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YTBEPXKAOEH

npukasom MuHucTepcTsa Tpyaa
1 coumanbHON 3awmThbl
Poccuickon denepaumm

oT 6 okTa6psa 2015 1. N 691H

NMPO®ECCUOHAINBbHbIA CTAHOAPT

CMNEUUAINCT NO YNPABIEHWUIO MEPCOHAIIOM

559
PerncrpaunoHHbIn
Homep
I. Obwme cBeaeHus
YnpaBneHve nepcoHanom opraHvsauum 07.003
(HaMmeHoBaHwWe Buaa npoeccuoHanbHoOM AeATensHOCTH) Kopg,

OcHoBHas uenb Bnga HpO(beCCMOHaﬂbHOVI OEeATEeNIbHOCTU!

Ob6ecneyeHne 3hPeKTUBHOrO (PYHKLMOHMPOBAHMS CUCTEMbI YNPaBIIEHUsI NEepPCOHANoM AN OOCTUWKEHUS
Lienei opraHusauum

pynna 3aHATUI:

1232 PykoBoantenu noppasneneHun 2412 CneuunanucTtbl No Kagpam u
(cnyx0) ynpaBneHusa kagpamu u npogopueHTaumm
TPYOOBLIMU OTHOLLEHUSIMU

3423 CreuunanncTtbl KagpoBbIX CIYX0 U - -
yuypexneHuin 3aHaToCTn
(kog OK3 (HaMmeHoBaHwMe) (kog OKS3) (HanmeHoBaHuUe)
<1>)

OTHeceHue K BUgamMm 3KOHOMUYECKOW AeATENbHOCTHU:

78.30 [earenbHOCTb MO Nogbopy nepcoHana npoyas
(kog OKB3 (HaMMeHoBaHMe BUAa 9KOHOMUYECKOW AeATENbHOCTN)
<2>)

[I. OnucaHue TpyaooBbIX PYHKLNA,
BXOOSALMX B NpodeCccroHanbHbIi CTaHAapT (PYHKUMOHanNbHas kapta
BMAa NpodeccnoHanbHOM AesATENbHOCTN)
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O606LLeHHbIe TpyaoBble OYHKLMK

TpyooBble dyHKUMM

Kog HanmeHoBaHue YpOBEHb HanmeHoBaHue Koa YPOBEHb
KBanugpu (nogypose
Kauuu Hb)
KBanMguk
aumm
A [lokyMeHTaunoHHoe 5 BeneHve opraHnsaunoHHOM 1 A/01.5 5
obecneyeHne paboTbl pacnopsauTensHoOn JOKyMeHTauuu no
C nepcoHanom nepcoHany
BegeHue gokymeHTaumm no yyety u A/02.5 5
OBWKEHMIO KaapoB
AAMWHMCTPUPOBaHME NPOLECCOB U A/03.5 5
OOKYMEHTOO00pOTa NO y4eTY U ABMKEHUIO
KagpoB, NpeacTaBnNeHno JOKYMEHTOB MO
nepcoHany B rocy4apCTBEHHbIE OpraHbl
B |[OeaTenbHOCTb No 6 C6op nHdopmaLmm o NoTpebHOCTSX B/01.6 6
obecneyeHmno opraHusauuu B nepcoHane
nepcoHanom
Mowuck, npusneveHue, nogbop n otéop B/02.6 6
nepcoHana
AOMUHNCTPUPOBaHUE NPOLECCOB U B/03.6 6
OOKyMeHToobopoTa obecneveHms
nepcoHasnom
C [estenbHOCTb Mo 6 OpraHnszauusa n npoBegeHne oLeHKN C/01.6 6
OLleHKe 1 aTTecTaumu nepcoHana
nepcoHana
OpraHusauus 1 npoBeaeHne aTTecTauum C/02.6 6
nepcoHana
AOMUHNCTPUPOBaHUE NPOLECCOB U C/03.6 6
OOKyMeHTOoobopoTa npy NpoBeaeHM
OLIEHKM 1 aTTecTalumm nepcoHana
D |[desaTenbHocTb No 6 OpraHnszauusa n nposegeHue meponpuatnn | D/01.6 6
pasBUTUIO NepcoHana no pasBUTUIO N MOCTPOEHUIO
npodeccuoHansHoOM Kapbepbl NepcoHana
OpraHusaumnsi o0y4eHus nepcoHana D/02.6 6
OpraHnzauusa aganTtaumm n CTaXKMPOBKN D/03.6 6
nepcoHana
AOMUHUCTPUPOBaHME NPOLIECCOB U D/04.6 6
OOKYMEHTO000pOoTa No pasBUTUIO U
npodeccuoHansHon Kapbepe, 00y4eHuto,
afjanTauumn n CTaXXupoBke nepcoHana
E |[OeaTenbHOCTb NO 6 OpraHusauus Tpyaa nepcoHana E/01.6 6
opraHusauuuv Tpyaa v
onnaTtbl nNepcoHana OpraHusaums onnaTel Tpyaa nepcoHana E/02.6 6
AOMUHNCTPUPOBaHUE NPOLLECCOB U E/03.6 6

AOKyMeHToo60opoTa Mo Bonpocam




opraHusaumv Tpyaa v onnaTbl nepcoHana
F [eaTtenbHOCTb NO 6 Pa3paboTka kopnopaTUBHOW CoLManbHOM F/01.6 6
opraHusaumm NONUTUKN
KoprnopaT1BHON
coumanbHomn Peanusauna kopnopaTtnBHOM CoLmanbHOm F/02.6 6
NONUTUKM NONUTUKN
AOMUHUCTPUPOBaHME NPOLIECCOB U F/03.6 6
AOKyMeHTooBopoTa no Bonpocam
KOopropaTUBHOWM coLmanbHOM NONNTUKN
G OnepaunoHHoe 7 Pa3paboTka cucteMbl onepaumoHHOro G/01.7 7
yrnpasrneHue ynpaBrneHnsi NnepcoHanom n paboThbl
nepcoHanom u CTPYKTYpPHOro nogpasfaeneHuns
noapasgeneHvem
opraHusauumn Peanun3aunsa onepaumoHHOro ynpasneHus G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasaeneHuns
AAMWHMCTPUPOBaHME NPOLECCOB U G/03.7 7
AOKYyMeHTO0bopoTa no onepauuoHHOMY
ynpaBsfeHnto nepcoHanom n pabore
CTPYKTYPHOro nogpasaenenus
H Crtpaternyeckoe 7 Pa3paboTka cucteMbl cTpaTeErM4eckoro H/01.7 7
yrnpasneHue yrpaBneHns nepcoHanoM opraHusauum
nepcoHanom
opraHusaumn Peanusauna cuctemsl cTpaTermyeckoro H/02.7 7
yrpaBneHns nepcoHanoM opraHusauum
AOMUHUCTPUPOBaHME NPOLIECCOB U H/03.7 7
OOKYMEHTO00b0pOoTa No cTpaTernyeckomy
yrpaBneHunto NepcoHanoM opraHusauum
[ll. XapakTepucTtuka 0606LLeHHbIX TPYA0BbIX (PYHKLNIA
3.1. ObobLeHHas TpygoBas yHKUNS
OKyMeHTaumnoHHoe obecneyeHne paboTbl ¢ YpoBeHb
HavnmeHoBaHue Foky > P Kog A P
nepcoHarom KBanudukaumm
MpouncxoxaeHune
b ke . 3aMmMmcTBOBaHO
0606LLEeHHON TPyaoBON OpwurunHan X
13 opurmHana
DyHKLMN
Kog PernctpaunoHHbIN
opuruHana HoMep
npodeccuoHansHoro
cTaHgapTa

Bo3MOXHble HAaMMEHOBaHUS
JOImKHOCTEen, npodeccuin

CneuuanucT no kagpoBOMy AENONpPOU3BOACTBY

Cneumannct no AOKYMEHTaLMOHHOMY obecneyeHnto paboTbl C NepPCOHaNom
Cneumanuct no 4OKyMeHTaumoHHoMy obecneyeHuto nepcoHana

Cneuuwanuct no nepcoHany




TpeboBaHus K

CpeaHee npodeccrnoHanbHoe obpasoBaHme - nporpamma noaroToBKu

oGpasosaano n 06y‘-IEHVII'O cneunanmcToB cpeaHero 3seHa

[ononHnTensHoe npodgeccmnoHanbHoe obpasoBaHme - NPorpaMmmbl
npodeccnoHarnbHON NepenoaroToBKX, NPOrpaMmMbl MOBbILLEHNUS]
KBanudunkauum

TpeboBaHus K onbITy
npakTu4eckomn paboTbl

Ocobble ycnosusi gonyc
K pabote

Ka

[pyrue xapakrepucTumkm

JononHutenbHble XxapaKTepUCTUKU

HaumeHoBaHne gokymeHTa Kog HaumeHoBaHue 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccnm) unm
cneunanbHOCTU
OK3 2412 CneumanucTtbl No Kagpam n NnpodopueHTaumm
3423 CneuvanncTtbl KagpoBbIX CYX0 1 yYpeXxxaeHU 3aHATOCTH
EKC <3> - CneumanncT no kagpam

- WHcnekTop no kagpam

OKMATP <4>

27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.1.1. TpynoBas dyHKUuA

BegneHne opraHusauMoHHOM 1 YpoBeHb
HanmeHoBaHue |pacnopaguTenbHOM AOKYMeHTaumm no Koa A/01.5 |(nogypoBeHb) 5
nepcoHany KBanudukaumm
MpouncxoxaoeHne TpyooBon 3anmcTBOBaHO
P A PYA OpvirnHan X
DyHKLMN 13 opurMHana
Kog PernctpaunoHHbIN
opurnHana Homep
npogeccuoHansHoro
cTaHpapTa

TpynoBble AencTBuA

O6paboTka 1 aHanM3 NocTynawLLen AOKYMEHTaLMM MO NepcoHany

PaspaboTka n ocdopmneHve OKyMeHTauumM no nepcoHany (MepBUYHOM, YYETHOW,
NnaHoBOMN, no coumanbHomy obecneyeHuto, OopraH13auoHHOW,
pacnopsiaAnTensHOn)

Pernctpauus, ydeT 1 Tekyliee XxpaHeHne opraHM3aumoHHON N pacnopsanuTesibHoON
OOKYMeHTaLumMmM No nepcoHany

Heobxoaumble
yMeHMs

Pa3pa6aTblBaTb NPOEKTbl OPpraHN3aUMOHHbIX U pacnopAaanTeribHbIX JOKYMEHTOB MO
nepcoHany
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OdopmMnaTb [OKYMEHTbI B COOTBETCTBUM C TpeboBaHMAMM  rpakgaHCKoro,
TpygoBOro 3akoHopgaTensctBa Poccuiickon ®depepauym M fOKanbHbIMM
HOPMaTUBHBIMW aKTaMu OpraHu3aumm

Bectn yyeTr n peructpaumio OOKYMEHTOB B WMH(OPMALMOHHLIX CUCTEMAX U Ha
MaTepuasnbHbIX HOCUTENSsIX

Opl’aHVISOBbIBaTb XpaHeHne [OJOKYMEeHTOB B COOTBETCTBUM C TpeGOBaHMFIMVI
TPyAOBOro, apxXxmBHOro 3akoHoaaTtesibCTBa Poccunckon <Dep,epau,|/|1/| M NOKallbHbIMU
HOPpMaTMBHbIMW akKTaMn opraHun3auunmn

AHanusnpoBaTb [OOKYMEHTbl U MepeHoCUTb WHopmaumio B 6asbl AaHHbIX W©
OoTYeThl

BbIsSiBNATb OLWIMOKK, HETOUYHOCTH, ncnpasneHna n HegoCToBEPHYH Mchopmau,mo B
OOKYyMeHTaXx, onpeaenartb NermTMMHOCTb JOKYMEHTOB

PaboTtatb ¢ I/IH(bOpMaLI,VIOHHbIMVI cuctemamm 1M 6asamu OaHHbIX MO BeOeHWUHo
y4yeTa, ABWXEHNIO nepcoHana

CobniogaTe HOPMbI 3TUKKU OENOBOro 00LweHus

Heobxoaumble 3HaHMSA

Mopsinok odbopMIeHNsl, BEAEHUSI U XpaHEHUS1 JOKYMEHTOB MO nepcoHany

I'Iopﬂ,u,ox y4yeTa ABUWXEeHUA KagpoB U COCTaBIIeHUA yCTaHOBJ'IeHHOIZ OTYETHOCTU

OcHoBbI ,D,OKyMeHTOO60p0Ta N AOKYMEHTaUMNOHHOIo obecneyeHus

TexHonorun, MeTodbl M METOOMKM MPOBEAEHUS aHanmMsa M cucTemaTtusauuu
AOKYMEHTOB 1 MHGOpMaLm

Mopsinok pacyeTa cTaxa, NbroT, KoMneHcauuii, opopMIIEHUs MEHCUA PaGOTHMKaM

CTpyKTypa opraHusaumm

TpyooBoe 3akoHOOATENbCTBO W MHbIE aKTbl, codepXkallMe HOpMbl TPYOAOBOro
npaBa

OcCHOBblI apxMBHOrO 3akoHogaTenbCTBa W HOPMAaTMBHbIE MPaBOBble aKThbl
Poccuickon ®egepauun, B YacTn BegeHVs JOKYMeHTaumy no nepcoHany

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

NokanbHble HOPMAaTUBHbIE aKTbl OpraHuM3auuu, perynupyrowme  nopsaok
ochopMneHns pacnopaanTenbHbBIX Y OpPraHU3aLUMOHHBLIX JOKYMEHTOB MO NepcoHany

HopMbl 3TkK 1 0enoBoro obLweHus

Ba3oBble OCHOBbI MH(OPMATUKK, CTPYKTYpHOE MNOCTPOEHUE WHAOPMAaLMOHHbIX
CUCTEM M 0COBEHHOCTM paboTbl C HUMK

[pyrve
XapaKTepucTukm

3.1.2. Tpynosasa pyHKLMA

BeneHne OOKYMEeHTauuun no y4yety 1 ypOBeHb

HanmeHoBaHve | ABMKEHWIO KaapoB Koa A/02.5 |(nogoypoBeHb) 5

KBanudukaumm




MpoucxoxaeHvne Tpyooson
dyHKUMN

3anmcTBOBaHO
OpwurunHan X
13 opurnHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHansHoro
cTaHgapTa

TpynoBble AencTBus

MoarotoBka MNPOEKTOB  AOKYMEHTOB MO  MpouedypaM  ynpaBrieHus
NepcoHarnoM, y4eTy U ABVXKEHWIO NepcoHana

OpraHmsau,vm CUCTEeMbl OBUXEeHNA OOKYMEHTOB MO nepcoHany

C6op 1 npoBepka NMYHbIX JOKYMEHTOB pabOTHUKOB

MoaroToBka 1 ocopmneHne no 3anpocy paboTHUMKOB U AOMKHOCTHbBIX ML
KOMWIA, BBINMMCOK U3 KaapOBbIX JOKYMEHTOB, CNPaBOK, MHGOPMaLUK O CTaxe,
nbroTax, rapaHTusiX, KOMNeHcaumsax U UHbIX cBeeHU 0 paboTHMKax

Bblgaya paboTHUKY kKagpoBbIX JOKYMEHTOB O €ro Tpy40BON AEATENbHOCTH

[oseneHne ao cBeaeHunA nepcoHana OopraHn3aunoHHbIX,
pacnopAaanTeribHbiX U KagpoBbiX JOKYMEHTOB OpraHunsauunmn

BeneHwue yyeTta pabo4dero BpemeHn paboTHMKOB

PeFVICTan,VIﬂ, y4yeT, onepatmBHoe XpaHeHune [OOKYMEHTOB Mo MnepcoHany,
noAroToBKa K caadve nx B apxumB

Heobxogumble ymeHus

PaspabaTtbiBaTb NpoekTbl KaapOBbIX AOKYMEHTOB

O(bOpMJ'IﬂTb KagpoBble [OOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHl/IFIMVI
TPyooBOro 3akoHoaTteslbCTBa Poccuinckon CDe,qepau,MM N nokarbHbIMU
HOPMAaTUBHbIMU aKTaMn opraHu3aumnm

Bectn yd4eT n pernctpaumio KagaposbiX OOKYMEHTOB B VIH(bOpMaLI,VIOHHbIX
cucrtemMmax n Ha matepualibHbIX HOCUTENAX

OpraHu3oBbIBaTb XpaHEHWEe KagpoBbiX [OKYMEHTOB B COOTBETCTBUM C
TpeboBaHMsiMM  TPYOOBOro, apXMBHOIO 3akoHogaTenbcTBa Poccuiickon
depepaummn n nokanbHbIMM HOPMATUBHLIMM aKTaMKU OpraHM3auuu

AHaJ'IM3I/IpOBaTb KagpoBble OOKYMEHTblI N NepPeHOCUTb Mchopmau,mo B 6asbl
AaHHbIX N OTYETbI

PaGoTtatb CO crneuvanvavpoBaHHbIMU MHMOPMALMOHHBIMK CUCTEMaMU U
Gasamu AaHHbIX Mo BeAEHUIO yYeTa U ABWKEHUIO NepcoHana

PaspabaTtbiBaTb  MnaH  KOPPEKTMPOBOK  YCTAHOBIEHHOrO  nopsiaka
0OpPMIIEHNA [OKYMEHTOB MO MNepcoHany W peanusoBbiBaTb MPUHATLIE
N3MeHeHus

KoHTponupoBaTtb NpucyTcTBME paboTHNKOB Ha paGoyeM MecTe

CobniogaTb HOPMbI 3TUKU OETOBOro o0LweHus

Heobxoaumble 3HaHUSA

nOpﬂE,OK OCbOpMJ'IeHI/Iﬂ, BeOEeHNA N XpaHEeHNA OJOKYMEHTOB MO nepcoHany

Mopsigok ydyeTa [OBWKEHUS KagpoOB W  COCTaBIiEHUS YCTaHOBMEHHOW
OTYETHOCTM




Mopsgok pacyeTta cTaxa, NbroT, KOMMeHcauui, OdOpPMMEHUS MNEHCUN
paboTHMkam

CTpyKTypa opraHusaumm

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKkTbl, CoaepKallme HOpMbl TPYO4OBOIO
npaea

OcCHOBbI apxMBHOro 3akoHogaTenbCTBa M HOPMaTMBHbIE MPaBOBbIE aKThbl
Poccuinckon ®egepauun, B YacTn BeAeHNS JOKYMEHTaUMy No nepcoHany

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

TexHonorun, metToabl U METOAMKW NPOBEAEHUS aHanM3a u cucremaTmsaumu
[OKYMEHTOB 1 MHGOpMaLmm

JNokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuv, perynupylowmne nopsaok
obopMIeHNA JOKYMEHTOB MO NnepcoHany

OcHoBbI JOKyMeEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHns

HopMbl 3TVKM Aenosoro obuieHns

BasoBble OCHOBBbI NHGOPMATUKK, CTPYKTYpHOE nocTpoeHve
NHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTY PaboThbl C HUMK

Lpyrve xapaKkTepucTuku

3.1.3. Tpynosas pyHKLMSA

HanmeHoBaHue

MpoucxoxaeHne Tpygosom
yHKLMN

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
OKYMEHTO000pOoTa MO Y4eTy U ABUKEHUIO
Aoky P ysery na Kog A/03.5 |(nogypoBeHb) 5
KagpoB, NPeACTaBNEHNIO JOKYMEHTOB NO
KBanudukaummn
nepcoHany B rocyfapCTBEHHbIE OpraHbl
3anmcTBOBaHO
OpurnHan X
13 opurMHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHpapTa

TpyooBble AecTBUSA

OpraHI/I3aLI,MF| ﬂ,OKyMeHTOO60p0Ta no y4vyeTty n ABMXeHuo Kagpos

OpraHuzaumss AOOKyMeHTOObGopoTa MO NpeAcTaBrieHV [OKYMEHTOB MO
rnepcoHany B rocy4apcTBeHHble opraHbl

[NocTaHoBKa Ha y4eT opraHmsauum B rocyaapCTBeHHbIX OpraHax

MoaroToBka MO 3anpocy rocyAapCTBEHHbIX OPraHoB, MPOMECCUMOHAmNbHbIX
COI30B W OpYyrux npeacTaBUTENbHbIX OpraHoB pPaGOTHMKOB OpUrMHaroB,
BbINUCOK, KOMWUIA JOKYMEHTOB

lNogrotoBka yBeOOMISIEHWMIA, OTYETHOM M CTATUCTUYECKOW WMHopmaumm no
nepcoHany




[MoarotoBka wWHpopMauMm O 3akrYeHUU TPYOOBOrO UMM FpaxaaHCKo-
NpaBoBOro0 [OroBopa Ha BbIMNONHeHMe paboT (okasaHuMe ycnyr) c
rpakgaHnMHoM, 3aMellaBlUMM  OOSKHOCTMU rocyaapCTBEHHON unm
MyHMLMNanbHOM CNyx0bl, nepeYeHb KOTOpbIX yCcTaHaBnMBaeTcs
HOpMaTMBHbLIMW NPaBOBbLIMU akTamu Poccunckon degepaumm

Heobxooumble ymeHus

O(bOpMJ'IHTb Y4eTHble OOKYMEHTbI, npeanocTtaBndemMble B rocygapCTBeHHblIe
opraHbil, I'IpOd)eCCI/IOHaJ'IbeIe COKO3bl U Apyrne npencrtaBuUTelibHble OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHeHMEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsAMU
TPYyAOBOro 3akoHogaTenoctBa Poccunckon ®degepaumm v nokanbHbIMU
HOpMaTUBHbIMW akKTaMn opraHmn3auumn

PaboTtaTtb c VIH(bOpMaLWIOHHbIMVI cuctemamm 1 6asamum gaHHbIX NO BEOEHUIO
ydyeTa 1 ABMXKXEHUIO nepcoHana

Pa6boTatbk ¢ MHPOPMALMOHHBIMU CUCTEMAMMK 1 Ba3amMu JaHHbBIX NO BEAEHUIO
CTaTUCTMYECKON N OTHETHOW MHpOpMaLMm No nepcoHany

AHanusupoBaTb npaBuna, npoueaypbl ¥ NOPSAOK, perynupyowme npasa u
0043aHHOCTM TOCYydapCTBEHHbIX OPraHOB W oOpraHu3auMuM Mo Bonpocam
obmMeHa JoKyMeHTaLmMel No nepcoHarny

Bectn genosyto nepenucky

CobniogaTb HOPMbI 3TUKU OETOBOro 00LeHus

Heobxoaumble 3HaHUSA

TexHonormn, MeToabl 1 METOAMKMN npoeeaeHna aHanmsa un cucrtemaTuiaumm
LOOKYMEHTOB 1 I/IH(*)OpMaLI,VIM

OcHoBbI JOKyMEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHuns

CTpykTypa opraHusaumm

HopmaTuBHbIe NpaBoBble akTbl Poccuiickon ®egepauun, perynupyroLime
npasa 1 0693aHHOCTM rocy4apCTBEHHbIX OpraHoB, NPOECCMOHanbHbIX
COH030B U ApYyrux NpeacTaBuUTernbHbIX OPraHoB paboTHMKOB MO
npefocTaBneHunio y4eTHOW JOKYMeHTaLumum

