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yHIpaBIEHUS KaApaMu U TPYIOBbIMU poOpUEeHTAITUH
OTHOIIECHUSMU

3423 CrienuamicThl KaJIpoOBBIX CIYXKO 1 - -

YUPEXKIEHUHN 3aHATOCTH
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II. Onucanne TpyaoBbIX GyHKIMH, BXOASIIUX B NP0 ecCHOHAIBHBIA CTAHAAPT
(pyHKuUMOHAJIBHASA KAPTA BUAA NPO(ecCHOHATBLHOM AeATeJIbHOCTH)

O60011eHHbIE TPYAOBBIE (PYHKIIUU

Tpynossle pyHKINT

YpOBEHb
KOJI HAaMMEHOBAHUE YPOBCHD HAaMMEHOBAHUE KoJ | (IOAypOBEHB)
KBaJIM(hUKAITAH
KBaTH(UKAITII
A JIoKyMeHTaIlMOHHOE O0ecTieueHne 5 Benenne oprann3aiiioHHON U pacriopsiANTEIbHON A/01.5 5}
paboTHI C IEPCOHATIOM JOKYMEHTALIUH 110 TIEPCOHATTY
Benenue nokyMeHTauy 1O YYETY U IBH)KEHHIO KaJpOB A/02.5 5
AJMUHUCTPUPOBAHKE IIPOLIECCOB U JOKYMEHTO0O0pOTA 110 A/03.5 )
ydeTy U JIBUKEHUIO KaJpOB, IPE/ICTABICHUIO JIOKYMEHTOB T10
MEPCOHATY B TOCYAaPCTBEHHBIC OPTaHBI
B JlesTenbHOCTD 10 00ECIIEYEeHHUI0 6 CO6op undopmaruu o nOTpeOHOCTIX OpraHU3aI|H B B/01.6 6
NIEPCOHAIOM nepcoHae
[Touck, npuBneyeHue, mogo0p U 0TOOP MepcoHana B/02.6 6
AJMHHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTO000pOTa B/03.6 6
o0ecreyeHns: NepCoHAIOM
C JlesITeIbHOCTD 10 OIIEHKE U aTTECTalluu 6 Opranuzanys 1 MPOBEJICHUE OLIEHKH IepCoHalIa \ C/01.6 6
IepcoHana Opranuzanus v NpoBeAeHUE aTTeCTAIlMU IIEpCcoHaa C/02.6 6
AJIMUHHCTPUPOBAHHUE MTPOIIECCOB U A0KyMeHTooOopoTa npu | C/03.6 6
IIPOBE/ICHUH OLICHKH U aTTEeCTAallUU IIepCoHaa
D JlesTenbHOCTD 10 pa3BUTHIO MIEPCOHATIA 6 Opranu3zanys 1 IpoBeJeHHE MEPOTIPUATHI 110 Pa3BUTHIO U D/01.6 6
MOCTPOEHHIO MPO(heCCHOHAIbHON Kapbephl IIepcoHaa
Opranu3zanus o0ydeHus nepcoHaa D/02.6 6
Opranu3anys aanTalnuy ¥ CTAXKAPOBKH TIEpCOHAA D/03.6 6
AJMHUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTO0O0POTa IO D/04.6 6
Pa3BUTHIO U MTPO(EeCcCHOHATILHOM Kapbepe, 00y4eHHUIo,
aJlanTallluy ¥ CTAXKUPOBKE NEpCoHaa
E JlesTenbHOCTh 110 OPTaHU3AIMH TPYIa H 6 Opranuzanus Tpyja nepcoHaia E/01.6 6
OIIATEI ITEPCOHANa Opranu3zanus omiaTel Tpya epcoHana E/02.6 6
AJMHHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA 110 E/03.6 6

BOIIPOCAaM OpraHU3alvy Tpyaad U OIJIATHI IEPCOHAIIA




JesTenpbHOCTh 0 OpraHu3auu Pa3paboTka KOpropaTUBHOW COMMATLHOM MOJIUTHKH F/01.6 6
KOPIIOPATHBHOW COLMAIIBHOM MONUTHKH Peanunzanus KopnopaTUBHOM COLMANTBHOM MOTUTHKH F/02.6 6
AJIMHUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTO0O0POTA IO F/03.6 6
BOIPOCaM KOPIIOPATUBHOM COIMATBHOM MOJTUTHKH
OrniepaiilnOHHOE YIIpaBJIECHUE IEPCOHATIOM Pa3paboTka cucTeMbl OMIEPAIMOHHOTO YIIPABICHUS G/01.7 7
U To/Ipa3JielieCHueM OpTaHUu3aIiH MIEPCOHATIOM M PabOThI CTPYKTYPHOTO TOAPA3ICIICHHSI
Peanu3zarus onepaliuOHHOTO YNPaBJICHUS IEPCOHAIOM U G/02.7 7
paboThI CTPYKTYPHOTO TIOIPA3ICIICHUS
AJMUHUCTPUPOBAHKE TIPOIECCOB U JIOKYMEHTOOO0POTA TI0 G/03.7 7
OIEPALMOHHOMY YIIPABIICHHIO MIEPCOHATIOM U padoTe
CTPYKTYPHOTO IOJIpa3/ICICHUs
Crparernueckoe yrpaBieHue Pa3paboTka cucTeMbl CTPaTErHuecKOro yrnpaBieHHs H/01.7 7
MEPCOHAIIOM OpraHU3aIuU MIEPCOHATIOM OpPTaHU3AINH
Peanu3zanus cucteMbl CTpaTErnYecKoro ynpaBiieHUs H/02.7 7
MIEPCOHAJIOM OpraHU3aIiK
AJMUHUCTPUPOBAHKE TIPOIECCOB U JOKYMEHTOOOO0POTA TI0 H/03.7 7

CTPATCTUYCCKOMY YIIPABJIICHUIO IICPCOHAJIOM OpraHU3alun




I11. XapakTepucTtuka 00001IeHHBIX TPYAOBBIX (DYHKIIHI

3.1. O0o0menHas TpyaoBasi pyHKuus

HaumenoBanue

JIoKyMeHTaIMoHHOEe o0ecriedeHrne paboTsl
C EPCOHAIOM

YpoBeHb

Ko,
a KBaJTU(DUKAIHA

[Ipoucxoxnenue
000011IeHHON TPYAOBO
GbyHKIUN

3auMCTBOBAHO U3

Opurunan X
OpHTHHAA

Kon opurnnana  PeructpanoHHEIH HOMED
podeCcCHOHANBEHOTO

cTaHgapTa

Bo3moxHuble
HaMMEHOBaHHUS
JOJDKHOCTEH, TTpodeccuid

Crienuanuct 1o KaapoBOMY JI€JIONPOU3BOICTBY

Crienuanuct 1o J10KyMEHTallMOHHOMY 00ecTeueHUI0 padOoThI C IEPCOHATIOM
Creunanuct 1o J0KyMEHTallMOHHOMY OOECIeUeHHI0 IEpCcoHalIa
Crienuanuct 1o nepcoHany

TpebGoBanus k
00pa3oBaHHIO U
00y4YeHUI0

Cpennee mpodeccnoHaibHOE 00pa3oBaHUe — MPOrpaMMa OITOTOBKU
CHEIHMATMCTOB CPETHETO 3BCHA

JlononaurensHoe MpodheccuoHaIbHOE 00pa30BaHUE — IPOIPAMMBI
poeCCUOHATILHOM MEePEIOATOTOBKH, IPOTPaMMbI TIOBBIIICHHSI

KB (DUKAITIH

TpeboBanus K ONBITY
MIPaKTUYECKON pabOThI

Oco0sie ycrioBus
J0nycKa K padore

Hpyrue
XapaKTepPUCTUKHU

I[OHOJ'IHI/ITGHBHLIC XapPaAKTCPUCTUKHU

HaumenoBanue 6a30B0ii rpynmsl, JOKHOCTH
HaumenoBaHue noKymMeHTa Kon
(mpodeccun) WM cenualbHOCTH

OK3 2412 CrneunanucTsl o KaapaMm U IpodopUeHTaluU

3423 CrienanucTbl KaJIpOBBIX CIYK0 U YUpexKJIeHUH 3aHATOCTH
EKC3 - CrienuanucT 1o Kajapam

- WHcnekTop 1o Kaapam
OKITIJITP* 27755 | DKOHOMHCT IO TPYAY

22956 | MHCmekTop 1Mo Kajpam

3.1.1. Tpynosast pyHkuus

Benenue opranvszanvoHHON U YpoBeHsb
HaumenoBanue | pacropsAUTENIbHON JOKYMEHTAIUHU 1O Kon | A/01.5 | (momyposens) 5
TIEpPCOHAIY KBaJTU(DUKAIHA
TIpoucx HU AUMCTBOBAHO U
POHCXO3KIeHNE Opurman X 3auMCTBOBAHO U3
TPYAOBOH (HyHKIIUU OpUrHHaja

Kon opurunana PeructpanuonHslit Homep

po¢heCCHOHATBHOTO CTaHAapTa




Tpynoseie nencTBUs

O06paboTKa 1 aHATTU3 TOCTYMAIOMIEH JOKYMEHTAIMU 110 IEPCOHATY

Pa3pabotka u odopmieHne TOKyMEHTAllMd 10 TMepcoHany (NMEepBUYHOM,
YYETHOHM, IUIAaHOBOH, TO COLMAIBHOMY OOECIEUEHHUIO, OpPTraHU3aI[MOHHOM,
PacopsLIUTEIbHOM)

Perucrpanus, y4er M TeKyllee XpaHEHUE  OpPraHU3alMOHHOW U
pacnopsiAUTEIbHON JOKYMEHTAIUH 10 TIEPCOHAILY

HeoOxomumbie ymeHHst

Pa3pabarbiBaTh  MPOEKThl  OPraHU3alMOHHBIX U PaCHOPSIUTENBHBIX
JIOKYMEHTOB I10 [IEPCOHAILY

OdopMisaTe JOKYMEHTHI B COOTBETCTBHHM C TPEOOBAaHUSMHU TPa)AaHCKOIO,
TPYAOBOTO 3aKoHojarenbcTBa Poccuiickon Penepauuu U JOKAJIbHBIMHU
HOPMAaTUBHBIMHU aKTaMH OpraHu3aluu

BecTu y4er u peructpanuio 10KyMEHTOB B MH()OPMAIIMOHHBIX CUCTEMAax U Ha
MaTepUaAIbHBIX HOCUTEIIAX

Opranu3oBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBUU C TPeOOBAaHUSAMU
TPYIOBOIO, AapXUBHOTO 3akoHojaTenbcTBa Poccuiickoir @Denpepanuu u
JIOKaJbHBIMU HOPMATHBHBIMU aKTaMU OpraHU3ALMH

AHaJ'II/I3I/IpOBaTb HAOKYMCHTHI U NIEPCHOCUTDH I/IHq)OpMaLII/IIO B 0asbl JaHHBbIX W
OTYCTHI

BrIsBASTE OH_II/I6KI/I, HECTOYHOCTH, HCIIPABJICHUA u HEAOCTOBCPHYIO
I/IHq)OpMaIII/IIO B JOKYMCHTAx, OopcaACIATh JCTUTUMHOCTbE JOKYMCHTOB

PaGoTtath ¢ I/IHq)OpMaI_II/IOHHBIMI/I chcTeEMaMu U Oa3zamu JaHHBIX I10 BCACHUIO
yucTa, IBUKCHHUIO IIEpCOHAIa

Co0.1r0,1aTh HOPMBI ATHKH JCIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

HOpHI[OK O(l)OpMJ'IeHI/ISI, BCACHUA U XPpAHCHUSA JOKYMCHTOB 110 IIEPCOHATY

HOpHI[OK yu€Ta OBWXKCHUA KaApOB W COCTABJICHUA YCTaHOBHeHHOﬁ
OTYCTHOCTH

OCHOBBI ,Z[OKYMGHTOO60pOTa U JOKYMCHTAIUOHHOT' O obecneueHUs

TexHonornu, METOBI U METOJIUKH ITPOBEICHUS AHAIM3a U CUCTEMaTU3aluu
JIOKYMEHTOB U UH(MOpMaIuu

[Topsimox pacdera cTaxka, IbIOT, KOMIIEHCAlud, OGOpMIICHHS TMEHCUI
pabOTHHUKAM

CrpykTypa opranusanuu

TpyaoBoe 3aKOHO/ATENbCTBO U MHBIE aKThI, COJEPIKAIINE HOPMBI TPYA0BOTO
mpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHBIE IPABOBHIE AaKThI
Poccuiickoii denepanuu, B 4aCTU BEACHUS JOKYMEHTALMH 110 IIEPCOHAITY

3akoHogarenscTBO Poccuiickoil denepalinu o nepcoHaIbHBIX JaHHBIX

JloxanpHbIlE HOPMATHBHBIE AKThl OPTrAHW3ALHH, PETYIUPYIOIIHE IMOPSAIOK
oopMmIIeHHS pacCTIOPAIUTEIbHBIX W OPraHU3ALHMOHHBIX JIOKYMEHTOB IIO
EPCOHAILY

HOpMLI OTUKHU U JCJIOBOI'O 06H_[eHI/IH

baszoBeie OCHOBBI MH(OPMATHKH, CTPYKTYpHOE IIOCTPOEHNE
MH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

Jpyrue XxapakTepuCTUKU




3.1.2. TpynoBas pyHKUUS

Benenue n1okyMeHTalMu 110 y4eTy U Yposenb
Haumenosanue JBIKEHHTO KATPOB Kox | A/02.5 | (momyposens) 5
KBaTH(pUKAITIH

IIpoucxoxaenue Tpy10BOM
GbyHKIHMN

3auMCTBOBAHO U3

Opurunan X
OpHTHHAIA

Kon Peructpanmonssiit Homep
opurmHaia Mpo(ecCHOHATBFHOTO CTaHaaPTa

TpynoBbie nelcTBUA

IlogroroBka IpPOEKTOB  JOKYMEHTOB IO  IPOLEAYpaM  YIPABJICHMS
[IEPCOHAJIOM, YUYETY U JIBHKCHHIO IIEPCOHAA

OpraHmauI/m CHUCTCMbI ABUXKCHUA TOKYMCHTOB I10 IICPCOHATY

COop 1 IpoBepKa JIMYHBIX IOKYMEHTOB PA0OTHHKOB

IloaroroBka u O(i)OpMJ'IeHI/Ie o 3arpocy pa6OTHI/IKOB H OJOJDKHOCTHBIX JIMIY
KOHHﬁ, BBIITMCOK M3 KaJIPOBBIX JOKYMCHTOB, CIIPABOK, I/IH(l)OpMaIII/II/I O CTaXxe€,
JIbIoTax, rapaHTUuAX, KOMIICHCAIUAX WU WHBIX CBC,I[CHPIFI (6] pa6OTHI/IKaX

Bblaua paOOTHUKY KaJIpOBBIX JOKYMEHTOB O €r0 TPYI0BOM 1€ TEIbHOCTH

I[OBG,I[CHI/IC A0 CBCACHUA IICpCOHAIa OPraHHU3allMOHHBIX, PACIIOPAAUTCIbHBIX
M KaJIPOBbIX JOKYMCHTOB OpPraHu3anuu

Benenue yyera pabouero BpeMeHH paOOTHUKOB

Perucrpanus, yuer, oneparuBHOE XpaHEHUE IOKYMEHTOB IO IEpPCOHANY,
HOJrOTOBKA K CAaye UX B apXUB

HeoOxonumbie ymeHust

Pa3p3.63TI>IBaTI> IMPOCKTHI KaIPOBBIX TOKYMCHTOB

OdopMisaTh KagpoBbIE JOKYMEHTHI B COOTBETCTBHH C TpeOOBaHUSMU
TPYZIOBOIrO 3aKoHojaTenbcTBa Poccuiickoit ®enepauuym M JOKaIbHBIMHU
HOPMAaTHBHBIMU aKTaMH OpPTaHU3aluU

Bectu YU€T U PErucCTpavuio KaApOBLBIX HJOKYMCHTOB B HH(bOpMaHHOHHBIX
CUCTEMAX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

Opranu3oBbIBaTh XpPaHEHUE KaJpPOBbIX JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU  TPYJOBOTO, AapPXUBHOTO 3aKOHOJATENbCTBA Poccuiickoit
denepalvy U JOKAIbHBIMM HOPMAaTUBHBIMU aKTaMH OpPraHU3aLUN

AHanM3upoBaTh KaJpOBbIE JTOKYMEHTHl M NEPEHOCUTHh MH(pOpMalnio B 0a3bl
JTAaHHBIX U OTYETHI

Paborate co cnenuanu3upoBaHHBIMU HH(OPMALMOHHBIMU CHCTEMaMH U
0a3aMu JTaHHBIX 110 BEJICHHUIO Y4eTa U JBI)KEHHUIO IepcoHalia

Pa3pabarbiBaTh Mj1aH KOPPEKTUPOBOK YCTAaHOBJIEHHOI'O MOPsi/iKa 0popMIIeHUs
JIOKYMEHTOB 110 IIEPCOHAILY U PEAIM30BBIBATh IPUHATHIE H3MEHEHUS

KoHTpoaupoBaTe NpucyTcTBHE paOOTHUKOB HAa paboyeM MecTe

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUSI

HeO6XOI[I/IMBIe 3HaHUA

HOpﬂI[OK O(bOpMJ'IeHI/IH, BCACHUS U XPAHCHUSA JOKYMCHTOB 110 IIEPCOHATY

[Topsimok  yuera JABMXKEHMS KaJIpOB M COCTaBIEHUS YCTaHOBJIEHHOU
OTYETHOCTHU

[Topsimox pacdera cTa)ka, JIbIOT, KOMIIEHCalud, O(OpMIIEHUS TEeHCUi
paboTHHUKaM

CTpyKTypa opraHu3aluu

TpyaoBoe 3aKOHOIATENBCTBO U MHBIE AKTHI, COJAEPIKAIINE HOPMBI TPYAOBOTO
paBa

OCHOBBI APXMBHOTO 3aKOHOAATEIhCTBA M HOPMATHBHBIE IPABOBBIE AKThI
Poccuiickoit denepannu, B 4aCTU BEACHUS JOKYMEHTALHUH 110 IEPCOHAILY

3akoHomarenbcTBO Poccuiickoit denepari 0 mepcoOHAIBHBIX JAHHBIX




TexHomoruu, METOAbl U METOJAMKU MPOBEICHUS aHAIN3a U CHUCTeMaTH3aluu
JOKYMEHTOB ¥ HH(QOpMAIII

JlokanpHblE HOPMATHBHBIE AaKThl OPraHU3ALUH, PETYIUPYIOIIHUE IOPSAIOK
o opMIIEHHSI JOKYMEHTOB 110 IIEPCOHAITY

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUSI

HopMbI 3THKH 1eI0BOTO 00IIEeHUS

basoBble OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHUE
MH(POPMALMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

Jpyrue xapakTepucTUKU

3.1.3. TpynoBasi pyHkuus

HanmenoBanue

[Ipoucxoxaenue Tpy10Boi
GbyHKIMN

AJIMUHUCTPHUPOBAHUE MTPOLIECCOB U
YposeHnb
JOK MCHTOO6O oTa 110 €TY U IBNXKXCHUIO
y p yHaery Kon | A/03.5 | (momypoBens) 5
KaJIpOB, MPEJICTABIICHUIO JIOKYMEHTOB I10 KBaTHb KA
IICPCOHAY B IroCy1apCTBCHHBIC OpPIraHbl
3auMCTBOBAHO U3
Opurunan X
OpHUTHHAJIA
Koz Peructpannonusiii Homep

OpuruHajga IpoQhecCHOHAIBHOIO CTaHxapTa

TpynoBeie neiicTBus

OpFaHI/ISaHI/IH I[OKyMeHTOO60pOTa 110 Y4UCTYy U ABUKCHUIO KaApPOB

Opranuzanus JOKYMEHTOOOOpOTa 110 TPEACTABICHUIO JOKYMEHTOB TIO
NIEPCOHAY B rOCYIapCTBEHHBIC OPTraHbl

ITocTtanoBka Ha YUCT Opranru3airu B roCyJapCTBCHHBLIX OpraHax

[ToaroroBka mO 3ampocy TOCYJApPCTBEHHBIX OPraHOB, MPO(ECCHOHATBHBIX
COI030B M JIPYTHX MpPEICTaBUTEIbHBIX OpPraHOB PaOOTHUKOB OPUTHUHAJOB,
BBITIMCOK, KOIIUI JOKYMEHTOB

[ToaroToBKa yBEIOMIICHHIA, OTYETHOW W CTATUCTUYCCKOH WH(OPMALUHU TI0
HepCcoHaIy

[TonroroBka uH(pOpMAMKM O 3aKIIOUYEHUH TPYAOBOTO WIH TPaKIAHCKO-
MpaBOBOTO JIOTOBOpa Ha BBIMOJIHEHHE pPabOT (OKa3aHWE YCIyr) C
IpaKJaHUHOM, 3aMEIIABIIMM  JOJDKHOCTM  TOCYJApCTBEHHOM — WIIK
MYHUIUTIATEHON CITYKOBI, MepeUCHb KOTOPBIX  YCTaHaBIIUBACTCS
HOPMaTHUBHBIMU IpaBOBbIMU akTaMu Poccuiickoii denepanuu

Heo6xonnMmele ymMeHUs

OdopMisiATh yudeTHblE IOKYMEHTBI, HPEJOCTaBIIIEMBbIE B TI'OCYJAPCTBEHHBIE
opraHbl, Mpo(ecCHOHANbHBIE COI03BI U JPYTHE NPEICTABUTEIbHBIE OPraHbI
pabOTHHUKOB

Oprann3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHUU C TPeOOBAaHUSIMHU
TPYAOBOTO 3aKoHozarenbcTBa Poccuiickon Penepauuu U JOKAJIbHBIMU
HOPMAaTHUBHBIMU aKTaMH OpTaHU3aIuu

Paborats ¢ I/IH(I)OpMaI_[I/IOHHBIMI/I cucreMaMu U 0azaMu JaHHBIX 11O BCIACHHIO
y4u€Ta U ABMIXXCHUIO IICPCOHAIA

PaboTath ¢ nHOpMAIMOHHBIMU CHCTEMaMH M 0a3aMH JaHHBIX IO BEJICHHIO
CTaTHUCTUYECKOM U OTUETHOW MH(OpPMALIMU IO IEPCOHAITY

AHaIM3UpOBaTh MpaBWIIA, NMPOLEAYPHl U MOPSAOK, PEryJUpyIoLIe MpaBa U
00513aHHOCTH TOCYAApCTBEHHBIX OpPraHOB M OpraHU3alUy 10 BOIpPOCaM
o0OMeHa JOKyMEHTAIUeH 1o MepcoHaty

Bectu 1en0Byro nepenucky

CO6J’IIO,Z[8.TB HOPMBI 9TUKH JCJIOBOT'O O6H.ICHI/I$I

HCO6XOI[I/IMBIC 3HaHUA

TexHomoruu, METOJIbl U METOJUKH MPOBEACHMS aHaIU3a M CUCTEMaTu3aluu
JOKYMEHTOB ¥ HH(QOpMAIII




OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

CrpykTypa opranusanuu

HopmartusHblie mpaBoBbie akThl Poccuiickoi denepaunu, peryiupyromue
npaBa M OOSA3aHHOCTH TOCYJIAapCTBEHHBIX OPraHoB, MPO(ecCHOHATBHBIX
COI030B M  JPYTUX TMPEICTABUTEIBHBIX OPraHOB  pPaOOTHUKOB IO
IIPEAOCTABICHUIO YUYETHON TOKYMEHTALUU

TpynoBoe 3aKOHOJATEIBCTBO M UHBIE aKThI, COJIEPKAILE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC IPABOBHIE AKThI
Poccuiickoit denepaiuu, B 4acTU BEACHUS IOKYMEHTALMU IO IEPCOHAITY

3akoHozaarenscTBO Poccuiickoit denepariny o nepcoHalIbHBIX JaHHBIX

JlokanpHblE HOPMATHBHBIE AaKThl OPTraHM3ALUU, PETYIUPYIOIIHUE IOPSAIAOK
BEJICHUs JOKYMEHTALUH 110 YYETy U IBMKCHUIO IIEpCcoHaa

HopMmbl 3THKH 1€7T0BOT0 OOIICHUS

ba3oBble OCHOBBI MH(POPMATHKH, NOCTPOCHHS MH(MOPMAMOHHBIX CHCTEM H
0COOEHHOCTH pabOThl C HUMU

Jlpyrue xapakTepuCcTUKU

3.2. O0o01menHas TpyaoBasi pyHKuus

JesTebHOCTh IO 00ECIICYEHHTIO YposeHb
HaumeHoBaHue Kon| B 6

IIEPCOHAIOM KBanuQukanuu
IIpoucxoxnenne

P A . 3alMCTBOBaHO U3
00001IeHHON TPYI0BOIT Opurunan X
OpHUrHHaja
GbyHKIHMN
Kon PerucrpannonHsiii Homep
OpHTrHHaNa npodeccroHanbHOrO
cTaHmapTa
Bo3MoxHBIE HAUMEHOBAHUS CHGHI/IaJ'II/ICT 10 HOI[60py nepcoHajia
JOJLKHOCTEH, podeccuit Crnenuanuct o nepcoHaty
MeHekep 1o nepcoHairy

TpebGoBanust k
00pa30BaHUIO U
00y4eHHIO

Briciiee oOpa3oBaHue — 6akajiaBpuaT

JlononmHuTtenbHOE npodeccroHaibHOe 00pa30BaHNE — IPOTPAMMBI
MOBBILICHUS KBATU(PHUKALUU; TIPOrpaMMBbI ITpodeccnoHanbHOM
NEepenoAroTOBKU B 00JIaCTH MOKMCKa U oA0opa rnepcoHana

TpeboBanus K ONBITY
MIPaKTUYECKON pabOThI

Oco06ble ycrnoBHs
JIOTycKa K pabore

Hpyrue
XapaKTepUCTUKHI

JlonoIHUTENBHBIE XaPAKTEPUCTUKH

HaunmenoBanue JOKYMCHTa KO,Z[

HaumenoBanue 6a30B0ii rpymnibl, JOITKHOCTH
(mpodeccun) MM CrenUaIbHOCTH

OK3

2412 CrienanucTsl 1o KaJpam U npodoprueHTaluu

3423 CrienanucTbl KaJIpoBbIX CIYXK0 U YUpexKJIeHUH 3aHATOCTH

EKC

- Crernuanmct 1o Kajapam

- MeHnemkep 1o rnepcoHany




OKII/ITP

27755 | DKOHOMHCT IO TPYAY

22956 | MHCTIeKTOD 110 Kaapam

3.2.1. TpynoBasi pyHKumsi

C6op unpopmanmu o moTpedHOCTIX Yposenb
Haumenosanue OpraHM3aLyH B IEPCOHAE Kox | B/01.6 (moaypoBEHb) 6
KBaJTU(QUKAIIUN

