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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

3apeructpuposaHo B MuHtocte Poccumn 19 oktabpsa 2015 r. N 39362

MWHUCTEPCTBO TPYAA U COLMAIIbHON 3ALLUTBLI POCCUUCKOW ®EAEPALINA

NMPUKA3
oT 6 okTA6ps 2015 . N 691H

OB YTBEPXXOAEHUMN NPO®PECCUOHAIIbHOIO CTAHOAPTA
"CMNEUMAJIUCT NO YNPABNEHUIO MEPCOHAIIOM"

B cootBeTcTtBUM € nyHKTOM 16 [NpaBun pa3paboTku, yTBEpXOEHUS W NPUMEHEHUS NPOdECCUOHANBbHbIX
cTaHOapToB, YTBEPXKAEHHbIX NocTaHoBeHmeM paBuTtenscTBa Poccuinckon ®epepaunm ot 22 sHeapsa 2013 r. N 23
(CobpaHue 3akoHogaTenbcTBa Poccunckon ®egepaunn, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBEpANUTb Npunaraembli npodeccrmoHanbHbid cTaHaapT "CneumanucT no ynpaeneHuno nepcoHanom".

MwuHucTp
M.ATOMUITNH

YTBEPXKAOEH

npukasom MuHucTepcTBa Tpyaa
N coumnanbHOM 3aLuThl
Poccuiickon ®eaepaunn

oT 6 okTa6psa 2015 . N 691H

NMPO®ECCUOHAIbHbLIN CTAHOAPT

CMEUMAIINCT NO YNPABJNEHUIO MEPCOHANOM

559
PernctpaunoHHbIn
HoMep
|. Obwue cBegeHus
YnpaBneHne nepcoHanom opraHmsaumm 07.003
(HaumeHoBaHWe BMAa NpodeCcCUoHarbLHON AeATENbHOCTN) Koa

OcHoBHas uenb Buga npodeccnoHanbHon geaTenbHOCTH:

Ob6ecneyeHne adEKTMBHOIO (PYHKLMOHMPOBAHUS CUCTEMbI YMpaBfieHWs NMEPCOHanoMm Ans OOCTUXKEHUS
uenen opraHmsauum

"pynna 3aHATUI:
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

1232 PykoBogutenu nogpasgeneHummn 2412 CneumanucTbl No Kagpam u
(cnyx0) ynpaBneHus kagpamu un npodopueHTaumnm
TPYOOBLIMU OTHOLLEHUSIMU

3423 CneumanncTtbl kKagpoBbIX CIYX0 1 - -
YUYPEXOAEHWI 3aHATOCTU

(kog OK3 <1>) (HanmeHoBaHue) (kog OK3) (HaumeHoBaHue)

OTHeceHue K BugamMm 3KOHOMUYECKOW AeATENbHOCTU:

78.30 [earenbHoCTb MO Nogbopy nepcoHana npoyas
(kog OKB3[ (HaMmeHoBaHMe BUAA 9KOHOMUYECKOW AEATENbHOCTH)
<2>)

[I. OnncaHme TpyaoBbIX PyHKUNNA,

BXOOALWMX B NpodheCCrMoHanbHbIi CTaHAapT (PyHKUMOHaNbHasa kapta

BMAa NpodeCccMoHanbHo OeATeNlbHOCTM)

O606LeHHbIe TpyaoBble OyHKLMK TpynoBble dyHKUMM
Kog HanmeHoBaHue YpOBEHb HanmeHoBaHue Koa YPOBEHb
KBanugpu (nopypoBe
Kaumu Hb)
KBanunmk
aumm
A [lokyMeHTaunoHHoe 5 BeneHve opraHnsaunoHHOM 1 A/01.5 5
obecneyeHne paboTbl pacnopsauTensHoOn JOKyMeHTauuu no
C nepcoHanom nepcoHany
BepneHve gokymeHTauum rno yyeTy u A/02.5 5
OBWKEHUIO KaapoB
AAMWHMCTPUPOBaHME NPOLECCOB U A/03.5 5
OOKYMEHTO000pOTa NO Y4eTY U ABMKEHUIO
KaapoB, NpeacTaBNeHNo JOKYMEHTOB MO
nepcoHany B rocy4apCTBEHHbIE OpraHbl
B [eaTtenbHOCTb NO 6 C6op nHdopmaLmm o NoTpebHOCTSX B/01.6 6
obecneyeHmno opraHusauuu B nepcoHane
nepcoHanom
Mownck, npuBneyeHune, nogdop n otbop B/02.6 6
nepcoHana
AOMUHUCTPUPOBaHUE NPOLECCOB U B/03.6 6
OOKyMeHToobopoTa obecneveHms
nepcoHasnom
C [estenbHOCTb Mo 6 OpraHunszauusa n npoBegeHne OLEHKN C/01.6 6
OLleHKe 1 aTTecTaumu nepcoHana
nepcoHana
OpraHusauus v npoBeaeHne aTTecTauum C/02.6 6
nepcoHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

AOMUHNCTPUPOBaHUE NPOLECCOB U C/03.6 6
AOKyMeHToobopoTa npy NpoBeaeHnm
OLEeHKM 1 aTTecTauumm nepcoHana

D [eaTtenbHOCTb NO 6 OpraHusaums 1 npoBeaeHne meponpusatuin | D/01.6 6
pasBuUTUIO NepcoHana no pasBUTUIO N MOCTPOEHNIO
npodeccuoHanbHoON Kapbepbl NnepcoHana

OpraHusaums obyyeHus nepcoHana D/02.6 6
OpraHusaumst agantauum n CTaXKMpOBKU D/03.6 6
nepcoHana

AOMUHUCTPUPOBaHME NPOLIECCOB U D/04.6 6

[OKyMeHTO060opoTa No pasBuUTUIO U
npocdeccuoHansHoOn Kapbepe, 0by4eHuto,
aganTauumn 1 CTaXMpoBKe NepcoHana

E HesatenbHOCTb NO 6 OpraHusaums Tpyaa nepcoHana E/01.6 6

opraHusauun Tpyga u
onnaTtkl NepcoHana OpraHu3auusa onnatbl Tpy4a nepcoHana E/02.6 6
AOMUHUCTPUPOBaHME NPOLIECCOB U E/03.6 6

[OKyMeHToo6opoTa no Bornpocam
opraHusaumu Tpyaa v onnaTbl nepcoHana

F [eaTtenbHOCTb NO 6 Pa3paboTka kopnopaTUBHOW coLManbHOM F/01.6 6
opraHusaumm NOMNUTUKA
KoprnopaTuUBHOM
coumaneHON NOMUTUKN Peanusauusi kopnopaTmMBHOW counanbHON F/02.6 6
NONUTUKMN
AOMUHUCTPUPOBaHUE NPOLECCOB U F/03.6 6

AOKyMeHToobopoTa no Bonpocam
KopropaTUBHOW COLManbHOM NONUTUKN

G OnepaunoHHoe 7 Pa3paboTka cucteMbl onepaumoHHOro G/01.7 7

yrnpasneHue ynpaereHnsi NepcoHanom 1 paboThl

nepcoHanom u CTPYKTYpPHOro nogpasaeneHuns

nogpasgeneHnem

opraHusaummu Peanusauns onepaunoHHoro yrnpasneHusi G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgenexHus
AOMUHUCTPUPOBaHUE NPOLECCOB U G/03.7 7

AOKyMeHToobopoTa no onepaumoHHOMY
ynpasrneHunto nepcoHanom n pabore
CTPYKTYpPHOro noapasgerneHus

H CtpaTterudeckoe 7 Pa3paboTka cucteMbl CTpaTerm4yeckoro H/01.7 7
yrpasneHue yrpaBneHns nepcoHanomM opraHusauum
nepcoHanom
opraHusaumm Peanusauna cuctemsl cTpaTermyeckoro H/02.7 7

yrpaBrieHUsi NepcoHarnom opraHusauum

AOMUHNCTPUPOBaHUE NPOLIECCOB U H/03.7 7
OOKYMeHTOObopoTa no cTpaTernyeckomy
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no

YNpaBneHuto NepCoH. ..

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

ynpasJieHU0 nepcoHasrioMm opraHm3aumn

[ll. XapakTepuctunka 0606LEeHHbIX TPYAOBbLIX QOYHKLNIA

3.1. O606LeHHasn TpyaoBas hyHKUMS

OKYMeHTaLMoHHoe obecneyeHne paboThkl ¢ YpoBeHb
HanmeHoBaHue Roxy H P Kopn A P 5
nepcoHanom KBanMdukaumm
MpouncxoxaeHne
P kne . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpurvHan X
13 opurMHana
dyHKUUK
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

Bo3moOXxHble HanmeHoBaHUs
DOIKHOCTENn, npodeccui

CneumanucT no KagpoBoMy Aeronpon3BOACTBY

CneumanncT no AoKyMeHTaunoHHomy obecneyeHunto paboTbl C nepcoHanom
Cneumannct no JOKyMeHTaunoHHoMy obecneyeHunio nepcoHana
Cneuuwanuct no nepcoHany

Tpe6oBaHus K CpeaHee npodeccuoHanbHoe o6pa3oBaHue - MporpamMmma rnoaroToBKy
06pasoBaHnio U 0O6YYEHUIO | CNELNANICTOR CpedHEro 3BeHa
[ononHutensHoe npodeccroHansHoe obpasoBaHmne - NpPorpaMmmbl

HpOd)eCCMOHaHbHOVI nepenoaroToBku, nporpamMmmbl NoBbILLEHUA KBaﬂVI(*)VIKaLI,VIVI

npakTudeckon paboThbl

TpeboBaHus K onbITy -

Ocobble ycrnosus gonycka
K pabote

Lpyrve xapaKkTepucTuku

JononHutensHble XapakTepucTUKu
HavmeHoBaHWe AoKymeHTa Kop HaumeHoBaHne 6a30Bow rpynmnbl, 4OMKHOCTU (Npodeccrm) unm
crneunanbHOCTU
OK3 2412 CneuunanncTbl No Kagpam 1 npodopmneHTaumnm
3423 CneuvanncTtbl KagpoBbIX CMYXO 1 yYpexxaAeHU 3aHATOCTH
EKC <3> - CneuunanucT no kagpam
- MHcnekTop no kagpam
OKNATP <4> 27755 OKOHOMUCT Mo Tpyay
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

22956 MHcnekTop no kagpam
3.1.1. TpynoBas yHKUNA
BeaeHve opraHusaunoHHOM 1 YpoBeHb
HanmeHoBaHue |pacnopaguTenbHON AOKYMEHTaLUn no Kog A/01.5 |(noaypoBeHb) 5
nepcoHany KBanudukaumm
MpoucxoxaeHue TpyooBom OpuruHan X 3anmcTBOBaHO
dyHKUUK 13 opurmHana
Kopn PernctpaunoHHbIn
opvrmHana HoMep
npodeccnoHanbHOro
cTaHgapTa

Tpynosble gevictBus | O6paboTka 1 aHanM3 NocTynarwLwen JoKyMeHTaumm no nepcoHany

PaspaboTtka n ocopmneHve oKymeHTauum no nepcoHany (MepBUYHON, YYETHOW,
nnaHoBOM, no coumansHoOMy obecneyeHuto, OpraHu3aunoHHOMN,
pacnopsianTensHON)

Pervctpauus, y4eT 1 Tekylllee XpaHeHVe OpraHn3aLMoHHON U pacrnopaaUTeNbHON
[OKYMeHTaLuu No nepcoHany

Heobxoammele Pa3pabaTbiBaTb NPOEKTbl OPraHU3aLMOHHBIX Y PacropsiANTENbHbIX JOKYMEHTOB MO
yMeHUs nepcoHany

OdopmMnaTb [OKYMEHTbI B COOTBETCTBUM C TpeboBaHMAMM  rpakgaHCKoro,
TpyAoBOro 3akoHopgatenbcTtBa Poccuiickon ®degepaumm M nokanbHbIMU
HOPMAaTUBHBbIMU aKTaMy OpraHusauum

Bectun y4yeT n perncrtpaunio OOKYMEHTOB B VIH(bOpMaLI,VIOHHbIX cucremMax n Ha
MaTtepualibHbIX HOCUTENAX

OpraHu3oBbIBaTb XpaHEHME [OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
TPYAOBOro, apXuUBHOro 3akoHogartenscTBa Poccuiickon degepaumm u nokanbHbIMU
HOPMaTMBHbLIMWU akTamMu opraHusaumm

AHaJ'II/I3VIPOBaTb OOKYMEHTbI 1 NepeHOCUTb Mchopmaquo B 6a3bl aHHbIX 1 OTYEThI

BbisBNSITb OWNOKM, HETOYHOCTW, UCTIPaBNEHNS U HELOCTOBEPHYIO MHpopMaLuto B
OOKYMeHTax, onpeaensTb NerMTMMHOCTb LOKYMEHTOB

PaboTtaTb ¢ MHOPMALMOHHLIMK cUCTEMaMu U 6asamun daHHbIX NO BEAEHWIO yyeTa,
OBWKEHUIo nepcoHana

CobnioaaTe HOPMbI 3TUKW AeN0BOro 06LLeHUs

Heobxogumble 3HaHus | Mopsaok oopmneHusi, BeOeHUS U XpaHEHUS LOKYMEHTOB MO NepcoHany

nOpﬂ,EI,OK y4yeTa ABUXEeHUA KagpoB U COCTaBIieHUA yCTaHOBJ'IeHHOI7I OTYETHOCTU

OcHoBbI JOKYyMEHTOO6OpPOTa M LOKYMEHTALMOHHOIO obecneyeHunst
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no

YNpaBneHuto NepCoH. ..

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TexHonorun, MeTodbl M METOAMKM MNPOBEdEHWsI aHanv3a M cucTemaTusaumu
[OKYMEHTOB 1 UHCpopMaLmm

Mopsagok pacyeTa cTaxa, Nbrot, KoMNeHcauumn, opopmneHnss neHcmun paboTHnkam

CTpykTypa opraHusaumm

pr,u,osoe 3akKoHOOAaTeNbCTBO U UHbIE aKTbl, coAepXallne HOpMbl TPyAOBOro npaesa

OcHOBbI apxMBHOTO 3akoHo4aTeNnbCTBAa W HOPMaTVBHblE MNpPaBOBble aKThbl
Poccuinckon ®egepauun, B YacTn BegeHWUs JOKYMeEHTaumy no nepcoHany

3akoHoaaTenbcTBo Poccuiickoit denepaumm o NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHblE aKTbl OpraHmn3auuu, perynupyrouwipe  nopaaok
OCbOpMJ'IeHI/IFl pacnopaguTenbHbIX U OpraHN3auMOHHbIX JOKYMEHTOB MO nepcoHany

HopMbl 3TUKM 1 0enoBoro obLLeHus

BasoBble OCHOBbI MHPOPMATUKK, CTPYKTYpPHOE MOCTPOEHME WHMOPMALMOHHbIX
cucTeM 1 0cobeHHOoCTH paboTbl C HAMMK

Opyrne
XapakTepucTUKn

3.1.2. TpynoBas oyHKUNA

HanmeHoBaHue

BeneHune JoKymMeHTaLumM No yyeTy u YpoBeHb
OBWKEHUIO KagpoB Kopg A/02.5 |(nogypoBeHb) 5
KBanudmkaumm

MpoucxoxaeHne Tpygosom

OYHKLMN

3anmcTBOBaHO

OpuruHan X
13 opurnHana

Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpWJ,OBbIe nencTeums MNogroToBka NPOEKTOB LOOKYMEHTOB no npouenypamv ynpaslieHusa

nepcoHarom, yy4yety U ABUXKEHUK nepcoHana

OpFaHI/I3aLI,VIF| CUCTeMbl OBUXEeHNA OOKYMEHTOB MO nepcoHany

C6op 1 npoBepka NNYHbIX AOKYMEHTOB PaGOTHUKOB

MoagrotoBka 1 odopmneHne no 3anpocy paboTHUMKOB M OOIMKHOCTHBIX JNL,
KOMWI, BBIMNUCOK U3 KadpOBbIX JOKYMEHTOB, CMPaBOK, MHCpopMaumm O cTaxe,
nbroTax, rapaHTusaX, KOMNEeHcaUUsaX U UHbIX CBeAEHUI O paboTHUKaX

Bbligava pa6OTHI/IKy KagpoBbIX OOKYMEHTOB O ero prﬂ,OBOI7I neAaATeNbHOCTU

[oBeneHve oo ceeneHus nepcoHana opraHn3aunoHHbIX, pacnopAaanTesibHbIX
M KaapoBbIX AOKYMEHTOB OopraHusauum
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

BepneHue yyeTa paboyero BpeMeHn paboTHUKOB

Pervnctpauusi, yyeT, onepaTMBHOE XpaHEHWEe [OOKYMEHTOB MO NepcoHarny,
MOAroTOBKA K caave ux B apxums

Heobxoammble ymeHusi Pa3pabaTbiBaTb NPOEKTbI KAAPOBbIX AOKYMEHTOB

OdopmMnsaTb KagpoBble [OOKYMEHTbl B COOTBETCTBMM C TpeboBaHusMUK
TPYAOBOro 3akoHogaTenbcTBa Poccunckon degepaumm M nokanbHbIMU
HOPMaTUBHbLIMUW aKTaMy opraHusauum

Bectn y4eT n permctpaunio KagapoBbiX OOKYMEHTOB B VIH(bOpMaLI,I/IOHHbIX
cucrtemMmax n Ha matepualbHbIX HOCUTENAX

OpFaHVI3OBbIBaTb XpaHeHne KaapoBbiX [OOKYMEHTOB B COOTBETCTBUUN C
TpeGOBaHMﬂMVI TPyAoOBOro, apxXmBHOro 3akKoHOOaTesbCTBa Poccuiickon
d>en,epaL|,MM 1 NoKanbHbIMKU HOPMAaTuUBHbIMU aKTaMn opraHn3auunm

AHanmanpoBaTtb kagpoBble AOKYMEHTbl U MepPeHOCUTb MHopMauuio B 6asbl
OaHHbIX 1 OTYEeThI

PaboTatb co cneunann3npoBaHHbIMU VIHq}OpMaLI,VIOHHbIMI/I cuncremamm
©a3amu gaHHbIX N0 BEAEHUI0 yd4eTa 1 OBMXKEeHUIKO nepcoHana

PaspabaTbiBaTb  NfaH  KOPPEKTMPOBOK  YCTAHOBIIEHHOTO  Mopsiaka
obopMNEHNA [OOKYMEHTOB MO MNepcoHany W peanusoBbiBaTb MPUHSTLIE
N3MEHeHUs

KoHTponupoBaTb npucyTcTBre paboOTHUKOB Ha paboyemM mecTe

CobniogaTb HOPMbI 3TUKN OETOBOro 00LeHus

Heobxogumble 3HaHUS Mopsinok odbopMneHns, BeAEHUsSI U XPaHEHWUsI [OKYMEHTOB MO NepcoHany

nOpﬂD,OK ydyeTta [OBWXEeHUA KagpoB W COCTaBJieHUA YCTaHOBﬂeHHOVI
OTYETHOCTHN

Mopspgok pacyeta cTaxa, Ibrot, KOMMeHcauun, OdOPMIEHMA MNEeHCUN
paboTHnkam

CTpykTypa opraHusaumm

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HopMbl TPY4OBOrO
npaea

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

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

TexHonorun, metToabl U METOAMKW NMPOBEAEHUS aHanM3a u cuctemaTmsaumu
OOKYMEHTOB 1 MHdOpMaLmm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowme nopanok
O(bOpMJ'IeHI/IFl OOKYMEHTOB Mo nepcoHany

OcHoBbI JOKyMEHTOO60OpOTa M JOKYMEHTALMOHHOIO obecneyeHust
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

HopMbl 3TVKM Aenosoro obLeHuns

BasoBble OCHOBBbI nHpopmaTumku, CTPYKTYpHOE NOCTPOeHne
WH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

[Ipyrve xapaKTepucTuku

3.1.3. TpynoBas yHKUNA

AOMUHUCTPUPOBaHKE MPOLECCOB U
[OKYMEHTO060opoTa Mo y4eTy 1 ABWKEHUIO
KadpoB, NPeACcTaBeHWo JOKYMEHTOB Mo
nepcoHany B rocyapCTBEHHbIE OpraHbl

YpoBeHb
Kog A/03.5 |(noaypoBeHb) 5
KBanudukaumm

HanmeHoBaHue

MpoucxoxgeHwne TpygoBon 3aMmMcTBOBaHO
P pyA OpurmHan X
dyHKUUK 13 opuruHana

Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble geicTBUS OpraHuzaumst LOKyMeHToo60poTa No YYeTy U ABMKEHWIO KaapoB

OpraHusaumss OOKyMeHTOOGOpoTa MO NpeAcTaBreHuM [OKYMEHTOB MO
nepcoHany B rocyfapCcTBEHHbIe opraHbl

[NocTaHoBKa Ha y4deT opraHm3aumm B rocyaapCTBeHHbIX OpraHax

MoaroToBka MO 3anpocy rocy4apCTBEHHbIX OPraHoB, MPOMECCUMOHAmNbHbIX
COI30B W OpYyrux npeacTaBUTENbHbIX OpraHoB pabOTHMKOB OpUrMHaroB,
BbINUCOK, KOMWIA JOKYMEHTOB

lNogroToBka yBeOOMISIEHUIA, OTYETHOM M CTATUCTUYECKOW WHopmMaumm no
nepcoHany

MNoaroTtoBka WHopmMaumn o] 3aKnYeHnn TPYAOBOro nmnm
rpaXxgaHCKO-NpaBOBOro 4OroBopa Ha BbINOMHEHUE paboT (oka3aHue ycnyr) ¢
rpakgaHuHoOM, 3ameLlaBLLInM OOMKHOCTKN rocyapCTBeHHON unm
MyHULMNanNLHOM cnyxosl, nepeveHb KOTOPbIX yCcTaHaBnmBaeTcs
HOpMaTMBHbIMUK NPaBOBbIMK akTamu Poccuickon depepaumm

Heobxoaumble ymeHUsi OdopMnsTb y4eTHblE [OKYMEHTbI, NPEAOCTaBMNSIEMbIE B FOCY4APCTBEHHbIE
opraHbl, NpodeccroHanbHble Col3bl U Apyrve NPeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpFaHI/I3OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUM C Tpe6OBaHVI9|MI/I
TPYAOBOro 3akoHogaTenbctBa Poccunckon degepaumm M nokanbHbIMU
HOPMAaTUBHbIMU aKTaMn opraHmu3aumnmn

PaboTtaTtb c VIH(bOpMaLWIOHHbIMVI cuctemamum 1 6asamum gaHHbIX MO BEOAEHWIO
yd4yeTa 1 ABUXKEHUIKO nepcoHana

PaboTtaTb ¢ MHpOpMaLMNOHHBIMU cucTEMaMU U 6asamun gaHHbIX N0 BeAeHUIo
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

CTaTUCTUYECKON U OTYETHOW MHpOopMaLIMK NO NepcoHany

AHanuaupoBaTb nNpaBuna, npoueaypbl M NoOpsOoK, perynupytowe npaea u
006513aHHOCTM TOCYAapCTBEHHbIX OpraHoB W oOpraHu3auuyM no Bonpocam
obmeHa JoKyMeHTaLMel no nepcoHany

BecTu genosyto nepenucky

CobntogaTb HOPMbI 3TUKKU OETOBOro ooLeHus

Heobxoaumble 3HaHUSA TexHonornn, meToabl U METOAMKM NPOBEAEHMS aHanu3a u cuctemaTusauum
OOKYMEHTOB U MHGOpMaLmm

OcHoBbI ﬂ,OKyMGHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHust

CTpyKTypa opraHusaumm

HopmaTtueHble npaBoBble akTbl Poccuiickon ®epepaunn, perynupyroime
npaBa 1 0693aHHOCTM rOCy4apCTBEHHbLIX OPraHoB, NPOdECCUOHAbHbIX
COHO30B U ApYyrMx NpeacTaBUTENbHbIX OPraHoB paboTHMKOB MO
NpefoCTaBMeHU0 y4eTHON JOKYMEHTaUNN

TpynoBoe 3aKkoHOAATENbLCTBO U MHbIE aKThbl, coaepKallune HopMbl TPY40BOrO
npaea

OcCHOBbI apXMBHOTO 3aKOHO4ATENbCTBA U HOPMATMBHbIE NPaBOBbIE aKTbl
Poccuickon ®egepauun, B HacTu BeAeHUS AOKYMEHTaLUM No nepcoHany

3akoHoaaTenbcTBO Poccuiickoit deaepaumm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOPMAaTUBHBIE aKTbl OpPraHn3aLumn, perynupyroLLme nopsaok
BeOEHWS [OKYMEHTaLUn Nno y4eTy 1 ABWXEHUIO NepcoHana

HopMbl 3TWKM AenoBoro obuieHns

BasoBble 0CHOBLI MIHOOPMATUKN, MOCTPOEHUA NHPOPMALIMOHHbLIX CUCTEM U
ocobeHHocTn paboTbl C HAMYK

Ipyrve xapaKTepucTuku

3.2. O6o6LeHHas TpygoBas pyHKUNS

[earenbHOCTb MO ob6ecnevyeHno NepcoHanom YpoBeHb

HanmeHoBaHue Ko B

KBanudukaumm
MpouncxoxaeHve

z . 3anmcTBOBaHO
0606LLEeHHON TPygoBON OpuruHan X
13 opurnHana
OYHKLMN
Kopn PernctpaunoHHbIin
opvrmHana HOoMeEp
npodeccnoHanbHOro
cTaHgapTa
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxxaeHuM npodeccmoHanbHoro ctaHaapTa "CneumanucT no AokymeHT npeﬂocﬁgf;sg'xsg:;ﬁ;l_’g%fg;o?g
yNpaBneHuo NepPCoH... e
Bo3MOXXHble HaMMeHOBaHUS CI'IeLI,VIaJ'IVICT no no;:|,6opy nepcoHana
JOImKHOCTEN, npodeccui Cneumannct no nepcoHany

MeHepxep no nepcoHany

TpeboBaHus kK 0bpasoBaHuio | Bbicluee obpasoBaHue - bakanaspuaT

n 06y4veHnto HononHutensHoe npodeccrmoHansHoe obpasoBaHne - NporpaMmbl
NoBbILLEHMS KBanUdUkawumm; nporpaMmmbl NpodeccnoHanbHOM
nepenoaroToBkM B obnacTtu novcka u nogdbopa nepcoHana

TpeboBaHuA K onbITy -
npakTu4eckomn paboTbl

Ocobble ycnoeusi gonycka k
paboTte

Opyrvue xapakrepucTukm -

JononHutenbHble XxapaKTepUCTUKN

KoHcynbTtanTllntoc
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccuoHanbHoro ctaHaapTa "CrneumanmcT no ynpaBneHnto NepecoH. ..

