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

MWHUCTEPCTBO TPYA U COLIMANBHON 3ALLNTLI POCCUACKOWU ®EOEPALIMA

NMPUKA3
oT 6 okTA6pa 2015 . N 691H

Ob YTBEPXAEHUUN MPO®ECCUOHAIIBHOIO CTAHOAPTA
"CMNMEUMANUCT NO YMNPABJIEHUIO MEPCOHAJTIOM"

B cootBerctBuu ¢ mnyHktoM 16 IlpaBun pa3pa®oTKu, YTBEpXKIEHUS U MPUMEHEHUs
poecCHOHATBHBIX ~ CTAaHAAPTOB, YTBEP)KIEHHBIX IMOCTaHOBJICHHEM [IpaBurenbcTBa Poccuiickoit
®denepannu ot 22 saBaps 2013 r. N 23 (Cobpanue 3akoHoaarenbcTBa Poccutickoit @enepanum, 2013, N
4, ct. 293; 2014, N 39, ct. 5266), mpuKa3biBaio:

YTBepauth mnpuiaraemblii  npodeccuoHanbHbI  cTanmapt "CoeuuamucT 1O YIpPaBlIECHUIO
nepcoHaiom".

Munuctp
M.A.TOIINJIMH

YTBepxkacH

MpuKa3zoM MuHHCTEPCTBA TPy 1A
Y COLIMAJIbHOM 3aIlUThI
Poccuiickoit @enepanun

ot 6 okTsa0ps 2015 1. N 691H

NMPO®ECCUOHAIBHbIA CTAHOAPT

CMEUMAINCT NO YMNPABJIEHUIO NMEPCOHAJIOM

559
Perucrpaunonublii
HOMEP
I. O61mue cBenenust
VYnpaBiieHue nepcoHanoM opraHu3aluu 07.003
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(HanMeHoBaHUE BUAA MTPO(EeCcCHOHAIBHOMN IeATEITHHOCTH )

OcHoBHas 11e1b BUA TPO(ECCHOHATBHON AEATEIbHOCTH:

Kon

Obecnieuenne 3¢GGHEeKTUBHOTO (PYHKIIMOHUPOBAHUSA CHCTEMBI

JTOCTHOKCHHMSI TICJICH OpraHu3aluu

yYhpaBJICHUA IIEPCOHATIOM  JJIA

I'pynna 3ansTmii:

1232 PykoBoauTenu noapazaeneHuit 2412 CrnenuanucTsl 1Mo Kajpam u
(ciy>x0) ynpaBlieHUs KaJpaMH U npodopHueHTAITUN
TPYJAOBBIMU OTHOIICHUSMU
3423 CrieunanucThl KaAPOBBIX CIY)KO U |- -
YUPEKIACHUN 3aHATOCTH
(xox OK3 (HauMeHOBaHUE) (xoxg OK3) (HauMeHOBaHUE)
<1>)

OrHecenue K BuIaM 3KOHOMHUYECKOM JACATCIIBHOCTH:

78.30 JlesiTenbHOCTD 110 OAO0pPY IepcoHalia mpoyas
(xon (HauMeHOBaHME BU/J]a SKOHOMUYECKOH e TeIbHOCTH)
OKBO3/]
<2>)

II. Onucanue Tpyn0BBIX QYHKIIHIA,

BXOJIAIIUX B TPo(ecCHOHANBHBIN cTaHAapT ((PyHKIIMOHAIBHAS KapTa

BUJa PO ECCHOHATBLHON ACSITENEHOCTH)

O0600611eHHbIe TPYIOBBIE (YHKIINU TpynoBsie pyHKITHH
KOJ| HaMMEHOBAaHHWE | yPOBEHb HaNMEHOBAaHHE KOJ | YpOBEHBb
KBaTU( (momxypos
HKaluu €Hb)
KBaTH (U
KaIuu
A | loxymeHTallmoHHOE 5 Benenne oprannzanuoHHON 1 A/01.5 5
o0ecrnieueHue pacmnopsiANTEILHON JOKYMEHTAIINH 110
paboTsI ¢ MepPCOHATY
MIEPCOHAIOM
Benenne nokyMeHTaluu 1o yuery u A/02.5 5
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JIBUKEHUIO KaJIPOB

AJIMHUHUCTPUPOBAHHE IPOIIECCOB U A/03.5 5
JIOKYMEHTO000pOTa IO YUeTy U
JBIDKCHHUIO KaJIPOB, IPEACTaBICHHIO
JIOKYMEHTOB I10 IIEpCOHaly B
rOCY/IapCTBEHHBIC OPTaHbl

B | JlesarensHOCTH IO 6 CO6op nHpOpMaIUU 0 TOTPEOHOCTSIX B/01.6 6
00€eCTIeYeHHIO OpraHu3aIuy B IEPCOHAJE
MIEPCOHAIIOM
[Touck, npuBnedyenue, moaoop u oro6op | B/02.6 6
nepcoHaia
AJMHUHUCTPUPOBAHHE TIPOIIECCOB U B/03.6 6
JIOKYMEHT0000poTa o0ecreueHus
HEPCOHAIOM
C | desaTenbHOCTD 1O 6 Opranuzanus u NpoBeACHUE OLICHKU C/01.6 6
OLICHKE U nepcoHasia
aTTecTaluu
epcoHala Opranusanus ¥ npoBeICHNE C/02.6 6

arTecTaluu ncpCoHaia

AJIMUHHCTPUPOBAHUE TIPOLIECCOB U C/03.6 6
JIOKYMEHTO000pOTa MPH MPOBEICHUN
OLICHKH U aTTeCTallUU [IepCcCoHalIa

D |JledaTenpHOCTH O 6 Opranuzanus 1 IpoBeeHUE D/01.6 6
Pa3BUTHIO MEPOIIPUSTHIA 110 Pa3BUTHIO U
repcoHasa MOCTPOCHHUIO MPO(eCcCHOHATEHON

Kapbepbl IIepcoHana

Opranuzanus o0y4eHHs nepcoHaia D/02.6 6

Opranuzanus aganTanuy 1 D/03.6 6
CT)XUPOBKH IEpCOHAa

AJIMUHUCTPUPOBAHHUE TIPOLIECCOB U D/04.6 6
JIOKYMEHTOO0O0pOTa IO PA3BUTHIO U
npodeccuoHanbHOM Kapbepe,
00yuY€eHHI0, a1aNTAllUU U CTaXXKUPOBKE

nepcoHasa
E |JesarensHOCTH IO 6 Opranuzanus Tpy/Ja nepcoHana E/01.6 6
OpraHu3aluu Tpyaa
Y OILIATE Opranuszanus omiaTel Tpyna nepconaia | E/02.6 6
nepcoHaa
P AJMHUHUCTPUPOBAHHE TIPOIIECCOB U E/03.6 6
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JIOKYMEHTO000pOTa 10 BOIIpOCcamM
OpraHU3aly TPYAa U OTLJIAThI
nepcoHasa
JlesiTenbHOCTh 110 PazpaboTka kopriopaTuBHOM F/01.6 6
OpraHu3alu COIMAIbHOU MOJTUTHKU
KOPITOpaTUBHOM
COIMATBHOI Peanusanus kopnopaTuBHOM F/02.6 6
HOIUTHKH COLIMATIbHOW MOJIUTUKU
AJIMHUHUCTPUPOBAHHE TIPOIIECCOB U F/03.6 6
JIOKYMEHTO000pOTa MO BOIIPOCcam
KOPIIOPAaTUBHOM COLMAJIbHOM MOJUTUKHU
OneparnmoHHoe Pa3zpabotka cucremsr onepanmonsoro | G/01.7 7
yIpaBlieHUE yIpaBIeHUS EPCOHATIOM U PabOThI
[IEPCOHAJIOM U CTPYKTYPHOTO TIOJIpa3/ieTICHuUs
Mo/ipa3ieieHueM
OpraHM3aLuu Peanuzanus onepaiimioOHHOTO G/02.7 7
yIpaBIEHUS EPCOHATIOM U PabOThI
CTPYKTYPHOTO TIOJIpa3/ieTICHUs
AMUHUCTPUPOBAHUE TIPOIECCOB U G/03.7 7
JIOKYMEHTO000pOTa 10
OIEpallMOHHOMY YIIPaBIECHUIO
MEPCOHAIIOM U paboTe CTPYKTYPHOTO
noJipa3ziesieHus
H |Crparernueckoe 7 Pa3pabotka cucremsl ctparerudeckoro | H/01.7 7
yIpaBlieHUE yIpaBiIeHUS EPCOHATIOM OpraHU3alluu
[IEPCOHAIOM
OpraHu3aLuu Peanmu3zanus cucremsl crparerundeckoro | H/02.7 7
YIPaBJICHUS IEPCOHATIOM OpPTaHU3alUN
AJIMUHUCTPUPOBAHUE TIPOLIECCOB U H/03.7 7
JIOKYMEHTO000pOoTa 10
CTpaTEernuecKoMy yIpaBIeHUIO
NEPCOHAJIOM OpTraHU3alUU

1. Xapakrepuctrka 0000IIEHHBIX TPYAOBBIX (PYHKIIHIA

3.1. OGoOuieHHas Tpya0oBasi GyHKIIHS

HaumenoBanu |/lokymMeHTalmoHHOe oOecrieyeHue Kon A VYpoBeHb 5
e paboThI ¢ IEPCOHAIOM KBaJTM(DUKAITAH
IIpoucxoxneHue Opurunan X |3auMCTBOBaHO
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00001IIeHHOW TPYIOBOI U3 OpUTHHAJIA
byHKITUN
Kon Peructparnmonnsrit
OpUTHHAJIA HOMED
npo¢eCCHOHATHLHOTO
CTaHJapTa
Bo3morxHbIE Crienuanmict 1o KaapoBoMy JeJIONPOU3BOACTBY
HAaMMCHOBAHHS Crienuanict no JOKyMEHTAIHOHHOMY 00eCIieueHUI0 paboThI C

JOJDKHOCTEH, Tpodeccuil | mepcoHaom
Crenuanuct no JOKyMEHTAllMOHHOMY 00eCTIeueHHI0 IIepcoHaa
Crennanuct 1o nepcoHaity

TpebGoBanms K Cpennee npodeccuoHabHOE 00pa3oBaHUE - TPOrPaMMa MOITOTOBKU

00pa3oBaHUIO U CIIEIHATMCTOB CPETHETO 3BEHA

00y4YEeHHIO JlononHHUTENbHOE MPO(HECCHOHAILHOE 00Pa30BaHUE - IIPOTPAMMBI
podeCcCHOHATBHOM MEPEOATOTOBKH, TPOTPAMMBI TTOBBIIIICHHSI
KBaTU(DUKAITAH

TpebGoBaHUs K OIBITY -
NPaKTUYECKON paboThI

Oco06ble ycnoBus -
JI0ITyCcKa K paboTte

Jlpyrue .
XaApaKTCPHUCTUKHU

JlonoIHUTENbHBIE XapAKTEPUCTUKH

HaumenoBanue nokymenrta | Kog HanmenoBanue 6a30BO# IPyYIIIbL, TOKHOCTH
(mpodeccun) MM CrieUaTLHOCTH

OK3 2412 CrienanmcThl 1Mo KaapaM U npodoprueHTanu
3423 CrienuanicThl KaJIpoOBBIX CIYXKO U YUpEKICHHH 3aHATOCTH
EKC <3> - Crennanuct o kajapam

- Wucnekrop mo kaapam

OKIIATP <4> 27755 OKOHOMMUCT 110 TPYLY

22956 HNucnekrop no kaapam
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3.1.1. TpynoBas ¢pyHKIHS

Benenue opranuzaiiioHHON U VYpoBeHb
HaumeHnoBanue | paciopsAUTENbHON JOKYMEHTALUH 110 Kox | A/01.5 |(momypoBeHb) |5
HEePCOHATY KBaJIM(UKALIH
ITpoucxoxaenue 3auMCTBOBaHO
P N Opurunan X
TpYAOBOH (hyHKIIMH U3 OpUrMHaIa
Kon Perucrpanmonnsii
OpUTHHAaa HOMED
po¢eCCHOHATHLHOTO
CTaHJapTa

Tpynoseie nefictBust | O0paboTKa M aHAIHM3 TOCTYIAOIICH JOKYMEHTAIUH 110 TICPCOHATTY

Pa3pabotka u odopmiieHHE TOKYMEHTAllMHd IO TIEPCOHANY (NIEPBHYHOM,
YUYETHOM, IIJIAHOBOMW, MO COLHMAIBHOMY OOCCIICYCHHUIO, OpraHU3allMOHHOM,
pacropsiAUTEINLHON)

Perucrtpamusa, y4yer W TEKyllee XpaHEHWE OpPraHU3alUOHHOW H
pacnopsiANTENIbHON JOKYMEHTAIMH 110 [IEPCOHAIY

Heo6xonumeie PazpabaTeiBaTh TPOEKTHl  OPraHU3AIMOHHBIX W PACHOPSAUTEIBHBIX
YMEHUS JOKYMEHTOB I10 IIEPCOHAILY

O(bOpMJ'IHTL HAOKYMCHTBI B COOTBETCTBUU C Tpe6OBaHI/I${MI/I IrpaxaaHCKoro,
TPYAOBOT'O 3dKOHOAATCIILCTBA Poccuiickoit CDez[epauI/H/I 1 JIOKaJIbHBIMH
HOPMAaTUBHBIMU aKTaMH OpraHu3alnuun

Bectu YUC€T U PErucTpatuo J10KyMEHTOB B HHQ)OpMaHI/IOHHHX CHUCTEMAaxX U
Ha MaTCPUAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XPaHCHHUE TOKYMEHTOB B COOTBETCTBHH C TPEOOBaHUSIMU
TPYIOBOIO, apXWBHOTO 3aKOHOAATeldbCcTBa Poccuiickoir @Dexepanuu u
JIOKaJbHBIMU HOPMAaTUBHBIMH aKTaMU OpraHU3AINHI

AHanM3upoBaTh JOKYMEHTHI i TIEPEHOCUTHh HH(POPMAINIO B 0a3bl TaHHBIX U
OTYETHI

BrisaBasaTh OI_HI/I6KI/I, HCTOYHOCTH, HUCHPABJICHUA W HCEAOCTOBCPHYIO
I/IH(i)OpMaIII/IIO B JOKYMCHTAax, OMpEACIIATh JICTUTUMHOCTL JOKYMCHTOB

PaGoTtath ¢ I/IH(1)OpMaI_II/IOHHBIMI/I CHCTEMaMH U 0a3zaMu JaHHBIX 11O BEACHHUIO
yueTra, ABUXKCHUIO IIEpCOHAJIa

Co0umro1aTh HOPMBI ATHKH JISTIOBOTO OOIICHHS
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Heo6xonumsbie [Mopsimox opopmieHus1, BeIEHUS U XpPaHEHHUs JOKYMEHTOB IO IIEPCOHAITY
3HaHUsA

[Topsimoxk ydeta [OBUKEHHS KaapOB M COCTABJIEHUSA YCTAaHOBJICHHOU
OTYETHOCTH

OCHOBBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAIUOHHOI'O obecneyeHus

TexHomornu, METOIBI U METOAUKH IIPOBEACHUS aHAIU3a U CUCTEMAaTU3alUuu
JOKYMEHTOB M WH(POpMALUN

[Topsimoxk pacyera craka, JIBIOT, KOMIIEHCANWW, O(OPMIICHUS TEHCHA
pabOTHHKaM

CtpykTypa opranuzanuu

TpynoBoe 3aKOHOJATEIbCTBO UM MHBIE AaKThI, COJAEP)KAlIMEe HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOT'O 3aKOHOJATEIIBCTBA W HOPMATHUBHBIC IIPABOBBIC AKThI
Poccuiickoit @eneparuu, B 4aCTH BeIEHUS JOKYMEHTAIIMH 110 TIEPCOHATY

3axoHogarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX JaHHBIX

JIokanpHbIE HOPMATHBHBIE AKThl OPraHU3alMH, PETYIMPYIOLINE MOPSIOK
oopmieHHs pacloOpsIUTEIbHBIX M OPraHU3alMOHHBIX JIOKYMEHTOB I10
IIEPCOHAILY

HopMbI 3THKH 1 1eTT0BOTO OOIIEHUS

bazoBbie OCHOBBI WH(OPMATHKH, CTPYKTYpHOE MIOCTPOECHUE
MH(OPMAILIMOHHBIX CUCTEM M 0COOEHHOCTH PabOTHI C HUMH

Jlpyrue .
Xap aKTepI/ICTI/IKI/I

3.1.2. TpynoBas ¢pyHKIHUS

Benenune nokymMeHTauuu no y4eTy u YpoBeHb
HaumenoBanwue | ABUKEHUIO KaJAPOB Kon | A/02.5 |(momypoBeHn) |5
KBaTM(UKAITII
[IpoucxoxaeHue 3aMMCTBOBaHO
P A Opurunan X
TPYIOBOU (HYHKIIUK U3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpUruHazia HOMED
npo¢eCCHOHATBLHOTO
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cTaHaapra

pr,Z[OBBIe HeﬁCTBHH IToaroroska IMPOCKTOB HNOKYMCHTOB IIO Ipouneaypam YIIpaBJICHUA
MEpCOHAIOM, YUCTY U NBUKCHUIO IICPCOHAJIA

OpraHmauHs{ CHUCTCMbI ABUXKCHUSA JOKYMCHTOB I10 IIEPCOHATY

COop ¥ mpoBepKa TUIHBIX JOKYMEHTOB pa0OOTHHUKOB

[ToxroroBka u oopmiieHHE TIO 3a1pOCy PaOOTHUKOB M JOJKHOCTHBIX
JUI  KOMUHM, BBIIMCOK W3 KaJPOBBIX JOKYMEHTOB, CIIPaBOK,
nHpOpPMALIUK O CTaXe, JIbrOTaX, TapaHTUAX, KOMIICHCAIIUSIX U MHBIX
CBelleHUll 0 paboTHHKaX

Brigaua pa6OTHI/IKy KaZIpOBbIX JOKYMCHTOB O €TO pr,[[OBOﬁ
JACATCIIBHOCTH

I[OBGI{GHI/IG J0 CBCACHUA nepcoHajia OpraHnu3alOHHBIX,
pacnopAaUTECIIbHBIX U KaIPOBbIX TOKYMCHTOB OpraHU3allun

Benenwne ydyera pabouero BpeMeHH paOOTHUKOB

Pemcrpaunﬂ, Y4€T, OICPAaTUBHOC XpPaHCHHUC HOOKYMCHTOB IIO
InepcoHaly, MOATrOTOBKA K CAa4€ UX B apXUB

H606XOI[I/IMBIG YMCHUA P33pa6aTBIBaTB IMPOCKTHI KAAPOBBIX JTOKYMCHTOB

OdopMisaTh KaJpoBbIE TOKYMEHTHl B COOTBETCTBUU C TPeOOBaHUSIMU
TPYAOBOTO 3aKOHOATENIbCTBA Poccuiickon denepaunu U JOKATbHBIMU
HOPMAaTUBHBIMU aKTaMH OpraHU3aIuu

Bectu yuer n PErucTpanuro KaJApOBbIX AOKYMCHTOB B
I/IH(i)OpMaHI/IOHHI)IX CUCTCMAX U Ha MAaTCPUAJIbHBIX HOCUTCIIAX

OpFaHI/ISOBI)IBaTI) XPaHCHUC KaJPOBbBIX JOKYMCHTOB B COOTBCTCTBUU C
Tpe6OBaHI/IHMI/I TPYAOBOI'0, ApXUBHOI'O 3aKOHOAATCIILCTBA Poccuiickoit
@enepauun " JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMH OpPraHu3anuu

AHaJ'II/ISI/IpOBaTL KaJApOBBIC NTOKYMCHTbBI U IICPCHOCHUTD I/IH(1)OpMaI_II/II-O B
0a3sl JaHHBIX M OTYCTBI

PaboTath co cnenuaam3upOBaHHBIMA UH(POPMALMOHHBIMUA CHCTEMaMH
1 6a3aMM JJaHHBIX 10 BEJICHUIO yUeTa U JBUKEHUIO IIEpCOHAalIa

Pa3zpaOaTbiBaTh MJIaH KOPPEKTUPOBOK YCTAHOBJIIEHHOTO TOpsIKa
oopmIIeHHsT JOKYMEHTOB IO MEPCOHATY M PEaTH30BHIBATH MIPHHATHIC
M3MEHEHUS

KonTponupoBaTs npucyrcTBrue pabOTHHKOB Ha pabodyeM MecTe
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CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

Heo0xonumbie 3HaHUS [Topsimox odopmieHus, BeACHHSA W XpAaHEHHUS JOKYMEHTOB IIO
IIEPCOHAILY

HOpHI[OK yuerta ABMIKCHUA KaApOB W COCTABJICHHSA YCTaHOBHeHHOﬁ
OTYCTHOCTH

[Topsimok pacuera craxa, JIbrOT, KOMIIEHCAUH, O(pOPMIICHHS TTEHCH
pabOTHHKAM

CrtpykTypa opranuzanuu

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThI, COAEP)KALIME HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA U HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @enepanuu, B 4acTH BEACHHUSA JTOKYMEHTALUU IO
MepCOHAITY

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JaHHBIX

TeXHOJ'IOl"I/II/I, MCTOAbBI W  MCTOAUKHM IIPOBCACHHUA  aHAJIM3a U
CUCTCMATHU3allUN JOKYMCHTOB 1 I/IH(1)OpMaI_II/II/I

JlokanpHble HOpPMATHMBHBIE aKThl OpraHU3ALMM, PETYIUPYIOIIHE
HopsAA0K 0(hopMIIeHHS JOKYMEHTOB 110 IIEPCOHATY

OCHOBBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAUMOHHOI'O obecneyeHus

Hopwmbl 3THKH 1e710BOTO OOIICHUS

bazoBble  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOCHHOCTH pabOThl C HUMHU

Jlpyrue XapakTepuCTHKHU | -

3.1.3. TpynoBas ¢pyHKIHUS

A IMMUHUCTPHUPOBAHHUE IIPOLIECCOB U

JOKYMEHTO000pOTa 110 YUETy U VYpoBeHb
HaumeHnoBanue | IBUKEHUIO KapOB, IPEICTABICHUIO Kox | A/03.5 |(momypoBeHb) |5
JOKYMEHTOB I10 [IEPCOHAITY B KBaJTU(pUKAITIH

rocyJapCTBEHHBIE OPTaHbl

HpOI/ICXO)KI[eHI/Ie BaI/IMCTBOBaHO
. Opurunan X
TPYZAOBOU d)yHKHI/II/I U3 OpuruHaja
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Kon Perucrpanuonnsii
OpUTHHAaJa HOMED
npo¢ecCHOHATBLHOIO
CTaHJapTa

TpynoBeie nenicTBUs Opranu3zanys JOKyMEHTO000pOTa 0 yUeTy U JBUKEHHUIO KaJpOB

Opranuzanus JOKyMEHTOO0O0pOTa IO MPEACTaBICHUIO JOKYMEHTOB I10
MEPCOHATY B TOCYIaPCTBCHHBIE OPTaHbI

ITocTanoBka Ha YUCT OpraHu3anu B roCyJapCTBCHHBIX OpraHax

IToaroroska 1o 3amnpocy roCcyZapCTBEHHBIX OpraHoB,
npoeCCHOHATBHBIX COI030B M APYIHMX MNPEICTaBUTEIBHBIX OPraHOB
paOOTHHUKOB OPUTHMHAJIOB, BBIIHUCOK, KON JOKYMEHTOB

[ToaroroBka yBeJOMIIEHUI, OTYETHON M CTATUCTUYECKOW MH(DOpMALINH
10 TIEPCOHATY

[TonroroBka wHpOpMamuu O  3aKIOYCHUM  TPYJOBOTO KU
IPaKIaHCKO-TIPAaBOBOTO JOTOBOpa Ha BBIMOJHEHHWE PabOT (OKa3aHUE
YCIIYT) C TpakIaHWMHOM, 3aMEIIABIIUM JIOJDKHOCTH TOCYAapCTBEHHOM
WM MYHUIUOAIBHON CIIyXObI, TIepeYeHb KOTOPHIX YCTaHABIIMBAETCS
HOPMAaTHBHBIMHU MPaBOBbIMU akTaMu Poccuiickoit @eaepanuu

H€O6XOI[I/IMBIG YMCHUA O(bOpMJ'IHTL YUYCTHELIC JAOKYMCHTHI, MMpCaOCTaBIsICMBIC B
roCcydapCTBCHHbBIC OpIraHbIl, HpO(i)eCCI/IOHaJ'ILHHe COIO3bl U JOpPYTruc
MNpeACTAaBUTCIIbHBIC OPIraHbl pa6OTHI/IKOB

OpraHu3oBbIBaTh ~ XpaHEHHWE JIOKYMEHTOB B  COOTBETCTBHH C
TpeOoBaHUSMU TPYAOBOTO 3aKOHOAaTenscTBa Poccuiickoit denepannu
Y JIOKAJIbHBIMH HOPMATUBHBIMU aKTaMH OpPTaHU3allUN

PaGotath ¢ I/IH(bOpMaI_II/IOHHBIMI/I cHUCTeEMaMH M 0azaMu JaHHBIX II0
BCACHUIO YUCTa U IBMIKCHHUIO IICPCOHAIA

PaGorars ¢ mHDOpPMAIMOHHBIMH CHCTEMaMHU W 0a3aMu JaHHBIX TI0
BEJICHUIO CTATUCTHYECKOW U OTUYCTHOW MH(OPMAITUH T10 IIEPCOHAITY

AHanu3upoBaTh MNpPaBWIA, MNPOLEAYPhl M MOPAIOK, PETyIHPYIOLIUE
npaBa M OOS3aHHOCTH TOCYJapPCTBEHHBIX OPraHOB M OPraHU3ALUU IO
BOIIpOCaM OOMeHa IOKyMEHTAaLUeH 10 MepCoHaITy

Bectu ACJIOBYHO IIEPCIIUCKY

CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIIECHHS

H€O6XOHI/IMI>I€ 3HaHHUA TGXHOJ'IOFI/II/I, MCTOABI W  MCTOOAUKH TMNPOBCACHHA aHalinu3a U
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CHCTEMaTH3allu1 JJOKyMEHTOB U MHPOpPMaLuu

OCHOBBI JOKYMEHTOO0OPOTA U JOKYMEHTAIIHOHHOTO 00eCTIeYeHHUS

CrpykTypa opranusaiuu

HopmarusHublie mpaBoBbie akThl Poccuiickoit deneparuu,
peryiupymoiye mpasa u 00s13aHHOCTH TOCYJapCTBEHHBIX OPraHoB,
podecCHOHATBHBIX COFO30B H JIPYTHX MPEICTABUTEIBHBIX OPraHOB
pabOTHUKOB MO MPETIOCTABICHUIO YUYETHOM JOKYMEHTAIIUU

