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Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

3apeructpupoaHo B MuHtocte Poccum 19 oktsiops 2015 r. N 39362

MWHUCTEPCTBO TPYAA U COLUUATIBHOW 3ALLUTLI POCCUNCKOWN ®EOEPALUN

NMPUKA3
oT 6 okTA6GpPA 2015 . N 691H

OB YTBEPXAEHWUMN NPO®ECCUOHAIBHOIO CTAHOAPTA
"CMNEUMANNCT NO YNPABNEHUIO MEPCOHAIIOM"

B cootBetctBUM Cc pyHKTOM 16 [lpaBun paspaboTku, yTBEpXOEHUS W MPUMEHEHUS NPOdECCMOHarbHbIX
CTaHOapTOoB, YTBEPXAEHHbIX NocTaHoBneHneM MNpaBuTtenbcTBa Poccuiickon egepauumn ot 22 auBapsa 2013 r. N 23
(CobpaHue 3akoHogaTenbcTBa Poccuinckon denepaunm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBEepauTb npunaraemMbin npodeccnoHanbHbivi ctaHgapT "CneunanuncT no ynpasneHuto nepcoHanom".

MuHucTp
M.A.TOMUJTINH

YTBEpXKOeH

npukasoMm MuHUCTepcTBa Tpyaa
1 couunarnbHOWM 3alunThl
Poccuiickon degepanmm

oT 6 okTs6psa 2015 . N 691H

NMPO®ECCUOHAIbHbLIW CTAHOAPT
CNEUMANUCT NO YNPABNEHUIO NEPCOHANOM

559
PerncrpaunoHHbIn
HOoMep
|. OBbwme cBeneHus
YnpasneHue nepcoHanom opraHusauum 07.003
(HanmeHoBaHWe BMAa NPogeCcCcMoHanbHOM AeATENbHOCTN) Koa

OcHoBHas uenb Buaa I'IpOd)eCCI/IOHaJ'IbHOVI neATeNIbHOCTU:

Ob6ecneyeHre adhPeKTUBHOrO PYHKLIMOHMPOBAHMS CUCTEMbl YMpaBfieHUs MnepcoHarnioM ANns OOCTUXKEHMUS
Lienei opraHusauun

pynna 3aHATURA:

1232 PykoBoautenu noapasgeneHuin 2412 CneuuanncTbl No kagpam u
(cnyx6) ynpaBneHusi kagpamu u npodopueHTaumnm
TPYLOBLIMW OTHOLLEHUSMU

KoHcynbTaHTINIOC
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Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H
"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct
Mo yrnpasBnieHWIo NepcoH...

[okyMeHT npepoctasneH KoHncynbranTntoc

[ata coxpaHeHus: 29.03.2016

3423 CneunanucTbl KagpoBbIX CIyXG - -
yupexaeHun 3aHATOCTH
(kog OK3 <1>) (HaMmeHoBaHwMe) (kog OK3) (HaMmeHoBaHwMe)
OTHeceHMe K Buaam 3KOHOMUYECKON AeATENbHOCTY:
78.30 HesTenbHocTb No nogbopy nepcoHana npo4vas
(kog OKB3[ (HaMMeHoBaHWe BMAa 3KOHOMUYECKOWN OEATENbHOCTN)
<2>)

[I. OnucaHne TpyaoBbIX OYHKLUNNA,

BXOASLLMX B MPOheCcCUoHarnbHbIi cTaHaapT (PyHKUMOHarbHas KapTa

BMaa NpodeccnoHanbHOM AeATENbHOCTH)

O606LeHHbIe TPyaoBble YHKLUMM TpyooBble yHKUMM
ko4 HanMeHoBaHue YPOBEHb HanMeHoBaHue Koa YPOBEHb
KBanudpwm (nopypose
KaLumm Hb)
KBanMduk
auum
A [okymeHTaunoHHoe 5 BeneHne opraHusaunoHHOW 1 A/01.5 5
obecneyeHne paboThbl pacnopsanTenbHON OKyMeHTauumn no
C nepcoHanom nepcoHany
BeneHune gokymeHTaumm no yyeTy u A/02.5 5
OBWKEHUIO KaapoB
AAMWHMCTPUPOBaHME NPOLECCOB U A/03.5 5
OOKYMEHTOO00opoTa Mo y4eTy U ABUKEHUIO
KaZpoB, NPeACTaBNEHNO JOKYMEHTOB NO
nepcoHany B rocyAapCTBEHHbIE OpraHbl
B |[desaTtenbHocTb No 6 C6op uHpopmaumm o noTpebHOCTAX B/01.6 6
obecneyeHunto opraHu3auum B nepcoHarne
nepcoHanom
Mownck, npuBneyenune, nogdop n otTbop B/02.6 6
nepcoHana
AOMWHUCTPUpPOBAHME MPOLIECCOB 1 B/03.6 6
OOKyMeHToobopoTa obecneyeHms
nepcoHasnom
C | [OesiTtenbHOCTb MO 6 OpraHnzauusa n npoBegeHne oLeHKN C/01.6 6
OLEeHKe 1 aTTecTaumm nepcoHana
nepcoHana
OpraHusauus 1 npoBeaeHve aTTectauum C/02.6 6
nepcoHana
AOMUHUCTPUPOBaHME NPOLIECCOB U C/03.6 6
OOKyMeHToobopoTa npy NpoBeaeHNM
OLIEHKW 1 aTTecTauuMm nepcoHana
KoHcynbTaHTINIOC
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Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo YrnpaB/IEHUIO MEPCOH... [ata coxpaHeHus: 29.03.2016
D |HOeatenbHocTb No 6 OpraHu3auus u nposeaeHne meponpuatui | D/01.6 6
pasBUTUIO NepcoHana no pasBUTUIO U NOCTPOEHUIO

npodeccroHarnbHo Kapbepbl NepcoHana

OpraHusauns oby4yeHus nepcoHana D/02.6 6
OpraHunzauusa agantaumm n CTaXKMpOBKK D/03.6 6
nepcoHana

AAMWHMCTPUPOBaHME NPOLECCOB U D/04.6 6

[IOKyMEHTO060poTa Mo PasBUTHIO U
npodpeccroHanbHomn kapbepe, 06ydeHuo,
afanTauumn U CTaXMpOBKe nepcoHana

E |[OeaTtenbHocTb No 6 OpraHusauua Tpyaa nepcoHana E/01.6 6

opraHusauuu Tpyaa u
ornnarbl nepcoHarna OpraHu3auuns onnatbl Tpy4a nepcoHana E/02.6 6
AAMWHMCTPUPOBaHME NPOLECCOB U E/03.6 6

JJ,OKYMeHTOO60p0Ta no Bonpocam
opraHusaumn Tpyaa v onnatbl nepcoHana

F |deatenbHocTb No 6 Pa3paboTka KoprnopaT1BHOWN CoLManbHOM F/01.6 6
opraHusaumm NONUTUKN
KoprnopaTuBHON
coumanbHom Peanunsauusa kopnopaTtnBHOM coLmanbHOM F/02.6 6
NOMNUTUKN NOMUTUKN
AOMUHUCTPUPOBaHME NPOLLECCOB U F/03.6 6

ﬂ,OKyMeHTOO60p0Ta no Bonpocam
KOpI'IOpaTVIBHOIZ couunanbHOW NOMUTUKK

G | OnepaumoHHoe 7 PaspaboTka cucteMbl onepaumoHHOro G/01.7 7

ynpasneHue ynpaBsneHusi NnepcoHanom un paboTbl

nepcoHarnom u CTPYKTYPHOro noapasaeneHus

nogpasgeneHnemM

opraHusaumm Peanusauns onepaunoHHOro ynpasneHunst G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgeneHus
AOMUHUCTPUPOBaHME NPOLIECCOB U G/03.7 7

AOKyYMeHToobopoTa no onepaumoHHOMY
ynpaBneHuo nepcoHanom n pabore
CTPYKTYPHOro noapasaeneHuns

H | Crtpaternyeckoe 7 Pa3paboTka cucTtembl CTpaTermyeckoro H/01.7 7
ynpaeneHue ynpaBneHns nepcoHanomM opraHusauum
nepcoHanom
opraHusauum Peanunsauusa cuctembl cTpaTernyeckoro H/02.7 7

ynpasrieHna nepcoHarnom opraHn3auunm

AAMWHMCTPUPOBaHME NPOLECCOB U H/03.7 7
AOKYMeHToobopoTa No cTpaTernyeckomy
ynpaBneHUo NepcoHanomM opraHnsaumm

Ill. XapaktepucTtuka 0600 EeHHbIX TPYA0BbIX (OYHKLMNA

3.1. O6obuweHHasa Tpyaosas yHKUUS

KoHcynbTaHTINIOC
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Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapTa "Cneumanumct [JoKkyMeHT npepocTaBneH KoHcynbrauTlnroc
no ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

HokymeHTaumnoHHoe obecneyeHne paboTbl C YpoBeHb
A
HanmerosaHue nepcoHaniomMm KO,EL KBaJ‘II/Id)I/IKaLI,VIM 5
Qggg Cxe?-l)ﬁqoemHTM , OBOWN OpwurunHan X SaumMcTBOBaHO
H PyA P 13 opurmHana
PyHKUNN
Kog PernctpaunoHHbIn
opuruHana HoMmeEp
npoceccuoHanbHOro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneumanuncT no KagpoBOMy OENONPON3BOACTBY

[OJDKHOCTEN, Npodheccuin CneumanucT no AOKyMeHTauMoHHOMY obecneyeHnto paboThbl C NnepcoHanom
Cneunanuct no 4OKyMeHTaLuoHHOMY obecneyeHmnio nepcoHana
Cneuunanuct no nepcoHany

TpeboBaHus K CpegaHee npodeccuoHansHoe obpa3oBaHue - Nporpamma nogroToBKy
obpasoBaHuio 1 0OyYeHUIo | CneunanncToB cpeaHero 3BeHa

JononHutensHoe npogeccrmoHanbHoe obpa3oBaHue - NPorpaMmbl
npoceccroHansHON NepenoaroToBKU, NPOrpaMMbl NOBbILLEHNS
KBanudmkaumm

TpeboBaHus K OnbITy -
npakTu4eckoii paboTbl

Ocobble ycnosusa gonycka
K paboTe

Lpyrne xapakTepucTukm

[ononHutenbHble XapaKTepucTtukumn

HanmeHoBaHWe JoKyMeHTa Kog HaumeHoBaHWe 6a3oBow rpynnbl, A4OMKHOCTU (Npoddeccm) unm
crneynanbHOCTH
OK3 2412 Cneumnanuctbl No kagpam 1 npogopreHTaumm
3423 CneunanncTtbl KagpoBbIX CIYXO M yUpexXaeHU 3aHSATOCTH
EKC <3> - Cneumanuct no kagpam

- WNHcnekTop no kagpam

OKMNATP <4> 27755 OKOHOMWCT No Tpyay

22956 MHcnekTop no kagpam

3.1.1. TpypoBas gyHKUmMSA

BeneHvie opraHn3aunoHHON 1 pacnopsaanTensbHo YpoBeHb (NoAypoBeHb)
Haumetosanme [OKyMEeHTaLmm no nepcoHany Koa AI01.5 KBanudukauum 5
KoHcynbTaHTINIOC
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Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

MpoucxoxaeHne TpyooBon OpurHan X 3anMmMcTBOBaHO
dyHKUMM n3 opuruHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHarnbHOro
cTaHgapTa

Tpynoeble gevictBuss | O6paboTka 1 aHanmW3 NoCcTynarowein AoOKyMeHTauUmm Nno nepcoHany

Pa3paboTka 1 ohopMrneHre AOKYMEHTALMM NO NepcoHany (NepBUYHON, YYETHOW,
nnaHoBow, no couuansHoMy obecneyeHuto, OpraHv3aL OoHHOW,
pacrnopsanTenbHON)

Pervnctpauus, yyeTt n Tekylliee XxpaHeHne opraHn3aLnoHHON U pacnopsanTernbHON
OOKYMeHTaumm no nepcoHany

HeobGxogumble PaspabaTbiBaTb NPOEKTLI OPraHM3aLMOHHbIX U PacnopsANTESbHbIX JOKYMEHTOB MO
yMeHUsi nepcoHany

O(bOpMﬂﬂTb OOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHI/IF|MVI rpaxagaHckoro,
TPyaooOBOro 3akoHOoOaTesNbCTBa Poccurickon dJep,epau,MVl n  nokKalibHbIMU
HOPMaTUBHbIMW akTaMn opraHn3auumn

Bectn yqyeT n perucrpaunto OOKYyMEeHTOB B MH(*)OpMaLI,I/IOHHbIX cucreMax n Ha
MaTepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHeHWe [OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
TPy4oBOro, apxmMBHOro 3akoHogartensctea Poccuiickon degepawmm n nokanbHbIMU
HOPMaTUBHbLIMUW aKTaMn opraHu3auum

AHaJ'Il/I3I/IpOBaTb OOKYMEHTbl N MNMepeHOCUTb VIH(*)OpMaLI,VII'O B 6asbl OaHHbIX WU
OTYEeTbI

BbISIBNATb OLLIMOKN, HETOYHOCTH, ncnpaeneHnda 1 HeaoCTOBEPHYIO I/IH(bOpMaLI,VIPO B
LOOKyMeHTaXx, onpenendrtb NermtTMMHOCTb JOKYMEHTOB

PaboTtatb C MHMOPMALUMOHHBIMK CUCTEMaMU N Ga3amMu [aHHbIX MO BEAEHMUIO
y4yeTa, ABUKEHUIO nepcoHana

CobntogaTb HOPMbI 3TUKK OENTOBOro 00LEeHus

Heobxoanmble 3HaHUSA nOpHﬂ,OK OQ)OpMJ'IeHMH, BeeHUA N XpaHEeHUA OJOKYMEHTOB MO nepcoHany

nOpﬂﬂOK y4yeTa ABMXKEeHNA KagpoB N COCTaBJ1IeHUA yCTaHOBﬂeHHOVI OTHYETHOCTU

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOrO obecneyeHns

TexHonorun, MeToabl U METOAMKM MNPOBEAEHWS aHanmM3a U cuctemaTusauum
JOKYMEHTOB 1 UHcpopMaumn

Mopsiaok pacyeTa cTaxa, NbroT, KoMMneHcauuin, oPopPMNEHNS NEHCUIA paBGoTHMKaM

CTpyKTypa opraHusauum

pr,D,OBOG 3akoHOOAaTeNnbCTBO U MHbIE aKTbl, coAepXxawune HOPMbl TPpyaoBOro

KoHcynbTaHTINIOC

www.consultant.ru CrpaHvua 5 u3 65
HafeXxHasa npaBoBan noaAepXXkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016
npaea

OCHOBbLI apXMBHOIO 3akoHoOATENbCTBA W HOPMAaTMBHbIE MPaBOBbLIE  aKTbl
Poccwuiickon degepaumm, B YacTy BegeHUS AOKYMEHTaLMK Mo nepcoHany

3akoHogaTenbcTBO Poccuinckon denepaumm 0 nepcoHanbHbIX AaHHbIX

NokanbHble HOPMAaTMBHBIE aKTbl  OpraHu3auuu, perynupyrowmne  nopsigok
ochopMIEHNs pacnopsianTENbHbBIX Y OPraHN3aLMOHHBIX OKYMEHTOB MO NepcoHany

HopMbl 3TWKM U 0enoBoro obLeHus

BasoBble OCHOBbLI MH(OPMAaTUKKN, CTPYKTYpPHOE MOCTPOEHME WH(OPMaALMOHHBLIX
cucteM u ocobeHHocTH paboTbl C HUMK

Apyrve -
XapaKTePUCTUKM

3.1.2. TpypoBas dyHKUMSA

HavmeHoBaHune

BeneHne gokymeHTaUmMW N0 y4YeTy U ABUXKEHWIO KaapoB Koa A02.5 YpoBeHb (MoAypOBeHb) 5
KBanudmkaumm

3anmcTBOBaHO
13 opurnHana

[NpoucxoxaeHne TpyaoBon

chyHKLMM OpwurunHan X

Kopn PernctpaunoHHbIn
opuruHana HoMep
npodeccuoHarnbHOro
cTaHgapTa

TpynoBble AENCTBUS MogroToBka MPOEKTOB  OOKYMEHTOB MO  Mpoueaypam  ynpaeneHus
nepcoHanoMm, y4eTy 1 ABMXKEHUIO nepcoHana

OpraHuzaums cucTeMbl ABWKEHMS JOKYMEHTOB MO NepcoHany

C6op 1 npoBepka NNYHBIX JOKYMEHTOB paGOTHMKOB

MoaroToBka 1 ocpopMrieHne No 3anpocy PaboTHUKOB WM OOMKHOCTHBIX L
KOMWIA, BLINNCOK M3 KaapOBbIX IOKYMEHTOB, CMpaBokK, MHAopMaLun O CTaxe,
nbroTax, rapaHTUAX, KOMMNeHcaUumuax 1 UHbIX CBeOeHUI 0 paBGoTHMKaX

Bblgaya paboTHUKY KapOoBbIX JOKYMEHTOB O €ro TPYAOBOW AeATENIbHOCTM

HoseneHne 0o cBeaeHnda nepcoHana OpraHn3aumoHHbIX,
pacnopAagnTenbHbIX U KaapoBbiX JOKYMEHTOB OpraHn3auunm

BepneHue yyeTta pabo4yero BpemeHnun paboTHMKOB

PeFI/ICTpaLI,I/IFl, y4yeT, onepatunBHOe XpaHeHue [OOKYMEHTOB Mo nepcoHany,
noaroToBKa K caadve nx B apxmB

Heobxognmbie ymeHuns PaspabaTtbiBaTb NPOEKTbI KAAPOBbLIX 4OKYMEHTOB

O(bOpMJ'IFITb KagpoBble OOKYMEeHTbl B COOTBETCTBUM C TpeGOBaHMﬂMM

KoHcynbTaHTINIOC
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Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

TpygoBoro 3akoHopatenbctBa Poccunckon degepaumm 1 nokanbHbIMU
HOPMaTUBHbLIMUK aKTaMm opraHu3auum

Bect yyeT U permctpaumio KaapoBblX OOKYMEHTOB B MHGOPMaLUMOHHbIX
cucTemax U Ha MaTepuanbHbIX HOCUTENAX

OpraHM3OBbIBaTb XpaHeHne KaapoBbiX [OOKYMEHTOB B COOTBETCTBUU C
TpeGOBaHVIFIMVI TPyAOBOro, apxuBHOIro 3akoHO4AaTesbCTBa Poccunckon
dJep,epau,MM M NoKaribHbIMXU HOPMATUBHLIMU akKTaMn opraHmu3aunm

AHaJ'II/I3I/IDOBaTb KagpoBble AOKYMEHTbI U NEPEHOCUTb Mchopmau,mo B 6asbl
AOaHHbIX N OTYETbI

PabotaTb co crneunanuaMpoBaHHbIMU MH(POPMALMOHHBIMU CUCTEMAMU U
6a3zamMu AaHHbIX MO BEAEHUIO yYeTa U OBMXKEHUIO NEpCoHana

PaspabaTbiBaTb  MNnaH  KOPPEKTUPOBOK  YCTAaHOBIIEHHOMO nopsiaka
0hOPMIIEHNS JOKYMEHTOB MO MNepcoHany W peanu3oBbiBaTb MPUHSITbIE
N3MeHeHus

KoHTponupoBaTtb NpucyTcTBME paboTHNKOB Ha paGoyeM mecTe

CobntogaTb HOPMbI 3TUKK OEMOBOro 0bLeHus

Heobxoanmble 3HaHUSA nopFID,OK OCbopMﬂeHVIﬂ, BeleHNA N XpaHEeHNA OOKYMEHTOB MO nepcoHany

Mopsiaok y4yeTa [OBWXKEHUS KagpoB W COCTaBMNEHMSI  YCTaHOBMEHHOW
OTYETHOCTM

Mopsdok pacyeTa CcTaxa, NbroT, KoMreHcauun, odopMIeHUss MNeHCcun
paboTHMKaM

CTpyKTypa opraHusaumm

TpynoBoe 3aKkoHOOATENLCTBO U MHbIE aKThbl, COAEPKaLlMe HOPMbl TPYAOBOIO
npaea

OCHOBbI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbIE MPaBOBble aKThbl
Poccuiickoin Penepaunm, B YacTu BeAeHUsI AOKYMEHTaLMK Mo nepcoHany

BakoHogaTenscTBO Poccuiickon defepaumm o nepcoHanbHbIX AaHHbIX

TexHonorun, MeTodbl U METOAMKM NMPOBEAEHUS aHanM3a U cucTematusaumm
JOKYMEHTOB 1 UHcpopMaumm

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHunsauunu, perynupyrwme nopanok
OCbOpMﬂeHVIS'-I OOKYMEHTOB Mo nepcoHany

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

HopMbl 3TMKK AenoBoro oblieHns

Basosble OCHOBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHne
WHOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMK

Lpyrue xapakTepucTrKu

3.1.3. TpypoBas dyHKUmMS
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AIMUHUCTPUPOBaHME NPOLIECCOB 1 AOKYMEHTOO6GopoTa Mo y4YeTy
HavnmeHoBaH1e 1 ABWXEHIO KaApOB, NPeACTaBMeHNo JOKYMEHTOB Mo Kog, A/03.5 YpoBeHb (NoAypoBeHb) |

nepcoHany B rocyaapCTBeHHbIE OpraHbl KBaan)MKaU'MM

Y 3anmcTBOBaHO
MpoucxoxaeHne TpyooBow OpurvHan X
PyHKLMM N3 opurmHana
Kog PernctpaunoHHbIn
opuruHana HoMmeEp
npoceccuoHanbHOro
cTaHgapTa

TpyaoBble AeACTBUSA OpraHusauust JOKyMeHTO000pOoTa No yYeTY U ABMXKEHUIO KaapoB

OpraHusauma AokymeHToobopoTa Mo NpPedcTaBreHUo [OOKYMEHTOB Mo
nepcoHany B rocygapCTBEHHbIE OpraHbi

MocTaHoBKa Ha y4eT opraHM3auun B roCyAapCTBEHHBIX OpraHax

MoaroToBka MO 3anpocy rocydapCTBEHHbIX OPraHoB, MNPOMECCUMOHaNbHbBIX
COI30B M ApPYrMX NpeacTaBUTENbHbIX OpraHoB pPabOTHUKOB OPUrMHAarnoB,
BbIMUCOK, KOMWiA JOKYMEHTOB

MoarotoBka yBeOOMMNEHWUA, OTYETHOW M CTaTUCTMYECKOW MHGopMaLMM no
nepcoHany

MogroToBka MHdopMaLnn o] 3aKnYeHnmn Tpy4oBoro nnu
rpaXxgaHCKO-NPaBOBOro JOroBOPa Ha BbINOMHEHME paboT (Oka3aHue ycrnyr) ¢
rpakgaHuHoM,  3aMellaBlUMM  JOMMKHOCTM  FOCYL4apCTBEHHOM unm
MYHUUMNANbHOMW  CNyxObl,  nNepedyeHb  KOTOPbIX yCTaHaBnMBaeTcs
HOpMaTMBHbLIMW NPaBOBbLIMK akTamu Poccuiickon ®egepaunn

Heobxognmbie ymeHuns OdopmMnaTb yyeTHble AOKYMEHThI, MpefocTaBnseMble B rocygapCTBEHHble
opraHbl, NpodeccroHarnbHbIe Co3bl U Apyrve npeacTaBuTenbHble OpraHbl
paboTHMKOB

OpraHn30BbIBaTb XpaHEHE JOKYMEHTOB B COOTBETCTBUM C TpeboBaHuAMM
TpygoBoro 3akoHopatenbctBa Poccunckon degepaumm 1 nokanbHbIMU
HOPMaTUBHbLIMUK aKTaMm opraHu3auum

PaboTtath C I/IH(bOpMaLI,VIOHHbIMVI cucTtemMamu u 6asamMm AaHHbIX MO BeOeHUto
ydyeTa U ABWXEHUIO nepcoHana

PaboTtath ¢ I/IH(bOpMaLI,VIOHHbIMVI cuctemMamm M 6asamMum AaHHbIX N0 BeaeHUto
CTaTUCTMYECKON U OTHETHOMN VIHCbOpMaLI,VIVI no nepcoHany

AHanusupoBaTb Npasuia, NpPoLeaypbl U MOpsiAoK, perynupytoliMe npasa u
06513aHHOCTM TrOCYyapCTBEHHbLIX OpPraHoOB M OpraHu3aumMuM Mo Bonpocam
obmMeHa JoKyMeHTauuWel no nepcoHany

Bectn genosyto nepenuncky

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxoaumble 3HaHUSA TexHonoruu, MeTodbl U METOAMKM NPOBEOEHUS aHanM3a U cuctemaTmaauum
[OKYMEHTOB 1 MHcpopMaLmm
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MO YNPaB/EHWIO NEPCOH...

