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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

YNpaBneHuto NepCoH. ..

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

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

MWHUCTEPCTBO TPYOA U COLMATIbHOW 3ALLNTLI POCCUACKOWN ®EQEPALINU

NPUKA3
oT 6 okTA6pA 2015 r. N 691H

OB YTBEPXAEHWWN MNPO®ECCUOHAINIbHOIO CTAHOAPTA
"CNEUMAITUCT NO YNPABJIEHUIO MEPCOHAJTIOM"

B cootBeTcTBUM € nyHkTOM 16 [NpaBun pa3paboTku, YTBEPXKAEHUS U MPUMEHEHUS MPOdeCcCUOHANbHbIX
CTaHOapToB, YTBEPXAEHHbIX nocTaHoBneHuem lpaButenbctBa Poccunickon ®egepaumm ot 22 aHBapsa 2013 r. N
23 (Cobpanue 3akoHogatenbcTtBa Poccunckon Pepepaumm, 2013, N 4, crt. 293; 2014, N 39, ct. 5266),

NnpuKasbiBalo:

YTBEpANUTb Npunaraembli NnpodeccrmoHanbHbi cTaHaapT "CneumanucT no ynpaeneHuno nepcoHanom".

MwuHucTp
M.ATOMUITNH

YTBEPXKAOEH

npvkasom MuHucTepcTBa Tpyaa
1 coumanbHON 3almThl
Poccuiickon ®eaepauun

oT 6 okTa6psa 2015 . N 691H

MPO®ECCUOHANBHbIA CTAHOAPT

CMNEUUANNUCT NO YNPABJEHUIO NEPCOHAJIOM

559
PernctpaunoHHbIn
HOoMep
|. Obwue cBegeHus
YnpaBneHue nepcoHanom opraHnsaumm 07.003
(HaMmeHoBaHwWe Buaa NnpoeccuoHansHOM AeATeNbHOCTM) Kopg

OcHoBHas uenb Bnga HpO(beCCMOHaﬂbHOVI neATenbHOCTU:

Ob6ecneyeHne 3hPeKTUBHOrO (PYHKLMOHMPOBAHMS CUCTEMbI YNPaBIIEHUsl NepCcOoHanNoM Ans OOCTWKEHUS
Lienei opraHusauum

pynna 3aHATUIA:

1232 PykoBogutenu nogpasgeneHumn 2412 CneunanucTbl No Kagpam u
(cnyx6) ynpaBneHusa kagpamu u npodgopueHTaumnm
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

TPyAOBbIMU OTHOLUEHUAMU

3423 CreunanncTbl KaapoBbIX CrYX06 u
YUPEXOAEHUIN 3aHATOCTHU
(kog OK3 (HaMmeHoBaHwMe) (kog OK3) (HanmeHoBaHMe)
<1>)

OTHeceHue K BMAaM 3KOHOMUYECKOWN AeATENbHOCTHU:

78.30 [earenbHoCTb No Nogbopy nepcoHana npoyas
(kog OKB3[ (HaMmeHoBaHMe BUOA 9KOHOMUYECKOW AEATENBHOCTHN)
<2>)

[I. OnncaHme TpyaoBbIX PyHKUNNA,

BXOAALMX B NpodeCccuoHanbHbIN cTaHAapT (PyHKUUOHanbLHas kapta
BMAa NpodeCccMoHanbHON OeATENbHOCTH)

O606LeHHbIe TpyaoBble OYHKLMK TpyooBble (yHKUMM
Kog HanmeHoBaHue YpOBEHb HanmeHoBaHue Koa YPOBEHb
KBanugu (nopypoBe
KaLumn Hb)
KBanMduk
aumm
A [okymeHTaumnoHHoe 5 BeneHve opraHnsaunoHHOM 1 A/01.5 5
obecneyeHve paboTbl pacnopsanTensHoOn JOKyMeHTauuu no
C nepcoHanom nepcoHany
BepneHve gokymeHTaumm rno yyeTy u A/02.5 5
OBWDKEHMIO KaapoB
AOMUHUCTPUPOBAHME MPOLIECCOB 1 A/03.5 5
OOKYMEHTO000pOTa NO y4eTY U ABMKEHUIO
KaapoB, NpeacTaBnNeHNo JOKYMEHTOB MO
nepcoHany B rocy4apCTBEHHbIE OpraHbl
B [eaTtenbHOCTb NO 6 C6op nHdopmaLmm o NoTpebHOCTSX B/01.6 6
obecneyeHmo opraHusauuu B nepcoHane
nepcoHanom
Mowck, npuBneyeHune, nogdop n otbop B/02.6 6
nepcoHana
AOMWHNCTPUPOBaHUE NPOLIECCOB U B/03.6 6
OOKyMeHToobopoTa obecneyeHus
nepcoHasnom
C [esTtenbHOCTb Mo 6 OpraHnszauusa n npoBegeHne OLEHKN C/01.6 6
OLleHKe 1 aTTecTaumu nepcoHana
nepcoHana
OpraHusaumsi U1 npoBeaeHe aTTecTauum C/02.6 6
nepcoHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

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

D [eaTtenbHOCTb NO 6 OpraHusaumns u nposeaeHne 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

AAMWHMCTPUPOBaHME NPOLECCOB U D/04.6 6

[OKyMeHTOO60opoTa No pasBuUTUIO U
npocdeccuoHansHon 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 NOMNUTUKN
KoprnopaTuUBHOM
couunarbHoON Peanusauna kopnopaTtnBHOM coLmansHOm F/02.6 6
NONMUTUKM NONUTUKMN
AOMUHUCTPUPOBaHUE NPOLECCOB U F/03.6 6

AOKyMeHToobopoTa no Bonpocam
KoprnopaTUBHOW coLMansbHOM NONUTUKN

G OnepaunoHHoe 7 Pa3paboTka cucteMbl onepaumoHHOro G/01.7 7

yrnpasneHue ynpaereHnsi NepcoHanom 1 paboThl

nepcoHanom u CTPYKTYpPHOro nogpasaeneHuns

nogpasgeneHnem

opraHusaumm Peanusauns onepaunoHHOro yrnpasneHusi G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasaeneHuns
AOMWHNCTPUPOBaHUE NPOLIECCOB U G/03.7 7

AOKYMeHToobopOoTa no onepaumoHHOMY
ynpaBreHunto nepcoHanom n pabore
CTPYKTYPHOrO NnoApasfeneHuns

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

yrnpaBneHns NepcoHarioMm opraHusauum

AOMUHUCTPUpPOBaHME NPOLIECCOB U H/03.7 7
AOKyMeHToobopoTa no cTpaTernyeckomy
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

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 KBanudukaumm
MpouncxoxaoeHne
p kne . 3anmcTBOBaHO
0606LLeHHON TpyaoBON OpurnHan X
13 opurmHana
PyHKLMN
Kopn PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

Bo3amoxHble HaumeHoBaHWs | CneumnanqcT no KagpoBOMY Aenonpon3BoACTBY

OOIDKHOCTEW, Nnpodheccui CneumanncT no AoKyMeHTaunoHHomy obecneyeHunto paboTbl C nepcoHanom
CneumanncTt no JOKyMeHTaunoHHoMy obecneyeHmnio nepcoHana
Cneuuwanuct no nepcoHany

TpeboBaHus kK CpenHee npogeccroHanbHoe obpasoBaHue - NporpaMmma noaroToBKu
obpa3oBaHuio 1 00yYeHMIO | CNeLuMannucToB cpeaHero 3BeHa

[ononHnTenbHoe npogeccnoHanbHoe obpasoBaHme - NPorpaMmmebl
npodeccnoHanbHon NepenoaroToBkX, NPOrpaMmbl NOBbLILLEHUS
KBanudunkauum