[IpoucxoxaeHue Tpya0BOM
GbyHKIIAN

3aMMCTBOBAHO U3

Opurunan X
OpHUTHHAJIA
Kon PeructpanmonHsiii Homep
OpHUTHHAJa po¢heCCHOHATHFHOTO
cTaHmapTa

TpynoBbie nelcTBUA

AHaJM3 IUIaHOB, CTPATETUU U CTPYKTYPbl OpraHU3aLUU

AHain3 0cOOCHHOCTEH OpraHu3aluu padoThl M MPOU3BOCTBA HA KOHKPETHBIX
pabounx mMecTax

Ananuz PBIHKAa Tpyda IO OpraHHu3alunu pa6OTLI Ha aHaJOrn4HoM
IMPOU3BOJACTBEC U pa60q1/1x MECTax

dopmupoBaHue TpeOOBaHMII K BakaHTHOW JOIDKHOCTU  (mpodeccuu,
CIIELUATIBHOCTH ) M KX KOPPEKIUS

AHanu3 pbhIHKa TpyJa W MEpcoHala OpraHU3alMyd M0 MPO(QHII0 BaKaHTHOM
JOJKHOCTH (TIpOQeCcCHr, CISITHATbHOCTH)

HNudopmupoBanre u KOHCYJIbTHPOBAHHE PYKOBOAMUTENCH MOApa3JelieHudl u
OpraHu3aIiy 110 BOIPOCAM PhIHKA TPYZA B YaCTH 00ECIICUECHUS IIEPCOHAIOM

Heo6xonumele ymeHust

Cobuparp, aHaNM3WpPOBATH M  CTPYKTYPHpPOBaTh  HHPOpPMAIUIO 00
0COOEHHOCTSIX OpraHu3aluy padoT Ha Pa3IMYHBIX YYacTKax MPOU3BOJACTBA H
Ha KOHKPETHBIX pabo4yMx MecTax C Yy4yeToM LeneH, 3aiay, IUIAHOB H
CTPYKTYPBI OpraHH3aluu

Cobupatp, aHamuM3UpoBaThb U  CTPYKTypHpoBaThb HHPOpMalui 00
0COOEHHOCTSIX U BO3MOKHOCTSX KaJIpOBOTO MOTEHIIMAJIa OPTaHU3aI|H

Cobuparp, aHamuM3upoBaThb U  CTPYKTypHpoBaThb HHPoOpMaluio 00
0COOEHHOCTSX pPBIHKA TpyJa, BKIIIOYas MPeIIokKEeHNUs OT MpoBailiepoB yciayr
0 TIOUCKY, MPUBJICYEHUIO, TOA00PY U OTOOPY MepcoHasia

®opmupoBaTh TpeOOBaHMS K BAaKaHTHOW JIOJDKHOCTH  (mpodeccuw,
CHEIUAIILHOCTH) U ONIPEAEIATh KPUTEPUH 1OA00pa NepcoHaia

BHocuTh KOppeKkTHpyIOlLIHe cBeleHuss B TpeOoBaHHMS K KaHIuJaTaM Ha
BaKaHTHbIE JTOJDKHOCTHU (Tpodeccuu, CrennanbHOCTH)

[Tonp30BaTbCs MOMCKOBBIMU CHUCTEMaMH M HHGOPMAIIMOHHBIMU PECypcaMu
JUIsl  MOHMTOPMHIA  pbIHKAa  TpyJda, TIPaKIAaHCKOTO U TPYAOBOTO
3akoHoarenscTBa Poccniickoit denepanun

KoHcynpTHpOBaTh 1O BONMpOCaM pBIHKA TpyAa B 4YacTH oOecTedeHUs
HIEPCOHAIIOM

CO6J’IIO,Z[3.TB HOPMBI 9TUKH JCJIIOBOT'O O6H.ICHI/I$I

Heo0OxonnMeie 3HAHUS

TeXHOJ'IOl"I/II/I, MCTOABI U METOJAUKH MPOBCACHHA aHAIN3a U CUCTEMATHU3aAluA
JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

CtpykTypa OpraHM3allii ¥  BakKaHTHbIE JIOJDKHOCTH  (mpodeccuu,
CIEIUAIIEHOCTH)

HOpﬂI{OK OIPCACIICHUA HepCHCKTHBHOﬁ n TCKyu.[CfI HOTpC6HOCTI/I B KaJIpax

Hcrounnku obecrnieueHnst Opranu3aliy KajapaMmu

Opraau3zanusi padOT Ha Pa3IMYHBIX YYacCTKaX IMPOW3BOJICTBA, OpraHU3AIlNH,
oTpaciu
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OO0mue TEeHACHIMHM HA PBIHKE TPyJa M B OTICIBHON OTpaciv, KOHKPETHOM
npodeccuu (T0HKHOCTH, CIICITUATLHOCTH)

OCHOBBI ICUXOJIOTHHU U COIIMOJIOTHH TpyHda

OCHOBEI OKOHOMUKH, OpraHu3allvii TpyJda U YIIpaBJICHHUA

TpynoBoe 3aKOHOJATEIBCTBO M UHBIE aKThI, COJIEPKAILIME HOPMBI TPYAOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC IPABOBHIE AKThI
Poccuiickoit denepaiiuu, B 4aCTU BEACHUS TOKYMEHTALMU IO IEPCOHAITY

3akoHo 1aTenbCcTBO Poccuiickoi denepanun 0 NepCcoHaIbHbIX JaHHBIX

JlokaibHbIE HOPMATHUBHBIC AKThl OpPraHU3aIMH, PETYJIMPYIOIIAE TOPSI0K
noa0opa nepcoHana

HopMmbl 3THKH 1€7T0BOTO OOIIICHUS

bazoBrle OCHOBBI uH(pOpMaTHKHY, CTPYKTYpHOE MOCTPOCHHE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

Jlpyrue xapakTepuCTHKU

3.2.2. TpynoBas pyHKIUSs

[Touck, npuBnedenue, nogo0op u oToop YpoBeHb
HaumeHoBaHME MepcoHana Kon | B/02.6 | (momypoBsenn) 6
KBaJTHU(QHUKAIIAN
IIpoucxoxnenne OBOI1
P e Py Opurunan X 3aMMCTBOBaHO U3 OpUTHHAA
GbyHKIIAN
Kon Peructpanuonssiii Homep
OpHUrHHAA podeCcCHOHANTBEHOTO
CTaHgapTa

Tpynoseie nencTBys

[Torck BO BHYTpEHHHMX M BHEIIHUX MCTOYHHMKAX MH(OpMAIMM O KaHIUAaTaXx,
COOTBETCTBYIOIIEH TpeOOBaHUSAM BAaKaHTHOM JOJDKHOCTH  (Tpodeccuu,
CIEIUAIILHOCTH)

Pasmemienne  cBeeHM O  BakaHTHOM  JOJDKHOCTH  (Tpodeccuw,
CHELHATbHOCTH) B CPEJICTBAX MacCOBOW MH(POPMALIUU

Bb160p criocoboB M METOAOB MPUBIEYEHHUS IEpPCOHAia B COOTBETCTBUU C
YTBEp:KJICHHBIMH IIJITaHAMHU

[IpoBepka wuHpopManMu O KaHAMIATAX Ha BaKaHTHBIE JOJKHOCTH
(mpodeccun, cieruaIbHOCTH )

[IpoBenenue cobecenoBaHW M BCTpeU C KaHAUAATaMH Ha BaKaHTHBIC
JIOJDKHOCTH (TTpodeccuu, CIIeNMAIbHOCTH) ¢ 00ecriedeHueM 00paTHOU CBSI3U

OrneHka COOTBETCTBUS KaHAMJIATOB TPeOOBAaHUSM BAaKAHTHON JOJKHOCTH
(mpodeccun, CIeMaTbHOCTH)

[TonrotoBka TmpennokeHUd MO (GOPMUPOBAHHUIO OIOHKETa Ha TMOWCK,
MpUBJIeYEHUE, TOA00P U OTOOp MepcoHaa

HNudopmupoBaHre U KOHCYJIbTHPOBAHUE PYKOBOJUTENEH MOApa3ieileHuid u
OpraHu3alliy 10 BOIIPOCaM MPUBJICUEHUsI IEPCOHAJIA C OLIEHKOM 3aTpar

Heo6xonumele ymMeHUs

OHpeI[eJ'IHTL KPpUTCPUH TTOUCKA, TPUBJICYCHU, Hon6opa u 0T6opa nepcoHajia

Cobupath, aHAIM3UPOBATh U CTPYKTYpUPOBATh HH(OPMALIMIO O KaHAUJATaX U
IIPEUIOKEHUSAX Ha PHIHKE TPyAd

[Tonb30BaThCs MOMCKOBBIMU CHCTEMaMU U MH()OPMAIIMOHHBIMHU pecypcamMu B
o0acTi obecreueHus MepcoHaIoM

[IpuMeHATh TEXHOJIOTHHW W METOJIWKH TIOWCKa, TMPUBICYCHHS, MOadopa H
0oTOOpa KaHAMAAaTOB HAa BaKaHTHBIE JOJHKHOCTH (MPOo(deccuu, CreIUaIbHOCTH )
B COOTBETCTBHUE C X CIICIMPUKON
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Hcmonbs30BaTh cpeacTBa obecrncueHuUs epCcoHaJIoOM, BKJIrO4as
COIIPOBOXKACHUC

KoHcynpTupoBaTh 10 BOpocam MPUBJIEUEHUS IEpCOHAIIA

CocraBiaTh W KOHTPOJMPOBATH CTaThM pacxoioB Ha obecneyeHue
MIEPCOHAJIOM JIJIsl TUTAHUPOBAHUS OI0/KETOB

Co0u1r01aTh HOPMBI ATUKH JCIIOBOTO OOIIECHUS

Heo0xoauMbie 3HAaHUS

VcTtounuku obecriedeHust OpraHu3aliiy KaapaMu

TexHONMOrMM W METOOUKHM IIOWCKA, MPHUBJICYECHHs, moabopa M oTOOpa
nepcoHana

Cucrembl, Meroapl M (QOPMBI MaTepUAIBHOIO UM  HEMAaTEePHUAIbHOIO
CTUMYJIMPOBAHHUsI TPYAA IIEpCOHAIA

TexHonoruu u MeTo 6l HOPMUPOBAHMS U KOHTPOJISI OIOJIKETOB

TexHOomoruu, METOAbl M METOJMKH MPOBEICHMS aHaIW3a, CHUCTEMAaTHU3aIlMU
JIOKYMEHTOB ¥ MH(QOpMAIIIH

CtpykTypa oOpraHu3alid W  BaKaHTHbIC JIOJDKHOCTH  (mpodeccud,
CIIEIIUATILHOCTH )

OO0mue TEeHIEHIMM Ha PBIHKE TpyJa U B OTAEIBHBIX OTpACIsAX U BHIAX
poeCCHOHAIBHON e TEIHHOCTH

OCHOBBI IICUXOJIOTHH U COMOJIOTUH Tpyda

OCHOBBI ’KOHOMUKH, OpraHU3al1H TPYJIa U YIIPaBJICHUS [IEPCOHAIOM

TpynoBoe 3aKOHOJATEILCTBO M MHBIE aKThl, COJAEPIKALINE HOPMbI TPYJIOBOIO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IPABOBBIE aKThI
Poccuiickoii denepaiuu, B 4aCTU BEACHUS TOKYMEHTALMU 11O IEPCOHAITY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbcTBA Poccuiickont denepanun

3akoHozarenscTBO Poccuiickoil denepalinu o nepcoHaIbHbIX JaHHBIX

JlokanbHble aKThl OpraHU3alUH, PEryJIUpPYIOLIME TMOPSI0K O0OecrnedeHus
[IEPCOHAJIOM

Hopwmpbl 3THKH 1€710BOTO OOIICHUS

bazoBeie OCHOBBI MH(OPMATUKH, MOCTPOEHUS HWH(POPMAIIMOHHBIX CHCTEM U
0COOEHHOCTH pabOThl C HUMU

Hpyrue
XapaKTepPUCTUKH

3.2.3. TpynoBasi pyHxkuus

AJIMAHHCTPUPOBAHHUE MPOLECCOB U YpoBeHs
HaumeroBanue | JOKYMEHTOOOOpOTa 00ecreueHus Kox | B/03.6 (o rypoBeHb) 6
HEPCOHATIOM KBaJH(pUKAINU

IIpoucxoxnenue
TPYZ0BOH HyHKINN

3auMCTBOBAHO U3

Opurmnan X
OpMrHHaIa

Kon Peructpannonusiii Homep
opuruHaza mpoPeCCHOHATBHOTO CTaHAapTa

Tpynoseie nericTBUS

AHaJIN3 IpoLEeccoB TOKyMEHTO000pOTa, IOKAIbHBIX TOKYMEHTOB IO BOIIPOCaM
o0ecreyeHns: NepCoHaIOM

Benenne  uHbopManmumu 0  BakaHTHBIX  JOJDKHOCTSAX  (mpodeccusix,
CHEUAJIIBHOCTSX) ¥ KaHAM1aTaxX

JIOKyMEHTallMOHHOE CONpPOBOXKJIEHHWE KaHAMJIATOB Ha JTanax IOUCKa,
IpUBJIeUeHHs, ToJ00opa M 0TOOpa MEepcoHajda Ha BaKaHTHBIE JIOJDKHOCTH
(mpodeccun, crenuaabHOCTH), HTHPOPMUPOBAHUE KaHAUIATOB O pe3yJbTaTax

otbopa
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IToaroroBka 3ampocoB O KaHAUAATAX B TOCYAAPCTBEHHBIE OpPraHbl, B CIIy4asx
MPEyCMOTPEHHBIX  JCHCTBYIOIIUM  3aKOHOJATENLCTBOM U o0OpaboTka
MIPEJOCTABJICHHBIX CBEICHUI

[TonrotroBka u 00paboTka yBEIOMJICHHII B TOCYIapCTBEHHbIC OpraHbl,
po(ecCHOHANILHBIC COIO3BI U PYTHE MPEICTABUTEIbLHBIC OPTaHbl PpAaOOTHUKOB
0 BOIIPOCaM TMOUCKa, PUBJICYEHHS], 10100pa U 0TOOpa MepcoHaia

COHpOBO)KI[GHI/Ie A0roBOpoOB 110 00eCIIeYeHHIO opranu3anvu IMHCpCOHAIIOM,
BKJIrO4as MpeaABapUTCIIbHBIC IIPOUCAYPEI 110 UX 3aKIIFOYCHHIO

Heo6xonuMmele ymeHUst

OO0ecrieunBaTh JTOKyMEHTAIIMOHHOE COIMPOBOXKJICHHWE BBIXOJA KaHIWIATa Ha
paboTy U nepeMelieH sl mepcoHaa

OdopmisaTe TOKyMEHTHI MO BOMpocaM oOecriedeHus! KaJpoBbIMU pecypcamu,
HeoOXoquMble  JUIsl  IPENOCTaBIEHUS B  TOCYJApCTBEHHBIE  OpIaHbl,
npodeccuoHaNbHbIE COIO3bI U IPYTHE MPEACTaBUTEIbHbIE OPraHbl pAOOTHUKOB

Opranu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBHUHM C TPEOOBaHUSMU
TPYIOBOTO, AapXUBHOTO 3aKoHojaTenbcTBa Poccuiickoir @Denepauuu U
JIOKaJIbHBIMHU aKTaMH OpPTaHU3aIuu

AHaIM3UpoOBaTh TOKYMEHTHI U MEPEHOCUTH WH(OpMaIKI0 B HH()OPMALIMOHHBIE
cucTeMbl M 0a3bl JAHHBIX O KaHJIUaTaX

PaGorate ¢ MHpOpPMAIIMOHHBIMU CUCTEMaMH M 0a3aMu JaHHBIX MO BOIpPOCaM
obOecrieueHUsl TEPCOHAIIOM, BEACHUIO IOMCKA W YyuyeTa KaHIUWJATOB Ha
BaKaHTHBIE JIOJDKHOCTHU (TPOGeCCHH, CIISIUATBHOCTH )

[Tpou3BoauTh NpeABAapUTEIbHBIE 3aKyNOYHbIE HPOLUEAYpPhl U OQOPMIATH
COIYTCTBYIOILIYIO JTOKYMEHTALHIO [0 3aKIYEHUIO JOTOBOPOB

OpranuzoBbIBaTh M IMPOBOJUTH KOHKYPCBL, O(QOPMIIATH W aHAIU3HPOBAThH
KOHKYPCHYIO JOKYMEHTAILNIO

Bectu 1e10By10 IEPENUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,I[I/IMBIe 3HaHUA

[Topsimox odopmieHHs, BEeAEHUS U XpaHEHUs JIOKYMEHTAllUW, CBSI3aHHOH C
MIOMCKOM, MpPUBIIEYEHHEM, MOJOOPOM MU OTOOpPOM MepcoHajla Ha BaKaHTHBIE
JOJKHOCTH

[Topsimok dopmupoBanus, BeACHUST OaHKA JIAHHBIX O MEPCOHAJIE OPTaHU3aAIUN
Y IIPEI0CTABIECHUS OTYETHOCTHU

OCHOBBI IOKYMEHTO00O0POTa U TOKYMEHTAIIMOHHOTO O0eCreYeHUs!

TexHonornu, METOApl U METOAMKHA IPOBEIACHHUS aHalM3a U CUCTEMaTU3alUU
JIOKYMEHTOB U UH(MOpMaIuu

[Topsiiok poBeieHUs] KOHKYPCOB U 0(pOpMIIeHHs KOHKYPCHOM TOKYMEHTALluU

[Topsiiok mpoBeACHUs 3aKYHNOYHBIX MPOLEAYP U 0OPMIIEHHS CONYTCTBYIOLIEH
JIOKYMEHTalluU

CrpykTypa oOpraHusalMd W  BakaHTHble  JIOJDKHOCTH  (mpodeccum,
CHEIHAIILHOCTH)

TpyaoBoe 3aKOHOJATENILCTBO M MHBIE AKTHI, COAEPKALUE HOPMBI TPYIOBOTO
paBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA M HOPMAaTHBHBIE IIPaBOBBIE aKThI
Poccuiickoit @denepanuu, B 4aCTH BEICHUSI TOKYMEHTALMH 110 IEPCOHATTY

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit depepanun

3akoHoatenbcTBO Poccuiickon denepanun 0 MepCoOHaIbHbIX JaHHBIX

JlokanbpHbBIE aKThl OpPraHU3alliH, PETYJIUPYIOIINE TOPSIOK Moadopa nmepcoHana

[TopsiTOK 3aKITFOUEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBele OCHOBBI WH(OPMATHUKH, MOCTPOEHHsS] MH(OPMAIIMOHHBIX CHUCTEM U
0COOEHHOCTH pabOThl C HUMU




13

Hpyrue -
XapaKTepPUCTUKHI

3.3. O600menHas TpyaoBasi QyHKIHS

JesATenpHOCTh O OLEHKE U aTTeCTalluU VpoBeHb
HammenoBanue Kon| C 6

nepcoHasia KBaJTU(DUKAITHA
IIpoucx HU

POHCXOACHHC . 3aMMCTBOBAHO U3
000011IeHHON TPYA0BOM Opurunan X
OopurnHajia
GbyHKIMN
Kon PerucrpanuoHHslit HOMEp
OpHUTHHAJIA po(eCCHOHATHHOTO
CTaHmapTa

Bo3moxHbie CrenuaiucT 1o OLICHKE U aTTeCTalluu IepcoHana
HavMEHOBaHUS Cnenuanuct 1o nepcoHany
JOJKHOCTEH, Menepxep 1o nepcoHany
npodeccuit
TpebGoBanus k Briciiee oOpa3zoBanue — OakanaBpuar
00pa3oBaHUIO U JomnonaurensHoe mpodeccuoHaabHoe 00pa3oBaHUE — IPOTPAMMBI
00yUYECHHIO MOBBIIIEHUS KBATM(UKAINH; TPOrpaMMBI PO(eCCHOHATBHOM

MEPCIIoAroTOBKHU B obnactu IIPpOBCACHHUA OLCHKHU II€PCOHAIA

TpeboBanus k onpiTy | -
PaKTHYECKON paboThI

Oco0bie ycrioBus -
JI0IyCKa K pabore

Hpyrue -
XapaKkTepPUCTUKHU

JIOOTHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30Boii rpymnibl, JOTKHOCTH

HanmeHnoBaHue 1oKkyMeHTa Ko
FIOKY A (mpodeccun) WM cCrenualbHOCTH

OK3 2412 CrennanucTsl Mo KagpaMm U npodoprueHTaun
3423 CrienancThl KaJIpoOBBIX CIYXO0 U YUpeKICHUH 3aHATOCTH

EKC Menemxep 1o nepcoHany

OKIIATP 27755 | DKOHOMMCT 1O TPYyLy
22956 | MucnekTop 1o Kajapam

3.3.1. Tpynosas ¢pyHKuus

Opranuzanys 1 IpoBeJEHUE OLEHKU YposeHb
HaumeHoBaHue MepcoHana Kon | C/01.6 | (momyposens) 6
KBaTU(QUKAIIAN

TIpoucx HU BOI1 aNMMCTBOBAHO M

POHUCXOXKIEHUE TPYIOBO Opurunan X 3arMCTBOBAHO U3
GyHKIHN OpHUTHHAJIA

Kon PeructpauuonHsiit Homep
opuruHaga MpodeccHoHaTBLHOTO CTaHaapTa

TpynoBble neicTBUsA AHau3 CTPYKTyphl, IUIAaHOB W BaKaHTHBIX JOJDKHOCTEH (mpodeccuii,

CMEIUATPHOCTEH) OpraHU3alni, OCOOCHHOCTEH OpraHu3aiuu paboThl Ha
PAa3JIMYHBIX YHACTKAX MPOU3BOACTBA 1 KOHKPCTHBIX pa60q1/1x MECTax




HeoOxoaumbie ymeHus

HCO6XO,Z[I/IMLIe 3HaHUA
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PazpaboTka mjaHa OIIGHKM TMIE€pCOHajIa B COOTBETCTBUU C IIENSIMHU
OpraHu3aluu

OrneHka TMHAMHUKH POU3BOAUTEIBHOCTH, MHTEHCUBHOCTH U 3()()eKTUBHOCTH
TpyJa Ha pabo4mx MecTax

Omnpeznenenne pecypcoB, BBIOOP CPEACTB M METOJOB IMPOBEACHUS OLEHKH
nepcoHasia

ITpoBeneHmne OLIEHKH IIEpCOHANIa B COOTBETCTBUU C IJIAHAMH OpraHu3aluu
CompoBok/ieHHE JIOTOBOPOB € OpTraHU3alMsIMH —  HCHOJHUTENISAMU
MEPOIPUATHM 1O OLEHKE IepCcoHala, BKIIOYas IMpPEeABapUTEIbHBIC
MPOLEAYPHI O UX 3aKITHOYECHUIO

KoHcynpTupoBaHue mnepcoHana IO BONPOCAM OLEHKH, BKJIIOYas OLIEHKY
3arpar

AHanu3 pe3yJbTaTOB OLEHKHU I€pCOHaia, IOATOTOBKA PEKOMEHAALNN
PYKOBOJICTBY U IIEpCOHAITTY

[ToaroToBka mpeanoxKeHuii Mo GOPMHUPOBAHUIO OIOKETa MO OPraHU3AIUHN U
MIPOBEJICHUIO OLICHKH MepCoHaa

OnpenensiTh mapaMeTpbl U KPUTEPUH OLICHKH TepcoHala

OnpenensiTb ¥ OPUMEHATH CpPEACTBA M METOJbl IPOBEACHUS OLEHKU
nepcoHasa

Boiaensate (onpenessTs) rpynibl IepcoHaa AJis MPOBEACHHUS OLIEHKH
OnpenensiTh MHTEHCHUBHOCTh TPYyJa U 30HBI MOBBIMIEHUS 3()(PEKTUBHOCTH
nepcoHalia

OnpenensiTh MOTUBAIMOHHBIE (PAKTOPHI IPOBEICHUS OLIEHKH IepCcoHaa
CocTaBniTh U KOHTPOJIHUPOBATH CTAaThbH PACXO/J0B Ha OLEHKY MepCcoHamna s
TUTAHUPOBAHUS OF0JKETOB

OO6ecnieunBaTh OPraHU3AIMOHHOE COMPOBOXKICHUE OIEHKU NIEpCcOHalIa
ObecnieunBaTh  COXPAaHHOCTh KOH(PUIEHIMANbHOM HMH(OpManuu Mpu
IIPOBEJICHUH OLIEHKU NIEpCOHAIa,

OpraHu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUHM C TPEeOOBAHUSAMHU
TPYAOBOTO, AapXHUBHOTO 3aKoHopaTenbcTBa Poccuiickoit denepauuu u
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH OpTaHU3alun

Cobupath, aHaIM3UpOBaTh M  CTPYKTypUpOBaTh  HHPOpPMALUIO O
IIPEVIOKEHUSAX 110 OLIEHKE NIEPCOHAJIa HA PhIHKE TPy

[Tpou3BoauTh MpeABapUTENbHbIE 3aKyNOYHbIE TMPOLETYypbl U O(QOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTALUIO TI0 3aKJIFOUYEHUIO JOTOBOPOB

OnpenensiTb yciaoBUs i1 3aKIIOYEHMs] JIOTOBOPOB Ha YCIyTM IO
IIPOBEJICHUIO OLIEHKH IIepCOHasa

CucrematusupoBarb, 00001IaTh ¥ aHAJU3UPOBATh pPE3YJIbTAThl OLEHKU
nepcoHalia

OGecnieunBaTh OOpAaTHYIO CBSI3b MO pe3yjbTaTaM IPOBEICHHOW OIEHKH C
IIEPCOHAJIOM U PYKOBOJCTBOM