[okymeHT npepoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 20.06.2018

HavmeHoBaHWe JokymeHTa Kon HavmeHoBaHue 6a30Boi rpynnbl, 4OMMKHOCTY (Npodheccum) unm
cneumansHOCTH
OK3 2412 CneumanncTtbl No Kagpam 1 NnpodopueHTaLmm
3423 CneumanncTbl KagpoBbiX CIYXO0 U y4peXXaeHUN 3aHATOCTH
EKC - CneuunanuncT no kagpam
- MeHexep no nepcoHany
oKnaTP 27755 OKOHOMWCT no Tpyay
22956 MHcnekTop no kagpam
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

3.2.1. Tpynoas dyHKUMA

C6op nHdopmaumm o noTpebHocTAX YpoBeHb
HavmeHoBaHWe | opraHusauum B nepcoHane Kog B/01.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue Tpygosom 3aMMcTBOBaHO
P A PYA Opwurunan X
PYHKLMM 13 opurnHarna
Kon PerncrpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTanfgapTa
Tpynosble gencTems AHanma nnaHoB, cTpaTerum 1 CTPYKTypbl OpraHn3auum

AHanus ocobeHHocTeN opraHusaumm paboTbl ¥ NPOU3BOACTBA Ha KOHKPETHBLIX
paboymx MmecTtax

AHanu3 pblHKa Tpyga no opraHu3auum paboTbl Ha  aHanorM4yHom
npon3BoAcTBe U pabounx mecTtax

dopmupoBaHme TpeboOBaHMI K BakKaHTHOM OOIMKHOCTM  (npodheccun,
cneumnanbHOCTM) U UX KOppeKums

AHanu3 pblHKa Tpyga M nepcoHana opraHusauuy no npodounio BakaHTHOM
[AOIMKHOCTU (Mpodbeccuu, cneumanbHOCTL)

MHdopMmpoBaHne 1 KOHCYNbTUpOBaHME pykoBoAUTENEW nogpasaeneHui un
opraHusaummn no Bonpocam pblHKa Tpyda B YacTu obecnevyeHnss nepcoHanom

HeobGxoammble ymeHusi CobupaTtb, aHanuauMpoBaTb W  CTpPYKTypupoBaTb WHdopmauuio o6
0COGEHHOCTSIX OpraHu3aumMm paboT Ha pPasnMYHbIX y4acTkax NPOM3BOACTBA U
Ha KOHKPETHbIX paboymx MecTax C y4eToM Lienei, 3agad, NiaHoB U CTPYKTYPbI
opraHusaumu

Cobupatb, aHanusmMpoBaTb WU  CTPyKTypupoBaTb MWHdopmauuo 06
0CODEHHOCTSX M BO3MOXXHOCTSAX KaApOBOro NoTeHumana opraHMsaumm

Cobupatb, aHanusmMpoBaTb WU  CTPyKTypupoBaTb MWHdopmauuo 06
0COBEHHOCTAX pbiHKa TPyAa, BKMYas npeasnioxeHus OT npoBangepos ycnyr
no NoM1CKy, NpuBneYyeHunto, noagbopy n otéopy nepcoHana

dopmupoBatb TpeboBaHMA K BakaHTHOW  JOMMKHOCTM  (npodoeccum,
cneumnanbHOCTW) U ONpeaensaTb KpuTepumn nogbdopa nepcoHana

BHocuTb KoppekTupylolme cBeaeHuss B TpeboBaHus K kaHougaTam Ha
BakaHTHbIe AOMKHOCTM (Npodheccuu, creumnansHOCTH)

Monb3oBaTbCA MOUCKOBBLIMW CUCTEMaMU U MHOPMALMNOHHBIMK pecypcamu
ONs MOHWUTOpMHra  pblHKa  Tpyda, rpaXZaHCkoro W TpyAoBOro
3akoHogartenbcTBa Poccuiickon Pegepaumm

KOHch'IbTMDOBaTb no BonpoCaM pblHKa Tpyda B 4acTu obecneyeHus
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

nepcoHasiom

CobnogaTb HOPMbI 3TUKM OENOBOro 0oLWweHus

Heobxoaumble 3HaHWS TexHonorun, MeTodbl U MEeTOAMKN NPOBEAEHMS aHanMsa u cucTemaTusaumm
AOKYMEHTOB 1 UHGpopMaLmm

CTpykTypa oOpraHusaumm 1  BakaHTHble  OOMkKHocTM  (Mpodheccun,
crneunanbHOCTK)

Mopsnok onpeaeneHnst NnepCneKTUBHOM U TeKyLLen NOTpeBHOCTM B Kaapax

McTouHukn obecneyenuns opraHunsauunn Kagpamm

OpraHusaums paboT Ha pasfMyHbIX ydacTkax NMpOM3BOACTBA, OpraHu3auum,
oTpacnu

O6LUMe TeHOeHUMU Ha pbiHKe Tpyda W B OTAENbHOW OTPacnu, KOHKPETHOA
npodeccumn (4OSHKHOCTU, crieumarnibHOCTH)

OCHOBbI NCUXOMNOMMN U COLLMONIOTN TpyAa

OCHOBbI 3KOHOMWUKM, opraHun3auunny Tpyga un ynpasJiieHUA

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HOpMbl TPY4OBOrO
npaea

OcCHOBbI apXMBHOFO 3aKoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBble aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeleHUs JOKYMeHTaLMKU Mo nepcoHany

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTUBHbIE aKTbl OpraHW3auuu, perynupylomne nopsaok
nonbopa nepcoHana

Hopmbl 3TnkM genoBoro obLieHus

Ba3soBble OCHOBbI NHAOPMaTUKK, CTPYKTYypHOE NoCTpoeHne
MHOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMU

Lpyrve xapaKkTepucTuku

3.2.2. TpynoBas dyHKUMSA

Mownck, npuBneyenune, nogbdop n otbop YpoBeHb
HanmeHoBaHue |nepcoHana Kog B/02.6 |(nogypoBeHb) 6
KBanvdukaumm
MpoucxoxgeHue TpyaoBon OpuruHan X 3aumcTBOBaHO
OYHKLMK 13 opurmHana
Kopn PernctpaunoHHbIin
opuruHana HoMep
npodeccroHanbHoro
cTanfgapTa
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TpynoBble AencTBUA lMounck BO BHYTPEHHMX M BHELUHMX UCTOYHMKAX MHGOpMauMm o KaHavaaTax,
COOTBETCTBYlOLLE TpebOBaHUSAM BakKaHTHOW AOMMKHOCTU  (mpodheccuu,
crneunanbHOCTK)

Pa3smelleHne cBegeHMn O  BakaHTHOM  OOIDKHOCTM  (mpodpeccuu,
crneumanbHOCTI) B cpeacTBax MaccoBOW MHGOpMaLmm

Bbibop cnocoboB M mMeToOoB MpMBREYEHUss MepcoHana B COOTBETCTBUMU C
YTBEPXXAEHHBIMM NaHaMm

MpoBepka wuHGpOpMaUMM O KaHAMAaTax Ha BakKaHTHblE  [OMKHOCTM
(npodbeccum, cneumanbHOCTN)

MpoBeneHue cobecenoBaHWii U BCTpeY C KaHAMAaTaMy Ha BakKaHTHbIE
OOImKHOCTU (npodheccuu, cneLmanbHOCcT) ¢ obecneyeHnem obpaTHOM CBA3N

OueHka CcOOTBETCTBUSI KaHAMAATOB TpeboBaHWMSM BaKaHTHOW [OIMKHOCTU
(npodbeccuu, cneumanbHOCTH)

MoarotoBka npeanioXeHWin Mo OpPMUPOBaHWIO GlomKkeTa Ha  MOUCK,
npuenevexve, nogbop 1 oT6Op NepcoHana

WHdopMrpoBaHne 1 KOHCYNbTUPOBaHME PyKoBOAUTENEN noapasgeneHvi u
opraHusaumm no Bonpocam rnpyBneYeHns nepcoHana ¢ oueHKon 3atpat

HeobGxoammble ymeHusi OnpeaensTb KpUTEPUM NoucKa, NpUBMEeYeHUs], noagdopa u oTéopa nepcoHana

CobupaTb, aHann3mpoBaTb U CTPYKTYPUPOBaTb MHPOPMaLMIO O KaHauaaTax u
NpeanoXeHnaxX Ha pbiHKe Tpyaa

[Nonb3oBaTbCA NOUCKOBBLIMU CUCTEMAMU U I/IHd)OpMaLI,I/IOHHbIMI/I pecypcamun B
obnacTtu obecneyeHns nepcoHasnom

MpyMeHsATbL TexXHonormm M MeToaMKM MNoucka, MNpUBMEYEHUsi, nogbdopa wu
oTbopa kaHaAMAATOB Ha BakaHTHbIE JOJMPKHOCTM (Npodieccuu, cneunansHOCTH)
B COOTBETCTBME C UX cneundunkom

Mcnonb3oeaTb  cpeactBa  oBecrnedveHWs  MepcoHanoMm,  BKIIKYast
COMpoBOXaeHue

KOHch'IbTVIDOBaTb Nno BOMpocam npusieyvyeHnda nepcoHana

CocTaBnATb UM KOHTPONMPOBaTb CTaTbM pacxodoB Ha obecneveHue
nepcoHanoM Ans nnaHMpoBaHus GHoKeToB

Co6nioaaTh HOpMbI 3TUKU A€N0BOro 06LLEeHUA

Heobxogumble 3HaHMS VcTouHmkn obecneyeHmnst opraHnsaumnm kagpamm

TexHonormm wn MeTOAUKN Moucka, npueneyvyeHua, no,1:|,60pa n 0T6opa
nepcoHana

Cuctembl, MeTogbl W OpMbl  MaTepuanbHOro M HemaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonornm n MetToapl (bOpMI/IpOBaHI/IFI N KOHTpONA GropxeToB
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TexHonorun, MeToabl U METOAUKU NPOBEAEHNsT aHanusa, cucTemaTusaumm
AOKYMEHTOB 1 MHGpopMaLmm

CTpykTypa oOpraHusaumm U1  BakaHTHble  JOIKHOCTM  (mpodpeccuum,
crneunanbHOCTK)

O6u.|,|/|e TeHOeHUMN Ha pblHKe Tpyda M B OTAENIbHbIX OTpacnax u Bugax
npodeccnoHanbHON OeATENBHOCTH

OCHOBbI MCUXONOTUKN U COLMONOTNN Tpyaa

OcHOBbI 3KOHOMMKW, OpraHM3aumm Tpyaa v ynpaBneHust NepcoHanom

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoaepKallme HOpMbl TPYOOBOIO
npaea

OcCHOBbI apxMBHOro 3akoHOaTenbCTBa M HOPMaTMBHbIE MPaBOBbIE aKThbl
Poccuiickon ®egepauun, B YacTu BegeHNs JOKYMeEHTaUuy No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuinckon ®egepaunm

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble  akTbl OopraHusauumn, perynumpyrowme nopAanok obecneyeHunst
nepcoHasrom

Hopmbl 3Tnkn genosoro obLieHus

BasoBble OCHOBbI MHPOPMATUKK, MOCTPOEHMS MHAPOPMALMOHHBIX CUCTEM U
0cobeHHOCTU paboTbl C HAMU

Opyrvue xapakrepucTukm

3.2.3. TpynoBas dyHKUMSA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HanmeHoBaHne | nokymeHTOODOOpOTa obecneveHus Kog B/03.6 |(nogypoBeHb) 6
nepcoHanom KBanudukaumm
MpouncxoxaoeHne TpyaoBon 3anmcTBOBaHO
P A PYA OpvirnHan X
dyHKUUK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpynoBble AencTBus AHanu3 npoueccoB OOKYyMEHTOOOOopOoTa, JoKanbHbIX [OKYMEHTOB MO

Bonpocam obecrneyeHusi nepcoHarnom

BeneHne wuHopMaummM O  BaKaHTHbIX  JOMXHOCTSX  (npodpeccusx,
crneumnanbHOCTAX) U KaHAMaaTax

,D,OKyMeHTaLLVIOHHOG conpoesoxXxaeHne KaHAugaTtoB Ha J3Tanax Mnoucka,
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

npveneyeHusi, nogbopa n oTbopa nepcoHana Ha BakaHTHble OOMKHOCTU
(npodbeccuun,  cneunanbHocTW),  MHPOPMMPOBaAHWE  KaHAMOAATOB O
pesynbTatax otbopa

lMNogroToBka 3anpocoB 0 KaHAMAaTax B rocyaapCTBEeHHbIE OpraHbl, B Cliy4vasnxX,
npenycMoTpeHHbIX ,El,eIZCTByI-OIJJ,VIM 3akoHOoOaTesNibCTBOM, U 06p860TKa
npenocTaBJieHHbIX cBegeHun

MogrotoBka n ob6paboTka yBeoOMMEHWA B rocygapCTBEHHblE OpraHbl,
npodeccuoHarnbHble  CO3bl U ApyrMe npeacTaBuTeNbHble  OpraHbl
paboTHMKOB MO BOMpPOCaM Moucka, npuBredeHusi, nogbopa un oTbopa
nepcoHana

COI'IpOBO)Kﬂ,eHVIe Aorosopos Mo obecneyeHnto opraHunsaunmn nepcoHasrnom,
BKno4Yaa npegBapuTesibHble npouenypbl No X 3aknio4YeHuo

HeobGxoammble ymeHusi ObGecneunBaTb AOKYMEHTALUMOHHOE COMPOBOXAEHWE BbiXxoAa kaHaugata Ha
paboTy 1 NepemeLLeHNs nepcoHana

OdopmnsaTb AOKYMEHTbI MO BOonpocam obecnevyeHnst KagpoBbiMU pecypcamu,
HeobxoouMmble ONS  NpegocTaBfeHWss B FOCYAapCTBEHHbIE  OpraHbl,
npodeccuoHanbHble  CO3bl W ApyrMe nNpeacTaBUTErNbHblE  OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPyOooOBOro, apXxvMBHOIMO 3akoHogaTenbcTBa Poccuiickon degepaumm 1
noKanbHbIMW akTaMu opraHnsaumm

AHanuanpoBaTb  [JOKYMEHTbI M nepeHocUTb  WHGopMauuio B
MHpOPMaLIMOHHBIE CUCTEMbI 1 6a3bl AaHHbIX O KaHaMAaTax

Pa6oTaTtb ¢ nHOpMaLMOHHBIMK cucTeMamn 1 6azamm gaHHbIX MO Bonpocam
obecneyeHnss nepcoHanoMm, BedeHW0 MNoucka K yyeTa KaHAMOATOB Ha
BakaHTHbI€ JOIPKHOCTM (Mpodheccuu, cneunanbHOCTH)

MpounsBoauTb NpeABapuTesibHble 3aKynoyHble npoueaypbl U oopMnsTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

OpraHn3oBbIBaTb U NPOBOAUTL KOHKYPCbl, OCHOPMNSATL M aHanMsMpoBaTb
KOHKYPCHYIO OKYMEHTaLUI0

BecTtu genosyto nepenucky

Co6nioaaTh HOpMbI 3TUKK AeN0BOro 06LLEeHUA

Heobxogumble 3HaHMSA Mopspok odopmMreHns, BeAeHNs N XpaHeHUs OOKYMeHTaLuuu, CBA3aHHOW C
MOMCKOM, NpuBrie4YeHnemM, Nnogbopom M OTOOPOM nepcoHana Ha BakaHTHble
OOIMKHOCTU

Mopsiaok hopmMnpoBaHns, BeeHNs 6aHka AaHHbIX O NepcoHarne opraHusaumm
N NpefocTaBneHns OTYETHOCTM

OcHoBbI JOKyMEHTOO6OpOTa M LOKYMEHTALMOHHOIO obecneyeHust

TexHonornn, MetTodbl 1 METOANKN npoeeaeHnAa aHannsa n cuncrematn3auunm
LOOKYMEHTOB 1 IAH(*)OpMBLI,VII/I
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

Mopsinok NpoBeaeHVsi KOHKYPCOB M 0GOPMITIEHMS] KOHKYPCHOW JOKYMEHTauUmm

Mopsgok  nmpoBedeHUs  3akynodHblX — npouedyp UM odopmmneHus
COMyTCTBYIOLLEN JOKYMEHTaLMK

CTpykTypa oOpraHusaumm U1 BakaHTHble  JOSKHOCTM  (Mpodhbeccuw,
crneunanbHOCTK)

TpynooBoe 3aKoHOAATENbCTBO U MHbIE akTbl, CoaepKallme HOpMbl TPYO4OBOIO
npaea

OcCHOBbI apxMBHOro 3akoHoAaTenbCTBa M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuinckon ®egepauun, B YacTn BeAeHNS JOKYMEHTaUMy No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuickon degepaunm

3akoHopaTenbcTBO Poccunckon Pegepaumm o nepcoHanbHbIX AaHHbIX

JNlokanbHble akTbl OpraHu3auuu, perynupylolMe nopsigok  nogGopa
nepcoHana

MopsAaok 3aknio4YeHnss OroBOpOB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obuieHns

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

[Ipyrve xapaKkTepucTuku

3.3. O606LeHHasn TpyaoBas pyHKLMSA

eATeNnbHOCTb MO OLIEHKE U aTTecTauumn YpoBeHb
HanmeHoBaHue A H H Kopn C P 6
nepcoHana KBanudukaumm
MpouncxoxaeHve
z . 3anmMmcTBOBaHO
0606LLEeHHON TpyaoBON OpurvHan X
13 opurnHana
OYHKLMN
Kopn PernctpaunoHHbIn
opurnHana HOoMep
npodeccnoHansHoro
cTaHgapTa
Bo3moxxHble HauMeHoBaHus | CneuunanucT Nno oueHke U aTTecTaunm nepcoHana
DOIKHOCTEN, npodeccui Cneunannct no nepcoHany
MeHeoxep no nepcoHany
TpeboBaHus k 0bpasoBaHuio | Bbicluee obpasoBaHue - 6bakanaspuaT
n oby4eHuno [ononHnTensHoe nNpodgeccnoHanbHoe obpasoBaHme - NPorpaMmmbl
MOBbLILLEHMS KBanNMduKaumm; nporpamMmmbl NpodeccnoHanbHom
nepenoaroToBky B obnacTn npoBeneHnst oLeHKU nepcoHana
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TpeboBaHus K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K
paboTte

[pyrue xapakrepucTumkm -

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHne gokymeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
Unun cneumnanbHoCTU
OK3 2412 CneumanucTtbl No Kagpam 1 npodopueHTaLmm
3423 CneumanncTbl KagpoBbIX CNYX0 M y4pexxaeHUn 3aHATOCTU
EKC - MeHepxep no nepcoHany
OKMNATP 27755 OKOHOMWCT Mo Tpyay
22956 MHcnekTop no kagpam

3.3.1. TpynoBas dyHKUuA

OpraHu3aums n NnpoBefeHNe OLEHKN YpoBeHb
HanmeHoBaHue |nepcoHana Kog C/01.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue Tpygosom 3aMmMmcTBOBaHO
P A PYA OpuirnHan X
dyHKUUK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHansHoro
cTaHgapTa
Tpynosble AencTBuA AHanu3 CTPyKTypbl, MMA@HOB W BaKaHTHbIX JOJPKHOCTEN (Mpodeccun,

crneumnanbHOCTEN) OpraHv3auuM, OCoBGeHHOCTeN opraHusauum paboTbl Ha
pPa3nnYHbIX y4acTKax npomn3BoacTBa M KOHKPETHbIX paGoqu MecTax

Paapa60TKa nnaHa oOueHKn nepcoHana B COOTBETCTBMM C UenaMmu
opraHusauumn

OLI,eHKa OWHaMUKK1 npon3BoanTesibHOCTU, MHTEHCUBHOCTU U GC*)C*)GKTI/IBHOCTVI
TpyAa Ha pabounx mecrtax

OnpepgeneHve pecypcos, BbIGOP CPeACTB U METOAOB MPOBEAEHMS OLEHKM
nepcoHana

npOBeD,eHI/Ie OLEHKKM nepcoHarna B COOTBETCTBUM C NilaHamMn opraHm3auunn

ConpOBom,qume [orosopos C opraHumsaunamm - ncnonHnTenamm

KoHcynbTtanTllntoc
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

MepoanﬂTMVl no OueHKe nepcoHalna, BKI4Yada npeaBaputelibHble
npouenypbl No UX 3aKri4YeHunto