TpeboBaHus K onbITy -
npakTuyeckon paboTol

Ocobble ycnosus gonycka
K pabote

Lpyrve xapaKkTepucTuku

JononHutenbHble XapaKkTepUCTUKU

HavmeHoBaHne JoKymeHTa Kop HaumeHoBaHne 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccnm) unm
cneumansHOCTU
OK3 2412 CneumanncTbl No kKagpam 1 npodopmneHTaumnm
3423 Creuvannctbl KagpoBbIX CMYXO 1 yYpexxaeHU 3aHATOCTH
EKC <3> - CneuunanucT no kagpam
- MHcnekTop no kagpam
OKMNATP <4> 27755 OKOHOMWCT No Tpyay
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22956 MHcnekTop no kagpam
3.1.1. TpynoBas yHKUNA
BeaeHve opraHusaunoHHOM 1 YpoBeHb
HanmeHoBaHue |pacnopaguTenbHON AOKYMeHTaumm no Kog A/01.5 |(noaypoBeHb) 5
nepcoHany KBanudukaumm
MpoucxoxaeHue Tpygosom OpuruHan X 3anmcTBOBaHO
yHKLMN 13 opuruHana
Kopn PernctpaumnoHHbIn
opvrmHana HoMep
npodeccnoHanbHOro
cTaHgapTa

Tpynosble gevictBust | O6paboTka 1 aHanM3 NocTynarLwen AJoKyMeHTaLmUn Nno nepcoHany

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

PeI'VICTpaLI,VIFI, YYeT N TeKyLlee XpaHeHne OpFaHM3aLlMOHHOVI n paCHOPFI,ClMTeﬂbHOVI
OOKyMeHTauum no nepcoHany

Heobxoaumeblie PaspabaTtbiBaTb NPOEKTbI OPraHN3aLNOHHBIX Y PACNOPSANTENbHBIX JOKYMEHTOB MO
yMEHUS nepcoHany

OdopmMnaTb [OKYMEHTbI B COOTBETCTBUM C TpeboBaHMAMM  rpaKgaHCKoro,
TPYAOBOro 3akoHogatenbctBa Poccuinckorn ®depepaumm U nokanbHbIMU
HOPMAaTUBHbIMU aKTaMn opraHnu3aumnm

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

OpraHI/I3OBbIBaTb XpaHeHne [OOKYMEeHTOB B COOTBEeTCTBUU C Tpe6OBaHI/IF|MI/I
TPYAOBOro, apxXMBHOro 3akoHogartenscTBa Poccuiickon degepaumm u nokanbHbIMU
HOPMAaTUBHbIMU aKTaMn opraHu3aunm

AHaﬂM3VIpOBaTb OOKYMEHTbl U NepeHOCUTb Mchopmau,wo B 0asbl AdaHHbIX W”
OoT4eTbl

BbISIBNATb OLIMOKK, HETOYHOCTH, ncnpasneHna n He4OoCTOBEPHYHO I/IH(*)OpMaLIMI'O B
OOKyMeHTaXx, onpeaenartb NermTMMHOCTb JOKYMEHTOB

PabotaTb ¢ WHGOPMAUMOHHLIMKM cucTemMaMn M GaszaMu OaHHbIX MO BEAEHWUIO
yyeTa, ABWXEHUIO nepcoHana

Co6nioaaTe HOPMbI 3TUKW AeN0BOro 06LLeHUS

Heobxoaumele 3HaHus | [Mopaaok opopMneHusi, BeAeHWS U XpaHEHUS] JOKYMEHTOB MO NepcoHasny

nOpﬂ,EI,OK yyeTa OABMXKEeHNA KaapoB U COCTaBIIEHUA yCTaHOBJ'IeHHOIZ OTYETHOCTU
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

YNpaBneHuto NepCoH. ..

OcHoBbI ,q0|<ymeHT0060p0Ta N AOKYMEHTaUMNOHHOIo obecneyeHust

TexHonorum, meTodbl M METOAMKM NPOBEAEeHWMs aHanu3a W cucTeMaTtusaumu
OOKYMEHTOB U MHGOpMaLmm

Mopsinok pacyeTa cTaxa, NbroT, KoMNeHcaLUuii, 0OpPMIIEHUS NeHCKI paboTHUKaM

CTpykTypa opraHusauum

TpyOooBoe 3akoHOOATENbCTBO WM MHbIE aKTbl, cCoAepXkaliMe HOpMbl TPYOAOBOro
npaea

OcHOBbI apXMBHOIO 3akoHoOaTeNnbCTBa W HOPMaTWBHbIE MNPaBOBble aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeleHUsl JOKYyMeHTaLMK Mo nepcoHany

3akoHopaTenbcTBO Poccunckon ®egepaumm o nepcoHarnbHbIX JaHHbIX

JlokanbHblEe HOpMaTMBHblIE aKTbl OpraHun3auun, perynumpyrowmne nopagok
Od)OpMJ'IeHVIFI pacnopAaanTesnibHbIX 1 OpraHn3aunMOHHbIX JOKYMEHTOB MO nepcoHany

Hopmbl 3TkK 1 genoBoro obLeHus

Ba3oBble OCHOBbI MH(POPMATUKK, CTPYKTYPHOE MOCTPOeHME WHGOPMAaLMOHHbIX
CUCTEM M 0COBEHHOCTM paboThbl C HUMM

Opyrve
XapaKTepucTunkm

3.1.2. TpynoBas dyHKUMSA

BeneHve gokymeHTauum no yyety u YpoBeHb

HavmeHoBaHWe | ABMXEHUIO KagpoB Kog A/02.5 |(nogypoBeHb) 5

KBanudukaumm

MpoucxoxaeHue TpygoBom 3anmMcTBOBaHO

DyHKLMN

OpvirnHan X
13 opurnHana

Kog PernctpaunoHHbIN
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

Tpynosble AencTBuA

MogroToBka MNpPOEKTOB  AOKYMEHTOB MO  MpouedypaMm  yrpaBreHus
nepcoHasnoMm, y4eTy 1 ABWKEHWIO NepcoHana

OpraHmsau.vm CUCTEeMbl ABUXEeHNA JOKYMEHTOB MNo nepcoHany

C6op 1 npoBepka MMYHbIX JOKYMEHTOB paboTHMKOB

MNogrotoBka n Od’)OpMJ'IeHI/Ie no 3anpocy paGOTHI/IKOB N OOJDKHOCTHBLIX L
KOMWW, BLINMUCOK U3 KagpoBbIX OOKYMEHTOB, CNpPaBoK, MH(bOpMaLI,I/II/I O CTaxe,
Nbrotax, rapaHTnax, KoMneHcaumax n NHbIX cBeOeHun o pa60TH|/||<ax

Bblgaya paboTHUKY KaApOBbIX JOKYMEHTOB O €70 TPYAOBON AeATENbHOCTU
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yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

[oseneHne ao cBeaeHunA nepcoHana OopraHn3auunoHHbIX,
pacnopAaanTeribHbIX U KagpoBbiX JOKYMEHTOB OpraHunsaunmn

BeneHue yyeTta pabo4vero BpemeHn paboTHMKOB

PeFVICTan,VIﬂ, y4yeT, onepatunBHoe XpaHeHune [OOKYyMEeHTOB MNo nepcoHarny,
NnoAroToBKa K caadve nx B apxmB

HeobGxoammble ymeHusi Pa3pabaTbiBaTb NPOEKTbI KAAPOBbIX AOKYMEHTOB

OdopmMnsaTb KagpoBble [OOKYMEHTbl B COOTBETCTBMM C TpeboBaHuAMUK
TPYAOBOro 3akoHogaTenbctBa Poccunckon ®degepaumm M nokanbHbIMU
HOPMAaTUBHBIMU aKTaMy opraHusauum

BecT yyeT ¥ permctpauuio KagpoBblX OOKYMEHTOB B MH(OPMaLMOHHbIX
cucTeMax U Ha maTepuarbHbIX HOCUTENAX

OpraHn3oBbiBaTb XpaHeEHWEe KaApoBbiX [AOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMsIMM  TPYAOBOro, apXMBHOIO 3akoHogaTenbcTBa Poccuiickom
depnepaummn 1 nokanbHbIMY HOPMATUBHBIMU akTamyn opraHuMsauum

AHanuanpoBaTb KagpoBble AOKYMEHTbI U NepeHoCUTb MHdopmMauuio B 6asbl
[AaHHbIX 1 OTYETbI

PaboTatb co cneunann3npoBaHHbIMN VIHq}OpMaLI,VIOHHbIMI/I cuncremamm
©asamMu faHHbIX N0 BEAEHUIO yy4eTa 1 OBUXKEHUIO nNepcoHana