[Tonb30BaThCs MOMCKOBBIMU CHCTEMaMHU, HHPOPMAIIMOHHBIMH pECypcamMH U
0a3aMu TaHHBIX 10 MPOBEJICHUIO OLICHKH MepCOHaa

Pa3pabarbiBaTh peKkOMEHJALMKM 10 pa3BUTHIO I[IE€PCOHANa Ha OCHOBE
IIPOBEICHHON OLIEHKH

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHSI

TexXHOJIOrHH U METO/IbI OIIpe IeNIeHUs] TPOPeCcCHOHATbHBIX 3HAaHUH, YMEHUN U
KOMIIETEHITHI

TeXHOIOrMM U METO/IBI OLIEHKH JINYHOCTHBIX Ka4ECTB U XapaKTEPUCTHK
Cucrembl, MeToAbl W (QOpPMBI MaTepUAIBLHOTO M  HEMaTepHaIbHOTO
CTUMYJIMPOBaHUs TpyJa IepcoHata

TexHonoruu U MeToIbI HOPMUPOBAHMS U KOHTPOJISI OIOKETOB
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TexHonoruu, METOABl U METOJIUKHU MPOBEACHUS aHAIU3a U CUCTEMATU3aLUU
JIOKYMEHTOB ¥ UH(MOpMaIuu

OCHOBBI 00IIEH M COLMAIBHOW IICHMXOJIOTHH, COLIMOJOTHH M IICHXOJOTHH
Tpyaa

OCHOBBI IPOU3BOICTBEHHOM JIEATETLHOCTH OpraHU3aluu

[Topsimox  mpoBelNeHUsT  3aKyMOYHBIX  mporeayp ©u  odopmiieHus
CONYTCTBYIOIICH TOKYMEHTAIIMH

CtpykTypa oOpraHu3alid ¥  BaKaHTHbIE JOJDKHOCTH  (mpodeccuu,
CIICIIUATILHOCTH )

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKThl, COJEPKAILE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXHMBHOT'O 3aKOHOJATEIHCTBA W HOPMATHUBHBIC IIPABOBBIC AKTHI
Poccuiickoit denepaiiuu, B 4aCTU BEACHUS TOKYMEHTALIMH IO IEPCOHATY
3akoHozaarenscTBO Poccuiickoit denepariny o nepcoHalIbHBIX JaHHBIX

JlokasibHblE HOPMATUBHBIE AaKThl OPraHU3AlMM, PETryIHPYIOIIME MOPSA0K
OLIEHKHU IIepcoHaa

[TopsiioK 3aKIIOYEHUS 1I0TOBOPOB (KOHTPAKTOB)

HopMmsbl 3TuKH 1€710BOTO OOLICHUS

basoBbie OCHOBBI MHPOPMATHKH, CTPYKTypHOE IIOCTPOEHUE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl C HUMU

3.3.2. TpynoBas pyHKuus

Opranu3zanys 1 IpoBeJCHUE aTTECTallUH YposeHnb
Haumenosanue nepcoHana Kox | C/02.6 | (moxyposens) 6
KBaJTH(QUKAIIAN

IIpoucxoxxaenue Tpy10BOH
GbyHKIUN

3anMMCTBOBAHO U3

TpynoBeie 1elCTBUS

Heo6xoanumelie ymeHus

Opurunan X
OpUTHHAJA
Koz PeructpaunoHHbIii HOMeEp
OpHUTHHAJIA po¢heCCHOHATHFHOTO
CTaHIapTa

AHanmu3 CTPYKTYphl, IUIAHOB M BaKaHTHBIX JIOJDKHOCTEW (mpodeccuid,
CHenManbHOCTEN) OpraHu3aluy, OCOOEHHOCTeW oOpraHu3anuu paboThl Ha
pa3IMYHbIX yYacTKax MPOMU3BOICTBA U KOHKPETHBIX pabounX MecTax
Pa3zpaboTka NPOEKTOB JTOKYMEHTOB, OIPEIENIAIONMX MOPSA0K aTTeCTaluu
IIEPCOHAJIA, C OLIEHKOM 3aTpaT

ConpoBox/ieHHE Mpolecca aTTeCTallui U paboThl aTTECTAllMOHHON KOMUCCHUU
[ToaroroBka mpemiox)eHnui Mo GOPMUPOBAHHIO OIOKETa HA OPTaHU3AIMNIO U
IIPOBEICHUE ATTECTALIMU IIEPCOHAIIA

[TonrotoBka mpeNIOKEHUH O COOTBETCTBHMM pPAOOTHHMKA JOJIKHOCTHU
(mpodeccun, ciennanbHOCTH) MO pe3yabTaTaM aTTeCTallMd B COOTBETCTBUU C
3aKoHOo1aTenbcTBOM Pocculickont @eneparun

Ornpenenars napaMeTpbl U KPUTEPUU aTTECTALMU NTEPCOHANIA

Ornpenenars U NPUMEHSTh CPEICTBA U METO/IBI aTTECTAllUU

BeiaensaTs rpynmnsl nepcoHalia Juisi IpOBEIECHNS aTTECTaluN

ObecneunBaTh TOKYMEHTALIMOHHOE CONPOBOXKICHHE aTTECTAllMK TIepCOHaa
CocTaBiATh U KOHTPOJIMPOBATh CTAThU PACXOJIOB HAa aTTECTAIMIO MEepcoHasa
JUTSI TIJTAHUPOBAHUS OO IKETOB




Heo0Oxoaumeblie 3HaHUA

Hpyrue
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[Tonp3oBaTbcss MHPOPMALMOHHBIMU pecypcaMu W 0a3aMu JaHHBIX 10
IIPOBEICHUIO aTTECTALUU

BecTu yuer u peructpanuio JOKyMEHTOB B MH()OPMAIIMOHHBIX CHCTEMax U Ha
MaTepHaIbHbIX HOCUTEIISAX

Opranu3oBbIBaTh XpaHEHHWE JTOKYMEHTOB B COOTBETCTBHHM C TpPeOOBaHUSIMHU
TPYyJAOBOTO, AapXMUBHOTO 3akoHoAaTeiabcTBa Poccuiickoit @enepauun U
JIOKQJIbHBIMH JIOKYMEHTAMU OpraHU3aluu

[Tpou3BoauTh MpenBapUTENIbHBIE 3aKYMOYHbIE MOPOUEAYpbl U O(GOpPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIUIO 110 3aKJIFOUEHHUIO JJOTOBOPOB

Co06u1r0/1aTh HOPMBI THUKHU JEIIOBOTO OOIIEHUS

[Tops10K ¥ TEXHOJIOTHS IPOBEJECHUS aTTeCTAllUN

TexHOJOrHH U METO/bI ONPEAETICHUS U OLEHKH NMPO(eCCHOHAIBHBIX 3HAHUH,
YMEHHUH U KOMIETEHIINI

Cucrembl, MeTonsl H  (GOPMBI MaTEPHAIBLHOTO W HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUSI TPyAa IepcoHaIa

TexHonornM U METOIbI HYOPMUPOBAHHSI U KOHTPOJISI OIOKETOB

TexHomoruu, METoAbl U METOJIUKHU MPOBEJICHUS aHAIU3a U CHUCTEMaTU3aluU
JOKYMEHTOB ¥ HH(OpMAIHH

OCHOBBI IPOU3BOICTBEHHOM JIEATEIbHOCTH OpraHU3aluu

OcHOBBI 00mIel M COLMATBHOM TCHXOJOTHH, COIUOJOTHH M IICHXOJIOTUH
Tpyna

[Topsimok  mpoBemeHWs]  3aKyNMOYHBIX  mpoueayp W ohopMIIeHUsS
CONYTCTBYIOIIEH TIOKYMEHTALIUH

CrpykTypa oOpraHm3aimii ¥  BakaHTHbIE JOJDKHOCTH  (mpodeccud,
CIICIIUATILHOCTH )

TpyaoBoe 3aKOHOAATENBCTBO U MHBIE AKThI, COJEpXKAIIUE HOPMBI TPYAOBOIO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATUBHBIE IPABOBBIE AaKThI
Poccuiickoii denepanuu, B 4aCTH BEACHUS TOKYMEHTALMU 110 IEPCOHAITY
3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHalIbHBIX JaHHBIX
JlokanbHblE HOpPMAaTHBHBIE aKThl OpPraHU3allMU, PETYJIUPYIOLUIUE MOPAIOK
OLICHKH IepCOHala

[TopsiIoK 3aKIIFOYEHUS 1I0TOBOPOB (KOHTPAKTOB)

HopMmsbl 3TuKH A€70BOTO 0OLIEHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTypHOE IIOCTPOEHHUE
WH(POPMAIITMOHHBIX CUCTEM U OCOOEHHOCTH padOThl C HUMU

3.3.3. Tpynosast pyHkuus

AJIMUHHCTPUPOBAHUE TTPOLIECCOB U VpoBeHs
HaumeroBanne | JOKyMEHTOOOOPOTA MPH MPOBEICHUN Kon | C/03.6 (moxypoBeHs) 6
OLICHKHU U aTTeCTallMu IIEpcoHala KBaTH(HKALIH

IIpoucxoxxaenue Tpy10Boi
byHKIIIN

3anMCTBOBAHO U3

Opurunan X
OpHTIHHAJIA

Kon Peructpannonusiii Homep
opuruHana mpogdecCHOHAIHHOTO CTaHAapTa

TpynoBeie nericTBUs

AHanM3 mpoIeccoB JOKYMEHTO000POTa, JIOKAIBHBIX JOKYMEHTOB IO OIIEHKE U
aTTecTalluy epcoHalia
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Opranu3aloOHHOE COMPOBOXKICHUE MEPONPHUATHH MO OLIEHKE MEPCOHAJIAa U €ro
aTTecTalun

OdopmiieHue mpoiiecca U pe3yIbTaTOB aTTeCTAIlMU IIEPCOHANA

HudopmupoBaHue rnepcoHaia o pe3yibTarax OLUEeHKU U aTTeCTalluu

HOI[FOTOBKa HpC,Z[JIO)I(eHPII;'I 110 Pa3BUTHUIO IIEPCOHAJIA 110 PE3yJibTaTaM OLICHKHA

COHpOBO)KI[GHI/Ie AOT'OBOPOB oo OKa3aHHIO KOHCYJIbTalMOHHBIX n
I/IH(l)OpMaHI/IOHHBIX YCIIYT 110 OICHKE M aTTECTalMM IIEpCOHaIa

Heo6xonumele ymeHust

OO0OecneunBaTh AOKYMCHTAIITUOHHOC COIIPOBOKACHUC OLCHKMU MW aTTCCTallun
IneépcoHajia

OdopMiIAT JOKyMEHTHI IO BONPOCAM OIEHKHM M aTTECTAllMd IepCOHaa,
IPEJOCTaBIIsIEMbIE B TOCYJApPCTBEHHbIE OpPIraHbl, MPO(ECCUOHAIBHBIE COIO3bI U
JpyTHUE MPEICTaBUTEIbHBIC OpraHbl pAOOTHUKOB

AHanu3upoBaTh MpaBWia, NPOLUEAYPhl U MOPAIKU IPOBEICHUS OICHKH U
aTTecTally IepcoHaIa

Bectu YUCT U pETUCTpALINIO JOKYMCHTOB B HHQ)OpMaL[I/IOHHbIX CHUCTEMAxX U Ha
MaTCPHAJIbHBIX HOCUTCIIAX

OpraHu30BbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C TpPEOOBaHUSIMHU
TPYZIOBOro 3aKkoHoAarenbcTBa Poccniickoit denepanny U JJOKaIbHBIMU aKTaMH
OpraHu3anuu

Bectu nenoByro nepenucky

PaboTars ¢ nH(DOpMAIIMOHHBIME CHCTEMaMH W 0a3aMH JIaHHBIX TI0 BOIPOCaM
IIPOBE/ICHUS OLEHKU U aTTeCTallMy MepCOHAIIA, BEICHUIO yUeTa KaH1/1aTOB Ha
BaKaHTHBIE JIOJDKHOCTHU (Tpodeccru, CrennatbHOCTH)

AHaIM3upoBaTh JOKYMEHTHI M IEPEHOCUTh HH(OpMaLIHIO B MH(GOPMAIIMOHHbBIE
CHUCTEMBI U 0a3bl JaHHBIX

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHS

Heo0OxomnMeie 3HAHUS

[Topsimox odopmiieHusi, BeA€HUS W XpAaHEHUS JTOKYMEHTAllUH, CBSI3aHHOM ¢
IIPOBEACHUEM OLICHKHU U aTTECTALlMU IIEPCOHAa

[Topsimok dopmupoBaHus, BeeHUs] OaHKa JaHHBIX O MEPCOHANE OpraHU3alUN
Y IIPEIOCTABICHUS OTYETHOCTHU

[Topsimox mpoBeAeHMsI 3aKyTOYHBIX HPOLeTyp U OPOPMIIEHUS COITYTCTBYIOIIEH
JIOKyMEHTaLUU

[Mopsinok odopMieHUst TOKYMEHTOB, NPEJOCTABISIEMBIX B I'OCYNapCTBEHHBIE
OpraHbl, Mpo¢ecCHOHATBHBIE COIO3BI U JIPYTHE IPE/ICTaBUTEIbHBIE OpPTaHbI
pabOTHHUKOB

OCHOBBI IOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO O0eCredeHust

CrpykTypa oOpraHM3allid M  BakaHTHbIE  JOJDKHOCTH  (mpodeccun,
CHEIHAIbHOCTH)

TpyaoBoe 3aKOHOIATENBCTBO U MHBIE AKThI, COAEPIKALIME HOPMBI TPYJIOBOTO
npaBa

OCHOBBI apXHMBHOTO 3aKOHOAATEIbCTBA W HOPMATHBHBIE IPABOBBIE AKTHI
Poccuiickoit @enepanuu, B 4aCTH BEICHUSI IOKYMEHTAILIMH 110 IEPCOHATTY

3akoHonaarenbcTBO Poccuiickoil denepaliii 0 MepcoOHANbHBIX TaHHBIX

TGXHOJ'IOFI/II/I, METOJAbl U METOJUKU NPOBCACHUSA aHalln3a U CHUCTEMATHU3allUuH
JOKYMCHTOB U HH(bOpMaL[HI/I

JlokanbpHbIC HOPMATUBHBIC AaKTbl OpTraHU3alliuv, PpPCryjaupyromue mnopsaaoK
OIICHKHU M aTTCCTAallMU IIEPCOHAIA

[TopsioK 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HH(OPMATHUKH, CTPYKTYPHOE OCTPOCHNE HHPOPMALIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThI C HUMHU
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Hpyrue
XapaKTepPUCTUKHI

3.4. O0001menHas TpyaoBasi GyHKIHS

YpoBeHb
HauMmenosanme I[CHTCJ'IBHOCTB I10 Pa3BUTHIO II€pCOHATIA Kon D p 6
KBaJTU(QUKAIIUN
IIpoucxoxaenue
P )K'Hv . 3anMMCTBOBAHO U3

00001IeHHON TPYI0BOIT Opurunan X

OpHUTHHaa
byHKIIAN

Kong Peructpanuonssiii Homep
OpHUTHHAJa po(heCCHOHATHHOTO
cTaHmapTa

Bo3moxHbie Crienuanuct 1Mo pa3BUTHIO U OOYUYCHHIO ITepCoHaa
HANUMCHOBAHUS CHGHI/IEUII/ICT I10 Pa3BUTHIO KAPbEPLI IICpCOHAIIA
JOJKHOCTEH, Crneunanuct 1o nepcoHaty
npodeccuit Menekep no nepcoHaly

TpebGoBanus k
00pa3oBaHMIO U
00y4YeHUI0

Briciiee oOpa3zoBanue

pa3BHUTHS IEPCOHAIA

JononaurensHoe mpodeccuoHaabHoe 00pa3oBaHUE — IPOTPAMMBI
MOBBIIIEHUS KB (UKAINH; TPOrpaMMBI TPO(ecCHOHAITBHOM
MEPEnoArOTOBKH B 00JIACTU OPraHU3alIMOHHOTO U TPO(ECCUOHATILHOTO

TpeboBanust K OIBITY
MIPaKTUYECKON pabOThI

Oco06ble ycrnoBus
JomycKa K pabore

Hpyrue
XapaKTePUCTUKH

I[OHOJ'IHI/ITGHBHLIC XaAPAKTCPUCTUKHU

HaumenoBanue 6a30B0ii rpynmsl, JOKHOCTH
HaumeHnoBaHue 10KyMeHTa Kon
(mpodeccun) WM cCrenualbHOCTH

OK3 2412 CrennanucTsl O KagpaM U npodoprueHTaun

3423 CrienanicThl KaJIpoOBBIX CIYXKO U YUpexKJIeHUH 3aHATOCTH
EKC - Menemxep 1o nepcoHany
OKIILATP 27755 | DKOHOMHCT 1O TPYLY

22956 | MHCTIeKTOp 1O Kaapam

3.4.1. TpynoBasi pyHkuus

HaumenoBanue

Opranuzanys 1 IpoBeACHUE MEPOIIPUATHI
M0 Pa3BUTHIO U TOCTPOCHUIO
npodecCHOHATBLHON Kapbephl epcoHaa

D/01.6

Kon

IIpoucxoxxaenue Tpy10BOH
byHKIIIN

YpoBeHb

(moaypoBEHD) 6
KBaTA (UK

OpuruHan X | 3aUMCTBOBaHO M3 OpPHUTHHAIA

Kon
OpHUTHHAIIA

Peructpannonssiii HoMmep
po(eCCHOHATHHOTO
CTaHzapTa

‘ Tpynoseie nelicTBUs

AHanu3 CTPYKTYpPHI, IUIAHOB U BAKAHCUIN OpraHU3aliu
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Ananmu3 ocoOeHHOCTeH paboThl Ha PA3IMYHBIX y4YacTKax HPOHM3BOJCTBA H
KOHKPETHBIX pabo4HX MecTax

[ToaroroBka mNPOEKTOB JOKYMEHTOB, OIPEICISIIONIUX TOPAI0K pPa3BUTHUSA
MepCcoHaNa U NOCTPOEHUsI MPO(heCCHOHATILHOM Kaphephl C OLIEHKOM 3aTpat

PazpaboTka rmanoB npodeccHoHaIbHOM Kaphepbl PAOOTHUKOB

DopMUPOBAHKE KAJIPOBOIO pE3EPBa

Opranuzanus MEpOTIPUATUN o Pa3BUTHIO u MOCTPOCHHUIO
npodeccrnoHaIbHOM Kapbephl EpcoHaa

[ToaroToBka nmpeiokeHuit Mo GopMupoBaHUIo OI0PKETa Ha OPTaHU3ALMIO U
MIPOBEJICHUE MEPOTIPUATUH 1O PA3BUTHIO U MOCTPOCHUIO PO ecCHOHaTbHON
Kapbepbl IIEpCOHATIA

Ananu3 3()(peKTUBHOCTH MEPONIPHUATUN 110 PA3BUTHIO IIEPCOHANA, OrOTOBKA
NPEAIOKEHUH 110 PA3BUTHIO

Heobxomumbie ymeHHst

AHanu3upoBaTh YpOBEHb OOIIEro pasBuTHi U HpodeccHoHaNbHOU
KBaJIM(UKAIMK TIEPCOHANA

OmnpenensaTb KpaTKOCPOUHbIE M JIOJITOCPOYHBIE TOTPEOHOCTH Pa3BUTHUSA
HepCOHaJIa U IIOCTPOSHHUS €T0 NPO(eCcCHOHATBHON Kapbepsl

Onpenenste kpurepuu GOpMUPOBAHUS KAAPOBOTO pe3epBa OPraHU3alNH

CocTaBiaTh WHJIUBUYAJbHBIC IIJIAHBI KAPbCPHOT'O PA3BUTHUA IICPCOHATIA

[IpuMeHSATh TEXHOJOTMH W METOJbl DPA3BUTUS IEPCOHATA U IMOCTPOCHHS
poheCCHOHATTLHON Kapbepbl

CocTaBnaTh MOpPEVIOKEHUST M KOHTPOJIMPOBATh CTaTbU pacxoiOB Ha
IpOrpaMMbl U MEPOIPUATUSA 110 Pa3BUTHIO IIEPCOHANIA U IOCTPOCHUIO
poheCCHOHATTLHON Kapbephl JUIsl IJIAHUPOBAaHUS 0I0/DKETOB

Omnpenensatb 3PQPEKTUBHOCTb MEPOMNPUATUN MO Pa3BUTHIO MEpPCOHANA U
MIOCTPOSHHIO MPO(HECCHOHAILHON Kapbephl

PabGorats ¢ I/IH(I)OpMaI_II/IOHHLIMI/I cucreMaMu U 0a3zaMu JaHHBIX IIO MEPCOHATY

Co0r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIIEHHS

Heo0OxoxnMeie 3HAHUS

Cucrema, criocoObl, METOJIbl, HHCTPYMEHTHI ITOCTPOEHHUS MpodeccrnoHalIbHOM
Kapbepbl

Meroasl ompenereHUuss W OLEHKH JIMYHOCTHBIX U TPO(ecCHOHATBHBIX
KOMIIETEHIIUI

Cucrempl, ™eronpl U (GOpPMbl MaTepUAIBHOTO U HEMaTepUalIbHOIO
CTUMYJIMPOBAHUs TPyAa EPCOHAIIA

Texnonoruu, MeTo el HOPMUPOBAHUS U KOHTPOJIS OI0KETOB

TexHOnoruu, METOAbl U METOJMUKHU NPOBEACHUS aHAIW3a U CUCTEMAaTHU3alUuU
JJOKYMEHTOB M MH(OpMaLuu

OcHoBbI IPO(heCCUOHATTFHOM OpUEHTAIIUU

OCHOBBI TOKYMEHTO000POTA U TOKYMEHTAITMOHHOTO 00eCTIeYeHUS

OCHOBEI HpOHSBO,Z[CTBCHHOﬁ ACATCIBbHOCTHU OpraHru3alunu

OCHOBBI O0IIEH M COIMAILHOM IICHXOJIOTHH, COIIMOJOTMH M IICHUXOJOTMH
Tpyaa

CTpykTypa OpraHM3allud W  BaKaHTHbIe JOJDKHOCTH  (Tipodeccuw,
CIIEIUATTLHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThl, COIEPKALUE HOPMBI TPYZAOBOIO
npaBa

3akononatenbcTBO Poccuiickoit denepannu o nepcoHanbHBIX TAHHBIX

JlokabHbIE HOPMATHBHBIE AaKThl OpPraHM3alUM, PETYJIHPYIOIIUE MOPAIOK
Pa3BUTHS U IOCTPOEHUS TPO(ECCHOHATILHON Kaphephl MepcoHaa

[Topsiok 3akIt0UEHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1em0BOTO OOIICHUS
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bazoBbie OCHOBBI UH(HOPMATUKH, CTPYKTypHOE MOCTPOCHUE
MH(POPMAITMOHHBIX CHCTEM U OCOOEHHOCTH PaOOTHI C HUMHU

Jlpyrue xapakTepuCTUKU

3.4.2. TpynoBasi pyHKIUSA

HaumeHnoBanue

IIpoucxoxaenue Tpy10BOM
GbyHKIIAN

TpynoBsie 1€CTBUS

HeoOxoaumbie ymeHus

HCO6XO,Z[I/IMLIC 3HaHUA

Opranu3zanus o0ydeHus nepcoHaia Kox | DJ/02.6 | YPoBeHb (nonyposeHb) 6
) KBaJTU(QUKAIIUN
Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA
Kon Peructpaunonusiii Homep
OpHUrHHAJA PO EeCCHOHATBHOTO
cTaHmapra

AHanm3 peIHKa 00pa30BaTENBHBIX YCIYT M MOTPEOHOCTEW OpraHM3aluu B
00y4YeHHH NepcoHaia

Pa3paboTka 11aHOB, METOAMYECKUX MaTepUalioB, Y4YeOHBIX IIJJAaHOB U
oporpaMM, INPOEKTOB JIOKAJIbHBIX AaKTOB 10 OOYYEHMIO M Pa3BUTHIO
nepcoHalla, BKJIIOYasi OLEHKY 3aTpar

Opranuzanys MeponpusITHHA 0 00YyYEHHIO ITepCoHaa

[ToaroroBka mpennoxeHuid 1mo (HOPMHUPOBAHUIO OIOPKETa HA OPTaHU3AIHIO
o0yueHHsl mepcoHaa

Ananus 3¢ eKTUBHOCTH MEPOIPHUSATHH 10 00YYEHHIO IepcoHalia
AHaJIM3UPOBATh U ONPEAEIATh NOTPEOHOCTH B O0YUEHUH TPy IepCOHaNa B
COOTBETCTBUHU C LIETSIMU OpPTaHU3alMH

Pa3zpaOaTbiBaTh IUIaHBI TMOATOTOBKM, MEPEHNOArOTOBKM M IOBBIILICHHS
KBaJIM(UKALIMU KaJIPOB, yUeOHbIE TUIaHbI U IPOrPaMMBI

AHaJIN3UPOBATh PHIHOK 00Pa30BaTENIbHBIX YCIYr M TOTOBHUTH IMPEIIOKEHUS
10 MOCTABIIHUKaM YCIyT

OpraHu3oBbIBaTh 00yYaroIye MeporpusITUs

CocTaBnsiTh U KOHTPOJMPOBATh CTAaThU pPacxoJ0B Ha OOydeHHE MepcoHala
JUIS TUTAaHUPOBaHUS OIO/IKETOB

Pa3pabarbIiBaTh M KOMIUIEKTOBATh Y4EOHO-METOANUECKHUE JOKYMEHTHI
[Tpon3BoNTH OLIEHKY 3PPEKTUBHOCTH 00yUEHHs TepCcoHaIa

[Tpon3BoauTh NpeaBapUTENbHBIE 3aKyNOUYHBIE MPOLEAYphl U opopmiieHue
COITYTCTBYIOIIEH JOKYMEHTAIMH 110 3aKJIFOUEHUIO I0TOBOPOB

PaboTtaTh ¢ HHPOPMAIIMOHHBIMH cHCTEMaMH M 0a3aMU JaHHBIX 110 IEPCOHATY
Pa3zpabaTbiBaTh ¥ O(QOPMIATH JOKYMEHTHl IO THpoIleccaM OpraHU3aluu
00y4eHHUs NepcoHalla U UX pe3yJsibTaTaM

