Pepmakiusa ot 1 HOsI 2015

ITpukasz MunTtpyza Poceun ot 06.10.2015 N2 691H

006 yTBepxkIeHuU NpodecCuOHAJIHLHOIO CTaH/apTa
"CnenuaJivcT 1o yIpaBjJaeHHUIo mepcoHajaom"

B coorBerctBuu ¢ myHkToM 16 IIpaBua pas3spabOTKH, VTBEDPKIECHUS U
[IPUMEHEHHU 1podeCcCUOHATbHBIX CTaHIAPTOB, YTBEP>KI€HHBIX
rocraHossienreM IlpaBurenbcrBa Poccuiickoin @eepanuy ot 22 aHBapa 2013
roma NQ 23 (Cobpanue 3akoHOaTebcTBa Poccuiickoit ®enepariuu, 2013, NO
4, CT.293; 2014, No 39, CT.52606),

IIPUKa3bIBAIO:

YTBepiuTh nmpusiaraeMblii* npodeccroHasbHBIN cTaHAapT "CHEeNUaJIuCcT 10
yIIPaBJIEHUIO IEPCOHAJIOM .

* MpunoxeHne B opmate PDF cMm. No ccblfike.

Munuctp
M.A. TonmuwinH

3apernctpmpoBaHo

B MwuHucTepcTBe toCTULMN
Poccuinckon depepaunn
19 OoKTAbpS 2015 roga,

pernctpaumoHHbin Ne 39362
YTBepxk/eH
npukazom MuHucrepcTsa Tpyza
Y COIIMAJIbHOM 3aIIIUThI
Poccuiickoit @enepanuu
oT 6 OKTAOps 2015 roaa N@ 691H

ITPO®ECCUOHAJIbHBIN CTAHIIAPT
CIIEOUAJINCT 110 YITIPABJIEHWIO ITEPCOHAJIOM

559

Peructpanmonublit
HOMEp
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|. Obwme cBegeHns

VYnpasieHue nepcoHalIoM OpraHu3aluu 07.003

(HauMeHOBaHUE BUIA TPO(HECCHOHATILHOM IESATEIBHOCTH ) Kon

OcHoBHas 11eJ1b BUa MpodecCUOHATILHON JeATEeTbHOCTH:

Obecnieuenne 3(PpPeKTUBHOTO (PYHKIMOHUPOBAHUS CUCTEMBl YIIPABICHHS IEPCOHATIOM JUIS
JIOCTIDKCHHUS 1eJIe OpraHu3auu

['pymnna 3aHsATHH:

PykoBogurenu — moapasneneHuit Criemuanicts o Kampam i
1232 (cmyx0) ympaBieHus kaapamu u | 2412 npodhopHeHTaIIH P
TPYZAOBBIMU OTHOLICHUSMHU po®op H
3423 CrernuanucTsl KaJpoBbIX CIYyXO0 U ) i
YUPEXKAECHUHN 3aHATOCTU
kox OK3 KO
( <H1>) (HauMeHOBaHUE) (()Kél) (HauMeHOBaHue)

OTHeceHUeE K BuJaaM DKOHOMUYECKOU AeATEeJIbHOCTH:

78.30 JlesTenbHOCTH 10 MOI00PY IepCcoHalIa mpoJast
(xon
OKBO/I (HauMEeHOBaHUE BUJIa SKOHOMUYECKOH JESITEIbHOCTH)
<2>)

[I. OnucaHue TpyaoBbIX PYHKUUIA, BXOOALWNX B MPOJECCUOHANbHbIN
cTaHgapT (PyHKUMOHanNbHasa KapTa Buaa npodeccmoHasibHOM
OeATenbHOCTN)

O06001eHHbIE TPYAOBBIE (QYHKITMH TpynoBsie GpyHKITHN
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YPOBEHB

YpOBEHB
KOJI HauMEHOBAHUE HanMEHOBaHHE KOJI (TIOIypOBEHB)
KBaJIM(hUKAIAH
KBaJTM(pUKAITIH
Benenue
JIoKyMeHTaIlMOHHOE .
OpraHHM3allMOHHOW U
obecrneueHue N
A 5 pacropsIuTeIbHON A/01.5 5
paboThI c
JIOKYMEHTAI[U! 10
MEPCOHAIOM
MepCOHATY
Benenue
OKYMEHTAIluU o
AOKY ! Al02.5 5
yYeTy M JBHKCHHUIO
KaJIpOB
AJMUHUCTPHUPOBAHUE
IPOIIECCOB u
JOKYMEHT0000pOTa
10 y4ery u
BIDKEHHUIO  KaJpOB
g APOB: | Aj03.5 5
IPEICTABICHUIO
JIOKYMEHTOB 1o
MepPCOHATY B
rOCYJapCTBCHHBIC
OpraHbI
Coop undopmanuu o
JlesTenbHOCTh  TI0 HOTpeGH(()bCTI:I < 1
B 00€ecIeYeHHIO 6 P B/01.6 6
OpraHu3aIiH B
MIePCOHAIOM
nepcoHaie
Ilouck,
[IpUBJIEYEHUE,
p B/02.6 6
mogbop u  otbop
repcoHaa
AJIMAHHCTPHUPOBAHUE
MIPOIIECCOB u
JOKYMEHTO000pOTa B/03.6 6
obecreyeHus
MIePCOHAIOM
JleaTeabHOCTh 110
OleHKe " Opranuzanus u
C 6 nposenenue oueHku | C/01.6 6
arTecTanuu

nepcoHana

nepcoHana




Opranuzanus u
IPOBEJICHHE

C/02.6
aTTecTaluu
nepcoHaa
AJMUHUCTPUPOBAHUE
IIPOLIECCOB u
JIOKYMEHTO000poTa C/03.6
pu IIPOBEICHUU '
OLICHKH M aTTeCTaluu
IepcoHaa
Opranuzanus u
POBEJICHHE
JlearenbHOCTE  TIO MEPOTIPHSITHIA 1o
Pa3BUTHIO Pa3BUTHIO u | D/01.6
nepcoHasa HOCTPOCHHIO
npodeccuoHanbHOM
Kapbephbl IIepcoHaa
Opranu3zanus D/02.6
o0OyueHus epcoHaa '
Opranuzanus
aJlanTanuu u
D/03.6
CTaXKUPOBKHU
repcoHana
AJMUHUCTpPUPOBAHNE
IIPOLIECCOB u
JIOKyMEHTOO0O0pOTa
M0  pa3BUTUI0O U
npoecCHOHATEHON D/04.6
Kapbepe, OOy4YEeHHIO,
aJIanTanuu u
CTaXKHUPOBKE
repcoHana
JlesTenbHOCTh  TI0
OpraHu3aIuu TpyAa Opranuzanus Tpyaa E/OL6
u OIJIaThI rnepcoHana '
nepcoHaia
Opraunuzanus
OTLJIaThI tpyna | E/02.6

nepcoHana




AJMUHUCTPUPOBAHUE
IPOLIECCOB u
JOKYMEHTO000pOTa
o BOIIpOCaM
OpraHu3aly TPyAa U
OIJIaThl IIEpPCOHATIA

E/03.6

JlesTenbHOCTD
OopraHu3aIu
KOPIOPaTUBHOM
COLMAIIBHOM
MTOJINTUKHU

Pa3pabotka
KOpIIOpPaTUBHOMN
COLMAIIBHOU
MOJIUTUKU

F/01.6

Peannzamus
KOPIOPaTUBHOMU
COLIMAIbHON
TTOJTUTHUKH

F/02.6

AJIMUHUCTpPUPOBAHKE
IPOLIECCOB u
JIOKYMEHTO000pOTa
o BOIIpOCaM
KOpIIOPAaTUBHOU
COLIMAJIbHOU
MOJINTUKU

F/03.6

OnepanuoHHoe
yIpaBJICHHUE
MEPCOHAIIOM
1oJipa3/iesieHueM
OpraHu3aIu

PazpaboTtka cucrembl
OTIEPAIMOHHOTO
yIIPaBICHUS
IEPCOHAIIOM u
paboTsl
CTPYKTYpPHOTO
TO/Ipa3 eI ICHUS

G/01.7

Peanmzarmsa
ONEepPaLMOHHOTO
yIpaBICHUS
MepCOHAIIOM u
paboTsl
CTPYKTYPHOTO
MOJIpa3IeJICHUS

G/02.7

AJIMAHHCTPHUPOBAHUE
IIPOLIECCOB u
JTOKYMEHTOO00O0pOTa
[0 OINEpaliOHHOMY
yIPaBICHUIO
[IEPCOHAIOM u
pabore

G/03.7




CTPYKTYpPHOTO
HOJpa3/IeJIeHUs

Paspabotka cucremsl
CTPaTEru4ecKoro

7 YIPaBJICHHS
MIEPCOHATIOM
OpraHu3aIH

Crparernyeckoe
ylpaBJieHUE
IEPCOHAIOM
OpraHu3aIuu

H/01.7 7

Peanuszanus cucreMsl
CTPATETUIECKOro
yIIpaBJICHUS
IIEPCOHATIOM
OpraHHU3aLUH

H/02.7 7

AJMUHUCTPUPOBAHUE
IPOIIECCOB "
JIOKYMEHTO000poTa
10 CTPATETUYECKOMY
yIPaBICHUIO
HIEPCOHAIIOM
OpraHu3aIuu

H/03.7 7

lll. Xapaktepnctmka 0600LLEHHbBIX TPYAOBbLIX (PYHKLNI

3.1. O6001eHHas TpyAoBasA GyHKIMSA

OKYMEHTAllMOHHOE o0ecnedeHne YpoBeHb
HaumenoBanue Hlokym t Kon A P 5
paboThI ¢ IepCOHATIOM KBaJTM (pUKAITIH
IIpoucxoxnenue
. 3auMCTBOBaHO
000011IeHHOH Opurunan | X
o W3 OpUTMHAJIA
TPYAOBOH (QYHKITUU
Perucrpanuonnsii
Kon HOMEDP
opurHHaIa | MpodhecCHOHATHLHOTO
cTaHaapra
Bosmosxnbie Crnenuaiuct no KaapoBomy JE€IONPOU3BOICTBY

HaMMCHOBaHUA

JOJKHOCTEI, Crnernuanuct 1o JOKYMEHTAallHOHHOMY OOECTCUeHHIO paboThl C




npodeccuit

MEePCOHAIIOM
Crennanuct 1o 10KyMEHTalHOHHOMY 00€CIIeUeHHI0 IEpcoHalla

Crnenuuanuct 1o nepcoHaty

TpeGoBanus K
00pa3oBaHUIO u
00y4YeHUIO

Cpennee npodeccroHanbHOEe 00pa3oBaHUE - MPOrpaMMa MOATOTOBKH
CIEIMAJINCTOB CPEAHETO 3BEHA

JononHutenbHoe TpoQecCHoHaNbHOE O00pa3oBaHHE - TMPOTPAMMBI
npodecCHOHANBHOW  MEpPEeNOArOTOBKH, IMPOTPaMMBI  MTOBBIIICHHUS
KBTI (UKAIITT

TpeboBaHust K OMBITY
HPaKTUYECKOil paboThI

Ocobble YCIOBHS
JoTycKa K pabore

Apyrue
XApaKTCPUCTHKH

JlonosTHUTEIbHBbIE XapAKTEPUCTUKHU

Hanmenosanue

HaumenoBanue 6a3oBoit T'pYIIIbI, JOJKHOCTH

Kon
JIOKyMEHTa (mpodeccun) MK CrienuaiIbHOCTH
OK3 2412 CrenanucTsl 1Mo KaJpaM U npodoprueHTaun
3423 CrieruanucThl KaJIpoBBIX CIYXO U yUpexKIeHHH
3aHSATOCTH
EKC <3> - Cnenuanuct 1o kajgpam
- NHcnekTop 1o kagpam
OKIIATP <4> 27755 DKOHOMHUCT 110 TPYy

22956 HNHucnexTop 1o kaapam

3.1.1. TpynoBaa dyHkimsa



Benenne — opraHM3anMoOHHOM U YpoBeHb
HawnmenoBanue | pacrnopsaurenpHoii mokymentanuud | Kox | A/0L.5 | (momypoBeHb) 5

0 TIEpPCOHATY KBaTU(pUKAITIH
IIpoucxoxnenue 3auMCTBOBaHO

TPYAOBOW (DyHKIIMU

Opurunan | X
W3 OpUTHHAJIA

Perucrpanmonubii
Kon HOMEP
OpUrMHasia | MpodecCHOHAIBHOTO
CTaHJapTa

Tpynossie .
o O06paboTka 1 aHaU3 MOCTYMAIOIIEH JOKYMEHTAIMH 110 TIEPCOHAITY

JeicTBUs
Pa3zpabotka u odopmiieHHE NOKyMEHTAIMH IO TEepCcoHay (IEPBUYHOMH,
YUETHOM, MJIaHOBOH, MO COLMAIBFHOMY O00ECIEUEeHUI0, OPraHU3alMOHHOM,
pactopsIUTEIHLHOMN)
Perucrpamus, y4yer M Tekyllee XpaHEHHE OpraHU3alIOHHOM H
pacnopsAUTENbHON JOKYMEHTAIUH 110 TIEPCOHATY

Heo6xonumeie Pa3zpa0aTbiBaTh MPOEKTHl OPraHU3ALMOHHBIX M  PaCHOPSIUTENBHBIX

YMEHUS JIOKYMEHTOB 110 IEPCOHAITY

OdopMIsTh TOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHUAMH TPAXKIAHCKOTO,
TPYAOBOTO 3aKoHojarenbcTBa Poccuiickonl Penepaunuv U JOKAIBHBIMU
HOPMAaTHUBHBIMHU aKTaMU OpTaHU3aIuU

Bectu yuer u peructpanuio J0OKyMEHTOB B MH(OPMALIMOHHBIX CHCTEMax
Y Ha MaTEpPHUAJIbHBIX HOCUTEISAX

Opranu3oBbIBaTh  XPaHEHHE  JIOKYMEHTOB B  COOTBETCTBUU  C
TpeOOBaHUSIMU TPYIOBOTO, APXWUBHOTO 3aKOHOAATENbCcTBa Poccuiickoi
denepalvy U JOKaIbHBIMH HOPMATUBHBIMU aKTaMH OpraHU3alUN

AHaIM3upoBaTh TOKYMEHTHI U MEPEHOCUTh HHPOPMAIIHIO B 0a3bl TaHHBIX
U OTYETBI

BEISBASTE OMIMOKM, HETOYHOCTH, WCIIPABICHUS H HEIOCTOBEPHYIO
MH(OPMALIMIO B JOKYMEHTAaX, OMPEENIATh JETUTUMHOCTh JOKYMEHTOB

PaGotate ¢ wuHGOpPMAIMOHHBIMA CHCTEMaMU M 0a3aMd JaHHBIX 10




BCACHUIO YUCTa, IBUKCHHUIO MEPCOHAIIA

Co0ur01aTh HOPMBI ATUKHU JEIIOBOTO OOIIECHUS

Heo0Oxomumeie
3HAHUS

[Topsimox oopmieHus, BeIeHUs U XpaHEHUS JOKYMEHTOB I10 IIEPCOHATTY

HOpHI[OK yu€Ta ABMXKCHHA KaJApOB W COCTABJICHUA YCTaHOBJIeHHOI;'I
OTYCTHOCTHU

OCHOBBI IOKYMEHTOOO0POTa U IOKYMEHTAIIMOHHOTO 00eCcreueHus

TexHomor nu, MCTOBI n MCTOJUKH IMPOBCACHUS aHaJIu3a u
CUCTEMATU3allu JOKYMCHTOB U PIH(bOpMaI_II/II/I

[Topsimox pacdera cTaka, JIBIOT, KOMIICHCAIWd, O()OPMIICHUS TIEHCHIA
pabOTHHKAM

CrtpykTypa opranuzanuu

TpynoBoe 3aKOHOATENbCTBO M MHBIE aKThl, COJAEpX AIIUEe HOPMBbI
TPYIOBOTO TIpaBa

OCHOBBI apXUBHOT'O 3aKOHOJIATEIHCTBA M HOPMATHUBHBIE MPABOBBIE aKThI
Poccniickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUU 110 IIEPCOHAILY

3akoHoaarenbcTBO Poccuiickoin denepaiiv 0 epCcOHANbHBIX TaHHBIX

JlokanpHble HOPMATHBHBIE aKThl OPraHU3AIMH, PErYIUPYIOIIUE TOPSIOK
Oq)OpMJ'IeHI/ISI PacropsAgUTCIbHBIX W OPraHU3allMOHHBIX AJOKYMCHTOB I10
nepcoHay

Hopwmpl 3THKH 1 1e7I0BOTO OOIIEHUS

baszoBeie OCHOBBI MH(OPMATUKH, CTPYKTYPHOE IIOCTPOCHHE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Hpyrue

XapaKTEPUCTHUKHU

3.1.2. TpyznoBasa GyHKIUA




Haumenosanue

YpoBeHb
Kox | A/02.5 | (momypoBeHb) 5
KBaJTM(pUKAITIH

Benenue noxkymeHTaluMu MO YYeTy
Y JIBUYKEHUIO KaJpOB

[Ipoucxoxaenue

TPYAOBOW (DyHKIIMU U3 OpUTHHAJIA

3auMCTBOBaHO
Opurunan | X

PerucrpanmonHubli
Kon HOMEP

OpUrMHasia | MpodecCHOHAIBHOTO

CTaHJapTa

TpynoBbie neicTBUS

[ToaroToBka NpOEKTOB AOKYMEHTOB IO IPOLEAypaM YIpaBJICHUS
[IEPCOHAJIOM, YUETY U JIBUKEHUIO IIepCcoHalIa

OpraHmauI/m CHUCTCMbI ABUKCHUA TOKYMCHTOB I10 IICPCOHATY

COop u IpoBepKa JINYHBIX IOKYMEHTOB PAOOTHHKOB

[lonroroBka u oQopMmieHHE MO 3ampocy pabdOTHHUKOB H
JOJDKHOCTHBIX JIMII KOMWM, BBIMUCOK M3 KaJPOBBIX JIOKYMEHTOB,
CripaBOK, HWH(pOpManuu O  CTaxe, JIBIOTax, TapaHTHsX,
KOMIICHCAIMAX ¥ UHBIX CBEJICHUN 0 pabOTHUKAX

Bbiaua paboOTHHKY KaJpOBBIX JIOKYMEHTOB O €ro TpYIOBOMH
JeSITEIIbBHOCTH

I[OBGI[GHI/Ie J0 CBCIACHUA nepcoHajia OpraHU3allMOHHBIX,
pacnopsAauTCIIbHBIX U KaAPOBBIX TOKYMCHTOB OpTaHHU3allun

Benenue ydera pabouero BpeMeHH paOOTHUKOB

PeFI/ICTpaI_[I/IH, Y4€T, OICpaTUBHOC XpPAaHCHHUEC JOKYMCHTOB IIO
nepcoHaiy, moAroToBKa K ¢1avuc ux B apXmuB

HCO6XOI[I/IMBIC YMCHUA PaSpa6aTLIBaTL IMPOCKTHI KaAPOBLIX TOKYMCHTOB

OdopmMIsTs KaapoBbIE TOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSIMH
TpyAOBOro  3akoHogaTenbcTBa  Poccuiickoit  ®denpepanmu  u
JIOKAJIbHBIMH HOpMaTI/IBHI:IMI/I aKTaMnu OpFaHI/I3aL[I/II/I

Bectu ydyer W perucrpanuio  KagpoBBIX  JOKYMEHTOB B




I/IH(I)OpMaL[I/IOHHBIX CUCTCMAaX U Ha MATCPpUAJIbHBIX HOCHUTCIIAX

Opranu3oBbIBaTh XpaHEHUE KAJPOBBIX TOKYMEHTOB B COOTBETCTBUU
C TpeOOBaHUSAMH  TpPYIOBOIO, APXUBHOI'O  3aKOHOJATENILCTBA
Poccuiickoit @exepaniud M JIOKAJIbHBIMH HOPMAaTUBHBIMU aKTaMU
OpraHu3aluu

AHaIM3upoBaTh KaJApOBbIe JOKYMEHTHI U MEPEHOCUTHh MH(OPMALIKIO
B 0a3bl JAHHBIX ¥ OTYETHI

PaGotath co  cHeNMaTM3UPOBAaHHBIMH  HH(DOPMAITMOHHBIMU
cucteMaMu M 0a3aMM JaHHBIX 10 BEJCHUIO y4eTa M JIBH)KECHHIO
nepcoHaia

Pa3pabarbiBaTh IJ1aH KOPPEKTUPOBOK YCTAHOBJIEHHOI'O IOPSIIKA
opopMiIeHHs JOKYMEHTOB IO TEPCOHAIly U  pealu30BbIBATh
IIPUHSATHIE U3MEHEHHUS

KonTtponupoBate npucyTcTBHE paOOTHUKOB Ha paboYeM MecTe

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHS

Heo0Oxoaumele 3HaHUSA

[Topsimok  odopMmiieHUs, BEIACHUS M XPaHCHUS JOKYMEHTOB II0
nepcoHay

HOpS[I[OK yuc€Tta JABWIKCHHA KaJpOB U COCTABJICHUA YCTaHOBHeHHOi/JI
OTYCTHOCTHU

[Topsimox pacuyera craxa, IbrOT, KOMIEHCAUWA, OQOPMIICHUS
MeHCHi paboTHUKaM

CTpyKTypa opraHu3anuu

TpynoBoe 3aKOHONATENBCTBO M WMHBIE aKThl, COZIEpXKallle HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIaTE€IbCTBA U HOPMATHUBHBIE MPABOBBIC
akThl Pocculickoit @enepanyu, B 4aCTH BEJICHHUS JOKYMEHTAIUU 110
MepcoHany

3akoHonarenbcTBO Poccuiickoin  ®Depeparun 0  MEPCOHATBHBIX
JaHHBIX

TGXHOJ'IOI‘I/II/I, MCTOAbI MW MCTOAWKU HTPOBCACHUA aHAIM3a U




CHCTEMaTH3aluU JOKYMEHTOB U HHPOPMALIUU

JlokanbHble HOPMATHBHBIE AaKThl OpPraHU3allud, PETYIUPYIOIINE
nopsAI0K 0hopMIIEHUS TOKYMEHTOB IO IEPCOHATY

OCHOBEHI I[OKYMGHTOO60pOTa H JOKYMCHTAIIHOHHOI'O obecnieyeHus

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

bazoBele  OCHOBBI MH(GOPMATUKH, CTPYKTYpHOE IIOCTPOEHHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU

Hpyrue xapakTepucTUKI

3.1.3. TpyzmoBasa GyHKIMA

AI[MI/IHI/ICTpI/IpOBaHI/Ie IIpoucCcCcoB n

JOKYMEHTOO0OpOTa 1O Yy4Yery | YpoBeHb
HaumeHnoBaHue | JABHXKEHUIO Kaapos, npejactaBienuio | Kom | A/03.5 | (momypoBens) 5
JOKYMEHTOB TI0 TEpPCOHalTy B KBaJTH(DUKAITIH

TOCYHapCTBCHHBIC OpTraHbl

IIpoucxoxnenue
TPYAOBOH (HyHKIIMU

Opurunan | X

3anMCTBOBAHO
U3 OpUTHHAIIa

Perucrpanuonnsii
Kon HOMED
OpUTHHaJa | NMPOo(ecCHOHANTBHOTO
cTaHaapra

TpynoBsie 1encTBUS

Opranu3zanys J0KyMEHT0000pOoTa MO YUeTy U ABUKEHHIO KaJpOB

Opranuzanus AOKYMEHTO000pOTa MO MPEICTaBICHUIO TOKYMEHTOB
10 TIEPCOHAY B TOCYJIapCTBEHHbIE OPraHbl

ITocTtanoBka Ha YUCT OpraHnu3aliu B rOCyJapCTBCHHBIX OpraHax

[Toaroroska 1o 3arpocy rOCy/1apCTBEHHBIX OpIaHoB,
po(eCCHOHATIBHBIX COK30B M JIPYTUX NPEACTaBUTEIbHBIX OPraHOB
pabOTHHUKOB OPUTHUHAJIOB, BBIIHUCOK, KOMTUH JOKYMEHTOB




[ToaroroBka  yBEeAOMIIEHWH, OTYETHOM UM CTAaTUCTHYECKOMU
nH(pOpMAaLIUY N0 TEPCOHATY

IlonrotoBka uHGpoOpMaMM O 3aKIIOYEHUH TPYJOBOIO  HIIU
rpa’kJaHCKO-TIPaBOBOIO JI0I0OBOPA Ha BBINOJIHEHUE padoT (OKa3aHue
yCIyT) c IPaXJAaHUHOM, 3aMelaBIINM JOJDKHOCTH
TOCYJapCTBEHHON WJIM  MYHHUIMIAIBHOH  CIyXObl, TepeyeHb
KOTOPBIX YCTaHABJIMBACTCS HOPMATHBHBIMU IIPAaBOBBIMU AKTAMH
Poccuiickoit denepanun

HeoOxonumbie ymeHus

OdopMnsTe  ydeTHbIE  JOKYMEHTBHI,  IPEAOCTaBIsEMbIE B
rOCy/IapCTBEHHBIE OpPraHbl, MPOPECCHOHANBHBIE COIO3bI U JpyTue
MpeACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

OpFaHI/I30BI)IBaTI) XpaHCHHUEC OOKYMCHTOB B COOTBCTCTBUU C
Tpe6OBaHI/I$IMI/I TPyAOBOT'O 3aKOHOJaTC/IbCTBA Poccuiickoit
CDenepam/H/I " JIOKAJIbHBIMU HOPMATHWBHBIMH aKTaMH OpraHu3aluu

Paborare ¢ WHQOPMAIIMOHHBIME CHCTEMaMHU W 0a3aMHu JaHHBIX IO
BEJICHUIO yUYeTa U JBUKEHUIO IIEpCOHaa

PaGorare ¢ MHQOPMAIIMOHHBIMH CHCTEMaMHU M 0a3aMu JaHHBIX MO
BEJICHUIO CTATUCTUYECKON M OTYETHOM MH(POPMALIUU 10 TIEPCOHATY

AHanu3upoBarh MpaBwiia, IPOLUEAYPHI U MOPAIOK, PETYIUPYIOLIUE
mpaBa ¥ 0053aHHOCTH IOCYAapCTBEHHBIX OPraHOB U OpPraHU3alUu IO
BOIpOcaM 0OMEHa JIOKyMEHTAIMel 10 IepCoHaly

Bectu ACJIOBYIO IIEPCIIUCKY

C06J'IIOI[aTL HOPMBI 5TUKHU JCJIOBOTO O6IJ.I€HI/IH

HCO6XOI[I/IMBIC 3HaHUA

TexHomoruu, MeTOAbl M METOAUKHM IIPOBEICHUsS aHalIu3a U
CUCTeMAaTH3alluM JOKYMEHTOB U HH(opMauu

OCHOBBI TOKYMEHTO000POTa U IOKYMEHTAITMOHHOTO 00eCTeYeHUs

CtpyKTypa opranusanuu

HopmatuBHbie  mpaBoBble  akThl  Poccuiickoit ~ ®enepanuu,
peryaupyromuye npaBa U 00S3aHHOCTU TOCYAAPCTBEHHBIX OPraHoB,
po(eCCHOHATIBHBIX COK30B M JIPYTUX MPEACTaBUTEIbHBIX OPraHOB
pabOTHHKOB MO MPEAOCTABICHUIO YUETHON IOKyMEHTAIUN