PaspabatbiBaTb  NnaH  KOPPEKTMPOBOK  YCTAHOBIIEHHOrO  Mopsiaka
ocbopMneHnss OOKYMEHTOB MO MNEPCOHany M peanu3oBbiBaTb MPUHATbIE
N3MEHEHNS

KoHTponupoBaTtb NpucyTcTBME paboTHUKOB Ha paGoyeM MecTe

CobniogaTb HOPMbI 3TUKKU OENOBOro ooLeHus

Heobxogumble 3HaHUS nOpﬂD,OK ocbopMneva, BeleHUA N XpaHEeHUA OJOKYMEHTOB MO nepcoHany

I"Iop;u:l,ox ydyeTta AOBWXEeHUA KagpoB W COCTaBlieHUA yCTaHOBJ'IeHHOIZ
OTYETHOCTU

MNopsagok pacyeTta cTaxa, fbroT, KOMMNEeHcauumn, OdOPMIEHUS MNEHCUN
paboTHnkam

CTpykTypa opraHusaumu

TpyaoBoe 3aKoHOAATENIbCTBO U MHbIE aKTbl, COAepXalluue HOpMbl TPYAOBOrO
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaUMN No nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

TexHonorun, MeTodbl U MEeToAUKN NPOBEedeHUs aHanusa U cucTeMaTtuaaumm
[IOKYMEHTOB 1 UHGpopMaLIK

JNokanbHble HOpMaTUBHbLIE aKTbl OpraHv3auuu, perynupyrowme nopsigoK
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obopMIIeHNS JOKYMEHTOB MO NepcoHany

OcHoBbl JOKyMeHTOOBOpOTa M JOKYMEHTALMOHHOrO obecneyeHuns

HopMbl 3TVKM Aenosoro obLeHns

BasoBble OCHOBBbI NHpopmaTmku, CTPYKTYypHOE nocTpoeHue
WH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

Lpyrve xapaKkTepucTuku

3.1.3. TpynoBas yHKUnA

AOMUHUCTPUPOBaHKE MPOLECCOB U
[OKYMEHTO060opoTa Mo y4eTy 1 ABWKEHUIO
KagpoB, NpeacTaBreHnio JOKYMEHTOB Mo
nepcoHany B rocyapCTBEHHbIe OpraHbl

YpoBeHb
Kon A/03.5 |(nogypoBeHb) 5
KBanudukaummn

HanmeHoBaHue

MpoucxoxgeHvne TpygoBon 3aMmMcTBOBaHO
P pyA OpuruHan X
PyHKLMN 13 opuruHana

Kopn PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpynoBble geicTBUS OpraHuzaumst LoKyMeHToo60poTa No y4eTy U ABUKEHUIO KapoB

OpraHuzaums AOoOKyMeHTOOGopoTa MO NpeAcTaBreHuo [OOKYMEHTOB MO
nepcoHany B rocy4apCcTBeHHble opraHbl

[NocTaHoBKa Ha y4eT opraHn3aunm B rocygapCTtBeHHbIX opraHax

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

[MoarotoBka yBeAOMIEHWA, OTYETHOW U CTaTUCTUYECKOW WHopMauuu no
nepcoHany

[MoarotoBka WHpopMauMm O 3akrfyYeHUn TPYOOBOrO UMM rpaxaaHCKo-
NMpaBOBOrO [OroBOpa Ha BbIMOMIHEHME paboT (okasaHuMe ycnyr) c
rpakgaHuHoOM, 3amelLlaBLLInM JOMKHOCTK rocyapCTBEHHON unm
MyHULMNAaNbLHOM cnyxosl, nepeveHb KOTOPbIX yCcTaHaBnmBaeTcs
HOpMaTUBHbIMMK NPaBOBbIMK akTamu Poccuickon deapepaumm

Heobxoaumble ymeHUsi OdbopMnsTb y4eTHblE OOKYMEHTbI, NPefocTaBrsieMble B rocyqapCTBEHHbIE
opraHbl, NpodeccroHanbHble Col3bl U Apyrve NpeacTaBUTENbHbIE OpraHbi
paboTHMKOB

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMU
TPYAOBOro 3akoHogaTenbctBa Poccunckon degepaumm M nokanbHbIMU
HOPMAaTUBHBbIMUW aKTaMy opraHusauum
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

PaboTtaTtb C VIHQ)OpMaLWIOHHbIMVI cuctemamm 1 6asamum gaHHbIX NO BEOEHMIO
y4dyeTa 1 ABMXKEHUIO nepcoHana

PaboTtatb ¢ MHPOPMaAUMNOHHBbIMK cucTEMaMn M BaszaMmn AaHHbIX MO BEAEHUIO
CTaTUCTMYECKOW M OTYETHOM MHpOPMAaLIMK MO NepcoHany

AHanusnpoBaTb npasuna, npoueaypbl U NOPSOOK, perynupyoLlie npasa u
obsA3aHHOCTUN rocyfaapCTtBeHHbIX OpraHoB W oOpraHusauum no Bonpocam
obmeHa foKyMeHTaLumen no nepcoHany

BecTu oenoByto nepenncky

CobniogaTe HOPMbI 3TUKKU OENOBOro odLeHus

HeobGxoanmble 3HaHWS TexHonorun, MeToabl U MeToaVKM NPOBEAEHUS aHanMsa u cuctemaTusaumm
[OKYMEHTOB 1 MHGpopMaLmm

OcHoBbl JOKyMeHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHns

CTpykTypa opraHusaumm

HopmaTuBHbIe NpaBoBble akTbl Poccuiickon ®egepauun, perynupyroLime
npasa 1 0693aHHOCTM rOCYAapPCTBEHHbLIX OPraHoB, NPOdECCUOHANbHbIX
COH030B U ApYyrux NpeacTaBUTernbHbIX OPraHoB paboTHMKOB MO
NpPeaoCTaBEHNIO YY4ETHOW AOKYMeHTauum

TpynoBoe 3aKkoHOAATENbLCTBO U MHbIE aKThbl, coaepKalune HopMbl TPY4OBOrO
npaea

OcCHOBbI apXMBHOTO 3aKOHOAATENbLCTBA U HOPMAaTUBHbIE NPaBOBbIE aKThI
Poccuiickoin denepaunm, B YacTu BeAeHUsI OKYMEHTAaLMM No nepcoHany

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHn3auuu, perynmpyrouime nopanok
BeeHUA JOKYMeHTauunn no y4yeTty n ABWXEeHNK nepcoHana

Hopmbl 3Tnkn genosoro obLeHus

BasoBble 0CHOBbI MHOPMATUKN, NOCTPOEHNSI MHPOPMALIMOHHBLIX CUCTEM U
0CobeHHOCTU paboTbl C HAMUK

[pyrne xapakrepucTumkm

3.2. Obo6LeHHas TpygoBas pyHKUMS

HanMeHoBaHME [earenbHOCTb MO ob6ecneveHno NepcoHanom Kon B YpoBeHb 6
KBanudukaumm
I'Ipomcxomp,(?Hme . 3anmcTBOBaHO
0606LLEHHON TPYAOBOK OpwurunHan X
13 opurMHana
DYyHKLMN
Kopg PernctpaunoHHbIn
opurnHana HoMmep
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

NpodeCCMOHaNbHOro
cTaHgapTa

Bo3MOXHble HanmMeHoBaHUS Cneuuanuct no nogbopy nepcoHana
DOImKHOCTEn, npodeccui Cneumannct no nepcoHany
MeHneoxep no nepcoHany

TpeboBaHusa k o6pasoBaHuto | Beicluee obpasoBaHue - 6Gakanaspunat

n obyyeHuto HononHutensHoe npodeccnoHansHoe obpasoBaHve - NporpaMmel
noBbiWeHns kBanudukauumn; nporpaMmmMbl NPodeCcCnoHansHon
nepenoaroToBku B obnacty novncka n nogdbopa nepcoHana

TpeboBaHUA K ONbITY -
npakTuyeckon paboTbl

Ocobble ycnosusi gonycka kK
paboTte

Opyrvue xapakrepucTuku -
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"O6 yTBepxaeHuM npodeccuoHanbHoro ctaHaapTa "CrneumanmcT no ynpaBneHnto NepecoH. .. Oata coxpaHeHusi: 07.04.2016

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHWe JoKymeHTa Koga HaumeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccnm) unm
crneunanbHOCTH
OK3 2412 CneumanncTbl No Kagpam n NnpodopueHTaLmm
3423 CneumanncTbl KagpoBbIX CNYX0 1 y4peXxaeHUn 3aHATOCTH
EKC - CneumanncTt no kagpam

- MeHekep no nepcoHany

oKnaTP 27755 OKOHOMWCT No Tpyay

22956 MHcnekTop no kagpam

3.2.1. Tpynosas pyHKLMSA

KoHcynbTaHTntoc www.consultant.ru
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

YNpaBneHuto NepCoH. ..