OcHoBbI JOKyMeHTO060pOoTa M AOKYMEHTALMOHHOIO obecrneyeHns

CTpykTypa opraHusaumm

HopmaTturBHble NpaBoBble akTbl Poccuiickon ®eaepaunn, perynupyroLime
npasa 1 0693aHHOCTM rocyAapCTBEHHbIX OPraHoB, NPOdEeCCUOHArbHbIX
COI30B M ApYyrux npeacrtaBuTeNbHbIX OpraHoB PaboTHUKOB MO
npegocTaBneHnto y4eTHON 4OKYMeHTauum

TpypoBoe 3aKOHOA4ATENBLCTBO M UHbLIE akTbl, cofepXalinue HopMbl TPYAOBOro
npasa

OCHOBbI apXMBHOI0O 3aKOHOAATENLCTBA M HOPMATMBHbBIE NPAaBOBbLIE aKTbI
Poccuiickon depepauum, B YacTu BeAeHNUs1 OKYMEHTaLMK No NepcoHany

3akoHogaTenbcTBO Poccuinckon degepauumn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpraHN3auun, perynupytoLime nopsinok
BeOEHWS JOKYMEHTALMN NO YYeTYy U ABUXKEHWIO NepcoHana

Hopmbl 3TuKK genoBoro oblieHns

BasoBble 0CHOBbBI UHOPMATUKN, MOCTPOEHUSA MHPOPMALMOHHBIX CUCTEM U
0cobeHHOCTM paboTbl C HAMM

Lpyrne xapakrepucTukm

3.2. O6obuweHHasa TpygoBas PyHKUUS

HanMeHoBaH1e [esTenbHOCTb No 06ecneyeHnio NnepcoHanom Kon B Zs:ﬁ;(;;mum E
Qgggciiﬁ(;“re OBOVi OpurMHan X 3anmcTBOBaHO
” PYA P 13 opuruHana
YHKLMM
Kog PerncTpaumoHHbiii
opvrmHana Homep
npocdeccnoHanbHOro
cTaHaapTa

Bo3moXHble HaumMeHOBaHMS
OOIKHOCTEN, npodeccui

Cneumnanuct no nogdopy nepcoHana
Cneuunanuct no nepcoHany
MeHnemxep no nepcoHany

TpeboBaHusa kK 06pasoBaHuUio
n obydeHuto

Bobicwee obpasoBaHue - 6akanaspuart

HononHutenbHoe npodeccuoHanbHoe obpasoBaHne - MporpaMmel
NOBbILLEHMS KBanNudUKaLuum; nporpaMmMbl NpogeccnoHanbHon
nepenoaroToBkM B obrnactu novcka v nogdopa nepcoHana

TpeboBaHus K ONbITY
npakTuyeckon paboTol

Ocobble ycrioBus gornycka K

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa

www.consultant.ru

[okyMeHT npepoctasneH KoHncynbranTntoc
[ata coxpaHeHus: 29.03.2016

CrpaHuua 9 n3 65


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016
paboTte

Lpyrve xapakTepucTrkm -

KoHcynbTaHTINIOC

www.consultant.ru Crpanvua 10 u3 65
HafeXxHasa npaBoBan noaAepXXkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

MNpukas MuHTpyaa Poccun ot 06.10.2015 N 691H
"06 yTBEpXaAeHMM NpodeccnoHanbHOro ctaHaapTa "Cneumanunct nNo ynpaBieHno NepCoH. ..

[JokyMeHT npepoctasneH KoHcynbraHTntoc
[ata coxpaHeHnus: 29.03.2016

[ononHutenbHble XapaKTepucTtukumn

HanmeHoBaHWe oOKyMeHTa Kog HaumeHoBaHve 6a3oBow rpynnbl, OMKHOCTU (Npodeccum) unm
cneymnanbHOCTH

OK3 2412 CneuuwanucTtbl No Kagpam 1 NpocopreHTaumm
3423 CneunanncTtbl KagpoBbIX CIYXO M yUpexXaeHUA 3aHATOCTH

EKC - Cneumanuct no kagpam
- MeHeoxep no nepcoHany

oKnaTpP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.2.1. TpypoBas dyHKLMSA

KoHcynbTaHTI/0C

Hape)XHas npaBoBas noaaepXXKa

www.consultant.ru
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HauMeHoBaHNe C60op MHdopMaLmMm o NOTpeBHOCTAX opraHn3aLmm B nepcoHane Koa B/01.6 YpoBeHb (NoAypOBEHb) 6

KBanudmkaumm

/ 3aMmMmcTBOBaHO
MpoucxoxaeHne TpygoBoOn OpuriHarn X
dyHKUMN 13 opurmHana
Kog PerncrpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTaHgapTa
TpyooBble AenCTBuUSA AHanu3 nnaHoB, cTpaTernm u CTPyKTypbl opraHusaumm
AHanua ocobeHHOCTEM opraHuM3auum paboTbl M MNPOM3BOACTBA  Ha
KOHKPETHbIX pabounx mecTtax
AHanu3 pblHKa Tpyga Mo opraHuMsaumMm paboTbl Ha aHanormyHoMm
Npoun3BoAcTBe M pabounx MmecTax
dopmupoBaHme TpeboBaHWA K BakaHTHOW [OOSMPKHOCTM  (npodheccum,
crneLmanbHOCTN) U UX KOPPEKLIMS
AHanus pblHKa Tpyga v nepcoHana opraHv3aumyM no npodwuso BaKaHTHOM
OOJDKHOCTM (Mpodheccuu, cneLmanbHOCTH)
NHdopMmpoBaHne 1 KOHCYNbTUPOBaHWE pykoBoaUTENeEN noapasfeneHvin u
opraHu3aumm no Bornpocam pbiHKa Tpyaa B YacTu obecrnedyeHnsa nepcoHanom
Heobxogumble ymeHus CobupaTb, aHanuaupoBatb W  CTPyKTypupoBatb uHGopmaumio 06
0COBEHHOCTAX opraHn3auun paboT Ha pasnMyHbIX y4acTkax Npou3BoACTBa U
Ha KOHKpEeTHbIX paboumx MecTax C y4yeTOM Lenew, 3agay, NNaHoB u
CTPYKTYpbl OpraHu3aumm
Cobupartb, aHanuaupoBaTb W  CTPyKTypupoBaTb MHdopmauuio 06
0COBEHHOCTAX N BO3MOXHOCTAX KagpoBOro noTeHLmana opraHusaunm
CobupaTb, aHanuaupoBatb W  CTPYKTypupoBatTb WHGopmauuio 06
0COBEHHOCTAX pbiHKa TPyAa, BKIIOYas NpeanoxeHns oT NpoBanaepoB ycnyr
no NOMWCKy, NpuBneveHuto, nogbopy n otbopy nepcoHana
dopmupoBatb TpebOBaHWsi K BakaHTHOW  OOIDKHOCTM  (Mpodpeccum,
crneumnanbHOCTW) 1 ONpeaenaTb KpuTepum nogbopa nepcoHana
BHocuTb koppekTupylowme ceegeHus B TpeboBawua K KaHaugaTam Ha
BakaHTHbIE JOIMKHOCTY (Mpodeccuu, cneumnanbHOCTH)
Monb3oBaTbCA MOMCKOBLIMW CUCTEMaMW U MHPOPMAaLMOHHBIMK  pecypcamm
ONA  MOHWUTOpPWHra pblHKa Tpyda,  rPaxgaHCKoro W TPygoBOro
3akoHogaTtenbcTBa Poccunckon ®egepaumm
KoHcynbTupoBaTe MO BoMpocam pbiHKa Tpyda B 4acTn obecnevyeHus
nepcoHanom
CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus
Heobxogumble 3HaHMSA TexHonorumn, MeToabl 1 METOOUKM NPOBEAEHMS aHanm3a 1 cucremaTusaumm
KoHcynbTaHTINIOC
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OOKYMEHTOB 1 MHOpMaLnm

CTpykTypa opraHuM3auMm W  BakaHTHble  OOMKHOCTM  (Mpodeccum,
crneumanbHOCTH)

nOpHD,OK onpeaeneHua I'IepCI'IeKTMBHOIZ n TeKyLLLeVI I'IOTp66HOCTI/1 B Kagpax

NcTouHrKM obecneyeHuss opraHMsaummn kagpamm

OpraHmsaLu/m pa60T Ha pa3finyHbIX Yy4YacCTKax npou3BOACTBa, OpraHusauuu,
oTpacnun

OOwue TeHOEeHLUMN Ha pblHKE TPpyAa W B OTAENbHOW OTpacrnuv, KOHKPEeTHOM
npocbeccun (4OMKHOCTH, CreumnansHOCTK)

OCHOBbI NCUXOSTOTNKN N COLMOSOTNN TpyAa

OCHOBbI 9KOHOMWKW, OpraHu3aummn Tpyaa v ynpasneHus

TpyaoBoe 3aKoHOAATENLCTBO M MHbIE aKTbl, COAePXalle HOPMbl TPYO0BOrO
npasa

OCHOBbI apXMBHOTO 3aKoHoAaTenbCTBA M HOPMAaTUBHbLIE MPABOBblE aKThbl
Poccuiickoit denepaunu, B YacTu BeAeHUsI JOKYMEHTaLMKU Mo nepcoHany

3akoHopaTenbcTBO Poccunckon degepaumm o nepcoHarnbHbIX JaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuu, perynupylolme nopsaok
nonbopa nepcoHana

HopMbl 3Tukn genosoro obLeHus

BasoBble OCHOBBI NHOPMATMKK, CTPYKTYpHOE NnocTpoeHne
MHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmkm

3.2.2. TpypoBasa yHKLUNA

HanMeHoBaHME Mowuck, npueneyeHune, nogbop 1 otTéop nepcoHana Kon B/02.6 YpoBeHb (N0AypOBEHb) 6
KBanudukauum
Y 3anmcTBOBaHO
MpoucxoxaeHne TpyooBow OpuruHar X
DyHKUNN 13 opurmHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHanbHOro
CTaHgapTa
Tpynosble oencTeus [Monck BO BHYTPEHHMX U BHELLUHNX UCTOYHMKAaX WHQopMaumm o KaHguaartax,
COOTBETCTBYIOLLEN TpeboBaHWsIM BakaHTHOM LOMKHOCTM  (npodheccun,
crneumanbHOCTH)

PasmelleHne cBegeHun o BaKaHTHOW  [JOJIKHOCTM (npodpbeccum,

KoHcynbTaHTINIOC
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crneumnanbHOCTM) B cpeacTBax MaccoBon MHdopMaLmm

Bbl60p crnocoboB 1 MeToOoB npueIrie4eHNA nepcoHalra B COOTBETCTBUMN C
yTBEPXAEHHbIMWU NiiaHaMmu

[poBepka WHpoOpMaunMm o KaHAMAaTaX Ha BaKaHTHbIE  OOJHKHOCTU
(npodbeccuu, cneumanbHOCTH)

lMpoBeneHne cobecenoBaHUn M BCTPeY C KaHAuOATaMUM Ha BaKaHTHbIE
JOomKHOCTKM (Mpodheccuu, cneumanbHOCTU) ¢ obecneyeHnem obpaTHOM CBA3N

OueHka COOTBETCTBUS KaHAMAaTOB TpeboBaHWAM BaKaHTHOW [OOMMKHOCTU
(mpodbeccuu, cneumanbHOCTH)

MoarotoBka npeanoXxeHuin Mo copMupoBaHMio  GlogkeTa Ha  MOWUCK,
npusneYeHne, noabop 1 otbop nepcoHana

NHdopmupoBaHMe 1 KOHCYNbTUPOBaHWE pykoBoauTenen nogpasaeneHnin un
opraHu3aumm no Bornpocam npuBneYeHns nepcoHana ¢ oueHKon 3atpat

Heobxoammble yMeHust OnpenensTe KpuTepun Moucka, npuBredYeHns, nogbopa u oTbopa
nepcoHana

CO6MpaTb, aHanm3npoBaTb U CTPYKTYypupoBaTb MH(*)OpMaLI,I/II'O O KaHaunaaTtax
N npeanoXeHumdax Ha pbiHKe Tpyaa

[Monb3oBaTbCs NOUCKOBLIMU cUCTEMaMM Y NHOPMAaLIMOHHBIMW pecypcaMmn B
obnacTtun obecnevyeHnss nepcoHanom

[MpUMEHSATb TEXHONOTMM U METOAMKM MOWCKA, MPUBMEYEeHus, nogbopa wu
oTbopa KaHAMAATOB  HA  BaKaHTHble  [OJDKHOCTMU (npodreccuu,
crneumanbHOCTN) B COOTBETCTBME C UX CreundmrKkomn

Mcnonb3oBaTtb cpencrtea obecneyeHuns nepcoHarnom, BKIHo4ada
conpoBoXxageHne

KoHcynbTupoBaTh No Bonpocam npueneyeHns nepcoHana

CocTtaBnstb U KOHTpOJ/IMpoBaTb CTaTbM pacxodoB Ha obecneyeHne
nepcoHarnom ana nnaHnpoBaHUA GrooKeToB

CobntogaTb HOPMbI 3TUKX OENOBOro obLeHus

Heobxoaumble 3HaHMA NcTouHrKM obecneyeHus opraHMsaummn kagpamm

TexHonormm u MeToauKu MNOWUCKa, npueneyeHna, no,u,6opa n 0T60pa
nepcoHana

Cuctembl, mMeTogbl M OPMbl MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum 1 meToabl (bOpMVIpOBaHVIﬂ N KOHTPONA OromxeToB

TexHonorun, MeToabl 1 METOAMKU NPOBEdEHUs aHanusa, cucTematusaumun
JOKYMEHTOB 1 UHcbopMaLmn

CTpykTypa opraHuM3auuMm W  BakaHTHble  JOMKHOCTM  (npodheccun,
crneumanbHOCTH)

KoHcynbTaHTINIOC
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"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

Ob6lwne TeHOeHUMM Ha pbiHKE Tpyda W B OTAENbHbLIX OTpacnax M Buaax
npodeccuoHansbHom AeaTensHOCTH

OCHOBbI NCUXOSTOTUKN N COLMOSOTNN TpyAa

OCHOBbI 3KOHOMUKMN, opraHusaumn Tpyaa v ynpasieHnda nepcoHarnom

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, COAepKaLlMe HOpMbl TPYAOBOIO
npaea

OcCHOBbLI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbIE MNPaBOBble aKThbl
Poccuiickoit degepaunm, B YacTu BeAeHUSI JOKYMEHTaLMM Mo nepcoHany

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble akTbl oOpraHu3auuu, perynupylolme nopsgok obecneveHus
nepcoHanom

Hopmbl 3TVKM genoBoro obLueHns

Ba3oBble 0CHOBbI MHGOPMATUKM, MOCTPOEHUS MHAPOPMALIMOHHBLIX CUCTEM WU
0cobeHHOCTM paboTbl C HAMUK

[pyrue xapakTepucTuku -

3.2.3. Tpynosas dyHKUMSA

AOMWUHUCTPUpPOBaHUE NPOLIECCOB U JOKYMeHTooGopoTa YpoBeHb (NoaypoBEHb)
Haumenosakue obecrneyeHns nepcoHanom Kon B/03.6 KBanudmkaumm 6

" 3aMmcTBOBaHO
MpoucxoxaeHne TpygoBoOK OpurHarn X
dyHKUMN 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHgapTa
TpynoBble 4eNCTBUSA AHanua3 npoueccoB [AOKYMEHTOOO60pOoTa, JoKamnbHbIX [OKYMEHTOB MO
BOnpocam obecrnevyeHnsi NnepcoHanom
BeneHne wuHopmaumm O  BaKaHTHbIX  [OIDKHOCTSX  (npodheccusix,
crneumanbHOCTAX) M KaHgugaTax
[oKyMeHTaUMOHHOE COMPOBOXAEHME KaHAMOATOB Ha dTamax rfowcka,
npvBneyeHns, nogbopa M otbopa nepcoHana Ha BakaHTHble [OJDKHOCTU
(mpodheccumn,  cneumanbHOCTK),  MHOPMUPOBaAHME  KaHAMOATOB O
pesynbTatax otbopa
lMogroToBka 3ampocoB O KaHAuAaTax B rOCY0APCTBEHHblIE OpraHbl, B
crny4yasix, MpegyCMOTPEHHbIX  OEWCTBYIOLWMM  3aKOHOOATENbCTBOM, U
06paboTka NpefoCTaBMEHHbIX CBEAEHUI
KoHcynbTaHTINOC
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MogrotoBka M o06paboTka yBeOOMNEHWN B TOCYAApCTBEHHbIE OpraHbl,
npodeccumoHarnbHble  Co3bl UM ApyrMe  npeactaBuTeslbHble  OpraHbl
paboTHMKOB MO BOMpOCam rowucka, npuBneveHusi, nopbopa u oTbopa
nepcoHana

ConpoBoxaeHue LOroBopoB Mo 06GecrneyeHnio opraHu3auum nepcoHasiom,
BKIOYas NpeaBapuUTenbHble NpoLeaypbl Mo MX 3aKMOYeHNIO

Heobxoaumble ymeHusi OGecneynBaTb JOKYMEHTALMOHHOE COMPOBOXAEHNe BbiXoAa KaHauaata Ha
paboTy 1 nepemeLleHns nepcoHana

OdopmMnsaTb AOKYMEHTLI MO Bornpocam obecnevyeHns kagpoBbiIMU pecypcamu,
HeoOXxoouMMble AN NPefocTaBneHVMs B FOCYOApCTBEHHbIE  OpraHbl,
npodpeccuoHarnbHble  CO3bl M ApyrMe  npedcTaBUTENbHbIE  Oprabl
paboTHMKOB

OpraHn3oBbIBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TpyOoBOro, apxvMBHOro 3akoHogaTenoctBa Poccunckon ®egepauun wu
NOKanbHbIMW akTaMu OpraHn3aumm

AHaJ'II/I3I/IpOBaTb OOKYMEHTbI n nepeHoCcnTb I/IHq)OpMaLIMIO B
VIH(bOpMaLI,MOHHbIe cucTembl 1 6asbl JaHHbIX O KaHaMAaaTax

PaboTtaTb ¢ MHpOpMaLMOHHBLIMKU cUcTeEMaMu U 6azaMu AaHHbIX MO BONpocam
obecneyeHnsi nepcoHarioMm, BeJeHWI0 Moucka W y4yeTa KaHAMAAToOB Ha
BakaHTHblE JOIMKHOCTM (Mpodheccun, cneumnanbHOCTH)

Mpoun3BoauTb MNpeaBapuTerbHbIe 3aKyroyvHble mpoueaypbl U 0OPMIIATb
COMYTCTBYIOLLYIO AOKYMEHTaLMIO MO 3aKIYEHUIO [OrOBOPOB

OpraHVI3OBbIBaTb N NpoBOAUTb KOHKYPChI, O(bOpMJ'IﬂTb N aHanmanpoBaTb
KOHKYPCHYIO JOKYMEeHTauuo

BecTun genosyto nepenncky

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxogumble 3HaHMSA Mopsgok opopmnenns, BEAeHUS U XpaHEeHUs AOKYMEHTauun, CBA3aHHOW C
MOUCKOM, NpuBreYveHem, nogbopom n oTbopom nepcoHana Ha BaKaHTHbIE
OOIMKHOCTU

Mopsgok dopmupoBaHus, BedeHus 6GaHka [daHHbIX O  nepcoHane
opraHu3aunn n npenocrtaBieHnda OTY4ETHOCTU

OcHoBBI ﬂ,OKyMeHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHus

TexHonorun, MeToabl U METOAIMKM NPOBEAEHUs aHan1M3a U cucTematusaumm
JOKYMEHTOB 1 UHcbopMaLmm

[Nopsagok npoBeaeHUs KOHKYPCOB M 0COOPMITEHUST KOHKYPCHOW JOKYMEHTaLmMmn

Mopsgok  npoBedeHWs  3aKymouyHblX  npouedyp W odopMreHus
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa oOpraHuM3auMmM W BaKaHTHble AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

prﬂ,OBoe 3aKOHOOAaTesNIbCTBO U UHbIE aKTbl, cogepxXalimne HOpMbl TPyaoOBOro
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npaea

OCHOBbLI apXMBHOrO 3aKoHOAATEeNbCTBA M HOPMAaTMBHbIE MNPABOBbIE aKTbl
Poccwuiickonn degepaumm, B YacTy BeOeHUSA AOKYMEHTaLMM Mo NepcoHany

OcHoBbI HanoroeBoro 3akoHogaTenbcTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble  aKTbl opraHusauuu, perynumpymouine nopaaokK no,u,60pa
nepcoHana

Mopsigok 3aknoyeHnsa AoroBopoB (KOHTPAKTOB)

Hopmbl 3TMKK AenoBoro obLueHns

Ba3zoBble 0CHOBbLI MHGYOPMATUKK, MOCTPOEHUA MHAPOPMALMOHHBIX CUCTEM WU
0cobeHHOCTM paboTbl C HAMK

Lpyrve xapakTepucTuKu

3.3. O6obueHHasa TpygoBas yHKUNS

[eaTtenbHOCTb NO OLEHKe 1 aTTecTauum YpoBeHb
Hanmerosatue nepcoHana Kon c KBanudukalmm 6
Qggg Cxele-lmé)eﬁHTM N OBOW OpwuruHan X 3aMMCTBOBAHO
w PyA P 13 opurmHana
dPyHKUMM
Kopg, PernctpaunoHHbIn
opurmHana HoMep
NpodeccUoHarnbLHoro
CTaHgapTa

Bo3moxHble HanmeHoBaHus | CneunanucT no oueHKe 1 aTTecTaumm nepcoHana
DOImKHOCTEN, npodeccui Cneumanuct no nepcoHany
MeHnemxep no nepcoHany

TpeboBaHus kK Bbicwee obpasoBaHue - 6Gakanaepuart

obpasoBaHuio 1 obyyeHuto | [lononHuTensHoe npodeccMoHansHoe obpasoBaHme - Nporpammebl
NOBbILLEHMS KBanudukaumm; nporpamMmmbl npodeccuoHansHomn
nepenoaroToBku B 06nacTv NpoBeAeHUs OLIEHKM NepcoHana

TpeboBaHuA K ONbITy -
npakTuyeckon paboTol

Ocobble ycrioBust gornycka K
paboTte

Lpyrve xapakTepucTmKu

[lononHuTenbHble XapakTepUCcTUKK

KoHcynbTaHTINIOC
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HavnmeHoBaHue gokymeHTa Kog HaumeHoBaHWe 6a3oBow rpynmnbl, 4OMKHOCTU (Npodieccun)

nnun cneuynanbHOCTU

OK3 2412 CneuvanncTtbl No KagpaMm 1 NpodopreHTaLmm

3423 CneumanucTbl KagpoBbIX CNy0 1 yYpexaeHun 3aHAToCTU
EKC - MeHepxep no nepcoHany
OKnaTpP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

3.3.1. Tpynosas dyHKUmMSA

HanmeHoBaHMe OpraHusaumsa 1 npoeeaeHne OLieHKI nepcoHana Koa c/01.6 YpoBeHb (NoaypoBeHb) | ¢
KBanudvkauum
v MMCTBOBaH
lMNpoucxoxageHne TpyooBomn OpurHarn X 3aumMmcTBOBaHO
dyHKUMM 13 opurvHana
Ko PernctpaunoHHbIn
opurmHana HoMep
npodeccnoHasnbHOro
cTaHgapTa
TpyooBble AenCTBUSA AHanus CTpyKTypbl, MNNaHOB W BakKaHTHbIX AOMKHOCTEN (nNpodheccuit,

CHeLLMaﬂbHOCTeVI) opraHunsauum, ocobeHHocTelN opraHunsauunmn pa60TbI Ha
Pa3yInYHbIX y4HacCTKax npon3BoacTBa U KOHKPETHbIX pa60l-w|x mMecTax