TpynoBoe 3akoHOAATENBCTBO M MHbIE aKTbl, CoAepXKaLuye HopMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbLCTBA U HOPMATUBHLIE NMPAaBOBbIE aKTbl
Poccuiickoin denepaunm, B 4acTu BeAeHUS JOKYMEHTaUmMK No nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHn3auuu, perynmpyrouime nopanok
BeJeHNA JOKYMeHTauunn no y4eTy n ABWXKEeHUK nepcoHana

Hopmbl 3TnkM fenoBoro obLieHus

BasoBble 0CHOBbI MHOPMATKKN, NOCTPOEHNSI MHPOPMALIMOHHBLIX CUCTEM U
0CcobeHHOCTU paboTbl C HAMUK

[pyrvne xapakTepucTmkm

3.2. O606LleHHasn TpygoBas OyHKUMS




[eaTtenbHOCTbL N0 06ecnevyeHnto NepcoHanom YpoBeHb

HanmeHoBaHune Kon B

KBanudukaumm
MpoucxoxaeHne

p kne . 3anmcTBOBaHO
0606LLeHHON TpyaoBoK OpwurunHan X
13 opurMHana
PyHKLMN
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

Bo3MoOXHble HanmMeHoBaHUS
DOIKHOCTENn, npodeccui

Cneuuanuct no noa6opy nepcoHana
Cneuuanuct no nepcoHany
MeHexep no nepcoHany

TpeboBaHusa k 06pasoBaHuio
n obyyeHuo

Boiclwee obpasoBaHue - bakanaspuaT
HononHntensHoe npodeccnoHansHoe obpasoBaHve - NporpaMmbl
noBbiWeHns kBanudukauumn; nporpaMmmMbl NPodeCcCnoHansHon
nepenoaroToBkn B obnacTtu novcka n nogdopa nepcoHana

TpeboBaHUA K ONbITY
npakTuyeckon paboTbl

Ocob6ble ycnosus gonycka k
paboTte

[pyrne xapakrepucTumku




[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHve JoKymeHTa Koga HaumeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccnm) nnm
crneunanbHOCTH

OK3 2412 CneumanncTbl No Kagpam n NnpodopueHTaLmm
3423 CneumanncTbl KagpoBbIX CIYX0 U y4peXXaeHUn 3aHATOCTH

EKC - CneunanncTt no kagpam
- MeHeoxep no nepcoHany

oKnaTpP 27755 OKOHOMWCT No Tpyay
22956 MHcnekTop no kagpam

3.2.1. TpypoBas yHKUNA
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C6op nHdopmaumm o noTpebHoOCTAX YpoBeHb

HanmeHoBaHMe |opraHusauumm B nepcoHane Koa B/01.6 |(nogypoBeHb) 6

KBanudukaumm

MpoucxoxaeHvne Tpyooson
PyHKLMN

3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTeus

AHanu3 nnaHoB, CTpaTerMn n CTPYKTypbl OpraHn3aumm

AHanu3z ocobeHHocTenm opraHusauum paboTbl U MPOU3BOACTBA Ha
KOHKpEeTHbIX paboynx mecTtax

AHanus pblHKa Tpyga no opraHun3auum pa6OTbI Ha aHanormM4Hom
npon3BoAcTBeE U pa60l-w|x MecTax

dopmupoBaHme TpeboBaHMM K BakaHTHOM OOMMKHOCTM  (npodheccun,
cneumnanbHOCTM) U MX KOppeKums

AHanu3 pbliHKa Tpyda W nepcoHana opraHu3auun no npodunio BakaHTHOW
OOIMKHOCTU (Npodheccuu, cneumanbHOCTH)

MHdopMrpoBaHe 1 KOHCYNbTUPOBaHWE pykoBoaUTeNen nogpasgeneHnin u
opraHv3aumu o Bonpocam pbiHKa TpyAa B YacTu obecrneyeHns nepcoHanom

Heobxogumble ymeHus

Cobupatb, aHanusmMpoBaTb WU  CTPyKTypupoBaTb MWHdopmauuo 06
0COBEHHOCTAX opraHu3aumm paboT Ha pasnUyHbIX yYacTkax NPOM3BOACTBA U
Ha KOHKpeTHbIX paboumx Mectax C y4yeTOM LUenen, 3agad, MMnaHoB U
CTPYKTYpbl OpraHnsauuu

CobupaTtb, aHanuauMpoBaTb W  CTPYKTypupoBaTb WHdopmauuo o6
0COGEHHOCTSIX Y BO3MOXHOCTSAIX KaApOBOro NoTeHuMarna opraHusaumum

Cobupatb, aHanusmMpoBaTb WU  CTPyKTypupoBaTb MWHdopmauuo 06
0CODEHHOCTSIX pblHKa TPYAa, BKIOYas NpeanoxeHus oT npoBanaepoB ycnyr
no NOUCKy, NpuBneYveHuto, nogbopy n otbopy nepcoHana

dopmupoBatb TpeboBaHMs K BakaHTHOW  JOMMKHOCTM  (npodheccun,
cneumanbHOCTU) 1 onpeaensTb KpuTepun noadopa nepcoHana

BHocutb KOppeKkTupywuwune cseaeHma B Tpe60BaHI/IF| K KaHangataM Ha
BaKaHTHbIEe OOJTKHOCTU (rlpocbeccmm, cneu,maanocm)

[Monb3oBaTbCA NOUCKOBLIMU CUCTEMaMU U MHEOPMAaLMOHHBIMU pecypcamu
ana MOHUTOPWUHIa pblHKa TpyAa, rpaxgaHckoro n TpyAoBoOro
3akoHogartenscTBa Poccuiickon Pegepaumm

KoHcynbTMpoBaTb MO BOMpPOCaM pblHKA Tpyda B 4acTu obecrnedyeHus
nepcoHanom

CobnogaTb HOPMbI 3TUKM OENOBOro 0dLWeHus

Heobxoaumble 3HaHuSA

TexHonorun, MeToabl U METOAUKN NPOBEAEHUA aHanusa u cuctemaTusaumm




OOKYMEHTOB U MHGOpMaLmm

CTpykTypa oOpraHusaumm U1 BakaHTHble  JOSKHOCTM  (Mpocdbeccuw,
crneunanbHOCTK)

Mopsiaok onpeaeneHnst NepcnekTUBHOW U TEKyLLe NoTpeBHOCTU B kKagpax

McTouHukn obecneyeHns opraHusaunm kagpamu

Opl'aHl/I3aLJ,VIFI pa60T Ha pas/inyHbIX y4acCTKax npoun3BoacTtBa, opraHun3auunu,
oTpacinu

Ob6Lwme TeHOeHUMN Ha pbiHKE Tpyda U B OTAEMNbHOW OTpaCnu, KOHKPETHOM
npodeccun (GOMKHOCTH, CNeLmManbHOCTH)

OCHOBbI MCUXONOMNN N COLMONOTNN Tpyaa

OcCHOBbI 3KOHOMUKW, OpraHuU3aLmMu Tpyaa v ynpasneHus

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKkTbl, COAepKallyue HOpMbl TPYAOBOro
npaBa

OcCHOBbI apxMBHOro 3akoHogaTenbCTBa M HOPMaTMBHbIE MPaBOBbIE aKThbl
Poccuiickon ®egepauun, B YacTn BegeHNs JOKYMeEHTaLmMy No nepcoHany

3akoHoaaTenbcTBO Poccuiickoit deaepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTuBHblEe akTbl OpraHv3auuu, perynupylowme nopsgok
nogbopa nepcoHana

HopMbl 3TWKM AenoBoro obuieHns

Basosble OCHOBBbI NHpopmaTuKu, CTPYKTypHOE nocTtpoeHue
NHAOPMALIMOHHBIX CUCTEM M OCOBEHHOCTU PaboThbl C HAMM

[pyrne xapakrepucTumku

3.2.2. Tpynosas pyHKLMSA

HanmeHoBaHue nepcoHana

Mowck, NnpuBneyeHve, nogéop 1 otéop YpoBeHb

Kog B/02.6 |(nogypoBeHb) 6
KBanudmkaummn

MpoucxoxaeHue Tpygosom
DyHKLMN

3anmcTBOBaHO

Opwurunan X
13 opurnHana

Kog PernctpaunoHHbIN
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa

TpyooBble AecTBUSA

Mounck BO BHYTPEHHMX M BHELUHMX UCTOYHMKAX MHGOpPMaLMM O KaHguparax,
COOTBeTCTBYlOLLE TpeboBaHMSAM BakaHTHOW AOMKHOCTU  (mpodeccuu,
crneumanbHoOCTH)

Pa3smelleHne cBegeHun O  BakaHTHOW  JOIDKHOCTM  (npodpeccuu,
crneLumanbHOCTH) B cpeacTBax MaccoBOW MHGOpMaL MK




Bbibop cnocoboB M MeToOoB MpMBREYEHUs NepcoHana B COOTBETCTBUU C
YyTBEPXAEHHBIMU MNaHamu

lNpoBepka WHdOPMauUMM O KaHAugaTax Ha BaKaHTHble OOJDKHOCTU
(npodbeccuu, cneumanbHOCTH)

MpoBegeHne cobecefoBaHW U BCTPeY C KaHOMAATamMy Ha BakaHTHble
AOIMKHOCTU (Mpodheccuu, cneumanbHoCTH) ¢ obecrneyeHnem obpaTHO CBA3M

OueHka coOTBETCTBMS KaHAMOaToB TpebOoBaHMAM BaKaHTHOW OOJTDKHOCTU
(npodbeccuu, cneumanbHOCTH)

MoarotoBka npeanioXeHWin Mo OpPMUPOBaHWMIO GlomKkeTa Ha  MOMUCK,
npuene4YexHve, nogbop 1 oToop NnepcoHana

WHdopMrpoBaHne 1 KOHCYNbTUpOBaHMe pykoBoauTenen nogpasgeneHni u
opraHusaumm no Bonpocam rnpuBreYeHns nepcoHana ¢ OLeHKon 3atpat

Heobxoaumble ymeHus

OnpepensaTe KpuTepuu rMoucka, MpuBnedYeHus, nogbopa w oTbopa
nepcoHana

CobupaTb, aHanusnpoBaTb U CTPYKTYpUpOBaTb MHOpMaLMIO O kKaHauaaTax
N NpeanoXeHnsiX Ha pbiHKe Tpyaa

Monb3oBaTbCA NOMCKOBLIMU CUCTEMAMU N MH(POPMALMOHHBIMWU pecypcamn B
obnacTtn obecneyeHns nepcoHanom

MpUMeHsTL TEXHONOMM N MEeTOOMKM MNoucka, NpUBIEYeHUsi, nogdbopa wu
oTbopa KaHOMOaToB Ha BaKaHTHblE JOMKHOCTU (npodpeccun,
crneumanbHOCTN) B COOTBETCTBME C UX crneundmnkomn

Mcnonb3oBaTb  cpeactBa  obBecrnedyeHuWst  MepcoHanoM,  BKMYast
COMpoBOXaeHue

KoHcynbTupoBaTh No Bonpocam npuBreyeHnsl nepcoHana

CoctaBnatb u KOHTpOJNMpoBaTb CTaTbM pacxogoB Ha obecneyeHne
nepcoHasnom ana nnaHnpoBaHUA OloaxeToB

CobniogaTb HOPMbI 3TUKKU OEOBOro ooLeHus

Heobxoaoumble 3HaHMSA

McTouHukM obecnevernns opraHunsauunn Kagpamm

TexHomormm ” METOAMKM MOMCKa, NpuBredeHusi, nogbopa u otbopa
nepcoHana

Cuctembl, meToabl WU (bOprI mMartepuarnibHoro um HemaTtepuarnbHOro
CTUMynnMpoBaHuA Tpyaa nepcoHarna

TexHonorum n metoabl GopMUPOBaHMS U KOHTPOINS BHoaXETOB

TexHonoruu, mMeToabl U1 METOAUNKN nposeaeHnA aHanmia, cucreMatmsaumn
LOOKYMEHTOB 1 MH(bOpMaLlMM

CTpykTypa oOpraHmsauMm U1  BakaHTHble  JOJDKHOCTM  (npodpeccun,
crneumanbHOCTH)

Ob6Lwme TeHOeHUUM Ha pbiHKe Tpyda M B OTAEMbHbIX OTpacnax v Buaax
npodeccnoHanbHON AeATEeNbHOCTH

OCHOBbI NCUXOMNOMMN U COLLMONOTNMN TpyAa




OcHOBbI 3KOHOMMKW, OpraHM3aumm Tpyaa v ynpaBneHust NepcoHanom

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKkTbl, CoaepKallme HOpMbl TPYO4OBOIO
npaea

OcHOBbI apXMBHOFO 3aKoHoAaTenbCTBA M HOPMAaTUBHbIE NPaBOBblE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeieHUs JOKYMEeHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccuickon degepaunm

3akoHoaaTenbcTBo Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble aKTbl opraHusauuu, perynupyroume nopanok obecneyeHuns
nepcoHanom

HopMbl 3TVKM Aenosoro obuieHns

BasoBble OCHOBbI MHPOPMAaTUKK, MOCTPOEHNSA MHAPOPMALMOHHBIX CUCTEM U
ocobeHHocTn paboTbl C HAMUK

Lpyrve xapaKkTepucTuku

3.2.3. TpynoBas oyHKUNA

ALMWHUCTPUPOBaHWE NPOLECCoB U YpoBeHb
HanmeHoBaHue | aokymeHTOOOOpOTa obecneveHus Kog B/03.6 |(nogypoBeHb) 6
nepcoHanomM KBanvdmkaumm

MpoucxoxaeHne Tpygosom
dyHKUMN

3ammcTBOBaHO
OpurvHan X
13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

AHanus npoueccos ,D,OKyMeHTOO60pOTa, JNIOKalibHbIX  OOKYMEHTOB O
BOonpocam obecneyeHust nepcoHasnom

BepeHne wuHopMaumm O  BaKaHTHbIX  [OIMKHOCTSX  (npodpbeccusix,
crneumanbHOCTAX) U kKaHgugaTax

[OKyMeHTaLUMOHHOE COMPOBOXAEHNE KaHOMOATOB Ha 3Tanax Mnoucka,
npueneYeHns, nogbopa m oTbopa nepcoHana Ha BaKaHTHble OOIMKHOCTU
(npodheccuu, crneumanbHOCTH), WHdOpMMpOBaHME KaHOmMoaToB o
pesynbTatax oTbopa

MoaroToBka 3anMpocoB O KaHAMAATax B rOCYAAPCTBEHHble oOpraHbl, B
cryyasix, NpeaycMOTPEHHbIX  OeMCTBYIOLWMM  3aKoHOAATeNbCTBOM, MU
06paboTka NpeaocTaBneHHbIX CBeAeHNIA

MogrotoBka u o6paboTka yBeAOMMEHMN B TOCYAapCTBEHHbIE OpraHsbl,
npogpeccroHanbHble  CO3bl U ApyrMe  NpeacTaBuUTellbHble  OpraHbl
paboTHMKOB MO BOMpOCaM MoOuCKa, NpuBredYeHusi, nogbopa un oTbopa
nepcoHana

ConpoBoxaeHue [oOroBopoB no obecnevyeHuo opraHusaLmum nepcoHarom,




BKno4Yaa npegBapuTenbHble npoueaypbl No X 3aknyYeHno

Heobxoaumble ymeHusi

O6ecneuvBaTth OOKYMEHTALMOHHOE COMPOBOXAEHWE BbiXOAa KaHauaarta Ha
paGoTy 1 NepemMeLLeHns nepcoHana

OdopmnsiTb  AOKYMEHTbI Mo Bonpocam  obecneyeHusi  KagpoBbiMU
pecypcamu, HeobxoauMmble ANsi MNPedoCTaBfeHMsi B roCyAapCTBEHHble
opraHbl, NpodeccroHanbHble COl3bl U ApyrMe NPeaCcTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbiBaTb XpaHeHUe OOKYMEHTOB B COOTBETCTBMM C TpeboBaHuAMU
TPYAOBOro, apxMBHOIO 3akoHogatenbcTBa Poccunckon degpepaumm wn
noKarnbHbIMW akTaMu opraHnsaumm

AHanuampoBaTb  [JOKYMEHTbI M nepeHocUTb  WHopMauuio B
MHPOPMALIMOHHBIE CUCTEMbI 1 6as3bl AaHHbIX O KaHaUAaTax

PaboTatb VIHd)OpMaLI,I/IOHHbIMVI cuctemamm u 6azamm gaHHbIX MO Bonpocam
obecneyeHus nepcoHanom, BedeHUK TMnouncka 1 ydeta KaHaOMOaToB Ha
BaKaHTHbIE OOJIKHOCTU (npocbeccvm, cneumaanocm)

Mpon3BoauTb NpeaBapuTENbHbIE 3aKyrnodHble npoueaypbl U oopMnsTh
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHOYEHNI0 JOrOBOPOB

OpraHu3oBbiBaTb M MPOBOAUTb KOHKYPCbl, OCPOPMIsiTL M aHanM3npoBaTb
KOHKYPCHYIO JOKYMEHTaLuI0

Bectn genosyto nepenucky

Co6nioaaTh HOpMbI 3TUKU AeN0BOro 06LLEeHUA

Heobxoaumble 3HaHUSA

MNopagok oopmneHns, BedeHNss U XpaHeHUs AOKyMeHTauun, CBA3aHHOW C
MOWUCKOM, NpuBneYeHnem, Nnogbopom m oTéopoM nepcoHana Ha BakaHTHbIE
OOIMKHOCTU

Mopsgok  dopmupoBaHus, BefeHuss 6GaHka [daHHbIX O  MepcoHane
opraHusaumm n NnpegocTaBneHnsa OTYETHOCTH

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIro obecneyeHus

TexHonorun, meToabl U METOAWKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
OOKYMEHTOB 1 MHGOpMaLmm

Mopsiaok NpoBeaeHNst KOHKYPCOB M 0QoOPMITIEHMS] KOHKYPCHOW AOKYMeHTaumm

lNopagok  npoBedeHMst  3aKymnmoudHblX — npouedyp W 0dopMIeHus
COMYTCTBYIOLLIEN JOKYMEHTaL MM

CTpykTypa opraHusauMum W  BakaHTHble  [OOSMKHOCTM  (Npodpeccuu,
cneuuanbHOCTH)

TpyaoBoe 3aKoHOAATENIbCTBO U MHbIE aKTbl, COAepKalluue HOPMbl TPYAOBOIO
npaBa

OcCHOBbI ApXMBHOIo 3akoHodaTellbCTBa U HOPMATMBHbIE MpPaBOBble aKTbl
Poccuiickonn degepaumm, B YacTu BeAEHWUs1 AOKYMEHTaLMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccuickon denepaunm

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHarnbHbIX AaHHbIX




JlokanbHble
nepcoHana

aKkTbl opraHusauuu, perynupylolimMe nopanok noabopa

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHns

Ba3oBble OCHOBbI MHOPMATUKM, NOCTPOEHUSS MHAPOPMALMOHHBLIX CUCTEM W
0cobeHHOCTM paboTbl C HUMN

Lpyrve xapaKTepucTuku

3.3. ObobLeHHas Tpygosas pyHKUMS

eATenbHOCTb MO OLIEHKE 1 aTTecTauum YpoBeHb
HanmeHoBaHune A H H Kon C P 6
nepcoHana KBanugukaumm
lNpouncxoxaeHue
P kne . 3anmMcTBOBaHO
0000 EeHHOM TpyaoBOM OpwurunHan X
13 opurnHana
yHKLMN
Kopn PernctpaumnoHHbIn
opurnHana HOoMmep
npodeccuoHansHoro
cTaHgapTa

B03MOXHble HAaMMEHOBaHUS
JoImKHoCcTen, npodeccuin

CreuuwanncT no oueHke 1 aTTecTaumm nepcoHana
Cneuuwanuct no nepcoHany
MeHempxep no nepcoHany

TpeboBaHus kK
obpasoBaHuio 1 0ByyeHuto

Boiclwee obpasoBaHue - bakanaspuaT

HononHntensHoe npodeccnoHansHoe obpa3oBaHve - MporpaMmbl
MOBbILLEHNSA KBanMdukaumm; nporpamMmmel NpodeccnoHarnbHom
nepenoaroToBku B 06nacty npoBeAeHns OLEHKM nepcoHana

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrne xapakrepucTumku

[ononHutenbHble XapaKTepUCTUKN

HanmeHoBaHWe gokymeHTa Kon HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccum)
Unu cneyunansHocTm
OK3 2412 CreuunanucTtbl No Kagpam 1 NnpodopreHTaLmm
3423 CneumanucTtbl KagpoBbIX CNYXO M yYpexaeHUn 3aHATOCTU
EKC - MeHemxep no nepcoHany
OoKnAaTP 27755 OKOHOMUCT Mo Tpyay
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22956 MHcnekTop no kagpam

3.3.1. Tpynosas dyHKUMA

HanmeHoBaHMe |nepcoHana

OpraHnsauus n npoBegeHne oLEeHKN YpoBeHb

Koa C/01.6 |(nogypoBeHb) 6
KBanudukaumm

MpouncxoxageHne TpynoBon
dyHKUMN

3anmcTBOBaHO

Opwurunan X
13 opurmHana

Kon PerncrpaunoHHbIn
opurnHana Homep
npodeccroHansHoro
cTaHgapTa

TpyooBble AeNCTBUSA

AHanu3 CTPyKTypbl, MMAHOB W BakKaHTHbIX JOImkHOCTEN (npodheccui,
crneumnanbHOCTEN) OpraHv3auuuM, OCOBEeHHOCTeN opraHusauun paboTbl Ha
Pa3nuMyHbIX y4acTkax NPOM3BOACTBA M KOHKPETHbIX paboumx mectax

Pa3pa60TKa nnaHa oOueHKn nepcoHana B COOTBETCTBMM C UenaMmu
opraHunsauunmn

OueHka anHammKu npon3BoaAnNTENIbHOCTU, UHTEHCUBHOCTU U 3(*)(*)6KTVIBHOCTI/I
TpyAa Ha pa6oq|/|x MecTax

OnpepneneHne pecypcoB, BbIOOp CPeACTB M METOOOB MPOBEAEHUS OLEHKM
nepcoHana

I'IpOBe,D,eHme OLUEHKM nepcoHaria B COOTBETCTBUM C NilaHaMn opraHm3auunn

ConpoBoxgeHue [OOroBOPOB € OpraHuM3auusiMu - UCMONHUTENsMU
MEPOMPUATUIA MO  OLEHKE MepcoHana, BKMoYasi npeaBapuTenbHbIE
npoueaypbl Mo UX 3aKMOYEHNIO

KoHcynbTupoBaHMe nepcoHana Mo BOMpocaM OLEHKW, BKMOYasi OLEeHKY
3artpar

AHanua pesynbTaToB OLIEHKM MepcoHana, MOoAroTOBKa peKkoMeHaauui
PYKOBOACTBY U nepcoHany

lMoaroTtoBka npegnoXeHu nNo opMUpoBaHMI0 BlomKeTa No opraHnsaumm u
NpoBeAeHUI0 OLEHKM nepcoHana