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

MeTo/1b1, ”HCTPYMEHTHI HCCIeI0BaHUsl MOTPEOHOCTH B 00yUYEHUH ITepCcoHaa
Metononorus o0y4ueHus

TexHonornu, METoAbl U METOAUKU MPOBEACHUS aHAIN3a U CUCTEMAaTH3aLUU
JIOKYMEHTOB ¥ HHQOpMAIII

[Topsimox pa3pabOTKM MJIAHOB MOJTOTOBKH, MEPENOJArOTOBKHA M TOBBIIICHUS
KBaJIM(UKAIIMK KaJIpOB, YU€OHBIX IJIAHOB U MPOTPAMM

Cucrembl, Metoasl U (GOpPMBI MaTepPHAIBLHOIO U  HEMaTepUAIBHOTO
CTUMYJIMPOBaHUs TpyJa IepcoHata

TexHon0rMM U METOIbI (HOPMUPOBAHMS U KOHTPOJISI OIOKETOB

ITopsimok BelneHHs ydeTa M OTYETHOCTHM MO TMOJATOTOBKE W IOBBIIIECHHUIO
KBaJM(HUKAIMY TIepCOHaNa
OCHOBBI JOKYMEHTOO0OPOTa U JJOKYMEHTAIIMOHHOTO 00eCTIeYEeHHUs
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OCHOBBI TEXHOJIOTHH MPOU3BOACTBA U ACATCIILHOCTU OpTraHHU3allun

OcHOBBEI OOIIEH M COLNMATILHOM TIICUXOJOTMH, COIMOJIOTHMH M IICHXOJIOTHHU
Tpyza

[lopsmox  mpoBeAeHHS ~ 3aKYNMOYHBIX  Hpouenyp U ohopMIeHHUS
CONYTCTBYIOLIEN JOKYMEHTALUU

CtpyKkTypa OpraHnu3aiuu

TpynoBoe 3aKOHOJATEIBCTBO M UHBIE aKThI, COJIEPKAILME HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATHUBHBIC IPABOBHIE AKThI
Poccuiickoit denepainu, B 4acTH BeACHUS IOKYMEHTALIMM MO MEPCOHATY
OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNbcTBA Poccuiickoil @enepanuun

OcHOBBI 3aKOHOIATENBCTBA 00 0O0pazoBaHuu Poccuiickoit Deaepannn
3akoHozaarenscTBO Poccuiickoil denepaiinu o NepcoHaIbHBIX JaHHBIX

JlokanbpHble HOPMAaTHBHbBIE AKThl OPraHU3ALMH, PETYIUPYHOIUE O00ydeHue
nepcoHalia

[Topsiok 3aKit04YeHuUs 10roOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOTO O0IIEeHUS

bazoBeie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMHU

Jpyrue xapakTepuCTHKH -

3.4.3. TpynoBas pyHKIUS

Opranusanys aganTaluy ¥ CTaKUPOBKH YpoBenb
HaumeHoBaHue nepcoHaia Koxn | D/03.6 (mogypoBeHs) 6
KBaJTHU(QHUKAIIAN

[Ipoucxoxaenue Tpy10Boi
GbyHKIHN

Opurunan X 3anMCTBOBAaHO U3 OpUTHHATIA
Kong Peructpaumonusiii Homep
OpHUTHHAJIA po¢heCCHOHATHFHOTO
CTaHIapTa

Tpynoseie nenicTBus

Ananus YCICHIHBIX KOPIMOPATUBHBIX MMPAKTHK IMO OPraHu3anuu agarnTalinuu U
CTAXKUPOBKE IIEPCOHAJIA

Pa3paboTka IIaHOB aanTalyy, CTAKUPOBKHY IIEPCOHANIa C OLIEHKOH 3aTpar

OpFaHI/IBaHI/IH MepOHpI/ISITI/Iﬁ o afganTanru, CTAXXKUPOBKE MEPCOHATIA

HOJIFOTOBK& npeanomeHHﬁ M0 COBCPHICHCTBOBAHUIO CHUCTCMBbI ajarlTallvu,
CTAXXUPOBKU IICPCOHAIA

[ToaroroBka mpenyiokeHuil 1Mo (GopMUpPOBaHUIO OIO/HKETa HA OPTAHHU3AIUIO
aJanTaluy ¥ CTAXKUPOBKU IIEpCOHAlIa

AHanu3 3(QQGEeKTUBHOCTH MEPONPHUATHI 1O aJanTalud M CTaXUPOBKE
nepcoHalia

Heo6xonumele ymMeHUs

OHpeI[eJ'IHTL TpPYHOIIBI IIEPCOHAJIA JIA CTAXKUPOBKU U aldllTAllUA

Onpenensatp paboune MecTa Il TPOBEACHHS CTAXKHPOBKH W aJamnTariif
repcoHasa

CornacoBBIBaTh MCPONPUATHA adalTallud U CTAXXKHPOBKU C BO3MOXHOCTAMU
IMPOU3BOJACTBA

[Ipon3BOIUTE aHANN3 W OLEHKY pe3yJbTaTOB aJalTallid M CTaXUPOBOK
IIepCOHAJIA

CocTaBnATh TPEIJIOKEHUS W KOHTPOJHMPOBATH CTaThH PacxXoJ0B Ha
MporpaMMbl U MEPOIPUATUSA MO aJanTaluud U CTaXUPOBKE IMEepcoHaa IS
TJIAHUPOBAHUS OFOKETOB
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[Tpon3BoauTh OIEHKY 3(P(PEKTUBHOCTH MEPONPHUATHHA TO aJanTalud |
CTa)KMPOBKE NIEpPCOHAJIA

BHenpsTh cucTeMbl BOBICUEHHUsI PAOOTHHKOB B KOPIIOPATUBHYIO KYJIBTYPY

Hcmons30BaTh I/IH(bOpMaI_[I/IOHHBIC CHCTEMBI U 0a3bl JAaHHBIX I10 MEPCOHATY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHMSI

Heo0OxoauMbie 3HAHUS

MCTOHBI aZalTalnuyu U CTAXKUPOBOK

TexHoNOrNK, METOABI U METOJUKH IPOBEACHMs aHAIM3a U CHCTEMaTH3aluu
JOKYMEHTOB ¥ HH(OpMAIHH

HOpHI[OK pa3pa60TI<H IJIAaHOB aJallTalliy II€pCOHAJIa Ha HOBBIX pa60tn/1x
MECTax, MOArOTOBKH, IICPCIIOATOTOBKM UW IIOBBINICHUA KBaJII/I(l)I/IKaI_[I/II/I
IEpCoHaIa U OpraHru3alii CTAXUPOBOK

HOpSI,IIOK COCTAaBJICHHA CMCT 3aTpaT Ha aJallTallui0 U CTAXKUPOBKY IIECPCOHAIA

[Topsimok BemeHWs ydeTa W OTYETHOCTH IO aJalTalid U CTaXHUPOBKE
niepcoHasa

Cucrembl, Metoasl U (GOpMBI MaTEpUAIBHOIO W HEMaTepHaIbHOI'O
CTUMYJIMPOBAHHUsI TPyAA IIEpCOHAIA

TexHonoruM U METOIbI HOPMUPOBAHHSI U KOHTPOJISI OIOPKETOB

OCHOBBI TEXHOJIOTHH IIPOU3BOJACTBA U ACATCIIbHOCTU OPraHrn3alun

OcCHOBBI 00IIEH M COIUAIBHOM IICHXOJIOIMH, COLIMOJIOTUHA U IICHXOJIOTHUH
TpyJia

CtpykTypa OpraHm3alii ¥  BaKaHTHBIC JIOJDKHOCTH  (Tipodeccud,
CIIEeIIUATILHOCTH )

TpymoBoe 3aKOHOJATENBCTBO M UHBIE aKThI, COJIEPXKAIINE HOPMBI TPYAOBOTO
mpaBa

OcHOBBI HAJIOTOBOTO 3aKOHO1aTesbeTBa Poccuiickoit @enepanuu

3akoHomarenbcTBO Poccuiickoii deneparin 0 mepcoHaIbHBIX JAHHBIX

JlokanbHbIE HOPMAaTUBHBIE aKThl OpTraHU3aIlUH, PETYIUPYIONIUE aJaNTAIHI0 U
CTaXXMPOBKY IEpCOHaja

OCHOBBI ,Z[OKYMCHTOOGOPOT& U JTOKYMCHTAIIMOHHOTI'O obecreueHust

[Topsi10K 3aKIIFOYEHHS IOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKHU JCJIIOBOT'O O6H_ICHI/I$I

baszoseie OCHOBBI UH(POPMATUKH, CTPYKTypHOE IIOCTPOEHUE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH

Jlpyrue XxapakTepucTuKH| -

3.4.4. TpynoBasi pyHkuus

HaumenoBanue

[IpoucxoxaeHue Tpya0Boi
GbyHKIHUN

AJMUHUCTPUPOBAHNE IPOLIECCOB U
YpoBeHb

OKYMEHTO000pOTa 0 Pa3BUTHUIO U
HOKY poTa Iio p Kon | D/04.6 | (momyposens) 6
npodeccuoHaIbHON Kapbepe, 00y4YeHHIo, KBaTHHKALIH
aJlaNTalyy ¥ CTAKUPOBKE MepcoHaia

Opurunan X 3aMMCTBOBAHO U3 OpUTMHAJIA
Kon PerucrpanuonHsiii HOMep

OopurruHajia HpO(I)CCCI/IOHaHBHOFO cTaHaapTa

TpynoBbie nercTBUA

AHanu3 MpoueccoB, NPaBWJI M TMOPSAKOB OpPraHM3alMM IpHU NPOBEACHUU
MEPONPUITUI TIO Pa3BUTHIO U TNPOPECCHOHAIBHON Kapbepe, OOyuYeHHIO,
aJaNTaluy U CTAKUPOBKE IIEpCOHANA

JlokyMeHTanmonHoe o(opMiIeHHEe pe3ysIbTaTOB MEPONPHUATHNA MO Pa3BUTUIO U
npodeccnoHaIbHON Kapbepe, 00yUeHNI0, aAaNTallui U CTAKUPOBKE ITEPCOHANA
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[loaroroBka WHAMBHIyaJbHBIX MPEAJIOKEHUM Ha OCHOBE DE3YyJbTAaTOB
MPOBEJICHUSI MEPONPUITUA 1O PAa3BUTHI0O M MpodeccHoHaNbHOM Kapbepe,
00y4Y€HHI0, aIaNTalluU U CTAXKUPOBKE IIEPCOHAIA

[ToaroroBka mpeanoKeHUH MO COBEPUICHCTBOBAHHUIO CHCTEM O0OydeHus,
aJanTallMd W CTAXHUPOBKH, pA3BUTHS M IOCTPOEHHsS MNPodhecCHOHAIBHOM
Kapbepbl IIEpCOHANIA

ConpoBoxieHue JIOTOBOPOB 1o OKa3aHUI0 KOHCYJIbTallUOHHBIX,
MH(GOPMALIMOHHBIX ~ YCIYT, HEOOXOAUMBIX JUIsl TMPOBEACHUS OOy4YeHHs,
aJanTalMd W CTAKUPOBOK, pa3BUTHS M IOCTPOEHHUS NPO(EecCHOHATBHOM
Kappepbl IMEpCOHAla, BKIIOYas MpEABAPUTENbHBIE MOPOLEAYpPHl IO HX
3aKJIF0UYEHHUIO

Boimonnenne TpeOoBaHMH MO XpaHEHHIO MHQOpPMAIMK O pe3ybTaTax
oOyyeHusi, ajanTallMd W  CTAKUPOBKHU, PA3BUTUS U MOCTPOCHHS
npodeccuoHaNbHOM Kapbephl IepcoHalIa

HeoOxonnmeie
YMEHUS

OdopMiIAT TOKYMEHTBI IO BOIIpOCaM MpPOBEACHUs OOYy4YeHMs, aJanTaluu U
CTOKUPOBKH, PA3BUTHUS U MIOCTPOCHUS MPOPECCHOHATIHLHON Kaphephl epcoHala,
IPEJOCTaBIIsIEMbIE B IOCYJIapCTBEHHBIE OpPraHbl, MPO(pECCHOHAIbHBIE COHO3bl U
JpyTHe MPeICTaBUTEIbHbIE OPTaHbl pAOOTHUKOB

ObecneunBaTh JOKYMEHTALIMOHHOE CONPOBOXKJICHHE OOY4YEHMS, aJanTalud U
CTaKUPOBOK, Pa3BUTHS U MIOCTPOCHUS MPO(PECCHOHATBHOM Kapbephl IEpCOHATA

AHanu3upoBaTh TNpaBWia, MNPOLEAYPbl M MOPAJKUM IPOBEIEHUS O0ydeHus,
QIanTallid W CTAXUPOBKH, PA3BUTUS M TOCTPOCHUS NPOQPecCHOHATHHON
Kapbepbl IIEpCOHANIA

Opranu3oBbIBaTh XpaHEHUE JIOKYMEHTOB B COOTBETCTBUU C TpeOOBaHUSIMHU
3akoHOAartenscTBa  Poccuiickoit  ®exepanuu W JIOKaJIbHBIMH  aKTaMHU
OpraHu3aIu

AHanM3upoBaTh TOKYMEHTHI U MEPEHOCUTh MHPOPMAIMIO B UH(POPMAIIOHHBIE
CHUCTEMBI U 0a3bl JaHHBIX

Bectu YUCT U pEruCTpaliuto 1OKYMCHTOB B I/IH(I)OpMaI_II/IOHHBIX CHUCTEMAX U Ha
MaTCPHAJIIbHBIX HOCUTCIAX

PaboraTth ¢ MHGOpPMALMOHHBIMM CHUCTEMaMHU M 0a3aMH JaHHBIX 10 BOIIPOCaM
oOydeHus, ajganTalMd M  CTAKUPOBKH, Pa3BUTHS U IMOCTPOEHHUS
npodeccHOHATBHOM Kapbepbl MEpCOHaNa, BEIEHUs YydeTa KaHJIUWAAaTOB Ha
BaKaHTHBIE JIOJDKHOCTHU (MpOo¢ecCuu, CIeUAIbHOCTH)

Bectu nenoByro nepenucky

CO6J'IIOI[3.TB HOPMBI 5TUKH JCJIOBOT'O O6IJ.[CHI/I$I

Heo0OxonnMeie 3HAHUS

[opsinox odopmiieHus, BeACHUS W XpaHEHHUS JOKYMEHTAllUH, CBS3aHHON C
cucTeMoil OOydYeHHus, ajanTalul U CTaKUPOBKM, Pa3BUTHS U IMOCTPOCHHS
npodeccuoHaIbHOM Kapbephl IEpcoHalIa

HOp}IIIOK (I)OpMI/IpOBaHI/Iﬂ, BCACHUA OaHka JaHHBIX O IMEPCOHAJIC OpraHUu3aluu 1
MpEaoCTaBJICHUA OTUYCTHOCTHU

HOpMaTI/IBHBIC IMPaBOBBIC aAKThI, PCTYJUPYIOIIHUEC TIIpaBa U 00513aHHOCTH
TOCYJApCTBECHHBIX OpraHOB MW OpraHu3anuu 10 MIpEaOCTaBJICHUIO y‘IeTHOfI
JAOKYMCHTAallUN

[Topsimok odopmiieHHsT TOKYMEHTOB, NPEIOCTABISEMBIX B TOCYIapCTBEHHBIE
OpraHbl U UHBIE OPraHU3aluu

OCHOBBI IOKYMEHTO000POTa U TJOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsimox mpoBeeHHs 3aKyNOYHBIX MPOLEAYp U 0GOpMIIEHHUS COMYTCTBYIOLIEH
JIOKyMEHTaLUU

CtpykTypa  OpraHM3allid ©W  BakaHTHBIE  JOJDKHOCTH  (mpodeccuu,
CHEINATLHOCTH)




24

TpynoBoe 3aKOHOIATENBCTBO U HMHBIE AKThI, COAEPKAILME HOPMBI TPYIOBOTO
1pasa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA M HOPMATUBHBIE IIPABOBBIC aKThI
Poccuiickoiit denepainu, B 4acTy BEACHUS IOKYMEHTALMU O MIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTesbeTBa Poccuiickoit @enepanuu

3akoHozaarenbcTBO Poccuiickoil denepaliuu 0 NepcoOHaIbHBIX JaHHBIX

TexHoNOrMKU, METONBI MU METONMKHM INPOBEACHHSA aHaIM3a M CHCTEMaTU3aluu
JIOKYMEHTOB M HH(pOpMAIUU

JlokanpHble HOPMATHUBHBIE AaKThl OPraHU3alMM, PErYJUPYIOLIME MOPAIOK
Pa3BHUTHS U MOCTPOCHUS MPOo(ecCHOHAIBHON Kapbepbl, 00YUYCHHS, afanTalud |
CTaXUPOBKU IIEpPCOHAIIA

[Topsi 10K 3aKJIFOUEHUS TI0TOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH 1€7TI0BOTO OOIICHUS

Bba3zoBbie 0cHOBBI MH(POPMATHUKH, CTPYKTYpHOE MOCTPOEHUE MH(POPMALMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThl C HUMHU

Apyrue
XapaKTEPUCTHKU

3.5. O0o01menHas TpyaoBasi pyHKuus

HarMeroBaENe JlesTeIbHOCTh IO OpraHu3aluu TPyaa U Kon| E VpoBeHb 6
OILIAThI IICpCOHAJIa KBaHH(bHKaHHH
IIpoucxoxaeHue
0000IIIEHHON TPYI0BOI Opurunan X 3arMCTBOBAHO U3 OpUTHHAJIA
GbyHKIUN
Kox Peructpannonusiii Homep
OpHUrHHaNIa podeccHOHANBEHOTO
cTaHjapra

Bo3moxHbie
HaVMEHOBaHUS
JTOKHOCTEH,
npodeccuit

Crennanuct Mo HOpPMUPOBAHMIO U OIUIATE TPyZAa
Criennanuct mo opraHu3aluy 1 oriare Tpyaa
Crienpanyct Mo KOMIIEHCALUAM U JIBFOTaM
Criennanuct no nepcoHaty

Menemxkep 1o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00y4YeHUI0

Bricuiee oOpa3oBanue

JononaurensHoe npodeccuoHaIbHOEe 00pa30BaHUE — IPOrPaMMBI
npo¢eCCHOHATBLHOM MEePENOAroOTOBKU B 00J1aCTH SKOHOMHMKH, HOPMUPOBAHUS
U OILJIaThl TPYAQ, IPOrpPaMMbl MTOBBILIEHUS] KBATU(UKALIUN

TpeboBanust K ONBITY
MPAKTUYECKON pabOThI

Oco0Ople ycrmoBus
J0TycKa K padore

Hpyrue
XapaKTepUCTUKHU

Z[OHOJ'IHI/ITGHBHBIC XapPaKTCPUCTUKHU

HanmenoBanue 6a30B0ii rpymIibl, JOKHOCTH
HaumenoBanue 10KyMeHTa Kon
(mpodeccun) WK crieuaIbHOCTH
OK3 2412 CrnennanucTsl Mo KaapaMm U npodopueHTaluu
3423 CrienanucTbl KaJIpoBbIX CIYK0 U YUpexKJIeHUH 3aHATOCTH
EKC - NuxxeHep no HOpMUPOBAHUIO TPyJa




25

- TexHuk 1o Tpyay

R DKOHOMHUCT MO TPYAY

Menemkep 1o nepcoHany

OKTIJITP

27755 | DKOHOMHCT IO TPYAY

22956 | MHCTIeKTOp 110 Kaapam

3.5.1. TpynoBasi pyHKIUSA

HaumeHnoBaHue

Opranu3zanus TpyAa nepcoHaia Yposenb

Kon | E/02.6 | (momyposens) 6
KBann(UKaIuu

[Ipoucxoxxaenue Tpy10BOi
GbyHKIIIN

TpynoBble neicTBUS

Heobxonumble yMeHUs

HCO6XO,Z[I/IMLIC 3HaHUA

Opurunan X 3anMCTBOBAaHO W3 OpUTHHAJIA
Kon PeructpanuonHsiii HoMep
OpHTHHAJIA podeCcCHOHANBEHOTO
cTaHaapra

AHanM3  yCHNEUIHBIX  KOPMOPATHUBHBIX  MPAKTUK 1O  OpraHHU3aliH
HOPMUPOBAHHUS TPYJa Ui Pa3IU4HbIX KaTeropui MepcoHana, 0coOeHHOCTEeN
MIPOM3BOJICTBA U JIEATEIHHOCTH OpPTaHU3aluU

Pa3paboTka cucTeMbl OpraHM3allid TpyJAa IepcoHajga M IOpsAJKa
HOPMHUPOBAHHUA TPyJa Ha paboUnX MecTax C OI[EHKO 3aTpaT Ha MepcoHa
BHenpenue cucTteMbl OpraHM3ald TpyAa IEepcoHala U KOHTPOJIS Hal
HOPMUPOBAaHHEM C  OMpeJelieHueM  TPYAOEMKOCTH,  HOPMAaTHUBHOMN
YHCICHHOCTH, TPaUKOB padOT M YCIOBHI OIUIATHI TPY/Ia TIEpCOHATIA

BrisiBiieHre pe3epBOB IMOBBIIMICHUS! MPOU3BOIUTEILHOCTH TPyJa M KadecTBa
HOPMHPOBAHUS TPYAA, HOATOTOBKA MPEIOKEHUH 110 H3MEHEHUSIM YCIIOBUH U
OIIJIaTHI TPyJa MepcoHaa

[ToarotoBka npennoxeHuit 1mo (GopMHUPOBaHHIO OIOPKETa Ha OpPraHU3alHIo
TpyJAa nepcoHaia

Onpenenenre 3¢GGEKTUBHOCTH pabOTHl CHCTEMbl OpPraHU3alUU TpyJda H
HOPMHPOBAHUS TPyla Ha pabOYNX MecTax

BHeapsATh MeTO/Ibl pallnOHATBHOM OpraHu3aluy Tpyaa

Pa3paOaTbIBaTh IJIaHBI OPraHU3ALMOHHBIX U TEXHMUYECKUX MEPOIPHUITUH IO
MOBBIIIEHUIO TIPOU3BOAUTEIBHOCTH TPY/Ia

AHaIM3UpOBaTh  COCTOSTHME HOPMHPOBAaHUS TpyJa, KadecTBO HOPM,
MoKa3arelie no Tpyay

AHanu3upoBaTh 3(PQPEKTUBHOCTb pabOTHl CHCTEMBl OpraHU3alluM TpyJa
NepcoHaTa 1 HOPMUPOBAHUS TPy/Ia Ha pabOYMX MecTax

CocTaBisTh U KOHTPOJIUPOBATH CTAThU PACXOAOB Ha OIUIATYy TPyAa MepcoHaIa
JUTS TUTAHUPOBAHHS OFO/KETOB

PaGotarb ¢ uHGOPMALMOHHBIMM CHCTEMaMM U 0a3aMM JaHHBIX IO
HOPMHPOBAHHUIO U OIUIATE TPYa MepCcoHaIa

PazpabaTbiBaTh 1 OQPOPMIIATH TOKYMEHTHI 110 HAIIPABICHUIO JESTEILHOCTH
Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

Mertoibl yueTa U aHaJIM3a MOKa3aTesel 1o Tpy1y U oIiate Tpyaa

Metonbl  ompeneneHus, OIEHKH ¥  CPaBHEHHWS  IPOW3BOJCTBEHHOM
MHTEHCUBHOCTH U HANPsHKEHHOCTHU TpyJia

MeTo161 HOpMUPOBAHHSI TPY/Aa

MesxoTpacieBbie 1 OTpaciieBble HOPMAaTUBbI TPYAOBBIX 3aTpaT

CoBpeMeHHBIE (DOPMBI, CHCTEMBI OIUIATBI M y4YeTa MPOW3BOIUTEIHLHOCTH
TpyAa nepcoHaa
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Cucrembl, ™Meroabl U (HOpPMBI MaTepUaTbHOTO H  HEMAaTEPHAIBLHOTO
CTUMYJIUPOBaHUs TpyJa IepcoHata

TexHoMIOTHH U METOIBI (HOPMHUPOBAHHSI K KOHTPOJISI OFOJKETOB

TexHonoruu, METoAbl U METOJUKU MPOBEACHUS aHAIM3a U CHUCTEMaTH3aluu
JIOKYMEHTOB ¥ HHPOPMAITIH

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTALIMOHHOT'O 00ecreYeHUs

[Topsimox Tapudukanuu padoT u padOYUX, YCTAHOBICHUS TOJKHOCTHBIX
OKJIAJIOB, JAOILIAT, Ha0aBOK M KOA(PPHUIIMEHTOB K 3apabOTHOM IjIaTe, pacdera
CTUMYJUPYIONTUX BBITUIAT

TapudHo-kBanmnPUKAIMOHHBIE CIIPABOYHUKH padOT U npodeccuii paboynx u
KBTI (DUKAIIMOHHBIC XapAaKTEPUCTHKH JIOJDKHOCTEH CITyKaIuX

OCHOBBI TEXHOJIOTHH [TPOU3BOJICTBA U JIEATEIHHOCTH OpPraHUu3aluu
CtpykTypa OpraHm3alii ¥  BakKaHTHbIC JIOJDKHOCTH  (mpodeccuu,
CIICIIUATILHOCTH )

KanpoBas monuTuka u cTpaTerus opraHu3ainuu

DKOHOMHKA Tpy/ia

OcHoBBI 0O0IIEH ¥ COIMAIBbHON ICUXOJOTHH, COLMOJOTHH W TICHXOJIOTUU
Tpyna

TpyaoBoe 3aKOHOAATENBCTBO U UHBIE aKTHI, COJAEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA W HOPMATHUBHBIE IPABOBBIEC AKTHI
Poccuiickoii @enepaiuu, B 4aCTU BEACHUS TOKYMEHTALMHU IO IEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit deaeparuu
3akoHozaarenscTBO Poccuiickoit denepaiinu o nepcoHalIbHbIX JaHHBIX
JlokanbHblE HOpPMATHBHBIE AaKThl OpPraHU3allMH, PEryJIUPYIOUINE MOPSI0K
OpTraHM3aIfy TPYJ1a 1 HOPMHPOBAHHS IIEPCOHATIA

[Tops 0K 3aKITFOYEHUS T0TOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBbie OCHOBBI UH(OPMATHKH, CTPYKTypHOE MOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOThI C HUMHU