TpyioBo€ 3aKOHOAATENBCTBO U MHBIE AKTHI, COJIEPKAILUE HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI ApXUBHOT'0 3aKOHO/IaTE€ILCTBA U HOPMATUBHBIE MPABOBHIC
akThl Poccuiickoit denepannu, B 4aCTU BEACHUS JOKYMEHTAIUU 11O
MepCoHAITy

3axoHogarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX

JlokanbHbIC HOPMATUBHBIC aKThI OPraHu3alliu, PEryjiupyronuce
MOpALOK BEACHUA JOKYMCHTALIUU 110 YUCTY U IBUKCHHUIO IIEPCOHATIA

Hopwmbl 3THKH 1e10BOr0 O0IIeHus

bazoBbie 0CHOBBI HHPOPMATHKH, TOCTPOEHUS HHOOPMAITHOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

Jlpyrue XapakTepuCTHKHU |-

3.2. O6o6menHas TpynoBast pyHKIUSI

JlesiTenbHOCTD 110 00ECTIEUEHUIO YpoBeHb
HaumenoBanune Kon B

MEepCOHAIIOM KBaTM(UKAITIH
[IpoucxoxneHne

N . 3auMCTBOBAHO
000011IeHHOM TPYA0BOI Opurunan X
U3 OpUTHHAJIA
byHKIIUN
Kon Peructparnmonnsrit
OopUrvHaia HOMEP
podeCCHOHAIBHOTO
CTaHaapTa
Bo3MmoxHBIE HAUMEHOBAaHHUS Crneuunanuct no noadopy nepconana
JOJDKHOCTEH, Tpodeccnit Crennanuct mo nepcoHaisy
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Menemxep 1o nepcoHany

TpeboBanus Briciiee oOpa3zoBaHue - OakagaBpuaT
00pa3oBaHMIO U JlononHuTENbHOE MPO(ECCHOHAILHOE 00Pa30BaHUE - IIPOTPAMMBI
00y4YEeHHIO MOBBIIIEHUS KBATM(UKAITUH; TPOrPaMMBI IIPO(PECCHOHATBHOM

INEPCIIOArOTOBKHA B 00J1aCTH MIOMCKA U noz[60pa InepcoHalIa

TpeboBanust Kk onbITY -
NPaKTUYECKON paboThI

Oco06ble yciioBus JI0MycKa |-
K pabote

Jlpyrue XxapakTepucTuku |-

HOHOJ’IHI/ITGHBHHC XapaKTCPHUCTUKHU
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HanmenoBanue nokymMeHTa Kon HanmenoBanue 6a30B0ii rpymiibl, JOHKHOCTH (TIpodeccrn)
WM CIIELUAIbHOCTH

OK3 2412 CrennanucTsl o KaapaM U npodoprueHTAIINH
3423 CrienuanucThl KaAPOBBIX CIYKO M yUpekKICHUN 3aHATOCTH
EKC - Crnenmaiiuct 1o Kajapam

- Menemxep 1o nepcoHany

OKIIATP 27755 | DKOHOMMUCT IO TPYLY

22956 |HWucnekTop 1o Kaapam
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3.2.1. TpynoBas pyHKIUSA

CO6op nHpOpMaIIUU O TOTPEOHOCTSIX YpoBeHb
HaumenoBanue | opranuzanuu B mepcoHaie Kox | B/01.6 |(nmomypoBenn) |6
KBaTM(DUKAITHH
[Tpoucxoxnenue 3aMCTBOBaHO
P o Opurunan X
TPYIOBOU (HYHKIIUU U3 OpUTHHAJIA
Kon PeructparnmonHnsrit
OopuUrvHasia HOMED
npoheccuoHaNBHOTO
cTaHjapTa
TpynoBbie neicTBus AHanu3 IIaHoB, CTpaTeruu U CTPYKTYPhl OpraHu3auu

AHanu3 0coOeHHOCTEeH opraHu3auuud padOThl UM HPOU3BOJCTBA Ha
KOHKPETHBIX pabounx MecTax

AHanu3 pepIHKA TpyJaa IO OpraHW3ald padOThl Ha aHAIOTHYHOM
MIPOU3BOJICTBE M pabOYHX MeCTax

dopmupoBanue TpeOOBaHHMI K BaKaHTHOW JOJDKHOCTH (mpodeccuu,
CHEIMATILHOCTH) ¥ KX KOPPEKIIUS

AHanu3 pbhIHKA Tpylda M TEpPCOHANIAa OPraHU3alUU 1O MPODUITIO
BaKaHTHOU JODKHOCTH (TIpodeccru, CrenruaIbHOCTH)

WudopmupoBanune u KOHCYJIBTUPOBAaHUE PYKOBOAMTEINIECH
HOJPA3IeICHUI 1 OpPraHU3aluy 0 BONPOCaM PBIHKA TPyJda B YacTH
o0ecrie4eHns IePCOHAIOM

HeobOxonumbie ymMmeHUS CobOupath, aHAIM3UPOBATH H CTPYKTYpUPOBATH WHGPOPMAIUIO 00
OCOOCHHOCTSIX ~ OpraHu3aluu paboT Ha pa3IUYHBIX  y4acTKax
IIPOM3BOJICTBA U HAa KOHKPETHBIX PabOUMX MECTaxX C y4eTOM LEJNeH,
3a/1a4, MJIAaHOB U CTPYKTYPBI OpraHu3aluu

Cobupatp, aHaNM3UPOBATH M CTPYKTYpUpOBaTh HHGOPMAIUIO 00
O0COOCHHOCTSIX U BO3MOXKHOCTSIX KaJJpOBOTO TIOTCHIIMAIA OpTaHU3aI[uU

CoOuparp, aHAMU3UPOBATh M CTPYKTYpPHPOBaTh HHGOpMANHIO 00
0COOEHHOCTSIX phIHKA TPYJla, BKIIIOYas IPEUIOKEHUS OT IpoBaiiiepoB
YCIIYT TI0 TIOMCKY, TPUBJICYCHHIO, TI01I00pY ¥ 0TOOpY IepcoHana

dopmupoBaTh TpeOOBaHUS K BaKaHTHOW JIOJDKHOCTU (mpodeccuu,
CHEIHATLHOCTH) U ONPENeNsITh KpUTEPHH MoA00pa mepcoHaa
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BHOCHTH KOppEKTHpYIOIINE CBEACHUS B TPEOOBaHMS K KaHIUIaTaM Ha
BaKaHTHBIE JIOJDKHOCTH (TIpoeccuul, CenaabHOCTH)

[Tonb30BaTbcs MOMCKOBBIMH CHCTEMaMd M HWH()OPMAaLMOHHBIMU
pecypcamMu i MOHUTOPHHra pbIHKA TpyJda, TPaKIaHCKOTO U
TPpyAOBOTO 3aKkoHOarenbeTBa Poccuiickoit denepanuun

KOHCYJ'ILTI/IpOBaTB 10 BOIIpOCaM pPBIHKA TpyZda B 4YaCTHU obecrneyeHus
IIEPCOHAIIOM

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

H€O6XOHI/IMI>I€ 3HaHHUA TGXHOJIOFI/II/I, MCTOABI W  MCTOOAUKH TMPOBCACHHA aHalu3a U
CUCTCMATU3allu JOKYMCHTOB 1 I/IH(1)OpMaI_II/II/I

CrpykTypa oOpraHM3allid M BaKaHTHbIE JOJDKHOCTU (mpodeccuu,
CHELMAIbHOCTH)

[Topsimok ompeneneHusi NEPCIEKTUBHOM W TEKyIIeH MOTPeOHOCTH B
Kajapax

Hcrounnku obecrnieueHus: OpraHu3aluy KajapaMmu

Opranmzanus paboT Ha pa3IUYHBIX yYacTKax IPOU3BOICTBA,
OpraHu3aluy, OTPaCIIH

OOmme TeHOeHIMM Ha pBIHKE TpyAa W B OTAETBHOW OTpaciu,
KOHKpETHOU TTpodeccuu (I0KHOCTH, CIICIIHATLHOCTH)

OCHOBEI IICUXO0JIOTHH U COIIMOJIOTHH Tpyda

OCHOBBI 5KOHOMUKH, OpraHU3alH TPYJa U YIPaBICHUS

TpynoBoe 3aKOHOIATENBCTBO U HWHBIE aAKTHI, COJIECpPKAIME HOPMBI
TPYZOBOIO MpaBa

OcCHOBBI apXHMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IPABOBbLIE
akThl Poccuiickoil @enepanny, B 4aCTU BEICHHs JOKYMEHTALUU 110
IIEpCOHAILY

3axoHonarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX

JlokanpHble HOpPMATUBHBIE aKThl OpraHU3ALMM, PETYIUPYIOIIHE
HOpPSAA0K Io00pa nepcoHana

Hopwmbl 3THKM 1e710BOTO OOIICHUS

bazoBble  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHl C HUMHU
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Jlpyrue XxapakTepucTUKHu | -

3.2.2. TpynoBas pyHKIUSA

[Touck, npuBnedenue, nogo0p u oToop YpoBeHb
HanmenoBanwue | nepcoHana Koxn | B/02.6 |(nmomypoBenn) |6
KBaJTU(DUKAITAH
[Tpoucxoxnenue 3aMCTBOBaHO
P o Opurunan X
Tpya0BOU (HYHKIUU U3 OpUruHaa
Kon PeructparmonnbIit
OpHUTHHAJIA HOMED
npoheccCuoHaNbHOTO
cTaHjapTa
TpynoBbie neicTBus [louck BO BHYTPEHHUX W BHEIIHUX MCTOYHHUKAX HHGPOpPMAIUH O

KaHJIUJAaTaX, COOTBETCTBYIOMIEH TPeOOBaHUSAM BAaKaHTHOH JIOJDKHOCTH
(mpodeccun, crienMaIbHOCTH)

Pasmemienne cBeaeHMH O BaKaHTHOW JOJDKHOCTH (mpodeccum,
CIIEMAIBHOCTH) B CPEJCTBAX MacCOBON MH(OPMALIUU

BH60p CIIoco0oB U MCTOJOB IIPUBJICUCHUA IICPCOHATIA B COOTBCTCTBUU
C YTBCPKACHHBIMU IIJIaHAMUA

[IpoBepka wmH(MOpManUKU O KaHAMIATAX HA BAaKAHTHBIC TOJDKHOCTHU
(mpodeccun, crienMaIbHOCTH)

[TpoBeneHue cobeceoBaHMid M BCTPEY C KaHMIATAMU HA BaKaHTHBIC
TOJDKHOCTH (Tpodeccr, CIenruanbHOCTH) ¢ obecrieueHneM 0OpaTHOM
CBSI3H

OneHKa COOTBETCTBHS ~ KAHIUAATOB TPEOOBAaHHMSM  BaKaHTHOU
JOJHKHOCTH (TTpodeccru, CienranTbHOCTH)

[ToxroroBka mpennoxeHuid Mo (GOPMHUPOBAHUIO OIOKETa HA IOWCK,
IIpUBJICUYEHHUE, TOJ00DP U OTOOP NepcoHaIa

WudopmupoBanune 51 KOHCYJIbTUPOBAHHE PYKOBOIUTEIIEH
MIOAPA3ACIICHUA M  OpraHu3allid 10  BONpPOCaM  IPUBICYECHUS
IIEpPCOHAJIA C OLIEHKOM 3aTpar

Heo6xoaumele ymeHust OmnpenensaTe KpUTepUU TIOMCKA, MPHUBICYECHHUs, Toabopa U oTOOpa
epcoHaa
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CoOuparp, aHAIM3UPOBATH W CTPYKTYPUPOBATh HWH(POPMALHUIO O
KaHJUJaTax v NpeAsIoKEHUIX Ha PhIHKE TpyJa

Ilonp30BaThCsl IIOMCKOBBIMH CHCTEMaMH U I/IH(1)OpMaI_II/IOHHBIMI/I
pecypcamMu B obacTH o0ecrieueHus MEPCOHAIIOM

[TpuMeHSATh TEXHOJIOTUN U METOIWKH TIOMCKA, MPHUBIICYCHUS, 1TO100pa
u orOopa KaHAMJATOB HA BaKaHTHBIE JOJDKHOCTH (mpodeccum,
CIELUAIBHOCTH) B COOTBETCTBUE C UX CHELUPUKON

Hcmonn3oBaTh cpeacrBa obOecreucHus IepCoHAJIOM, BKJIrOo4as
COIIPOBOKIACHHUC

KOHCYJ'ILTI/IpOBaTB I10 BOIIpOCaM IIPUBJICUCHUA IICPCOHAIIA

CocraBiaTe KOHTPOJUPOBATb CTAaTbU pPacCXOJOB Ha obecneyenne
IEpCOHAIOM JIA IIJIaHUPOBAHUA 6IOII)K€TOB

CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIIECHHS

H606XOI[I/IMBIG 3HaHUA HcTounnku odecrieueHus OpraHu3anuu KaapaMu

TexHonornu U METOJUKU IIOUCKA, IIPUBJICUYCHUS, noz[60pa u 0T6opa
IIepcoHaIa

Cuctembl, MeToapl u (HOpPMBI MATEpHAIBLHOTO U HEMATEPHAIBLHOTO
CTUMYJIMPOBaHUA TPY/a [IepCOHAlIa

TexHomoruy M METOABI Q)OpMHpOBaHI/IH W KOHTPOJIA 6I-O,Z[)KGTOB

TexHomornu, MeToAbl M  METOAMKHM  IPOBEACHUSA  aHaAIMU3a,
CHCTEMaTH3alu1 JJOKyMEHTOB U MHPOpPMaLIuU

CtpykTypa oOpraHu3aliid ¥ BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH)

O6IIII/I€ TCHACHIMWHW Ha PBIHKC TPpyda U B OTACIIBHBIX OTpaCIAX U BUAAX
podecCHOHATLHOM IS TEIIBHOCTH

OCHOBBI TICUXOJIOTHH U COIMOJIOTHH TpyAa

OCHOBBEI OKOHOMUKH, OpraHu3allui TpyJda U YIIPaBJIICHHUS IICPCOHATIOM

TpynoBoe 3aKOHOJIATENBCTBO M HHBIE AaKThl, COAEP)KAILIME HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA U HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit ®enepanuu, B 4acTH BEACHUSA JTOKYMEHTALUU IO
MepCoHAITY
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OcHOBBI HAJIOTOBOTr'0 3aKOHOIaTeNbecTBa Poccuiickoil @enepanuu

3axoHonarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX TaHHBIX

JlokanpHblE ~ aKTBl ~ OpraHU3alMM,  PEryJUpYIOIIME  HOPAIOK
o0ecrie4eHns NePCOHAIOM

Hopwmbl 3THKH 1e710BOTO OOIICHUS

ba3zoBble OCHOBBI HMH(MOPMATHKH, IOCTPOCHUS WH(POPMAIIMOHHBIX
CUCTEM U OCOOEHHOCTH padOThl C HUMU

Jlpyrue XapakTepucTUKu | -

3.2.3. TpynoBas ¢pyHKIIHS

AJIMUHUCTpPHUPOBAHUE ITPOLIECCOB U YpoBeHb
HanmenoBanwue | TOKyMeHTOO000pOTa 0OECIICUCHIS Kon | B/03.6 |(nmomypoBenn) |6
[EePCOHATIOM KBaJIM(UKALIIH
ITpoucxoxaenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOH (DYHKINH U3 OpUruHasia
Kon Perucrpanmonnsii
OpUTHHaa HOMED
npo¢eCCHOHATHLHOTO
CTaHJapTa
Tpynoseie nenicTBUs AHanu3 MpoueccoB JOKYMEHTOOOOPOTa, JIOKAJIbHBIX JOKYMEHTOB IIO

BOIIpoCaM obecreyeHus MEPCOHAIIOM

Benenue wunHpoOpManMu O BaKaHTHBIX JOJDKHOCTSX (mpodeccHsx,
CHEIUATIBLHOCTSIX) U KaHIU1aTax

JIOKyMEHTaIIHIOHHOE COTIPOBOJK/ICHNE KaHJMIATOB Ha dTarax IMOHCKa,
OpUBJIEYEHUs, Moadopa ¥ OTOOpa TIepcoHanNa Ha BaKaHTHBIC
IOKHOCTH  (mpodeccuu, — CIENUANBHOCTH),  HH()OpMHUpOBaHUE
KaH/IMaTOB O pe3yJbTaTax oToopa

[ToaroroBka 3ampocoB O KaHAWAATaX B TOCYAapCTBEHHBIE OPraHbl, B
CiIy4asix, MPeIyCMOTPEHHBIX JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM, M
00paboTKa IMpeI0CTaBICHHBIX CBEICHUMA

[ToaroroBka n 00pabOTKa YBEIOMJICHHH B TOCYAapCTBEHHBIC OpPIaHbI,
npodecCHoHaIbHbIE COIO3bI M JPYyrHe MPEACTABUTENIbHBIC OPTaHbl
pabOTHUKOB IO BOIIPOCaM IOMCKA, MPUBJICUCHUs, moadopa u orbopa
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nepcoHaa

CormpoBoJIeHHE  JIOTOBOPOB MO  OOECIEUEHUIO  OpraHU3aINU
IIEPCOHATIOM, BKJIIOYas IIpeIBapUTEIbHBIE IPOLEAYPHl II0 HX
3aKIIFOYCHUIO

HeoG6xonumerie ymenust  |ObOecrieunBaTh  JOKYMEHTAI[MOHHOE  CONPOBOXKACHHE  BBIXOZA
KaH/AuAaTa Ha paboTy U NepeMeNeHUs IIEpCOHANa

OdopMisaTh OKYMEHTHI IO BOIpocaM OOECHeUYeHUs KaJapOBBIMHU
pecypcaMu, HEOOXOIUMBIE /I MPEJOCTABICHHUS B TOCYAapCTBECHHBIC
oprasbl, Hpo¢ecCHOHaJIbHbIE COIO3bI U JApPYrue MpPeCTaBUTEIbHbBIE
opraHbl paOOTHHUKOB

OpFaHI/IBOBI)IBaTI) XpaHCHUC JOKYMCHTOB B COOTBCTCTBUH C
Tpe6OBaHI/IHMI/I TPYAOBOI'0, ApXUBHOI'O 3aKOHOAATCIILCTBA Poccuiickoit
d)eaepauuu " JIOKAJIbHBIMU aKTaMU OpTraHHu3alunu

AHanuM3upoBaTh JOKYMEHTHI M TEPEHOCHTh HWH(POpPMAHIO B
MH(OPMALIMOHHbIE CUCTEMBI U 0a3bl IaHHBIX O KaHUAATaxX

PaGotath ¢ I/IH(bOpMaI_[I/IOHHBIMI/I cHUCTeEMaMH M 0azaMu JaHHBIX II0
BOIIpocaM obecreucHus nepcoHajaioM, BCACHHUIO IIOMCKa H Y4YCTa
KaHAMAAaTOB Ha BAKAHTHBIC JOJIDKHOCTH (npoq)eccym, CHGHI/IaJ'ILHOCTI/I)

[Ipou3BoauTh  IpeaBapUTENbHBIE  3aKyNOYHbIE MPOLEAYPHl U
OobopMIIATE  COMYTCTBYIOIIYIO JOKYMEHTALMIO TIO  3aKIIOYECHHUIO
JIOTOBOPOB

OpraHu3oBbIBaTh W  OPOBOJUTH  KOHKYPCHI, O(QOpPMISATH U
AHAJIM3UPOBATh KOHKYPCHYIO JOKYMEHTALUIO

Bectu ACJIOBYHO IIEPCIUCKY

Co0mroaTh HOPMBI ATHKH JCJIIOBOTO OOIICHHS

HeoOxonumbie 3HaHUS [lopsmox odopmieHusi, BeIeHUS H XpaHEHUS JOKYMEHTAllUH,
CBS3aHHOH C TIOMCKOM, TIPUBJICYCHHUEM, TIOJ00pPOM © OTOOpOM
MepcoHaNa Ha BAKaHTHBIE TOMKHOCTH

[lopsmox QopmupoBaHusi, BeaeHUS OaHKa JaHHBIX O [EpPCOHANE
OpraHu3alMH U MPEJOCTABICHHUS OTYETHOCTH

OCHOBBI ,I[OKYMGHTOO60pOTa U JOKYMCHTAUUOHHOI'O obecnieyeHus

TeXHOJ'IOl"I/II/I, MCTOAbBI KW  MCTOAUKH IIPOBCACHHUA  aHAIM3a U
CUCTCMATHU3allu JOKYMCHTOB 1 I/IH(1)OpMaI_II/II/I

[Topsimox mpoBeneHHsT KOHKYPCOB H  O(OpPMIICGHUS KOHKYpPCHOMU
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AOKYMCHTAalIUN

[lopsimox mpoBeAeHHs 3aKyNOYHBIX Tpouenyp #u  ohopMIIeHUs
CONYTCTBYIOWIEH JOKYMEHTAIUU

CtpykTypa oOpraHusallid ¥ BaKaHTHBIE JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH )

TpynoBoe 3aKOHONATENHLCTBO M HWHBIE aKThl, COJEp)KAIME€ HOPMBI
TPYZOBOIO MpaBa

OCHOBBI apXMBHOT'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IIPABOBbLIE
akTel Poccuiickoit @enepanny, B 4aCTU BEICHHs JOKYMEHTALUU 110
IIEpCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbcTBa Poccuiickoit denepanun

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JaHHBIX

JlokanbpHBIE aKThl OPraHHW3AlM{, PETYIHPYIONIIUE MOPSAOK Moadopa
nepcoHaa

[Topsanok 3akit0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIICHUS

ba3zoBble OCHOBBI HMH(MOPMATHKH, IOCTPOCHUS WHPOPMAIIMOHHBIX
CUCTEM U OCOOEHHOCTH padOThl C HUMU

Jlpyrue XxapakTepucTUKyu | -

3.3. OGo0uieHHas Tpya0Basi GyHKIIHS

HaumenoBanu |/lesiTenbHOCTD MO OLICHKE M aTTECTAIlUU Kox C YpoBeHb 6
e repcoHaa KBaJTU(pUKAITIH
IIpoucxoxneHue
N . 3auMCTBOBAaHO
0000111eHHOM TPYA0BOI Opurunan X
U3 OpUTHHAJIA
byHKITUN
Kon Perucrpanmonnsii
opurrHaia HOMEP
npo¢eCCHOHATHLHOTO
CTaHaapTa
Bo3moxusie CrienaliicT 10 OLICHKE U aTTeCTallu MepcoHaa
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HauMEHOBaHUs Crnenuanyuct no nepcoHatry
JOJDKHOCTEH, Tpodeccuii | MeHeIKep 10 IepcoHary

TpeboBanus Briciiee oOpa3zoBanue - OakanaBpuat
00pa3oBaHMIO U JlonomHHUTENBHOE MTPO(EeCCHOHATEHOE 00pa30BaHKE - IPOTPAMMBI
00y4eHHIO MOBBIIICHUS KBATM(HUKALIUK; TPOTPaMMBbI TPO(PECCHOHATEHON

MNepCroAroTOBKU B o0ractu IMPOBCACHUA OLICHKHU IIEpCOHATIa

TpeboBaHMs K ONBITY -
MIPaKTUYECKON pabOThI

Oco0bie ycrioBus -
J0IyCKa K pabote

Jlpyrue XapakTepuCTHKHU | -

JlonoIHUTENbHBIE XapAKTEPUCTUKH

HaumeHoBaHMe JOKyMEHTa Kon HaumeHnoBaHue 6a30B0ii rpyIIIbl, JOHKHOCTH
(mpodeccun) UM CEIUATBHOCTH

OK3 2412 CrienanucThl 1Mo KajapaM U npodoprueHTanuu
3423 CrienuanucTbl KaApOBBIX CIIYKO U yUpexaeHUN
3aHATOCTH
EKC - Menemxep 1o nepcoHairy
OKIIATP 27755 OKOHOMHUCT 110 TPYLy

22956 HucnekTop no kaapam

3.3.1. TpynoBas pyHKIUSA

Opranu3anys 1 MpoBEACHUE OLICHKU YpoBeHb
HaumenoBanue | nepconana Koxg | C/01.6 |(nmomypoBenn) |6
KBaTM(DUKAITAH
ITponcxoxaenne 3auMCTBOBaHO
P A Opurunan X
TpyA0BOU (HYHKIUU 13 OpUTHHAJIA
Kon PeructparnmonnbIit
opuUruHasia HOMED
podeCCHOHAIBHOTO
cTaHjapTa
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TpynoBeie nenicTBus AHanM3 CTPYKTYpBHI, TUIAHOB M BAaKAHTHBIX JTOJDKHOCTEH (mpodeccui,
CHeLMaNbHOCTEN) OpraHu3alui, 0COOEHHOCTeH OpraHu3alu padoTh
Ha pa3JIMYHbIX YydacTKaxX IIPOMU3BOJICTBA MU KOHKPETHBIX paboumx
MecTax

PazpaGoTka mijaHa OLIEGHKM NEpCOHANa B COOTBETCTBUU C MLEJISIMH
OpraHu3alu

OneHka JAMHAMUKH  [POU3BOJAUTEIBHOCTH, WHTEHCHUBHOCTH U
3¢ (HeKTUBHOCTH Tpy/ia HAa paboYnX MecTax

Omnpenenenne pecypcoB, BBIOOp CPEICTB W METOJOB MPOBEACHUS
OLICHKH IepCcoHana

[IpoBeneHue OLIGHKH TMepcOoHaTa B COOTBETCTBUU C IUIaHAMHU
OpraHu3alu

ConpoBoXKJIeHUE JIOTOBOPOB C OpraHU3alUsIMU - MCIIOJIHUTEISIMU
MEpONpUATHIA MO OLEHKE MEepCOHala, BKJIIOYas IpelBapUTEIbHbIE
IPOLEAYPHI IO UX 3aKIFOYEHUIO

KoncynpTupoBanue mnepcoHansa 1O BONPOCaM OIEHKH, BKJIIOYas
OLICHKY 3aTpaT

AHanu3 pe3ysabTaToB OLIEHKH IepCOoHalIa, MOATOTOBKA PEKOMEHAALNN
PYKOBOJICTBY U IEPCOHAITY

[lonrotoBka mpemiokeHuid mo (GopMUpOBaHHIO OlOPKETa IO
OpraHM3allK U MPOBECHUIO OLICHKH IepCcoHaa

Heo6xonumele ymeHust Omnpenensitb napameTpsl U KpUTEPUU OLIEHKH IIEpCOHaa

OHpeHGHﬂTB U MNPUMCHATL CPEACTBA U MCTOJbI IMPOBCACHHUA OLICHKU
InepcoHalia

Briaensats (onpenensaTh) rpynibl IepcoHaa Ui MPOBEICHUS OLIEHKH

OnpenensiTb  MHTEHCUBHOCTh  TpPyAa W 30HBI  TOBBIIICHUS
3¢ (HEeKTHBHOCTH TIEpCOHATIA