KoHcynbTupoBaHMe nepcoHana Mo BOMPOCaM OLIEHKW, BKMOYas OLIEHKY
3aTpar

AHanus pesynbTaToB OLIEHKM MepcoHana, MoAroToBka pekoMeHAaLui
PYKOBOACTBY U NepcoHany

MoaroToBKa NPeAnoXeHWn No opMMpoBaHMio GlomkeTa Mo opraHu3auun u
NPOBEAEHUIO OLIEHKM NepcoHana

Heobxogumble ymeHus OnpenenaTte napamMeTpbl U KpUTEPUM OLIEHKN NepcoHana

Oﬂpeﬂe]’lﬂTb n MNpUMEeHATb cpeactBa W MeTodbl npoBedeHUA OLEHKU
nepcoHana

Bblgenate (onpegenaTs) rpynnbl nepcoHana Ans npoBeaeHns OLeHKN

Oﬂpeﬂ,e]’lﬂTb MHTEHCUBHOCTb Tpyda W 30Hbl MOBbILLIEHUA Sd)(peKTVIBHOCTI/I
nepcoHana

OnpenenaTe MOTMBaLUMOHHbIE (DaKTOPbl NPOBEAEHNS OLEHKM NepcoHana

CocraBnsatb 1 KOHTPOJIMpOBaTb CTaTbh pacxodoB HA OLEHKY NnepcoHana ana
nnaHMpoBaHuA OroaxeToB

Ob6ecneunBatb opraHn3aumMoHHOE conpoBoXaeHne OUueHKN nepcoHana

ObGecneunBaTb COXPaHHOCTb  KOH(WAEHUMaNbHOW  MHopMauuu  npu
npoBeAeHUN OLIEHKN NepcoHana

OpraHu3oBbiBaTb XpaHeHMEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMSAMU
TPYAOBOro, apxmMBHOrO 3akoHogaTtenbcTBa Poccunckon dPepepauum wn
nokanbHbIMU HOPMaTUBHBIMW akTaMu opraHn3aumm

Cobupatb, aHanuauvpoBaTb W  CTPYKTypMpoBaTb  MHoOpmaumo o
npeanoXeHnsX Nno OLeHKe nepcoHana Ha pblHKe Tpyaa

MpounsBoauTb NpeABapuTesibHble 3aKynoyHble npoueaypbl U oopMnsTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNIO JOrOBOPOB

OI'Ipe,EI,eJ'IﬂTb ycnoBuA Ona 3aknyeHna 4oroBopoB Ha yCcryru no nposegeHuto
OLEeHKN nepcoHana

CncrtemaTtusmpoBatb, 0006wWate M aHanuM3npoBaTb pe3ynbTaTbl OLEHKU
nepcoHana

ObecneunBatb o6paTHy+o CBA3b MO pe3ynbTaTtamMm ﬂpOBeﬂeHHOVI OLUEHKn C
nepcoHanom n pykoeoactesom

Mornb3oBaTbCA MOUCKOBBLIMU CUCTEMaMU, MHEDOPMALMOHHBIMK pecypcamm u
6a3amu JaHHbIX MO NPOBEAEHMIO OLIEHKM NepcoHana

PaspabaTtbiBaTb pekomeHOauuMuM Mo pasBUTUIO MNepcoHana Ha OcHoBe
NpoBeAeHHON OLIEHKK
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

CobniogaTb HOPMbI 3TUKU OETOBOro obLeHus

Heobxoaumble 3HaHUA TexHonorun n meToabl onpeaeneHns NpodeccnoHanbHbIX 3HaHWUNA, YMEHUI 1
KOMMeTeHLUmn

TexHonornm n MeToabl OLEHKN IMYHOCTHBIX Ka4yecTB U XapaKTepucTtuk

Cuctembl, MeToabl M OPMbl  MaTepuanbHOrO W HemaTepuarbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonoruu n metoasl GOPMUPOBAHUS U KOHTPONS BIOMKETOB

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

OcHoBbl 00LLEel 1 counanbHOM NCUXONOrMmM, COLUOIIOrMN 1 NCUXOoNorM1 Tpyaa

OcHoBbI I'IpOI/I3BO/J.CTBeHHOl7I AeATeNbHOCTU opraHmn3aunmn

Mopsgok  nmpoBegeHuss  3akynodHblX — npouegyp M 0dopmrneHus
COMyTCTBYOLLEN JOKYMEHTaLMK

CTpykTypa opraHusaumMm W  BakaHTHble  [OOMKHOCTM  (NMpodpeccuu,
cneumanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HOpMbl TPY4OBOrO
npaea

OcHOBbI apXMBHOrO 3aKoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeleHUsl JOKYMEeHTaLMKU Mo nepcoHany

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowmne nopagok
OLIeHKN nepcoHana

Mopsaok 3aknoyYeHns JoroBopoB (KOHTPaKTOB)

Hopmbl 3Tnkn genosoro obLeHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE nocTpoeHne
MHd)OpMaLLMOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.3.2. TpynoBas dyHKLMSA

OpraHusaums v npoBeaeHne aTTecTaumm YpoBeHb
HanmeHoBaHue |nepcoHana Koa C/02.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue TpyooBon OpurvHan X 3aumcTBOBaHO
DYHKLMK u3 opurnHana
Kog PernctpaunoHHbIn
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Oata coxpaHeHusi: 20.06.2018

opurMHana Homep
npodeccnoHanbHoOro

cTaHdapTa
TpynoBble AencTBus AHanu3 CTPYKTypbl, MNAHOB W BaKaHTHbIX AOSHKHOCTeN (npodheccui,

cneumansHOCTen) opraHusaumu, ocobeHHOCTel opraHusaumMn paboTbl Ha
pas3nMyHbIX y4acTKax NPOM3BOACTBA M KOHKPETHbLIX paboymx MecTax

PaspaboTka npoeKkToB OOKYMEHTOB, OMpedenstomnx nopsagok aTrecrauuu
nepcoHana, ¢ OLeHKon 3aTpat

COI'IpOBO)Kﬂ,eHVIe npouecca arrtecraumm wu pa60TbI aTTecTauMoHHOM
KOMuUccumn

lNogroToBka npeanoXxeHnn No popmMmMpoBaHuIo BrogxeTa Ha opraHu3auuo n
npoBefeHWe aTTecTaunm nepcoHana

MogrotoBka nNpeanoXeHw O COOTBETCTBUM pabOTHUKA  [OMKHOCTM
(npodheccum, cneumaneHOCTK) NO pesynbTaTtaMm aTTecTaumm B COOTBETCTBUU
C 3akoHofaTtenscTBom Poccunckon ®egepaumu

Heobxoaumble YMEeHUA Oﬂpeﬂ,e]’lﬂTb napamMmeTpbl N KpUtepunm atrectauum nepcoHana

OI'Ipe,D,eJ'IHTb M NpUMEeHATb cpeacTesa U MeTodbl atTecTaunn

Bblgenstb rpynnbl nepcoHana and nposeaeHna atrecraunm

Ob6ecneunBatb OOKYMeHTauMoOHHOe conpoBOXaeHne aTtTecTaunn nepcoHana

CocTaBnstb 1 KOHTpOJINpOBaTb CTaTbh pacxoaoB Ha aTTeCcTalunio nepcoHana
Aana nnaHnpoBaHuaA OtoaxeToB

Monb3oBaTbCcsl MH(OPMALMOHHBIMKM pecypcaMmu M 6a3amu  AaHHbIX MO
npoBedeHuto aTTecTauum

Bectn ydeT u pernctpaynio JOKyMEHTOB B VIHCbOpMaLI,VIOHHbIX cucremMax n Ha
MaTepuanbHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHEHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
TPYyAOBOro, apxuBHOro 3akoHopaTtenbcTBa Poccunckon degepaunn un
nokaneHbIMY OKYMEHTaM1 opraHu3aumm

Mpon3soauTb NpenBapuTeribHblE 3akynouvHble npoueaypbl M 0hOpMNSATbL
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMIOYEHNIO JOrOBOPOB

Co6nioaaTh HOPMbI 3TUKU AeN0BOro 06LLEeHUA

Heobxoaumble 3HaHUSA Mopsifok 1 TeXHONorMs NpoBeAeHUs aTTecTalmm

TexHonornn n Mmetoabl onpeaeneHns 1 oLeHKn NPodeccMoHanbHbIX 3HAHWUIA,
YMEHU N KOMNEeTEeHLNI

Cuctembl, MeTodbl M (POPMbl MaTeEPUanbHOrO U  HemaTepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonornm n MetToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OomxeToB
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TexHomnorun, MeToabl U METOAVKM NPOBEAEHNS aHanM3a 1 cucteMaTmsaumm
AOKYMEHTOB 1 MHGpopMaLmm

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I neAaATenbHOCTU opraHn3auunm

OcHoBbI 06LLEeN U coLManbHON NCUXONOrMK, COLMONOTNIN U NCUXONOrnn TpyAa

Mopsmok  nMpoBedeHUst  3aKymouvHbiX — Mnpouedyp U odopmneHus
COMYTCTBYIOLLEN AOKYMEHTaLMK

CTpykTypa opraHuM3auum U  BakaHTHble  OOMMKHOCTM  (Mpodheccum,
crneunanbHOCTK)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, COAEPXKaLLMe HOPMbl TPYAOBOIO
npaea

OcCHOBbI apXuBHOTO 3akoHOAaTenbCTBa M HOPMAaTUBHbLIE MPAaBOBblE aKThbI
Poccuiickon ®egepauun, B YacTn BeAeHUSI AOKyMEHTaLUM No nepcoHany

3akoHoaaTenbcTBO Poccuiickoit deaepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOpMATMBHbLIE akTbl OpraHuM3auuu, perynupylowme nopsiaok
OLIeHKV nepcoHana

Mopsiaok 3akntoYeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

Basosble OCHOBbI MHbopMaTUKK, CTPYKTYpHOE NoCTPOEeHe
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoTbl C HAMM

Opyrvue xapakrepucTukm -

3.3.3. TpynoBas dyHKUMA

ALMUHUCTPUPOBaHWE NPOLECCoB U YpoBeHb
HanmeHoBaHve | AoKyMeHTOOBOopoTa npy NPoBeaeHNN OLEHKN Kog C/03.6 |(nogypoBeHb) 6
W atTecTtaumm nepcoHana KBanudukalmm
MpoucxoxaeHue Tpygosom 3aMmMmcTBOBaHO
P A PYA OpvirnHan X
PYHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccroHanbHoro
cTanfgapTa
TpyQoBble AeCTBUSA AHanu3 nNpoLeccoB AOKYMEHTOOO0pPOTa, NOKanbHbIX AOKYMEHTOB MO OLIEHKE

nartrectayum nepcoHana

OpraHI/I3aLI,MOHHOG conpoBoxaeHne MepOI'IpMﬂTI/IVI Nno OLeHKe nepcoHana un
ero arrecrauum

OdpopmrieHne npouecca v pesynbTaToB aTTecTauum nepcoHana
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

WHbopmmpoBaHue nepcoHana o pesyrnbTaTax OLeHKU U aTTecTaumm

MNogroToBka I'IpGJJ,J'IO)KeHI/IVI no pa3BUTUIO NepcoHana no peldyrnbTaTtaM OUEHKN

COI'IpOBO)Kﬂ,eHVIe Aorosopos no OKa3aHuko KOHCYJ1IbTaUMOHHbIX n
VIH(bOpMaU,VIOHHbIX yCcnyr no oueHke n atrecrtaunmn nepcoHana

Heobxogumble ymeHus ObecneuynBatb AOKYMEHTALMOHHOE COMPOBOXAEHME OLEHKM U aTtTectauum
nepcoHana

OgopmMnsaTb JOKYMEHTbI MO BOMpOCaM OLEHKM M aTTecTauuu nepcoHana,
npenocTaBnsiemMble B rOCyAapCTBEHHbIE OpraHbl, NPOgeccMoHanbHbIe CO3bI
N gpyrve npepcraBuTenbHble opraHbl paboTHUKOB

AHaJ'IVI3VIpOBaTb npasuna, npouenypbl n nopdanku nposeneHuna OLUEHKU 1«
arrTectayunm nepcoHana

BecTu yyeT 1 pernctpaumio JOKYMEHTOB B MHDOPMALMOHHBIX CUCTEMAX U Ha
MaTtepuanbHbIX HOCUTENSIX

OpFaHMSOBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C TpeGOBaHVIﬂMVI
TPyAOBOro 3akoHoAaTes1bCTBa Poccunckon CDe/J,epau,MM 1N noKalibHbIMU
akTamMmu opraHusaumn

BecTu oenoByto nepenucky

PaboTtaTtk ¢ nHpopMmaunOHHbIMK cucTeMamn 1 6azamu gaHHbIX NO BONpocam
NpoBeAeHUs OLIEHKM U aTTecTaumu nepcoHana, Be4eHuo y4yeTa kaHanaaTos
Ha BakaHTHble AOMMKHOCTH (Npodheccun, cneunansHOCTH)

AHanusmpoBaTb  [OKYMEHTbI W MepeHocuTb  MHdopmauulo B
MHpOPMaLIMOHHBIE CUCTEMBI 1 6a3bl AaHHbIX

CobniogaTb HOPMbI 3TUKKU OENOBOro ooLeHus

Heobxoaumble 3HaHUS nOpﬂD,OK O(bOpMJ'IeHI/IFI, BeOJeHUA N XpaHeHuAa OOKyMeHTauuu, CBSI3aHHOM C
npoBegeHnem oueHKn n atrectaumm nepcoHana

Mopsgok copmupoBaHus, BedeHWss OaHka [aHHbIX O nepcoHane
opraHmsaumm u npeocTaBneHnss OTYETHOCTU

lNopagok  npoBedeHWA  3aKyrnoyHbIX  npouedyp U odpopMieHus
COMYTCTBYIOLLEN JOKYMEHTaL MM

Mopsipok odhopMneHnst AOKYMEHTOB, NPEAOCTaBMSIEMbIX B rOCYAapCTBEHHbIE
opraHbl, npodeccuoHarbHble CO3bl U ApyrMe npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OcHoBbI JOKyMEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHuns

CTpykTypa oOpraHuMsauumM W  BaKaHTHble [JOIKHOCTM  (npodheccuu,
cneuuanbHOCTH)

TpyaoBoe 3akOHOAATENBCTBO M MHbIe akTbl, coAepallue HOpMbl TPYOAOBOro
npasa

OcHosBbl adpXMBHOIro 3akoHoaaTeslibCTBa M HOPMaTuUBHbIE MNPABOBbLIE aKTbl
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

Poccuiickoit ®epepauuun, B 4acTu BeieHUsl JOKYMEeHTaLMKU Mo nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHanbHbIX AaHHbIX

TexHomnorun, MeToabl U METOAMKM NPOBEAEHNS aHanMsa U cucteMaTmsaumm
AOKYMEHTOB 1 UHGpopMaLImm

JlokanbHble HOPMaTMBHbIE aKTbl OpraHum3auumn, perynupyrune nopanok
OLUEeHKN n atTectauunmn nepcoHana

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHns

BasoBble OCHOBbI nHopmaTmku, CTPYKTYpHOE nocTpoeHne
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

[Ipyrve xapaKTepucTuku -

3.4. Obob6LeHHas TpygoBas pyHKUNS

eATenNbHOCTb MO PasBUTUIO MepcoHana YpoBeHb
HaunmeHoBaHue a P P Koa D P 6
KBanudukaumm
MpoucxoxaeHune
P ae _ 3aMMcTBOBaHO
0000LEeHHON TPYAoBOM OpwurunHan X
13 opurnHana
dyHKUUK
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccroHanbHoro
cTanfgapTa
Bo3moxHble HanmeHoBaHusA | CneumanucT no passutmio 1 obyyeHnto nepcoHana
OOImKHOCTEN, npodeccun Creuvannct no pa3BuTUIO Kapbepbl NepcoHana
Cneuvanuct no nepcoHany
MeHeoxep no nepcoHany
TpeboBaHus k 06pasoBaHuio | Beicluee obpasoBaHue
n obyyeHuto HononHntensHoe npodeccnoHansHoe obpa3oBaHve - MporpaMmbl
MOBbILLEHNSA KBanMdukaumm; nporpamMmmel NpodeccnoHarnbHom
nepenoaroToBky B 06nacTy opraHn3aumMoHHOro 1 NpoeccMoHansHOro
pa3BuUTKSA NepcoHana
TpeboBaHus K onbITy -
npakTudeckon paboThbl
Ocobble ycnoBus gonycka kK | -
paboTte
[pyrne xapakrepucTumkm -
JononHuntensHble XapakTepuUCTUKK
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

HaumeHoBaHve JOKyMeHTa Kog |HavmmeHoBaHune 6a3oBow rpynmbl, 4OIMKHOCTH (Mpodheccnm) unm
crneunanbHOCTU
OK3 2412 CneumanncTtbl No Kagpam n NnpodopueHTaumm
3423 CneuvanncTtbl KagpoBbIX CIYX0 1 yYpeXxxaeHUA 3aHATOCTH
EKC - MeHepxep no nepcoHany
oKnAaTP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.4.1. Tpynosas dyHKUMA

OpraHusauust 1 npoBeaeHne MEpPONPUATUIA No YpoBeHb
HaumeHoBaHWe |pa3BuTUIO 1 NOCTPOEHMIo npodeccmoHansHon | Koa D/01.6 |(nogypoBeHb) 6
Kapbepbl nepcoHana KBanudmkauum
MpoucxoxaeHue Tpyoosom 3aMMcTBOBaHO
P i PYA OpwurunHan X
yHKUMN n3 opurnHana
Kon PernctpauunoHHbii
opvrmHana Homep
npodeccuoHanbHoro
cTaHgapTa
TpynoBble gencTems AHanm3 CTpykTypbl, NNIAHOB 1 BakaHCU OpraHu3auum

AHanna ocobeHHocTelN pa60TbI Ha pasiMyHbiX y4acTKax npoun3BoacTtBa U
KOHKPETHbIX pa6oql/|x mMecTax

MoaroToBka MPOEKTOB [OOKYMEHTOB, OMpedensiowmnx MopsaoK passButus
nepcoHana 1 NocTpoeHusi NPodecCMoHarnbHO Kapbepbl C OLIEHKOK 3aTpat

PaspaboTtka nnaHoB npodeccrmoHanbHON Kapbepbl paboTHUKOB

dopmrpoBaHKe KaapoBOro pesepsa

OpraHusauns MeponpusiTUiA N0 pasBUTUIO U MOCTPOEHUIO NPOdECCUOHANTBbHOM
Kapbepbl NnepcoHana

MoaroToBKa NpeanoXeHuid No hopMMpPOBaHMWI0 BloaKeTa Ha opraHM3auuto 1
npoBeAeHNe MeponpUATUI Mo Pa3BUTUIO U MOCTPOEHUIO NMPOdEeCCUOHaNbHOM
Kapbepbl NepcoHana

AHanuns apekTMBHOCTM MepPONpPUATUIA MO pa3BUTUIO MepcoHana, NoaroToska
npeanoXeHnn No passuUTUIO

HeobGxoammble ymeHusi AHanuanpoBaTb ypoBeHb 0OLlero pasBuTMA U npodeccroHanbHom
KBanudukaLuum nepcoHana

OnpenensTe KPaTKOCPOYHbIE W [OMTOCPOYHbIE MNOTPeGHOCTM  pas3BuTUA
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

nepcoHana 1 NocTpoeHusi ero NpogeccroHanbHON kapbepbl

OnpenenaTb KpUTepun PopMUPOBaHMS KaapPOBOro pesepsa opraHmnsaLum

CocraBnsaTb nHonBunayalbHbl€ MniiaHbl KAPbEPHOIro pa3BnTuUA nepcoHana

MpyMeHsaTbL TexHonormm M MeToAdbl Pas’BUTUS MNepcoHana u MNoCTPOeHMUs
npodgeccnoHaneHoOn Kapbepbl

CocTaBndaTb MNPeAnoXeHUs W KOHTPONMPOBaTb CTaTbM pPAacxXOdoB Ha
nporpaMmmbl U MEPONpPUATUA MO pasBUTUIO MepcoHana U MOCTPOEHUo
npodeccnoHanbHoOn Kapbepbl AMs NNaHMPOBaHWSA BIOIKETOB

OnpegensaTe 3dpeKTBHOCTb MEpOoNpUATUIA NO pasBUTMIO NepcoHana wu
NOCTPOEHUI0 NpocheccroHansHoM kapbepbl

PabotaTb ¢ MH(popMaLMOHHBIMK cucTemammn n 6asamm gaHHbLIX MO NepcoHany

CobniogaTb HOPMbI 3TUKN OETOBOro 00LeHus

Heobxogumble 3HaHMSA Cwuctema, cnocobbl, METOAbI, MHCTPYMEHTbI MOCTPOEHMS MPOdeCCnoHanLHoNn
Kapbepbl

MeToabl onpegeneHnss U OLEHKM JIMYHOCTHbIX M NpoddeccroHanbHbIX
KOMMeTeHUnn

Cuctembl, MeToaobl M OPMbl  MaTepUanbHOTO UM  HemaTepuanbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

TexHonorun, MeToabl (hOPMMPOBaHUS U KOHTPOIS Blo0aKEeTOB

TexHonornn, MetToabl 1 METOANKN npoeeaeHna aHanunsa u cucreMmatTmsayum
LOOKYMEHTOB 1 I/IH(*)OpMaLI,VIM

OcHoBbI NpodeccroHanbLHON opreHTaLmum

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIro obecneyeHus

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I 0eATeNlbHOCTU opraHunsauun

OcHoBbl 00LLEeN 1 counanbHOM NCUXOSOrMK, COLMOTIONUI 1 NMCUXOSI0rK Tpyaoa

CTpykTypa opraHmsauMm 1  BakaHTHble  JOJDKHOCTM  (npodpeccun,
crneunanbHOCTK)

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYOOBOroO
npaBa

3akoHopaTenbcTBO Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHv3auuu, perynupylomne nopsaaok
pa3BUTUS 1 NOCTPOEHNSA NPOdeCCUOHaNbHON Kapbepbl NepcoHana

Mopsgok 3aknyYeHns 4oroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obLeHns
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

Basosble OCHOBbI MHbOpMaTUKK, CTPYKTYpHOE MOCTpOeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaGoTbl C HAMM

[pyrue xapakrepucTumkm -

3.4.2. Tpynosas dyHKUMA

OpraHusauuns obyyeHus nepcoHana YpoBeHb
HavnmeHoBaHue Koa D/02.6 |(nogypoBeHb) 6
KBanudgukaumm
MpoucxoxaeHue TpyooBom 3aMMcTBOBaHO
P A PYA Opwurunan X
PYHKLMM 13 opurnHana
Kon PeructpauunoHHbii
opuruHana Homep
npodeccnoHanbHoro
cTanfapTa
TpynoBble gencTems AHanu3 pblHka obpasoBaTenbHbIX yCryr u notpebHocTen opraHusauun B

oby4eHun nepcoHana

PaspaboTka nnaHoB, MeTOAMYECKMX MaTepuanos, Yy4eOHbIX MfaHoB U
nporpamm, NPOEKTOB JTOKasbHbIX aKTOB Mo 00y4YEHUIO U pasBUTUIO MepcoHana,
BKIOYas OLEHKY 3aTpaT

