnoBus
Jorycka K pabote

JHpyrue xapakTepucTuKu

Z[OHOJIHI/ITCHBHLIC XapPaKTCPUCTUKU

HaumeHnoBanue nokymeHTa Kon HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH (ITPOdECCUn) UITH CIIELMATbHOCTH
OK3 2412 CrienmanucTsl 1o Kajapam U npodoprueHTannu
3423 CrienanucThbl KaJIpoBbIX CIYXK0 U yUpexkKIeHUH 3aHATOCTH
EKC - Menemxep 1o nepcoHany
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OKIIATP 27755 DKOHOMHCT TI0 TPYAY

22956 HHcniekTop 1o kaapam

3.3.1. TpynoBas pyHKIUSA

HaumenoBanue | Opranu3zanus U MpoBeACHUE OLICHKU NIEpCoHaa Kon C/01.6 |YpoBeHb (MOAypOBEHB) KBaTH(PHUKAIIUN 6

IIpoucxoxaeHue

. OpuruHan X |3aMMCTBOBAHO U3 OpUTHHANIA
TPYAOBOH (QyHKIIMH

Kox opurunana Peructpanuonnsiit Homep
poeCCHOHATILHOTO CTaHAapTa

TpynoBsie neiicTBust AHanu3 CTPYKTYpHI, IJAHOB W BaKaHTHBIX JOJDKHOCTEH (mpodeccuid, crennaibHOCTeH) OpraHu3alii, 0COOCHHOCTEH
OpraHu3aIy padoThl HA Pa3TUYHBIX YYACTKaX MPOU3BOJICTBA U KOHKPETHBIX pabOUnX MecTax

Pa3paboTka nnaHa oleHKH epcoHalla B COOTBETCTBUH C LIEISIMU OpraHu3aluu

OneHka AMHAMHMKY POU3BOAUTEIBLHOCTH, MHTEHCUBHOCTH U 3 (EKTUBHOCTH TPy/Ja Ha pabodymnx MecTax

Onpenenenue pecypcoB, BEIOOP CPEICTB M METOJIOB ITPOBEACHUS OLEHKH IepcoHala

HpOBeI[eHI/Ie OLICHKHU II€pCOHAJIa B COOTBCTCTBHUHU C IJIaHAMH OPraHU3alun

COHpOBO)KI[eHI/Ie AOTrOBOPOB C OpraHu3alusaAMU - HCIHOJHHUTCIIIMHA MepOHpI/ISITI/Iﬁ II0 ONLCHKE IIE€pCOHAJia, BKJIIKOYasd
npeaABapUTEIIbHBIC IMPOUCAYPHI IO UX 3aAKIIFOYCHHIO

KOHC}U’IBTI/IpOBaHI/Ie IepCcoHalia 1mo BOIpocaM OLCHKH, BKIIKOYad OICHKY 3aTpaTr

AHanmum3 pe3yabTaToOB OIICHKU MTEPCOHAJIA, TOATOTOBKA PEKOMEHAAININ PYKOBOJICTBY M TIEPCOHATY
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[TonroroBka mpenaoxeHui no GopMUPOBAHUIO OI0/KETa IO OpPraHU3aluU U MPOBEICHUIO OIICHKHU IepcoHaa

HeoOxomumbie ymeHMst

OnpenensaTh mapamMeTpbl U KPUTEPUU OLICHKH IepcoHala

OHpe,I[CJ'IHTB " IPUMEHATH CPEACTBA U METOABI ITPOBCACHUA OUCHKU II€pCOHAIa

Briiensats (onmpenensTh) rpynibl IepcoHaa Al IPOBEICHUs OLEHKU

OHpe,I[CJ'IHTB HHTCHCHUBHOCTB TpyJda X 30HbI IIOBBIIICHUA S(b(beKTI/IBHOCTI/I ImepcoHaIa

OnpenensiTb MOTUBALMOHHBIE (PAKTOPHI IPOBEJIEHUS OLIEHKH [I€pCOHaNa

CocTaBiiaTh U KOHTPOJMPOBATH CTAaTbH PACXOJ0B HAa OLCHKY IICPpCOHAJIA AJI IIJIAaHUPOBAHUA 6IOI[)K€TOB

O06ecrieunBaTh OpraHn3alluOHHOC COIIPOBOXACHUC OLICHKU IICpCOHAIa

ObecneunBaTh COXPAaHHOCTH KOH(HICHIIMATHHON HH()OPMAIMH ITPU IPOBEICHUH OIICHKH NIEpCOHaa

OpFaHI/I?;OBI)IBaTI) XpaHCHHUEC AOKYMCHTOB B COOTBCTCTBHUH C Tpe6OBaHI/I$IMI/I TPYAOBOI'O, apXMBHOT'O 3aKOHOAATCILCTBA
Poccuiickoi CDCI[epaLII/II/I " JIOKAJIbHBIMHW HOPMATHBHBIMU adKTaMU OpraHu3alun

Cobupatb, aHaTU3UPOBATh U CTPYKTYPHUPOBATh HHPOPMALIMIO O MPEUIOKEHUAX MO OLIEHKE NIepCoHalla Ha pbIHKE Tpy/a

[Tpou3BoauTh mNpeABapUTENbHBIE 3aKyNOYHBIE MPOLEAYpPbl M O(QOPMIISATH COMYTCTBYIOUIYIO JOKYMEHTAIMIO II0
3aKJIIOUYEHHUIO I0rOBOPOB

OHpe,I[CJ'IHTL YCJI0BUA AJId 3aKIIFOYCHUA JOTOBOPOB HAa YCIYTI'U 110 TPOBCACHUIO OLICHKHU IICPCOHAJIA

CI/ICTeMaTI/BI/IpOBaTB, 0606IHaTL " aHaJIM3UPOBATDH PE3YJIbTAThI OLICHKHU IIEPCOHAJIA

OO0ecneunBaTh 06paTHy10 CB3b 110 PE3yJibTaTaM HpOBGI[CHHOﬁ OLICHKHU C NICPCOHAJIOM U PYKOBOJACTBOM

[Tonb30BaThCsi TOMCKOBBIMU CHCTEMaMH, MH()OPMAIMOHHBIMU pecypcaMH U 0a3aM¥ JaHHBIX 10 MPOBEIACHUIO OICHKU
HiepcoHasa

Pa3pabareiBaTh peKOMEHIAIUH [0 PA3BUTHIO MIEPCOHANIA HA OCHOBE MTPOBEICHHOM OLICHKH




Co0:mr01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

TexHoIOTHH 1 MCTOBI OIIPCACIICHUA HpO(l)CCCI/IOHaJ'IBHI)IX 3HaHPII>i, YMCHI/Iﬁ ¥ KOMITETCHITHI

TexHoIoTHH U MCTOAbI OUCHKH JUYHOCTHBIX KaY€CTB U XapaKTCPUCTHK

CI/ICTCMBI, METOAbI U (bOpMBI MaTCpHUAIBHOI'O U HEMATCPpHUAJIbHOI'0 CTUMYJIMPOBAHUA TPyda II€pCOHAIa

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OI0/KETOB

TGXHOJ'IOFI/II/I, MCTOJbl U MCTOAWKU IMMPOBCACHUA aHalIM3a U CUCTEMATU3allMl JOKYMCHTOB 1 I/IH(l)OpMaIII/II/I

OcCHOBBI O0IICH U CONMAITLHOM ITCUXOJIOTUH, COITMOJIOTHH M IICUXOJIOTUH TPy

OCHOBEI HpOH?;BOI[CTB@HHOfI ACATCIIBHOCTU OpTraHHU3alun

[opsimok mpoBeeHus 3aKyIMOYHBIX MPOLEAYP U 0(OPMIICHHUS! COMYTCTBYIOUICH JOKYMEHTAIUU

CtpyKTypa Opranu3aiuy U BaKaHTHBIEC TOJDKHOCTH (Mpodeccru, CrieuaaIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJEPIKAIe HOPMBI TPYJOBOTO IpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTHMBHBIE NpPAaBOBBbIE akThl Poccuiickoin depepannu, B 4aCTH BEICHHS
JIOKYMEHTAIUH 1O IMePCOHATY

3akoHogarenscTBO Poccuiickoit denepanuu o NepcoHabHBIX JaHHBIX

JlokanbpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIMPYIOIINE MTOPSIOK OLEHKH IEPCOHAa

[Topsiiok 3akiitoueHust 10roBOpoB (KOHTPAKTOB)

Hopwmpl 3TKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH)OPMATHKH, CTPYKTYPHOE MTOCTPOCHUE HHPOPMAIIMOHHBIX CUCTEM U OCOOCHHOCTH PaOOThI C HUMH

Jlpyrue xapakTepuCTHUKU




3.3.2. TpynoBas pyHKIus

HaumenoBanue | Opranusanus 1 NpoBeI€HNE aTTECTALlUU IIEpCOHATIA Kon C/02.6 | YpoBeHb (110 ypOBEHB) KBATH(PHUKALIUH 6

[Ipoucxoxnenue
TPYAOBOH (hyHKITHH

Opurunan X |3auMCTBOBAHO W3 OpUTMHANA

Konx opurunana Perucrpanuonnsiii Homep
Ipo¢eCCHOHATBLHOIO CTaHAAPTA

TpynoBble nericTBUA

AHanu3 CTPYKTYpHI, TUIAHOB W BAaKaHTHBIX JOJDKHOCTEH (mpodecchii, CrenuanbHOCTeH) OpraHu3anud, 0COOCHHOCTEH
opranuzaiuy padboThl Ha PA3IUYHBIX Y4aCTKAaX MPOU3BOJICTBA U KOHKPETHBIX padOYnX MecTax

Pa3paboTka MpoeKTOB IOKYMEHTOB, OIPEICIISIONIMX MOPSIOK aTTECTAllMU [IEPCOHAIA, C OL[CHKOH 3aTpaT

ComnpoBoskieHHE TTpoIiecca aTTECTaluU B PabOThI aTTECTAIIHOHHONW KOMUCCHH

IToxroroBka nmpeiokeHui Mo GopMUpOBaHUIO OIOKETa Ha OPTaHU3ALMIO U IPOBEICHUE aTTECTA[UH [IEpPCOHAa

[ToaroroBka WpensiOKEHU O COOTBETCTBUHM PabOTHHKA IOJKHOCTH (Tpodeccuu, CHENUaibHOCTH) MO pe3ybTaTaM
aTTECTal[Mu B COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickoit @enepanunn

Heo6xoanMele ymeHUs

OHpe,[[eJ'ISITB napaMeTpbl U KPUTCPHUU aTTECCTALIUN IICPCOHAIIA

OHpe,[[eJ'ISITB " NPpUMCHATH CPCACTBA U MCTOAbI aTTCCTAlUN

Brigensats r PpyHIbl i€pcoHalia s MPpOBCACHUA aTTCCTAluN

ObecnieunBaTh JOKYMEHTALMOHHOE CONPOBOXKICHHUE aTTECTAllMK IIEPCOHANA

CocraBiaTh 1 KOHTPOJHUPOBATH CTATbH PACXOJ0B HA aTTCCTALIUIO IIEPCOHAIA IJIA INIAHUPOBAHUA 6IOJI)K6TOB




[Tonb3oBaTbes MHGOPMALIMOHHBIMU pecypcaMu U 06a3aMu JaHHBIX 10 MPOBEICHHUIO aTTeCTAluU

Bectu YUE€T U PEruCTpatuio 10KyMEHTOB B I/IH(l)OpMaL[I/IOHHBIX CUCTEMAX U Ha MaTCpUAJIbHBIX HOCUTCIIAX

OpraHu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TPEOOBaHMSIMHU TPYIOBOIO, apXMBHOIO 3aKOHOAATENIbCTBA
Poccuiickoit denepanuu U JIOKAIBHBIMUA JOKYMEHTAMU OpraHU3aluu

[Tpou3BoauTh TpeABapUTENbHBIC 3aKYHNOYHBIE NPOLEAYPhl W OQOPMISATH COIMYTCTBYIOIIYIO JOKYMEHTAIHIO 10
3aKJIIOYEHUIO TI0TOBOPOB

Co0mroaTh HOPMBI ATHKH JEJIOBOT'O OOIIICHHS

Heo0Oxoaumble 3HAHUS

HOp?II[OK N TCXHOJIOTUA NPOBCACHUSA aTTCCTAlluN

TexHoI0rHM M METO/IBI OTIPENIEIICHHUS M OIICHKH PO ECCHOHATIBHBIX 3HAHUH, YMEHUI U KOMITETCHITHIA

Cucrembl, METOIBI U (POPMBI MATEPHATLHOTO M HEMATEPHAILHOTO CTUMYJIMPOBAHHSI TPY/Ia IIEPCOHANIA

TexHonoruu 1 MeTo 161 HOPMHUPOBAHUS U KOHTPOJIS OFO/IKETOB

TCXHOJ’IOFI/II/I, MCTOABI 1 MCTOAWKH IMPOBCACHUA aHaJIM3a U CUCTEMATU3AIIMU JOKYMCHTOB U HHq)OpMaHHH

OCHOBEI HpOHSBOHCTBeHHOﬁ ACATCIIBHOCTH OpraHru3alnunu

OcHOBEI 06H.[eﬁ U COLIMaJIbHOM TICUXOJIOTHH, COLIUOJIOTUHN U IICUXOJIOTUHN TPpyda

HOpSII[OK MMPOBCACHU 3aKYIIOYHBIX ITPOLCAYP U O(l)OpMJ'IeHI/IH COHYTCTBYI-OH_ICI‘/’I AOKYMCHTalluN

CtpykTypa opraHu3ailiy 1 BakaHTHBIE JOKHOCTH (TTpodeccuu, crennaibHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U UHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYIOBOTO ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJATENIbCTBA M HOpPMATHBHBIE MpaBoBbIe akThl Poccuiickoil ®Denepannu, B 4acTU BEACHUS
JIOKYMEHTAIMH 110 MTEPCOHATY

3akoHoxaarenbcTBO Pocceuiickoit denepauu 0 NEpCOHAIBHBIX TAHHBIX




JlokanbHbIE HOPMATHUBHBIE aKThl OPraHU3AIUH, PETYIUPYIONINE TOPSAIOK OLEHKH MepcoHaa

[Topsanok 3akiit0ueHus 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIIICHUS

bazoBble 0CHOBBI HH)OPMATUKH, CTPYKTYPHOE MOCTPOCHHE HH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThl C HUMHU

Jlpyrue XxapakTepucTuKu |-

3.3.3. TpynoBas pyHKIUSA

AI[MI/IHI/ICTpI/IpOBaHI/IC IMpoIeCCoOB U ,I[OKYMGHTOO60p0Ta IIpu
MMPOBCACHNH OLICHKU MU aTTCCTAllMX IICPCOHAIA

HaumenoBanue Kox | C/03.6 | YpoBeHb (1oaypoBeHb) KBaqudukamm | 6

[Ipoucxoxnaenne

N Opurunan X |3aMMCTBOBAHO U3 OpUTHHANIA
TPYAOBOH (hYHKITHH

Kon opurunana Perucrpanmonneiii Homep
npohecCHOHaNBFHOTO CTaHaapTa

TpynoBble nefcTBus Ananu3 nporeccoB JOKyMEHTO000pOTa, TOKAIbHBIX JOKYMEHTOB 10 OLICHKE U aTTECTAlluU IIEpCOHAa

OpraHI/ISaHI/IOHHOC COIIPOBOKACHHUC MepOHpI/IHTI/Iﬁ IO OLCHKCE MEPCOHAJIA U €TO aTTeCTallun

O(I)OpMJ'IeHI/IC nmponecca u pe3yjibTaTOB aTTECTALlUN IICPCOHAJIA

WudopmupoBaHue nepcoHaia o pe3ynbTaTax OLEHKU U aTTeCTal[luH

IlogroroBka HpCIlJ'IO)KCHI/Iﬁ 110 PA3BUTHIO MIEPCOHAJIA IO PE3YJIbTATaM OLCHKU

COHpOBO)KI(CHI/IC J0OroBOPOB IO OKa3aHHWIO KOHCYJIbTAllMOHHBIX U I/IH(bOpMaLII/IOHHBIX YCIYr' IO OHOCHKC M aTTCCTAllun




nepcoHana

HeoOxomumbie ymeHMst

OOecneunBaTh JOKYMECHTAIITHMOHHOC COIIPOBOXKACHUEC OLICHKHU M aTTECTAllMX II€PCOHAIa

OdopMIsaTh JOKYMEHTHI 10 BOIIPOCAM OLIEHKU U aTTeCTalliy NepCcoHalla, MPeI0CTaBIsieMble B TOCYIaPCTBEHHbBIE OPTaHbl,
npodeccroHabHBIE COO3bI U IPYTHE MPEACTaBUTEIHHBIC OPTaHbl pA0OTHUKOB

AHanu3upoBaTth IpaBuiia, MPOLEAYPHI U OPSJIKH ITPOBEIEHUS OLIEHKU U aTTECTALlUU [IEpCOHAIIA

Bectn YUCT U PEruCcTpanuro 10KyMCHTOB B I/IH(i)OpMaL[I/IOHHBIX CUCTCMAX U Ha MATCPUAJIbBHBIX HOCHUTCIIAX

OpraHI/IBOBLIBaTb XpaHCHUC NOKYMCHTOB B COOTBCTCTBHU C Tpe6OBaHI/I$IMI/I TPYAOBOI'O 3aKOHOAATCIILCTBA Poccuiickoii
@eaepaunn " JIOKAJIbHBIMU aKTaMM OpraHu3alun

Bectu nenoByro nepenucky

Paborats ¢ I/IH(bOpMaHI/IOHHI)IMI/I cucteMaMu Hu 0Oasamu JaHHBIX II0 BOIIpOCaM IIPOBCACHHA OLCHKU MW aTTCCTAlluU
IepcoHalia, BEACHUIO yUC€Ta KAHANJATOB HA BAKAHTHBIC JOJDKHOCTHU (HpO(I)CCCI/II/I, CHGI_II/IaHBHOCTI/I)

AHaJ'II/ISI/IpOBaTB JAOKYMCHTHBI U ICPEHOCUTD I/IH(bOpMaI_II/II-O B I/IH(bopMaI_II/IOHHLIC CHCTEMBI U 0a3bl JaHHBIX

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

HeO6XOI[I/IMI>Ie 3HaHUA

[Topsimok odopmieHus, BeACHUs W XpaHEHHs JOKYMEHTAILlMH, CBSI3aHHOW C TIPOBEJACHHEM OLEHKH W aTTeCcTalluu
nepcoHaa

HOpSII[OK q)OpMI/IPOBaHI/ISI, BCOCHUA OaHka JAaHHBIX O MEPCOHAJIC OPraHn3allvuu U MPEAOCTABJIICHUA OTUYCTHOCTHU

HOpSII[OK MMPOBCACHU 3aKYIIOYHBIX ITPOLCAYP U O(l)OpMJ'IeHI/IH COHYTCTBYI-OH_ICI‘/’I AOKYMCHTalluN

[Topsimox odopmieHHus TOKYMEHTOB, MPEIOCTaBISIEMBIX B TOCYAapCTBEHHBIE OpraHbl, MPOQEecCHOHATIBHBIE COIO3bI U
JpyTye npeCTaBUTENIbHbIE OpraHbl pa0OTHUKOB

OCHOBBI TOKYMEHTO000POTa U IOKYMEHTAITMOHHOTO 00eCTeYeHUs

CtpykTypa opraHu3aiuy U BaKaHTHBIE JOJDKHOCTH (Mpodeccru, CrienabHOCTH )




TpynoBoe 3aKkOHOJATENBLCTBO U UHBIE aKThl, COAEPKAILKNE HOPMBI TPYIOBOIO MIpaBa

OCHOBBI apXMBHOTO 3aKOHOJAATEJIbCTBA M HOPMATHBHBIE NpaBOBbIe akThl Poccuiickoil Penepaunu, B 4acTU BEACHUS
JOKYMEHTALMH I10 [IEPCOHAIY

3axoHonarenbcTBO Poccuiickoit denepannuu o nepcoHaibHbIX TaHHBIX

TGXHOJIOFI/II/I, MCTOAbI U MCTOAWKH IMPOBCACHUA aHalIn3a U CUCTEMATU3allM JOKYMCHTOB U I/IH(bOpMaL[I/II/I

JlokasibHblE HOPMATHUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLIUE MOPSIO0K OLIEHKU U aTTECTallMM [IEpCOHaa

[Topsanok 3akiI0UeHUs T0rOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIICHUS

ba3oBbie OCHOBEI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC ITOCTPOCHUC I/IH(1)OpMaI_II/IOHHBIX CHCTEM B 0COOEHHOCTH pa6OTI>I C HUMH