OHp CACIATH MOTHUBALIMOHHBIC Q)aKTOpH IMPOBCACHU OLICHKH
IepcoHalia

CocTaBnsiTb M KOHTPOJIUPOBATH CTaThU pPACXOJOB Ha OICHKY
nepcoHaa Jyis TUIAHUPOBAHMS OI0KETOB

OOecnieunBaTh OpPraHru3alMOHHOC COIMPOBOXACHUEC OLICHKHU IICpCOHAlIa

ObecrieynBaTh COXPAHHOCTh KOHOGUACHIMATHHOW HHQOpPMALMH MPU
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IMPOBCACHNHN OLCHKH IICpCOHAIa

Opranu3oBbIBaTh XPaHEHHE JOKYMEHTOB B  COOTBETCTBHUU C
TpeOOBaHUSAMHU TPYJOBOTO, APXUBHOTO 3aKOHOAATEIhCTBA Poccuiickoii
denepaliiy U JOKaIbHBIMA HOPMAaTHBHBIMHU aKTaMH OpraHu3aluu

CoOuparp, aHAIM3UPOBATH W CTPYKTYPUPOBATH HHPOPMALHUIO O
IIPEIIOKEHUAX 10 OLIEHKE NIEpCOHAJIa Ha PhIHKE TpyJia

[Ipou3BoauTh  TpeaBAapUTENbHBIE  3aKYMOYHBIE  MPOLEAYPHl U
OoopMIIATE  COMYTCTBYIOIIYIO JOKYMEHTALMIO TIO  3aKIIOYECHHUIO
JIOTOBOPOB

OHpe,Z[eJ'IHTB YCIoBUA [OJIg 3aKIHOYCHHUA JOOroBOpOB HaA YCIYIu IIO0
IMPOBCACHUIO OLICHKU II€pCOHAJIA

CucremMaTu3npoBaTh, 00001IaTh U aHATU3UPOBATH PE3YIIBTATHI OLICHKH
nepcoHana

OOecnieunBaTh OOpaTHYK CBsI3b 110 pe3yjbTaTaM IpPOBEAECHHON
OLIEHKU C [IEPCOHAIIOM U PYKOBOJCTBOM

ITonp3oBaThCs IIOMCKOBBIMHU CHUCTCMaMU, I/IH(bOpMaI_II/IOHHBIMI/I
pecypcaMu U 0azaMu JAaHHBIX I10 IIPOBCACHHIO OLICHKHA IICPCOHAJIAa

PazpabaTpiBaTh peKOMEHAALMU IO PA3BUTHIO NEPCOHANIa HA OCHOBE
MPOBEJICHHOMN OLIEHKH

Co0mroaTh HOPMBI ATHKH JCJIIOBOT'O OOIICHHS

HeoOxonuMble 3HaHUS TexHomOTMM M METOABI ONpeneIeHUs NMPOPECCHOHAIBHBIX 3HAHUU,
YMEHHUH U KOMIIETEHLINI

Texnonorun n METO/bI OLICHKHU JINYHOCTHBIX KadyeCTB u
XapaKTCPHUCTUK

Cuctembl, MeToAbl M (HOPMBI MaTEpHAIBLHOIO U HEMaTepHaIbHOIO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu u METOAbI Q)OpMHpOBaHI/IH W KOHTPOJIA 6I-O,Z[)KGTOB

TeXHOJ'IOl"I/II/I, MCTOAbBI KW  MCTOAUKHM IIPOBCACHHUA  aHAIM3a U
CUCTCMATHU3alluN JOKYMCHTOB 1 I/IH(1)OpMaI_II/II/I

OcHOBBI O0IIECH ¥ COLMAIBHOM IICUXOJIOTHH, COIMOJOTHH U
IICUXOJIOTUH TPYJa

OCHOBBEI HpOHSBOI[CTBGHHOfI ACATCIIbHOCTH OpraHu3alnuu

[lopsimox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS

www.consultant.ru Crpanunna 24 u3 80
HaJe:KHasl IPpaBOBasl NMOAIEPKKaA


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

IIpuka3 Munrpyna Poccuu ot 06.10.2015 N 6911
"O6 yTBepxkaeHHU MpoheccuoHanbHoro cranaapra "CHeuaiucT o YIpaBIeHUIO
TIEPCOH. ..

HoxymenT npenocrasned Koncynsrantllnoc
[lara coxpanenus: 29.02.2020

CONYTCTBYIOWIEH JOKYMEHTAIUU

CrtpykTypa oOpraHM3allid W BaKaHTHBIE OJDKHOCTH (mpodeccud,
CHELIMAIbHOCTH)

pr,Z[OBOC 3aKOHOAATCIIbCTBO W HHBIC aKTbl, COACPIKAIIHNC HOPMBbI
TPyHAOBOI'O ITpaBa

OcCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA U HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @enepanuu, B 4acTH BEACHUSA JOKYMEHTALUU IO
MepCoHAITY

3axoHognarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX

JlokanpHblE HOpPMATUBHBIE aKThl OpraHU3aLMM, PETYIUPYIOLIHE
MOPSOK OLIEHKH II€pCOHaa

[Topsanok 3akiI0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e10BOTO O0IIEeHUS

bazoBeie  OCHOBBI ~ MH(POPMATUKH, CTPYKTypHOE  MOCTPOCHHE
MH(POPMALMOHHBIX CHCTEM H 0COOCHHOCTH paboThl C HUMHU

Jlpyrue XapakTepuCTHKHU |-

3.3.2. TpynoBas pyHKIUSA

Opranu3zanus 1 IpoBEACHUE aTTECTAIINH YpoBeHb
HaunmenoBanue | nepconana Kox | C/02.6 |(nmomypoBenn) |6
KBaJTM(DUKAITAH
[Tpoucxoxnenue 3aMCTBOBaHO
P o Opurunan X
TPYIOBOU (HYHKIIUU U3 OpUTHHAJIA
Kon PeructparnmonnbIit
OpUTHHAJA HOMEp
npo¢eCCHOHATHLHOTO
CTaHjaapTa
TpynoBble neicTBus AHanu3 CTPYKTYpbl, IUIAHOB U BAaKaHTHBIX JNOJDKHOCTEH (mpodeccutid,

CHELMAIbHOCTEN) OpraHu3aly, 0COOEHHOCTEN OpraHu3auuu paboThl
Ha Pa3IMYHBIX YYacTKax IPOM3BOJCTBA M KOHKPETHBIX paboumx
MecTax

Pa3paboTka TIPOEKTOB JOKYMEHTOB, ONPEICISIONIAX  MOPSIOK
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arreécrauuu 1nepcoHasia, ¢ OIICHKOM 3arpar

ConpoBoskJieHUE mpolecca arTecTalu U paboThl aTTECTALIMOHHOU
KOMMCCHH

[ToaroroBka mpennoxxkeHuit mo GopMupoBaHHIO OrOKETa Ha
OpraHM3aIMIO U IPOBEJIEHNE aTTeCTAllUU IIepCoHana

HOHFOTOBKa HpeIlJIO)KeHI/Iﬁ O COOTBCTCTBHU pa6OTHI/IKa JOJDKHOCTH
(mpodeccun, crnenUambHOCTH) MO pe3yibTaTaM aTTeCTallud B
COOTBETCTBMHU C 3aKOHOAATENbCTBOM Poccniickoit denepanun

Heo6xonumele ymeHust OnpenensTs napamMeTpsl U KpUTEPUU aTTECTALMU [IEpCOHANIa

OHpGHGJ’IﬂTB " MPUMCHATH CPCACTBA U MCTOABI aTTCCTAIUN

Breiaenars rpyniibsl nepcoHana sl IpOBEACHUS aTTECTAllMU

OOecneunBaTh JAOKYMCHTAITUOHHOC  COIPOBOXKIACHUC aATTCCTAllUU
IIepcoHalia

CocTaBnsiTb U KOHTPOJMPOBATH CTAThbH PACXOJOB Ha AaTTECTAIUIO
IepcoHaa Jyis MJIaHUPOBaHUS OI0JKETOB

ITonp3oBaThCs I/IH(1)OpMaI_II/IOHHI>IMI/I pecypcaMu u 6azaMu JaHHBIX I1IO
MMPOBCACHUIO aTTCCTAIUN

Bectn yuer u perucrpanmio JOKYMEHTOB B HH(POPMAIIMOHHBIX
CUCTEMaxX Y Ha MAaTEpUAIbHBIX HOCUTENAX

Opranu3oBbIBaTh ~XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU TPYZI0OBOTO, apXHUBHOTO 3aKOHO/IATEJILCTBA
Poccuiickoit @enepanuu v T0KaIbHBIMU JOKYMEHTaMU OpTaHU3aI[uu

[IpousBoauTh  mHpenBapUTENbHbIE  3aKyNMOYHbIE MPOLEAYpHl U
oopMIISTE  COMYTCTBYIONIYIO JOKYMEHTAIMIO IO 3aKIIOYCHHIO
JIOTOBOPOB

Co0umo1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

H€O6XOHI/IMI>I€ 3HaHUuA HOp?IlIOK W TCXHOJIOTHA ITPOBCACHUA aTTCCTAllUN

TexHOIOTHH ¥ METOJBI ONPEACIICHUS U OICHKH MPOodecCHOHATBHBIX
3HaHUH, YMEHU U KOMIIETEHLINI

Cuctembl, MeTolbl M (OPMBI MaTEpUAILHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUs TPy/la IEpCOHAIIA

TexHonoruu 1 MeTo 161 GOPMHUPOBAHUS U KOHTPOJIS OFO/IKETOB
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TexHonornu, MeTOApl M METOAMKM IPOBEJACHUS aHAIW3a U
CHCTEMaTH3alu1 TIOKyMEHTOB U HHPOPMAITUT

OCHOBBI HpOHSBOI[CTBGHHOfI JACATCIIbHOCTH OpraHu3alnuu

OcHOBBI 00IIIEd M COLMAIBLHOM TICUXOJOTHH, COLMOJOTHH H
TICUXOJIOTHH TPyJa

[Topsimox mpoBeneHUs] 3aKyHOYHBIX MpoHexnyp ©u  OQpOpMIICHHS
COIIYTCTBYIOILIEH JTOKYMEHTALH

CrpykTypa OpraHu3allid M BaKaHTHbIE JOJDKHOCTH (mpodeccun,
CHELMATILHOCTH)

TpynoBoe 3akOHOAATENILCTBO M HMHBIC AaKThl, COACPIKAIIUE HOPMBI
TPYZOBOIO MIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMATHBHBIEC IIPABOBBIC
akTel Poccuiickori @enepanyu, B 4aCTH BEACHMS JTOKYMEHTALMM I10
IIEpPCOHAILY

3akoHonarenbcTBO Poccuiickoit  ®Denepanuui 0  NEPCOHAIBHBIX
JaHHBbIX

JlokanbHbIC HOPMATUBHBIC AKTbl OpraHu3alu, PperyJIupyromume
MOPAJ0K OLICHKHU IICpCOHAIa

[Topsaok 3aKiI0OUEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmbl aTukH neinoBoro oOieHust

bazoBeie  OCHOBBI ~ HMH()OPMATHKH, CTPYKTypHOE  ITOCTPOCHHE
MH(GOPMAILIMOHHBIX CUCTEM U OCOOEHHOCTU PabOTHI C HUMH

Jlpyrue XapakTepuCTHKU | -

3.3.3. TpynoBas pyHKIUS

AMUHUCTPUPOBAHKE MTPOLIECCOB U YpoBeHb
Haumenoanue | 1okyMeHTO000pOTa MPU MPOBEACHUU Koxg | C/03.6 |(nmomypoBenn) |6
OIICHKHU Y aTTECTAIlMU NIepCOHasIa KBaTM(DUKAITAH
[Tpoucxoxnenue 3aMCTBOBaHO
P o Opurunan X
Tpya0BOU (HYHKIUU U3 OpUrHHala
Kon PeructparnmonnbIit
OpHUTHHAJIA HOMED
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npo¢eCCHOHATHLHOTO
cTaHgapra

TpynoBeie nenicTBUs AHanu3 npoueccoB JOKYMEHTO0O0POTa, JOKAJIbHBIX JOKYMEHTOB 10
OLICHKE M aTTECTAllUU NIEPCOHAIIA

OpFaHI/ISaHI/IOHHOG COIIPOBOKIACHHUC MepOHpI/IHTI/Iﬁ II0  OLCHKC
IepcoHalia U €ro arreCrTaliuu

Odopmitenne nporiecca U pe3yJibTaTOB aTTECTAIMH MIEPCOHAIA

HNudopmupoBanme nmepcoHana o pe3ysibTarax OleHKN U aTTeCTaIlluu

[ToaroToBka NnpeUIOKEHUN IO PA3BUTHUIO NIEPCOHANIA 10 PE3yJIbTaTaM
OLICHKH

ConpoBokJieHHE [OrOBOPOB II0 OKA3aHUIO KOHCYJIBTAlMOHHBIX U
MH(POPMALMOHHBIX YCIIYT MO OIIEHKE U aTTECTAllMH IepCoHalIa

H606XOI[I/IMBIG YMCHUA OOecneunBaTh JAOKYMCHTAITUOHHOC  COIIPOBOXJACHUC OLCHKU U
aTTCCTalMU IICPCOHAJIA

OdopMisaTh JOKYMEHTHI 10 BOIpPOCAM OICHKH U aTTeCTalluu
MepcoHaja, TMPEIOCTaBIsIeMble B TOCYJapCTBEHHBIC  OpraHbI,
npodecCHoHaIbHbIE COI3bI U APYIHE MPEACTABUTEIbHBIC OpPTraHbI
paboOTHUKOB

AHaJ'II/ISI/IpOBaTL mpaBujia, HOpoHeaAypbl MW TMOPAAKU MPOBCACHUSA
OLCHKHU U aTTECTAllUU IICPCOHAJIa

Bectn yuer u perucrpanmio JOKYMEHTOB B HH(POPMAIIMOHHBIX
CUCTEMaxX Y Ha MaTEpUAIbHBIX HOCUTENAX

Opranu3oBbIBaTh  XpaHEHUE JOKYMEHTOB B COOTBETCTBUH C
TpeOOBaHUSIMU TPYAOBOTO 3aKOHOJATEIbCTBA Poccuiickoit
denepanyu U JOKATbHBIMA aKTAMU OPTaHU3aIII

Bectu ACJIOBYIO IIEPCIIUCKY

Paborare ¢ nHDOpMAIMOHHBIMH CHCTEMaMH M 0a3aMH IaHHBIX I10
BOIIPOCaM IIPOBEJEHUS OLEHKUM U aTTEeCTAlMd IE€pPCOHaNa, BEIECHUIO
yuyeTa KaHAWAATOB HAa BaKaHTHbIE JOJDKHOCTH  (mpodeccuu,
CHELMATILHOCTH)

AHaJ'II/ISI/IpOBaTL HAOKYMCHTBI W  IICPCHOCUTH I/IH(bOpMaI_II/II-O B
I/IH(1)OpMaI_II/IOHHI>Ie CHCTEMEBI B 0a3bl JaHHBIX

Co0umo1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS
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Heo0xonumbie 3HaHUS [Mopsimox odopmieHus, BeAEHUS € XpaHEHHS JOKYMEHTAIUH,
CBA3aHHOM C IPOBEJCHUEM OLICHKH U aTTECTalluy IIEpCOHAIIA

[Topsimox ¢dopMupoBaHus, BeleHUs OaHKa JAaHHBIX O TIIEpcoHAle
OpraHM3alNH U MPEIOCTaBICHUSI OTYETHOCTH

[Topsimox mpoBeneHUs 3aKyHOYHBIX MpoHexyp ©u  OQOpMIICHHS
CONYTCTBYIOIIEH JOKYMEHTAIUU

[lopsmox  odopmieHHuss  JAOKYMEHTOB,  MPEIOCTaBISEMBIX B
rOCy/IapCTBCHHBIC OpPTaHbl, MPOo(ecCHOHANBHBIC COIO3BI H ApPYyrue
MIpPe/ICTaBUTENbHBIE OPraHbl pAOOTHUKOB

OCHOBBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAIUOHHOI'O obecneyeHus

CrpykTypa OpraHu3allMd M BaKaHTHbIE JOJDKHOCTH (mpodeccun,
CHELMATILHOCTH)

TpynoBoe 3akOHOAATENILCTBO W HMHBIC AaKThI, COJACPIKAIIUE HOPMBI
TPYZOBOIO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMATHUBHBIE IPABOBBIE
akTel Poccuiickor @enepanuu, B 4aCTH BEICHMS JTOKYMEHTALMM I10
IIEpPCOHAILY

3akoHogarenscTBO Poccuiickoit  ®Denepanyui 0  NEPCOHAIBHBIX
JaHHBbIX

TexHomoruu, MeTOABI W METOAUKHM IIPOBEICHUsS aHAIM3a U
CHCTEMaTH3alu1 IOKyMEHTOB U HHPOPMAaITUN

JlokanpHble HOPMAaTHBHBIE AaKThl OpraHU3alMM, PEryJUPYIOLIUE
MOPSAOK OLIEHKH M aTTECTALMU IIEpCoHaa

[Topsanox 3aKTt0YeHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIIICHUS

bazoBeile  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IIOCTPOCHUE
MH(POPMALMOHHBIX CHCTEM B 0COOEHHOCTH pabOTHl C HUMHU

Jlpyrue XapakTepuCTHKU | -

3.4. OGo0uieHHas Tpya0Basi GyHKIIHS

HaunmenoBanu |JlesTenbHOCTD MO PAa3BUTHIO MTEPCOHANA Kox D YpoBeHb
e KBaTM(UKAITIH
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IIpoucxoxaeHue
. . 3aMMCTBOBaHO
00o0menHoU TpynoBoit  |Opurmaan X
U3 OpUTMHAaJa
byHKIIUN
Kon Perucrpanuonnsii
OpUTHHAJIA HOMED
npoheccuoHaIbHOTO
CTaHjaapTa
Bo3moxHbIE Crienuanyct mo pa3BUTHIO U 00YYEHHUIO TIepCOHaa
HAaMECHOBAHHS Crienanyct 1o pa3BUTHIO Kapbephl IEPCOHANA
noykHOCTel, mpodeccuit | CnenuanucT mo nepcoHany
Menemxep no nepcoHany
TpeboBanus Briciee oOpa3zoBanue
00pa30BaHUIO U JlononHuTenbHOE npodeccruonaabHoe 00pa3oBaHUe - TPOrPaMMBI
00y4YEeHHIO MOBBIIICHUS KBATM(UKAIIUH; TPOTPaMMBbI IPO(ECCHOHATBHOM

MEPETOATOTOBKY B 00JIaCTH OPraHU3allMOHHOTO 1
po(heCCHOHATBHOTO Pa3BUTHS IEpCOHAlIa

TpebGoBaHUs K OIBITY -
NPaKTUYECKON paboThI

Oco06ble ycnoBus -
JI0ITyCcKa K paboTte

Jlpyrue XapakTepuCcTHKHU |-

HOHOJ’IHI/ITGHBHHC XapaKTCPHUCTUKHU

HaumenoBanue nokymeHTa Kon HaumenoBanue 6a30B0i rpymnibl, JOIKHOCTH
(mpodeccun) MU CHEIUATBHOCTH

OK3 2412 CreunanucThl Mo KaapaM U npodoprueHTaIuN
3423 CrienuanucThbl KaIPOBBIX CIYKO U yUpexKIeHUN
3aHATOCTH
EKC - Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMMUCT IO TPYLy

22956 |HWHcnexkTop no Kajapam

3.4.1. TpynoBas ¢pyHKIHUS
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Opragu3anusa ¥ IPOBEIEHUE
MGI!) OIT H;{I;Hﬁ HOpaBBETI/HO 51 POBCHb
Hanmenosanue |\ PO P p . Kon | D/01.6 |(momypoBenn) |6
MTOCTPOCHHUIO MPO(DHECCHOHATBLHOM
KBaTM(UKAITIH
Kapbephl MepcoHasia
IIpoucxoxnenue 3auMCTBOBAHO
P o Opurunan X
TPYIOBOU (HYHKIIUK U3 OpUTHHAJIA
Kon Peructparnmonnsrit
OopUrvHasia HOMED
podeCCHOHAIBHOTO
CcTaHjapTa
TpynoBbie neicTBus AHanu3 CTPYKTYpHI, IJIAHOB U BaKAHCUN OpraHHU3aI[I1

AHanu3  ocoOeHHOcTel  paboThl HA  pa3jMyHBIX  ydacTKax
MIPOU3BOJICTBA U KOHKPETHBIX pabounx MecTax

HOHFOTOBKa IIPOCKTOB JOKYMCHTOB, OMpPCACIIAIOIINX IMOPAI0K
pa3BUTHS NEpCOHAla U IMOCTPOEHUS NMPO(ECCHOHAIBHOW Kapbepsl C
OLICHKOM 3aTpar

Pa3pabotka ninaHoB npodeccruoHalbHOM Kapbepbl paOOTHUKOB

dopmupoBaHUE KaJAPOBOTO pe3epBa

Opranuzanys MEpONpHATHH MO  Pa3BUTHIO M MOCTPOCHHIO
npodeCCHOHATBFHON Kapbephl IepcoHala

[ToxroroBka mpemIoKEeHUH 1O (QOPMUPOBAHUIO OrOPKETAa HA
OpraHu3allMl0 W MPOBEJACHHE MEPONPUATUNA [0 PA3BUTHIO U
MOCTPOEHHIO MPO(HECCHOHAILHON Kapbhephl TIEpCOHANA

Ananmn3 3 (HEeKTUBHOCTH MEpONPHUATHI MO Pa3BUTHIO IIEPCOHAIA,
MIOJIrOTOBKA MPEAJIOKEHUH 110 Pa3BUTHIO

HeobOxoaumele ymeHuss | AHaJIM3HpPOBaTh YpPOBEHb OOIIETO pa3BUTUS M NPOPECCHOHATBHON
KBaJTM(UKAIMH TIEpCOHATA

OnpenensTb KPaTKOCPOUHBIE U AOITOCPOYHBIE TOTPEOHOCTH Pa3BUTHUS
MepCcoHaNa U IOCTPOCHUS ero MpodecCHOHATBHON Kapbephl

Onpenensite  KpuTepud  (GOPMHPOBAHUS  KaJpOBOTO  pe3epBa
OpraHu3anyuu

CocraBnsiTh ~ MHOMBHIyaJbHBIC IUIAHBl  KAphEPHOTO  Pa3BUTHS
nepcoHaa
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[IpuMeHATh TEXHOJOTMM ¥ METOJbl Pa3BUTHS IEpCcOHANIA U
MOCTPOCHHUSI MPO(PECCHOHATBHON Kapbephl

CocTaBisATh NPENJIOKEHUST U KOHTPOJIUPOBATh CTaThbU PAacxoJOB Ha
IIPOrPaMMBbl U MEPOIIPUATHUS IO PA3BUTHIO NIEPCOHANA U IIOCTPOCHUIO
npodeccHOHATEHOM Kapbephl JUIS IIAHUPOBAHUS OFOKETOB

Omnpenenste 3G (HEKTUBHOCT, MEPONPUITUNA O PA3BUTHUIO IEpcoHAaa
Y TIOCTPOCHUIO MPOo(ecCHoHabHOMN Kapbephl

PaGorars ¢ mHDOpPMAIMOHHBIMH CHCTEMaMHU W 0a3aMu JaHHBIX TI0
MIEPCOHATTY

Co0mroaTh HOPMBI ATHKH JCJIIOBOT'O OOIICHHS

HeobOxoaumeble 3HaHUS Cucrema,  cmocoObl,  METOABI,  HMHCTPYMEHTHl  IOCTPOCHHS
npoeCCHOHATLHON Kapbephl

MeTopl OnpeeNicHUsT U OICHKH JIMYHOCTHBIX U MPO(dhecCHOHATBHBIX
KOMIIETEHIINH

Cuctembl, MeToapl u (HOpPMBI MATEpHAIBLHOTO U HEMATEPHAIBLHOTO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu, MeTo 6l HOPMHUPOBAHUSI 1 KOHTPOJIS OFOIKETOB

TexHomornu, MeTOABI W METOAUMKU IPOBEAEHUA aHaau3a U
CHCTEMaTH3allu1 JJOKyMEHTOB U MHPOpPMaLIUU

OcHoBBI IPO(ECCUOHATTLHOW OPUEHTAITUN

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO 00eCTIeYeHHUS

OcHOBEI HpOHSBOI{CTBeHHOﬁ ACATCIIBHOCTH OpraHu3alnun

OcHOBBl OOILIEH H COLUAIBHOM IICUXOJIOTHH, COLIMOJIOTHH U
MICUXOJIOTUH TPyJa

CrtpykTypa OpraHM3allid W BaKaHTHBIE JOJDKHOCTH (mpodeccud,
CHELMAIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThl, COAEP)KAILIME HOPMBI
TPYZOBOIO ITpaBa

3axoHogarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX TaHHBIX

JlokanbHblE HOPMATUBHBIE aKThl OPraHU3allU{, PEryIHpYIOIIHe
MOPSAIOK Pa3BUTHS U TOCTPOCHUS NPO(HECCHOHATBFHOU Kapbhepbl
nepcoHaa
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[Topsok 3aKiIF0ueHHs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e10BOT0 O0IIeHus

bazoBeie  OCHOBBI ~ MH(POPMATUKH, CTPYKTypHOE  MOCTPOCHHE
MH(POPMALIMOHHBIX CHCTEM H 0COOEHHOCTH paboThl C HUMHU

Jlpyrue XapakTepuCTHKHU | -

3.4.2. TpynoBas pyHKIUSA

Opranu3zanys o0ydeHus epcoHaia YpoBeHb
HaunmenoBanue Kox | D/02.6 |(nmomypoBenn) |6
KBaTM(DUKAITAH
[Tpoucxoxnenue 3aMCTBOBaHO
P o Opurunan X
TPYIOBOU (HYHKIIUK U3 OpUTHHAJIA
Kon PeructparmonnsIit
OpUTHHAJA HOMEp
npo¢eCCHOHATHLHOTO
CTaHjaapTa
TpynoBbie neicTBus AHanu3  pelHKa 0Opa3oBaTeNbHBIX yCOyr U moTpeOHocTen

OpraHM3alK B 00y4eHHH IIepcoHaa

Pa3zpaboTka 1m1aHOB, METOJUYECKAX MATEPHAJIOB, YICOHBIX IUIAHOB H
pOrpamMM, MPOEKTOB JIOKAJIbHBIX AKTOB MO OOYYEHHUIO M DPa3BUTHUIO
IIEPCOHAJIA, BKIIIOYAs OLICHKY 3aTpar