OpraHuzauust MeponpuaThii no obyyeHuto nepcoHana

[MoarotoBka NpeanoxeHnn nNo OpMUPOBaHUIO OOAXKeTa Ha opraHv3auumio
oby4eHus nepcoHana

AHanma adeKTMBHOCTM MePONPUSTUIA Mo 0by4eHnto nepcoHarna

Heobxogumble ymeHusi AHanuaupoBaTb U onpeaensTb NoTpebHoCTM B 06y4YeHUM rpynn nepcoHana B
COOTBETCTBUM C LIeNsIMU opraHu3auum

Pa3pa6aTblBaTb nnaHbl  NOAroToOBKM, nNepenoarotoBkM W MOBbILLIEHUA
KBaJ'IVI(bVIKaLI,VII/I Kagpos, yqe6Hb|e nnaHbl U NporpamMmmvbl

AHanuaupoBaTb pbIHOK 06pa3oBaTernbHbIX YCNYr Y TOTOBUTb NPEAOXKEHNS MO
nocTaBLLmMKaM ycryr

Opl'aHl/I3OBbIBaTb o6yqa+oume MeponpuAaATnA

CocTaenaATb M KOHTPONMPOBaThL CTaTbM PacxofoB Ha obyyeHue nepcoHana
ANs NNaHNpoBaHus GoIKeToB

Pa3pa6aTbIBaTb N KOMMNJIEKTOBATb yqe6Ho-MeTop,v|quK|/|e OOKYMEHTbI

MpounssoauTb oueHKy acheKkTMBHOCTM 06y4eHuss nepcoHana

Mpoun3BoauTb NpeaBapuUTenbHble 3aKynodHble npoueaypbl M odopMneHne
COMYTCTBYIOLLEV AOKYMEHTAaLMM MO 3aKMoYeHNI0 JOrOBOPOB
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

PaboTtaTtb ¢ VIHq)OpMaLWIOHHbIMVI cuctemamm n 6asamm gaHHbIX Mo nepcoHany

PaspabatbiBate 1 0opMNATE AOKYMEHTbl MO MpoLeccaMm opraHu3auuu
00y4yeHns nepcoHana u ux pesynbraram

CobniogaTb HOPMbI 3TUKU OETOBOro ooLWweHus

Heobxogumble 3HaHUA MeToabl, MHCTPYMEHTbI UCCNeaoBaHusA NOTpebHOCTM B 06ydYeHn nepcoHana

MeToaonorus o6y4eHus

TexHonoruu, MeTodbl U MEeTOAMKN NPOBEAeHUs aHanMsa U cucTemaTusaumm
AOKYMEHTOB 1 MHGpopMaLmm

Mopsigok pa3paboTkM NaHOB NOAroTOBKW, NMEPEnoAroTOBKM WM MOBbILLIEHMS
KBanudmnkaumm Kagpos, y4ebHbIX NnaHoB 1 Nporpamm

Cuctembl, MeToabl W OpMbl  MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum n meTofdbl HOPMUPOBAHUS U KOHTPOMS BHOOXKETOB

I'Iopﬂp,0|< BeAeHnA y4veta M OTYETHOCTM NO noarotoBke U MNOBbILLEHUO
KBaJ'IVId)VIKaLI,VII/I nepcoHana

OcHoBbl JOKyMEeHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHus

OCHoBbI TEXHOMNOMMNK npon3soacTBa U AeATeNIbHOCTU OpraHmn3auumn

OcHoBbI 00Len 1 coumnanbHOM NCUXOMNOrMKn, COLMONOTNM U NCMXONornM Tpyaa

Mopsinok  npoBedeHVMs  3aKyrmouyHbIX  Mpouedyp U odopMneHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpyKTypa opraHusauum

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYO4OBOIoO
npaBa

OcCHOBbI apXMBHOrO 3aKoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunm, B 4acTu BeAeHUsI JOKYMEHTaUMK No nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuiickon Pegepavumm

OcHoBbl 3akoHogaTenbCcTBa 06 06pasoBaHMK Poccuiickon degepaumm

3akoHopaTenbcTBO Poccunckon egepaummn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynmpymLine o6yqume
nepcoHana

Mopsgok 3aknyYeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obLeHns

Basosble OCHOBBbI NHopMaTUKu, CTPYKTypHOe nocTpoeHune
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTY PaboThbl C HUMK
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

[pyrve xapaKTepucTuku

3.4.3. TpynoBas oyHKUNA

OpraHusaunst agantauum u CTaKUpOBKU YpoBeHb
HanmeHoBaHue |nepcoHana Kog D/03.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaoeHne TpyaoBon 3anmcTBOBaHO
P e pyA OpwurunHan X
dyHKUUK 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa
TpyaoBble AeNCTBUS AHanu3 ycnewHbIX KOpnopaTuMBHbIX MPakTUK MO opraHM3auun agantauum u

CTa)XMpoOBKe nepcoHana

PaspaboTka nnaHoB aganTauun, CTaXXMPOBKW NepcoHarna ¢ OLeHKON 3aTpar

Opl'aHVISaLI,VIFI MepoanﬂTMl?l no agantauun, CTaXXnpoBke nepcoHasna

MoproToBka MpefnoXeHWi Mo COBEPLUEHCTBOBAHMIO CUCTEMbI ajanTauuu,
CTa)XMPOBKM NepcoHana

MoaroToBka NpeanoXxeHuin nNo opMUpoBaHUIO GlofKeTa Ha opraHM3aumio
ajanTauuun n CTaXkMpOBKW NepcoHana

AHanns SMdEeKTUBHOCTU MeponpuAaTUA Mo  ajantaumm W CTaXWMpOoBKe
nepcoHana

Heobxogumble ymeHusi OnpepnenaTb rpynnbl NepcoHana ans cTaXkupoBky U aganTtaumm

Oﬂpeﬂ,e]’lﬂTb pa60l4|/|e MecCTa And npoBedeHnda CTaXupoBKM U agantaunn
nepcoHana

CornacoBblBaTb MepoONpuUATUS aganTauum U CTaKMPOBKU C BO3MOXHOCTSMU
npoussoacTea

|_|pOl43BOD,I/ITb aHanmM3 n OUEHKY pes3ynbTaTtoB agantaumm u CTaXMpOBOK
nepcoHana

CocTaBndaATb NPEeAnoXeHUs W  KOHTPONUpoBaTb CTaTbM pPacxodoB Ha
nporpaMmbl U1 MEpPONPUATUS NO aganTauun U CTaXUPOBKE nepcoHana Aans
nnaHMpoBaHus GIOKeTOB

MponsBoauTb oOuUEHKY 3MEKTUBHOCTM MeponpuATUA no ajantaumm u
CTaXXUpPOBKe nepcoHana

BHeﬂ,pﬂTb CUCTEMbI BOBJ1e4YeHus pa6OTHMKOB B KOPNopaTUBHYHO KyInbTypy

Mcnonb3oBaTb I/IHq)OpMaLLI/IOHHbIe cucteMbl 1 6asbl OaHHbIX MO nepcoHany
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

CobniogaTb HOPMbI 3TUKU OETOBOro o0LeHus

Heobxoaumble 3HaHUSA MeToabl aganTaunm n CTaXXnpoBOK

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

Mopsagok paspaboTkM NnNaHoB aganTauMM NepcoHana Ha HoBbIX paboumx
MecTax, MOAroTOBKW, MEPEenoaroToBKM U MOBLIWEHUS  KBanudukauum
repcoHana v opraHusaumm CTaxKMpoBOK

nOpﬂE,OK COCTaBJiIeHUA CMeT 3aTpaT Ha agantauunio U CTaXXMPOBKY nepcoHana

nOpﬂD,OK BeAdeHnA y4dyeta WM OTHETHOCTWM NOo agantauunm mn CTaXUpoBKe
nepcoHana

Cuctembl, MeToaobl W OPMbl  MaTeEpPUanbHOTO W  HemaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHVIFI N KOHTpONA OromkeToB

OcHoBbI TEXHOMOMMN npoun3eoacTBa U AeATENNbHOCTU OpraHn3aunmn

OcHoBbl 00LLEeN 1 counanbHOM NCUXOSOTMKN, COLMOSIONUI 1 NMCUXOSI0rK TpyAa

CTpykTypa opraHmsauMm 1  BakaHTHble  JOIDKHOCTM  (npodeccun,
cneunanbHOCTK)

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoaepKallme HOpMbl TPYOOBOIoO
npaBa

OcHoBbl Hanoroeoro 3akoHogaTenscTea Poccuiickon Pegepaumm

3akoHogaTenbcTBO Poccuiickon ®efepaunmm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTMBHbIE aKTbl OpraHM3aumu, perynupyoliMe agantaumo u
CTaXWpPOBKY NnepcoHana

OcHoBbI JOKyMEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHuns

Mopsaok 3aknoyYeHns JoroBopoB (KOHTPaKTOB)

Hopmbl 3Tnkn genoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE nocTpoeHne
MHd)OpMaLLMOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.4.4. Tpynosas pyHKLMA

ALMUHUCTPUPOBaHME MPOLIECCOB U y
OKyMeHTO060opoTa No pasBuTUIO 1 POBEHb
Haumerosatne |5 o Koa D/04.6 |(nogypoBeHb)
npodeccuoHanbHON kapbepe, 06y4YeHuIo, KBANUCOUKALIN
aganTauum 1 CTaKMpOBKe nepcoHana H
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

[NpoucxoxageHne TpygoBon 3aMmcTBOBaHO
P A pyA OpwurunHan X
dyHKUMK 13 opurnHana
Kog PeructpauunoHHbi
opurnHana HoMmep
npodeccnoHansHoro
cTaHgapTa
TpyooBble AenCTBUSA AHanus3 npoueccoB, NpaBuil M MNOPSAKOB OpraHu3aumMm npu npoBeaeHUn

MEeponpusaTMA NO pPas3BUTUI0 U NpoecCuoHansHON kapbepe, 0By4yeHuio,
ajanTauum 1 CTaXUPOBKE NepcoHana

[lokyMeHTauMoHHoe odopMIIEHME Pe3yNbTaToB MEPONPUATUIA MO PasBUTUIO 1
npodeccnoHaneHon kapbepe, o0OydeHWo, agantTauum U CTaKUPOBKE
nepcoHana

MoaroToBka WHAMBUAYamNbHBIX MNPEONIOKEHWA Ha OCHOBE pe3ynbTaToB
NpPOBEAEHUS MEPONPUATUA MO PasBUTUIO U NPOGECCUMOHANBHOW Kapbepe,
oby4eHuto, aganTaummn 1 CTaxkMpoBKe NepcoHana

MogrotoBka mnpennoXeHMn NO COBEPLUEHCTBOBAHMIO CUCTEM 0O6y4veHus,
agantauum M CTaXWMpPOBKW, pPasBUTUA M MOCTPOEHMS MpodecCnoHansHon
Kapbepbl nepcoHana

ConpoBoxaeHue [OroBOpoOB no OKasaHuo KOHCYIbTaLUMOHHBbIX,
WH(POPMALIMOHHBIX  YCryr, HeoOXOAMMbIX And npoBedeHust oby4veHus,
ajanTauum M CTaXWMpPOBOK, Pa3BUTUS U MOCTPOEHUS NPOdeCCUOHanNbHOM
Kapbepbl nepcoHana, BKMOYas npeaBapuTenbHble npoueaypbl MO UX
3aKnYeHno

BbinonHeHne TpeboBaHWA MO XpaHeHU WHdOpPMauMu O pesynbTaTax
obyyeHus, aganTauMM U CT@XWPOBKW, Pas3BUTUS U MOCTPOEHMS
npodeccroHanbHON Kapbepbl NnepcoHana

Heobxoaumble ymeHUsi OdopmnsaTb AOKYMEHTBI MO BOMpocaM npoBeAeHUst obyyeHus, agantaumm u
CTaXMPOBKM, pasBUTUSE M MNOCTPOEHUS NPOGECCUMOHANBHOW  Kapbepbl
nepcoHana, npefocTaBnsieMble B rocyaapcTBeHHbIe opraHbl,
npogpeccroHanbHble  COW3bl U ApyrMe  NpeacTaBuTelNbHble  OpraHbl
paboTHMKOB

Ob6ecneunBaTb 4OKYMEHTALMOHHOE COMPOBOXAEHME 00yYeHUs, agantaumum u
CTaXUPOBOK, pPa3sBUTUS U MOCTPOEHUs MPOECCUOHASIBHON  Kapbepbl
nepcoHana

AHanuaupoBaTb MpaBuna, npoueaypbl U NOpsiakM NpoBeAeHust obydeHus,
aganTauum 1 CTaXWPOBKW, Pas3BUTUS M MOCTPOEHMS NpodecCMOoHanbHoWM
Kapbepbl nepcoHana

OpraHu3oBbiBaTb XpaHeHMEe JOKYMEHTOB B COOTBETCTBUM C TpeboBaHMSAMU
3akoHogartenoctBa Poccurickon ®depepaumm 1 foKanbHbIMW - akTamu
opraHusaumm

AHanuaupoBaTb  [OOKYMEHThI n nepeHocuTb  UHdOpMaLMIO B
NHOPMaLIMOHHbIE CUCTEMbI U 6a3bl AaHHbIX

BecTu yueT n peructpaumnio JOKYMEHTOB B MHOPMALIMOHHBLIX CUCTEMaX U Ha
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

MaTtepualibHbIX HOCUTENAX

PaboTtaTtb ¢ MHOPMaUMOHHbIMK cucTeMamm 1 6azamMm AaHHbIX NO BONpPOcam
obyyeHuns, aganTauuMm U CTaXMPOBKM, pPasBUTMS U MNOCTPOEHUSI
npodeccnoHarnbHON Kapbepbl MepcoHana, BeAeHMs1 yyeTa KaHOWOaToB Ha
BakaHTHble JOMKHOCTM (Npodeccun, cneunansHOCTK)

BecTu genosyto nepenucky

CobniogaTb HOPMbI 3TUKU OETOBOro o0LweHus

Heobxoaumble 3HaHUA Mopsgok odopMneHns, BeAeHMs1 N XpaHEeHUa OOKYMEHTaL MK, CBA3aHHON C
cuctemon obyveHus, agantaumm U CTaXWUPOBKWU, PasBUTUS U MOCTPOEHUSI
npodeccrnoHanbHON Kapbepbl NnepcoHana

Mopsinok hopmmnpoBaHus, BefeHns 6aHka AaHHbIX O MepcoHarne opraHM3auum
U NpefocTaBreHns OTYETHOCTM

HopmaTtuBHble NpaBoBble akTbl, PerynvpyloliMe npasa U 006513aHHOCTM
rocyqapCTBEHHbLIX OPraHoOB W OpraHv3auuv no MpPegoCTaBMEHUID YYETHOM
[OKyMeHTaLum

Mopsinok ohopMieHnst JOKYMEHTOB, NPeaoCTaBsieEMbIX B rOCyAapCTBEHHbIE
opraHbl U MHble OpraHn3aLmm

OcHoBbI ﬂ,OKyMeHTOO60pOTa N AOKYMEHTaUMNOHHOIo obecneyeHus

Mopsgok  nmpoBegeHuss  3akynodHblX — mpouegyp M odopmneHus
COMyTCTBYOLLEN JOKYMEHTaLMK

CTpykTypa opraHusaumMum W  BakaHTHble  [OOMKHOCTM  (NMpodpeccuu,
cneuuansbHOCTH)

TpynoBoe 3aKOHOAATENbCTBO M MHblE aKTbl, cogepXaline HoOpMbl TPYAOBOrO
npaBsa

OcHOBbI apxVMBHOro 3akoHopaTenbCTBa M HOPMaTUBHLIE MPaBOBLIE aKThbl
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMeEHTaLmy No nepcoHany

OcHoBbl HanoroBoro 3akoHogaTenbcTBa Poccuinckon eagepauum

3akoHopaTenbcTBO Poccunckon Pegepaumm o nepcoHanbHbIX AaHHbIX

TexHonornn, MetTodbl 1 METOANKN npoeeaeHunAa aHannsa n cuncrematn3ayunm
LOOKYMEHTOB 1 I/IH(*)OpMaLI,VII/I

JNlokanbHble HOPMAaTUBHbIE aKTbl OpraHWM3auuW, perynupylowme nopsiaok
pas3BuMTUA U MOCTPOEHUS MPOdECCUOHANbLHON  Kapbepbl, OOy4eHwUs,
ajanTauum U CTaXMPOBKU NepcoHana

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM fenoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE nocTpoeHne
MHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU
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"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

YNpaBneHuto NepCoH. ..

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

[pyrve xapaKTepucTuku

3.5. O606LeHHas TpyaoBas hyHKUMS

eATenbHOCTb NO OpraHM3auun Tpyaa u YpoBeHb
HanmeHoBaHue A P H pyA Kopn E P 6
onnaTbl nepcoHana KBanMdgukaumm
MpouncxoxaeHne
P kne . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpurvHan X
13 opurMHana
dyHKUUK
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

Bo3moOXxHble HanmeHoBaHUS
DOIKHOCTENn, npodeccui

Cneuuanuct no HOPMMPOBaHMIO 1 onnaTe Tpyaa
CneuuanucT no opraHv3auum u onnarte Tpyaa
Cneuuanuct no KoMneHcaumsiM 1 fibrotam
Cneuuanuct no nepcoHany

MeHekep no nepcoHany

TpeboBaHus kK 0Opa3oBaHuIo
n oby4deHuto

Bhiclee oGpasoBaHue

[ononHutensHoe npodeccroHansHoe obpasoBaHne - NPorpaMmmbl
npodeccroHanbHol NepenoaroToBKu B 0651acT 3KOHOMUKM, HOPMUPOBaHWS
1 onnatbl TpyAa, NporpaMMbl NMOBbILLEHWS KBanduKaLmm

TpeboBaHuA K onbITy
npakTuyeckon paboThbl

Ocobble ycnous gonycka k
paboTte

[pyrne xapakrepucTumkm

JononHutenbHble XxapaKTepUCTUKU

HavmeHoBaHWe JokymeHTa Kop HaumeHoBaHue 6a30Bow rpynnbl, JOMKHOCTKU (Npodeccnm) unm
cneumanbHOCTH

OK3 2412 CneuunanucTbl No Kagpam 1 npodopmueHTaumnm
3423 CneuvanncTtbl KagpoBbIX CMYXO 1 yYpexXaAeHU 3aHATOCTH

EKC - WHxeHep no HopMmnpoBaHuio Tpyaa
- TexHuk no Tpyay
- OKOHOMWCT No TPyay
- MeHexep no nepcoHany
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

OKMNATP 27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.5.1. TpynoBas dyHKUMA

OpraHusauua Tpyaa nepcoHana YpoBeHb
HaunmeHoBaHve Koa E/02.6 |(nogoypoBeHb) 6
KBanudgukaumm
MpoucxoxageHue TpyaoBon 3anmcTBoBaHO
P A pyA OpwurunHan X
PYHKLMM 13 opurnHana
Koa PernctpaunoHHbin
opurnHana Homep
npodeccnoHanbHoro
cTanfapTa
TpynoBble AencTeus AHanmM3 ycneLHbIX KOpropaTUBHbLIX NPAKTUK MO OpraHn3aLmm HOpMUPOBaHUS

Tpyda Ans pasnuyHbiX KaTeropuin nepcoHana, 0CobeHHOCTEN NPOM3BOACTBA
n 0eAaTenbHOCTUN opraHunsauunn

PaspaboTka cucTeMbl oOpraHusauuMn Tpyaa MepcoHana W nopsiaka
HOPMMPOBaHMA Tpyda Ha paboynx MecTax C OLIEHKOW 3aTpaT Ha NepcoHarn

BHeopeHWe cucTeMbl opraHuMsauuyM Tpyda nepcoHana M KOHTPOMs Haf
HOPMMPOBaHWEM C  OMpederieHMeM  TPYAOEMKOCTW,  HOPMaTWBHOW
YMCIIEHHOCTM, rpachMKoB PaboT U1 YCroBUIA onnaThkl TpyAa nepcoHana

BbisiBNeHne pe3epBoB MOBLILLIEHUS NPOM3BOAMTENBHOCTU Tpyda M kavecTea
HOPMMPOBaHUS Tpyaa, NOAroTOBKA NPeAnoXKeHU N0 UBMEHEHNSIM YCIOBUIA U
onnaTbl TpyAa nepcoHana

MoaroToBKka NpeanoXxeHuii No hopMUPOBaHuUio GrodxeTa Ha opraHusaumio
TpyAa nepcoHana

OnpegeneHne addekTnBHOCTU paboTbl CUCTEMbI OpraHuM3aumm Tpyaa u
HOpMUpOBaHWsS Tpyaa Ha pabounx mecTax

HeobGxoammble ymeHusi BHeapsATb MeToabl paunoHanbHo opraHusauum Tpyaa

PaspabaTtbiBaTb MnaHbl OPraHN3aumMOHHbIX Y TEXHUYECKUX MEPONPUATUIA MO
NOBbLILLIEHMWIO NPOU3BOAUTENBHOCTU TPyAa

AHanusnpoBaTb COCTOsIHME HOPMUPOBaHUA Tpyda, KayecTBO HOPM,
nokasarteneun no Tpyay

AHanuanpoBaTb 3(pdeKTUBHOCTb PaboTbl CUCTEMbI OpraHv3auuM Tpyda
nepcoHana u HopMUpPoBaHUS Tpyaa Ha pabounx MecTax

CocTaBnaTb U KOHTPONMPOBAaTb CTaTbM PacXof4oB Ha onnaty Tpyda
nepcoHana Ans nnaHupoBaHusi GIoaKeToB

Pabotatb ¢ I/IH(*)OpMaLI,VIOHHbIMM cuctemamm u Gasamm  gaHHbIX MO

KOHcyanaHTI'Imoc www.consultant.ru CtpaHuua 35 n3 67

HageXHasa npaBoBas noaaepXxka


http://www.consultant.ru/
http://www.consultant.ru/
consultantplus://offline/ref=89A745645415EEF029A16AAC5D1D0AF00834A7038A9D8E5F77E5554CC2FAAE5C4B1176F9F9EB380523T6H
consultantplus://offline/ref=89A745645415EEF029A16AAC5D1D0AF00834A7038A9D8E5F77E5554CC2FAAE5C4B1176F9F9EA3E0423TDH

Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

HOPMUPOBaHWIO K onJiaTte Tpyaa nepcoHana

PaspabatbiBaTe 1 0popMNATE JOKYMEHTLI MO HanpaBreHWo AesaTeNbHOCTH

CobniogaTb HOPMbI 3TUKU OETOBOro o0LeHus

Heobxoaumble 3HaHMSA MeToabl yyeTa 1 aHanv3a nokasatenen no Tpyay v onnate Tpyaa

MeTogpbl onpegeneHuna, oOueHkn W“n CpaBHEHUA I'IpOVI3BOﬂ,CTBeHHOl7I
MHTEHCUBHOCTU N HaNpsA>XeHHOCTU Tpyaa

MeToabl HOpMUpOBaHUS Tpyaa

ME‘)KOTpaCJ'IE‘BbIe M oTpacyieBble HOpMaTMBbl TPYAOBbLIX 3aTpaT

CoBpeMeHHble (POpPMbI, CUCTEMbI OMMaTbl M yyeTa MNPOU3BOAUTENbHOCTU
TpyAa nepcoHana

Cuctembl, MeToabl M OPMbl MaTeEpUanbHOTO W HemaTepuarnbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

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

TexHonorun, MeTodbl U METOAMKM MPOBEAEHUSI aHanM3a u cuctemaTmsaumm
[OKYMEHTOB 1 MHGOpMaLmm