HeobGxoammble yMeHuUsi

OnpeaensTe NapameTpbl U KPUTEPUM OLIEHKM NepcoHana

OI'IpeJJ.eJ'IﬂTb N nNpuMeHATb cpeactea U MeTodbl nNpoBedeHUA OLEeHKU
nepcoHana

BblgensTtb (onpep,enmb) rpynnbl nepcoHana gnda nposegeHnsa OLUEeHKN

OnpenensiTe VMHTEHCMBHOCTb TPyAa UM 30Hbl MOBbIWEHUS 3(EKTUBHOCTU
nepcoHana

Onpep,enmb MOTBALIMOHHbIE (*)aKTOpr npoeseaeHna oueHKn nepcoHana

CocTaBnsiTb M KOHTPONUPOBATbL CTaTbW PACXOAOB Ha OLEHKY nepcoHana ans
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nnaHnpoBaHusa 6oaxeToB

Ob6ecneunBatb OopraHmn3aunoHHOE conpoBOXaeHne OLEeHKN nepcoHarna

ObecneunBatb COXPaAHHOCTb  KOHMAEHUManbHOM  WMHGOpMaLMKM  Mpu
npoBeAeHUN OLIEHKM NepcoHana

OpraHu3oBbiBaTb XpaHeHUe OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPYAOBOro, apxvMBHOIO 3akoHogaTtenbcTBa Poccuickon depepaumm w
noKarnbHbIMW HOPMAaTUBHBIMW akTaMu opraHmn3aumm

CobupaTtb, aHanuavMpoBaTb W CTPYKTYpUpoBaTb  MHGOPMaLUlo o
NpeAnoXeHWsIX Mo OLeHKe NnepcoHara Ha pbiHKe Tpyaa

Mpon3BoauTb NpeaBapuTENbHbIE 3aKyrnodHble npoueaypbl U 0opMnsTh
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMIOYEHNI0 JOroBOpOB

Oﬂpeﬂ,e]’lﬂTb ycnoBuA AnAd  3aKnk4YeHuda [OoroBopoB Ha ycnyrm  no
npoBegeHno oLeHKN nepcoHana

CncrtemaTtusmpoBatb, 0006wWate M aHanuManpoBaTb pe3ynbTaTbl OLEHKU
nepcoHana

Ob6ecneunBatb OOpaTHYK CBA3b MO pe3ynbTataMm NPOBEAEHHOM OLEHKM C
nepcoHanom 1 pykoBoACTBOM

[Nonb3oBaTbCA NOMCKOBLIMW CUCTEMAMM, VIH(*)OpMaLJ,I/IOHHbIMI/I pecypcamn n
06asamMu gaHHbIX No npoBeaeHno OLEeHKN nepcoHana

PaspabatbiBaTb pekomeHOauuMuM MO pasBUTMIO MNepcoHana Ha OCHOBe
npoBeJeHHON OLIEHKM

Co6nioaaTh HOPMbI 3TUKX AeN0BOro 06LLEeHUA

Heobxoaumble 3HaHUSA

TexHornornn n meToapbl onpefeneHns NpodeccnoHarnbHbIX 3HaHUIA, YMEHU U
KOMMNEeTEeHUnn

TexHonornm n MeToabl OLEHKN IMYHOCTHBIX Ka4yecTB n XapaKTepucTtuk

Cuctembl, MeTogobl W OPMbl  MaTeEpPUanbHOTO U  HemaTepuanbHOro
CTUMYNUPOBaHUsi Tpyaa nepcoHana

TexHonorum n metoabl GopMUPOBaHMS U KOHTPOINS GoaXeToB

TexHonornn, MetTodbl 1 METOAUKN npoeeaeHnAa aHanmsa n cuncrematTmn3ayunm
LOOKYMEHTOB 1 MH(bOpMaLlMM

OcHoBbl 00Ller U coumanbHOM MNCUXOMNOrMKU, COLMOMNOrMM U MCUXOMOrnK
Tpyna

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I neAaATernbHOCTN opraHn3auunn

lMNopagok  npoBedeHMst  3aKymnmoudHblX — npouedyp W 0dopMIeHus
COMYTCTBYIOLLLEN JOKYMEHTaL MM

CTpykTypa oOpraHusaummM U1  BakaHTHble  OOJKHOCTM  (Mpodhbeccuw,
crneunanbHOCTH)

TpynoBoe 3aKoHOAATENbCTBO U MHbIE aKkTbl, CoaepXKallme HOpMbl TPYO4OBOIO
npaea




OCHOBbI apXMBHOrO 3aKOHOAATEenbLCTBA M HOPMAaTUBHbLIE MNPABOBbLIE aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeeHUs JOKyMeHTaLuMKU Mo nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynmpyrwme nopAanok
OLeHKN nepcoHana

Mopsinok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHuns

BasoBble OCHOBbI NHpopmaTumku, CTPYKTYpHOE nocTpoeHue
WH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

Lpyrve xapaKTepucTuku

3.3.2. TpypoBas yHKUNA

HanmeHoBaHue |nepcoHana

OpraHusauus n npoBegeHve atrectaumm YpoBeHb

Kog C/02.6 |(nogypoBeHb) 6
KBanudukaummn

MpoucxoxgeHvne Tpygoson
PyHKLMN

3anmcTBoBaHO

OpuruHan X
13 opurnHana

Kopn PernctpaumnoHHbIn
opurnHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AencTBUSA

AHanus CTpyKTypbl, MNNaHOB W BakKaHTHbIX AOMKHOCTen (npodpeccun,
cneumanbHOCTEN) opraHu3auun, ocobeHHoCTew opraHusauum paboTbl Ha
pasnM4yHbIX y4acTkax Mpon3BoACTBa U KOHKPETHBLIX pabounx mecTax

PaspaboTka MPOEKTOB OOKYMEHTOB, onpedensiolmx nopaaok arrectauuu
nepcoHana, ¢ oLeHKon 3aTpat

COI'IpOBO)KLI,eHI/Ie npouecca artrecraumm wu pa6OTbI aTTecTauMoHHOM
KOMunccumn

MoarotoBka NpeanoXeHui No opMmMpoBaHnio GIOKeTa Ha OpraHM3aLunio 1
nposefeHue aTTecTaunm nepcoHana

MogrotoBka nNpPeanoXeHUWn O COOTBETCTBMM paboTHMKA  [AOMMKHOCTU
(mpodheccum, cneumanbHOCTK) NO pesyrnbTaTtaMm aTTecTauum B COOTBETCTBUM
€ 3akoHogaTenbcTBoM Poccunckon ®enepaunm

HeobGxoammble yMeHuUsi

Oﬂpeﬂ,e]’lﬂTb napamMmeTpbl U KpUtTepun atrectauum nepcoHana

OnpeaenaTb U NPUMEHSITb CPEACTBA U MeToAbl aTTecTauum

BblgensTtb rpynnbl nepcoHana ana nposeneHnd atrectauunm

ObecneunBaTb [OOKYMEHTaLMOHHOoe COMnpoBOXAeHNE aTTecTauum
nepcoHana




CocTtaBnsATb UM KOHTPONMMPOBATb CTaTbM pPaCXOAOB Ha aTTecTauuio
nepcoHana Ansa nnaHMpoBaHus GloaxeToB

Monb3oBaTbCa WMHMOPMALMOHHBIMK pecypcamMn U Basamu [aHHbIX MO
npoBeaeHuIo aTTecTaumnm

Bectun y4yeT n pernctpauunto JOKyMEHTOB B VIHCbOpMaLI,VIOHHbIX cucremax m
Ha MaTtepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHeHMe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHusMU
TPYAOBOro, apxuBHOro 3akoHopatenbcTBa Poccunckon ®depepaunn un
noKanbHbIMW AOKYMEHTaMu opraHm3auum

MpounsBoauTb NpeaBapuTenbHblE 3aKyrnoyHble npoueaypbl U 0dopMIsTL
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNIO JOrOBOPOB

CobniogaTe HOPMbI 3TUKKU OEMOBOro odLeHus

Heobxoaoumble 3HaHUSA

nOpHD,OK N TeXHONOornAa nposeaeHna atrecrtaumm

TexHonormn v MeToObl OnpeferneHns u  OueHKU npodecCUoHarbHbIX
3HaHWA, YMEHU N KOMNETEHL M

Cuctembl, MeToabl M OPMbl  MaTepUanbHOrO W HemaTepuarnbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OromKkeToB

TexHonorun, MeTodbl U1 METOAMKM MPOBEAEHUSI aHanNM3a u cuctemMaTnsaumm
OOKYMEHTOB 1 MHdOpMaLmm

OcHosBbl I'IpOI/I3BO/J,CTBeHHOl7I OEeATEeNIbHOCTUN opraHn3auunum

OcHoBbl 06LEen 1 couuanbHOW MCUXONOrnM, COLMOMNOrMU U MNCUXONOorum
TpyAa

Mopsigok  MpoBeAeHUs  3aKymouyHblX — npouegyp W odopMIieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa opraHuM3auMm U  BakaHTHble  OOMKHOCTM  (nNpodpeccun,
cneumansHOCTH)

TpyaoBoe 3akOHOAATENLCTBO M MHbIe akTbl, CoAepallue HOpMbl TPYOAOBOro
npasa

OcHOBbI apXMBHOTO 3akoHOAaTenbCTBA U HOPMAaTUBHbIE MPAaBOBbLIE aKThbl
Poccuiickoit degepaunm, B 4acTu BeAeHUsI JOKYMEHTauumM No nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auun, perynupyrwoune nopanok
OLEeHKN nepcoHana

Mopsgok 3aknyYeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obLieHns

basoBble OCHOBbI MHOPMaTUKMK, CTPYKTYpHOE nocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMMU

Lpyrve xapaKkTepucTuku




3.3.3. TpynoBas yHKUnA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HanmeHoBaHWe | AOKYMEHTOOOOpOTa NPy NPOBEAEHNM OLIEHKM Koa C/03.6 |(nogoypoBeHb) 6
W atTecTtaumu nepcoHana KBanudukaumm

MpoucxoxaeHvne Tpyooson
PyHKLMN

3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaumnoHHbIn
opurmHana HOMeEp
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTeus

AHanus npoueccos ,u,0|<ymeHT006op0Ta, JTOKalbHbIX JOKYMEHTOB MO OLUEHKe
n atrecrtaumm nepcoHana

OpraHn3aLUVoHHOE COMPOBOXAEHVE MEPOMNPUATHIA MO OLEeHKe NnepcoHana u
ero aTTecTauum

OdbopmneHune npouecca u pesynbTaToB aTTecTauum nepcoHana

WHdopmurpoBaHme nepcoHana o pesynbTaTax OLEHKM 1 aTTecTaumm

MoaroToBka NPEAnOXEHU MO pasBUTUIO MepcoHana Mo pesynbTatam
OLIeHKM

ConposomeHMe [orosopos no OKa3aHuio KOHCYJ1bTalUNOHHbIX n
VIHCbOpMaLI,VIOHHbIX ycnyr no oueHke n atrtectauun nepcoHana

Heobxogumble ymeHus

O6ecneuvBaTh AOKYMEHTALWMOHHOE COMPOBOXAEHME OLEHKU M aTTectauum
nepcoHana

O(bOpMJ'IﬂTb OOKYMEHTbl No BOMPOCaM OUEeHKM u aTtTectauun nepcoHana,
npegocrtaendemMble B rocygapCTBeHHbIe OpraHbl, I'IpO(beCCVIOHaJ'IbeIe
COHO3bl 1 Apyrne npeacraBuTesibHbIE OpraHbl pa6OTHVIKOB

AHanuaupoBaTb npaBuna, npoueaypbl U NOPSAKM NPOBEOEHUSI OLEHKU W
aTTecTauum nepcoHana

Bectu yyeT 1 pernctpaumio JOKYMEHTOB B MHOPMALIMOHHBIX cUCTEMAX M
Ha maTepuarnbHbIX HOCUTENSIX

OpraHI/I3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHMﬂMI/I
TPyooBOro 3akoHo4aTelbCTBa Poccunckon d>e,u,epau,v|v| 1N noKalibHbIMU
aktamun opraHunsauunm

Bectn genosyto nepenncky

Pabotatb ¢ I/IH(*)OpMaLI,VIOHHbIMM cuctemamm Ku Gasamm  gaHHbIX MO
BOnpocamM npoeseneHnAa OoueHKU U aTtrtectaunm nepcoHana, seeHuU ydeta
KaHOMOaToB Ha BakaHTHbIE JOJTKHOCTU (npocbeccvu/l, cneu,maanocm)

AHanusmpoBaTb  [OKYMEHTbI W MepeHocuTb  MHdopmauuilo B
MHPOPMALIMOHHBIE CUCTEMbI 1 6a3bl AaHHbIX

CobniogaTb HOPMbI 3TUKU OETOBOro o0LweHus




Heobxoaumble 3HaHUSA

Mopsagok odhopmneHus, BeAeHUs U XpaHeHUs1 JOKYMEHTaL MK, CBA3aHHOW C
npoBefeHNEM OLEHKM 1 aTTecTauumn nepcoHana

Mopsagok dopmupoBaHus, BedeHuss ©OaHka [daHHbIX O nepcoHane
opraHmMsaumm n NnpegocTaBneHns OTYETHOCTH

Mopsidiok  MpoBeAeHUs  3aKymouHbIX  Mpouegyp W odopMIieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

Mopsagok ochopmneHus JOKYMEHTOB, npegocraBnsaemMblX B
rocyoapCTBEHHble  oOpraHbl, npodpeccuoHanbHble CO3bl U Apyrue
npeacraBuUTenNbHbIE OpraHbl paboTHUKOB

OcHoBbI ﬂ,OKyMGHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHust

CTpykTypa oOpraHuM3auMm W  BakaHTHble  OOMKHOCTM  (npodheccun,
crneunanbHOCTK)

TpynoBoe 3aKOHOAATENBLCTBO U MHbIE aKThbl, COAEPXKALLME HOPMbI TPYOOBOIO
npaea

OcHOBbI apXMBHOTO 3aKoHoAaTenbCTBA W HOPMAaTUBHbIE MPaBOBbLIE aKThl
Poccuiickoit ®epepauuun, B 4acTu BeieHUs JOKYMeHTaLMKU Mo nepcoHany

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

TexHomnorun, MeTodbl U METOAMKM NPOBEAEHNS aHanMsa U cucteMaTmsaumm
[OKYMEHTOB 1 MHGpopMaLmm

JNokanbHble HOpMAaTMBHbIE akTbl OpraHv3auuu, perynupylolme nopsigok
OLIEHKM 1 aTTecTaummn nepcoHana

Mopsaok 3aknoyYeHns AoroBopoB (KOHTPaKTOB)

Hopmbl 3Tnkn genosoro obLieHus

basoBble OCHOBbI I/IHCbOpMaTVIKI/I, CTPYKTYpHOE NOoCTpoOEHNE
MHd)OpMaLLMOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HAMMK

[pyrne xapakrepucTumku

3.4. Obo6LweHHas TpygoBas pyHKUNS

eATeNnbHOCTb NO Pa3BUTUIO NepcoHana YpoBeHb
HanmeHoBaHune A P P Kog D P 6
KBanudukaumm
lNpouncxoxaeHue
P A - . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpwurunHan X
13 opurMHana
DyHKLMN
Kog PernctpaunoHHbIN
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHUS
JOImKHOCTEen, npodeccui

Cneumannct no passutuio 1 06y4eHuto nepcoHana
CneumanucT no pasBuUTUIO Kapbepbl NepcoHana




Cneuuwanuct no nepcoHany
MeHempkep no nepcoHany

TpeboBaHus K Bbiclwiee obpasoBaHue

obpasoBaHuio 1 06yyeHuto | lononHuTensHoe npodeccuoHansHoe obpasoBaHue - NporpamMmmbl
MOBbILLIEHMS KBanMdukaumm; nporpamMmmbl NpoecCnoHanbHom
nepenoaroToBky B 06/1acTy opraHn3aLMoHHOro 1 NpodeccMoHansHOro
pa3BUTKSA NepcoHana

TpeboBaHus K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K
paboTte

Opyrvue xapakrepucTuku

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHue gokymeHTa Koa HaunmeHoBaHne 6a30BoW rpynnbl, JOMMKHOCTM (Npodheccum)
Unu cneynanbHocTu

OK3 2412 CneuvanucTtbl No Kagpam 1 NpogopreHTaLmm

3423 CneumanncTbl KagpoBbIX CNYX0 1 y4peXxaeHUn 3aHATOCTH
EKC - MeHepxep no nepcoHany
OKnAaTpP 27755 OKOHOMUCT o Tpyay

22956 WHcnekTop no kagpam

3.4.1. TpynoBas dyHKUMSA

OpraHusauust 1 npoBeaeHNE MEPONPUATUIA NO YpoBeHb
HanmeHoBaHWe | pa3BuTUIO 1 NOCTPOEHMo npodreccmoHansHon | Koa D/01.6 |(noaypoBeHb) 6
Kapbepbl nepcoHana KBanudukaumm
MpoucxoxaeHue Tpygosom 3aMmMmcTBOBaHO
P A PYA OpurnHan X
DYHKLMK u3 opurnHana
Kog PernctpaunoHHbIN
opurnHana HoMep
npodeccuoHansHoro
cTaHdapTa
TpynoBble AencTBuA AHanuns CTpyKTypbl, NITAHOB 1 BaKaHCUIN opraHu3auum

AHanna ocobeHHocTelN pa60TbI Ha pas3fiMyHbIX y4acCcTKax npoun3soacTBa U
KOHKPETHbIX pa6oql/|x mMecTax

lMogrotoBka nNPOEKTOB AOKYMEHTOB, OMpedensowmnx Mnopsgok pasBuTust
nepcoHana n NocTpoeHusi NpodeCccrMoHanbHOM Kapbepbl C OLLEHKOM 3aTpat

PaspaboTka nnaHoB npogeccrMoHansHOM kapbepbl paboTHMKOB
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dopmupoBaHue KagpoBOro pesepea

OpraHusauus MepOonpuUsATHI no pasBuUTULo " NMOCTPOEHUIO
npodeccnoHanbHON Kapbepbl NnepcoHana

MoaroToBKa NpeasioXXeHuid No hopMMpoBaHMIo BlogKeTa Ha opraHM3aunto 1
NpoBeAeHNE MepPONpUATUI MO Pa3BUTUIO U MOCTPOEHUIO NMPOCECCUOHANBHON
Kapbepbl nepcoHana

AHanu3z  3dPEKTUBHOCTM  MEponpuUATUN N0 pasBUTUIO  MNepcoHana,
noAroToBKa NpeanoXeHWn No pasBuUTuio

Heobxoaumble ymeHusi

AHanusmpoBaTb ypoBeHb 0OLlero pasBuTMs U npodeccroHansHom
KBanudvkaLuum nepcoHana

OnpegenaTb KpaTKOCPOYHbIE W OONFOCPOYHbIE MOTPEOHOCTU pas3BuUTUSA
nepcoHana u NoCTpoeHns ero NpodeccMoHanbHOM Kapbepbl

OnpenenaTb kpuTepunn hopMUPOBAHUS KadpPOBOro pe3epBa opraHusaLum

CocTaBnsTb MHAMBKUAYANbHbIE NNaHbl KAPLEPHOrO Pa3BUTHS NepcoHana

MpUMeHATL TexHonorum u MeToAdbl Pas3BUTMS MepcoHana W MNoCTPOEeHUs
npodeccnoHanbLHON Kapbepsbl

CocTaBnsiTb NpeasioKeHUss U KOHTPONMpOBaTb CTaTbWM PacxodoB Ha
nporpammbl M MEPOMPUSTUS MO  pasBUTUIO MepcoHana U MNOCTPOEHUIo
NpodeccroHanbHo Kapbepbl Ans NNaHUpoBaHus GlooKeToB

OnpegenaTe 3a(PHEKTUBHOCTL MEPOMNPUATUA NO PasBUTMIO NepcoHana wu
NMOCTPOEHUIO NPOECCUOHANbLHON Kapbepsbl

Pabotatb ¢ I/IH(bOpMaLI,VIOHHbIMVI cuctemamm 1M GasamMm  OaHHbIX MO
nepcoHany

CobniogaTe HOPMbI 3TUKKU OEOBOro ooLeHus

Heobxoagumble 3HaHMSA

Cucrema, cnocobbl, meTofbl, WNHCTPYMEHTbI NOCTPOEHMS
npodeccnoHanbHon Kapbepsbl

MeToabl onpeaeneHnss U OLEHKM JIMYHOCTHbIX M NpodeccroHanbHbIX
KOMMeTeHUnn

Cuctembl, MeTogbl W OpMbl  MaTepuanbHOro M HemaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHomnoruu, MeToAbl (OPMUPOBaHMS U KOHTPONA BloaKeToB

TexHonorun, meToabl U METOAMKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
OOKYMEHTOB 1 MHGOpMaLmm

OcHoBbl NpodeccnoHanbHON opueHTaLmm

OcHoBbI JOKyMEHTOO6OpOTa M JOKYMEHTALMOHHOIO obecneyeHust

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I OeATeNIbHOCTUN opraHn3auunm

OcHoBbl 06Leit 1 coumanbHOW MCUXOMOrMK, COLMOMOrMKU U MCUXONOrnn
TpyAa

CprKTypa opraHunsauunmn n BaKaHTHbIE AOJTXHOCTH (npocbeccvm,




crneunanbHOCTH)

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKkTbl, CoaepKallme HOpMbl TPYO4OBOIO
npaea

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE akTbl OpraHv3auuu, perynupylolme nopsgok
pas3BUTUSA 1 NOCTPOEHMUS NPodeCcCrMoHarnbHOM Kapbepbl NepcoHana

Mopsiaok 3akroYeHnst 4OroBOpPOB (KOHTPAKTOB)

Hopmbl aTnkn genoBoro o6weHnst

BasoBble OCHOBbI MHboOpMaTUKK, CTPYKTYpHOE NoCTpoeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoThl C HAMM

Opyrve xapakrepucTuku

3.4.2. TpynoBas dyHKUMSA

HanmeHoBaHue

OpraHuzaumst oby4eHns nepcoHana YpoBeHb

Kon D/02.6 |(nogypoBeHb) 6
KBanundukaumm

MponcxoxaoeHne TpyaoBon
DyHKLMN

3anmcTBOBaHO

OpvirnHan X
13 opurnHana

Kon PernctpaunoHHbIN
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTeuns

AHanu3 pblHka obpasoBaTenbHbIX yCryr u notpebHocTenm opraHusauum B
oby4eHun nepcoHana

Paapa60TKa nnaHoB, METOoAMYECKMX MaTepunalos, y‘-le6HbIX nmnaHoB u
nporpamMmm, nNpoOeKTOB JIOKaJlbHbIX aKTOB MO o6yqumo n pas3BnuTUO
nepcoHarna, BKI4aa OUeHKy 3aTtpart

OpraHu3zaums MeponpuaTuii no obydyeHnto nepcoHana

MoaroToBka NpeanoXxeHuin nNo opMUPOBaHUIO GlOMKeTa Ha OopraHM3auuio
0by4eHnsa nepcoHana

AHanma adHeKTMBHOCTN MEPONPUSATUA Mo 0by4eHnto nepcoHarna

HeobGxoammble yMeHuUsi

AHaJ'IM3I/IpOBaTb n onpenenatb I'IOTpe6HOCTM B 06yqu|/||/| rpynn nepcoHana B
COOTBETCTBUU C LENAMN OpraHn3aunn