Jlpyrue XxapakTepucTuKu | -

3.4. O6o0uieHHast TpyaoBast PyHKIMS

HaunmenoBanue JeqarenbHOCTh M0 Pa3BUTHUIO IIEPCOHANIA Kon D | Ypogens kBanudukamm 6
IIpoucxoxaenue
00001IeHHOM TpyaoBoi | OpuruHan X | 3auMCTBOBaHO U3 OpUTHMHANA
byHKIMHA
Konx opurnnana Perucrpanuonssiii Homep

npohecCuOHaTBHOTO CTaHAapTa

Bo3MoxHbIe Crernuanmct 1Mo pa3BUTHIO U 0O0YUEHUIO TIEpCcoHasa
HAaMMEHOBAHUS Crenuanuct 1no pa3BUTHIO Kapbephbl IIepcoHala




JOJDKHOCTEH, mpodeccuii | CeManCT 10 IEPCOHATY
Menemxep no nepcoHary

TpeboBanus k Briciiee oOpa3zoBanue
00pa3oBaHMIO U JlononauTenpHOE TPOohecCuoHaIbHOEe 00pa30BaHUE - MPOrPAMMEI MOBHIIICHUS KBAIA(DUKAIIMH, TPOTPAMMBI
00y4YCHHIO npoeCCHOHATBLHON MEePEIoArOTOBKU B 00JIACTH OPTaHU3AIOHHOTO U MPO(ECCHOHAILHOTO Pa3BUTHS IIEPCOHANA

TpeboBanus K OmbITY -
MPAKTUYECKON pabOThI

Oco0bie ycroBus -
J0IyCKa K pabote

Jlpyrue xapakTepucTuku |-

JIOOTHUTENBHBIE XaPaKTEPUCTUKH

HanmenoBanue JAOKYMCHTa KO,Z[

HaumenoBaHue 6a30B0ii IpymIibl, JOKHOCTH (ITpodeccun) UM CIeUaTbHOCTH

OK3 2412 CrnenanucTsl 1o KaJpaM U npodoprueHTanun

3423 CrienanicThl KaJJpoBBIX CIYXKO0 U YUpeKIeHUN 3aHATOCTH
EKC - Menemxep 1o nepcoHainy
OKIIATP 27755 | DKOHOMHUCT IO TPYAY

22956 |Mucnektop mo kaapam

3.4.1. TpynoBas pyHKIUS

HanmenoBanue OpI‘aHI/IBaHI/IH " IpOBCACHUC MepOHpI/IHTI/Iﬁ 110 pa3BUTHUIO U

Kon

D/01.6

VYpoBeHb (0 ypOBeHb) KBaTU(UKATIH
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MIOCTPOCHHIO MTPO(PECCHOHATTFHON Kapbephl IIepcoHalIa

IIpoucxoxneHue
TPYAOBOH (PyHKIIMU

Opurunan X | 3auMCTBOBAHO U3 OpUTMHANA

Kon opurunana Peructparmonusiii Homep
npo¢eCcCHOHAIBHOTO CTaHAapTa

TpynoBble nencTBUs

Ananuz CTPYKTYPBIL, INIAHOB U BaKaHCHUM OpraHu3anuu

Amnanm3 ocobeHHocTell paboThl Ha Pa3TUYHBIX Y9aCTKaX MPOMU3BOICTBA M KOHKPETHBIX pab0YMX MECTax

[TonroroBka MPOEKTOB TOKYMEHTOB, ONPEACISIOMNX HMOPSIOK Pa3BUTHs MEPCOHANA U IOCTPOCHUS MPOPECCHOHATBLHON
Kapbepbl C OLIEHKOM 3aTpar

Pa3paboTka miaanoB npodeccnoHanbHOM Kapbepbl pAOOTHHKOB

®opmupoBaHue KaJpoBOro pe3epna

OpFaHI/BaHI/IH MCPOHpI/ISITI/II\/’I 110 Pa3BUTHIO U TTIOCTPOCHUIO HpO(l)CCCHOHaHbHOﬁ KapbCPhI IICPCOHAIA

[ToaroToBka mpeaioxKeHuH 10 GOPMHUPOBAHUIO OFOPKETa HA OPTaHHU3AIUIO M MPOBEJACHUE MEPOTIPUATHI MO Pa3BUTHIO U
HOCTPOCHHIO TPO(ECCHOHATIBHOM Kapbephl MepcoHala

Amnanus 3(1)(1)6KTI/IBHOCTI/I MepoanHTHﬁ 110 pa3BUTHUIO IICPCOHAJIA, ITOATOTOBKA Hpe,[[J'IO)KeHI/Iﬁ 110 Pa3BUTHUIO

Heo6xoanMele ymeHUs

AHaM3MpoBaTh YPOBEHb OOLIET0 pa3BUTH U MPo(ecCHOHANbHOM KBaM(pUKAIIMK TepCcoHaIa

OnpenensaTb KpaTKOCPOUHBIE U JJOJATOCPOUYHBIE TOTPEOHOCTH Pa3BUTHUS NIEPCOHANA U MOCTPOEHUS ero MpodecCHOHATBHOM
Kapbepbl

Onpenenars KpuTepun GOpMUPOBAHUS KAIPOBOTO Pe3epBa OpraHU3aAINN

CocTaBisiTh HHAWBUAYAJIbHBIC IIJIAHBI KAPBECPHOT'O Pa3BUTUA IIEPCOHATIA




[TpyMeHSTh TEXHOJIOTHH U METO/Ibl PA3BUTHS MIEPCOHANIA U TIOCTPOEHUS PO eCCHOHATBHON Kapbephbl

CocTaBnsATh MPEIUIOKEHNS U KOHTPOJIIMPOBATH CTaThH PACcX0JI0B Ha MPOrPaMMBI U MEPOTIPHSTHS IO PA3BUTHUIO IIEPCOHANA
U TIOCTPOCHUIO PO(PECCHOHATBHOMN Kapbephl Ui IUIAHUPOBAHUS OIO/IKETOB

Onpenensats 3¢ (HEeKTUBHOCTH MEPOIIPHUATHH 110 PAa3BUTHIO MIEPCOHAIIA M TOCTPOSHHIO MPO(HECCHOHABHON Kapbephl

Paborath ¢ HHPOPMALMOHHBIMU CHCTEMaMHU U 0a3aMu TJaHHBIX MO MEPCOHATY

Co0uto1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

CI/ICTCMa, CHOCO6BI, METObl, MUHCTPYMCHTBI ITIOCTPOCHUA HpO(bCCCHOH@.J'IBHOfI KapbCphbl

MeTtobl OIpCACIICHUA U OUCHKH JTUNYHOCTHBIX U HpO(beCCI/IOHaHBHLIX KOMHGTGHHI/Iﬁ

CI/ICTCMBI, MCTOABI U (1)0pr1 MaTCpUAIIbHOT'O U HEMATCPUAJIBHOTO CTUMYJIMPOBAHUS TpyAda IIEpCOHAIIA

TexHonoruu, MeTo 6l HGOPMUPOBAHUS U KOHTPOJIS OIOIKETOB

TeXHOHOI‘I/II/I, METOAbl U MCTOAUKHU IMPOBCACHUA aHaJIn3a U CUCTEMATU3 Al JOKYMCHTOB U HH(bOpMaLII/II/I

OcHoBbI TPO(heCCHOHATTEHOM OPUEHTAIIUU

OCHOBBI IOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO O0eCTeYeHUs

OCHOBEI HpOH?;BOI[CTBGHHOfI ACATCIIBHOCTHU OpTraHHU3allnn

OcHOBBI 0011IEH ¥ CONMATBHON TICUXOJIOTUH, COITUOJIOTHH U TICUXOJIOTHH TpyAa

CtpyKTypa OpraHu3aiiy U BaKaHTHBIEC TOJDKHOCTH (Mpodeccru, CrIenaaIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJEPIKAIE HOPMBI TPYIOBOTO TIpaBa

3akoHoatenbeTBO Poccuniickoi denepannu 0 MepCOHATBHBIX JaHHBIX

JlokanbHbBIC HOPMATUBHBIC AKTbI OpraHU3allur, PETYIHUPYIOHNIUC MOPAIOK PA3BUTHA U HNOCTPOCHHA HpO(I)CCCHOHaHLHOﬁ




Kapbephl IepCOHANA

[Topsimok 3aKIIFOYEHUS I0TOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€7T0BOTO OOIICHUS

ba3oBbie 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE MTOCTPOCHHE HH(DOPMALIMOHHBIX CUCTEM U 0COOEHHOCTU PabOThl C HUMH

Jlpyrue xapakTepuCcTUKU

3.4.2. TpynoBas pyHKIUSA

HaumenoBanue Opranuzanusa o0ydeHus nepcoHana Kon D/02.6 | YpoBens (1oaypoBeHb) kBanudukaimu | 6

IIpoucxoxaeHue
TPYAOBOH (hyHKIIMH

Opurunan X | 3auMCTBOBAHO U3 OpUTMHANIA

Kox opurunana Peructparnuonsslit Homep
po¢eCCHOHATBHOTO CTaH/IapTa

TpynoBble nencTBUs

AHanu3 pbIHKa 00pa3oBaTeIbHBIX YCIYT U OTPEOHOCTEH OpraHu3aiuy B 00y4eHUH IepcoHaa

Pa3paboTka mnnaHOB, METOAMYECKMX MaTEpUajoB, y4eOHBIX IJIAHOB M MPOrpaMM, MPOEKTOB JIOKAIbHBIX AaKTOB IIO
00y4YEHMIO U PA3BUTHIO IEPCOHANA, BKJIIOYasl OLIEHKY 3aTpar

Opranuzanys MeponpHusITHH 0 00yUEHHUIO TEpCoHaIa

IIoarororka Hpe,Z[JIO)KCHI/Iﬁ 1o (I)OpMHpOBaHI/IIO 6IOI[)KCTE[ Ha OpraHu3anunro O6y‘-ICHI/I$I nepcoHaia

Ananus 3¢ (eKTUBHOCTH MEPONPUATHI 10 00yUEHHIO ITepcoHaa

Heo6xoaumele ymeHUst

AHaJ'II/BI/IpOBaTB H OIpCaCIATh HOTpC6HOCTI/I B O6y‘-IeHI/II/I TpyHil nepCcoHajia B COOTBETCTBUH C LEIIIMH OpPraHU3aliuu




Pa3zpa0aTbiBaTh IUIaHBl MOATOTOBKM, IEPENOJrOTOBKM M MOBBIMIEHUS KBATU(PHUKALMKA KaJpoB, y4eOHbIC IUIaHBl U
IIPOrpamMMBl

AHanM3upoBaTh PHIHOK 00PAa30BATEIbHBIX YCIYT U TOTOBUTH MPEIOKEHHUS 110 IOCTaBIIMKAM YCIIYT

Opranu3oBbIBaTh 00yYaromue MEpOIpUATUS

CocTaBisaTh U KOHTPOJIMPOBATH CTATbH PAaCXOJ0B HA 06yqu1/Ie nepcoHajia s miIaHupoOBaHUA 6IOII)K€TOB

Pa3pabaTpiBaTh 1 KOMIUIEKTOBATh y4eOHO-METOJMUECKUE TOKYMEHTHI

[TpousBoauTh OLieHKY 3 PEKTUBHOCTH 00YUEHHUS ITepcCoHaIa

HpOI/IBBOI[I/ITB MMPEABAPUTCIIbHBIC 3aKYIIOYHBIC IIPOLCAYPBI H O(bOpMJ'ICHI/IC COHYTCTBYIOH_IGI‘/'I AOKYMCHTAIMK 110
3aKIIFOYCHUIO JOTOBOPOB

PaGorath ¢ nHPOPMATMOHHBIMU CHCTEMaMU U 0a3aMH JTaHHBIX MO IEPCOHATY

PaspabatsiBaTh 1 0POPMIIATH JOKYMEHTHI IO MPOLIECCaM OpraHU3alMKM 00Y4YEeHHUs [IEPCOHANA U UX pe3yJibTaTaM

Co0:1101aTh HOPMBI ATHUKHU JIEJIOBOTO OOIICHUS

HeoOxoaumeble 3HaHASA

MeTo/1bl, UHCTPYMEHTBI UCCIIEOBAHUS TOTPEOHOCTH B O0yUEHUH IEpCOHaa

Mertonosnorust o0y4deHus

TeXHOHOI‘I/II/I, METOJAbI U MCTOAUKU MMPOBCACHUA aHaJIN3a U CUCTEMATU3allu JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

[Topsimok pa3pabOTKH MJIAHOB MOJATOTOBKM, NEPENOArOTOBKM M MOBBIIIEHUS KBATM(UKAIMKM KaJlpOB, yUYEOHBIX IUIAHOB U
porpamm

Cuctembl, METOIBI U (HOPMBI MATEPHATHHOTO ¥ HEMATEPUATLHOTO CTUMYJIMPOBAHUSI TPYy/Ia IepcoHaIa

TexHonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISI OI0/IKETOB

HOpH}IOK BCACHUA YUCTAa U OTYETHOCTHU I10 IMTOATOTOBKE M ITOBBIIIICHUIO KBaJ'II/ICbI/IKaHI/II/I nepcoHaia




OCHOBBI TOKYMEHTO000POTa U JOKYMEHTAITMOHHOTO 00eCTIeYCHUS

OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIIbHOCTU OpraHru3alun

OCHOBEI 0611_[6171 1 COIIMaJIbHOM IICUXOJIOTUH, COOHUOJIOTNU U IICUXOJIOTHUHU TPpYyJda

[Topsimok mpoBeACHUS 3aKYITOYHbIX MPOLEayp U 0(OPMIICHHS COMTyTCTBYIOLIEH TOKYMEHTALUN

CrtpykTypa opranuzanuu

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThI, COJEPIKAIME HOPMBI TPYJOBOTO IIpaBa

OCHOBBI apXMBHOI'O0 3aKOHOAATEIbCTBA U HOpPMAaTHBHBIE IpaBoBble akThl Poccuiickoil ®dexepanuu, B 4acTU BEACHUS
JOKYMEHTaIMH 110 IEPCOHAILY

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENIbCTBA Poccuiickoit denepanun

OcCHOBBI 3aKOHOIATENbCTBA 00 00pazoBanuu Poccuiickoit deaepanun

3akoHomarenbcTBO Poccuiickoi denepanuu 0 epCOHAIbHBIX TaHHBIX

JlokanbHbBIC HOPMATUBHBIC dKThI OpraHu3aluu, peryjinpyromnumc o6yquI/Ie IepcoHala

[Topsiiok 3axiitoueHust J0roBOpoB (KOHTPAKTOB)

Hopwmbi 5THKH 1€710BOTO 00IIEHUS

bazoBbie 0CHOBBI HHOPMATHUKH, CTPYKTYPHOE MTOCTPOCHUE HHPOPMAIIMOHHBIX CUCTEM U OCOOCHHOCTH PaOOThI C HUMHU

JHpyrue xapakTepucTuKu

3.4.3. TpynoBas pyHKIUSA

HaumenoBanue |Opranuzaius agantaiui U CTA)KUPOBKH IepcoHaa Kon D/03.6 | YporeHb (01ypOBEHb) KBATU(DUKAIIH 6




[Ipoucxoxnenue
TPYAOBOH (hyHKITHH

Opurunan X | 3auMCTBOBAHO U3 OpUTMHANIA

Konx opurunana Perucrpanuonsslii Homep
Ipo¢eCCHOHATIBHOIO CTaHAAPTA

TpynoBble nelcTBUA

AHanu3 ycHenHblX KOPIOPaTUBHBIX IPAKTUK [10 OPraHU3alUy aJalTalluy U CTAKUPOBKE IepCoHasa

Pa3pa60TKa IJIaHOB aJanTalgnuu, CTaXKUPOBKHU IIEPCOHAJIA C OLICHKOM 3arpar

Opranu3zanys MEpOoNpUATHI 110 aJanTallliK, CTAXKUPOBKE NIEpCcoHalIa

IToaroroska npenno;erHﬁ 10 COBCPHUICHCTBOBAHWIO CUCTCMbI aJlalITaAlliH, CTA)KUPOBKHU IICpCOHATIA

IToaroroska npenno;erHﬁ 110 (I)OpMI/II)OBaHI/IIO 6IO,I[)KGT8. Ha OpraHu3aiurio agaliTaliu U CTaAXKUPOBKH IICPCOHAJIA

AHanu3 3¢ GeKTUBHOCTH MEPOIIPUATHIH 10 aanTalii U CTAXXUPOBKE MEpcoHaIa

HeoOxonumelie ymeHust

OHpe,I[CJ'IHTL TPYIIIbI ITIEPCOHANIA AJIA CTAXKUPOBKU U aallTallUU

OHpe,I[eJ'IfITL pa6oqI/Ie MECTa I TPOBCACHUSA CTAXKUPOBKU U aJallTallluU IICPCOHAIA

CoracoBbIBaTh MEpPONPUATHA adallTAllUN U CTAXKUPOBKH C BO3MOKHOCTAMU ITPOU3BOACTBA

[Tpon3BOaUTE aHANU3 U OLIEHKY pe3yJIbTaTOB aJaNTalluy U CTAXKUPOBOK MEPCOHAA

CocTaBisaTh MNPEAJIOKCHUA M KOHTPOJHUPOBATH CTATBU PACXOAJO0B Ha IIpOrpaMMbl W MCPOIPUATHA 1O agalTallkid U
CTAXXUPOBKE IIEpCOHAJIa UIA TNIAHUPOBAHUA 6IOI[)K6TOB

HpOI/ISBO,Z[I/ITL OLICHKY 3(1)(1)CKTI/IBHOCTI/I MepOHpI/IHTI/Iﬁ o aganTal U CTAKUPOBKE IICPCOHAIA

BHenpsaThk cuctembl BoBIeueHHs! paOOTHUKOB B KOPIIOPATUBHYIO KYJIBTYpPY

Hcnons30BaTh I/IH(I)OpMaI_II/IOHHLIC CHUCTEMBI K 0a3bl JaHHBIX ITO MEPCOHATTY




Co0:mr01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

MeTOI[BI aJlallTallii 1 CTAXKUPOBOK

TCXHOHOFI/II/I, METOJbI U MCTOAUKHU ITPOBCACHHNA aHaIM3a U CUCTEMATU3 Al JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

HOpHI{OK pa3pa60TKH IJIaHOB ajalTaluy IIE€pCOHAIa Ha HOBBIX pa60‘lI/IX MECTax, IMOATrOTOBKH, HECPEIOATOTOBKH H
IIOBBIIICHUA KBaJII/I(i)I/IKaL[I/II/I IepcoHalia U OpraHru3an CTAXKUPOBOK

HOpSIIIOK COCTAaBJICHHA CMCT 3aTpaT Ha aJallTalluio U CTA)KUPOBKY IIEpCOHAIA

HOpHI{OK BCACHUA YUCTa U OTUYCTHOCTHU I10 aJallTallu U CTA’)KUPOBKE IICPCOHAJIA

CI/ICTCMBI, MCTOABI U (1)0pr1 MaTCpUAIIbHOT'O U HEMATCPHUAJIBHOT'O CTUMYJIMPOBAHUA TPYyJda IIEPpCOHAIA

TexHoI0ruu U METOIbI (I)OpMI/IPOBaHI/ISI H KOHTPOJIA 6IOI[)KCTOB

OCHOBBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTU OpPraHu3alnun

OCHOBEBI O6H_ICI‘/'I nu COHH&HBHOﬁ IMCHUXOJIOTHUH, COIUOJIOTUHN U IICUXOJIOTUHN TPpyda

CTpyKTypa opraHu3alii 1 BakaHTHBIE JOKHOCTH (Tpodeccuu, crennaibHOCTH)

TpymoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJEPIKAIe HOPMBI TPYJOBOTO IpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBA Poccuiickoit deaepanun

3akoHogarenscTBO Poccuiickoit denepaiuu o NepcoHabHBIX JaHHBIX

JloxanpHbIE HOPMATUBHBIE AKThl OPraHU3ALNH, PETYIUPYIOIINAE aJallTAllUI0 U CTAKUPOBKY IIEPCOHATIA

OCHOBBI TOKYMEHTOO0OPOTa U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

[Topsiok 3aKITFOYEHUS I0TOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKH JCJIIOBOT'O 06II_ICHI/I$I




bazoBbie 0CHOBBI HHGOPMATHKH, CTPYKTYPHOE MTOCTPOCHUE HHPOPMAIIMOHHBIX CUCTEM U OCOOCHHOCTH PabOThI C HUMH

Jpyrue xapakTepuCcTUKU

3.4.4. TpynoBas pyHKIUSA

AJMUHUCTPUPOBAHKE IPOLECCOB U JOKYMEHTO000pOTa 1O

HaunmenoBanwue | pa3BuTHIO U TPo(heCCHOHATILHOMN Kapbepe, 00yUeHHUIO, Kox | D/04.6 | YpoBeHs (11oaypoBeHb) KBaTU(DUKAIIHH 6

aJlanTaly U CTAKUPOBKE IIepcoHaa

IIpoucxoxaeHue
TPYAOBOH (hyHKIIMH

Opurunan X |3auMCTBOBAHO W3 OpUTHMHANA

Kon opurunana Peructpanuonnsiit Homep
poeCCHOHATFHOTO CTaHAapTa

TpynoBble nencTBUs

AHaM3 TPOIECCOB, MpPaBHJA M TOPSAKOB OpraHU3allMid TpPU TPOBEICHUH MEPONPHUATHA TIO0 PAa3BUTHIO U
npodeccHoHaIbHON Kapbepe, 00yYCHHUIO, aaNTalui U CTAKUPOBKE MEPCOHAA