OcHoBbI ﬂ,OKyMeHTOO60pOTa N JOKYMEHTaLUMNOHHOIo obecneyeHust

Mopsgok Tapudmkaumm paboT M paboumx, YCTaHOBMEHWUS AOSMKHOCTHbIX
oknagoe, gonnart, HagbaBok u ko3achduuMeHToB K 3apaboTHom nnarte,
pacyeta CTUMYNUPYIOLNX BbinnaT

TapudHo-kBanM@puKaLMOHHbIE CNpaBoOYHMKK paboT 1 npodeccuii paboumx n
KBanMuKaLMOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN CIyKaLLmMX

OcHoBbI TEXHOMOMMN npoun3eoacTBa U AeATeNIbHOCTU opraHn3auunm

CTpykTypa opraHuM3auMm W  BakaHTHble  OOMKHOCTM  (nNpodpeccuw,
crneunanbHOCTK)

Kap,posaﬂ NOJINTUKa U CTpaTernda opraHn3aunmn

OKkoHOMVKa TpyAa

OcHoBblI 06LLEeN U coumanbHON NCUXONOrMM, COLMONOTNN U NCUXONOrnn Tpyaoa

TpynoBoe 3aKOHOA4ATENBbCTBO M MHbIE akTbl, CoAepXKallne HOpMbl TPYLOBOro
npaea

OcHOBbI apxMBHOTO 3akoHoAaTenbCTBa M HOPMAaTUBHbIE MPABOBLIE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUst JOKYMEHTaUMN No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon degepaunm

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JNlokanbHble HOpPMATMBHbIE akTbl OpraHuW3auuu, perynupylolime nopsaok
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

opraHmnsauuun Tpyga n HOpMmnpoBaHuda nepcoHana

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHns

BasoBble OCHOBbI nHpopmaTmku, CTPYKTYpHOE nocTpoeHne
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

[pyrve xapaKTepucTuku -

3.5.2. TpynoBas yHKUNA

OpraHusauns onnatbl Tpyda nepcoHana YpoBeHb
HanmeHoBaHue Kog E/01.6 |(nogypoBeHb) 6
KBanudmkaumm
MpoucxoxaeHue TpygoBom 3anmcTBoBaHO
P e pyA OpurnHan X
dyHKUUK 13 opuruHana
Kopn PernctpaunoHHbIn
opurMHana Homep
npodeccnoHanbHoro
cTaHgapTa
TpynoBble AencTBUSA AHanmM3 ycnewHbIX KOPMOpaTMBHBLIX MNPaKTUK MO OpraHmMsauum CcucTemsl

onnaTtbl Tpyaa nepcoHana

PaspaboTtka cuctembl onnaTel TpyAa nepcoHana

q)OpMVIpOBaHVIe nnaHosoro GogxeTa CbOH[J,a onnartbl Tpyaa, CTUMYINPYHOLWNX
N KOMNEeHCAaUNOHHbIX BbINJ1aT

BHeapeHwue cuctembl onnaTbl Tpyda nepcoHana

MoaroToBKa NPeAsoKeHWIA MO COBEPLUEHCTBOBAHMIO CUCTEMbI ONsaThl Tpyaa
nepcoHana

Heobxoaumble yYMeHua CoctaBnatb u KOHTpPOJIMpoBaTb CTaTbM pacxXxodoB Ha onnaty Tpyada
nepcoHana gna ninaHnpoBaHuA GlomKeToB U CbOH/J,OB

MpUMeEHSITL  TEXHOMOTMM  MaTepuanbHOW  MOTMBAUMU B YrpaBleHUu
nepcoHanomM

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

AHanm3anpoBaTb COBPEMEHHbIE CUCTEMbl oOnnatbl W MaTepuanbHON
(MOHeTapHOW) MOTMBaUWW Tpyaa ANd Lenen opraHnsauum

AHanuanpoBaTb YpOBeHb OnnaTbl Tpyda nepcoHana no COOTBETCTBYIOLMM
npodeccroHanbHbIM KBanuukaumam

MpoBOANTL MOHUTOPUHI 3apaboTHOM NnaThl Ha pbIHKE Tpyaa
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"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

AHanusmpoBaTb popMbl MaTepuasibHOro CTUMYNMPOBAHUS, KOMMNeHcauui u
NbroT B onnarte TpyAa nepcoHana

PaboTtatb ¢ MHGOPMALUNOHHLIMKM cucTeMamu 1 6asamn gaHHbIX MO onnarte
TpyAa nepcoHana

CocTtaBnsiTb NPOrHO3bl pa3BMTUsI ONfaThbl TPyAa nepcoHana

CobniogaTb HOPMbI 3TUKU OENOBOro obLLeHns

Heobxoaumble 3HaHUA ®dopMbl U cucTeMbl 3apaboTHOM NnaThl, NOPSOOK COCTaBMNEHUs BIOOXKETOB

Cuctembl, MeTogbl W OpMbl  MaTepuanbHOro UM HemaTtepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorun n metoasl GOPMMPOBAHUS U KOHTPONs GomkeToB 1 (oOHAO0B

Mopsinok Tapudukauum paboT M pabounx, YCTAHOBMEHUS OOMMKHOCTHbLIX
oknagos, AonnaTt, HagbaBok U KO3(MUUMEHTOB K 3apaboTHOM nnare,
pacuyeTa CTUMYIMPYIOLLMX BbinnaTt

MeToabl onpegeneHns YNcneHHoCcT paboTHUKOB

TapudHo-kBanMduKaLMOHHbIE CPpaBOYHUKM paboT n npodeccun padounx n
KBanMunKaLMOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN CIy>KaLLmMX

MeTtogabl yueTa n aHanmsa nokasarenen no Tpyay v 3apabotHon nnaTte

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

Ka,uposaﬂ NoNnUTUKa N cTpaTterna opraHnsaumm

CTpykTypa oOpraHusaummM U1 BakaHTHble  JOJKHOCTM  (Mpodheccuw,
cneunanbHOCTK)

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYOOBOIoO
npaBa

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon degepaumm

3akoHogaTenbcTBO Poccuiickon ®epepaumm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOPMAaTUBHBIE aKTbl OpPraHn3auumK, perynupytrowime onnary Tpyaa

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATeNIbHOCTU OpraHmn3auumn

OcHoBbI JOKyMEHTOO6OpOTa M LOKYMEHTALMOHHOrO obecneyeHuns

Mopsgok 3aknoyYeHns AoroBopoB (KOHTPAaKTOB)

OcHoBbI 00LLEeN 1 counanbHOM NCUXOSOrMKU, COLMOIIONUI 1 NMCUXONOrMK Tpyaa

HopMbl 3TVKM AenoBoro obLeHns

Basosble OCHOBBbI NHopMaTUKu, CTPYKTypHOe nocTpoeHune
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTY PaboThbl C HUMK
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[pyrve xapaKTepucTuku

3.5.3. TpynoBas yHKUnA

AOMWHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HanmeHoBaHMe | AOKyMEHTOOOOpOTa No BONpocam Kog E/03.6 |(nogypoBeHb) 6
opraHu3aumuv Tpyga v onnatbl nepcoHana KBanudukalmm
MpoucxoxaeHue TpyooBom 3aMmMmcTBOBaHO
P e pyA OpwurunHan X
dyHKUUK 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHanbHoro
cTaHgapTa
TpynoBble AencCTBUA AHanm3 npoLeccoB AOOKYMEHTOODOpOTa, FoKasfbHbIX [JOKYMEHTOB MO

BOMpocam opraHunsauunn onnatbl N Tpyaa nepcoHana

OdbopmneHue 4OKYMEHTOB MO Bonpocam onnatbl 1 Tpyaa nepcoHana

MNogroToBka I'Ipe,D,J'IO)KeHVIIZ no Bonpocam onnaTtbl U TpyAda nepcoHana

MoaroToBka MPeAnoXeHU MO COBEPLUEHCTBOBAHMIO CUCTEMbl onnaTthl U
opraHusauuu Tpyaa nepcoHana

ﬂ,OKyMeHTaLI,VIOHHOG n OopraHun3aunoHHoOe conpoBoOXaeHne CUCTEMDI
opraHundauun n onnartbl Tpyaa nepcoHana

MogrotoBka u ob6paboTka 3ampocoB M yBeAOMNEHWA O paboTHWKaxX B
rocyqapcTBeHHble  OpraHbl, NpodyeccuMoHarnbHble  COl3bl U Apyrue
npeacTaBUTENbHbIE OpraHbl  paboTHWMKOB, MO cucTemMaMm onnatel U
opraHusaumu Tpyaa nepcoHana

COI'IpOBO)K,D,eHI/Ie [oroesopos no OKa3aHuto KOHCYIbTaLUNOHHbIX,
VIHCpOpMaLI,I/IOHHbIX ycnyr no cucrtemam onnatbl W OpraHu3auum Tpyaa
nepcoHana, BKn4aa npeasapuTteribHblie npouenypbl No UX 3aknyYeHno

Heobxogumble yYMeHuaA ObecneunBatb OOKYMEeHTaunoHHOe conpoBoXxaeHune MepOFIpI/IFITI/Iﬁ no
onnarte un opraHn3auum Tpyaa nepcoHana

OdopmnsTe [OKYMEHTbI MO BOMpocaM oOnnaTthl M OpraHuMsauuu Tpyaa

nepcoHana, npefocTaBnsieMble B rocyaapcTBeHHble opraHbl,
npogpeccroHanbHble  COW3bl U ApyrMe  NpeacTaBuTeNbHble  OpraHbl
paboTHMKOB

AHanuampoBaTb HOPMaTMBHbIE W METOAMYECKUe OOKYMEHTbl Mo BOoMpocam
onnaTbl M opraHn3auum Tpyaa nepcoHana

OpraHu3oBbiBaTb XpaHeHMEe [OKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
3akoHogartenbctBa Poccurickon ®depepaumm 1 foKanbHbIMW - akTamu
opraHusaumm

BecTu yueT n peructpaumnio JOKYMEHTOB B MHEDOPMALIMOHHBLIX CUCTEMaX U Ha
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MaTtepualibHbIX HOCUTENAX

PaboTtaTtb ¢ MHpopMaUMOHHBbIMK cuCTEMaMK U Bazammn gaHHbIX NO CUCTEMaM
onnaTbl U OpraHnsauum Tpyaa nepcoHana

MpounsBoauTb NpeABapuTesibHble 3aKynoyHble npoueaypbl U odopMnsATb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKIOYEHNIO [OTOBOPOB

BecTu oenoByto nepenncky

CobntogaTb HOPMbI 3TUKM OENOBOro 0oLWeHus

Heobxogumble 3HaHUs HOPHE,OK OCbOpMJ'IEHVIFI, BeAeHNA N XpaHeHunAa OOKyMeHTauunm no cucrtemam
onmnaTtbl U OpraHn3aunn Tpyaa nepcoHana

HopmaTvBHblEe NpaBOBLIE aKTbl, PErynupylolwmMe npasa W 006S3aHHOCTU
rocyapCTBEHHbIX OpPraHoB W OpraHv3auuvM Mo MNpPegoCTaBMEHUIO YYETHOW
OOKYMeHTaLmm

TexHonorun, MeTodbl U MeTOAUKN NMPOoBedeHMs1 aHanusa U cucTemaTtusaumm
[OKYMEHTOB 1 UHCpopMaLm

JNlokanbHble HOPMAaTWBHbIE aKTbl OpraHWM3auuW, perynupylowme nopsiaok
onnaTbl, OpraHu3auuM u HopMMpoBaHus Tpyaa

OcHoBbI ﬂ,OKyMeHTOO60pOTa N JOKYMEHTaLUMNOHHOIo obecneyeHust

Mopsgok dopmupoBaHusi, BedeHMs OaHka [daHHbIX W NpeaocTaBreHus
OTYETHOCTM MO CMCTEMaM OnfaThl M OpraHu3aummn Tpyaa nepcoHana

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HOpMbl TPY4OBOrO
npaBsa

OcCHOBbI apXMBHOrO 3aKkoHoAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI OKYMEHTaLMM No nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon Pegepaumm

3akoHogaTenbcTBO Poccuiickon ®efepaumm o nepcoHanbHbIX AaHHbIX

Mopsaaok 3akniovYeHnss LOroBopoB (KOHTPAKTOB)

Mopsinok  nNpoBedeHVMs1  3aKymouyHbIX  Mpouedyp W odopMiieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

Hopmbl 3Tnkn genosoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE nocTpoeHne
MHd)OpMaLLMOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.6. Obo6LeHHas TpygoBas yHKUMS

[eaTtenbHOCTbL NO opraHu3aumm YpoBeHb
HanmeHoBaHune . _ Kog F 6
KOpnopaTUBHOWN COLMarbHOW MONUTUKN KBanudgukaumm
KOHcyanaHTI'Imoc www.consultant.ru CtpaHuua 40 n3 67

HageXHasa npaBoBas noaaepXxka


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

Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

YNpaBneHuto NepCoH. ..

MpouncxoxaeHue
0606LLEeHHON TPyaoBON
dyHKUUK

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

3anmcTBOBaHO
13 opurMHana

OpwurunHan X

Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3moxHble HaMMeHOBaHWs
JOIKHOCTEN, npodeccui

CneuuanucT no couuarnbHbiM Nporpammam

Cneuuanuct no paboTe ¢ NpeacTaBUTENbHBIMU OpraHamMm paboTHUKOB
CneuuanucT no KopropaTUBHOW COLManbHOM NONUTUKE

Cneuuanuct no nepcoHany

MeHeykep no nepcoHany

TpeboBaHus k 06paszoBaHuio
n oby4eHuo

Bobicwee obpasoBaHue

HononHntensHoe npodeccroHanbHoe obpasoBaHue - NporpaMMel
npodeccnoHaneHon NepenoaroToBKM U NPOrpaMmbl MOBbLILLEHUS
KBanvduvkauum B o6nactu coumanbHbiX Nporpamm

TpeboBaHuA K onbITy
npakTudeckon paboThbl

Ocobble ycnoBusi gonycka kK
paboTte

Opyrve xapakTrepucTuku

JononHutenbHble XxapaKTepUCTUKU

HavmeHoBaHne gokymeHTa Kopn HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
unu cneumansHOCTU
OK3 2412 CneuunanncTbl No Kagpam 1 npodopmneHTaumnm
3423 CneuvanncTtbl KagpoBbIX CMYXO 1 yYpexxaeHU 3aHATOCTH
EKC - CneuumanucTt no kagpam
- MeHexep no nepcoHany
OoKnAaTP 27755 OKOHOMUCT Mo Tpyay
22956 WHcnekTop no kagpam
OKCO - -

3.6.1. Tpynosasa pyHKLMA

Pa3paboTka KoprnopaT1BHOM COLManbHOM YpoBeHb
HavmeHoBaHWe | MOMUTUKN Kog F/01.6 |(nogypoBeHb) 6
KBanvdukaumm
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

lNpouncxoxaeHne TpyaoBon 3anmMcTBOBaHO
P A pyA Opwurunan X
dyHKUUK 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa
TpyooBble AeCTBUSA AHanu3 ycnewuHbIX KOprnopaTMBHbLIX MPaKTUK MO OpraHM3auun coumanbHOoro

NnapTHEpPCTBAa, couunanbHOM OTBETCTBEHHOCTU N coUManbHbIX nporpamm

PaspaboTka kKopnopaTVBHbLIX COLMArnbHbIX MPOrpamm

PaspaboTtka cuctemsbl Beinnat paboTHUKaM coumarnbHbIX Nbrot

OpraHuzauusi NeperoBopoB ¢ NpodeccroHanbHbIMK Col3aMu U ApYrMK
npeacTaBUTENbHBIMU opraHamu paboTHMKOB, 06L1ecTBEHHbIMU
opraHusauvsiMu, B3auMoAencTBIe C rocyAapCTBEHHbIMU OpraHamu

MoaroToBka npeanioXeHuidi no  OpMMpoBaHUiO GlompketTa B YacTu
obecneyeHunsi KoprnopaTUBHON coLmarnbHOM NOMUTUKK

Heobxogumble ymeHus OnpegenaTb Lernesble rpynnol nepcoHana  Ans pa3paboTku
crneumnanm3npoBaHHbIX CoLManbHbIX Nporpamm

HoBognTb VIH(*)OpMaU,I/IIO O couumanbHbIX NporpaMmMmax o ueneBblX rpynn
nepcoHasna c ncnoJjib3oBaHMemM MHCTPYMEHTOB BHYTPEHHUX KOMMyHVIKaLI,VIVI

OnpenenaTb KpUTEPUM N YPOBHU YAOBNETBOPEHHOCTUN NEPCOHana

Wcnonb3oBaTb MaTtepuanbHble M HeMaTepuarbHble CUCTEMbl, METOAbl U
dopmMbl MOTMBaLMK B yNpaBfieHUn NEPCOHANom

OnpenenaTb obbeMbl CPeAcTB AONS peanu3auun coumanbHbIX rapaHTuid,
KOPMopaTUBHBLIX NbIOT U WHBIX SMEMEHTOB KOPMopaTMBHLIX COLManbHbIX
nporpamm ans opmmnpoBaHusa BrooxeToB

CocTtaBnsAiTb M KOHTpPONMpOBaTb CTaTbW pacxodoB Ha couunarbHble
nporpammsbl Ans NnaHMpoBaHus BrompkeTos

|_|pOl43BOﬂ,I/ITb npeaBpaputeribHblie 3aKyrno4Hble npouenypbl 1 Od)OpMJ'IeHVIe
COI'IyTCTByPOLLI,eIZ OOKYMeHTauum rno 3aKrn4eHnto 4oroeopos

CobniogaTb HOPMbI 3TUKU OENOBOro obLeHus

Heobxogumble 3HaHUS nOpﬂD,OK n Mmetoabl pa3pa60TK|/| nnaHoB 1 nporpamMmm coumnarnbHOIo pa3BnuTuA
opraHunsauumn

MeToabl aHanmM3a BbINOSIHEHWST COLMarnbHbIX MpOrpaMM M onpeaeneHnst nx
3KOHOMMYECKON 3hPEKTUBHOCTH

Cuctembl, MeToabl M (POPMbl MaTeEPUanbHOrO U  HemaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonornm n MetToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OomxeToB
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Oata coxpaHeHusi: 20.06.2018

MeTogpbl nposeaeHunA COLMNONOrn4ecKkmnx nccnegoBaHum, N3y4vyeHunA
06LEeCcTBEHHOIO MHEHUS

TexHomnoruu, MeTodbl U METOAMKM NPOBEAEHNS aHanMsa U cuctemaTmsaumm
AOKYMEHTOB 1 UHGpopMaLIm

Mopsgok  npoBedeHuss  3aKynoudHbiX  npoueayp M odopMieHus
COMyTCTBYIOLLEN JOKYMEHTaLMK

OcHoBbI HpOMSBOﬂCTBeHHOVI OeATeNIbHOCTUN opraHn3aunm

OcHoBbI 06LLEeRn 1 coLmansHON NCUXOMNOrMK, COLMONOrMN U NCUXoNnornm Tpyaa

CTpykTypa, uenu, ctpaTerys 1 kagpoBasi NoSIUTUKA opraHn3aumm

TpynoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, CoAepXKallmMe HOpMbl TPYA0BOrO
npaea

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuinckon ®egepaunm

HopmaTtuBHble MpaBoOBble akTbl, perynupymlolwime npaea U 06S3aHHOCTU
rocyqapCTBEHHbIX  OpraHoB, MPOGEeCCUOHAmNbHBIX CO30B M OpYrux
npeacTaBUTENbHLIX OPraHOB PaboTHUKOB

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOpMATMBHbIE akTbl OpraHv3auuu, perynupylowme nopsiaok
dopmMunpoBaHusa coLmanbHON NONUTUKK

OcHoBbl MpaBoBOro perynupoBaHunst Poccuiickon dPegepaumm nopsigka
3aKrnYeHn JOroBOpPOB (KOHTPAKTOB)

HopMbl 3TWKM AenoBoro obuieHns

Basosble OCHOBbI NHpopMaTUKu, CTPYKTYypHOE nocTpoeHve
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTY PaboThbl C HUMU

Lpyrve xapaKkTepucTuku -

3.6.2. Tpynosas pyHKLMSA

Peannsauunsa kopnopaTnBHOW coLMansHOm YpoBeHb
HanmeHoBaHue |nonutuku Koa F/02.6 |(nogoypOBeHb) 6
KBanudukaumm
MpoucxoxaeHue TpygoBom OpuruHan X 3anmcTBoBaHO
PYHKLMN 13 opurmHana
Kopn PernctpaunoHHbIin
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpyQoBble AeNCTBUSA BHepgpeHne koprnopaTuMBHBIX cCoOUManbHbIX MNPOrpamMm, B TOM 4ucre no
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coumnarnbHon nogaepiKke otaesibHbIX rpynn paGOTHVIKOB

Peanmsaumn CUCTEMbI couuManbHbIX NbroT, BbINNAT pa6OTHI/IKaM C y4yeToMm
TpeboBaHui 3akoHoaaTenscTBa Poccuiickon ®epepavmu

OueHka yOoOBMETBOPEHHOCTM MNepcoHana KopnopaTMBHOM — couuMarbHOWM
NONUTUKOMN

OueHka 3PEKTUBHOCTM  MEPONPUATMIA  KOPNoOpaTMBHOM  CoLManbHOM
NONMUTUKM

MogrotoBka  nNpeanoXeHwid MO COBEPLUEHCTBOBAHWIO  MEpPONpUSITUN
KOpnopaTUBHOW CoLManbHOM NONMUTUKN

MoaroToBka MNpeanoXkeHwuin no opMUpPOBaHUIO GlomKeTa Ha peanusauuio
KOpnopaTUBHOWM couMasibHOM NMOMUTUKA U COLMarnbHbIX Mporpamm

Heobxoanmble ymeHus PaccunTbiBaTh 3aTpaTbl Ha NPOBeAEHVE CMeLManM3MpoBaHHbIX couuarnbHbIX
nporpamm

npOBO,D,VITb MOHUTOPWHT yCneLwHbIX KOpnopaTuUBHbIX colMalribHbIX NporpaMmm

MpoBoauTe MeponpusiTUS B COOTBETCTBUM C KOPMNOPaTUBHOM COLMANbHOM
NONUTUKON

On penenatb Lernesble rpynnbl nepcoHana ansa co3aaHunA
cneunanm3npoBaHHbIX couuarnbHbIX NporpamMmm

OnpeaensaTb KpUTEPUM 1 YPOBHU YAOBNETBOPEHHOCTU NepcoHarna

OnpegenaTe 3(PMEKTUBHOCTL MEPONPUATUAIA peanns3yeMomn KoprnopaTuBHOM
coumManbHOW NONUTUKK

Opl'aHl/I3OBbIBaTb B3aUMOAENCTBME C rocygapCTtBeHHbIMM  OpraHamu,
I'IpO(beCCVIOHaJ'IbeIMI/I co3amMn U gpyrumm npencrtaBuUTesibHbiMM opraHamMmum
pa6OTHl/IKOB, 00LWEeCcTBEHHbIMU U UHBIMUA opraHunsaumaMm no Bonpocam
peanunsaunn KOpHOpaTMBHOVI coumnarnbHOW NONUTUKN

AHaJ'IVI3I/IpOBaTb PbIHOK Yycnyr no couuanbHbIM U cneunanmsmpoBaHHbIM
nporpammam counarnsHon nogaepXxky 4ieHoB ueneBbiX rpynn U rotoBUTb
npennoxXeHma no nx nocrtasLwinkam

Mpon3BoauTb nNpenBapuTenbHble 3aKynoyHble npoueaypbl U odopMnaTb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNI0 JOroBOpOB

Co6nioaaTe HOPMbI 3TUKU AeN0BOro 06LLEeHUA

Heobxogumble 3HaHUS Bonpochbl ynpaBneHusi coumanbHbiM pasBUuTUEM OpraHm3aLmu

MeTogbl aHanusa BbIMONIHEHMS KOPMOPaATUBHbBIX COLUMAanbHLIX NporpamMm u
onpeaeneHns X a3KOHOMMUYeckon appeKTUBHOCTH

Cucrtembl, MeToabl, OpPMbl MarepuanbHOro U  HemaTepuarnbHOro
CTMMYNMPOBaHWA Tpyaa nepcoHana

MeToapbl nposeaeHunA coumnonorn4yeckmnx nccrnegoBaHum, N3y4eHunq
06LWecTBEHHOrO MHEHUS
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

YNpaBneHuto NepCoH. ..