C6op nHdopmaumm o NoTpebHOCTAX YpoBeHb
HavnmeHoBaHue | opraHusauum B nepcoHane Kog B/01.6 |(nogypoBeHb) 6
KBanudukaumm

MpouncxoxageHne TpynoBon
dyHKUMN

3anmMcTBOBaHO
Opwurunan X
13 opuruHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHanbHoro
cTandapTa

TpyooBble AeNCTBUSA

AHanu3 nnaHoB, CTpaTerMmn 1 CTPYKTYpbl OpraHn3auum

AHannas ocobeHHocTen opraHmnsauunmn pa60TbI n npomsBoactBa Ha
KOHKPETHbIX pa60l-| nxX Mectax

AHanu3 pblHKa Tpyga no opraHu3auum paboTbl Ha  aHanorM4yHoMm
npounsBoacTee U pabounx MmecTtax

dopmupoBaHme TpeboBaHMI K BakaHTHOM OOIMKHOCTM  (npodheccun,
cneumnanbHOCTK) U UX KOppeKLns

AHanus pbliHKa Tpyda u nepcoHana opraHm3auun no npodunio BakaHTHOW
OOMMKHOCTU (Npodreccun, cneLmansHoCTH)

WHbopMmpoBaHne 1 KOHCYNbTUPOBaHUE pykoBoAMTENeW noapasaeneHuii u
opraHM3aumu no BonpocaMm pbiHKa Tpyaa B YacTu obecrneyeHmst NepcoHanom

HeobGxoammble ymeHusi

CobupaTtb, aHanuauMpoBaTb W  CTpPYKTypupoBaTb WHdopmauuio o6
0COGEHHOCTSIX OpraHu3aumMm paboT Ha pPasnMYHbIX y4acTkax NPOM3BOACTBA U
Ha KOHKPETHbIX paboymMx MecTax C Yy4yeToM Lernei, 3agad, NnaHoB U
CTPYKTYpbI OpraHuM3auum

Cobupatb, aHanuampoBaTb W  CTPyKTypupoBaTb  MHdopmauuo 06
0COBEHHOCTAX N BO3MOXHOCTSAX KagpoBOro noTeHumana opraHusaumum

CobupaTb, aHanusmMpoBaTb W  CTPYKTypupoBaTb WHdopmaumio 06
0COBEHHOCTSIX pblHKA TPYyAa, BKMOYas NpearnoxeHus ot npoBaiaepoB ycnyr
no MOWCKy, NpuBneYeHunto, nogbopy n otéopy nepcoHana

dopmupoBatb TpeboBaHMA K BakaHTHOW  JOMMKHOCTM  (Npodoeccun,
cneumnanbHOCTW) U ONpefenaTb KpuTepumn nogdopa nepcoHana

BHocuTb KoppekTupylowme cBegeHuss B TpeboBaHus K KaHAMaaTam Ha
BakaHTHble JOMKHOCTM (Npodheccuu, creumnansHOCTH)

Monb3oBaTbCA MOMCKOBBLIMW CUCTEMaMU U MHAOPMAaLMOHHLIMU pecypcamu
ONsS MOHWUTOpMHra  pblHKa  Tpyda, rpaXZaHCckoro W TpyAoOBOro
3akoHogaTtenbcTBa Poccurickon denepaunn

KoHcynbTupoBaTb MO BOMpOCaM pblHKA Tpyda B 4YacTu obecneyeHus
nepcoHarnom

KoHcynbTtaHTllntoc

HageXHas npaBoBas noaaepxkka
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

CobniogaTb HOPMbI 3TUKU OETOBOro o0LeHus

Heobxoaumble 3HaHUS TexHonorun, meToabl U METOAMKM NPOBEAEHUS aHanu3a u cuctemaTusaumm
OOKYMEHTOB U MHGOpMaLmm

CTpykTypa oOpraHusaumm U1 BakaHTHble  JOSKHOCTM  (Mpodhbeccuw,
crneunanbHOCTK)

Mopsiaok onpeaeneHnst NepcnekTUBHOW U TEKyLLe NoTpeBHOCTU B kKagpax

McTouHukn obecneyenns opraHusauum kagpamm

Opl'aHl/ISaLI,VIFI pa60T Ha pas/inyHbIX y4acTKax npoun3BoacTBa, opraHu3auuu,
oTpacnu

Obwwme TeHAeHUUN Ha pbiHKE Tpyda M B OTAENbHOW OTPacnu, KOHKPETHOW
npodeccun (GOMKHOCTH, CNeLmManbHOCTH)

OCHOBbI MCUXONOMNKN N COLMONOTNN Tpyaa

OCHOBbI 3KOHOMWKW, OpraHu3aummn Tpyaa v ynpaeneHus

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoaepKallme HOpMbl TPYOOBOIoO
npaBa

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

3akoHogaTenbcTBO Poccuickon ®egepaunm o nepcoHasnbHbIX JaHHbIX

JlokanbHble HOpMaTUBHbIE aKkTbl OpraHusauuu, perynupyrowme nopsgok
nogbopa nepcoHana

HopMbl 3TWKM AenoBoro obuieHns

Basosble OCHOBBbI NHpopmaTuKu, CTPYKTypHOE nocTpoeHue
NHAOPMALIMOHHBIX CUCTEM M OCOBEHHOCTU PaboThbl C HAMM

[pyrne xapakrepucTumku

3.2.2. Tpynosas (pyHKLMSA

Mouck, npuenedeHue, nogbop n otbop YpoBeHb
HavmeHoBaHue |nepcoHana Koa B/02.6 |(nogypoBeHb) 6
KBanudmkaummn
MpovcxoxaeHne TpyooBom OpuruHan X 3aMmMcTBOBaHO
yHKLMM 13 opurnHana
Kog PernctpaunoHHbIN
opurnHana HoMep
npod)eccnoHasnbHOro
cTangapTa
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Tpynosble fencTens lMonck BO BHYTPEHHMX M BHELUHWX UCTOYHMKaxX MHAOpMaumm O kaHguaarax,
cooTBeTCTBYylOLWEN TpeboBaHNAM BaKaHTHOW [OIMKHOCTM (nMpodheccuw,
crneunanbHOCTK)

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

Bbibop cnocoboB M mMeToOo0B MpMBREYEHUs MepcoHana B COOTBETCTBUU C
YTBEPXXAEHHBIMM NaHaMm

MpoBepka wWHopMaumMnm O KaHAMAATax Ha BaKaHTHble [OMMKHOCTM
(npodeccuu, cneymanbHOCTH)

MpoBeneHne cobecegoBaHWMii U BCTPEY C KaHAMAATaMyM Ha BakKaHTHbIE
OOMKHOCTU (Nnpodeccun, cneumnansHocTn) ¢ obecnedeHnem obpaTHON CBS3K

OueHka COOTBETCTBUS KaHAMAaTOB TpeboBaHWSIM BaKaHTHOW [OSHKHOCTU
(npodbeccum, cneymanbHOCTN)

MogrotoBka npeanoxeHui Mo opMUMpoBaHMO BlompkeTa Ha  NOUCK,
npuenevexve, nogbop n otbop nepcoHana

WHdopMmpoBaHne 1 KOHCYNbTUPOBaHME PyKOBOAUTENEN noapasgeneHvi u
opraHusaumm no Bonpocam rnpuBreYeHns nepcoHana ¢ OLeHKon 3artpat

HeobGxoammble ymeHusi OnpepensTe KpuTepuu rMoucka, MpuBreYeHusi, nogbopa w oT6opa
nepcoHana