Jlpyrue XxapakTepUCTHKH -

3.5.2. TpynoBasi pyHkuus

HaumeHnoBaHue

IIpoucxoxxaenue Tpy10BOH
GbyHKIUN

YpoBeHb (MOAYPOBEHD
Opranuzanys omiaTel Tpyda epcoHaia Kox EJ/OL.6 P (mozxyp ) 6
KBaIN(UKALUIH
Opurunan X 3auMCTBOBAaHO U3 OpUTHHAJA
Kon PeructpaunoHHbIii HOMep
OpuUrHHaja poeCCHOHATHHOTO
cTaHjaapTa

Tpynoseie nelicTBUS

Ananus YCIICMIHBIX KOPIIOPATHBHBLIX IIPAKTUK II0 OpraHu3alii CHUCTEMBI
OIUIAThI TpyJdd NCpCOHAJIA

Pa3paboTka cUCTEMBI OIUIAThI TPY/Ia MEPCOHANA

dopmupoBaHUE MIAHOBOTO OO/KeTa (OHJIAa OIUIATHI TPYAa, CTUMYJIMPYIOIINX
Y KOMIIEHCALIMOHHBIX BBIILIAT

Brenpenune cucteMbl OIiaThl TpyAa MepcoHaia

[ToaroroBka mpeIoKEHUH MO COBEPIICHCTBOBAHMIO CHCTEMBI OIUIATHI TPYZa
HiepcoHasia

Heo6xonumele ymeHUs

CocTaBisITh U KOHTPOJIUPOBATH CTATHU PACXOJ0OB HA OIUIATYy TpPy/a MepcoHala
JUTS] TUTAHUPOBAHUSI OFOKETOB U (DOHIOB
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IIpuMeHATH  TEXHOJIOTMM  MAaTE€pPUAIbHOM  MOTHUBALMM B YIIPABJICHUU
[IEPCOHAJIOM

Pa3pabarbiBaTh  KOHLENLHMIO IOCTPOEHHMSI MOTHMBAI[MOHHBIX  IPOrpamm
pabOTHUKOB B COOTBETCTBUH C LIESIMU OPraHU3aLIU

AHamM3UpoOBaTh  COBPEMEHHBIE CHUCTEMbl  OIUJIaTBI M MaTepUaIbHOMN
(MOHeTapHOI) MOTHBAIIMK TPYJIa AJIs IIeJIeld OpraHu3aliu

AHaM3UpOBaTh YPOBEHb OIUIATHl TPyJa MEPCOHANA MO COOTBETCTBYIOIINM
po(ecCHOHATTLHBIM KBATH(DHKAIISIM

[IpoBOANTH MOHUTOPHUHT 3apabOTHOM IJIATHI HA PHIHKE TPYa

AHanu3upoBath (HOpMBI MATEPUAIBHOTO CTUMYJIUPOBaHUS, KOMICHCALUA U
JBIOT B OILJIaTE TPYJa MepcoHaa

PaGorare ¢ mHpOpManMOHHBIMU cHcTeMaMHd W 0a3aMHu JIaHHBIX IO OILUIaTe
TpyJia epcoHaa

CocTaBlIiATh IIPOrHO3bI Pa3BUTH:A OIJIAThI TPyJda IIC€pCOHaIa

Co0.1r0,1aTh HOPMBI ITUKH JCIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

CDOpMBI U CUCTCMBbI 3apa60TH0171 IJIAThI, IIOPAJO0K COCTABJICHUS 6IO,I[)KGTOB

Cucrembl, Metoasl ©  (GOPMBI  MaTEpPHATBHOTO W HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPyZa IepcoHaIa

TexHonOTHM U METOIBI (HOPMUPOBAHHS U KOHTPOJISI OIOKETOB U (POHIIOB

[Topsnox Tapudukanmmu paboT U pabOYMX, YCTAHOBJICHUS JOJIKHOCTHBIX
OKJIAJIOB, JIOTIAT, HaA0aBOK M KOA(PPHUIMEHTOB K 3apabOTHOI Iiare, pacueTa
CTUMYJUPYIOLIUX BBITLIAT

Mertoabl onipeiesIeHUsI YUCICHHOCTU PAOOTHUKOB

TapudHo-kBanmuHUKaMOHHBIC CIIPABOYHUKUA PAbOT M npodeccuid pabounx u
KBTI (DUKAIIMOHHBIC XapAaKTEPUCTHKH JIOJDKHOCTEH CITY KaIuX

MeTtobl yucTa U aHaJlin3a rokasareJsieii 1mo pyay u 321pa60TH01>i IaaTe

TGXHOJ'IOFI/II/I, METOAbl U MCTOAHWKHU IPOBCACHHA aHAJIM3a W CUCTEMATU3AlIUU
JAOKYMCHTOB U HH(bOpMaHHH

KaI[I)OBaSI IMOJIMTHUKA U CTPATCTHUA OpTraHHU3allnn

CtpykTypa oOpraHu3alii ¥  BaKaHTHBIE  JOJDKHOCTH  (mpodeccum,
CIEIUAIILHOCTH)

TpyaoBoe 3aKOHOJATENBLCTBO U MHBIE aKThl, COZAEpIKAllle HOPMBbI TPYJA0BOTO
mpaBa

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit denepannn

3akoHoaarenbcTBO Poccuiickoil denepaiiy 0 epCcOHANBbHBIX TaHHBIX

JlokanbHbIE HOPMAaTHBHBIE aKThl OPraHU3allMH, PETYJIUPYIOIINE OIUIaTy TPyAa

OCHOBBI TEXHOJIOTHHI IMPONU3BOACTBA U ACATCIILHOCTHU OpraHU3allnun

OCHOBBI ,Z[OKYMCHTOOGOPOT& U JOKYMCHTAIMOHHOT'O obecreueHust

[Topsimok 3aKITIFOYEHUS IOTOBOPOB (KOHTPAKTOB)

OcHOBBI O0IIIEH ¥ CONMATBHON TICUXOJIOTUH, COITMOJIOTHH U TICUXOJIOTHH TPYyaa

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBbie 0CHOBBI HHGOPMATUKH, CTPYKTYPHOE ITOCTPOCHHE HHPOPMAIIHOHHBIX
CHCTEM M OCOOCHHOCTHU pabOThl C HUMHU

Hpyrue
XapaKTepUCTUKHI

3.5.3. TpynoBasi pyHkuus

AJIMUHHCTPUPOBAHHUE TIPOIIECCOB U YpoBeHb

HaumeroBanue | JOKYMEHTOOOOPOTA MO BOIIPOCAM Kox | E/03.6 | (mogyposens) 6

Opra’Hu3aly TpyAa U OIUIaThl ITepcoHaIa KBannQuKaLI




IIpoucxoxaeHue Tpya0Boi
GbyHKIHUN
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Opurunan X 3aMMCTBOBAHO U3 OpUTHHAIA

Kon Peructpanuonssiii Homep
OpHTr'HHala MPOoEeCCHOHATBHOIO CTaHIapTa

TpynoBbie neicTBUA

Ananuz IIpoIcCCcoB I[OKYMGHTOO6OPOT3, JIOKAJIBHBIX  OTOKYMCHTOB IIO
BOIIPpOCaM OpraHu3alvy OIUIATHI U Tpyda ICpCoHaIa

Odopmienre TOKyMEHTOB IO BOIIPOCaM OIUIATHI M TPY/Jla IIepcoHaa

[ToaroroBka nmpeaioKeHU O BOIPOCAaM OIUIAThI M TPyJa IepcoHaja

[loarotoBka mNpeaIOKEHUI MO COBEPIICHCTBOBAHUIO CHUCTEMbl OIUIATHI U
OpraHM3aly TPYJia IepcoHala

JIOKyMEHTAallMOHHOE ¥ OPraHU3allMOHHOE  COINPOBOXACHHE  CHUCTEMBI
OpraHM3alMM U OILIAThl TPyJa IepcoHaia

[lonrotroBka u 00paboTKa 3ampocoB U YBEOOMJIEHHH O paboOTHUKax B
rOCy/JIapCTBEHHBIC  OpraHbl, NPO(ECCHOHATBHBIE COI3BI U JPYTHE
MpPE/ICTaBUTENIbHBIE OpraHbl pa0OTHHUKOB, IO CHCTEMaM OIUIaThl |
OpraHM3aliy TPyJia epcoHaa

COHpOBO)K,I[eHI/IC JA0roBOpoOB 10 OKa3aHHUIO KOHCYJIbTAUUOHHBIX,
HH(bOpMaIII/IOHHBIX yciayr 1mo cCucCTeéMaM OIulaTbl KW OpraHu3aluu Tpyda
IIEpCOHAaJIa, BKIIIOYasA MPCABAPUTCIIbHBIC ITPOLUCAYPHI 110 UX 3aKIIFOYCHHUIO

Heo0xonumele ymeHUs

ObecneunBaTh JOKYMEHTALHOHHOE COIIPOBOXK/IEHNE MEPOIIPUATHUI 10 OIUIaTe
U OpraHu3alMy Tpy/ia IepcoHaa

OdopmiATe JOKyMEHTHI 1O BONpPOCAaM OIUIAaTBl M OpPraHM3alUu TpyJa
[IepCoOHaIa, IIPEA0CTaBIIIEMbIE B roCyJapCTBCHHBIC OpraHsl,
podeCCHOHATILHBIE COIO3bI U APYTHE MPEICTABUTEIbHBIC OpraHbl pa0OTHUKOB

AHanu3upoBaTh HOPMATUBHBIE M METOAMYECKHE TOKYMEHTHI IO BOIpPOCaM
OILJIaThl M OPTaHU3ALMHU TPyZa epcoHaia

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHUSMHU
3akoHojarenbcTBa  Poccuiickoit  ®enepauvi M JIOKAIBHBIMU — aKTaMH
OpraHu3alu

Bectu y4er u peructpaiuio JOKYMEHTOB B MH(OPMAIIMOHHBIX CHCTEMaxX U Ha
MaTepUaIbHBIX HOCUTEIAX

Paborare ¢ nHpOpMAaLMOHHBIMU CUCTEMAMM U 0a3aMy JaHHBIX IO CHCTEMaM
OILIaThl M OPTaHMU3ALMHU TPyZa IEpCOHaNa

[Ipou3BoauTe mNpeABapUTENbHBIE 3aKyMOYHbIE MPOLERypbl U O(GOPMIIATH
COIYTCTBYIOILYIO JTOKYMEHTALUIO 10 3aKIYEHUIO JOTOBOPOB

Bectu nenoByro nepenucky

Co0r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

HeO6XOI[I/IMBIe 3HaHUA

[Mopsmox odopmieHusi, BeJeHUSI U XpaHEHUS TOKYMEHTAllUU 1O CHCTeMaM
OILIaThl M OPTaHU3ALMU TPYZa IepcoHaia

HOpMaTI/IBHLIC IPaBOBLIC AKTHI, PETyJIUPYHONIMEC TIIpaBa H 00513aHHOCTHU
TOCYJApCTBEHHBIX OPraHOB M OpraHU3alyu IO IIPEA0CTaBJICHUIO yquHOﬁ
AOKYMCHTAllUN

Texnomor WU, MCTOABI U MCTOAUKHU IMPOBCACHHUA aHAIM3a U CUCTEMATU3alUN
JAOKYMCHTOB U I/IH(I)OpMaI_II/II/I

JlokanbHbBIC HOPMATUBHBIC A4KTbl OpTraHHU3aldd, PCTYJIUPYIOIIHUEC IOPAOO0K
OINIAaThI, OpraHrU3alvi 1 HOPMUPOBAHUA TPy dad

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIMOHHOT'O obecneucHUst

[Mopsimox dopmupoBanus, BeneHuss OaHKa MaHHBIX H TMPEJOCTABICHHS
OTYETHOCTH I10 CUCTEMAaM OIUIAThl U OpraHu3aluy TpyAa IepcoHaia

TpynoBoe 3aKOHOAATENLCTBO M MHBIE AKTHI, COJEPIKAIIe HOPMBI TPYAOBOTO
paBa
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OCHOBBI apXI/IBHOI‘O 3aKOHOAATCJIbCTBA H HOpMaTI/IBHbIC HpaBOBBIG AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTALIMU IO MEPCOHATY

OcHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbcTBA Poccuiickoil Penepanuu

3akoHo aTenbcTBO Poccuiickoi denepanyu 0 NepCcoHaIbHbIX JaHHBIX

[Topsa 10K 3aKIIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

[lopsimox  mpoBeaeHUs — 3aKyHOYHBIX — Hpomenyp ¥ ohopMIICHUS

COMYTCTBYIOIIECH TOKYMEHTAIIUH

Hopwmbl 3THKM 1€710BOT0 OOIIEHUS

bazoBble 0OCHOBBI HH(OPMATHKH, CTPYKTYPHOE MTOCTPOCHUE HHPOPMAIIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUMHU

Hpyrue
XapaKTEPUCTUKU

3.6. O0o01menHas TpyaoBasi pyHKIMs

JledaTebHOCTh 10 OpraHu3aluu VpoBeHb
Haumenosanue . N Kon F 6
KOPIOPATUBHON COIUAJIBHON ITOJIMTHUKH KBaHH(bHKaHHH
[Ipoucxoxaenue
00001IeHHON TPYI0BOI Opururan X 3aMMCTBOBAaHO U3 OpUTHMHAIA
GbyHKIIIN
Kong Peructpaunonusiii Homep
opurMHaa po¢heCCHOHATBHOTO
CTaHIapTa

Bo3moxHbie
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Crenuanuct 1o CoraibHBIM ITporpaMmmMamM

Crnennanuct mo padboTe ¢ MpeACcTaBUTEILHBIMUA OpraHaMu pabOTHHUKOB
Crenuanmct 1no KOprnopaTuBHON COIUATBHOM MOJTUTHKE

Cnenuanuct 1o nepcoHany

MeHnemxkep 1o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00y4YeHUI0

Bricuiee oOpa3oBanue

JononaurensHoe npodeccuoHaIbHOEe 00pa3oBaHUE — IPOrPaMMBI
npodecCHOHAIBHOM MEePEeNoArOTOBKU U IIPOTPaMMBbI ITOBBIIIEHUS
KBaJIM(UKAIMK B 00JJACTH COLMAJIbHBIX TPOrpaMM

TpeboBanus K OIBITY
MIPaKTUYECKON pabOThI

Oco0Oble ycrmoBus
J0ycKa K padore

Apyrue
XapaKTEPUCTUKHU

Z[OHOJ'IHI/ITGHBHBIC XapaKTCPUCTUKHU

HanmenoBanue 6a30B0ii rpymIibl, JOKHOCTH
HaumenoBanue n10KymMeHTa Kon
(mpodeccun) WK crieuaIbHOCTH

OK3 2412 CrienanucTsl 1o KaJpam U npodoprueHTaluu

3423 CrienanucThbl KaApOBBIX CITYKO U YUPEXKACHUN 3aHITOCTH
EKC - Crernuanmct 1mo Kajapam

- MeHnemxkep 1o rnepcoHany
OKIIATP 27755 | DKOHOMUCT O TPYLy
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22956 | MHcmekTop mo Kagapam

OKCO

3.6.1. Tpynosas pyHKuus

Pa3paboTka KoprnopaTUBHON COLMATLHOM YposeHb
HauMeHOBAHHE | 11 rr i Koxn | F/01.6 | (moayposeHs) 6
KBaJTH (DK

[Ipoucxoxxaenue Tpy10BOi
GbyHKIUN

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA
Kon Peructpanuonssiii Homep
OopuruHana npodeccHoHaNbEHOTO
CTaHzapTa

TpynoBeie neiicTBus

Ananuz YCIICHIHBIX KOPIIOPATUBHBIX IIPAKTHUK IO OpraHU3allui COLUAJIBHOTO
MMapTHCPCTBA, COIIHaJIBHOﬁ OTBCTCTBCHHOCTHU U COIMAJIBHBIX IIPOrpaMm

Pa3paboTka KOpHOpPaTUBHBIX COIUAIBHBIX TPOrPaMM

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

OpFaHI/ISaL{I/IH IIeperoBopoB ¢ HpO(i)CCCI/IOHaJ'IbHBIMI/I COK03aMH U JpyTruMu
npeaACTaBUTCIbHBIMHA opraHamMu pa6OTHI/IKOB, O6HI€CTB€HHI>IMI/I
OpraHu3aluvsiMu, BBaHMOHeﬁCTBHe C roCcyaapCTBCHHBIMHU OpraHaMu

[TogrotoBka mpemnoxeHuid 10 (HOPMUPOBAHHIO OIO/KETa B YacTH
obecrieueHnss KOPIOPATUBHOM COLMATBHOM MOTUTUKU

Heo6xonumele ymeHUst

Onpenenstsb L[EJIEBbIE IpYIIIBI nepcoHasia s pa3paboTku
CHELMATU3UPOBAHHBIX COLMAIBHBIX IPOrPaMM

JoBonuTe MHGMOpMAMIO O COLMAIbHBIX MpOrpaMMmax /A0 LEJIEBbIX TIPYIIl
IIEPCOHAJIA C MCIOJb30BAaHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKAIUI

OHpeI[eJ'IHTL KPpUTCpUH U YPOBHHU YIOBJIICTBOPCHHOCTHU IIE€PCOHATIA

Hcrnonbs3oBaTh MaTepuaabHbIE W HEMATEPUAIBHBIE CHUCTEMBI, METOABI U
(GbopMbI MOTHBAIIMH B YIIPABJIEHUU IEPCOHATIOM

Onpenensate 00BEMBI CPEACTB AJIS  peau3alliil COLMAIbHBIX TapaHTHH,
KOPIIOPaTUBHBIX JIbITOT M MHBIX 3JIEMEHTOB KOPIOPATUBHBIX COLUAIBHBIX
nporpamm it GOpMHUPOBAHHUS OFOJIKETOB

CoCTaBiATh U KOHTPOJHUPOBATH CTATbH paCXOa0B Ha COLUAIIBHBIC IMTPOTrpaMMBbI
AJI THNTAHUPOBAHU AL 6IOI[)KGTOB

[Ipou3BoauTh MpeaBapUTENbHBIE 3aKyMOYHBIE MPOLEAYphl U OdopMIIeHHE
CONYTCTBYIOUIEN JOKYMEHTALMU I10 3aKJIOUYEHHUIO JJOTOBOPOB

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIEHUSI

HeO6XOI[I/IMBIe 3HaHUA

[Topsimok ¥ METOABI pa3pabOTKH IJIAHOB U MPOTPaMM COIMATBLHOTO PA3BUTHUS
OpraHu3aIu

Metonpl aHanM3a BBITOTHEHHS COIHUAIBHBIX MPOTPAMM M OMPEACTICHUS HX
HKOHOMHUECKON 3P PEKTUBHOCTH

Cucrembl, MeTOoapl U (QOpPMBI MaTepUATbHOIO UM  HEMaTepPHAIBLHOTO
CTUMYJIMPOBaHUs TPpyZa IIepcoHaIa

TexHonoruu u MeTo 6l HOPMHUPOBAHUS U KOHTPOJIS OFOJIKETOB

MeTOlII)I HpOBe}IeHI/ISI COIMTUOJIOTHUYCCKHUX HCCHeHOBaHHﬁ, I/I3y‘-IeHI/15{
00IIECTBEHHOIO MHEHUS

TGXHOJ'IOFI/II/I, METOJbl U METOAWKH IMPOBCACHUA aHaIM3a U CUCTCMAaTH3allun
JOKYMCHTOB U HH(bOpMaL[I/IH

[Topsimoxk  mpoBeneHWsT  3aKyMOYHBIX — Tpoueayp W odopMieHus
COINYTCTBYIOLIEN JOKYMEHTALUU
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OCHOBBI HpOHSBOI[CTBGHHOﬁ ACATCIIbHOCTU OpraHru3allnn

OcCHOBBI OOIIEH M COIUAIBHOM IICUXOJIOTHH, COLMOJOTMH U IICHXOJOTHH
TpyJzia

Crtpykrypa, 11eJid, CTPATEeTus U KaJpoBas MOJIMTUKA OPraHU3alNN

TpynoBoe 3aKOHOIATEIBLCTBO U UHBIE aKThI, COACPIKAIIUE HOPMBI TPYIOBOTO
npasa

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTeNnbeTBa Poccuiickoit @enepanuu

HopMaTuBHbIE NpaBOBbIE aKTHI, pPETYJUPYIOLIME IIpaBa M OOS3aHHOCTH
rOCy/IapCTBEHHBIX ~ OpPraHOB, MPO(PECCHOHANBHBIX COIO30B U  JIPYTHX
IPEJICTaBUTEIIBHBIX OPraHOB PAOOTHUKOB

3akoHoaarenscTBO Poccuiickoit denepariny o nepcoHalIbHBIX JaHHBIX

JlokanpHblE HOPMAaTHBHBIE aKTbl OpraHU3ALMM, PETYJIHUPYIOIUE IMOPSAI0K
(bopMHpOBaHUS COLTUAIEHON OJTUTUKU

OcHoBbl mpaBoBOro peryiupoBanusi Poccuiickoit ®enepauuu mnopsaka
3aKJIFOYEHUH JIOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOTO OOIIIECHUS

bazoBbie 0cHOBBI HHPOPMATHKH, CTPYKTYPHOE OCTPOCHHE HHPOPMALITMOHHBIX
CHCTEM M 0COOEHHOCTHU pabOThl C HUMHU

Hpyrue

XapaKTCPHUCTUKHU

3.6.2. TpynoBas ¢pyHKIUS

HaumeHnoBanue

[Ipoucxoxxaenue Tpy10Boi

dbyHKIHN

Peanu3anus KoprnopaTuBHOMN colManbHON YpoBeHb
ITOJIMTHKH Kon | F/02.6 | (monyposenn) 6
KBaJTHU(QHUKAIIAN

TpynoBeie 1eHdCTBUS

Opurunan X 3anMCTBOBAaHO U3 OpUTHHAJIA
Kong Peructpaunonusiit Homep
OpHUTHHAJA po¢eCCHOHATHHOTO
CTaHIapTa

BHenpeHne KOpPHOpaTHBHBIX COLMAIBHBIX IPOTPaMM, B TOM YHCIE IO
COLIMAJILHON MOJJIEP’KKE OTAEIbHBIX IPYII PAOOTHUKOB

Peanuzanus cuctembl COLMAIbHBIX JIBIOT, BBIJIAT PaOOTHUKAM C Y4YETOM
TpeOoBaHUl 3akoHOIaTeNbecTBa Poccuiickoit @eneparmn

OueHka yAOBIETBOPEHHOCTH IIE€PCOHANA KOPIOPAaTUBHOM COLMAIbHON
MTOJIUTUKOMN

Onenka d>(QQEKTUBHOCTH MEpPONPUATUNH  KOPHOPATUBHOM COLMAIbHOU
MOJIUTUKU

ITogroToBka MHpemIOKEHUH 1O  COBEPIICHCTBOBAHUIO  MEPONPHUSITHI
KOPIOPAaTUBHOM COLMAIbHON OJUTHKU

[ToaroroBka mpemioxeHuid Mo (GOPMHUPOBAHUIO OIOKETa Ha peaM3aIlrio
KOPIOPATUBHOMN COLMATHHON MOTUTHKHU M COITUAIBHBIX MTPOrPaMM

HeoOxoaumeblie ymeHust

PaccuuthiBaTh 3aTpaThl Ha MPOBEAEHUE CHEUANTU3UPOBAHHBIX COIHMABbHBIX
porpaMm

[IpoBOANTH MOHUTOPUHT YCHEIIHBIX KOPHOPATHUBHBIX COITHAITEHBIX
porpaMm

[IpoBOINTE MEpPONPHATHS B COOTBETCTBHM C KOPHIOPATHBHOW COLMAIBHOU
MTOJINTUKOM

Onpenensrsb 1EJIEBbIE IpyHIbl repcoHana JUISt CO3/1aHUSA
CIIELUATTM3UPOBAHHBIX COLIMATIBHBIX MTPOTrpaMM




HeoOxoanmble 3HaHUS
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OnpenensiTb KpUTEPUH U YPOBHU YJOBJIETBOPEHHOCTH IIEPCOHANA

Onpenensats 3GPEKTUBHOCTE MEPOINPHUATHN peaTu3yeMOl KOPIIOPATHBHOMN
COLMAIIBHOW MOJIMTUKHU

Opranu3oBbIBaTh  B3aMMOJIEUCTBHE C TIOCYJIAapCTBEHHBIMH  OpraHami,
po(ecCHOHALHBIME COI03aMU M APYTUMHU TPEICTABUTECILHBIMA OpPTaHAMU
pabOTHUKOB, OOIIECTBEHHBIMM W HWHBIMH OpTraHMU3AlMSIMH [0 BOIPOCAM
peanu3anyuy KOpIOPATUBHOW COLMATIbHOM MOJUTUKH

AHaIM3UPOBATh PBIHOK YCIYI HO COLUMAIBHBIM M CIEHHATU3UPOBAHHBIM
rporpaMmaM COIMAIBHON MOJJEPKKH WICHOB IEJIEBBIX I'PYI U TOTOBUTh
MPEAJIOKEHUS IO UX MTOCTABIIMKAM

[Tpou3BOIUTE TMPEABAPUTENBHBIE 3aKyIMOYHBIE MPOIEAYPHl U 0(QOpMIATH
CONYTCTBYIOIIYIO JIOKYMEHTALHUIO M0 3aKJIYEHUIO JOTOBOPOB

Co0.1r0,1aTh HOPMBI TUKH JEIIOBOTO OOIIECHUS

Bomnpocs! ynpaBieHusi COLMAIbHBIM Pa3BUTHEM OPraHHU3aLUU

Meronapl aHaliv3a BBIMOJTHEHUS KOPIIOPATUBHBIX COIMAIBHBIX MPOTPAMM M
oTpezieNieHus] UX SKOHOMUYECKOH 3(pPexkTHBHOCTH

Cucrembl, MeToapl, (OPMBI MaTEepHATBHOTO U  HEMATEPUAIBHOTO
CTUMYJIMPOBAHUSI TPyAa IIepcoHaIa