PaSpa6aTblBaTb nnaHbl NOAroToBKM, nNepenoarotoBkM U MNOBbILLEHUA
KBaJ'II/ICbMKaLI,VII/I Kagpos, yqe6Hb|e nnaHbl U NporpamMmmvbl

AHanu3npoBaTb pbiHOK 06pasoBaTesibHbIX YCIYr U FOTOBUTb MPEeanoXeHus
Mo NOCTaBLLMKaM YCryr

OpraHu3oBbIBaTh 0Gy4atoLie MeponpuaTms




CocCTaBnATb M KOHTPONMPOBaTb CTaTbW PacxodoB Ha obydyeHue nepcoHana
ANs NNaHnpoBaHnsa GrokeToB

PaspabaTtbiBaTtbe 1 KOMNNEKTOBaTb y4eOHO-MeTOoaNYECKMNE OKYMEHTHI

Mpoun3BoauTb oUeHKy 3dppeKTUBHOCTM 00YyYEeHUsI NepcoHarna

MpousBoauTb NpeaBapuTenbHble 3aKyrnoyHble Mpoueaypbl U odopMieHne
COMYTCTBYHOLLEN JOKYMEHTALMMN MO 3aKI0YEHNI0 JOrOBOPOB

PaGotatb ¢ WHMOPMALMOHHBIMKM cuUCTEMamMU U Gasamy  [OaHHbIX MO
nepcoHany

PaspabatbiBate 1 0opMNATE AOKYMEHTbl MO MpoLeccaMm opraHu3auuu
00y4yeHus nepcoHana u ux pesynbraram

CobniogaTb HOPMbI 3TUKN OETOBOro 00LeHus

Heobxoaumble 3HaHUSA

MeTogpl, MHCTPYMEHTLI nccnegosaHns NoTpebHoCcT B 06y4eHMn nepcoHana

MeToaonorus o6y4eHus

TexHonorun, MeToabl U METOAWKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
[OKYMEHTOB 1 MHGOpMaLnm

Mopsinok pa3paboTkM MNaHOB MOATOTOBKWU, NMEPENOAroTOBKM U MOBLILEHUS
KBanudukauum kagpos, y4eBHbIX MaHoB 1 NporpaMm

Cuctembl, MeTogobl M OPMbl  MaTeEpPUanbHOTO U HemaTepuanbHOro
CTUMYNUPOBaHUsi Tpyaa nepcoHana

TexHonorum n metoabl POPMUPOBAHMS U KOHTPONS GroaKeToB

nOpHD,OK BeJeHnA y4deTa M OTYHEeTHOCTM Nno noAroToBke W MOBbILLEHUIO
KBaJ'IVI(bVIKaLI,VII/I nepcoHana

OcHoBbI JOKyMEHTOO6OpOTa M LOKYMEHTALMOHHOrO obecneyeHuns

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATeNIbHOCTU OpraHmn3auumn

OcHoBbl 00OLer U coumanbHOM MNCUXOMNOrMnU, COLMONOTMU U MCUXOMNOrum
TpyAa

Mopsigok  npoBedeHVMs  3aKyMouyHbIX — Mpouedyp U odopMieHus
COMyTCTBYIOLLEN AOKYMEHTaLNM

CTpyKTypa opraHusaumm

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepkallme HOpMbl TPYOOBOIo
npaea

OcCHOBbI apXMBHOIO 3aKoHOOATENMbCTBA M HOPMATMBHbLIE MPABOBbLIE aKThI
Poccuiickoin denepaunm, B YacTu BeAeHUst JOKYMEHTaUMN No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

OcHoBbl 3akoHoAaTenbCcTBa 06 06pasoBaHmm Poccuickon depepaumm

3akoHogaTenbcTBO Poccuiickon deagepaLnmm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynumpywoLine o6yquv|e




nepcoHana

Mopsiaok 3akroYeHnst 4OroBOPOB (KOHTPAKTOB)

Hopmbl aTnkn genoBoro o6weHnst

BasoBble OCHOBBI NHGOPMATUKN, CTPYKTYpHOE nocTpoeHue
WMHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTN paboThbl C HUMMK

[Ipyrve xapaKkTepucTuku

3.4.3. Tpynoas dyHKUMA

HanmeHoBaHue |nepcoHana

OpraHusauus agantauum u CTaXKUpOBKU YpoBeHb

Kog D/03.6 |(nogypoBeHb) 6
KBanundukaumm

MpouncxoxaoeHne TpyooBon
dyHKUMN

3anmcTBOBaHO

OpwurunHan X
13 opurnHana

Kon PerncrpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBus

AHanua yCneLwHbIX KOpnopaTuMBHbIX MPakTUK Mo opraHu3auunm agantauumm m
CTaXNpoBKe nepcoHana

Paapa60TKa nnaHoB aganTaunn, CTaXmpoBku nepcoHana c OLIEHKOM 3aTtpart

OpraHusauns MeponpusiTMiA Mo aganTauun, CTaxXMpoBKke nepcoHana

MNogroToBka I'Ipe/J,J'IO)KeHMﬁ Nno COBeEpPLUIEeHCTBOBaHNKO CUCTEMbI agantauun,
CTaXMpPOBKU nNepcoHana

MoaroToBka NpeanoXxeHuin nNo opMUpoBaHUIO GloMKeTa Ha opraHuU3auuio
ajanTauuun 1 CTaXkMpOBKW NepcoHana

AHanuns 3SMdEeKTUBHOCTU MeponpuaTM Mo  agantaumm U CTaXupoBke
nepcoHana

HeobGxoammble yMeHuUsi

Oﬂpeﬂ,e]’lﬂTb rpynnbl NepcoHana ana CtaXxXnpoBkn 1 agantaunm

OnpepenaTte paboune MecTa AN NPOBEAEHMS CTAXMPOBKM U adanTtauuun
nepcoHana

CornacoBbiBaTb MeponpuaTnua agantaumn N CTaXXmpoBkn C BO3IMOXHOCTAMU
npon3soacTBa

npOM3BO,qMTb aHanM3 U OLUEeHKYy pes3ynbTaTtoB agantaumm u CTaXXMpPOBOK
nepcoHana

CocTtaBnsATb MpearnioXeHuss U KOHTPONMpoBaTb CTaTbW pacxodoB Ha
nporpaMmbl U MEpPONPUSTUS NO aganTauuMu U CTaXUPOBKE MepcoHana ans
nnaHnpoBaHnsa O4KeTOB

Mpon3BoauTb OUEHKY 3MEKTUBHOCTM MeponpuATUA no agantaumm u




CTaXMpoOBKe nepcoHana

BHeapsTb cUCTEMbI BOBIeYeHMsi paGOTHUKOB B KOPNOPaTMBHYIO KYNbTypy

VMcnonb3oBaTtb MHhOPMALIMOHHBbIE CUCTEMBI U 6a3bl AaHHbLIX NO NepcoHany

CobniogaTb HOPMbI 3TUKU OETOBOro o0LeHus

Heobxoaumble 3HaHUSA

MeToabl aganTauumn 1 CTaKMPOBOK

TexHonorun, MeToabl U METOAMKN NPOBEAEHUS aHanMs3a U cuctemaTmaumm
OOKYMEHTOB U MHGOpMaLmm

HOPHE,OK p83pa6OTKVI nnaHoB apjantauun nepcoHasna Ha HOBbIX pa60lw|x
MecTax, noAaroToBku, nepenoarotoBkm U MNOBbILWLEHUA KBaJ'IVI(bVIKaLI,VIVI
nepcoHana n opraHn3aumn CTaXxmMpoBOK

nOpﬂ,D,OK COCTaBlieHMA CMeT 3aTpaT Ha agantaunio 1 CTaXUpoBKY
nepcoHana

nOpHD,OK BeAeHnA y4yeta WM OTHETHOCTW NOo apgantauun mn CTaXUpoBKe
nepcoHana

Cuctembl, MeToaobl M OPMbl  MaTepUanbHOTO W  HemaTepuanbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OromkeToB

OcHoBbI TEXHOMOMMN npoun3eoacTBa U AeATeNIbHOCTU opraHun3auunm

OcHoBbl 00Len M couunanbHOM MCUXOMOMMK, COLMOIIOTMA N MCUXONOrMm
TpyAa

CTpykTypa opraHusauMum W  BakaHTHble  [JOMMKHOCTM  (npodpbeccuu,
cneuuanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HopMbl TPY4OBOrO
npaea

OcHoBbl HanoroBoro 3akoHogaTenbcTBa Poccuinckon eagepauum

3akoHopaTenbcTBO Poccunckon Pegepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPpMaTKBHbIE aKTbl OpraHn3auuun, perynupyrwme agantaumo un
CTaXMpPOBKY nepcoHarna

OcHoBbI JOKyMEHTOO60pOTa M LOKYMEHTALMOHHOIO obecneyeHust

Mopsok 3aknoyYeHns JoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM fenoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE NnocTpoeHne
MHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.4.4. TpypoBas oyHKUNA

HanmeHoBaHve | AgMUHUCTPUPOBaHWE NPOLECCOB U Koa D/04.6 |YpoBeHb E




OOKyMeHTOoob0opOoTa No pasBuTuio u (nogypoBeHb)
npodeccnoHanbHON kKapbepe, 06y4YeHuIo, KBanudukalmm
ajanTauum 1 CTaKUPOBKE nepcoHana

MpoucxoxaeHvne Tpyooson
PyHKLMN

3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

TpynoBble AencTeus

AHanu3 npoueccoB, NpaBuil U MOPSOKOB OpraHM3auuu Npu nNpoBeaeHuu
MeponpusATUIA Mo PasBUTUIO U NpodeccroHanbHON Kapbepe, 00y4YeHuto,
ajanTauun n CTaXkMpoBKe NnepcoHana

[okyMmeHTaumoHHoe ohopMieHne pe3ynbTaTtoB MeponpuaTUiA No PasBUTUIO
n npodeccmoHanbHOW Kapbepe, 0byveHuto, aganTauum Uu CTaXUPOBKe
nepcoHana

MoaroToBka WHAMBMAOYamNbHbIX NPEOSIOKEHUA Ha OCHOBE pe3ynbTaToB
NpOBEAEHUS MEPONPUSTUA MO PasBUTUIO U MPOGECCUMOHANBHON Kapbepe,
oby4deHuto, aganTaummn 1 CTaXUPOBKe NepcoHana

MoarotoBka NpeanoXeHWn MO COBEPLUEHCTBOBAHWIO CUCTEM OGYy4yeHus,
ajanTauuMm u CTaXUPOBKM, PasBUTMS U MOCTPOEHUS NpodheccroHanbHoM
Kapbepbl NepcoHana

ConpoBoxaeHue [OroBOpOB no OoKasaHuio KOHCYIbTaLUMNOHHbIX,
MHOPMALIMOHHBLIX  YCryr, HeobxoAuMbiX [Ons npoBedeHust oby4veHus,
agjanTauum M CTaXMPOBOK, PasBUTUS M MOCTPOEHMSI MpodhecCcnoHanbHom
Kapbepbl MepcoHana, BKMOYas npeaBapuTenbHble nNpoueaypbl MO KX
3aKIIoYeHnIo

BbinonHeHne TpeboBaHUM MO XpaHeHU WHdopmaumm o pesynbTaTtax
obydyeHus, aganTauMmM U CTaXWPOBKW, pPasBUTUS U MOCTPOEHMS
npodeccnoHanbHon Kapbepbl NnepcoHana

HeobGxoammble ymeHusi

OdbopmnsTb AOKYMEHTBI MO BOMpocaM npoBeAeHus obyyeHus, agantauum u
CTaXMPOBKM, pasBUTUSE M MNOCTPOEHUS NPOGECCUMOHANBHOW  Kapbepbl
nepcoHana, npenocTaBnsieMble B rocyaapcTBeHHble opraHbl,
npodeccnoHarnbHble COK3bl W Apyrne npeacTaBuUTErNbHbIE  OpraHbl
paboTHMKOB

Ob6ecneunBaTb 4OKYMEHTALMOHHOE COMPOBOXAEHNEe 0BYyYeHns, agantauum u
CTaXMPOBOK, pPasBUTUSA U MNOCTPOEHUS NPOdECCUOHANBHOW  Kapbepbl
nepcoHana

AHanuaupoBaTb npaBuna, npoueaypbl U Nopsaku NpoBeAeHUs oBydeHwus,
aganTauum 1 CTaXWPOBKW, Pas3BUTUS M MOCTPOEHMST NPOodecCMOoHanbHOWM
Kapbepbl nepcoHana

OpraHu3oBbiBaTb XpaHeHMEe [OKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
3akoHogartenoctBa Poccuiickon ®depepauumn M NOKanbHbIMU - akTamMu
opraHusaumm

AHaJ'IM3I/IpOBaTb OOKYMEHTbI n nepeHoCuTb I/IH(*)OpMaLI,I/II'O B
MHCbOpMaLI,I/IOHHbIe cuctembl 1 6a3bl JaHHbIX




BecTn yyeT n peructpaumio JOKYMEHTOB B MHPOPMALMOHHbIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENSIX

PaboTtaTtb ¢ MHOPMaUMOHHbIMK cucTeMamm 1 6azamMm AaHHbIX NO BONpPOcam
obyyeHuns, aganTauuMm U CTaXMPOBKM, pPasBUTMS U MNOCTPOEHUS
npodeccnoHaneHON Kapbepbl NepcoHana, BedeHusl yyeTa KaHOuaaToB Ha
BakaHTHbIE JOIMKHOCTM (Mpodeccuu, cneunanbHOCTH)

BecTu oenoByto nepenncky

CobntogaTb HOPMbI 3TUKM OENOBOro 0oLWeHus

Heobxoaumble 3HaHWSA

Mopsinok ohopMreHusi, BEAeHWS U XpaHeHWsl JOKYMeHTaumu, CBSI3aHHOW C
cucTemMoln oby4yeHus, aganTauunm M CTaKMPOBKW, PasBUTUA M MOCTPOEHUS
npodeccroHanbHol Kapbepbl NepcoHana

Mopsgok  dopmupoBaHus, BefeHuss 6GaHka [daHHbIX O  MepcoHane
opraHusaumm u npegocTaBneHnst OTYETHOCTU

HopmaTtuBHble npaBOBble aKTbl, Perynupylowne npaesa M 006513aHHOCTM
roCyapCTBEHHbIX OPraHOB WM OpraHumsauuM no NPeoCTaBlIEHUIO YYETHOM
AOKyMeHTaumu

nOpHD,OK O(*)OpMJ'IeHVIFI AOOKYMEHTOB, npeaocTtaBlideMbIX B rocygapCTBEHHbIE
opratHbl 1 UHble opraHn3auunmn

OcHoBbl JOKyMEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHus

Mopsigok  npoBedeHVMs  3aKyrMouyHbIX  Mpouedyp W odopMieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

CTpykTypa opraHMsauuMm U1  BaKaHTHble  JOIDKHOCTM  (npodheccuum,
crneunanbHOCTK)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HopMbl TPY4OBOrO
npaBsa

OcCHOBbI apXMBHOMO 3aKoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBble aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaUMK No nepcoHany

OcHoBbl HanoroBoro 3akoHogaTenscTeBa Poccuiickon Pegepaumm

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

TexHonorun, meToapl U METOAMKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
OOKYMEHTOB 1 MHdOpMaLmm

NokanbHble HOpMaTWBHbIE aKTbl OpraHM3auUuu, perynupylolmne nopaaok
pasBUTUS U MOCTPOEHUs NpodeccUoHanbHOM  Kapbepbl, 0Gy4YeHus,
ajlanTauuun U CTaXkMpOBKU NepcoHana

Mopsgok 3aknyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obLeHns

Basosble OCHOBBbI NHpopMaTuKu, CTPYKTypHOE nocTpoeHue
NHOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMU

[pyrvne xapakTepucTmnkm

3.5. ObobLeHHas TpygoBas pyHKUMS




eATenbHOCTb NO OpraHM3auun Tpyaa u YpoBeHb
HanmeHoBaHue A P H pyA Kopn E P 6
onnaTbl nepcoHana KBanMdukaumm
MpoucxoxaeHne
p kne . 3anmcTBOBaHO
0606LLEeHHON TPYaoBON OpurvHan X
13 opurMHana
PyHKLMN
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

Bo3MoOXHble HanmMeHoBaHUS
DOImKHOCTEN, npodeccui

Cneuuanuct no HOPMMPOBaHMIO 1 onnaTe Tpyaa
CneuuanucT no opraHv3auum u onnarte Tpyaa
Cneuuanuct no KoMNeHcaunsim 1 Nbrotam
Cneuuanuct no nepcoHany

MeHekep no nepcoHany

TpeboBaHus Kk
0obpasoBaHuo 1 00y4eHNIo

Bbicwee obpasoBaHme

HononHutenbHoe npodeccrmoHansHoe obpasoBaHne - NporpaMmbl
npodeccunoHarnsHONn NepenoaroToBku B 0611acTy SKOHOMUKW, HOPMUPOBaHUS
1 onnaTbl TpyAa, NporpamMmbl NOBbILLEHUS KBaNMpUkaumm

TpeboBaHus K onbITy
npakTuyeckon paboTbl

OcobGble ycnosus gonycka k
paboTe

[pyrne xapakrepucTumku

JononHutenbHble XxapaKTepUCTUKU

HavmeHoBaHWe JokymeHTa Kop HaumeHoBaHne 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccnm) unm
cneumanbHOCTH

OK3 2412 CneumanncTbl No kKagpam 1 npodopmneHTaumnm
3423 CreuvanncTbl KagpoBbIX CMYXO 1 yYpeXxXaeHU 3aHATOCTH

EKC - WHxeHep no HopMmnpoBaHUio Tpyaa
- TexHuk no Tpyay
- OKOHOMUCT Mo Tpyay
- MeHexep no nepcoHany

OKMnAaTP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.5.1. TpynoBas yHKUNA
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HanmeHoBaHue

OpraHusauua Tpyaa nepcoHana YpoBeHb

Kog E/02.6 |(nogypoBeHb) 6

MpoucxoxaeHvne Tpyooson
PyHKLMN

KBanudukaumm
3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

TpynoBble AencTeus

AHanM3  ycneluHbIX  KOpPMopaTWMBHbIX  MPaKTMK MO  OpraHM3auuu
HOPMMpPOBaHMS  Tpyda [AOfIs  pasnuWyHbiX  KaTeropuid  rnepcoHana,
0coGeHHOCTEN NPOM3BOACTBA U AeATENBbHOCTM OpraHM3aLum

PaspaboTtka cuctembl opraHusauuMu Tpyda nepcoHana W - nopsaka
HOpPMMPOBaHWA Tpyaa Ha paboynx MecTax C OLEHKOM 3aTpaT Ha nepcoHan

BHeapeHue cucTembl opraHusauuy Tpyda nepcoHana WM KOHTPOns Hapg
HOPMMPOBaHWEM C  OMpederieHMeM  TPYAOEMKOCTW,  HOPMaTWBHOW
YMCIEHHOCTM, rpachmKoB paboT U YCroBUIA onnaThkl TpyAa nepcoHana

BuisiBneHue pe3epBOB MOBbLILLEHNA NMPOM3BOONUTENIBHOCTU Tpyda U KadecTBa
HOpMUpoBaHWA Tpyada, NoaroToBka ﬂpeﬂﬂO)l(eHVIVI Nno U3SMEHEHNAM YCJ'IOBI/I17I
nonnatbl Tpyaa nepcoHana

MoarotoBka nNpennoXeHUn no opMMPOBaHMIO BHO4KETa Ha OpraHu3auuio
TpyAa nepcoHana

OnpepeneHve 3®EKTUBHOCTA paboTbl CUCTEMbl opraHusauuMu Tpyga u
HOPMMPOBaHWS Tpyda Ha paboynx MecTax

Heobxogumble ymeHus

BHeapsaTb MeToabl paunoHansHOW opraHmsaunmn Tpyaa

Pa3pa6aTblBaTb nnaHbl OPraHn3aunoOHHBbIX N TEXHUYECKNX MepoanﬂTMlZ no
NoBbILWEHNK NPOM3BOANTENIbHOCTU Tpyaa

AHanu3nMpoBaTb COCTOSiHE HOPMMPOBaHWS Tpyda, KaydecTBO HOPM,
nokasaTteneu no Tpyay

AHanmanpoBatb 3(MPEKTUBHOCTE paboTbl CUCTEMBbI OpraHuM3aummM Tpyada
rnepcoHana u HopMMpoBaHUA Tpyaa Ha pabounx mectax

CoctaBnate KOHTpONMpoOBaTb CTaTbM pacxod4oB Ha onnaty Tpyada
nepcoHana gna nnaHnpoBaHuA GromxeToB

PabotaTtb ¢ WHMOPMAaLMOHHLIMU cucTeMamn W Gaszamu [aHHbIX MO
HOPMMPOBaHWIO 1 onriaTe Tpyaa nepcoHana

Pa3pa6aTbIBaTb n O(bOpMJ'IﬂTb OOKYMEHTbI NO HanpaslieHUo 0eATelIbHOCTU

CobntogaTb HOPMbI 3TUKKU OETOBOro o0LweHus

Heobxoaumble 3HaHUSA

MeToabl y4eTa n aHanmsa nokasarenen no Tpyay unonnarte Tpyna

MeToabl onpeneneHusl, OLEHKU U CcpaBHEHUS  MPOV3BOACTBEHHOW
WHTEHCUBHOCTM U HaNpshXeHHOCTW Tpyaa




MeToabl HopMUpOBaHUS Tpyaa

Me>i<0TpacneBb|e M oTpacyieBble HOpMaTMBbl TPYAOBbLIX 3aTpaTt

CoBpeMeHHble (POpPMbI, CUCTEMbI OMMaTbl M yyeTa MNPOU3BOAUTENbHOCTU
TpyAa nepcoHana

CwuctemMbl, MeTogbl M OpPMbl  MaTepuanibHOro W HemMaTepuarnbHOro
CTMMYNMPOBaHUS Tpyaa nepcoHana

TexHonornn n MetToapl CpOpMVIpOBaHVIFI N KOHTpOIA OromKeToB

TexHonornm, MeToabl U METOAMKN NPOBEAEHUS aHanM3a U cucteMaTusaumm
OOKYMEHTOB U MHGOpMaLmm

OcHoBbI ﬂ,OKyMeHTOO60pOTa N JOKYMEHTaUNOHHOIo obecneyeHust

Mopsgok Tapudukaumm paboT m paboumx, YCTaHOBMEHUS OOIDKHOCTHbIX
oknagos, gonnat, HagbaBok u koadhduumeHToB K 3apaboTHom nnarte,
pacdeTa CTUMyNUPYOLLUX Bbinnat

TapudHo-kBanMpuKaumMoHHbIE CNPaBOYHMKN paboT u npodeccuii paboumx
1 kBannUKaLNOHHbIE XapaKTEPUCTUKN OOIMKHOCTEN CyXKaLLmX

OcHoBbI TEXHOMOMMN npon3eoacTBa 1N AeATeNIbHOCTU OpraHun3auunm

CTpykTypa opraHuM3auMm W  BakaHTHble  OOMXHOCTM  (nNpodpeccun,
crneunanbHOCTK)