PaspaboTka nnaHa OLEHKM MepcoHana B COOTBETCTBUM C  Lensamu
opraHusaLmm

OueHka AVMHaAMWKN NPOU3BOAUTENBHOCTU, MHTEHCUBHOCTU U 3h(DEKTUBHOCTU
Tpyaa Ha pabounx mectax

Onpep,eneHMe pecypcos, Bbl60p cpencTte U MeToaoB npoBedeHUA OLEHKU
nepcoHana

npOBeﬂeHMe OLEHKM nepcoHana B COOTBETCTBMK C NiiaHaMn opraHnu3aunm

ConpoBoXxaeHne [OrOBOPOB C  OpraHu3auusiMM -  UCMONHUTENSIMM
MeponpusiTUiA MO  OLEHKe TMepcoHana, BKMAYas npeaBapuTenbHble
npoueaypbl No X 3aKIYEHNHO

KoHcynbTuMpoBaHMe MnepcoHana Mo BOMpocaM OLEHKM, BKIOYasi OLEHKY
3aTpar

AHanua pesynbTaToB OLEHKM MepcoHana, MoAroToBka pekoMeHZaumii
PYKOBOZACTBY Y NepcoHany

MoaroToBka npeanoxeHuii Nno gopmM1MpoBaHnio GrogkeTa No opraHM3aumn 1
NpoBeAEHUIO OLIEHKM nepcoHana

KoHcynbTaHTINIOC
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Heobxogumble ymeHus OnpegensTb napaMeTpbl U KpUTEPUU OLIEHKM NepcoHana

OnpenensTe U MNpPUMEHATb CPEACTBa W MEeToAbl MPOBEAEHWSI OLEHKU
nepcoHana

Bblioenartb (onpe,u,enmb) rpynnbl nepcoHana ana nposeaeHnda oueHKn

OnpenensiTe MHTEHCMBHOCTb TPyAa M 30Hbl MOBLILWEHUS] 3¢PEKTUBHOCTM
nepcoHana

Onpe,u,enmb MOTMBaALUNOHHbIE (*)aKTOpr npoBeaeHnAa OUEeHKN nepcoHana

CocTaBnsTb M KOHTPONMPOBAaTL CTaTbW PacxoAoB Ha OLIEHKY nepcoHana Ans
nnaHMpoBaHns 6lo4KeToB

ObecneunBaTtb OopraHmn3aunoHHOE conpoBOXAEeHNE OLEHKN nepcoHarna

ObecneunBatb COXPaHHOCTb KOHMUAEHUManbLHON  MHOpMauMnm  npu
npoBefeHUN OLEHKM NepcoHarna

OpraHn3oBbIBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPyOoOBOro, apxvMBHOrO 3akoHogaTenbctBa Poccunckon depepauun u
NoKalrbHbIMY HOPMATUBHbIMU aKTaMi OpraHmn3auum

CobupaTtb, aHanuavMpoBaTb W  CTPYKTypupoBaTb  WMHOpMauulo o
NpeanoXeHnsIX No OLeHKe NnepcoHara Ha pbiHke Tpyda

npOI/I3BOD,I/ITb npenBaputenbHble 3aKyrno4dHble npouenypbl u Od)OpMJ'IFlTb
CONyTCTBYHOLLYHO OOKYMEHTALMIO MO 3aKIMK4YeHno 4oroBopos

OnpenensTe ycrnoBust AN 3aKMOYEHWs [OrOBOPOB Ha  yCryrM Mo
NpoBeZEeHUIo OLEHKU NepcoHana

CuctematuanpoBatb, 0606WaTe M aHanuaMpoBaTb peaynbTaTbl OLEHKU
nepcoHana

O6ecneuvBaTb 06paTHY0 CBA3b MO pesynbTaTaM MPOBEAEHHON OLEHKU C
NepcoHanoM 1 pykoBoACTBOM

Monb3oBaTbCsi MOUCKOBLIMU CUCTEMaMU, UHCPOPMAaLMOHHBIMU pecypcamn U
6asamu AaHHbIX N0 NPOBEAEHMIO OLLEHKU NepcoHana

PaspabaTtbiBaTb pekomMeHOauun Mo pasBUMTUIO MNepcoHana Ha OCHOBeE
npoBeaeHHON OLIEHKMN

CobntogaTb HOPMbI 3TUKU OENOBOro obLeHus

Heobxogumble 3HaHus TexHonorun 1 meToabl onpeaeneHnsa NpogeccnoHasrnbHbIX 3HaHUIA, YMEHUI U
KoMMneTeHUnn

TexHonorum n MeToabl OLEHKN IMYHOCTHBLIX Ka4yecTB n XapaKTepucTtuk

Cuctembl, MeTogbl M OpPMbl MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHWSA Tpyaa nepcoHana

TexHonorum n meToabl (bOpMVIpOBaHVIﬂ N KOHTPONA OroaxeToB

TexHonoruu, meToabl U METOOMKN npoeegeHnAa aHannmsa n cucrematmsauum
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OOKYMEHTOB 1 MHOpMaLnm

OcHoBbl 06LLe M coumarnbHOM MCUXONOTUK, COLMOSIOTUA U MCUXONOrnn
TpyAa

OcHosBbl I'IpOM3BO,D,CTBeHHOI7I AeATenbHOCTU opraHmn3auunn

[Mopsgok  npoBedeHWsi  3aKynmouyHbIX — npouedyp W oopMIeHus
COMyTCTBYIOLLEN OKYMEHTaLmm

CTpykTypa oOpraHMsauumM W  BaKaHTHble OOMKHOCTU  (Mpodbeccuu,
crneumnanbHOCTH)

TpynoBoe 3aKOHOAATENBLCTBO U MHbIE akThbl, CoAepKallne HoOpMbl TPYLOBOro
npasa

OCHOBbI apXMBHOr0 3aKOHOAATENbCTBA M HOPMAaTMBHbLIE MNPABOBLIE aKTbl
Poccuiickon degepaumm, B 4HacTy BeOEHUA AOKYMEHTaLMM MO NepcoHany

3akoHogaTenbcTBO Poccuiickon egepauunmn o nepcoHanbHbIX aHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpraHu3auuW, perynvpyrowme nopsiaok
OLIeHKM nepcoHana

Mopsiaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBBI NHOPMATMKK, CTPYKTYpHOE NnocTpoeHne
MHOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmkm

3.3.2. TpypoBasga yHKUMA

HauMeHoBaHMe OpraHusauust 1 NpoBeAeHVe aTTecTauumn nepcoHana Koa Cl026 YpoBeHb (NoaypPOBEHb) 6
KBanudukauum

MpoucxoxaeHne TpyooBon X 3anmmcTBOBaHO

urnHan
yHKLMM Op a 13 opurnHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHanbHOro
cTangapTa
Tpynosble oencTeus AHanua CTPyKTypbl, MMAHOB W BaKaHTHbIX AOIMKHOCTen (npodheccun,

creumanbHOCTEN) opraHnsaumm, OCOOEHHOCTEN opraHusaumm paboTbl Ha
pa3nnyHbIX y4acTKax npon3BoacTBa N KOHKPETHbIX pa6oqv|x MecTax

Paspa60TKa NPOEKTOB AOKYMEHTOB, onpeendrowmx nopangok arrecraunnm
nepcoHana, c OLIEHKOM 3artpar

ConpoBoxaeHue npouecca arrectauMum W paboTbl  aTTecTalMOHHO
KoMmMccum

KoHcynbTaHTINIOC
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MoarotoBka NpeanoXeHni No hopMmMpoBaHuMo GHOMKETa HA OpraHn3aumio u
npoBefeHue atTecTaumm nepcoHana

lMogrotoBKa nNpeanoXeHWn O COOTBETCTBMM paboTHMKA  OOIMKHOCTM
(npodheccuun, cneumnanbHOCTM) NO pesynbTatam aTTecTauum B COOTBETCTBUM
C 3akoHofaTtenbcTBoM Poccunckon ®egepaumu

Heobxogumble YMEeHUaA OI'Ipeﬂ,eﬂFlTb napameTpbl U KputTepunn atrectaunm nepcoHana

Ol'lpe,lJ,eJ'IFlTb N NPpUMEHATb cpeancTtBa U MeToObl aTTecTaunm

BbloensaTtb rpynnbl nepcoHana anda nposeneHunda atrectaunm

Ob6ecneunBatb OOKYMeHTauMoHHOe conpoeoxaeHune atTectaunm
nepcoHana

CocTaBnsiTb U KOHTPONMpOBaTb CTaTbM pPacXodoB Ha aTTecTaumio
nepcoHana Ans nnaHMpoBaHus GHomKeToB

Monb3oBaTtbeA I/IHd)OpMaLI,VIOHHbIMI/I pecypCcamn u 0aszaMM JaHHbIX MO
npoBeageHnto atrectaumm

BecTtu yyeT 1 peructpaunio 4OKYMEHTOB B MHAOPMALIMOHHBIX CUCTEMAXx M
Ha maTepuarnbHbIX HOCUTENSIX

OpraHu3oBbIBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHWUsIMU
TPYOoOBOro, apxvMBHOrO 3akoHopaTenbcTBa Poccuiickon ®depepaumm w
NoKanbHbIMW OKYMEHTaMu opraHmn3auumm

MpounsBoauTb NpedBapuTerbHble 3aKyrnodHble npoueaypbl U 0opMIATb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LLEeHUs

Heobxoaumble 3HaHMA MopsnoK 1 TeXHOMOrUsa NpoBedeHns aTTecTauun

TexHonorn u meToAbl OMpedeneHnsl M OLUEHKM npodecCcroHarnbHbIX
3HaHWN, YMEHUIN U KOMMNETEHLUI

Cuctembl, MeToabl M OpPMbl  MaTeEpPUANbHOTO W  HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonornn n MeToapl (pOpMVIpOBaHI/IH N KOHTpONA OrooxeToB

TexHonoruy, MeToabl U METOAMKM NPOBEAEHUS aHanMaa 1 cucteMaTmsaumum
[IOKYMEHTOB 1 MHpopMaLIMm

OcHoBbI NPON3BOACTBEHHON AEATENBHOCTM OpraHM3aLmum

OcHoBbI 06u.|,e|7| n coumaanoM ncuxonorun, couwuwonormn wn ncuxonornn
Tpyna

Mopsigok  npoBefeHus  3aKynmouHbiX — mpouedyp W odopMIieHus
COMyTCTBYIOLLEN JOKYMEHTaLMK

CTpykTypa opraHu3auMm W BakaHTHble  OOMKHOCTM  (Mpodeccum,
creymanbHOCTH)
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TpynoBoe 3akoHOAATENbCTBO U MHbIE aKTbl, COAepKaLlue HOpMbl TPYAO0BOro
npaBsa

OCHOBbI apXMBHOIO 3akoHOAATENbCTBA M HOPMATUBHLIE MPABOBbIE aKThl
Poccuiickon degepaumm, B YacTu BeAEHUS AOKYMEHTaUMM NO NepcoHany

3akoHogaTenbcTBO Poccuiickon ®epgepaunmn o nepcoHarsnbHbIX aHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpraHv3auuu, perynupylolmne nopsaok
OLIeHKMN nepcoHana

Mopsiaok 3akrnoYeHnst 4OroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLeHus

BasoBble OCHOBBI NHGOPMaTHKW, CTPYKTYypHOE NnocTpoeHne
MHOPMALIMOHHBIX CUCTEM N 0COBEHHOCTU PaboTbl C HUMMU

Lpyrve xapakTepucTmku -

3.3.3. TpyaoBasga yHKUMA

HaumeHosakue NPOBEAEHNM OLIEHKM 1 aTTecTaunm nepcoHana KBanndukaLmum

AAMUHUCTPUPOBaHWE NPOLIECCOB U OKYMeHToo6opoTa npu Kon Cl036 YpoBeHb (nofyposeHb) | ¢

MpoucxoxaeHne TpygoBon

X 3anmcTBOBaHO
yHKLUMN

nrnHan
Op a 13 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOomeEp
NpodeccnoHarnbLHOro
cTaHgapTa

pr,El,OBbIe OencTeus AHanus npoueccos ,ElOKYMeHTOOGOpOTa, JTOKallbHbIX OOKYMEHTOB MO OLEeHKe
n atrecrtaumm nepcoHana

OpFaHI/ISGLIMOHHOG conposoxaeHune MepOI'IpI/IﬂTI/IIZ Nno OUeHKke nepcoHana wu
ero atrectauum

OdbopmrieHne npouecca v pesynbTaTos aTTecTauum nepcoHana

VlHd)OpMMpOBaHI/Ie nepcoHana o pes3ynbTaTtax OUueHKM n atrectaummn

MoaroToBka MPeAnioKeHWn Mo pasBUTUIO MepcoHana Mo pesynbTatam
OLIEHKM

COI'IpOBO)Kﬂ,eHI/Ie [orosopos no OKa3aHuio KOHCYJ1bTaUNOHHbIX n
VIH(bOpMaLI,VIOHHbIX yCnyr no oueHKe h attectaunm nepcoHana

Heobxogumbie YMEeHUaA Ob6ecneunBaTtb LOOKYMEeHTauMOoHHOE conpoBoOXaeHne OueHKM n atrectaumn
nepcoHana

OcbopMnsiTb JOKYMEHTbI MO BOMPOCaM OLEHKM W aTTecTauuu rnepcoHana,
npedocTaBnsieMble B rOCYdapCTBEHHbIE OpraHbl, MPodeccuoHanbHble
COI03bl 1 Apyrue npeactaBuTenbHbIe OpraHbl paboTHUKOB

KoHcynbTaHTINIOC
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AHanuaupoBaTb npaBuna, npoueaypbl Y MOPSIAKA NPOBEOEHUSI OLEHKU U
aTTecTauumu nepcoHana

BecTu yyeT 1 pernctpaumio JOKYMEHTOB B MH(POPMALMOHHBIX CUCTEMAaX W
Ha MaTepuanbHbIX HOCUTEMAX

OpFaHI/I3OBbIBaTb XpaHeHne OJOKYMEHTOB B COOTBETCTBUUN C Tpe6OBaHMﬂMI/I
TPyAoOBOro 3akoHodaTesibCTBa Poccunckon d)ep,epau,mw N noKarnbHbIMU
akTamMun opraHmsauum

Bectn 0enoByo nepenncky

Pabotatb C WHpOPMAUMOHHBIMM cUCTEMaMM W Basamm [aHHbIX MO
BOMpOCaM MPoBeAEHNs OLEHKM M aTTecTauun nepcoHana, BeAeHuto ydveTa
KaHOuOaToB Ha BakaHTHbIE JOIMKHOCTY (Mpodeccuu, cneumnanbHOCTK)

AHanuampoBaTb  AOKYMEHTbl U nepeHocUTb UHdopMaLo B
NH(OPMALIMOHHBIE CUCTEMBI M 6a3bl AaHHbIX

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LLEeHUs

Heobxoaumble 3HaHUSA MNopsagok ohopMneHns, BeAeHUA U XpaHEHNA OOKYMEHTauuKn, CBA3aHHOW C
npoBefeHNEM OLEHKM 1 aTTecTauumn nepcoHana

Mopsinok opMupoBaHusi, BedeHuss GaHka [OaHHbIX O  MepcoHane
opraHu3auumn 1 NpeaocTaBreHUss OTYETHOCTU

Mopsinok  npoBedeHWst  3aKynoudHbIX — Mpouedyp U odhopMIieHust
COMyTCTBYHOLLIEA OKYMEHTaLMM

Mopsipok ochopmMneHus OOKYMEHTOB, npeaocTaBnseMbix B
rocylapCTBEHHble OpraHbl, NpPOdEeccUoHanbHbIE CO3bl U Apyrue
npeacraBuUTerNbHbIE OpraHbl paGoTHUKOB

OcHoBbI ,El,OKyMGHTOOﬁOpOTa M OOKYMEHTaUuMOHHOIo obecneyeHnst

CTpykTypa oOpraHu3auMmM W BakaHTHble OOIDKHOCTW  (Mpodheccuu,
cneunanbHOCTK)

TpynoBoe 3akoHOAATENbCTBO U MHbIE aKTbl, COAEPKaLLMEe HOPMbl TPYLOBOIO
npaea

OcCHOBbI apXMBHOFO 3aKoHoAAaTenbCTBA M HOPMAaTUBHbIE MPaBOBble aKThbl
Poccuiickoin degepaunm, B YacTu BeAeHUsI JOKYMEHTaUMK No nepcoHany

3akoHopaTenbcTBO Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

TexHonorumM, MeToabl U METOAMKM NPOBEAEHUS aHanM3a 1 cucteMaTmaauum
[OKYMEHTOB 1 MHpopMaLm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynupyrouwmne nopanok
OUEHKM n attectaunm nepcoHana

Mopsimok 3aknoyYeHnsa AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKu AenoBoro obLieHns

basoBble OCHOBbI MHGOPMaTUKN, CTPYKTYypHOE NnocTpoeHne
KOHCyanaHTnnIOC www.consultant.ru CrpaHuua 23 u3 65

HafeXxHasa npaBoBan noaAepXXkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

NHOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMU

Lpyrve xapakTepucTmKu -

3.4. O6obuweHHasa TpygoBas yHKUNS

[earenbHOCTb NO pa3BuUTUIO NepcoHana D YpoBeHb
HanmeHoBaHue Koa KBANMAVKALMM 6
Qggg Cxe?:':;qoeﬁHTM s OBOM OpwurunHan X 3aMMCTBOBaHO
L PyA P 13 opurmHana
PyHKLUMN
Kog PernctpaunoHHbIn
opuruHana HOoMep
npoceccuoHansHOro
cTaHgapTa

Bo3moxHble HanmeHoBaHusA | CneumanucT no passuTmio 1 obyveHnto nepcoHana
JOImKHOCTEN, npodeccui CneumanncT no pasBuTUIO kKapbepbl NepcoHana
Cneumannct no nepcoHany

MeHemxep no nepcoHany

TpeboBaHus K Boiclwee obpasoBaHue

o6pasoBaHmio 1 0byyeHuno | [lononHuTensHoe npodeccunoHansHoe obpasoBaHme - NporpamMmbl
NoBbILLEHMS KBanudUukaumm; nporpammbl npodeccuoHansHomn
nepenoaroToBkM B 06/1acTn 0praHn3aumoHHOro U NnpodeccuoHansHoro
pa3BuTUs NepcoHana

TpeboBaHus K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K
paboTte

Lpyrne xapakTepucTunkm

[ononHutenbHble XapaKTepucTtukumn

HavnmeHoBaHWe gokymMeHTa Kog HaunmeHoBaHne 6a3oBow rpynnbl, AOMKHOCTU (Npodeccun)
UNn cneumanbHoCcTH

OK3 2412 Cneuuwanuctbl No kKagpam 1 NpooprueHTaLmm

3423 CneuuanucTbl KagpoBbIX CryX0 1 y4pexaeHun 3aHATOCTU
EKC - MeHepxep no nepcoHany
oKnaTtpP 27755 OKOHOMWCT No Tpyay

22956 WHcnekTop no kagpam
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3.4.1. Tpynosas pyHKUMSA

OpraHusauus 1 npoBeaeHne MePONpUATUIA MO PasBUTUIO U YpoBeHb (NoaypoBeHb)
Haumenosakue NOCTPOEHMI0 NPOdECCMOHANbHON Kapbepbl NepcoHana Koa D/01.6 KBanudmkaumm 6
% 3aumMcTBOBaHO
lMNpoucxoxaeHne TpyLoBon OpuruHan X
dyHKUMN 13 opurmHana
Kopn PernctpaunoHHbIn
opurmHana HoMep
npodeccnoHarnbHOro
cTaHgapTa
TpyooBble AenCTBuUSA AHanus CTpyKTypbl, NIAHOB N BakaHCUn opraHM3auum

AHanus ocobeHHocTeil paboTbl Ha pasnUYHbIX yvyacTkax MPOM3BOACTBA U
KOHKpPETHbIX paboynx mecTax

MoarotoBka MPOEKTOB [OKYMEHTOB, OMNpedensiowmnx nopsaok pasBuUTust
nepcoHarna u NocTpoeHusi NpodeccrMoHarnbHOM Kapbepbl C OLEHKON 3aTpaT

PaspaboTka nnaHoB npodeccmoHanbHOW Kapbepbl paboTHUKOB

dopmrpoBaHne kagpoBoro pesepsa

OpraHusauus MepOonpUATII no pasBuUTUIO n NMOCTPOEHUIO
npoceccuoHansHOM Kapbepbl NepcoHana

MogroToBka NpeanoxeHun no oopmMnpoBaHuio BrogkeTa Ha opraHM3aumio 1
nposegeHne MeponpuUaTUA N0 Pa3BUTUIO U NMOCTPOEHMIO NPOdECCUOHASTLHON
Kapbepbl nepcoHana

AHanu3 3ddEKTUBHOCTM  MEPOMNPUATUA MO pasBUTUIO  MNepcoHana,
NOAroToBKa NPeANnoXeHU Mo PasBUTUIO

Heobxoaumble ymeHus AHanuanpoBatb YypoBeHb OOLWero pasBuTUS W NPOdECCUOHANBLHON
KBanudmkaumm nepcoHana

OnpenensiTe  KpaTKOCPOYHbIE U [AONTOCPOYHbIE MOTPEGHOCTM pasBUTUSA
nepcoHana 1 NoCcTPoeHUsi ero NPOgeCCMoHanbHOM Kapbepbl

OnpeaensTb kKpUTepun hopMUPOBaHUS KAaAPOBOro pe3epBa opraHu3aLmnm

CocTaBnsTb MHAMBKAYarNbHbIE NNaHbl KAPLEPHOrO Pa3BUTMSA NepcoHana

[MpUMEHSATb TEXHOMOrMM U MEeTOAbl PasBUTUSA MepcoHana M MNOCTPOEHUsI
npodeccnoHarnbHON Kapbepbl

CocTaBnATb MNpeanoXeHWs W KOHTPONMpoBaTb CTaTbWM pPacxodoB Ha
nporpaMmbl U1 MEPOMNPUATUS MO PasBUTUIO MepcoHana U MOCTPOEHMIo
NpodoeccroHanbHo Kapbepbl Ans NnaHupoBaHns GloakeToB

Onpepensats 3dEKTMBHOCTE MEPOMPUATUA MO PasBUTUIO NepcoHana u
NOCTPOEHUIO NPOdHECCUOHANBHOM Kapbepbl

Pa6otaTb C WHOPMALMOHHLIMK cucTeMamMn W 6Gasamy  OaHHbIX MO
nepcoHany
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MO YNPaB/EHWIO NEPCOH...