CobupaTb, aHanM3npoBaTb U CTPYKTYpMpOBaTh MHOPMALIMIO O KaHaMaaTax
N NPeLNOXeHUsIX Ha pbliHKe TpyAa

[Nonb3oBaTbCA NOUCKOBBLIMU CUCTEMaAMU U VIH(*)OpMaLWIOHHbIMVI pecypcamu B
obnacTtu obecneyeHns nepcoHasnom

MpyMeHsATbL TexXHonormm M MeToaMKM MNoucka, MNpUBMEYEHUsi, nogbdopa wu
oTbopa KaHOMoaToB Ha BaKaHTHble JOMKHOCTU (npodbeccum,
creLumanbHOCTHN) B COOTBETCTBUE C UX CreLmndUKon

Mcnonb3oeaTb  cpeactBa  obBecrnedyeHuWst  MepcoHanoM,  BKMYast
COMpoBOXaeHne

KOHch'IbTMPOBaTb Nno BOMpocaMm npusieyvyeHnda nepcoHana

CocTaBnaATb M KOHTPONMpOBaTb CTaTby pacxodoB Ha obecnedyeHue
nepcoHanoM Ans nnaHMpoBaHus GoakeToB

Co6nioaaTh HOpMbI 3TUKK AEN0BOro 0BLLEeHUS

Heobxogumble 3HaHUS VcTouHmkn obecneyeHmnst opraHnsaumm kagpamm

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

Cuctembl, MeTogbl W OPMbI MaTepuanbHOro W HemaTepuarnbHOro
CTVIMYNUPOBAaHUS TpyAa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHI/IFI N KOHTpONnA OookeToB
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[ata coxpaHeHusi: 07.04.2016

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

CTpykTypa oOpraHusaumm U1  BakaHTHble  JOMXHOCTM  (mpodheccun,
crneunanbHOCTK)

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

OCHOBbI MCUXONOTUKN U COLMONOTNN Tpyaa

OcCHOBbI 3KOHOMWMKW, OpraHu3aumMmn Tpyaa v ynpasneHusi nepcoHarnomM

TpynooBoe 3aKoHOAATENBbCTBO U MHbIE aKTbl, COAepXKallue HOpMbl TPYAOBOro
npaBa

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

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuinckon ®egepaunm

3akoHopaTenbcTBO Poccunckon epepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble  akTbl OopraHusauumn, perynumpyrowme nopAanok obecneyeHunst
nepcoHasriom

Hopmbl 3Tnkn genoBoro obLieHus

BasoBble OCHOBbI MHPOPMATUKM, MOCTPOEHMSA MHAPOPMALMOHHBIX CUCTEM U
0C0BeHHOCTU paboTbl C HAMU

[pyrne xapakrepucTumku

3.2.3. TpynoBas dyHKLMSA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HanmeHoBaHne | nokymeHTOODOOpOTa obecneveHus Kog B/03.6 |(nogypoBeHb) 6
nepcoHanom KBanudukaumm
MpouncxoxaoeHne TpyooBon 3anmcTBOBaHO
P A PYA OpurnHan X
DyHKLMN 13 opurmHana
Kog PernctpaunoHHbIN
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa
TpynoBble AencTBuUSA AHanu3 npoueccoB [OOKYMEHTOOOOopOTa, JoKanbHbIX [OOKYMEHTOB MO

Bonpocam obecrneyeHusi nepcoHarnom

BeneHne wuHopmMaummM O  BaKaHTHbIX  OOMXHOCTSX  (npodpeccusix,
crneLumanbHOCTAX) U kKaHauaaTax

[okymMeHTaLUMOHHOEe COMpPOBOXAEHWEe KaHOWOaTOB Ha aTanax Moucka,
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

npveneyeHusi, nogbopa u oTbopa nepcoHana Ha BakKaHTHblE AOMKHOCTU
(npodbeccuun,  cneunanbHocTW),  MHPOPMMPOBaAHWE  KaHAMOAATOB O
pesynbTatax otbopa

MoaroToBka 3anpocoB O KaHauaaTtax B TrOCyAapCTBEHHble OpraHbl, B
cnyyasx, nNpedyCMOTPEHHbIX [OEWCTBYIOLWIMM  3aKoHOOATeNnbCTBOM, W
0b6paboTka npeaocTaBrneHHbIX CBeAeHWIA

MogrotoBka n obpaboTka yBeooOMMeHWA B rocygapCTBEHHbIE OpraHbl,
npodeccuoHarnbHble  CO3bl U ApyrMe npeacTaBuTeNbHble  OpraHbl
paboTHMKOB MO BOMpPOCaM Moucka, npuBredeHusi, nogbopa un oTbopa
nepcoHana

ConpoBoxaeHne [OroBopoB No obecrneyvyeHuo opraHu3auuy nepcoHarnom,
BKIOYas NpeaBapuTenbHbIE NPOLEeaYpbl MO UX 3aKIIOYEHUIO

HeobGxoammble ymeHusi ObGecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHWEe BbiXxoAa kaHauaaTa Ha
paboTy 1 NepemeLLeHNs nepcoHana

OcdopmMnsaTb  AOKYMEHTbBI MO  Bompocam  obecneyeHwss  KagpoBbIMU
pecypcamu, Heobxogumble AnNs NPeAoCTaBneHMs B FOCYOAPCTBEHHbIE
opraHbl, npodeccuoHansHble Co3bl U ApYyrMe npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TPYAOBOro, apxmMBHOroO 3akoHogaTtenbcTBa Poccuiickon dPepepauumn u
NoKanbHbIMW akTaMu opraHnsaumm

AHaJ'IM3l/IpOBaTb OOKYMEHTbI n NnepeHoCuUTb VIH(*)OpMaLI,I/IPO B
VIHCbOpMaLI,VIOHHbIe cucTembl 1 6asbl aHHbIX O KaHauaaTax

Pa6oTtaTb ¢ MHpOpMaUMOHHBIMK cucTteMamu n 6azamum JaHHbIX NO BoNpocam
obecneyeHns nepcoHanoMm, BedeHW0 Mnoucka M ydyeTa KaHAMAATOB Ha
BakaHTHbI€ JOIPKHOCTM (Mpodheccum, cneumnanbHOCTM)

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

OpraHn3oBbIBaTb U NPOBOAUTL KOHKYPCbl, OCOPMMATb W aHanu3vpoBaTb
KOHKYPCHYIO JOKYMEHTaLuUI0

Bectn genosyto nepenncky

Co6nioaaTh HOpMbI 3TUKK AeN0BOro 06LLEeHUS

Heobxogumble 3HaHUSA MNopsagok oopmneHns, BegeHNss U XpaHeHUs AOKyMeHTauun, CBA3aHHOW C
MOWCKOM, NpUBMeYeHnem, NogdopoM 1 oTOOPOM MepcoHana Ha BaKaHTHbIE
OOIMKHOCTU

Mopsigok dopmupoBaHusi, BeaeHuss 6GaHka [JdaHHbIX O MepcoHarne
opraHusaumu 1 NpeagocTaBneHns OTYETHOCTH

OcHoBbI JOKyMEHTOO6OpOTa M LOKYMEHTALMOHHOIO obecneyeHust

TexHonorun, MeTodbl U MeToANKN NPOBEAEHMs aHanMsa U cucTemaTusaumm
[IOKYMEHTOB 1 UHGbopMaLInK
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Mopsinok NpoBeaAeHnst KOHKYPCOB M OPOPMITEHUS] KOHKYPCHOW AOKYMeHTaLun

Mopsgok  nmpoBedeHUs  3akynodHblX — npouedyp UM odopmmneHus
COMyTCTBYIOLLEN JOKYMEHTaLMK

CTpykTypa oOpraHusaumm U1 BakaHTHble  JOSKHOCTM  (Mpodhbeccuw,
crneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAEPKaLLMe HOPMbl TPYAOBOIO
npaea

OcCHOBbI apxMBHOro 3akoHOoaTenbCTBa M HOPMaTMBHbIE MPaBOBbIE aKThbl
Poccuiickon ®egepauun, B 4acTn BegeHNs JOKYMeHTaumMy No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuickon ®egepaunm