Kap,posaﬂ NOJINTUKa U CTpaTernda opraHn3aunmn

OkoHOMVKa TpyAa

OcHoBbI 06u.|,e17| n couwaanoﬁ ncuxomnormn, couunonormm m ncumxornornn
Tpyna

TpynoBoe 3aKOHOA4ATENBLCTBO M MHbIE akTbl, coAepKallme HOpMbl TPYA0BOro
npaea

OcHOBbI apXMBHOTO 3aKoHoAAaTenbCTBA M HOPMAaTUBHbIE MpPaBOBbIE aKThbl
Poccuiickoin denepaunm, B 4acTu BeAeHUsI JOKYMEHTaUMK No nepcoHany

OcHoBbI HaNoroeoro 3akoHogaTenbcTBa Poccunckon ®epepauum

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOPMAaTMBHbIE aKTbl OpraHM3auuW, perynupytoliMe nopsiaok
opraHusaumu Tpyaa v HOpMUPOBaHKS NepcoHana

Mopsgok 3aknoyYeHns JoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLeHus

Ba3soBble OCHOBBI NHOPMaTUKK, CTPYKTYpHOE NMocTpoeHune
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTY PaboThbl C HUMK

Lpyrve xapaKkTepucTuku

3.5.2. TpynoBas yHKUNA




HanmeHoBaHue

OpraHuzaums onnatbl TpyAda nepcoHana YpoBeHb

Kog E/01.6 |(nogypoBeHb) 6

MpoucxoxaeHvne Tpyooson
PyHKLMN

KBanudukaumm
3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

TpynoBble AencTeus

AHanus YCNEeLWHbIX KopnopaTuMBHbIX MNPakKTUK No oOpraHn3aunnm CuUctemMbl
onnaTtbl Tpyaa nepcoHana

PaspaboTtka cuctembl onnaTel Tpyaa nepcoHana

dopmupoBaHue  nnaHoeBoro  Giomketa  cdoHaoa  onnatel  Tpyaa,
CTUMYNUPYIOLLMX N KOMMNEHCALUMWOHHbIX Bbinnat

BHeapeHue cuctembl onnaTel Tpyda nepcoHana

MNogroToBka ﬂpeﬂJ'IO)l(eHVIVI No COBEPLUEHCTBOBAHUIO CMCTEMDbI onnaTbl Tpyaa
nepcoHana

Heobxogumble ymeHus

CocTaBnsiTb M KOHTPONMpOBaTb CTaTbW pacxofoB Ha onnaty Tpyaa
nepcoHana Ansi nnaHMpoBaHusi 6roKeTOB 1 (POHAOB

anIMeHFITb TEXHOJI0rnn MaTepmaanoPl MOTMBauunM B  ynpaBlieHUn
nepcoHasriom

Pa3pa6aTblBaTb KOHUEenuunw  nocTtpoeHnda MOTUBALMOHHbIX MporpamMmm
pa6OTHl/IKOB B COOTBETCTBUU C LienaMn opraHn3aunmn

AHanuanpoBaTb COBPEMEHHble CUCTEeMbl Onnatbl W MatepuanbHON
(MOHeTapHOW) MOTMBaLWW Tpyaa ANd uenen opraHnsauum

AHanuanpoBaTb YpOBEHb OnnaTbl Tpyda MepcoHana no COOTBETCTBYIOLLMM
npodeccroHanbHbIM KBanuuKaumam

MpoBOANTL MOHUTOPUHI 3apaboTHOM NnaThl Ha pbIHKE Tpyaa

AHaJ'IM3I/IpOBaTb d)OprI MaTepunanbHOro CTUMynmMpoBaHUA, KoMMeHcauun n
NblroT B onJiate Tpyaa nepcoHana

PabotaTtb ¢ MHOPMaUMOHHBEIMK cucTeMamMn M 6a3aMu AaHHbIX NO onnate
TpyQa nepcoHana

CocTtaBnaTtb NPOrHO3bl pa3BUTUA onnaTtbl TpyAaa nepcoHana

CobntogaTb HOPMbI 3TUKU OEITOBOro 00LweHus

Heobxooumble 3HaHMSA

CDOprI N CUCTEMbI 3ap860TH0l7| nnatbl, NOPAAOK COCTaBIIEHNA GroaxeToB

Cuctembl, MeTogbl W OpMbl  MaTepuanbHOro UM HemaTepuanbHOro
CTUMYNUPOBaHUS Tpyaa nepcoHana

TexHonorun n metoasl GOPMUPOBAHNS U KOHTPONS BLO4KeTOB U hoHAOB




Mopsagok Tapudumkauum paboT u paboumx, YCTaHOBNEHUS [OOIMKHOCTHbIX
oknagoe, gonnat, HagbaBok M ko3ddUUMEHTOB K 3apaboTHoOW nnarte,
pacdeTa CTUMYNUPYHOLUX BbiNnaT

MeToabl onpeaeneHns YNCNEHHOCTU paboTHMKOB

TapudHo-kBanMduKaLMOHHbIE CIPaBOYHUKM paboT u npodeccun padounx n
KBanMuKaLMOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN Cry>KaLLmX

MeTtopabl yyeTa n aHanusa nokasartenen no Tpyay v 3apabotHou nnaTte

TexHonorun, MeTodbl U MEeTOAMKN NPOBEAEHMS aHanMsa u cucTemaTusaumm
AOKYMEHTOB 1 MHGpopMaLmm

Ka,uposaﬂ NoNnnUTUKa N cTpaTterma opraHn3aumm

CTpykTypa opraHusaumMm W  BakaHTHble  [OOMKHOCTM  (NMpodpeccuu,
cneumanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HOpMbl TPY4OBOrO
npaea

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon ®enepauum

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JNokanbHble HopMaTUBHBIE aKTbl OpraHM3aLUumn, perynupyrowue onnaTy Tpyaa

OcHoBbI TEXHOMOMMN npoun3eoacTBa U AeATeNIbHOCTU opraHun3auunm

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYMEeHTaLNOHHOIro obecneyeHus

Mopsagok 3aknioveHnss OroBopoB (KOHTPAKTOB)

OcHoBbl 00Llen M couunanbHOM MCUXONOMMK, COLMOIIOTMA N MCUXOOrm
TpyAa

HopMbl 3TWKM AenoBoro obuieHns

Basosble OCHOBBbI NHpopmaTuKu, CTPYKTypHOE nocTpoeHue
NMHGOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMMK

Lpyrve xapaKkTepucTuku

3.5.3. Tpynosas yHKLMSA

AOMUHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HanmeHoBaHue | AokymMeHTOOOOpOTa No BONpocam Kog E/03.6 |(nogypoBeHb) 6
opraHusauuu Tpyaa v onnaTbl nepcoHana KBanvdmkaumm

MpoucxoxaeHue Tpygosom
dyHKUMN

3anmMcTBOBaHO
Opwurunan X
13 opurnHana
Kopn PernctpaunoHHbIn
opurmHana HOMeEp
npodeCccuoHansHoro

CTaHOapTa




TpyooBble AecTBUA

AHanM3 npoLeccoB AOKYMEHTOOOOpoTa, nokKasbHbIX [OKYMEHTOB MO
BOMpoOCcaM opraHusauum onnaTtbl U Tpyaa nepcoHana

OdopmneHne JOKYMEHTOB MO BOMpocam onfaThl U Tpyaa nepcoHana

MNogroToBka I'Ipe,El,J'IO)KeHVWI no Bonpocam onaTtbl U Tpyda nepcoHarna

MoarotoBka MpeasioXeHWn MO COBEPLUEHCTBOBAHMIO CUCTEMbI OMnatbl M
opraHusaumu Tpyaa nepcoHana

ﬂ,OKyMeHTaLWIOHHOG n OopraHun3aunoHHoOe conpoBoOXaeHne CUCTEMDI
opraHundauun n onnatbl Tpyaa nepcoHana

MoarotoBka n obpaboTka 3anpocoB ¥ yBeaoMIieHUn O paboTHuKax B
rocygapCTBeHHble  OpraHbl, Npod)eccMoHanbHble COoH3bl U Apyrue
npeactaBuTenbHble  OpraHbl  paboTHWKOB, MO cucTemMam onnatbl U
opraHusauuv Tpyaa rnepcoHana

COI'IpOBO)K,EI,eHVIe aorosopos no OKa3aHuio KOHCYJ1IbTAUNOHHbIX,
VIHq.)OpMaLI,I/IOHHbIX ycnyr no cucrtemam onnatbl U oOpraHu3auun Tpyaa
nepcoHana, BKn4aa npeasapuTterbHblie npoueaypbl No UX 3aKnYeHno

Heobxoaumble ymeHus

ObecneunBatb OOKyMeHTauMOHHOEe COonpoBoOXaeHne MepOﬂpI/IFITMVI no
onnarte n opraHm3aunn Tpyaa nepcoHana

OdopmnsaTb OOKYMeHTbl MO BOMpocaM onnaTbl M opraHusauuu Tpyaa
nepcoHana, npeaocrtaBndemMble B rocynapcCrtBeHHble OopraHbl,
npodeccuoHanbHble CO3bl W ApyrMe NpeAcTaBUTENbHbIE — OpraHbl
paboTHMKOB

AHanuampoBaTb HOpPMaTMBHbIE U MeTOAMYECKMe OOKYMEHTbI Mo Bornpocam
onnatkl U opraH13aLumn Tpyaa nepcoHana

OpraHu3oBbiBaTb XpaHeHMEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMSAMU
3akoHogartenoctBa Poccuiickon ®Pepepaumm U foOKanbHbIMW - akTamu
opraHusaumm

BecTu yyeT n peructpaumnio JOKYMEHTOB B MHGOPMALIMOHHBLIX CUCTEMaX U Ha
MaTepuanbHbIX HOCUTENSIX

PaboTtatb C VIH(*)OpMaLI,I/IOHHbIMI/I cuctemamm 1 6asamm gaHHbIX MO cucTeMam
onnaTtbl U opraHn3aunmn Tpyaa nepcoHana

MpounsBoauTb NpeaBapuUTeNbHbIE 3aKynoyHble npouenypbl U OOPMISTbL
COMYTCTBYHOLLYIO JOKYMEHTaLMIO MO 3aKOYEHNUIO 4OFOBOPOB

Bectn genosyto nepenncky

Co6nioaaTh HOpMbI 3TUKK AEN0BOro 0BLLEeHUS

Heobxoaumble 3HaHuSA

Mopsaok odhopMMeHUsl, BEAEHUSI U XpaHeHUsi JOKYMeHTauuu no cuctemam
onnaTbl M opraHun3auum Tpyaa nepcoHana

HopmaTuBHble NpaBoBble akTbl, perynupylolimMe npasa U 0053aHHOCTM
rocyqapCTBEHHbIX OpraHoB M OpraHu3auuM no MNpeaocTaBreHUo yYeTHOW
[OKyMeHTaLun

TexHonorun, MeToAbl U MeTOAMKN NMPOBEAEHWsI aHanMsa u cucTematusaumm
AOKYMEHTOB 1 UHGpopMaLm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowmne nopanok




onnarbl, OpraH1M3aunmM 1 HOpMMPOBaHWS Tpyaa

OcHoBbI ﬂ,OKyMGHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHust

Mopsagok dopmupoBaHusi, BedeHuss ©OaHka QaHHbIX WM NpenocTaBneHus
OTYETHOCTM MO CUCTEMaM OMnnaThbl U OpraHM3auun Tpyga nepcoHana

TpynoBoe 3aKOHOAATENbCTBO M MHble akTbl, CoAepXalume HOpMbl TPY4OBOrO
npaea

OcHOBbI apXMBHOrO 3aKoHOAAaTenbCTBA M HOPMAaTUBHbIE NPaBOBble aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeeHUs JOKyMeHTaLuMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccuickon degepaunm

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

MopsAaok 3aknioveHnss 4OroBopoB (KOHTPaKTOB)

Mopsinok  npoBedeHVMs  3aKyrmouyHbIX  Mpouedyp U odopMneHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

Hopmbl 3Tnkn genosoro obLieHus

Basosble OCHOBbI MHbOpMaTUKK, CTPYKTYpHOE NoCTpoeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoTbl C HAMM

Opyrvue xapakrepucTukm

3.6. Obo6LeHHas TpygoBas pyHKUMS

[eaTtenbHOCTbL NO opraHu3aumm YpoBeHb
HanmeHoBaHue . o Kon F 6
KOpnopaTMBHON COLMANbHOW MOMUTUKN KBanugukaumm
lNpouncxoxaeHue
p ne . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpwurunHan X
13 opurmHana
yHKLMN
Kog PerncrpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Bo3MOXXHble HAaMMEHOBaHUS
JOormKHoCcTen, npodeccumn

Cneumannct no coumarnbHbIM NporpaMmmam

Cneumannct no paboTe ¢ npeacTaBUTENbHbIMU OpraHammn paboTHMKOB
Cneumannct no KopnopaTMBHOW COLMANnbHOM NONIUTUKE

Cneumannct no nepcoHany

MeHeoxep no nepcoHany

TpeboBaHus K
obpaszoBaHuio 1 00yyeHuto

Bbicwee obpasoBaHue

HononHntensHoe npodeccnoHanbHoe obpa3oBaHne - MPorpaMmbl
npodeccuoHanbHON NepenoaroToBKU U NporpamMmbl NMOBbILLEHUS
KBanudmkauum B 06nactu coumanbHbiX nporpamm

TpeboBaHUA K onbITY
npakTu4eckon paboTbl




Ocobble ycnosusa gonycka K
paboTte

[pyrue xapakrepucTumkm

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHue gokymeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)

nnn cneunanbHOCTU

OK3 2412 CneumanncTbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYX0 U y4peXXaeHUn 3aHATOCTH
EKC - CneumanncTt no kagpam
- MeHenxep no nepcoHany
oKnaTP 27755 OKOHOMWCT No Tpyay
22956 MHcnekTop no kagpam
OKCO - -

3.6.1. TpynoBas dyHKUuA

HanmeHoBaHne | nonuTuku

Pa3paboTka KoprnopaTUBHOM coLManbHOWM YpoBeHb

Kog F/01.6 |(nogoypOBeHb) 6
KBanudukaumm

MpoucxoxaeHue TpygoBom
yHKLMN

3anmMcTBOBaHO

OpvirnHan X
13 opurnHana

Kog PerncrpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa

Tpynosble AencTBuA

AHanM3 ycnewHbIX KOPNopaTUBHbLIX NPaKTMK MO OpraHvM3aLuu coumarnbHOro
napTHepCTBa, CoLManbHOM OTBETCTBEHHOCTM U coLMarbHbIX Nporpamm

Pa3paboTka KoprnopaTVBHbIX COLManbHbIX MPorpamm

PaspaboTka cuctembl Beinnat paboTHUKaM coumanbHbIX NbroT

OpraHuzaumsi nNeperoBopoB ¢ NpodeccroHanbHbLIMKM Colo3aMu U ApYrMn
npeacTaBUTENbHBIMU opraHamu paboTHMKOB, 06LlecTBEHHbIMU
opraHusauvsiMu, B3auMoAencTBIEe C rocyAapCTBEHHbIMU OpraHamu

lMogrotoBka npeanoxeHni Mo opMmupoBaHuo Olompkera B yacTu
obecrneyveHns KopnopaTUBHOM COLManbHOW MOMUTUKN

Heobxooumble ymeHus

On penenatb Lenesble rpynnbl nepcoHana onda p33pa60TKM
cneunanm3npoBaHHbIX couuaribHbIX NporpamMmm

HoBognTb I/IH(*)OpMaLI,I/IIO O couumanbHbIX nNporpamMmmax OO0 ueneBbiX rpynn
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nepcoHana ¢ ncnojib3oBaHMeM NHCTPYMEHTOB BHYTPEHHUX KOMMyHVIKGLI,I/IVI

OnpenensTb KpUTEPUM 1 YPOBHU YAOBNETBOPEHHOCTU NepcoHarna

Wcnonb3oBaTb maTtepuanbHble W HemaTepuaribHble CUCTEeMbl, MEeToAbl U
¢hopMbl MOTMBALMU B yNpaBReHUN NepcoHanom

Onpepenate obbembl CpeacTB AN peanusaumy couumarnbHbIX rapaHTum,
KOpNopaTMBHLIX NbFOT WU WUHbIX 3NEMEHTOB KOPMOPaTUBHbLIX COLManbHbIX
nporpamm ans popmMmnpoBaHus GrogxeToB

CocTtaBnsatb U KOHTpONMpoBaTb CTaTb pacxogoB Ha couunalbHble
nporpamMmmsbl an4a niaHnpoBaHUA GrooKeToB

MpounsBoauTb NpeaBapuTeribHbIe 3aKynoyHble Mpoueaypbl U odopmneHue
COMYTCTBYIOLLEW OKYMEHTaLMM MO 3aKIOYEHWI0 JOFOBOPOB

CobniogaTb HOPMbI 3TUKN OETOBOro 00LweHus

Heobxoanmble 3HaHUSA

Mopsipok M MeToabl paspaboTkM MNMaHoB M NpoOrpaMM  coumarnbHOro
pa3BuTUA opraHusauuu

MeToabl aHanunsa BbIMOMHEHNS COLUMaribHbIX MPOrpamMm v onpeaeneHns mx
3KOHOMMYECKON 3PP EKTUBHOCTHU

Cuctembl, MeTodbl M (OPMbl MaTepuanbHOro W HemaTepuanbHoro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum n metoabl POPMUPOBAHMS U KOHTPONS GroaKeToB

MeToapbl npoeseneHunA COUMNONOrn4ecKknx nccnegoBaHum, n3yvyeHunq
06LWecTBEHHOrO MHEHUS

TexHonorun, MeTodbl U1 METOAMKM MPOBEAEHUSI aHanM3a u cuctemaTusaumm
OOKYMEHTOB 1 MHdOpMaLum

Mopsigok  MpoBeAeHUs  3aKymouyHblX — npouegyp W odopMIieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I 0eATenbHOCTU opraHunsauunn

OcHoBbl 06Leit 1 coumanbHOM MCUXOMOrMK, COLMOMOrMU U MCUXOMOrnn
TpyAa

CprKTypa, uenn, ctparterna n Kagposas noJiInTUKa opraHnsauunm

TpyaoBoe 3aKOHOAATENBCTBO U MHbIE aKTbl, CoAepXalluue HOpMbl TPYA0BOIO
npasa

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuinckon deagepauum

HopmaTtuBHble nNpaBoOBble akTbl, perynupylowimMe npaesa U 0653aHHOCTM
rOCy[apCTBEHHbIX OpraHoB, npodeccuoHarsnbHbIX COH30B U OPYrKX
npeacTaBUTENbHBIX OpraHoB PaboTHUKOB

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMAaTMBHbIE aKkTbl OpraHvM3auuu, perynupyrolime nopsaok
dopMmnpoBaHNA coLmansHOM NONNTUKN

OcHoBbl npaBoBoro perynuposaHus Poccuiickon depepauum nopsigka




3aKrnYeHn JOroBOpOB (KOHTPAKTOB)

HopMbl 3TWKM Aenosoro obLeHns

BasoBble OCHOBbI nHpopmaTmku, CTPYKTYpHOE nocTpoeHne
NMHGOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU paboTbl C HUMK

[pyrue xapakrepucTumkm

3.6.2. TpynoBas oyHKUNA

HanmeHoBaHue

Peannsauunsa kopnopaTtnBHOM coLManbHOM YpoBeHb

NOJINTUKUN

Kog F/02.6 |(nogoypOBeEHb) 6
KBanudukaummn

MpoucxoxgeHvne Tpygoson

PyHKLMN

3anmcTBOBaHO

OpuruHan X
n3 opurnHana

Kopn PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTeus

BHeﬂ,peHMe KOpnopaTuBHbIX couMaribHbiX nporpaMm, B TOM 4uUcrie no
coumnanbHon nogaepiXKke otaesibHbIX rpynn pa6OTHVIKOB

Peanmsau,vm CUCTEMbI COLUMaribHbIX INbroT, BbINNaT pa6OTHI/IKaM C y4yeToMm
TpeboBaHui 3akoHogaTenbcTBa Poccuiickon ®eagepauum

OueHka yOoOBMETBOPEHHOCTM MepcoHana KOPMopaTMBHOW  couunanbHOM
MOJNINTUKON

OueHka 3PEKTUBHOCTM  MEPONPUATUIA  KOPMOPaTUBHOW  COLMarbHOM
NONMUTUKM

[MogrotoBka  npeanoXeHuid MO COBEPLUEHCTBOBAHWIO  MEpPOnpUSTUN
KoprnopaTUBHOW COLMansHOM NOMNTUKN

MoaroToBka NpeanoXxeHuWin no copMupoBaHUIO GloaxeTa Ha peanusaauuio
KOpnopaTUBHOW coLMarbHOM NOMUTUKL U COLManbHbIX MPorpamm

Heobxogumble ymeHus

PaccunTbiBaTh 3aTpaTbl Ha NpoBeAeHue CreuuanmampoBaHHbIX coLuanbHbIX
nporpaMm

npOBOD,I/ITb MOHUTOPUHI YCNELUHbIX KOPNOPaTUBHbLIX COLMalibHbIX NporpamMmv

[poBOAUTL MepONpUATUA B COOTBETCTBUM C KOPMOPATUBHOW COLMasibHON
NONUTUKON

OnpegensaTb LeneBsble rpynnbl nepcoHana ans co3faHus
cneumnanuanpoBaHHbIX CoLuarnbHbIX NporpaMmm

OnpenenaTb KpUTEPUM 1 YPOBHU YOOBNETBOPEHHOCTU NepcoHarna

Onpenenate 3PPEKTUBHOCTb MEPOMPUATUA peann3yemMon KoprnopaTUBHOM
couunanbHOM NONMUTUKN




OpFaHI/ISOBbIBaTb B3auMogencteme C rocynapCTtBeHHbIMM  OpraHamu,
I'IpOd)eCCVIOHaJ'IbeIMVI COo3amMun n gpyrmMmmn npencrtaBuUTesribHbIMKA OpraHamMmu
paGOTHMKOB, 00LWEeCTBEHHBIMA U UHBIMU opraHmnsaumaMm no Bonpocam
peanunsauunn KOpI'IOpaTVIBHOVI couunanbHOW NOMAUTUKK

AHaJ'IVISI/IpOBaTb PbIHOK YyCnyr no couuanbHbiIM U chneunann3npoBaHHbIM
nporpammam counarnsHon nogaepXky YrneHoB uUeneBbiX rpynn M rotoBuUTb
npennoXXeHma no nx nocrtasLnkam

MpounsBoauTb NpeaBapuTenbHble 3aKkynoyHble npoueaypbl M 0oopMISATh
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO JOTOBOPOB

CobnogaTb HOPMbI 3TUKM OENOBOro obLeHns

Heobxoaumble 3HaHMSA

BOI'IpOCbI ynpaBlieHna couunanbHbIM pa3BuTnem opraHmsauunm

MeToabl aHanm3a BbINOMHEHMS KOPMOPATUBHBIX COLManbHbIX NporpaMMm u
onpeaeneHns nx aKOHOMMYeckon ahpeKTMBHOCTH

Cuctembl, MeTodbl, OPMbI  MaTepuanbHOrO W  HemaTepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

MeToapbl nposeaeHunA coumnonorn4yeckmnx nccrnegoBaHum, n3yvyeHunsa
06LWeCcTBEHHOIO MHEHUS