Opranuzanys MepoNpHUsATHI TI0 00YISHHIO MTEPCOHATIA

[ToxroroBka mTpemIoKEeHUH 1O (OPMUPOBAHUIO OrOPKETAa HA
OpraHu3alfio o0y4eHus nepcoHaa

Ananus 3¢ (HeKTUBHOCTH MEPONPUATHH 110 00YUEHHUIO TIepcoHaa

HeoOxonumelie yMeHust | AHQJIM3UPOBAaTh M OIPENENATh MOTPEOHOCTH B OOYYEHHH TpPYIII
IIEPCOHAJIa B COOTBETCTBUH C LIEISAMHU OpraHU3auU

PazpaOaTbiBaTh IUIaHBI MOATOTOBKH, MEPENOATOTOBKM M MOBBIIICHUS
KBaJTM(HUKAIMN KaJpOB, y4eOHbIE TUIAHBI U TIPOTPAMMBI

AHanmu3upoBaTh PBIHOK 00pA30BATENbHBIX YCIYT U TOTOBUTH
MPEJI0KEHUS 10 ITOCTABIIUKAM YCIIyT
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OpraHn3oBbIBaTh 00yYarOIIe MEPOTIPHUITHS

CocTaBiATh M KOHTPOJUPOBAaTH CTaTbM pacxoJO0B Ha OO0y4yeHHUE
HepcoHaa /Ui INIaHWPOBaHUS OI0PKETOB

P33pa6aTBIBaTB 1 KOMIIJICKTOBATb y‘IC6HO—MeTOI[I/I‘leCKI/IC AOKYMCHTBI

[TpousBoauTh oLleHKY 2P (EKTUBHOCTH 00YUEeHHUSI TEpCOHaIa

[Ipou3BoauTh  TpeaBApUTENBHBIE  3aKYMOYHBIE  MPOLEAYPHl U
oopmieHre COMyTCTBYIOMIEH JOKYMEHTAlMKM 10 3aKIIOYCHHUIO
JIOTOBOPOB

PaGortarh ¢ WMHGOpPMAIIMOHHBIMH CHUCTEMaMHU W 0a3aMH JaHHBIX 10
HepCoHAITY

Pa3pabareiBaTh 1 0OPMIIATH JOKYMEHTHI 11O TIPOIECCaM OPTaHU3AINH
oOyueHus mepcoHalla U UX pe3yjibTaTam

CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

Heo0xonumbie 3HaHUS MeTtonapl, WHCTPYMEHTH HCCIENOBaHUA MOTPEOHOCTH B OOydYeHHH
epcoHaa

MeTtononorus oOydyeHus

TexHomornu, MeTOABI W METOAMKM IPOBEAEHUA aHalau3a U
CHCTEMaTH3allu1 JJOKyMEHTOB U MHPOpPMaLIuu

[Topsimox  pa3pabOTKKM TUIAHOB IOATOTOBKH, TICPEIIOATOTOBKH U
MOBBILICHUS KBATU(UKAIMU KaJpOB, Y4eOHBIX [JIAHOB U POrpaMM

Cuctembl, MeToAbl M (OpPMBI MaTEpHATBLHOIO U HEMaTepHaIbHOIO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu u METOAbI Q)OpMHpOBaHI/IH " KOHTPOJIA 6I-O,Z[)KCTOB

[Topsimox BeneHUs yuera U OTYETHOCTH MO MOATOTOBKE U MOBBIIIEHUIO
KBaJIM(DUKAIIMK TTIepcoHata

OCHOBBI JOKYMEHTOO0OPOTA U JOKYMEHTAIIHOHHOTO 00eCTIeYeHNUS

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIILHOCTU OpTraHrU3allnun

OcHOBBI O0mIEH ¥ COLMAIBHOM IICUXOJIOTUH, COIMOJOTHH U
IICUXOJIOTUH TPYJa

[lopsimox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
CONYTCTBYIOWIEH JOKYMEHTAUU
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CrpykTypa opranusaiuu

TpynoBoe 3aKOHOAATENBCTBO U HHBIE aKThl, COAEpXKallhe HOPMbI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @exnepanuu, B 4acTH BEACHUSA JTOKYMEHTALUU IO
TIepCOHAITY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun

OcHOBBI 3aKOHOAATENIbCTBA 00 00pazoBanuu Poccuiickoit deneparuu

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaNIbHBIX JAaHHBIX

JlokanbHbIE HOPMATHBHBIC AaKThl OPraHMU3allMH, PEryIUPYIOIINE
o0y4eHne nepcoHana

[Topsanox 3akit0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOT0 OOIICHUS

ba3zoBble  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOCHHOCTH pabOThl C HUMHU

Jlpyrue XxapakTepucTUKu |-

3.4.3. TpynoBas ¢pyHKIHS

Opranu3zanys aanTtanuy 1 CTaXKUPOBKH YpoBeHb
HaumenoBanwue | nepconana Kon | D/03.6 |(nmomypoBenn) |6
KBaTM(UKAITIH
[IpoucxoxaeHue 3aMMCTBOBaHO
P o Opurunan X
Tpya0BOU (HYHKIUU U3 OpUruHaa
Kon Perucrpanmonnsii
OpUTHHAJA HOMEp
npo¢eCCHOHATHLHOTO
CTaHjaapTa
TpynoBsie neiCTBHS AHanM3 yCHENmHBIX KOPHOPATUBHBIX NPAKTUK [0 OpTaHU3aAINH

aJlaritTalii U CTAXKUPOBKE IICpCOHAIIA

Pa3zpaboTka 1UIaHOB aJanTaluu, CTAXHUPOBKU MEPCOHANA C OLECHKOM
3aTpar
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Opranu3zanys MEpONIPUITHI IO aJanTallliK, CTAXKUPOBKE NIEpCOHAIIA

[logroroBka mpeUIOKEHUNH 110 COBEPIICHCTBOBAHUIO  CHCTEMBI
ajanTaluu, CTAXKUPOBKH MepcoHasa

[loarotoBka mpemioxkeHuit 1o QGopMUpOBaHUIO Oro[KeTa Ha
OpraHM3AIMIO a/IalTallii U CTAXXUPOBKU MIEpCOHAIA

Ananu3 >QQEeKTHBHOCTH MEPONPHUATHN MO aJanTalld U CTAKHPOBKE
IepcoHala

H606XOI[I/IMBIG YMCHUA OHpe,Z[eJ'IHTB I'pYIIIbI IEpCOHAJIA AJIA CTAXKUPOBKU U aallTalluA

OHpe,Z[eJ'IHTB pa6oqI/Ie MECTa JIA TIIPOBCACHUA CTAXKUPOBKHU U
azanranuy nepcoHaia

CoracoBEIBaTh MCPOIIPUATHUA ajarnTanuu u CTAXXUPOBKU C
BO3MOXHOCTAMHU IIPOU3BOJACTBA

HpOI/I?;BOI[I/ITI) aHaJIM3 W OLCHKY pPE3YyJIbTAaTOB aJalTaluu U
CTAXXHUPOBOK II€pCOHAIA

CocTaBiiTh MNpCIJIOKCHNUA W KOHTPOJIMPOBATL CTATBH PACXOJOB Ha
nporpaMmbl 1 MCPOIIPUATHUSA 110 aJallTalu U CTAXKUPOBKE IICpCOHATIA
AJI TUTAHUPOBAHUA 6IOLI)K€TOB

[TpousBoauTh oneHKY 3(H(PEKTUBHOCTH MEPONPUATUHN MO alaNTaluu U
CTaKHPOBKE MEepCoHala

BHenpsTh cHCTEMBI BOBJICYCHHUS DPAOOTHHKOB B KOPIIOPATUBHYIO
KyJIpTypYy

Hcnonb3oBath MHPOPMAIMOHHBIE CHCTEMbI W 0a3bl JAHHBIX IIO
HepCoHAITY

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS Meroapl aganTauy U CTAXKHPOBOK

TeXHOJ'IOl"I/II/I, MCTOAbBI KW  MCTOAUKHM IIPOBCACHHUA  aHAJIM3a U
CUCTCMATU3allu JOKYMCHTOB 1 I/IH(1)OpMaI_II/II/I

[Topsimok  pa3pa®OTKM IUIAHOB ajamnTallid IEepCcoHaja Ha HOBBIX
pabounx MecTax, TMOATOTOBKH, TEPENOATrOTOBKM U TOBBIIICHUS
KBTM(DHUKAIMH [TePCOHAIA U OPTaHU3AINH CTAKHUPOBOK

HOp?IHOK COCTaBJICHHUA CMCT 3aTparT Ha agalTalluio U CTaXXHUPOBKY
IIepcoHaIa

HOpHI[OK BCACHUA y4€Ta U OTYCTHOCTH II0 aJallTalluv U CTA)KUPOBKE
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nepcoHaa

Cuctembl, MeToapl u (HOpPMBI MATEpHAIBLHOTO W HEMATEPHAIBHOTO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu u METOAbI Q)OpMHpOBaHI/IH W KOHTPOJIA 6I-O,Z[)KCTOB

OCHOBBI TEXHOJIOTHH IpOU3BOJACTBA U ACATCIIbHOCTH OpraHu3allun

OcHOBBI OOILIEH M COLUAJBHOM IICUXOJIOTHH, COLIMOJIOTHH U
TICUXOJIOTHH TPyaa

CtpykTypa oOpraHu3aliid W BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CHEIUATLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThI, COAEP)KAILIME HOPMBI
TPYZOBOIO ITpaBa

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JAaHHBIX

JlokanbHble HOPMATUBHBIE aKThl OPraHU3allUU, PEryIHPYIOIIHe
a/IanTaluIo U CTAXKUPOBKY IEepCOHaa

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO 00eCTIeYeHHUS

[Topsiok 3aKiIF0UeHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e10BOTO O0IIeHUs

bazoBrie OCHOBBI I/IH(bOpMaTI/IKI/I, CTPYKTYPHOC IIOCTPOCHUC
HH(bOpMaHI/IOHHBIX CHCTEM M OCOOEHHOCTH pa6OTBI C HUMH

Jlpyrue XapakTepucTUKu | -

3.4.4. TpynoBas pyHKIUSA

AJIMUHUCTPUPOBAHHUE TIPOIIECCOB U Vposetp
OKYMEHTO000POTAa 10 Pa3BUTHIO U

Haumenosanue |7 o poTa 1o p Kox | D/04.6 |(nmomypoBenn) |6

npodeccnoHanbHOI Kapbepe, 00y4eHHIO,
KBaTU(DUKAITAH

aJanTaluy U CTAXKUPOBKE MIEpcoHaa

IIpoucxoxneHue 3anMCTBOBAaHO

P A Opurunan X
TPYIOBOU (QYHKIIUU U3 OpUTHHAJIA
Kon Peructparnmonnsrit
OpUTHHaja HOMED
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npo¢eCCHOHATHLHOTO
cTaHgapra

TpynoBbie neicTBUA

AHa3 1poleccoB, MPaBWI M MOPSAKOB OPraHU3alUH  IpH
MPOBEJICHUU MEPONPUATHA TIO0 pa3BUTHIO U TNPodhecCHOHATBHOM
Kapbepe, 00yueHHI0, aJjaTaliui U CTAKUPOBKE IepcoHala

JlokyMeHTaIMoHHOE O(OpPMIIEHHE PE3YJIbTaTOB MEPOIPHUATHH 10
pasBUTHIO U MPO(ECCHOHATFHONW Kapbepe, OOyueHUIO, aJanTalud |
CTaXXHPOBKE IepcoHalIa

[ToaroroBka MHAMBUIYATBHBIX NPEIJIOKEHUH HA OCHOBE PE3YJIbTAaTOB
MPOBEJCHUSI MEPONPUATUNA MO PA3BUTUI0O U MPOECCHOHATHHON
Kapbepe, 00yueHHIo, aJanTaiui U CTAKHUPOBKE ITepCoHalIa

[TonroroBka NOpEeMIOKEHH 1O  COBEPUICHCTBOBAHHID  CHCTEM
oOyuyeHus, aJanTallud U CTAXUPOBKHU, pPA3BUTUS U TOCTPOCHUS
podecCHOHATLHOM Kapbephl IIepCcoHaIa

ConpoBOXKJIEHUE JIOTOBOPOB 110 OKa3aHHIO KOHCYJIbTallUOHHBIX,
MH(OPMALMOHHBIX YCIYT, HEOOXOIUMBIX ISl IPOBEACHUS O0yUeHUs,
ajanrauuu u CTaXUPOBOK, pa3BUTHUsA " MOCTPOCHUS
npodeccnoHanbHOM Kapbephl MepcoHana, BKIOYas MpeaBapuTeIbHbIe
MPOLEAYPHI IO UX 3AKIFOYEHUIO

BreimonHenue TpeOOBaHU 1O XPAHCHUIO HHPOPMAIMK O Pe3yIbTaTax
OOy4YeHHs, aJanTallid W CTOKUPOBKU, Pa3BUTUS U TOCTPOCHUS
npodeCcCHOHATBFHON Kapbephl IepcoHala

HeoOxonumeie ymeHust

OdopMisaTh TOKyMEHTHl 10 BOMpPOCAM MPOBEIEHUs OO0y4YeHUs,
ajlanTtanuu u CTaKHUPOBKH, pa3BUTUA u MIOCTPOCHUS
npodeCCHOHAPHON ~ Kaphepbl MEpCOHAaNa, MPEAOCTABISEMbIE B
rocy/lapCTBEHHbIE OpraHbl, Mpo(decCHOHAbHBIE COI3bl H JAPYTUe
MpeACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

OOecnieunBaTh  JTOKYMEHTAIIMOHHOE  COMPOBOXKICHHE  OOYYCHHS,
ajanTalMid U CTaKHUPOBOK, pa3BUTHS U I[OCTPOCHUS
npodecCHOHaIbHOM Kapbephl EpCoHaa

AHanu3upoBaTh NpaBWia, MPOLEAYPhl W TOPSAKH IPOBEICHUS
oOydeHUs, aJanTallid W CTAXHUPOBKH, PA3BUTUS W IOCTPOCHUS
npodeccnoHanbHOM Kapbephl EpcoHaIa

Opranu3oBbIBaTb ~ XpaHEHUE JIOKYMEHTOB B  COOTBETCTBHM  C
TpeOOBaHUSAMHU  3aKoHOnaTenbCcTBa  Poccuiickoit  denepanyu
JIOKAJIbHBIMHU aKTaMU OpraHU3aliu

AHaJ'II/ISI/IpOBaTL AOKYMCHTBI U  ICPCHOCHUTH I/IH(1)OpMaI_II/II-O B
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WH(OPMAIMOHHBIE CHCTEMBI M 0a3bl TaHHBIX

Bectn yder u peructpanmuio JOKYMEHTOB B HH(OPMAIIMOHHBIX
CUCTEMax U Ha MATEPUAJIbHBIX HOCUTEIAX

Pabortars ¢ nHGOpMALMOHHBIMM CHCTEMaMU W 0a3aMM JaHHBIX 10
BOIpocaM OO0ydYeHHus, aJanTalud W CTAXKUPOBKH, Ppa3BUTUA W
HOCTPOEHUsI MPOECCHOHATBHON Kaphephl MEpCOHala, BEACHUS ydeTa
KaH/MJIaTOB Ha BaKaHTHBIE JOJDKHOCTH (Ipodeccuu, CrieuaabHOCTH)

Bectu nenoByto nepenucky

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

Heo0xonumbie 3HaHUS [Topsimox  odopmiieHusi, BEACHUS W XpaHEHHsS JIOKYMEHTAIIHH,
CBSI3aHHOW C cHUCTEeMOM O0O0ydeHus, aJanTalud M CTaXKUPOBKH,
Pa3BUTHS U IOCTPOCHUS POPECCHOHATBHOIN Kapbephl epcoHaa

[Topsimox QopmupoBaHusi, BeieHUS OaHKa JaHHBIX O TIEpCOHAIE
OpraHu3alyM U NPEJOCTABICHHUS OTYETHOCTH

HopMaTtuBHbIE IpaBOBbIE aKThI, PETYJIUPYIOLIUE IIpaBa U 00S13aHHOCTU
rOCyJapCTBEHHBIX OpPraHOB W OpPraHU3alMM IO IPEAOCTABICHUIO
YYETHOM TOKyMEHTaluu

[Mopsimox ~ odopmileHHST ~ JOKYMEHTOB,  TNPEIOCTaBISEMBIX B
rOCYJIapCTBEHHBIE OPTaHbl U HHBIE OPraHU3alun

OCHOBBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAUMOHHOI'O obecneyeHus

[lopsmox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
CONYTCTBYIOWIEH JOKYMEHTAIUU

CtpykTypa oOpraHu3aliid W BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThI, COAEP)KAILIME HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit ®enepanuu, B 4acTH BEACHUSA JTOKYMEHTALUU IO
MepCoHAIy

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JaHHBIX

TexHomornu, MeTOABI W METOAUMKM IPOBEAEHUA aHalau3a U
CHCTEMaTH3allu1 JJOKyMEHTOB U MHPOpPMaLIuu
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JlokanpHblE HOpPMATUBHBIE aKThl OpraHU3ALMM, PETYIUPYIOLIHE
MOPSIOK  PAa3BUTHA M TOCTPOSHHS] TNPO(ECCHOHAIBHOW Kapbhepsl,
o0y4eHus, alanTallii U CTAXKUPOBKH IIEpCOHaIa

[Topsok 3aKiIF0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e10BOTO O0IIeHUS

bazoBeie  OCHOBBI ~ WMH(POPMATHUKH, CTPYKTypHOE  TIOCTPOCHHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMH

Jlpyrue XxapakTepuCTHKHU | -

3.5. O6o6mennas TpynoBast pyHKIUSA

HanmenoBanu | /lesTenpHOCTh IO OpraHu3aluy TpyAa U Kox E YpoBeHb 6
e OILIaTHI IEpCOHAIIA KBaJIM(DUKALIH
[IpoucxoxnaeHue
. . 3aMCTBOBaHO
000011IeHHOM TPYA0BOI Opurunan X
U3 OpUTHHAJIA
byHKITUN
Kon Peructparnmonnsrit
OpHUTHHAJIA HOMED
npoheccuoHaNBLHOTO
CcTaHjapTa

BosmosxHbIe Criennanuct Mo HOPMUPOBAHUIO U OIUIATE TPyAa
HAaUMEHOBAHWUS Crenuaiiuct 1o opraHu3aluy U oruiate Tpy/a
nomkHocTel, mpodeccuit | CnenuanucT no KOMIEHCAUSIM U JIbroTam

Criennanuct 1o nepcoHaity

Menemxep 1o nepcoHany
TpeboBanus k Briciiee o0pazoBanue
00pa30BaHUIO U JlononHuTenbHOE MpodeccuonaabHoe 00pa3oBaHUe - TPOrPaMMBI
00y4eHUIO npodeccHoHATEHOM MePEenorOTOBKY B 001aCTH YKOHOMHUKH,

HOPMHUPOBAHUS U OIIATHI TPYAQ, IPOTPAMMBI OBBIIICHUS

KBaTU(DUKAITAH
TpeOGoBaHUS K OIBITY -
MPAKTUIECKON pabOThI
Oco0bie ycroBus -
JI0ITyCcKa K paboTe
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Jlpyrue XxapakTepucTUKHu | -

JlononHUTENBbHBIE XapAKTEPUCTUKH

HaumenoBanwue nokymenra | Kon HaunmeHnoBaHue 6a30BO# IPyIIIIbI, JOKHOCTH
(mpodeccun) UM CeUaTbHOCTH

OK3 2412 CrienanmcThl 1Mo KaapaM U npodoprueHTanm

3aHATOCTH

3423 CrienanmmcThl KaIpoOBBIX CIYXKO U YUpexKICHUH

EKC - Nuxenep 1o HOpMUPOBAHUIO TPYAA

- TexHuk 1o Tpyny

- DKOHOMMUCT 110 TPYy

- Menemxep no nepcoHany

OKIIATP 27755 | DKOHOMMUCT IO TPYLy

22956 |Uucnektop mo kaapam

3.5.1. TpynoBas ¢pyHKIHsS

Opranuzanus Tpyzaa nepcoHaia VYpoBeHb
HaumenoBanwne Kon | E/02.6 |(nmomypoBenn) |6
KBaTM(UKAITIH
[Tpoucxoxnaenne 3auMCTBOBAaHO
P o Opurunan X
TPYAOBOH QYyHKIHH U3 OpUruHalIa
Kon Perucrpanmonnsii
OpUTHHAJIA HOMED
npo¢eCCHOHATHLHOTO
CTaHJapTa
TpynoBsie neiCTBHS AHanM3 YCHEIIHBIX KOPHOPATUBHBIX MPAKTHK [0 OpraHU3aluu

HOPMHPOBAHUA TpyAda IJid Pa3JIAYHbIX KaTeFOpI/Iﬁ nepcoHala,
oco0eHHOCTEH IMPON3BOACTBA U ACATCIIbHOCTU OpraHru3aln

HepcoHal

Pa3zpaboTka cHCTEMBI OpraHu3allMM TpyJda IepcoHala M IOpsAKa
HOPMHMPOBAHHUs TpyJa Ha paboyMx MecTaxX C OLIEHKOH 3arpar Ha
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BHenpenue cucteMbl opraHu3aluy Tpyda MepcoHana U KOHTPOJIS Haj
HOPMUPOBAHHUEM C OIPEAEICHUEM TPYAOEMKOCTH, HOPMaTHUBHOM
YHCIIEHHOCTH, TpauKOB padOT U yCIOBHI OILUIATHI TPY/1a IEpcoHala

Brisasinenune PE3CPBOB TMOBLIMICHUA IMMPOU3BOAUTCIIBHOCTU Tpyada H
KaueCTBa HOPMHPOBAHUA TpyHda, HIOATOTOBKaA HpGHJ’IO)KeHI/Iﬁ 10
HU3MCHCHUAM yc.]'IOBI/Iﬁ " OILIAaThI TpyAa NIEPpCOHAIA

[TonroroBka mpemnoxkeHuid 1O (HOpPMHPOBAHWIO OOJDKETa HA
OpraHu3alMIO TPyAa IepcoHana

Omnpenenenne 3¢ HeKTUBHOCTH PabOTHl CUCTEMBbl OpraHHU3aIluU Tpyia
1 HOPMUPOBAHUS TPy/la HAa pabouux MecTax

Heo6xonumele ymeHus BrenpATs MeTOAbI palliOHAIBHOM OpPraHU3aluu TpyAa

Pa3pa6aTI>IBaTI> I1JIaHbI OpraHn3alluOHHBIX n TEXHUYCCKUX
MepOHpI/IHTI/Iﬁ 110 TOBBIMICHUTO TPOU3BOAUTCIIbHOCTH TPYyda

AHanM3upoBaTh COCTOSHUE HOPMHUPOBAHHUS TPyAa, KauecTBO HOPM,
MoKa3areyeu no Tpyay

AHanu3upoBath 3(PQPEKTUBHOCTH PAOOTHl CHUCTEMBI OpraHHU3AIIU
TpyJa epcoHaga ¥ HOPMUPOBAHUS Tpy/Ja Ha pabodHnX MecTax

CocTaBnsiTh ¥ KOHTPOJMPOBATH CTaThU PACXOJOB HA OIUIATy TpyJa
IepcoHaa /i JIaHUPOBaHUS OI0JKETOB

PaGorares ¢ uHQOpPMALIMOHHBIMH CHUCTEMaMH U 0a3aMu JAaHHBIX IO
HOPMHUPOBAHHUIO U OIIaTe TpyJla IepcoHalia

PaspabarpiBath u OQOPMIIATE JOKYMEHTBHI 110  HAIPABJICHUIO
NEeATEIbHOCTH

ColnrogaTh HOPMBI 3THKH JCJIOBOT'O OOIICHHS

H606XOI[I/IMBIG 3HaHUA MeTtoabl yuc€Ta U aHajin3a rokasareJjieii 1mo TpyAy U OIlIaTC Tpyda

MGTOIH)I OIpCaAciICHus, OLCHKMW W CpPaBHCHUA HpOI/I?;BOIlCTBeHHOI\/JI
HHTCHCHUBHOCTHU U HAIIPS)KCHHOCTHU Tpyaa

MeTo 11 HOpMUPOBAHUS TPy

MG)KOTpaCJ'IeBHe " OTPACJICBBIC HOPMATUBBI TPYAOBBIX 3aTPaT

CoBpemeHHbIE dbopMbI, CUCTEMBbI OTLIIATHI u yuera
IIPOM3BOUTENILHOCTH TpYZa epcoHaja

Cuctembl, MeTonsl ¥ (OPMBI MaTEPUAIBLHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUA TPy/a IIepCOHAlIa
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TexHonoruu 1 MeTo 161 GOPMHUPOBAHUS U KOHTPOJIS OFO/IKETOB

TexHonornu, MeTOABl M METOAMKM IPOBEJACHUS aHAIW3a U
CHCTEMaTH3alu1 JTOKyMEHTOB U HHPOPMAaITUN

OCHOBBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAUUOHHOI'O obecnieyeHus

[lopsimok  tapudpukanmm  paboTr u  paboyMx, YCTAHOBJICHUS
TOJDKHOCTHBIX OKJIAZIOB, JIOTIAT, Hag0aBOK M K0d()HIMEHTOB K
3apabOTHOI TUIaTe, pacyeTa CTUMYIHUPYIOIIUX BBIILIAT

TapudHo-kBanmupUKaMOHHBIE CIHPABOYHHKHA paboT W mpodeccuid
pabounx W KBaTM(UKAMOHHBIE XAPAKTECPUCTUKH JTOJKHOCTEH

CIIy’Kallux

OCHOBBI TEXHOJIOTHH IMPOU3BOJCTBA U ACATCIIbHOCTH OpPraHmu3aluu

CrpykTypa OpraHu3allMd M BaKaHTHbIE JOJDKHOCTH (mpodeccun,
CHELIMAIILHOCTH)

Ka,[[pOBaH IIOJIMTHUKA U CTPATCI'HA OpraHru3aliun

OKOHOMHKA Tpyda

OcHOBBI 00IIIEd M COLMAIBLHOM TICUXOJOTHH, COLMOJOTHH H
TICUXOJIOTHH TPyaa

TpynoBoe 3akOHOAATENCTBO W HMHBIC aKThl, COJACPIKAIIUE HOPMBI
TPYZOBOIO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATENbCTBA M HOPMATHBHBIC IIPABOBBIC
akTel Poccuiickorn @enepanuu, B 4aCTH BEICHMS JTOKYMEHTALMM I10
IIEpPCOHAILY

OcHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu

3akoHogarenscTBO Poccuiickoit  ®Denepanuui 0  NEPCOHAIBHBIX
JaHHBbIX

JlokanbHbIC HOPMATUBHBIC aKTbl OpraHu3alu, peryJIupyromume
MOpALOK OpraHU3alvu Tpyaa 1 HOPMUPOBAHUS IIEPCOHATIA

[Topsaok 3aKiI0UEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TukH neinoBoro oOieHust

bazoBeie  OCHOBBI ~ MH()OPMATHKH, CTPYKTypHOE  ITOCTPOCHHE
MH(GOPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOTHI C HUMH

Jlpyrue XapakTepuCTHKU | -
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3.5.2. TpynoBas pyHKIUSA

Opranuzanus oriaTsl TpyAa nepcoHana YpoBeHb
HaunmenoBanue Koxn | E/01.6 |(momypoBenn) |6
KBaTM(DUKAITHH
[Tpoucxoxnenue 3aMCTBOBaHO
P o Opurunan X

TPYIOBOU (HYHKIIUU U3 OpUTHHAJIA

Kon PeructparnmonHnsrit

OopuUrvHasia HOMED
npoheccuoHaNBHOTO
cTaHjapTa
TpynoBbie neicTBus AHanu3 yCHENIHBIX KOPIOPAaTUBHBIX MPAKTUK IO OpTraHU3alHH

CUCTEMBI OILJIaThl TPYy/1a IepcoHaa

Pa3paboTka cuctembl OIUIaThI Tpyia MepcoHaa

dopmupoBaHue IUIAHOBOTO Oro/pkera (OHIA OIUTATHl  TPYHA,
CTUMYJIUPYIOIINX U KOMITEHCAIIMOHHBIX BBITLIAT

Brenpenue cucteMbl oIiaThl Tpyaa nepcoHanta

HOHFOTOBK& HpelIHO)KeHI/Iﬁ M0 COBCPHICHCTBOBAHUIO CUCTCMbI OILIATBI
Tpylla mepcoHaia

HeoOxonumeie ymenust | CocTaBisiTh M KOHTPOJIMPOBATH CTaThU PAaCcXOJOB Ha OIUIATy TpyAa
MepcoHaa JIs IJIAaHUPOBAHUS OFOJKETOB U (DOHJIOB

[IpuMeHATh TEXHOJIOTMM MATEpUAJIbHONM MOTHBALMM B YIIPABICHUHU
[IEPCOHAIIOM

P33pa6aTBIBaTB KOHICIIOUIO ITOCTPOCHUA MOTHBAIIMOHHLBIX IIPOI'paMM
pa6OTHI/IKOB B COOTBCTCTBUHU C LCIIAMHU OpraHu3alun

AHaM3UPOBATh COBPEMEHHBIE CHCTEMBl OIUIATHI U MaTepPHAIBHOU
(MOHETapHOI ) MOTUBAIIUH TPY/a AJIs LeJel OpraHu3aliuu

AHanM3upoBaTh  ypOBEHb  OIUIATBI  TpPyAa  IEpCOHAla IO
COOTBETCTBYIOIIUM MPO(HECCHOHAIBHBIM KBATH(PHUKAIHIM

[TpoBOANTH MOHUTOPHUHT 3apabOTHOI IJIATHI HA PBIHKE TPYIa

AHan3upoBath dbopMbI MaTepUaIbHOTO CTUMYJIHPOBaHUS,
KOMIIEHCAIMI U JIbIOT B OILJIaTe TpyAa epcoHana
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PaGorars ¢ mHDOpPMAIMOHHBIMH CHCTEMaMU W 0a3aMu JaHHBIX TI0
oriate TpyJa rnepcoHaina

CocTaBiITh IMPOTHO3bI PA3BUTHS OIJIAThI TpyAda IIEpCOHAJIa

Co0mroaTh HOPMBI ATHKH JEJIIOBOT'O OOIICHHS

Heob6xonuMele 3HaHUS ®opMbI M CHCTEMBI 3apabOTHON IUIATBI, MOPSJAOK COCTABJIECHHUS
OIOIKETOB

Cuctembl, MeToapl u (HOPMBI MATEpHAIBLHOTO U HEMATEPHAIBLHOTO
CTUMYJIMPOBaHUA TPY/a [IepCOHAlIa

TexHoMOruK U METO/Abl (OPMUPOBAHUS M KOHTPOJS OFOJKETOB M
donI0B

[Mopsimox  Tapudukamuu  pabor ©  paboO4YMX, YCTAHOBICHUS
JOJDKHOCTHBIX  OKJIQJIOB, JIOILIAT, Hal0aBOK U KO3(P(PHUIIMEHTOB K
3apabOTHOM IJIaTe, pacyeTa CTUMYJIHUPYIOIIUX BBITLIAT

MeTtoabl OonpcaACICHUS YUCICHHOCTH pa6OTHI/IKOB

TapudHo-kBamM(PUKAMOHHBIE CHPABOYHUKH PabOT W mnpodeccuit
pabounx © KBAIM(UKALUOHHBIC XAPAKTEPUCTHKU JIOJDKHOCTEH
CITy>KaIuX

MeTtoabl yuceTa U aHaJin3a IoKa3aTejieH 1o Tpyay u 38.p8.60THOI>i j1aTe

TexHomoruu, MeTOABI W METOAUMKM MPOBEAEHUA aHaau3a U
CHCTEMaTH3allu1 JJOKyMEHTOB U MHPOpPMaLIuu

KaIlpOBaﬂ IMOJIMTHKA U CTPATCTHUA OpraHU3allun

CtpykTypa oOpraHu3aliid ¥ BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH)

TpynoBoe 3aKkOHOAATENBCTBO U HHBIE aKThl, COZAEpXKAllUe HOPMbI
TPYZOBOIO ITpaBa

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATeNbcTBa Poccuiickoit denepanun

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JAaHHBIX

JlokanbHble HOPMATUBHBIE aKThl OPraHU3allUU, PEryIHPYIOIIHe
oIIaTy TpyAa

OCHOBBI TEXHOJIOTHH IMPOMU3BOACTBA U ACATCIILHOCTU OpTraHrU3allnun

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO 00eCTIeYeHHUS
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[Topsok 3aKiIF0ueHHs 10TOBOPOB (KOHTPAKTOB)

OcHOBBI OOIICH ©  COIMAJIBHOM IICMXOJIOTHH, COLMOJIOTHU M
MICUXOJIOTUH TPyJa

Hopwmbl 3THKH 1e710BOTO OOIICHUS

bazoBble  OCHOBBI ~ MH(OPMATHUKH, CTPYKTypHOE  IOCTPOCHHUE
WH(POPMALMOHHBIX CHCTEM H 0COOEHHOCTH paboThl C HUMHU

Jlpyrue XxapakTepucTUKu | -

3.5.3. TpynoBas ¢pyHKIHUsS

AIMUHUCTPUPOBAHKE ITPOLIECCOB U YpoBeHb
HaumenoBanue | JOKyMeHTOOOOpOTA 11O BOIIPOCAM Kon | E/03.6 |(nmomypoBeHn) |6
OpraHM3alMy TpyZa U OIUIAaThI IEPCOHAa KBaJIM(UKALIIH
IIpoucxoxnenue 3aMMCTBOBaHO
P o Opurunan X
TpYAOBOH (hyHKIIMH U3 OpUTMHAaJIa
Kon Perucrpanmonnsii
OpUTMHajIa HOMeEp
npo¢eCCHOHATHLHOTO
CTaHzapTa
TpynoBeie nenicTBUs AHanu3 mpoueccoB JAOKYMEHTO00O0POTa, JIOKAJIbHBIX JOKYMEHTOB IIO

BOIIPpOCAaM OpraHu3alvu OIUIAThI U TPpyda MEpCOHAIa

O(bOpMJ'IeHI/Ie AOKYMCHTOB I10 BOIIPOCaM OIUIAThI U TpyAa IICPCOHAJIA

IToaroroska Hpe,I[J'IO)KeHI/Iﬁ 110 BOIIpOCAaM OIUIAThI U TpyJda IIEpCoOHAJIa

[ToaroroBka mpeayioKeHHUI 10 COBEPIICHCTBOBAHUIO CUCTEMBI OIUIATHI
Y OpraHM3aliy Tpyza nepcoHana

HOKYMGHTEIL[I/IOHHOG U OPraHru3aliMOHHOC COIIPOBOXACHUEC CHCTCMbI
OpraHu3alvi U OIUIATHI TpyJda IIE€pCOHAJa

[TonroroBka u 06paboTKa 3aMpPOCOB M YBEIOMJICHHN O paOOTHHKaxX B
TOCY/IapCTBEHHBIE OpTaHbl, MPO(PECCHOHAIBHBIE COIO3BI M JIPyrHe
MNpEACTABUTCIBHBIC OpTraHbl pa6OTHI/IKOB, II0 cucreMam OIlIaTbl U
OpraHM3alliH TPy/a epCcoHaa

COHpOBO)KI[eHI/IC AOroBOPOB IO OKA3aHHUK  KOHCYJIbTAIMOHHBIX,
I/IH(i)OpMaIII/IOHHI)IX YCIyr 11O CUCTCMaM OIUIAThI U OpraHu3alu Tpyaa
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nepcoHaia, BKJIrO4as npeaBapUuTCIIbHBLIC npoucaypsl 1o ux
3aKJIFOYCHUIO

H606XOI[I/IMBIG YMCHUA OOecnieunBaTh AOKYMCHTAITUOHHOC COIIPOBOXKICHUC MepOHpI/IHTI/Iﬁ 10
OIIaTC U OpraHU3aluvu Tpyaa nepCcoHalia

OdopmIIATh JOKYMEHTHI 110 BOIIPOCAM OIUIATHl M OpPTaHU3alHUU TPyHa
MepcoHajga, MPEIOCTaBIsIeMble B  TOCYJapPCTBEHHBIC  OPIaHblI,
npodecCHoHaIbHbIE COIO3bI M JPYyrHe MPEACTABUTEIbHBIC OPTaHbl
paboOTHUKOB

AHanu3upoBaTh HOPMATHBHBIE M METOJUYECKHE JOKYMEHTHI IO
BOIIPOCAaM OILIaThl M OPraHU3aluy TPpyAa IepcoHaia

Opranu3oBbIBaTh  XPaHEHHE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSAMU  3aKOHOJAATENbCcTBA  Poccmiickoit  denepauuu  H
JIOKAJbHBIMHU aKTaMU OpraHu3aIuu

Bectn yder um peructpanmuio JOKYMEHTOB B HH(OPMAIIMOHHBIX
CUCTEMax Y Ha MAaTEPUAIbHBIX HOCUTEIAX

PaGotath ¢ I/IH(bOpMaI_II/IOHHBIMI/I cHUCTeEMaMH M 0azaMu JaHHBIX II0
CUCTCMaM OIJIaThl 1 OpraHu3aliu Tpyaa IIepCoHaia

[lpou3BoANTH  TpEABApPHUTENBHBIE  3aKyNMOYHBIE  NPOLEAYPHl |
0(OpMIISITH  COMYTCTBYIOIIYIO JIOKYMEHTAIMIO TI0  3aKJIIOYEHHIO
JOTOBOPOB

Bectu ACJIOBYHO IIEPCIIHUCKY

Co0mroaTh HOPMBI ATHKH JCJIIOBOT'O OOIICHHS

H606XOI[I/IMBIG 3HaHUA HOpHI[OK O(i)OpMJ'IeHI/IH, BCACHUA W XpAaHCHUA HOOKYMCHTAllUU 110
CUCTCMaM OIJIaThl 1 OpraHu3aliu Tpyaa IIepCcoHaia

HopMaTuBHbIe IpaBOBbIE aKThI, PETYJIUPYIOLIUE IIpaBa U 00sI3aHHOCTU
rOCyJapCTBEHHBIX OpPraHOB U OpraHU3alMU [0 IPEJOCTABICHUIO
Y4ETHOU TOKYMEHTaLUH

TGXHOJIOFI/II/I, MCTOABI W  MCTOOAUKH MNPOBCACHHA aHalinu3a U
CUCTCMATHU3allu JOKYMCHTOB 1 I/IH(1)OpMaI_II/II/I

JlokanpHble HOpPMATHMBHBIE aKThl OpraHU3ALMM, PETYIUPYIOIIHE
IIOPSIAOK OILIAThI, OPraHU3alui U HOPMUPOBAHUS TPYJa

OCHOBBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAUUOHHOI'O obecneyeHus

[Topsimox dhopMupoBanus, BeJeHUsI OaHKa JNaHHBIX U MPEIOCTaBICHUS
OTUYETHOCTH 110 CUCTEMaM OILJIaThl U OpraHU3aluy TpyAa MepcoHaia
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TpynoBoe 3aKOHOAATENBCTBO U HHBIE aKThl, COAEpXKAllUe HOPMbI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIhCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @enepanuy, B 4acTH BEACHUS JTOKYMEHTALUU I10
MepCOHAITY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun

3akoHomarenbcTBo Poccuiickoit denepariuu o nepcoHaNIbHBIX JaHHBIX

[Topsanox 3akiIt0ueHUs 10TOBOPOB (KOHTPAKTOB)

[lopsimox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
CONYTCTBYIOWIEH JOKYMEHTAUU

Hopwmbl 3THKH 1e10BOTO O0IIeHUs

bazoBrie OCHOBBI I/IH(bOpMaTI/IKI/I, CTPYKTYpPHOC IIOCTPOCHUC
HH(bOpMaHI/IOHHBIX CHCTEM M OCOOEHHOCTH pa6OTBI C HUMH

Jlpyrue XxapakTepucTUKu | -

3.6. O6o6mennas TpynoBast pyHKIUSA

HaumenoBanu |/lesaTenbHOCTh IO OpraHU3aIUU Kon F YpoBeHb 6
e KOPIIOPAaTUBHOM COLIMATIbHOM MOJUTUKHU KBaJTM(DUKAITAH
[IpoucxoxneHue
. . 3aMMCTBOBaHO
00o0menHou TpynoBoit  |Opurmaan X
U3 OpUrHHala
byHKIIUN
Konx Perucrpanmonnsii
opuUrvHaia HOMeEp
npoheccCuoHaNBEHOTO
CTaHjaapTa
BozmoxHble CrenualiucT 1o COuMaIbHBIM ITporpaMmmamM
HauMEHOBaHUs Crennanuct 1o paboTe ¢ MpeIcTaBUTEIbHBIMU OPraHaMy PaOOTHHKOB
noykHOcTel, mpodeccuit | CnenuanucT mo KOpnopaTuBHON COIUANBHON MOTUTHKE
Crienuanuct 1o nepcoHaity
Menemxep 1o nepcoHany
TpeboBanus Bricmiee oOpazoBanue
00pa3oBaHMIO U JlonomHHUTENbHOE MTPO(ECCHOHATEHOE 00pa30BaHKE - IPOTPAMMBI
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00y4YEeHHIO poeCCHOHATFHOMN MEPETIOATOTOBKY M TPOTPAaMMBI ITOBBILICHHUS
KBaJTM(HUKAIMNA B 00JIACTH COLMATBHBIX IPOTPaMM

TpeOGoBaHUS K OIBITY -
MPaKTUIECKON pabOThI

Oco0bie ycrioBus -
J0ITyCcKa K paboTte

Jlpyrue XxapakTepuCTHKHU |-

JlononHUTENbHBIE XapAKTEPUCTUKH

HaumeHnoBanue nokymeHTa Kon HaumenoBanue 6a30Boii rpyInbl, JOTHKHOCTH
(mpodeccun) UM cnenuaiTbHOCTH

OK3 2412 CrienuanucThl Mo KaapaM U npodoprueHTaIII

3423 CrienmanucThl KaIpoBBIX CITYKO M yupexIeHUun
3aHATOCTH

EKC - Cnenuanuct 1o Kkaapam

- Menemxkep 1o nepcoHany

OKIIATP 27755 | DKOHOMMUCT IO TPYLy

22956 |HWHcnexkTop no Kajapam

OKCO - -

3.6.1. TpynoBas pyHKIUSA

Pa3zpaboTka KopriopaTUBHOM COIMATILHON YpoBeHb
HanmeHnoBaHME | TOJIUTUKH Kox | F/01.6 |(nmomypoBenn) |6
KBaTM(DUKAITAH
ITponcxoxaenne 3auMCTBOBaHO
P o Opurunan X
TpyaoBOU (HYHKIUU 13 OpUTHHAJIA
Kon PeructparmonnbIit
opuUrvHaia HOMED
podeCCHOHAIBHOTO
cTaHjapTa
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TpynoBeie nenicTBus AHaM3 YCHEIIHBIX KOPIOPAaTUBHBIX IIPAKTHUK 110 OpraHU3alUu
COLIMAIBHOIO  MAapTHEPCTBA, COLMAJIBHOM  OTBETCTBEHHOCTH U
COLIMAJIBHBIX IIPOrPaMM

PazpaboTka KOpIOpaTUBHBIX COLUAIBHBIX MPOTPAMM

PazpaboTtka cucteMsl BBITUIAT paOOTHUKAM COLMAIBHBIX JIIOT

Opranuzaius TEpPeroBOpoB C MPOPECCHOHATBHBIMU COO3aMU U
JIPYTrUMH NPEICTaBUTEIIbHBIMU opraHamu pabOTHHUKOB,
O6HI€CTB€HHI>IMI/I opraHusanusaMu, B3aHMOH€ﬁCTBH€ C
rOCYJapCTBCHHBIMH OpraHaMu

[ToaroroBka mnpemioxeHuit mo (GOpPMUPOBAHHUIO OIOIKETAa B YacTH
obecrnieueHrs KOPIIOPATUBHON COIUATBHON TTOJUTUKA

Heo6xoaumele ymeHust Onpenenstb 1eNeBble TPYIIbl IEpcOHaia Juisl  pa3paboTKu
CIeLMaTU3UPOBAHHBIX COLUAIBHBIX IPOrpaMM

JloBomuTh MHGOPMAIIMIO O COLMAIBHBIX IporpamMmax 10 IIEJIEeBBIX
TpyNIl MEepcoHalda C HCIOJIb30BAHHUEM HWHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaUH

OnpenensTb KpUTEPUU U YPOBHH YA0BIETBOPEHHOCTH IIEPCOHAIIA

Hcnons30BaTe MaTepUAIbHBIE U HEMATEPUAIbHBIE CUCTEMBI, METOJIbI
1 GOpPMBI MOTHBAILIMU B YIIPABICHUH IIEPCOHATIOM

Omnpenenstb 00bEMBbI CpPEACTB JJIs  peallu3allud  COIHAJbHBIX
rapaHTHi, KOPIIOPATUBHBIX JBIOT U MHBIX JJIEMEHTOB KOPIOPATUBHBIX
COLIMAJILHBIX MPOTpamMM ISl GOPMUPOBAHUS OIOIKETOB

CocTaBiATh M KOHTPOJUPOBATb CTAaTbU PACXOJOB HA COLMAJIbHBIC
IIPOrpaMMBbl JUIsl IJIAHUPOBAHUS OFO/1)KETOB

[Ipon3BoguTe NpeaBapUTEIbHBIE  3aKyIOYHBIE INPOLEAYPHl U
oopmieHHe COMYTCTBYIOUIEH JOKYMEHTAallUM 110 3aKJIIOUYCHHIO
JOTOBOPOB

Co0imo1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

H606XOI[I/IMBIG 3HaHUA HOpHI[OK n MCTOJbI p8.3pa6OTKI/I IUIAaHOB M IIpOorpaMm COLOHAJIbHOI'O
Pa3BUTHA OpraHu3aluu

Metoapl  aHamM3a  BBIIOJHEHHS  CONUAIBHBIX  IPOTpaMM |
OTIpeIeJIEHUS] X SKOHOMUYECKOH 3(h(HheKTHBHOCTH

Cuctembl, MeTolbl M (OpPMBI MaTEpUAILHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUs TPy/la IEpCOHAIIA
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TexHonoruu 1 MeTo 161 GOPMHUPOBAHUS U KOHTPOJIS OFO/IKETOB

MeTOIH)I HpOBeHeHI/ISI COIIUOJIOTHUUYCCKHUX HCCHGHOBaHHﬁ, I/I3y‘~IeHI/I$I
00LIIECTBEHHOIO MHEHHUS

TCXHOJ'IOI‘I/II/I, MCTOAbBI MW  MCTOAWKH IIPOBCACHHUSA aHAIM3a U
CUCTCMATHU3allU JOKYMCHTOB U I/IH(1)OpMaI_II/II/I

[Topsimox mpoBeneHUs] 3aKyHOYHBIX MpoHexnyp ©u  OQpOpMIICHHS
COIIYTCTBYIOILIEH JTOKYMEHTALH

OCHOBBEI HpOHSBOI[CTBGHHOfI JACATCIIbHOCTH OpraHu3aluu

OcHOBBI 00IIE M COLMAIBLHOM IICUXOJOTHH, COLMOJOTHH H
TICUXOJIOTHH TPyaa

CrtpykTypa, 111, CTpaTerus U KaJpoBasi MOJIUTUKA OPraHU3alUN

pr,I[OBOG 3aKOHOAATCIIbCTBO M HHBIC AaKTbl, COACPIKAIIUC HOPMBI
TPYyHAOBOI'O IIpaBa

OcHOBBI HAJIOTOBOTI'0 3aKOHOaTeNbcTBa Poccuiickoit @eneparuun

HopmaTtuBHBIE  IHpaBOBBIE  aKThl, pEryJHpyKOIIuMe IpaBa U
0053aHHOCTH  TOCYAApPCTBEHHBIX  OpPraHoOB, HPOQECCHOHATBHBIX
COIO30B U JIPYTUX MPECTABUTEIBHBIX OPTaHOB PaOOTHUKOB

3akoHonarenbcTBO Poccuiickoit  ®Denepanuui 0 NEPCOHAIBHBIX
JAHHBIX

JlokasibHBIE HOPMATHMBHBIE AaKThl OpPraHU3allMM, PEryJUpYyIOLINe
MOPSTOK POPMUPOBAHUS COMUATLHON TTOJIUTUKA

OcHoBbl mpaBoBoro perynupoBanust Poccuiickoii Deneparuu
MOPSAIKA 3aKJIFOUEHUH I0TOBOPOB (KOHTPAKTOB)

Hopwmbl 3Tukn neinoBoro oOiieHust

bazoBeile  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IIOCTPOCHUE
MH(POPMALMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHl C HUMHU

Jlpyrue XapakTepuCTHKU | -

3.6.2. TpynoBas pyHKIUSA

Peanu3zanus kopropaTUBHOM COLIMATBHOM YpoBeHb
HaumMmeHoBaHME | HOJTUTUKU Kon F/02.6 |(momypoBeHb)
KBaTM(DUKAITAH
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IIpoucxoxaeHue
TPYAOBOH (hYHKIINH

3anMCTBOBAHO

Opurunan X
U3 OpUTHHAJIA

Kon Peructparnmonnsrit
OpUTHHaja HOMED
npo¢eCCHOHATHLHOTO
cTaHjapTa

TpynoBble neicTBus

BHeI[peHI/Ie KOPIIOPATUBHLIX COLIHAJIBHBLIX ITPpOI'paMM, B TOM YHCJIC II0
COI.IHEU'ILHOﬁ MMOAACPIKKE OTACIIBHBIX I'PYIIIL pa6OTHI/IKOB

Peanu3amusi cUCTEMBI COIMANBHBIX JIBIOT, BBILIAT PAOOTHUKAM C
ydeToM TpeboBaHui 3akoHoaTenbcTBa Poccuiickoit denepannu

OueHka ya0BJIETBOPEHHOCTH MEpCOHANa KOPIOPATUBHOM COLMAIBHOMN
HOJIUTUKOM

Onenka >(pGEKTUBHOCTH MEPONPUATHIA KOPIIOPATHBHON COIMAIBLHON
IIOJINTUKN

[ToaroroBka mNpeaIoKEHUW IO COBEPLICHCTBOBAHUIO MEPONPUITHI
KOPIIOPAaTUBHOM COIMAJIbHON MOJUTUKU

[lonrotoBka mpeanoxkeHudt 1o QopmupoBaHUIO OroKeTa Ha
pealin3aluio KOPIOPATUBHON COIMATbHON MOJMUTUKH U COIHAbHBIX
nporpamm

HeoOxonumbie ymeHus

PaccuutniBaTh 3aTpaTbl Ha  IPOBCACHUC  CIICHHUAJIU3HUPOBAHHBIX
CONUAJIbHBIX IIPpOrpaMm

[IpoBOIUTH MOHUTOPUHT YCHEHIHBIX KOPIOPATUBHBIX COLIMAIBHBIX
porpaMm

[IpoBoauTh MeponpuUsATHSA B COOTBETCTBUM C  KOPIOPATUBHOMU
COLIMAJILHOM TTOJIUTUKOU

Onpenensitb  Led€Bble  Ipynmbl  IEpcoHala i CO3JAHMUS
CHEIHATM3UPOBAHHBIX COI[UAIBHBIX MTPOrPaMM

OHpe,Z[eJ'IHTB KpUTCpUH U YPOBHU YJAOBJIICTBOPCHHOCTH IIEPCOHAJIA

Onpenensrtsb 3G HEKTHBHOCTD MEpPOIPUITHIA peanuzyemoit
KOPIIOPAaTUBHOM COIMAJIbHON MOJTUTUKU

OpFaHI/ISOBBIBaTL BSaHMOHeﬁCTBHe C TOCyAapCTBCHHbIMU OpraHaMW,
HpO(beCCI/IOHaJ'IBHBIMI/I CO03aMHU U APYIUMH IIPEACTABUTCIbHBIMHA
opraHamu pa6OTHI/IKOB, 06HI€CTB€HHI)IMI/I U MHBIMH OpraHHu3alusaIMHU IO
BOIIpOoCaM peain3aluun KOpHOpaTHBHOﬁ COHH&HLHOﬁ IIOJIMTHUKH
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AHaJII/I3I/IpOBaTI) PBIHOK yciayr 1o conraJiIbHbBIM n
CIICHUAIM3UPOBAHHBIM IIpOrpaMMaM COIII/I&JII;HOfI MMOAACPIKKU YJICHOB
LEJICBBIX I'PYHIT U TOTOBUTH ITPEIJIOKCHUA 110 UX MMOCTABHIUKAM

[Ipou3BoauTh  NpeABapUTENbHBIE  3aKyNOYHbIE  MIPOLEAYpbl U
oopMIIATE  CONMYTCTBYIOLIYIO JOKYMEHTAIMIO TI0  3aKIIOUYEHHIO
JIOTOBOPOB

Co0umro1aTh HOPMBI ITHKH JISTIOBOTO OOIICHUS

Heo0xonumbie 3HaHUS Bormpocs! ynpasieHus: COMaIbHBIM Pa3BUTHEM OpraHU3aLuN

Meroasl  aHanM3a  BBINOJHEHUS  KOPIMOPATUBHBIX  COLIMAIIBHBIX
MIPOrpaMM U OTpeAeNeHUS KX IKOHOMUYEeCKOM 3(h(PpeKTUBHOCTH