JlokyMeHTalMoHHOe OQOpMIIEHHE PE3YIbTATOB MEPONPUATUHN 0 PA3BUTHIO U MpOodeccHoHaNbHON Kapbepe, 00y4eHUIo,
aJlanTalyy U CTaXKUPOBKE IEpCcoHaa

[ToaroToBka WHAMBUAYAIBHBIX TPEAJIOKCHUNH HAa OCHOBE pPE3YyJIbTaTOB IMPOBEACHUS MEPOINPHITUN IO PAa3BUTHIO H
npodeccHoHaIbHOM Kapbepe, 00yYCHHUIO, aIaNTalui U CTAKUPOBKE MEPCOHAA

HOILFOTOBKa HpeI[J'IO)KeHI/Iﬁ Mo COBCPUICHCTBOBAHUIO CHUCTEM O6y‘~ICHI/I$I, agantanum "W CTaAXUPOBKH, PA3BUTHA U
MMOCTPOCHUA HpO(I)CCCHOHaHBHOﬁ KapbCphl IICPCOHAJIA

ComnpoBokJIeHHE JIOTOBOPOB TIO OKAa3aHWI0 KOHCYIbTAI[MOHHBIX, HWH(MOPMAIMOHHBIX YCIYT, HEOOXOAMMBIX IS
MPOBECHUS OOYYCHHS, aJanTallid U CTaKUPOBOK, PA3BUTUS M TOCTPOCHUS MPOPECCHOHAIBHONW Kaphephl MEpCOHala,
BKJIIOYAsl IPEABAPUTEIBHBIE TPOLEAYPHI IO UX 3AKITOUYECHHIO




Brimonnenue tpeboBaHuil 0 XpaHEHHUIO HH(OPMALIUK O pe3ybTaTax oOydeHUs, aJanTallli U CTAKUPOBKH, Pa3BUTHUS U
NOCTPOCHHS MTPOPECCHOHATLHON Kapbephl IIepcoHalIa

Heo6xoanumeie ymeHUs

OdopMIsaTh JOKYMEHTBI IO BOMPOCAM MPOBEICHUS OOYYCHHS, aqalTallMd U CTAXUPOBKHU, PA3BUTHUS U TMOCTPOCHUS
npodecCuoHaNBHOM Kapbephl NEepcoHalIa, IPEI0CTaBIsieMble B TOCYAAPCTBEHHBIE OpraHbl, IpohecCHOHaIbHbIE COIO3bI U
JIPYTHE MPEICTaBUTEIBHBIE OPraHbl pAOOTHUKOB

ObecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKAECHUE OOYYEHHs, aJanTallid U CTAXUPOBOK, PAa3BUTHA U MOCTPOCHHS
npodecCHOHATIBLHON Kapbephl IepcoHala

AHanu3upoBaTh IpaBWia, NPOLEAYpPbl M HOPSAKM MIpOBeIeHHs oOydueHMs, ajanTallud U CTaXUPOBKM, PA3BUTHUS U
HOCTPOEHHS MPO(eCCHOHATBHON Kapbephl epcoHala

Oprann3oBbIBaTh XpaHEHUE JIOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUAMU 3aKOHOAaTeNIbcTBa Poccuiickoit depepannn u
JIOKaJbHBIMHU aKTaMU OpPraHUu3aluu

AHaIM3UPOBATH TOKYMEHTHI M IEPEHOCUTH HH(POpMAINIo B MH)OPMAITMOHHBIE CHCTEMBI M 0a3bl JAHHBIX

Bectn YUCT U pETUCTpalnioO JOKYMCHTOB B I/IH(l)OpMaIlI/IOHHI)IX CUCTCMAaX U Ha MAaTCPUAJIbHBIX HOCUTCIIAX

PaGorare ¢ mH(pOpMalMOHHBIMU cHCTEMaMu U 0a3aMH JaHHBIX 10 BOIpOcaM OOYy4eHMs, aJanTalud U CTaKUPOBKH,
Pa3sBUTHSL U MIOCTPOEHUS POPEeCCHOHATIBHON Kaphephl IEpCOHANa, BeIeHHUs ydeTa KaHIU/1aTOB Ha BAKAHTHBIE JJOJDKHOCTH
(mpodeccun, crienuaTbHOCTH)

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHUKHU JIEJIOBOTO OOIICHUS

HeoOxoaumeble 3HaHASA

[Topsimok odopmieHus, BeIeHUS W XPaHEHUs] JOKYMEHTAIMH, CBS3aHHOM C CHUCTEMON OOy4YeHus, ajganTalud u
CTaXXHUPOBKH, Pa3BUTHSI U TOCTPOCHUS MPO(HEeCCHOHATLHOM Kapbephl IEpcoHala

HOp}IIIOK (1)OpMI/IpOBaHI/I$I, BCACHUA OaHKa JAaHHBIX O MEPCOHAJIC OpraHru3alii U MPCAOCTABJICHUA OTYCTHOCTU

HopMmaTuBHBIE MpaBOBbIE aKThl, PETYIUPYIOLIUE MpaBa U OOS3aHHOCTU TOCYJAPCTBEHHBIX OPraHOB W OpPraHMU3AIMH I10
IIPEIOCTABICHUIO YYETHOU TOKYMEHTALUN




[Topsimox oopmiieHus: JOKYMEHTOB, IPEIOCTABIISIEMBIX B TOCYIaPCTBEHHbIE OPTaHbl U WHbIE OpraHNU3aluu

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMEHTAIIMUOHHOI'O obecneyeHus

[Topsimok mpoBeAeHUS 3aKYITOYHBIX MPOLETYp U 0(hOPMIICHUS COMTYTCTBYIOLICH TOKyMEHTalUN

CtpyKTypa opraHu3aluu 1 BakaHTHbIE JOKHOCTH (Ipodeccuu, CrielnaibHOCTH)

pr,I[OBOG 3aKOHOAATCJIILCTBO U MHBIC aKThI, COACPIKAIIMEC HOPMBI TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'0 3aKOHOAATEIbCTBA MU HOpPMAaTHBHBIE NpaBoBble akThl Poccuiickoit denepauuu, B 4acTH BENCHUS
JOKYMEHTalMH 110 IEPCOHAILY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbCTBA Poccuiickoit denepanun

3akoHomarenbcTBO Poccuiickoit denepanuu 0 epCOHANBHBIX TAHHBIX

TeXHOHOI‘I/II/I, METOAbI U MCTOAUKHU IMTPOBCACHUS aHAJIN3a U CUCTEMATU3AlIUU JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbIe HOPMAaTHBHBIE AKTHI OpraHU3allM{, PEryJUpYIOLIMe MOPSAOK Pa3BUTHUA M MOCTPOCHUS IPOQecCHOHATbHON
Kapbepbl, 00yUeHMsl, aJalTalluy U CTA)KUPOBKH IepCOHasa

[Topsiiok 3akiitoueHust 10roBOpoB (KOHTPAKTOB)

HOpMLI OTHUKH JCIIOBOT'O O6H.[CHI/ISI

bazoBbie OCHOBEI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC TIOCTPOCHUC I/IH(I)OpMaI_II/IOHHHx CHCTEM U 0COOCHHOCTH pa6OTBI C HUMH

Jlpyrue xapakTepuCTHKU

3.5. O6o0uieHHast TpyaoBast PyHKIHS

HaunmenoBanue JleqarenbHOCTh 10 OpraHu3aliy TPyJa U OIIaThl IEPCOHAIA Kon E | Yposens kBasmmdukamnmm 6




[Ipoucxoxnenue
000011IeHHOW TPYI0BOI

byHKIHHA

Opurunan

X | 3auMCTBOBAaHO U3 OpUTHHAJIA

Kon opurunana Peructpaimonusliii Homep
npo¢ecCHOHAIBHOTO CTaHAapTa

Bo3MmoxkHbIe
HaNMEHOBAHU
TOJDKHOCTEH, mpodeccuii

Criennanuct Mo HOPMUPOBAHUIO U OIUIATE TPy
Crennanuct 1o OpraHu3alyy U oriaTe Tpyaa
Crenuanuct 1o KOMIEHCALMIM U JIbIoTam
Crenuanmct 1o nepcoHany

Menemxkep 1o nmepcoHany

TpebGoBanus k
00pa3oBaHMIO U
00yUYeHUIO

Bricmiee oOpa3zoBanue
JononmHuTtenpHOE npodeccruoHaibHOe 00pa30BaHUE - IPOrPaMMBbI TPOGECCHOHATLHON TIEPEIIOATOTOBKH B 00JIACTH
9KOHOMMKH, HOPpMHUPOBAHHA U OIJIAThI TPyAad, IPOrpaMMbl ITOBBIIICHU A KBaﬂHq)HKaHHH

TpeboBaHus K ONBITY
MPaKTUYECKON pabOThI

Oco0Oble ycrmoBus
J0IycKa K pabore

Jlpyrue xapakTepuCTHKU

Z[OHOJIHI/ITCHBHLIC XapPaKTCPUCTUKU

HaunmenoBanue nokymMmeHTa Kon

HanmenoBanue 6a30B0i TpyIIbI, TOHKHOCTH (TTpodeccru) Uitk CreruaaTbHOCTH

OK3

2412

CriennanucTsl MO KaapaMm U npodopueHTaun

3423

CriennanaucThl KaAPOBBIX CIYKO U YUpexKJACHUN 3aHATOCTH
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EKC

WnxeHep o HOPMUPOBAHUIO TPYa

TexHuk 1o Tpyay

DKOHOMHUCT IO TPYLY

Menemxkep 1o nepcoHany

OKIIATP 27755 | DKOHOMUCT O TPYIY
22956 |HHCcmekTop 1o kaapam
3.5.1. TpynoBas pyHKIUSA
HaumenoBanune |Opranuzauus Tpyja nepcoHaia Kon E/02.6 |VYposeHb (moaypoBeHb) kBanupukamu | 6
Hponcxovncneﬁue Opurunan X | 3auMCTBOBaHO U3 OpUTHHAIA
TPYyI0BOU (DYHKIIUU
Kon opurunana Perucrparmonnsrit Homep

po(heCCHOHATBHOTO CTaHAapTa

TpynoBeie nencTBUs

AHanmu3 yCIEIIHBIX KOPIOPATHBHBIX IPAKTUK [0 OPraHW3aluyd HOPMHUPOBAaHUSA Tpyda Uil PA3IMYHBIX KaTE€ropui
nepcoHana, 0coOEHHOCTEH MPOU3BOACTBA U JESITEIbHOCTH OpraHU3aluu

Pa3pa60TI<a CHUCTCMBbI OpraHu3aliu Tpyda IICpCOoOHANIa U MOPAAKAa HOPMUPOBAHUA Tpyda Ha pa60‘lI/IX MeCTax C OLIEHKOM
3aTpaT Ha IepCoHAII

BHenpenue cucteMbl opranu3alii TpyAa MepcoHalia U KOHTPOJIS HaJl HOPMUPOBAHHUEM C ONpEesIeHueM TPYJO0EMKOCTH,
HOPMAaTHUBHOM YMCIEHHOCTH, Tpa(UKOB paboOT M YCIOBHI OIJIATHI TPY/AA MEPCOHATA

Brisasinenue PE3CPBOB TOBLIMICHUA MTPOU3ZBOJAUTCIIBHOCTU Tpyda MW KA4YCCTBA HOPMUPOBAHUA TpyHda, HTOATOTOBKA
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MIpeIJIOKEHU M 10 U3MEHEHUSIM YCIOBUI U OIUIaThl TPYAA MepcoHata

[ToaroroBka npennoxxeHuit o GopMUPOBaHHIO OIOJKETa HA OPTaHU3ALMIO TPY/Ia IIepcoHana

Onpenenenne 3¢p(HeKTUBHOCTH pabOThI CUCTEMBI OpraHU3alUH TPYyla 1 HOPMUPOBAHUS Tpy/la Ha paboyux MecTax

HeoOxomumbie ymeHUst

BHenpsats MeTo/bl pallnOHAIbHOM OpraHu3aluu Tpyaa

Pa3pa6aTbIBaTb IIJIaHBI OpTraHU3allMOHHBIX U TCXHUYCCKHUX MCpOHpI/IﬂTI/Iﬁ I10 IIOBBIMICHUTIO IIPOMU3BOJUTCIIBHOCTH TPyda

AHaNM3UPOBATh COCTOSTHUE HOPMUPOBAHUSA TPY/Ia, KAU€CTBO HOPM, MTOKA3aTeNIeH 10 TPYAY

AmnanmuzupoBath 3()()EKTHBHOCTH padOTHI CHCTEMBI OPTaHU3AIMH TPYy/la MepCoHalIa 1 HOPMUPOBAHHS TPyZa Ha paboUYnx
MecTax

CocTaBiaTh U KOHTPOJIMPOBATH CTATbH PACXOA0B HaA OIJIATY TpyJda IE€PCOHAIA AT INIAHUPOBAHU A GIO,H)KCTOB

PaGoTrath ¢ I/IH(I)OpMaLII/IOHHLIMI/I CHCTEMaMU U 0a3zaMu AAaHHBIX IO HOPMUPOBAHUIO U OIUIATC TpyJda IICPCOHAIA

P33pa6aTHBaTB u O(I)OPMHHTL JAOKYMCHTEI 110 HAITPABJICHUIO ACATCIIbHOCTU

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

HeoOxoaumeble 3HaHASA

MeTtop! yueTa ¥ aHaJIM3a oKa3aTenel 1o Tpyay U omiaTe Tpyaa

MeTOI[BI OIpCaAcICHUA, OUCHKH 1 CPAaBHCHUSA HpOI/I3BOI[CTB€HHOI71 HHTCHCUBHOCTHU U HAIIPAKCHHOCTHU TpyAa

Meroasl HOpMUPOBAHUS TPYAA

MexoTpacneBble U OTpaciIeBble HOPMATUBBI TPYAOBBIX 3aTpar

CoBpemeHHbIE (OPMBI, CUCTEMBI OIJIATHI U YUeTa MPOU3BOIUTENBHOCTH TPy/ia MepcoHaa

Cucremsl, MeTOIBI U (HOPMBI MATEPHUAIIBHOTO ¥ HEMATEPUATHLHOTO CTUMYJIMPOBAHUS TPY/la TIepCOHAlIa

TexH0J0ruM U METOIBI (I)OpMI/IpOBaHI/IH " KOHTPOJIA GIOI[)KCTOB




TexHomoruu, METOABl U METOIUKHU TIPOBEICHUSI aHAIIM3a M CUCTEMAaTH3alluK JOKYMEHTOB ¥ HHGOpMAIH

OCHOBEI ,I[OKYMCHTOO60pOTa U JOKYMCHTAIIUOHHOI'O obOecrieueHus

[Topsanox Tapudukanuu padoT u pabouux, yCTAaHOBICHHUS JOJDKHOCTHBIX OKJIAJOB, AOILIAT, HA0aBOK U KO3( (HUIIMEHTOB
K 3apa0O0THOI 1U1aTe, pacyeTa CTUMYJIMPYIOMIUX BBITLIAT

Tapudno-kBanudpuKanOHHBIE CIPABOYHUKH paboT W mpodeccuil pabounx U KBaTH(PHUKAIMOHHBIE XapaKTEPHUCTUKU
JOJDKHOCTEH CITysKalux

OCHOBBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTU OPraHru3alin

CrtpykTypa opranu3aiuy U BaKaHTHBIEC TOJDKHOCTH (Mpodeccru, CrIeuaaIbHOCTH)

KanpOBas[ IMOJIMTHKA U CTPATCTHUA OpTraHHU3alln

DKOHOMUKA Tpy/a

OcHOBBI 00111€# ¥ COLMATTBHON TICUXOJIOTUU, COITMOJIOTHH U TICUXOJIOTHH TPyAa

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COACPIKAIINE HOPMBI TPYAOBOTO IpaBa

OcCHOBBI apXMBHOI'O 3aKOHOJIATEJIbCTBA M HOPMAaTHBHBIE MpaBoBble akThl Poccuiickoit denepanuu, B 4acTH BEICHUS
JOKYMEHTAIUU I10 IIEPCOHAILY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNNbecTBa Poccuiickoit denepanuu

3axoHogarenscTBO Poccuiickoit deneparnnu o nepcoHanbHbIX JaHHBIX

JlokanbHblE HOPMATHBHBIE AKThl OpPraHU3AlMM, PETYJIHPYIOLIUME MOPSAOK OpraHu3alu TpyJda W HOPMHUPOBAHUS
IepcoHalIa

[Topsok 3aKI0OUEHUs TOTOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOT'O O6IJ_I€HI/ISI




ba3oBbie 0cHOBBI HH()OPMATHKHU, CTPYKTYPHOE IMMOCTPOCHHE HHPOPMAIIMOHHBIX CHCTEM B 0COOEHHOCTH pabOThl C HUMU

Jlpyrue XxapakTepucTuKu |-

3.5.2. TpynoBas pyHKIUSA

HaunmenoBanue

IIpoucxoxaeHue

TPYI0BOU (QYHKIIUU

Opranu3zanys omiaTel TpyAa epcoHana

Kon

E/01.6 |YpoBenb (moaypoBeHb) KBAUTU(DUKAIUT 6

Opurunan X |3auMCTBOBaHO U3 OpUTHMHANA

Kox opurunana Peructparnuonnslit Homep
poeCCHOHATIFHOTO CTaHIapTa

TpynoBble nencTBUs

Ananuz YCHCUIHBIX KOPIOPATHBHBIX IIPAKTUK IO OpTraHU3allui CUCTEMBbI OIUIATHI TPpyJda IIEPCOHAJIa

Pa3pa60TI<a CHUCTCMBI OIJIAThI TPpyAa MEpCoOHAIa

CDOpMI/IpOBaHI/Ie IJIaHOBOT'O 6IOI[)KeTa (l)OH,Z[a OIIaThI TpyAdad, CTUMYJIUPYIOINHUX U KOMIICHCAIITMOHHBIX BBITIJIAT

BHe,I[peHI/Ie CHUCTCMBI OIUIAThI TPpyZa IEpCOHAJIa

HOI[FOTOBKa HpGI[J'IO)KeHI/II\/’I 10 COBCPIICHCTBOBAHHIO CHCTCMBI OIIJIAThI TPyJda IE€pCOHAIa

HeoOxonumele ymeHust

CocTaBisaTh U KOHTPOJHPOBATH CTAaTbH PACXOJ0B HA OIJIATy Tpyda NECpCOHAIA IJI IJIaHUPOBAHUA 6IO,H)KCTOB n q)OHIIOB

HpI/IMerlTI) TEXHOJIOIUHN MaTCpHaJILHOfI MOTHUBAIMU B YIIPABJICHHUU IIEPCOHATIOM

OopraHu3alun

P33pa6aTI)IBaTI) KOHOCIIOHUIO TIMOCTPOCHUA MOTHBALIMOHHBIX IIpOTrpaMM pa6OTHI/IKOB B COOTBETCTBHUU C IICILIMU

AHaJ'II/BI/IpOBaTB COBpPCMCHHBIC CHCTCMbI OIUIATBI U MaTCpHaHBHOﬁ (MOHeTapHOﬁ) MOTUBAIlUMU Tpyda I eiaen




OpraHu3aluu

AHaIM3upoBaTh YPOBEHb OIUIATHI TPY/Ia MEPCOHAla IO COOTBETCTBYIOIIUM MPO(ecCHOHATBHBIM KBATH(PUKAUIM

[TpoBOAUTH MOHUTOPHHT 3apabOTHOM IUIAThI HAa PHIHKE TPYAa

AHaJ'II/ISI/IPOBaTI) (bOpMI)I MaT€pHaJIbHOI'O CTUMYJIUPOBaHUA, KOMHCHC&HI/Iﬁ W JIbI'OT B OIINIATE TpyHda II€pcoHalia

PaGoTath I/IH(l)OpMaI_II/IOHHBIMI/I chcTeMaMu H 0a3zamu JAaHHBIX I10 OIIAaTE TpyJda II€pCoHAIa