TexHonorun, MeToAbl U METOAMKU MPOBEAEHUsI aHanM3a U cuctemaTusauum
[OKYMEHTOB 1 MHGOpMaLmm

HopmaTuBHble MpaBoOBble akTbl, perynupylolwune npasa W 06GsA3aHHOCTU
rocyqapCTBEHHbIX OpraHoB, MNpod)eccuoHarbHbIX  COH30B U APYruX
NpeacTaBUTENbHBLIX OpPraHoB pPabGOTHUKOB MO NpPeAoCTaBleHN0  YYeTHOM
JOKyMeHTaLnn

Mopsidok  MpoBedeHUst  3aKymMouyHblX  Mpouedyp UM odopMiieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

CTpykTypa, uenu, ctpaTerns n kagposasi MoNNTUKa opraHu3auum

OcHosBbl I'IpOI/I3BO/J,CTBeHHOl7I OeATEeNIbHOCTUN opraHn3auunm

OcHoBbl 06LLen 1 coumanbHON NCUXONOrnn, COLMONOrMM U NCUXONOMN Tpyaa

TpyooBoe 3akoHOAaTENbCTBO M MHblE aKTbl, cooepXKallumMe HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA W HOPMAaTUBHbIE MPaBOBble aKTbl
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMEHTaUmMy No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuinckon deagepauum

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble  akThbl opraHusauunu, perynupywuwmne nopaaok BHeOpeHud
coumnanbHON NONUTUKK

Mopsgok 3aknyYeHns AoroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI NMHOpMaTUKHK, CTPYKTYpHOE nocTpoeHne
WMHPOPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU




[pyrue xapakrepucTumkm

3.6.3. TpynoBsas pyHKLMA

ALMUHUCTPUPOBaHWE NPOLECCOB U YpoBeHb
HavnmeHoBaHue | AokymeHTOOB60pOTa NO BONpocam Koa F/03.6 |(nogoypoBeHb) 6
KOpnopaTMBHOWN COLManbHOW MNOMUTUKN KBanudukaumm

MpouncxoxageHne TpynoBon
dyHKUMN

3anmMcTBOBaHO
Opwurunan X
13 opuruHana
Kon PerncrpaunoHHbIn
opurnHana Homep
npodeccroHansHoro
cTaHgapTa

TpyooBble AeNCTBUSA

AHanu3 npoueccoB OOKyMEHTOOOOpOTa, JNoKanbHbIX [OOKYMEHTOB MO
BOMPOCaM KOPNopaTMBHOW CoLManbHOM NONNTUKA

[lokyMeHTaUuoHHOe ohopMIIEHNEe pe3yrbTaToB KOpnopaTMBHOMN couuansHom
NOSINTUKN

MogrotoBka npeanoXeHWW MO PasBUTUIO KOPMOPaTMBHOW couMarnbHOW
NOMUTUKN

MogrotoBka  pe3ynbTaTtoB  aHanu3a  COOTBETCTBUS  KOprnopaTWBHOW
coumanbHOM nonuTMkM TpeboBaHMAM 3akoHodaTenbcTBa Poccuinckon
depepaumm 1 ycnoBuaM pbiHKa Tpyada

,D,OKyMeHTaLI,VIOHHOG n opraHn3aumnoHHOE conpoBoXaeHne MepOI'IpVIFITVIﬁ
KOpHOpaTMBHOVI coumnanbHOM NOAUTUKK

MogrotoBka n obpaboTka 3anpocoB M yBeAOMNEHMN O paboTHukax B
rocyfapCTBeHHble  opraHbl, MpodeccuoHanbHble col3bl W apyrue
npeacTaBuUTENbHbIE  OpraHbl  paboTHMKOB MO BOMpocam  CoumanbHON
MONUTMKM B OTHOLLEHWUWN NepcoHana

ConpoBoxgeHve [OroBOpOB MO OKa3aHUK  KOHCYMbTALMOHHBLIX U
WH(POPMALIMOHHLIX YCMYr MO MeponpUATUAM KOPNOpaTUBHOW COLManbHON
NONUTUKK, BKMOYasa npeasBaputenbHble npoueaypbl NO UX 3aKNioYeHUIo

HeobGxoammble yMmeHusi

OdopMnsaTb  OOKYMEHTbl NO BOMpocaM KOPNopaTUBHOW  couunanbHOU
NOMUTUKM, npegocTaBnsiemMble B rocygapCTBEHHbIE opraHbl,
npencTaBuTENbHbIE OpraHbl paboTHUKOB

AHanusnposaTtb npasuna, nopsaKku, npouenypsbl KopnopaTuBHON
counanbHOM NONUTUKN

ObecneunBatb OOKYMEeHTauMoHHOEe conpoBoXaeHune coumanbHOM MOMUTUKN
B OTHOLUEHNN nepcoHana

OpraHu3oBbiBaTb XpaHeHMEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMSMU
apxXmBHOro 3akoHogartenbctBa Poccunckon depepaumm M nokanbHbIMK
aKkTamu opraHmsauum

MpounsBoauTb NpedBapuTeribHble 3aKyrnoyHble npoueaypbl U odopMnsaTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 [JOrOBOPOB




PaboTtaTtb ¢ MHOPMaUMOHHbIMK cucTeMamm 1 6azamMm AaHHbIX NO BONpPOcam
coumanbHON NOMUTMKN B OTHOLLIEHMM NepcoHana

Bectn yyeT n peructpaumio LOKYMEHTOB B MH(pOPMALMOHHbIX CUCTEMAXxX U Ha
MaTepuarnbHbIX HOCUTENSIX

BecTu oenoByto nepenncky

CobnogaTb HOPMbI 3TUKM OENOBOro 0oLWeHust

Heobxoaumble 3HaHWSA

HOPHE,OK OCbOpMJ'IeHVIFI, BeAeHUA N XpaHeHnd OOKyMeHTauun no coumanbHomn
NONMMTUKE B OTHOLLEHNWN NepcoHana

Mopsagok dopmupoBaHusi, BedeHuss ©OaHka QaHHbIX WM nNpenocTaBeHus
OTYETHOCTM NO BONPOCaM CoLManbHOM NOMIMTUKM B OTHOLLEHUW NepcoHana

TexHonorun, MeTodbl U MEeTOAMKN NPOBEAEHUsl aHanMsa u cucTemaTusaumm
[OKYMEHTOB 1 MHCpopMaLmm

OcHoBbI JOKyMeEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHns

Mopsignok  npoBedeHVs  3aKymouyHbIX  Mpouedyp W odopMieHus
COMYTCTBYIOLLIEN AOKYMEHTaLNM

CTpykTypa opraHmsauMm 1  BakaHTHble  JOJDKHOCTM  (npodeccun,
cneumanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HOpMbl TPY4OBOrO
npaea

OcCHOBbI apXMBHOrO 3aKoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUSI OKYMEHTaLMM No nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenocTea Poccuickon Pegepaumm

HopmaTtuBHble NpaBoBble akTbl, pPerynupylolmMe npasa U 00513aHHOCTM
rocyqapCTBEHHbIX OpraHoB, MPOdIECCUMOHalNbHbIX COH30B W APYruX
NpeacTaBUTENbHBLIX OpraHoB pPabGOTHUKOB MO NpPedoCTaBlIEHUIO YYETHOM
JOKyMeHTaLmnn

3akoHogaTenbcTBO Poccuiickon ®epepaunmm o nepcoHanbHbIX AaHHbIX

JNlokanbHble HOPMAaTUBHbIE aKTbl OpraHu3auuu, perynupylowmne nopsaok
BHEAPEHMS KOPNOPaTUBHOWM COLMAnbHOM MNONMTUKM M COLMAnbHbIX NPOrpaMm

Mopsgok 3aknoyYeHns AoroBopoB (KOHTPaKTOB)

Hopmbl 3TnkM genoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE NnocTpoeHne
MHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.7. Obob6LeHHas TpygoBas pyHKUMS

HanmeHoBaHue

OnepaunoHHOEe ynpaBneHne NepcoHanom u
noapasgeneHmem opraHusaumm KBanudmkaumm

Kon G YpoBeHb




MpoucxoxaeHne
0000LLEeHHOM TpyaoBOM
dyHKUMN

3anmMcTBOBaHO

Opwurunan X
13 opurmHana

Kon PernctpaunoHHbIn
opurnHana HoMep
npoceCccuoHansHoro
cTaHgapTa

Bo3MoXHble HanMeHoBaHUS
DOIKHOCTEn, npodeccui

PykoBoauTenb CTPYyKTYpHOro nogpasaeneHus
HayanbHWUK CTPYKTYPHOro noapasaeneHns

TpeboBaHus k
obpasoBaHuo 1 06y4eHNIo

Bhiclwee oGpa3oBaHue - cneuvanuTeT, maructTpaTtypa

[ononHutensHoe npodeccroHansHoe obpasoBaHue - NporpaMmmbl
npodeccroHanbHol nepenoaroToBKU B 061acTy yrnpaBrieHnsl NepcoHarnom,
onepaLyoHHOrO U TaKTUYECKOro yrpaBlieHusl; NporpaMMbl MOBbILLEHNS
KBanudukauum B obriactu ynpasneHusi NepcoHanoMm, onepaumoHHOro 1
TaKTUYECKOro yrnpaBneHust

TpeboBaHus K onbITy
npakTuyeckon paboTol

He meHee nATK net B obnacTtv ynpaBneHUs nepcoHanom

Ocobble ycnosus gonycka K
paboTte

Lpyrve xapaKkTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHMe gokymeHTa

Kog HaumeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)

nnun cneunanbHOCTU

OK3

1232 PykoBoautenu nogpasgenexHun (cnyx6) ynpaeneHus

KagapamMmu n TpyaoBbiMU OTHOLLUEHNAMMU

EKC

- HavanbHuk otaena KagapoB

- HavanbHuk oTAena opraHvsaumu 1 onnaTtbl Tpyaa

- HavanbHWK oTAena NnoaroToBKK KaapoB

- HavanbHuK oTaena coumansHoro pas3suTus

- 3aBefyoLLmi (HayanbHWK) OTAENOM KaapoB

OKMATP

24063 MeHexep no nepcoHany

3.7.1. TpynoBsas pyHKLMSA

HanmeHoBaHue

PaspaboTtka cuctembl onepaLyoHHOro YpoBeHb
ynpaBreHusi NnepcoHanom n paboTsbl Koa G/01.7 |(nogypoBeHb) 7
CTPYKTYPHOro nogpasaeneHuns KBanudunkaumm

MpoucxoxgeHve Tpyooson
dyHKUMN

3aMmcTBOBaHO

OpwurunHan X
13 opuruHana
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Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHanbHoro
cTangapTa

TpyooBble AencTBUA

AHanus yCneLwHbIX KOpnopaTuBHbIX MPakKTUK NO BONpOCaM CTpaTern4eckoro
M onepaTtnBHOro ynpasneHua nepcoHanom opraHmusaunm

lNocTaHoBKa onepaTtunBHbIX uenemn no BOMnpocam ynpaslieHnA nepcoHasiom

PaspaboTka nnaHoB, nporpamm 1 npoueayp B ynpasreHn nepcoHanom

Pa3paboTka npeanoxeHuii No CTPYKType noapasgeneHuss u notpebHoctn B
nepcoHane

PaspaboTtka npegnoxeHun no obecnedyeHnio nepcoHanom, GOpMMPOBaHUIO
CUCTEM OLEHKM, pasBWTWA, onnatbl TpyAa, KOpnopaTUBHbLIM CoLMalribHbIM
nporpammam 1 coupansHON NonUTUKe

Paspabotka npeanoxeHw o 3aTpatax M opmupoBaHuio OrompkeTa Ha
nepcoHan

PaspaboTka npeanoXxeHuid Mo 3aklo4YeHWo [JOroBOPOB MO YNpaBreHuio
nepcoHanoM cC rocTaBWuKaMu YCNyr W MpoBedeHVe NpeaBapuTenbHbIX
npoueayp Mo UxX 3aKroYeHuno

Heobxogumble ymeHus

OpraHun3oBbiBaTb paboTy nepcoHana CTPYKTYpHOro noapasaeneHus

Oﬂpeﬂ,e]’lﬂTb 3afayun nepcoHana CTPYKTYpHOro nogpasgeneHud, ncxoga ms
uenen n cTpaTtermn opraHn3auunm

CosgaeaTb M ONMCbIBaTb OPraHM3aLMOHHYI CTPYKTYPY, Lenu, 3agayu,
bYHKLMM CTPYKTYPHOrO noapasaeneHns

MpUMeHsATL  MeToAdbl  YNPaBMEHUS  MEXITUYHOCTHBIMU  OTHOLLEHUSIMMU,
hOpMMPOBaHUS KOMaHA, pasBUTUS NUOEPCTBA U UCMNOMHUTENBHOCTH,
BbISIBITIEHWSI TANaHToB, ONpeaeneHnst yaoBneTBOPEHHOCTH paboTon

Oﬂpeﬂ,e]’lﬂTb, aHanm3nmpoBaTtb, MogenupoBaTb U BbiICTpamBaTb BHYTPEHHUE
KOMMYHUKauunn nepcoHana

PaspabaTtbiBaTb MPOEKTHbIE NPEAIOXKEHNS U MEPONPUATUSA MO IPPEKTUBHOM
paboTte nepcoHana

BHeﬂ,pﬂTb CTpaTeruo no ynpasrieHn nepcoHarom

CocTaBnsiTb, paccyMTbiBaTb, KOPPEKTMPOBATb WU KOHTPONMPOBaTb CTaTbu
pacxooB Ha nepcoHan, paspabaTtbiBaTb NpeanoXeHWs Mo 3aTpaTtam Ha
nepcoHan ans opMmnpoBaHus BroaxeTta

MpeactaBnaTb  WMHTEpecbl  OpraHuW3aumMM W BECTM  MeperoBopbl €
npodeccuoHarnbHbIMU Co3aMu U ApYrUMy NPeACTaBUTENbHBIMUA OpraHaMm
paboTHUKOB, B3aMMOAENCTBOBATL C rOCYAapCTBEHHbIMM OpraHM3aumsaMm

AHanuampoBaTb MWHGOPMauUWio Mo MoCTaBlUMKaM ycnyr B obnactu
ynpaBrieHnsi NepCcoHarnoM 1 no yCroBuaM 3aknioyaembiX JOroBOpOB

MpounsBoauTb NpedBapuTesibHble 3aKynoyHble npoueaypbl M odopMIsThL
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO JOTOBOPOB




PaboTtaTtb ¢ MHOPMaUMOHHbIMK cucTeMamm 1 6azamMm AaHHbIX NO BONpPOcam
yrpaBneHns NnepcoHanom

OpraHun3oBbIBaTb M NPOBOAUTbL KOPMOPATMBHLIE MEPOMNPUATUSI C NEPCOHANOM

CobniogaTb HOPMbI 3TUKU 4ENOBOro 0bLeHus

Heobxoanmble 3HaHUSA

MeToapl, cnocobbl U UHCTPYMEHTbLI YPaBNEHUS NEPCOHANOM

LleJ'IVI, cTparerna pa3sntma n OusHec-nnaH opraHmnsauunmn

MonuTuka ynpaeneHus NnepcoHanom opraHusauum

MeTofbl aHanmn3a KONMYeCTBEHHOMO U Ka4eCTBEHHOro cocTaBsa nepcoHana

Cuctembl cTaHgapToB no 6usHec-npoueccam, npogeccunsim, Hopmam Tpyaa

Cuctembl, MeToabl W OpMbl  MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum n meTofdbl HOPMUPOBAHUS U KOHTPOMS BHOKETOB

Mopsinok  npoBedeHWs1  3aKymouyHblX  Mpouedyp W odopmiieHus
COMYTCTBYIOLLEN OKYMEHTaLMM

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I 0eATenbHOCTUN opraHunsauunn

OcHoBbl 00Len M couuanbHOW MCUXOMOMMK, COLMOIIOTMA N MCUXOOrm
Tpyaa, 3KOHOMUKM Tpyaa, 6e3onacHbIX yCJ'IOBI/IVI Tpyaoa

CTpyKTypa opraHusaumm

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, COAepXKallue HOpMbl TPYAOBOro
npaea

OcCHOBbI apxMBHOro 3akoHOgaTenbCTBa M HOPMaTMBHbIE MPaBOBbIE aKThbl
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMeEHTaLuy No nepcoHany

OcHoBbl HanoroBoro 3akoHogaTenbcTBa Poccuinckon eagepauum

OcHoBbI MUrpaumMoHHOro 3akoHopatenbctBa Poccunckon ®depepauun, B
4YacTu MPUBMEYEHMS U TPYOOYCTPOMCTBA MHOCTPaHHbIX rpaxaaH un nuuy 6e3
rpakgaHcTea

OcHosBbl aAMUHNCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactun ynpasneHusa
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX Nl

3akoHogaTenbcTBo Poccuinickon depepaumm no 3awuTe MNepCoHarnbHbIX
[aHHbIX

JlokanbHble HOpMaTKMBHbIE aKTbl OpraHmsauun B obnactu ynpasneHusa
nepcoHasnom

Mopsaok 3aknoyeHns AoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLieHus

BasoBtle OCHOBBI NHGOPMATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuku




3.7.2. TpypoBas oyHKUNA

Peanusauns onepaunoHHOro yrnpasneHus YpoBeHb
HanmeHoBaHMe |nepcoHanoM u paboTbl CTPYKTYPHOro Koa G/02.7 |(noaypoBeHb) 7
nogpasgeneHuns KBanudukaumm

MpoucxoxaeHvne Tpyooson
PyHKLMN

3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaumnoHHbIn
opurmHana HOMeEp
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTeus

nﬂaHVIDOBaHVIe AeATeNbHOCTU nogpasgerieHnda N nepcoHana

OnepaTuBHOe ynpaBrneHue nepcoHanom nogpasaeneHns opraHmsaumm

PacueT 3aTpaT no noapasgeneHuio UM NOATOTOBKA MNpeanoXeHun ans
dopmupoBaHus GlogkeTa

PaspaboTka crtaHgapToB AesaTenbHOCTW noapasferneHvs u  yHudukauus
npoueccos

npOBe,D,eHI/Ie MHCTPYKTaXXa No oxpaHe Tpyaa

MocTaHoBka  3agady  paboTHMKAM  CTPYKTYpPHOro  nogpasgeneHus,
onpeaeneHne pecypcoB Ans MX BbINOMHEHNS!, KOHTPOMb UCMOMNHEHUS]

AHanM3 nnaHoB W OTYETHOCTU MOAYMHEHHbIX paboTHMKOB, pa3paboTka
npegnoXKeHui No yrny4eHno nokasaTenen 4esTenbHOCTM NnoapasgeneHms

dopmMrpoBaHe 0TYETOB O paboTe CTPYKTYPHOTO noapasaeneHus

Heobxogumble ymeHus

OnpeaenaTb 30HbI OTBETCTBEHHOCTU U 3¢hPEKTUBHOCTN paboThl NepcoHana
CTPYKTYPHOrO rnoApasgenexus, pacnpegenaTtb 3agadm u obecneuvnBatb
MaTepuanbHO-TEXHUYECKNE PeCcYpChbl ANnst X UCTONHEeHNUs!

anMeHﬂTb MeTOobl onepaTuBHOIO ynpasrieHna nepcoHanomMm opraHmsauunm

KOHTpOJ'IVIpOBaTI: ncnonHeHue I'IOpy'-IGHI/IVI n 3apad, BHOCUTb
CBOeBpeMeHHble KoppeKunn B niaHbl 1 3agavun

OnpegenaTe  nokasaTenn  3dOEKTUBHOCTU paboThbl nepcoHana
noapasaeneHus

yﬂpaBJ’IﬂTb MOTMBaUMEN nepcoHana, ero BoBJie4eHHOCTbIO U ONCUMNINHON
TpyAa

CoctaBnsiTb  MnNaHbl  OeATEeNbHOCTU  CTPYKTYPHOrO  moapasgeneHust
opraHusaumu

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTUPOBAaTb W KOHTPONMPOBaTb CTaTbu
pacxo[oB CTPYKTYPHOro noapasaeneHus ans opMmpoBaHms GIoaKeToB

Mpoun3BoauTb aHanNM3 TekyLlen AesTeNbHOCTU CTPYKTYPHOTO NnoapasaeneHms
1 BHEOPSTb NpoLeaypbl Mo ee onTuMmmusaumm




MpenctaBnaTb  WMHTEpPecbl oOpraHu3aumMmM UM BEeCcTU  MeperoBopbl  C
roCcyAapCTBEHHbLIMU opraHamu, NpodeccuoHarnbHbIMU CO3aMu U OPYrMMU
npeacTaBUTENbHLIMW OpraHaMu paboTHUKOB MO BOMpPOCaM nepcoHana

Bectun neperoBopbl C nNoCTaBLMKaMM YyCnyr no YCrnoBMAM 3akKro4YaeMblX
[I0r0BOPOB

MpounsBoauTb NpedBapuTesibHble 3aKynoyHble npoueaypbl U oopMnsTb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO JOTOBOPOB

[MpoBoaAMTbL ayamMT pesynbTaTtoB paboTbl C NepcoHanom

PaboTtatb VIHCpOpMaLI,VIOHHbIMVI cuctemamm u 6asamu gaHHbIX No Bonpocam
ynpasJieHnA nepcoHajiom

CobniogaTe HOPMbI 3TUKKU OENOBOro odLeHus

Heobxoaumble 3HaHMSA

Teopvwl ynpaBJieHua nepcoHasnioMm n ero motmsauunm

MeTtogbl aHanu3a BbINOMHEHUS MMAaHOB W 3ajad, onpedeneHvns  ux
3KOHOMMYECKON PP EKTUBHOCTHU

CDOprI N MeToabl OLEHKN nepcoHarna u pe3ynbTaTtoB UX Tpyada

TexHonornu onepaTtmneBHOIo ynpasiieHUA nepcoHarnom opraHm3auum

Cuctembl, MeToabl U OpMbl MaTepuanbHOro W  HemaTtepuanbHoro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OtomxkeToB

Teopuun 1 MeToabl ynpaBneHUs pa3BuTUEM NnepcoHana

OKoHOMMKa TpyAa

OpraHn3aunoHHO-LITaTHasA CTPYKTypa opraHuM3aumu

Monutuka ynpaslieHnA nepcoHasrioMm 1 counarnibHad nofinTuka opraHnmsayum

Llenun, ctpaterusi pa3suTtusi 1 GusHec-nnaH opraHnsaumm

MeTogmku nnaHnpoBaHUa U NporHo3npoBaHUA I'IOTpe6HOCTVI B nepcoHarne

Mopsinok yperynmpoBaHusi TPYAOBbIX CMOPOB

TpeboBaHus 1 NpaBuna NpoBeAeHUs ayamTa paboTbl C NepcoHanom

dopmbl coumanbHoro napTHepcTBa " B3auMoAeNCTBUS c
npodeccuoHanbHbIMU COK3aMU U OPYITMMU NpeacTaBUTENbHBIMU OpraHamu
pabOoTHUKOB, M UHBIMUW OpPraHn3aLnsaMn

Mopsinok ochopMNEHNs KaapoBbIX AOKYMEHTOB M NPUAaAHUS UM IOPUANYECKON
CUnbI

lMNopagok  npoBedeHMst  3aKymnmoudHblX — npouedyp W 0dopMIeHus
COMNYTCTBYIOLLLEN JOKYMEHTaL MM