TpynoBoe 3akOHOAATENBCTBO W WHBIE aKTHI, COJEPKAIINE HOPMBI




TPYAOBOI'O IIpaBa

nepcoHay

OCHOBBI apXMBHOTO 3aKOHOJIATEIbCTBA U HOPMATHUBHBIE MPABOBbHIC
akThl Poccuiickoit @enepanyu, B 4aCTU BEICHUS JOKYMEHTAIMU T10

JaHHBIX

3akoHonarenscTBO Poccuiickoit ®enepanuu 0 NEpCOHAIBHBIX

JIokalbHBIE HOPMATUBHBIC AaKTbl OpraHu3aluy, pEryiupyromune
MOpAIOK BEACHHUA JOKYMCHTALIUU 110 YUCTY U ABUKCHHIO IIEPCOHATIa

Hopwmbl 3Tk# 1emoBoro o0ieHus

CHCTEM M OCOOEHHOCTH pa6OTBI C HUMH

bazoBeie OCHOBBI HMH(OPMATHKH, MOCTPOCHUS HH(POPMALUOHHBIX

[pyrue xapakTepucTuku | -

3.2. O6061meHHas TpyAoBasi GyHKIUA

CATENILHOCTh 10  OOECIICUCHUIO YpoBeHb
HanmenoBanne A Kon B p 6
MEePCOHAIOM KBaJTU(DUKAITIH
[Tpoucxoxnenue
. 3auMCTBOBAaHO
0000111eHHOM Opurunan | X
. U3 OpUTHHAIIa
TPYAOBON QYHKIIUU
Peructpanmonubiin
Kon HOMEP
opurvHanga | MpoQecCHOHAIBHOTO
CTaHJapTa

Bo3MoxHBIE HaMMEHOBaHUS
JOJKHOCTEH, mpodeccuii

Crenanuct no nogoopy nepcoHasna
Crenpnanuct 1o nepcoHaty

Menemxep 1no nepcoHany




Briciiee oOpa3oBanue - 6akanaBpuaT

TpeboBanus K
00pa30BaHuUIo u | HomnonHurensHoe npodeccuoHaIbHOE O00pa30BaHUE - IPOTPAMMBI
00y4EeHHUIO HOBBINICHUS ~ KBAIM(UKAIUM; I[POrpaMMbl  IPOQeCCHOHATBEHOM

MEPEnoAroTOBKH B 00JIaCTH MOKMCKA U I000pa ImepcoHana

TpeboBaHUsT K ONIBITY
HPaKTUYECKOIl paboThI

Oco0Oblie YCJIOBHS
JIOITyCKa K paboTte

Apyrue
XApaKTCPUCTHKH

JlonosTHUTEIbHBIE XapAKTEPUCTUKHU

HaumenoBanue 06a30Boii T'pynIibl, JOJLKHOCTH

Hammerosarue nokymenTa Kon (mpodeccun) WK crieHuanbHOCTH
OK3 2412 CrneunanucTsl O KaapaMm U IpodopueHTaluu
3423 CrienanucTbl  KaJpoBBIX CIYyKO U yupexIeHHit
3aHSATOCTH
EKC - Crernuanmct 1o Kajapam
- Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHCT IO TPYAY
22956 | MHcmekTop mo kaapam

3.2.1. TpyznoBas GpyHKIUA

Coop uHpopmaruu 0 YposeHb
HaumenoBanue | motpeOHOCTSX  opranm3zanmud B | Koxg | B/01.6 | (momypoBeHb) 6
IepcoHalIe KBaJIM(pUKAITIH
Opurunan 3auMCTBOBaHO

IIpoucxoxaenue




TPYAOBOU (HYyHKIIMU

U3 OpUTMHAJIA

Perucrpanmonubii
Kon HOMEP
OpUrMHasia | MpodecCHOHAIBHOTO
CTaHJapTa

TpynoBeie 1eHCTBUS

AHanu3 IIaHoB, CTPATETUU U CTPYKTYPbl OPraHU3aLUU

AnHanmu3 ocoOeHHOCTEeH opraHu3anuu paboThl W TPOM3BOJCTBA HA
KOHKPETHBIX pabo4nx MecTax

AHanu3 phIHKa TpyJda MO OpraHu3anuyd paboThl HAa AHAIOTHYHOM
MIPOU3BOJICTBE M pabOYMX MecTax

®dopmupoBaHue TpeOOBaHMI K BaKaHTHOW JOJKHOCTH (mpodeccuu,
CHEIUATBFHOCTH) U UX KOPPEKITUs

AHanu3 pBIHKAa TpyAa M IEpCOHAja OpraHU3alud IO MPOQHIIIO
BaKaHTHOM JOJDKHOCTH (TIpo(heccuul, CIIeIUaTbHOCTH)

WudopmupoBaHue W KOHCYIbTUPOBAHUE  PYKOBOJAUTENEH
MOJIpa3/IeICHUI U OpraHU3alMy 10 BONPOCAM PhIHKA TPY/Aa B YaCTH
o0ecreyeHns NepcoHaIoM

HeobOxonumblie ymeHust

CoOupatrh, aHAIM3UPOBAaTh U CTPYKTYpHpPOBaTh HH(OpMaiuio 00
OCOOCHHOCTSIX OpraHu3aluu pabdoT Ha pa3IWYHBIX Y4acTKax
MIPOU3BO/ICTBA M HAa KOHKPETHBIX pabounX MecTax C y4eToM LeJei,
3a]1a4, [JIaHOB U CTPYKTYpPhl OpraHu3aluu

Cobupatp, aHaIM3UPOBaTh U CTPYKTypHUpOBaTh HHMOpManuio 00
0COOEHHOCTSIX M BO3MOXKHOCTSAX  KaJpOBOrO  MOTEHIHMAaja
OpraHu3au

Cobupath, aHaNM3UPOBATh M CTPYKTYpUpOBaTh HHGOpMAIUIO 00
0COOEHHOCTSIX ~ pBIHKAa TpyJAa, BKIOYas MPEAJIOKEHUS  OT
MPOBAKEPOB YCIYT MO TOWCKY, TMPHUBJICUCHUIO, TTOJA00PY U OTOOPY
nepcoHasna

®opmupoBaTh TpeOOBaHUS K BakaHTHOW JOJDKHOCTU (mpodeccuu,
CMELUAIBHOCTH) U OTIPENIENIATh KPUTEPUHU TI0A00pa mepcoHana

BHOCUTBH KOppEKTUPYIOIIUE CBEACHUS B TPEOOBAHUS K KaHIUJATaM




Ha BaKaHTHBIC JOJKHOCTH (Mpodeccuu, CeHaTbHOCTH)

Ilonp30BaTbCd IMOMCKOBBIMH CHCTEMAaMHU U I/IH(i)OpMaI_II/IOHHBIMI/I
pecypcamu Uil MOHHMTOPHUHTa pBIHKA TpPYAd, TPaKIAHCKOTO H
TPYAOBOIro 3aKoHoAaTenbcTBa Poccuiickon denepaunu

KoHcynbTupoBaTh 10 BOIPOCaM phIHKA TPy/Ja B YacTU 0OecreueHus
[IEpCOHAIIOM

Co0mroaTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

Heo0xonuMble 3HaHUS

TexHomoruu, MeTOABI M METOAMKM IIPOBEICHMS aHalIM3a U
CHCTEMaTH3allu1 JJOKyMEHTOB U HH(pOpMaITUH

CTpykTypa OpraHu3allid W BaKaHTHBIC JOJDKHOCTH (mpodeccud,
CIEIUATILHOCTH )

[Topsimok ompeneneHus MEPCIEKTUBHON U TEKYIIEH MOTPEOHOCTH B
Kajapax

Hctounnku oOecrieueHus OpraHHu3al KaJpaMnu

OpraHI/I3aHI/I${ pa60T Ha Ppas3IMYHbIX Y4YaCTKaxX I[IPOU3BOACTBA,
opraHnu3anvu, oTpaciin

OOmue TeHACHIMM Ha pbIHKE Tpyda U B OTAEJIBbHON OTpaciu,
KOHKpETHO! npodeccuu (JOHKHOCTH, CIIEUATBEHOCTH)

OCHOBBI IICUXOJIOTHH 1 COMOJIOTHUH TpYyAda

OcCHOBEI 9KOHOMMKHU, OpraHu3alu Tpyaa 1 yIpaBJICHUA

TpynoBoe 3aKOHOJATENLCTBO M WHBIE aKTHI, COAEPIKALIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA U HOPMATHBHBIE NPABOBHIE
akThl Pocculickoit denepanuu, B 4aCTH BEJCHHUS JOKYMEHTAIUU T10
IepCoHaIly

3akoHoxarenscTBO Poccuiickoit ®Pexepanuu O NEPCOHAIBHBIX
JaHHBIX

JlokanpHble HOpPMAaTHBHBIE aKThl OpraHMU3AlMH, PETrYIHPYIOIINe
MOPSAOK No00pa epcoHana




HopwMb1 3THKH [1€710BOTO O0IIeHUS

bazoBble  OCHOBBI MH(MOPMATUKH, CTPYKTYpHOE IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTU PabOThI C HUMHU

Hpyrue xapakTepucTUKU

3.2.2. TpynoBasa byHkImsa

HaumenoBaunue

[Touck, mnpusiedeHue, MOAOOP U
oTOOp mepcoHana

YpoBeHb
Kox | B/02.6 | (momypoBeHb) 6
KBaTM(UKAITUH

[IpoucxoxaeHue
TPYAOBOW (DyHKIIMU

Opurunan | X

3auMCTBOBAHO
W3 OpUTHHAJIA

Perucrpanmonuei
Kon HOMEP

opurvHaiga | Npo¢ecCHOHAIBLHOTO

CTaHJapTa

Tpynoseie 1eHCTBUS

ITouck Bo BHYTPCHHUX W BHCHIHUX HCTOYHHKAX I/IH(l)OpMaHI/H/I (6]
KaHIUJaTaX,  COOTBETCTBYWOIIEH  TpeOOBaHHUAM  BaKaHTHOM
JOJDKHOCTH (Tpodheccri, CrieluaaIbHOCTH)

Pa3memnienune cBeneHuWit O BaKaHTHOM JOJDKHOCTH (Tpodeccud,
CMELUAIbHOCTH) B CPECTBAX MacCOBON MH(OPMALIUN

Beibop cmocoGoB W METOJOB MpPHUBICYEHUS IEpPCOHAIa B
COOTBETCTBUH C YTBEP>KICHHBIMU TUIaHAMU

[TpoBepka wHDOpMaNMK O KaHAWIATaX HAa BAaKaHTHBIC JTODKHOCTH
(mpodeccun, cennanbHOCTH)

[IpoBenenne cobecenoBaHU © BCTPEY C KaHAUJaTaMH Ha
BAaKaHTHBIE  JIOJDKHOCTH  (mpodeccuu,  CHeHaTbHOCTH)  C
obecrieueHreM 0OpaTHOM CBS3U

OneHka COOTBETCTBUS KaHIUAATOB TPeOOBaHMSIM BaKaHTHOM
JOJHKHOCTH (Tpodeccru, CIennaaTbHOCTH)




[TonroToBka mpeIoKeHU 0 (OPMHUPOBAHUIO OIOJKETa HA TOUCK,
IpuBJIeYeHUE, TOA00p U 0TOOp MepcoHana

NudopmupoBanue u KOHCYJIbTUPOBAaHUE pYKOBOAUTENICH
NoApa3AeiCeHud M OpraHu3alMu 10 BONPOCAM IMPUBJICUCHUS
MepcoHala ¢ OLIEHKOMN 3aTpar

Heobxoaumbie ymeHus

Onpenensitb KpUTEpUU IMOUCKA, MPUBJIEYEHUs, noadopa u oTOopa
IepcoHaa

CoOuparp, aHaNM3UPOBAaTh WU CTPYKTYPUPOBaTh HHGOPMAIHIO O
KaHJM1aTax ¥ MPeUI0KEHUAX Ha phIHKE Tpyaa

[Tonmp30BaThcsi MOMCKOBBIMU CUCTEMaMH ¥ HH()OPMAIMOHHBIMHU
pecypcamu B 001acTH 00ecriedeHus: IEPCOHATIOM

HpI/IMCHﬂTB TCXHOJIOTMKX W MCTOAWKH IIOMCKa, IIPHUBJICYCHHA,
nogbopa W oTOOpPa KaHIUAATOB HA BAaKaHTHBIC JIOJDKHOCTH
(mpogeccun, cnenuaibHOCTH) B COOTBETCTBUE C UX ClieUU(PUKON

Hcnonp3oBarh cpeicTBa OOECIICUCHHS TEPCOHAJIOM, BKIIFOUAs
COTIPOBOXKIICHHUE

KoHcynpTupoBaTh 1o Bonpocam NpuBJIEUYEHUs IEpCOHANA

CocTaBiaTh U KOHTPOJIUPOBATH CTAThH PACXOJIOB HAa OOecredeHue
MIePCOHAJIOM JJIsl TUTAHUPOBAHUSI OIOJ[KETOB

C06J'IIOI[aTL HOPMBI OTUKHU JCJIOBOTO O6IJ.I€HI/IH

HCO6XOI[I/IMBIC 3HaHUA

HcTtounnku oOecreueHus OpraHu3alru KaJapaMnu

TexHoIOTHH ¥ METOUKH TIOUCKA, TIPUBIICUSHHUS, T0J00pa U 0TOOpa
nepcoHala

Cuctembl, MeTOJIBI U (POPMBI MaTEPUATBHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHU TPyAa EpCcoHaIa

Texnonoruu u MeToabl GOPMUPOBAHUS U KOHTPOJISI OI0/IKETOB

TexHomornn, MeTompl M  METOAMKHM IPOBEICHUSA  AaHAIU3A,
CHCTEMaTHU3aluy JOKYMEHTOB U HH(POpPMaLUN

CrpykTypa OpraHuM3allid M BaKaHTHBIE JOJDKHOCTH (Tipodeccuu,




CHEHATBLHOCTH)

OOmue TEHICHIMU HA PHIHKE TPyZAa U B OTICIBHBIX OTpAcisaX H
BUJaX NPO(ECCUOHANBHOMN NeSTEIbHOCTH

OCHOBBI IICUXOJIOTHH H COKMOJIOTUHN Tpyda

OCHOBBI  PKOHOMUKHM, OpTraHM3alUU TpyJa U  YIpaBICHHA
HIEPCOHAIOM

TpynoBoe 3aKOHOAATENILCTBO M WHBIE aKThI, COJEPKAIIME HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXHMBHOI'O 3aKOHOJAATEIbCTBA U HOPMATUBHBIE IPABOBBIC
akTel Poccuiickori denepanyu, B 4aCTH BEICHUS TOKYMEHTALUH 110
IIEpPCOHAILY

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbeTBa Poccuiickoit denepanuu

3akoHonarenbcTBO Poccuiickoit  ®enepanun 0 NEpCOHANbHBIX
JTAHHBIX

JlokanbHbIE  aKThl ~ OpPraHU3alMM, PETYIMPYIOLIHE  MOPSI0K
o0ecrnieueHus NepcoHaIoM

Hopwmbl 5TKH nemoBoro oOIieHus

ba3oBble OCHOBBI MH(OPMATUKH, MOCTPOEHUS HH(GOPMALMOHHBIX
CUCTEM U OCOOCHHOCTH pabOThI C HUMU

Jlpyrue xapakTepucTHKH

3.2.3. TpynoBasa GyHKIUA

AJMUHUCTPUPOBAHUE TMPOILIECCOB U YpoBeHb
HanmvenoBanue | moxymenroobopora obecreuenust | Kox | B/03.6 | (momypoBeHs) 6

IIEPCOHATIOM KBaJTM(UKALIMN
IIpoucxoxneHue 3aMMCTBOBaHO

TPYIOBOM HYHKIIUH

Opurunan | X

U3 OpUTHHAJIA

Kon Peructparmonubri




OpUTHHAJA HOMEp
npodeccuoHanIbHOTO
CTaHJapTa

TpynoBbie 1eicTBUS

Ananuz IpoueccoB I[OKYMCHTOO60pOTa, JIOKAJIBHBIX JOKYMCHTOB II0
BOIIpocaM obecneueHus nepcoHaioMm

Benenue wHpOpMAMM O BaKaHTHBIX JOJDKHOCTSX (mpodeccusix,
CHEIHAIbHOCTSIX ) M KaHIuJaTax

JIOKYMEHTAIIMOHHOE  CONPOBOXKACHUE KAHIUAATOB Ha JTamax
MOVCKA, TIPUBJICYCHHS, TIOJ00pa U 0TOOpA NepCOHANIa HA BAKAHTHBIC
JTOJDKHOCTH  (mpodheccuu,  CIEIMAIBHOCTH), HMHPOPMHUPOBAHUE
KaHJUJaTOB O pe3yibTaTax oToopa

[ToaroroBka 3ampocoB 0 KaHIUJATaXx B TOCYJapPCTBEHHbBIE OPraHbl, B
Clly4asix, IPeayCMOTPEHHBIX JIEHCTBYIOIIMM 3aKOHOJATEIHCTBOM, U
00paboTKa peI0CTaBICHHBIX CBEICHUM

[ToaroroBka u 00paboTKa yBEZOMICHHMH B TOCYJapCTBEHHBIC
OpraHbl, POQECCHOHATBLHBIE COIO3BI M JIPYTHE IPE/ICTaBUTEIbHbIC
Oprassl pabOTHUKOB I10 BOIIpOCaM MOMCKA, IPUBJIEUEHHs, TOA00pa U
ot0opa nepcoHana

ComnpoBOXJIeHHE JOTOBOPOB IO OOECMEYEHUI0 OpTraHHU3alluu
MEepPCOHANIOM, BKIJIIOYas TpeaBapUTeIbHbIE TMPOLEAYyphl MO UX
3aKIIFOYCHHIO

Heobxonumble ymeHUs

O6ecneynBaTh  JIOKYMEHTAlIUOHHOE  COTMPOBOXKIACHHE  BBIXOJIA
KaHJIUJaTa Ha padoTy U MepeMelleHus IepcoHana

OdopMasaTh JAOKYMEHTHI 1O BOMpOCaM OOecTeueHUs KaApOBBIMU
pecypcamu, HEOOXOIMMBIE /IS PEIOCTABJICHHS B TOCYIapCTBEHHBIC
oprasbl, Ipo)eCCUOHATbHBIC COIO3bl U JPYTHE MPECTaBUTEIbHBIC
OpraHbl paOOTHHUKOB

OpraHn30BbIBaTh XPAaHEHHE JIOKYMEHTOB B COOTBETCTBHU C
TpeOOBaHUSIMU TPYIOBOTO, apXHUBHOTO 3aKOHOJATEILCTBA
Poccuiickoit ®eneparuy v J0KAJIbHBIMU aKTaMU OpTraHU3aIiu

AHanmM3UpoBaTh JOKYMEHTHI U TEPEHOCUTh HWHGOPMAIHUI0 B
nH(OPMAIIMOHHBIE CUCTEMBI M 0a3bl TaHHBIX O KaHIUAATax

Paborarh ¢ mHpOpPMAIIMOHHBIMU CHCTEMaMU M 0a3aMM JaHHBIX I10
BOMpPOCaM O0ECIHEeUYEeHUsI MEPCOHAIIOM, BEICHHUIO IOWCKA U YydeTa




KaHIUIaTOB Ha BaKaHTHBIE JIOJDKHOCTH (mpodeccun,
CIEIUATILHOCTH )

[IpousBonuTe mpeABapuUTeIbHbIE 3aKyMOYHBbIE MPOLEAYPHl H
0(OpMIIATH  COMYTCTBYIOUIYIO JIOKYMEHTAIMIO TIO 3aKIIOUCHHIO
JIOTOBOPOB

Opranu3oBbIBaTb UM MPOBOJUTH  KOHKYPCBHL, OQOPMISATH U
AQHAJIM3UPOBATh KOHKYPCHYIO TOKYMEHTALIHIO

Bectu nenoByro nepenucky

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

Heo0xonuMble 3HaHUS

[Topsimok odopmieHusi, BeAeHUS W XPAHEHHUS JIOKYMEHTAalWH,
CBS3aHHOM C TIOMCKOM, NPHUBICYCHHEM, IMOAOOPOM U OTOOPOM
MEepCOHAJIa HA BAKAHTHBIE JOJKHOCTH

[Topsanox ¢dopMupoBanus, BeaeHHs OaHKa [AaHHBIX O IEpPCOHAie
OpraHU3aIllH U MPETOCTABICHUS OTYETHOCTH

OCHOBBI TOKYMEHTO000POTA U IOKYMEHTAIIMOHHOTO O0eCreYeHus

TCXHOJ'[OFI/II/I, METOJAbl MW MCTOAHMKHU TMPOBCACHHUA aHAIM3a U
CUCTCMATHU3allu JOKYMCHTOB U I/IH(1)OpMaI_II/II/I

Ilopsimox mpoBeleHHs KOHKYPCOB M OQOpPMIIEHHS KOHKYPCHOMH
JIOKYMEHTAI!

[lopsanox mnpoBeneHHs 3aKyNOUHBIX MpOLEAyp H OQOpPMIIECHUS
COIYTCTBYIOIEH JOKYMEHTALUU

CTpykTypa opraHu3allid W BaKaHTHBIE JOJKHOCTH (mpodeccuu,
CIIEIUATEHOCTH )

TpynoBoe 3aKOHOJATENBCTBO M MHBIE aKThI, COAEpXKAIIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOAATEIHCTBA U HOPMATHUBHBIE MPABOBHIC
akThl Poccuiickoit @enepanuu, B 4aCTH BEICHHUS JOKYMEHTALUU T10
MepcoHany

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu

3akoHogarenbcTBO Poccuiickoii  dexpepanuu 0 MEPCOHAIBHBIX




JAaHHBIX

JlokanbHbBIE aKThl OPTaHHU3AINH, PETYIUPYIONIUE MOPSIOK Moa00pa
repcoHaa

[Topsaok 3akiit0oueHus 10roBOpoB (KOHTPAKTOB)

HOprI O9THUKH JCJIIOBOTO O6H_I€HI/I${

ba3zoBble OCHOBBI HH(OPMATHUKH, TOCTPOCHHS HH(POPMAIIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl C HUMU

Hpyrue xapakTepucTUKU

3.3. O60061meHHas TpyioBasi QYHKITHS

€ATEIIBHOCTh 10  OLIEHKE W YpoBeHb
HaumenoBanwue A H Kon C p 6
aTTecTalluu epcoHalla KBaJTH(UKAITNN
IIpoucxoxnenue
N 3aMMCTBOBaHO
0000111eHHOM Opurunan | X
. U3 OpUTrHMHAaJIa
TPYAOBOH (HyHKIIMU
Perucrpanuonnsii
Kon HOMED
OpUTrHHaJa | MPOo(ecCHOHANIBHOTO
CTaHJapTa

CrenuaancT 110 OISHKE U aTTeCTalluU nepcoHaia

Bo3moxHuble
HaNMEHOBaHHUS

. Crnennanuct 1o nepcoHainy
JIOJKHOCTEH,
npodeccnit MeHekep Mo TIepcoHay

Bricuiee oOpa3oBanue - 6akanaBpuaT

TpeboBanus K
00pa3oBaHUIO u | JomnonHurenbHOEe MpOoQeccHOHaIbHOE 00pa3oBaHHE - MPOrPaMMBI
00y4EeHHIO MOBBIIICHNS  KBATM(HUKAIMKM;, HPOTpaMMbl  MPOQeCcCHOHATIBHOM

nepCnoAroToOBKU B o0yactu IMPOBCACHUS OLICHKHU IICPCOHAJIA




TpeboBaHusT K ONIBITY
HPaKTHYECKOI padoThI

OcoOblie YCJIOBHS
Jomycka K pabore

[pyrue xapakTepucTuku | -

,Z[OHOJ'IHI/ITGJ'IBHI)IG XapaKTEPUCTUKH

HaumenoBanue 6a30BO rpyNIbl, JOKHOCTH

Haumenosanme 10KymeHTa Kon (mpodeccun) WU CHEUATBHOCTH
OK3 2412 CrienuanucTsl MO KaapaMm U mpodopueHTauu
3423 CrneuuanucTbl KaJpoBBIX CIYX0 U ydpekIeHUH
3aHSATOCTH
EKC - Menemxkep 1o nepcoHany
OKIIATP 27755 DKOHOMMUCT IO TPYLY
22956 WHucnekrop no kaapam

3.3.1. TpyznoBas pyHKIUA

HaumenoBaunue

Opraauzanus u
OILICHKH MepCcoHaja

YpoBeHb
Kox | C/01.6 | (momypoBeHb) 6
KBaJTM (DUKAITAH

NPOBEJICHUE

[Tpoucxoxaenue
TPYIOBOH (HYHKITUU

Opurunan | X

3anMCTBOBaHO
13 OpUTHHAJIa

Peructpanmonubi
Kon HOMEP

opurvHaiga | NpoecCUOHaIBLHOTO

CTaHJapTa

TpynoBbie neiicTBUS

AHanM3 CTPYKTYpBHI, TIJIAHOB U BAKAHTHBIX JTOJDKHOCTEH (Tipodeccuid,




CHEIMALHOCTE)  OpraHu3alii, OCOOCHHOCTEH  OpraHH3aIiu
paboThl Ha pa3IMYHBIX Y4YacTKaX IPOM3BOJCTBA U KOHKPETHBIX
pabounx MecTax

Pa3paboTka 1uiaHa OICHKH TIEPCOHAa B COOTBETCTBUHU C LEISIMH
OpraHu3aIiH

OneHka JWHAMHKH TPOWU3BOJMTEIBHOCTH, WHTCHCUBHOCTH W
3¢ (HEeKTHBHOCTH Tpyia HA padOYUX MeCcTax

Omnpenenenue pecypcoB, BHIOOp CPEACTB UM METOAOB IPOBEICHUS
OLICHKH MepcoHaja

[IpoBeneHue OIEHKM TMepcOHaia B COOTBETCTBHHM C IJIAHAMH
OpraHu3aIu

ConpoBosx/ieHuEe JOrOBOPOB C OPraHU3aLUSIMU - HUCIOJHUTEISIMU
MEpONPUATHIA IO OLEHKE IepCcOoHaja, BKIOYas NpeABapUTeIbHbIC
MPOLEAYPHI IO UX 3AKIIOYEHUIO

KoHcynbTupoBaHHe NepcoHana MO BOIpPOCaM OLIEHKH, BKIJIIOYast
OLIEHKY 3aTpar

Ananmuz PE3YIbTATOB OLICHKH nepcoHala, noAT0OTOBKA
pCKOMeHI[aLII/Iﬁ PYKOBOACTBY U IIEPCOHATY

IlonroToBka mnpenygoxeHUid MO (GOPMHUPOBAHUIO OlOKETa 10
OpraHU3al|K U IPOBEICHHUIO OLICHKH IIEpCOHAla