CobntogaTb HOPMbI 3TUKX OEMOBOro 0oLeHus

Heobxoaumble 3HaHUSA

Cucrema, crnoco6bl, MeTozbl, WHCTPYMEHTBI NOCTPOEHMS
npodeccnoHarnbHON Kapbepbl

MeToabl onpedeneHMss M OUEHKU JIMYHOCTHBIX W npodeccuoHarnbHbIX
KoMMeTeHuun

Cuctembl, MeTogbl M OpPMbl MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorumn, MeToabl (hOpPMMPOBaHMS U KOHTPOIS BlooKeToB

TexHonorun, MeToabl U METOAMKM NPOBEAEHUs aHanM3a 1 cucTematusaumm
JOKYMEHTOB 1 UHcbopMaLmn

OcHoBbI NpodeccnoHanbHOM opueHTaLmm

OcHoBbl 4OKYMeHTO060pOTa 1 AOKYMEHTaUNOHHOro obecneveHus

OcHoBbI NPOU3BOACTBEHHON AEATENBHOCTU OpraHM3aLmm

OcHoBbl 006LLEe M coumanbHOM MCUXONOrMK, COLMONOMMU U MCUXOMNOrnm
TpyAa

CTpykTypa oOpraHuM3auMmM W BakaHTHble AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpyaoBoe 3aKoHOAATENBLCTBO M MHbIE aKTbl, COAEePXalle HOPMbl TPYO0BOro
npasa

3akoHogaTenbcTBO Poccuinckon degepaumm 0 nepcoHanbHbIX AaHHbIX

JNlokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuu, perynvpylolme nopsaok
pPas3BUTUS N NOCTPOEHUS NMPOdECCUOHaNBHON Kapbepbl nepcoHana

Mopsigok 3aknoyeHnsa JoroBopoB (KOHTPaKTOB)

HopMbl 3Tku genoBoro odLeHus

basoBsble OCHOBbI VIH(*)OpMaTI/IKVI, CTPYKTYpPHOE NnocTpoeHne
VIHd)OpMaLI,I/IOHHbIX CUCTEM N 0COBEHHOCTH paGOTbI C HUMU

Opyrve xapakrepucTuku

3.4.2. Tpynosas pyHKUMSA

OpraHusauus obyyeHnss nepcoHana YpoBeHb (NoAypOBeHb)

HaunmeHoBaHve Kop D/02.6 KBARMDMKALIAM 6

v MMCTBOBaH
MpoucxoxaeHne TpygoBon OpuiruHan X 3anmcTBOBaHO
PyHKUNN 13 opuruHana

Kopg, PernctpaunoHHbIn
opurnHana HomMep
NpodeccnoHarnbLHoro
cTaHgapTa
KoHcynbTaHTINIOC
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TpynoBble gencTens AHanus pblHka oGpasoBaTenbHbIX YCnyr U NoTpeGHOoCTEl opraHuM3aumMu B

o6yqu|/W| nepcoHana

PaspaboTka nnaHoB, MeTOAMYECKMX MaTepuarnoB, Y4YebHbIX MMaHoOB U
nporpamMmm, nNpoOeKTOB JlOKallbHbIX aKToB MO o6yquvuo n pasBuUTUO
nepcoHana, BKo4asi oLeHKy 3atpar

OpraHusauus MeponpuaTuin No 00y4eHnto nepcoHana

MoaroToBka npeanoxeHuii o opMMpoBaHNio OloaKeTa Ha opraHM3auuio
oby4eHuss nepcoHarna

AHanu3 acpHeKTMBHOCTU MEPONPUATUIA NO 0ByYeHMIo nepcoHana

Heobxogumble yYMEeHUaA AHaJ'Il/I3I/IpOBaTb nonpenenatb I'IOTpe6HOCTVI B o6yquv||/| rpynn nepcoHana B
COOTBETCTBUM C LENTAMUN OpraHmn3aumn

Pa3paGaTblBaTb nnaHbl NOAroToBKK, nNepenoaroToBkM U NMOBbILLEHUA
KBaJ'IM(*)I/IKaLIMM Kagpos, y‘-leGHbIe nnaHbl 1 NporpamMmmvbl

AHanusupoBaTtb pbIHOK 06pa3oBaTesibHbIX YCIYr U FOTOBUTb MPEeanoXeHus
Mo MoCTaBLLMKaM yCryr

OpraHVI3OBbIBaTb o6yqa+ou.|,l/|e MeponpuAaTua

CocTaenATb U KOHTPONMPOBAaTL CTaTby PAacXxofdoB Ha obyyeHue nepcoHana
AN NnaHnposaHusa GlooxeTos

P83paﬁaTblBaTb N KOMMJ1EKTOBATb y‘-le6H0-MeTOD,I/ILleCKVIe OOKYMEHTbI

MpoussoauTb oueHKy adheKkTMBHOCTM 0by4eHnss nepcoHana

Mpoun3BoauTb NpeaBapuTenbHble 3aKyrnoyHble npoueaypbl U odopMrieHne
COMyTCTBYIOLLEN JOKYMEHTALMM MO 3aKIMioYeHNo JOroBOpoB

PaboTath ¢ I/IHd)OpMaLI,I/lOHHbIMI/I cuctemamm u Gazamu  OaHHbIX MO
nepcoHany

PaspabaTbiBaTb M 0pOPMIsATL [OKYMEHTbl MO MNpoLeccaMm opraHusauuu
0byyeHus nepcoHana n ux pesynbtatam

CobntogaTb HOPMbI 3TUKM OETOBOro 00LeHus

Heobxogumble 3HaHMSA MeToapl, MHCTPYMEHTbI nccregoBaHns NoTpebHOCTM B 0ByYeHMn nepcoHana

MeTtogonorusi obyyeHus

TexHonorun, MeToabl U METOAMKM NPOBEAEHUs aHan1M3a U cucTematusaumm
JOKYMEHTOB 1 UHcbopMaLmm

Mopsinok paspaboTky NaHOB MOATOTOBKM, MEPENOAroTOBKM U MOBbLILLEHMWS
KBanudukauum kagpos, y4eBHbIX NNaHoB 1 NporpamMm

Cuctembl, mMetoabl M (bOprI mMaTtepuaribHoro w“n HemaTtepuaribHoro
CTUMYIMpOBaHUA Tpyaa nepcoHarna

TexHonorum n metobl HOPMUPOBaHUS N KOHTPONS BIo4KeTOB
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Mo ynpaB/i€HUO NEPCOH... DNata coxpaHeHus: 29.03.2016

nOpHﬂOK BeeHnA y4eta U OTYETHOCTWU MNO noArotoBke U NOBbILLEHUHO
KBaJ'IM(*)I/IKaLIMM nepcoHana

OcHoBbI JOKyMeEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyenns

OcHoBbI TEXHONOMMN npon3BoacTBa U OeATENbHOCTU OpraHn3auunn

OcHoBbl 06LLe U couuanbHOM MCUXOMOTUM, COLMONMOMMU U MCUXONOrm
Tpyna

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMreHus
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa opraHusauum

TpyaoBoe 3aKoHOAATENLCTBO M MHbIE aKTbl, COOepPXalle HOPMbl TPYO0BOro
npasa

OCHOBbI apXMBHOTO 3aKoHoAaTenbCTBa M HOPMAaTUBHbLIE MNPABOBblE aKThbl
Poccuiickoit denepaunu, B YacTu BeAeHUsI AOKYMEHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenbcTeBa Poccunckon ®enepavym

OcHoBbl 3akoHOoAaTenbLCTBa 00 06pasoBaHmMK Poccuiickon degepaumm

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyrouime 06yqu|/|e
nepcoHana

Mopsgok 3aknoveHns 4OroBopoB (KOHTPaKTOB)

Hopmbl 3TVKM aenoBoro oblueHns

BasoBble OCHOBBbI NMHOPMATMKN, CTPYKTYpHOE nocTpoeHue
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTY PaboThbl C HAMU

Lpyrne xapakrtepucTunkm

3.4.3. TpypoBas dyHKUMSA

HauMeHoBaHNe OpraHusaumst aganTaumy 1 CTaXWUpPOBKK nepcoHana Koa D/03.6 YpoBeHb (MoaypoBeHb) 6
KBanudmkaumm

lMNpoucxoxageHne TpyooBon 3aMmcTBOBaHO
dyHKLUMN OpuruHan X 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHarnbHOro
cTaHpapTa
TpyooBble AenCTBuUSA AHanus ycnewHbIX KOPNopaTUBHbBIX MPakTUK NO opraHuv3auuu agantauum u
CTaXupoBKe nepcoHana
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PaspaboTka nnaHoB aganTauun, CTaXKMPOBKU NepcoHana ¢ oueHKon 3aTpat

OpFaHVI3aLI,VIFI MepOHpMHTMVI no agantaunn, CTaXXnpoBKe nepcoHarna

MogroToBka NpPeanoXeHWi No COBEPLUEHCTBOBAHWUIO CUCTEMbI aganTtauuu,
CTaXXMpPOBKM NepcoHana

MoaroToBka NpeanoXxeHui No opMMpoBaHnio GOIKeTa Ha opraHM3auuio
agjanTauum n CTaXXMpOBKU NepcoHana

AHann3 9dEKTUBHOCTM MEPONPUATMIA NO ajanTtaumMm WU CTaKMPOBKE
nepcoHana

Heobxogumble ymeHus OnpepensTe rpynnbl NepcoHana ans CTaxxnpoBkv U aganTtaumm

OnpepnensaTs paboune MecTa ANs NPOBEAEHUA CTaXUPOBKM M adantauum
nepcoHana

CornacoBblBaTb MeponpuAaTna agantaumn n CTaXXMpoBkM C BO3MOXXHOCTAMU
npon3soacTBea

npOI/ISBOID.I/ITb aHanmM3 U OLUEeHKYy pes3ynbTaTtoB ajantaumm ©n CTaXUpoBOK
nepcoHana

CocTaBnATb NpensiokeHUs M KOHTPONMpoBaTb CTaTbW pacxodoB  Ha
nporpamMmbl 1 MEPOMPUATUS MO adanTaumm 1M CTaXMpoBKE MepcoHana Ans
nnaHMpoBaHusa GroaKeToB

MponsBoauTb oOuUeHKY 3MEEKTUBHOCTU MEPONpUSATM Mo  ajantauuu u
CTaXXUPOBKe nepcoHana

BHeapsiTb cuCTEMbI BOBReYeHUs paboTHMKOB B KOPMOPaTUBHYIO KyNbTypy

Mcnonb3oBaTtb VIH(pOpMaLI,I/IOHHbIe CUCTEMbI 1 ©a3bl AaHHbIX MO nepcoHany

CobntogaTb HOPMbI 3TUKW OEMOBOro ooLeHus

Heobxoaumble 3HaHUSA MeToabl aganTaumMm 1 CTaXxMpoBOK

TexHonorun, MeToabl U1 METOAMKM NPOBEAEHUs aHan1M3a 1 cucTematusaumm
JOKYMEHTOB 1 UHcbopMaLmm

Mopsinok pa3paboTkM NMaHOB aganTauuMu nepcoHana Ha HOBbIX paboumx
MecTax, MOArOTOBKM, MEpernoaroToBKM W MOBbIWEHUS  KBanuguKauum
nepcoHana u opraHusaumm CTaxnpoBOoK

Mopadok cocTaBneHWss CMeT 3atpaT Ha ajanTaumio M CTaXUPOBKY
nepcoHana

nOpHﬂ,OK BeOJeHuA ydeta U OTHYEeTHOCTUM nNno ajdantaumnm un CTaXuUpoBKe
nepcoHana

Cuctembl, MeTogbl M OPMbl MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum n meToabl (bOpMVIpOBaHVIﬂ N KOHTPONA OroaxeToB

OcHoBbI TEXHONOMMN npoun3BoacTtBa U AeATENIbHOCTU OpraHn3auunm
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OcHoBbl 00Len U coumanbHOM MCUXOMOrMu, COLMONOTMU U MCUXOMNOrum
TpyAa

CTpykTypa opraHuM3auuMm W  BakaHTHble  JOMKHOCTM  (npodheccun,
crneumanbHOCTH)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepallimMe HoOpMbl TPYAOBOro
npaea

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon egepaumm

3akoHoaaTenbcTBO Poccuiickoi denepaumm o nepcoHanbHbIX AaHHbIX

JNlokanbHble HOPMATUBHbIE aKTbl OpraHW3aLuK, perynupyroLine agantaumio u
CTaXXMpOBKY nepcoHarna

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyenns

Mopsaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3TVKM genoBoro obLueHns

basosble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpPHOE nocTpoeHne
VIH(bOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrue xapakTepucTuku -

3.4.4. Tpynosas pyHKUMSA

AOMWHUCTPUPOBaHKE NPOLIECCOB 1 JOKYMeHToo6opoTa no N
HaumeHoBaHve pa3BuTULO 1 NpodeccroHanbHon kapbepe, 06y4eHuto, Kon D/04.6 poBeHb (NoaypoBeHe) | g

afjantaunn n CTaXXnpoBke nepcoHana KBaJ'IMCbMKaLI,VIM

/ 3anmmcTBOBaHO
MNpoucxoxaoeHne TpyaooBou Opl/IrI/IHaJ'I X
(byHKLI,VIl/I N3 opurmHana
Kon PernctpaumoHHbIn
opurnHana HOMeEpP
npodeccnoHarnbHoro
CTaHOapTa

Tpynosble oencTeus AHanua npoueccos, npaBus M MOPSAKOB OpraHM3auMm npu NpoBeAeHUn

MEpPONPUATUIA MO Pas3BUTMIO U NPOdECCUOHANBHON Kapbepe, 0by4deHuio,
ajanTauun U CTaXMpOBKe NepcoHana

[okymeHTaunOHHOE OhopMIIeHNE pe3ynbTaToB MEPOMPUATMIA MO Pa3BUTUIO
N npodeccuoHanbHOM Kapbepe, OOyyYeHuo, aganTaumMm U CTaXUpPOBKE
nepcoHana

MoarotoBka WHAMBMAOYAmNbHLIX NPEOrioKEHUA Ha OCHOBe pesynbTaToB
NPOBEAEHUS MEPOMNPUSATUA MO PasBUTUIO U MPOGECCUMOHANBHON Kapbepe,
obyyeHuto, aganTaumm U CTaXnpoBke nepcoHarna

MoarotoBka MpPEAnoXKEeHWM MO COBEPLUEHCTBOBAHWIO CUCTEM OBy4YeHUs,
ajanTaumMm n CTaXUPOBKW, PasBUTMSA U MOCTPOEHUS MNPOdIECCUOHANbHOM
Kapbepbl nepcoHana
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ConpoBoxaeHne  [0OroBOPOB no oKasaHuio KOHCYNbTaLMOHHBIX,
MHOPMALIMOHHBIX YCNyr, HeoGXoaMMbIX AN NpoBedeHust 0By4eHus,
agjanTauum U CTaXUPOBOK, PasBUTUA U MOCTPOEHMS MNpodeccMoHanbHoM
Kapbepbl MepcoHana, BKMo4as npedBapuTesibHble Mpoueaypbl Mo UX
3aKMYEHUIo

BbinonHeHne TpeGoBaHUA MO XpaHeHWo WHgopMauMn O pesynbTaTax
obyyeHns, aganTauMM U CTaXWUPOBKM, pasBUTUA U MOCTPOEHWUS
npogoeccmoHanbHo Kapbepbl NepcoHana

Heobxogumble ymeHus OdopmMnaTb AOKYMEHTHI MO BONpocam nposedeHus obyveHns, agantaumm u
CTaXWPOBKW, PasBUTUS W MNOCTPOEHMS MpodeccnoHansHon Kapbepbl
nepcoHana, npegocTaBnsieMble B rocyaapcTBeHHble opraHbl,
npodpeccuoHanbHble  CO3bl WM Apyrue  NpeAcTaBUTESNlbHbIE  OpraHb
paboTHMKOB

O6ecneurBaTb OKYMEHTALMOHHOE COMPOBOXAEHNE 0ByYeHuns, agantauum u
CTaXWPOBOK, pasBUTMA U MNOCTPOEHUA NpoddeccroHarnbHOW  Kapbepbl
nepcoHana

AHanuavpoBaTb Npasuna, nNpoueaypbl U NOpsiAkM NpoBedeHUst obyyeHus,
ajanTaumMm n CTaXUpPOBKM, pPasBUTUS U MOCTPOEHUST MPOGECCUOHANbLHOM
Kapbepbl nepcoHana

OpraHun3oBbIBaTb XpaHeHWEe JOKYMEHTOB B COOTBETCTBUMM C TpeboBaHUAMU
3akoHogatenbctBa Poccuiickon ®epepaumMm UM noKanbHbIMU - @akTamu
opraHusaumm

AHanusupoBaTb  [OOKYMEHTbI " nepeHocuTb  MHdopMaumio B
MH(POPMALIMOHHEIE CUCTEMbI 1 6a3bl AaHHbIX

Bectn yyeT n perucrtpauno JOKyMEeHTOB B I/IHCbOpMaLI,VIOHHbIX cucreMax n Ha
MaTepuaribHbIX HOCUTENAX

PaboTaTtb ¢ MHOpPMaLMOHHBIMKU CMCTEMaMK 1 Ba3amun JaHHbIX MO BONpocam
obyyeHusi, aganTauMm U CTaXWUPOBKM, pPas3BUTUA U MOCTPOEHUS
npodeccuoHanbLHON Kapbepbl NepcoHana, BeAeHWUs ydeTa KaHOugaToB Ha
BakaHTHbIE JOIMDKHOCTY (Mpodpeccuu, cneumnanbHOCTH)

BecTtun genosyto nepenncky

CobntogaTb HOPMbI 3TUKM OETOBOro 00LeHus

Heobxogumble 3HaHMSA Mopsgok ohopmnenns, BEeAeHNS U XpaHEeHUs LOKYMEHTauun, CBA3aHHOW C
cMcTeMON 00y4eHus, aganTaumMn UM CTaXKUPOBKWU, PasBUTUSE U MOCTPOEHUS
npocheccuoHanbHON kKapbepbl NepcoHana

Mopsgok dopmupoBaHus, BedeHus 6GaHka [daHHbIX O  nepcoHane
opraHu3aumn n npenocrtaBiieHNda OTY4ETHOCTU

HopmaTuBHble MpaBoBble akTbl, perynupylowpe npaBa U o06sA3aHHOCTU
roCy4apCTBEHHBIX OPraHoOB W OpraHv3auuu Mo NpPeaoCTaBIIEHNIO YYETHOM
JOKYMeHTaLmnn

nOpﬂﬂOK O(bOpMﬂeHVIﬂ OOKYMEHTOB, npeaocrtaBlideMblX B roCygapCTBEHHbIe
opraHbl U UHblEe OpraHn3auunmn

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns
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Mopsigok  npoBefeHWUst  3aKymouvHblX  mpouedyp U odopMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

CTpykTypa opraHuM3auuMm W  BakaHTHble  JOMKHOCTM  (npodheccun,
crneumanbHOCTH)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepallimMe HoOpMbl TPYAOBOro
npaea

OcHosBbl adPXMBHOIo 3aKoHodaTellbCTBa M HOPMaTUBHbIE TMMpPaBOBblE aKThbl
Poccuiickonm cDeD,epaLLI/IM, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanoroeBoro 3akoHogaTtenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuinckon degepaumm 0 nepcoHanbHbIX AaHHbIX

TexHonoruu, MeToabl U1 METOAMKM MPOBEAEHUSI aHanM3a U cucTemaTusaumm
OOKYMEHTOB M MHGOpMaLumm

JNokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuu, perynupylolme nopsaok
pasBUTUSE M MOCTPOEHUs NpodbeccroHarnbHOM  Kapbepbl,  00y4yeHus,
afanTtaumm 1 CTaxMpoBKU NepcoHarna

Mopsaaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3TVKM genoBoro obLueHns

basosble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpPHOE nocTpoeHne
VIH(bOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrue xapakTepucTuku

3.5. O606LeHHasn TpygoBas yHKUMSA

,U,eﬂTeJ'IbHOCTb no opraHM3aunn Tpyga u onnartbl YDOBeHb
E 6
Haumerosatne nepcoHana KOJJ, KBaJ'IVId)I/IKaLI,VIVI
gggg C):—:ﬁtl'ccl)eﬁHTM s OBOW OpwuruHan X 3anmcTBOBaHO
L PyA P 13 opurmHana
PyHKUNN
Kon PerncrpaumoHHbIn
opurmHana HoMmep
npodeccuoHanbHoOro
cTaHgapTa

Bo3moxHble HanmeHoBaHusA | CneumanmcT no HOPMMPOBAHUIO 1 onnarte Tpyaa
OOIMKHOCTEN, npodeccuin CneumanncT no opraHusaumm n onnate Tpyaa
Cneumanuct no KOMNeHcaunsm 1 nbrotam
Cneuunanuct no nepcoHany

MeHepyxep no nepcoHany

TpeboBaHus Kk Bbicwee obpasoBaHue
obpasoBaHunio 1 00y4eHuto | [lononHuTenbHoOe NpodeccrmoHanbHoe obpa3oBaHme - MporpamMmbl
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npocdeccnoHansHon NepenoaroToBku B 06nacTn 3KOHOMUKKA, HOPMUPOBAHWS
1 onnaTbl Tpy4a, NporpaMMbl NOBbLILIEHUS KBanMdukauum

TpeboBaHus K ONbITY -
npakTuyeckon paboTbl

Ocobble ycnoeust gonycka k
paboTte

Opyrve xapakrepucTuku

[ononHutenbHble XapaKTepucTtukumn

HanmeHoBaHVe JOoKyMeHTa Kog HaunmeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Mpodeccum) nnm
crneunansHOCTH
OK3 2412 CneumanncTbl No Kagpam u npodopueHTaumm
3423 CneumnanucTbl KagpoBbIX CYXO 1 yYpeXOEeHUN 3aHATOCTU
EKC - WHxeHep no HopMUpOBaHMO Tpyaa

- TexHuK no Tpyay

- OKOHOMWCT Mo Tpyay

- MeHemxep no nepcoHany

OKMATP 27755 | OkoHOMWCT no Tpyay

22956 | WHcnekTop no kagpam

3.5.1. TpypoBas dyHKUmMSA

HauMeHoBaHE OpraHusauws Tpyaa nepcoHana Kon E/02.6 zsgﬁ;;; gz%posmb) 6
" 3anmcTBOBaHO
MpouncxoxaeHne TpyooBom OpuriHarn X
dyHKLUMN 13 opurmHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHarnbHOro
cTaHpapTa
TpyooBble AenCTBUSA AHanu3  ycnelwHbIX  KOPNOpaTMBHbLIX  MPakTMK MO OpraHusauuu

HOpMUpoOBaHUA TpyAa ansa pPa3fmin4HbIX KaTeropM|7| nepcoHana,
ocobeHHocTel npon3soacTBa U OeATENIbHOCTU OpraHn3auunn

PaspaboTka cucTembl oOpraHusaumm Tpyda MepcoHana u nopsgka
HOPMMPOBaHUS TpyAa Ha paboynx MecTax C OLLEHKOM 3aTpaT Ha nepcoHan

BHeopeHue cucTeMbl opraHu3auuMu Tpyda nepcoHana W KOHTPOns Haf
HOPMMPOBaHMEM C  OMpederieHMeM  TPyAOeMKOCTM,  HOPMaTWBHOM
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YMCNEHHOCTHU, rpadhmkoB paboT 1 ycrnoBui onnatbl TpyAa nepcoHana

BbisiBNeHne pe3epBOB MOBLILLEHUS] MPOM3BOAMTENBHOCTY TPYAa U KadecTBa
HOPMMWPOBaHWS TPyAa, NOArOTOBKA NPEASIOKEHUA MO U3MEHEHUSIM  YCTIOBUiA
¥ onnaTbl Tpyaa nepcoHana

MoaroToBka NpeanoXxeHuin No hopMUpoBaHUio GlomKeTa Ha OpraHM3auuio
Tpyda nepcoHana

OnpepneneHne adeKTMBHOCTU PabOTbl CUCTEMBbI OpraHmMsaumMmM Tpyga Wu
HOPMMPOBaHUS Tpyaa Ha pabounx mecTtax

Heobxogumble ymeHus BHeapsTe MeToabl paumoHanbHOM opraHnsauumn Tpyaa

Pa3pa6aTblBaTb nnaHbl opraHnM3aunoOHHbIX N TEXHNYECKNX MepOI'IpI/IﬂTI/IIZ no
NOoBbILWEHUK NPOn3BOANUTENIbHOCT Tpyaa

AHanusmpoBaTb COCTOSIHUE HOPMUPOBaHUA Tpyda, KayecTBO HOPM,
rnokasaTenen no Tpyay

AHanuampoBaTb 3EHEKTMBHOCTL paboTbl CUCTEMbl OpraHu3auun Tpyda
nepcoHana u HopMUPOBaHUS Tpyaa Ha pabounx MecTax

CoctaBnatb K KOHTpONnnpoBaTb CTaTbM pacxodoB Ha onnaty TpyAaa
nepcoHana gna ninaHnpoBaHuA GrooxeToB

PaboTtaTtb ¢ WHOPMALUMOHHBIMM cUCTEMaMM U Gasamu OaHHbIX MO
HOPMUPOBAaHWIO 1 onnaTe Tpyaa nepcoHana

Pa3pa6aTblBaTb n OCbOpMJ'IﬂTb OOKYMEHTbI N0 HanpaBJieHU 0eATeSIbHOCTU

CobniogaTb HOPMbI 3TUKU AENOBOro 0dLeHus

Heobxogumble 3HaHUs MeToapbl yyeTa n aHanmsa nokasaTternemn no Tpyay n onnarte Tpyaa

MeToobl oOnpefeneHnsi, OLUEHKM W  CPaBHEHMSI  NPOU3BOACTBEHHON
WHTEHCUBHOCTW U HaNpPsKEHHOCTU Tpyaa

MeToabl HOpMUpPOBaHUs TpyAaa

Me>|<0TpacneBb|e M oTpacnesble HOpMaTuUBbl TPYAOBbLIX 3aTparT

CoBpeMeHHble (hOpMbl, CUCTEMbI OMNaTthl U y4yeTa MpPOM3BOAMNTENBHOCTU
Tpyaa nepcoHana