TpynoBoe 3aKOHOAATENLCTBO U UHbIE aKTbl, coAepXallue HOPMbl TPYA0BOro
npasa

OcHoBbI apXUBHOro 3akKoHoaaTenbCTBa M HOPMATUBHbLIE [MPAaBOBbLIE aKTbl




Poccuinckon ®egepauun, B YacTn BeAeHUS JOKYMEHTaUMy No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuickon degepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTtBa Poccuickon depepaumn, B
YacTu NPUBMNEYEHUS U TPYOOYCTPOMCTBA MHOCTPAHHbIX rpaxdaH u nuu 6e3
rpaxgaHcTea

OcHosBbl aOMUHNCTPATUBHOIO 3akKoHOAaTenbCTBa B obnactun ynpasneHunsa
nepcoHanomMm " oTBeTCTBEHHOCTU OOJTKHOCTHbIX IAL,

3akoHoaaTenbcTBO Poccuiickoi ®efepalumn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHM3auunm B 4YacTu YynpaslieHUA
nepcoHanom

OcHoBbl npaBoBoro perynupoBaHusi Poccuiickon ®egepaumm nopsiaka
3aKIMYEHNS FPaXKgaHCKO-NPaBOBbIX 4OrOBOPOB

Hopmbl 3Tnkn genosoro obLieHus

Basosble OCHOBbI MHbOpMaTUKK, CTPYKTYpHOE NOCTpOeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoThl C HAMM

Opyrvue xapakrepucTukm

3.7.3. TpynoBas dyHKUmSA

HanmeHoBaHne

MpoucxoxaeHue TpygoBom
dyHKUMN

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
OKYMEHTO0bOopoTa No onepaunuoHHOM
AoKy P pau y Kog G/03.7 |(nogypoBeHb) 7
ynpaBneHuto nepcoHanom n pabore
KBanudukaumm
CTPYKTYPHOro nogpasaeneHus
3anmcTBOBaHO
OpvirnHan X
13 opurnHana
Kopn PernctpaunoHHbIn
opurMHana HoMep
npodeccuoHanbHoOro
cTangapTa

TpynoBble AencTBuA

AHanuMa npoueccoB [OKYMEHTOOGOpOTa, JoKanbHbIX [OKYMEHTOB MO
BOMPOCaM  OMepauMOHHOrO  ynpaBfieHWss  nepcoHanoM W paboTbl
CTPYKTYPHOTO nogpasaeneHus, GusHec-npoueccos opraHusaumu,
yOOBNETBOPEHHOCTU NepcoHarna

JokymeHTaLMoHHOe 0hopMIeHNe pe3ynbTaToB ONepPaLMoOHHOro ynpaBneHus
nepcoHanoMm u paboTbl CTPYKTYPHOro noapasfaeneHunsi, pe3ynbTaToB ayauTa
paboTbl C NepcoHanom

MNogroToBka npe,qnox(eHMﬁ no pas3BuUTUo cucrem onepaunoHHOoro
ynpasnieHna nepcoHasrioMm u pa6OTbI CTPYKTYpPHOro nogpasgerneHunda, no
Heo6xoauMbIM KOPPEKTUPYHLWNUM N NPpEBEHTUBHbIM MepaM

Pa3paboTka cucTtemMbl aHanmaa n KoHTporns paboTbl nepcoHana

KoHTponb, cpaBHeHMe W aHanu3 npoueccoB B 06nacTu onepaTUMBHOIO




yrpaBneHnsa nepcoHanoMm, pesynbTaToOB YMNpaBreHYECKNX MepPOnpuUaTUi,
onpegeneHne akTopoB, BbI3bIBAKLINX OTKIIOHEHWE OT  MJIAHOBLIX
nokasatenemn

MoarotoBka n 06paboTka 3anpoCcoB, yBEAOMIIEHU, CBEAEHUN O paboTHMKax
B rocyfapCTBEHHble OpraHbl, NpodeccMoHarnbHble COH3bl, 0OLLEeCTBEHHbIE
opraHusaumm

ConpoBoXaeHne OOrOBOPOB OKasaHMsl YCIyr Mo BOMpocaM OnepaTUBHOrO
ynpaBieHnsi NepcoHanom u paboTe CTPYKTYPHOro noapasgerneHusi, BKroyas
npeaBapuTenbHbIe NPOLEAYpPbl MO MX 3aKMHYEHUIO

lNogrotoBka npeanoXeHun Mo OpMUpPOBaHMIO OlogKeTa Ha nepcoHan
opraHusaumm

BbinonHeHne TpeboBaHUM MO XpaHeHU WHdopmaumm o pesynbTaTtax
OENCTBUS CUCTEM OMNEPALMOHHOIO YynpaBfieHUs nepcoHanom u paboTbl
CTPYKTYPHOro noapasaeneHusi

Heobxoaumble ymeHus

KoHTponupoBaTb nNpouecchl yNpaBreHns MnepcoHanoM noapasaeneHui,
onpeaenaTb UX pesynbTaTUBHOCTb W BbISIBNATb (PaKTOpbl OTKIOHEHWIA OT
NMaHoBbIX NapamMeTpoB

PaspabartbiBate nporpamMmMbl AOCTVXKEHUST LIENEn U OnepaTMBHOMO peLleHus
3apady nogpasgeneHun

AHanusupoBaTb, paspabaTbiBaTb W OMOPMNSATb  AOKYMEHTbl MO
onepaTMBHbIM MPOLEccam 1 UX pesynbTaTam

MpoBoanTb ayauT KagpoBbIX NPOLIECCOB, Npoueayp, 0POPMIIeHUs! KaapoBbIX
[OKYMEHTOB 1 [JOKYMEHTOB MO YNpaBfeHuWio NepcoHanom

KoHTponvpoBsaTh pacxofoBaHue 61o4keToB Ha nepcoHan

O(bOpMJ'IﬂTb OOKYMEHTbl Mo onepaunoHHOMY YynpaBlieHU0 nepcoHarnomMm wu
pa60Te CTPYKTYPHOIo noapasgeneHus, npegocrtaBlideMble B
rocygapCTtBeHHbl€ OpraHbl, NnpeacraBUTesibHble OpraHbl paGOTHVIKOB

ObecneunBaTb  [OKYMEHTaAUMOHHOE  COMPOBOXAEHWE NO  cucTtemam
ONepaLMoHHOro  yrnpaBrneHusi nepcoHanom u  paboTe  CTPYKTYPHOro
nogpasaeneHus

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPYAOBOrO M apxMBHOIO 3akoHopaTenbcTBa Poccuiickon depepaumm u
nokKanbHbIMU akTaMu opraHmsauum

KOHTpOﬂMpOBaTb ncnomniHeHne orosopoB NOCTaBLUMKOB yCryr no Bonpocam
nepcoHana

Mpon3BoauTb 3akynouvHble npoueaypbl, O0POPMMATbL U  aHanM3MpoBaTb
3aKYNOYHY JOKYMEHTaLMIO

MpoBoauTL NeperoBopbl W NpPeAcTaBnsATb WHTEPECbl OpraHu3auun B
rocyfapCTBEHHbIX OpraHax, npodecCMoHamnbHbIX Col3ax W ApYrux
npeacTaBuTenbHbIX opraHax paGoTHWMKOB MO BOMpOcaM rnepcoHana

Bectn ernoByro nepernncky

BecTu yyeT 1 pernctpaunto JOKyMEHTOB B MH(DOPMaLMOHHbIX CUCTeMaXx 1 Ha
mMaTepuarnbHbIX HOCUTENSAX




Pabotatb Cc wWHdoOpmMaUMOHHBIMKU cucTeMamm W 6asamum  OaHHbIX MO
nepcoHany n cMcteMam onepaumoHHOro yrnpaBreHus nepcoHanomM u pabore
CTPYKTYPHOro noapasaenexHunsi

CobntogaTb HOPMbI 3TUKM OENOBOro 0oLWeHus

Heobxoaumble 3HaHWSA

MeToapl ynpaBneHus passutmem n aoeKTUBHOCTBIO OpraHn3aumm, MeToabl
aHanuM3a BbIMOJIHEHUA MfI@aHOB W MNporpammM,  OMNpederneHns  ux
3KOHOMMYECKON 3hPEKTUBHOCTU

MeToabl oueHkn paboTbl CTPYKTYPHbIX NogpasfeneHun, pes3ynstatos Tpyaa
nepcoHana

MeTogpbl nposeaeHunA ayaunTa n KOHTPOJUJTMHIa onepaTtuBHbIX
ynpasJieH4YeCKuX npoueccoB

dopMbl U CUCTEMbI MaTepuanbHOro M HemaTepuanbHOro CTUMYMUMPOBaHMUS
Tpyda nepcoHana

OcCHOBbI JOKYyMEHTALNOHHOIO obecneveHns

Mopsinok odopMneHusi, BEAEHUSI U XpaHEHUs] JOKyMeHTauuuM no cuctemam
oMepauVoHHOro  YNpaBrfieHUss MepcoHanoM opraHusaumMnm u  paboTe
CTPYKTYPHOro nogpasaerneHus

Mopsgok dopmupoBaHus, BefeHus ©OaHka [aHHbIX M NpeAoCTaBneHus
OTYETHOCTM MO CUCTEMaM OMNepauMOHHOrO YMpaBfeHUa MnepcoHanom u
paboTe CTPYKTYpHOro nogpasgenexHus

HopmaTuBHble NpaBoOBble aKTbl, PErynupytowne npaea M 00653aHHOCTM
rOCYAapCTBEHHbIX OPraHOB WM OpraHu3auuMu Mno NPefoCTaBlIEHUID YYETHOM
OOKYyMeHTaLmm

Mopsigok  npoBedeHVMs1  3aKymouyHbIX  Mpouedyp W odopMIieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

MNonnTtuka ynpaelieHnAa nepcoHanomMm 1 counarnbHada NofinTUKa opraHnsauum

OpFaHM3aLI,VIOHHO-LLITaTHaFI CTPYKTypa opraHusaunum

Llenu n cTpaterus passutus opraHusaumm

BusHec-nnaH 1 6I/I3HeC-I'Ip0LI,eCCbI opraHmn3auumn

TpyaoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coAepallune HOpMbl TPYOOBOrO
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUst JOKYMEHTaUMN No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTtBa Poccuiickon depgepauuun, B
4YacTu MPUBIEYEHMS U TPYOOYCTPOMCTBA MHOCTPAHHbIX FpaxadaH u nuuy 6e3
rpaxgaHcTea

OcHosbl aOMUHNCTPATUBHOIO 3akoHOdaTenbCTBa B obnactu ynpasneHuna
nepcoHasnomMm " oTBeTCTBEHHOCTU OOJTKHOCTHbIX JAL,

3akoHopaTenbcTBO Poccuickon degepaumm o nepcoHasnbHbIX AaHHbIX




JlokanbHble HOpMaTKMBHbIE OOKYMEHTbI OpraHusaulunn B obnactu ynpasneHua
nepcoHasriom

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHns

BasoBbie OCHOBBI MHOPMaTHKKHK, CTPYKTYypHOE NOCTpPOEHNe
MHAOPMAaLMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HAMMK
[pyrne xapakTepucTukm -
3.8. O606LeHHasn TpyooBas PyHKLMA
Ctparternyeckoe ynpaBneHue nepcoHanom YpoBeHb
HanmeHoBaHune P ynp P Kon H P 7
opraHusauum KBanundukaumm
[MpouncxoxaeHne
p ne . 3anmcTBOBaHO
0000 EeHHOM TpyaoBOM OpwurunHan X
13 opurmHana
yHKLMN
Kopn PernctpaumnoHHbIn
opurnHana HOoMmep
npodeccuoHansHoro
cTaHgapTa

B03MOXHble HAaMMEHOBaHUS
JoImKHoCcTen, npodeccuin

Buue-npe3ngeHT no yrnpasneHunto nepcoHanom

OvpekTop no nepcoHany

[upekTop No ynpasneHuto nepcoHanom

3amecTuTenb reHepanbHOro AMpekTopa no ynpasneHuo nepcoHanom

TpeboBaHus kK
obpaszoBaHuio 1 0byyeHuto

Bhiclwee o6pa3oBaHue - cneumanuTeT, MarucTpaTtypa

JononHutensHoe npodeccroHansHoe obpasoBaHme - NporpaMmbl
npocheccroHanbHo nepenoaroToBKu B 06racTy ynpaBreHusi nepcoHasnom,
CTpaTern4yeckoro 1 onepauroHHOro YNpaBreHusi, 3KOHOMMUKM OpraHM3aLuu;
nporpaMMbl MOBLILIEHWS KBanudukaLum B 06nactu ynpaeneHus
NepcoHanoM, CTpaTerMyeckoro 1 onepaLyoHHOro ynpasneHns

TpeboBaHus K onbITy
npakTuyeckon paboThbl

He meHee naTu net B obnactu ynpaBneHUs NepCcoHanioMm Ha pyKoBOASLLMX
AOIMKHOCTSAX

OcobGble ycnosus gonycka k
paboTte

[pyrne xapakrepucTumkm

JononHutenbHble XapaKTepUCTUKU

HavmeHoBaHWe gokymeHTa Kopn HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccum)
Mnn cneynanbHOCTH
OK3 1232 Pykosoautenu nogpasgenexHun (cnyx6) ynpasneHus
Kagpamu 1 TpyaoBbIMU OTHOLLEHUSIMU
EKC - 3amecTutenb AnpekTopa rno ynpasreHno NepcoHanom
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OoKnaTP

24063 MeHepxep no nepcoHany

3.8.1. TpynoBas dyHKUMA

PaspaboTka cnuctembl cTpaTermieckoro YpoBeHb
HanmeHoBaHWe | ynpaBneHus nepcoHanom opraHusaumm Koa H/01.7 |(noaypoBeHb) 7
KBanudukaumm

MpouncxoxageHne TpynoBon
dyHKUMN

3anmMcTBOBaHO
Opwurunan X
13 opuruHana
Kon PerncrpaunoHHbIn
opurnHana Homep
npodeccroHansHoro
cTaHgapTa

TpyooBble AeNCTBUSA

AHanM3  ycnewHblX  KOPMOPAaTUBHbIX  MpakTUK MO  OpraHu3auum
CTpaTern4yeckoro ynpasneHus nepcoHarnom opraHusauum,
OpraHM3aLMOHHOro NPOEKTUPOBaHMUS U B3aMOAENCTBUSA NoapasaeneHuni

lNocTaHoBKa cTpaTtern4ecknx uenen B ynpasJiieHUn nepcoHajiom

PaspaboTka kopnopaTMBHOW MONWTUKKW, NNAHOB, NpoOrpamm, npoueayp wu
TEXHOIOMMI MO yrpaBeHNIO NEPCOHANOM

PaspaboTka KoprnopaTUBHOW KynbTypbl M COLMarbHON MOMUTUKA, CUCTEM
MoTMBaLMK, 3PPEKTUBHOCTH, OLLEHKN U pa3BUTUS NepcoHana

q)OpMVIpOBaHVIe CucTtemMbl onnaTtbl 1 OpraHn3auunn Tpyaa

Pa3paboTka opraHvM3aLMOHHOW CTPYKTYpbl, MraHMpoBaHue noTpebHOoCTU B
nepcoHane opraHm3sauum

PaspaboTtka nporpamMm, MpPWHUMMNOB CTaHAapTM3auuu,  yHudukaumm,
aBTOMaTu3aumMM MNpoLEecCOB yMpaBneHus nepcoHanoM u 6HesonacHbiX
ycrnosun Tpyaa

dopmupoBaHne 6GrompKeTa Ha nepcoHan, TexHororum ayauta paboTel C
nepcoHanoMm v KOHTPONMHra

HeobGxoammble yMeHuUsi

Pa3pa6aTbIBaTb cTpaTtermm n NnoNINTUKM B ynpaBiieHMN nepcoHalom

Cos3gaBaTb U OMUCbIBaTb OPraHW3aLMOHHYK CTPYKTYpY, LUenu, 3agayu,
PYHKLMM CTPYKTYPHbIX NOAPA3AeNEeHNN N OOSMKHOCTHbIX N

MpuMeHsaT>  MeTodbl  YNpaBneHUst  MEXIUYHOCTHLIMU  OTHOLUEHMSIMUA,
hOpMMPOBaHUS KOMaHA, pasBUTUS NUOEPCTBA W UCNOMHUTENBHOCTH,
BbISIBIIEHWSI TANaHTOB, ONpeaeneHnst yaoBneTBOPEHHOCTH paboTon

Oﬂpeﬂ,e]’lﬂTb n aHanm3ampoBatb BHYTPEHHUWE KOMMYHUKauunn, MmooenmpoBaTtb
nosegeHmne nepcoHana

MpeacTaBnATb MHTEPECHl OpraHMsauuMn B TFOCYAapCTBEHHbIX OpraHax, BO
B3aMMOAEWCTBUMN C NPOodCcolo3amMm, MHbIMW MPEeACTaBUTENbHBIMU OpraHamm
paboTHMKOB MO BOMpPOCaM nepcoHarna

CocTtaBnartb, paccynTbiBaTb, KOPPEKTUpPOBATb WU KOHTpONMpPOBaTb CTaTbU
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pacxodoB 6lmKeToB M (POHAOOB Ha MNporpaMMbl M MeponpuaTUa no
yNpaBfieHUIo NepCcoHannoM opraHnsaumm

MpoBOAMTbL ayauT U KOHTPOSNUHI B 00M1acTh ynpaerieHnst nepcoHanom

Pa3paGaTbIBaTb KOprnopaTtunBHbIE couMarbHbl€ NporpamMmmvbl

Bectn neperoBopbl no Bonpocam couunanbHoro napTHepcTBa C
npencraBUTENbHbIMU OpraHamMu pa6OTHI/IKOB

PaboTtatb c VIHq)OpMaLI,VIOHHbIMVI cuctemamm un 6asamm gaHHbIX NO BOonpocam
ynpasJieHnd nepcoHajiom

OpraHnsoBbiBaTb MeponpuaTusa nNo obecnevyeHnto BbiMONHEHNA TpeboBaHWn
OXpaHbl Tpyda B COOTBETCTBUM C [OENCTBYHOLUMM 3aKOHOAATENbCTBOM
Poccuiickon ®egepauum 1 nokanbHbIMM akTamu opraHusaumm

OpraHun3oBbiBaTb M NPOBOAUTE MEPONPUSATHSA C NEPCOHANOM B COOTBETCTBUE
C KOpropaTMBHOW CoLManbHOM NOUTUKON

CobniogaTe HOPMbI 3TUKKU OENOBOro ooLeHus

Heobxoaumble 3HaHMSA

MeToabl ynpaBneHus pasButMeM U 3@PEKTUBHOCTBIO  OpraHusaumm,
aHanu3a  BbINOMIHEHUA  NNAaHOB W MNporpamM,  ONpedeneHns  ux
3KOHOMMYECKON 3PP EKTUBHOCTHU

MeToabl OUeHKM paboTbl CTPYKTYPHbLIX NodpasfenieHnid, pesynsTaTtoB Tpyaa
nepcoHana

MeToabl npoeeaeHna ayautoB, KOHTPOJITMHIA ynpaBlieH4YeCKMX npoLeccoB

MeTofabl aHanm3a KONMYECTBEHHOMO U KA4eCTBEHHOrO cocTaBa nepcoHana

CucTembl cTaHaapToB Mo GM3Hec-npoLueccam, Npodeccusm, Hopmbl Tpyaa

Cuctembl, meToabl WU q)OprI mMartepuaribHoro um HemaTtepuarnbHOoro
CTUMYyNMpoOBaHuA Tpyaa nepcoHarna

MeTtogbl aHanm3a  couuarnbHbIX  MporpamMM U OfpederneHns  Ux
3KOHOMUYECKON ah(PEKTUBHOCTU

TexHonornn n MeToapl (bOpMI/IpOBaHVIFI N KOHTpONA OloaKEeTOB Ha nepcoHan

TpeboBaHusA oxpaHbl 1 6e3onacHbIX YCroBu Tpyaa

Ll,enw, cTparerna n KagpoBsasa nosiuTuka opraHn3auunm

OcHoBbI TEXHOMOMMN npounssoacTBa 1N AeATesIbHOCTU opraHn3auunm

OcHoBbI COLMONOTNN, NCUXOSOMMN N IKOHOMUKMN TpyAa

OcHosBbl ynpaslieHna coumanbHbIM pa3BUTUEM opraHmnsaunn

MeToabl  MpoBeOEHUS  COLMONOMMYECKUX  UCCReaoBaHUNM,  U3y4eHus
00LLEeCTBEHHOIO MHEHUS

CTpykTypa opraHusaumm

TpynoBoe 3aKoHOAATENbCTBO U MHbIE aKkTbl, CoaepKallme HOpMbl TPYO4OBOIO
npaea




OCHOBbI apXMBHOFO 3aKOHOAATEeNnbLCTBA M HOPMAaTUBHbLIE MNPaBOBbIE aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeeHUs JOKyMeHTaLuMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccuickon degepaunm

OcHoOBbI MWUrpaLMOHHOIO 3akoHogaTenbcTBa Poccuiickonn Pepepaunmn, B
4yacTu NPUWBIEYEHUS U TPYOOYCTPOMCTBA MHOCTPaHHbIX rpaxkgaH u nuy 6es
rpaxgaHcTea

OcHosBbl aOMUHNCTPATUBHOIO 3akoHOAaTenbCTBa B obnactu ynpasneHunsa
nepcoHanomMm " oTBeTCTBEHHOCTU OOJTKHOCTHbIX IAL,

3akoHoaaTenbcTBo Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHunsauun B obnacTtu ynpaeneHusa
nepcoHasnom

Mopsiaok 3akntoYeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

OcHoBbI MIHOPMATKKN, CTPYKTYPHOE NMOCTPOEHNE MHPOPMALIMOHHBIX CUCTEM
N 0coBEHHOCTN paboTbl C HUMM

Opyrvue xapakrepucTukm

3.8.2. TpynoBas dyHKUMSA

Peanusaunsi cuctemsl cTpaTtermyeckoro YpoBeHb
HavmeHoBaHWe | yripaBneHns nepcoHanomM opraHusauum Koa H/02.7 |(noaypoBeHb) 7
KBanudukaumm

MpoucxoxaeHue TpygoBom
yHKLMN

3aMmMmcTBOBaHO
OpuirnHan X
13 opurnHana
Kog PerncrpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoOro
cTanfgapTa

Tpynosble AencTBUA

MnaHvpoBaHWe AesATeNnbHOCTM N pa3paboTka MeponpusTUA NO YNpaBneHno
nepcoHanoM Ansi peanuaaumnm cTpatermyeckux Lenen opraHusaumm

BHe/J,peHme nonnTUK, NnaHoB, nporpamMm, npoueanyp wu TEXHOMOrMn no
ynpasrieHnto nepcoHasrioMm

[MocTpoeHne opraHn3aumoHHOM CTPYKTYPbI C Y4E€TOM MITAHOBOW NOTPEBHOCTU
B MepcoHarne 1 B3anMoAencTBUs CTPYKTYPHbIX NogpasaeneHunin opraHmsauum