3akoHopaTenbcTBO Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

JNlokanbHble akTbl OpraHu3auuu, perynupylolumMe nopsaok  noabopa
nepcoHana

MopsAaok 3aknio4YeHnss OroBOpOB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obuieHns

BasoBble OCHOBbLI MHOPMATUKKA, NOCTPOEHNS MHAPOPMALMOHHBLIX CUCTEM WU
ocobeHHoCcTU paboThbl C HAMUK

Lpyrve xapaKkTepucTuku

3.3. O606LeHHas TpygoBas pyHKUNS

eATeNnbHOCTb MO OLIEHKE U aTTecTauumn YpoBeHb
HanmeHoBaHue A H H Kopn C P 6
nepcoHana KBanudukaumm
lNpoucxoxaeHue
p kne . 3anmMmcTBOBaHO
00606LLEeHHON TPyaoBON OpurvHan X
13 opurnHana
dyHKUMN
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npogeccnoHansHoro
cTaHpapTa
Bo3moxxHble HaMMmeHoBaHMs | CneuunanucT Nno oueHke U aTTecTaunm nepcoHana
DOIKHOCTEen, npodeccui Cneumanuct no nepcoHany
MeHeoxep no nepcoHany
TpeboBaHus Kk Boiclwee obpasoBaHue - bakanaspuat
obpasoBaHuto M 06y4eHnto | [lononHutTenbHoe npodeccuoHansHoe obpasoBaHue - MporpamMmmbl
MOBbLILLIEHMS KBanMduKkaumm; nporpamMmmbl NpodeccnoHanbHom
nepenoaroToBkM B obnacTn npoBeaeHnst oLeHKU nepcoHana
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[ata coxpaHeHusi: 07.04.2016

TpeboBaHus K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K
paboTte

[pyrue xapakrepucTumkm -

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHMe goKymeHTa Koa HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
Unu cneumanbHoCTU
OK3 2412 CneunanucTtbl NoO Kagpam 1 NnpodopreHTaLmm
3423 CneumanncTbl KagpoBbIX CNYX0 M y4pexxaeHUn 3aHATOCTU
EKC - MeHepxep no nepcoHany
OKMATP 27755 OKOHOMWCT Mo Tpyay
22956 MHcnekTop no kagpam

3.3.1. TpynoBas dyHKUuA

OpraHusauus 1 npoBeeHUe OLEHKN YpoBeHb
HanmeHoBaHue |nepcoHana Kog C/01.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue TpygoBom 3aMmMmcTBOBaHO
P A PYA OpurnHan X
DyHKLMN 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoro
cTaHgapTa
TpynoBble AencTBuA AHanm3 CTPyKTypbl, MMA@HOB W BakaHTHbIX [OIbKHOCTEN (mMpodeccui,

crneumnanbHOCTEN) OpraHv3auuM, OCOBGEeHHOCTEN opraHusauum paboTbl Ha
Pa3fnnMyHbIX y4acTKax npon3BoAcTBa N KOHKPETHbIX pa6oqv|x MecTax

Pa3pa60TKa nnaHa oOueHKn nepcoHana B COOTBETCTBMM C UenaMmu
opraHunsauumn

OLleHKa OWHaMUKn npon3BognTesibHOCTU, MHTEHCUBHOCTU U GCDCbeKTI/IBHOCTI/I
TpyAa Ha pabounx mecrtax

OnpegeneHne pecypcos, BbIGOP CPEACTB M METOAOB MPOBEAEHMSI OLEHKM
nepcoHana

npOBe/J,eHI/Ie OLEHKKM nepcoHarna B COOTBETCTBUKM C NiaHaMn opraHm3auumn

ConpOBo>|<,qume [oroeopos C  opraHusaumamm - ncnoNiHNTEeNnaAMun

KoHcynbTtaHTllntoc
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MeporlpVIFITVIVI 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 NpeAoXeHun No hopMMpoBaHMio GlomKeTa Mo opraHM3auun u
NPOBEAEHUIO OLIEHKM NepcoHana

Heobxogumble ymeHus OnpegenaTe napaMeTpbl U KpUTEPMU OLLEHKM NepcoHarna

Oﬂpeﬂ,e]’lﬂTb n MNpuUMEeHATb cpeactBa W MeTodbl npoBeAeHUA OLEHKU
nepcoHana

Bblgenate (onpeaenaTs) rpynnbl nepcoHana aAnst 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 OloaxeToB

Ob6ecneunBatb opraHn3aumMoHHOe conpoBoXaeHne OoUueHKN nepcoHana

ObecneunBatb COXPAHHOCTb  KOHUMAEHUMAnNbHOW WHdopMaumMM npu
NnpoBeAEeHUN OLEHKM NepcoHana

OpraHu3oBbiBaTb XpaHeHMEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMSAMU
TPYyAOBOro, apxvMBHOroO 3akoHogaTtenbcTBa Poccuitickon ®egepauun u
nokanbHbIMU HOPMaTUBHBIMW akTaMu opraHn3aumm

Cobupatb, aHanuavpoBaTb W  CTPYKTypuMpoBaTb WHopmaumwo 0
NpeanoXeHnsix No OLEHKEe NepcoHarna Ha pbiHke Tpyaa

MpounseBoauTb NpeaBapuTeribHble 3aKynoyHble npoueaypbl U oopMnsTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

OI'Ipe.lJ,eJ'IﬂTb ycnoBua AOnd  3aKrnw4yeHua OoroBopoB Ha ycnyru no
npoBeaeHno OLEeHKN nepcoHana

CwncrtemaTtusmpoBatb, 0006WaTts M aHanuManpoBaTb pe3ynbTaTbl OLEHKU
nepcoHana

ObecneunBatb 06paTHy+o CBA3b NO pe3ynbTaTtamMm ﬂpOBGﬂ,EHHOVI OLUEHKn C
nepcoHanom n pykoeoactesom

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

PaspabatbiBaTb pekoMeHAauMM nNO pasBUTUIO MepcoHana Ha OCHOBe
NPoBEAEHHOW OLIEHKM
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[ata coxpaHeHusi: 07.04.2016

CobniogaTb HOPMbI 3TUKU OETOBOro o0LeHus

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

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, MeToabl U MeToaVKM NPOBEAEHUS aHanMsa u cucremaTusaumm
[OKYMEHTOB 1 UHGpopMaLmm

OcHoBbl 00LWer U coumanbHOM MNCUXOMNOrMu, COLMOMNOrMM U MNCUXONOrnu
TpyAa

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

Mopsgok  nmpoBegeHuss  3akynodHblX — mpouegyp M 0dopmrneHus
COMyTCTBYOLLEN JOKYMEHTaLMK

CTpykTypa opraHusauMum W  BakaHTHble  [OOMMKHOCTM  (Npoddeccuu,
cneuuanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HopMbl TPY4OBOrO
npaea

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

3akoHogaTenbcTBO Poccuiickon ®efepaumm o nepcoHanbHbIX AaHHbIX

JNlokanbHble HOPMAaTUBHbIE aKTbl OpraHUM3auuW, perynupylowmne nopsiaok
OLIeHKV nepcoHana

Mopsaok 3aknoyYeHns JoroBopoB (KOHTPaKTOB)

Hopmbl 3TnkM fenoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE nocTpoeHne
MHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.3.2. Tpynosasa pyHKLMA

OpraHu3aumns u NpoBeAeHNe aTTecTaumm YpoBeHb
HanmeHoBaHue |nepcoHana Kog C/02.6 |(nogypOoBeEHb) 6
KBanudukaumm
MpoucxoxaeHne TpyaoBOK OpuruHan X 3aumcTBOBaHO
yHKLMM 13 opurnHana
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Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa
TpynoBble AencTeus AHanu3 CTPyKTypbl, MNAHOB W BaKaHTHbIX AOSMKHOCTeN (npodheccun,

cneumansHOCTe) opraHusaumu, ocobeHHoCTel opraHu3aumm paboTbl Ha
pas3nMyHbIX y4acTkax NPOM3BOACTBA M KOHKPETHbLIX paboumx MecTax

Pa3paboTka npoeKkToB AOKYMEHTOB, OMpedenstolmnx nopsgok atrectauuu
nepcoHana, ¢ OLeHKon 3aTpaT