Cuctembl, MeTolpl, (OpMBI MaTepUaIbHOIO U HEMaTEepPHUAIbHOI'O
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

MGTOIH)I MMPOBCACHUA COLMOJIOTMYCCKUX HCCHGHOB&HHﬁ, HN3YUCHUA
O6H.I€CTB€HHOFO MHCHUA

TexHonornu, MeTOABI M METOAMKH IIPOBEACHMS aHaIu3a W
CHCTEMaTH3allUU JJOKyMEHTOB U MHPOpPMALIUU

HopmatuBHBIE IPaBOBBIE aKThl, pEryJIUpPYIOIIKE MpaBa U 00A3aHHOCTH
rOCYJapCTBEHHBIX OPIaHOB, MPO(ECCHOHAIBHBIX COK30B M JIPYTUX
MPEJCTaBUTEIBHBIX OPraHoB pPa0OTHUKOB MO  MPEIOCTABICHUIO
YYETHOM TOKyMEHTaluu

[Topsimox mpoBeneHWs 3aKyMOYHBIX MpoHeayp Hu  ohOpMIICHUS
COIIYTCTBYIOILIEH TOKYMEHTALH

CprKTypa, LHeJIu, CTPATCTUA U KaApOBaA IIOJIMTHUKA OpraHru3aliinu

OCHOBBEI HpOHSBOI[CTBGHHOfI ACATCIIbHOCTH OpraHu3alnuu

OcHOBBI 00OIIEH W COLMAJILHOM IICHXOJIOTHH, COLIMOJIOTHH U
TICUXOJIOTHH TPyaa

pr,Z[OBOC 3aKOHOAATCIIbCTBO KW HHBIC aKTbI, COACPIKAIIHNC HOPMBI
TPYHAOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA W HOPMATHBHBIE IIPABOBBIE
akTel Poccuiickoni ®enepanuy, B 4acTH BEICHMS JOKYMEHTALUH 110
IIEPCOHAILY

OcHOBBI HAJIOTOBOTr'0 3aKOHOaTeNbcTBa Poccuiickoil @eneparuun

3axoHogarenbcTBO Poccuiickoit denepaininy o nepcoHanbHbIX JaHHBIX
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JlokasibHBIE aKThl OpraHU3alMU, PETYJIUPYIOUIME MOPSAOK BHEAPEHUS
COLIMAJILHOM ITOJIUTUKA

[Topsanox 3aKTt0YeHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIIICHUS

bazoBble  OCHOBBI ~ WMH(POPMATHKH, CTPYKTypHOE  IIOCTPOCHHE
WH(POPMALIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMHU

Jpyrue xapakTepuCTUKU

3.6.3. TpynoBas ¢pyHKIHS

AIMUHUCTPUPOBAHKE ITPOLIECCOB U YpoBeHb
HaumenoBanue | JOKyMeHTOOOOpOTA 11O BOIIPOCAM Kon | F/03.6 |(nmomypoBenn) |6
KOPIOPaTUBHON COLIMATIbHON NOJIUTUKA KBaJIM(UKALIIH
IIpoucxoxnenue 3aMMCTBOBaHO
P o Opurunan X
TpYAOBOH (hyHKIIMH U3 OpUTMHAaJIa
Kon Perucrpanmonnsii
OpUTMHajIa HOMeEp
npo¢eCCHOHATHLHOTO
CTaHzapTa
TpynoBeie nenicTBUs AHanu3 mpoueccoB JAOKYMEHTO00O0POTa, JIOKAJIbHBIX JOKYMEHTOB IIO

BOIIpoCaM KOpHOpaTHBHOﬁ COHH&HBHOﬁ IIOJINTHUKHU

JlokyMeHTallMOHHOE  OQOpPMIIEHHE PpE3yNbTaTOB  KOPHOPATHBHOU
COLIMAJILHOM ITOJIMTUKA

IToaroroBka NpeyIOKEHUN 110 PA3BUTHIO KOPIIOPATUBHOM COLIMAIBHON
MIOJINTUKU

[TogroroBka pe3yiabTaTOB aHalW3a COOTBETCTBHS KOPHOPATUBHOU
COLIMAJILHOW TIOJIMTUKU TPEOOBAHMSIM 3aKOHOJATENhCTBA Poccuiickoi
®denepalyiv ¥ yCIOBHUSAM PhIHKA TPy/ia

JlokyMeHTauMoHHOE u OpraHU3alMOHHOE CONPOBOXKACHUE
MEPOIPUATHI KOPITOPATUBHOM COLMAIBHON TOJIUTUKHI

[ToaroroBka u 06paboTKa 3alpOCOB U YBEAOMJICHHH O pabOTHHKAX B
rOCy/IapCTBEHHBIC OpraHbl, MPO(EeCCHOHANBHBIC COI3BI H JPYTUe
MIPE/ICTaBUTENbHBIE OpraHbl PabOTHUKOB MO BOMPOCAM COLMATBHOU
MOJINTHKY B OTHOILIEHUHU TIEPCOHAJIA
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ConpoBokJieHHE JOrOBOPOB 10 OKA3aHUIO KOHCYJIbTALIMOHHBIX U
MHPOPMALIMOHHBIX ~ YCIYT TI0 MEPOIPHITUSM  KOPHOPATUBHOM
COLIMAJIbHOW IIOJUTHKH, BKJIKOYas MPENBAPUTENBHBIE INPOLIETYpPHI 10
UX 3aKII0YCHHUIO

HeoOxonumeie ymeHus OdopMIATh TOKYMEHTHI 1O BOIPOCAM KOPIOPATUBHOM COIMAIBHOMN
MOJIUTUKU,  TPEIOCTaBlIeMble B  TOCYIapCTBEHHBbIE  OpraHbl,
MpeACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

AHanu3upoBaTh MpaBWJIa, TMOPSAKH, MPOLEAYpPhl KOPHOPATHUBHOM
COLIMAJIbHOU MOJIUTUKU

OO0ecrieunBaTh AOKYMCHTAIMOHHOC  COITPOBOXACHUC COILTMAJIbHOM
IIOJIMTUKHK B OTHOIICHHUU IICPCOHAJIa

Opranu3oBbIBaTb ~ XpaHEHUE JIOKYMEHTOB B  COOTBETCTBHM C
TpeOOBaHUAMU aApXHUBHOTO 3aKOHOJIaTEIbCTBA Poccuiickoit
denepanuy 1 JIOKAIbHBIMUA aKTaMH OpraHU3aluu

[Ipou3BoauTh,  TpeaBapUTENbHBIE  3aKYMOYHBIE  MIPOLEAYPHl U
OoOopMIIATH  COMYTCTBYIOIIYIO JOKYMEHTALMIO TIO  3aKIIOYECHHUIO
JIOTOBOPOB

PaGotath ¢ I/IH(bOpMaI_[I/IOHHHMI/I cHUCcTeEMaMH M 0azaMu JaHHBIX II0
BOIIpocaM COIII/I%UII;HOIZ IMOJIMTUKHX B OTHOIICHHWHU IIE€PCOHATIA

Bectu Y4€T U PpETUCTpALUIO JOKYMCHTOB B I/IH(bOpMaI_[I/IOHHBIX
CUCTCMAX U Ha MAaTCPpUAJIbHBIX HOCUTCIIAX

Bectu nenoByto nepenucky

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

Heo0xonumbie 3HaHUS [Topsimox odopmieHus, BEACHHS M XpaHEHHsS JOKYMEHTAlUU IO
COLIMAJIbHOM ITOJINTUKE B OTHOIICHUH NIEPCOHAIIA

[Topsmox dhopmupoBanus, BeaeHUsI OaHKa JNaHHBIX U MPEIOCTaBICHUS
OTYETHOCTH II0 BOMPOCAM COLMAIBLHON TOJUTUKA B OTHOIICHUH
nepcoHaa

TexHomornu, MeTOABI W METOAMKM [POBEACHUA aHaau3a U
CHCTEMaTH3aluU JJOKyMEHTOB U HHPOpPMaLIUU

OCHOBBI ,I[OKYMGHTOO60pOTa U JOKYMCHTAUUOHHOI'O obecnieyeHus

[lopsmox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohopMIICHHS
COIYTCTBYIOIIEH JOKYMEHTAIMU

CtpykTypa oOpraHu3aliid W BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
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CHELMAIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U HHBIE aKThl, COAEpXKallhe HOPMbI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @exnepanuu, B 4acTH BEACHUSA JTOKYMEHTALUU IO
TIepCOHAITY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun

HopmatuBHbIE IpaBOBbIE aKThl, PETYJIUPYIOIIKE [IPaBa U 0053aHHOCTH
rOCYJapCTBEHHBIX OPraHoOB, MPO()ECCHOHAIBHBIX COIO30B M APYIHX
IPEJCTaBUTENIbHBIX OPraHoB pabOTHUKOB IO  IPEIOCTABJICHUIO
Y4ETHOU TOKYMEHTaLUH

3axoHogarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX

JlokanpHble HOpPMATHMBHBIE aKThl OpraHU3aLMM, PETYIUPYIOIIHE
MOPAJOK BHEIPEHHUS KOPIIOPATUBHOM COLMAJIBHOW TOJIUTHKH U
COLIMAJIBHBIX IIPOIPAMM

[Topsanox 3aki0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIICHUS

bazoBble  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOCHHOCTH pabOThl C HUMHU

Jlpyrue XxapakTepucTUKu | -

3.7. O6o0uieHHas Tpya0oBasi GyHKIIHS

HaumenoBanu |OmnepanmoHHOE yIIpaBiIeHUE IEPCOHAIOM Kon G YpoBeHb 7
e Y TIOZIpa3iesICHUEeM OpTraHu3aIlluu KBaJTM(DUKAITAH
IIpoucxoxaeHue
. . 3aMMCTBOBaHO
00o0menHou TpynoBoit  |Opurmaan X
U3 OpUruHaa
byHKIIUN
Kon Perucrpanmonnsii
OpUTHHAJA HOMEp
npo¢eCCHOHATHLHOTO
CTaHjaapTa
Bo3moxHbIE PykoBoauTeNb CTPYKTYPHOTO MOApa3ACICHUS
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HaVMEHOBAaHUsA HavanpHuK CTpyKTYypHOIO NOAPA3ACICHUS
JOJDKHOCTEH, Tpodeccnit

TpeboBanus Briciiee oOpazoBanue - CrieUaIuTET, MarucTpaTypa
00pa3oBaHMIO U JlonomHHUTENBHOE MTPO(EeCCHOHATEHOE 00pa30BaHKE - IPOTPAMMBI
00y4eHHIO npodecCHOHaIbHOM NEPEIOATOTOBKU B 00IaCTH YIIPABICHUS

IEpCOHAIOM, OIICPALUOHHOI'0 U TAKTUYCCKOI'O YIIPABJICHUA,
IIporpaMmabl IIOBBIIICHHA KBaJ'II/I(bI/IKaI_II/II/I B o0J1acTu YIIpaBJICHUA
IepCoOHAIOM, OIICPALUOHHOI'O U TAKTUYCCKOI'0 YIIpaBJICHUSA

TpeboBaHMs K ONBITY He meHnee st jieT B 061acTy yIpaBieHUs! IEPCOHATIOM
MIPaKTUYECKON pabOThI

Oco0bie ycroBus -
J0IyCKa K pabote

Jlpyrue XapakTepuCTHKHU | -

JlononHUTENbHBIE XapAKTEPUCTUKH

HanmeHnoBaHue 1OKyMeHTa Kon HaunmeHnoBanue 6a30B0#i IPyIIIbI, JOKHOCTH
(mpodeccun) UM cnenuaiIbHOCTH

OK3 1232 PykoBonuTenu noapasaeneHuit (ciy0) ynpaBieHus
KaJpaM¥ 1 TPYIOBBIMU OTHOIICHUSMHU

EKC - Havansauk otnena kaapoB

- HauanpHuk oTnena OpraHu3alri 1 OIUIAThI TPpyAda

- HauanpHuK OTHEIa TOATOTOBKHU KaapoB

- HauanpHMK OTHEIa COLIMAIbHOIO Pa3BUTHUA

- 3aBeayroniuil (Ha4aabHUK) OTACIOM KaJIpoB

OKIIATP 24063 |Menemxkep 1o MepcoHaTy

3.7.1. TpynoBas pyHKIUSA

PazpaboTtka cucteMsl oneparoHHOIO VYpoBeHb
HanmenoBanue | yripaBiieHUs IEpCOHAIOM U paOOTHI Kox | G/01.7 |(momypoBens) |7
CTPYKTYPHOTO I10O/Ipa3AeieHus KBaJIM(UKALIIH
IIpoucxoxneHue Opurunan X |3auMCTBOBaHO
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TPYAOBOH (DYHKINH U3 OpUTHHAJIA
Kon Perucrpanmonnsii
OpUTrMHaia HOMEp
npo¢ecCHOHATBLHOIO
CTa”mapTa
TpynoBeie nenicTBUs AHa3  yCHemHBIX KOPIOPAaTUBHBIX IIPaKTHK II0  BOIpOCaM
CTPATETMYECKOI0 M  ONEPATHBHOIO  YIIPABICHUsS  IEPCOHAIOM
OpraHu3aluu

IlocTaHOBKa oOmnepaTMBHBIX L€JI€M MO BOIPOCAM  YIIPABICHUSA
IIEPCOHAJIOM

Pa3pabotka mnmaHOB, mporpaMM H TPOLELyp B  YIpPaBICHUU
[IEPCOHAIOM

PazpaboTka mpeanioXeHWid 1O CTPYKType TMOApasAcieHHs H
NOTpeOHOCTH B IIEPCOHATIE

Pa3pabotka  mpemnoxeHuii MO~ OOECIEUEHUIO  MEPCOHAJIOM,
(GOpMHpPOBAHHIO CHCTEM OLEHKW, pPa3BUTHA, OIUIATHl  TpPyHa,
KOPIOPATUBHBIM COLMATIBHBIM IPOrpPaMMaM U COLIMAIbHON MOJIUTUKE

Pazpabotka nmpeioskeHuit o 3aTpatax u (HOPMUPOBAHHIO OIO/KETa HA
HepCcoHa

PazpaGoTka mnpemioKeHHH 1O  3aKIIOYEHHIO  JOTOBOPOB IO
YIPaBJICHUIO IIEPCOHAJIOM C IIOCTaBIIMKAMU YCIYI M IIPOBEICHHUE
IIPEABAPUTENIBHBIX IPOLELYP IO UX 3aKIIOYEHUIO

H606XOI[I/IMBIG YMCHUA OpFaHI/ISOBHBaTL pa60Ty IepCcoHajia CTPYKTYPHOI'O IOAPA3ACICHU A

OHpeHeHHTB 3alauu  NepCOHAaJIa CTPYKTYPHOTO MOAPA3ACIICHUA,
HUCXOs U3 IeNICH 1 CTPATCIrur OpraHu3anuu

Co3znaBaTh U ONUCHIBATH OPraHU3ALUOHHYIO CTPYKTYPY, LI€H, 3a1a4H,
(GYHKIMU CTPYKTYpPHOTO MOJIPa3/IeIeHuUs

HpI/IMCHHTB MCTOAbI YIIPABJICHUSA MCKIIMYHOCTHBIMU OTHOLICHUAMU,
q)OpMI/IpOBaHI/ISI KOMaHZ[, pa3BUTUA JIUACPCTBA W HCIIOJIHUTCIBHOCTH,
BbISIBJICHUS TAJIAHTOB, OIIPEACIICHUS YAOBJICTBOPCHHOCTU pa60T0171

Onpenensitb, aHAIU3UPOBAaTh, MOJEIHUPOBATb M  BBICTPAUBATh
BHYTPEHHUE KOMMYHUKAIUU IEpCOHAa

Pa3zpa0OaThiBaTh TPOCKTHBIC TIPEAJIOKEHHUSI M MEPOIPHATUS 10
a¢ddexTuBHOM paboTe mepcoHana
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BHenpsth cTpaTteruo 1no ynpasjieHUIO IEPCOHAIOM

CocTaBidTh, pPAacCUUTHIBATh, KOPPEKTUPOBATH M KOHTPOJIUPOBATH
CTaThU PACXOJOB Ha TEPCOHAN, pa3padaThiBaTh MPEAJIOKEHHS IO
3aTpaTaMm Ha mepcoHal it GopMHUpOBaHUS Or0KETa

[IpencraBisiTe HMHTEPECHl OpPraHU3allMd W BECTU IEPErOBOPHI €
npoecCHOHATLHBIMA  COFO3aMU M JIPYTUMHU  MPEACTABUTEIHLHBIMH
opranamMd paOOTHUKOB, B3aWMOJEWCTBOBATh C TOCYJAapPCTBEHHBIMU
OpraHu3alusIMu

AHaJ'II/ISI/IpOBaTL I/IH(1)OpMaI_II/II-O N0 mOoCTaBIIMKaM YCIYyI' B obnacTu
YHpaBJCHUA ITEPCOHAIIOM U 110 YCIIOBUAM 3aKJIIOYACMbBIX JOTOBOPOB

[Ipou3BoauTe  NpeaBapUTENbHBIE  3aKyIOYHBIE  INPOLUEAYPHl U
OoOopMIIATH  COMYTCTBYIOILYIO JIOKYMEHTALMIO IO  3aKIIOYEHUIO
JOTOBOPOB

PaGorars ¢ mHDOpPMAIMOHHBIMH CHCTEMaMU W 0a3aMu JaHHBIX TI0
BOIIPOCaM YIPABIICHHUSI IEPCOHATIOM

OpraHu3oBbIBaTh M MPOBOAMTH KOPIIOPATHBHBIE MEPONPHUSITHS C
HIEPCOHAIIOM

Co0mroaTh HOPMBI ATHKH JCJIOBOTO OOIICHHS

H606XOI[I/IMBIG 3HaHUA MGTOI[BI, CII0COOBI U HHCTPYMCHTBI YIIPABJICHUS IICPCOHAIIOM

I_IGJ'II/I, CTpaTerus pa3BuTUsg U Ou3HecC-IIIaH OpraHu3anmuun

ITonuTnka yHpaBJICHUA IIEPCOHAIOM OpraHu3alun

Meroapl aHanmM3a KOJMYECTBEHHOTO M KAayeCTBEHHOTO COCTaBa
nepcoHaa

Cuctembl cTaHmapToB Mo OW3Hec-mporeccaM, mpodeccusiM, HopMaM
TpyZaa

Cuctembl, MeToapl u (HOPMBI MATEPHAIBLHOTO U HEMATEPHAIBLHOTO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu 1 METOAbI Q)OpMHpOBaHI/IH W KOHTPOJIA 6I-O,Z[)KGTOB

[lopsimox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
CONYTCTBYIOWIEH JOKYMEHTAUU

OcHOBEI HpOHSBOI{CTBeHHOﬁ ACATCIIBHOCTH OpraHu3alun

OcHOBBI O0IIEH ¥ COLMAIBHOM IICUXOJIOTUH, COIMOJOTHH U
TICUXOJIOTHH TPYJa, SKOHOMHKH Tpy/ia, 0€30MacHbIX YCIOBHUM Tpyaa
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CrpykTypa opranusaiuu

TpynoBoe 3aKOHOAATENBCTBO M HUHBIE AKTHI, COJAEPXKALLIUE HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @exnepanuu, B 4acTH BEACHUSA JTOKYMEHTALUU IO
TIepCOHAITY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun

OcCHOBBI MUTPALIMOHHOTO 3aKoHOAaTeNnbcTBa Poccuiickoit deneparuu,
B YaCTH MPUBJICUCHUS U TPYIAOYCTPOMCTBA MHOCTPAHHBIX T'paKlIaH U
Ju1L 0€3 TpaKIaHCTBA

OCHOBBEI AJIMUHUCTPATUBHOI'O 3aKOHOaTCIbCTBA B obnacTu
YHpaBJCHUA IEPCOHAIIOM U OTBCTCTBCHHOCTHU JOJIZKHOCTHBIX JIUI]

3aKOHOJATEIBCTBO Poccuiickon denepannn 1o 3aIlnTe
NEPCOHAIbHBIX JAHHBIX

JlokannpHBIC HOPMATUBHBIC aKTbhl OpraHu3aluu B obOsacta YIIpaBJICHUA
HIEPCOHAIIOM

[Topsanox 3akit0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIICHUS

ba3zoBble  OCHOBBI ~ MH(OPMATHKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALIMOHHBIX CHCTEM H 0COOEHHOCTH paboThl C HUMHU

Jlpyrue XapakTepucTUKu | -

3.7.2. TpynoBas ¢pyHKIHUS

Peanuzanus onepanmoHHOTO yIpaBIeHUS YpoBeHb
HaumenoBanue | mepcoHanom U paboThl CTPYKTYPHOTO Kon | G/02.7 |(nmomypoBenn) |7

Mo/Ipa3IesieHus KBaJIM(DUKALIH
[Ipoucxoxaenue 3aMMCTBOBAaHO

P A Opurunan X
TPYIOBOU (HYHKIIUK U3 OpUTHUHAaJa
Kon Perucrpanmonnsii
OpUTHHAJA HOMEp
po¢eCCHOHATHLHOTO
CTaHjaapTa
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TpynoBeie nenicTBus [InanupoBaHue ACATEIBHOCTH OAPA3ACICHUS U IIEPCOHAIA

OnepatuBHOE yIpaBiieHUE IEPCOHAIOM MOPa3/IeICHHs OpraHu3aluu

Pacuer 3aTpaT mo mojapasiesieHHI0 M MOArOTOBKA MPEIJIOKEHUH s
bopmupoBaHus Or0KETA

Pa3paboTka cTaHAapTOB NEATEILHOCTH MOAPA3ICICHHUS U YHUDUKAIIHSI
MPOLIECCOB

[IpoBeneHue HHCTPYKTaXKa 0 OXpaHe TpyJa

[locraHoBka 3agau pabOTHUKAM CTPYKTYpPHOIO IOJpa3JelICHus,
OIpeJIeJIEHUE PECYPCOB JUIsl UX BBIMOJIHEHUS, KOHTPOJIb UCTIOIHEHUS

AHanu3 TIUTAaHOB W OTYETHOCTH TMOJYUHEHHBIX PaOOTHHKOB,
pa3paboTka MPEIJI0KEHU I no YIIYUYILICHUIO roKaszaresien
NeSTeNbHOCTH MOAPAa3ICICHUS

@®opMUPOBaHUE OTUETOB O PabOTE CTPYKTYPHOI'O MOAPA3AEICHUS

Heo6xonumele ymeHust OnpenensiTh 30HBI OTBETCTBEHHOCTH M A(PQPEKTHBHOCTH pPaOOTHI
IIEPCOHAJIa CTPYKTYPHOTO MOJAPA3JEICHUs, PacHpencisTh 3aladyd U
obecrieynBaTh ~ MaTepUAIbHO-TEXHUYECKHE  PEeCcypchl Ui HUX
HCIIOJTHEHUS

[IpuMeHsITh METOABI  ONEPATUBHOIO  YIPABJICHUS MEPCOHAIOM
OpraHu3alu

KoHTposmpoBaTe HUCHOJIHEHHE IIOPY4€HUM M 3a4ad, BHOCUTH
CBOCBPEMEHHBIE KOPPEKLUU B IIJIaHBl U 3a1a4U

Onpenensate mokazarenu d(pQexkTuBHOCTH PadOTHl  MepcoHana
[0/Ipa3IelIeHUs

VYhpaBnsaTe MOTHBalUMEd MEPCOHANA, €ro  BOBJICYEHHOCTBIO U
JUCLUILIMHON Tpya

CocTaBiaTh IUIaHBl JAESITEIBHOCTH CTPYKTYPHOTO TIOJpa3AeieHUs
OpraHu3alnyuu

CocTaByIATh, PACCYUTHIBATH, KOPPEKTUPOBATH M KOHTPOJIUPOBATH
CTaThbM PACXOJOB CTPYKTYPHOTO MOApa3aeieHus IS (HOpMHUPOBaHUS
OIOIKETOB

[Ipou3BoauTe aHaU3 TEKyLIEW ACATENbHOCTH  CTPYKTYPHOTO
MOJpa3/IeJICHUs] U BHEAPATH IPOLEAYPHI IO €€ ONTUMHU3ALUHI

HPGLICTaBJISITB HHTCPCChbl OpraHu3allii MW BCCTH IICPETOBOPBLI C
rocyaapCTBECHHbBIMHU OpraHaMu, HpO(beCCI/IOHaJ'IBHHMI/I COI03aMHM H
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OPYTUMU TPEICTaBUTENIbHBIMU OpraHaMu paOOTHHKOB IO BOIPOCaM
epcoHaa

Bectu [NeperoBoprel € IMOCTaBIIMKAMH  YCIyr' IIO0O  YCJIOBUSAM
3aKJII09aCMbIX 1OrOBOPOB

[Ipon3BoauTh  IpeaBapUTEIbHBIE  3aKyNOYHbIE  MIPOLEAYPHl U
OoOopMIIATH  COMYTCTBYIOIIYIO JOKYMEHTALMIO TIO  3aKIIOYECHHUIO
JIOTOBOPOB

[IpoBoauTH ayaUT pe3yabTaTOB pabOTHI C IEPCOHAIOM

PaGorars ¢ mHDOpPMAIMOHHBIMH CHCTEMaMHU W 0a3aMu JaHHBIX TI0
BOIIPOCaM YIIPABIICHHUSI IEPCOHATIOM

Co0mroaTh HOPMBI ATHKH JCJIIOBOT'O OOIICHHS

H606XOI[I/IMBIC 3HaHUA TeOpI/II/I yHrpapJICHUA IIEPCOHAJIOM U €TO0 MOTHBALlUU

Metoapl aHain3a BBIIONHEHHS IUIAHOB M 3a1ad, ONpEICNCHHs HX
HKOHOMHUYECKOH 3P (PEKTUBHOCTH

(DOpMBI 1 MCTOAbI OLICHKU IIEPCOHAJIA U PE3YJIBTATOB UX TPpyda

Texnonoruu OIICPAaTUBHOI'O YIIPABJICHUS IICPCOHAIIOM OpraHrU3alun

Cuctembl, MeToAbl M (OPMBI MaTEpUAIBLHOIO U HEMaTepHaIbHOIO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