HeobOxonumblie ymeHust

Onpenensite napamMeTpsl U KpUTEPUHN OLIEHKH IepcoHaa

OHpe)IeJ'ISITI) U OIPpUMCHATH CPEACTBA U METOABI MMPOBECACHUA OLICHKU
nepcoHana

Bbienars (ompenensTb) Tpymnbl MepcoHana JUlsl MpOBEIEHHS
OLICHKHU

OnpenensiTh MHTCHCHBHOCTh  TpPyJa W  30HBI  TOBBIIICHUS
3¢ (HEeKTHBHOCTH TIepCcoHala

OnpenensiTb MOTUBAalMOHHBbIE (AKTOPHl TPOBEACHUS  OLEHKU
nepcoHasa

CocTaBnATh M KOHTPOJIMPOBATh CTAaTbU pAacXOJOB Ha OLEHKY




nepcoHalia JJid MIaHUuPOBaAHUSA 6IOII)KCTOB

OO0ecrieunBaTh OpraHru3allMOHHOC COIIPOBOKACHUC OLCHKHU
nepcoHajia

ObecnieunBaTh COXPaHHOCTb KOH(MUICHIMATBEHON HH(MOpMaLUU TPy
MPOBEACHUH OLIEHKHU NIepcoHasa

Opranu3oBbIBaThb XpaHEHUE JIOKYMEHTOB B COOTBETCTBHM C
TpeOOBaHUSAMH  TPYIOBOIO, apXUBHOTO 3aKOHOJATEIbCTBA
Poccuiickoii @enepanyy M JIOKAJIBHBIMA HOPMAaTUBHBIMU aKTaMH
OpraHu3anuu

Cobupath, aHaIM3UPOBaTh M CTPYKTYPHPOBATh HH(POpPMALHIO O
MIPEJIOKEHUSX TI0 OIIEHKE MepCOHaIa Ha PhIHKE TPYJa

[Ipon3BoauTe npenBapUTENbHBIE 3aKyNOYHBIE IPOLEAYPHI U
0(OpMIIATH CONYTCTBYIOLIYIO JIOKYMEHTALMIO IO 3aKIIOUEHHIO
JOTOBOPOB

OHpeI[eJ'IHTB yCIoBuA Ui 3aKIFOYCHHUA HOTOBOPOB Ha YCIIYI'U IIO
IMPOBCACHUIO OLICHKH IIE€pCOHATIA

CucrematusupoBarb, 0000IaTh M aHAJIU3UPOBATH PE3YJIBTATHI
OLIEHKH IIepCoHaja

ObecneunBaTh OOpaTHYIO CBA3b 10 pe3yJlbTaTaM IPOBEICHHOM
OLIEHKH C NIEPCOHAIIOM U PYKOBOJICTBOM

ITons30BaThCA ITOMCKOBBIMU CUCTCMaMH, I/IH(i)OpMaHI/IOHHBIMI/I
pecypcaMu U Oazamu JaHHBIX IO IMTPOBCACHUIO OIICHKHU IIEPCOHAJIA

Pa3pabaTpiBaTh peKOMEHIAIIMU TIO PA3BUTHIO MEPCOHATA Ha OCHOBE
MPOBEICHHOMN OLICHKHU

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxonnMeie 3HAaHUS

TexHomorun U METOABI OMpeeTeHUsT MPOPECCHOHATBHBIX 3HAHUU,
YMEHHUU U KOMIIETEHLINI

TexHomoruu W  METOAbl OLIEHKUM JIMYHOCTHBIX KAadyecTB M
XapaKTEPUCTHK

Cuctembl, MeTOIBI U (POPMBI MAaTEPUATBHOTO M HEMAaTEPUAIBHOTO




CTUMYJIMPOBAHUs TPyJla IIEpCOHAIIA

TexHonoruu U MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

TCXHOJIOFI/II/I, MCTOAblI W MCTOAHMKHU IMPOBCACHUA aHAIM3a U
CUCTEMAaTHU3aluK JOKYMCHTOB 1 I/IHq)OpMaI_II/II/I

OcHoBbl OOIIE M CONUANIBHON TICHMXOJIOTUH, COLMOJIOTHH U
IICUXOJIOTUH TPYJa

OCHOBEI HpOI/I3BOI[CTBeHHOI>'I ACATCIIBHOCTH OpraHru3aluu

[Topsmox mpoBeneHUsA 3aKyHNOUHBIX TMPOIEAyp H OQOPMIICHHUS
COIYTCTBYIOIIEH JOKYMEHTAINH

CtpykTypa OpraHm3alid M BaKaHTHbBIE JOJKHOCTH (mpodeccuu,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COJAEpKAIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXHMBHOTO 3aKOHOJIATEIHCTBA U HOPMATHBHBIC MPABOBHIC
akTel Poccuiickont @enepanuu, B 4aCTH BEICHUS JOKYMEHTALUU T10
MepCcoHaIy

3akoHonartenscTBO Poccuiickoit  ®denepannn 0 MEpCOHANbHBIX
JTAHHBIX

JlokanbHbIC HOPMATUBHBIC AKTbBl OpraHu3aluvv, peryjiupyromme
MOpAIOK OLICHKHU IICPCOHAIA

[Topsaiok 3aKiIF0UeHUs 10TrOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOTO O6H_ICHI/ISI

bazoBele  OCHOBBI HMH(MOpPMATHKH, CTPYKTYpHOE IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTH PabOThl C HUMU

[pyrue xapakTepUCTUKU

3.3.2. TpynoBasa QyHKIIUA




Haumenosanue

OpFaHI/I3aHI/I${ n IIPOBEACHHUE
arTeCTaluu rnepcoHaia

YpoBeHb
Kox | C/02.6 | (momypoBeHb) 6
KBaJTM(pUKAITIH

[Ipoucxoxaenue
TPYAOBOW (DyHKIIMU

Opurunan | X

3auMCTBOBaHO
U3 OpUTHHAJIA

Perucrpanmonubii
Kon HOMEP

OpUrMHasia | MpodecCHOHAIBHOTO

CTaHJapTa

TpynoBble neicTBUS

AHanu3 CTPYKTYpHI, INIAHOB U BaKaHTHBIX JTOJDKHOCTEH (Tipodeccuii,
CHEIMAILHOCTEH)  OpraHu3anuy, OCOOEHHOCTEH  OpraHu3alud
paboThl HA pa3NUYHBIX Yy4YacTKax IPOU3BOJCTBA M KOHKPETHBIX
pabouux mMecTax

Pa3paboTka TIPOEKTOB JOKYMEHTOB, OINPEACISIOMUX TOPSIOK
aTTecTalliu IIepcoHalia, C OLEHKOI 3aTpaT

COHpOBO)KI[CHI/Ie mnmponecca arrecraliuu paGOTH aTTeCTallMOHHOM
KOMHUCCHH

[TogroroBka mpemioxkeHud 10 GOPMHPOBAHUIO OrOHKETa Ha
OpPraHMU3alMIO U IPOBEICHUE aTTECTALIMU NIEpCOHAaNa

[ToarotoBka mpeaIOKEHU O COOTBETCTBUH PAOOTHHKA JOTKHOCTHU
(mpodeccun, cnenuaTbHOCTH) TI0 pe3yibTaTaM aTTecTallud B
COOTBETCTBHUU C 3aKOHOJATeNbCTBOM Poccuiickon denepaunu

Heo6xoanmblie ymeHus

OHpC,I[CJ'I}ITB napaMeTpbl U KPUTCPHUU aTTECCTALIUU IICPCOHAIIA

OHpC,I[CJ'I}ITB U NPpUMCHATH CPCACTBA U MCTOAbI aTTCCTAlUN

BeraensaTs rpynnel nepcoHana sl IpOBEICHUS ATTECTAlUN

OOecrieunBaTh JTOKYMECHTAIIMOHHOE COIMPOBOXIICHUE aTTECTAI[HH
nepcoHana

CocTaBnsATh U KOHTPOJIUPOBATH CTATbH PACXOJOB HA ATTECTALMIO
TepcoHaJIa JIsl TUTAHUPOBAHUS 010/ IKETOB




[Tonp30BaTbes MH(GOPMALIMOHHBIME pecypcaMy B 0a3aMu JaHHBIX O
MIPOBEACHUIO aTTECTalUU

Bectu yuer u peructpanuio JOKYMEHTOB B HWH(GOPMalMOHHBIX
CHUCTEMax M Ha MaTepUaIbHbBIX HOCUTEISIX

Opranu3oBbiBaThb XpaHEHHWE JOKYMEHTOB B COOTBETCTBHM C
TpeOOBaHUAMU TPYZOBOTO, apXUBHOTO 3aKOHOZATEIbCTBA
Poccuiickoit denepanuu 1 JTOKaIBHBIMUA JOKYMEHTAMU OpraHU3aluu

[Ipou3BoauTe INpeaBapUTENbHBIE 3aKYIOYHBIE IIPOLIEAYPHl U
O0OpMIIATH COMYTCTBYIOILYIO JOKYMEHTALMIO [0 3aKIFOYEHUIO
JOTOBOPOB

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

Heo0Oxoaumele 3HaHUSA

HOpSII[OK M TCXHOJIOTUA NPOBCACHUA aTTCCTAllUN

TexXHOIOTHH U METOJIbI ONPEICIICHUS U OLICHKU MPO(eCCHOHATBHBIX
3HAaHUM, YMEHUH U KOMIETECHLINI

Cucremspl, Metoasl U (OpMbI MaTepUaIbHOIO M HEMaTepUaIbHOIO
CTUMYJIMPOBaHUS Tpyla EpCcOHaIa

TexHoI0ruM U METOIBI (1)OpMI/IpOBaHI/IH " KOHTPOJIA 6IOI[)KCTOB

TexHomoruu, MeETOABI W METOAUKH IIPOBEICHUsS aHalIu3a U
CUCTeMAaTH3allMM JOKYMEHTOB U HH(OopMauu

OCHOBEI HpOI/ISBOI[CTBGHHOfl ACATCIIBHOCTH OpraHru3alnunu

OcHOBBI O0OIIEH W COLMAJBHOM IICHXOJOTHU, COIMOJIOTHH U
MICUXOJIOTUH TPyAa

[lopsnox mnpoBeAeHHs] 3aKyNMOYHBIX MpOLERYp U OQOpMICHHS
COIYTCTBYIOIEH JOKYMEHTALUU

CTpykTypa OpraHuM3aliii M BaKaHTHbIC ITOJKHOCTH (Tpodeccud,
CIIEIUATTLHOCTH)

TpynoBoe 3aKOHOAATEIILCTBO M HWHBIC aKThI, COACpPKAIIUE HOPMBI
TPYJIOBOTO IIpaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCIbCTBA U HOpMaTI/IBHBIe HpaBOBBIe
akThl Poccuiickoit @enepanviv, B 4aCTH BEICHUS JOKYMEHTAIUU MO




nepcoHay

3akoHonartenbcTBO Poccuiickoit  @exnepaniii 0  MEPCOHANBHBIX
JAHHBIX

JIokalbHBIE HOPMATUBHBIC AaKThBl OpraHu3alyud, peryadpyromuc
MOpAIOK OLICHKHU IICPCOHAJIA

[Topsaiok 3aKiIF0OUEHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKM 1€710BOTO OOIIEHUS

bazosrie OCHOBBI I/IH(I)OpMaTI/IKI/I, CTPYKTYPHOC IIOCTPOCHUC
I/IH(bOpMaI_[I/IOHHBIX CHCTEM B 0OCOOEHHOCTH pa6OTI>I C HUMH

Apyrue
XApPaKTCPUCTHKH

3.3.3. TpynoBaa pyHkIUA

AIMUHUCTPUPOBAHUE TPOIIECCOB U
J:[C;HK eHTOIZ)612) oTa . npu Y poBeHp
HanmeHnoBaHue M P P Kox | C/03.6 | (momypoBeHb) 6
MPOBEJICHUH OILICHKH U aTTecTalluu
KBaTU(UKAITTT
nepcoHalia
[Tpoucxoxaenue 3aMMCTBOBaHO
P A Opurunan | X
TPYIAOBOH (YHKITUU W3 OpUTHHAJIA
Peructpanmonubiin
Kon HOMEP
opurvHaiga | NpoecCUOHAIBLHOTO
CTaHJapTa

TpynoBsie 1encTBUS

Ananuz mponeccoB ,Z[OKYMCHT0060pOTa, JIOKAJIBHBIX JOKYMCHTOB I10
OIICHKE U aTTECTallluM IE€pCOHAIa

OpraHu3aiiioOHHOE  COMPOBOXICHUE MEPONPHUATHH TIO  OICHKE
MepCcoHaJIa U €ro arTecTaluu

Odopmrnenue mpoiecca U pe3yIbTaToB aTTeCTAIlUU TIepCOHAla




WNudopmupoBanue nepcoHana o pe3yibTraTax OLEHKH U aTTeCTaIllUH

[ToaroroBka mHpeaoKEHUH MO  Pa3BUTUIO  IEpCOHANA IO
pe3yabTaTaM OLICHKU

ConpoBOXk/IeHHE J0TOBOPOB 110 OKAa3aHUIO KOHCYJIbTAallMOHHBIX U
MH(POPMAIMOHHBIX YCIYT MO OIIEHKE U aTTECTAllMH IepcoHaa

HeobOxonumble ymeHus

OO0ecrieunBaTh AOKYMCHTAIITUOHHOC COIIPOBOXICHHUEC OLCHKU U
aTTéCcTaluy 1IepCcoHaia

OdopMnsaTh JOKYMEHTHI MO BOIPOCAM OICHKM W aTTeCTallH
MepCcoHaNa, TMPEAOCTABISIEMbIE B TOCYJApCTBEHHBIC  OPTaHBI,
npoeCCHOHANIbHBIE COI3bI M JPYTUE IMPEICTABUTEIbHBIC OpraHbl
pabOTHHKOB

AHanmu3upoBaTh MpPaBWIA, MNPOLEAYPbl M TOPSAIKH IIPOBEICHHUS
OLICHKH U aTTECTaluy IIepCoHaa

Bectu yuer u perucrtpanuio JOKYMEHTOB B HH(OPMalMOHHBIX
CUCTEMax U Ha MAaTEpUAIbHBIX HOCUTENAX

Opranu3oBbIBaTh XpPaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU  TPYIOBOTO  3aKOHOAATeNlbcTBA  Poccuiickoit
denepaliuy U JTOKaJIbHBIMU aKTaMU OpraHU3aluu

Bectu ACJIOBYIO IIEPCIIUCKY

PaGorars ¢ uHGOPMAIIMOHHBIMU CHCTEMaMU W 0a3aMH JaHHBIX MO
BOIIPOCAM TPOBEACHUS OLICHKH M aTTECTAIlUU MEepCOHaa, BEJICHUIO
yuyeTa KaHIUJATOB Ha BaKaHTHblE JODKHOCTH (mpodeccun,
CTIEIUATTEHOCTH )

AHanu3upoBaTh JOKYMEHTHl M [EpPeHOCUTh HH(popmanuio B
MH(POPMAIIMOHHbBIE CUCTEMBI U 0a3bl TaHHBIX

C06J'IIOI[aTL HOPMBI OTUKHU JCJIOBOTO O6IJ_I€HI/IH

HCO6XOI[I/IMBIC 3HaHUA

[lopsimox odopmieHus, BeleHUs M XpaHEHUS JIOKyMEHTAallWu,
CBSI3aHHOM C NMPOBEIEHNEM OLIEHKH U aTTecTalllu IepcoHana

IMopsimox ¢dopmupoBanusi, BeleHHs OaHKa JaHHBIX O IIEpCOHAe
OpraHM3aLUH U PEOCTABICHNS OTYCTHOCTH

[lopsmox mnpoBeAeHHs] 3aKyMOYHBIX Mpouexyp Hu ohOopMIICHHS




CONYTCTBYIOIIEH JOKYMEHTAIUU

[Mopsimox  odopmiieHHsT  JOKYMEHTOB,  IPEAOCTABISIEMBIX B
roCy/IapCTBEHHbIE OpraHbl, MPOo(ecCHOHANBHBIE COIO3bI U JIpYyrHe
MIPEICTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

OCHOBBI JOKYMEHTO00O0POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS

CTpykTypa OpraHuM3aliii W BaKaHTHBIC OJKHOCTH (Tipodeccud,
CIEIUATILHOCTH )

TpynoBoe 3aKOHOAATENBCTBO W HMHBIE AKTHI, COJEPKAIUE HOPMBbI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOAATEJIbCTBA MU HOPMATHBHBIC TPABOBBIC
akTel Poccuiickoit ®@enepannu, B 4aCTH BEICHUS JOKYMEHTAIUU IO
TepCoHAIy

3akoHonarenbcTBO  Poccuiickoit  ®@enepanui 0  MEPCOHAIBHBIX
JAHHBIX

TCXHOJ'[OFI/II/I, METOAbl W MCTOAWKH TIIPOBCACHHA aHAJIM3a H
CUCTCMATHU3alUU JOKYMCHTOB U PIH(i)OpMaI_II/II/I

JlokanbHbIC HOPMATUBHBIC AaKTbl OpraHu3alnu, peryiupyromme
MOPAIOK OLICHKU U aTTECTAllUU IICpCOHAJIa

[Topsa1ok 3aKiIF0UEHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 5TKH 1emoBoro olIeHus

bazoBbie  OoCHOBBI HHGOPMATHKH, CTPYKTYpPHOE IOCTPOCHHE
MH(OPMAIIMOHHBIX CUCTEM M 0COOEHHOCTU PabOTHI C HUMU

Apyrue
XapaKTCPUCTHUKU

3.4. O6061IeHHas TpyAoBas QyHKIUA

Haumenosanue

JeaTenpbHOCT 10 Pa3BUTHUIO Kox D YpoBeHb
nepcoHana KBaTH(UKAITIT




IIpoucxoxneHue

000011IeHHON Opurunan | X

TPYAOBOW (PyHKIIMU

3auMCTBOBAHO
13 OpUTHHAJIa

Perucrpanmonubi
Kon HOMEP
OpUrMHasa | Mpo(ecCHOHAITBHOTO
CTaHJapTa

Crennanuct 1o pa3BUTHIO U O0OYUEHUIO [IEpCOHAA

Bo3moxHbie C
MEIUANACT 1T BUTHIO KapbEPHI 1T H
HAMMEHOBAHILS eLUAINCT 110 pa3 10 Kapbepbl IEpCOHAA
KHOCTEU

AOJDKHOCTCH, Crenuanuct 1o nepcoHany
npodeccuit

Menemxep 1o nepcoHany

Briciiee oOpa3zoBanue
Tge60BaHHH X1 Jlomonuurensroe mpodeccroHanbHOe 06pa3OBAHHE - MPOTPAMMBIL
0HpasOBAHHIO Y | HoBbIMIGHWS — KBaTHQUKALWK, TPOrPAMMBI  IPOGECCHOHATBHOM
00y4eHHI0

MEePenoroTOBKH B obJyacTu OpraHU3alMOHHOTO u
npodeCcCHOHATBHOTO PA3BUTHSI IIEPCOHATIA

TpeboBaHust K ONBITY
NPaKTUYECKON paboThI

OcoOsle YCIIOBUS
JIoIycKa K pabote

Jlpyrue xapakTepucTHKH

JlonosTHUTETbHBbIE XapPAKTEPUCTUKHU

HaunmenoBanue nokymeHnTa

HanmenoBanue 6a30B0ii IpymIibl, JOJKHOCTH

Ko
g (mpodeccun) WK crienuanbHOCTH

OK3

2412 CrnennanucTsl MO KaapaMm U npodopueHTauu

CrnernuanucTsl  KaapOBBIX CIYXO W  yUpexKIACHUH
3aHATOCTHU

3423




EKC

- Menemxkep 1o nepcoHany

OKIIJITP

27755 | DKOHOMHCT IO TPYAY

22956 | MHucmekTop mo kaapam

3.4.1. TpynoBasd GyHKIUA

Opranuzanus u IIPOBEACHUE
MEPONPUITHIA MO PAa3BUTHIO U YPOBCHE
HanmeHnoBanmue p p . | Kon | D/01.6 | (momypoBeHb) 6
MOCTPOCHHUIO  TPOQECCHOHATBLHOM
KBaJTM(pUKAITIH
Kapbepbl IIepcoHana
[Tpoucxoxaenue 3aMMCTBOBaHO
P A Opurunan | X
TPYIAOBOH (YHKITUU U3 OpUTrHMHAaIa
Perucrpanmonuei
Kon HOMEP
opurvHaiga | Npo¢ecCHOHAIBLHOTO
CTaHJapTa

TpynoBsie 1elCTBUS

AHanu3 CTPYKTYphbI, IUIAHOB M BAKAHCUI OpraHu3alnu

AHanu3  ocoOeHHoOcTel  pabOThl Ha  pPa3IMYHBIX  y4acTKax
MIPOU3BO/ICTBA U KOHKPETHBIX pabounx MecTax

ITogroroBka MpPOEKTOB [TOKYMEHTOB, OIPEACIAIOMINX IOPAI0K
pa3BUTHA MEpPCOHAa M MOCTPOEHUs MpodeccnoHaNbHOM Kapbepshl C
OLICHKOM 3aTpar

Pa3pabotka ninaHoB npodeccrnoHalbHON Kapbepbl paOOTHUKOB

dopMUpOBaHKE KaJIPOBOIO pe3epBa

Opranuzanyss MEpONPHUATHM 1O  Pa3BUTHI0O M MOCTPOEHHIO
npodeccrnoHabHOM Kapbephl epcoHaa

IMonroroBka mnpeanoxeHuid 1o (¢GopMUpoBaHMIO OrOMKeTa Ha
OpPraHM3al{I0 W NPOBEICHUE MEPONPHATHI 10 pPA3BUTHIO W
MOCTPOEHHIO MPO(HECCHOHAILHON Kapbhephl IEpCOHANA




Ananmu3 3¢ (}eKTUBHOCTH MEpOIPHITHN O Pa3BUTHIO IEpPCOHAIIA,
MOJTrOTOBKA MPEJIOKECHHUH 110 PA3BUTHIO

HeobOxonumble ymeHus

AHanu3upoBaTh YpOBEHb OOIIEro pa3BUTHA U MPOQECCHOHATBLHOM
KBaJM(UKAIIMK IEPCOHANA

Onpenenarb KpaTKOCPOUHBIE U JIOJATOCPOYHBIE MOTPEOHOCTH
pa3BUTHUA TMEepCOHANa U TIOCTPOEHUS ero mnpodeccuoHanIbHOMI
Kapbephl

Omnpenensate  KpuTepuu  (HOPMUPOBAHHS  KaJpOBOIO  pe3epBa
OpraHu3aluu

CocraBnsiTh HMHIMBHAYaJbHBIE IUIAHBl KAapbepHOTO  Pa3BUTHSA
nepcoHaa

[IpuMeHATh TEXHOJOTMM ¥ METOJbl Ppa3BUTUS IMEpCOHAA U
MOCTPOEHHUSI TPO(PecCHOHATBHON Kapbephl

COCTaBJI?ITI) HpeI[JIO)KeHI/ISI nu KOHTpOJH/IpOBaTB CTaThbHu paCXOIIOB Ha
OporpaMMbl KW MEPOIPHATHS [0 Pa3BUTHIO IEPCOHAIa U
MIOCTPOCHUIO TMPOPECCUOHANBHONM Kapbepbl sl IUIAHUPOBAHUSA
OIOIKETOB

Onpenensate  3(pQPEeKTUBHOCTb  MEPONPUATHIl MO  Pa3BUTHIO
NepCOHAJa U IOCTPOCHUIO TPOPECCHOHATIBHON Kapbepbl

PabGorate ¢ mHGOpPMAIIMOHHBIMU CHCTEMAaMH M 0a3amMH JaHHBIX TIO0
MepcoHaIy

C06J'IIOI[aTL HOPMBI 5TUKHU JCJIOBOTO O6IJ.I€HI/IH

HCO6XOI[I/IMBIC 3HaHUA

Cuctema,  cmocoObl,  METOAbI, HHCTPYMEHTHI  IMOCTPOSHUS
npodeccnoHanbHOM Kapbepbl

MeTtobl ompeeeHus " OIICHKH JTUIHOCTHBIX "
npodeccrnoHaTbHBIX KOMIETSHITHIA

Cuctembl, MeTOJIBI U (POPMBI MAaTEPUATBHOTO U HEMAaTEPUATBHOTO
CTUMYJIMPOBAHUs TPYJla IEpCOHAIIA

Texnonoruu, MmetTobl GOpMUPOBAHHS U KOHTPOJIS OIOKETOB

TCXHOJIOFI/II/I, METOAblI MW MCTOAHMKHU MPOBCACHHUA aHAIM3a U




CHCTEMaTH3aluy JOKYMEHTOB U HH(POPMaLUN

OcHoBbI IPO(hECCUOHATTEHOW OPHEHTAIIUU

OCHOBBI JOKYMEHTO000POTa ¥ IOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS

OCHOBEI HpOH3BOHCTBCHHOI>i ACATCIIBHOCTH OpraHru3alnunu

OcHOBBI 00WICH W COIUAILHOM IICHMXOJIOTUM, COLHMOJIOTHH U
TICUXOJIOTHH TPyJia

CtpykTypa OpraHm3alid M BaKaHTHbBIE JOJKHOCTH (mpodeccuu,
CIEIUATILHOCTH )

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COJAEpKaIUe HOPMBI
TPYAOBOI'O IIpaBa

3akoHonarenscTBO Poccuiickoit  ®enepanun 0 MEepCOHANbHBIX
JTAHHBIX

JlokanpHbIE HOPMATHBHBIE AaKThl OPraHHU3alUU, PETYIUPYIOLINE
MOPAJIOK Pa3BUTHSL U IOCTPOECHUS MPO(ECCHOHATBHON Kapbepsl
IepcoHala

[Topsaok 3akit0ueHus 10rOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOTO O6H.I€HI/I$I

bazoBele  OCHOBBI HMH(OPMATHKH, CTPYKTYpHOE IOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThl C HUMU

Jlpyrue xapakTepucTHKH

3.4.2. TpynoBaa QpyHkma

YpoBeHb

HaumenoBanue | Opranusanus oOydenus nepconana | Kox | D/02.6 | (momypoBeHb) 6

KB (pUKAITIH

IIpoucxoxaenue
TPYAOBOW (yHKIIMU

Opurunan | X

3auMCTBOBAHO
U3 OpUTHHAJa




Perucrpanuonnsii

Kon HOMEP
OpUrMHasa | Mpo(ecCHOHATBHOTO
cTaHzapra

TpynoBeie 1encTBUS

AHanu3 peIHKa 00pa30BATENBHBIX YCIYT H  TOTPEOHOCTEH
OpraHu3aluy B 00y4eHHH IepcoHaia

PazpaboTka 11aHoOB, METOJUYECKUX MAaTEpUAJIOB, yUEOHBIX IJIAHOB U
pOrpamMm, MPOEKTOB JIOKAJIBHBIX aKTOB MO OOYYEHUIO U Pa3BUTHIO
IIepCOHAJIa, BKJIKOYasi OLICHKY 3aTpar

Opranu3zaiys MeponpusITUi o 00Y4YEHUIO TepcoHaa

[ToxaroroBka mpemIokeHH 1O (OPMUPOBAHHUIO OIO/PKETa HaA
OpraHu3aIfio 00Y4YeHUs MepcoHalia