Cuctembl, meToapl WU (*)OprI mMaTtepuaribHoro w”n HemaTtTepuarbHOro
CTUMYIMpPOBaHUA Tpyaa nepcoHara

TexHonorum n metodbl HOPMMUPOBAHUSA U KOHTPONS BHOOKETOB

TexHonorumM, MeToabl U METOAMKM NPOBEAEHUS aHanM3a 1 cucteMaTmaauum
[OKYMEHTOB 1 MHpopMaLm

OcHoBbl OKYMeHTO060pOTa 1 JOKYMEHTaUMOHHOro obecneveHms

Mopsigok Tapudmkauum paboT u pabounx, YCTaHOBIEHUSA OOIMKHOCTHbIX
oknagoB, gonnat, HagbaBok M koadhdumumeHToB K 3apaboTHon nnarte,
pacyeTa CTUMYNMPYKOLWNX BbiNnaT
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TapudHo-kBanndukaLMoHHbIE CpaBOYHMKM paboT 1 npodeccuin pabo4mx un
KBanMMuKaLMOHHbIE XapakTEPUCTUKN JOMKHOCTEN CryXaLumx

OcHoBbI TEXHOMNOTNN nponssoacTBa U AeATesIbHOCTU OpraHmn3auunm

CprKTypa opraHmsauunmn n BaKaHTHble  OOJMKHOCTU (npocbeccvn/l,
cneumaanocm)

KagpoBas nonuTuka v ctpaTernst opraHMsaumm

OKoHOMMKa TpyAa

OcHoBbl 00LWENn U coumanbHOM MCUXOMOrUK, COLIMONIOMMU U MCUXOMOrnKn
Tpyda

TpyaoBoe 3aKOHOAATENbLCTBO M MHbIE aKTbl, COAEPXKaLLE HOPMbI TPYAO0BOMO
npasa

OcCHOBbI apXMBHOFO 3aKOHOAATENbLCTBA M HOPMAaTUBHbLIE NPABOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaUMK No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuiickon ®epgepaunmn o nepcoHarnbHbIX aHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpraHv3auuu, perynupytolne nopsiaok
opraHusaumm TpyZaa u HOpMMPOBaHUS NepcoHana

Mopsiaok 3akrnoYeHnst 4OroBopPoB (KOHTPaKTOB)

Hopmbl 3TnkM genoBoro obLieHus

BasoBble OCHOBBI MHGOPMaTUKW, CTPYKTYypHOE NnocTpoeHue
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMMU

Lpyrve xapakTepucTmku -

3.5.2. TpypoBasga yHKUNA

HaumeHoBaHme OpraHunsauus onnatel Tpyaa nepcoHana Kon E/01.6 YpoBeHb (N0AypOBEHb) 6
KBanudukauum
Y MMCTBOBaH
I'Ipomcxo>|<,quMe TpyaoBOMu Opvlrlean X 3anmcTBOBaHO
beHKLI,VII/I 13 opurmHana
Kog PernctpaunoHHbIn
opurnHana HOMED
npoceccuoHanbHOro
CTaHOapTa
pr}J,OBbIe JencrTeus AHanus YCNeLWwHbIX KOpnopaTUBHbIX TMPakTUK MNo oOpraHn3aunn CUCTEMDI
onnaTtbl TpyAa nepcoHana
Pa3pa60TKa CnCTeMbl onnaTtbl TpyAa nepcoHana
KoHcynbTaHTINOC
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dopmupoBaHme  nnaHosoro  BwgxkeTa  doHaa onnarhl Tpyaa,
CTUMYTMPYIOLLUNX U KOMMEHCAUMOHHbIX BbInnaT

BHeapeHue cuctembl onnathbl Tpyaa nepcoHana

[NogroToBka I'Ipeﬂ,J'IO)KeHI/IIZ Nno CoBepLUeHCTBOBAHUIO CUCTEMbI onsaTbl Tpyaa
nepcoHana

Heobxogumble ymeHus CocTtaBnaATb M KOHTPONUPOBATb CTaTbW pacxofoB Ha onnaTty Tpyda
nepcoHana ans nnaHnpoBaHna 6oaxeToB U hOHO0B

MPUMEHATL  TEXHOMOTUM  MaTepuarnbHOM MOTMBAUMM B YrpaBrieHUu
nepcoHanom

P83pa6aTblBaTb KOHUENUMO  MOCTPOEeHNA MOTUBALUMOHHbIX nporpaMmm
pa6OTHI/IKOB B COOTBETCTBMU C LlenAMN opraHn3auunm

AHanuanpoBaTb COBpPEMEHHble CWUCTEMbl oOnnatbl W MatepuanbHoOW
(MOHeTapHoW) MOTUBaLUMW TPyAa AN Lenen opraHnsaumnm

AHanuanpoBaTtb ypoBeHb OonnaThl Tpyda MepcoHana no COOTBETCTBYHOLLMM
npodeccnoHarnbHbIM KBanmMdukaLmsm

HDOBOLIMTb MOHUTOPUHI 38pa60THOIZ nnartbl Ha pPblHKE Tpyada

AHanuaumpoBaTb hOpMbl MaTepPManbHOro CTUMYNMPOBaHUS, KOMMNEHcaunn u
nbroT B onniaTe TpyAa nepcoHana

PaboTtaTtb C VIH(bOpMaLJ,I/IOHHbIMM cuctemamu U 6asamMm AaHHbIX MO onnaTte
TpyAa nepcoHarna

CocTaBnsTb NPOrHO3bl pa3BUTUS OMnaThl TPyAa nepcoHana

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxogumble 3HaHMSA ®opmbl M cucTembl 3apaboTHOM NNaTtbl, MOPSAOK COCTaBNEHNs BIOOKETOB

CucTtembl, MeToabl M (OpMbl MaTepuanbHOro ¥  HemaTepuanbHoro
CTVIMYNUPOBaHUS Tpyaa nepcoHana

TexHonoruy n MeToabl GOPMUPOBAHMUS N KOHTPONSA BHoaXeTOB U (hOHO0B

Mopsigok Tapudukauum paboT u paboumx, YCTAHOBMEHMS [OOIMKHOCTHbIX
oknagos, gonnart, HagbaBok UM kO3(PUUMEHTOB K 3apaboTHom nnaTe,
pacyeTa CTUMYNMpPYOLWKMX BbiNaTt

MeToabl onpeaeneHna YNcneHHoCcTn paGOTHI/IKOB

TapudHo-kBannuKkaLMoHHbIE CMPaBOYHMKN paboT 1 npodeccuin padboumx u
KBannmKaLMOHHbIE XapakTepUCTUKM OOMKHOCTEN CryXaLlumnx

MeTogabl yyeTa u aHanmsa nokasartenen no Tpyay v 3apaboTHow nnaTte

TexHonoruu, MeToabl U1 METOOMKN npoBegeHna aHanmsa m cucrematndauunmn
LOOKYMEHTOB 1 VIH(bOpMaLU/II/I

KagpoBasi nonuTuka u ctpaterusi opraHmsauum
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CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccuu,
cneumnanbHOCTK)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, COAepKaLlMe HOpMbl TPYAOBOIO
npaea

OcHoBbl Hanoroeoro 3akoHogatenbcTea Poccuinckon degepavmm

3akoHopaTenbcTBO Poccunckon degepaumm o nepcoHarnbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHn3auunn, perynumpyrowme onnaty Tpyaa

OcHoBbI TEXHOMOMMN npoun3BoacTBa U AeATENIbHOCTU OpraHn3aunm

OcHosBbl D,OKyMeHTOO60pOTa N JOKYMEHTaUNOHHOIro obecneyeHns

Mopsigok 3aknoyeHnsa AoroBopoB (KOHTPAKTOB)

OcHoBbl 06LLe U couunanbHOM MNCUXOSMOrMM, COLMONOMMKU U MCUXOMOorum
TpyAa

HopMbl 3Tukn genosoro obLeHus

BasoBble OCHOBBI NHOPMATMKK, CTPYKTYpHOE NoCcTpoeHue
MHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve XxapakTepucTmku

3.5.3. TpyaoBasg yHKUMA

HaumeHoBaHune

BOMNpocam opraHmsaumu Tpyaa n onnatbl nepcoHana KBanudukauum

MpoucxoxaeHne TpygoBon
yHKLUNN

AOMUHUCTPUPOBaHME NPOLIECCOB U AOKyMeHToobopoTa no Kon E/03.6 YpoBeHb (N0AypOBEHb) 6

OpuruHar X 3anmcTBOBaHO
13 opurmHana
Kopg, PernctpaunoHHbIn
opurnHana HOomeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpyooBble AencTBUSA

AHnanus npoueccos /J,OKyMeHTOO60pOTa, NOKalnbHbIX OOKYMEHTOB MO
BOrMnpocam opraHm3auuny onnartbl U Tpyaa nepcoHana

O(bOpMJ'IeHI/Ie OOKYMEHTOB No BOMpoOCaM onnartbl U Tpyda nepcoHana

[NogroToBka I'IpeﬂJ'IO)KE‘HI/Iﬁ no Bornpocam onnaTtbl U Tpyda nepcoHana

MoaroToBka NPEANoXeHUd MO COBEPLUEHCTBOBAHUIO CUCTEMbl OMMaTthl W
opraHvsaumm Tpyaa nepcoHana

[lOKyMEHTaLMOHHOE U OpraHuW3aLMOHHOE  COMPOBOXAEHWE  CUCTEMbI
opraHv3aumu 1 onnatel TpyAa nepcoHana

MoarotoBka M 06GpaboTKa 3anpoCOB W yBedOMSEHU O paboTHUKax B
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rocyAapCTBEHHbIE OpraHbl, MpodeccuoHanbHble  COK3bl W apyrue
npeactaBuTeNbHble oOpraHbl  paboTHWKOB, MO cucTemMam onnatbl U
opraHusaumn Tpyaa nepcoHarna

ConpoBoxaeHne  [0OroBOpOB rno oKasaHuio KOHCYMbTaLMOHHBIX,
MHOPMALIMOHHBLIX YCMyr Mo cuctemMam onnatbl W opraHusauun Tpyaa
nepcoHana, BkroYas npeasapuTenbHble Npoueaypbl Mo UX 3aKMHYeHNo

Heobxoammble yMeHusi ObGecneuvBaTb [OKYMEHTAUMOHHOE COMPOBOXAEHUE MEPOMNpUSTAA Mo
onnaTe v opraHusauuu Tpyaa nepcoHana

O(bOpMﬂFlTb OOKYMEeHTbl Mo BOMNpoCamMm onnatbl M oOpraHM3auunn Tpyaa

nepcoHana, npegocTaBnsiemMble B rocygapCTBEHHbIE opraHbl,
npodpeccuoHarnbHble  CO3bl M ApyrMe  npedcTaBUTENbHbIE  Oprabl
paboTHMKOB

AHaJ'Il/I3I/IpOBaTb HOpMaTuMBHbIE N MeToAUYECKME LOKYMEHTbl Nno BOMNpocam
onnatbl U OpraHn3auunmn Tpyaa nepcoHana

OpFaHVI3OBbIBaTb xpaHeHme JJ,OKyMeHTOB B COOTBEeTCTBUUN C TpeﬁoBaHl/IﬂMl/l
3akoHogaTtensctBa Poccuiickon depepaumm U NOKanbHbIMU - aKTaMmu
opraHusaumm

BecTu yyeT n pernctpaumio JOKyMEHTOB B MHDOPMAaLMOHHBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENSX

PaGoTaTtb ¢ MHOPMaUMOHHBIMU cucTeMamMu U 6asamy AaHHbIX MO cucTeMam
onnaTbl U OpraHM3auumn Tpyaa nepcoHana

npOI/I3BOD,I/ITb npenBsaputenbHble 3aKyno4YHble npouenypbl U Od)OpMJ'IFlTb
CONyTCTBYHOLLYHO OOKYMEHTALUMIO MO 3aKIMK4YeHnto 4oroBopos

Bectn genosyto nepenncky

CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoammble 3HaHWs Mopsinok ochopMIEHNS, BEAEHUS U XPaHEHNUS1 AOKYMEHTaUuM Mo cuctemam
onnarbl U OpraHM3auumn Tpyaa nepcoHana

HopmaTuBHble MpaBoBble akTbl, perynupylowpe npaBa U 06GsA3aHHOCTU
roCy4apCTBEHHBIX OPraHoOB W OpraHv3auuMu Mo NpPeaoCTaBIIEHNIO YYETHOM
JOKYMeHTaLmnn

TexHonoruu, MeTogbl U1 METOLMKN npoBegeHnda aHanmsa m cucrematndauunmn
LOOKYMEHTOB 1 VIHd)OpMaLI,VII/I

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auuu, perynuvpyrowime nopsiaok
onnaTbl, OpraHu3auuM 1 HopMMpoBaHWs Tpyaa

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyenns

nOpHﬂ,OK d)OpMI/IpOBaHMFI, BeAeHust 0aHka [AdaHHbIX W npegoctaBieHna
OTYETHOCTU NO CUCTEMaM onaThbl U OpraHn3aunm Tpyaa nepcoHarna

TpyaoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAepXKaLle HOpMbl TPYAOBOro
npaea

OcHoBBI APXMBHOIo 3akoHodaTesibCTBa M HOpMaTMBHbIE TMpaBOBbI€ aKTbl
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Poccunckon ®egepauun, B HacTu BeAeHUss JOKYMEHTaUUM No nepcoHany

OcHoBbI HanoroeBoro 3akoHogaTtenbcTBa Poccunckon ®enepaunm

3akoHogaTenscTBO Poccuiickon Pefepaumm o nepcoHanbHbIX AaHHbIX

Mopsiaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

Mopsimok  npoBefeHWst  3akymouvHblX — mpouedyp U odopmMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

Hopmbl 3TVKM genoBoro obLueHns

basosble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpPHOE nocTpoeHne
VIH(bOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrue xapakTepucTuku

3.6. O606LeHHasn TpygoBas yHKUMSA

,U,eﬂTeJ'IbHOCTb no opraHunsaummn KOpﬂOpaTMBHOVI YDOBeHb
Haumerosatne COLI,VIaJ'IbHOVI MNOJNTUTUKU KOJJ, F KBaJ'IVId)I/IKaLI,VIVI 6
gggg C):—:ﬁtl'ccl)eﬁHTM s OBOW OpwuruHan X 3anmcTBOBaHO
L PyA P 13 opurmHana
DyHKUNN
Kon PerncrpaumoHHbIn
opurmHana HoMep
npodeccuoHanbHoro
cTaHgapTa

BosmoxHbIe HaumeHoBaHWa | CneymanucT nNo coumanbHbIM Nporpammam

OOMKHOCTEen, npodeccun Cneumnanuct no paboTe ¢ npegcraBuMTENbHBIMYU OpraHamMn paboTHNKOB
Cneunanuct no KoprnopaTuMBHOW COLMArbHON NONUTUKE

Cneuunanuct no nepcoHany

MeHeaxep no nepcoHany

TpeboBaHus Kk Bbicwee obpasoBaHue

obpasoBaHunio 1 00y4eHuto | [lononHuTenbHOe NpodeccrmoHanbHoe obpa3oBaHme - MporpamMmbl
npodeccnoHanbsHon NepenoaroToBKX U NporpaMmMbl NOBbILLEHNSI
kBanudmkaumm B 06ractu coumanbHbIX Nporpamm

TpeboBaHus Kk onbITy -
npakTu4eckon paboTol

Ocobble ycnosus gonycka K
paboTte

Opyrvue xapakrepucTuku

[ononHutenbHble XapaKTepucTtukumn
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HanmeHoBaHve gokymeHTa Koa HaunmeHoBaHve 6a3oBow rpynmbl, 4OMKHOCTU (Npodeccun)

nnn cneunanbHOCTU

OK3 2412 CneumanucTbl No kagpam u NpodgopueHTauum
3423 CneuunanuncTbl KagpoBbIX CIYK0 W yYpexaeHUn 3aHATOCTU
EKC - CneumanucTt no kagpam

- MeHemxep no nepcoHany

OKMAaTP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

OKCO - -

3.6.1. TpynoBas dyHKUmMSA

HauMeHoBaHNe PaapaboTka kopnopaTuBHOW COLManbHON NONMUTUKN Koa FI01.6 YpoBeHb (MoaypoBeHb) 6
KBanudmkaumm

3anmcTBOBaHO
13 opurnHana

MNpoucxoxaeHne TpyooBon

chyHKLAV OpwurunHan X

Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHarnbHOro
cTaHpapTa

pr,El,OBbIe OencTeus Ananus yCneLwHbIX KOpnopaTUBHbIX NPAKTUK MO OpraHu3aumm couumarnbHOro
napTHepCTBa, coumnanbHOM OTBETCTBEHHOCTU U coumarnbHbIX nporpamMmm

PaspaboTka KopnopaTMBHbLIX COLManbHbLIX MPOrpamm

Pa3pa60TKa CUCTeMbl Bbinnat pa6OTHI/IKaM coumnanbHbIX NbroT

OpraHu3saums NneperoBopoB C MNPOogeCcCUoHanbHbIMU Colo3aMn U ApYruMuy
npeacTaBUTENbHBIMU opraHamu paBoTHMKOB, 061LEeCTBEHHBIMK
opraHusauusMu, B3auMoaencTsmne ¢ rocy4apCTBeHHbIMU opraHami

lMogrotoBka nNpegnoXxeHWi no opMuMpoBaHuO OwompkeTa B 4acTu
obecneyeHnst KOpNopaTUBHOM COLMANIbHON NOMUTUKM

HeobGxoammble yMeHuUst OnpegensaTe  UeneBble  rpynnbl  NepcoHana  Ans pa3paboTku
crneuvanu3npoBaHHbIX colparibHbIX NporpaMm

JdoBoanTb MHoOpMaLmMio O coumarnbHbIX MporpamMmax A0 LerneBbiX rpynn
nepcoHana ¢ UCrornb30BaHWEeM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKaLIMIA

OnpeaensiTe KPUTEPUM 1 YPOBHU YAOBNETBOPEHHOCTU NepcoHarna

VMcnonb3oBaTtb MaTepuanbHble U HeMaTtepualnbHble CUCTEMbI, MeTOoOdbl "
d)OprI MoOTMBaLKnn B ynpaBlieHUM nepcoHariom
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OnpenensaTe 06beMbl CPEACTB ANA peanv3auun coumanbHbIX rapaHTui,
KOpNopaTUBHBIX NbIOT U UHbIX 3MEMEHTOB KOPMopaTUBHLIX CoLManbHbIX
nporpamm Anst GopMmnpoBaHus GroaxeToB

CocTtaBnsiTb U KOHTPONMMpOBaTb CTaTbM pPacxXodoB Ha  couuMasbHble
nporpammbl 4ns NnaHMpoBaHus BrompkeTos

Mpoun3BoauTb NpeaBapuTenbHble 3aKynoYHble MpoLeaypbl U odopmMieHne
COMYTCTBYIOLLIEN JOKYMEHTALIMMN MO 3aKIMYEeHNI0 JOroBOPOB

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LLEeHUs

Heobxoammble 3HaHWS Mopsigok ¥ MeToabl paspaboTkM NaHOB WM MpOrpamMm  coumanbHOro
pPa3BUTUS opraHnsaLnm

MeToapbl aHanu3a BbINOMHEHUSA COLMAnbHbIX MPOrpaMM M OnpedeneHus ux
3KOHOMMYECKON 3hPEKTUBHOCTH

Cuctembl, MeToabl M OPMbl  MaTeEpPUArnbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum u MetToabl OPMUPOBAHUS U KOHTPOSS GHOIKETOB

MeToapbl npoBeaeHnA coumnonorn4yeckmnx nccnegoBaHum, n3yvyeHuna
00LEeCcTBEHHOrO MHEHUS

TexHonorum, MeToAbl 1 METOAMKM NPOBEAEHUS aHanM3a U cucTtemaTnsaumm
AOKYMEHTOB 1 MHGOpMaLmm

Mopsidok npoBedeHWst  3aKyMouHbiX — Mnpouedyp W odopMIieHust
COMYTCTBYIOLLIEN OKYMEHTaLMM

OcHosBbl I'IpOI/I3BOJJ,CTBeHHOl71 neATernbHOCTN opraHn3auunm

OcHoBbl 00Lel U couunanbHOW MCUXOMOTUU, COLMONOrMM U MCUXONOrK
TpyAa

CprKTypa, uenn, cTtparterna n Kagposad noJiInTuka opraHn3auunm

TpyaoBoe 3akOHOAATENLCTBO M MHbIE aKTbl, CoAepXKaLlue HopMbl TPYAOBOIO
npaea

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®egepaunm

HopmaTuBHble NpaBoBble akTbl, perynupylolme npaesa U 0653aHHOCTU
rocyAapCTBEHHbIX OpraHoB, MpodeccuoHarnbHbIX COH30B U APYruX
npeacTaBuUTENbHBLIX OpraHoB PaboTHUKOB

3akoHogaTenbcTBO Poccuinckon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbLIE aKTbl OpraHW3auuW, perynupylowmue mnopsaok
hopMMpPOBaHUS coLMarbHOM NMONUTUKK

OcHoBbl npaBoBoro perynupoBaHus Poccuiickon depepauumn nopsigka
3aKnYeHMn JOroBopoB (KOHTPAKTOB)

HopMmbl 3TVku oenosoro obLieHus
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basosble OCHOBBbI WHPOpMATUKN, CTPYKTYpHOE nocTpoeHue

I/IHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTHU pa60TbI C HUMU

Lpyrne xapakTepucTunkm -

3.6.2. Tpyposas dyHKUMSA

HaunmeHoBaHve

Peanusaums kopnopaTvBHO CoLManbHON NOMUTUKK Koa F02.6 YpoBeHb (MoaypoBeHb) 6
KBanudmkaumm

" 3anmcTBOBaHO
ﬂpowcxomp,eHme TpyooBou OpVII'VIHaJ'I X
C*)YHKLI.VIVI N3 opurmHana

Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHarnbHOro
cTaHpapTa

prﬂ,OBbIeﬂ,eﬁCTBMﬂ BHe/J,peHme KOpnopaTtmMBHbIX cCouUMalnbHbIX nporpaMmMm, B TOM 4uUCe Mo
counarnbsHon nogaepXKKe otTaesibHbIX rpynn pa6OTHI/IKOB

Peanusauns cuctembl coumanbHbIX fbroT, BbiNnat paboTHUMKAM C y4eToMm
TpeboBaHu 3akoHoaaTenscTea Poccuiickon Pegepaumm

OueHka yOoBMETBOPEHHOCTU MepcoHana KoprnopaTuMBHOM — couMarbHOM
NMONUTUKON

OueHka SddPEKTUBHOCTM MEPONPUATUA  KOPMOPaTUBHOW  coumarbHON
NOMUTUKM

lNogrotoBka nNpenniokKeHUWn NO  COBEPLUEHCTBOBAHUID  MEePOnpUATUR
KOprnopaTUBHOM COLManbHOW NOMUTUKN

MoaroTtoBka NpeanoxeHuii Mo OpMUPOBaHWIO GlomXeTa Ha peanusauuio
KOpNopaTUBHOM coLMasibHOM NONUTUKM M COLMArbHbIX MPOrpamm

HeobGxoammble yMeHuUs: PaccuuTbiBaTh 3aTpaThbl Ha NPOBEAEHNE CMeLnanM3MpoBaHHbIX CoLManbHbIX
nporpamm

MpoBOANTL MOHUTOPUHT YCMELHbIX KOPMOPaTMBHbIX COLMarbHbIX Mporpamm

MNpoBoauTL MEpONpUATMS B COOTBETCTBMM C KOPMNOpaTUBHOW coUManbHOM
NONUTUKON

Onpenensatb Lenesble rpynnel nepcoHana ans co3naHus
crneunanuanpoBaHHbIX colpanbHbIX NporpaMmm

Onpeaensite KPUTEPUM 1 YPOBHU YAOBNETBOPEHHOCTM NEepcoHana

OnpegensaTe a(PMEKTUBHOCTL MEPONPUATUIA peannsayeMon KopnopaTUBHON
coumansHON NONUTUKK