Mertoabpl  NpOBENEHUS  COLMOJOTMYECKHX  MCCIEJOBAaHUM,  HU3yYEHUS
00111eCTBEHHOTO MHEHUS

TexHomoruu, METoAbl 1 METOJUKHU MPOBEACHUS aHAJIU3a U CUCTEMaTU3ALUU
JIOKYMEHTOB ¥ HH(OpMAIIHH

HopMaTuBHbIEe NpaBOBbIE AaKThl, PETyJIHPYIONIME MpaBa U OOS3aHHOCTU
rOCYy/IapCTBCHHBIX OpPraHOB, MPO(PECCHOHAIBHBIX COIO30B W JIPYTHX
MPEJICTABUTENBHBIX OPraHOB Pa0OTHUKOB IO MPEJOCTaBICHHUIO YYETHOU
JIOKYMEHTAIU1

[Topsimox  mpoBedeHUS ~ 3aKYNMOYHBIX  mpomexnyp u  odopmieHus
CONYTCTBYIOIIEH TOKYMEHTALNH

CrtpykTypa, 11eJI1, CTPATETusl U KaipoBasi MOJUTUKA OPraHU3alNH

OCHOBBI IPOM3BOICTBEHHOM JIEATETLHOCTH OpraHU3aluN

OcHOBBI 001IEH U COIHMATBHOM TCHXOJIOTUH, COLIMOJOTHH M TICHXOJIOTUU
Tpyna

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COAEPKALLME HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXHWBHOTO 3aKOHOJATEIbCTBA W HOPMATUBHBIE NPABOBBIE AKThI
Poccuiickoit denepainu, B 4aCTH BEACHUS TOKYMEHTAUH MO MEPCOHATY
OcCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit Pepepannn
3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX
JlokanpHble aKTBhl OpraHU3allMd, pEryJUPYIONIME MOPSJAOK BHEIPEHUs
COIMAIIBHOW MOJUTUKHU

[TopsioK 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3TuKH 1€710BOTO OOIIICHUS

bazoBsbie OCHOBBI nH(OPMATHKH, CTPYKTYpHOE MOCTPOEHUE
WH(OPMAITMOHHBIX CHCTEM U OCOOEHHOCTH pabOThl C HUMU

[pyrue XxapakTepUCTUKHN -
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3.6.3. TpynoBasi pyHkuus

AJIMUHHCTPUPOBAHUE TIPOLIECCOB U VYposenb
Hanmenosanue | JOKyMEHTOOOOPOTa IO BOIPOCAM Kon | F/03.6 | (momyposens) 6
KOPIIOPaTUBHOH COLMATIBHOM IOJIUTUKU KBaTHQUKAIHH

IIpoucxoxkaenue Tpy10BO’
GbyHKIIN

Opurunan X 3auMCTBOBAHO U3 OpUTHHAJA

Kon PeructpanuonHsiii Homep
OpHUTHHAJIA MPOPECCHOHAIBHOTO CTaHIaPTA

Tpynoseie nencTBUs

AHaiau3 NOpPOLECCOB JTIOKYMEHTOOOOpOTa, JIOKAJIbHBIX JOKYMEHTOB IIO
BOIIPOCAM KOPIIOPATHBHOW COIMATIbHON OIUTHKH

JlokymeHTanmonHoe o(opMiIeHHE pe3yJbTaTOB KOPHOPATUBHOM COLMAIBHOM
MOJIUTUKU

IlogroToBka MpENIOKEHUM 110 PA3BUTHI0 KOPIOPATHMBHOM COLMAIBHON
MIOJIMTUKU

[ToaroroBka pe3ynbTaTOB aHAJIU3a COOTBETCTBHS KOPIOPATUBHOM COLIMATIbHON
MIOJINTHKK  TPeOOBaHUSAM 3aKoHojarenbcTBa Poccuiickorn ®eneparuu  u
YCJIOBHSIM PBIHKA TPyAa

JIOKyMEHTallMOHHOE W OPraHU3allMOHHOE CONPOBOXKICHUE MEPONPUATUI
KOPIIOPATUBHOM COUMAIBHON NOJIMTUKH

[TonroroBka u 00paboOTKa 3ampocoOB U YBEJOMIEHHUH O pabOTHUKaX B
rOCy/IapCTBCHHBIC ~ OpraHbl, NPO(ECCHOHATbHBICE COIO3BI U JIPyTHE
MPEJICTAaBUTENbHBIE OpraHbl pAOOTHUKOB MO BOMPOCAM COIUAIBHON MOJTUTUKH
B OTHOIIICHUH TEpCOHAIA

ConpoBokJieHHE  JOrOBOPOB IO  OKAa3aHUI0  KOHCYJBTAallMOHHBIX H
MH(OPMALIMOHHBIX YCIYT IO MEpONPUATUSAM KOPIOPATUBHON COLIMAIBLHOM
MIOJINTUKH, BKIIIOYAsl IPEABAPUTENBHBIE IPOLICAYPBI 10 UX 3aKIIOUYEHUIO

Heo6xonnMmele ymMeHUs

O(bOpMJ'IHTB AOKYMCHTBI 110  BOIIpOCaM KOpHOpaTHBHOﬁ COHHaHLHOﬁ
IIOJINTHKH, nmpeaoCTaBIACMBIC B ToCyJapCTBCHHBIC OpTraHbI,
MPEACTAaBUTCIbHBIC OPTaHbI pa6OTHI/IKOB

AHanu3upoBaTh MpaBuiia, MOPAJIKH, MPOIEAYypbl KOPIOPATUBHOMN COIMAIbLHOMN
MIOJINTUKHU

O0ecrieunBaTh JOKYMCHTAIUOHHOC COIIPOBOXKIACHUC COHI/IHJ'II:HOﬁ IIOJIMTHKH B
OTHOIIICHHUHU IIEpCOHAJIa

OpFaHI/I3OBI)IBaTI> XpaHCHHUEC OOKYMCHTOB B COOTBETCTBUHU C Tpe6OBaHI/I$IMI/I
APXUBHOI'0 3aKOHOIATEIbCTBA Poccuiickoit CDC,I[CpaI_[I/II/I H JIOKAaJIbHBIMHU
AKTaMU OpraHu3alunu

HpOI/ISBOJII/ITL MNpCABAPUTCIIBHBIC 3aKYIIOYHBLIC TMPOUHCAYPBI U 0(1)OpMJ'I51TB
CONNYTCTBYIOUIYIO TOKYMCHTAIMIO 11O 3aKJIIFOYCHUIO JOIOBOPOB

Paborats ¢ I/IH(I)OpMaI_[I/IOHHLIMI/I cucTeMaMu M Oazamu JaHHBIX I10 BOIIpOCaM
COHI/IaJ'II)HOI\/’I IMOJIMTUKW B OTHOIICHHHU IIEPCOHAIA

Bectu YUCT U PEruCTpaiito JOKyMCHTOB B HH(bOpMaHHOHHLIX CHUCTEMAX U Ha
MaTCPHAIIBHBIX HOCUTCIAX

Bectu 1enoByro nepenucky

CO6J’IIO,Z[3.TB HOPMBI 9TUKH JCIIOBOT'O O6H.ICHI/I$I

Heo0OxonnMeie 3HAaHUS

[Topsimox odopmieHus, BEICHUs] U XpPaHSHHs JOKYMEHTAIIMH IO COIMAIbHON
MOJIMTUKE B OTHOLIEHUH IIEPCOHAIIA

[Topsimok  ¢dopmupoBaHus, BeneHHs OaHKa JaHHBIX € TPEIOCTABICHUS
OTYETHOCTH 110 BOIPOCAaM COLIUAJIBHOM MOJIUTHUKHA B OTHOLLIEHUH NIEpCOHaNa




34

TexHomoruu, METOAbl U METOAUKU MPOBEACHUS aHAIM3a U CHUCTEMAaTHU3aluU
JOKYMEHTOB ¥ HH(QOpMAIII

OCHOBBI JOKYMEHTO00O0POTa U IOKYMEHTAIIMOHHOT'O 00eCIIeYeHUS

[lopsmox ~ mpoBelneHUs — 3aKyNOYHBIX  Opoueayp U odopMIIEHHUS
CONYTCTBYIOLIEN JOKYMEHTALUU

CtpykTypa oOpraHu3allid ¥ BakaHTHbIE JOJDKHOCTH  (Tpodeccuw,
CIIECIIUATILHOCTH )

TpynoBoe 3aKOHOJATENBCTBO U MHBIE AKTHI, COAEPIKAIINE HOPMBI TPYJIOBOTO
npaBsa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA W HOPMATHUBHBIC IPABOBHIE aKThI
Poccuiickoit denepaiinu, B 4acTU BEACHUS IOKYMEHTALMU IO IEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTesnbeTBa Poccuiickoit @enepanuu

HopMaTuBHbIE MpaBOBbIE aKThl, PETYIUPYIOLIME IIpaBa M OOS3aHHOCTH
TOCYapCTBEHHBIX  OpPraHOB, NPO(MECCHOHATBHBIX COI30B H  JAPYTUX
MPEJICTABUTENBHBIX OPraHOB pPa0OTHUKOB [0 TPEJOCTABICHUIO YUYETHOM
JIOKYMEHTAIU!

3akoHomarenbcTBO Poccuiickoii deneparin 0 mepcoHaIbHBIX JAHHBIX

JloxanpHbIE HOPMAaTHBHBIE AaKThl OpraHU3ALMM, PETYIHMPYIOIINE IOPAIOK
BHEJPEHUS KOPIOPATUBHOM COLMAIIBHOM MOJUTHKU M COLUAJIBHBIX TPOrpPaMM

[Tops oK 3aKITFOYEHUS I0TOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eJI0BOTO O0IIEeHUS

ba3oBbie 0OCHOBBI HH)OPMATHKH, CTPYKTYPHOE TOCTPOCHHE HH()OPMAIIMOHHBIX
CHCTEM M OCOOCHHOCTHU pabOThl C HUMHU

Hpyrue
XapaKTEPUCTUKHU

3.7. O0001meHHast TpyAoBasi GyHKIMSA

HanMeHoBamme OnepaHI/IOHHOG yYpaBJIC€HUEC IIEPCOHATIOM U Ko G VpoBeHb 7
noapa3aciICHUEM OPraHnu3anuu KBaHH(bHKaHI/IH
[Ipoucxoxaenue
0000IIeHHON TPYTOBOI Opurunan X 3aMMCTBOBAaHO U3 OpUTHHAIIA
GbyHKIHN
Kon PerucrpannonHsiii Homep

OpuruHaja npodecCHOHAIFHOTO CTaHIapTa

Bo3moxHbie
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

PykoBoauTenb CTpyKTYpPHOIO IOIpa3/iesieHus
HavanpHuK CTpYKTYpPHOTO Opa3AeIeHus

TpebGoBanust k
00pa3oBaHUIO U
00y4eHHIO

Beiciiee oOpa3oBaHue — CielUaNIUTET, MaruCTpaTypa

JlononuurensHOe npodeccroHaibHOoe 00pa30BaHNE — IPOTPAMMBI
Ipo¢eCCHOHATLHOM MEePENOATrOTOBKY B 00JACTH YIIPABICHHS IEPCOHATIOM,
ONEPALMOHHOT0 ¥ TAKTUUYECKOTO YIIPABJICHHUS; IPOTPAMMBI OBBIIIEHHUS
KBaJIM(UKALMK B 00JIACTH YIIPABIIEHUS IEPCOHAIOM, ONIEPALIMOHHOTO U
TaKTHUUYECKOTO YIIPaBJICHHUS

TpeboBanus K ONBITY
MPAKTUYECKON pabOThI

He menee niatu et B 001acTu YHpaBJICHUSA IIEPCOHATIOM

Oco0bsble ycrnoBus
JOTycKa K pabore

Hpyrue
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| XapaKTepHCTHKH

JloTnoIHUTENbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymenra Kon

HaumeHnoBanue 6a30B0ii TpyNIIbl, JOKHOCTH
(mpodeccun) UM CHeUaTbHOCTH

OK3

1232 PykoBoauTenu nmoapasaenenuii (ciysx0) yrnpaBieHUs
KaJ[paMH U TPYAOBBIMHU OTHOIIICHUSIMU

EKC

- HavanpHuk oTAc/Ia KaapoB

- HauanpHuk OTACJIa OpTraHru3ali U OIUIAThI Tpydad

- HavanpHuk OTAcIa MOATOTOBKH KagpOB

- HauanpHuk OTAC/Ia CONUAJIBHOT'O pa3BUTUSA

3aBenyrouuii (Ha4aJIbHUK) OTIIEIOM KaJIpoB

OKTIJITP

24063 | MeHemxkep MO epCoHATY

3.7.1. TpynoBasi pyHkuus

Pa3paboTka cucTeMbl ONEPALIOHHOTO YposeHb
Hanvenosanue | yIpaBJIeHHsI IEPCOHAIOM U PabOTHI Kon | G/01.7 | (nomyposens) 7
CTPYKTYPHOTO HOJpa3aeICHUs KBa/(HKALIMH

[Ipoucxoxxaenue Tpy10Boi
GbyHKIIIN

OpuruHan X 3anMCTBOBAHO U3 OpUTHHAIA

Kong Peructpanuonssiii Homep
OpHUTHHAJIA MPOPECCHOHAIBHOTO CTAHIAPTA

Tpynoseie nencTBUsA

AHaiu3 yCHENIHbIX KOPIOPaTUBHBIX MPAKTUK MO BOIPOCAM CTPATETHYECKOro
Y OIIEPATUBHOIO YIIPABIIECHUs IIEPCOHAIIOM OpraHu3aluu

ITocTaHOBKA ONEpPATUBHBIX LEIEH IO BOIIPOCAM YITPABIICHUS ITEPCOHATIOM

Pa3paboTka m1aHoB, IPOrpaMM U MPOLEAYp B yIPABJIEHUHU IEPCOHATIOM

Pa3zpaboTka mpemioxkeHuid Mo CTPYKType MOApa3AeNieHUuss U MOTPEOHOCTH B
HepcoHaJIe

Pa3zpaboTka mpenioxeHuil 1mo oOecrneyeHuto NepcoHanoM, (HOPMHUPOBAHHUIO
CHCTEM OILICHKH, Pa3BUTHS, OIUIAThl TPYyJAa, KOPIOPATUBHBIM COIHAIBHBIM
IIporpaMMamM M COLMAIIBHOW ITOJIUTHKE

PazpaGoTka mnpemioxeHudt o 3arpatax M (opMupoBaHHIO OOJKEeTa Ha
HepcoHal

Pa3paboTka mnpemiokKeHU MO 3aKJIIOUEHHI0 JOrOBOPOB MO YHIPABICHHUIO
IIEPCOHAIOM C IIOCTaBIIMKAaMH YCIyr M IPOBEICHHE IPEABAPUTEIbHBIX
IpOLEyp MO MX 3aKIFOUECHUI0

Heo6xonuMmele ymMeHUs

OpraHu3oBbIBaTh paboTy MepcoHaa CTPYKTYpHOTO OApa3IesIeHUs

OnpenensaTs 3afauu MEpCOHaNa CTPYKTYPHOTO IOAPA3AEICHMs], UCXOId W3
L[EJIEN ¥ CTPAaTEruu OpraHUu3alNN

Co3zaBaTh M ONMCHIBATH OPTraHU3ALMOHHYIO CTPYKTYpy, LEIH, 3aJadu,
GYHKIIUM CTPYKTYPHOTO MOIpa3iesieHus

HpI/IMeHHTL MECTOABI YHpaBJICHUA MEKINYHOCTHBIMHA OTHOILICHHUAMU,
(1)OpMI/IpOBaHI/ISI KOMaHA, pasBUTuA JIUACPCTBA W HCIOJHUTCIIBHOCTH,
BBISIBJICHUS TAJAHTOB, OIPCACIICHUA YIOBJICTBOPCHHOCTHU pa6OTOﬁ

Onpenensars, aHAIW3UPOBATH, MOJEIUPOBATH M BBICTPAWBAaTh BHYTPEHHHUE
KOMMYHHUKAIUU [IEPCOHAsa

Pa3pabarbiBaTh MPOEKTHBIE MPEIOKEHUS U MEPONPUATHS 1O 3P PEeKTUBHOM
paboTte mepconana
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BHenpATs cTpaTeruio 1o yrnpasiaeHUIO IEpCOHAIOM

CocTaBisTh, PAacCUUTHIBATH, KOPPEKTHPOBATH M KOHTPOJIMPOBATH CTaThH
pacxoJ0B Ha TMepcoHall, pa3padaThiBaTh MPEUIOKEHUS IO 3aTpaTaM Ha
nepcoHal st GopMHUPOBAHUS OO KETa

IIpencraBnsaTh  MHTEpECHl  OpraHU3allMd M BECTU  IIEPEroBOpPHI  C
poeCCHOHATBHBIMU COI03aMHU U JIPYTMMHU IPEJCTaBUTEIIbHBIMA OpraHaMu
pabOTHUKOB, B3aMMOAEHCTBOBATH C FOCYIAPCTBEHHBIMU OpraHU3alUIMU

AHanu3upoBaTh HH(OpPMAlMIO IO MOCTaBIIMKAM YCIyr B o0jacTu
yIpaBJIeHUs] IEPCOHAIIOM U MO YCIOBHIM 3aKJIFOYAEMbIX JIOTOBOPOB

[TpousBoauTh MpenBapUTENbHBIE 3aKyNOYHbIE MPOLEAYpPhl U O(OPMIISTH
COITYTCTBYIOIIYIO JJOKYMEHTAIMIO 110 3aKJIIOUEHHUIO JOTOBOPOB

PaboTars ¢ nHQOpMaMOHHBIMU CHUCTEMAaMU M 0a3aMM JaHHBIX II0 BOIIpOCaM
YIIPaBJICHUS IEPCOHAIIOM

OpFaHI/I3OBBIBaTL " IIPOBOAXUTE KOPIIOPATHUBHBEIC MEPOIIPUATHUA C IICPCOHATIOM

Co0.1r0,1aTh HOPMBI ATHKH JCIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

Mertonpl, CIIOCOOBI U HHCTPYMCHTBI YIIPABJICHUS IICPCOHAIIOM

Llenwn, cTparerus pa3BUTHs U OM3HEC-TIAH OPTaHU3AIHH

ITonutuka yHhpaBJICHUA IIEPCOHATIOM OpraHU3aluu

MeTobl aHaIHU3a KOJIWYSCTBEHHOI'O M KAYECTBEHHOI'O COCTaBa ImepcoHaia

Cuctembl CTaHIAPTOB TI0 OU3HEC-TIpoLieccaM, MPOoQeccHsiM, HOpMaM Tpyaa

Cucrembl, MeToasl U (GOpPMBI MaTepUAIBHOIO W HEMaTEpUAIbHOTO
CTUMYJIMPOBAHHUsI TPyAA IIEpCOHAIA

TexHomoruu U METOIBI (bOpMI/IpOBaHI/Iﬂ W KOHTPOJIA 6IO,H)KCTOB

[Topsimox  mpoBeAeHHS ~ 3aKyMOYHBIX  MHpouenyp ©u  ohopMIIeHHUS
CONYTCTBYIOLIEN JOKYMEHTALUU

OCHOBBI HpOHSBOI{CTBeHHOﬁ ACATCIIBHOCTU OpraHru3alunu

OcHOBBI 00mIEH W COLHUAILHOM IICHXOJIOTHMH, COILIMOJIOTMHA M IICUXOJIOTHH
TpyJa, SKOHOMHKH TpyAa, 0€30MacHbIX YCIOBHH Tpyaa

CtpykTypa opranusanuu

TpyaoBoe 3aKOHONATENBCTBO U MHBIE AKTHI, COAEPIKAIINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI ApXMBHOTO 33aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBHIE AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTALMHU IO IEPCOHAITY

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit deaepannn

OCHOBBI MUTPAIMOHHOTO 3aKoHonmarenbcTBa Poccuiickont deneparuu, B
YacTU TPUBIICYCHHS] U TPYAOYCTPOMCTBA MHOCTPAHHBIX TpaKIaH U JuIl Oe3
rpakJaHCTBa

OCHOBBI AIMUHUCTPATUBHOI'O 3aKOHOAATCJIBCTBA B obmactu YHpaBJICHUA
MNEPCOHAJIOM U OTBETCTBCHHOCTH JOJIKHOCTHBIX JIMI]

3akoHonarenbcTBO Poccuiickoit @Pepepanuu MO 3alIUTE NEPCOHATBHBIX
JAHHEIX

JlokanpHBlE HOPMATHUBHBIE aKThl OpraHW3alMM B OOJACTH YIpPaBICHUS
HIEPCOHAIIOM

[Topsiok 3aKII0OYEHUS I0TOBOPOB (KOHTPAKTOB)

Hopwmpbl aTuKH 1e710BOTO OOIICHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTH PabOThI C HUMH

Jlpyrue xapakTepucTHKH
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3.7.2. TpynoBasi pyHkuus

Peanuzanus onepalliOHHOTO YIIpaBJIeHUS YpoBeHb
HaumenoBanne | IEPCOHAIIOM U pabOThI CTPYKTYPHOTO Kox | G/02.7 | (momyposeHs) 7
noapas3acyicHus KB UKAIAN

IIpoucxoxkaenue Tpy10BO’
GbyHKIIN

TpynoBeie 1eliCTBUS

HeobOxonumelie ymeHus

HCO6XO,Z[I/IMLIC 3HaHUA

OpI/IFI/IHaJ'I X 3arMCTBOBAHO U3 opurnHajia

Kon PeructpanuonHsiii Homep
OpHUTHHAJIA MPOPECCHOHAIBHOTO CTaHIaPTA

[TnanupoBaHue AEATEIBHOCTH TOAPA3ACIICHHS U IepCoHaa

OnepaTuBHOE yIpaBJIeHUE TIEPCOHAIIOM IOIPa3ACICHHUS OpTraHU3aUuN

Pacuer 3arpar mo mOApa3AENCHMIO M TOATOTOBKA MPEUIOKEHUH s
dbopmupoBaHus OrOKETa

Pa3zpaboTka cTaHZapTOB JEATENLHOCTH IOAPA3ACICHUS M YHUPHUKAIHS
IPOLIECCOB

[TpoBeneHne HHCTPYKTaXKA 110 OXpaHe TPyAa

[TocranoBka 3aa4 pabOTHHKAM CTPYKTYPHOTO MOJpPA3/CICHUs, ONpEaAeIeHUe
PECYpPCOB IS UX BBIMIOJHEHUS, KOHTPOJIb UCTIOTTHEHUS

AHanu3 TIAHOB M OTYETHOCTH ITOJYMHEHHBIX pabOTHUKOB, pa3paboTka
MPEUIOKEHHH 0 YITyUIISHUIO TIOKa3aTeNel AeATEIIbHOCTH TOAPa3IeTICHHS
dopmupoBaHKE OTYETOB O pabOTe CTPYKTYPHOTO MOAPA3ACICHUS

OnpenensTe 30HBI OTBETCTBEHHOCTH W A((PEKTUBHOCTH PabOTHI MEpcoHaia
CTPYKTYPHOIO TMOJApa3ieieHus, paclpeaessaTh 3aJaud M o0ecrneduBaTh
MaTepUaIbHO-TEXHUYECKUE PECYPCHI ISl UX UCTIOTHEHUS

[TpuMeHATh METO/Ibl ONIEPATUBHOTO YIPABJIEHUS IEPCOHAIOM OpraHU3aLUuU
KoHnTponupoBarh ncnoiHeHue MOPYYEHUH U 3a/1a4, BHOCUTh CBOEBPEMEHHbIE
KOPPEKIIMH B IIJIaHbI U 331a41

Ornpenensath nokasarenu 3¢pHEeKTUBHOCTH paOOThI ITIEPCOHAIIA TTOAPA3ICIICHUS
VYpaBisATe MOTHBALMEN MEPCOHANA, €r0 BOBJIEUYEHHOCTHIO M JUCLUUIUIMHON
TpyAa

CocTaBnATh  IUIaHBI  JACATEIBHOCTH  CTPYKTYPHOTO  TOJPA3AEICHUS
OpraHu3aluu

CocraBnsATh, pacCuMThHIBaTh, KOPPEKTHPOBaTh M KOHTPOJIUPOBATH CTaTbU
PacxoJI0B CTPYKTYPHOTO TIoipa3ieJIeHust sl pOpMUPOBAHUS OI0KETOB
IIpon3BOaUTE aHANIM3 TEKYLIEH AESITEIBHOCTH CTPYKTYPHOIO MOAPA3IEICHUS
Y BHEAPATH IPOLEAYPHI IO €€ ONTUMHU3ALNN

[IpencraBisiTh ~ MHTEpPECHl  OpraHM3alMM M  BECTU  IEPErOBOPHI €
rOCYJJapCTBEHHBIMH OpraHaMH, NpOQecCHOHATbHBIMU COIO3aMH M JPYTUMHU
MIPe/ICTaBUTEIbHBIMU OpraHaMu paOOTHHUKOB I10 BOIIPOCAM MEpCcoHaa

Bectu neperoBopbl ¢ NOCTAaBIIMKAMU YCIYT IO YCJIOBHSAM 3aKJIIOUAEMBIX
JIOTOBOPOB

[Tpon3BouTh NpeABApUTEIbHBIE 3aKyNOYHbIE MPOLERypbl U OQOPMIIATH
COITYTCTBYIOIIYIO JJOKYMEHTAIMIO IO 3aKJIIOUEHHUIO JOTOBOPOB

[TpoBOIUTH ayIUT pe3yabTaTOB pabOTHI C MEPCOHATIOM

Paborate ¢ MHQOpPMALIMOHHBIMU CUCTEMaMH U 0a3aMH JaHHBIX IO BOIIPOCaM
YIPaBJIEHUS IEPCOHAIOM

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

Teopuu ynpasieHHs NEPCOHAIOM M €70 MOTHBALIUU

Metoapl aHanmu3a BBIOJHEHUS IUJIaHOB M 337ay, OINpeAeNieHUus Ux
HKOHOMHUYECKON 3P PHEKTUBHOCTH

@®opMBbI 1 METO/IBI OLIEHKH NT€pCOHAJIa U PEe3yJIbTaTOB UX TPyAa
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TexHOoI0rny OnepaTuBHOIO YIPABICHUS IEPCOHAIIOM OpPraHU3aluu

Cucrembl, MeToasl U (GOpPMBl MaTEPUATBHOIO U  HEMATEPUAIBHOTO
CTUMYJIMPOBAHHUs TPyAa IIEpCOHAIA