Ananu3 3QeKTUBHOCTH MEPOIPHUATHIA 110 00YyYEHHIO TIepCcoHaa

HeobOxonumblie ymeHust

AHaJ'II/IBI/IpOBaTB U ONpCACIATh HOTpe6HOCTI/I B O6y‘IeHI/II/I rpyIi
nepcoHajia B COOTBETCTBUU C LUCIIAMU OPraHu3alun

Pa3pabatbiBaTh M1aHbl MOATOTOBKH, IEPENOATOTOBKHU M MOBBIICHHUS
KBaJIM(HUKALMU KaJpOB, y4eOHBIE IIaHbI U POTPaMMBbI

AHaJ'II/IBI/IpOBaTB PBIHOK O6pa30BaTeJ'ILHLIX yCiayr u TOTOBHUTH
OpCAJIOKCHUS 1O MMOCTAaBIIUKaM yCIIyr

Opranu3oBbIBaTh 00yYaronixe MeporpusITHI

CocTaBnaTh ¥ KOHTPOJMPOBATH CTaThU pacxojoB Ha oOOydeHue
NepcoHaa Juis IUIaHUPOBaHUS OI0IKETOB

P33pa6aTI)IBaTI) n KOMIIJICKTOBATb y'-Ie6HO-MeTOJII/ILIeCKI/Ie
HAOKYMCHTBI

[Ipou3BoanTh OLIEHKY 3P PEKTUBHOCTH 0OyUEHHS ITepCcoHaa

[IpousBoauTe mpeABapuUTEIbHBIC 3aKYMOYHBIE TNPOLEAYPHl H
oopmIIeHHE COMYTCTBYIOIIEH [OKYMEHTALUU [0 3aKJIIOYEHHUIO
JIOTOBOPOB

Paborarh ¢ mH)OpPMAIMOHHBIMU CHCTEMaMU M 0a3aMM JaHHBIX I10




nepcoHay

PazpabGateiBaTh ©  0GOpMIIATH JOKYMEHTHl IO  Mpoleccam
OpraHu3anuy 00y4eHus epcoHaNa U X pe3yabTaram

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxonuMble 3HaHUS

Metopl, HHCTPYMEHTHI HCCIEOBAaHHA HMOTPEOHOCTH B OOyYEHUH
nepcoHaa

Metoponorus o0ydeHHs

TCXHOJ'IOFI/II/I, MCTOAblI M MCTOAHMKH IIPOBCACHUA aHAIW3a H
CUCTCMATHU3allUN JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

[Topsimok pa3pabOTKU IIJIAHOB TMOJTOTOBKH, TEPENOATOTOBKH U
MOBBIIIEHUS KBaTU(UKAIIMU KaJAPOB, Y4eOHBIX TUIAHOB U MPOTpamMm

Cuctembl, MeTOJBI U (POPMBI MAaTEpPUATBHOIO M HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IIEpCOHAIIA

Texnonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISI OI0JIKETOB

HOpS[I[OK BCACHUA YU€Ta W OTYCTHOCTHU 110 TOJATOTOBKE U
ITIOBBIIIICHHU IO KBaHI/I(l)I/IKaLII/II/I nepcoHalia

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIUOHHOT' O obecnieueHUs

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIBHOCTU OpraHU3allun

OcHOBBI 00mIEll W CONUANBHONM IICHMXOJIOTUH, COIMOJIOTHH U
MICUXOJIOTUH TPyAa

[Topsimox mpoBeneHUs 3aKyMOUYHBIX TPOIEAyp Hu OQOPMIICHHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

CtpyKkTypa opranuzanuu

TpynoBoe 3aKOHOJATENBLCTBO M WHBIE aKTHI, COAEPIKALUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCJIbCTBA U HOpMaTI/IBHbIe HpaBOBLIe
akThl Poccuiickoit denepanyu, B 4aCTH BEJICHUS JOKYMEHTAIUU T10




nepcoHay

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNbecTBA Poccuiickoit @enepanuun

OcHOBBI  3aKOHOJATENbCTBA 00  oOpasoBanmm  Poccwuiickoit
denepanun

3akoHogarenbcTBO Poccuiickoii  dexpepanun 0  MEPCOHATBHBIX
TAHHBIX

JlokasibHbIE HOPMATHUBHBIE AKThl OpraHU3alWH, PETYIUPYIOLIUe
oOyueHue nepcoHana

[Topsaok 3akit0ueHus 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 3Tk# 1emoBoro o0mieHus

bazoBble  OCHOBBI WMH(OPMATHUKH, CTPYKTYPHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M 0COOEHHOCTH PabOThl C HUMH

Jlpyrue xapakTepucTHKU

3.4.3. TpynoBasa pyHKIHA

HaumenoBaunue

OpraHI/ISaHI/I}I ajgarnTanuu n
CTAXXHUPOBKHU IICPCOHAIA

YpoBeHb
Kox | D/03.6 | (momypoBeHb) 6
KBaJTM (pUKAITIH

[Tpoucxoxaenue
TPYIAOBOH (QYHKITUU

Opurunan | X

3anMCTBOBAaHO
13 OpUTHHAJIa

Peructpanmonuei
Kon HOMEP

opurvHaiga | NpoecCUOHAIBLHOTO

CTaHJapTa

TpynoBbie 1eicTBUS

AHanu3 YCHEIIHbIX KOPIMOPATUBHBIX MPAKTUK IO OpraHU3aliu
aIanTalyy U CTAXKUPOBKE MEpPCOHAA

Pa3paboTka Mi1aHOB aganTanuy, CTAKUPOBKU IEepCOHAa ¢ OIEHKOMH




3arpar

Opranu3zanys MEpONpUITUNA 110 aJanTalky, CTaXKUPOBKE IIEpcoHalIa

HOI[I‘OTOBKa HpGI[JIO)KeHI/If/'I o COBCPHICHCTBOBAHUIO CUCTCMBI
azarnranun, CTaXXUPOBKU IIEPCOHAIA

[loarotoBka mpemioxkeHuit 1no GOpMUPOBaHUIO OrOKeTa Ha
OpraHu3alMIo aJanTaluy U CTAXKUPOBKH MEepCcoHaa

Amnanmus 3¢ EeKTUBHOCTH MEPOIPHUATHIH 1O aanTali U CTAKUPOBKE
IepcoHala

HeoOxoaumbie ymeHus

OHpe,[[eJ'IHTB I'pyIIbl D€pCOHANIA AJId CTAXKUPOBKU U aallTalluA

Onpenensitb paboune MecTa s MPOBEIEHUS CTAXKUPOBKU U
aJlanTayy nepcoHaia

CornacoBbIBaTh MCPOIIPUATHA afallTaliid KW CTAXKHUPOBKH C
BO3MOXHOCTAMHU ITPOU3BOACTBA

HpOI/I3BOI[I/ITI) aHaJIM3 W OLCHKY PpE3yJbTaTOB aaanTalluud U
CTAXXUPOBOK IIE€pCOHATIa

CocTaBnsTh MMPEIJIOKCHUA U KOHTPOJIMPOBATH CTAaTbHU pACXOJ0B Ha
mnmporpaMmbl W MCEPOIPUATHA TII0 ajJalTalukd W CTAXUPOBKE
nepcoHalia IJid IIaHuPpOBaAHUSA 6IOI[)KCTOB

ITpou3BoanTh OLIEHKY 3((HEKTUBHOCTH MEPONPUATHI MO aJanTaluu
U CTaXXMPOBKE IepcoHaa

Buenpsate cuctembl BOBIEYEHHS PAOOTHUKOB B KOPIOPATHUBHYIO
KyJIbTYPY

Hcnons3zoBarh wHOOpMAIMOHHBIE CUCTEMBI W 0a3bl JAHHBIX 10
[IEpCOHAILY

C06J'IIOI[aTL HOPMBI 3TUKU JCIIOBOTO 06H_[CHI/ISI

HCO6XOI[I/IMBIC 3HaHUA

Mertoas! aganTanyuy U CTaAXXUPOBOK

TexHonmoruu, MeTOAbl M METOJMKM TIPOBEICHUS aHalu3a U
CHUCTEMaTH3aIuu JOKYMEHTOB U HH(pOpMaIuu




[Topsimox pa3pabOTKM TMJIAHOB aJanTaliy MEepcoHalla Ha HOBBIX
pabounx Mecrax, MOArOTOBKH, MEPENOArOTOBKH U IMOBBIIICHUS
KBaJIM(DUKAIMH TTePCOHANTA U OPTAHU3AINH CTAXXKUPOBOK

HOpSII[OK COCTaBJICHHUA CMCT 3aTpaTrT Ha aJallTalui0 U CTaAXXUPOBKY
nepcoHajia

[Topsiiok BeeHUsS y4eTa U OTYETHOCTH 1O aJIaNTaIliH ¥ CTA)KUPOBKE
nepcoHaa

Cuctembl, MeTOBI U (POPMBI MAaTEPUATIHLHOTO W HEMATEPHUATHHOTO
CTUMYJIMPOBAHUsA TPyJla IIepCOHAIIa

TexHOI0ruu U METOIbI Q)OpMHpOBaHHH 1 KOHTPOJIA 6IO,I[)K€TOB

OCHOBBI TEXHOJIOTHH IMPOU3BOJACTBA U ACATCIIbHOCTU OPraHru3allin

OcHOBBI 00IICH W COIMAILHOM IICHMXOJIOTUM, COLHMOJIOTHH U
TICUXOJIOTUH TPy

CrpykTypa oOpraHM3allid M BaKaHTHBbIE JIOJDKHOCTH (mpodeccun,
CHEIHaIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO M WHBIE AKTHI, COJAEPIKALIUE HOPMBI
TPYAOBOI'O IIpaBa

OcHOBBI HAJIOrOBOTO 3aKOHOAaTeNnbecTBa Poccuiickoit denepanuu

3akoHonarenbcTBO Poccuiickoit ®enepanuu 0 NepCOHAIBHBIX
JTaHHBIX

JloxasnibHbIE HOpPMATHUBHBIE AKTHl OpraHU3alldd, PETryIUpYIOLIre
aJarTaluIo U CTAXKUPOBKY IIEPCOHANA

OCHOBBI TOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCIeYeHUs

[Topsaok 3aki0ueHs 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 5TKH 1emoBoro ooIeHus

bazoBble  OCHOBBI HMH(OPMATHKH, CTPYKTYpPHOE IIOCTPOCHHUE
MH(POPMAIIMOHHBIX CUCTEM H 0COOEHHOCTH pabOTHI C HUMHU




Jpyrue xapakTepUCTUKU

3.4.4. TpynoBas QyHKIMA

AJMUHUCTPUPOBAHUE IIPOLIECCOB U

JIOKYMEHTOO0O0POTa MO Pa3BUTHIO H YpoBeHb
HaumenoBanue | mpodeccnoHaIbHOM kapbepe, | Kox | D/04.6 | (momypoBeHb) 6
00ydJeHHuto, ajanTaum u KBaTM(DUKAIIN

CTAXXUPOBKC II€pCOHAIIA

[IpoucxoxaeHue
TPYAOBOW (DyHKIIMU

Opurunan | X

3auMCTBOBAHO
W3 OpUTHHAJIA

Perucrpanmonuei
Kon HOMEP
opurMHasia | MpodeccHOoHAITBHOTO
CTaHJapTa

TpynoBbie neicTBUs

AHanu3 TIpoLeccOoB, NPaBWJI M TMOPSAAKOB OpraHU3alUu IpH
MIPOBEJIEHUU MEPONPUATUN 1O Pa3BUTHIO U NPOodeccHOoHATBbHOU
Kapbepe, 00yueHHIo, afanTaliy U CTAXHPOBKE IepcoHaa

JIOKyMeHTallMOHHOE O(OPMIIEHHE pPE3YyIbTaTOB MEPONpPUATHIl 110
Pa3BUTHIO U MPO(ecCHOHATBHON Kapbepe, 00y4eHuIo, afanTauud 1
CTa)KMPOBKE IEPCOHANIA

IlogroroBka  MHAMBHUAYaJbHBIX  MNPEMIOKEHUH  HA  OCHOBE
pe3yJabTaTOB  MPOBEICHHS  MEpPONPHUATHI 10  PA3BUTHIO W
npogeccuoHaIbHON Kapbepe, 00y4eHHI0, aAanTalli U CTAKUPOBKE
IIepcoHaa

[TonrotToBka mNpenyoXKeHUd 1O COBEPIICHCTBOBAHUIO CHUCTEM
oOyueHus, aJanTalliii W CTAXUPOBKH, PA3BUTHS U TOCTPOCHUS
npo¢eCcCuOHABHON Kapbephl MepcoHaIa

ConpoBokJieHHE JIOTOBOPOB [0 OKa3aHHUIO KOHCYJIbTAI[MOHHBIX,
WHPOPMAIIMOHHBIX  YCIIYT, HEOOXOAMMBIX JUIi  IpPOBEIEHUS
oOyueHus, ajanTald W CTaKHUPOBOK, PAa3BUTHS M MOCTPOCHHUS
npodeccuoHaTbHON Kapbepbl IepCcoHana, BKJTIOYAs
MIpeIBapUTENIbHbIE MPOLIETYPHI MO UX 3aKIIOUYEHUIO

BrimonHnenne  TpeboBaHMT 1O  XpaHeHHMIO HMH(pOpManUA O




pesynbratax OOydYeHHs, aJanTaldd U CTAXUPOBKHU, PA3BUTUS H
MOCTPOEHHUSI MPo(ecCHOHANBHOMN Kapbephl epcoHata

Heobxomumbie ymeHus

OdopMasaTh MOKYMEHTHl MO BONpPOCaM TMPOBEACHUA OOydeHUs,
aganTalid U CT@XHUPOBKH,  pa3BUTUS U IOCTPOCHUS
npodeccuoHabHOM  Kapbhepbl MEpCcOHANa, MPEIOCTaBIIEMbIE B
TOCY/IapCTBEHHBIE OpPTaHbI, MPOPECCHOHAIBHBIE COIO3BI U JIPYTHE
MIpe/ICTaBUTENbHbIC OPTaHbl pAOOTHUKOB

ObecrieunBaTh JOKYMEHTAIUOHHOE COMPOBOXKACHHE OOydYeHUs,
aganTalid M CT@XHUPOBOK,  Pa3BUTHUS M IIOCTPOCHUS
npodeccroHaNbHOM Kapbephl epcoHaa

AHanu3upoBaTh MpaBuUiia, MPOLEAYPhl W TOPSIAKUA MPOBEACHHUS
oOy4eHus, aianTali WU CTAXUPOBKH, Pa3BUTUA U TIOCTPOCHUS
npodeccnoHanbHOM Kapbephl EpcoHala

OpraHu3oBbIBaTb XpaHEHUE JIOKYMEHTOB B COOTBETCTBHM C
TpeOOBaHUSIMH  3aKOHOAATeNnbcTBAa Poccuiickolr  Denepanuun
JIOKAJIbHBIMU aKTaMHU OpraHu3aluu

AHanu3upoBaTh JIOKYMEHTBl W TEPEHOCUTh HH(OpPMAINIO B
MH(POpPMAIIMOHHBIE CUCTEMBI U 0a3bl JAHHBIX

Bectu Y4€T U PErucTpaiio JOKYMCHTOB B I/IH(I)OpMaLII/IOHHLIX
CUCTCMAX U Ha MAaTCPUAJIBHBIX HOCUTCIIAX

PabGorate ¢ mHGOpPMAIIMOHHBIMU CHCTEMaMH W 0a3aMH JTaHHBIX I10
BompocaM oOOydYeHHUs, aJanTallud W CTOKUPOBKH, Pa3BUTHUS H
MOCTPOEHUSI TPOPECCHOHATBHON Kapbepbl IE€pCOHaNa, BEACHUSA
yuyeTa KaHAWJATOB HAa BaKaHTHbIE JOJDKHOCTU (Tpodeccuw,
CHEIHaIbHOCTH)

Bectu nenoByto nepenucky

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HCO6XOI[I/IMBIC 3HaHUA

[Topsimok odopmieHusi, BeAeHUS W XPAHEHHS JOKYMEHTAIIWH,
CBSI3aHHOW ¢ cuCTeMOil oOy4yeHMs, ajanTalud M CTaKUPOBKH,
Pa3BUTHS U IOCTPOEHUS TPO(HECCHOHATLHON Kapbephbl IIepcoHala

[Topsimok dopmupoBanusi, BeACHHS OaHKa MaHHBIX O IEPCOHAIIC
opraHu3anvu U NpCA0CTABJICHUA OTYCTHOCTU

HopmaTuBHbIE NpaBOBBIE  aKTHl, pETYIHMPYIOIIME IIpaBa M
00s13aHHOCTH TOCYAApCTBEHHBIX OpPraHOB M OpraHu3alMd IO




IIPEAOCTABIICHUIO YYETHON TOKYMEHTALUH

[Mopsimox  odopmiieHUsT  TOKYMEHTOB,  MPEAOCTaBISEMBIX B
rOCyJIapCTBEHHBIE OpPraHbl U UHBIE OpraHu3aluu

OCHOBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIITUOHHOI'O obOecreyeHus

[lopsamox mnpoBeneHUs 3aKyHNOUHBIX MPOIEAyp H OQOPMIICHHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

CtpykTypa OpraHu3allid M BaKaHTHbBIE IOJKHOCTH (mpodeccuu,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COJAEpKAIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJAATEIbCTBA M HOPMAaTHBHBIE IIPAaBOBBIC
akTel Poccuiickorr denepanuu, B 4aCTH BEICHUS JOKYMEHTALMM 110
IIEpPCOHAILY

OcHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbecTBa Poccuiickoit denepanuu

3akoHonarenbcTBO Poccuiickoit ®enepanuum 0 NepCOHAIBHBIX
JTaHHBIX

TCXHOJ'[OFI/II/I, METOAbl MW MCTOAHMKHU MPOBCACHHUA aHAIM3a U
CUCTCMATHU3allU JOKYMCHTOB U I/IH(l)OpMaLII/II/I

JlokanpHbIE HOPMATHBHBIE AaKThl OPraHHU3alUU, PETYIUPYIOLINE
MOPAJIOK Pa3BUTUS U TOCTPOEHHUS MPO(ECCHOHATBHON Kapbephl,
o0y4yeHHs, alanTally 1 CTAXKUPOBKU MEpCoHaIa

[Topsiok 3aKTt0UEHUs TOTOBOPOB (KOHTPAKTOB)

Hopwmbl 5TKH 1emoBoro ooIeHus

ba3oBbie OCHOBBI WH(POPMATHUKH, CTPYKTYPHOE IOCTPOCHHE
MH()OPMAIIMOHHBIX CUCTEM M 0COOEHHOCTH PabOTHl C HUMHU

Jlpyrue xapakTepucTHKH

3.5. O6o61menHast Tpy0Bas QyHKITHSA




eATEILHOCT, 110  OpraHu3alliy VpoBeHn
HaumeHnoBanue A p 1t Kon E P 6
TpyJla ¥ OTUIATHI IEpCOHAa KBaTH(UKAITIH
IIpoucxoxnenue
N 3aMMCTBOBaHO
000011IeHHON Opurunan | X
o W3 OpUTHHAJIA
TPYAOBOW (DyHKIIMU
Perucrpanmonubii
Kon HOMEP
OpUrMHasia | MpodecCHOHAIBHOTO
CTaHaapTa

CHeHI/IaJ'II/ICT 10 HOPpMHUPOBAHUIO U OIJIATC TPYyHda

CHGL{I/IaJ'II/ICT 110 OpraHu3aluy U OIJIaTe Tpyda

Bo3moxHbie
HAaUMEHOBAHUS
o Crienuanuct mo KOMIICHCAIMSIM U JIbFOTam
JOJDKHOCTEH,
npodeccuit CrenuanmcT 1o nepcoHany
Menemxep 1o nepcoHany
Briciiee oOpa3zoBanue
T BaHUS K
ge60 JlononHutenbHOE MpodeccnoHalibHOe O0pa3oBaHHE - MPOrpPaMMBI
BaHU u .
0HpasOBAHHIO npoeCCHOHATLHON  MEPernoAroTOBKM B 00JacTH  9KOHOMUKH,
00y4eHHI0

HOPMHPOBAHHS W OIUIATHl TPyAa, TPOTPAMMBI  TIOBBIIIICHHS
KBaJTU(pUKAITIH

TpeboBaHust K ONBITY
MPAKTUYECKON paboThI

OcoOsle YCIIOBUS
JIoIycKa K padore

Jpyrue xapakTepucTHKH

JlonosTHUTEIbHBbIE XapPAKTEPUCTUKHU

HaumenoBanue nokymeHra

HaunmenoBanue 6a30B0ii rpymIibl, JOKHOCTH

K
on (mpodeccun) UM CEITUATBHOCTH




OK3

2412

CrienanucThl 1Mo KajapaM U npodoprueHTanuu

3423

CreunanucTsl  KaJpoBbIX CIYXO U  yupeKJIeHUH

3aHATOCTHU

EKC

Nnxenep mo HOpMUPOBAHUIO TPY/A

TexHuk no Tpyay

DKOHOMHUCT IO TPYAY

Menemxep 1o nepcoHany

OKIIJITP

27755

DKOHOMHCT T10 TPYILY

22956

NHcnekTop 1o xaapam

3.5.1. TpyznoBasa pyHKIUA

Hanmenosanue

Opranuzanus Tpy/Ja nepcoHana Kon | E/02.6

YpoBeHb
(moypoBeHb) 6
KBaTU(UKAITTH

IIpoucxoxnenue

TPYAOBON QYHKIIUU

Opurunan

3auMCTBOBAHO
W3 OpUTHHAJIA

Kon
OpuUruHaia

Perucrpanmonueii
HOMEp
npodeccnoHanIbHOTO
CTaHJapTa

TpynoBsie 1encTBUS

AHanu3 YCHEIIHbIX KOPIOPaTHBHBIX MPAKTUK II0 OpraHUu3aluu
HOPMHMPOBAaHMS TpyAa I pPa3IW4yHBIX KAaTeropuil IEepCcOHana,
0COOEHHOCTEH MPON3BOICTBA U JESITEIBHOCTH OpraHU3aIlH

nepcoHa

Pa3zpaboTka cucTeMbl OpraHM3allid TPyAa IMEpcoHala W MOpsIKa
HOPMHPOBaHUs Tpyla Ha paboumx MecTax C OILEHKOW 3arpar Ha

BHenpeHue cucteMmbl OpraHu3allMd TpyAa IEpCOHana U KOHTPOJIS
HaJl HOPMUPOBAHUEM C OIPEICICHUEM TPYJOEMKOCTH, HOPMATUBHOU




YHUCICHHOCTH, IpapuKOB pabOT U YCIOBUI OIJIATHI TPYAA MEpCOHAIa

BrisiBieHrEe pe3epBOB IOBBILIEHUS ITPOU3BOJIUTEIBHOCTH TpyAa U
KayecTBa HOPMHUPOBAHMs TpyJa, IOArOTOBKA IMPEAJIOKEHUH 110
M3MEHEHUSIM YCJIOBUM U OIUIAaThl TpyZa IepcoHana

[TonroroBka mpeIOKEHUH 1O (QOpMUPOBaHUIO OrOKeTa Ha
OpraHu3aluIo TpyJa NepcoHana

Omnpenenenne 3 GexkTUBHOCTH PabOTHI CUCTEMBI OPTaHU3alUU TPYAa
¥ HOPMUPOBaHUS TPyAa Ha pabounx MecTax

HeobOxonumblie ymeHus

BHeapsaTe MeTo1bl palilMOHaIbHOW OpraHu3aluy Tpyaa

P3.3pa6aTI)IBaTI) IIJIaHbI OpraHru3allMOHHBIX n TEXHHUYCCKHUX
MepOHpI/IHTI/Iﬁ 10 NOBBIMICHUTO NPOU3BOAUTCIIBHOCTU TPpYyda

AHaIM3upoBaTh COCTOSIHUE HOPMHMPOBAHUS TPy, KaueCTBO HOPM,
IOKa3aresneu 1o Tpyy

Ananu3upoBath 3(P(PEeKTUBHOCTh PAOOTHI CUCTEMBI OpPTaHU3ALMU
TpyJa IepcoHajga U HOpPMUPOBaHMs TpyJa Ha pabo4YMX MecTax

CocTaBisaTh U KOHTPOJHPOBAThL CTAaTbW PAaCXOAdOB Ha OIUIATy TpyAa
NnepcoHala il MIaHUuPOBaAHUA 6IOZL)K6TOB

Paborate ¢ MHGOPMAIMOHHBIMU CHCTEMaMU U 0a3aMH JaHHBIX MO
HOPMHUPOBAHHUIO U OIJIaTe TPy/a MepcoHana

PazpabGareiBath ¥ 0GOpPMIIATH JOKYMEHTHI TI0 HaIPaBJIEHUIO
JIEATENIbHOCTH

CO6J’IIO,Z[8.TB HOPMBI 5TUKHA ACIIOBOTO 06II_ICHI/I$I

HeoOxomnMeie 3HAHUSA

MeTop! yueTa 1 aHaan3a oka3aTenel o Tpyay U omiaTe Tpyaa

MGTOJII)I OMpPECACIICHUA, OLCHKHW W CpaBHCHHA HpOHSBOJICTBGHHOfI
HHTCHCHUBHOCTHU U HAIIPS)KCHHOCTU TpyAa

MeTo1b1 HOpMUPOBaHUS TPYyia

Me:xoTpaciaeBble U OTpacieBble HOPMATUBBI TPYAOBBIX 3aTpaT

CoBpemeHHbIE bopmsl, CUCTEMBI OILJIaThI U yuera




IIPOU3BOAUTEIILHOCTU TPYZa IIEPCOHAA

Cucrembl, MeTobl U (HOPMBI MAaTEPUATBHOTO M HEMAaTEPHAIHLHOTO
CTUMYJIMPOBAHUs TPya IEPCOHAIA

TexHonoruu u MeTo bl HOPMUPOBAHUS U KOHTPOJISI OIO/IKETOB

TexHonmoruu, MeTOABI M METOJUKHA IIPOBEIEHUS aHalIu3a U
CHCTEMaTH3allu1 JOKYMEHTOB U HHPOPMALIUU

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs

[Topsimox  Tapudukanmu paboT u  pabouux, YCTAaHOBJICHHUSA
JOJIKHOCTHBIX OKJIAZIOB, JOIUIAT, HaA0aBOK M KO3 UIMEHTOB K
3apabOTHOM IJ1aTe, pacyeTa CTUMYJIUPYIOIINX BBITLIAT

TapudHo-kBaM(PHUKAMOHHBIE CHPABOYHUKH PadOT M mpodeccuii
pabounx © KBaTU(UKAIMOHHBIE XaPaKTCPUCTHKH JOJKHOCTEH
CITYy>KaIIuX

OCHOBBI TEXHOJIOTHU MMPOU3BOACTBA U ACATCIIbHOCTU OpraHU3allun

CrpyKkTypa OpraHu3allMiid W BaKaHTHBIE JOJDKHOCTH (mpodeccun,
CIEIHAIbHOCTH)