OpraHu3oBbiBaTb B3aMMOAENCTBME C  TOCYAapCTBEHHbIMW  OpraHamu,
NpodeccrMoHanbHbIMU CO3aMn U APYTMMU NPeacTaBUTENbHbIMU OpraHaMm
paboTHMKOB, OOLIECTBEHHBIMW W WHBIMU OpraHU3auusMn Mo BOMpocam
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peanusaumm KopnopaTMBHOWM CoLunanbHOM NONTUKM

AHanuanpoBaTb PbIHOK YCRyr Mo couuanbHbiM U crheuuanuavpoBaHHbIM
nporpaMmam couuarbHON MOAAEPXKKU YIIEHOB LEneBbIX pynn U FrOTOBUTb
NPeAnoXeHusl Mo UX nocTasLUKam

Mpoun3BoauTb NpeaBapuTernbHbIe 3aKyrnoyvHble npouedypbl U 0OPMNATb
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMHYEHUI0 JOrOBOPOB

CobntogaTb HOPMbI 3TUKU OENOBOro 0oLLeHus

Heobxogumble 3HaHUs BOI'IpOCbI ynpasJieHnAa counaribHbIM pa3BUTMEM opraHm3aunm

MeToabl aHanmM3a BbINOMHEHUST KOPMOPATMBHbBIX COLManbHbIX NPOrpaMm u
onpeaeneHns Nx skoHoMn4eckom adPEeKTUBHOCTHN

Cucrtembl, MeTodbl, (OpPMbl MaTepuanbHOro U HemaTepuasibHOro
CTMMYNMPOBaHWSA Tpyaa nepcoHana

MeToabl npoBeaeHnA COLMONOrn4ecKmnx nccnegoBaHum, N3y4eHnq
00LLEeCTBEHHOrO MHEHMS

TexHomnoruu, MeToabl U METOAMKM NPOBEAEHUs aHanu3a W cuctemaTusaumu
[IOKYMEHTOB 1 MHpopMaLmm

HopmMaTuBHble NpaBoBble akKTbl, Perynupylowme npaea M 06sS3aHHOCTU
rOCYOapCTBEHHBIX OPraHoB, MPOGECCUOHANbHBIX  CO30B U APYruX
NpeacTaBUTENbHBLIX OpraHoB pPabBOTHUKOB MO NPenoCTaBIIEHUId  YYeTHOW
[OKyMeHTaLum

Mopsgok  npoBedeHUs  3aKyrnoudHblX — npouedyp U odopmMneHus
COMYTCTBYIOLLIEN JOKYMEHTaLmm

CprKTypa, uenun, ctpaterna n kagposas normMtTnuka opraHn3auunm

OcHosBbl I'IpOI/I3BO,D,CTBeHHOI7I 0eATeNIbHOCTU opraHunsauunn

OcHoBbl 06LLEel 1 coumanbHOW NCUXONOrMK1, COLMOTIOTMM U NCUXONOorMn Tpyaa

TpyaoBoe 3akOHOAATENBLCTBO U MHbIE aKTbl, CoAepXallye HOpMbl TPYA0BOro
npaea

OcCHOBbI apXMBHOrO 3akoHoAaTeNnbCTBa M HOPMAaTUBHbIE MPaBOBbIE aKThl
Poccuiickon depgepaumm, B YacTy BeOeHUS AOKYMEHTaUMK Mo nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccunckon denepavinm

3akoHogaTenbcTBO Poccuiickon degepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble aKThbl OopraHusauunn, perynupyrwwime nopAanok BHeOpeHuda
coumnarnbHON NOSIUTUKN

Mopsigok 3aknoyeHnsa JoroBopoB (KOHTPAKTOB)

HopMbl 3TVKK AenoBoro obLieHus

Ba3soBble OCHOBBbI NMHopmaTmku, CTPYKTYpHOE nocTpoeHue
NMHOPMALMOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMU
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Opyrvue xapakrepucTuku - ‘

3.6.3. Tpynosas pyHKUMSA

MWHUCTPUPOBaHME NPOLIECCOB U AOKyMeHToobopoTa no YpoBeHsb (Mo, OBEHb
HaMMEHOBAHE A pup poLy Aoky! p Koa F/03.6 p (nopyp: ) | 6
BOMNpocam KopnopaTtneHOM counarnbHOU NOMTUTUKU KBanudukauum

lMNpoucxoxageHne TpyaoBomn

X 3aumcTBOBaHO
yHKUMM

UrnH
Op an 13 opuruHana

Ko PernctpaunoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

pr,EI,OBbIe OencTems AHnanus npoueccos ,1:|,0|<ymeHT006op0Ta, NOKanbHbIX OOKYMEHTOB MO
BOrnpocam KOpI'IOpaTVIBHOIZ couunanbHOW NOMUTUKK

[lokymeHTaLMoHHOe ochopMIieHne pe3ynbTaToB KOpriopaTUBHOWM CoLManbHo
NONUTUKK

[NogrotoBka npeanoXeHWnM MO PasBUTUIO KOPMOPaTMBHOM  coLMarnbHOM
NOMUTUKN

MogrotoBka pesynbTaToB  aHanusa COOTBETCTBUA KopnopaTUBHOW
coumanbHoM nonuTUkM TpeboBaHMAM 3akoHopaTtenbcTBa Poccuiickon
depnepaumm 1 ycnoBmsM pbiHKa Tpyaa

[okymMeHTaunmoHHOEe U OpraHM3aLMoOHHOE COMPOBOXAEHUE MepPONnpUATUIA
KoprnopaTUBHOW coumanbHOM NONUTUKN

MoaroTtoBka 1 obpaboTka 3anpocoB UM YBEAOMIIEHUA O paboTHWKax B
roCyaapCTBEHHbIE OpraHbl, Mpod)eccMoHanbHble  COK3bl W gpyrue
npeacTaBuTeNbHbIE OpraHbl  paboTHMKOB MO BOMPOCaM  CcouuManbHON
NOMMUTUKM B OTHOLLEHWM NepcoHana

ConpoBoxgeHne [[OroBOpoB MO OKa3aHWK  KOHCYMNbTALMOHHbIX
MHOPMALIMOHHBIX YCIYr MO MEepPONpUATUSM KOPNOpPaTUBHOM CoLManbHO
MONMUTKKW, BKINOYas npeaBapuTenbHble Npoueaypbl MO UX 3aK0YEHU0

n
n

Heobxoammble yMeHusi OcdbopMnisATb  JOKYMEHTBI MO BOMPOCaM  KOPMOPaTUBHOM  coLuanbHOM
NOSNNTUKM, npegocTasnsiemble B rocyaapCTBEHHbIe opraHsl,
npeacTaBUTENbHbIE OpraHbl paboTHUKOB

AHanuavpoBaTb  NpaBuna, MNOPSAKM,  Mpouedypbl  KopropaTMBHOM
coumarnbHOW NMONUTUKK

Ob6ecneuunBatb OOKYMEeHTaUuMOHHOE CconpoBoOXaeHne counanbHOM MONUTUKN
B OTHOLUEHNN NepCcoHana

OpraHu3oBbiBaTh XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsIMU
apXMBHOro 3akoHogaTenocTBa Poccuiickon ®degepaumm n  nokanbHbIMU
akTamu opraHusauuu

Mpoun3BoauTb MNpeaBapuTerbHbIe 3aKyroyvHble Mnpouedypbl U 0OpPMIATb
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COMYTCTBYIOLLYIO AOKYMEHTaLMIO MO 3aKIYEHUIO [OrOBOPOB

PaboTtatb C MHq)OpMaLlMOHHbIMM cuctemamm n 6asamm gaHHbIX Mo BOrnpocam
couunarnbHOW NOMUTUKM B OTHOLLEHUMN nepcoHana

Bectn yyeT n perucrtpaunio JOKyMEeHTOB B I/IHCbOpMaLI,MOHHbIX cucreMax n Ha
MaTepuarnbHbIX HOCUTENAX

Bectn genosyto nepenncky

CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoaumbie 3HaHus [Nopsagok ohopMneHus, BeAeH s U XpaHeHUs AOKyMeHTaumm no coumanbHOn
NosiMTMKE B OTHOLLEHUWN NepcoHana

Mopsinok dopMupoBaHusl, BedeHuss OGaHka [OaHHbIX W NpedocTaBreHust
OTYETHOCTM MO BOMPOCAM COLManbHOW NOSIMTUKA B OTHOLLEHWUM NepcoHana

TexHonoruu, MeToabl U1 METOOMKN npoBegeHna aHanmsa m cucrematmndauunmn
LOOKYMEHTOB 1 VIH(bOpMaLI,I/II/I

OcHoBbI JOKyMeEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMreHus
COMyTCTBYIOLLIEN OKYMEHTaLUM

CTpykTypa oOpraHuM3auMmM W BakaHTHble AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, COAepKaLlMe HOpMbl TPYAOBOIO
npaea

OcCHOBbI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbIE MNPaBOBble aKThbl
Poccuiickoit denepaunm, B YacTu BeAeHUS JOKYMEHTaLMM Mo nepcoHany

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

HopmaTtvBHble MpaBoOBble akTbl, perynupyllme npasa M 00s3aHHOCTU
rocyqapCTBEHHbIX OpPraHoB, MNPOJECCUOHarNbHbIX COK30B U ApYyrnx
npeacTaBUTENbHbIX OpraHoB paboTHMKOB MO MNPEAOCTABMEHMIO YYEeTHOM
OOKyMeHTauumn

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auuu, perynuvpyrowme nopsiaok
BHEApPEHUs KOPNopaTUBHOWN coLmanbHON MONMUTUKM U COLManbHbIX MPOrpaMm

Mopsigok 3aknoYeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBoro obLeHus

basoBsble OCHOBbI MHOPMATUKMK, CTPYKTYypHOE NnocTpoeHne
WMHOPMALMOHHBIX CUCTEM U OCOBEHHOCTU paboThbl C HUMU

Lpyrue xapakTepucTmku

3.7. O606wweHHast TpyaoBas pyHKUMSA
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"06 yTBepxaeHMn npodeccmoHanbHoro craHgapTa "Cneumanumct
Mo yrnpasnieHWio NepcoH...

[okyMeHT npepoctasneH KoHcynbranTntoc
[ata coxpaHeHus: 29.03.2016

OnepaunoHHoe ynpaeneHne nepcoHanom YpoBeHb
HavmeHosarne nogpasgeneHmeM opraHusaLmm Koa G KBanudukaumum
l‘lpowcxomp,gHme . 3aMmMmcTBOBaHO
0606LLEeHHON TPYOOBON OpuruHan X 13 opuUrMHana
dPyHKUMN
Kopn PernctpaunoHHbIn
opuvruHana Homep
NpodeccnoHarnbLHoro
cTaHpapTa

Bo3MoxHble HanmeHoBaHMS
DOIKHOCTEN, npodeccui

PykoBoauTenb CTpyKTypHOro nogpasaeneHus
HauanbHuK cTpyKTypHOro nogpasaeneHus

TpeboBaHus K
obpasoBaHuio 1 0ByyeHuto

Boicluee obpasoBaHue - cneuuanuTeT, marucTpaTypa

[ononHuteneHoe npodeccnoHansHoe obpasoBaHme - NporpaMmbl
npodeccuoHanbLHON NepenoaroToBky B 06nacTy ynpaeneHns nepcoHanom,
OnepaunoHHOrO M TaKTUYECKOrO YNpaBrieHnst; NporpaMmmbl NOBbILLEHNS
KBanmdukauumn B o6racTu ynpaerneHns nepcoHarnom, onepaumoHHoro u
TaKTUYECKOrO yrnpaBneHus

TpeboBaHUA K ONbITY
npakTuyeckon paboTol

He meHee naTtu net B obnactu ynpaeneHuna nepcoHariom

Ocobble ycrioBust gornycka K
paboTte

Lpyrve xapakTepucTuku

JononHutenbHble XapakTePUCTUKN

HanmeHoBaHWe gOKyMeHTa

Koga HanmeHoBaHve 6a3oBow rpynmbl, 4OMKHOCTM (npodeccun)

nnn cneunanbHOCTU

OK3

PykoBoantenu nogpasgeneHun (cnyxo6) ynpaeneHusi
Kagpamu 1 TpyAOBbIMU OTHOLLEHUSIMU

EKC

- HavanbHuk otaena KagpoB

- HavyanbHuk oTaena opraHvMsaumu 1 onnaTtbl Tpyda

- HavanbHuk oTAena noaroToBKK KaapoB

- HavanbHWK oTAena coumanbHOro pas3suTung

- 3aBeayoLmnin (Ha4YanbHUK) OTAENOM KaapoB

oKnAaTP

MeHemxep no nepcoHany

3.7.1. Tpyposas dyHKUMSA

| PaspaboTka cucTeMbl ONEPaLMOHHOrO YrpasnieHusi nepcoHanom | Kop G/01.7
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[ata coxpaHeHus: 29.03.2016

1 paboTbl CTPYKTYPHOrO NoapasfaeneHust YpoBeHb (NOAYpPOBEHb)
KBanudmKaumm

MpoucxoxaeHue TpyaooBoW
dyHKUMN

OpurvHan X 3anmMcTBOBaHO
13 opurmHana
Kon PernctpaunoHHbIn
opurmHana HoMmep
npodeccunoHanbHOro
cTaHgapTa

TpynoBble gencreums

AHanus yCneLwHbIX KOpnopaTMBHbIX MPaKTUK Mo BOMNpoCaM CTpaTern4eckoro u
onepaTtuBHOro ynpasleHnda nepCcoHanomM opraHmsaunn

[NocTaHoBKa onepaTtuBHbIX uenewn no BOrMnpocam ynpasJieHnd nepcoHarioMm

Pa3paGoTka nnaHoB, NporpamMmM 1 Npoueayp B ynpaeneHuy nepcoHanom

PaspaboTka npeasioXkeHuii No CTpyKType noApasferieHnst U notpeGHocTM B
nepcoHane

Paspa6oTka npeanoxeHunit no obecneyeHnio nepcoHanom, opMMpoBaHMio
CUCTEM OLEHKWU, PasBWUTWs, OMnaTbl TPyda, KOPMopaTMBHLIM COLMArbHbIM
nporpamMmMam v CoLMansHOM NosMTuKe

PaspaboTka npegnoxeHun o 3aTpatax U opMupoBaHuio OBlogxeta Ha
nepcoHan

Pa3paboTka NpeasiokeHWn Mo 3aKnioYeHUo AOroBOpPOB MO YNpaBreHUo
nepcoHanoM C MocTaBlMKaMK YCRyr W npoBedeHue npeaBapuTenbHbIX
npoueayp Mo 1X 3aKroYeH o

Heobxoaumble ymeHus

OpraHu3oBbIBaTh paboTy NepcoHarna CTPYKTYPHOro noapasneneHus

Ol'lpe,El,e.l'lﬂTb 3afayum nepcoHana CTpyKTypHOro nogpasaeneHunda, mcxoga us
uenemn u cTpartermm opraHm3auumm

Co3gaBaTb M OMUCbIBaTb OPraHU3aUMOHHYI CTPYKTYPY, LUenu, 3ajauu,
PYHKUMW CTPYKTYPHOrO NoapasaeneHus

MpUMeHATL  MeTodbl  YNPaBfEHUss  MEXIIMYHOCTHBIMUA  OTHOLLEHUSIMUA,
opMMpOBaHMS KOMaHZ, pasBUTUS NMAEPCTBA U UCMOSTHUTESIbHOCTH,
BbISIBITIEHUSI TAaNaHTOB, ONpeAeneHuns yaoBreTBOPEHHOCT paboToi

Onpe,u,enmb, aHannanpoBaTb, MOAeNMpoBaTb M BbICTpanBaTb BHYTPEHHUE
KOMMYHUKaunn nepcoHarna

PaspabaTtbiBaTb NPOEKTHbIE NPEANOXKEHNS U MEPONPUATUSA MO 3PPEKTUBHOM
paboTte nepcoHana

BHep,pFlTb cTpaTternto no ynpasJrieHUO nepcoHarioMm

CocTaBnaTtb, paccuMTbiBaTb, KOPPEKTUPOBAaTb M KOHTPOMMPOBATh CTaTbi
pacxofoB Ha nepcoHan, paspabaTtbiBaTb MPeariokeHWss Mo 3aTpataMm Ha
nepcoHan ana dopmuposaHunsa Grooxkera

MpenctaBnsaTb WHTEpPEcbl opraHu3auMM W BECTU  MNeperoBopbl C
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I'IpOd.)eCCVIOHaJ'IbeIMI/I Ccoo3amMu 1 gpyrmmn npencrtaBuUTeslbHbIMMU OpraHamm
pa60THI/|KOB, B3anmMoaencTeoBaTb C rocyaapCrtBeHHbIMU OpraHn3aunamm

AHanusupoBaTb WHGoOpMauUMio MO MOCTaBWMKaM ycryr B obnactu
yrnpaerneHusi NepcoHanoM 1 No YCrnoBusM 3aKnioyaeMblX 4OrOBOPOB

Mpoun3soauTb MNpeaBapuTernbHble 3akyroyvHble npoueaypbl U 0OPMNATb
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

PaboTaTtb ¢ MHOpPMaLMOHHBIMKU cMCTEMaMK 1 Ba3amun JaHHbIX MO BONpocam
ynpasneHus nepcoHanom

OpraHu3oBbIBaTh ¥ NMPOBOANTL KOPNOPaTUBHBIE MEPONPUSTUS C NMEPCOHaNoM

CobntogaTb HOPMbI 3TUKK OENOBOro 0bLeHus

Heobxoammble 3HaHWS MeTopabl, cnocobbl U UHCTPYMEHTbI YIPaBieHVsl NePCoHanom

LleJ'II/I, cTpaTterna pa3Bntma 1 OGu3Hec-nnaH OopraHmnsauunmun

MonuTrka ynpaeneHnsi NepcoHariom opraHv3auum

MeToabl aHanu3a KonNnM4yecTBEHHOrO U KAYECTBEHHOrO COCTaBa nepcoHana

CucTembl cTaHOapTOB Mo BraHec-npoLieccam, Npogeccusam, Hopmam Tpyaa

Cuctembl, mMetoabl M (bOprI mMaTtepuaribHoro w“n HemaTtepuarbHOro
CTUMYIUpOBaHUA Tpyaa nepcoHarna

TexHonorum n metoabl POPMUPOBAHUS U KOHTPONS GroaKeTOB

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMreHus
COMYTCTBYIOLLIEN AOKYMEHTaLUM

OcHosBbl I'IpOVI3BOﬂCTBeHHOI7I 0eATeNIbHOCTU opraHunsaunn

OcHoBbl 06Lleint U coumanbHOM MCUMXONONMM, COLMOMOMMU U MCUXOSOrn
TpyAa, 3KOHOMMKM Tpyaa, 6e3onacHbIX yCrioBuin Tpyaa

CTpyKTypa opraHusaumm

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, COAEPKaLLMe HOPMbl TPYAOBOIO
npaea

OcCHOBbLI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbIE MNPaBOBble aKThbl
Poccuiickoit degepaunm, B YacTu BeAeHUS JOKYMEHTaLMM Mo nepcoHany

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon egepaumm

OcHoBbI MUrpaLMOHHOIO 3akoHodaTtensctBa Poccuiickont depepauuu, B
YyacTu NPUBNEYEHUs U TPYOOYCTPOMCTBA MHOCTPaHHbIX TpaxaaH M nuu 6es
rpaxagaHcTea

OcHosBbl adMUHUCTPAaTUBHOIO 3akoHoOaTesibCTBa B obnactu ynpasrieHuA
nepcoHasioMm " oTBeTCTBEHHOCTU OOJKHOCTHbIX 1L

3akoHopaTtensctBo Poccuiickon depepauum nNo  3awimTe MNepcoHarnbHbIX
AaHHbIX
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JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auum B obnactn ynpasrieHua
nepcoHanom

Mopsigok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBOro obLeHus

basosble OCHOBbI MHOPMATUKMK, CTPYKTypHOE NnocTpoeHne
WMHOPMALMOHHBIX CUCTEM U OCOBEHHOCTU paboThbl C HUMUK

Lpyrue xapakTepucTmKu

3.7.2. TpypoBas pyHKUMS

Peanun3auusi onepauyoHHOro ynpasneHusi nepcoHarnom u YpoBeHb (noaypoBeHb)
HaumeHosarue paboTbl CTPYKTYPHOro nogpasaeneHns Koa Gl02.7 KBanudmKkaumm 7

MpoucxoxaeHne TpyooBon X 3anmmcTBOBaHO

urnHan
yHKLMM Op a 13 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHanbHOro
cTangapTa
TpynoBble 4eNCTBUA lMnaHupoBaHWe geATenbLHOCTM NoapasaeneHms 1 nepcoHana

OI'IepaTI/IBHOG ynpasrieHne nepcoHanom noapasaeneHna opraHnsauunm

PacyeTt 3atpaT no nogpasgeneHnto U NoAroToBKa MPEAnOXeHUA Ans
dopmupoBaHusa GrogxkeTa

Pa3pa60TKa CTaHOapToOB AeATeNnibHOCTU nofgpasfeneHna  u yHVI(bI/IKaLI,VIFI
npoueccos

MpoBeneHWe NHCTPYKTaxa Nno oxpaHe Tpyaa

[NocTaHoBKa 3agad pa6OTHVIKaM CTPYKTYPHOIro noapasgernieHnd,
onpeneneHmne pecypcos ana nx BbIMNONMTHEHUA, KOHTPOJ1b UCMOJTHEHUA

AHanuM3 nnaHoB WM OTYETHOCTU MNOOYUHEHHbIX paGOTHMKOB, pa3pa60TKa
I'Ipeﬂ,J'IO)KeHI/Iﬁ no yny4eHuto nokasaTtenemn 4eaTenbHOCTU nogpasgeneHnda

dopmMmpoBaHMe 0TYETOB 0 paboTe CTPYKTYPHOro nogpasneneHus

Heobxogumble yMeHUaA Onpe,u,enmb 30Hbl OTBETCTBEHHOCTU U Sd)(beKTVIBHOCTI/I pa60TbI nepcoHana
CTPYKTYPHOIro nogpasgerneHud, pacnpenendatb 3agayn u obecneunBatb
MaTepunaribHO-TeEXHUYECKME pecypcCbl ANnA UX UCNOJTHEeHUA

an/IMeHFlTb MeToAbl onepaTUBHOIO ynpaBrneHna nepcoHanomMm opraHmsauunn

KOHTpOJ'IVIpOBaTb NCnoJiHeHne I'IOpy‘-IGHVIVI 1 3a4ad, BHOCUTb CBOEBPEMEHHbIE
KoppeKunn B nnaHbl 1 3agayn

Onpepenats  nokasatenu adhpekTMBHOCTM paboTbl nepcoHana
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noapasaeneHus

yl'lpaBJ'IFITb MoTMBaLMEN nepcoHana, ero BOBJIEYEHHOCTbIO U avcumnnnvHon
TpyAa

CocrtaBnatb nnaHbl neAaATenbHOCTU CTPYKTYPHOIro noapasgeneHna
opraHmsauunm

CocTaBnATb, paccuuTbiBaTb, KOPPEKTMPOBATb M KOHTPONMpPOBaTb CTaTby
pacxoAoB CTPYKTYPHOro noapasaeneHus ans opmMmpoBaHms GIooKeToB

Mpoun3BoauTb aHanm3 TekyLlen AesATeNbHOCTM CTPYKTYPHOIo NoapasaeneHus
1 BHeOpsThb NpoLeaypbl Mo ee onTMMu3aLun

MpeacTaBnATb  WMHTEPecbl  OpraHM3auMM W BECTU  MeperoBopbl  C
rocyaapcTBEHHbIMW opraHamu, npodeccuoHarnbHbIMK Colo3amn U Apyrumim
npeacTaBUTENbHBIMU OpraHamy paGoTHMKOB MO BOMpOocam nepcoHara

Bectn neperosopbl C NocCTaBWMKaMu ycnyr no YycnoBudaM 3akrovaeMblX
[orosopos

Mpoun3BoauTb MpeaBapuTerbHbIe 3aKyroyvHble mpoueaypbl U 0OPMIIATb
COMYTCTBYIOLLYIO AOKYMEHTaLMIO MO 3aKIYEHUIO [OrOBOPOB

rlpOBO,D,VITb ayaonuT pe3ynbTaToB paGOTbI C nepcoHariom

PaGoTaTtb ¢ MHOPMaUMOHHBIMU cMcTeMamMu U Gasamy AaHHbIX MO BonNpocam
ynpaBneHusi nepcoHanom