CocTaBisITh IPOTHO3BI PA3BUTUS OILIATHI TPYyla IEpPCOHAIIA

Cobmronath HOPMBI TUKH JIETIOBOTO OOLICHHUS

Heo0xoaumble 3HAHUS

@DOpMBI U CUCTEMBI 3apabOTHOM TIAThI, HOPSIOK COCTABICHHUS OIOKETOB

CucreMbl, METOJTBI U (HOPMBI MATEPHAIEHOTO M HEMATEPHAIILHOTO CTUMYJIMPOBAHHSI TPY/la IIEPCOHANIA

TexHonOrHM U METOIBI (HOPMUPOBAHHS U KOHTPOJISA OFOKETOB M (POHIOB

[Topsinok Tapudukanuu padoT u pabounx, yCTaHOBIEHUSI TOJDKHOCTHBIX OKJIAJOB, JIOIIIAT, HaJ0aBOK M KOA(G(DHUIIMEHTOB K
3apaboTHOM MIaTe, pacyeTa CTUMYIUPYIONIUX BBILIAT

Mertomsl onpeneneHus YUCICHHOCTH paOOTHUKOB

TapudHo-kBanMpuUKaMOHHBIE CIIPAaBOUYHUKH PAOOT M mpodeccuil pabounx M KBaIM(UKAIIMOHHBIE XapaKTEPUCTHUKU
JOJKHOCTEH CITyKaliuX

Mertob! yueTa 1 aHaIM3a MoKasartesei Mo Tpyay U 3apaboTHOH miiaTe

TCXHOHOFI/II/I, MCETOJAbI U MCTOAWKU IMMPOBCACHUA aHAJIN3a U CUCTEMATU3allu JOKYMCHTOB U I/IH(bOpMaI_II/II/I

KaHpOBaH IMMOJIMTHUKA U CTPATCrud OpraHnu3alun

CTpyKTypa opraHu3aliy 1 BakaHTHBIC JODKHOCTH (MIpodeccru, CennanbHOCTH)




TpynoBoe 3aKOHOIATENBCTBO M UHBIE aKThI, COJEPIKAIINE HOPMbI TPYIOBOTO MpaBa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit denepanuu

3akoHo 1aTenbeTBO Poccuiickoit Denepainu 0 MepCOHATBHBIX JAHHBIX

JlokasibHbIe HOPMATHUBHBIE AKThl OpPraHU3AIUH, PETYIUPYIOLIUE OIIaTy TpyAa

OCHOBEBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTU OPraHrn3aliun

OCHOBBI IOKYMEHTOOOOPOTA U JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

[TopsioK 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

OcCHOBBI O0OIICH U COMMATTLHOM MTCUXOJIOTHH, COIIMOJIOTHH U IICUXOJIOTUH TPY/Ia

HopMe1 3THKH [18710BOTO OOIICHUS

ba3zoBbie 0OCHOBBI HH()OPMATHKH, CTPYKTYPHOE MTOCTPOCHHE NH(DOPMAIIMOHHBIX CHCTEM U 0COOCHHOCTH PabOTHI C HUMH

JHpyrue xapakTepucTuKu

3.5.3. TpynoBas pyHKIUSA

HanmenoBanue

AJMUHUCTPUPOBAHUE MPOIIECCOB U TOKYMEHTO000pOTA IO
BOIIPOCaM OPraHU3alMU TPYAA U OILIAThI IEPCOHAIA

[Ipoucxoxnenue
TPYAOBOH (hyHKIMH

Kon E/03.6 |YpoBens (momypoBeHs) kBanudukamu | 6

Opurnnan

X

3auMCTBOBAHO U3 OpUTHHANIA

Kon opurunana

PerucrpanmonHbiii HoMep
npo¢eCCHOHAIBHOTO CTaHIapTa




TpynoBsie necTBHs

AHaIM3 IpoIeccoB JOKYMEHTO000POTa, JIOKaJIbHBIX TOKYMEHTOB IO BOIIPOCAM OpPTaHM3allMK OIUIAThl U TPYAA MepcoHaia

Odopmienne TOKyMEHTOB IO BOIIPOCaM OILIaThl M Tpy/ia IepcoHana

HOI[I"OTOBK& HpCI[J'IO)KCHI/Iﬁ I10 BOIIpOCaM OIlIaThl U TpyJda II€pCoHaIa

HOI[I"OTOBK& HpCI[J'IO)KCHI/Iﬁ 110 COBEPIICHCTBOBAHHUIO CUCTEMBI OIINIAThlI MU OpraHrU3alvi TpyJa IIepCcoHala

I[OKYMGHTaHI/IOHHOC " OpraHu3anMOHHOC COMMPOBOXACHNUEC CUCTEMbBI OpraHru3alii U OILIAaThl Tpyada II€pCOHAIa

[TonroroBka n 00pabOTKa 3aMpPOCOB W yBEIOMIICHUN O paOOTHUKAX B TOCYJApCTBEHHBIC OpraHbl, MpodeccruoHaabHbIe
COIO3BI U JIPyTHUE MPEICTABUTEIbHBIC OPraHbl pAOOTHUKOB, TI0 CHCTEMaM OILIAThl M OPraHU3alluy TPy1a epCcoHaIa

COHpOBO)KI[eHI/Ie AOroBOpPOB 110 OKa3aHWIO KOHCYIIbTAlIMOHHBIX, I/IH(i)OpMaLII/IOHHLIX yCiIyr Imo cCucreéMamMm OIUIaTbl U
opraHu3aluu Tpylda I€pcoHajia, BKII04Yasa NpeaABapuUTCIbHBIC MPOUCAYPHI IO UX 3aKJITHOUYCHUIO

Heo6xoanmeie ymeHust

ObecnieunBaTh JOKYMEHTALIMOHHOE COMPOBOKICHUE MEPOTIPUATHI 110 OIJIaTe U OpraHU3aLMH TPYJla IepcoHaa

O(i)OpMJI?ITB AOKYMCHTEHI I1IO0 BOIIPOCaM OINIAThl U OpraHu3aluu Tpyaa nepcoHalia, mpeaoCTaBjIsa€MbIC B TOCYAapCTBCHHLIC
OpraHhbl, HpO(i)CCCI/IOHaJIbHBIe COIO3bI U APYT'UC MMPEACTAaBUTCIIbHBIC OPTaHbl p8.6OTHI/IKOB

AHaJ'II/ISI/IpOBaTB HOPMAaTUBHBIC U MCTOANYCCKUC NOKYMCHTEI I10 BOIIPOCAM OIUIATBHI U OPraHU3aluu Tpyda IepcoHalia

OpFaHI/BOBHBaTB XpaHCHUC JOKYMCHTOB B COOTBCTCTBUHU C Tpe60BaHI/IHMI/I 3aKoHOAaTeNnbcTBa Poccuiickoit d)ez[epauml u
JIOKAJIbHBIMU aKTaMM OpTraHHu3alnn

Bectun YUCT U pETUCTpallio JOKYMCHTOB B I/IH(I)OpMaI_[I/IOHHBIX CUCTEMAX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

Paborats ¢ I/IH(I)OpMaI_II/IOHHBIMI/I cucTeMaMu 1 0azamu JAaHHBIX IO CUCTEMAM OIUIATBI X OPTraHU3aluu Tpyaa IEepCoOHaJIa

HpOI/ISBO,Z[I/ITL OpCABAPUTCIIbHBIC 3aKYIIOYHBIC MHNPOHCAYPLI U O(I)OpMJ'ISITB COINYTCTBYIOIIYHO JOKYMCHTALUIO IIO
3aKJIFOYCHUIO JOTOBOPOB

Bectu nenoByro nepenucky

Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI




Heo0xonnMeie 3HaHUS

[Topsinox oopmiieHus1, BeIeHUS U XpaHEHHS TOKYMEHTAllUK IO CUCTEMaM OIIaThl M OPTaHU3alUY TPyAa MepcoHana

HopMaTuBHBIE MpaBOBBIE aKThl, PETYIUPYIOLIUE MpaBa U OOS3aHHOCTH TOCYAAPCTBEHHBIX OPraHOB U OPraHU3AlMU IO
MPEIOCTABICHUIO YYETHOU IOKYMEHTAIUU

TCXHO.TIOI‘I/II/I, MCTOJbI U MCTOAWKHU IMTPOBCACHHUA aHATIN3a U CUCTCMATU3allUH JOKYMCHTOB U I/IH(bOpMaL[I/II/I

JIokabHbBIE HOPMATUBHBIC aKThI OpralHu3alu, PEryjiupyromuc nopsaJg0K OrjiaTol, OpraHu3allii 1 HOpMHUPOBaHUA Tpyaa

OCHOBBI JOKYMEHTO000POTa M IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

[Topsimox popmMupoBaHusi, BeJeHHs OAHKA JaHHBIX U MPEIOCTABICHUS OTYETHOCTH IO CHCTEMaM OIUIAThl U OpraHU3aluu
TpyJia MepcoHaa

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThI, COJEPIKAIME HOPMBI TPYJOBOTO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEIbCTBA U HOpPMAaTHBHBIE IpaBoOBble akThl Poccuiickoil ®dexepanuu, B 4acTU BEACHUS
JOKYMEHTaIMH 110 IEPCOHAILY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbCTBA Poccuiickoit denepanun

3akoHonarenbcTBO Poccuiickoit denepanyiv 0 NEpCOHANBHBIX TAHHBIX

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

[Topsimok mpoBeAeHUS 3aKyTTOYHbIX MPOLETYP U 0()OPMIIEHHUS COMTYTCTBYIOLIEH TOKYMEHTALUN

Hopwmsi 5THKH 1€710BOTO 00IIEHUS

bazoBbie 0CHOBBI HHOPMATHUKH, CTPYKTYPHOE MTOCTPOCHUE HHPOPMAIIMOHHBIX CUCTEM U OCOOCHHOCTH PaOOThI C HUMHU

Jpyrue xapakTepucTuKu

3.6. O60061eHHas Tpya0oBas QYHKIHS




HaumenoBanue

JleqaTenbHOCTh 10 OpraHu3ali KOPIOPATUBHOW COLMAIBHON MOJIUTUKH

Kon F | Yposens kBanudukammm 6

IIpoucxoxneHue
0000IICHHON TPYI0BOM

byHKIIUU

Opurunan X |3auMCTBOBAHO W3 OpUTMHANA

Konx opurunana Perucrpanuonnsiii Homep

npodeccuoHaIbHOr0 CTaHaapTa

Bo3moxHble
HaMMEHOBaHUS
JOJDKHOCTEH, podeccuit

Crenuanmct 1o ColralibHBIM ITporpaMmmam

Crneunanuct o paboTe ¢ NpeacTaBUTEIbHBIMU OpraHaMu PaOOTHUKOB
Crenuanuct 1no KOprnopaTuBHON COIUATBHOM MOJTUTHKE

Cnenuanuct 1o nepcoHainy

Menemxep no nepcoHary

TpebGoBanus k
00pa30BaHUIO U
00y4EeHHIO

Bricmiee oOpa3zoBanue
JomnonaurensHoe mpodeccuoHaabHoe 00pa3oBaHuE - MPOrPaMMBbI MPOPECCHOHATBHON MEPErnoArOTOBKH U IPOTPaMMBI
IIOBBIIIICHUA KBaHI/I(i)I/IKaIII/H/I B oOJ1acTu COMMAJIBHBIX IIpOTrpaMM

TpebGoBaHUs K OTBITY
MPAaKTUYECKON pabOThI

Ocobble ycrnoBus
Jorycka K pabote

Jpyrue xapakTepucTuKu

I[OHOJ'IHI/ITGHBHLIC XapaKTCPUCTUKU

HanmenoBanue AOKYMCHTa

Kon HaunmenoBanue 6a30B0ii IpymIibl, JOJKHOCTH (IPOEeCcCui) Wil CIEHATIbHOCTH




OK3

2412 CrenuanucThl 0 KaapaM U MpopOpUCHTAITNH

3423 CrenaucThl KaJIpOBBIX CITYXKO M YUPEKICHUN 3aHATOCTH
EKC - Cnenuanuct mno kaapam

- Memnemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT IO TPYAY

22956 |MucnekTop 1o Kajapam
OKCO - -

3.6.1. TpynoBas pyHKIUSA

HanmenoBanue

IIpoucxoxaenue
TPYAOBOH (hyHKIIMH

Pa3paboTka koprnopaTUBHON COLIMATBLHON MOIUTUKU Kon

F/01.6

YpoBeHb (0ypoBeHb) KBaIUpUKAIK | 6

Opurunan X | 3auMCTBOBaHO U3 OpUTHHAIA

Konx opurunana

Perucrpanuonsslii Homep
npo¢eCCHOHATBLHOIO CTaHAAPTA

TpynoBeie nencTBUsS AHanmu3  yCHEIIHBIX KOPIOPAaTHBHBIX IPAKTHK II0 OpraHU3alHH

OTBCTCTBCHHOCTH U COLMAJIBHLIX ITPOTpaMM

couaJIbHOIro

MapTHEPCTBA,

COLIUAIbHOU

Pa3pa60TI<a KOpIOPAaTUBHBIX COOHUAJIBHBIX IIPOIrpaMM

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

OpFaHI/ISaHHH IeperoBopos € HpO(I)eCCI/IOHaJ'ILHLIMI/I COK03aMH U APYTHUMU MPEACTABUTCIIBHBIMU OpraHaMu pa6OTHI/IKOB,
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O6H_ICCTBCHHBIMI/I opraHu3alnusiMu, BSaHMOHCﬁCTBHG C roOCyaapCTBCHHBIMU OpraHaMu

[ToaroroBka npeanoxxeHuit o GopMUPOBAHHIO OIOJKETA B YACTU 00ECIIeYeHHsI KOPITOPATUBHOM COIIMAIbHOM MOJIUTUKH

HeoOxomumbie ymeHUst

OHpeI{CJ’IHTB LECJICBBIC I'PYIIIEI IIEPCOHAIA AJIA pa3pa60TKH CIICHAIM3UPOBAHHBIX COUAJIBHEIX ITpOrpaMm

JloBouTh MH(OPMAIMIO O COLMAIBHBIX MpOrpaMMax A0 LEJIEBbIX IPYII epCcoHaia ¢ UCIOIb30BaHUEM HHCTPYMEHTOB
BHYTPEHHUX KOMMYHHMKALUN

OnpenensTb KpUTEPUU U YPOBHM YAOBIETBOPEHHOCTHU IIEPCOHAIIA

Hcnonb3oBath MAaTCPHAJIbHBIC 1 HEMATCPHUAJIbHBIC CUCTCMBI, MCTO/bI U (bOpMLI MOTHUBAIMU B YIIPABJICHUH IICPCOHAIIOM

Omnpenensatb 00bEMBl CPEACTB A pean3allii COLMAJIbHBIX IapaHTUH, KOPIOPATUBHBIX JIbIOT U HHBIX 3JIEMEHTOB
KOPIIOPAaTHBHBIX COLMAIBHBIX MPOTpamMM JUTst (GOPMUPOBAHHS OIOIKETOB

CocTaBiiaTe U KOHTPOJIMPOBATH CTATbH PACXOJ0B HAa CONUAJIBHBIC IMIPOrpaMMBbl AJId IJNIAHUPOBAHUA 6IOI[)K€TOB

[Tpou3BoauTh TpeABapUTEIbHBIC 3aKYIOYHBIE MPOLEAYPHl W O(GOpPMIIEHHE CONMYTCTBYIONIEH JTOKYMEHTAllMU II0
3aKJIIOYEHUIO I0TOBOPOB

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

HeO6XOI[I/IMI>Ie 3HaHUA

HOpSII[OK 1 MCTOIbI pa3pa60TI<H IJIaHOB U IPOIrpaMM COLUAJIBHOT'O PA3BUTHA OpTraHU3allun

MeTo/1p1 aHaIM3a BBITOJIHEHNS COLMATIBHBIX POrpaMM U ONPEEICHUS UX SKOHOMUYECKON 3((HEKTUBHOCTH

Cucremsl, MeTOIbI U (OPMBI MATEPHATIBHOTO U HEMATEPUATLHOTO CTUMYJIMPOBAHUS TPY/la TIepCoHAalIa

TexHonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

MeTOJIBI IMPOBCACHUA COONOJIOTHUICCKUX HCCHGJIOB&HI/Iﬁ, HU3YyUCHUA 06HI€CTBCHHOFO MHCHUA

TCXHOJ'IOFI/II/I, MCTOABI 1 MCTOAWKH IMPOBCACHUA aHalIM3a U CUCTEMATU3allMd JOKYMCHTOB U I/IH(l)OpMaHI/II/I

[Topsnox npoBeeHHsI 3aKyTIOYHBIX MPOLETYp U 0(hOPMIIEHHUS COMTYTCTBYIOLIEH TOKyMEHTalluN




OCHOBBI MPOU3BOICTBEHHON JIEATEILHOCTH OPraHU3alluN

OCHOBEI 06]1_[6171 n COHHaHBHOﬁ IICUXOJIOTHUH, COOUOJIOTNHU U IICUXOJIOTHU Tpyada

Ctpykrypa, 1enu, CTpaTerus 1 KaJpoBasi MOJIUTHKA OpraHu3aluu

pr,HOBOC 3aKOHOAATCJIbCTBO U MHBIC AKThI, COACPKAIIMEC HOPMBI TPYA0OBOI'O IIpaBa

OcCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanu

HopMmaTtuBHbIe IpaBoBbI€ aKThl, PErYJIUPYIOLIUE MPaBa U 00S13aHHOCTU T'OCYJapPCTBEHHBIX OPraHoOB, IPO(EeCCUOHATBHBIX
COIO30B U JIPYTUX NPECTAaBUTEIbHBIX OPraHOB paOOTHUKOB

3akoHomarenbcTBO Poccuiickoit deaepanuu 0 NepCOHATBHBIX TaHHBIX

JlokanbHbIC HOPMATUBHBIC aKThl OPraHu3alliy, PEryjInpyromuc nopsaaok (I)OpMI/IpOBaHI/IH COIIMAJIbHOM MOJIUTUKH

OcHoBbI PaBOBOTO perynupoBanus Poccuiickoii @enepanuu nopsiika 3aKIF0UYeHUN JOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIIICHUS

bazoBbie 0OCHOBBI HH(bOpMaTPIKI/I, CTPYKTYPHOC ITOCTPOCHUC I/IH(I)OpMaI_II/IOHHBIX CHCTEM U 0COOCHHOCTH pa6OTBI C HUMH

Jpyrue xapakTepucTuKu

3.6.2. TpynoBas ¢pyHKIMS

HaumenoBanue |Peann3anus KOpnopaTuBHOM COLMATBHON MOJUTUKH Kon F/02.6 |YpoBeHb (I0aypOBEHB) KBATH(PHUKAIIUH 6

[Ipoucxoxnenue
TPYAOBOH (hyHKIIMH

Opurnnain X | 3auMCTBOBaHO W3 OpUTHMHANA

Kox opurunana PerucrpannonHslii HoMep
podecCHOHATIBHOTO CTaHAapTa




TpynoBsie nencTBUs

BHenpeHne KOpPIOPAaTUBHBIX COLMATBHBIX MPOrPaMM, B TOM YHCIE IO COIHAIBHON MOAJEPKKE OTIACIBHBIX TPYIII
pabOTHHKOB

Peanuszanusi cucteMbl COLUANBHBIX JIBIOT, BBHIIIAT pabOTHUKAaM C y4eToM TpeOoBaHMI 3akoHojaarenbcTBa Poccuiickoit
denepauun

OreHka yJ10BJI€TBOPEHHOCTH NIEPCOHANIA KOPIIOPATUBHOM COITUATBHOM MOTUTUKOMN

Onenka 3¢ (HeKTUBHOCTH MEPOIPUATHI KOPIIOPATUBHON COIMATBHON TOJIUTUKU

[ToaroroBka NnpeuIokKEHUN 110 COBEPIIEHCTBOBAHUIO MEPOIIPUATHNA KOPIIOPATUBHOW COLMATIbHOM MOJIUTUKH

[ToaroroBka mpenoxeHuil mo ¢GopMUPOBaHUIO OIOJKETa Ha pealu3allii0 KOPHOPATHBHOW COLMAIbHOW MOMUTHKU H
COIIMAJIBHBIX TTPOrPaMM

Heo6xoanumeie ymeHust

PaccuutniBaTh 3aTpaThl Ha TPOBCACHHUEC CIICHUAIM3UPOBAHHBIX CONUAJIBHBIX IPOIrpaMM

[IpoBOINTH MOHUTOPHUHT YCHEMIHBIX KOPIIOPATUBHBIX COLUAIBHBIX IPOrpaMM

[IpoBOaUTH MEPONIPUATHUSA B COOTBETCTBUH C KOPIOPATUBHOW COUUAIBHON MOJUTHUKON

OHPGHGHFITI) LECJICBBIC I'PYHIIBI IIEPCOHAJIA IJIA CO3JaHUs CIICHUAIM3UPOBAHHBIX COLIMAJIBHBIX IMPOrpamMm

OnpenensiTb KpUTEPUU U YPOBHH YAOBIETBOPEHHOCTHU NIEpCOHAIIA

Onpenensats 3¢ (HEeKTUBHOCTh MEPOIIPUATHI pean3yeMoil KOPIOpaTUBHON COLMAIbHON MOJIUTUKU