KaILPOBaH IMMOJIMTHKA U CTPATCrud OpraHu3alin

DKOHOMHKA TpyJa

OcHOBBI 00IIEl © COLMAIbLHOM TICUXOJIOTMH, COIIMOJIOTMH U
TICUXOJIOTHH TPyJa

TpynoBoe 3akOHONATENBCTBO M HMHBIE AKThI, COJAEpIKAllue HOPMBI
TPYZAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA U HOPMATHUBHBIE IPABOBBIC
akThl Poccuiickoit denepanniv, B 4aCTH BEICHUS JOKYMEHTAIMU O
IepcoHany

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit deaepannn

3akoHonarenscTBO Poccuiickoit @enepanii 0  MEPCOHAIBHBIX
JAHHBIX




JlokanbpHbBIC HOPMATUBHBIC AKTBI OpraHu3aldr, PEryjaupyromuc
MOPAZIOK OpraHu3alu Tpyaa ¥ HOpMUPOBaHUS IICPCOHAJIA

[Topsnok 3aKIII0YEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3TuKH 1€710BOTO OOIICHUS

bazoBele  OCHOBBI ~HMH(OPMATUKH, CTPYKTYpHOE IOCTPOCHUE
MH(POPMALMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Apyrue
XApaKTCPUCTHKH

3.5.2. TpynoBasa pyHKIUA

HaumenoBaunue

Opranuzanus  omjgarel  TpyAa
riepcoHasa

YpoBeHb
Kox | E/01.6 | (momypoBeHb) 6
KBaTM(UKAITUH

IIpoucxoxnenue
TPYAOBON QYHKIIUU

Opurunan | X

3anMCTBOBAHO
W3 OpUTHHAJIA

Perucrpanmonuei
Kon HOMEP

opurvHaiga | Npo¢ecCUOHAIBLHOTO

CTaHJapTa

TpynoBsie 1encTBUS

AHanmu3 yCHEIHBIX KOPIOPAaTUBHBIX NPAKTUK [0 OPraHU3ALHH
CUCTEMBI OIIJIAThI TPY1a IIEpCOHAIA

Pa3paboTka cucTeMbl OIUIaThI TPYy/ia MEPCOHANA

dopMupoBaHUEe IJIAHOBOTO OropkeTa (OHAA OIUIaThl  TPYHa,
CTUMYJIHPYIOIINX U KOMIICHCAIIMOHHBIX BBITLIAT

BHC,I[pCHI/IC CHUCTCMBI OIJIAaThI TpyAa NEpCoOHalIa

[ToaroroBka mNpenyioKEHU MO COBEPUICHCTBOBAHUID CHUCTEMBI
oIuIaThl TpyAa NepcoHana




Heobxomumbie ymeHus

CocTaBnATh M KOHTPOJIMPOBATh CTaTbU PACXOJ0B Ha OIUIATy Tpyna
NepcoHaa Jyisd IUIaHUPOBaHUs OI01’KETOB U (POHI0B

[TpuMeHATh TEXHOJIOTUU MAaTE€PUANTBHOW MOTHBAIMU B YIPABICHUH
HIePCOHAIOM

Pa3p2163.TbIBaTB KOHICIIITHUIO IIOCTPOCHUA MOTHBAallMOHHBIX
InporpamMmm pa6OTHI/IKOB B COOTBCTCTBHUHU C LHCIILIMU OpraHu3alin

AHanu3upoBaTh COBPEMEHHBIE CHCTEMBI OIUIAThl M MaTepUaIbHOU
(MoHeTapHOI) MOTUBAIIUU TPyAa JIJIs LeJel OpraHu3aluu

AHanu3upoBaTh  ypOBEHb  OIUIAThl  TpyJa IEpcoHaia IO
COOTBETCTBYIOLIUM ITPO(ECCHOHAIBHBIM KBATH(PUKALUAM

[IpoBOANTH MOHUTOPUHT 3apabOTHOM IIATHI HA PBIHKE TPYAa

AnanmusupoBath  (OpPMBI  MaTEpHAIBHOTO  CTUMYJIMPOBAHUS,
KOMIICHCALUH U JIBIOT B OIlIaTe TPyZa IepcoHaia

PaGorath ¢ mHOOPMAIIMOHHBIMU CUCTEMaMH M 0a3aMU JaHHBIX I10
oIUTaTe TpyJa MepcoHaa

CocTaBnaTh NPOrHO3bI Pa3BUTHS OIUIATHI TPY/la EpcoHaa

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

Heo0Oxoaumele 3HaHUSA

@®opMBI ¥ CHUCTEMBI 3apabOTHOM TUIATHI, TOPSAIOK COCTABJICHUS
O10/1KETOB

Cuctembl, MeTOJIBI U (POPMBI MAaTEPUATBHOTO U HEMAaTEPHAIHLHOIO
CTUMYJINPOBAHUS TPYJla IEpCOHAIIA

TexHnomnorun u MeToabl (OPMUPOBAHUS M KOHTPOJSI OOKETOB U
dhonI0B

[Mopsmox  Tapuduxarmuu paboT W paboumMx, YCTAHOBJICHUS
JOJKHOCTHBIX OKJIQJIOB, JOIJIAT, HaA0aBOK M KOX(P(UIIMEHTOB K
3apa00THOM IJIaTe, pacueTa CTUMYJIUPYIONTUX BBITIAT

Mertoap! onpeneneHus YUCICHHOCTH PAaOOTHUKOB

TapudHo-kBamuPUKAIMOHHBIE CIPABOYHUKKA PabOT W mpodeccuid
pabounx © KBaJM(PHUKALMOHHBIE XapaKTEPUCTHKH JOJHKHOCTEH




CITy’KallMX

MeTonpl ydeTra M aHanu3a IMOKaszarele Mo TPyay U 3apaboTHOM
mnjare

TexHomornu, MeTONBl M METOAUKHM IPOBEIEHUS AaHAIW3a H
CHCTEMaTH3aluU JOKYMEHTOB U HH(POPMALIUU

KaIIpOBaSI IOJIMTHKA U CTPATCTHUA OpTraHHU3allnn

CtpykTypa OpraHm3aldd M BaKaHTHbBIE JOJKHOCTH (mpodeccuu,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COJAEpKAIUE HOPMBI
TPYAOBOIO IIpaBa

OcCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparuu

3akoHonarenbcTBO  Poccuiickoir  dDepepanuid 0  MEPCOHATBHBIX
JTAHHBIX

JlokanpHblE HOPMATHBHBIE AaKThl OPraHHU3alUH, PETYIUPYIOLINE
oruiaTy Tpyaa

OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIBHOCTU OpraHHU3allun

OcCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIUOHHOT' O obecnieueHUs

[Topsaok 3akiIt0ueHus 10rOBOPOB (KOHTPAKTOB)

OcHOBBI O0IIEH W COIMAILHOW IICHMXOJIOTUH, COLMOJIOTHH U
MICUXOJIOTUH TPyAa

HOpMBI O9THUKHU JCJIOBOTO O6H_ICHI/ISI

bazoBele  OCHOBBI ~HMH(GOpPMATHKH, CTPYKTYpHOE IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTH PabOThl C HUMU

[pyrue xapakTepuCTUKU

3.5.3. TpynoBasa dyHKIUA




AJMUHUCTPUPOBAHUE TPOLIECCOB U VpoBeHb
OKYMEHTOOOOpOTa MO BOIIpOCaM
Haumenosanue | "0 o p p Kox | E/03.6 | (momypoBeHb) 6
OpraHM3aliyl  TpyAa M  OIUIATHI
KBaTMUKAITUH
nepcoHana
ITponcxoxaenne 3aMMCTBOBaHO
P o Opurunan | X
TPYIOBOM (YHKIIUH W3 OpUTHHAJIA
Peructparmonubrit
Kon HOMED
OopurvHajga | MpodeCcCHOHAIBHOTO
cTaHjapra

TpynoBble neicTBuUs

Ananu3 npoueccoB JOKYMEHTOO00POTa, JIOKAIbHBIX JTOKYMEHTOB 110
BOIPOCaM OpraHU3alMM OIJIaThl U TPY/la epcoHala

O(I)OPMHGHI/IG JOKYMCHTOB I10 BOIIPOCaM OIUIATBHI U TpyAda IEpCOHAJIa

[ToaroroBka mpPEANONKEHUH MO BOMpOCaM OIUIATBI M TpyAa
nepcoHaa

HOI[FOTOBKa HpGI[J'[O)KeHI/Iﬁ Mo COBCPHICHCTBOBAHUIO CHUCTCMBI
OIUIAaThl U OpTraHU3alllU TpyJa [ICPCOHAJa

JIOKyMEHTalIlMOHHOE W OPTaHU3alMOHHOE COMPOBOXK/ICHHE CHCTEMBbI
OpraHM3allM U OIIAThl TPYAA MEepCcoHaa

[ToaroroBka u 06paboTKa 3aPOCOB U YBEAOMJICHHH O paOOTHHKAX B
rOCyJJapCTBEHHbIE OpraHbl, MPOQECCHOHATIBHBIE COIO3Bl U JpPYyrUe
OpeACTaBUTCIBHBIC OpPTraHbI pa6OTHI/IKOB, 10 CHUCTEMAaM OIlIaThl U
OpraHu3aIy Tpy/a MepcoHana

ConpoBokJiIeHUE JOTOBOPOB 110 OKa3aHWIO KOHCYJBTAl[MOHHBIX,
MH(OPMALIMOHHBIX YCIYr MO CHUCTEMaM OIIaThl M OpraHHU3allH
TpyJa IEpCOHaja, BKJIKOYas IPEABAPUTEIBHBIE MPOLEAYPHl M0 HX
3aKJIFOYECHHUIO

Heobxomumblie ymeHust

OOecnieunBaTh JOKYMEHTAIIMOHHOE COIMPOBOXKICHUE MEPOIPUSTHIA
0 OIUTAaTe W OPraHU3alMy TPY/a MepcoHaa

OdopMisTh NOKYMEHTHI IO BOMPOCAM OIUIAThl U OpTaHU3alUU
TpyAa MEpCOHala, MPEAOCTaBIsEMbIE B IOCYJapCTBEHHBIE OPraHbl,
npodeccuoHalbHbIe COIO3bI U APYTUe MpPEICTaBUTEIbHbIE OPraHbl




paboOTHUKOB

AHaJ]I/IBI/IpOBaTB HOPMATUBHBIC W MCTOAUYCCKUC JTOKYMCHTHI 110
BOIIpOCaM OIlIaThbl U OpraHyU3alliy Tpyda I€pcoHaia

Opranu3oBbiBaThb XpaHEHUE JIOKYMEHTOB B COOTBETCTBHM C
TpeOOBaHUSMH 3aKOHOAaTenbcTBAa Poccuiickoit ®exepauuu U
JIOKQJIbHBIMHU aKTaMH OpraHu3aluu

Bectu yuer u perucrpanuio JIOKYMEHTOB B HH(MOPMAalMOHHBIX
CHUCTEMax M Ha MaTepUaIbHbBIX HOCUTEISIX

Paborare ¢ WHPOPMAIIMOHHBIMH CHCTEMaMU M 0a3aMd JaHHBIX 10
cUCTeMaM OIUIaThl U OpraHU3aluy TpyZa nepcoHana

[IpousBoauTh mNpeABapUTENbHBIC 3aKYMOYHBIE MPOIEAYPHl H
0(OpMIIATH COMYTCTBYIOIIYIO JIOKYMEHTAIMIO TIO 3aKIIOYEHHIO
JIOTOBOPOB

Bectu nenoByro nepenucky

Co0ro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

HCO6XOI[I/IMBIG 3HaHUA

[lopsanox odopmieHusi, BelIeHUS M XPAaHEHUS JOKYMEHTAlMH IO
CUCTEMaM OIUIATHl U OpraHU3alMK TPya IepcoHana

HopmatuBHbIE TNpaBOBbIE aKThl, pPETYJIMPYIOIIME TIpaBa U
00s13aHHOCTH TOCYAApCTBEHHBIX OpPraHOB M OpraHu3aluu IO
IIPEIOCTABIICHUIO YUETHOW JOKYMEHTAUU

TexHomornu, MeTOAbl M METOAMKM IIPOBEICHMS aHaIM3a U
CUCTeMAaTH3allluM JOKYMEHTOB U HH(opMaluu

JloxanbHblE HOPMATHUBHBIE AKTHl OpraHU3alldd, PEryIUpYyroNue
MOPSAIOK OIUIATHI, OPraHU3aLMU U HOPMUPOBAHUs TpyAa

OcCHOBEI IIOKYMGHTOO60pOTa U JOKYMCHTAlIUOHHOT' O obecrneueHUs

[Topsmox  dopmupoBanusi, BeaeHus  OaHKa  JaHHBIX W
MPEAOCTABICHUS] OTUYETHOCTH MO CHUCTEMaM OIUIaThl U OpraHU3aluu
TpyZa IepcoHanta

TpynoBoe 3akOHOAATENBCTBO W WHBIE aKTHI, COJCPKAIINE HOPMBI
TPYJOBOTO IIpaBa




OCHOBBI apXMBHOTO 3aKOHOJIATEIbCTBA U HOPMATHUBHBIE MPABOBbHIC
akThl Poccuiickoit denepanyu, B 4aCTH BEJICHUS JOKYMEHTAIUU T10
MepcoHaly

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNbecTBa Poccuiickoit denepanuu

3akoHonarenscTBO Poccuiickoit ®enepanuu 0 NEpCOHAIBHBIX
JAHHBIX

[Topsaok 3akiit0oueHus 10roBOPOB (KOHTPAKTOB)

[lopsamox mpoBeneHUs 3aKyNOUHBIX MPOIEAyp H OQOPMIICHHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

Hopwmbl 3THKH 1emoBoro o0iieHus

bazoBble  OCHOBBI HMH(OPMATHKH, CTPYKTYpPHOE IIOCTPOCHHUE
MH(GOPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMH

Jpyrue xapakTepUCTUKH

3.6. O6001meHHas Tpy/ioBasi GyHKIU

JesaTenpbHOCT 10  OpraHu3aluu
N N YpoBeHb
HaumeHoBaHMe | KOpHOpaTHMBHOU counansHOi | Kog F 6
KBTI (UKAITTT
MOJIUTUKU
IIpoucxoxnenue
N 3aMMCTBOBaHO
000011IeHHOH Opurunan | X
. U3 OpUTHHAaJIa
TPYAOBOH (PyHKIIMU
Perucrpanuonnsii
Kon HOMEDP
OpUTHHAJIa | MPO(ecCHOHANTBHOTO
CTaHJapTa

Bo3moxkHabIe
HAUMEHOBaHUS
JOJDKHOCTEH,
npodeccuit

Crienyanuct 1o coUaIbHbIM IIPOrpaMMam

Cremmanuct 1mo paboTe C  MPEeICTaBUTEIbHBIMH — OpraHaMH
PabOTHHUKOB




Crennanuct 1o KOpnopaTUBHOM COIIMAJIBHOI IOJIUTHKE
Crneuuanuct 1o nepcoHaty

Menemxep 1o nepcoHany

Briciiee oOpa3zoBanue

TpeboBanus K
00pa30BaHuUIO u | JomomHuTensHoe mpodeccrnoHambHOEe 00pa3oBaHUE - MPOTPAMMBI
00yuEeHHUIO npoecCHOHAIbHON TEPEroArOTOBKH W MPOTPaMMbl  TIOBBIIICHUS

KBaJ'II/I(bI/IKaHI/II/I B o0JIacTu CONUAJIbHBIX IIpOrpaMm

TpeboBaHust K OHBITY
IPAKTUYECKON pabOThI

Oco0Obie YCJIOBHS
JI0ITycKa K pabote

Jpyrue xapakTepucTuku | -

JlonosTHUTEIbHBbIE XapPAKTEPUCTUKH

HaumeHnoBanue 6a30B0ii rpymiibl, JOKHOCTH
HaumenoBaHue noKymMeHTa Kon
(mpodeccun) MM CrienuaiIbHOCTH

OK3 2412 CrenanucThl 1Mo KaJapaM U npodopueHTaun

3423 CrenuanucTbl KagpoBBIX CIYXKO U  Y4peKIeHHN

3aHSATOCTH

EKC - Cnenuanuct no Kaapam

- Menemxep no nepcoHany
OKIIATP 27755 | DKOHOMHUCT IO TPYZIY

22956 | MHCHekTOp 1Mo Kajapam
OKCO - -

3.6.1. TpynoBasa GpyHKIUA




Haumenosanue

Pazpabotka KOpIIOPaTUBHOM
COLMAJIbHOW MOJUTHUKHU

YpoBeHb
Kox | F/01.6 | (momypoBeHb) 6
KBaJTM(pUKAITIH

[Ipoucxoxaenue
TPYAOBOW (DyHKIIMU

Opurunan | X

3auMCTBOBaHO
U3 OpUTHHAJIA

Perucrpanmonubii
Kon HOMEP

OpUrMHasia | MpodecCHOHAIBHOTO

CTaHJapTa

TpynoBeie 1eliCTBUS

Ananuz YCICIIHBIX KOPIIOPATUBHBIX IIPAKTUK TII10 OpraHUu3aluu
CONHUAJIBHOI'O  IIapTHEPCTBA, COIIMAIbHON  OTBETCTBCHHOCTH U
COLMAJIBHBIX ITPOTpaMM

Pa3paboTka KOpHoOpaTUBHBIX COIUAIBHBIX TPOrPaMM

Pa3pa60TKa CHUCTCMBEI BBIIJIAT pa60THI/IKaM COLIMAJIBHBIX JIBI'OT

Opranuzanus NEperoBopoB ¢ NPO(PECcCHOHATBHBIMH COIO3aMH U
JIpyruMu IIPEACTABUTENBHBIMU opraHamu pabOTHUKOB,
00I11eCTBEHHBIMU OpraHu3ausaMu, B3aUMOJICHCTBUE c
roCyJapCTBEHHbIMH OpraHaMu

[ToaroroBka mpemnoxeHud mo (GOpPMUPOBAHHMIO OKO/KETa B YaCTH
obecrneueHnss KOPIOPaTUBHON COIIMATBLHOM MOIUTUKU

Heo6xoaumblie ymeHust

OHpeIICJ'IHTL OCJICBBIC  TPYIIIIBI NE€pCOHala  JJIA pa3pa60TK1/1
CIICHHUAIIM3UPOBAHHBIX CONUAJIBHBIX ITPOrpaMm

JoBomuth mH(OpPMAIMIO O COIHAIBHBIX MPOTPaMMax 10 IEJEBBIX
rpynn IepcoHaja C MCIOJIb30BAHUEM WHCTPYMEHTOB BHYTPEHHHUX
KOMMYHUKaIUn

OHpeIICJ'IHTL KpUTCPpUH U YPOBHH YAOBJIICTBOPCHHOCTH IIE€PCOHAJIA

Hcnonb30BaTh MaTepuanbHbIE U HEMAaTEPUAIbHBIE CUCTEMbI, METOIbI
1 (GOpMbI MOTHBAIIMH B YIIPABJICHUU IEPCOHAIOM

Onpenensitb 00bEMBI CPEACTB JJS peaju3alud COLHUAIbHBIX
rapaHTui,  KOPIOPATUBHBIX  JILTOT W  HWHBIX  DJIEMEHTOB
KOPIOPAaTUBHBIX ~ COIMAIBHBIX MporpaMM i (HOpMHUPOBAHUS




OI0KETOB

CocTaBisath u KOHTPOJIMPOBATh CTAaTbH PACXOAOB Ha COIMAJIBHBLIC
[MporpamMmsbl IJI INIAHUPOBAHU S 6IO,Z[)KGTOB

[IpousBoauTh MpeaBapUTEIbHBIE 3aKyMOYHbIE MPOLEAYPbl H
oopmiieHHE COMYTCTBYIOIIEH TOKYMEHTALMU MO 3aKIIOUYEHUIO
JIOTOBOPOB

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHMSI

Heo0xonuMble 3HaHUS

HOpHI[OK n MCTOAbI pa3pa60TKH IJIAHOB W IIPpOTrpaMM COLUAJIBHOTO
Pa3BUTHA OpTraHHU3aln

Meroapl  aHanaM3a  BBIIOJIHEHUS  COLMAIBHBIX  MPOTPAaMM |
oTpezieNieHus] UX SKOHOMUYECKOH 3(pPeKkTHBHOCTH

Cucrembl, MeTobI U (HOPMBI MAaTEPUATBHOTO M HEMAaTEPHAIHLHOTO
CTUMYJIMPOBAHUA TPy1a [IepCOHalIa

TexHomorum U METOIBI (I)OpMI/IpOBaHI/I}I 1 KOHTPOJIA 6IOZ[)KCTOB

MeToapl TIPOBENEHUSI COLMOIIOTUYECKUX HCCIEIOBaHUM, W3YYeHUS
0OIIIECTBEHHOTO MHEHUS

TGXHOJ'IOFI/II/I, MCTOABI W MCECTOJAUKH TIIPOBCACHUA aHAJIM3a H
CUCTEMATU3allu JOKYMCHTOB U HH(bOpMaHHH

[Topsimox mpoBeACHUS 3aKyMOYHBIX MpoUeAyp H OohOopMICHHUS
CONYTCTBYIONIEH JOKYMEHTAUU

OCHOBEI HpOHSBO}ICTBeHHOI\/'I ACATCIIBHOCTU OpTraHHU3alnu

OcHOBBl 00MIEH W CONHMATBHOW TICHMXOJIOTUH, COLMOJOTHH H
MICUXOJIOTHH TPYJa

CTpyKTypa, LIeJId, CTPATEerus U KaIpoBasi MOJIUTHUKA OPTaHU3AIUU

TpynoBoe 3aKOHO/ATENbCTBO M HHBIE AKTHI, COJEpPIKAIIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

HopmartuBHBIE IIpaBOBBIE  aKThl, pEryjIupylOIIMEe IIpaBa W




0053aHHOCTH  T'OCYJApCTBEHHBIX OPraHoOB, MPO(EeCcCHOHATBHBIX
COI030B U JIPYTUX NPEICTaBUTEIbHBIX OPIraHOB paOOTHUKOB

3akoHonarenbcTBO  Poccuiickoit  dexpepanmu 0  NEpCOHAIBHBIX
TAHHBIX

JlokasibHbIE HOpPMAaTUBHBIE aKThl OpraHU3alUH, pPETYIUPYIOLIUE
NnopsAI0K (GOPMUPOBAHUS COLUATHHON MOTUTUKU

OcHOBBI MpaBOBOrO perynupoBanus Pocculickoit  ®enepanuu
MOPsI/IKA 3aKIFOYEHUH I0TOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOTO 00IIEeHUS

bazoBeile  OCHOBBI ~HMH(POPMATHKH, CTPYKTYpHOE TIOCTPOCHHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH paboThl ¢ HUMU

Apyrue
XApaKTCPUCTHKH

3.6.2. TpynoBas pyHKIIUA

HaumenoBaunue

YpoBeHb
Kox | F/02.6 | (momypoBeHb) 6
KBaJTM (pUKAITIH

Peanusanus KOpIIOPaTUBHOU
COLIMAJIbHON MOJIMTUKU

IIpoucxoxnenue

TPYAOBOH (HyHKIIMU U3 OpUTMHAJIA

3auMCTBOBAaHO
Opurunan | X

Perucrpanuonnsii
Kon HOMEDP

OpUTHHAJIa | MPO(ecCHOHANTBHOTO

cTaHaapra

Tpynoseie 1encTBUS

BHenpeHne KOpIOpAaTHBHBIX COLMAIBHBIX NPOTPaMM, B TOM YHUCIIE
M0 COLMANBHOM MOJIEPIKKE OTJENIBHBIX IPYII PaOOTHUKOB

Peanmaum{ CHUCTEMBI COLHUAJIBHBIX JIBI'OT, BbIILJIAT pa60THI/IKaM C
ydeToM TpeboBaHM 3aKOHOAaTeNbCTBA Poccuiickoit deaepanun

Ouenka YAOBJIETBOPEHHOCTH nepcoHana KOPIOPaTUBHOMN




COLIMATILHON MOJIUTUKOMN

Onenka 3¢ (peKTHBHOCTH MEPONIPUATHI KOPIIOPATHBHON COIMATEHON
HOJUTHKH

[ToaroroBka MpeaIoKEHUH MO COBEPUIEHCTBOBAHUIO MEPOIPUATHN
KOPIIOPAaTUBHOM COLMATIbHOM MTOJTUTUKHU

[TonroroBka mpemIOKEHUH MO (GOPMUPOBAHUIO OrOKEeTa Ha
peanu3alnnio KOpIopaTUBHON COUMAIBHON MOJUTUKH U COLIMAIIBHBIX
MporpaMm

Heo0Oxonumblie ymeHus

PaccuuthiBaTh 3aTpaTtbl Ha HOPOBCACHUC CHCHHUAIM3UPOBAHHBIX
COLUMAJIBHBIX ITPOTpaMM

[TpoBOIUTH MOHUTOPHHI YCIIEHIHBIX KOPHOPATHUBHBIX COLIMAIbHBIX
porpaMm

[IpoBoauTh MEpONPUSTHS B COOTBETCTBUM C KOPIOPATUBHOMN
COLMATILHOU MTOJIMTUKOU

OnpenensaTb  LedeBble TPYNNbl IEpCOHana JUIsl  CO3JaHMs
CHEIHAIN3UPOBAHHBIX COIUANBHBIX MTPOTPaMM

OHpeI[eJ'ISITL KPpUTCpUH U YPOBHH YAOBJICTBOPCHHOCTH IIE€PCOHAJIA

Onpenendarsb 3¢ (HeKTUBHOCTH MEPOIPUATHI peanusyemon
KOPIIOPAaTUBHOM COIMATIbHOMN MOTUTUKU

OpranuzoBbIBaTh B3aUMOJIEHCTBUE C TOCYAApCTBEHHBIMH OpraHamH,
npoeCCHOHATBHBIMU COI03aMU U JPYTUMH TPEACTaBUTEIbHBIMU
opraHamM paOOTHUKOB, OOIECTBEHHBIMU U MHBIMH OpraHMU3AIUSIMU
I10 BOIIPOCaM pealln3aluy KOPIIOPATUBHON COLUAIIBHON ITOJIUTUKHU

AHaJ'II/ISI/IpOBaTL PBIHOK yciayr o conraJibHbBIM n
CIICHUAIM3UPOBAHHBIM InporpamMmmam COI.[I/IZU'IBHOIZ IOAACPIKKHN
WICHOB ICJICBBIX TIpPyNIl W TOTOBUTb MNPCHJIOKCHHUA TIO0 HX
nocraBOIMKam

[Ipon3BoauTE MpeABapUTENbHBIE 3aKYNOYHBIE MPOLEAYPHl H
O0(OPMIIATH COMYTCTBYIOIIYIO JOKYMEHTALUIO IO 3aKII0YEHUIO
JIOTOBOPOB

Co0ur01aTh HOPMBI ATUKHU JAETIOBOTO OOIIEHUS




Heob0xonumMele 3HaHUS

Bormpocs! ynpasiieHHs] COLMAIBHBIM PAa3BUTHEM OPraHU3aLUU

Meroabpl aHanM3a BBIOJHEHHS KOPHOPATUBHBIX  COLMAIBHBIX
IIPOrpaMM U OIpeIeTICHHs X IKOHOMUYECKOH 3(h(hEeKTUBHOCTH