TexHonoruu U MeToabl HOpPMUPOBAHUS U KOHTPOJIS OI0/HKETOB

Teopun 1 METOABI yIIPABICHUS PA3BUTHEM IIEPCOHANIA

OKOHOMHKA Tpyda

OpFaHI/ISaHI/IOHHO—I_HTaTHaH CTPYKTYypa OpraHu3aliuu

[lonutuka ympaBieHHs TEPCOHAIOM U COLUalIbHAas MOJUTHKA
OpraHu3alu

Hemnu, cTparerust pa3BuTHs 1 OU3HEC-TUIAH OPTraHU3aIud

MeToauky IJIaHUPOBAaHUS W IPOTHO3MPOBAHUS NOTPEOHOCTH B
IepcoHale

[Topsmox yperyiupoBaHus TPYJOBBIX CIIOPOB

TpebGoBaHus U MpaBuIIa IPOBEAEHUS ayJuTa padOThI ¢ IEPCOHAIOM

@OopMBI  COLMAJIBHOIO  IIAPTHEPCTBA W B3aUMOJCHCTBHS  C
npoeCCHOHATBHBIMU  COI03aMH M JIPYTMMH  TIPEJICTABUTEIbHBIMH
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opraHamMu pa6OTHI/IKOB, W UHBIMH OpraHu3alusIMn

[Mopsimox odopmileHHsT KaIpOBBIX JOKYMEHTOB W TIPHIAHUS UM
FOPUANYECKON CHIIBI

[lopsmox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
COIYTCTBYIOIIEH JOKYMEHTAIMN

TpynoBoe 3aKOHOIATENBCTBO U WHBIE aAKTHI, COJIEpPKAIME HOPMBI
TPYZOBOIO MpaBa

OCHOBBI apXMBHOT'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IIPABOBbLIE
akTel Poccuiickoit @enepanny, B 4aCTU BEICHHs JOKYMEHTALUU 110
IIEpCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbcTBa Poccuiickoit denepanun

OcCHOBBI MUTPALIMOHHOTO 3aKoHOAaTeNbcTBa Poccuiickoit deneparuu,
B YaCTH MPUBJICUCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX T'paKlIaH U
Ju1L 0€3 TpaKIaHCTBA

OcHOBEI AAMUHUCTPATUBHOI'O 3aKOHOAAaTCIIbCTBA B oOJractu
YHpaBJICHUA IEPCOHAIIOM U OTBCTCTBCHHOCTHU JOJIZKHOCTHBIX JIUI]

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JAaHHBIX

JloxanbHble HOPMATHBHBIC aKThl OPTaHM3AaLMU B YacTU YIPaBICHUS
HIEPCOHAIIOM

OcHoBBI TIpaBOBOTO perynaupoBanusi Poccuiickoit @eaepanuu mopsiika
3aKJIIOYEHUS TPAKIAHCKO-IIPAaBOBBIX IOTOBOPOB

Hopwmbl 3THKM 1e710BOTO OOIICHUS

bazoBble  OCHOBBI ~ MH(OPMATHUKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOEHHOCTH pabOThl C HUMHU

Jlpyrue XapakTepuCTHKHU |-

3.7.3. TpynoBas ¢pyHKIHS

AJIMAHHCTPHUPOBAHHE IIPOIECCOB U

())IK eHT0F2)6I:()) oTa 1o (I))néI aIl[MOHHOM YpOBEHb
Hanmenosanue | " ™ p pall y Kon | G/03.7 |(nmomypoBenn) |7

YIPaBJICHUIO IIEPCOHATIOM U paboTe

KBaTM(UKAITIH

CTPYKTYPHOTO MOpPa3/IeICHUS

IIpoucxoxaeHue Opurunan X |3auMCTBOBaHO
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TPYAOBOH (DYHKINH

U3 OpUTHHAJIA

Kon Perucrpanmonnsii
OpUTHHAaJa HOMED
npo¢ecCHOHATBLHOIO
CTaHJapTa

TpynoBbie nericTBUA

AHanu3 mpoueccoB JAOKYMEHTO00O0POTa, JIOKAJbHBIX JOKYMEHTOB IIO
BOIPOCAaM  OIEPALMOHHOTO YIPABICHUSA MEPCOHATIOM U  PabOTHI
CTPYKTYpHOTO TMOApa3JeleHus, OU3HEC-MPOLECCOB OpraHu3alluy,
YZIOBJIETBOPEHHOCTHU NIEPCOHAIIA

JIOKyMEeHTalMOHHOEe ~ OQOpMJICHHE  Pe3yJIbTaTOB  OINEPALUOHHOTO
VIIPaBJICHUSI TEPCOHATIOM M PabOThl CTPYKTYPHOTO MOJpPAa3/eICHUs,
pe3ysIbTaTOB ayAuTa paboThI C IEPCOHATIOM

[loaroroBka mnpemIoXKEHUH MO Pa3BUTHIO CUCTEM OIEPALMOHHOTO
yIpaBJICHUS MEPCOHATIOM M pabOThI CTPYKTYPHOTO MOAPA3ACIICHUS, 110
HEO0OXOIUMBIM KOPPEKTHPYIOIIUM U IPEBEHTUBHBIM MepaM

Pa3pa60TKa CUCTCMbI aHAJIW3a U KOHTPOJIA pa6OTBI nepcoHalia

KoHTposib, cpaBHEHHE M aHAIHM3 MPOIIECCOB B 00JIACTH ONEPATUBHOTO
yIpaBJeHUs MIEPCOHAJIOM, pe3yiabTaToOB YIPaBICHYECKUX
MEPOTIPUSITHH, onpeesieHne (akTOPOB, BHI3BIBAIOIIUX OTKJIOHEHUE OT
TJIAHOBBIX MOKa3aTelieh

[ToaroToBka W 00pabOTKAa 3alpOCOB, YBEIOMICHHUI, CBEICHHUH O
pabOTHUKAX B TOCYIapCTBEHHBIC OPraHbl, NPO()ECCHOHATIBHBIE COO3BI,
OOIIECTBEHHBIE OpPTraHU3alUN

ConpoBo)KJIeHHE  JIOTOBOPOB  OKa3aHUs YCIyr IO  BOIpOCaMm
OIEPAaTUBHOTO YIPABJIECHUS IEPCOHAIOM U paboTe CTPYKTYPHOIO
IIOAPA3ACIICHNs, BKIIOYAas IPEIBAPUTEIbHBIE IPOLEAYPHI IO HX
3aKJIIOYEHUIO

[ToaroroBka mpeaioxkeHnii Mo GOPMHUPOBAHHIO OFOJKETa Ha TICPCOHAI
OpraHu3aIuH

Brimonnenue TpeGoBaHUN MO XpaHEHUIO HHPOPMAIIMK O pe3ybTaTax
JEHCTBUS CUCTEM ONEPALMOHHOIO YIIPABJIEHUS IEPCOHATIOM U pabOThI
CTPYKTYPHOTO MOpPa3IeICHHUS

HeoOxonumelie ymeHus

KonTtponuposath MIPOLIECCHI yIpaBiIeHUs MEPCOHAIOM
MOAPA3ACIICHUNA, OMPENeIsITh HMX PE3yJbTaTUBHOCTh W BBISABISTH
(bakTOpbI OTKIIOHEHUH OT IJIAHOBBIX MAPaMETPOB

P33pa6aTBIBaTB [nporpamMmbl  JOCTHIKCHUA ueneﬁ H  OIICPATHUBHOI'O
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penieHus 3a1a4d noapasaeaeHuin

AHanu3upoBath, pa3pabarbiBaTh W OQOPMISTH JOKYMEHTHI IO
OIEPATUBHBIM IIPOLECCAM U UX pe3ylbTaTaM

[IpoBoauTh ayauT KaIpOBBIX MPOIECCOB, MPOIEnyp, OhOpMIICHHS
KaJIPOBBIX TOKYMEHTOB M IOKYMEHTOB IO YIPaBIECHUIO IEPCOHAIOM

KoHTponmpoBarh pacxooBaHuE OFOPKETOB Ha IEPCOHAI

OdopmiATh  TOKYMEHTBI 10  ONEpAlMOHHOMY  YIPaBIICHUIO
IIEPCOHAIOM U pabote CTPYKTYpPHOT'O I0/Ipa3ieiIeHus,
IIPEAOCTABIIIEMBIE B TOCYIAPCTBEHHBIC OpraHbl, IIPEICTABUTEIIbHBIC
OpraHbl paOOTHUKOB

OOecneunBaTh JAOKYMEHTAIlMOHHOE COIPOBOXKIACHHUE IO CHUCTEMaM
OIEPAIIMOHHOTO YIPABJICHUS MEPCOHAIOM M PabOTe CTPYKTYPHOTO
[0JIpa3/IeIeHus

OpraHu3oBbIBaTh ~ XpaHEHHWE JIOKYMEHTOB B  COOTBETCTBHH C
TpeOOBaHUSMU  TPYJOBOIO W  apXHMBHOTO  3aKOHOJATEIILCTBA
Poccutickoit ®deneparinu 1 JIOKATbHBIMU aKTaMH OpPTaHU3alluN

KOHTpOJII/IpOBaTB HCIIOJIHCHUC OJOTOBOPOB IMOCTAaBHIMKOB YCJIYI' I10
BOIIpOCaM IepcoHalia

HpOI/ISBOI[I/ITB 3aKYIIOYHBIC ITPOLCAYPHI, O(i)OpMJ'IHTB U aHAJIIN3HUPOBATDH
3aKYINOYHYKO JOKYMCHTAIIHUIO

[IpoBoauTh NEpPEroBOpsl U MPEACTABIATh MHTEPECHl OPraHU3alluU B
rOCYJapCTBEHHbIX OpraHax, Npo(ecCHOHAJIBHBIX COI03aX M APYrHX
IIPE/ICTaBUTENbHBIX OpraHax paOOTHUKOB 110 BOIIPOCAM I[I€pCOHANA

Bectu nenoByto nepenucky

Bectn yder u peructpanmuio JOKYMEHTOB B HH(OPMAIIMOHHBIX
CUCTEMax Y Ha MAaTEPUAIbHBIX HOCUTEIAX

PaGorares ¢ uHDOpMALMOHHBIMU cHUCTEMaMH U 0a3aMu JaHHBIX IO
[IEPCOHALYy M CUCTEMAaM OIIEPALlMOHHOTO YIPABJIEHUS MEPCOHAIOM U
paboTe CTPYKTYPHOTO MOApa3eICHUs

Co0rogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

HeoOxomumbie 3HaHUS MeTtoasl yrpaBiaeHHs pa3BUTHEM H 3(P(EKTHBHOCTHIO OPTaHU3AIINH,
METOJIbI aHAJIM3a BBIMIOJIHCHUS IJIAHOB M IPOTPAMM, OINPEACICHUS MX
AKOHOMUYECKOH 3 (HEKTUBHOCTH

MeTozbl OLIEHKH Pa0dOThI CTPYKTYPHBIX MMOAPA3ACICHUN, PE3yIbTaTOB
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Tpylla mepcoHaia

Metoapl mpoBeneHUs ayIuTa U KOHTPOJUIMHIA  ONEpPaTHUBHBIX
YIPaBJIEHYECKHUX IIPOLIECCOB

(DOpMBI n CHUCTCMBbI MaTCpHUAJIbHOI'O n HEMATCpUAJIbHOTI'O
CTUMYJIMPOBAaHUA TpyAa IICPCOHAIA

OcHOBEI JOKYMCHTAlITUOHHOT' O obecneueHust

[Topsimox odopmieHus, BEACHHS M XpaHEHHsS JOKYMEHTAlUU IO
CHUCTEMaM OIIEPALIMOHHOIO YIPABJIEHUS NEPCOHAIOM OpraHU3aluu U
paboTe CTPYKTYPHOTO MOApa3AeICHUs

[Topsimox opMupoBaHus, BeJieHUsI OaHKA JaHHBIX W MPEIOCTABICHUS
OTUYETHOCTH I10 CUCTEMaM OIEPAallMOHHOTO YIPABJICHUS MEPCOHATIOM U
paboTe CTPYKTYPHOTO MOApa3AeICHUs

HopMaTtuBHbIE IPaBOBbIE aKThI, PETYJIUPYIOLIUE IIpaBa U 00SI3aHHOCTU
rOCyJapCTBEHHBIX OpPraHOB U OpraHU3alMU [0 IPEJOCTABICHUIO
Y4ETHOU TOKYMEHTAlUH

[lopsimox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
COIYTCTBYIOIIEH JOKYMEHTAIMH

[lonuTtuka ympaBiieHHs TEPCOHAJIOM U COLMAJIbHAS  TOJIUTHKA
OpraHu3alu

OpFaHI/ISaHI/IOHHO—I_HTaTHaH CTPYKTYypa OpraHu3aliuu

I_IGJ'II/I H CTPATCruA pa3BUTHUA OPraHu3allun

busnec-nnan u 6H3HGC—HpOHeCCH OpraHu3anmuu

TpynoBoe 3aKOHOJIATENBCTBO M MHBIE aKThl, COAEP)KAILME HOPMBI
TPYZOBOIO ITpaBa

OCHOBBI apXHMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIC IPABOBHIC
akTel Poccuiickoit @enepanuu, B 4acTH BEACHUS JTOKYMEHTALUU IO
MepCoHAIy

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENIbCTBa Poccuiickoit denepanun

OcCHOBBI MUTPALIMOHHOTO 3aKoHOAaTeNbcTBa Poccuiickoit dexneparuu,
B YaCTH MPUBJICUCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX T'paKlIaH U
Ju1L 0€3 TpaKIaHCTBA

OCHOBBEI AJIMUHUCTPATUBHOI'O 3daKOHOaTCIbCTBA B obnacTu
YHpaBJCHUA IEPCOHAIIOM U OTBCTCTBCHHOCTHU JOJIPKHOCTHBIX JIUI]
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3axoHogarenbcTBO Poccuiickoit denepanny o nepcoHanbHbIX TaHHBIX

JlokanbHBIE HOPMATHUBHBIE JTOKYMEHTBHl OpPraHM3alldd B OOJIACTH
YIPaBJICHUS IEPCOHATIOM

[Topsanox 3akit0ueHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1e710BOTO OOIICHUS

bazoBble  OCHOBBI ~ MH(OPMATHUKH, CTPYKTypHOE  IOCTPOCHHUE
MH(POPMALMOHHBIX CHCTEM H 0COOEHHOCTH pabOThl C HUMHU

Jlpyrue XapakTepucTUKu | -

3.8. OGo0uieHHas Tpya0Basi GyHKIIHS

HaumenoBanu |Crpareruueckoe ynpaBieHHE Kox H YpoBeHb 7
e MIEPCOHAJIOM OpraHU3AINU KBaTM(DUKAITAH
IIpoucxoxneHue
N . 3aMMCTBOBaHO
000011IeHHOM TPYA0BOI Opurunan X
U3 OpUTHUHAJa
byHKIIUN
Kon Perucrpanmonnsii
OpUTHHaa HOMED
npo¢eCCHOHATHLHOTO
CTaHJapTa
Bo3moxHbIe Bune-npe3sueHT no ynpasieHuIo IEPCOHAIOM
HaUMEHOBaHMS JIMpeKTop 1o nepcoHary

JOJDKHOCTEH, ipodeccuii | IMpeKTOp MO yIpaBICHUIO IEPCOHATIOM
3aMecTUTENb I€HEPATIbHOTO JUPEKTOPA 110 YIIPABJICHUIO IEPCOHATIOM

TpeboBanus k Briciiee 00pa3oBaHue - CIEHUATIUTET, MAarkCTpaTypa
00pa3oBaHUIO U JlononHUTEIbHOE TPO(ECCHOHATBHOE 00Pa30BaHUE - TPOrPAMMBI
00y4YeHHIO npoeCCHOHATFHON TEPENOATOTOBKY B O0JIACTH YIIPABICHUS

MEPCOHAJIOM, CTPATErMYECKOr0 U ONEPALMOHHOTIO YIIPABIICHUS,
HSKOHOMHKH OPTaHU3aLNHU; IPOTPAMMBI MOBBIIICHUS KBATH()UKALIUY B
00J1aCTH yNpaBJIeHUs IEPCOHAIIOM, CTPATETHYECKOTO U
OIIEPALMOHHOIO yIIPaBJICHUS

Tpe6OBaHI/I${ K OIIBITY He MeHee st €T B 001acTH YyIpaBJICHUA IIEPCOHAIOM Ha
HpaKTquCKOﬁ pa6OTI>I PYKOBOJAIINUX NOJIZKHOCTAX

Oco0bie ycrioBus -
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JI0ITyCcKa K paboTe

Jlpyrue XxapakTepucTUKu | -

JlonoIHUTENbHBIE XapAKTEPUCTUKH

HaumeHoBaHue qOKyMeHTa Kon HanmenoBanue 6a30BO# rpyMIIbl, JOKHOCTH
(mpodeccun) mim crienuaIbHOCTH

OK3 1232 PykxoBonurenu noapasaeneHuit (ciy0) ynpaBieHus
KaJpaMH U TPYIOBbIMU OTHOLICHUSAMU

EKC - 3aMecTUTENb JUPEKTOpA 110 YIPABICHUIO IEPCOHATIOM

OKIILATP 24063 |Menenxep no nepcoHaiy

3.8.1. TpynoBas pyHKIUSA

Pa3zpaboTka cucTeMbl CTpaTernuecKoro YpoBeHb
HaumenoBanue | ynpaBlieHUsI IEPCOHAIOM OpTraHU3alUN Kox | H/01.7 |(nmomyposenn) |7
KBaTU(DUKAITAH
IIpoucxoxneHue 3auMCTBOBAHO
P . Opurunan X
Tpya0BOU (HYHKIUU 13 OpUTHHAJIA
Kon PeructparnmonnbIit
opuUruHasia HOMED
podeCCHOHAIBHOTO
CcTaHjapTa
TpynoBbie neicTBus AHanu3 yCHENIHBIX KOPIOPAaTUBHBIX MPAKTUK IO OpTraHU3alHH
CTPATETUYECKOTO yIpaBiICHUS MIEPCOHAIIOM OpraHu3aIu,
OpraHU3aIMOHHOTO MIPOCKTUPOBAHUS 51 B3aUMOJEHCTBUS
MOpa3IeJICHUI

IToctanoBka CTPATCTUUCCKUX ueneﬁ B YIIpABJICHUH ICPCOHAIIOM

Pa3paboTka KopropaTuBHOIN NOTUTHKH, TUIAHOB, IIPOTPaMM, MPOLIETYP
Y TEXHOJIOTHUI MO YIPABIECHUIO IEPCOHAIOM

PazpaboTka KOpHIOpaTUBHOW KyJIbTYPbl M COLMAIBHON IOJIUTHKH,
CHCTEM MOTHUBALMH, 3 PEKTUBHOCTH, OLICHKHU U PA3BUTHUS IIEpCOHANA

(DOpMI/IpOBaHI/Ie CHUCTCMBI OIUIAThI U OpraHuU3allkui Tpylda
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Pazpabotka OpraHU3alMOHHOU CTPYKTYPpBHI, IUIAHUPOBAaHUE
noTPeOHOCTH B MEPCOHAJIC OpPTraHU3aAINN

Pa3zpaGoTka mporpaMM, NPUHLMUIOB CTaHAAPTHU3ALMH, YHU(DUKALUY,
aBTOMaTHU3allMM IPOLIECCOB YIPABJICHUS MEPCOHAIOM M OE30IacHbBIX
YCIIOBUM Tpyaa

dopmupoBaHue 0I0PKeTa Ha MEPCOHAN, TEXHOJIOTUN ayAuTa paboThl C
MEPCOHAIIOM ¥ KOHTPOJUIMHTA

Heo6xonumele ymeHust PazpabaTbiBaTh CTpaTeruu U MOJUTUKU B YIIPABICHUN TIEPCOHATIOM

Co3znaBaTh U ONUCHIBATh OPraHU3ALUOHHYIO CTPYKTYPY, LI€NH, 3aJa4H,
(GYHKIMU CTPYKTYPHBIX MOAPA3EICHUN U TOJKHOCTHBIX JIULL

HpI/IMCHHTB MCTOAbI YIIPABJIICHUA MCKIIMYHOCTHBIMU OTHOLICHUAMU,
q)OpMI/IpOBaHI/ISI KOMaH[, pa3BUTUA JIUACPCTBA U HCIIOJIHUTCIBHOCTH,
BBISIBJICHUS TAJIAHTOB, OIIPEACIICHUS YAOBJICTBOPCHHOCTU pa60T0171

OHp CACIATH n AHAJIN3UPOBATH BHYTPCHHHUC KOMMYHUKAIIUH,
MOACIIMPOBATH MOBCACHUC IIEPCOHATIA

IIpencraBinsTh MHTEpPECHl OPraHU3aLMU B TOCYAAPCTBEHHBIX OpraHax,
BO B3aUMOJIEMCTBUU C MPO(COI3aMU, MUHBIMHU IPEICTABUTEIbHBIMU
opraHamu paOOTHHUKOB I10 BOIIPOCaM IEpCOHAIa

CocTaBnaTh, pacCUUTHIBATh, KOPPEKTUPOBATH M KOHTPOJIUPOBATH
CTaThH PacxoAoB OIOKETOB U (POHIOB HA IPOTPAMMBI U MEPOIIPUATHS
10 YIIPABJIEHUIO [IEPCOHAIIOM OpPTraHU3alUH

[lpoBoauTh ayAMT W KOHTPOJUIMHT B O0JacTH  yHpaBJICHUS
HIEPCOHAIIOM

Pa3pabateiBaTh KOPIOPATUBHEIE COITUATBHBIE TIPOTPAMMBI

Bectu mneperoBopsl IO BONPOCAaM COLUAIBHOIO IAPTHEPCTBA C
[IPEJCTaBUTEIIbHBIMUA OpraHaMH paOOTHUKOB

Pabortarh ¢ nMHGOpPMALMOHHBIMM CHCTEMaMU W 0a3aMM JaHHBIX 10
BOIIPOCaM YIIPABICHHS IEPCOHATIOM

OpraHu3oBbIBaTh MEPOIPHUATHS 1O OOECHEUYEHUIO BBIIOIHEHUS
TpeOOBaHUI OXpaHbl Tpyda B COOTBETCTBUM C JAEHCTBYIOLIUM
3aKoHOarenscTBOM Poccuiickori denepanvy U JIOKAIBHBIMU aKTaMH
OpraHu3aluu

Opranu3oBbIBaTh W TMPOBOJAUTH MEPOIPHUATHS C TIEPCOHATIIOM B
COOTBETCTBHUE C KOPIOPATUBHOM COLIMATILHON MTOJTUTUKOMN
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CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIICHHS

HeoOxomumbie 3HAHUS MeTtoasl yrpaBiaeHHs pa3BUTHEM H 3(P(EKTHBHOCTHIO OPTaHU3AINH,
aHaJIM3a BBITIOJHEHHUS IUIAHOB W TPOTpaMM, OIPEHCICHHS HUX
AKOHOMUYECKOH 3 (HEKTUBHOCTH

MeTozbl OLIEHKH PabOThl CTPYKTYPHBIX MOAPA3ACICHUN, PE3yIbTaTOB
TpyZJa IepcoHaia

Metoabl NPOBEACHUS AayJAMTOB, KOHTPOJUIMHTA YIIPABICHUECKUX
MPOLIECCOB

Mertoapl aHaaW3a KOJIMYECTBEHHOI'O M KAadyeCTBEHHOIO COCTaBa
IepcoHalIa

Cucrembl cTaHmapToB 1Mo Ou3Hec-mpoleccam, mpodeccusiM, HOPMbI
Tpyna

Cuctembl, MeToapl u (HOPMBI MATEpHAIBLHOTO U HEMATEPHAIBLHOTO
CTUMYJIMPOBAHUA TPY/a [IepCOHAlIA

Mertoapl aHamM3a COLMAIBHBIX MPOrpaMM M OIpPENENCHUs UuX
HKOHOMHUYECKOH 3P (HEKTUBHOCTH

TexHonorun U MeETOOBI Q)OpMHpOBaHI/IH U KOHTPOJIA 6I-O,Z[)KGTOB Ha
IepCcoHall

TpeOGoBanus OXpaHbl U OE30MMACHBIX YCIOBUH Tpy1a

HGJII/I, CTpaTerusa U KaJpoBas IOJUTHUKA OpraHru3alun

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIILHOCTU OpTraHHU3allnun

OcHOBEI COMOJIOTHH, ICUXOJIOTMHN U DKOHOMUKHU Tpyda

OCHOBBI YIpaBJICHUA COOUAJIBHBIM PAa3BUTUCM OpraHU3allun

MeTtoabl MMPOBCACHUA COLHUOJIOIHYCCKUX HCCJ’IGI[OB@.HH?I, HU3YUCHUA
O6H.[€CTB€HHOI‘O MHCHUA

CrtpykTypa opranusaiuu

TpymoBoe 3aKOHONATENHLCTBO M HWHBIE aKThI, COJEpXKAIME€ HOPMBI
TPYZOBOIO MpaBa

OCHOBBI apXHMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IIPABOBbLIE
akTel Poccuiickoit @enepanny, B 4aCTU BEICHHs JOKYMEHTALUU 110
IIEPCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun
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OcHOBBI MUTPAIIMOHHOTO 3aKOHOAaTenbcTBa Poccuiickoit denepanuu,
B YaCTHU NPUBJICUYCHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX I'PaKIaH U
nu1 6e3 rpaXkaaHcTBa

OcHOBEI AAMUHUCTPATUBHOI'O 3aKOHOAAaTCIIbCTBA B o0Jractu
YHpaBJCHUA IEPCOHAIIOM U OTBCTCTBCHHOCTHU JOJIKHOCTHBIX JIUI]

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JaHHBIX

JloxanbHble HOPMAaTUBHBIE aKThl OPraHU3aIlMK B 00JACTH yIPaBICHHUS
HIEPCOHAIIOM

[Topsaok 3aKiIF0ueHHs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1e10BOTO O0IIEeHUS

OcHOBBI HH)OPMATHKH, CTPYKTYPHOE TOCTPOCHHE WH(POPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

Jlpyrue XxapakTepucTUKu | -

3.8.2. TpynoBas pyHKIUSA

Peanu3anus cucteMbl CTpaTernyeckoro YpoBeHb
HaumeHnoBanue | ynpaBiieHUsl IEPCOHAIOM OpPTraHU3aluU Kox | H/02.7 |(momypoBens) |7
KBaTM(UKAITII
[Tpoucxoxnenue 3aMCTBOBaHO
P A Opurunan X
TPyA0BOU (HYHKIUU U3 OpUruHaa
Kon Peructparnmonnsrit
OopuUrvHazia HOMED
npoheccuoHaNBHOTO
cTaHjapTa
TpynoBbie nericTBUA [InanupoBanue JesATENBLHOCTH M pa3paboOTKa MEPOINPHUATUNA 110
YOPaBJICHUIO TMEPCOHAIOM JUIsl peaju3alli CTPATErHYEeCKUX IIesIeh
OpraHu3aru

Brenpenne noauTuk, 1aHoB, IPOrpaMm, MpoLeayp U TEXHOJIOIUH 10
YIPABJICHUIO IEPCOHAIOM