Opl"aHI/ISOBLIBaTI) BSaHMOﬂeﬁCTBHe C TOCYJAAapCTBCHHBIMH OpraHaMu, HpO(I)eCCI/IOHaJ'IBHBIMI/I CO03aMH "W JApYTrUMU
MNpeACTAaBUTCIbHBIMU OpraHaMu pa6OTHI/IKOB, O6HI€CTB€HHI)IMI/I W HWHBIMH OpraHusanuiaMi II0 BOIpOCaM peajinu3aluu
KOpHOpaTHBHOﬁ COHHaHLHOﬁ IIOJIMTHUKH

AHaJ'II/IBI/IpOBaTB PBIHOK YCIIYT' IO COIMAJIBHBIM U CIICHUAIM3UPOBAHHBIM IPpOrpaMMaM COLII/IaJIBHOﬁ MNOAACPIKKHU YJICHOB
LEJICBBIX I'PYIIT U TOTOBUTH MPEAJIOKCHUA 110 UX MMOCTaBUIMKaAM

[Ipou3BoauTh NpeaBapUTEIbHBIE 3aKYMOUYHbIE MPOLEAYphl U OQOPMISITH COMYTCTBYIOIIYIO JOKYMEHTAIHMIO IO




3aKJIIIOYCHHUIO JOTOBOPOB

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

BOHpOCH YIpaBJICHHA COOHWAJIBHBIM PA3BUTUCM OpraHu3aln

Meroapl aHain3a BBIMOJHCHUS KOPIMOPATUBHBIX COIHMATBHBIX MPOTPaMM W ONpEIC/iCHHS WX HSKOHOMHUYECKOU
3¢ (HEeKTHBHOCTH

Cucremsl, MeTOTbI, (HOPMBI MATEPHAIEHOTO M HEMATEPHAILHOTO CTUMYJIMPOBAHMSI TPY/Ia TIEPCOHATIA

MeTtoapl IIPOBCACHUA COLIMOJIOTHYICCKUX HCCHGHOB&HHﬁ, HU3YUCHUA O6H.I€CTBCHHOFO MHCHUA

TGXHOJ'IOFI/II/I, MCTOAbI U MCTOAUKH IMTPOBCACHUA aHAJIN3a U CUCTEMATU3allu JOKYMCHTOB U I/IH(i)OpMaI_II/II/I

HopMmaTtuBHbIe mpaBOBbIe aKThl, PETyIUPYIONIME MpaBa U O0S3aHHOCTH TOCYJApCTBEHHBIX OPraHOB, MPO(ECCHOHAIBHBIX
COFO30B M JIPYTHX MPEJICTABUTEIILHBIX OPraHOB PAOOTHUKOB 110 MPEIOCTABICHUIO YUETHOW JJOKYMEHTAIIUU

[opsimox mpoBeneHus 3aKyMOYHBIX MPOLEAYP U 0(OPMIICHUS COITYTCTBYIOUICH JOKYMEHTAIHH

CtpykTypa, 11eIH, CTpaTerus U KaapoBas MOJMTHKA OPTaHU3aIlun

OCHOBEI HpOHSBOHCTBeHHOﬁ ACATCIIBHOCTH OpraHru3alnunu

OcHOBEI O6H.I€I>i U COLIMAJIbHOM IMCUXOJIOTHUH, COLIUOJIOTUHN U IICUXOJIOTUH TpyJda

TpynoBoe 3aKkOHOJATENBCTBO U UHBIE aKThl, COACPKAILNE HOPMBI TPYZOBOIO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE NpaBOBble akThl Poccuiickoil denepainuu, B 4acTU BEICHUSA
JOKYMEHTAIMH T10 EPCOHAY

OcHOBBI HAJIOrOBOTO 3aKOHOAATeNbCTBAa Poccniickont denepannn

3akoHoxaarenbcTBO Poceuiickoit denepanuu 0 MEPCOHAIBHBIX TAHHBIX

JlokasibHBIE aKTHI OPraHU3aLMH, PETYIUPYIONIUE TOPSAIOK BHEAPEHUS COUUATIBHON MOJIUTHKA




[Topsiaok 3aKIIFOUEHHS TOTOBOPOB (KOHTPAKTOR)

HOpMBI 9THUKHU JCJIOBOI'O 06H.[CHI/I$I

bazoBble 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE MOCTPOCHHE HH(POPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThl C HUMH

Jpyrue xapakTepucTUKU

3.6.3. TpynoBas pyHKIUSA

HaunmenoBanue

AJIMUHUCTPUPOBAHKE MIPOIECCOB U JOKYMEHTO0O0POTA IO
BOIIPOCaM KOPNOPATUBHON COLMAIBHON MOJUTHKU

Kon | F/03.6 | YpoBens (noaypoBeHs) kBanupukaimu | 6

[Ipoucxoxnaenne
TPYAOBOH (hYHKITHH

Opurunan X | 3auMCTBOBAHO U3 OpUTMHANIA

Konx opurunana Perucrpanuonsslii Homep
po¢eCCHOHATIBHOTO CTaHAapTa

TpynoBeie nencTBUs

AHanm3 mpoIreccoB JOKYMEHTO000pOTa, TIOKAJBHBIX JOKYMEHTOB IO BOIIPOCAM KOPIIOPATUBHOMN COIIMAIBHON MOJIUTUKH

JoxymeHTarimoHHoe 0(hOpMIICHHE Pe3yIbTaTOB KOPIIOPATUBHON COITUATBHON MOTUTHKA

IToaroroBka npezmo;erHﬁ 110 pa3BUTHUIO KOpHOpaTHBHOﬁ COLIMAJIbHOM ITOJIUTHUKH

[TonroroBka  pe3yapbTaTOB  aHaiW3a COOTBETCTBHS ~ KOPHMOPATUBHOW  COIMANBHOM  TMOJUTUKA  TPEOOBaHHSIM
3aKoHoJaTenbcTBa Poccuiickoit denepaunu U yCIOBHUSIM PhIHKA TpyAa

JIoKyMEeHTaIlMOHHOE U OpraHN3allMOHHOE COITPOBOXKIEHNE MEPONPUITUN KOPIIOPATUBHOMN COLMATBHON TOJTUTHKU

[ToaroroBka m 00pabOTKa 3aIpPOCOB M YBEAOMIIEHHI O PabOTHHKAaX B IOCYAAPCTBEHHBIE OpPraHbl, NIPOQECCHOHATIbHBIE
COIO3BI U JIpyTHue MpeICTaBUTEIbHbIE OpraHbl pAOOTHUKOB MO BOIIPOCAM COIHMAIBHOMN MOJIUTUKY B OTHOIIEHUH IepcoHasa




ConpoBok/ieHHE JOrOBOPOB MO OKA3aHUI0 KOHCYJIbTAIlMOHHBIX U HMHQOPMAIMOHHBIX YCIYT IO MEPONpPUSTUIM
KOPHOPATUBHOM COIMATBHOM MOJUTHUKU, BKIIIOYAs MPEIBAPUTEIbHBIC MPOLEAYPHI 110 UX 3aKIIFOUCHHUIO

Heo6xoanumeie ymeHUs

OdopMIsATh TOKYMEHTHI 10 BOMPOCAM KOPHOPATHBHOW COLMATHHOW MOJMTHKH, PEIOCTABISEMbIC B TOCYIapCTBEHHBIC
Oprasbl, IPEJCTaBUTEIbHBIE OpraHbl PAOOTHUKOB

AHaIM3upoBaTh MPaBUIIA, MOPSAKH, IPOLIETYPhl KOPIOPATUBHON COLIMATBLHON MOTUTUKU

O0ecrieunBaTh JOKYMCHTAITMOHHOC COIIPOBOXKIACHUEC COIIMAJIbHOM ITOJUTHKH B OTHOIIICHUH IepcoHaia

OpFaHI/ISOBBIBaTB XpaHCHHUE NOKYMCHTOB B COOTBECTCTBHUU C Tpe6OBaHI/I$IMI/I APXHUBHOI'O 3aKOHOAATCJIILCTBA Poccwuiickoi
d)e)lepaulxm 1 JIOKAJIbHBIMU aKTaMU OpTraHHu3allnun

HpOI/ISBOI[I/ITB IMPEABAPUTCIIBHBIC 3aKYIOYHbIC IPOUCAYPHBI U O(bOpMHHTB COIIYTCTBYKOIIYHO JOKYMCHTALUIO IIO
3aKIIFOYCHUIO JOTOBOPOB

PaGorarts ¢ I/IH(l)OpMaIII/IOHHBIMI/I cucreMamMu U 0Oazamu JaHHBIX I1I0 BOIIpOCaM COHI/IaJIBHOﬁ IIOJIMTUKM B OTHOIICHHHU
nepcoHalia

Bectn YUCT U perucTpalvo J0KyMCHTOB B I/IHCI)OpMaI_[I/IOHHBIX CUCTCMAX U Ha MaTCPUAJIBHBIX HOCUTCIIAX

Bectun ACJIOBYIO MEPCIIHUCKY

CO6J’IIOI[8.TB HOPMBI 5TUKH JCJIIOBOTO 06IJ_IGHI/I$I

HeO6XOI[I/IMI>Ie 3HaHUA

HOpHI{OK O(I)OpMJ'IeHI/IH, BCACHUA U XPAHCHUSA JOKYMCECHTAIUU 10 COILIMAaIbHOM MOJIMTUKE B OTHOIICHUH nepcoHajia

HOpr}IOK q)OpMI/IpOBaHI/Iﬂ, BCACHUA OaHKa JaHHBIX U NPCAOCTABJICHUSA OTUCTHOCTHU 110 BOIIPpOCaM COIII/I&J'IBHOﬁ TIOJINTHKH B
OTHOIIICHHWHU IEpCOHAJIa

TCXHOHOFI/II/I, MCETOJAbI U MCTOAWKU IMMPOBCACHUA aHaJIN3a U CUCTEMATU3allu JOKYMCHTOB U I/IH(bOpMaI_II/II/I

OCHOBBI ,Z[OKYMCHTOOGOPOTa U JOKYMCHTAIMOHHOT'O obecneueHUst

HOp}IIIOK MMPOBCACHUA 3aKYIIOYHBIX MTPOLCAYP U 0(1)0pM.HCHI/ISI COHYTCTBYIOH_ICﬁ AOKYMCHTAaIUH




CTpyKTypa OpraHu3aiiy U BaKaHTHBIEC TOJDKHOCTH (Mpodeccri, CrIeUaaTbHOCTH)

pr,I[OBOG 3aKOHOAATCJIIbCTBO U MHBIC AKThI, COACPKAUIWMC HOPMBI TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA U HOPMAaTUMBHBIE NPAaBOBbIE akThl Poccuiickoin Pepepannu, B 4aCTH BEICHHS
JIOKYMEHTALUH 1O IIEPCOHAITY

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTesbeTBA Poccuiickoit denepanuun

HopmatuBHbIe NpaBOBbIE aKThI, PETYIUPYIOIIME IPaBa U 00S3aHHOCTH TOCYJApPCTBEHHBIX OPraHoOB, MPO(EeCcCHOHATBHBIX
COI030B U JIPYTUX NPE/ICTaBUTEIbHBIX OPraHOB paOOTHUKOB IO MPEJIOCTABICHUIO YUETHON TIOKYMEHTALUU

3akoHoaarenscTBO Poccuiickoit denepanuu o NepcoHaIbHBIX JaHHBIX

JlokanpHbIE HOPMAaTUBHBIE AaKThl OpPraHU3AlMHU, PEryJIUPYIOIIME IOPSIAOK BHEAPEHHsS KOPHIOPATHBHOW COLMAIBHOU
MOJINTUKYU Y COLIMAIIBHBIX IIPOIPaMM

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie OCHOBEI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC ITIOCTPOCHUC I/IH(I)OpMaLII/IOHHHX CHCTEM U 0COOCHHOCTH pa6OTBI C HUMH

Jlpyrue xapakTepuCTHKU

3.7. O6o0uieHHast TpyaoBast PyHKIUS

HaumenoBanue OnepanoHHOE yIpaBIeHHUE IEPCOHANIOM U MOAPa3eICHUEM OpraHu3aluu Kon G |Yposens kBanupukanuu | 7

[Ipoucxoxnenue
0000111eHHOH TPYI0BOM

byHKIIHA

OpI/IFI/IHa.II X | 3aMMCTBOBaAHO U3 opuruHalsia




Kon opurunana Peructparmonneiii Homep
npo¢ecCHOHAIBHOTO CTaHAapTa

Bo3moxHble
HaWMEHOBaHUS
JOJDKHOCTEH, mpodeccuii

PykoBoauTeNnb CTPYKTYPHOTO MOIpa3esieHus
HauanpHuk CTpyKTYpHOTO MOApa3AeICHHs

TpebGoBanus k
00pa3oBaHMIO U
00yUYeHUIO

Bericiiee oOpa3zoBaHue - ClieUaINTET, MAaruCTpaTypa

JononuurensHoe mpodeccuoHaabHoe 00pa30BaHUE - MPOTrPAMMBI MPOPECCHOHATBHON MEPETIOATOTOBKH B 00J1aCTH
yIIpaBJICHUS TIEPCOHAIIOM, OTIEPALIMOHHOTO U TAKTHYECKOTO YIPABICHHS; TPOrPAaMMBI MIOBBIIICHHUS KBATHU(PHKAIIN B
o0JacTu yrnpaBieHHs MIEPCOHATIOM, OTIEPAIIMOHHOTO ¥ TAKTHUECKOTO YIIPaBICHUS

TpeboBanust Kk ONbITY
MIPaKTUYECKON pabOThI

He MmeHnee nsaTu et B o0nactu YIIpaBJICHUSA I[ICPCOHATIOM

Oco06ble ycrnoBus
Jorycka K pabote

Jpyrue xapakTepucTuKu

JIOOTHUTENBHBIE XaPaKTEPUCTUKH

HanmenoBaHue AOKYMCHTa KOI[ HaumenoBanue 6a3oBoit T'pYIIIbI, JOJKHOCTH (npO(becan) NJIIK CTICHHUaJIbHOCTH

OK3

1232 PykoBoauTenu noapasneneHuil (ciy:x0) yrnpasiieHus KapaMH U TPYJOBBIMH OTHOIIEHUSIMU

EKC

- Hauanpuuk otaena KaJpoB

- HauanpHuk oTaena OopraHu3al U OIUIATHI TPyAda

- Haganpank oTAcJIa MMOATrOTOBKH KaJpOB
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- Haganpuamk oTAcIa COUAJIBHOT'O Pa3sBUTUA

- 3aBeayromui (HaYaIbHUK) OTIEIIOM KaIpOB

OKIIATP 24063 |MenHemxkep 1o MepcoHaTy

3.7.1. TpynoBas pyHKIUSA

Pa3paboTka cucreMpl ONEpaliluOHHOIO YIIPaBJIEHUs IEPCOHATIOM U

Kon | G/01.7 | YpoBenb (moaypoBeHb) KBaIUbUKauu | 7
paboThI CTPYKTYPHOT'O MOpa3Ie/ICHUs

HaunmenoBaunue

[Ipoucxoxnaenne

o Opurunan X | 3auMCTBOBaHO U3 OpUTMHANIA
TPYAOBOH (hYHKITHH

Konx opurunana Perucrpanuonsslii Homep
po¢eCCHOHATIBHOIO CTaHAapTa

TpynoBeie nencTBUsS AHanu3 yCHenHblX KOPHOPaTUBHBIX NMPAKTUK 10 BOIPOCAM CTPAaTErMUECKOro M ONEPAaTUBHOIO YIIPaBJIEHUS NEPCOHAIOM
OpraHu3anuu

ITocTanoBka OIICPAaTUBHBIX eiaeu mo BOIIPOCAaM YIIpaBJICHUA IIEPCOHATIOM

Pa3pa0oTka miaHoB, MporpamMM U MpoLEeayp B YIPaBICHUHU EPCOHAIOM

Pa3paboTka npennokeHni o CTpyKType NoApa3AeaeHusl U IOTPeOHOCTH B IEPCOHANIE

Pa3zpaboTka npemioxeHuit Mo 00ECeYeHUIO MEePCOHAIOM, (POPMHUPOBAHUIO CHUCTEM OIICHKH, Pa3BUTHS, OIUIATHI TPYa,
KOPIIOPATUBHBIM COIMATHHBIM IPOrpaMMaM M COIUATBHOMN TOTUTHKE

Pa3paboTka npeoxeHuit o 3aTpatax 1 popMupoBaHHIO OI0KeTa Ha IEPCOHAT

Pa3pa60TI<a HpeI[J'IO)KCHI/Iﬁ o 3aKIYCHHUIO JOrOBOPOB IO YIHIPABJICHUIO IEPCOHAIOM C IIOCTaBIIMKaMU YCIyr' H
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MPOBEJICHUE NPEABAPUTENBHBIX MPOLIETYP MO UX 3aKITIOYECHUIO

HeoOxomumbie ymeHMst

OpranuzoBbIBaTh pabOTy MepCcoOHaIa CTPYKTYPHOTO MOIpa3aesieHus

OHpe,I[CJ'IHTB 3aa4u II€pCoHala CTPYKTYPHOI'O IOAPa3ACICHUA, UCXOOA U3 ueﬂeﬁ M CTpATECruy OpraHu3anuu

CozniaBaTh ¥ ONMUCHIBATH OPraHU3AUOHHYIO CTPYKTYPY, LENH, 3a1a4i, GYHKIUU CTPYKTYPHOTO MOApa3iesieHus

HpI/IMeHHTB METOJbI YHpaBJICHUA MEKINYHOCTHBIMU OTHOHICHUSMH, (bopMI/IPOBaHI/IH KOMaHA, pa3BUTUA JUIACPCTBA U
HCIIOJIHUTCIIbHOCTHU, BBIABJICHUA TAJIAHTOB, OIIPCACIICHUA YIOBJIICTBOPCHHOCTHU pa60T0171

OHpe,I[CJ'IHTL, AHAJIU3UPOBATh, MOJACIMPOBATH U BBICTPANBATD BHYTPCHHUC KOMMYHHUKAIIUU IICPCOHAIA

Pa3pabarbiBaTh MPOEKTHBIC MPEIOKEHUSI U MEPOTIPUATHS 10 3G (dEeKTUBHOIN paboTe nepcoHana

BHe,I[pHTL CTPATCTUIO 110 YIIPABJICHUIO IICPCOHAIIOM

CocTaBisTh, pacCUUTBHIBaTh, KOPPEKTHPOBATH M KOHTPOJIMPOBATH CTAaThbH PACXOAOB Ha IEpCOHAN, pa3paldaTbiBaTh
IpeATI0KEHNs 110 3aTpaTaM Ha IepCOHAN I (POPMHUPOBAHUS OOKETa

[IpencTaBisiTh HMHTEpPEChl OpraHU3allMd W BECTH IIEPEroBOpbl C NPO(ECCHOHATBHBIMU COIO3aMH U JIPYTMMH
NpeJCTaBUTENILHBIMU OpraHaMH pabOTHUKOB, B3aMMO/IEHCTBOBATh C TOCYJapCTBEHHBIMH OpraHU3aLUsAMU

AHnanu3upoBaTh HMHGOpPMAIMIO MO TOCTaBIIMKAM YCIYyr B 00JacTW YOpPaBICHHUS IEPCOHAIOM U IO YCIOBHSIM
3aKJIF0YaEMBIX JOIOBOPOB

HpOI/I3BO,Z[I/ITI> MMPEABAPUTCIIbHBIC 3aKYIOYHBIC HPOUCAYPhBI U O(l)OpMJ'ISITB COIIYTCTBYHOIIYHO JOKYMCHTALUIO IIO
3aKIIFOYCHUIO JOTOBOPOB

PaGorath ¢ nHpOpMaIMOHHBIMH cUCTEMaMH M 0a3aMi JaHHBIX 110 BOIIPOCAM YIPABJIEHUS EPCOHATIOM