Cucrembl, MeTolpl, (OpPMBl MaTepUAILHOTO M HEMaTEpPHAIbHOI'O
CTUMYJIMPOBAHUs TPy/la IIEpCOHAIIA

MGTOILBI MMpOBCACHUA COLHUOJOTHYCCKUX I/ICCJIGI[OBaHI/If/'I, N3YUCHUA
O6H.[CCTB€HHOTO MHCHUS

TexHomornu, METOABI W METONUKH IIPOBEICHUA aHaIW3a U
CHCTEMaTH3all1 JOKYMEHTOB U MHPOPMALIUU

HopmatuBHBIE IIpaBOBBIE  aKTBl, pEryJUpYIOIIME IIpaBa W
00513aHHOCTU  TI'OCYJapCTBEHHBIX OPraHoOB, MPO(EeCcCHOHANTBHBIX
COI030B M [JPYI'MX IPEJICTABUTEIBHBIX OPraHOB PpPaOOTHUKOB IIO
[IPEAOCTABICHUIO YYETHOU TOKYMEHTALUU

[Topsimoxk  mpoBeneHHs] 3aKyNOYHBIX Hpouneayp u odopMieHus
COILYTCTBYIOILEH JOKYMEHTalu1

CprKTypa, e, CTPAaTerua U KaaApoBas IMOJIUTUKA OpraHU3allun

OCHOBBI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTU OpTraHHU3allnn

OcHOBBI 00IIEH W COIHMANBHOM TICHXOJIOTUH, COLMOJOTHH H
MICUXOJIOTHH TPYJa

TpynoBoe 3aKOHOJATENBCTBO M HMHBIE AKThI, COAEpIKAIUe HOPMBI
TPYZAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIbCTBA U HOPMATHUBHBIE IPABOBBIC
akThl Poccuiickoit denepanniv, B 4acTH BEICHUS JOKYMEHTAIMU 10
IepcoHany

OCHOBBI HAJIOT'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepannn

3akoHonmarenbcTBO Poccmiickoit ®Penepanyi 0 NEPCOHAIBHBIX
JTAHHBIX

JlokanpHble  aKThl  OpraHW3alldH, PETYIUPYIOIIUE  MOPSAOK
BHEJIPEHUS COL[MATBHON MMOJTUTUKN




[Topsiok 3aKiII0UEeHUsI IOTOBOPOB (KOHTPAKTOB)

HopMbI 3TuKH 1e10BOTO 00IIEeHUS

ba3oBble  OCHOBBI ~HMH(POPMATHKH, CTPYKTYpHOE IOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PadOThI C HUMHU

HApyrue
XapaKTCPUCTHUKU

3.6.3. TpynoBasa GyHkumsa

AJMUHUCTPUPOBAHUE TPOLIECCOB U VpoBeHb
JTOKyMEHTO000pOTa MO0 BOIpPOCaM
HanmeHnoBanmue M P pocav Kon | F/03.6 | (momypoBeHb) 6
KOPITIOPaTHBHOM COLMAITbHON
KBaTM(UKAITIN
MOJIUTUKU
[Tpoucxoxaenue 3aMMCTBOBaHO
P o Opurunan | X
TPYIAOBOH (YHKITUU U3 OpUTHHAJIA
Peructpanmonuei
Kon HOMEP
opurvHaiga | Npo¢ecCHOHAIBLHOTO
CTaHJapTa

TpynoBsie 1eHCTBUS

AHanu3 npoueccoB JOKYMEHTOO00POTa, JIOKAIbHBIX JTOKYMEHTOB 110
BOIIPOCaM KOPIIOPAaTUBHOM COLMAIIBHOMN MOJTUTHKHU

JlokyMeHTallMoHHOe Oo(opMIIeHHE pPe3yabTaTOB KOPIMOPATUBHOM
COIIMAILHOM ITOJIUTHKHU

[TogroroBka  mpemIoKEHUH IO  Pa3sBUTHUIO  KOPHIOPATHBHOU
COLIMAJIBHOM ITOJIMTUKHU

[loaroroBka pe3yabTaTOB aHAJINW3a COOTBETCTBUSI KOPIOPATUBHOM
COLIMAIbHOU MOJINTUKU TpeOOBaHUSAM 3aKOHOJATEIbCTBA
Poccuiickoit denepanuy 1 ycaoBUsIM PhIHKA TPyAa

JIOKyMEHTallMOHHOE W OPraHM3AallMOHHOE  CONPOBOXKICHHE
MEPONPHUATUI KOPIIOPATUBHON COLIMAIBHON ITOJIUTUKHU




IMonroroBka u 006pabOTKa 3aIIPOCOB U YBEIOMJICHHH O pabOTHHUKAX B
TOCY/IapCTBCHHBIE OpraHbl, MPO(EeCCHOHANIbHBIE COI3bI M JIPYyTHe
MPEICTaBUTEIbHBIE OpraHbl paOOTHUKOB MO BOIIPOCAM COIHMAIBHOMN
MOJIMTUKY B OTHOLIEHUH IIepcoHala

ConpoBokieHuE JOrOBOPOB IO OKAa3aHUIO KOHCYJIBTALMOHHBIX U
MHPOPMAIMOHHBIX YCIYyr MO0 MEPOIPHUATUSAM  KOPIIOPATUBHOMN
COLIMAJIbHOW IOJIMTUKH, BKJIIOYas NpeABapUTEIbHbIE IIPOLEAYPHI 110
UX 3aKII0YCHHUIO

HeoOxonumbie ymeHus

OdopmIATh TOKYMEHTHI 110 BOIPOCaM KOPIOPATHBHOMN COLMATBHOM
IIOJINTUKH, TPEJOCTaBIsieMble B  TOCYJAapCTBCHHBIE  OpPIaHBI,
[Ipe/ICTaBUTENbHbBIE OPTaHbl pAOOTHUKOB

AHanmu3upoBaTh IIpaBUia, IOPSAKH, INPOLEAYPHl KOPHOPATUBHOU
COLIMAJIbHON MOJIMTUKU

O0ecrnieunBaTh AOKYMCHTAIIMOHHOC COIIPOBOXKICHUC COHH&HLHOﬁ
IMOJIMTUKHU B OTHOIICHHWH IIE€pCOHATIA

OpFaHI/I30BI)IBaTI) XpaHCHHUEC OOKYMCHTOB B COOTBCTCTBUU C
Tpe6OBaHI/I$[MI/I APXUBHOT'O 3aKOHOAATCIbCTBA Poccuiickoit
(Denepaunn " JIOKAJIbHBIMU aKTaMU OpTraHHu3alnu

[Ipon3BoauThs TpeABapUTENIbHbIE 3aKyNOYHbIE MPOLEAYPHl U
OoQOpMIIATH COMYTCTBYIOIIYIO JOKYMEHTALMI0 IO 3aKJIIOUEHUIO
JIOTOBOPOB

PaGorats ¢ I/IH(I)OpMaI_[I/IOHHLIMI/I CHCTEMaMU M 0Oa3zaMu JaHHBIX IIO0
BOIpocaM COHHaJII)HOfI IMMOJIMTUKU B OTHOIICHHWHU IIEPCOHAIA

Bectu yuer u perucrpanuio JI0OKYMEHTOB B HH(OPMAalMOHHBIX
CUCTEMaxX Y Ha MaTEPUAIIbHBIX HOCUTENAX

Bectu ACJIOBYIO NIEPCIIUCKY

C06J'IIOI[aTL HOPMBI 3TUKHU ICJIOBOTO O6IJ_I€HI/IH

HCO6XOI[I/IMBIC 3HaHUA

HOpSI)IOK O(I)OpMJ'ICHI/ISI, BCACHUA U XpaHCHUA NOKYMCHTALUKU I10
COHI/I&HBHOﬁ IMOJIMTUKE B OTHOIICHHWHU IIEPCOHAIA

[Topsgox  dopmupoBanusi, BeaeHUs  OaHKa  JaHHBIX W
npeaoCTaBJICHUA OTYCTHOCTH 110 BOIIPpOCaAM COLIHEU'H:HOﬁ IIOJIMTHUKHU B
OTHOIIICHUH TIEPCOHANA




TCXHOJIOFI/II/I, METOAblI W MCTOAHWKHU MPOBCACHUA aHAIM3a U
CUCTEMaTHU3aluK JOKYMCHTOB U I/IHq)OpMaI_II/II/I

OCHOBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIIUOHHOI'O obOecreyeHus

[lopsanox mnpoBeneHUs 3aKyNOUHBIX MPOIEAyp H OQOpPMIICHHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

CtpykTypa OpraHu3allid W BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COJAEPKAIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA U HOPMATHBHBIC IPABOBHIC
akTel Poccuiickoit denepainu, B 4acTH BEACHUSA JOKYMEHTAIUU 110
TepCcoHaIy

OcCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparuu

HopmaTtuBHBIE TIpaBOBBIE  aKThl, pEryJUpyOIIUWE IIpaBa U
00s13aHHOCTH  TOCYJIapCTBEHHBIX OPraHOB, MNPO(EeCcCHOHATbHBIX
COI030B M JIPYIMX IPEJICTaBUTENbHBIX OpPraHoB pPaOOTHUKOB IIO
MIPEAOCTABIICHUIO YYETHOMN TOKYMEHTALUH

3akoHonartenscTBO Poccuiickoit  denepannn 0 MEpCOHANbHBIX
JTAHHBIX

JlokasibHBIE HOPMATHMBHBIE AKTHl OpraHU3alUH, PETYIUPYIOLIUE
MOPSAIOK BHEAPEHUS KOPIOPATUBHOW COLMAIBHOW TOJUTUKH H
COLMAJIBHBIX ITPOTPaMM

[Topstok 3aKt0OUEHUS TOTOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOTO O6H_ICHI/ISI

bazoBele  OCHOBBI  HMH(MOPMATHKH, CTPYKTYpHOE IOCTPOECHHE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTH PabOThl C HUMU

Jlpyrue xapakTepucTHKH

3.7. Obob1eHHas TpyA0oBas PyHKITHA




OnepannonHoe yIpaBJEHUE VDOBCIL
HanmvenoBanue | mepcoHamom wu moapasaeneauem | Kon G P 7
KBaTM(pUKAITIH
OopraHu3aIu
[Ipoucxoxaenue
N 3auMCTBOBAaHO
000011IeHHOH Opurunan | X
. W3 OpUTHHAJIA
TPYIOBOM (YHKIIUH
Peructparnmonnblit
Kon HOMED
OopurvHajga | MpodeCcCHOHAIBHOTO
cTaHjapra

Bo3smoxHbIe p
BOJIUTENb CTPYKTYPHOTO II HUS

HAMMCHOBAHMS YKOBOJUTEIIb CTPYKTYPHOTO I1Opa3eie

KHOCTEHN
AOIDKHOCTEH, HauanbHUK CTPYKTYpPHOTO MOApPA3ICICHUS
npodeccuit

Beiciiee o6pa3oBaHue - CIEUATUTET, MaruCTpaTypa

TpeGoBanus k | JomnonHurensHoe npodeccruoHalbHOE 00pa3oBaHME - MPOrpamMMBbl
00pa3oBaHuUIo u | OIpodeccHoHaIbHOM INEepenoAroToOBKM B 00JACTH  YHpPaBJICHUS
00yYEHHIO MEPCOHAJIOM,  ONEPAlIOHHOTO ¥  TAKTUYECKOTO  YIPaBIICHHS;

nporpaMmbl IMOBBIIICHUA KBaJ'II/I(I)I/IKaI_II/II/I B obOmnactu YIIpaBJICHUA
IEpCOHAIOM, OIICPATUOHHOI'O0 M TAKTUYCCKOI'O YIIPaBJICHUA

TpeboBanusi K ONBITY
NPaKTUYECKON paboThI

He menee nartu et B 061acTu ynpapieHHUs IEPCOHATIOM

Ocobble yCIOBHUS
JoTycKa K pabore

[pyrue xapakTepUCTUKU

JlOTIOTHUTEIbHBIE XapAKTEPHUCTUKHU

HaunmeHnoBanue nokyMeHnTa Konx

HaumenoBanue 6a30B0# rpymnibl, JOTKHOCTH
(mpodeccun) MM CrIeUATBHOCTH

OK3

1232 PykoBomuTenu moapazaeneHuii (ciry»x0) yrpaBiaeHUs




KaJpaMi U TpYAOBBIMHU OTHOUICHUSAMU

EKC

- Hauvaneauk otaena kaapos

- HauanpHuk OTACJIa OpraHru3alu U OIUIAThI TPpyada

- HauanpHuk OTACJIa IMOATOTOBKH KaJpOB

- HauanpHuk OTACJIa COMUAJILHOTO Pa3BUTUA

- 3aBenyronuii (Ha4aaIbHUK) OTJEIOM KaJpOB

OKII/ITP

24063 | Menemxep O MepCcoHALY

3.7.1. TpynoBas pyHKIIUA

Pa3pabotka CUCTEMBI
OTIEPALIMOHHOTO TIpaBJICHUS YPOBCHE
HanmeHnoBanmue p yrip Kon | G/01.7 | (momypoBeHb) 7
MIEPCOHAIOM u paboThI
KBTI (UKAITTI
CTPYKTYpPHOTO TOJIpa3/IeICHUS
[Tpoucxoxnenue 3aMMCTBOBaHO
P A Opurunan | X
TPYIAOBOH (YHKITUU W3 OpUTHHAJIA
Perucrpanmonueii
Kon HOMEP
opurvHaiga | Npo¢ecCUOHAIBLHOTO
CTaHJapTa

TpynoBsie 1encTBUS

Ananus YCICIIHBIX  KOPIOPATHBHBIX MPAKTHUK IO BOIPOCaAM
CTPaTCTU4YCCKOro M  OICPAaTUBHOIO  YIPABJICHHA IICPCOHAIIOM
OopraHu3anun

[TocTaHOBKa OMNEpaTWBHBIX IEJlNed MO BONpPOCaM YIpPaBICHHS
HIEPCOHAIOM

Pa3paboTka mu1aHOB, mMporpaMM U TMpOLEAYyp B YyIpaBICHHUH
MEPCOHAIIOM

PazpaboTka TpeasioKeHU TO CTPYKType NOApa3JesieHUus] |




NoTpeOHOCTH B IIEPCOHATIE

Pa3paborka mpemniokeHU O  OOECIEUCHHWIO  TIEPCOHAIIOM,
(GOpPMHUPOBAHUIO CHUCTEM OLCHKH, pa3BUTHSA, OIUIATHI Tpy/a,
KOpHOpaTHBHBIM COLUaJIbHBIM nporpamMmmam u COHHaHBHOﬁ
MOJIUTHKE

Pa3zpaboTtka npemioxeHuii o 3aTparax U QGOPMHUPOBAHUIO OrOJKETa
Ha IepcoHall

Pa3paboTka mpemIOkKEHHI 1O 3aKIIOYEHUIO JOTOBOPOB  IIO
YIPaBICHUIO TEPCOHAIOM C TOCTaBUIMKAMHU YCIYT U TPOBEICHHE
NpeABAapUTEIbHBIX MPOLEAYP 10 UX 3aKII0YECHHUIO

HeobOxonumblie ymeHus

Opranu3oBbIBaTh PadOTy NEPCOHATIA CTPYKTYPHOIO IOAPA3IeIICHUS

Onpenensth 3afaud MEpPCOHATa CTPYKTYPHOI'O IOAPA3JIEICHUs,
WCXOJs U3 1IeJIel U CTpaTeruu OpraHu3aliu

CoznaBaTh M ONUCBHIBATH OPraHU3ALUMOHHYIO CTPYKTYpY, LEIH,
3ajauu, QyHKIUHU CTPYKTYPHOTO MOApa3AeIeHUs

HpI/IMeHHTB METOIbI YIIPABJICHUS MCKINIYHOCTHBIMU OTHOMICHUAMU,
q)OpMI/IpOBaHI/IH KOMaHI, pa3sBUTUA JIUACPCTBA U UCIIOJTHUTCIIBHOCTH,
BBISABJICHUSA TAJIAHTOB, OIIPECACIICHUA YAOBJICTBOPCHHOCTU pa6OTOﬁ

Onpenensartb, aHaNM3UPOBaTh, MOJIEINPOBATb W  BBICTPAaUBaTh
BHYTPEHHUE KOMMYHHUKAIIMH IIEpPCOHANA

Pa3zpabaTbeiBaTh TPOEKTHBIE TPEAJIOKEHUS W MEpONPHITHS TI0
3¢ dexTUBHOMN paboTe nepcoHaia

BHC,Z[p}ITB CTPATCTHUIO IO YIIPABJICHUTIO IICPCOHAIIOM

CocTaBisTh, pacCUMTHIBATh, KOPPEKTHUPOBATb MU KOHTPOJIUPOBATH
CTaThU PAcXo/I0B HA TEPCOHAN, Pa3padaThIBaTh MPEITIOKEHHS 10
3aTparaM Ha nepcoHal /i GopMHUPOBaHUS OrOIKeTa

Hpe,[[CTaBHHTL HHTCPCChl OpraHu3alliui MW BECTHU IMCPETOBOPHI C
HpO(beCCI/IOHaHI)HBIMI/I COI03aMM MW APYTUMH NOPEACTABUTCIIBHBIMU
opraHamu pa6OTHI/IKOB, B3aHMOJICMCTBOBAaTh C T OCYAapCTBCHHBIMU
opraHnu3anvsiMu

Ananu3upoBaTh MH(GOPMAIMIO MO MOCTABIIMKAM YCIyr B 0OJAacTH
YIIPaBJICHUS TIEPCOHAIOM U TI0 YCJIOBHUSM 3aKIII09aeMbIX JJOTOBOPOB




[IpousBoauTe mnpeABapUTEIbHBIE 3aKYNOYHBIE NPOLEAYPHl H
OoQOpPMIIATH COMYTCTBYIOIIYIO JOKYMEHTALMI0 IO 3aKJIIOUEHUIO
JIOTOBOPOB

PaGorare ¢ WHPOPMAIIMOHHBIME CHCTEMaMHU W 0a3aMu JaHHBIX IO
BOIIPOCaM YIPABIICHHS IEPCOHATIOM

Opranu3oBbIBaTh M TMPOBOJUTH KOPHOPATHBHBIE MEPOIPUATHS C
HIEPCOHAIOM

Co0bmmo1aTh HOPMBI ATHKH JICTIOBOTO OOIIECHUS

Heo0Oxoaumele 3HaHUSA

MeTto/1b1, cIOCOOBI 1 MHCTPYMEHTBI YIIPABJICHUS IEPCOHATIOM

Hemnu, cTparerust pa3BuTHs U OM3HEC-TUIAH OPTaHU3aLUN

ITonuTnka yIIpaBJICHHUSA IIEPCOHATIOM OpraHU3aluu

Meroapl aHanmu3a KOJMYECTBEHHOTO M KayeCTBEHHOTO COCTaBa
nepcoHaa

CucreMsbl CTaHIApTOB IO OM3HEC-TIpoIieccaM, NpodeccusiM, HopMaM
Tpyaa

Cuctembl, MeTOJIBI U (POPMBI MAaTEPUATBHOTO M HEMATEPUAIBbHOTO
CTUMYJIMPOBAHUs TPyJla IEpCOHAIIA

TexHonoruu u MeTopl GOPMUPOBAHMS U KOHTPOJIS OFOJKETOB

[lopsox mpoBeneHHs 3aKyNOUHBIX MPOLEAyp H OQOpPMIIECHUS
COIYTCTBYIOIEH JOKYMEHTALUU

OCHOBEI HpOHSBOHCTBeHHOﬁ JACATCIIBHOCTH OpraHu3aluu

OcHOBBI O0IIEH W COIMAILHOM IICHMXOJIOTUH, COLMOJIOTHH U
TICUXOJIOTHH TPYJa, SKOHOMHUKH Tpy/a, 0€30MacHbIX YCIOBUH Tpyaa

Crpykrypa opranuzanuu

TpymoBoe 3aKOHOMATEILCTBO U HMHBIC AKThI, COJACPIKAIINE HOPMBI
TPYIOBOTO TIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJAATEIbCTBA M HOPMATUBHBIC IIPaBOBBIC
akThl Poccuiickonn denepanyy, B 4aCTU BEIECHUS JOKYMEHTALUU 110




nepcoHay

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNbecTBA Poccuiickoit @enepanuun

OcHoBBI MUTPALMOHHOIO 3aKOHOJIaTEIbCTBA Poccuiickoit
@denepanyy, B  YacTH  MPUBJICYEHHUS
WHOCTPAHHBIX TPAX/IaH U JHI O3 rpaXkaaHCTBa

TPYAOYCTpOICTBa

OCHOBEI AAMUAHUCTPATUBHOI'O  3aKOHOAATCJIILCTBA B obnactu
YIIpaBJICHHUSA IIEPCOHATIOM U OTBETCTBCHHOCTH JOJDKHOCTHBIX JIMIT

IEPCOHAIBHBIX JAHHBIX

3akoHomarenbcTBO  Poccmiickoit  denmeparuu 1Mo 3amuTe

YIIpaBJICHHUS IIEPCOHATIOM

JloxanpHBIC HOPMAaTUBHBIC AKTbI opraHusanuun B obOnactu

[Topsa10k 3aKiIF0OUEHUs 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3TkH 1emoBoro olieHus

ba3oBbie OCHOBBI WH(OPMATHUKH, CTPYKTYpPHOE IMOCTPOCHHUE
MH(OPMAIIMOHHBIX CUCTEM M OCOOEHHOCTU PabOTHI C HUMU

Jlpyrue XxapakTepucTHUKU | -

3.7.2. TpyznoBasa pyHKIUA

Peanmm3zanus OIEPALMOHHOTO YpoBeHb
HaumenoBanue | ympasieHus nepcoHanioMm u padotel | Kox | G/02.7 | (momypoBeHb) 7
CTPYKTYPHOTO NOAPA3IEICHHUS KBaJTU(DUKAITIH
ITpoucxoxnenue 3aMMCTBOBaHO
P o Opurunan | X
TPYZIOBOM (HYHKIIUH U3 OpUTHHAaJIa
Peructpanmonubi
Kon HOMEP
opurvHanga | MpoQecCHOHAIBHOTO

CTaHzapTa




TpynoBsie 1encTBUS

[limanupoBaHue AeATENbHOCTH NOAPA3AEIEHUS U IEPCOHAIIA

OneparuBHOE yIpaBieHUE [IEPCOHAIOM [10/1pa3IeJICHUS
OpraHu3aIu

Pacuer 3arpar mo mozapasesiieHuIo U MOATOTOBKA MPEATIOKEHUH ISt
(bopmupoBanus OroKeTa

PazpaboTrka  cTaHmapToB  JEATENBHOCTH  IOApAa3ACICHUS U
yHU(PUKAIUS TPOIIECCOB

HpOBCI[eHI/Ie HHCTPYKTAa)xa 110 OXpaHe Tpylda

ITocranoBka 3amad pabOTHUKAM CTPYKTYPHOTO TOJpa3ieicHHUs,
ONPEACIICHUE PECYPCOB I MX BBINOJHEHUS, KOHTPOJIb UCIIOJTHEHUS

AHanu3 TIUTAaHOB U OTYETHOCTH TMOJYMHEHHBIX PaOOTHHKOB,
pazpaboTka  TMPEeNJIOKEHUH  TO0  YJIYYIICHUIO  IOKaszareseu
JESTENbHOCTH MOAPA3ICICHUS

q)OpMI/IpOBaHI/Ie OT4YCTOB O pa60Te CTPYKTYPHOTI'O IOAPA3ACIICHUA

Heobxonumble ymeHUs

OmnpenensaTb 30HBI OTBETCTBEHHOCTH U A((HEKTUBHOCTH PabOTHI
nepcoHaia CTPYKTYPHOTO TOJpa3/IeieHus], paclpeaeiiaTh 3a1a4u 1
oOecrieynBaTh  MaTepPHATbHO-TEXHHUUECKUE PECypChl IS HX
HNCITOJIHCHU L

[IpuMeHATP METOABI ONEPATHBHOIO YIPABICHUS IEPCOHAIOM
OpraHu3anuu

KOHTpOHI/IpOBaTB HUCIIOJTHCHUC HOpy‘{CHI/Iﬁ n 3a1a4, BHOCHUTDHb
CBOCBPEMCHHBIC KOPPCKIHHU B IIJIAHBI U 3aJ1a4n

Onpenensatb noka3zatend d>PQPEKTUBHOCTH PAOOTHI MEepcoHana
MOJIpa3/ieeHus

VYipaBiuATe MOTHBALMEld IIEPCOHANA, €0 BOBJICYEHHOCTBIO U
JUCLUIIIIMHON Tpyia

CocTaBnsATh MIIaHBl AESATENBHOCTH CTPYKTYPHOI'O MOJpa3/eiaeHus
OpraHu3aIu

CocTaBisATh, paccUUTHIBATh, KOPPEKTHUPOBATH M KOHTPOJIUPOBATH
CTaThU PACXOA0B CTPYKTYPHOTO MoApa3fAeiaeHus i (popMupoBaHUs




OO DKETOB

[Ipous3BoauTh aHamu3 TEKYLIEW JEATEIBHOCTH CTPYKTYPHOTO
MOAPA3ACIICHUS U BHEAPATD MPOLIEAYPHI IO €€ ONTUMH3ALUN

[TpencraBnsaTh MHTEpECHl OPraHM3AMM ¥ BECTH IIEPETOBOPHI C
roCcyaapCTBCHHBIMU OpraHaMu, HpO(I)CCCI/IOHaJIbHBIMI/I COKO3aMHu U
JIPYTHUMH MIPEICTAaBUTEIBHBIMU OpraHaMy paOOTHUKOB IO BOIIPOCAM
nepcoHaa

Bectu neperoBopel ¢ IOCTABIIMKAMHU yCIyr IO  YCJIOBHUAM
3aKJII0YaEMBIX JOTOBOPOB

[IpousBonuTe mpeABapuUTEIbHBIE 3aKyMOYHBbIE NPOLEAYPHl H
0OpMIISTH COMYTCTBYIOIIYIO JIOKYMEHTAIMIO TIO 3aKITFOYEHHIO
JIOTOBOPOB

HpOBOI[I/ITL AyIUT pE3yJIbTaTOB pa6OTBI C IICPCOHAIIOM

Paborare ¢ WHQOPMAIIMOHHBEIME CHCTEMaMHU W 0a3aMu JaHHBIX IO
BOIIPOCaM YITPABJICHUS [IEPCOHAIIOM

C06J'IIOI[aTL HOPMBI 5TUKHU JCJIOBOTO O6IJ.I€HI/IH

HCO6XOI[I/IMBIG 3HaHUA

TCOPI/II/I YIipaBJICHHUSA IIEPCOHATIOM U €0 MOTHUBAlIUU

MeTtonpl aHanu3a BBINOJIHEHHS IUIAHOB M 3a/ay, ONpPEAEICHUS UX
SKOHOMMYECKOH 3(pPeKkTHBHOCTH