[TocTpoeHne OpraHu3alMOHHONW CTPYKTYPBl C YYETOM IIJIaHOBOM
MOTPEOHOCTH B TIEPCOHAIE H  B3aUMOJCHUCTBHS  CTPYKTYPHBIX
MoApa3AeIiCHU OpraHu3auu
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Buenpenune u noanepxkanue KOpIOPaTUBHOM KyJIbTypbl U COLMAIBHON
MOJIUTHKH, CUCTEM MOTHUBAIHH, d(P(HEKTUBHOCTH, OLEHKH U Pa3BUTHS
IepcoHaa

BHereHI/Ie U NOoAACpKaHUEC CUCTCMblI OpraHu3aluu Tpylda U OILIATbI
nepcoHaa

VYnpaBieHue BHEIPEHUEM MPOrpaMM W TPUHIMIIOB CTaHIAPTU3AIUH,
yHU(DUKAIIMK, aBTOMATH3AIUU TPOIECCOB YIPABICHHS MEPCOHAIIOM U
0€30IMacHBIX yYCIOBUH Tpyia

Opranuszanusi NpOBEICHUS ayAWTa M KOHTPOJUIMHIa B YIPaBJICHUH
HIEPCOHAIIOM

[locTanoBKa 3amad pPyKOBOOUTENSAM CTPYKTYPHBIX IIOApA3/IEIICHUN,
ONpENEICHUE  MAaTepUaIbHO-TEXHUYECKUX  pPECypcoB Ul UX
BBIITOJIHCHUS

AHanu3 OTYETHOCTH IIO YIpaBJICHUIO TIEPCOHAIOM W BbIABJICHHC
PECYpCOB IO YIYUYIICHUIO ACATCIIbHOCTU OpTraHru3alun

CornacoBaHue yCJIOBUH 3aKJIFOYa€MbIX JOTOBOPOB II0 BOIPOCaM
YIPaBJICHUS IEPCOHATIOM

OpFaHI/ISaHI/IH MMPOBCACHUA 3aKYIIOYHBIX IIpOLCAYyp IIO BOIIpOCaM
YHpaBJICHUSA nepCoHalIoM n O(i)OpMJ'IeHI/IH COHYTCTBYIOH_Ieﬁ
AOKYMCHTAIIUU 10 HUM

dopmupoBaHue 00pKeTa Ha MEPCOHAN, TEXHOJIOTUN ayAuTa paboThl C
MEPCOHAIIOM ¥ KOHTPOJUIMHTA

[Ipumenenue k paOOTHHKAM Mep MOOIIPEHUS W JUCLUIUIMHAPHOIO
B3bICKaHUs

HeobOxomumele ymenust | [Ipon3BoanTh aHanM3 AEATENBHOCTH IO YIPABICHUIO MEPCOHAIIOM,
paszpabarbIBaTh mokaszaresu 3 (HEeKTUBHOCTH pabOTHI

@opMHpPOBATH IIJIaHBI U MEPONPUATHS 110 YIIPABICHUIO IEPCOHAIOM

PaccunthiBaTh OFO/KET B 00JIACTH YIIPABJICHHSI IEPCOHATIOM

Omnpenensitb 30HbI OTBETCTBEHHOCTH PaOOTHUKOB W TMOAPA3/ICICHHIA,
CTaBUTh 3a/1a4ydl PYKOBOJUTENISAM IMOJApa3JelieHuid U obecrneynBaTh
pecypcehl ISl UX UCIIOJIHEHUS

KOHTpOJ'II/IpOBaTB H KOPPCKTUPOBATDb UCIIOJIHCHUEC nopyquI/Iﬁ H 3a1a4

YopaBnate 3(QQPEKTUBHOCTHIO U BOBJICUEHHOCTHIO  MEPCOHAIA,
IVCHUIUITMHON TPy/ia ¥ COONI0IeHuEM O€301IacHBIX YCIOBHM TpyIa
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Bectu mneperoBopbl 1O BOINpOCaM COLUAIBHOIO MAapTHEPCTBA U
MIPEJICTaBIATh UHTEPECHl OpraHU3al[Mi B T'OCYJAapCTBEHHBIX OpraHax,
npodeccCHOHANBHBIX COI03aX M JAPYTUX MPEJCTaBUTENBHBIX OpraHax
pabOTHHKOB, M OPTAHU3AIMX 10 BOIIPOCAM IepcoHaa

PaGotath ¢ I/IH(bOpMaI_II/IOHHBIMI/I cHUCTeEMaMH M 0azaMu JaHHBIX IIO0
BOIIPpOCAaM YIIpaBJICHUA IIEPCOHAIIOM

[IpoBomuTh ayaUT W KOHTPOJUIMHT B 00NAcTH  YIpPaBJICHHSA
IIEPCOHAIIOM

®opMupoOBaTh U IPOBOAUTL COLMAIBHYIO IIOJUTHUKY W COLUAIBHBIC
IIPOTrpaMMBbI

Bectu MEPETOBOPLI C IHIoCTaBIIMKaMH  YCIyr 110 YCJIOBHUAM
3aKJII09aCMbIX 1OrOBOPOB

[Tpou3BoauTh 3aKyNOYHBIE MPOLEAYPHI, OGOPMIISTH U aHATU3UPOBATH
3aKyIOYHYIO JTOKYMEHTALIUIO

CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIIECHHS

HeobOxoaumeble 3HaHUS Meroasl ynpaBieHus pa3sBUTHEM U 3(PPEKTUBHOCTBIO OpraHU3alHH,
METOJIbl aHaJM3a BBIOJIHEHHS TUIAHOB M IIPOrPaMM, ONPEACTICHUS HX
HKOHOMHUYECKOH 3P (HEKTUBHOCTH

OpFaHI/ISaI_II/IH YIpaBJICHUA Pa3BUTHEM OpraHu3alun

Teopun ympaBieHMsT OpraHM3alMed, IOJIWTUKA M CTpaTerus
YIPaBJICHUS IEPCOHATIOM

MeTonpl aHanM3a BBITIOJHEHUS TUIAHOB W 33J]la4, OMPEICIICHUS WX
AKOHOMUYECKOH 3((HEKTUBHOCTH

MeTo/b1 OIICHKH, pe3ybTaToB U 3(PPEKTUBHOCTH TPyAa

MeTtoabl BHCAPCHUA CUCTEMBI YIIPABJICHUS IIEPCOHATIOM

OcCHOBBI PabOTHI 11O MTPOGHOPUECHTALTUT

MeToauky IIaHUPOBAaHUS W IHPOTHO3MPOBAHUS NOTPEOHOCTH B
NGIVOENS

I_IGJ'II/I, CTpaTerus pa3BuTUsg U Ou3Hec-IIIaH OpraHu3anmuu

Teopuu u MeTo1bI OPMUPOBAHUIO OpEH/Ia OpraHU3alun

TpeOGoBanus oxpaHbl U OE30MACHBIX YCIOBUH Tpyia

MeTtoauku p8.3pa6OTKI/I M BHCAPCHUA JIOKAJIbHBIX HOPMATUBHBIX dKTOB
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[lopsimok  3aKIFOYEHHsT TPYIAOBBIX  JOTOBOPOB,  PETYJIMPOBAHMS
TPYIOBBIX CIIOPOB

OCHOBBEI COOHOJIOTHH, TICUXOJIOTUH, SKOHOMUKHU TPpyda U YIIPABJIICHHUA
COIUAJIbHBIM PAa3BUTHEM OpraHMU3allun

MeTOIH)I HpOBeHeHI/ISI COIIUOJIOTHUYCCKHUX I/ICCJ'IGI[OBaHI/If/'I, I/I3y‘~IeHI/I$I
00ILLIECTBEHHOIO MHEHUS

TexHomoruu MpoBeNeHHUs ayAWTa M KOHTPOJUIMHIA B YIPAaBICHUU
HIEPCOHAIIOM

[lopsimox mpoBeAeHHs 3aKyNOYHBIX Tpouenyp Hu  ohopMIIeHUs
COIIYTCTBYIOILEH JOKYMEHTALUU

TexHomoruu,  craHaapTu3anus, yHU(UKAIML,  aBTOMAaTH3aLUI
IPOLIECCOB YIIPABIICHUS [IEPCOHATIOM

CrtpykTypa opranusaiuu

pr,Z[OBOC 3aKOHOAATCIIbCTBO W HHBIC aKTbl, COACPIKAIHMC HOPMBbI
TPYyHAOBOT'O ITpaBa

OCHOBBI apXHMBHOI'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IIPaBOBbIE
akTel Poccuiickoil @enepanny, B 4aCTU BEICHHs JOKYMEHTALUU 110
IIEpPCOHAILY

OcHOBBI HAJIOTOBOTr'0 3aKOHOIaTeNbeTBa Poccuiickoil @enepanuu

OcHOBBI MUTPAIIMOHHOTO 3aKOHOAaTenbcTBa Poccuiickoit denepaunu,
B YaCTH IPUBJIEUYEHUS U TPYJOYCTPOWCTBA MHOCTPAHHBIX IPAXAaH U
a1 06e3 rpaKIaHCcTBa

OcHOBEI AAMUHUCTPATUBHOI'O 3aKOHOJAaTCIIbCTBA B o0ractu
yYHpaBJCHUA NIEPCOHAIIOM U OTBCTCTBCHHOCTHU JOJIZKHOCTHBIX JIUI]

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JaHHBIX

[Topsok 3aKiIF0ueHHs 10TOBOPOB (KOHTPAKTOB)

JlokanpHbIE HOpMATHUBHBIE aKTHI B 00JIACTH YIPABJICHHS MIEPCOHATIOM

Hopwmbl 3THKH 1e10BOTO O0IIeHUs

bazoBeie  OCHOBBI ~ WMH(POPMATHUKH, CTPYKTypHOE  TIOCTPOCHHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMH

Jlpyrue XxapakTepuCTHKHU | -

3.8.3. TpynoBas pyHKIUSA
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AJIMUHUCTPUPOBAHHUE TIPOILIECCOB U VYposeHn
Haumenosanue | tokymentoo0opoTa o crparerudeckomy | Kom | H/03.7 |(momypoBenb) |7
YIPaBJICHUIO NTEPCOHAIOM OpraHU3AINHI KBaJTU(DUKAITAH
IIpoucxoxnenue 3auMCTBOBAHO
P o Opurunan X
TPYIOBOU (HYHKIIUK U3 OpUTHHAJIA
Kon Peructparnmonnsrit
OopUrvHasia HOMED
podeCCHOHAIBHOTO
CcTaHjapTa
TpynoBbie neicTBus AHanu3 MpoleccoB JAOKYMEHTOOOOPOTa, JIOKAIbHBIX JOKYMEHTOB IIO

BOIIPOCAM YIIPaBIICHHS IIEPCOHANIOM, OM3HEC-TIPOIIECCOB OPraHU3allHH,
YIIOBJICTBOPEHHOCTH MEPCOHATIA

JlokyMeHTalMoHHOe  Oo(opMJIeHHE  pe3yJbTaToB  YIPABICHHS
[IEPCOHAJIOM, €70 ayAUTa, padOThI CTPYKTYPHBIX MOJpa3ieIeHUM

JIokyMeHTauMoHHOE u OpraHU3alMOHHOE CONPOBOXKACHUE
CTpaTEernyecKoro YIpPaBJICHUS IMEPCOHATIOM U PalbOThl CTPYKTYPHBIX
MOJpa3IeJICHUI

[lonrotoBka mNpeAoKEHUH MO Pa3BUTHIO CHCTEM YIpPaBICHUS
MEPCOHANIOM, 110 HEOOXOIUMBIM KOPPEKTUPYIOIIUM M MPEBEHTHBHBIM
MEpaM W IO TOBBIIICHUIO S(P(HEKTHBHOCTH PabOTBI CTPYKTYPHBIX
MoJIpa3iesICHUI

KonTpons mporieccoB B 00JaCTH YIPaBICHHUS TEPCOHAIOM U PaOOTHI
CTPYKTYPHBIX TOJIpa3/ieJICHUi, CpaBHEHHE M aHAJIU3 MPOIECCOB,
PE3yNbTAaTOB YIPaBIECHYECKUX MEPONPUATHH, onpeenieHne (pakTopos,
BBI3BIBAIONINX OTKJIOHEHHUE OT IJIAHOBBIX MOKa3aTeNIeH

CornacoBaHue M KOHTpOJIb JOTOBOPOB IO BONPOCAM M CHUCTEMaM
CTpaTEernyecKoro yIpaBJeHUs IMEPCOHAIOM M paboTe CTPYKTYPHBIX
NOJIpa3/ieIeHu, OpraHu3anus NpoLeayp MO UX 3aKIIOUYCHHIO

[ToaroToBka pe3yabTaTOB aHAlIMW3a COOTBETCTBHUS OpraHU3alMu U
OILIaThI TPY/A I€PCOHANA YCIEIIHBIM KOPIOPATUBHBIM ITPAaKTUKaM

BremonHenue TpeOOBaHUN 1O XPAHCHUIO HHPOPMAIMK O Pe3yIbTaTax
JCUCTBUSL CHUCTEM CTPAaTETMYEeCKOro YIPABICHHS MEPCOHAIOM H
pabOThI CTPYKTYPHBIX MOIPa3ICIICHAN

HeoOxonuMmele yMeHusi | AHQJIM3UPOBaTh, pa3padaThiBaTh M OQOPMIISTH JOKYMEHTHI IO
mporeccaM M pe3yibTaTaM yIpaBJIEHUs I[EPCOHATIOM U paboTe

www.consultant.ru Crparunna 75 u3 80
HaJe:KHasl IPpaBOBasl NMOAIEPKKaA


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

IIpuka3 Munrpyna Poccuu ot 06.10.2015 N 6911
"O6 yTBepxkaeHHU MpoheccuoHanbHoro cranaapra "CHeuaiucT o YIpaBIeHUIO
TIEPCOH. ..

HoxymenT npenocrasned Koncynsrantllnoc
[lara coxpanenus: 29.02.2020

CTPYKTYPHBIX MOJIpa3ACICHUN

[TpuMeHsITh METOIBI aHATTN3a OM3HEC-TIPOIICCCOB OPTaHU3AIII

Onpenenstb NpPOrpaMMbl JIOCTHXKEHUS LeJled U peuleHus 3aaad
MOpa3IeJICHUI

HpOBOI[I/ITL AyaAUT CUCTEMBI YIIPABJICHUA IICPCOHAIIOM

HpOBOI[I/ITL KOHTPOJUJIMHI" CUCTEMBI YIIPABJICHUS IIEPCOHAIIOM

KonTtponupoBare OI0PKET Ha MEPCOHAN U YIPaBICHHE PAcXoJaMH Ha
HepCcoHal

OpFaHI/ISOBI)IBaTI) COIIPOBOKACHUC A0roBopoB 10 BOIIpocaM
YHpaBJCHUA IICPCOHAIIOM, BKIKOYAAd MPCABAPUTCIIBHBIC ITPOLUCAYPHI 11O
X 3aKJITIOYCHUIO

OpFaHI/ISOBBIBaTL 3aKYIIOYHBIC npoucaypasl, O(bOpMJ'IHTL n
AHAJIU3UPOBATH 3aKYIIOYHYHO JOKYMCHTAIIUIO

KOHTpOJII/IpOBaTB n AHAJIN3UPOBATDH BOIIPOCHI COouaJIbHOI'O
MapTHCPCTBA, JOrOBOPLI MIOCTABIIUKOB YCIIYT

[IpoBOaUTH NEPEroBOpPHl U MPEACTABIATH WHTEPECHl OPraHU3ALUMU B
rOCy/IapCTBEHHBIX OpraHax, MpPOQECCHOHAIBHBIX COI033aX H APYTUX
MPE/ICTABUTENbHBIX OpraHax pabOTHUKOB W OpraHU3alMsIX [0
BOIIpOCAaM IEpCcOoHaa

Bectu nenoByto nepenucky

PaGorars ¢ mHDOpPMAIIMOHHBIMH CHCTEMaMU W 0a3aMu JaHHBIX TI0
MEpCOHATy, CHCTEMaM YIIPABJICHUS IMEPCOHAJIOM U OpraHU3aliH
JEeSTEIILHOCTH CTPYKTYPHBIX MOIpa3IeIICHAN

OOecnieunBaTh KaJpoOBOE JENONPOU3BOACTBO M JIOKYMEHTAIMOHHOE
COIPOBOXACHHUE IPOIECCOB MO YMPABICHUIO MEPCOHAIOM U padboTe
CTPYKTYPHBIX IIOJIpa3esieHuil

Opranu3oBbIBaTh  XpaHEHHE JOKYMEHTOB B  COOTBETCTBUU C
TpeOOBaHUSIMU  TPYJOBOIO M  apXHMBHOTO  3aKOHOJATENbCTBA
Poccuiickoit denepanuy v J0KAIbHBIMU aKTAMU OPTraHU3aALNU

Co0nroaTh HOPMBI ATHKH JEJIOBOT'O OOIICHHS

HeoOxonumbie 3HaHMSI KopriopaTiBHass ~ KyJabTypa, COIMAJIbHAS  IOJIMTHKA, CHCTEMBI
MOTHBAIMH U YP(HEKTUBHOCTH YIIPABIICHUS TIEPCOHAIOM

Mertoapl yrpaBieHus pa3BUTHEM M I(PPEKTHBHOCTHIO OpPraHU3AINH,
METOZbl AHAJIM3a BBINOJIHEHMS IIJIAHOB U IIPOrpaMM, OIPEAEICHUS UX
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HKOHOMHUYECKOH 3P (PEKTUBHOCTH

MeTtonpr IMPOBCACHU A ayaura, KOHTPOJIA OIICPaTUBHBIX
YHIPaBJICHYCCKUX MPOUCCCOB, CONUOJIOTUYCCKUX HCCIICTOBaHUM

busnec-nnan u 6H3HGC—HpOHeCCH OpraHu3annuu

bromxeTHoe IMPOCKTUPOBAHHEC

OpFaHI/ISaHI/IOHHOG IIPOCKTUPOBAHUC

@opMBI, METOABI U CHUCTEMBl MAaTE€pUAIbHOIO U HEMATEpUaIbHOIO
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

Cuctembl  CTaHZapTOB 1O  OM3HEc-miporeccaM,  mIpodeccusMm
(criennaabHOCTSM), HOPMBI Tpyia

Meroapl aHanM3a KOJMYECTBEHHOTO M KAYeCTBEHHOTO COCTaBa
nepcoHaa

Ka,[[pOBaH IIOJIMTHKA OpraHru3aliin

[Topsimox dhopMupoBanus, BeaeHUsI OaHKa JNaHHBIX U MPEIOCTaBICHUS
OTYETHOCTU 10 CHCTEMaM YIPAaBJIEHUS I[E€PCOHAIOM U pabdore
CTPYKTYPHBIX TOJIpa3aeieHuit

OCHOBBEI AOKYMCHTAIIUOHHOT'O O6CCH€‘I€HI/I${, 18(0J0)201(0) O(bOpMJ'IeHI/IH
AOKYMCHTOB, npeaoCTaBIsICMbIX B rocyaapCTBCHHBIC Oprassbl,
HpO(bCCCI/IOHaIIBHBIC COIO3BhI, O6H.ICCTB€HHBI€ OpraHu3anuu

I_IGJ'II/I H CTPATCruAa pa3BUTHUA OpraHru3allun

[lopsimox mpoBeneHUs 3aKyMOYHBIX Mpoueayp U ohOopMIICHHS
CONYTCTBYIOWIEH JOKYMEHTAIUU

HOpMaTI/IBHBIe IIPAaBOBBIC AKThI, PCTYJIUPYIOIIHC IIpaBa U 0053aHHOCTH
roCyJapCTBCHHbBIX OpPraHOB MW OpraHu3aliuk 110 MOpeAO0CTABJICHUIO
yquHoﬁ AOKYMCHTAalIUN

CtpykTypa oOpraHu3allid ¥ BaKaHTHBIE JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH)

TpynoBoe 3aKOHOIATENBCTBO U WHBIE aAKTHI, COJIEpPKAIME HOPMBI
TPYZOBOIO MpaBa

OCHOBBI apXHMBHOT'O 3aKOHOJATENbCTBA M HOPMAaTHBHBIE IIPABOBbLIE
akTel Poccuiickoil @enepanny, B 4aCTU BEICHHs JOKYMEHTALUU 110
IIEpCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBa Poccuiickoit denepanun
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OcHOBBI MUTPAIIMOHHOTO 3aKOHOAaTenbcTBa Poccuiickoit denepanuu,
B YaCTHU NPUBJICUYCHUS U TPYAOYCTPOMCTBA MHOCTPAHHBIX I'PaKIaH U
nu1 6e3 rpaXkaaHcTBa

OcHOBEI AAMUHUCTPATUBHOI'O 3aKOHOAAaTCIIbCTBA B o0Jractu
YHpaBJCHUA IEPCOHAIIOM U OTBCTCTBCHHOCTHU JOJIKHOCTHBIX JIUI]

3akoHomarenbcTBo Poccuiickoit denepariuu o mepcoHaIbHBIX JaHHBIX

JloxanbHble HOPMAaTUBHBIE aKThl OPraHU3aIlMK B 00JACTH yIPaBICHHUS
HIEPCOHAIIOM

[Topsaok 3aKiIF0ueHHs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1e10BOTO O0IIEeHUS

bazoBeie  OCHOBBI ~ WMH(POPMATHUKH, CTPYKTypHOE  TIOCTPOCHHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMH

Jlpyrue XxapakTepucTUKu | -

IV. CBenenust 06 opranuzanusix - pa3padoTymKax
npodecCHOHaIBHOTO CTaHAapTa

4.1. OTBeTCTBEHHAs OpraHU3aIUA-Pa3padOTUHK

Oobmepoccuiickoe o0bequHEHNE padoTonatenei "Poccuiickuii CO03 TPOMBIIIIICHHUKOB H
npeanpuaumaresnei”, roponx Mocksa

Wcnonuurensueiil Bune-npe3uaeHT Kyssmun JImutpuii Bnagumuposuy

4.2. HanmeHOBaHHS OpraHn3alui-pa3padoTINKOB

1 | AHO "HanmoHanpHOE areHTCTBO pa3BuTHs KBaMpukammii”", ropox Mocksa

2 | Accommanus (Coro3) "Accouuanus KOHCYJIbTaHTOB 10 1oA00py nepconana', ropoaq Mocksa

3 |I'pynna HeadHunter, ropox Mocksa

4|3A0 "KPOK MHKOPITIOPENUTE/]], ropox Mocksa

5 | Uadopmanmonno-ananutuaeckuii ieHtp "Kaapossrit Jlozop", ropon Mocksa

6 [MI'O "OIIOPA POCCHUM", ropon MockBa

7 | MexnyHapoaHast acCOIMAIHs IEJIOBOTO COTPYAHHYECTBA, ropoa MockBa

8 |HOUY AITO "HUucTHTyT mpodeccHoHATBHOTO KaapoBuka", ropoa MockBa
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9 |HII "Acconuanus Esponeiickoro 6usneca", ropox Mocksa

10 |HIT "BKK - HannmonanbHbI# cOr03 KaJipoBUKOB", TOpo1 MockBa

11 |HIT "Mexnynapoausiii anbssc "Tpynosas murpanus', ropog Mocksa

12 | HIT "HarmmonansHast acconuanusi OQpUCHBIX CIICITUAIMCTOB ¥ 3 IMUHUCTPATUBHBIX
pabotHHKOB", ropoa MockBa

13 |HIT MHO "Acconuanus menemxepoB Poccun", ropon Mocksa

14 |HIT CYPD "HaumnonanwsHast koH(penepaius "Pa3BuTre 4eoBeueckoro Kamuraia', ropos
MockBa

15|0AO "BJHX" (I'AO BBLI), ropog Mocksa

16 |OAO "T"'aznpom HedTh-HoBoCHOUpck", ropon HoBocubupck

17| 0AO "O6bennHenHas CyJocTpouTenbHast kopropaius'", ropoaq Mocksa

18 |OAO "PXKX", ropon MockBa

19| OAO "Caxanun Duepaxu MuBectment Komnanu", ropoa IOxuo-CaxanuHck

20| OAO "Tatuedts" umenu B.J1. lllamuna, ropon Kazanb

21| OAO "HayuHo-npou3BojacTBeHHOE 00bennHenue "Hayka", ropoq Mocksa

221000 "LG Electronics Rus", ropox Mocksa

231000 "busnec [Icuxomorn SHL Russia & CIS HII", ropog Mocksa

24000 "UT-CK", ropox Mocka

25000 "Jlykoin-Uuxunupunr", ropox Mocksa

26 |000 "OKB 3enut", ropog Mocksa

271000 "Ilerpoauym Tpeliaunr", ropon Mocksa

28| 000 "Tlonurpad-3amura", ropox Mocksa

291000 "UenTp xaapoBsix TexHoNorui - O0yuenue. CtTaxxupoBku. TpyaoycTpoicTBo", ropoa
Mocksa

30 | Poccuiickoe nipencraButenbeTBo "Coleman Services UK" ("Koynmana Cepsucus'), ropoa
Mocksa

31 | Toproo-npomsiiieHHas naiata Poccuiickoit @enepanuu, ropoq Mocksa

32 | ®I'bOY BIIO "MockoBckuii rocy1apcTBeHHbIN yHUBepcuTeT uMeHu M.B. JlomoHnocosa",
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[[Tkona gupekropa 1o nepcoHany, ropoa Mocksa

33| ®I'bBOY BIIO MCYVY, ropoxg Mocksa

34| ®I'bBOY BIIO MOCH, ropon Mocksa

35 |®I'BOY BIIO Cubupckuii rocymapcTBeHHbIN yHIUBepcUTeT myTei coodmenus (CI'YIIC),
ropoa HoBocubupck

36 | PI'bY "HayuHo-ucciieqoBaTEIbCKUI HHCTUTYT TPYAa U COLIMAIBHOIO CTpaxoBaHUs"
MuHucrepceTBa Tpyaa U couanbHON 3amuThl Poccuiickon @enepannn, ropoq Mocksa

37| ®I'VII "[loura Poccun", ropon Mocksa

38 | ®K "Ypancubd", ropox Mocksa

<1> OO0mepoccuiCKhii KIIaCCU(PUKATOP 3aHATHH.
<2> OO01mepoCCHCKUN KiTacCU(PUKATOP BUAOB SKOHOMUUYECKON JeATECILHOCTH.

<3> EnuHplii KBaJM(UKAMOHHBIA CHPAaBOYHUK JOJDKHOCTEH PYKOBOIUTEICH, CIICIUATUCTOB WU
JPYTUX CITy’KalHX.

<4> OO0muIepocCcHiicKuil KitacCupUKaTop mpodeccuii pabouux, TOJDKHOCTEH CIYXKAIIUX U TAPUPHBIX
paspsIoB.
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