Opranu3oBbIBaTh U MPOBOJUTH KOPIIOPATUBHBIE MEPONIPUSITHS C IEPCOHATIOM

Co0mr01aTh HOPMBI DTHKH JIEJIOBOTO OOIIICHUSI

HeoOxoaumeble 3HAHUSA

MeTto/b1, cIOCOOBI 1 HHCTPYMEHTHI YIIPaBIEHHS EPCOHATIOM




[lenu, cTparerust pa3BUTHUs U OM3HEC-TIJIAaH OPraHU3AlNH

[Tonutuka YIIPpABJICHHUA IIEPCOHATIOM OpraHu3aluu

MGTOI[BI aHajIn3a KOJIMYECTBCHHOI'O U Ka4CCTBCHHOI'O COCTaBa I€pcoHaia

CucreMbl cTaHAAPTOB 1O OU3HEC-TIpolIeccaM, MpodeccrsiM, HOpMaM TpyAa

CI/ICTCMBI, METOAbI U (bOpMBI MaTCpUAIBHOI'O U HEMAaTCPpHUAJIbHOI'0 CTUMYJIMPOBAHUA TPyda II€pCOHAIA

TexHoNOrHH U METOIBI (HOPMUPOBAHHS X KOHTPOJISI OI0PKETOB

[Topsiok poBeneHus 3aKyMOYHBIX MPOLEAYP U 0(OPMIICHHUS! COYTCTBYIOLICH JOKYMEHTAIHH

OCHOBEI HpOH?;BOI[CTB@HHOfI ACATCIIBHOCTU OpTraHHU3alun

OcCHOBBI 0011IEH ¥ COIMATEHON TICUXOJIOTHH, COIIMOJIIOTHN U TICUXOJIOTHH TPY/a, SKOHOMUKH TPY/Aa, O€30MacHbIX YCIOBHMA
Tpyna

CrtpykTypa opranuzanuu

TpynoBoe 3aKOHOIATENBCTBO U UHBIE AKTBHI, COJEPIKAIINE HOPMBI TPYIOBOTO ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJAATEIbCTBA M HOpPMAaTHBHBIE MpaBoBble akThl Poccuiickoil ®dexepanuu, B 4acTU BEACHUS
JOKYMEHTAIUU I10 IIEPCOHATY

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit deaepannu

OCHOBBI MHI'PAaLIMOHHOTO 3aKoHoHaTesnbcTBa Poccuiickon ®Pexepanuu, B 4acTH IPUBJIEYEHUS M TPYLOYCTPOHCTBA
MHOCTPaHHBIX TpakJaH U JUI] 0e3 rpakaaHCcTBa

OCHOBBI aIMUHHCTPATUBHOTO 3aKOHOJIATEILCTBA B O0JIACTH YIPABJICHHS MEPCOHATIOM M OTBETCTBEHHOCTH JIOJKHOCTHBIX
JINILL

3aKOHO,Z[aTC.HBCTBO Poccuiickoit CDeJ:[epaLu/H/I 110 3a1IUTC NNEPCOHAIBHBIX JAaHHBIX




JlokasibHbIE HOPMATHUBHBIE AKTHl OpPraHU3AIMK B 00JIACTH YIPABIECHUS IEPCOHAIOM

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€7T0BOTO OOIICHUS

ba3oBbie 0CHOBBI HHYOPMATUKH, CTPYKTYPHOE MOCTPOCHHE HH(DPOPMALIMOHHBIX CUCTEM U 0OCOOEHHOCTH PabOThl C HUMH

Jlpyrue xapakTepucTUKHu | -

3.7.2. TpynoBas pyHKIUSA

Peanuzanus OINICPAalMOHHOT'O YIIPABJICHUSA IICPCOHATIOM U pa6OTLI

CTPYKTYPHOTO TOApA3ETCHI Kon | G/02.7 | YpoBeHb (1oaypoBeHb) kBanudukamm | 7

HaunmenoBaunue

[Ipoucxoxnaenne

N Opurunan X |3aMMCTBOBAHO U3 OpUTHHANIA
TPYAOBOH (hYHKITHH

Konx opurnnana Perucrpanuonssiii Homep
po¢eCCHOHATIBHOTO CTaHAapTa

Tpynoseie nencTBUs [ImaHnpoBaHue AEATENBHOCTH TOAPA3ACIICHUS U IIEPCOHAIIA

OHepaTI/IBHOC YIIpaBJICHUC IIEPCOHATIOM TOAPA3ACIICHUA OpraHu3allun

Pacuer 3aTpar 1o noApa3aACICHUIO U IOATrOTOBKA npe,uno;erHﬁ JJIA (bOpMPIpOBaHI/ISI 6IOI[)KCT8.

Pa3pa60TI<a CTaHAApPTOB ACATCIBHOCTHU IMOAPA3ACIICHUS U yHI/I(I)I/IKaI_[I/ISI MponeccoB

[IpoBenenue MHCTpyKTaka IO OXpaHe Tpya

IIocranoBka 3amad pa60THI/IKaM CTPYKTYPHOI'O IMOAPA3ACICHUS, OIMMPECACICHUC PECYPCOB I UX BBINIOJIHCHUSA, KOHTPOJIb




HCIIOJTHCHU S

AHanu3 IIaHOB W OTYETHOCTH INOAYMHCHHBIX pa6OTHI/IKOB, pa3pa60TKa npezmoxceHHﬁ 10 yJIYy4YHICHUIO IoxKa3arejiei
ACATCIIBHOCTH TOAPA3ACIICHUA

®opMupoOBaHUE OTYETOB O PAOOTE CTPYKTYPHOT'O MOJPA3CICHUS

Heo6xoanmeie ymeHUs

OnpenensTs 30HbI OTBETCTBEHHOCTH U 3PPEKTUBHOCTH pabOTHI IepCOHANa CTPYKTYPHOTO OAPA3ICICHUs, pacpeaesaTh
3a7jauu ¥ 00ecreyuBaTh MaTEPUAIbHO-TEXHUYECKHUE PECYPCHI JUISl UX UCIIOIHEHHUS

HpI/IMeHHTB METOJbI OIICPATHBHOTO YIIPABJICHUS IICPCOHAIIOM OpTraHHU3allun

KOHTpOJII/IpOBaTI) HCIIOJTHCHUC HOpy‘IGHI/If/'I " 3a7a4, BHOCUTb CBOCBPCMCHHBIC KOPPCKIHHU B IIJIAHBI U 3a1a41

OnpenensaTs nmokazarenu 3G GeKTHBHOCTH pabOTHI IEPCOHANA TIOPA3ICIICHUS

YnpaBisiTe MOTHBALUEN NEPCOHANIA, €TI0 BOBJIICYUEHHOCTHIO U JUCUUILIMHON TPyAa

CoCTaB/IATh IJIaHBI ACATCIIBHOCTU CTPYKTYPHOI'O IOAPA3ACICHUA OPraHu3alun

CocTaBysITh, PaCCUYUTHIBATH, KOPPEKTUPOBATh W KOHTPOJIHMPOBATH CTATHU PACXOJIOB CTPYKTYPHOTO IMOAPA3ICICHUS IS
dbopMupoBaHus OI0HKETOB

HpOI/I3BO,[[I/ITI> aHaJlIn3 TeKymefI ACATCIIBHOCTH CTPYKTYPHOTO IMOAPA3ACIICHUA U BHCAPATDH IIPOLUCAYPHI IO €€ ONITUMHU3alluN

[IpencTaBisiTh MHTEpPECHl OPraHU3allUd M BECTH IMEPETOBOPBI C TOCYAAPCTBEHHBIMHM OpraHamH, MpodeccuoHaTbHBIMU
CO03aMH U JIPYTMMHU MpeACTaBUTEIbHBIMU OpraHaMy pabOTHUKOB IO BOIPOCaM IepcoHaa

Bectun MEPETOBOPLI € MOCTABIIUKAMHA YCIIYT 11O YCJIOBUAM 3aKIHOYaCMbIX TOTOBOPOB

HpOI/ISBO,Z[I/ITL OpCABAPUTCIIbHBIC 3aKYIIOYHBIC MHNPOHCAYPLI U O(I)OpMJ'ISITB COINYTCTBYIOIIYHO JOKYMCHTALUIO IIO
3aKJIFOYCHUIO JOTOBOPOB

[TpoBOIUTH ayUT Pe3yabTaTOB pabOTHI C IEPCOHATIOM

PaboraTte ¢ HHPOPMAIIMOHHBIMH CHCTEMaMH U 0a3aMu JAHHBIX 110 BOIIPOCaM yIpaBJICHHS MIEPCOHATIOM




Co0:mr01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

TeOpI/II/I YIpaBJICHU IIEPCOHATIOM U €0 MOTHBallH

MGTOI[BI aHaJIM3a BBIIIOJIHEHUS IIJIAaHOB U 3aJa4, OIPEACIICHUA UX SKOHOMHYECKOM B(b(beKTI/IBHOCTI/I

@DopMBbI U METO/IBI OLICHKH TMepCOHANa U Pe3yJIbTaTOB UX Tpyaa

TexHomoruu OIIEPATUBHOI'O YIIPABJICHHUA IIEPCOHATIOM OpPraHu3aluu

CucreMbl, METOJTbI U (HOPMBI MATEPHAIEHOTO M HEMAaTEPHAIILHOTO CTUMYJIMPOBAHHMSI TPY/a IIEPCOHANA

TexHonOrHH U METOIBI (HOPMUPOBAHUSI X KOHTPOJIS OI0/PKETOB

Teopun 1 METOABI YIPABIICHNS Pa3BUTHEM IIEPCOHAIIA

DKOHOMHKA TpyJa

Opranu3aloOHHO-IITATHAS CTPYKTypa OpraHU3alu

ITonuTuka YIIPABJICHHUA IIEPCOHATIOM U COLlMAaJIbHAsA IMOJIMTUKA OpraHru3allun

I_[eJ'II/I, CTPATCTUA pa3BUTUA U Ou3HEC-TIIaH OopraHu3aluunu

MeTtoauku ITaHUPOBAHUA U TPOTHO3UPOBAHUA l'IOTpe6HOCTI/I B IIEPCOHAJIC

[Topsinok yperyImpoBaHus TPYAOBBIX CIIOPOB

TpeboBaHus U IpaBUiIa IPOBEIEHUS ayAuTa paboThI C IEPCOHATIOM

(DOpMBI COHAJIBHOTO ITAapTHCPCTBA U B3aUMOJEHUCTBUS C HpO(I)CCCI/IOHaJ'ILHBIMI/I COX03aMH U JPYIrUMHU MMPEACTAaBUTCIIbHBIMU

opraHaMu pa6OTHI/IKOB, W MHBIMH OpraHu3anusMn

[Topsimok oopmieHUsT KaApOBBIX JOKYMEHTOB U MPUIAHUS UM FOPUTUIECKON CHITBI

HOp}IIIOK MMPOBCACHUA 3aKYIIOYHBIX ITPOLUCAYP U 0(1)0pM.HCHI/ISI COHYTCTBYIOH_ICﬁ AOKYMCHTAaIUH




TpynoBoe 3aKOHOJIATENILCTBO M UHBIE aKThl, COEpKAIlie HOPMbI TPYIOBOTO MpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTUBHbIE NPAaBOBbIE akThl Poccuiickoin Pexepannu, B 4aCTH BEICHHS
JIOKYMEHTALUH 1O IIEPCOHAITY

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTesbeTBa Poccuiickoit denepanuun

OCHOBBI MHTIpaIllMOHHOTO 3aKOoHojJaTeabcTBa Poccuiickoit denepanvy, B YacTH MPUBICYEHUS U TPYAOYCTPOMCTBA
MHOCTPAHHBIX TpaKJIaH U JuI] 0e3 rpakaaHCcTBa

OCHOBEBI AJIMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obnactu yrpaBJICHUS I[IEPCOHATIOM U OTBECTCTBCHHOCTHU HOJIKHOCTHBIX
JIn1Y

3akoHomarenbcTBO Poccuiickoii denepanuu 0 MepCcoOHATbHBIX TAHHBIX

JlokanbHbIC HOPMATUBHBIC aKThl OPraHu3ali B 4aCTHU YIIPABJICHUS IICPCOHAIIOM

OCHOBEBI IIpaBOBOI'0O PEryJIMPOBaHUA Poccuiickoi d)ezlepauml MMopsAJaKa 3aKIIHOUYCHUA I'PAKIAHCKO-IIPABOBLIX JOT'OBOPOB

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

bazoBbie OCHOBEI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC MOCTPOCHUC I/IH(I)OpMaI_II/IOHHBIX CHCTEM B 0COOCHHOCTH pa6OTBI C HUMH

Jlpyrue XxapakTepucTHKH | -

3.7.3. TpynoBas ¢pyHKIMS

AJIMUHUCTPUPOBAHKE TIPOIECCOB U JOKYMEHTO0O0POTA 1O
HaunmenoBanwue | onepanimiOHHOMY YITPaBIEHUIO MIEPCOHATIOM U paboTe CTPYKTYPHOTO Kox | G/03.7 | YpoBenb (10aypoOBeHb) KBaTH(PUKALIMK |
no/ipa3ieNieHus

[Ipoucxoxnenue

. Opurunan X |3aMMCTBOBAHO U3 OpUTHHANIA
TPYAOBOH (hyHKIIMH




Kon opurunana Peructparmonneiii Homep
poheCCHOHATIBHOTO CTaHAapPTa

TpynoBble nelcTBUA

AHayu3 npoueccoB JOKyMEHTO000POTa, JTOKaIbHBIX JOKYMEHTOB 110 BOIPOCAM ONEPALIMOHHOTO YIIPABICHUS [1EPCOHATIOM
U paboThI CTPYKTYPHOT'O MOJpa3AeIeHus], OU3HEC-IIPOIIECCOB OPraHU3aIUY, YAOBIETBOPEHHOCTH IIEPCOHANA

JlokymMeHTanoHHOe O(OpMIIEHHE pE3yIbTaTOB ONEPAI[IOHHOIO YIPABICHHUS MEPCOHATIOM M PAa0OTHI CTPYKTYPHOTO
noJipa3fiesieHus1, pe3yibTaToB ayuTa paboThl C IEPCOHAIOM

[ToaroToBka npeniokKeHUi MO Pa3BUTHIO CUCTEM OINEPALMOHHOTO YIPABICHMS MEPCOHAIOM M pabOThl CTPYKTYPHOTO
10JIpa3/iesieHus1, 10 He0OXOJUMbIM KOPPEKTUPYIOIUM U IPEBEHTUBHBIM Mepam

PazpaboTka cuctembl aHann3a U KOHTPOJIA pabOoThI IEpcoHaa

KoHTponb, cpaBHEHME M aHAJIU3 IMPOLIECCOB B OO0JACTH OINEPATUBHOIO YIPABICHUS IIEPCOHANIOM, pPE3YJIbTaTOB
YIIPaBJIEHYECKUX MEPOIPUATHH, oTpesielieHrne (GaKkTOPOB, BHI3BIBAIOIINX OTKIOHEHHE OT IUIAHOBBIX ITOKa3aTesei

[logroroBka u o00paboTka 3ampocoB, YBEIOMIICHUH, CBEIEHHMH O pPaOOTHMKAX B TOCYAAapCTBEHHBIE OpPTaHbI,
npodeccHOHAIbHBIE COIO3bI, O0IIECTBEHHbBIE OpPraHU3alluN

ComnpoBokJIeHHE JIOTOBOPOB OKa3aHHsl YCIOyr IO BOMPOCAM ONEPATHBHOTO YIPaBICHHUS TMEPCOHAIOM M paboTte
CTPYKTYPHOTO TIOJIpa3/ieJIeHusI, BKJIFOYas MPeIBApUTEIbHBIC MPOIEAYPHI 110 UX 3AKITIOYCHHUIO

[ToaroToBka npeaioxeHuit Mo GopMUPOBAHHUIO OFOKETA HA TIEPCOHAT OPraHU3AIUH

Boinonnenue TpeboBaHMI MO XpaHEHUIO MH(GOPMALMU O pe3ynbTarax JAEUCTBUS CHUCTEM OIEPAlMOHHOIO YIPaBJICHUS
HEPCOHAIOM M pabOThl CTPYKTYPHOT'O MOAPa3eICHHS

Heo6xoaumele ymeHUst

KoHTponupoBaTh npoueccsl ynpaBieHHUs MEPCOHAIOM IMOAPAa3JEeJICHNN, ONPENEsITh UX PE3YJIbTaTUBHOCTh U BBISABIITH
(bakTOpbI OTKJIIOHEHUH OT IJIAHOBBIX MTAPAMETPOB

Pa3pabarbiBaTh MporpaMMbl JOCTUKEHHS LI€TIE U ONEpaTUBHOTO PEIICHUs 3a/1a4 MOoApa3/IeIeHUN

AHanm3upoBath, pa3padarbiBaTh U 0QOPMIIATH JOKYMEHTHI IO OTIEPaTUBHBIM MPOIEccaM U UX pe3ysibTaTamM




[IpoBOAUTH ayAUT KaJAPOBBIX MPOLECCOB, MPOLEAYDP, OPOPMIIEHHUS KaIPOBBIX JOKYMEHTOB U IOKYMEHTOB I10 YIIPABICHUIO
[IEPCOHAJIOM

KonTpommpoBaTs pacxozoBanue OI0KETOB Ha IIEpCOHAI

OdopMiIATE TOKYMEHTHI O ONEPAIMOHHOMY YIPABICHHIO NEPCOHATIOM U paboTe CTPYKTYPHOTO IMOJpa3/eicHus,
IPEJOCTaBIIIEMbIE B TOCY1apCTBEHHBIE OPraHbl, IPEACTaBUTEIbHbIE OPraHbl pAOOTHUKOB

ObecneunBaTh JTOKYMEHTAIIMOHHOE COMPOBOXKICHHE MO CUCTEMaM OMNEPallMOHHOIO YIPaBJICHUS MEPCOHANIOM M paboTe
CTPYKTYPHOTO TIOJIpa3/ieNieHUs

Oprann3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBHHM C TPEOOBaHUSIMH TPYIOBOTO M apXMBHOTO 3aKOHOAATEIIbCTBA
Poccutiickoii deneparu v JIOKAJIbHBIMU aKTaMH OpPTaHHU3aIlun

KoHnTponupoBarh UcrolHeHHE 10rOBOPOB OCTABIIMKOB YCIYT 10 BOIPOCaM IepcoHana

[Tpon3BOINTH 3aKyMOYHBIE MPOLEAYPHI, OPOPMIIATH H aHAIM3UPOBATH 3aKYMOYHYIO JOKYMEHTAIUIO

HpOBOI[I/ITB NEPETroBOPLI U MPCACTABIATL MHTCPCCHI OpraHHU3alllM B TOCYAapCTBCHHBIX OpraHax, HpO(l)GCCI/IOHaJII)HI)IX
COK03axX U APYIUX MPEACTABUTCIIBHBIX OpraHax p8.6OTHI/IKOB I10 BOIIpOCaM II€pCoHaIa

Bectun ACJIOBYIO MEPCIIHUCKY

Bectun YUCT U peTUCTpallvio JOKYMCHTOB B I/IH(I)OpMaI_[I/IOHHBIX CUCTEMAX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

PaGoTath ¢ nHQOPMAITMOHHBIMU CHCTEMaMHU M 0a3aMH JAHHBIX IO TIEPCOHAITY M CUCTEMaM ONEPAIMOHHOTO YIPABICHHUSI
MIEPCOHATIOM M PabOTe CTPYKTYPHOTO MOPA3/ICICHHUS

CO6J’IIOI[8.TB HOPMBI 5TUKH JCJIIOBOTO 06IJ_IGHI/I$I

HCO6XO,Z[I/IMLIC 3HaHHUA

Metoap! ynpaBieHusi pa3BuTHeM U 3(P(HEKTUBHOCTHIO OpraHU3alMU, METO/IbI aHAJIN3a BBIIIOJHEHHUS IJIAHOB M TPOTPAMM,
orpezieNieHus: UX SKOHOMUYECKOM 3ppexTuBHOCTH

MeTop! O1IeHKH paObOoThI CTPYKTYPHBIX MOApa3AeIeHN, Pe3yIbTaTOB TPy la IepcoHasa

MGTO)]I)I MMPOBEACHUA ayJUTa U KOHTPOJUIMHI'a OIICPATHBHEBIX YIIPABJICHUYCCKUX ITPOUECCCOB




@DOpMBI U CUCTEMBI MaTepUATbHOIO U HEMATEPHAIbHOTO CTUMYJIMPOBAHUS Tpy/la IIepcoHana

OCHOBEI AOKYMEHTAIIMOHHOI'O obecnieueHus

[Topsimox odopmiieHHsl, BECHNUS U XPaHEHUs JOKYMEHTAIMM 10 CHCTEMaM ONEpalMOHHOIO YIPABJIEHHs MEPCOHAIOM
OpraHu3anuy u paboTe CTPYKTYPHOTO MOAPa3AeICHHS

[Topsimox ¢dopmupoBanus, BeACHUs OaHKa NAHHBIX M MPEJOCTABICHUS OTYETHOCTH IO CHUCTEMaM OIEPALMOHHOTO
yIpaBiIeHUs MEPCOHATIOM U paboTe CTPYKTYPHOTO MOIpa3iesieHus