TexHonoruu u MeTo il HOPMUPOBAHMSI U KOHTPOJISI OFOIKETOB

Teopuu 1 METO/IbI YIIpaBJIEHUS Pa3BUTUEM IIEPCOHATIA

OKOHOMUKA TpyZAa

OpranuzalvoOHHO-IITATHAs CTPYKTYpa OpraHu3aluu

[TosnnTrKa ynpaBiaeHUs EPCOHAIOM U COLIMAIbHAs MOJIUTUKA OPTaHU3ALUN
Llenu, cTparerus pa3BUTHA U OU3HEC-TIJIAaH OpraHU3aLUuU

MeToauKy IIaHUPOBAaHMSI ¥ TPOTHO3UPOBAHUS IOTPEOHOCTH B IIEPCOHANIE
ITopsa ok yperynpoBaHus TPYIOBBIX CIIOPOB

TpeboBanus 1 mpaBuiIa MPOBEACHUS ayAUTa PaOOTHI C MEPCOHATIOM

Dopmbl COLIMAIILHOTO napTHEPCTBA " B3aMMOJEICTBUS C
npoeCCHOHATIBHBIMU COI03aMHU U APYTUMH TPEACTAaBUTEIBbHBIMU OpTaHaMH
paOOTHUKOB, U UHBIMHU OpraHU3ALUIMU

[Topsinox opopmiieHHs KaJpOBBIX JOKYMEHTOB M IPUJIAHUS UM IOPUAUYECKOI
CHJIBI

[Topsimok  mpoBeneHHWs ~ 3aKyMOYHBIX — Mpoueayp H  OQOpMIICHHS
COITYTCTBYIOILIEH JOKYMEHTALlUU

TpyroBO€ 3aKOHOJATENBCTBO M MHBIE AKThI, COJAEPKAILNE HOPMBI TPYAOBOIO
pasa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA W HOPMATUBHBIE IIPABOBBIE AKTbI
Poccuiickoit @enepanuy, B 4aCTH BEIEHUS JOKYMEHTALUU 110 IIEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTenbeTBa Poccuiickoit @enepanuu

OcCHOBBI MHIPAaLIMOHHOIO 3aKoHonarenbcTBa Poccuiickon ®Penepanuu, B
YacTH NPUBJICUEHUS] U TPYAOYCTPOMCTBA MHOCTPAHHBIX IpaKIaH U JHLl Oe3
IpaX<1aHCTBa

OCHOBBI aJIMMHHMCTPATHUBHOI'O 3aKOHOJATENbCTBA B O0JACTH yHpaBICHUS
NIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX
JlokanbHBIE HOpPMAaTHBHBIE aKThl OpraHHU3allUM B YacTU  YINPaBJICHHUS
IIEPCOHAIOM

OcHoBBI mpaBoBOro perynupoBanus Poccuiickoir ®exepanum  nopsaka
3aKJIH0YEHUS IPAKIAHCKO-IIPAaBOBBIX JOTOBOPOB

HopMmsbl 3THKH AE€T0BOTO OOLIECHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE [IOCTPOEHUE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOTHI C HUMHU

Jlpyrue XxapakTepucTHKH | -

3.7.3. TpynoBasi pyHkuus

HaumenoBanue

[IpoucxoxaeHue Tpya0Boi
GbyHKIHUN

AJIMUHUCTPHUPOBAHUE MTPOLIECCOB U
YpoBeHb
OKYMEHTO0O000pOTa 10 ONepallMOHHOM
HOKY p pall y Kon | G/03.7 | (momypoBets) 7
YHpaBJICHUIO IEPCOHAIIOM U pa60Te KBaTA (UK
CTPYKTYPHOTO MOJpa3IeICHUS
Opurunan X 3anMCTBOBaHO M3 OpUTHHANA
Kon PerucrpanuonHsiii HOMep

OopurvuHajia HpO(I)CCCI/IOHaHBHOFO cTaHaapTa
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Tpynoseie nencTBUs

AHanmu3 TpoIeccOB  JOKYMEHTOOOOpOTa, JIOKAJBHBIX JOKYMEHTOB II0
BOIIPOCAM ONEPAMOHHOTO YIPABICHHS NIEPCOHAIOM M PabOTHI CTPYKTYpPHOTO
nojpasienceHusi, OU3HEC-TIPOLECCOB  OpraHM3aliM, YyJOBIETBOPCHHOCTH
nepcoHaja

JlokyMeHTaIloHHOE O(QOpPMIICHHE PE3yJIbTATOB ONEPAIMOHHOTO YIIPABICHUS
HEPCOHAIIOM M pabOThl CTPYKTYPHOTO MOAPA3JCiICHHs, Pe3yJbTaToOB ayauTa
paboThI ¢ IEPCOHATIOM

[logroroBka mNpeIOKEHUA 1O  PA3BUTHI0 CUCTEM  OINEPALMOHHOTO
yIOpaBIeHUS] TEPCOHAIIOM H pabOThl CTPYKTYPHOTO TMOJAPA3ICIICHUs, IO
HE00XOIUMBIM KOPPEKTHPYIOIIUM U IPEBEHTUBHBIM MepaM

Pa3paboTka cucTeMbl aHAJIM3a U KOHTPOJIsl pabOThI IIepcoHalia

Konrtponb, cpaBHeHHE UM aHaIM3 IMPOIECCOB B 00JIACTU ONEPATUBHOTO
YOPaBJICHUS TIEPCOHAIOM, pEe3YyJbTAaTOB YIPABICHYECKUX MEPONPHITHH,
ompezaeneHue  (HaKTOPOB,  BBI3BIBAIONIMX  OTKJIOHEHHWE OT  TUIAHOBBIX
rnokasareJieit

[ToaroroBka u 00pabOTKA 3aMPOCOB, YBEAOMIICHUH, CBEICHUN O paOOTHHUKAX B
rOCy/IapCTBEHHbIE OpraHbl, MpodecCHOHAIbHBIE COIO3bl, OOIECTBEHHBIC
OpraHu3aIu

ConpoBokJIeHHE TOTOBOPOB OKa3aHUS YCIYr IO BOIMPOCAaM ONEPAaTUBHOTO
yIpaBJICHUS MIEPCOHATIOM M Pa0dOTEe CTPYKTYPHOTO IMOAPa3ACICHUS, BKIIOYAs
MIpeIBApUTEINIbHBIE MPOLIEAYPHI M0 MX 3aKIIOUEHUIO

[ToxaroroBka mpennokeHUd 1O (HOPMUPOBAHHMIO OOJDKETa Ha TIEPCOHAI
OpraHu3aluu

Brimonnenue TpeOGoBaHWN 1O XpaHCHHIO WHMOpPMAUKA O pPe3yJbTarax
JEHCTBUSL CHUCTEM OIEPAallMOHHOTO YIPABJICHUS IEPCOHAIOM U paboThI
CTPYKTYPHOTO MOJpa3ICIICHUS

Heo6xonnmele ymeHUs

KOHTpOHI/IpOBaTB MMpoHeCChbl  YIIPABJIICHUA TICPCOHAIOM HO)IpﬁBI[CHCHHfI,
ONpCaACIATL HMX PE3YJIBTATUBHOCTL W BBISABIIATH q)aKTOpI)I OTKJIOHCHHI OT
IIJIAaHOBLIX MTApaMETPOB

PazpabarbiBaTh mporpaMMbl JTOCTHKEHUSI I€J€H M ONEPATUBHOTO PEIICHUS
3a7a4 MOApa3ACICHUN

AmnanuzupoBath, pazpabaTbiBaTh U 0(GOPMIIATH JOKYMEHTHI 110 ONEPaTUBHBIM
IIpoleccaM U UX pe3yabTaraM

[IpoBOIUTH ayqUT KaJpOBBIX MPOIECCOB, MPOLENYP, ODOPMIIEHUS KaIPOBBIX
JJOKYMEHTOB U JIOKYMEHTOB 110 YIIPaBJIECHUIO IEPCOHAIOM

KOHTpOHI/IpOBaTB pacxogOBaHUC 6IO)I)K€TOB Ha IICPCOHAJI

OdopMIATh TOKYMEHTHI 10 OIEpPallMOHHOMY YIIPaBJICHUIO IEPCOHAIOM U
paboTe CTPYyKTYPHOI0 NOApa3esIeHHs], TPeI0CTaBIsIeMble B FOCY1apCTBEHHbIE
OpraHbl, IPEACTaBUTEIbHbIE OpraHbl PAOOTHUKOB

ObecnieunBaTh  JOKYMEHTAllHOHHOE  CONPOBOXJEHHE IO  CHCTEMaM
ONEPALMOHHOIO  YNpaBJIEHUs MNEPCOHAIOM U paboTe CTPYKTYPHOIrO
MIO/Ipa3JIEJICHUs

OpFaHI/ISOBBIBaTI) XpaHECHUEC AOOKYMCEHTOB B COOTBETCTBUHU C Tpe6OBaHI/I$IMI/I
TPYAOBOTO M APXHMBHOI'O 3adaKOHOAATCILCTBA Poccuiickoit (I)e,uepaum/l n
JIOKAJIbHBIMH aKTaMH OpraHu3anuunu

KoHTpoimpoBaTe MUCIONHEHNE AOTOBOPOB MOCTABUIMKOB YCIYT IO BOIPOCAM
nepcoHala

[Ipou3BoauTh 3aKymoyHblE NPOLEAYPHl, OGOPMISATH U aHAJIU3UPOBATH
3aKyIIOYHYIO JOKYMEHTALUIO

[IpoBomuTh TIEPETOBOPHI W TMPEACTABIATH HMHTEPECHl OpraHu3allid B
TOCYy/IapCTBEHHBIX ~ OpraHaX, MpPOPECCHOHANBHBIX COI3aX U  JIPYTUX
MIPe/ICTaBUTENbHBIX OpraHax pabOTHUKOB 110 BOMPOCAM MepcoHaia
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Bectu nenoByro nepenucky

Bectu yder u peructpanuio JOKYMEHTOB B MH(OPMAIIMOHHBIX CHCTEMax U Ha
MaTepUaIbHBIX HOCUTEIISIX

PaGorats ¢ nH(pOpMALIMOHHBIMU CHUCTEMaMH U 0a3aMH JaHHBIX [0 MEPCOHATY
U CHUCTEeMaM OIEpalliOHHOTO  YIpAaBJICHUS IEPCOHAJIOM U  padoTe
CTPYKTYPHOTO MOJpa3aeiaeHHs

Co0mro1aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0OxoauMbie 3HAaHUS

Metoabl ynpaBiieHus: pa3BUTHEM U 3()(HEKTUBHOCTHIO OpraHU3aIUU, METOIbI
aHaJIM3a BBHINIOJHEHHS TUIAHOB U MPOrPaMM, ONPEICIICHUS UX SKOHOMUYIECKOM
3¢ heKTHBHOCTH

MeTobl OIIEHKH pabOThl CTPYKTYPHBIX IMOApA3JCICHUN, pe3yibTaToB Tpyaa
IepcoHaa

MeTobl TPOBEICHHSI ayIUTa M KOHTPOJIIMHTA ONIEPATHBHBIX YIIPABICHYCCKHX
MPOLIECCOB

@®opMBbI M CHUCTEMbl MAaTEPUATBHOTO M HEMATEPHAIBHOTO CTHMYJIMPOBAHHUS
TpyJia epCcoHaIa

OCHOBEI JAOKYMCHTAIIMOHHOI'O obecneyeHus

[Mopsimox odopmiieHUs, BEJCHUS M XpaHEHUS JTOKYMEHTAlMW 10 CHCTEMaM
OTIEPAIIMOHHOTO  YMPaBJICHUS TEPCOHATIOM opraHmzalii ¥ pabore
CTPYKTYPHOTO TIO/Ipa3ielieHuUs

[Topsimox  ¢opMupOBaHUs, BEACHUS OaHKa JAHHBIX H IPEIOCTABICHUS
OTYETHOCTH [0 CUCTEMaM OIMEPAI[MOHHOTO YIPaBICHUS MEPCOHAIOM U paboTe
CTPYKTYPHOTO MOJpa3ICIICHUS

HopmaTtuBHbIE mNpaBOBbIE aKThl, PETYIUPYIOIIUME TpaBa U OOSI3aHHOCTHU
rOCyJapCTBEHHBIX OpPraHOB M OPTaHM3allMd 1O MPEAOCTABICHUIO YYETHOM
JTIOKYMEHTAITUU

[lopsmox  mpoBelneHUs — 3aKyNOYHBIX  Hpomeayp U odopmileHus
COIYTCTBYIOILEH TOKYMEHTALUU

Ilonutuka YHOpaBJICHUA ICPCOHAJIOM U COITMAJIbHAA IMOJIMTUKA OPraHu3alun

OpraHI/I3aI_II/IOHHO'H_ITaTHa$I CTPYKTYypa OpraHu3aiuu

HGJ'II/I W CTPATCrus pasBUTHUA OpraHU3alun

busznec-nnax u 6I/I3HGC'HpOLIeCCLI opraHu3anuvun

TpynoBoe 3aKOHOAATENBCTBO M MHBIE AKTHI, COAEPKALINE HOPMBI TPYAOBOTO
npaBa

OCHOBBI apXMBHOIO 3aKOHOJATEJIbCTBA W HOPMAaTHBHBIE IIPABOBBIE aKTbI
Poccuiickoit ®enepanuu, B 4aCTH BEICHHS JOKYMEHTALMH 110 IEPCOHAITY

OcHOBBI HAJIOIOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit @enepanun

OcCHOBBI MUTPAIIMOHHOTO 3aKOHO1aTeNnbeTBa Poccuiickoit denepanuu, B 4acTi
NPUBJICUYEHUS] U TPYNOYCTPOMCTBA WHOCTPAHHBIX TpaXIaH M JUI 0e3
IPaKJaHCTBA

OCHOBEI AIMUHHUCTPATUBHOTIO 3aKOHOJATCJIbCTBA B obnactu YHpaBJICHUA
IIEPCOHAJIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMIL

3akoHoxarenbcTBO Poccuiickoit denepanuu o nepcoHaNbHBIX JaHHBIX

JIokabHBIE HOPMATUBHBIC JOKYMCHTHI OpraHu3aluu B oOnactu YpaBJICHUA
MIEPCOHATIOM

[Tops 10K 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€710BOTO OOIIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYpPHOE TIOCTPOCHNE HHPOPMAITUOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMHU

Hpyrue
XapaKTepUCTUKH
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3.8. O0001meHHas TPyAOBas GyHKIMA

HaumeHnoBaHue

Crpateruyeckoe ynpaBieHUuE
IEPCOHAIOM OpraHu3aluu

H YpoBeHb 7

Ko
a KBaJTU(DUKAIHA

[Ipoucxoxnenue
000011IeHHON TPYAOBOI
GbyHKIHUN

OpuruHan X 3aMMCTBOBAHO U3 OpUTHHAJIA

Kon Peructpanmonssiit Homep
opuruHasa mpo)eCCHOHAIBHOTO CTaHAaPTa

Bo3moxHbie Buue-npe3ueHT no ynpaBiaeHUIO IEPCOHATIOM

HaVMEHOBAaHUS Jupexrop 1o nepcoHainy

JOJKHOCTEH, JIMpeKTOop 1O yIpaBJICHUIO IEPCOHATIOM

npodeccuit 3amMecTUTENb F€HEePaIbHOr0 IUPEKTOPA IO YIIPABJICHUIO IEPCOHAIOM

TpebGoBanus k
00pa3oBaHHIO U
00y4YeHUI0

Briciiee oOpa3zoBaHue — CELMATIUTET, MarucTpaTypa

JononnurensHoe mpodeccuoHaabHoe 00pa3oBaHUE — IPOTPAMMBI
poheccuoHaNBHOM MEPENnOArOTOBKY B 00JIACTH YIIPaBICHUSI IEPCOHATIOM,
CTPaTEruuecKoro 1 OMepalMoOHHOTO YIIPaBIEHUS, SKOHOMUKH OpraHU3alHH;
IPOTPaMMBI MTOBBIIICHUS KBATH(PHUKAINN B 00JIACTH YIIPABJICHUS IIEPCOHAIIOM,
CTPaTEruuecKoro 1 OMepalMoHHOTO YIIPaBICHUS

TpeboBanust K OIBITY
MIPaKTUYECKON pabOThI

He meHee nsaTu jIeT B o6actu yHpaBJICHUA IIEPCOHAIIOM HA PYKOBOJAIINX
JOJIKHOCTAX

Oco06ble ycrnoBus
JomycKa K pabore

Hpyrue
XapaKTePUCTUKH

Z[OHOJ'IHI/ITG.TIBHLIC XapaKTCPUCTHKU

HanmenoBaHnue 6a30B0ii IpyMIibl, JOJKHOCTH
HaunmenoBanue nokymeHnra Kon
(mpodeccun) WK crieHuatbHOCTH
OK3 1232 PykxoBoauTtenu noapasneneHuil (ciryx0) ynpaBieHus
KaJpaMH U TPYJAOBBIMH OTHOIICHUSIMHU
EKC - 3aMecTUTeNb JUPEKTOpA 110 YIPABICHUIO TEPCOHATIOM
OKILATP 24063 | MeHemkep 10 epcoHATY

3.8.1. TpynoBas pyHkuus

HaumenoBanue

Pa3paboTka cuctemsl cTpaTernyeckoro
YIPaBJIEHUS IEPCOHAIOM OpPraHU3alun

YpoBeHb (I0IypOBEHb) 7
KBaJH(pUKannu

Koz | H/01.7

[IpoucxoxaeHue Tpya0Boi
GbyHKIHUN

OpI/II‘I/IHaJ'I X 3arMCTBOBAHO U3 opurnHaia

Kon Peructpauuonssiii Homep
opuruHasa MpoeCCHOHAIBHOTO CTaHAapTa

Tpynoseie nencTBUs

Amnanmus YCIICHIHBIX KOpHIOpaTUBHBIX IMMPAaKTUK 10 opraHuzalnuu
CTPATCTUYCCKOr'o yIpaBJICHUA IIEPCOHATIOM OpraHu3alvv, OpraHu3alfiOHHOro
IMPOCKTUPOBAHUA U B3aHMOHeﬁCTBHH HO,Z[paSILCJ'ICHI/Iﬁ

ITocTaHOBKA CTpAaTErMYECKUX LEJEH B YIIPABICHUH MTEPCOHATIOM

Pa3paboTka KOpmopaTUBHOM MOJUTHUKH, IUIAHOB, MPOTpaMM, MPOLENyp U
TEXHOJIOTHH I10 YIIPABJICHUIO IEPCOHAIIOM
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Pa3zpaboTka KOpHOpPaTWBHOM KyJIbTYpPHl U COIMAIBHON IMOJUTHKH, CHUCTEM
MOTHUBAIMH, YPPEKTUBHOCTH, OLIEHKU M Pa3BUTHs NIEPCOHATIA

DopMUPOBAHHUE CUCTEMBI OIUIAThl M OpraHru3aluy Tpyaa

Pa3zpaGoTka OpraHM3allMOHHON CTPYKTYpbI, IJIAHUPOBAHUE IOTPEOHOCTH B
nepcoHajie OpraHu3alum

PaspaboTrka mporpamm, MNPUHIMIIOB CTaHJAPTU3ANHMH, YHUDUKAINH,
aBTOMATHU3AIMK IIPOLECCOB YIIPABICHUS NEPCOHATIOM U 0€30MacHBIX YCIOBUI
Tpyaa

dopMupoBaHue OrO/KETa Ha IMEPCOHANl, TEXHOJOTUM ayauTa paboOThl C
MIEPCOHAIOM M KOHTPOJUIMHTA

Heo6xonumele ymeHust

Pa3pabarbiBaTh CTpaTEruy U NOJUTUKY B YIIPaBJICHUN IEPCOHAIOM

Co3zaBaTh M ONMCHIBATH OPTraHU3ALMOHHYIO CTPYKTYpy, LEIM, 3aJadu,
(YHKLIMU CTPYKTYPHBIX MOAPA3AeICHUNA U TOJKHOCTHBIX JIUIY

HpI/IMeHﬂTb METOAbI YIpaBJICHUA MEKINYHOCTHBIMHA OTHOIICHHUAMU,
q)OpMI/IPOBaHI/Iil KOMaHA, pPasBUTUA JUACPCTBA W  HUCHOJHHUTCIBbHOCTH,
BBIABJICHHSA TAJAHTOB, OIIPCACIICHHA YIOBICTBOPCHHOCTHU pa60T0171

OHpGI{GHflTB U aHAJIM3UPOBATH BHYTPCHHHEC KOMMYHHKAlMU, MOIACIHNPOBATH
IMOBCACHHUC IICPCOHAJIA

HpeIICTaBJISITL HHTCPCChl OpraHu3alvi B TOCYAApCTBCHHBLIX OpraHax, BO
B3aUMOJICHCTBUU C TMPO(COI03aMH, MHBIMHU IPEICTABUTEIbHBIMU OpraHaMHU
pabOTHUKOB 1O BOIPOCAM IepCoHaa

CocTaBisTh, pacCUUTHIBaTh, KOPPEKTHPOBATH M KOHTPOJIMPOBATH CTaThH
pacxonoB OrpkeToB M (OHJOB HA MPOrpaMMBI U MEPONPHUSTHS TI0
YIPaBICHUIO TIEPCOHATIOM OpTraHU3aluU

[IpoBOoAMTH ayAUT U KOHTPOJUIMHT B 00JaCTH yNPaBIEHUSI IEPCOHATIOM

Pa3pa6aTI>IBaTB KOPIIOPATUBHLBIC CONUAJIBHBIC IIPOTr'PpaAMMBbI

Bectu NEpEeroBOPbL oo BOIIpoOCaM conuaJibHOIo MapTHEPCTBA C
MNpEaACTAaBUTCIIbHBIMU OpraHaMmn pa6OTHI/IKOB

Paborate ¢ MHQOpPMALIMOHHBIMU CUCTEMaMH U 0a3aMH JaHHBIX IO BOIIpOCam
YIPAaBJIEHUS IEPCOHAIOM

OpranuzoBbIBaTh MEPONPUATUS MO OOECIEUEHUIO BBINOIHEHUs TpeOOBaHUMN
OXpaHbl TpyZJa B COOTBETCTBUM C JACUCTBYIOLIUM 3aKOHOJATEIHCTBOM
Poccuiickoit denepanuy U JIOKAUIBHBIMUA aKTAMHU OpraHU3ALHAN

Opranu3oBbIBaTh U MPOBOJUTH MEPONPUATHUS C MEPCOHAIIOM B COOTBETCTBHE
C KOpPIOPAaTUBHOM COLMATIBbHOM MTOJTUTUKOMN

CO6J'IIO,[[8.TB HOPMBI 5TUKH JCJIOBOTO O6H.[€HI/I$I

Heo0OxomnMeie 3HAHUS

MeTtobl yripaBieHUs pa3BUTHEM U 3((HEKTHBHOCTHIO OPTaHW3AIH, aHAIH3a
BBITIOJTHEHHS] TUIAHOB M TPOTpamMM, OIpeneieHus] HX HSKOHOMHYECKOM
b dexTuBHOCTH

Mertonbl onileHKH paboThl CTPYKTYPHBIX MMOJpa3/ieieHUul, pe3yIbTaToB TpyJaa
nepcoHasia

Metoapl MMPOBCACHUA aYJUTOB, KOHTPOJUIMHI'A YIIPABJICHUCCKHUX MTPOUCCCOB

MeToap! aHaIM3a KOJTUYECTBEHHOI'O U KAaYECTBEHHOT'O COCTaBa nepcoHajia

CucTemMBbl CTaHIAPTOB MO OM3HEC-TIpoIeccam, MpodeccusiM, HOPMbI Tpyaa

Cucrembl, Metoasl U (GOpPMBI MaTepHAIBLHOIO U HEMaTepUAIbHOTO
CTUMYJIMPOBAHHUSI TPyAA IIepCOHAIA

MeTo/p1 aHaIM3a COMMANBHBIX MTPOTPAMM U OMPEIETCHUS HX SKOHOMHUYECKOM
b dexTuBHOCTH

TexHoaoruu 1 METOIbI (I)OpMI/IPOBaHI/ISI 1 KOHTPOJIA 610,[[)KGTOB Ha CPCoOHAI

TpeGoBanust OXpaHbl U OE30MACHBIX YCIOBUM TPY/ia

HGJII/I, CTPATCruAa U KaApoBas MMOJIUMTUKA OpTraHU3allun
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OCHOBBI TEXHOJIOTHH MPOU3BOACTBA U ACATCIILHOCTU OpTraHHU3allun

OCHOBEI COIIMOJIOTHH, IICUXOJIOT'MH U DKOHOMUKHU Tpyda

OCHOBEHI yHpaBJICHUA COONUAJIBHBIM PA3BUTUEM OpraHHU3allin

MGTOHBI IMPOBCACHUA COIMOJIOTHYCCKHUX I/ICCJIGI[OBaHI/If/'I, HU3Yy4YCHUA
O6H_[CCTBCHHOI"O MHCHUA

CrpykTypa opranusanuu

TpynoBoe 3aKOHOJATEIbCTBO M MHBIE aKThl, COJEpXKAIUE HOPMbI TPYIOBOTO
paBa

OCHOBBI ApXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHUBHBIE IPABOBBIE AKThI
Poccuiickoii denepaiuu, B 4aCTU BEACHUS TOKYMEHTALMH 11O IEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHonaTenbcTBa Poccuiickont ®enepanuu, B
YacTH MPUBIICYEHUS U TPYAOYCTPOMCTBa MHOCTPAHHBIX IPAXKAAaH M JMI Oe3
IPaXIAHCTBA

OCHOBEBI AJIMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obnactu YHpaBJICHUA
MNEpCOHAJIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMI]

3akoHomarenbcTBO Poccuiickoii denepariii 0 MepCcoOHAIbHBIX TAHHBIX

JIokanbHBIC HOPMATUBHBLIC AaKTbl OpraHu3allii B obOnactu YHpaBJICHUA
IIEpCOHAIIOM

[Topsiiok 3aKIIOUEHUS I0TOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€7T0BOTO OOIIICHUS

OcHOBBI HHOPMATHUKH, CTPYKTYPHOE MOCTPOSHHE HHPOPMAIIMOHHBIX CHCTEM
1 0COOCHHOCTH pabOThI C HUMH

Jpyrue xapakTepuCTHKU

3.8.2. TpynoBas ¢pyHKIUS

Peanuzanus cucTeMbl CTPATETHYECKOTO Yposenb
Haumenosanne | yynapenns mepcoHasoM opraHu3aiuy Kon | H/02.7 | (nonyposenr) 7
KBaJH(pUKAIUU