COI'IpOBO)K,EI,eHVIe npouecca artrecraunmm wu pa6OTbI aTTecTauMoHHOM
KOMunccumn

MoaroToBKa NpeanoXxeHuin No hopMMpoBaHmnio GrofkeTa Ha opraHM3aumnio u
npoBeAeHWe aTTecTauun nepcoHana

lMogrotoBka nNpeanoXeHwn O COOTBETCTBUM  pPabOTHUKA  OOIMKHOCTU
(npodheccum, cneumaneHOCTK) NO pesynbTaTtaMm aTTecTaumm B COOTBETCTBUU
C 3akoHofaTtenscTBom Poccunckon ®egepaumu

Heobxogumble YMEeHUuaA Oﬂpeﬂ,e]’lﬂTb napamMmeTpbl N KpUtTepun atrectaumum nepcoHana

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

BbloensTtb rpynnbl nepcoHana ana nposeaeHuna atrecrtaunm

ObecneynBaTtb [OKyMEHTaLUNoHHoe COMpOBOXAEHNE aTTecTauum
nepcoHana

CoctaBnsate K KOHTpOJIMpoBaTb CTaTbM pacxogoB Ha atrecrtauuto
nepcoHana gna nnaHnpoBaHUA OrookeToB

MNonb3oBaTtbeA I/IH(*)OpMaLI,I/IOHHbIMI/I pecypcamn un 6asamu gaHHbIX Mo
npoBegeHnto atrectaumm

Bectu yyeT n pernctpaumio JOKYMEHTOB B MHOPMALIMOHHBIX cUCTEMAX M
Ha maTepuarnbHbIX HOCUTENSIX

OpraHu3oBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
TPYAOBOro, apxuBHOro 3akoHopatenbcTBa Poccunckon depepaunn un
nokanbHbIMY OKYMEHTaM1 opraHu3aumm

MpounsBoauTe NpeaBapuTenbHbIE 3aKyno4vHble npoueaypbl M 0OPMNSATb
COMYTCTBYHLLYIO JOKYMEHTALUMIO N0 3aKIMOYEHUIO JOrOBOPOB

Co6nioaaTh HOpMbI 3TUKK AeN0BOro 06LLEeHUA

Heo6xo,qv||v|b|e 3HaHUA rlOpFI,D,OK M TeXHosnoruna npoeeaeHna atrecrtayum

TexHomormm u MeTodbl ONpedeneHns U OUeHKU MpodeccuoHarbHbIX
3HaHWUNA, YMEHU N KOMNETEHL M

Cuctembl, MeTogbl U (bOprI mMatepuanbHOro wn HemaTtepuarbHoro
CTUMynNnMpoBaHuA Tpyaa nepcoHarna
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TexHonornn n MetToapl CpOpMVIpOBaHVIFI N KOHTpOIA OromKeToB

TexHonornm, MeToabl U METOAMKN NPOBEAEHUS aHanM3a U cucteMaTusaumm
OOKYMEHTOB U MHGOpMaLmm

OcHoBbI HpOVISBO,CI.CTBGHHOVI OeATeNIbHOCTUN opraHn3aunm

OcHoBbl 06LEen M couuanbHOM MCUXONOrMn, COLMONOrMM U MNCUXOrornm
TpyAa

Mopsgok  npoBedeHWst  3aKynoudHblX  npoueayp M odopMieHus
COMyTCTBYIOLLEN JOKYMEHTaLMK

CTpykTypa oOpraHMsauumM W BakKaHTHble  [JOIKHOCTM  (npodpeccuu,
cneuuansbHOCTH)

TpynoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, CoAepXKallne HOpPMbl TPYLOBOro
npaea

OcHOBbI apXMBHOTO 3aKoHoAAaTenbCTBA W HOPMAaTUBHbIE MpPaBOBbIE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeieHUs JOKYMeHTaLMKU Mo nepcoHany

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHblE HOPpMAaTuBHbIE aKTbl OpraHmsauuun, perynumpyrowme nopaaok
OLEeHKN nepcoHana

MopsAaok 3aknioveHnss LOroBopoB (KOHTPaKTOB)

HopMbl 3TVKM AenoBoro obuieHns

Basosble OCHOBbI NHpopMaTUKu, CTPYKTYypHOE nocTpoeHve
NHAOPMALIMOHHBIX CUCTEM M OCOBEHHOCTU PaboThbl C HAMU

[pyrne xapakrepucTumku -

3.3.3. TpynoBsas pyHKUMSA

AOMWHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
HanmeHoBaHVe | OOKYMeHTOOOOpOTa Npy NPOBEAEHUM OLLEHKN Kopg C/03.6 |(noaypoBeHb) 6
N aTTecTtaumm nepcoHana KBanudukaumm
[NpoucxoxgeHne TpygoBon 3anmcTBOBaHO
P A pyA OpurnHan X
yHKLMM 13 opurMHana
Kog PernctpaunoHHbIN
opuruHana Homep
npogeccnoHansHoro
cTaHpapTa
TpyooBble AecTBUSA AHanus npoLeccoB AOKYMEHTOODBOPOTA, NoKarnbHbIX JOKYMEHTOB MO OLEeHKe

narrtectaunm nepcoHana

OpraHusauMoHHOE COMPOBOXAEHWE MEPOMPUATUIA MO OLIEHKE nepcoHana u
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ero arrecrauum

OdopmneHmne npoLiecca 1 pe3ynbTaToB aTTecTauum nepcoHana

WHbopmmpoBaHue nepcoHana o pesyrnbTaTax OLeHKU 1 aTTecTaumm

[MogrotoBka npeanoXeHUWn no pasBUTUIO MepcoHana no pesynbTatam
OLLEHKM

COI'IpOBO)Kﬂ,eHVIe Aorosopos no OKa3aHuko KOHCYJ1bTaUMOHHbIX n
VIHCbOpMaLI,I/IOHHbIX ycnyr no oueHke n atrtectaynm nepcoHana

Heobxogumble YMEeHUaA Ob6ecneunBatb AOKYMEeHTaUuMOHHOE COonpoBOXAeHne OUueHKN U atTectauunmn
nepcoHana

OdgopmMnsaTb AOKYMEHTbI MO BOMpOCaM OLEHKM M aTTecTauuu nepcoHana,
npegocTaBnsieMble B TOCY4ApCTBEHHblIE OpraHbl, MpodeccuoHarnbHble
COH03bl U Apyrne NpeacTaBUTENbHbIE OpraHbl paboTHUKOB

AHaJ'IVISVIpOBaTb npasuna, npouenypbl n nopagku nposeaeHuna OLUEHKU W«
atTectayum nepcoHana

Bectu yyeT n pernctpaumio JOKYMEHTOB B MHPOPMALIMOHHBIX cUCTEMax M
Ha maTepwuarnbHbIX HOCUTENSIX

OpraHu3oBbiBaTb XpaHEHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsMM
TPyAOBOro 3akoHogartenbcTBa Poccuiickon ®depepauum u  nokanbHbIMU
akTamMmu opraHusaumn

Bectn 4ernoByro nepernncky

Pabotatb C WHMOPMAUMOHHLIMW cucTemMamm W 6Gaszamu [aHHbIX MO
BOMpocaM MpoBeAEHUS OLIEHKU M aTTecTauuu nepcoHana, BeeHuo yyeta
KaHOMOATOB Ha BaKaHTHbIE AOMKHOCTM (Npodheccun, cneumansHOCTL)

AHaJ'IM3l/IpOBaTb OOKYMEHTbI n NnepeHoCuTb I/IHCbOpMaLI,VIIO B
VIH(bOpMaLI,VIOHHbIe cucTembl 1 6asbl aHHbIX

CobniogaTe HOPMbI 3TUKU OEOBOro ooLeHus

Heobxoaumble 3HaHMSA Mopsiaok ohopMIeHUs, BeAeHNUs U XpaHEHUA OOKYMeHTaUWn, CBSA3aHHON C
npoBeaeHMEM OLIEHKM W aTTecTalum nepcoHana

Mopsinok dopMMpoBaHWsA, BedeHUss OaHka [JdaHHbIX O MepcoHarne
opraHusaumu 1 NpeagocTaBneHns OTYETHOCTH

lNopagok  mpoBedeHWA  3aKymoyHbIX — npouedyp U odpopMieHus
COMYTCTBYIOLLIEN JOKYMEHTaL MM