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TexHonorun, MeTodbl U METOAUKU NPOBEOEHNUA aHanMsa u cuctemaTusauum
AOKYMEHTOB 1 MHGpopMaLmm

HopmaTuBHble NpaBoOBble akKTbl, PerynupyloliMe npaeBa U 06S3aHHOCTM
rocyqapCTBEHHbIX  OpraHoB, MNpPodecCHMoHarbHbIX  COH30B U APYrvX
NpeacTaBUTENbHBIX OpPraHoB pPabGOTHUKOB MO MNPeAoCTaBlIEHNI0  YYETHOM
AOKyMeHTaLun

Mopsagok npoBeAeHNs 3aKynoYHbIX Npoueayp 1 ohopMIeHUs ConyTCTBYOLLEN
AOKYyMeHTaumm

CTpykTypa, uenu, ctpaTerys 1 kagposasi NoNuTKa opraHnsaumm

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I neAaATenbHOCTN opraHn3auunm

OcHoBbl 06LLEN 1 coumarnbHON NCUXOIOrMK, COLMOITOTUN 1 MCUXOITOTUN TpyAa

TpynoBoe 3akoHO4ATENbLCTBO U MHbIE aKTbl, coaepKaline HOpMbl TPYLOBOro
npaea

OcCHOBbI apXMBHOTO 3aKoHoAAaTenbCTBa W HOPMAaTUBHbIE MpaBOBbIE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeleHUsl JOKYMEeHTaLMKU Mo nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTensctTea Poccuickon Pegepaumm

3akoHoaaTenbcTBO Poccuiickoi ®eaepalmmn o nepcoHanbHbIX AaHHbIX

JNokanbHble akTbl OpraHuW3auuu, perynupyloliMe nopsiAoK BHeOApeHUst
coumanbHOW NONUTUKN

MopsAaok 3akniovYeHnss LOroBOpoOB (KOHTPAKTOB)

HopMbl 3TWKM AenoBoro obuieHns

BasoBble oCcHOBbI HPOPMATUKK, CTPYKTYPHOE NOCTPOEHME NHPOPMAaLMOHHbIX
cucTemM n 0cobeHHoCTH paboThbl C HAMK

Lpyrve xapaKkTepucTuku

3.6.3. Tpynosas pyHKLMSA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HanmeHoBaHue | AokymMeHTOOOOpOTa NO BONpocam Kog F/03.6 |(nogoypoBeHb) 6
KopnopaTMBHOWN CoLMarnbHOW MNOMUTUKN KBanudukaumnm
MpoucxoxaeHue TpygoBom OpuruHan X 3anmcTBoBaHO
PYHKLMN 13 opurmHana
Kopn PernctpaunoHHbIin
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpynoBble AencTBuUsA AHanu3 npoueccoB OOKYMEHTOOOOpOTa, JoKanbHbIX OOKYMEHTOB MO
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

Bonpocam KOpﬂOpaTMBHOVI coumnarnbHOW NOSUTUKN

[okymeHTaLnoHHOE OhopMIIeEHUE pe3ynbTaToB KOPNopaTUBHON COLManbHON
NONUTUKN

lNogrotoBka NpennoXeHUn no pasBUTUIO KOPMOPATMBHOW couMaribHON
NONUTUKN

lMogrotoBka  pe3ynbTaTOB  aHanM3a  COOTBETCTBUSI  KOpnopaTUBHOM
coumanbHOM nonNUTUKM TpeboBaHMAM  3akoHodaTenbcTBa Poccuinckon
depepaumm 1 ycnoBuaM pbiHKa Tpyada

[okymeHTaUMoOHHOE W OpraHM3auuoHHOE COMPOBOXAEHUE MepPONnpUATUIA
KOprnopaTUBHOW CoLManbHOM NONMUTUKN

MoarotoBka ¥ 06paboTka 3anMpocoB W YBeOAOMMEHUA O paboTHMKaxX B
rocyqapcTBeHHble  opraHbl, nNpodeccuoHarnbHble COl3bl U Apyrue
npeacTaBUTENbHbIE OpraHbl PABOTHUKOB MO BOMNPOCaM COLMAbHOM NOSUTHKM
B OTHOLLIEHMW NepcoHana

ConpoBoxaeHne [OrOBOPOB MO  OKA3aHMIO  KOHCYMbTaLMOHHbIX
MHPOPMALIMOHHBIX YCIYr MO MEPOMNPUSATUAM KOPNOpaTUBHOM couunanbHO
NONUTUKK, BKIOYas NpeaBapuTenbHble NpoLeaypbl MO UX 3aKMOYEHNI0

7
n

Heobxogumble ymeHus OdopmnsaTb  AOKYMEHTbI MO  BOMpOCaM  KOPMopaTMBHOW  COLManbHOW
NOMUTUKM, npegocTaBnsemble B rocygapCTBEHHblE opraHsbl,
npeacTaBuTeNbHbIE OpraHbl paboTHUKOB

AHanuampoBsaTb NnpaBuna, NopsAKK, NpoLeaypbl KopnopaTUBHON coluanbHoM
NONUTUKN

ObecneunBatb OOKyMEeHTaUuMOHHOEe conpoBoXaeHmne coumnanbHOW NOSIMTUKK B
OTHOLWUEHUN nNepcoHana

OpraHu3oBbiBaTb XpaHeHMe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
apxuBHOrO 3akoHogaTtenocTBa Poccuinckon ®Pegepauum 1 NokanbHbIMK
aKTamu opraHmsauuu

MpounsBoauTb NpeaBapuTenibHble 3aKkynoyHble Mpoueaypbl U oopMmsATL
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

PaboTtaTb ¢ MHpOpMaLMOHHBIMK cucTeMaMu U 6azaMu faHHbLIX NO Bonpocam
coLManbHOM NONMTUKN B OTHOLLEHUN NepcoHana

Bectn yyeT n pernctpaumio JOKyMeHTOB B VIH(bOpMaLI,I/IOHHbIX cucrtemax un Ha
MaTepuanbHbIX HOCUTENAX

Bectn 4ernoByro nepernncky

CobntogaTb HOPMbI 3TUKKU OETOBOro 00LweHus

Heobxogumble 3HaHMSA Mopsinok ohopMNeHNUs, BEAEHMS U XpaHeHWs OKYMEeHTaUuM No couunanbHom
NONUTMKE B OTHOLLIEHUW NepcoHana

Mopsinok opMupoBaHusi, BefeHWst GaHka [OaHHbIX W NpPegoCTaBreHUs:
OTYETHOCTM MO BOMpPOCaM CoLMaribHOM NOMUTUKM B OTHOLLEHUM NepcoHana
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TexHonorun, MeTodbl U MEeTOAMKN NPOBEAEHWs aHanMsa u cucTematusaumm
AOKYMEHTOB 1 MHGpopMaLmm

OcHoBbl JOKyMeHTOOBOpOTa M JOKYMEHTALMOHHOro obecneyeHuns

Mopsgok  MpoBedeHWst  3aKymouHbiX — mpoueayp WM odpopMIIeHust
COMyTCTBYIOLLEN JOKYMEHTaLmMu

CTpykTypa opraHusaumMum W  BakaHTHble  [OOMKHOCTM  (NMpodpeccuu,
cneuuanbHOCTH)

TpynoBoe 3aKOHOAATENbCTBO M MHble akTbl, CoAepXalume HOpMbl TPYOOBOrO
npaea

OcHOBbI apXMBHOFO 3aKoHOAAaTenbCTBa M HOPMAaTUBHbIE MPaBOBbIE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeieHUsl OKyMeHTaLuMKU Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon Pegepaumm

HopmaTtuBHble NpaBoBble akTbl, Perynupylolme npasa U 00513aHHOCTM
rocyqapCTBEHHbIX OpPraHoB, MPOgECCUMOHAmNbHbIX COH30B U APYruX
NpeacTaBUTENbHBLIX OpraHoB PaBGOTHWKOB MO MPEdOCTaBMEHUI0 YYeTHOW
JOKyMeHTaLmnn

3akoHoaaTenbcTBO Poccuiickoit deaepaumm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOPMAaTUBHbIE aKTbl OpraHWM3auuW, perynupylowme nopsiaok
BHEAPEHMS KOPNOpPaTUBHOWM COLManbHOM MONMTUKM U CoLMarbHbIX MporpamMm

Mopsiaok 3akntoYeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE nocTpoeHne
MHd)OpMaLLMOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.7. ObobLeHHas TpygoBas yHKUMUsS

OnepaLmnoHHoe ynpaBrieHe NepcoHanom 1 YpoBeHb
HanmeHoBaHue Kopn G 7
nogpasaeneHnem opraHmsauum KBanugukaumm
lMNpouncxoxaeHue
b ae . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpwurunHan X
13 opurMHana
dyHKUUK
Kog PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa
Bo3moxxHble HaMMeHoBaHus | PykoBoguTenb CTPYKTYPHOroO nogpasgeneHus
JOoImKHOCTen, npodeccumn HavanbHWK CTPYKTYpPHOro nogpasgeneHns
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TpeboBaHus k 0bpasoBaHuio | Beicliee obpa3oBaHue - cneumanuTeT, marucrTpatypa

n obyyeHuto [ononHntensHoe npodeccnoHanbHoe obpa3oBaHune - NporpaMmmebl
npodeccnoHaneHoOn NepenoaroToBkM B 06nacTu ynpasneHus nepcoHanom,
onepaLmoHHOro U TaKTUYECKOro yrnpaBneHus; NporpamMmmbl NOBbILLEHUS
KBanudukaumm B obnactu ynpasneHns nepcoHanom, onepaunoHHoro u
TaKTU4ECKOro ynpaBneHus

TpeboBaHus K onbITy He meHee nsTv neT B o6nacti ynpasBnieHusi nepcoHanom
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K
paboTte

[pyrue xapakrepucTukm -

[ononHutenbHble XapaKTepUCTUKN

HanmeHoBaHMe gokymeHTa Koa HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
UK cneLmanbHoOCTH

OK3 1232 Pykosoautenu nogpasgenexHun (cnyx6) ynpasneHus
Kagpamu 1 Tpya0BbIMU OTHOLLEHUAMU

EKC - HavanbHuk oTaena kagpos

- HavanbHuk oTAena opraHusaumu 1 onnatbl Tpy4a

- HavanbHuK oTAena noaroToBKM KaapoB

- HauanbHuKk oTaena counanbHOro pa3BnTuA

- 3asefyoLLmi (HayanbHWK) OTAENOM KaapoB

oKnaTpP 24063 MeHepxep no nepcoHany

3.7.1. TpynoBas dyHKUMSA

PaspaboTtka cuctembl onepaunoHHOro YpoBeHb
HaumeHoBaHve |ynpaBneHus nepcoHanom n paboTbl Koa G/01.7 |(nogoypoBeHb) 7
CTPYKTYPHOrO nogpasaeneHuns KBanudukaumm
MpoucxoxaeHue Tpygosom 3aMmMcTBOBaHO
P e pyA OpvirnHan X
yHKUMN n3 opurnHana
Kog PerncrpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTaHgapTa
TpynoBble gencTeums AHanm3 ycnewHbIX KOPNOpaTUBHbIX MPaKTMK MO BONPOCaM CTpaTerm4eckoro u

onepaTtuBHOIo ynpaslieHna nepcoHasioMm opraHu3aumm
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

lNocTaHoBKa onepaTtunBHbIX Luenewn no BOnpocam ynpasJieHnd nepcoHasioMm

PaspaboTka nnaHoB, nporpamm 1 npoueayp B ynpasreHn nepcoHanom

Pa3paboTka npeanoXxeHuii No CTPYKType noapasgeneHuss u notpebHocTn B
nepcoHane

PaspaboTtka npeanoxeHui no obecnevyeHmo nepcoHanom, oopMuUpoBaHUIO
CMUCTEM OUEHKW, pasBWUTUS, onnaTbl TpyAa, KOPNopaTUBHLIM COLMarnbHbIM
nporpamMmmam 1 coumarnbHOM NONUTUKE

PaspaboTka npegnoxeHun O 3aTtpatax u opmupoBaHuio bGlogkeTa Ha
nepcoHan

Pa3pa60TKa ﬂpe,ElJ'IO)KeHVIV'I Nno 3aKrk4YeHn O0roBopoB MO YyrnpaBJieHUo
nepcoHasqioMm C noctaBWMKamMn ycnyr m nposeageHune npenBaputesibHbIX
npouenyp no nx 3akrni4eHuro

Heobxogumble ymeHus OpraHu3oBbiBaTb paboTy nepcoHana CTPYKTYPHOro nogpasaerneHns

Oﬂpeﬂ,e]’lﬂTb 3agayn nepcoHana CTPYKTypHOro nogpasaeneHunda, ncxoaa m3
uenen n cTpaTtermn opraHn3auunm

CosgaeaTb M ONMCbiBaTb OPraHM3aUMOHHYHD CTPYKTYpPY, LEenu, 3agayu,
bYHKLMM CTPYKTYPHOrO noapasaeneHns

MpuMeHsATL  MeToAdbl  YNPaBMEHUS  MEXITUYHOCTHBIMU  OTHOLLEHUSIMMU,
hOpMMPOBaHUS KOMaHA, pasBUTUS NUOEPCTBA W UCNOSHUTENBHOCTH,
BbISIBITIEHWSI TANaHToOB, OnpeaeneHnst yooBneTBOPEHHOCTH paboTon

Oﬂpeﬂ,e]’lﬂTb, aHanm3npoBsaTtb, MOAeNMpoBaTb U BbICTpaMBaTb BHYTPEHHUE
KOMMYHUKaUnnM nepcoHana

PaspabaTtbiBaTb NPOEKTHbIE NPEANIOXKEHNS U MEPONPUATUSA MO IPPEKTUBHOM
paboTte nepcoHana

BHeﬂ,pﬂTb CTpaTerno no ynpasiieHU nepcoHannom

CocTaBnsiTb, paccyMTbiBaTb, KOPPEKTUPOBATb W KOHTPONMPOBaTbL CTaTbu
pacxodoB Ha nepcoHan, paspabaTtbiBaTb NpeanoXeHWs Mo 3aTpaTtam Ha
nepcoHan ans opMmnpoBaHus BroaxeTa

MpenctaBnaTb  WMHTEpechbl  OpraHuW3auMM W BEecTM  MNeperoBopbl €
npodeccuoHarnbHbIMU Co3aMu U ApYrMMU NPEeACTaBUTENbHBIMU OpraHamMm
paboTHUKOB, B3aMMOAENCTBOBATL C rOCYAapCTBEHHbIMY OpraHM3aumsaMu

AHaJ'IM3l/IpOBaTb Vchbopmau,wo no nocCrtaBWuKaM ycnyr B obnactu
ynpasliieHnA nepcoHasioM 1 no ycrioBuAM 3akrno4aemblX orosopos

MponsBoauTb NpeaBapuTEnbHbIE 3aKyrnodHble npoueaypbl U oopMnaTb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNIO [JOrOBOPOB

PaGoTaTb ¢ MHOPMaLMOHHLIMKU cUCTEeMaMm 1 GaszaMu AaHHbIX MO BONpocam
ynpaeneHusi nepcoHanom

OpraHI/I3OBbIBaTb N NpoBOANTb KOpnopaTBHbIE MEPONPUATUA C NepCoHaNioM
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

CobniogaTb HOPMbI 3TUKU OETOBOro o0LeHus

Heobxoaumble 3HaHUA MeTtoabl, cnocobbl U UHCTPYMEHTbI YNpaBreHnsi NepcoHanom

LleJ'IVI, cTparerna pa3sntma n OusHec-nnaH opraHmnsauunm

MonuTuka ynpaeneHus NnepcoHanom opraHvsauum

MeTofbl aHanmn3a KONMYeCTBEHHOMO U KA4eCTBEHHOro cocTaBsa nepcoHana

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

Cuctembl, MeTogbl W OpMbI  MaTepuanbHOro UM HemaTtepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorun n metoasl GOPMUPOBAHUS U KOHTPONS BIOMKETOB

Mopsgok  MpoBedeHWst  3aKymoyHbiX — npoueayp W 0hopMIIeHus
COMyTCTBYOLLEN OOKYMEHTaL MK

OcHoBbI I'IpOI/I3BO/J.CTBeHHOl7I OeATeNIbHOCTUN opraHn3auunm

OcHoBbI 06LLEeN 1 coumansHON MNCUXONOrnM, COLMOITONUK 1 MCUXONOTNN Tpyaa,
3KOHOMUKM TpyAa, 6e3onacHbIX yCrnoBun Tpyaa

CTpykTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO M MHblE aKTbl, cogepKaliue HopMbl TPYAOBOrO
npaea

OcHOBbI apXMBHOrO 3aKoHOAAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeleHUsl JOKYMEeHTaLMKU Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenocTea Poccuickon Pegepaumm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuiickon dPepepaumm, B
4YacTu MPUBMEYEHMS U TPYOOYCTPOMCTBA MHOCTPAHHbIX rpaxaaH un nuuy 6e3
rpaxgaHcTea

OcHosBbl aOMUHNCTPATUBHOIO 3akoHoAaTeNnbCTBa B obnactu ynpasneHnsa
nepcoHasioMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX AL,

3akoHogaTenbcTtBO Poccuinckor Pegepaumm no 3awiMTe MNepCcoHanbHbIX
OaHHbIX

JlokanbHblE HOpMaTMBHbIE aKTbl OpraHn3auum B obnactun ynpasneHnd
nepcoHasriom

MopsAgok 3aknioveHnss OroBopoB (KOHTPAKTOB)

HopMbl 3TWKM AenoBoro obLieHns

Basosble OCHOBBbI NHpopMaTUKu, CTPYKTypHOe nocTpoeHune
MHGOPMALIMOHHBIX CUCTEM U OCOBEHHOCTH PaboThbl C HUMM

Lpyrve xapaKkTepucTuku
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

3.7.2. Tpynoas dyHKUMA

Peanusauns onepaunoHHOro ynpasneHuns YpoBeHb
HaumeHoBaHve |nepcoHanoM n paboTbl CTPYKTYPHOrO Koa G/02.7 |(nogoypoBeHb) 7
nogpasgeneHunsa KBanudukaumm
MpoucxoxaeHue TpygoBom 3aMmMcTBOBaHO
P A PYA Opwurunan X
PYHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opurnHana HomMmep
npodeccuoHansHoro
cTanfgapTa
TpynoBble gencTems MnaHupoBaHWe geaTensHOCTM NoapasaeneHns 1 nepcoHana

OnepaTMBHoe ynpasJieHne nepcoHanom nogpasgeneHna opraHmsaunm

PacueTr 3aTpar no nogpasgeneHnio M MOAroTOBKa MpeasiokeHun Ang
chopmmpoBaHus Gropxketa

Pa3pa60TKa CTaHOapToB [AeATEeJSIbHOCTU nogpa3denieHna wu yHVI(bVIKaLI,MFI
npoueccos

MpoBefeHne HCTPYKTaxa no oxpaHe Tpyaa

MocTtaHoBka  3agad  pabOTHMKAM  CTPYKTYPHOro  noapasgaeneHus,
onpeaeneHne pecypcoB Ans WX BbINOSTHEHWS, KOHTPOSIb UCMOSTHEHMS!