HopMaTuBHBIE MpaBOBBIE aKThl, PETYIUPYIONIUE MpaBa U OOS3aHHOCTH TOCYAAPCTBEHHBIX OPraHOB U OPTraHU3AIMU IO
MPEIOCTABICHUIO YIETHOU IOKYMEHTAIUU

HOpHI{OK MMPOBCACHUA 3aKYIIOYHBIX ITPOLCAYP U O(I)OpMJ'IeHI/IH COHYTCTBYIOH_[eﬁ AOKYMCHTAIUN

ITonuTuka YIIpaBJICHHUS IICPCOHATIOM U COLIMAJIbHAs ITOJIMTUKA OpTraHu3allun

OpFaHI/ISaHI/IOHHO'H_ITaTHaH CTPYKTYpa OpraHu3alvunu

I_[eJ'II/I U CTPATCTUA PA3BUTHUA OpraHU3allun

busHec-mian u 6H3HCC'Hp0LICCCBI OopraHu3aluunu

TpynoBoe 3aKOHOATENBCTBO U UHBIE AKTHI, COAEPIKAIINE HOPMBI TPYOBOTO ITpaBa

OCHOBBI apXMBHOT'O 3aKOHOAATEIbCTBA M HOpPMAaTHBHBIE MpaBoBble akThl Poccuiickoil ®dexepanuu, B 4acTU BEACHUS
JOKYMEHTALUU I10 IIEPCOHATY

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OCHOBBI MHIpalMOHHOTO 3aKoHojaTenbcTBa Poccuiickoit denepanuu, B 4YacTH MNPUBICYEHUS U TPYAOYCTPOUCTBA
WHOCTPAHHBIX TPAXIaH | JIUI 0€3 TPaKIaHCTBA

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJIATEIHCTBA B O0JIACTH YIPABJICHHS IMEPCOHAIIOM M OTBETCTBEHHOCTH JOKHOCTHBIX
JINILL




3akoHo atenbcTBO Poccuiickoi denepaniun 0 MepCOHATbHBIX JaHHBIX

JlokanbHBIE HOPMATUBHBIC TOKYMEHTEI OpraHHU3allin B obnacTu YIIpaBJICHUA IIEPCOHATIOM

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€7I0BOTO OOIICHUS

ba3oBbie 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE HH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThI C HUMU

Jpyrue xapakTepucTuKu

3.8. O6o6menHas TpyaoBas QyHKIHS

HaumenoBanne |CTparernueckoe ympaBlieHHE IEPCOHATIOM OpraHu3aluu Kon H | Yposenb kBanudukanum 7

IIpoucxoxneHue
00001IeHHO TPYAOBOI

byHKIMHA

Opurunan X |3auMCTBOBaHO U3 OpUTHMHANA

Konx opurnnana Perucrpanmonssiii Homep
npo¢eCcCHOHATBHOTO CTaHAAPTA

Bo3MoxHbIE
HAaMEHOBAHHS
JOJLKHOCTEH, podeccuit

Buie-npe3uaeHT 1o ynpasJIeHHIO IEPCOHATIOM

JnpekTop no nepcoHany

JIMpeKxTop Mo ynpaBIEeHUIO IEPCOHATIOM

3aMecTUTENb FeHEPaIbHOIO JUPEKTOPA 110 YIIPABJICHUIO IIEPCOHATIOM

TpeboBanus k
00pa3oBaHHIO U
00yUYeHUIO

Briciiee o6pa3zoBaHue - ClIEIUANIUTET, MATUCTPATypa
JonomuauTensHOe MpodeccnoHanbHOE 00pa3oBaHue - TPOrPaMMBbI TPOGECCHOHATHHON MEPEMOATOTOBKU B 00J1aCTH
yIpaBIeHUS TEPCOHATIOM, CTPATETHYECKOT0 U OMEPAIIMOHHOTO YIPABJICHUS, JKOHOMUKH OPTraHU3aIUH; IPOTPaMMBbI




MOBBILICHUS KBATU(PHUKAUU B 00JIACTH YIIPABJICHUS [IEPCOHATIOM, CTPATETMYECKOT0 U ONEPALMOHHOTO yIIPaBICHUS

MPAaKTUYECKON pabOThI

Tpe6OBaHI/I${ K OIIBITY He meHnee nisaTu jieT B 001acTu YIIpABJICHHUSA IIEPCOHATIOM HA PYKOBOAAIHNX JOJIKHOCTAX

Oco0sie ycroBus -
JoycKa K pabore

Jlpyrue xapakTepucTUKHu | -

JIOOTHUTENBHBIE XaPaKTEPUCTUKH

HanmeHoBaHMe TOKyMEHTa Kon HawnmeHnoBanue 6a30B0#i IpyIIIbI, JOKHOCTH (MTPOPECCUN) HITH CHICITHATBHOCTH
OK3 1232 PykoBonuTenu noapasaeneHuii (ciy:x0) ynpaBlieHus KaJpaMH U TPYAOBbBIMH OTHOLLICHUSIMU
EKC - 3aMecTUTeNb TUPEKTOPa M0 YIPABICHUIO IEPCOHATIOM
OKIILATP 24063 |Menemxkep 1Mo nepcoHany

3.8.1. TpynoBas ¢pyHKIMS

HaunmenoBanue

Pa3paboTka cucTeMbl CTPaTErHuecKoro yrpasjieHHs IEPCOHATIOM
OpraHu3aIuu

Kon | H/01.7 |YpoBeHs (10oypOBEeHb) KBATH(PHKALIUH

IIpoucxoxaeHue
TPYA0BOU (QYHKIIUU

Opurunan

X |3auMCTBOBAaHO W3 OpUTHHAJIA

Konx opurunnana Perucrpanuonssiii Homep
npodecCHOHaIBHOTO CTaHAapTa
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TpynoBsie necTBUs

AHanmu3 yCHEemHbIX KOPIOPATUBHBIX MPAKTUK MO OPraHU3ALMK CTPATETHYECKOrO YIPABICHUS IIEPCOHATIOM OpraHU3alNH,
OpPraHU3aIMOHHOTO MPOEKTUPOBAHUS U B3aUMOICUCTBUS MOApa3ieIeHU

ITocTaHOBKA CTpAaTErMYECKUX LEJIEH B YIIPABICHUU IIEPCOHATIOM

Pa3paboTka koprnopaTUBHON ITOJUTUKH, IUIAHOB, IPOTPAMM, IPOLEAYP U TEXHOJIOTHH 110 YIPABIEHUIO [IEPCOHATIOM

Pa3zpaboTka KOpIOpaTHBHON KyJIbTYphl M COLMAIBHOM MOJUTHUKH, CHUCTEM MOTHUBAIMH, 3(P(PEKTHBHOCTH, OLEHKH H
pa3BUTHA IIEpCOHAA

CDOpMI/IpOBaHI/IC CHUCTCMBI OIIJIAThI U OpTraHU3alluu Tpyda

Pa3zpaboTka opraHu3allMOHHON CTPYKTYPHI, IUNTAHUPOBAHKE MOTPEOHOCTH B TICPCOHAJIC OPTaHU3AINH

Pa3paboTtka nporpamm, NpUHIMIOB CTaHAPTU3ALMH, YHU(PUKALMY, aBTOMAaTU3ALIUU [IPOLIECCOB YIIPABJICHUS IEPCOHATIOM
1 0e30MacHBIX YCIOBHM Tpyaa

CDOpMI/IpOBaHI/IC 6IO,Z[)K6T8. Ha 1IepCoHall, TEXHOJIOTHI ayanuTa pa6OTLI C IICPCOHAJIOM U KOHTPOJIJIMHI'A

HeoOxonumelie ymeHust

PaBpa6aTHBaTb CTPATCIUuM U IMOJIMTUKU B YIIPABJICHUHU IICPCOHAIIOM

Co3naBaTh M ONMCHIBATH OPraHU3ALMOHHYIO CTPYKTYpPY, LeNH, 3a1aud, (YHKUHUU CTPYKTYpPHBIX MOJApa3feieHUl H
JTOJIKHOCTHBIX JIUIT

HpI/IMeHSITB MCTOABI YIPAaBJIICHUA MCKIMYHOCTHBIMHM OTHOIICHHUAMMU, q)OpMI/IpOBaHI/IH KOMaH/[, pa3BHUTHA JIUACPCTBA U
HCIIOJIHUTCIIBHOCTHU, BBISIBJICHUS TAJIAHTOB, OIIPCACIICHUA YIOBJIICTBOPCHHOCTU pa60T0171

OHpeI[GJ'ISITB " aHAJIM3UPOBATh BHYTPCHHUC KOMMYHUKAIIUN, MOACIIMPOBATE ITOBEACHUC IIEPCOHATIA

[IpeacraBisTh WHTEpPECHl OpPraHU3aAlMU B TOCYJAPCTBEHHBIX OpraHax, BO B3aMMOJCUCTBUHU C Tpodcoro3amu, HHBIMU
MPEICTaBUTEILHBIMU OpTaHaMU paOOTHUKOB IO BOIIPOCaM MepcoHalia

CocTaBsITh, PACCUNTHIBATH, KOPPEKTUPOBATH U KOHTPOJIHPOBATH CTATHU PACXO0JI0B OFOKETOB M (POHOB HA MPOTPAMMEI U
MEPOTIPHUSTHS TI0 YIIPABJICHUIO TEPCOHAIOM OpraHU3aAINH

[TpoBOAUTH ayIUT U KOHTPOJUIMHT B 00JIaCTH yIIpaBJICHUs IEPCOHATIOM




Pa3pabarbiBaTh KOPIIOpAaTUBHBIE COI[UANIbHBIE TPOTPAMMBI

Bectn IEPETOBOPLI 110 BOIIPOCaM COIMAJIBHOI'O ITIAPpTHEPCTBA C IMPEACTABUTCIIbHBIMH OpPraHaMu pa6OTHI/IKOB

PaGoTath I/IH(l)OpMaI_II/IOHHBIMI/I chcTeMaMu K 0a3zamu JAaHHBIX I10 BOIIPOCaM YIIPaBJICHUA IICPCOHAIIOM

OpraHu3oBbIBaTh MEPONPHATHA MO OOECIEUYEHUIO BBIIOJHEHUs TpeOOBaHUH OXpaHbl TpPyAa B COOTBETCTBUU C
JIEHCTBYIOIUM 3aKOHOAaTenbCcTBOM Pocculickon Denepanyu v JIOKAJIbHBIMU aKTaMH OpPraHU3aluu

OpranuzoBbIBaTh U IPOBOAUTH MEPOIIPUATHS C IEPCOHATIOM B COOTBETCTBUE C KOPIOPATUBHOM COLMAIbHOM MOJIUTUKON

Co01r01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

Mertoapl ympasineHust pa3BUTHEM U 3(G(GEKTUBHOCTHIO OpPraHU3alMM, aHAIM3a BBIIOJHEHHS IUIAHOB U IPOrpamw,
OTIpeNieNIeHus] KX YKOHOMUYECKO# 3¢ hekTnBHOCTH

Metompl O1IeHKH padOThl CTPYKTYPHBIX TOApA3IeNIEHU, Pe3yJIbTaTOB TPY/la IepcoHaa

MGTOIIBI IMMPOBCACHUA ayJUTOB, KOHTPOJUIMHI'A YITPABJICHUCCKHUX ITPOLCCCOB

Metoanl aHanM3a KOJMYSCTBEHHOI0 M KQUeCTBEHHOTO COCTaBa nepcoHajia

CucTembl CTaHIAPTOB 1O OM3HEC-TIpoIleccam, mpodeccusiM, HOPMBI Tpyaa

CI/ICTCMH, MCETOJAbI U (I)OpMBI MaTCpUAIIbHOTO U HEMATCPHUAJIbBHOT'O CTUMYJIMPOBAHUA TPYyJa II€pCOHAJIA

MeTopl aHalIM3a COLIUANIBHBIX nporpamMmm 1 ONpCACIICHUA UX 9KOHOMHYECKOH Sq)(l)eKTI/IBHOCTI/I

TexHomoruM U METOIBI (I)OpMI/IPOBaHI/ISI N KOHTPOJIA 6IOI[)KCTOB Ha IIePCOHAI

TpeboBanus oXpaHbl U O€30MAaCHBIX YCIOBUHN Tpyia

I_[CJ'II/I, CTPATCruA U KaJpoBas IMOJIMTUKA OpTraHU3allun

OCHOBBI TEXHOJIOTHHI MMPOU3BOACTBA U ACATCIIbHOCTU OpraHnu3alun




OCHOBEI COIMMOJIOTHH, IICUXOJIOTHUHU U DKOHOMHUKHA Tpyda

OCHOBEI YIpaBJICHHA COOUAJIBHBIM Pa3BUTUEM OpraHu3alin

MeTOI[BI IMPOBEACHUA COOUOJIOTMICCKUX HCCHCHOB&HHﬁ, HN3Y4YCHUA O6H.[€CTBCHHOFO MHCHMUA

CtpykTypa opranuzanuu

pr,I[OBOG 3aKOHOAATCJIILCTBO U MHBIC aKThI, COACPIKAIIMEC HOPMBI TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEIbCTBA U HOPMATHBHBIE IPaBOBble akThl Poccuiickoit denepanuu, B 4acTH BEJEHUS
JOKYMEHTalMH 110 IEPCOHAILY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbCTBA Poccuiickoit denepanun

OcCHOBBI MHI'PALIMOHHOIO 3aKoHonaTesnbcTBa Poccuiickon ®enepanuu, B 4acTH IPUBIECYECHUS M TPYLOYCTPOHCTBA
MHOCTPAHHBIX IPakJaH U JuI] 0e3 rpakaaHCcTBa

OCHOBBI aIMUHUCTPATUBHOT'O 3aKOHOJIATEIHCTBA B O0JIACTH YIPABJICHUS MEPCOHAIIOM M OTBETCTBEHHOCTH JOKHOCTHBIX
JINILL

3akoHonarenbcTBO Poccuiickoit denepanyiv 0 NEpCOHANBHBIX TAHHBIX

JlokanbHbBIC HOPMATUBHBIC aKThI OpraHu3aluu B obmactu YIipaBJICHHUSA IIEPCOHATIOM

[Topsiok 3aKITOYEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 5THKH 1€710BOTO 00IIEeHUS

OcHoBbI HTHGHOPMATHKHU, CTPYKTYPHOE MOCTPOCHUE HHPOPMAIIMOHHBIX CUCTEM U OCOOEHHOCTH PaOOThI C HUMHU

Jpyrue xapakTepucTuKu

3.8.2. TpynoBas pyHKIUSA




HaunmenoBanue

Peanuzanus cucteMbl CTpaTeErn4ecKoro ynpaplieHUs IEPCOHATIOM
OopraHu3aIu

Kon | H/02.7 | YpoBenb (mogypoBeHb) KBaIMpUKAUU | 7

[Ipoucxoxnenue
TPYAOBOH (hYyHKITHH

3auMCTBOBaHO

Opurunan X
W3 OpUTHHAJIa

Kon Perucrpanuonnsii Homep npodeccuoHaIbHOTO CTaH1apTa
OpUruHaa

TpynoBble nericTBUA

[InanupoBaHue JEATENHLHOCTH U pa3pabOTKa MEPONPUATHA IO YNPABICHUIO TIEPCOHATIOM YISl  peau3aliuu
CTpaTernyuecKux Iesiei opraHu3anuu

BreapeHnue nonuTHk, IIaHOB, POTPaMM, IIPOLIEAYP U TEXHOJIOIMH 10 YIIPABJICHHUIO IEPCOHAIIOM

[TocTpoeHnre OpraHu3alMOHHON CTPYKTYpPhl C YYETOM IUIAHOBOM TOTPEOHOCTH B MEpPCOHAJIE M B3aUMOJCUCTBUS
CTPYKTYPHBIX MOAPA3ACICHUIN OpraHu3aluu

BHG,I[pCHI/IC " MOAACPIKAHUC KOpHOpaTI/IBHOI\/'I KYJIBbTYPhBI U COLIMAILHOM IOJIMTUKH, CUCTEM MOTHBAIIUH, 3(1)(1)6KTI/IBHOCTI/I,
OLCHKHU U pa3BHUTHUA ICPCOHAIA

Buenpenue u noauepxanue CUCTEMbI OPTaHU3AIMU TPY/IA M OTUIATHI TIEpCOHAma

VYrpaBineHne BHEAPEHHWEM NpOrpaMM U NPUHLMIIOB CTaHIAPTU3ALMM, YHU(PHUKALMK, aBTOMAaTU3allMU IPOLECCOB
yIIpaBJIeHUs IEPCOHAIOM U O€30IIaCHBIX YCIOBUHM Tpyaa

OpFaHI/BaHI/IH MMPOBCACHUA ay/IUTAa U KOHTPOJUIMHI'A B YIIPABJIICHUU IICPCOHAIIOM

ITocTanoBka 3amad PYKOBOIUTCIISAAM CTPYKTYPHBIX HO,Z[p&SI[CJ'ICHPIIZ, OMPCACIICHUC MATCPUAIBHO-TCXHUYCCKUX PECYPCOB
JJI X BBIIIOJIHCHU A

AHann3 0TYETHOCTH 110 YIpaBJICHHUIO IIEPCOHATIOM U BBISIBJICHUC PECCYPCOB 110 YIYUHICHUIO JCATCIbHOCTHU OpraHU3aliuu

CormacoBanue yCHOBI/IfI 3aKJIIF0YaCMbIX TOT'OBOPOB 110 BOIIPOCAM yHIPABJIICHUSA ICPCOHAIIOM




Opranuzanus MPOBENEHUS 3aKYMOUHBIX MPOLEAYp IO BOINpOcaM YIpaBiCHUS IEPCOHAIOM U OQOpPMIICHHUS
COMYTCTBYIOIIEH TOKYMEHTALIUU 110 HUM

dopmupoBanue OrOJKETa Ha MIEPCOHAI, TEXHOJIOTHI ayiuTa padoThl ¢ IEPCOHATIOM M KOHTPOJUIMHTA

ITpumeHeHne Kk pabOTHUKAM Mep NOOLIPEHUS U IUCHUIUIMHAPHOTO B3bICKaHUS

Heo6xoanmeie ymeHUs

[Tpon3BOINTH aHANN3 AESTEIBHOCTH MO YIIPABICHUIO IIEPCOHAIOM, Pa3pabaThIBaTh MOKa3aTen! d3PPEKTUBHOCTH PaOOTHI

DopMHUPOBATSH IIJIAHBI U MEPOIPUSTHS 110 YIIPABICHUIO IIEPCOHAIOM

PaccuntheiBaTh 6IOI[)K€T B o0J1acTu YIIpaBJICHUSA I[ICPCOHAIIOM

OnpenensTh 30HbI OTBETCTBEHHOCTH PAOOTHUKOB M MOpPAa3/IeICHH, CTAaBUTh 3a7a4i PYKOBOAMUTEISM MOJpa3AeleHU U
obecreunBaTh pecypcehl sl UX UCTIOTHEHUS

KoHTposmpoBaTh M KOPPEKTUPOBATH UCIIOIHEHUE IOPYUYECHHUN U 3a1a4

VYupaBasate 3(QPEKTHBHOCTEIO M BOBJICUECHHOCTHIO MEPCOHANA, MUCHMIUIMHOM Tpylda M COOJIIOJICHHEM O€30MacHBIX
YCJIOBUU TpyAa

Bectun MNEeperoBopel 1O  BOIIPpOCaM COLUAJIBHOTO IMAPTHEPCTBA W TMTPCACTABIATH HHTCPECBI OpraHu3alliu B
TOCYJAapCTBCHHBIX OpraHax, HpO(i)GCCI/IOHaJ'IBHBIX COI03axX MW JApYrux MHNpcAaACTaBHUTCIbHBIX OpraHax pa6OTHI/IKOB, u
OpraHu3aluiax 110 BOIIPpOCaM IICPCOHAIA

Paborats ¢ I/IHCI)OpMaI_II/IOHHBIMI/I cucTeMaMu 1 0azamu JAaHHBIX IT1O BOIIPOCaM YIIPABJICHHUS IIEPCOHATIOM

[TpoBOAMTH ayIUT M KOHTPOJUIMHT B 00JaCTH yIPaBIEHUS IEPCOHATIOM

CDOpMPIpOBaTB " MPOBOAXTH COUMATIBHYIO IMMOJIMTHKY U COLIMAJIBHBIC ITPOTpaMMBbI

Bectn MEPETOBOPHI C MOCTABIIUKAMHA YCIIYT 11O YCJIOBHUAM 3aKIHOYaCMbIX JOTOBOPOB

[Tpon3BoauTh 3aKyOYHBIE TPOLEAYPHI, ODOPMIIATH U aHAIM3UPOBATH 3aKYIOYHYIO JOKYMEHTAIUIO

Co0mr01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI




HeobOxoaumele 3HaHUS Mertons! yrpaBineHus: pa3BUTHEM U 3P(PEKTUBHOCTHIO OpPTraHW3aIMK, METO/Ibl AHAJIN3a BHIMOJHEHNUS IUTAHOB M IIPOTPaMM,
OTIpeieNIeHUs] X SKOHOMUYeCKo# 3¢ hekTnuBHOCTH