[Ipoucxoxxaenue Tpy10Boi
GyHKIHN

OpuruHan X 3anMCTBOBAaHO M3 OpUTHHANIA

TpynoBsie 1eiCTBUS

Kong Peructpaumonssiii Homep
opurHHasa MpoeCCHOHAIBHOTO CTaHAapTa

[TnanupoBaHue AEATENBHOCTH M pa3pabOTKa MEPONPHUATHHA MO YNpaBICHUIO
IIEPCOHAJIOM ISl PEAIU3alui CTPATETHYECKUX LIETIEH OpraHu3alun
BuenpeHue MNOMUTHK, IJIAHOB, IPOrpaMmM, MPOLEAYpP W TEXHOIOTUH IO
YIPABIEHUIO IEPCOHAIOM

[TocTpoeHne opraHu3allMOHHON CTPYKTYPbI C YU4ETOM IJIAHOBON MOTPEOHOCTH
B [IEPCOHAJIE U B3aUMOJACUCTBUS CTPYKTYPHBIX ITOAPA3ACIICHUN OPraHU3aluu

Buenpenne wu mnoaznepkaHuE KOPHOPATUBHOM KyJIbTYpbl M COLMAIBHOM
NOJUTHUKM, CHUCTEM MOTHUBALUH, HPPEKTUBHOCTH, OLEHKH U Ppa3BUTHS
nepcoHalia

BuenpeHne u noanep:KaHue CUCTEMBl OpraHM3alUd TpyJa M OIUIATHI
nepcoHalia

VinpasineHue BHEAPEHHEM NIPOrpaMM U INPUHLMIIOB CTaHAAPTU3ALUH,
yHUGUKALMK, aBTOMAaTH3allMU IPOLIECCOB YIPABJICHUS NEPCOHAIOM H
0e30macHbIX YCIOBUH Tpyaa

OpFaHI/IS anusg  MpPOBCACHUA ayauTa W KOHTPOJUIMHIa B  YIIPABJICHUU
MIEPCOHATIOM
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[ToctaHoBKa  3a7a4  PYKOBOOUTENSIM  CTPYKTYPHBIX  IO/pa3/ieieHUH,
orpeziesieHue MaTepUaIbHO-TEXHUYECKUX PECYPCOB JUISl X BBITOJIHEHUS
AHaau3 OTYETHOCTH IO YIIPABJIEHUIO IIEPCOHAJIOM U BBISBIIEHUE PECYPCOB IO
YIIYUIIEHUIO AESITEeIbHOCTH OpraHU3aI|H

CornacoBaHue ycJIOBUH 3aKJII0YaeMbIX JOTOBOPOB 10 BOIIPOCAM YIPABICHUS
MIEPCOHAIOM

Opranuzanys OpoBeIeHHs 3aKyIOYHBIX MTPOLEAYP 10 BOIPOCAM YIPABICHUS
MEPCOHAIOM U 0(OPMIICHUS COMTyTCTBYIOILIECH JIOKYMEHTALIUU 110 HUM
dopmupoBanue OrO/KeTa Ha IEPCOHAN, TEXHOJIOTMH ayauTa paboThl ¢
MEPCOHAIOM M KOHTPOJUIMHTa

[TpumeHeHne K pabOTHUKAM Mep MOOMIPEHUS U AUCIUILITUHAPHOTO B3bICKAHUS
[Ipou3BoauTh aHaAINW3 JEATENBHOCTM IO  YIPABJIECHUIO IIEPCOHAJIIOM,
paspabaThiBaTh okasareiu 3 (HEKTUBHOCTH PabOTHI

@®opMHUpOBaTh IJIAHBI U MEPOIIPUSITHS 10 YIIPABJIEHUIO [IEPCOHATIOM
PaccunthiBaTh OIO/IKET B 00JIACTH YIIPaBIICHUS NIEPCOHAIOM

OrnpenensiTh 30HBI OTBETCTBEHHOCTH PaOOTHUKOB U MOJpa3zesieHuil, CTaBUTh
3a7auyi PYKOBOJUTEISIM TO/ApAa3AeIeHUd 1 00ecIeYnBaTh PeCcypchl Uil WX
VCIIOJTHEHUS

KoHTponupoBaTh U KOPpEeKTUPOBATh UCIIOJIHEHUE MIOPYUYEHUH U 3a]1a4
YupaBnate 3QPEeKTUBHOCTHIO U BOBICUEHHOCTHIO MEPCOHANA, IUCHUTUIMHON
TpyAa U coOoeHreM 0e30MacHBIX YCIOBHH TpyAa

Bectu neperoBopsl 1o BOIpocaM COIMANIBHOTO MAPTHEPCTBA U MPEACTaBIATh
MHTEPECHl OPraHM3allii B TOCYJApCTBEHHBIX OpraHax, Mpo(ecCHOHAIBHBIX
COI03ax U APYTUX MPEACTABUTEIBHBIX OpraHax pabOTHHUKOB, U OPraHU3ALUAX
10 BOIIpOCaM IepcoHalia

Paborate ¢ nHQOpPMAIIMOHHBIMH CHCTEMaMH U 0a3aMu JaHHBIX MO BOIIPOCaM
YIpaBJIEHUs IEPCOHAIOM

[TpoBOIUTH ayIUT U KOHTPOJUIMHT B 00JIACTH YIPABJIEHUS IIEPCOHAIOM
®opMupoBaTh M MPOBOJIUTH COLMATIBHYIO MOJUTUKY M  COLMAJIbHbIE
IIPOrpPaMMbI

Bectu meperoBopsl ¢ MOCTaBIIMKAMHU YCIYT IO YCIOBHSIM 3aKIHOYaeMbIX
JIOTOBOPOB

[Tpon3BonTh 3aKyMOYHbIE MPOLEAYpPbl, OGOPMIATH U aHAJIU3UPOBATH
3aKYIMOYHYIO JOKYMEHTAIHIO

Co0bmroaaTh HOPMBI 3TUKH JI€TI0BOT0 OOIIEHUs

MeTtoapl ynpaBiieHus: pa3BUuTueM U 3P(GEKTUBHOCTHIO OpraHU3aI[UH, METO/IbI
aHaJIM3a BBIMOJIHEHUS [UIAHOB U MIPOrpaMM, ONpeeNeHHUsI UX SKOHOMUYECKOi
s dexTuBHOCTH

Opranu3anys ynpasieHHs pa3BUTHEM OpTraHU3a|H

Teopun ymnpaBiaeHHs OpraHu3alMed, IMOJUTUKA M CTpaTervs YIpaBlICHUs
NIEPCOHAJIOM

Metonpl aHanmu3a BBIOJIHEHUS IUJIAHOB M 337ay, OINpEAeNieHUus Hux
HKOHOMHYECKON 3P PEKTUBHOCTH

MeTopl OTICHKH, Pe3yIbTaTOB U 3(HPEKTUBHOCTH TPy

MeTopl BHEAPEHUS CUCTEMBI YIIPABJIEHMSI IEPCOHATIOM

OcHoBBI pabOTHI MO MTpodopHEeHTALUN

MeTo UKy IUIaHUPOBAHMSI U TPOTHO3UPOBAHUS TOTPEOHOCTH B MEPCOHAIIE
Llenu, cTparerus pa3BUTHA U OU3HEC-TIJIaH OpraHU3aLUU

Teopun u MeTob1 hopMUpOBaHUIO OpEHIa OPTAHU3AIUN

TpeboBaHus 0XpaHbl U O€30MACHBIX YCIOBUN Tpyia

MeTtoauku pa3paOOTKU ¥ BHEIPEHUSI JIOKAIbHBIX HOPMAaTUBHBIX aKTOB
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ITopsanok 3axitOueHus TPYAOBBIX JIOTOBOPOB, DPETYJIMPOBAHUSA TPYIOBBIX
CIIOpOB

OCHOBBI COLIMOJIOTUH, IICUXOJIOTUH, OSKOHOMMKHM TpyJla M yIpPaBICHUS
COLIMAJIBHBIM PAa3BUTHEM OpraHU3aluu

MeToapl  IIpOBEAEHUS  COLMOJIOTMYECKHUX  MCCIENOBAaHUM,  M3y4YEHUS
00I11eCTBEHHOI'O MHEHUS

TexHomorun NpPOBEAEHUSI ayauTa U KOHTPOJUIMHITA B  YIPaBICHUU
HEPCOHAIOM

[Topsimok  mpoBeneHHMs ~ 3aKyMOYHBIX — Mpoueayp H  OQOpMIICHHS
COITyTCTBYIOILEH TOKyMEHTAlUU

TexHonoruu, crangapTH3alys, YHUQHUKAIMs, aBTOMATH3alUs IPOIECCOB
yIpaBJIEHUs IEPCOHAIOM

CrpykTypa opranusanuu

TpynoBoe 3aKOHOJATEIbCTBO M MHBIE AaKThI, COJEpXKAIUE HOPMbI TPYIOBOTO
npaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA W HOPMATUBHBIE IPABOBBIE AaKTbI
Poccuiickoii @enepanuu, B 4aCTU BeIeHUs JOKYMEHTALUU 110 IIEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTennbeTBa Poccuiickoit @enepanuu

OcCHOBBI MHIPAaLIMOHHOTO 3aKoHonaTenbcTBa Poccuiickon ®Penepanuu, B
YaCTH TMPHUBIICYCHUS U TPYAOYCTPOMCTBa MHOCTPAHHBIX TPAXKAAH M JHIl 03
rpakJJaHCTBa

OCHOBBI aJIMUHUCTPATHBHOTO 3aKOHOJATENBCTBA B 00JACTH YIPaBICHUS
IEPCOHAJIOM M OTBETCTBEHHOCTH JOPKHOCTHBIX JIUII

3akoHogarenscTBO Poccuiickoilt denepannu o nepcoHanbHbIX JaHHBIX
[TopsiioK 3aKiH0YEHUs 10rOBOPOB (KOHTPAKTOB)

JlokanbpHBIE HOPMATHBHBIE aKTHI B 00JIACTH YIIPABJICHUS IEPCOHATIOM

HopMmsbl 3TuKH 1€710BOTO OOLICHUS

bazoBbie OCHOBBI UH(OPMATHKH, CTPYKTYpHOE MIOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMH

[pyrue XxapakTepUCTHKH -

3.8.3. TpynoBasi pyHkuus

AJIMUHUCTPUPOBAHUE TTPOLIECCOB U YpoBeHs
HaumeroBanne | JOKYMEHTOOOOPOTA MO CTPATETHUECKOMY Kon | H/03.7 | (moayposens) 7
YIPABJIECHUIO IEPCOHAIIOM OpraHU3aIuu KBATHQUKAIIN

IIpoucxoxxaenue Tpy10BOI
GbyHKIUN

TpynoBeie 1elcTBUS

Opurunan X 3aMMCTBOBAHO U3 OpUTHHAJIA

Kon PeructpanuoHHb1ii HoMep
OpHTrHHaNa MpodeccHoHaNIBHOTO CTaHAapTa

AHaiau3 TMpoIeccoB JIOKyMEHTOOOOpOTa, JIOKAJIbHBIX JOKYMEHTOB 10
BONpPOCAaM  yINpaBJIEHUS] TEpCOHANIOM, OW3HEC-TPOLeCCOB OpraHHU3allly,
YAOBJIETBOPEHHOCTH NIEPCOHANA

JlokyMeHTalmoHHOe 0(OpMIICHHE PE3yIbTaTOB YIIPABICHUS IEPCOHATIOM, €TI0
ayJiuTa, paboThl CTPYKTYPHBIX MO/Ipa3IesieHui

JIOKYMEHTAllMOHHOE U OPraHM3aL[MOHHOE COIIPOBOXKJIEHUE CTPATErMYECKOro
yIpaBlIeHUs! IEPCOHAIOM U pabOThl CTPYKTYPHBIX MO/Ipa3IesieHui
ITonroroBka NMpeayoKeHUH MO Pa3BUTHIO CHUCTEM YIPABIEHUS IEPCOHAIIOM,
0 HEOOXOJUMBIM KOPPEKTUPYIOIIUM U TPEBEHTUBHBIM MepaM U 10
MOBBIIIIEHUIO 3(PPEKTUBHOCTU PaOOTHI CTPYKTYPHBIX MOApa3eIeHHMA
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KoHtpons mporeccoB B 00NacTH yHpaBiCHUS IEPCOHATOM M  palbOThI
CTPYKTYPHBIX MOApa3eICHUN, CPaBHEHNE U aHAJIU3 MIPOLIECCOB, PE3YIbTATOB
YIPaBICHYECKUX MEPONPUATHH, ompenaeneHne (akTopoB, BBI3BIBAIOIINX
OTKJIOHEHHE OT IIJIAHOBBIX ITOKa3aTesei

CorynacoBaHie ¥ KOHTPOJb JOTOBOPOB IIO BONpOCAaM U CHUCTEMaM
CTPAaTErM4ecKOro yMpaBJIEHUS IEPCOHAIOM M paboTe  CTPYKTYpPHBIX
10JIpa3/IeJIEHNH, OpraHu3alus IpoLeayp M0 UX 3aKIF0UEHUIO

[ToaroroBka pe3ynbTaTOB aHaIM3a COOTBETCTBHUS OPraHU3allMd M OILIAThI
TpyJa MEepCOHajIa YCIEIIHbIM KOPIIOPATUBHBIM IPAKTUKaM

Beinmonnenne tpeOoBaHMH 10 XpaHEHUIO HH(POpPMAUMU O pe3yJbTarax
JEMCTBUSL CHCTEM CTPATErMYeCKOro YIPaBJICHHS IEPCOHAIOM U paboThI
CTPYKTYPHBIX IIOJpa3ielIeHUH

AHanm3upoBath, pa3padaTeiBaTh U 0POPMIIATH JOKYMEHTHI 11O IpoIlieccaM U
pesyiabTaTaM  yNpaBIE€HUS  IEPCOHAJIOM U paboTe  CTPYKTYpPHBIX
MOJpa3IeICHUI

[TpuMeHsATh METO/IbI aHATIM3a OU3HEC-TIPOLIECCOB OPraHU3aALNH

Onpenensatb OporpamMmbl  JOCTHXKEHUS Leled U pelleHus  3a1ay
MOJIpa3IeICHU I

[TpoBOAMTDH ayAUT CUCTEMBI YIIPABJICHUSI IEPCOHATIOM

[TpoBOIUTH KOHTPOJUIMHI CUCTEMBI YIIPABJIECHUS IIEPCOHAIOM
KonrponupoBare OmoJKET Ha IepcoHal M YHpPaBICHHE pacxoJaMH Ha
nepcoHal

OpraHu30BbIBaTh COIMPOBOKICHHUE JIOTOBOPOB IO BOMNPOCAaM  YIPABICHHS
NIEPCOHAJIOM, BKJIKOYasl IpeABAPUTEIbHBIE IPOLEAYPHI 10 UX 3aKIFOUEHHUIO
OpraHu30BbIBaTh 3aKylOYHbIE NPOLELYphl, O(GOPMIIATH U aHAIU3UPOBAThH
3aKYINOYHYIO JOKYMEHTAIUIO

KoHTponupoBate M aHaaM3MpOBaTh BOIPOCHl COLMAIBHOIO IMApTHEPCTBA,
JIOTOBOPBI ITOCTABIIMKOB yCITyT

IIpoBoauTh MEpPErOBOPBl M IPEACTABIATH HMHTEPECHl OpraHU3alud B
rOCyapCTBEHHBIX OpraHax, Npo(QecCHOHAIbHBIX COI03aX M JIPYruX
IPEJCTaBUTEIIbHBIX OpraHax paOOTHUKOB M OpraHU3allsX [0 BOMpOcaM
nepcoHasia

Bectu nenoByro nepenucky

PaboraThk ¢ H”HPOPMAIIMOHHBIMU CUCTEMaMH U 0a3aMM JJaHHBIX IO [IEPCOHAIY,
CHUCTEMAaM YIpaBJICHHA IEPCOHAJIOM M OpraHMU3alMM  JEATEIbHOCTH
CTPYKTYPHBIX [TO/Ipa3/iesIeHui

ObecneunBaTh  KaJpoBOE  JEJONPOM3BOACTBO U  JIOKyMEHTAIlMOHHOE
COMPOBOXKAECHHE TMPOILIECCOB IO YIPABICHUIO TNEpCOHAIOM M padoTe
CTPYKTYPHBIX ITOIpa3eJICHNN

OpranuzoBbIBaTh XpaHEHUE JTOKYMEHTOB B COOTBETCTBUU C TPeOOBaHUSIMU
TPYZOBOIO M apXMBHOTO 3akoHojaTenbcTBa Poccuiickont ®exepanuu u
JIOKQJIbHBIMU aKTaMH OpraHu3aluu

CobmroaaTh HOPMBI 3THKH JI€TI0OBOT0 OOIICHUS

KopnoparuBnasi KyjiabTypa, collMaigbHasi MOJIUTHKA, CUCTEMbl MOTHUBALUU U
3P PEKTUBHOCTH YIPABIECHUS TIEPCOHAIOM

Metoapl ynpaBieHus: pa3BUuTUEM U 3PGEKTUBHOCTHIO OPraHU3aIMH, METOJIbI
aHaJIM3a BBINOJIHEHMS IUIAHOB U IIPOrpaMM, ONPEENIEHUsI X SKOHOMUYECKON
b dexTuBHOCTH

MeToapl npoBeneHUs ayAMTa, KOHTPOJS ONEPaTHBHBIX YNPABICHUYECKHUX
MIPOLIECCOB, COIIMOJIOTNYECKUX UCCIIEJOBAaHUM

busHec-nnan u 6U3HEC-IPOLIECCH OpraHU3aIH

BroxeTHOE MPOEKTUPOBAHUE




47

OpranuzanoHHOE IPOEKTUPOBAHNE

@®opmbl, METOABI W CHUCTEMBl MAaTEpUAIBHOIO M HEMaTepHaIbHOTO
CTUMYJIMPOBaHUs TpyJa [IepcoHanta

Cucremsl CTaH/IapTOB 1o Ou3Hec-mpoIeccaM, npodeccusam
(criennanbHOCTSM), HOPMBI Tpyia

MeTo/1p1 aHAINM3a KOJMYECTBEHHOTO M KAUECTBEHHOT'0 COCTaBa MepcoHana
KanpoBas nmoimTuka opranu3aniuu

[Topsmox ¢QopmupoBanusi, BeAaeHHs OaHKa MAaHHBIX M IPEIOCTaBICHUS
OTYETHOCTHU TI0 CUCTEMaM YIPABJICHHUS MEPCOHATIOM M paboTe CTPYKTYpPHBIX
MoJpa3/ieICHUI

OCHOBBI  JIOKyMEHTAI[HOHHOTO  oOecredeHusi, TOPSIOK  O(pOpPMIICHHS
JIOKYMEHTOB, IIPEIOCTABIIIEMBIX B rocyapCTBEHHbIE Oprabl,
po(ecCHOHAIILHBIE COIO3bI, OOIIECTBEHHBIC OPTaHU3aIIuN

[{enu u cTpaTerusi pa3BUTUs OpraHU3aUuU

[Topsimox  mpoBeAeHHMS ~ 3aKyMOYHBIX  Hpouenyp ©u  ohopMIIeHHUS
CONYTCTBYIOLIEN JOKYMEHTALUU

HopMaTuBHbIe MpaBOBBIE aKThl, PEryJIUPYIOUIME IpaBa U OOSI3aHHOCTH
rOCy/IlapCTBEHHBIX OpPIaHOB M OPraHU3allid 110 MPEIOCTABIECHUIO YYETHOM
JIOKYMEHTaIlUU

CtpykTypa oOpraHuM3alilid M BaKaHTHbIE JOJDKHOCTH  (mpodeccum,
CIICIIUATILHOCTH )

TpyaoBoe 3aKOHOATENbCTBO U MHBIE AKThI, COJAEPKAIINE HOPMbI TPYAOBOTO
nmpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA W HOPMATUBHBIE IIPABOBBIE AKTbI
Poccuiickoii @eneparuu, B 4aCTH BeJIeHUs JOKYMEHTAIUH 110 TIEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbeTBa Poccuiickoit @enepanuu

OcCHOBBI MUTPALIMOHHOTO 3aKoOHOJaTenbcTBa Poccuiickoit ®denepainuu, B
YacTU MPUBJICYEHUS U TPYAOYCTPOICTBA MHOCTPAHHBIX TpakJaH U JuIl Oe3
rpa)/1aHCTBa

OCHOBBI aJIMMHHMCTPATHUBHOI'O 3aKOHOJATENbCTBA B O0JACTH yHpaBICHUS
IIEPCOHAJIOM M OTBETCTBEHHOCTHU JOJKHOCTHBIX JIUI]

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX TaHHBIX
JlokanpHbIE HOPMATHBHBIE AaKThl OPraHU3alMM B 00JacTU yNpaBJICHUS
MIEPCOHAIOM

[TopsioK 3aKITH0YEHUs 1I0rOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

basoBbie OCHOBBI UHPOPMATUKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOThI C HUMHU

Jlpyrue XxapakTepucTHKH -

V. CBenennsi 00 opranusanusix — pa3padoruyukax npogecCHOHAJIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs1 OPraHU3ANUA-PA3PadOTINK

Ob6mmepoccuiickoe o0beInHeHue paboroaareneit «Poccuiickuii cor03 MPOMBIIIIEHHUKOB
peAnpUHUMAaTENe», ropo Mocksa

HcnonautensHsiii BUne-npe3naeHT Kysemun Imutpuilt Bnagumuposny

4.2. HamMeHOBaHUsA OpraHu3anuii-pa3padoT4nKoB

1

‘ AHO «HanmoHnanpHOE areHTCTBO pa3BUTHS KBAIM(UKAIMi», ropoa MockBa
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2 | Accommanus (Coro3) «Accoruaiiusi KOHCYJIbTaHTOB 10 IOA00PY MepcoHanay, ropoa Mocksa

3 | I'pynna HeadHunter, ropox MockBa

4 3A0 «KPOK HHKOPHOPEﬁTEH, ropox Mocksa

5 | Uadopmannonno-ananutuaeckuii nentp «Kanpossriii Jlozop», ropox Mocksa

6 MI'O «OITOPA POCCHN», ropog Mocka

7 | MexayHapoaHasl accolianysi IeJI0BOI0 COTPYJHUYECTBA, ropoa MockBa

8 | HOYY AIIO «MucTuTyT npodeccuoHaIbHOTO KaIpOBUKa», Topo i MockBa

9 | HII «Accommanusi EBponeiickoro 6u3necay, ropog Mocksa

10 | HIT «BKK — HanmoHanbHbIH COO3 KaAPOBUKOBY, TOpo1 MocKBa

11 | HIT «MexayHapoansliii anbsiHe «TpynoBas Murpanusi», ropoa Mocksa

12 | HII «HaumonanpHas accorpanus o(pUCHBIX CIIEIUATUCTOB U aIMHHUACTPATUBHBIX PAOOTHUKOBY,
ropos1t Mocka

13 | HIT MHO «Accoumanust MeHemkepoB Poccumny, ropoa Mocksa

14 | HIT CYPD «HamnmonanbHas koHbenepamnus «Pa3BuTue 4enoBedecKoro KaruTana, Topos
MockBa

15 | OAO «BAHX» (I'AO BBILI), ropon Mocksa

16 | OAO «T"aznpom HedTh-HoBoCHOHpCKY, Topoa HoBocnOupck

17 | OAO «O0beaMHEeHHAs CYyIOCTPOUTENbHAS KOpIiopaius», ropox Mocksa

18 | OAO «PXI», ropox Mockpa

19 | OAO «Caxamun OHepmku MuBectment Komnanmy, ropoxa KOxHo-CaxammHck

20 | OAO «Tarunedte» umenu B./I. lllamuna, ropox Kazanb

21 | OAO «Hayuno-mpou3sBojacTBeHHOE 00beanHenne «Haykay, ropoqx Mocksa

22 | OO0 «LG Electronics Rus», ropog Mocksa

23 | OO0 «bwusnec INcuxonorun SHL Russia & CIS HIT», ropon Mocksa

24 | OO0 «M1T-CK», ropog Mocksa

25 | OO0 «Jlykoitn-UnxuHupuHr», ropoa Mocksa

26 | OO0 «OKBb 3enut», ropogq Mocksa

27 | OO0 «lerpomuym Tpeiiaunr», ropog Mocksa

28 | OO0 «Ilonurpad-3ammray, ropoax Mocksa

29 | OO0 «llentp xaapoBbix TexHONOTH — OOyueHne. CtaxxupoBku. TpymaoycTporcTBO», TOPOL
MockBa

30 | Poccuiickoe npeacraButenscTBo «Coleman Services UK» («Koynman CepBucusy), ropos
MockBa

31 | ToproBo-npombinuieHHas manara Poccuiickoir @eneparn, ropox Mocksa

32 | ®I'bOY BIIO «MockoBckHii rocyrapcTBeHHbIN yHIUBepcuTeT uMeHu M. B. JlomoHOCOBaY,
[IIxona gupekTopa 1mo nepcoHanty, ropoa Mocksa

33 | ®I'BOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO M3CH, ropox Mocksa

35 | ®I'bOY BIIO Cubupckuii rocyaapcTBeHHbI yHUBepeuTeT myteit coobmenus (CI'VIIC), ropoa
HoBocubupck

36 | ®I'bY «HayuHo-uccneq0BaTeNbCKUi HHCTUTYT TPY/Ia U COLIMATBHOTO CTPAXOBAHUS
MuHucTepeTBa Tpy1a U colanbHON 3ammThl Poccuiickon @eaepannn, ropoa Mocksa

37 | ®I'VII «Ilouta Poccumny, ropon Mocksa

38 | @K «VYpancub», ropog Mocksa

1 O6mepoccuiickuii knaccupukaTop 3aHATHIA.

2 O6mepoccuiickuii Knaccu(puKaTop BUAOB YKOHOMUYECKOH JAeATeIbHOCTH.

3 Enuublii KBaIu(MKAIMOHHBIN CIPABOYHMK JOJLKHOCTEH pyKOBOAUTENIEH, CIIELMAINCTOB U APYTUX CIIY/KAIMX.
4 O6mepoccuiickuii knaccupukaTop npodeccuii pabounx, TOHKHOCTEH CITyKAIUX U TApUPHBIX Pa3pAIOB.