AHanM3 nnaHoB W OTYETHOCTU MOAYMHEHHbIX paboTHMKOB, pa3paboTka
NpeanoXxeHuin No ynyyleHuto nokasaTtenemn eaTenbHOCTY NoapasaeneHus

dopmupoBaHmne O0TYETOB O paboTe CTPYKTYPHOro nogpasgeneHus

Heobxoaumble yYMeHusA Oﬂpeﬂ,e]’lﬂTb 30Hbl OTBETCTBEHHOCTU U SCb(*)eKTVIBHOCTI/I paGOTbI nepcoHana
CTPYKTYPHOIro noapasgeneHud, pacnpenendtb 3agadn u obecneunBaTb
MaTepunanbHO-TEXHUYECKNE peCypcChbl ANd UX NCMOJTHEHNA

MpUMeHATL MeTOoAbl ONEPaTMBHOIO YNpaBneHWs NepcoHanomM opraHm3auum

KOHTpOﬂMpOBaTb ncnonHeHune ﬂOpy‘-IGHVIVI M 3agad, BHOCUTb CBOEBpPEMEHHDbIE
KOoppeKkuun B niaHbl 1 3agayun

OnpegensaTb nokasaTenu 3a(pPeKTUBHOCTHU paboTbl nepcoHana
noppasfeneHns

yl'lpaBJ'IﬂTb MOTMBaUMEN nepcoHana, ero BoBJiIe4EHHOCTbIO U ONCUMNIANHON
TpyAa

CocTaBnsiTb  MNnNaHbl  OesATeNbHOCTM  CTPYKTYPHOro  noApasgeneHus
opraHusauum

CocTaBnsiTb, paccyMTbiBaTb, KOPPEKTUPOBATb WU KOHTPONMPOBaTb CTaTbu
pacxodoB CTPYKTYPHOro noapasaeneHust ans gopM1MpoBaHmus GIomKeToB
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

npOVI3BOD,VITb aHannms TeKyLLI,eVI OEATENIbHOCTU CTPYKTYPHOro nogpasaesieHuna
M BHEOPATb npouenypbl no ee ontuMmnsauunm

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

Bectun neperosopbl C NOCTaBLMKaMW YyCnyr no YyCNoBUAM 3akKito4YaeMblX
[I0rOBOPOB

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

[MpoBoaMTbL ayamMT pesynbTaTtoB paboTbl C NepcoHanom

PaboTtatb VIHCpOpMaLI,VIOHHbIMVI cuctemamm n 6asamm gaHHbIX NO BOrnpocam
ynpasJieHnd nepcoHajiom

CobniogaTe HOPMbI 3TUKKU OENOBOro odLeHus

Heobxogumble 3HaHUS Teopvwl ynpasJieHua nepcoHasnomMm n ero motmsauunm

MeTtogbl aHanu3a BbINOMHEHUS MMAaHOB W 3ajad, onpedeneHuns  ux
3KOHOMMYECKON IPPEKTUBHOCTU

CDOprI N MeToabl OLUEeHKN nepcoHalna n pe3ynbTtaTtoB UX Tpyaa

TexHonornu onepaTtmnBHOIo ynpasiieHUA nepcoHarnom opraHmsauum

Cuctembl, MeToabl UM OpMbl MaTepuanbHOro W HemaTtepuanbHoro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

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

Teopuun 1 MeToabl yrpaBneHusl pa3BUTMEM NepcoHana

OKoHOMMKa TpyAa

OpraHnsaunoHHO-LITaTHasA CTPYKTypa opraHu3aumu

Monutuka ynpaslieHnA nepcoHasrioMm 1 counarnibHad noyinTuka opraHmsayunm

Llenu, ctpaterusi pa3suTtusi 1 GusHec-nnaH opraHnsaumm

MeTogmku nnaHnpoBaHna U NPoOrHo3npoBaHUA I'IOTpe6HOCTl/I B nNepcoHarne

Mopsinok yperynmpoBaHusi TPYAOBbIX CMOPOB

TpeboBaHusi 1 NpaBua NpoBeAeHUsl ayamTa paboTbl C epcoHanom

dopmbl coumanbHoro napTHepcTBa " B3auMoAeNCTBUS c
npodeccuoHanbHbIMU COK3aMK U OPYFTMMU NpeacTaBUTENbHBIMU OpraHaMu
pabOoTHUKOB, M UHLIMK OpraHn3aLMsaMn

Mopsinok ochopMNEHNA KaapoBbIX AOKYMEHTOB M NPUAaHUS UM IOPULNYECKON
CUnbI
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Mopsignok  MpoBedeHVs  3aKymouYHbIX  Mpouedyp W odopMieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

TpynoBoe 3akOHOAATENbCTBO M MHble akTbl, CoAepXalume HOpMbl TPY4OBOrO
npaea

OcCHOBbI apxMBHOro 3akoHogaTenbCTBa M HOPMaTUBHbIE MNPaBOBbIE aKThbl
Poccuinckon ®egepauun, B YacTn BeAeHWUS JOKYMEHTaUMy No nepcoHany

OcHoBbI HaNoOroBoro 3akoHogaTenbcTBa Poccuickon degepaunm

OcHoBbl MUrpaumMoHHoOro 3akoHogaTenbctBa Poccuiickon depepauuun, B
YacTu NpPUBNEYEHUs U TPyOOYCTPOMCTBA MHOCTPaHHbLIX rpaxaaH u nuy 6es
rpakgaHcTea

OcHoBbI AOMUHNCTPATUBHOIO 3akoHodaTeslbCTBa B obnactn ynpaslieHud
nepcoHasioMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX JNNL,

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHblE HOpMaTuBHbIE aKTbl OpraHun3auMm B YacTu ynpaBJlieHUA
nepcoHasrom

OcHoBbl npaBoBoro perynupoBaHusi Poccuiickon ®epepaumm nopsigka
3aKIMYEHNS FPaXKaaHCKO-NPaBOBbIX 4OrOBOPOB

Hopmbl 3Tnkn genosoro obLieHus

Basosble OCHOBb! MHbopMaTUKK, CTPYKTYpHOE MoCTpoeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaGoThl C HMM

Opyrvue xapakrepucTukm

3.7.3. TpynoBas dyHKUuSA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBEHb
OKYyMEeHTO060opoTa No onepaLoHHOM
Haumverosanne |HO%Y P pau y Kog G/03.7 |(noaoypoBeHb) 7
ynpaBneHuto nepcoHanom n pabore
KBanvdukaumm
CTPYKTYPHOro noapasaerneHus
MpoucxoxaeHue Tpygosom 3aMmMcTBOBaHO
P A PYA OpvirnHan X
dyHKUUK 13 opuruHana
Kon PernctpaunoHHbIn
opuruHana HoMep
npodeccnoHansHoro
CcTaHdapTa
TpynoBble AencTBus AHanu3 npoueccoB OOKYMEHTOOOOpOTa, JoKanbHbIX OOKYMEHTOB MO
BONpPOCaM OnepaLmoHHOro ynpaBneHns NepcoHanom u paboTbl CTPYKTYPHOTO
nogpasgeneHus, ©OW3HeC-NpoLeccoB OpraHn3auun, yaoBMETBOPEHHOCTU
nepcoHana
[okymeHTaLnoHHoe ohopmMIieHne pe3ynbTaToB OonepaLMoHHOro ynpaBneHus
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nepcoHanoM u paboTbl CTPYKTYPHOrO NoApasfernieHusl, pesynbTaToB ayauTa
paboTbl C NepcoHanom

MoaroToBka NpeanoXeHui No passUTUIO CUCTEM ONEePaLIMOHHOTO YNpaBneHus
nepcoHanoM u paboTbl CTPYKTYPHOro noApasgeneHusi, no HeoGXoavMbim
KOPPEKTMPYIOLLMM M MPEBEHTUBHLIM Mepam

PaspaboTka cuctembl aHanu3a n KOHTponsa paboTbl nepcoHana

KoHTponb, cpaBHEHME W aHanuM3 MnpoueccoB B 06nacTM onepaTUMBHOIO
yrpaBneHnss nepcoHarnoM, pes3ynbTaToOB YMpPaBfieHYECKNX MEPONpUATUN,
onpegeneHne (aKTopoB, BbI3bIBAKOLINX OTKIIOHEHWE OT  MJIAHOBbIX
nokasarenemn

MoarotoBka n 06paboTka 3anpoCoB, yBEAOMIEHUA, CBeAEHU O paboTHMKax
B rocyfapCTBEHHble OpraHbl, NpodeccMoHarnbHble COH3bl, 0OLLEeCTBEHHbIE
opraHusayum

ConpoBoxaeHne [OrOBOPOB OKa3aHWsi YCNyr Mo BOMpocaM OnepaTtUBHOrO
ynpaBreHusi NepcoHanom u paboTe CTPYKTYPHOro noapasaeneHusi, Bkroyas
npefBapuTenbHble NPoLeaypbl MO UX 3aKMIOYEHNIO

MoaroToBka NpeanoxeHun no copMupoBaHuio OlogkeTa Ha nepcoHan
opraHusaumu

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

Heobxooumble ymeHus KoHTponupoBatb npoueccbl ynpasreHWss NepcoHanoM nogpasfaerneHni,
onpefensaTb WX pe3ynbTaTUBHOCTb U BbISBNATb (DaKTOPbl OTKMOHEHWA OT
NNaHoBbIX NapameTpoB

PaspabaTtbiBaTb NporpaMmbl JOCTUXEHUSA Lienelit U onepaTUBHOINO peLleHns
3aad noapasaeneHuin

AHanusmpoBaTb, paspabaTeiBaTb U 0DOPMIISTE AOKYMEHTHI MO ONEPaTUBHBLIM
npoweccam u nx pesynbtatam

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

KoHTponvpoBsaTh pacxofoBaHue 61o4keToB Ha nepcoHan

OcbopMnsATb [OOKYMEHTbI MO ornepauyoHHOMY YMpaBieHUo MepcoHanoM u
paboTe CTPYKTYPHOTO nogpasaeneHus, npenocrasnsemMble B
rocyqapcTBeHHbIe opraHbl, NpeacTaBuTeNbHble opraHbl PaboTHUKOB

ObecneunBatb LOOKYMEeHTauMoHHOe conpoBoXxaeHne no cucreMmam
onepaunMoHHOro  ynpaslieHuA nepcoHarioMm “ pa60Te CTPYKTYPHOIO
noapasgeneHuns

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPYAOBOrO M apxMBHOrO 3akoHopaTenbcTBa Poccuiickon depepaumm u
nokKanbHbIMU akTaMmu opraHmsauuu

KOHTpOﬂMpOBaTb ncnonHeHne OorosopoB NOCTaBLUMKOB yCInyr no sonpocam
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nepcoHana

Mpon3BoauTb 3akynouvHble npoueaypbl, OOPMMATbL W  aHanusMpoBaTb
3aKYNOYHY0 JOKYMEHTaLMI0

MpoBoauUTL nNeperoBopbl WM MNpPeAcTaBnsATb WHTEPecbl opraHvM3auun B
rOCYyAapCTBEHHbIX oOpraHax, npodeccuoHarnbHbIX Col3ax W ApYyrux
npeacTaBuUTENbHBIX OpraHax paGoTHUKOB MO BOMpocam nepcoHana

BecTu oenoByto nepenncky

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

PaGoTaTb ¢ MHpOPMaLMOHHLIMK cucTeMamu 1 6azamu AaHHbIX MO NepcoHarny
M cuCTeMaM OMepauMoHHOrO  yrpaBrieHWsl MepcoHanoM U paboTe
CTPYKTYPHOro nogpasaerneHus

CobniogaTe HOPMbI 3TUKKU OENOBOro odLeHus

Heobxoaumble 3HaHus MeToabl ynpaBneHus pas3sutnem n appeKkTUBHOCTbIO OpraHn3aLmm, MetToabl
aHanv3a BbINOMHEHWs NNAHOB M NPOrpamm, onpeaeneHns X 3KOHOMUYECKO
apbpeKTUBHOCTH

MeToabl oLeHKM paboTbl CTPYKTYPHbLIX nodpasfefieHnid, pesynsTaTtoB Tpyaa
nepcoHana

MeTO,D,bI npoeeaeHna ayamnTa n KOHTPOJMHIra onepaTtuBHbIX yripaBieHYeCKnx
npoLeccoB

dopMbl U CUCTEMbI MatepuanbHOro M HemaTepuanbHOro CTUMYNUMPOBaHUS
TpyAa nepcoHana

OcCHOBbI JOKYMEHTaLMOHHOro obecneveHms

Mopsinok odbopMneHusi, BEAEHUSI U XpaHEHUst JOKYMEHTauumM no cuctemam
onepauMoHHOro  yNpaBrieHUst MepcoHanoM opraHusauuMn u  pabote
CTPYKTYPHOTO noapasaeneHust

Mopsinok (opMMpOBaHWS, BeaeHUst GaHka [daHHbIX W MPeaoCTaBeHUs
OTYETHOCTM MO CUCTEMaM OMNepaLMoHHOrO YrpaBfieHUst MepcoHanoMm U
paboTe CTPYKTYpHOro nogpasaerneHus

HopmaTuBHble NpaBOBble aKTbl, PeErynupylowne npaesa M 00653aHHOCTM
roCy[apCTBEHHbIX OPraHOB W OpraHuM3auuu no NPeoCTaBlIEHUIO YYETHOM
OOKyMeHTaumu

Mopsinok  npoBedeHVs1  3aKymouyHblX  Mpouedyp W odopmiieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

MNonntuka ynpaselieHnAa nepcoHasriomM 1 counarnbHada NofiMTUKa opraHnsauum

OpraHI/I3aLI,MOHHO-LLITaTHaFI CTPYKTYypa opraHmsauunm

Llenu n cTpaterus passutus opraHusaumm

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

KOHcyanaHTI'Imoc www.consultant.ru CtpaHuua 55 n3 67

HageXHasa npaBoBas noaaepXxka


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

Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

TpynooBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepKallMe HOpMbl TPYOOBOIO
npaea

OCHOBbI apXMBHOrO 3aKoHOAATenbCTBA M HOPMAaTUBHbIE MNPaBOBbLIE aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeieHUsl OKYMeHTaLuMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccuickon degepaunm

OcHoOBbI MWUrpaUMOHHOIO 3akoHogaTenbcTBa Poccuiickont Pepepaunmn, B
4yacTu NPUBIEYEHUS U TPYOOYCTPOMCTBA MHOCTPaHHbLIX rpaxkaaH u nuy 6es
rpaxgaHcTea

OcHosBbl aOMUHNCTPATUBHOINO 3akoHOAaTenbCTBa B obnactu ynpasneHunsa
nepcoHarnomMm " oTBeTCTBEHHOCTU OOJTKHOCTHbIX IAL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTKBHbIE OOKYMEHTbI OpraHu3aumn B obnactu ynpasneHuna
nepcoHasnom

Mopsiaok 3akntoYeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

BasoBble OCHOBb! MHbopMaTUKK, CTPYKTYpHOE MoCTpoeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoTbl C HAMM

Opyrve xapakrepucTukm

3.8. ObobLeHHas TpygoBas pyHKUMS

CtpaTterudeckoe ynpasrieHne nepcoHanom YpoBeHb
HanmeHoBaHue P ynp P Kon H P 7
opraHusauum KBanudukalmm
lNpouncxoxaeHue
b ae . 3anmcTBOBaHO
0606LLEeHHON TpyaoBON OpwurunHan X
13 opurmHana
dyHKUUK
Kon PernctpaunoHHbIn
opurnHana HOoMep
npodeccuoHansHoro
cTaHgapTa

Bo3moxxHble HaMMeHoBaHus | Buue-npe3naeHT no ynpaBneHno nepcoHanom
JOormKHoCTen, npodeccumn OvpekTop no nepcoHany

[unpekTop no ynpasneHnio nepcoHanom

3amecTuTenb reHepansHOro AMpeKTopa no yrnpasrneHuio NepcoHanom
TpeboBaHus k 0OpasoBaHuio | Boicllee obpa3oBaHue - cneynanuteT, MarucTpartypa
n oby4eHuno [ononHnTensHoe nNpodgeccnoHanbHoe obpasoBaHme - NPorpaMmmbl

npodeccnoHanbHoOn NepenoaroToBkM B 06nacTu ynpasrneH1s NepcoHasnom,

CTpaTErmyeckoro u onepalMoHHOrO ynpaBeHUsi, 3KOHOMUKM OpraHn3aumu;

nporpaMmbl NoBbIWEHUS kBanudrkauum B 0dnacTtv ynpasneHus
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nepcoHasnom, cTpaTterm4eckoro n onepaynoHHOro yrnpasneHuna

TpeboBaHus K ONbITY He meHee naTtn net B o6nacty ynpaBneHnsa nepcoHanoM Ha pyKoBOAALLMX
npakTn4eckom paboTbl OOIMKHOCTSAX

Ocobble ycnoeusi gonycka k
paboTe

[pyrve xapaKTepucTuku

[ononHuTenbHble XapakTepUCTUKK

HavnmeHoBaHWe gokymeHTa Kog HavmeHoBaHune 6a30Bon rpynnel, 4OMMKHOCTM (Npodeccun)
U cneymanbHOCTH

OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamu v Tpy4OBbIMW OTHOLLUEHUSIMUA

EKC - 3amecTutenb AnpekTopa no yrnpaBneHuno NepcoHanom

OKMNATP 24063 MeHepmxep no nepcoHany

3.8.1. TpynoBas yHKUNA

PaspaboTka cuctembl CTpaTernyeckoro YpoBeHb
HanmeHoBaHue |ynpaBrneHus nepcoHaromM opraHmMsaunm Koa H/01.7 |(nogypoBeHb) 7
KBanudmkaumm
MpouncxoxaeHue TpygoBom 3anmcTBoBaHO
P e pyA OpuruHan X
OYHKLMN 13 opurmHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa
TpyooBble AecTBUSA AHanus  ycnewHblXx  KOPMOpaTUBHbIX  MpPakTMK MO opraHu3auuu

CTpaTern4eckoro ynpasrieHuda nepcoHarnom opraHusauum, opraHm3aymMoHHOIo
NPOEKTNPOBAHNA U B3aUMOAENCTBUSA nop,pasp,eneHMVl

MocTaHoBKa CTpaTerMiyeckmx Lenen B ynpasneHnm nepcoHanom

PaspaboTka KoprnopaTVMBHOW MOMNWUTWKM, MNaHoB, NporpaMm, npoueayp W
TEXHOIIOMMI MO YNpaBfeHNo NepcoHanomM

PaspaboTka koprnopaTMBHOMW KynbTypbl M COLMAnbHOW MOMMUTUKU, CUCTEM
MoTMBaUNK, 3PDEKTUBHOCTU, OLIEHKM U pa3BUTKSI NepcoHana

dopmMmpoBaHue cMcTeMbI ONnathl M opraHu3auum Tpyaa

PaspaboTka opraHM3auMOHHON CTPYKTYpbl, MnaHuMpoBaHue noTpeGHocTn B
nepcoHarne opraHusaumu

KoHcynbTtanTllntoc
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PaspaboTka nporpamMm, MNPUHUMMOB CTaHOAApTU3auuW,  YHUMKaLWUK,
aBTOMAaTM3aLMM NMPOLIECCOB YrpaBrieHnsl nepcoHanoM u 6e3onacHbIX yCroBuii
TpyAa

dopmupoBaHe OlogkeTa Ha MepcoHasn, TexHororui ayguta paboTbl C
NepcoHarnoM 1 KOHTPOJIIMHIa

Heobxogumblie ymeHus PaspabatbiBaTb cTpaTernm 1 NOfMTUKA B yripaBneHnn nepcoHanomM

CozgaBaTb M OMUCbIBaTb OPraHM3aLUMOHHYIO CTPYKTYpY, Uenu, 3agauu,
(PYHKLUM CTPYKTYPHbIX NoApasaeneHnin U OOMKHOCTHBIX ML,

rlpVIMeHFlTb MeTodbl ynpasrneHusa MEeXINMNUYHOCTHbIMWU  OTHOLUEHUAMMU,
CbOpMVIpOBaHI/IFl KOMaHA, pas3BuUtna nunagepctea WU UCNOJTHUTENbHOCTH,
BbIABNI€HNA TanaHTOB, onpegeneHna yaoBneTBOPeHHOCTHU pa60T017|

Oﬂpeﬂ,e]’lﬂTb N aHanmanpoBaTtb BHYTpe€HHMEe KOMMYHUKauuun, moaennmpoBsaTtb
nosegeHune nepcoHana

MpeactaBnaTb MHTEPECbl OpraHusauuvM B FOCYOAPCTBEHHbIX OpraHax, BO
B3aMMOEWCTBUM C NPOdColo3amMu, UHLIMW MPEeACTaBUTENbHBIMU OpraHamm
paboTHMKOB NO BOMpOCaM nepcoHana

CocTaBnsiTb, paccyMTbiBaTb, KOPPEKTUPOBATb W KOHTPONMPOBaTb CTaTbu
pacxodoB OwmKeToB M DOHOOB Ha MporpaMMbl U MepOMnpusTUS Mo
yNpaBreHuo NepcoHanomM opraHusaumm

npOBO,D,VITb ayanT N KOHTPOJIJTUHT B obnactu ynpaslieHna nepcoHasrniom

PaspabatkiBaTb kopnopaTMBHLIE CoLMarnbHble NPorpaMmbl

Bectn neperoBopbl no Bonpocam couunanbHoro napTHepcTBa C
npencraBuUTENIbHbIMU OpraHamMum pa6OTHVIKOB

PaboTtaTb ¢ MHpOpMaLMOHHBIMK cucTeMaMu U 6azaMu faHHbLIX NO Bonpocam
ynpaBreHusi nepcoHanom

OpraHusoBbiBaTbL MEpPONPUATUSE NO 06ecnedeHnto BbINONHEHUA TpeboBaHui
oxpaHbl Tpyda B COOTBETCTBUM C [OEWCTBYIOLUMM 3aKOHOAATENbCTBOM
Poccuiickon ®egepauun n nokanbHbIMW akTaMy OpraHm3aumm

OpraHun3oBbiBaTb M NPOBOAUTE MEPONPUSATUSA C NEPCOHANOM B COOTBETCTBUE
C KOpropaTMBHOW coLMarnbHOM NONTUKON

CobniogaTe HOPMbI 3TUKKU OEOBOro ooLeHus

Heobxogumble 3HaHuWs MeToapl ynpaBneHusi pa3ButueM n appeKTMBHOCTbIO OpraHu3aumm, aHanusa
BbIMOMHEHNST MNMNaHOB W MNporpamm, onpegeneHuss WX 3KOHOMUYECKOW
3hhEKTUBHOCTH

MeToabl oueHkn paboTbl CTPYKTYPHbIX NOApa3deneHni, pesynbTaToB Tpyaa
nepcoHana

MeToabl NpoBeaeHust ayanToB, KOHTPOINIMHIA YNpaBrieHYeCcKUx npoL,eccos

MeToabl aHanmn3a KONMYECTBEHHOMO U KA4eCTBEHHOMO cocTaBa nepcoHana
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

CucTeMbl cTaHZapTOB Mo GM3Hec-npoueccam, Npodeccusm, Hopmbl Tpyaa

Cuctembl, MeTodbl M OpMbl  MaTepuanbHOrO U HeMaTepuarnbHOro
CTMMYNMPOBaHNS Tpyaa nepcoHana

MeToabl aHanu3a coumanbHbIX NPOrpamMm 1 onpeaeneHns MX 3KOHOMUYECKON
aphekTnBHOCTHM

TexHonornn n MeToapl CpOpMVIpOBaHVIFI N KOHTpOIA OlOKETOB Ha nepcoHan

TpeboBaHusA oxpaHbl 1 6e3onacHbIX YyCnoBuin Tpyaa

LleJ'IVI, cTparerna n KagpoBsas rnoJfinTuka opraHn3auum

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENbHOCTUN OpraHmn3aunn

OCHOBbI COLMONOrNKN, MCUXOSTOTUN N IKOHOMMUKM TpyAoa

OcHosBbl ynpasneHua counanbHbIM pa3BUTMeM opraHmsaunu

MeToapbl npoeseaeHunA coumnonorn4yeckmnx nccnegoBaHum, N3y4eHunA
06LecTBEHHOrO MHEHUS

CTpyKTypa opraHusaumm

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepKalliMe HOpMbl TPYAOBOro
npaBa

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

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuinckon ®egepaunm

OcHOBbI MUIpauMOHHOIO 3akoHodaTtenscTBa Poccuiickon ®egepauun, B
4YacTu MpUBMEYEeHMs N TPYAOYCTPONCTBA MHOCTPAHHbIX rpaxaaH u nuy 6e3
rpaxgaHcTsea

OcHosBbl aOMUHNCTPATUBHOIO 3akoHodaTeNnbCTBa B obnactn ynpasneHnsa
nepcoHarnom n oTBeTCTBEHHOCTU OOJIKHOCTHbIX Nl

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JlokanbHbie HOpMaTMBHbIE aKTbl OpraHmsaunn B obnactu ynpasneHunsa
nepcoHanom

Mopsaok 3aknoyYeHns JoroBopoB (KOHTPaKTOB)

Hopmbl 3Tnkn genosoro obLieHus

OcHoBbI MHGPOPMATUKN, CTPYKTYPHOE NOCTPOEHNE MHADOPMAaLMOHHBLIX CUCTEM
1 0coBeHHOCTN paboThbl C HUMM

[pyrne xapakrepucTumkm

3.8.2. Tpynosasa pyHKLMA
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

Peanusauns cuctembl cTpaTermyeckoro YpoBeHb
HanmeHoBaHue |ynpaBneHusa nepcoHanom opraHmMsaumm Koa H/02.7 |(nogypoBeHb) 7
KBanugukaumm
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A PYA OpwurunHan X
dyHKUUK 13 opurnHana
Kon PernctpaunoHHbIn
opuruHana HoMep
npodgeccuoHansHoro
cTaHgapTa
TpynoBble gencTeus lMnaHnpoBaHMe OesaTenbHOCTU 1 pa3paboTka MeponpUATUIA MO YNpaBeHnIo

nepcoHarnom ana peanun3aunm ctpaterm4eckmnx uenemn opraHusauunun

BHeapeHue nonuTuk, nNnaHoB, nNporpaMm, Mpouedyp W TEXHOMOorvin no
yrnpaBeHuto nepcoHanomM

lMocTpoeHne opraHn3aumMoOHHON CTPYKTYPbI C Y4ETOM MiaHoBOW NoTpebHoCTH
B MepcoHane 1 B3anmogencTansi CTPYKTYPHbIX NogpasgeneHunin opraHmsaumm

BHeapeHne v nopdepkaHue KOpPNopaTUBHOM KynbTypbl U coLManbHOM
NONUTUKA, CUCTEM MOTMBaUMK, I3DPEKTUBHOCTU, OLEHKA W pPasBUTUS
nepcoHana