Opranu3zanus ynpaBjieHHUs] pa3BUTHEM OpTaHHU3alUN

Teopun ynpasiieHUs: OpraHu3alKen, IOJIUTUKA U CTPATErUs YIPABICHUS IIEPCOHATIOM

MeTozp!l aHanK3a BHIMOJIHEHUS IIAHOB U 33/1a4, ONIPEIeJICHUs] X SKOHOMUYECKO# 3¢ dekTuBHOCTH

MeTobl OIIEHKH, Pe3yIbTaToOB U 3(PPEKTUBHOCTH TPYAA

MeTtobl BHCAPCHUS CUCTCMBI YIIPABJICHUA IICPCOHATIOM

OcHoBBI pabOTHI IO TPOHOPUECHTAIUU

MeTtoauku IUIAHUPOBAHUA U IIPOTrHO3UPOBAHUA HOTpC6HOCTI/I B IICPCOHAJIC

I_[eJ'II/I, CTpaTerus pa3BUTUAg U Ou3HeC-II1aH OpraHu3annin

Teopuu 1 MeTo/1bI POPMUPOBAHUIO OpEHIa OPraHU3aLUuN

TpeboBaHus oXpaHbl U O€30MAaCHBIX YCIOBUHN Tpyia

MGTO)II/IKI/I pa3pa6OTKI/I N BHCAPCHUA JIOKAJIbHBIX HOPMATUBHBIX aKTOB

ITopsimoK 3aKIIFOUYEHMS TPYIOBBIX IOTOBOPOB, PETYJIMPOBAaHUS TPYIOBBIX CIIOPOB

OCHOBEI COIMOJIOTHH, IICUXOJIOTMH, SKOHOMUKHU TPpyAa U YIPaBJICHUA COLUMAJIbHBIM Pa3BUTUCM OpPraHU3alunu

MGTOI[I)I MMPOBEACHUA CONOJIOTHUICCKUX HCCJ’IGI[OB&HH?I, N3YUYCHUA 06HI€CTB€HHOFO MHCHUS

TexHomornu IMPOBEACHUA ayauTa 1 KOHTPOJUIMHIAa B YIIPaBJICHUH IIEPCOHAIIOM

[Topsimok mpoBeAeHUs 3aKyTIOYHBIX MPOLEayp U 0(hOPMIIEHHUS COMTYTCTBYIOLIEH TOKYMEHTALUN

TCXHOHOFI/II/I, CTaHJapTu3anus, YHI/I(I)I/IKaI_II/IH, aBTOMaTuizanus IpouecCCoOB yrpaBJICHUS IICPCOHAIIOM




CTpyKTypa opraHusanuu

pr,I[OBOG 3aKOHOAATCJIILCTBO U MHBIC AKThI, COACPIKAIIMEC HOPMBI TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA U HOPMAaTUMBHBIE NPAaBOBbIE akThl Poccuiickoin Pepepannu, B 4aCTH BEICHHS
JIOKYMEHTALUH 1O IIEPCOHAITY

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTeNnbeTBa Poccuiickoit denepanun

OcCHOBBI MHTpaIlMOHHOTO 3aKOoHoJaTenbcTBa Poccuiickoit denepaiuu, B 4acTH MNPUBJICUYCHHS U TPYAOYCTPOMCTBA
MHOCTPaHHBIX TPaKJIaH U JUI] 0e3 rpaKaaHCcTBa

OCHOBBI aIMUHUCTPATUBHOT'O 3aKOHOJIATEIHCTBA B 00JIACTH YIPABJICHUS MMEPCOHAIIOM M OTBETCTBEHHOCTH JOIKHOCTHBIX
JINILL

3akoHomarenbcTBO Poccuiickoi denepanuu 0 epCOHAIbHBIX TAHHBIX

[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

JlokanbHbIC HOPMATUBHBIC aKThLI B obnactu YHpaBJICHUA IIEPCOHAIIOM

HOpMLI OTHUKH JCJIIOBOTO O6H.[CHI/IH

bazoBbie OCHOBEI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC ITIOCTPOCHUC HH(bOpMaHHOHHLIX CHCTEM U 0COOCHHOCTH pa60TBI C HUMH

JHpyrue xapakTepucTuKu

3.8.3. TpynoBas ¢pyHKIMS

HaunmenoBanue

AJMUHHCTpUPOBAHKE MPOLIECCOB U JOKYMEHTOO00POTA IO
CTpaTernuecKoMy yIpaBlIeHUIO IEPCOHATIOM OpraHu3alun

Kon | H/03.7 | YpoBenb (moaypoBeHb) KBanbukamuu | 7

IIpoucxoxaeHue

OpI/IFI/IHa.H X | 3auMCTBOBaAHO U3 OopuruHala




TPyIOBOM (HYHKIITHH

Kon opurunana Peructpaimonusliii Homep
npo¢eCcCHOHAIBHOTO CTaHAapTa

TpynoBble nelcTBUA

Ananmuz IIpoIeCccoB ,Z[OKYMGHTOO60pOTa, JIOKAJIBHBIX JOKYMCHTOB IIO0O BOIIpOCaM YIpaBJICHUSA IICPCOHAJIOM, OousHec-
mponeccoB opra"Hru3annu, yJ0BJICTBOPCHHOCTH IIEpCOHAIA

JIOKyMEHTaIlMOHHOE O(OPMIICHHE pE3YJIbTATOB YIPABICHUS TMEPCOHAIOM, €ro ayamra, paboThl CTPYKTYPHBIX
MoJIpa3JieIeHu N

JIOKyMEHTaIlMOHHOE W OpPraHU3allMOHHOE COMPOBOXKICHUE CTPATErMYECKOTO YIpPaBIEHUS IEpPCOHAIOM M paboThl
CTPYKTYPHBIX IOJIpa3ICIICHUI

[ToaroroBka mpeUIOKEHUH MO PA3BUTUIO CHCTEM YIPABJICHUS MEPCOHAIOM, IO HEOOXOIUMBIM KOPPEKTUPYIOIIUM H
NPEBEHTHBHBIM MEPaM U T10 TIOBBIIIEHHUIO 3 ()EKTUBHOCTH pabOTHI CTPYKTYPHBIX MOIPA3IeICHUI

KoHTpob mporieccoB B 001aCTH YIPABICHUS IEPCOHATIOM M pa0OTHI CTPYKTYPHBIX MMOAPA3ICIICHUN, CPAaBHECHUE U aHAIIN3
MPOIIECCOB, PE3yNbTATOB YIPABIECHYECKUX MEPOIPHUATHH, ompeneneHne (akTOpoB, BBI3BIBAIOIIUX OTKIOHEHHE OT
IJITAHOBBIX ITOKa3areei

CornacoBaHue U KOHTPOJIb JOTOBOPOB IO BOIIPOCAM M CHCTEMaM CTPATErMUECKOrO YIPABICHHs MEPCOHAIOM U padoTe
CTPYKTYPHBIX NOJpa3AeICeHUI, OpraHnu3anus IpoLeayp Mo UX 3aKJIFOUEHUIO

IToaroroBka pe3yJbTaToB aHaidM3a COOTBETCTBUS OpraHM3alMK U OIUIATHI TPyAa NEpCOoHaNa yCIENIHbIM KOPIIOPAaTUBHBIM
MpaKTUKaM

Boinonnenue TpeboBaHUM MO XpaHEHHUIO MH(GOPMALMK O PE3yibTaTax JIEHCTBUS CUCTEM CTPATErHYEeCKOro YIpaBICHUS
NEPCOHATIOM M PabOThI CTPYKTYPHBIX MOpa3IeIeHUI

Heo6xoanumelie ymeHUst

AHanu3upoBarth, pa3padareiBaTh U OQOPMIISATH JOKYMEHTHI IO MpOIleccaM M pe3ylibTaTaM YIPaBJICHUS MEPCOHAIOM U
paboTe CTPYKTYPHBIX MOAPA3ACTCHUI

[IpuMeHATh METOIBI aHATTN3a OU3HEC-TIPOIIECCOB OpTaHU3AIIT




Onpenenars TporpaMMbl JTOCTHXKEHHS LETEH U pelIeHUs 3a/1a4 ToApa3IeIeHUA

HpOBOI[I/ITB ayauT CUCTEMBI YIIPABJICHHUA IIEPCOHATIOM

HpOBOI[I/ITB KOHTPOJUJIMHI' CUCTEMBI YIIPABJICHHUS IIEPCOHATIOM

KonTponupoBath Or0/KET Ha IEPCOHAI U YIIPABJICHHUE PAcX0/laMy Ha MePCOHAT

OpraHu30BbIBaTh COINPOBOXKACHHUE JIOTOBOPOB IO BOMNPOCAaM YIPABICHMs IEPCOHAJIOM, BKIIOYas IpeiBapUTEIbHbIE
IPOLEAYPHI IO UX 3aKIHOUECHUIO

OpFaHI/ISOBBIBaTB 3aKYIIOYHBIC ITPOLCAYPHI, O(bOpMHHTB " aHAJIM3UPOBATH 3aKYIIOYHYIO JOKYMCHTAIIUIO

KOHTpOJ’IHpOBaTB " aHaJIM3UPOBATH BOIIPOCHI COLIMAJIBHOI'O IMapTHEPCTBA, JOTOBOPBI TOCTABHIUKOB YCIIYT

HpOBOI[I/ITB MEpEroBOPbl U IMPCEACTABIATL MHTCPECHI OpraHU3allMM B T'OCYHapCTBCHHBIX OpraHax, HpO(bCCCI/IOHaJ'ILHBIX
COI03ax M APYIux NMpCACTAaBUTCIBbHBIX OpraHax pa6OTHI/IKOB M OpraHu3anuAax 1mo BOIpocam rnepcoHajia

Bectu nenoByro nepenucky

Paborare ¢ mH(pOpPMalMOHHBIMU CHCTEMaMU M 0a3aMH JaHHBIX IO MEPCOHANy, CUCTEMaM YIPAaBJIEHUS MEPCOHAIOM M
OpraHu3aluu ACATEIBHOCTU CTPYKTYPHBIX MTOAPA3ACICHUN

OObecnieunBaTh KaapoBOE€ MAENOMPOM3BOACTBO M JOKYMEHTAllMOHHOE COMPOBOXKICHHE MPOIECCOB IO YIPABICHUIO
MEPCOHAIOM U paboTe CTPYKTYPHBIX MOApPa3/IeIeHUN

OpranuzoBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSMHU TPYIOBOTO M apXHBHOTO 3aKOHOJATENHCTBA
Poccuiickoit @eaepanuu v JOKATbHBIMU aKTaMU OpraHUu3aluu

Co0:1101aTh HOPMBI ATHUKHU JIEJIOBOTO OOIICHUS

HeoOxoaumeble 3HAHUSA

KOpHOpaTI/IBHaSI KYyJIbTypa, ColfpajibHas IMOJIUTHUKA, CUCTEMBI MOTUBAllUU U 3(1)(i)eKTI/IBHOCTI/I YIpaBJICHUA IIEPCOHATIOM

MCTO)II)I YIIPABJIICHHUA Pa3BUTUEM H 3(1)(1)6KTI/IBHOCTI)IO opraHu3anvii, METOAbI aHAJIM3a BBIITIOJJHCHHUA IIJIAHOB U MPOIrpaMm,
OMPCACIICHUA UX 3KOHOMHUYECKOMH B(I)(I)CKTI/IBHOCTI/I




MeTob1 TpOBEICHUS ayIUTa, KOHTPOJISI ONEPATUBHBIX YIIPABICHUECKUX MPOIECCOB, COLIMOJIOIMUECKUX HCCIeA0BaHUN

busnec-mian n 6I/ISH€C-HpOHeCCH OpraHu3anvun

BIO,I[}KeTHOC IIPOCKTUPOBAHUE

OpFaHI/I3aHI/IOHH06 IIPOCKTUPOBAHHUE

(DOpMI)I, MCTOABI U CUCTEMbI MATCPUAJIBHOTO U HEMATEPHUAJILHOI'O CTUMYJIMPOBAHUA Tpyda II€CPCOHAIa

CucreMbl CTaHAAPTOB 1O OM3HEC-TIpoIIeccaM, MPOPECCHIM (CIEIUATBHOCTSIM ), HOPMEBI Tpy1a

Mertoanl aHanM3a KOJIMYSCTBEHHOI0 M KaUeCTBEHHOTO COCTaBa nepcoHajia

Ka[[pOBas[ IMMOJIMTHKA OpraHu3anuu

[Topsimok hopMuUpOBaHHUs, BeJIcHUS OaHKA JTAHHBIX U MPEIOCTABICHUS OTYCTHOCTH MO CHCTEMaM YIPaBJICHHSI TICPCOHATIOM
U paboTe CTPYKTYPHBIX MOJpa3aeieHui

OCHOBBI IOKYMEHTALIMOHHOTO 00eCIeueHus, MOPsIOK OpopMIIeHUSI TOKYyMEHTOB, MIPEIOCTABIAEMBIX B TOCYIaPCTBEHHbBIE
oprassl, mpo¢eCcCHOHATBHBIE COI03bI, 00IIECTBEHHBIC OpTraHU3aIlIN

HCJ'II/I " CTpATCrusd pasBUTHUA OpraHU3allnun

HOpHI{OK MMPOBCACHUA 3aKYIIOYHBIX ITPOLUCAYP U O(l)OpMJ'IeHI/IH COHYTCTBYIOHICﬁ AOKYMCHTAaIUU

HopMaTuBHBIE MpaBOBBIE aKThI, PETYIUPYIONIUE TpaBa U OOS3aHHOCTU TOCYJAPCTBEHHBIX OPTaHOB W OpPraHM3AIMH IO
MIPEOCTABICHUIO YIYETHOU IOKYMEHTAIIUN

CTpyKTypa OpraHu3aiiy U BaKaHTHBIEC TOJDKHOCTH (Mpodeccri, CrIenaaTbHOCTH)

TpymoBoe 3aKOHOAATEBCTBO U MHBIE aKThI, COJEPIKAIE HOPMBI TPYJOBOTO TIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJIATEIbCTBA M HOPMATHBHBIE IpaBOBbIE akThl Poccuiickoil Penepanyiv, B 4aCTH BEACHUS
JIOKYMEHTAIUU I10 IIEPCOHATY




OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibeTBa Poccuiickoit denepanu

OcCHOBBI MHIPAalIMOHHOTO 3aKoHonaTenbcTBa Poccuiickoit ®exepanuu, B 4YacTH NPUBICYCHHUS M TPYAOYCTPOHCTBA
MHOCTPaHHBIX IPaKJIaH U JuL] 0€3 rpakaaHCcTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATEIILCTBA B 00JIACTH yNPABJICHHSI IEPCOHAIIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX
JINILL

3akoHo 1aTenbCcTBO Poccuiickoi denepalinu 0 MepCOHATBHBIX JaHHBIX

JlokanbHbIC HOPMATHUBHBIC aKTbl OpraHU3alluu B obnactu YIIpaBJICHHUS IIEPCOHATIOM

[TopsioK 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

HopMe1 3THKH [1e710BOTO O0IICHUS

ba3zoBbie 0OCHOBBI HH()OPMATHKH, CTPYKTYPHOE MTOCTPOCHHE MH()OPMAIIMOHHBIX CHCTEM U 0COOCHHOCTH PabOTHI C HUMH

Jpyrue xapakTepucTuKu

IV. CBenenus 00 opranuszanusx - pa3padoTunKax
npodecCHOHaIBHOTO CTaHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3aUA-pPa3padOTUNK

Ob1epoccuiickoe oobeguHeHne padoroaarene "Poccuiickuii o3 MPOMBIIITIEHHUKOB U MpeAnpuHuMareneil”, ropog Mocksa

HcnonuurensHbiil Bune-npe3naeHT Ky3smun Jmutpuii Bragumuposuy

4.2. HaumeHoBaHMS OpraHu3aluii-pa3padoTINKOB

1| AHO "HanuoHnansHOE areHTCTBO pa3BUTHS KBamudukanuii", roposq Mocksa




Acconmanus (Coro3) "Acconmanusi KOHCYJIbTaHTOB 110 TI0I00py nepcoHana', ropoa MockBa

I'pynna HeadHunter, ropox MockBa

3A0 "KPOK HHKOPHOPEﬁTEH, ropoa Mocksa

Nudopmanmonno-ananuruyueckuii neHtp "Kanapossiid Jlo3op", ropoa Mocksa

o | 01| | W

MI'O "OITIOPA POCCHUHN", ropoa MockBa

MexnyHapoaHas accolMalys JeJI0BOT0 COTPYAHUUECTBA, ropoa MockBa

8| HOUY AIIO "NuctuTyT podeccuoHab»HOTO KajapoBuka', ropoa Mocksa

HII "Acconuanus EBponeiickoro 6usneca", ropog Mocksa

10

HII "BKK - HannonasnbsHBbIHM cO03 KaJipoBUKOB", ropor MockBa

11

HII "Mexnaynapoansiii anbsiHe "TpynoBas murpanus', ropogq Mocksa

12

HII "HannonanbsHas accoruaiusi 0pUCHBIX CIIEIUATMCTOB U aAMUHUCTPATUBHBIX PaOOTHUKOB", ropoa MockBa

13

HIT MHO "Accouunanus menemxepo Poccun", ropon Mocksa

14

HIT CYPD "HaunonanbsHast koHpeaepauus "Pa3Burue yenoBedyeckoro kanurana", ropog Mocksa

15

OAO "BJJHX" (I'AO BBLI), ropog Mocksa

16

OAO "T'azmpom HedTh-HoBocubupcek", ropox HoBocubupcek

17

OAO "OObennHeHHas Cy10CTpOUTEIbHast Kopriopalus'", ropoa Mocksa

18

OAO "PXKX/I", ropox Mocksa

19

OAOQ "Caxanun Duepmxu MaBectment Kommann", ropon KOxxro-CaxanuHck

20

OAOQO "TarnedTs" umenu B./l. lammuna, ropon Kazanb




21

OAOQO "Hayuno-nipou3BojacTBeHHOE 00BbeanHeHne "Hayka", ropox Mocksa

22

00O "LG Electronics Rus", ropox Mocksa

23

00O "busnec Icuxomorn SHL Russia & CIS HIT", ropox Mocksa

24

000 "UT-CK", ropoa Mocksa

25

000 "Jlykoinn-Unxunupunr", ropon Mocksa

26

00O "OKBb 3enut", ropon Mocksa

27

00O "Ilerponuym Tpetinunr", ropog Mocksa

28

00O "Tlomurpad-3amura', ropog Mocksa

29

00O "UenTp kaapossix TexHosoruit - O0yuenue. CtaxxupoBku. TpynoycrpoiictBo", ropoa Mocksa

30

Poccuiickoe npencraBurensetBo "Coleman Services UK" ("Koynman Cepsucus'), ropog Mocksa

31

Toproso-npomsinuieHHas naiara Pocecniickont @enepanun, ropox Mocksa

32

®I'BOY BIIO "MockoBckuil rocyaapcTBeHHbI yHuBepcureT umenn M.B. JlomonocoBa", I1Ikona gupekropa o nepconaiy, ropog Mocksa

33

OI'bOY BIIO MCY, ropoa Mocksa

34

OI'BOY BIIO M3CH, ropoa Mocksa

35

®I'bOY BIIO Cubupckuit rocyaapcTBeHHbli yHuBepcutet nyteit coodmenus (CI'YIIC), ropox HoBocubupcek

36

®I'BY "Hay4yHo-uccienoBaTeabCKUi HHCTUTYT TPY/1a M COLMAIBHOIO CTpaxoBaHus" MUHMCTEpPCTBA Tpy/la M COLMAJIBHOM 3aUThl Poccuiickoit
®enepanun, ropoa Mocksa

37

OI'VII "Ilouta Poccun", ropox Mocksa

38

OK "Vpancub", roponx Mocksa




<1> OOGmepoccuiickuii kaccu(ukaTop 3aHATHA.

<2> OO0mEepoCCHCKU KiIacCu(PUKATOP BUOB SIKOHOMHYECKOU JIEATETLHOCTH.

<3> Enunblil KBUIM(UKAMOHHBINA CIIPAaBOYHHK JTOJDKHOCTEH PYKOBOAUTEINEH, CIICIIUATUCTOB U IPYTUX CIY)KaIIHX.
<4> Obmepoccuiickuii kiaccudukarop npodeccuit pabounx, TODKHOCTEH CITYXKaIIUX U TapU(HBIX pa3psIoB.
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