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxoaumble 3HaHUSA Teopwun ynpaeneHus nepcoHanom 1 ero MoTMeauum

MeTogbl aHanm3a BbIMOMHEHWMS MMAHOB W 3adad, ONpedeneHus wux
3KOHOMMYECKOM 3hEKTUBHOCTH

CDOprI M MeTodbl OLeHKN nepCoHana n pe3ynbTaTtoB UX Tpyada

TexHonoruy onepaTMBHOIO YNpaBreHUsi epPCoHaNoM opraHusaumm

Cuctembl, mMetoabl M (bOprI MaTtepuaribHoro w“n HemaTtTepuarbHOro
CTUMYIUpOBaHUA Tpyaa nepcoHarna

TexHonorum n metoabl POPMUPOBAHUS U KOHTPONS BroaKeTOB

Teopvwl M MeTOodbl ynpaBreHna passutuem nepcoHana

OKoHOMUMKa Tpyaa

OpraHVI3aLI,VIOHHO-LLITaTHaF| CTPYKTYypa opraHusauum

MNonntuka ynpasrieHnAa nepcoHarioMm 1 counarnbHada NoriMTuka opraHmn3auum

LleJ'II/I, cTpaTterna pa3Butmda 1 OGu3Hec-nnaH opraHunsauunmn

MeToankn NnaHnMpoBaHns 1 NPOrHO3NPOBaHKS NOTPeBHOCTH B nepcoHane

Mopsaok yperynupoBaHns TpyOoBbIX CMOPOB

KoHcynbTaHTINIOC
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TpeboBaHusa 1 npasuna nNpoBeaeHns ayamTa paboTbl C NepcoHanom

dopmbl coumarnbHoro napTHepcTBa n B3aVMMOAencTBus c
NpogECCMOHaNbHBIMU COIO3aMM U APYTMMU MPEACTaBUTENbHBIMU OpraHamu
pabOTHMKOB, Y UHLIMW OpraHWU3aLUAMU

Mopsinok ohopMIeHUst KaapoBbIX OKYMEHTOB M NpuaaHus UM lopuanyeckoi
CUnbl

Mopsimok  npoBefeHWst  3aKymouvHblX — mpouedyp U ocdopmMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, COAepKaLlMe HOpMbl TPYAOBOIO
npaea

OcCHOBbLI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbIE MNPaBOBble aKThbl
Poccuiickoin degepaunm, B YacTu BeAeHUS JOKYMEHTaLMK Mo nepcoHany

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

OcHoBbI MUrpaLMOHHOIO 3akoHodaTtenscTBa Poccuiickont ®depepauuu, B
YyacTu NPUBNEYEHUs U TPYOOYCTPOMCTBA MHOCTPaHHbIX TpaxaaH M nuuy 6es
rpaxgaHcTea

OcHosBbl adMUHUCTPATUBHOIO 3akoHoOaTesibCTBa B obnactu ynpaslieHuA
nepcoHasrnioMm " oTBeTCTBEHHOCTU OOJKHOCTHbIX 1L

3akoHopaTenscTBO Poccuiickon Pefepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOPMAaTMBHbIE aKTbl OpraHM3auMM B 4YacTW  ynpasreHus
nepcoHanom

OcHoBbl npaBoBoro perynupoBaHus Poccuiickon depepaumm  nopsiaka
3aKIMOYEHNS TPaXKaaHCKO-NPaBOBbIX 4OrOBOPOB

HopMbl 3Tku genoBoro obLeHus

basoBsble OCHOBbI VIH(*)OpMaTI/IKVI, CTPYKTYpPHOE nocTpoeHne
VIHd)OpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH paGOTbI C HUMU

Opyrve xapakrepucTuku

3.7.3. Tpynosas pyHKUMSA

AOMWUHUCTPUPOBaHWE NPOLLECCOB U JOKYMeHTooGopoTa no y
HaunmeHoBaHve onepaLMoHHOMY yrpaBrieHuto nepcoHanom un paboTe Kog G/03.7 poBeHb (MOAYpOBEHb) 7
CTPYKTYPHOTO noapasfeneHust KBanudukaumm

MpoucxoxaeHne TpygoBOK 3aMmMcTBOBaHO
dyHKUMN Opururan X 13 opurmHana
Kog PerncrpaumoHHbIn
opurnHana HOMep
NpodeCCUOHANbLHOIO
cTaHgapTa
[ I ]
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TpynoBble AencTeums AHanua npoueccoB [AOKYMEHTOOOOopOTa, foKamnbHbIX OOKYMEHTOB NO
BOMpOCaM  OMepaLuoOHHOro  YynpaBreHWss nepcoHanom 1 paboTbl
CTPYKTYPHOrO nogpasgeneHus, HGusHec-npoueccos opraHunsauuu,

YAOBJIETBOPEHHOCTU NepcoHara

[lokymeHTaLunoHHoe ochopmIieHne pesynbTaToB OnepaLyvoHHOro yNpaBeHns
nepcoHanomM 1 paboTkl CTPYKTYPHOTO noApasaesieHnsi, pesynbTaTtoB ayauta
paboTbl ¢ NepcOHanom

[NogrotoBka npegnoXeHWW MO pasBUTUIO  CUCTEM  OnepaLMOHHOro
yrnpaBneHus nepcoHanom u paboTbl CTPYKTYpPHOro noapasgeneHus, no
HEOOXOAMMbIM KOPPEKTUPYIOLLUM U MPEBEHTUBHLIM Mepam

PaspaboTka cuctembl aHanm3a u KoHTpons paboTbl nepcoHana

KoHTporb, cpaBHeHME M aHanu3 npoueccoB B obnactu onepaTUBHOIO
yrpaBreHus NepcoHarioM, pe3ynbTaToB YMNpaBiEHYECKMX MEPONPUATUN,
onpegeneHne ¢akTopoB, BbI3blBAOLMX OTKIIOHEHME OT  MaHOBbIX
nokasaTernemn

MopgroToBka 1 06paboTka 3anpoCcoB, yBEAOMIIEHUIA, CBEAEHUN O paboTHUKaX
B rOCYapCTBEHHbIE OpraHbl, NPOPECCUOHanbHbLIE CO3bl, OBLLIECTBEHHbIE
opraHusaumu

ConpoBoxaeHe [OroBOPOB OKasaHUs YCnyr Mo BOMpocam onepaTvBHOIO
ynpaBreHusi NepcoHanomM u paboTe CTpyKTypHOro nogpasneneHuns, BKhoyas
npeaBapuTenbHble NPoUeaypbl MO UX 3aKMYEHUIO

MogroTtoBka npeanoxeHun no opMmpoBaHuto GrogkeTa Ha nepcoHan
opraHusaumm

BbinonHeHne TpeGoBaHUA MO XpaHeHWo WHgopMauMn o pesynbTaTax
OENCTBMS CMCTEM OMepauuoHHOro YMpaBIieHUs nepcoHariom W paboThbl
CTPYKTYPHOrO nogdpasaeneHus

HeobGxoammble yMeHuUst KoHTponupoBaTb nNpoLecchl YNpaBrieHUs MepcoHanoM rnoapasaeneHui,
onpeaenaTb MX pe3ynbTaTUBHOCTb W BbISIBNSATb (DAKTOPbl OTKIIOHEHWIA OT
MMaHOBbIX NMapaMeTpoB

PaspabaTbiBaTb NporpaMmbl JOCTUXEHUS Lieneln 1 onepaTUBHOIO peLleHns
3aaad noapasaeneHnii

AHanusnpoBatb, paspabatbiBaTb ¥ oopMnATb  AOKYMEHTbl MO
onepaTvBHbLIM NpoLeccam 1 Ux pesynstatam

MpoBoauTb ayauT KagpoBbiX NPOLECCOB, npoueayp, 0hopMIIEHNS KaapoBbIX
[JOKYMEHTOB U [JOKYMEHTOB MO YNpaBIieHUo NepcoHanom

KoHTponupoBaTtb pacxonoBaHue 61o0)KeToB Ha nepcoHarn

OdbopMnisATb AOKYMEHTbI MO OrnepaLyoHHOMY YMpaBieHUo MepcoHasnioMm U
pa6ote CTPYKTYPHOTO noapasaeneHus, npenocTasnaemMble B
rocyaapcTBeHHbIe opraHbl, NpeacTaBuTeNbHble opraHbl PaGoTHUKOB

ObGecneuvBaTb  [OKYMEHTALUMOHHOE  COMPOBOXOAEHME MO  cucTeMam
OMEepauVoHHOro  yrpaBrieHnsl MepcoHanoM U paboTe  CTPYKTYPHOro
noapasgeneHus

OpraHVI3OBbIBaTb XpaHeHne JOKYMEeHTOB B COOTBETCTBUU C Tpe6OBaHMﬂMI/I
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TPyOoOBOro M apxmMBHOro 3akoHopatenbctBa Poccuiickon ®degepaumm wn
noKanbHbIMW akTaMu OpraHn3aumm

KoHTponupoBaTtb UCNOSIHEHME JOrOBOPOB MOCTaBLLMKOB YCIyr MO BOMpOcam
nepcoHana

rlpOI/ISBOD,VITb 3aKyrno4Hble npouenypsobl, OCbOpMﬂﬂTb n aHanmanpoBaTb
3aKyno4Hy0 JOKYyMEeHTauuno

MpoBoauTb MeperoBopbl W MNPEACTaBNATb MHTEPEChbl opraHusauuMn B
rocygapcTBEHHbIX oOpraHax, npodgeccroHanbHbIX Co3ax W Opyrux
npeAcTaBUTENbHbLIX OpraHax paGoTHMKOB MO BOMpOcam fnepcoHana

Bectn genosyto nepenncky

Bectn yyeT n permcrtpaumio JOKyMEeHTOB B I/IHCbOpMaLI,VIOHHbIX cucreMax n Ha
MaTepuaribHbIX HOCUTENAX

PaboTtatb ¢ wHGMOPMALMOHHBIMK cucteMamn un 6aszamn  AaHHbIX MO
nepcoHany u cuctemam onepaumMoHHOro ynpaeneHus nepcoHanom n pabote
CTPYKTYPHOrO nogpasaeneHust

CobntogaTb HOPMbI 3TUKK OEOBOro 00LeHus

Heobxogumble 3HaHMSA MeToapbl ynpaBneHus passutneM n aheKTMBHOCTbIO OpraHM3aunn, MeToabl
aHanmMsa BbIMOJSIHEHMS MNM@HOB W MNporpamMMm,  ONpedeneHus  Ux
3KOHOMMYECKOM 3hPEKTUBHOCTU

MeToabl oueHKM pa60T|=| CTPYKTYPHbIX nop,pas,qeneHMﬁ, pe3ynbTatoB Tpyaa
nepcoHana

MeToabl  MpoBedeHuss  ayauta M KOHTPOSJIMHra onepaTMBHbIX
ynpaBneH4Yeckmx NpoLeccoB

®OopMbI M CUCTEMBI MaTepuanbHOro ¥ HeMaTepuanbHOro CTUMYIMPOBaHMS
Tpyada nepcoHana

OcHosBbl OOKYMEeHTauMOHHOIo obecneyeHus

Mopanok ochopMIeHUs], BeAEHUS U XpaHEeHUst OOKYMEHTaUMU Mo cucTeMam
onepauLuoHHOTO  YMpaBfeHUs MepcoHanoM opraHusauum W paGoTe
CTPYKTYpPHOro noapasgeneHus

Mopsinok dopMupoBaHusl, BedeHusi GaHka [OaHHbIX W NpefocTaBreHust
OTYETHOCTM MO CUCTEMaM OMEPAUMOHHOTO YMpPaBMeHusi MepcoHasrioM U
paboTe CTPYKTYpHOro noapasaeneHus

HopmaTuBHble NMpaBoBble akTbl, perynupylowpe npaBa U o6A3aHHOCTU
rocy4apCTBEHHBIX OPraHoOB W OpraHv3auuMu Mo NpeaoCTaBlEHNIO yYEeTHOM
JOKyMeHTaumu

Mopsagok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMmeHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

MNonntuka ynpasrieHnAa nepcoHarioM 1 counarnbHada NoriMTuka opraHmn3auum

OpraHVI3aLI,VIOHHO-LLITaTHaF| CTPYKTypa opraHusauunm
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Llenu n ctpatervs pa3sutus opraHnsaumm

BuaHec-nnaH n 6VI3HeC-I'IpOU,eCCbI opraHmnsauunm

TpynoBoe 3aKOHOAATENBCTBO U MHbIE akThbl, CoAepKallne HoOpMbl TPYLOBOro
npasa

OCHOBbLI apXMBHOr0 3aKOHOAATENbCTBA M HOPMAaTMBHbLIE MNPABOBbIE aKThl
Poccuiickon depgepaumm, B YacTy BeOeHUA AOKYMEHTaLMM Mo NepcoHany

OcHoBbl Hanoroeoro 3akoHogatenbcTea Poccuinickon degepavmm

OcHoOBbI MUrpauuoHHOro 3akoHogatenscTBa Poccuiickon degepaunn, B
YacTu NpUBMEYEHNsT U TPYAOYCTPONCTBA MHOCTPaHHbIX rpaxaaH u nuy 6es
rpaxkgaHcTea

OcHoBBbI aAMUHUCTPATUBHOIO 3aKoHo4aTeslbCTBa B obnactu ynpasrieHusa
nepcoHarnomMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX NN,

3akoHogaTenbcTBO Poccuiickon egepauunmn o nepcoHanbHbIX aHHbIX

JlokanbHble HOpMaTMBHbIE OOKYMEHTbI OpraHn3auun B obnacTtu ynpaseneHua
nepcoHanom

Mopsiaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBBI NHOPMATMKK, CTPYKTYpHOE NnocTpoeHne
MHOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmkm

3.8. O606wweHHast TpyaoBas pyHKUMS

CTpaTerw-leCKoe ynpasneHune nepcoHasriom YDOBEHb
Hanmerosakve opraHmsauum Koa H KBanudukaumm 7
I'Ipomcxomp,gHme . 3aumMmcTBOBaHO
06006LLEHHO TPYOOBON OpwurunHan X 13 OpUrMHana
dyHKUMN
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHarnbHOro
cTaHpapTa

Bo3amoxHble HaMMeHOBaHWs | Buue-npe3naeHT no ynpaeneHuno nepcoHanomM

JOImKHOCTEeN, npodheccuin OupekTop no nepcoHany

OupekTop No ynpaeneHunto NnepcoHanom

3amecTuTenb reHepanbsHOro AMpEeKTopa Nno ynpaBrneHuio NepcoHanom

TpeboBaHus k Bbicwee obpasoBaHue - cneuynanuteT, MarucrTpartypa
obpasoBaHuio 1 00yyeHuto | [lononHuTenbHoOe NnpodeccrmoHansHoe obpasoBaHme - MporpamMmbl
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npocpeccuoHanbHoOM NepenoaroToBkM B 06nacT ynpasneHust nepcoHarnom,
CTpaTern4yeckoro 1 ornepaLyoHHOro yrnpasneHus, SKOHOMUKN OpraHnsauumm;
nporpaMmbl NOBbILLEHWS KBanudukaumm B obnactu ynpaeneHus
nepcoHanoMm, CTpaTermyeckoro 1 onepaLmMoHHOro ynpaBneHus

TpeboBaHuA K oNbITY He meHee natu net B obnactu ynpasneHns nepcoHanom Ha pykoBogsaLLmx
npakTuyeckon paboTol OOMKHOCTAX

Ocobble ycrioBust gornycka kK
paboTte

Lpyrue xapakTepucTmku

[lononHuTenbHble XapakTepUCcTUKK

HavmeHoBaHWe JoKymMeHTa Kog HanmeHoBaHve 6a30Bow rpynmbl, 4OMKHOCTM (Npodeccun)
UnNun cneumanbHoOCTH

OK3 1232 PykoBoautenu nogpasaenenuii (cnyx06) ynpasneHus
KagpaMu 1 TpyAOBbIMU OTHOLLEHUSIMU

EKC - 3amecTuTenb AnpekTopa no ynpaBneHuto NnepcoHanom

OKMnAaTP 24063 |[MeHemxep no nepcoHany

3.8.1. TpynoBas dyHKUmMSA

PaspaboTka cUCTeMbl CTPATENMYECKOrO YNpaBieHust YpoBeHb (MoaypoBeHb)
H/01.7 7
Haumerosanne nepcoHanom opraHusaLmm Kon KBanmkauum

3anmcTBOBaHO
13 opurnHana

MpoucxoxaeHue TpyaooBoW

chyHKLMM OpwurunHan X

Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccunoHanbHoro
cTaHgapTa

TpynoBble AencTeus AHanmM3  ycnewHbIX  KOPMopaTWBHbIX  MpaKTUK MO opraHu3aumu
cTpaTern4yeckoro ynpasneHus nepcoHarnom opraHusauumm,
OpraHM3aLUMOHHOr0 NPOEKTUPOBAHMS U B3aUMOAENCTBUS nogpasgeneHni

MocTaHoBKa CTpaTermiyeckux Lernen B ynpaBneH1mn nepcoHanom

Pa3pa60T|<a KOpﬂOpaTMBHOVI NoNMUTUKK, NnaHoB, nporpamm, npouenyp wu
TEXHONOrnM no ynpasJieHnto nepcoHarioMm

PaspaboTka kopnopaTMBHOWM KynbTypbl WU COLMANbHOW MOMUTUKA, CUCTEM
MoTMBaumn, 3EKTUBHOCTU, OLLEHKN N pa3BUTUSI NepcoHana

CDOpMI/IpOBaHVIe CUCTEMbI onJiaTbl U OpraHn3auunm Tpyaa

Pa3paboTka opraHv3auMOHHOW CTPYKTYpbl, MiiaHWpoBaHWe NoTpeGHOCTM B
nepcoHane opraHusauum
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PaspaboTtka nporpamm, nNpUWHUMNOB  CTaHAapTusauuu,  YHUMKaumu,
aBTOMaTtu3auuyM MpoLEeCCOB YNpaBrneHuss nepcoHanoM u  GesonacHbix
ycrnosui Tpyaa

dopmupoBaHne OlogkeTa Ha MepcoHarn, TexHonorui ayauta paboTel C
NepcoHanoM 1 KOHTPONMHIa

Heobxogumble YMEeHUaA Pa3p868TblBaTb cTpaTternn n NnofIMTUKK B yrnpasrieHUn nepcoHasriom

Cos3gaBaTb M ONWCbIBaTb OpraHW3auUMOHHYIO CTPYKTYpY, Uenu, 3agayu,
YHKLMM CTPYKTYPHbIX NOAPA3AeNeHN U OOMKHOCTHbLIX fnu

MpuUMeHsATL  MeToAbl  yhpaBneHusi  MEXJIMYHOCTHBIMW  OTHOLLEHUSMMW,
POpMMPOBaAHUS KOMaHA, pasBUTUS nuaepcTBa WM UCMOMHUTENbHOCTMY,
BbISIBITIEHWUSI TANaHToB, ONpeaeneHnst YOoBNeTBOPEHHOCTH paboTon

Onpep,enmb M aHanmanpoBaTb BHYTPEHHME KOMMYHUKauun, mopernumpoBaTtb
nosegeHne nepcoHana

npe,El,CTaBJ'IFlTb MHTEepeCbl opraHun3aunn B rocyaapCTtBeHHbIX opraHax, BO
B3aUMOAENCTBUM C I'IpOCbCOIOSGMVI, WHbIMU nNpeacTtaBUTENIbHbIMU OpraHamun
paﬁoTHMKOB no Bornpocam nepcoHana

CocTaBnsiTb, paccyuTbiBaTb, KOPPEKTMPOBaTb M KOHTPONMPOBaTbL CTaTbM
pacxonoB 6tomkeToB UM (QOHOAOB Ha nNporpaMMbl U MepPOMNpUSTUS Mo
ynpaBreHuo NepcoHanom opraHu3asmm

MpoBoANTbL @ayanUT U KOHTPOMMMHI B 061acTK ynpaBnieHus NepcoHanom

Pa3paGaTblBaTb KOprnopaTuBHbIE counalrbHblE NporpamMmmbl

BecTn neperoBopel MO BOMpOCaM  couManbHOrO  napTHepcTBa C
npeacTaBUTENbHBLIMU OpraHamy PaGoTHUKOB

PaGoTaTtb ¢ MHOPMaUMOHHBIMU cucTeMamMu U Gasamy AaHHbLIX MO BonNpocam
ynpaBreHusi NepcoHanom

OpraHu3oBbIBaTb MEPONPUSATHUS MO 0OECNEYEHNIO BbINONHEHNS TpeboBaHUiA
OXpaHbl Tpyda B COOTBETCTBMM C [JEWCTBYIOLMM  3aKOHOAATENbCTBOM
Poccuiickon ®enepaunm n nokanbHbIMU akTaMn opraHusaumm

OpraHusoBbiBaTh M NPOBOAUTE MEPONPUATUS C NEPCOHANIOM B COOTBETCTBME
C KOpnopaTMBHOW coLmanbHOM NONMTUKOWN

CobntogaTb HOPMbI 3TUKK OEITOBOro 00LeHus

Heobxogumble 3HaHMS MeToabl ynpaBneHus pasButnem U 3PAEKTUBHOCTBIO  OpraHmM3aumu,
aHanmM3a BbIMOJSIHEHMS MNMAHOB W MNporpamMMm,  ONpefdeneHus  ux
3KOHOMMYECKOM 3hPEKTUBHOCTU

MeToabl oueHkM paboTbl CTPYKTYPHbIX NoApasaeneHuin, pesynbtaToB Tpyaa
nepcoHana

MeTonbl NPOBeAEHUs] ayAMTOB, KOHTPOJIMHIA YPAaBEeHYECKMX NMPOLIECCOB

MeToabl aHanu3a KoNM4yecTBEHHOrO U KAYEeCTBEHHOrO COCTaBa nepcoHana

CvcTembl cTaHaapToB No 6usHec-npoueccaM, Npodeccusim, Hopmbl Tpyaa
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Cuctembl, MeTogbl M OPMbl MaTepUarnbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

Metogbl aHanusa coumanbHbIX MporpaMMm U onpegeneHvs  ux
3KOHOMUYECKoN 3aPPEKTUBHOCTH

TexHonorum 1 metToabl (bOpMVIpOBaHVIFl N KOHTpONNA OloaKeToB Ha nepcoHan

TpeboBaHus oxpaHbl M 6e3onacHbIX yCnosun Tpyaa

LleJ'II/I, cTpaTternda n Kagposasa noyinTuka opraHn3aunn

OcHoBbI TEXHOMOMMN npoun3BoacTBa U AeATENIbHOCTU OpraHn3aunm

OcCHOBbI COLIMONOrNK, NCUXOSOrMN U IKOHOMMKU TpyAda

OcHosBbl ynpasrieHna couunarnbHbIM pa3BuTtnemM opraHmsaunm

MeToabl npoBeaeHnA COoLMnoNnorn4eckmnx nccnegoBaHum, n3yvyeHuna
00LWEeCcTBEHHOIO MHEHUS

CTpykTypa opraHusauum

TpyaoBoe 3aKoHOAATENLCTBO M MHbIE aKTbl, COAePXalle HOPMbl TPYO0BOrO
npasa

OCHOBbI apXMBHOTO 3aKoHoAaTenbCTBA M HOPMAaTUBHbLIE MNPABOBblE aKThbl
Poccuiickoit denepaunu, B YacTu BeAeHUsI AOKYMEHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenbcTBa Poccunckon ®enepavym

OcHoBbl MUrpauUMOHHOro 3akoHogatenbctBa Poccuiickon Pepepauuun, B
4YacTu NPUBIEYEHNST N TPYOOYCTPONCTBA MHOCTPAHHbIX FpaxaaH v nuvy, 6e3
rpaxxgaHcTea

OcHosBbl adMUHUCTPATUBHOIO 3akoHoOaTesibCTBa B obnactu ynpasrneHua
nepcoHasnomM " oTBETCTBEHHOCTU OOJTKHOCTHbIX 1L

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auun B obnactu ynpasrieHuaA
nepcoHanom

Mopsgok 3aknoveHns 4OroBopoB (KOHTPaKTOB)