@®opMBI U METOJIBI OLIEHKHU TIEPCOHAJIA U PE3YJbTATOB UX TpyAa

Texmomorun OIICPAaTUBHOI'O YIIPABJICHUA IIEPCOHAIIOM OpraHu3alivun

Cuctembl, MeTOJIBI U (POPMBI MAaTEPUATBHOIO U HEMAaTEPUATBHOTO
CTUMYJIMPOBAHUS TPYJla IEpCOHAIIA

TexHonoruu u MeTobpl GOPMUPOBAHUS U KOHTPOJIS OF0JKETOB

Teopun 1 MeTOABI YIIPABICHUS pa3BUTUEM IIEPCOHAIIA

DKOHOMUKA Tpy/ia

Opranu3alOHHO-IITATHAS CTPYKTYpa OpraHU3aluu




ITonmuTHnka YIIpaBJICHHUA TICPCOHAJIOM U COLMAaJIbHAsd TIOJUTHKA
OpraHru3annuu

L[e.]'II/I, CTpaTerus pa3BuTUus U Ou3Hec-1IaH OpraHru3annuu

MeToauKy TJIaHUPOBAHUS M IMPOTHO3MPOBAHMS NOTPEOHOCTH B
nepcoHae

ITopsaok yperyaupoBaHus TPYAOBBIX CIIOPOB

TpeboBanust 1 paBUIIa IPOBEICHUS ayAuTa pabOTHI C IEPCOHATIOM

(DOpMBI COIMaJIbHOI'O MapTHCPCTBA n B3auMMOJCHCTBHUS C
HpO(I)eCCI/IOHaJ'IBHBIMI/I COI03aMU U APYIUMHU MPEACTABUTCIIbHBIMU
opraHamMu pa6OTHI/IKOB, W MHBIMH OpraHru3alusaMu

[Topsamox odopmieHUs KaapoBBIX JOKYMEHTOB M MpPHAAHUS WM
FOPUANYECKON CHIIBI

[lopsimox mpoBeneHHsS 3aKyMOYHBIX MpOUeayp ©  0ohOpMIICHUS
COIYTCTBYIOIEH JOKYMEHTALUU

TpynoBoe 3aKOHOJATENBCTBO M HHBIE AKTHI, COAEPIKALIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIhCTBA U HOPMATHUBHBIC MPABOBHIC
akTbl Poccuiickont @enepanuu, B 4aCTU BEACHUSA JOKYMEHTALUMU I10
MepCcoHay

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoil @eneparun

OCHOBBI MHUTPAIHOHHOTO 3aKOHOJaTEILCTBA Poccuiickoi
Qdenepauuv, B  YAaCTH MPUBICYEHUS U TPYIAOYCTpOMCTBa
MHOCTpPAHHBIX TPakJaH U JUI| 0e3 rpakJaHCcTBa

OCHOBEI AIMUHUCTPATUBHOTO  3aKOHOAATCJIILCTBA B obiactu
YIIpaBJICHHUSA IIEPCOHATIOM U OTBETCTBCHHOCTH JOJKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccmiickoit ®enepanum 0  NEPCOHAIBHBIX
JAHHBIX

JlokanbHbBIE HOPMATUBHBIC AKTBI OpraHuU3alvi B YaCTU YIPABJICHUA
MIEPCOHATIOM

OcHOBBI TIpaBOBOro perynupoBanusi Poccuiickoit ®Dexneparuu




opAAKa 3aKJIIFOUCHUS I'PaAXKIAHCKO-IIPAaBOBLIX ITOTOBOPOB

Hopwmbl 3TKM nenoBoro oOuieHus

bazoBbrle  OCHOBBI MH(OPMATHUKH, CTPYKTYpPHOE IIOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTU PabOThI C HUMHU

Hpyrue xapakTepucTUKI

3.7.3. TpynoBas GpyHKIIMS

AI[MI/IHI/ICTpI/IpOBaHI/IC IIpoucCCcoB n

JIOKYMEHTO000pOTa o YposeHn
HaumeHoBanue | omepanyoHHOMY ynpasienuto | Kox | G/03.7 | (momypoBeHs) 7
MIEPCOHAIIOM u pabore KBaJIM(pUKAITIH

CTPYKTYPHOI'O TOAPA3ACIICHUA

[IpoucxoxaeHue
TPYAOBON QYHKIIUU

Opurunan | X

3auMCTBOBAHO
W3 OpUTHHAJIA

Peructpanmonuei
Kon HOMEP
opurvHaiga | Npo¢ecCHOHAIBLHOTO
CTaHJapTa

TpynoBbie neiicTBUs

AHanm3 MpoIeccoB JOKYMEHTO000POTa, JIOKATBHBIX JIOKYMEHTOB T10
BOIIPOCaM OTEPAIMOHHOTO YIPABIEHUS MEPCOHATOM U PabOTHI
CTPYKTYPHOTO TIOZpa3/esieHus, OW3HeC-TPOIEeCCOB OpraHU3aIlHy,
yIIOBJIETBOPEHHOCTH TIEpCOHANA

JIOKyMeHTallMoOHHOe  O(OpMJIEHHE pPEe3YJIbTaTOB OMNEpallMOHHOIO
YIpaBJIE€HUS MEPCOHATIOM U pabOThl CTPYKTYPHOTO MOJIpa3zesieHus,
pe3yabTaTOB ayAnuTa paboTHI C IEPCOHATIOM

[loaroroBka MpenaoKeHUH MO Pa3BUTHIO CHUCTEM OINEPALIMOHHOTO
YIpaBJIE€HUS MEPCOHATIOM U pabOThl CTPYKTYPHOTO MOJIpa3zesieHus,
10 HE0OXOAUMBIM KOPPEKTHPYIOLIUM U IPEBEHTUBHBIM MEpaM

Pa3zpaboTka cuctembl aHanM3a U KOHTPOJISL pabOThI IepcoHaa

KoHTponmb, cpaBHEHHME U aHalIM3 MPOIECCOB B  001acTH




OIIEpaTUBHOIO yIIpaBICHUS IIEPCOHAIIOM, pE3yJIbTaTOB
YIPABJIEHYECKUX MEpPOIPUATHH, onpeeraeHue (bakTopoB,
BBI3bIBAIOLINX OTKJIOHEHHE OT IJIAHOBBIX IOKa3aTeseil

[MoaroroBka m 00pabOTKa 3ampoCOB, YBEAOMIICHHMA, CBEACHHIA O
paboTHUKAaX B TOCYJapCTBEHHbIE OpraHbl, MpodeccuoHanbHbIe
COI03bI, OOIIIECTBEHHBIE OPTaHU3AIIH

ConpoBokieHHE JOTOBOPOB OKa3aHUS YCIyr IO BOIPOCaM
ONEpPaTHUBHOTO YIIPAaBJICHUS NEPCOHAIOM U paboTe CTPYKTYPHOTO
MOJIpa3/ieieHus, BKIOYas NpPEABAPUTEIbHBIE MPOLEAYphl MO HX
3aKJIFOUYEHUIO

[ToarotoBka mpemioxkeHuit 1o (GOPMUPOBAHUIO OIOKETa Ha
[IepCOHaN OpraHu3aluu

Beimonmnenue  TpeOoBaHMIA MO XpaHEHWIO HWHQPOpMAIUH O
pe3yibTaTax JI€MCTBHS CHCTEM OIEPALMOHHOTO  YIpPaBIEHUS
MIEPCOHAJIOM U pa0dOThl CTPYKTYPHOI'O IOJIpa3AesieHus

Heobxonumble ymeHUs

KonTpoauposath IIPOLIECCHI YIIpaBJICHUS IIEPCOHAIIOM
MOPA3JEIICHNN, ONPENENATh UX PE3YJIbTaTUBHOCTb W BBIABIIATH
(haKkTOpbI OTKJIOHEHUH OT IJIaHOBBIX NTaPAMETPOB

PazpabaTbiBaTh IpoOrpamMMbl JOCTHXKEHMS ILeJed M ONepaTUBHOIO
peueHus 3a1a4d noapasieaeHuin

AHanusupoBatrh, pas3pabarbiBaTh U O(QOPMIATH JOKYMEHTHI IIO
OIEPATUBHBIM IIPOLECCAM U UX pe3ysbTaTam

HpOBOI[I/ITL AyIuT KaJpOBBIX ITPOLECCOB, IIPOLCAYP, O(I)OpMJ'IeHI/IH
KaJApOBbIX TOKYMCHTOB U TOKYMCHTOB I10 YIIPABJICHHIO IIEPCOHATIOM

KoHTponmpoBats pacxofoBaHie OIOAKETOB Ha IIEPCOHAI

OdopMasTh  JTOKYMEHTHI IO  ONEPAlMOHHOMY  YIPaBJIECHUIO
NepcoHajoM W paboTe  CTPYKTYpHOrO  MOJApa3ieieHHMs,
MIPeIOCTaBIIIEMbIE B TOCYJapPCTBEHHbIE OPIaHbl, MPEICTABUTEIbHBIC
OpraHbl paOOTHUKOB

OOecrieunBaTh JOKYMEHTAIMOHHOE COIMPOBOXKICHHE IO CHUCTEMaM
OTIEPALIMOHHOTO YIPABJICHUSI TIEPCOHAIOM H paboTe CTPYKTYPHOTO
NoJpa3aeICHuUs

Opranu3oBbIBaTh XPAaHEHHE JIOKYMEHTOB B COOTBETCTBUHU C
TpeOOBaHUSMU  TPYIOBOTO U  ApXUBHOTO  3aKOHOJATENbCTBA




Poccuiickoii denepanuu U JIOKAIBHBIMUA aKTaMHU OPTaHU3aLUN

KontponupoBaTh MCHOJHEHHUE AOTOBOPOB MOCTABIIMKOB YCIYT IO
BOIIPOCaM MepcoHasna

[Ipou3BoauTh  3aKymouyHble  HPOLEAYPHI, opopmiATb U
AHATM3UPOBATH 3aKYIMOYHYIO JOKYMEHTAIUIO

[IpoBoaUTH MEPEroBOpPHI U MPEACTABIATH HHTEPECHI OPTaHU3ALUU B
rOCy/IapCTBEHHBIX OpraHax, Mpo(ecCHOHANBHBIX COK03aX U JPYTUX
MPECTaBUTENBHBIX OpraHax pabOTHUKOB IO BOTIPOCAM MepcoHaa

Bectu nenoByro nepenucky

Bectu ywer u perucrpanmio JIOKYMEHTOB B HH(OPMAaLMOHHBIX
CUCTEMax U Ha MAaTEPUAIbHBIX HOCUTENAX

Paborare ¢ WHPOPMAIIMOHHBEIMH CHCTEMaMHU W 0a3aMHu JaHHBIX IO
MEPCOHAILY U CUCTEMaM OIEPALMOHHOTO YIIPaBJICHUS EPCOHATIOM U
paboTe CTPYKTYPHOIO MOApa3esICHUs

Co0roaTh HOPMBI ATHKH JEJIIOBOTO OOIIIEHUSI

HCO6XOI[I/IMBIG 3HaHUA

MeTtoabl ynpaBiaeHUs pa3BUTHEM U 3()()EKTUBHOCTHIO OpraHU3aINH,
METO/Ibl aHaJM3a BBINOJIHEHUS IIJIAHOB M NPOTPaMM, ONPEIEICHHUS
MX SKOHOMHYECKOH 3(PEeKTUBHOCTH

Metonel  oneHKH ~— pabOThl  CTPYKTYPHBIX  TOJpa3AeieHui,
pe3yabpTaToOB TpyAa EpcoHaa

Metoabl TNpoOBENEHHUS ayauTa W KOHTPOJUIMHIA OIEPAaTUBHBIX
YIpPaBIEHYECKUX MPOLIECCOB

@opMBl U CHCTEMBl MAaTE€PHAILHOTO U  HEMaTepUalbHOIO
CTUMYJIMPOBaHU TPyAa EpCcoHaIa

OcCHOBEI JOKYMCHTAlITUOHHOT' O obecneucHUs

[lopsanox odopmieHusi, BeIeHUS M XpaHEHUS IOKYMEHTAIMH II0
CHUCTEMaM OIEPallMOHHOIO YIPABIICHUS NIEPCOHAIIOM OpraHU3aluu U
paboTe CTPYKTYPHOTO NOApa3AeIeHUs

[Mopsnox  dopmupoBanusi, BeaeHuWs  OaHKa  JaHHBIX U
npeaoCTaBJICHUA OTYETHOCTH 110 CUCTeMam OICPalIuOHHOT'O




yIIpaBJICHUS IEPCOHATIOM U pabOTe CTPYKTYPHOTO MOAPA3ICICHHS

HopmaTtuBHBIE 1IpaBOBBIE  aKThl, pEryJUpyrOLIMe IIpaBa U
00513aHHOCTH TOCYJapCTBEHHbIX OPraHOB U OpraHU3alud 110
IIPEAOCTABIICHUIO YYETHON TOKYMEHTALUH

[Mopsimox mpoBeneHUS 3aKYNMOUYHBIX TPOIEAYp ¥ OPOPMIICHHS
CONYTCTBYIOIICH JOKYMEHTAIUU

[lonuTuka ympaBieHHUS MEPCOHAIOM M COLMATIbHAS IOJUTHUKA
OpraHu3alu

Opranu3alvOHHO-IITATHAS CTPYKTYpa OpraHu3aluu

]_IGJH/I " CTpaTCrus pasBUTHUA OpraHHU3alun

busnec-nnan u 6H3H6C'HpOHeCCLI OpraHnu3anmunu

TpynoBoe 3aKOHOAATENLCTBO M MHBIE aKThl, COJAEpKAIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEIHCTBA U HOPMATHUBHBIC MPABOBHIC
akTel Poccuiickont @enepanuu, B 4aCTH BEICHUS JOKYMEHTALUU T10
MepCcoHaIy

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoil @eneparun

OcHoBBI MUTPALIMIOHHOTO 3aKOHOJIaTEIbCTBA Poccuiickoit
Qenepauyy, B  YaCTH NPUBICYEHHS U TPYAOYCTPOHCTBA
MHOCTPAHHBIX TpakJiaH U JUI| 0€3 rpa’kJjaHCcTBa

OCHOBEI AAMUHUCTPATUBHOI'O  3aKOHOJATCJIBCTBA B obnacTu
YIIpaBJICHHUSA IIEPCOHATIOM U OTBETCTBCHHOCTH JOJKHOCTHBIX JIMIL

3akoHonmarenscTBO Poccuiickoit denepanum 0 NEPCOHAIBHBIX
JTAHHBIX

JlokanbpHblE HOPMATHBHBIE JIOKYMEHTBHl OpraHu3alMd B 00JacTH
yIpaBJIeHUS IEPCOHATIOM

[Topsa0oK 3aKIIFOYEHHS TOTOBOPOB (KOHTPAKTOR)

Hopwmbl 3THKM 1em0BOTO OOIICHUS




bazoBele  OCHOBBI HMH(OPMATHKH, CTPYKTYpHOE IOCTPOCHHE
MH(GOPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl C HUMU

Hpyrue xapakTepuCcTUKU

3.8. O6o0611IeHHasA TpyA0Basa PyHKITHUA

Crparerndeckoe TIpaBJICHUE VYpoBeHB
HaumeHnoBanue P yip Kon H P 7
MIEPCOHAJIOM OpraHU3alUU KBaJTU (DUKAITAH
[IpoucxoxaeHue
N 3auMCTBOBAaHO
00001IeHHOM Opwurunan | X
. W3 OpUTHHAJIA
TPYAOBOH (HYHKIIUU
Perucrpanmonueii
Kon HOMEP
opurrHaa | MPoeCCUOHATBLHOTO
CTaHJapTa

Buiie-nipe3suieHT 1o ynpapieHUIO IEPCOHAIOM

Bo3moxHbie JIUPEKTOP T10 MIEPCOHAIY
HaAanMMCHOBaHU
JOJKHOCTEI, JlupekTop 1o ynpaBieHUIO TEPCOHATIOM
npodeccuit
3aMecTHTeNh ~ TE€HEPAIBHOTO  TUPEKTOpa IO  YIPaBICHHIO
MIEPCOHATIOM
Bricmiee 00pa3oBaHue - CHICIIMAIMTET, MAaTHCTPATypa
JlononHurenbHOe MpodeccnoHalibHOe 00pa3oBaHHE - MPOrpaMMBI
Tpedosan X! mpodeccHOHANBHOM IEPENMOATrOTOBKH B 0ONACTH  YIPABICHHS
06pasoRaHHIo Y | lepcoHamoM, CTpaTeruyeckoro H OINEPAlMOHHOrO YIPABICHHS,
00y4eHUIO

SKOHOMHKH OpPTaHHU3aI[MH; MPOTrPAMMBI MOBBIIICHUS KBATU(DUKAIIH
B 00JacTM  YOpaBJIEHHS IMEPCOHAIOM, CTPAaTerHYeckoro H
ONEPALIMOHHOTO YIIPABIICHUS

TpebGoBaHusi K OMBITY
MIPaKTUYECKON PabOThI

He wmenee mnsatu et B oOjactu YIIpaBJICHUA IICPCOHAJIOM Ha
PYKOBOJAMINUX OJOJIKHOCTIAX

OcoOsie YCIOBUS




JI0ITycKa K pabore

Jpyrue xapakTepUCTUKU

,Z[OHOJ'IHI/ITGJ'IBHI)IG XapaKTEPUCTUKH

HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
HaumenoBanue nokymenra Kon
(mpodeccun) WU CHEUATBHOCTH
OK3 1932 PykoBonuTenu noapasaeneHuil (ciy:x0) yrnpaBieHuUs
KaJIpaMH U TPYAOBBIMHU OTHOIICHUSMU
EKC i 3amecTHuTeNb JTUpeKTopa o YIIPaBJICHUIO
MIePCOHAIOM
OKIIATP 24063 | Menemxep 1O MepCoOHATY

3.8.1. TpynoBasa dyHKIMA

Pa3pabotka CUCTEMBI YpoBeHb
HaumeHoBaHME | CTpaTErMyeckoro ympasinenust | Kox | H/01.7 | (momypoBeHs) 7

MEPCOHAIIOM OpTraHU3aAINU KBTI (UKAITTT
[Tpoucxoxnenue 3auMCTBOBaHO

TPYAOBON (QYHKIIUU

Opurunan | X

13 OpUTHHAJIA

Perucrpanmonuei
Kon HOMEP
opurvHaiga | NpoecCUOHaIBLHOTO
CTaHJapTa

TpynoBbie nelicTBUS

AHanu3 YCHEIIHBIX KOPIOPATUBHBIX MPAaKTUK [0 OpraHU3alUU
CTPaTErn4ecKoro yIpaBJIECHUS [IEPCOHAIIOM OpraHu3alnH,
OpraHru3allMOHHOIO MMPOCKTUPOBAHUA n BSaHMOHeﬁCTBHﬂ
MOJpa3IeJICHUI

[TocTaHOBKa CTpAaTerMUeCKUX 1eJIel B YIIPABICHUHN MTEPCOHATIOM

Pa3paboTka KOpMOpaTUBHON TOJMTHUKH, IUTAHOB, IPOTPaAMM,




MIPOLIEAYP U TEXHOJIOTUH IO YIIPABJICHUIO IEPCOHAIOM

Pa3zpaboTka KOpPIOpaTUBHOW KYJAbTYPHI M COIMAJIBHON MOJIUTHKH,
CHUCT€M MOTHMBalUMHU, 3((EKTUBHOCTH, OLEHKM U  pa3BUTHS
IepcoHaa

DopMUPOBAHHUE CUCTEMBI OIJIATHI M OpraHU3aluy TpyAa

PazpaboTka  OpraHM3allMOHHOM  CTPYKTYpbHl,  IUIAHUPOBAHUE
NOTPeOHOCTH B IIEPCOHAJIE OPraHU3aALUN

Pazpabotka nporpamm, NpUHLKIIOB CTaHAAPTU3ALMH, YHU(DUKALINY,
aBTOMATHU3alUU MIPOLIECCOB YIPABICHUS NIEPCOHANIOM M 0€30MacHbBIX
yCIIOBHM Tpyna

dopmupoBaHue OroKeTa Ha epCoHall, TEXHOJIOTHI ayauTa paboThl
C MIEPCOHAJIOM U KOHTPOJUIMHIA

HeoOxonumbie ymeHus

P33pa6aTBIBaTB CTPAaTCTUu U INOJUTHUKU B YIIPABJICHUH IIEPCOHAIIOM

CozpaBaTh M ONUCBHIBATH OPraHU3ALMOHHYIO CTPYKTYpy, LEIH,
3a1a4M, (PYHKUHMU CTPYKTYPHBIX MOJAPA3JEI€HUN U JOKHOCTHBIX
J1L

HpI/IMeHHTB METOIbI YIIPAaBJICHUS MCKINIYHOCTHBIMHA OTHOMICHUAMU,
q)OpMI/IpOBaHI/IH KOMaH, pa3sBUTUA JIUACPCTBA U UCIIOJTHUTCIIBHOCTH,
BBISABJICHUSA TAJIAHTOB, OIIPECACIICHUA YAOBJICTBOPCHHOCTU pa6OTOﬁ

OnpeneJme U aHAJIM3UPOBATh BHYTPCHHUC KOMMYHHKAIIUH,
MOACIIMPOBATH MOBCACHUC IEPCOHATIA

[IpencraBnsaTe HMHTEpECHl OpraHM3alMd B TOCYJAapPCTBEHHBIX
opraHax, BO  B3aUMOJACHUCTBUM ¢ MNpoCor03aMH, HHBIMH
MPE/ICTaBUTENbHBIMU ~ OpraHaMd  pabOOTHUKOB IO  BOINpPOCAM
IIepCcoHala

CocTaBnATh, pacCUUTHIBaTh, KOPPEKTUPOBATH M KOHTPOJIUPOBATH
CTaTbl pacxojoB OOKEeTOB M (OHIOB Ha NpOrpamMMbl U
MEPOIPUATHS 110 YIIPABJICHUIO IEPCOHATIOM OpraHU3aLuu

[IpoBomuTh ayIUT W KOHTPOJUIMHT B OOJACTH  yIpaBJICHUS
MIEPCOHATIOM

PazpabaTbiBaTh KOPIOPATUBHBIE COLUAIBHBIEC TIPOTPAMMBI




Bectu IEpCroBOpbl MO BOIIPOCaM COLMUAJIBHOTO IMapTHCPCTBA C
IpeaACTaBUTCIbHBIMU OpraHaMu pa6OTHI/IKOB

Paborarh ¢ MHQOpPMAaMOHHBIMU CHUCTEMaMU M 0a3aMM JaHHBIX 110
BOIIPOCaM YIPABIECHUS IEPCOHATIOM

OpFaHI/BOBBIBaTB MCPONpUATUA 110 00€eCIIEUEHHNIO BBIINOIHEHUS
TpeOOBaHUIl OXpaHbl TpyZJa B COOTBETCTBUU C JECHCTBYIOLIUM
3aKoHOmarenbCcTBOM  Poccuiickoit  ®Penepand U JIOKAJIBHBIMU
aKTaMUu OpTraHU3aLMH

Opranu3oBbIBaTh U MPOBOAUTH MEPOINPUATHUS C NEPCOHAIOM B
COOTBETCTBHUE C KOPIIOPATUBHOM COLIMATBHON MOJTUTUKOM

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIEHHS

Heo0xonuMble 3HaHUS

Mertoap! yrpaBieHusi pa3ButiueM U 3G (HEeKTUBHOCTHIO OpraHU3allNy,
aHaJIM3a BBIIOJHEHUS IUIAHOB W TIPOTPaMM, ONpEACICHUS HX
HKOHOMHUYECKOH I (PEKTUBHOCTH

Metonel  OnEeHKHM ~ pabOTBl  CTPYKTYPHBIX  TOJpa3AeleHHil,
pe3yabTaTOB TpyJAa MepcoHasa

MCTOJII)I MNPOBCACHUA ayJUTOB, KOHTPOJIJIMHIA YIIPABJICHYCCKUX
IIponeccoB

Meroapl aHamM3a KOJMYECTBEHHOTO M KadeCTBEHHOTO COCTaBa
nepcoHaa

CucreMpl CTaHIApTOB MO OM3HEC-TIpoIieccaM, MPOPECcCHsiM, HOPMBI
Tpyza

Cuctembl, MeTOJIBI U (POPMBI MAaTEPUATBHOTO M HEMAaTEPUAIBHOTO
CTUMYJIMPOBAHUS TPYJla IEpCOHAIIA

MeTtoapl aHanM3a COUMANBHBIX TPOTPaMM M OIPENEICHUS WX
HKOHOMHUYECKOH 3 (HEKTUBHOCTH

TexHonornu ¥ METOIBI (POPMUPOBAHUS U KOHTPOJSI OFOJKETOB Ha
HepCcoHa

TpeboBanust oxpaHbl 1 O€30MACHBIX YCIOBUH Tpya

HGHI/I, CTPAaTCrusd U KaJApoBas MOJUTHUKA OpraHu3alun




OCHOBBI TEXHOJIOTHH MMPOU3BOACTBA U ACATCIbHOCTU OpraHu3allun

OCHOBEI COMOJIOTHH, ICUXOJIOTMH U SKOHOMUKHU Tpyada

OCHOBEI YIIpaBJICHUA COHUAJIBHBIM PA3BUTUCM OpraHu3alun

MGTOIIBI MMPOBCACHUA COLMOJIOTHYICCKUX HCCHCHOBaHHﬁ, HU3y4dCHUA
O6H.ICCTB€HHOFO MHCHMUA

CtpykTypa opranuzanuu

TpynoBoe 3akOHOAATENICTBO U HHBIE aKThI, COJCPKAIIME HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXMBHOT'O 3aKOHOJAATEIbCTBA M HOPMAaTUBHBIE IIPAaBOBBIC
akTel Poccuiickoii denepanyu, B 4aCTH BEICHUS TOKYMEHTALUH 110
IIEpPCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit deneparuu

OcHOBBI MUTPALlMOHHOTO 3aKOHOJATEIbCTBA Poccuiickoit
®enepauy, B YacTH TMPUBJICYECHUS W TPYIAOYCTPOKCTBA
WHOCTPAHHBIX TPaXKJaH U TUI] 6e3 rpaskJaHCTBa

OcCHOBEI AAMUHUCTPATUBHOTO  3aKOHOJATCJIbCTBA B obOmactu
YHpaBJICHUA TEPCOHAIIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIUIY

3akoHonartenscTBO Poccuiickoit  denepannn 0 MepCOHANbHBIX
JTAHHBIX

JlokanbpHblE HOPMAaTUBHBIE aKThl OpraHu3aluud B 00JacTu
yIpaBJIeHUS IEPCOHATIOM

[Topsiok 3akt0OUEHUs TOTOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOTO O6H_ICHI/ISI

OcHOBBI UH(OPMATUKH, CTPYKTYpPHOE MOCTPOEHUE
MH(POPMAITMOHHBIX CHUCTEM U OCOOEHHOCTH PabOThI C HUMHU

Hpyrue xapakTepuCcTUKH

3.8.2. TpyzoBas pyHKIUA




Peanuzanus CHUCTEMBI YpoBeHb
HanmenoBanue | cTparerunyeckoro ynpaenenust | Kon | H/02.7 | (momypoBeHb) 7