BHe,u,peHme n nopgaepxaHume CcCucCteMbl oOpraHusaumm Tpyda U onnaTtbl
nepcoHana

YnpaeneHve BHegpeHMeM MporpaMM UM MPUHUMMAOB CTaHZapTu3auumu,
yHudukaumm, asTomMaTu3auum MpOLLECCOB YMpaBfeHNa MepcoHanoMm u
BesonacHbIx ycrnosumn Tpyaa

Opl’aHI/I3aLI,VIF| nposegeHnAa ayauta W KOHTPOIMJiMHra B ynpaBJiieHUn
nepcoHanom

MocTaHoBKa 3agay  PYyKOBOAUTENSIM  CTPYKTYPHbIX — nogpasgeneHu,
onpeaeneHne matepuanbHO-TEXHUYECKMX PECYPCOB AMS UX BbINOMHEHUS

AHanma oT4eTHOCTU MO ynpasJieHUo NnepCcoHarioMm u BbiAB1€HNE peCypCcoB Nno
ynyyweHuno 0edaTeribHoCTU opraHn3aumm

CornacoBaHuie yCroBuii 3aKnioyaeMbiX JOrOBOPOB MO BOMPOCaM yrpasreHus
nepcoHanom

OpraHusaumsa nposedeHns 3aKkynoYHblX npoueayp no Bonpocam yrnpasBrneHus
nepcoHanom n opopmMneHnsi ConyTCTBYIOLLEN AOKYMEHTaLUN NO HAM

dopmupoBaHue GlogpKeTa Ha MepcoHarn, TexHonoruh ayauta paboTbl C
NepcoHarnoM 1 KOHTPOJIMHra

MprvMeHeHne K paboTHMKaM Mep NOOLLPEHUS U AUCLUNIIMHAPHOIO B3blCKaHUS

Heobxoaumble ymeHus MpousBoauTb aHanu3 [OeAaTenbHOCTU MO YNPaBfeHUIO  MepcoHaroM,
paspabaTbiBaTb Nokasatenv adpdeKkTMBHOCTM paboThbl
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

dopmupoBaTh NnaHbl U MePONpPUSTHS MO YNPaBNEHUo NepcoHaniom

PaccuutbiBaTb O10gKeT B 06n1acty ynpaBneHns nepcoHanom

Oﬂpeﬂ,enﬂTb 30HbI OTBETCTBEHHOCTH pa60THVIKOB n no,qpasp,eneHMVl, CTaBUTb
3agadyn pykoBoaUTENAM nop,paa,qeneHMPl n obecneuymeaTtb pecypcbl ona mnx
ncnonHeHua

KoHTponupoBaTb 1 KOPPEKTMPOBAaTb UCMOSTHEHME MOPYYEHUIA U 3afay

Ynpaensatb 3dEKTUBHOCTLIO M BOBNEYEHHOCTbLIO NEpCcoHana, AMCUUNIIMHON
TpyAa u cobnogeHnem 6esonacHbIX yCnoBuni Tpyaa

Bectn neperoBopbl Mo BOMpocam counalbHOro naptHepcTea U npencrtaBnATb
MHTEpEeCbl OpraHn3aunn B rocyaapCTtBEHHbIX OpraHax, I'IpOd)ECCI/IOHaJ'IbeIX
COH3ax U Opyrux npeacrtaBuUTENbHbIX OpraHax pa6OTHVIKOB, N opraHmn3aumax
Nno BOMNpocam nepcoHana

PaboTtaTtb ¢ MHGPOPMALMOHHBIMK cucTeMamMu 1 6azamu gaHHbIX MO BONpocam
yrpaBneHns nepcoHanom

npOBO,D,I/ITb ayanT N KOHTPOJUJTUHT B obnactn ynpaBJieHnd nepcoHajioM

dopmupoBaTth U NPOBOAMTbL COLUMAnNbHYD MOMUTUKY W coumarnbHble
nporpamMmei

Bectun neperosopbl C nNocCTaBLMKaMn YyCnyr no YycrnoBuAM 3akriovaeMblX
[0roBOPOB

MpousBoanuTb 3aKynoyHble nNpoLeaypbl, O(OPMNATL W aHanM3npoBaTb
3aKyMoYHYI0 JOKYMEHTaLMIo

CobntogaTe HOPMbI 3TUKM OENOBOr0 00LEeHNs

Heobxogumble 3HaHus MeToabl ynpaBneHus passutmem n 3eKTUBHOCTLIO OpraHu3aLmmn, MeToabl
aHanuaa BbINOMHEHNs NaHOB M NPOrpaMm, onpeaeneHns nx 3KOHOMMYECKON
3 PeKTUBHOCTH

OpraHusauus ynpaeneHust pasButMem opraHnsaumm

Teopun ynpaBrneHUss opraHusauueid, NONUTUKa W cTpaTtervsl ynpasneHus
nepcoHanom

MeToabl aHanu3a BbINOMHEHWs MMAHOB W 3afad, onpegeneHvs  ux
3KOHOMMYECKON appeKTMBHOCTH

MeToabl OueHKU, pe3ynbTaToB U 3PMEKTUBHOCTM Tpyaa

MeToap! BHepeHnA CucteMbl ynpasJieHNa nepcoHanom

OcHoBbI paboTbl NO NpodopueHTaLum

MeTogmku nnaHMpoBaHUA M NPOrHO3nMpoBaHUA ﬂOTpGGHOCTM B nepcoHarne

Llenu, ctpaternst passutns n 6usHec-nnaH opraHnsauum

Teopun 1 MeToabl hOPMUPOBaHUIO BpeHaa opraHM3aLUnm
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Oata coxpaHeHusi: 20.06.2018

TpeboBaHuUsi oxpaHbl U Ge3onacHbIX YCroBui Tpyaa

MeToamku pa3pa60TKV| N BHeJpeHnda nokarbHbIX HOPMaTUBHbIX aKTOB

MopsigoK 3akntoyeHus TPyOOBbIX [OrOBOPOB, PEryNUPOBAHUSI TPYOOBbIX
crnopos

OcHOBbI  COLIMONOrMK, MNCUXOSIOrMKU, 3KOHOMMUKMN Tpyda w©n ynpasneHnda
counanbHbIM pa3BuTUeEM opraHm3aumn

MeToobl npoBedeHMst  COLMONOTMYECKUX  UCCREeAOBaHWN,  N3yYyeHus
0o6LLEeCTBEHHOr0O MHEHMUSA

TexHonornm npoBeaeHna ayamTa n KOHTpPOJIJTnHra B yrnpasneHumn nepcoHanom

Mopsgok nposeaeHUa 3aKYyMNoYHbIX npouenyp " odopmneHus
COMYTCTBYIOLLIEN AOKYMEHTALMM

TexHonoruu, CTaHOapTun3auus, YHI/Id)VIKaLI,I/IFI, aBToMaTtunsauma npoueccos
ynpasiieHna nepcoHasiom

CTpykTypa opraHusauunm

TpyOoBoe 3aKkoHOAATENbCTBO M UHbIE aKTbl, coAepKallie HOpMbl TPYAOBOIO
npaea

OCHOBbI apxvMBHOIO 3akoHOAATenbCTBa W HOPMAaTWMBHbIE NPAaBOBblE aKThbl
Poccuiickon ®eagepaunn, B YacTn BegeHUsS JOKYMEHTaumm no nepcoHany

OcHoBbI HanoroBoro 3akoHogatenbcTBa Poccuiickon deaepaumm

OcHoBbI MUrpaUMOHHOIO 3akoHogaTenbcTBa Poccunckon degepaunn, B
YacTu MPUBMEYEHMSA U TPYLOYCTPOMCTBA MHOCTPaHHbIX rpaxdaH u nuy 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHodaTellbCTBa B obnactu ynpaeneHua
nepcoHarioMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX NAL,

3akoHogaTenbcTBO Poccuiickon ®egepaunm o nepcoHarsnbHbIX aHHbIX

Mopsaok 3aknioYeHns 4OroBOpOB (KOHTPAKTOB)

JlokanbHblE HOPpMaTUuBHbIE aKTbl B obnactn ynpasieHnd nepcoHanom

HopMbl 3TukK genoBoro obLeHus

basoBsble OCHOBbI VIH(bOpMaTI/IKM, CTPYKTYpHOE NoCTpOoEeHNne
VIH(*)OpMaLI,I/IOHHbIX CUCTEM U 0COBEHHOCTU pa6OTbI C HUMIK

Opyrue xapakrepucTuku

3.8.3. Tpynosasa pyHKLMA

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
HanmeHoBaHne | OOKyMEHTOOOOpOTa MO CTpaTernyeckomy Koa H/03.7 | (nogypoBeHb) 7
yrpaBneHnio NepcoHarioMm opraHmsauum KBanvgukaumm
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
Oata coxpaHeHusi: 20.06.2018

lNpouncxoxaeHne TpyaoBon 3anmMcTBOBaHO
P i PYA OpwurunHan X
dyHKUUK 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa
TpynoBble aencTaus AHanns npoLeccoB [AOKYMEHTOODOPOTa, MoOKamnbHbIX [OOKYMEHTOB MO

BOMpOCaM ynpaeneHust nepcoHanoMm, OW3Hec-NpoLeccoB opraHusauum,
YOOBETBOPEHHOCTU NepcoHana

[okymeHTaunoHHoe oopMneHne pesynbTaToB YNpaBrieHUs MnepcoHanom,
ero ayguta, paboTbl CTPYKTYPHbIX NogpasaeneHnmn

JlokyMeHTaUMOHHOE U OpraHM3aLMoHHOE COMPOBOXAEHWE CTPaTErMYeckoro
yrnpaBneHus nepcoHasnioM u paboTbl CTPYKTYPHbIX NoApasaeneHuii

MogroToBka NpeanoXeHun No pasBUTUIO CUCTEM YNpaBMieHUs NepcoHarnom,
no HeobxoAWMbIM KOPPEKTUPYIOLWMM W MPEBEHTUBHbIM Mepam U Mo
NoBbIWEHNI0 3D(PEKTUBHOCTM paboTbl CTPYKTYPHBLIX NogpasgeneHnn

KoHTponb npoueccoB B 06racTtv ynpaefieHWst nepcoHanoM W paboThbl
CTPYKTYPHbIX NoApa3sfenieHni, CpaBHEHNE 1 aHann3 NPoLLeCCoB, pe3ynbTaToB
ynpaBneH4Yecknx MeponpusTUi, onpedeneHne akTopoB, Bbli3biBaOLLMX
OTKIMOHEHWE OT NMaHoBbIX NokasaTesnen

CornacoBaHne W KOHTpPOSlb [OrOBOPOB MO BOMpocaMm U cuUcTeMaMm
cTpaTernyeckoro YrnpaBfieHUs TMepcoHanoM U paboTe  CTPYKTYPHbIX
noapasaeneHnii, opraHm3auus NpoLeayp no Ux 3aknoyYeHuo

MoaroToBka pe3ynbTaToB aHanmM3a COOTBETCTBMS OpraHu3auMuM W onnarbl
Tpyda nepcoHana ycnewHbIM KOpnopaTUBHBIM NpPaKTUKam

BbinornHeHne TpeGoBaHUii NO XpaHeHWo WHopMauMn o pesynbTaTax
[OENCTBUS CUCTEM CTpaTerMyeckoro ynpasrieHus nepcoHanoM u paboThbl
CTPYKTYPHbIX NoApasaeneHuii

Heobxogumbie ymeHusi AHanuanposaTtb, pa3pabaTtbiBaTb 1 0OPMISATbL JOKYMEHTbI MO MpoLeccam u
pesynbTataM  ynpaBfeHuss nepcoHaroMm U  paboTe  CTPYKTYPHbIX
noapasgeneHun

MpUMeHsATb MeToabl aHanusa GUsHec-NPOLECCoB opraHnsaLmm

OnpepgenaTb nNporpaMMmbl  OOCTWMDKEHUS LeNe U peleHus 3agad
noapasgeneHun

MpoBoaWTb ayanT cUCTEMBI YNpaBreHnst nepcoHanomM

HDOBOD,I/ITb KOHTPOJUJINHI CUCTEMbI yNnpaBlieHNA nepcoHarom

KoHTponupoBaTb GloMKeT Ha nepcoHan W ynpaBneHue pacxojamMu Ha
nepcoHarn

OpFaHI/I3OBbIBaTb conpoBoXxageHne O0roBopoB Mo Bonpocam yrnpaslieHUA
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Oata coxpaHeHusi: 20.06.2018

nepcoHariom, BKro4Yaa npegBaputesibHble npouenypbl No UX 3aKrinu4YeHuto

OpraHn30BbIBaTb 3aKynoyHble npoueaypbl, 0OpMNATL U aHanusuMpoBaTb
3aKyMNoYHYI0 JOKYMEHTaLNI0

KOHTpOJ'IVIpOBaTb N aHannm3mpoBaTb BOIMNPOCblI couuaribHOro napTHepcTBa,
O0roBopbl NOCTaBLMKOB yCnyr

MpoBoOWTL NeperoBopbl W MNPEACTaBNSATb WHTEPEeCcbl opraHusauMn B
rocygapCTBEHHbIX —oOpraHax, npogEeCcCMOHalbHbIX COl3ax W ApYrux
NpeacTaBUTENbHBLIX OpraHax pPabGOTHWKOB M OpraHM3auusx Mo Bomnpocam
nepcoHana

Bectu genosyto nepenucky

PaGotaTb C WH(OPMALUMOHHLIMKM cUCTEMaMW U Gasamu [AaHHbIX MO0
nepcoHany, cucTemMam yrpaBlieHWsl MepcoHarioM W opraHvMsauuu
[AeSATeNbHOCTU CTPYKTYPHBIX NoApasaeneHunii

ObGecneunBaTb KagpoBOe  [Oeronpou3BOACTBO UM OOKYMEHTaUMOHHOEe
COMpPOBOX/JEHNE MPOLECCOB MO YNpaBleHWo nepcoHanom u paboTe
CTPYKTYPHbIX NoApa3aeneHuii

OpraHunsoBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYOOBOro M apxmBHOro 3akoHopatenbctBa Poccuiickon depepaumm un
NoKanbHbIMW akTaMu OpraHusaumum

CobntogaTb HOPMbI 3TUKWN AENOBOro 00LWEHNs

Heobxogumbie 3HaHuA KopnopaTtuBHasa kynbTypa, couuanbHas nofnuvtuka, cucTtemMbl MOTMBAUMK U
3 hEeKTUBHOCTH yNpaBneHUs NepcoHanom

MeToabl ynpaBneHus pa3sutmem 1 apeKTMBHOCTbIO OpraHM3auum, MeToabl
aHanusa BbINOMHEHWs NNaHoB M NPOrpaMm, onpegeneHns nx 9KOHOMMYECKON
apheKkTNBHOCTH

MeToap! npoBeaeHuna ayauta, KOHTPOJid onepaTtuMBHbIX YrhpaBlieHYeCKnxX
npoueccos, COLUNOIOrM4eCKnX nccnegoBaHumn

BusHec-nnaH 1 6uU3Hec-NpoLieccsl opraH1saumm

BlogxeTHoOE npoeKkTnpoBaHmne

OpraHu13aunoHHOe NMPOEKTUPOBaHWe

¢'OprI, mMeToabl WM CUCTEMbI MaTepuarnbHOro wu HemartepuaribHoro
CTUMYInMpoBaHuA Tpyaa nepcoHarna

Cucrtembl cTaHgapToB no BbusHec-npoueccam, npodeccunsam
(cneumnanbHOCTSIM), HOPMbI TpyAa

MeToabl aHanmM3a KONMM4YeCTBEHHOrO 1 KA4ECTBEHHOIO CocTaBa nepcoHana

Kap,poaaﬂ NoNnUTUKa opraHn3aunm

Mopanok dopmMupoBaHUsA, BedeHUs BGaHka [OaHHbIX W NpeaocTaBneHus
OTYETHOCTM MO CUCTEMAaM YMpaBreHns nepcoHarnom u paboTe CTPYKTYPHbIX
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noapasgeneHun

OcCHOBbI  JOKYMEHTaLUMOHHOrO  obecneyeHusi, nopsgok — odopMIeHUs
AOKYMEHTOB, npenocTaBnseMblx B rocygapCcTBeHHble opraHbl,
npodeccuoHarnbHble Co3bl, OGLLECTBEHHbIE OpraHu3aLum

Llenn u cTpaterns passutms opraHnsauum

Mopsigok  MpoBedeHWs  3aKymoyHbIX  npouegyp W odopMIieHus
COMYTCTBYIOLLIEN AOKYMEHTALMUM

HopmaTtuBHble npaBoBble akTbl, perynupylowme npaea U 06583aHHOCTM
rocy0apCTBEHHbLIX OPraHoB WM OpraHusauuu no npeaocTaBneHno y4eTHON
AOKYMEeHTaLmm

CTpykTypa opraHusaumMm W  BakaHTHble  OOJPKHOCTM  (Mpodbeccuu,
cneuunanbHOCTH)

TpyOoBoe 3akOHOAATENBLCTBO U MHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcCHOBblI apXMBHOrO 3aKOHOAATENbCTBA W HOPMAaTVBHbIE MPaBOBblE aKTbl
Poccuiickon ®eagepaunn, B YacTn BegeHUS JOKYMEHTaumm no nepcoHany

OcHoBbI HanoroBoro 3akoHogatenbcTBa Poccuiickon deaepaumm

OcHoBbI MUrpaUMOHHOIO 3akoHogaTenbcTBa Poccunckon degepaunn, B
YacTu NPUBNEYEHUSA U TPYOOYCTPOMCTBA MHOCTPAHHbLIX rpaxaaH u nuy 6e3s
rpaxgaHcTsea

OcHoBbI adMUHNCTPAaTUBHOIO 3akoHOOaTeslbCTBa B obnactu ynpasJieHnA
nepcoHasnioMm " oTBeTCTBEHHOCTU AOJKHOCTHbIX JTNLL

3akoHogaTenbcTBoO Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHblE HOpMaTuMBHbIE aKTbl OpraHu3auun B obnactu ynpasneHnsa
nepcoHanom

Mopsaok 3aknioYeHns 4OroBOpoB (KOHTPAKTOB)

Hopmbl 3TVKM oenoBoro o6lieHns

Basosble OCHOBBbI NHpopmaTmku, CTPYKTypHOE nocTtpoeHue
MHMOPMALMOHHbBIX CUCTEM Y OCODEHHOCTW PaboThbl C HAMU

[pyrne xapakrepucTuku

IV. CBegeHuns 006 opraHusauusx - paspabdboTymkax
npodeccuoHanbHOro craHgaprta

4.1. OTBeTCTBEHHAsA OpraHM3aLmsa-pas3paboTymk

Obuepoccuiickoe 06beauHeHne padotogatenen "PoccMiickmii coro3 NPOMBbILLITEHHUKOB U
npeanpuHumarenen”, ropoog Mocksa

WcnonHuTtenbHbiv BUuLe-npesnaeHT Kysbmud Omutpun Bnagummposuy
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4.2. HanmeHoBaHusa opraHmMsaumn-pa3paboTynkoB

1| AHO "HauunoHanbHoe areHTCTBO pa3BuTus kBanudukaumin", ropog Mockea

2 | Accoumauums (Coto3) "Accoumnaumst KOHCYNbTaHTOB No noabopy nepcoHana”, ropog Mockea

3| Mpynna HeadHunter, ropog Mockea

4| 3A0 "KPOK MHKOPIMOPEWTEQ, ropoa Mocksa

5| MndhopmaumoHHo-aHanuTtnyeckun ueHtp "Kagpossei [lo3op", ropog Mockea

6| MIO "OMNOPA POCCUI", ropog Mockea

7 | MexxayHapogHas accouuaums AenoBoro coTpyaHuyecTsa, ropog Mockea

8 | HO4Y AOMNO "MHcTuTyT NnpodeccmnoHanbHoro kagpoeuka", ropog Mocksa

9| HIM "Accoumaumsa Esponenckoro 6usHeca", ropog Mocksa

10 | HM "BKK - HaumoHanbHbIN coto3 kagpoBukoB", ropon Mocksa

11 [ HM "MesxayHapoaHbii anbsiHe "Tpyaosasi murpauus”, ropog Mocksa

12 | HIM "HaumoHanbHas accoumaumsi opuCHbIX cneumanmcToB U agMUHUCTPaATUBHBLIX paboTHUKOB", ropop
MockBa

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

14 | HIM CYP3 "HauunoHanbHasn koHgeaepauus "Pa3Butne Yyenoseveckoro kanutana", ropog Mockea

15| OAO "BAHX" (TAO BBLI), ropoa Mocksa

16 | OAO "Tasnpom HedTb-HoBOCHBUPCK", ropon HoBocnbupck

17 | OAO "Ob6beanHeHHas cyaocTponTenbHasa kopnopauums"”, ropog Mockea

18 | OAO "P>X[", ropoa Mocksa

19| OAO "CaxanuH OHepmxun MHBecTtmeHT Komnanu", ropog KOxHo-CaxanuHck

20| OAO "TatHedTb" UMeHn B.[. WawwuHa, ropoa KasaHb

21 | OAO "Hay4Ho-npoussogcTBeHHoe o6beamHeHne "Hayka", ropog Mockea

22| 000 "LG Electronics Rus", ropog Mocksa

23| 000 "BbusHec lMecuxonorn SHL Russia & CIS HIM", ropog Mocksa

24| 000 "UT-CK", ropoa Mocksa

25 | OO0 "Nykonn-NrxunmpuHr", ropog Mocksa

26| 000 "OKb 3enut", ropog Mockea

27| 000 "MeTtponnym TpenguHr", ropog Mockea
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28 | OO0 "Monurpad-3awmra”, ropog Mockea

29 | OO0 "LeHTp kagpoBbix TexHonorui - ObyyeHune. Ctaxuposku. TpygoycTponcTso”, ropog Mocksa

30 | Poccuiickoe npeactaButensctBo "Coleman Services UK" ("KoynmaH Cepsucus"), ropog Mocksa

31| Toproso-npomebilunieHHas nanata Poccuiickon ®epepaumm, ropog Mocksa

32| ®Irb0Y BIMO "MockoBCKMiA rocyaapCTBEHHbIN yHUBepcuTeT uMmeHn M.B. JlomoHocoea", LLkona
AVpeKTopa no nepcoHany, ropog Mocksa

33| dre0Y BIMNO MCY, ropoa Mocksa

34| dIreQy BIMNO M3CWH, ropog Mockea

35| ®I'bOY BMNO Cubupckuin rocygapcTBeHHbIN yHUBepcuTeT nyten coobuueHus (CIYTIC), ropog
HoBocunbupck

36 | PI'BY "HayuHo-nccnegoBaTensCknii MIHCTUTYT TPyAaA U coumarnbHOro crpaxosaHms” MuHmuctepcTea
TpyAa u coumanbHom 3awmTel Poccunckon ®egepauun, ropoq Mocksa

37 | ®ryr "Moura Poccun", ropog Mockea

38| ®K "Ypancub", ropog Mocksa

<1> O6LLepoccUncKnii knaccugrkaTop 3aHATUN.
<2> O6LLepoCCUNCKNA KnaccugrkaTop BUAOB SKOHOMUYECKOW AEATENbHOCTH.

<3> EOuWHbIN KBanWMUKAUMOHHBIA CNPaBOYMHUK AOSMKHOCTEN pyKOBOAUTENEW, CheunanuctoB U Opyrux
cnyxawumx.

<4> Obwepoccuickuin knaccmdukatop npodeccmin paboumx, AOMKHOCTEN CyXaLumx 1 TapudHbIX pa3psgos.
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