Hopmbl 3TVkM aenoBoro obLueHns

OcHOBbI MH(POPMATUKK, CTPYKTYPHOE NOCTPOEHUE NHAPOPMALIMOHHBLIX CUCTEM
1 0coBeHHOCTM paboTbl C HAMK

Lpyrne xapakrepucTunkm

3.8.2. TpypoBsas dyHKUMSA

Peanun3auns cuctembl cTpaTernyeckoro ynpasneHus YpoBeHb (N0AYypPOBEHb)
Haumerosanne nepcoHanom opraHusauum Koa Hi02.7 KBanudmKaumm 7
I T T T 1
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MpoucxoxaeHne TpygoBon

X 3anmcTBOBaHO
yHKLUMN

nrnHan
Op a 13 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOomeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpynoBble geicTBus MnaHupoBaHue geaTenbHOCTY U pa3paboTka MepPONpPUATUA MO YNpaBreHuio
nepcoHarnom Ans peanvsaunn cTpaTermyeckux Lernen opraHmsaumm

BHeﬂ,peHl/Ie noNUTUK, NnaHoB, nporpamMmm, npouenyp wu TEXHOMormn no
ynpasrieHuno nepcoHarioMm

[MocTpoeHne opraHn3aumoHHOM CTPYKTYpbI C Y4ETOM MIIaHOBOW NOTPEOHOCTM
B NepcoHarne 1 B3anMoAaenCcTBNS CTPYKTYPHbIX NoApasaeneHnn opraHmsaumm

BHeOpeHve ¥ noadepkaHue KOPMOPaTWBHOM KynbTypbl W coLManbHOM
MOMUTVKM, CUCTEM MOTUBALMM, 3PEEKTUBHOCTM, OLEHKM W  pasBUTMS
nepcoHana

BHe/J,peHme n nogaepxaHme CcCuctembl oOpraHu3auum Tpyda WU onnaTtbl
nepcoHana

YnpaeneHve BHeApeHMeM nporpaMM W MPUHUMIOB CTaHaapTu3auuu,
YHU(MKALUM, aBTOMaTu3auuyu MpoLIECCOB YNpPaBreHUss MNepcoHanoMm U
6e3onacHbIX ycrnosui Tpyaa

OpraHuzauus npoBedeHusi ayauta W KOHTPOISIMHFa B yrpaBfieHuu
nepcoHanom

[NocTaHoBKa 3agav pykoBoaUTENAM CTPYKTYPHbIX nop,pa3p,eneHvu7|,
onpeneneHne matepualribHO-TEXHUYECKNX peCypCOB AJiA UX BbINMOJIHEHUA

AHanm3 oT4ETHOCTM MO ynpasneHuo nepcoHanom u BbidBlieHne pecypcos no
yny4yleHno 0eaTeribHoOCTu opraHmnsaumm

CornacoBaHue yCrnoBuii 3aKnioyaembix 4OroBOPOB MO BOMPOCaM yrnpaBieHust
nepcoHanom

OpraHuzaunsa NpoBeaeHUst 3aKyMnoYHbIX NpoLeayp No Bonpocam ynpaerieHus
nepcoHanomM 1 opopMIIEHUS] COMYTCTBYIOLLEN JOKYMEHTALMMN MO HAM

dopmumpoBaHmne GlogpkeTa Ha nepcoHan, TexHornorunm ayamta paboTtbl C
nepcoHanom v KOHTPOSNUHra

MpumMeHeHne K paboTHVMKAM Mep MOOLWIPeHUs W OUCLUMIIMHAPHOIO
B3bICKaHUA

HeobGxoammble yMeHuUsi Mpou3BoauTb aHanuMa [OeAaTenbHOCTM MO YNpPaBEHUIO  MepcoHariom,
pa3pabaTbiBaTb Nokasatenu apeKkTMBHOCTM paboThbl

CDOpMI/IpOBaTb nnaHbl 1 MEPONPUATUA NO ynpaBlieHNo nepcoHariom

PaccuuTbiBaTb Ot0gXeT B o6ractu ynpasJi€eHNUA nNepcoHalioMm

Onpep,enmb 30Hbl OTBETCTBEHHOCTU pa6OTHI/IKOB n nop,pas,qeneHMﬁ,
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CTaBUTb 3aJa4u pyKoBoAMTENSM noapasneneHunii u obecnedmBaTtb pecypchbl
NS X UCMOMHEHUS

KoHTponupoBaTtb 1 KOPPEKTUPOBATb UCMOSTHEHME NMOPYYEHUIA U 3afay

YnpaBnsTb 3hheKTUBHOCTLIO 1 BOBIIEYEHHOCTBIO NepcoHana, AUCLMNIMHON
Tpyaa u cobniogeHnem GesonacHbIX yCrioBuid Tpyaa

Bect neperoBopbl MO BOMpOCaM  CoUManbHOrO  napTHepcTBa U
NpeacTaBnaTb MHTEPECbl OpraHu3auuMuM B FOCYOapCTBEHHbIX OpraHax,
npodeccMoHanbHbIX  COlo3ax W APYrMX nNpeacTaBUTENbHbIX — OpraHax
paboTHMKOB, 1 OpraH13aumsix Nno Bonpocam nepcoHana

PaGoTaTtb ¢ MHOPMaLUMOHHBIMU cMcTeMamMu U Gazamy AaHHbIX MO BOnNpocam
ynpaBneHusi nepcoHanom

npOBOD,VITb ayanuT U KOHTPOJIJTUHT B obnactn ynpasrieHna nepcoHasiom

dopmupoBath M MNPOBOAMTbL COLMAnNbHYO TMOMUTUKY W couuanbHble
nporpamMmsi

BecT neperoBopbl C MOCTaBLUMKAMW YCIyr MO YCHOBUAM 3akrtovaeMblX
[OroBOpOB

rlpOI/ISBOD,VITb 3aKyno4Hble npouenypsobl, OCbOpMﬂﬂTb n aHanmanpoBaTb
3aKyMno4HYy0 JOKYMEeHTauuno

CobntogaTb HOPMbI 3TUKU OEMOBOro ooLeHus

Heobxoaumble 3HaHMA MeToab! ynpaeneHusa passutnemM n apeKTMBHOCTLIO OpraHu3aunn, MeToabl
aHanusa BbINOMHEHMA MMI@HOB W nporpamMMm,  ONpefeneHns  Ux
3KOHOMUYECKoN 3adPdPEKTUBHOCTH

OpransauMﬂ ynpasrieHna passutnem opraHmsalnm

Teopun ynpaeneHus opraHusauuen, nonvTuKa W cTpaTerMs ynpaeneHus
nepcoHasnom

MeTogbl aHanm3a BbIMOMHEHWMS MMAHOB W 3adad, ONpedeneHvns wux
3KOHOMMYECKOM 3hPEKTUBHOCTH

MeTonbl OLEHKM, pe3ynbTaToB U addeKTUBHOCTY Tpyaa

MeTonbl BHEAPEHUS CUCTEMbI YNPaBIIEHNS MEPCOHAIOM

OcHoBbl paboTbl N0 NpodopueHTauun

MeToaukv nnaHMpoBaHKs! U MPOTrHO3MPOBaHKs NOTPeOHOCTM B NepcoHane

LleJ'II/I, cTpaTterna pa3Buntma 1 OGu3Hec-nnaH opraHmnsauunmn

Teopun n metoabl GopMMpPOBaHUIO OpeHaa opraHnsaumm

TpeboBaHusA oxpaHbl U 6e3onacHbIX ycnoBui Tpyaa

MeToaukv pa3paboTku U BHEAPEHWS MOKaSbHbIX HOPMATUBHBIX aKTOB

nOpHﬂ,OK 3aKn4yeHna TpyaoBbiX O0roBOpoOB, perynmpoBaHUA TpyOoBbIX
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crnopos

OCHOBbI  COLMONOrNK, MCUXONOTNN, 3KOHOMUKM Tpyaa W ynpaslleHUd
couuanbHbIM pa3BuTnUeEM opraHmsauunm

MeToabl nposeaeHnA coumnonorn4yeckmnx nccnegoBaHum, n3yvyeHuna
00LWEecTBEHHOIo MHEHUS

TexHonoruun npoeegeHnAa ayamta WU KOHTPOJIUHra B ynpaBneHun
nepcoHanom

Mopsinok  npoBedeHWst  3aKymouyHblX  mpouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

TexHonoruu, CTaHOapTu3auug, yHM(bI/IKaLI,Mﬂ, aBTomMaTtmsauma npoueccos
ynpasrieHna nepcoHarnom

CTpykKTypa opraHusauum

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepallimMe HopMbl TPYAOBOro
npaea

OcHosBbl APXMBHOIo 3aKoHodaTeslbCTBa M HOPMaTUBHbIE MMPaBOBbIE aKThbl
Poccuiickonm cDeD,epaLLI/IM, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanNoroBoro 3akoHogaTtenbcTeBa Poccunckon ®enepaunm

OcHoBblI MUrpauUMOHHOrO 3akoHogatenbctBa Poccuiickon dPepepauuun, B
4YacTu NPUBIEYEHNsT U TPYOOYCTPOMNCTBA MHOCTPAHHbIX rpaxaaH v nuy, 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akKoHo4aTellbCTBa B obnactu ynpasreHua
nepcoHanomM " oTBEeTCTBEHHOCTU AOJTKXHOCTHbIX L

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

Mopsaaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

JlokanbHble HOpMaTUBHBIE aKTbl B 06NaCTU YNpaBreHUsi nepcoHanom

HOprI 3TUKM AEenoBOro obLeHus

basoBsble OCHOBbI MHOPMATUKMU, CTPYKTYypHOE NnocTpoeHne
WMHOPMALMOHHBIX CUCTEM U 0OCOBEHHOCTM paboThbl C HUMU

Lpyrue xapakTepucTmku

3.8.3. TpynoBas pyHKUMSA

Haumerosatine CcTpaTerMyeckoMy ynpasneHmio NepcoHanom opraHmaaumnm KBanmMcuKkaLmumn

AOMUHUCTPUPOBaHME NPOLECCOB M AOKyMeHToobopoTa no Kon H/03.7 YpoBeHb (noaypoBeHb) 7

MpoucxoxaeHne TpyooBon X 3anmmcTBOBaHO

OpwurunHan

yHKLMM 13 opurmHana
Kog PernctpaunoHHbIn
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opurnHana Homep
npoceccuoHansHOro
cTaHgapTa

Tpyaosble aencTaus AHanus npoLeccoB [OOKYMEeHTOOGopoTa, floKanbHbIX [AOKYMEHTOB MO
BOMpocaM yrpasrieHusi nepcoHanom, 6M3Hec-NpoLeccoB opraHu3auum,
yOOBNETBOPEHHOCTY nepcoHana

[lokyMeHTaLUMOHHOEe OdOpMIIEHE pe3yrnbTaToB YNpaBfieHUsl MepcoHariom,
ero ayauta, paboTbl CTPYKTYPHbIX NOApa3aeneHuii

ﬂOKyMeHTaLI,I/IOHHoe n OpraHM3aunMoHHOE CconpoBOXAEHUEe CcCTpaTern4eckoro
ynpasrieHna nepcoHarnom un pa60TbI CTPYKTYPHbIX no,u,pasp,eneHMVl

MoaroToBka NpeasioKeHW No PasBUTUIO CUCTEM YNpaBIieHWsl NepcoHaromM,
Nno HeoGXOAUMbIM KOPPEKTUPYIOLUMM U MPEBEHTUMBHLIM MepaM U Mo
NOBLILLEHNI0 3PGEKTUBHOCTM PaBOoThl CTPYKTYPHbLIX NoApa3aeneHuii

KoHTponb npoueccoB B 06nacT ynpaBneHusi nepcoHanoM W paboTbl
CTPYKTYPHbIX  MOApasferneHvin, CpaBHeHWe W aHanu3  MpoLeccoB,
pe3ynbTaToB YNpaBreHYECcKMX MEepOonpusTUii, onpeaeneHve akTopos,
BbI3bIBaOLLMX OTKINOHEHME OT NMaHoBLIX Nokasartenen

CornacoBaHne ¥ KOHTPOSlb [JOrOBOPOB MO BOMpocaMm W cucTeMam
cTpaTernyeckoro ynpaBneHusi nepcoHanoM U paboTe  CTPYKTYpPHbIX
noapasfeneHuii, opraHusaumns npouenyp Mo Ux 3aknoyeHuo

[NogroToBka pe3ynbTatoB aHanmi3a COOTBETCTBUA OpraHum3auunm un onnartbl
TpyAa nepcoHana ycnelwHbIM KopnopaTuBHbIM NPakTukam

BbinonHeHve TpeboBaHMM MO XpaHEHUIO WHopMaumm ©O pesynbTaTtax
OEVCTBUS CUCTEM CTpaTErMyeckoro yrnpaefieHUsl MepcoHanoMm u paboThbl
CTPYKTYPHbIX NOApa3aeneHun

Heobxogumble ymeHus AHanuanposartb, pa3pabaTbiBaTbh 1 0POPMASATL AOKYMEHThI MO nNpoLeccam 1
pesynbTataM ynpasneHuWs nepcoHanoM UK paboTe  CTPYKTYPHbIX
noapasgeneHun

MpUMeHATbL MeToAbl aHanm3a GU3Hec-NPOLECCOB opraHu3auum

Onpepenatb nporpaMmbl  OOCTUXKEHMS Lenen W peweHna  3agad
nogpasgeneHun

MpoBoAWTbL ayamUT CUCTEMbI YPABIEHUS NEPCOHANOM

npOBO,D,VITb KOHTPOJITMHI CUCTEMbI ynpaBJieHNA nepcoHariom

KoHTponupoBaTh GHOIKET Ha nepcoHan W ynpaerieHWe pacxodamy Ha
nepcoHan

OpraHu3oBbIBaTb COMPOBOXAEHWE OOrOBOPOB MO BOMpOCaM  YMNpaBrieHUs
nepcoHarnomM, BKovasi npefBapuUTenbHble NpoLeaypbl MO UX 3aKMIOYEHNHO

OpraHM3OBbIBaTb 3aKyrno4Hble npouenypsbl, O(bOpMJ'IFlTb 1N aHann3npoBaTtb
3aKyno4Hy0 OKYMEeHTauuno

KOHTpOJ'II/IpOBaTb M aHannm3npoBaTb BOMPOCblI COUMalibHOro napTHepPCTBa,

KoHcynbTaHTINIOC

www.consultant.ru CrpaHuua 61 n3 65
HafeXxHasa npaBoBan noaAepXXkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccnn ot 06.10.2015 N 691H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo ynpas/EHUIO NEPCOH... DNata coxpaHeHus: 29.03.2016

[0roeBopbl NOCTaBLUMKOB yCnyr

[MpoBoauTb neperoBopbl U NpPeacTaBnNATb WHTEpechbl opraHusaumm B
rocyqapCTBEHHbIX oOpraHax, npodecCuoHarnbHbIX COK3ax W Apyrux
npeacTaBuUTENbHbIX OpraHax paboTHMKOB WM OpraHu3auusx no BOMpocam
nepcoHana

Bectn 0EeNoBY0 Nepernncky

PaboTtatb ¢ wHGMOPMALMOHHBIMK cucteMamn un 6aszamn  AaHHbIX MO
nepcoHany, cucTemMam yrpaBfeHUss MepcoHarioM U opraHu3auumu
OEeATEeNbHOCTU CTPYKTYPHBIX Noapa3geneHnn

Ob6ecneunBatb KkagpoBOEe [OENONPOUM3BOACTBO U OOKYMEHTALWOHHOE
COMPOBOX/JEHME MPOLECCOB MO YNpaBfieHWo nepcoHanoMm u paboTte
CTPYKTYPHbIX NOApasaeneHun

OpraHn3oBbIBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPYyOOBOro M apxMBHOrO 3akoHopatenbctBa Poccuiickon ®degepaumm u
nokanbHbIMW aKkTaMmu opraHmsauuu

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxoanmble 3HaHMS KopriopaTusBHas kynbTypa, counarnbHas MonuTka, CUCTEMbl MOTMBALMKU U
3 PEKTUBHOCTU YNPaBeHUsi NepcoHanom

MeToabl ynpasneHus passutem n 3dEeKTUBHOCTLIO OpraHmM3aunmn, meTogbl
aHanusa BbINOJIHEHUA nnaHoB n nporpamMmm, onpeneneHua nx
3KOHOMMYECKon aPEKTUBHOCTHU

MeToObl MpoBeAeHUss ayauTa, KOHTPONs OnepaTUMBHLIX yrpaBrieHYecKnx
NpoLLeccoB, COLMONOrMYECKNX UccrneqoBaHui

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

BlogxeTHOEe NpoeKkTMpoBaHue

OpraHu3aLUnoHHOe NPOoeKTUpoBaHne

dopmbl, MeTodbl W CUCTEMbl MaTepuanbHOro U  HemaTepuanbHOro
CTMMYNMPOBaHWA Tpyaa nepcoHana

Cuctemsl cTaHgapToB no 6usHec-npoLeccam, npoceccusim
(cneuunanbHOCTSIM), HOPMbI Tpyda

MeToabl aHanmn3a Konnm4ecTBEHHOro U Ka4eCTBEHHOro cocTaBa nepcoHana

Kap,posaﬂ NOJINTUKa opraHn3auunn

Mopsigok dhopmupoBaHus, BedeHMs OGaHKa JdaHHbIX M NpegocTaBneHus
OTYETHOCTM MO CUCTEMAaM YNpaBrieHNst NepcoHanom u paboTe CTPYKTYPHbIX
noapasgeneHun

OcHOBblI  JOKYMeHTauMOHHOro  obecneveHus, nopsgok  odopmreHus
OOKYMEHTOB, npenocrtaBnAaeMbIX B rocygapcrBeHHble OopraHbl,
npodeccunoHarnbHble Cot3bl, 00LLECTBEHHbIE OpraHM3aLum

Llenu u ctpaTerns passutns opraHvsauum
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Mopsigok  npoBefeHWUst  3aKymouvHblX  mpouedyp U odopMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

HopmaTuBHble MpaBoBble akTbl, perynupylowpe npaBa U 06sA3aHHOCTU
rocy4apCTBEHHbLIX OPraHoB W OpraHM3auuu Mo MpefoCTaBeHno y4eTHOM
JOKYMeHTaLmnn

CTpykTypa opraHuM3auuMm W  BakaHTHble  OOMKHOCTM  (Mpodeccum,
crneumanbHOCTH)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliMe HoOpMbl TPYAOBOro
npaea

OcCHOBbI apXMBHOrO 3akoHOAaTeNnbCTBa M HOPMAaTUBHbIE MpPaBOBble aKThbl
Poccunckon ®egepauun, B HacTu BeAeHUss JOKYMEHTaUUM No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHOBbI MUrpaUMOHHOro 3akoHopaTenoctBa Poccuiickon Pepepaumun, B
YacTu NPMBNEYEHUs N TPYLOYCTPONCTBA MHOCTPaHHbIX rpaxaaH u nuiy 6e3
rpaxxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHoAaTellbCTBa B obnactu ynpasrieHua
nepcoHarnom " oTBeTCTBEHHOCTU OOJIKHOCTHbIX NNL,

3akoHoaaTenbcTBO Poccuiickoi denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auum B obnactn ynpasrieHua
nepcoHanom

Mopsigok 3aknoYeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBOro obLeHus

basosble OCHOBbI MHOPMATUKMU, CTPYKTYypHOE nocTpoeHne
WMHOPMALMOHHBIX CUCTEM U OCOBEHHOCTY paboThbl C HUMU

Lpyrue xapakTepucTmku

IV. CBegeHns 00 opraHusaumsix - paspabotymnkax
npocpeccuoHanbHOro ctaHgapTa

4.1. OTBeTCTBEHHAs OpraHM3aums-paspaboTymk

Obuwepoccuiickoe 06beauHeHne pabdotogatenen "Poccuiickmii colo3 NPOMbILLNEHHUKOB U
npegnpuHumatenen”, ropog Mocksa

UcnonHutenbHbin Buue-npesnaeHT Kysbmud Omutpuin Bnagummposmy

4.2. HanmeHoBaHus opraHm3auunin-paspaboTymkoB

—_

AHO "HauunoHanbHoe areHTCcTBO pa3sutust kBanudukauuin”, ropog Mocksa

2 | Accoumaums (Coros) "Accoumanmsa KOHCYNbTaHToB No nogdopy nepcoHana”, ropog Mockea

3 | N'pynna HeadHunter, ropog Mocksa
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4| 3A0 "KPOK MHKOPMOPEWTEL, ropoa Mocksa

5 | IidbopmaumoHHo-aHanuTtudeckuin ueHTp "Kagposbii [Jo3op", ropog Mocksa

6 |MIO "OMNOPA POCCUWUN", ropog Mocksa

7 | MexayHapoaHas accoumaumsi 4enoBoro CoTpyaHnYecTBa, ropod Mockea

8 |HOUY OO "MHctuTyT NnpodeccmnoHaneHoro kagposuka", ropog Mockea

9| HIM "Accoumnaumus EBponelickoro 6usHeca", ropog Mocksa

10 | HM "BKK - HaumoHanbHbIN coto3 kagposukos", ropog Mocksa

11 | HN "MexgyHapogHbi anbsHe "Tpyaosas murpauusa”, ropog Mocksa

12 | HMN "HaumnoHanbHaga accounaumns oo1CHbIX CNELManmcToB U agMUHUCTPATUBHBIX paboTHUKOB",
ropog MockBa

13 |HM MHO "Accoumnauma meHemxkepoB Poccumn”, ropog Mockea

14 | HIM CYP3 "HaumoHanbHasa koHdeaepaums "Pa3suTtue Yyenoeedeckoro kanutana", ropog Mocksa

15 |OAO "BIHX" (FAO BBLI), ropoa Mocksa

16 | OAQ "Tasnpom HedTb-HoBocmMbupck", ropoa HoBocnbupck

17 | OAO "ObbeamHeHHas cygocTpouTenbHas koprnopauus”, ropog Mockea

18 | OAO "P>XK[", ropog Mockea

19| OAQO "CaxanuH OHepaxn NueBectmeHT Komnann", ropog, KOxHo-CaxanmHck

20 | OAO "TaTHedTb" Mmenun B.[. WawwnHa, ropog KasaHb

21| OAQO "Hay4Ho-nponsBoacTBeHHOe 00beamHeHne "Hayka", ropog Mockea

22 | 000 "LG Electronics Rus", ropog Mocksa

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

24 | 000 "NT-CK", ropog Mockea

25| 000 "Mykonn-UHxmnHmpunr", ropog Mockea

26 | OO0 "OKB 3enut", ropoa Mocksa

271000 "MeTponunym TpengnHr", ropog Mockea

28 | 000 "MMonurpad-3awmra”, ropog Mockea

29| 000 "UeHTp kagpoBbIx TexHonoruni - ObyveHue. CTtaxmpoBku. TpygoycTponcTeo”, ropoa Mockea

30 | Poccuiickoe npeactaButenbctBo "Coleman Services UK" ("Koynman Cepsucus"), ropog Mocksa

31| ToproBo-npomebiwnieHHas nanata Poccuiickon ®egepaumm, ropog Mockea

32 [ ®I'BOY BI10O "MockoBckui rocygapcTBeHHbIn yHBepcenteT nmenn M.B. NomoHocosa", LLkona
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AMpeKTopa no nepcoHany, ropod Mocksa

33| oIrbQY BINO MCY, ropoa Mockea

34 | oI'BOY BMNO M3CW, ropog Mockea

35 [PIrBOY BIMO Cubupckmn rocygapCTBeHHbIN yHUBEpPCUTET nyTen coobeHns (CIYTIC), ropoa
HoBocnbupck

36 | #I'BY "HayuHo-nccnegoBaTensCkuii MUHCTUTYT TPyAA M coumarnbHOro crpaxosaHns” MuHuctepcTea
Tpyda n coumnansHom 3awmntel Poccuinckon deanepaumu, ropog Mocksa

37 | ®Ir'yYr "Moyra Poccun”, ropog Mockea

38 | ®K "Ypancub", ropog Mockea

<1> O6Lwepoccmncknii KnaccudukaTop 3aHATUN.

<2> Ob6LwepoccmMnckmnii KnaccuukaTop BUAOB IKOHOMNYECKON AEATENBbHOCTH.

<3> EAuHbIN KBanMUKaUNOHHBIA CMPaBOYHUK OOSDKHOCTEN pyKoBOAWTENeEW, cneumannctoB U  Apyrux
cnyxawiux.

<4> O6Llepoccuickuin Knaccudukatop npodeccun paboumx, OOMKHOCTEN CrRyXawmx W TapudHbIx
pa3psgos.
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