BHegpeHne v nopgepxaHue KOPNopaTUBHOW KynbTypbl W COLManbHOW
NOMNUTUKN, CUCTEM MOTUBaUUKN, I3MPEKTUBHOCTU, OLIEHKM W pPasBUTUS
nepcoHana

BHe/J,peHme n nogaepxaHue CcCUCTeMbl OpraHudauumm Tpyoda W onnatbl
nepcoHana

YnpaBneHve BHeApeHWem nporpaMM U  TMPUHUMMOB  CTaHZapTu3auuu,




yHUcMKauMmM, aBTOMaTM3aUMM TMPOLECCOB YNpaBfieHUs MepcoHanoMm Wu
GesonacHbIX ycrnoBsui Tpyaa

OpraHmsau,vm npoeeaeHuna ayaumta u KOHTPONNMHra B ynpaBlieHUun
nepcoHanom

MocTaHoBKa 3aday  PYKOBOAUTENSIM  CTPYKTYPHBIX  NOApasdeneHun,
onpeaeneHe MaTepuarbHO-TEXHUYECKUX PECYPCOB AN UX BbIMONHEHMWS

AHanma oT4eTHOCTHU MO ynpasneHno nepcoHanom u BblidBrneHmne pecypcoB no
ynyylweHno aeAaTennibHOCTU opraHn3aunm

Cornacoaxue ycnosvu7| 3aKJio4aeMblX 4OroBopoB Nno BOMpocam yrnpaBJrieHnaA
nepcoHasriom

OpraHusaumsa npoBeaeHUs 3aKynoyHbIX NpoLeayp No Bonpocam ynpaBreHus
nepcoHanomM n oopMIIEHNS CONYTCTBYIOLLEN JOKYMEHTaUMW N0 HUM

dopmupoBaHne OGlogkeTa Ha MepcoHan, TexHororui ayguta paboTbl C
NepcoHanoM 1 KOHTPONMUHra

I'IpwmeHeHme K paGOTHMKaM Mep noowpeHuna wun aucuuniinHapHoro
B3blCKaHUNA

Heobxogumble ymeHus

|_|pOVI3BOp,I/ITb aHanm3 gedatenibHOCTM No  ynpaBllieHUK  NepcoHannom,
paspabatbiBaTb nokasaTtenu aeKTMBHOCTN paboThl

dopmrpoBaTh NnaHbl U MePONpPUATUS NO YNpPaBeHNIO NEPCOHANIoM

PaccuntbiBaTb OlogKeT B 06n1acTu ynpaBneHus NepcoHanom

Oﬂpeﬂ,e]’lﬂTb 30Hbl OTBETCTBEHHOCTU pa6OTHMKOB n nop,pasp,eneHmZ,
CTaBUTb 3aayn pykoBoauUTENAM no,qpasp,eneHMﬂ n obecneumBaTtb pecypcChbl
Aana nx NCnoJiHeHUA

KoHTponupoBaTb U KOPPEKTUPOBATbL UCMONHEHNE NOPYYEHUI 1 3a8ad

YnpaBnsaTb 3hEKTUBHOCTLIO U BOBIEYEHHOCTbLIO NEPCOHana, AUCLUNINHON
TpyAa n cobniogeHnem 6e3onacHbixX yCrnoBun Tpyaa

BecTn neperoBopbl MO BoOMpocam  couMaribHOrO  MapTHepcTBa U
NpeacTaBnATb WHTEPecbl OpraHvM3auuyM B FOCYOdapCTBEHHbIX OpraHax,
npogpeccroHanbHbiX  cot3ax W Apyrux MPeAacTaBUTENlbHbIX — OpraHax
pabOTHMKOB, 1 OpraH13aUmsx no Bonpocam nepcoHana

PaboTtaTb ¢ MHpOpMaLMOHHBIMK cucTeEMaMu U 6azaMu faHHbLIX NO Bonpocam
ynpaBreHusi NepcoHanom

npOBOD,I/ITb ayonuT U KOHTPOJITUHT B obnactu ynpasneHna nepcoHariomMm

dopmupoBatb M NpPOBOAUTL COLMarnbHY MOMUTUKY W  couuanbHble
nporpammeil

BecTy meperoBopbl C MOCTaBLUMKAMK YCMYr MO YCIOBUSIM 3aKMioYaeMbixX
[I0rOBOPOB

Mpon3BoauTL 3aKyrnouyHble npouenypbl, OgOpPMISATb UM aHanusupoBaTb
3aKyNOYHYI0 JOKYMEHTALMIO

CobniogaTb HOPMbI 3TUKU OETOBOro o0LweHus




Heobxoaumble 3HaHUSA

MeTtoabl ynpaeneHus passutmeM 1 3EKTMBHOCTBIO OpraHM3auumn, MeTobl
aHanuM3a BbIMOJIHEHUA MfI@aHOB W MNporpammM,  OMNpederneHns  ux
3KOHOMMYECKON 3h(PEKTUBHOCTH

OpraHusauus ynpaereHnsi pa3ButMemM opraHnsaumm

Teopun ynpaBreHusi opraHusauvenl, MoNUTUKa W cTpaTterus ynpaBrieHust
nepcoHanom

MeToabl aHanu3a BbINOMHEHUA MNMAHOB W 3ajday, onpefeneHnst Ux
3KOHOMUYECKOWN 3PPEKTUBHOCTHU

MeTonbl OLEHKM, pe3ynbTaToB U apdeKTUBHOCTY Tpyaa

MeToabl BHEAPEHUS CUCTEMbI YNPaBIEHUS NEPCOHANOM

OcHoBbl paboTbl No NpodopreHTaLnn

MeToamnkM NNaHMpoBaHKs 1 NPOrHO3NPOBaHKS NOTPEOHOCTY B NepcoHane

Ll,enm, cTparerna pa3sutma n OunsHec-nnaH opraHmnsauunmn

Teopun n meToabl hopMUpoBaHMIO BpeHaa opraHnsaumnm

TpeboBaHusi oxpaHbl U 6e3onacHbIX YCroBUiA Tpyaa

MeTogmku pa3pa60TK|/| M BHeQpEeHUA NoKalbHbIX HOPMATUBHbIX aKTOB

Mopsinok 3akrnovyeHus TPYOOBLIX [OrOBOPOB, PErynMpoBaHus TPYAOBbIX
cropos

OcHoBbI  couuonorMn, MNCUXONOrnn, 3SKOHOMUKU TpyAa W©n ynpaBneHusa
coumanbHbIM pa3BuTUEeM opraHmsayum

MeToabl  MpoOBEOEHUST  COLIMONIOMMYECKUX  UCCReaoBaHUNM,  U3yYeHus
obLecTBEHHOro MHEHUs!

TexHonornu npoeedeHna ayguta W KOHTPOJUIMHIa B ynpaBlieHUn
nepcoHasrom

lMNopagok  npoBedeHMst  3aKymnmoudHbIX — npoueayp W odpopMieHus
COMYTCTBYIOLLEN JOKYMEHTaLuMmn

TexHomnoruy, cTtaHaapTU3auMs, YHUGUKaUUA, aBToMaTu3auusi MpoLeccoB
ynpaBrieHnsi NepcoHanom

CTpyKTypa opraHusaumm

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepkallme HOpMbl TPYOOBOIo
npaea

OCHOBbI apXMBHOTO 3aKOHOOATENbCTBA M HOPMATUBHbLIE MPABOBbLIE aAKThI
Poccuiickoin denepaunm, B YacTu BeAeHUst JOKYMEHTaUMN No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbctBa Poccuiickon degepauuun, B
YacTu NPUBNEYEHUS U TPyOOYCTPOMCTBA MHOCTPaHHbLIX rpaxaaH u nuy 6es
rpakgaHcTea

OcHoBbI aAMUHUCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactn ynpasieHna




nepcoHanomMm " oTBeTCTBEHHOCTU OOJTKHOCTHbIX AL,

3akoHoaaTenbcTBo Poccuiickoit enepaumm o nepcoHanbHbIX AaHHbIX

Mopsgok 3aknoyYeHns AoroBopoB (KOHTPAKTOB)

JlokanbHblEe HOPMaTUBHbIE aKTbl B obnactn ynpasJieHNA nepcoHajioMm

Hopmbl aTnkn genoBoro o6weHnst

BasoBble OCHOBBbI NHGOPMATUKK, CTPYKTYpHOE nocTpoeHne
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

[Ipyrve xapaKTepucTuku

3.8.3. TpynoBas dyHKUMSA

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
HanmeHoBaHue | BOKyMEHTOODOOpPOTA MO CTpaTerndeckomy Kog H/03.7 | (nogypoBeHb) 7
yrpaBneHnio NepcoHanom opraHmsauum KBanudgukaumm

MponcxoxaoeHne TpynoBon
dyHKUMN

3anmMcTBOBaHO
OpwurunHan X
13 opurnHana
Kon PerncrpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUSA

AHanm3 npoueccoB AOKYMEHTOObOpoTa, mnoKarbHbIX OOKYMEHTOB MO
BOMpoOcaM ynpaefieHUss nepcoHanoM, OU3Hec-NnpoLEeccoB opraHn3auuy,
YOOBMETBOPEHHOCTUN NepcoHana

JokymeHTauMoHHoe odopMneHne pesynbTaToB YNpaBreHWUsl MepcoHaroM,
ero ayauta, paboTbl CTPYKTYPHbIX NoApa3aeneHuin

,D,OKyMeHTaLI,VIOHHOG N opraHm3aunmoHHOE COonpoBOXAEHUE CTpaTernd4eckoro
ynpaslieHna nepcoHasriom n pa6OTbI CTPYKTYPHbIX nop,pa3p,eneHvu7|

[MoaroTtoBka NpeanoXeHnin No pasBUTUIO CUCTEM YMpPaBreHUs nepcoHarnom,
No HeoOXOAMMbIM KOPPEKTUPYIOLLUM W MNPEBEHTMBHbIM MepaMm U Mo
NOBbILEHNI0 3PPEKTUBHOCTM paboTbl CTPYKTYPHBIX NOApa3geneHun

KoHTponb npoueccoB B 06nacTv ynpaBleHUss nepcoHanoM M paboTbl
CTPYKTYPHbIX  MoAdpasgerneHvit, CcpaBHeHWe W aHanuM3  MpoLeccos,
pes3ynbTaToB YMNpaBreHYeckux MeponpuaTuid, onpegeneHne akTopos,
BbI3bIBAIOLLMX OTKIMOHEHKE OT MNIaHoBbLIX NokasaTenen

CornacoBaHune u KOHTPOJNIb O0roBopoB Mo BonpocamMm wn cucremam
CTpaTern4eckoro ynpasrieHna nepcoHariom MU pa60Te CTPYKTYPHbIX
no,u,pa3p,eneHm7|, OopraHusauua npouenyp no Ux 3aknn4yYeHuno

MoaroToBka pes3ynbTaToOB aHanmMsa COOTBETCTBUSI OpraHv3auuv v onnatbl
TPYAa nepcoHarna ycrneLwHbIM KopropaTUBHLIM NPaKTUKam

BbinonHeHne TpeboBaHUM MO XpaHEHU WHgopmaunm o pesynbTaTtax
OEencTBus cucTeM CTpaTerMyeckoro ynpaBrfieHUs nepcoHanom u paboTsl




CTPYKTYPHbIX NOApasaeneHun

Heobxoaumble ymeHusi

AHanusnpoBaTb, pa3pabaTbiBaTb U 0QOPMIIATb JOKYMEHTHI MO NpoLleccam n
pesynbtatam  ynpaBfeHust nepcoHaroMm U paboTe  CTPYKTYPHbIX
nogpasgeneHun

anIMeHFITb MeToObl aHanma3a 6M3Hec-npou,eccoa opraHunsauunmn

Onpepenate nporpaMmbl  JOCTMXKEHUS Lened W pelweHus 3agad
nogpasgeneHun

npOBOD,VITb ayanT CUCTeMbl ynpaBiieHnA nepcoHariom

npOBOJJ,I/ITb KOHTPOMNJIMHI CUCTEMbI ynpaBlieHnA nepcoHanom

KoHTponupoBaTb GloMKeT Ha MepcoHan M ynpasfeHue pacxodamu Ha
nepcoHan

OpraHn3oBbIBaTb COMPOBOXAEHWE [OroBOPOB MO BOMpOCaM YrnpaBreHus
nepcoHarnomM, Bknoyasi npeasapuTernbHble Npoueaypbl MO UX 3aK0HYEHUO

OpraHu3oBbIiBaTh 3aKyrnodHble npoueaypbl, 0popMIATbL U aHanM3npoBaTb
3aKyMOYHY0 JOKYMEHTaLMI0

KOHTpOJ'IVIpOBaTb N aHanm3nmpoBaTb BOMNPOCbI couManbHOro napTHepcCTBa,
A0roBopbl NOCTaBLMKOB yCcnyr

|_|pOBO£l,I/ITb neperoeBopbl “ npeacrtaBnATb WHTepecCbl oOpraHusauun B
rocydapCTBEHHbIX oOpraHax, npodeccuoHanbHbIX col3ax W Opyrux
npeacrtaBuUTENibHbIX OpraHax pa6OTHVIKOB N opraHumsaumnax no Bonpocam
nepcoHana

Bectn 4ernoByro nepenncky

PabotaTtb C WHGOPMALMOHHLIMKW cuUCTEMaMM U 6a3amMuM OaHHbIX MO
nepcoHany, cucTeMam YnpaBlieHUss MepcoHanoM W opraHusauum
OEATENbHOCTM CTPYKTYPHbIX NoApasaeneHuin

ObecneunBaTb KagpoBOe [Aenonpou3BOACTBO W AOKYMEHTaUWOHHOE
COMPOBOX/JEHNE MNPOLECCOB MO YMpaBMeHuio nepcoHanom u paboTe
CTPYKTYPHbIX NogpasgeneHunn

OpraHI/I3OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUM C Tpe6OBaHMﬂMI/I
TPyaooBOro M apxmBHOIo 3aKoHOOAaTesrbCTBa Poccunckon CDe/J,epau,MM n
JTOKallbHbIMW aKTaMyn opraHmn3auunm

CobntogaTb HOPMbI 3TUKKU OETOBOro 00LweHus

Heobxooumble 3HaHMSA

KopnopaTuBHasa KynbTypa, couuarnbHas MonuTuka, CUCTeMbl MOTMBAUMKU U
3 HEKTUBHOCTU YNpaBeHNs NepcoHanom

MeToabl ynpasneHus passutmeM N 3EKTUBHOCTLIO OpraHu3auumn, MeTofbl
aHanusa BbINOMIHEHUSA  NMaHOB W nporpamm,  OfNpeferneHns  ux
3KOHOMMYECKON 3hPEKTUBHOCTH

MeToabl npoBefeHWst ayauTa, KOHTPONS OnepaTUBHbIX YrpaBlieHYeCKMX
MPOLIECCOB, COLIMONOTMYECKUX UCCIEAOBaHMA

BusHec-nnaH n 6I/13HeC-I'IpOLI,eCCbI opraHusauunm

BlogpkeTHOEe NpoeKkTMpoBaHue




OpraHu3aunoHHoe NPOoEeKTUPOBaHNe

dopMbl, MeToabl W CUCTEMbI MaTeEpPUanbHOTO W  HemaTepuanbHOro
CTMMYNMPOBaHUS Tpyaa nepcoHana

Cuctemsl cTaHgapToB no H6usHec-npoueccam, npodeccusim
(cneumanbHOCTAM), HOPMbI TpyAa

MeToabl aHanmn3a KONM4YeCTBEHHOTO U KA4eCTBEHHOro cocTaBa nepcoHana

Kap,posaﬂ NOJINTUKa opraHnsaunmn

Mopsagok dopmupoBaHus, BedeHua ©OaHka [OaHHbIX WM NpegocTaBrieHus
OTYETHOCTM MO CUCTEMAM YyNpaBrieHUsa NepcoHanom u paboTe CTPYKTYPHbIX
nogpasgeneHumn

OcHoBbI AOOKYyMEeHTaLlNOHHOIro obecneyeHuns, nopAaaokK O(bOpMﬂeHVIFI
AOOKYMEHTOB, npenoctaBidaeMblX B rocyaapcCtBeHHble opraHbl,
I'IpO(beCCVIOHaJ'IbeIe COH3bl, 0OLLIECTBEHHbIE opraHunsauunmn

Llenv n ctpaterus pa3sutus opraHusawmm

Mopsgok  mpoBedeHWst  3aKymoyHbiX  npoueayp W 0hopMIIeHus
COMyTCTBYOLLEN JOKYMEHTaLMK

HopmaTtuBHble NpaBoBble akTbl, Perynvpylolme npasa U 0053aHHOCTM
rocyqapCTBEHHbIX OpraHoB W OpraHv3auuv No MPegoCTaBEHUIO YYETHOMN
AOKyMeHTaLun

CTpykTypa opraHusauMm U1  BakaHTHble  JOJDKHOCTM  (npodheccun,
crneunanbHOCTK)

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYOOBOIoO
npaBa

OcCHOBbI apXMBHOIO 3aKkoHOOATENbCTBA M HOPMATUBHbLIE MPABOBLIE aKThbI
Poccuiickoin defepaunm, B YacTu BeAeHUsI JOKYMEHTaUMKn No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTensctea Poccuickon Pegepaumm

OcHoBbl MUrpaumMoHHOro 3akoHodaTenbcTBa Poccuiickon depepauuun, B
4YacTu MPUBMEYEHMS U TPYOOYCTPOMCTBA MHOCTPAHHbIX rpaxadaH u nuuy 6e3
rpaxgaHcTea

OcHosBbl aAMUHNCTPATUBHOINO 3aKoHodaTeslbCTBa B obnactu ynpasneHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX Nl

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHmsauun B obnacTtu ynpasneHusa
nepcoHasnom

Mopsok 3aknoyeHns AoroBopoB (KOHTPaKTOB)

Hopmbl 3TnkM fenoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTMKI/I, CTPYKTYpHOE NnocTpoEeHNne
MHCbOpMaLI,I/IOHHbIX CUCTEM N 0CODEHHOCTU pa6OTbI C HUMU

[pyrve xapakTepucTmkm




IV. CBegeHns 006 opraHusaumsx - paspaboTymkax
npodeccuoHasnbHOro ctaHgapTa

4.1. OTBETCTBEHHAs OpraHM3aumsi-pa3padboTymnk

Obwepoccuiickoe 06begnHeHne paboTtogaTtenen "PoOCCUMACKUI COHO3 NPOMBbILLITEHHUKOB U

npegnpuHnuMmartenen, ropoa MockBa

VcnonHuteneHbi Bule-npesmaeHT KysbmuH Omutpun Bnagnmmnposud

4.2. HanmeHoBaHusa opraHmMsaumn-pa3paboTynkoB

1| AHO "HaumoHanbHOe areHTCTBO pa3BMTuA kBanudukaummn", ropog Mockea

2 | Accoumaums (Coto3) "Accoumanmsa KOHCYNbTaHTOB Mo nogbopy nepcoHana”, ropod Mockea

3| Npynna HeadHunter, ropog Mocksa

4| 3A0 "KPOK MHKOPMOPEWTEN, ropoa Mocksa

5 | MIHbopmaumoHHo-aHanuTudeckuii LeHTp "Kagpossii [Josop", ropoa Mocksa

6 | MI'O "OMNOPA POCCUIN", ropoa Mockea

7| MexgyHapoaHas accouuaumsi AenoBoro coTpyaHuyecTsa, ropog Mockea

8| HOUY OMNO "MHcTuTyT npodeccnoHanbHoro kagpoeuka", ropog Mocksa

9 | HIM "Accoumnauusa EBponenckoro 6usHeca", ropog Mocksa

10| HIM "BKK - HauunoHanbHbIN coto3 kagposukos", ropoa Mocksa

11 | HMN "MexayHapoaHbli anbsiHe "Tpyaosast Murpauws”, ropoa Mocksa

12 | HM "HaumnonanbHas accoumaumsa opuCHbIX CNeLnanucToB U aaMUHNUCTPATUBHBLIX paboTHUKOB",
ropog Mockea

13 | HIM MHO "Accouwnauunsa meHemxepoB Poccun”, ropog Mocksa

14 | HIM CYP3 "HauunoHanbHas koHdenepauna "Pa3sutne yenoseyveckoro kanutana", ropog Mockea

15| OAO "BOHX" (TAO BBLl), ropog Mocksa

16 | OAO "T'asnpom HedpTb-HoBOCKMOUPCK", ropoa HoBocnbupck

17 | OAO "ObbeanHeHHas cygocTpouTenbHasa kopnopauums”, ropog Mockea

18| OAO "PX[", ropoa Mockea

19 | OAO "CaxanuH SHepoxu MHBecTmeHT KomnaHnu", ropoa KOxxHo-CaxanuHek

20| OAO "TatHedTb" uMeHn B.[. LWawwuHa, ropoa KasaHb

21| OAO "Hay4yHo-npousBoacTBeHHoe obbeanHeHne "Hayka", ropog Mockea

22| 000 "LG Electronics Rus", ropog Mocksa

23| 000 "busHec lMNMcuxonorn SHL Russia & CIS HIM", ropoa Mockea

241000 "UT-CK", ropoa Mocksa




25| 000 "Nykonn-UrxumHupunr", ropon Mocksa

26 | O0O0 "OKB 3enut", ropog Mockea

271000 "MeTtponnym TpenanHr", ropoa Mocksa

28| 000 "Tonurpad-3awmra”, ropoa Mockea

29| 000 "UeHTp kagpoBbix TexHonorun - ObyyeHue. Ctaxnposku. Tpygoyctponctso", ropoa Mocksa

30 | Poccunckoe npeactaButenbcTBo "Coleman Services UK" ("KoynmaH Cepeucus"), ropog Mockea

31| Toproeo-npombiluneHHas nanata Poccuiickon ®eaepaumm, ropog Mocksa

32| ®I'bOY BINO "MocKoBCKMIA rocyaapCTBEHHbIN yHBepcuTeT uMmeHn M.B. JlomoHocosa", LLkona
AvpekTopa no nepcoHany, ropog Mocksa

33| ®Ir'bOY BMNO MCY, ropoa Mocksa

34 | ®I'bOY BMNO MBCW, ropog Mockea

35 | PI'BOY BIMO Cubupckun rocyaapcTBeHHbIV yHUBEPCUTET nyTen coobenns (CIYTIC), ropoa
HoBocunbupck

36 | #I'BY "Hay4Ho-nccnegosaTenbCknii MHCTUTYT TpyAa M coumanbHOro ctpaxoBaHusa" MuHuctepcTaa
Tpyaa u coumansHomn 3awntbl Poccuinckon ®egepaunn, ropoa Mocksa

37| ®rYM "Mouta Poccum”, ropoa Mocksa

38 | ©K "Ypancnb", ropog Mocksa

<1> O6LLepoccUncKnii KnaccugukaTop 3aHATUR.

<2> O6LLepocCUNCKNiA KnaccugrkaTop BUAOB SKOHOMUYECKOW AEATENBHOCTH.

<3> EAMHbIN KBanMMUKALMOHHBIA CMPaBOYHMK AOIDKHOCTENM PYKOBOAMTENEW, CneuuannctoB u Apyrux
crnyxawmx.

<4> Obuwepoccunckui knaccudukatop npodeccmn pabounx, [OIMKHOCTEW Chyxawmx W TapudHbIX
pa3psaos..
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