[IEPCOHAJIOM OpraHu3aluu KBaJIM(pUKALUN
ITpoucxoxnenue 3aMMCTBOBaHO

TPYAOBOH HYHKIIUU

Opurunan | X
U3 OpUTMHaa

Peructparmonubrit
Kon HOMED
OopurvHajga | MpodecCHOHAIBHOTO
cTaHjapra

TpynoBble neicTBUS

[InanupoBaHue nA€ATEIBLHOCTH U pPa3paboTKa MEpPONPUATUH IO
YIIPaBJICHUIO TEPCOHAIOM [UIS pealM3alliy CTPATerMuecKux Lesei
OpraHu3aluu

BrenpeHne noauTHK, IUIAHOB, MPOrPaMM, IIPOLELYP U TEXHOJIOTUH
I10 YIPaBIIEHUIO IIEPCOHATIOM

[locTpoeHne OpraHM3allMOHHOW CTPYKTYpPBl C YYETOM IUIAHOBOM
MOTPEOHOCTH B IMEPCOHAIE M B3aUMOJCHCTBUS CTPYKTYPHBIX
MO/Ipa3JIeJICHNI OpraHU3aluH

Buenpenne u  mojaepkaHue  KOPHIOPAaTUBHOW — KyIbTYpel H
COLIMAJIbHOW TOJUTHUKH, CHCTEM MOTHUBALUH, 3PPEKTUBHOCTH,
OLICHKH U pa3BUTHUs NIEpCOHAJIA

BHenpenue u nmojjiepkaHue CUCTEMBI OpraHU3aIMU TPYy/a U OIJIaTh
nepcoHala

VYnpasnenue BHEJJPEHUEM porpaMm u MPUHIIUIIOB
CTaHJApTH3alMM,  YHU(HUKAIMM,  aBTOMATH3alMM  IPOILIECCOB
yIpaBJIEHUs IEPCOHAIIOM U O€30IIaCHBIX YCIOBUHM Tpyaa

OpFaHI/ISaHI/ISI MOPOBCACHUA ayAuTa WU KOHTPOJIJIMHIAa B YIIPABJIICHHUU
MEPCOHATIOM

[TocraHoBKa 3a7auy PYKOBOJUTENSIM CTPYKTYPHBIX MOJpa3iefieHHil,
OMpe/ieJICHUe MaTepUAIbHO-TEXHUYECKUX  PECYpPCOB I HX
BBITIOJTHEHUS




AHamn3 OTYETHOCTHU IIO YIOpaBJICHUIO MNEPCOHAIOM W BBLIABJIICHHUC
PECYPCOB 110 YIYUIICHUIO ACATCIIBHOCTH OpraHu3alnun

CornacoBaHue yCIOBHH 3aKIHYaEeMbIX JOTOBOPOB IIO BOIPOCAM
YIPABJICHUS IEPCOHATIOM

Opranuzanys HpPOBEIEHUS 3aKYIIOYHBIX IPOLELYp IO BOIIpOcaM
yIpaBJICHUs] MEpCOHAIOM M OGOpPMJICHHS  COMYTCTBYIOIICH
JOKYMEHTAIUH 110 HUM

dopmupoBanue Or0pKeTa Ha MEPCOHAT, TEXHOJIOTUN ayuTa paboThI
C MIEPCOHATIOM U KOHTPOJUTUHTA

HpI/IMeHeHI/Ie K pa6OTHI/IKaM MCp IMOOIPCHUA U JUCHHUIINIMHAPHOIO
B3bICKaHHUA

HeobOxonumblie ymeHus

[Tpon3BOIUTE aHAU3 JCSITEILHOCTH IO YIIPABICHHUIO TIEPCOHAIOM,
paspabaThiBaTh oKazarenn 3 (PEKTUBHOCTH PabOTHI

@opMHpPOBATH IIJIAHBI U MEPOIPHUTHS 10 YIPABICHUIO IIEPCOHAIOM

PaccuntbiBaTh 010/1KET B 00JIACTH YIIPABIECHUS TEPCOHAIIOM

Onpenensitb 30Hbl OTBETCTBEHHOCTH PAOOTHUKOB U MOAPA3ICICHUN,
CTaBUTh 337a4Ml PYKOBOJIUTENSIM MOApa3eNeHUud U oOecreuyuBaTh
peCypehl I UX UCIIOJIHEHMS

KoHTponmpoBaTe M KOPpPEKTHPOBATH HCIIOJIHEHUE IOPYYEHUH U
3a1a4

YopaBnare 3((EKTHBHOCTBIO W BOBJICUEHHOCTHIO TEPCOHANA,
JTUCITUATITMHON Tpy/Ia U cOONTI0CHNEM 0€30TIaCHBIX YCIIOBUN Tpy/a

Bectu mneperoBopsl 1Mo BompocaM COLMAIBHOTO IapTHEPCTBA H
MIPEICTABIIATh MHTEPECH OPraHU3alluu B TOCYIapCTBEHHBIX OpraHax,
npoeccnoHaAbHBIX COI03aX U JPYTUX MPEICTaBUTENIbHBIX OpraHax
pabOTHUKOB, U OPraHU3AIMAX IO BOIIPOCaM IepcoHana

PaGorare ¢ WHQOPMAIMOHHBIMH CHCTEMaMH M 0a3aMU JAaHHBIX 10
BOIIPOCAM YIIPaBJICHUS [IEPCOHATIOM

[IpoBomuTh ayIWT ¥ KOHTPOJUIMHT B OOJAcTH yIpaBlICHUS
[IEPCOHAJIOM

®opMHUpoBaTh U MPOBOAUTH COLUAIBHYIO MOJUTUKY U COLIMAJIbHBIE




IIpOrpaMMBbI

Bectu meperoBopel ¢ IOCTABIIMKAMHU yCIyr IO  YCJIOBHUAM
3aKJII0YaEMBbIX JOTOBOPOB

[Ipou3BoauTh  3aKymoyHble  MPOLEAYPHI, opopmiATh U
AQHATM3UPOBATH 3aKYMOYHYIO JOKYMEHTAIUIO

Co0bmo1aTh HOPMBI ATHKH JICTIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

Mertoap! yrpaBieHus: pa3ButiueM U 3((HEeKTUBHOCTHIO OpraHU3aIlNy,
METOZbl aHAJIM3a BBHIIOJHEHMS IUIAHOB U IIPOrpamMM, OIPEIEICHUS
UX SKOHOMHYECKOH 3P (HEKTUBHOCTH

Opranuzanys ynpaBjieHUs pa3BUTUEM OpPTaHU3AIUN

Teopun ympaBneHHs OpraHu3alyed, IIOJUTUKA M CTpaTerus
YIPABJICHUS IEPCOHATIOM

Metoapl aHanM3a BBHIMOJHEHUS TUIAHOB M 3a/1a4, OMPEACICHUS HUX
HKOHOMHUYECKOH 3 (HEKTUBHOCTH

MeToab! OLIEHKH, Pe3yIbTaToB U A3PPEKTUBHOCTH TPyia

MeTtoast BHCAPCHHA CUCTCMBI YIIPABJICHUSA IICPCOHAIIOM

OcHOBBI paboOTHI 10 MPOGHOPUEHTALUU

MeTomuKy TJIaHUPOBAHUS M TMPOTHO3MPOBAHMS TOTPEOHOCTH B
HepcoHae

]_ICJ'II/I, CTPATCrusa pa3BuTHA U Ou3HeC-TUIaH OopraHu3anun

Teopuu 1 MeTo 161 HOPMHUPOBAHUIO OpEHIa OPraHU3AINH

TpeboBanust oXpaHbl U O€30MACHBIX YCIOBUH Tpyia

MeTtoauku p33pa60TKI/I U BHCAPCHUA JIOKAJIIBHBIX HOPMATUBHBIX
aKTOB

[lopsmox 3akimrodeHuss TPYIOBBIX JOTOBOPOB, PETyIWPOBAHUS
TPYJOBBIX CIIOPOB

OcCHOBEI COIIMOJIOTHUH, IICUXO0JIO0Iuu, 3KOHOMHMKHU Tpyaa n




YIPABJICHNS COLMAIIBHBIM Pa3BUTHEM OPraHU3aLUU

MGTOIIBI MMPpOBCACHUA COLUOJIOTMYCCKHUX I/ICCJIGI[OBaHI/If/'I, HU3YUCHUA
O6H.ICCTB€HHOFO MHCHMUA

TexHosornu mpoBefeHHUS ayIuTa M KOHTPOJUIMHTA B YIPaBIICHUH
HIePCOHAIOM

[Mopsimok mpoBeneHUs 3aKyMOYHBIX TMPOIeayp Hu OQOPMIICHHUS
CONYTCTBYIOIICH JOKYMEHTAIUU

TexHomornu, craHmapTH3anus, yHU(QHUKALUS, aBTOMATH3AIHA
HPOLIECCOB YIPABICHUS [IEPCOHATIOM

CrpykTypa opranuszanuu

TpynoBoe 3aKOHOAATENLCTBO M HHBIE aKThl, COJAEpKAIUE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEJIhCTBA U HOPMATHUBHBIC MPABOBHIC
akTel Poccuiickont @enepanuu, B 4aCTH BEICHUS JOKYMEHTALUU T10
MepCcoHaIy

OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbecTBa Poccuiickoit @eneparun

OcHoBBI MUTPALIMOHHOTO 3aKOHO/1aTEIbCTBA Poccniickoit
Qenepanyy, B  YaCTH NPUBICYEHMST M TPYAOYCTPOWCTBA
MHOCTPAHHBIX TpakJlaH U JUI| 0€3 rpa’kJjaHCcTBa

OCHOBEI AAMUHUCTPATUBHOIO  3aKOHOJATCJIbCTBA B obOnactu
YIIpaBJICHHUS IIEPCOHATIOM U OTBETCTBCHHOCTH JOJKHOCTHBIX JIMIL

3akoHomarenscTBO Poccuiickoit ®denepanuum 0 NEPCOHAIBHBIX
JAHHBIX

[Topsaok 3aKiIF04eHHS TOTOBOPOB (KOHTPAKTOB)

JlokanbHbBIC HOPMAaTUBHBIC aKThI B obiactu yHpaBJICHUA IIEPCOHATIOM

HOpMBI O9THUKHU JCJIOBOT'O O6H_ICHI/ISI

bazoBble  OCHOBBI ~WH(MOPMATUKH, CTPYKTypHOE IOCTPOCHHE
MH(POPMAITMOHHBIX CHCTEM U OCOOEHHOCTH PabOThI C HUMHU




Jpyrue xapakTepUCTUKU

3.8.3. TpyznoBas pyHKIuA

AJIMHUHHCTPUPOBAHHUE IIPOLIECCOB U
z[(fIK emo%«i% ora Por o YpOBeHb
HaumenoBanue ™ p Kon | H/03.7 | (momypoBeHb) 7
CTpPaTeruyecKoMy YIPABJICHUIO
KBaTMUKAITUH
MIEPCOHAJIOM OpTraHU3aINH
IIpoucxoxnenue 3auMCTBOBAaHO
P o Opurunan | X
TPYAOBOH (HYHKIIUU 13 OpUTHHAJIA
Perucrpanmuonsbiit
Kon HOMED
opurvHajga | MpodeCcCHOHAIBHOTO
cTaHjapra

Tpynoseie 1eHiCTBUS

AHanu3 mpoueccoB JOKYMEHTO000POTa, JTOKAJIbHBIX JOKYMEHTOB IO
BOIpOCaM yIIpaBJICHUS IIEPCOHAJIOM, OM3HeC-TPOIIECcCOB
OpraHM3aliH, YI0BIETBOPEHHOCTH MEpCOHala

JIOKyMEeHTallMOHHOEe ~ O(OpPMIIEHHE  DPE3YyNbTAaTOB  yIPABICHUS
MIEPCOHAJIOM, €T0 ayJUTa, padOThl CTPYKTYPHBIX MOApa3IeIeHHUH

JIOKyMEHTallMOHHOE M OPraHM3alMOHHOE  COIPOBOXKIECHHUE
CTpaTEernyecKoro yrnpaBJieHHs MEPCOHATIOM U pabOThl CTPYKTYPHBIX
MOAPAa3ACIICHUN

[TogroroBka NpenoKEeHU MO PA3BUTHIO CUCTEM YIpaBJICHUS
MIEPCOHAIIOM, 1o HEO0OXOMMBIM KOPPEKTUPYIOIIIM u
MPEBEHTUBHBIM MEpaM M IO MOBBIIIEHUI0 ((HEKTUBHOCTH PabOTHI
CTPYKTYPHBIX MOJIpa3AeIeHUI

KonTtposb mporieccoB B 001aCTH yIpaBieHUs MEPCOHATIOM U pabOThI
CTPYKTYpPHBIX TOJAPA3JENCHUN, CpaBHEHHUE W aHAIM3 MPOIECCOB,
pEe3yJIbTaTOB  YIPABJICHYECKUX  MEPONPHUATHH,  OINpeIeicHHUe
(hakTOPOB, BHI3BIBAIOIINUX OTKIIOHEHHE OT MJIAHOBBIX MTOKA3aTenei

CornacoBaHue M KOHTpPOJb JOTOBOPOB IO BOIPOCaM U CHCTEMaM
CTpaTEernyecKoro yHpaBlieHUsl MEPCOHATIOM U paboTe CTPYKTYpPHBIX
MIO/Ipa3IeJIEHNH, OPraHn3alks IPOLEAYP M0 UX 3aKIIOUYEHUIO




HOI[FOTOBK& PE3YJIbTATOB aHalin3da COOTBCTCTBHUA OpTraHHU3alUN U
OINTIAaThI TpyAa IE€pCOHalIa YCIICITHBIM KOPIIOPAaTHUBHBIM ITPpAKTUKaM

Boimonnenue  TpebGoBaHMii 1O XpaHeHHIO UHGOpMAlUU O
pe3yibTaTax JEHUCTBUS CHUCTEM CTPATETHYECKOro  YIPaBIICHUS
MEPCOHAIOM U pabOThl CTPYKTYPHBIX MOApa3IeIeHUN

HeobOxonumble ymeHus

AHanu3upoBatrh, pa3pabarbiBaTh U OGOPMISATH JOKYMEHTHI IIO
mporeccaM M pe3yibTaTaM YIPaBJICHUS IEPCOHAIOM M pabore
CTPYKTYPHBIX TOJIpa3aesieHui

HpI/IMeHHTB MCTOJAbI aHAJINU3a 6I/ISH€C'HpOHeCCOB OpraHu3anniun

Onpenenarb OporpaMmbl JAOCTUKEHUS L€JNe U pelIeHus 3aaad
MOJIpa3IeJICHUI

[IpoBOANTH ayAUT CUCTEMBI YIIPABICHUS IEPCOHAIIOM

HpOBOI[I/ITL KOHTPOJUIMHI' CUCTEMEI YIIPABJICHHUSA IIEPCOHATIOM

KoHTpommpoBare OIOKET Ha MEPCOHAN M yIMpPaBICHUE PacXoaaMH
Ha TIepCOHAI

OpFaHI/ISOBLIBaTB COIMPOBOXKACHHUEC  OOTOBOpPOB 110  BOIIPpOCaM
YIIpaBJICHHUA TIEPCOHAJIOM, BKIIHOYAA IMPCABAPUTCIIBHBIC MPOUCAYPhI
110 UX 3aKJIFOYCHHIO

OpraHu3oBbIBaTh  3aKyNOYHbIE  MPOLEAYpbl, OQOPMISATH U
AQHAJIM3UPOBATh 3aKYIIOYHYIO JOKYMEHTALIUIO

KontponupoBate ¥  aHaIM3UpOBaTh  BOMPOCHl  COLIMAIBHOIO
MapTHEPCTBA, IOTOBOPHI MMOCTABIIUKOB YCIYT

HpOBO}II/ITB MEPETOBOPLI U MPEACTABIIATL MHTCPECHI OPraHu3alliu B
TOCYJdapCTBCHHBIX OpTraHax, HpO(I)eCCI/IOHaJ'ILHLIX CON03axX U ApYyrux
OpEACTAaBUTCIBHBIX OpraHax pa60THI/IKOB U Opramu3anusax I10
BOIIpOCaM IMnepcoHaia

Bectu ACJIOBYIO NICPCIIUCKY

PabGorate ¢ mHGOPMAIIMOHHBIMU CHCTEMaMH W 0a3aMH JaHHBIX I10
nepcoHailny, CHCTCMaM YIIPABJICHUA IICPCOHAJIOM W OpraHHU3aluun
NEeSITeTbHOCTH CTPYKTYPHBIX TIOpa3IeIICHUIH

OObecneynBaTh KaapoBOE ACIOMPOU3BOJCTBO U JOKYMEHTAIIMOHHOE




COIIPOBOJKICHUE MPOIIECCOB M0 YIPABICHUIO MEPCOHATIOM U paboTe
CTPYKTYPHBIX MOpa3IeIICHUI

OpraHu3oBbIBaTh XPAaHEHHE JIOKYMEHTOB B COOTBETCTBHUU C
TpeOOBaHUSAMHU  TPYIOBOTO U  APXUBHOTO  3aKOHOJATEIhCTBA
Poccuiickoit @enepaiiuu 1 J0KaJIbHBIMU aKTAMU OpraHU3aluu

Co0mro1aTh HOPMBI ATHKHU JIEJI0BOTO OOIICHUS

HeoOxonuMble 3HaHUS

KopnopartuBHass KynbTypa, CONManbHAas IIOJIMTHKA, CHCTEMBI
MOTHBAIUH U YPPEKTUBHOCTH YIIPABICHUS IEPCOHATIOM

Mertoap! yrpaBieHusi pa3ButiueM U 3(G(HEeKTUBHOCTHIO OpraHU3aIlNH,
METOZBbl AHAJIM3a BBIIOJHEHMS IUIAHOB U IIPOrpamM, ONPEIEICHUs
UX SKOHOMHYECKOH 3 (HEKTUBHOCTH

MCTOIII)I IMPOBCACHUA ayaura, KOHTPOJIA OIICPaTUBHBIX
YIIPaBJICHYCCKUX MPOUECCOB, CONUOJIOTHICCKUX I/ICCHC,I[OBaHI/Iﬁ

busnec-mutan n Gu3HEC-NIPOLIECCH OPTaHU3ALIH

bropkeTHOE MPOEKTHPOBaHUE

OpranuzaloHHOE TPOEKTUPOBAHKE

@opMBbl, METO/IBI U CHUCTEMBbl MaTepUaIbHOIO M HEMaTepUaIbHOIO
CTUMYJIMPOBAHU TPyAa epcoHaa

Cuctembl  cTaHAapToB 1o  OM3Hec-mpoleccaM, Mpodeccusim
(cennanbHOCTAM), HOPMBI TPy

Meroapl aHamW3a KOJUYECTBEHHOTO M KavyeCTBEHHOTO COCTaBa
nepcoHana

Ka}lpOBaH IMOJIMTUKA OpraHu3alun

[Topsimox  dopmupoBanusi, BeneHus  OaHKa  JaHHBIX U
NpPEAOCTaBICHUs] ~ OTYETHOCTHM IO  CHCTeMaM  YIpaBJEHUs
MIEPCOHAJIOM U paboTe CTPYKTYPHBIX MOpa3IeIeHHM

OCHOBBI TOKyMEHTAIIMOHHOTO O0ECTICYCHHUSI, TOPSAOK OOPMIICHUS
AOKYMCHTOB, MNPCAOCTABIACMBIX B TOCYJApPCTBCHHBLIC OpPraHbl,
npodeCcCuOHAIBHBIC COIO3BI, 0OIIECTBEHHBIC OpTraHU3aI[uN




Ilenu u cTparerus pa3BUTUS OpraHU3ALNUN

[Mopsimox mpoBeneHUS 3aKYNMOUYHBIX TPOIEAYp ¥ OPOPMIICHHS
CONYTCTBYIOIICH JOKYMEHTAIUU

HopmatuBHble mpaBOBbIE  aKThl, pErylIHpyIOIIME I[paBa H
00SI3aHHOCTH TOCYJApCTBEHHBIX OpPraHOB W OpraHU3alud II0
MIPEIOCTABIICHUIO YUETHOM JOKYMEHTAI[UU

CtpykTypa oOpraHu3allid U BaKaHTHBIE JOJDKHOCTH (mpodeccuu,
CHEIHUATBLHOCTH)

TpynoBoe 3aKOHOAATENILCTBO U HHBIE aKThI, COJCPKAIIME HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXHMBHOI'O 3aKOHOJAATEIbCTBA U HOPMATUBHBIE IPAaBOBBIC
akTel Poccuiickoii denepanyu, B 4aCTH BEICHUS JTOKYMEHTALUH 110
IIEpPCOHAILY

OcHOBBI HAJIOTOBOTO 3aKoHO1aTeNnbeTBa Poccuiickoit denepanuu

OCHOBBI MHUTPAlHOHHOTO 3aKOHOJAaTeILCTBA Poccuiickoi
Q®enepauuv, B  YaCTM MPUBICYEHUS U TPYIAOYCTpPOMCTBa
MHOCTPAHHBIX TPakJaH U JUI] 0e3 rpa’kaaHCcTBa

OCHOBEI AAMUHUCTPATUBHOIO  3aKOHOOATCJIbCTBA B obnacTu
YIipaBJICHHUS IIEPCOHATIOM U OTBETCTBCHHOCTH JOJKHOCTHBIX JIMIL

3akoHonarenbcTBO Poccuiickoit ®enepanuu 0 MNepCOHATBHBIX
JTaHHBIX

JlokanbHble HOPMAaTUBHBIE aKThl OpraHU3alMd B  O0OJACTH
YIIPaBJIEHUS IEPCOHATIOM

[Topsiok 3aKt0OUEHUs TOTOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKHU JCJIOBOTO O6H_ICHI/ISI

bazoBble  OCHOBBI MH(OPMATHUKH, CTPYKTYpPHOE IOCTPOEHHE
WH(POPMAIIMOHHBIX CUCTEM U 0COOEHHOCTH pabOTHl C HUMHU

Jpyrue xapakTepUCTUKU




IV. CBegeHuna 06 opraHmsauusix - paspabotymkax
npodreccrnoHanbHOro ctaHgapTta

4.1. OTBeTCTBEHHAsI OpraHU3aIuA-pa3pabOTINK

O6mepoccuiickoe oObeauHEeHHEe paboTonateneii "Poccuilckuii €003 MPOMBIIUICHHUKOB |
npennpuHumMaresneit!, ropox Mocksa

Hcnonaurensusiii Bune-npe3uaeHt Kysemun JImutpuil Boagumuposuy

4.2. HaumeHnoBaHus OpI‘aHI/ISaHHﬁ-p33pa6OTqI/IKOB

1 | AHO "HanmoHalibHOE areHTCTBO pa3BUTHs KBauukanuii", ropox Mocksa

Accommanus (Coro3) "Accouuanusi KOHCYJbTaHTOB 10 T0A00pYy mepcoHana", Tropoja
Mockaa

3 | I'pynna HeadHunter, ropox Mocksa

4 | 3A0 "KPOK HHKOPHOPEﬁTEﬂ, ropox Mocksa

5 | Undopmannonno-ananurnyeckuit uentp "Kanpossiit Jlozop", roponx Mocksa

6 | MI'O "OITOPA POCCHHN", ropon Mocksa

7 | MexnyHapoaHas accollMaliys JeJI0BOr0 COTpyAHUYECTBa, ropox MockBa

8 | HOUY AITO "MHucTuTyT npodeCCHOHATBHOTO KaipoBrKa', TOpo; MockBa

9 | HII "Accommanus EBpometickoro 6usneca", ropox Mocksa

10 | HII "BKK - HannoHanbHbI# co103 KaApoBUKOB", TOpo MockBa

11 | HII "MexayHnapousiii anbsHc "TpynoBas murpanus”, ropog Mocksa

HIT "HamuonaneHasi accommanus OQPHUCHBIX CHEIHATIMCTOB W aJIMHUHUCTPATUBHBIX

12
pabotHukoB", ropoa Mocksa

13 | HIT MHO "Accommanus meaemxepoB Poccun", roponx Mocksa




HIT CYPD "HauuonanbHas koH(enepanus "Pa3BuThe 4eroBeYeCKOro Kamurtana', Topoj

14 Mocksa

15 | OAO "BJIHX" (I'AO BBII), ropox Mockga

16 | OAO "T"azmpom HedTh-HoBocuOupck", ropoa HoBocubupck

17 | OAO "O06beauHEeHHAs CyIOCTpOUTEIbHAs Kopropanus', Topor MockBa

18 | OAO "PX/I", ropox MockBa

19 | OAO "Caxanuu Duepmxu UaBectment Komnanu", ropox FOxno-CaxanuHck

20 | OAO "Taruedts" umenu B.J]. llammnua, ropon Kazans

21 | OAO "Hayuno-npousBoactBenHoe o0benuHenne "Hayka", ropoq Mocksa

22 | 00O "LG Electronics Rus", ropog Mocksa

23 | 00O "busuec Ilcuxonorun SHL Russia & CIS HIT", ropox Mocksa

24 | OO0 "UT-CK", ropox Mocksa

25 | 00O "Jlykoin-Umkuaupuar", ropoq Mocksa

26 | OOO "OKBb 3enut", ropoa Mocksa

27 | 00O "Tlerpomuym Tpeiaunr", roponx Mocksa

28 | OOO "Ilonurpad-3ammura", ropox Mocksa

29 OOO "Lentp xampoBbix TexHoONmoruii - OOyuenue. CraxkupoBku. TpymoycTpoicTBO",
ropoa Mocksa

30 Poccuiickoe npencraButenbctBo "Coleman Services UK" ("Koynman CepBucus'), ropos
Mocksa

31 | ToproBo-mpomsinieHHas nanata Poccuiickoit dexnepannu, ropoaq Mocksa

32 OI'bOY BIIO "MockoBckHil TocyaapcTBeHHbIN yHHBepcuTeT nmeHu M.B. JlomonocoBa",

[xomna qupekropa 1o nepcoxHaiy, ropoa Mocksa




33

OI'bOY BIIO MCY, ropon Mocksa

34 | ®I'bOY BIIO MDCH, ropoxg Mocksa

35 @I'bOY BIIO Cubupckwuii rocygapcTBeHHbIH yHUBepcuTeT myrteit coobmenus (CI'YIIC),
ropoa HoBocubupck

36 OI'bY "HayuHo-ucclienoBaTeNbCKUH HMHCTUTYT Tpyla M COLMAIBHOTO CTpaxoBaHHs"
MuHnucrepcTBa Tpya U conranbHoN 3ammTsl Poccuiickon @enepannn, ropon Mocksa

37 | ®I'VII "lMoura Poccun", ropox Mocksa

38 | ®K "Ypancubd", ropox Mocksa

<1> Ob6Lwepoccuickmin knaccudmkaTop 3aHATUN.

<2>06L1epocCUnckmii knaccumkaTop BUAOB SKOHOMUYECKON AeATENbHOCTY.

<3> EAnHbIA KBanMdUKaLMOHHBIA CNPaBOYHWUK OOIMKHOCTEN pyKoBOAMTENEN, CneunanncToB 1 apyrmx
crnyxaLumx.

<4> Obwepoccunckmin knaccudumkatTop npogeccuin pabounx, OMKHOCTEN CIyXaLLUmUX U TapuHbIX
pa3psaos.
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