Mopsiaok ochopMneHus [IOKYMEHTOB, npefocTaBnseMbix B
rocyqapcTBeHHble  opraHbl, MNpPOdECCUMOHarnbHble COl3bl WM Opyrue
npeacTaBUTeNbHblE OpraHbl PaGoTHUKOB

OcHoBbI JOKyMEHTOO60pOTa M JOKYMEHTALMOHHOrO obecneyeHust

CTpykTypa oOpraHuMsauMm W  BakKaHTHble  OOMKHOCTM  (npodieccun,
crneunanbHOCTH)
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, COAEPXKaLLME HOPMbl TPYAOBOIO
npaea

OcCHOBbI apXVMBHOIO 3aKkoHOAATeNnbCTBA W HOPMAaTUBHbLIE MPABOBLIE aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeeHUs JOKYMeHTaLuMKU Mo nepcoHany

3akoHogaTenbcTBO Poccuiickon deaepaLmm o nepcoHanbHbIX AaHHbIX

TexHonorun, MeToabl U METOAMKM NPOBEAEHNS aHanMsa U cucTteMaTmsaumm
AOKYMEHTOB 1 MHGpopMaLmm

JNokanbHble HOpMATMBHbIE akTbl OpraHu3auuu, perynupylowime nopsiaok
OLIEHKM 1 aTTecTaummn nepcoHana

Mopsiaok 3akntoYeHnst 4OroBopPoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

Basosble OCHOBbI MHbopMaTUKK, CTPYKTYpHOE NoOCTPOEHe
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoTbl C HUMM

Opyrvue xapakrepucTukm -

3.4. Obob6LeHHas TpygoBas pyHKUMS

esATeNbHOCTb MO Pa3BUTUIO MepcoHana YpoBeHb
HanmeHoBaHue A P P Kon D P 6
KBanudukaumm
MpouncxoxaeHue
P kne . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpwurunHan X
13 opurnHana
DyHKLMN
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTanfgapTa
Bo3moxxHble HauMmeHoBaHus | CneynanucT no passuTUo 1 06y4eHnIo nepcoHana
JormKHoCcTen, npodeccumn Cneumannct no pasBuUTUIO Kapbepbl NepcoHana
Cneumannct no nepcoHany
MeHexep no nepcoHany
TpeboBaHus kK Bblicliee obpasoBaHue
obpa3zoBaHuio 1 00yyeHuto | lononHuTensHoe npodeccrMoHansHoe obpa3oBaHme - Nporpammbl
MOBbLILLIEHMS KBaAnMdukaumm; nporpamMmmbl NpodecCcnoHanbHom
nepenoaroToBkn B 061acTu opraHn3aLMOHHOTO 1 NPOodeCCMOHAIbHOro
pas3BuTUS NepcoHana
TpeboBaHus K ONbITY -
npakTu4eckomn paboTbl
Ocobble ycnosust gornycka K | -
paboTte
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"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no AokymeHT npe'u'oCAZS:S:XE;):;X;%B?HJP;O?g
yNpaBneHuo NepPCoH... I

Lpyrve xapaKTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHue gokymeHTa Koa HanmeHoBaHue 6a3oBon rpynnbl, 4OMKHOCTY (Npodheccum)
Unu cneynanbHocTm

OK3 2412 CneumanncTbl No Kagpam n npodopueHTaLmm

3423 CneumanncTbl KagpoBbIX CIYX0 U y4peXXaeHUn 3aHATOCTH
EKC - MeHnenoxep no nepcoHany
OKMATP 27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.4.1. TpypoBas oyHKUNA

OpraHu3auns u NnpoBeaeHNe MeponpuUATUA No YpoBeHb
HanmeHoBaHMe | pa3BuTUIO M NOCTPOEHUIO NpodeccrnoHaneHon | Kopg D/01.6 |(nogypoBeHb) 6
Kapbepbl NnepcoHana KBanudmnkalmm
lMpoucxoxageHue Tpyoosomn 3anmcTBoBaHO
P i PYA OpuirnHan X
yHKLMM 13 opurnHana
Kon PernctpaunoHHbIN
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa
TpynoBble AenCTBUSA AHanm3 CTpyKTypbl, NNIAHOB 1 BakaHCU opraHv3aumnm

AHanun3 ocobeHHOCTel paboTbl Ha Pas3NUYHbLIX yyacTkax MpPOM3BOACTBA U
KOHKPETHbIX paboynx mecTtax

MoaroToBKa MPOEKTOB [OOKYMEHTOB, OMpedensioWwmnx Mopsaok pasBuTus
nepcoHana 1 NoCcTPoeHUsi NPodeCcCMoHanbLHoOM Kapbepbl C OLEHKOM 3aTpat

PaspaboTka nnaHoB npodeccroHarnbHoM kapbepbl PaGoTHUKOB

dopmupoBaHne kagpoBOro pesepaa

OpraHusauus MeponpUATUIA no pasBUTUIO n MOCTPOEHWIo
npodeccroHanbHol Kapbepbl nepcoHana

MoarotoBka npennoxeHun no hopMnpoBaHuio brogketa Ha opraHn3aLmo u
npoBegeHne MeponpuaTUi N0 Pa3BUTUIO U MOCTPOEHMUIO NPOdECCUOHASTbHON
Kapbepbl nepcoHana

AHanusz  3dEKTUBHOCTM  MEeponpuUATUM NO  pasBUTUIO  MNepcoHana,
noAroToBKa NpeanoXeHWn No pasBuUTuio

KoHcynbTtaHTllntoc
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Heobxoammble ymeHusi AHanusvpoBaTb ypoBeHb 0OLlero pasBuTMs U npodeccroHansHom
KBanudvkaLuum nepcoHana

OnpenenaTb KpaTKOCPOYHblE W [AONTOCPOYHble MOTPEOHOCTN pasBUTUS
nepcoHana 1 NocTpoeHUsi ero NpPogeccroHanbLHoN kapbepbl

OnpenenaTb KpUTepUM PopMUPOBaHMS KaJpPOBOro pesepsa opraHunsaLum

CocraBnsTb nHonBuayalbHbl€ NniiaHbl KAPbEPHOIro pa3BnUTUA NepcoHarna

MpyMeHsaTbL TexHonormm M MeToAdbl PasBUTUS MNepcoHana u MNoCTPOeHMUs
npodeccnoHanbLHON Kapbepsbl

CocTaBnsiTb NpeasioKeHUss U KOHTPONMPOBAaTb CTaTbM pPacXodoB Ha
nporpammbl M MEPOMNPUSATUSE MO pPasBUTMIO MepcoHana W MOCTPOEHUIo
NpodeccroHanbHo Kapbepbl Ans NNaHNpoBaHus GlooKeToB

OnpegenaTe 3(PPEKTUBHOCTL MEPONPUATUA NO PasBUTMIO NepcoHana wu
NOCTPOEHMIO NPOhECCUOHANBHON Kapbepbl

PaGotaTb C WHMOPMALMOHHBIMKM cUCTEMaMU W Gasamu [OaHHbIX MO
nepcoHany

CobniogaTb HOPMbI 3TUKU 4ENOBOro obLeHus

Heobxoaumble 3HaHMSA Cucrema, cnocobbl, meTofbl, WNHCTPYMEHTbI NOCTPOEHMs
npodeccnoHanbHon Kapbepsbl

MeToabl onpeaeneHnss U OLEHKU JIMYHOCTHbIX M NpodeccroHarnbHbIX
KOMMeTeHUnn

Cuctembl, MeTogobl M OPMbl  MaTeEpPUanbHOTO U HemaTepuanbHOro
CTUMYNMPOBaHUA Tpyaa nepcoHana

TexHonoruu, MeToAbl (OPMUPOBaHMS U KOHTPONSA BlogKeToB

TexHonorun, MeToabl U METOAMKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
OOKYMEHTOB 1 MHGOpMaLmm

OcHoBbl NpodeccmnoHanbHOM opueHTaLmm

OcHoBbI JOKyMEHTOO60pOTa M JOKYMEHTALMOHHOIO obecneyeHus

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I OeATeNIlbHOCTN opraHn3auunm

OcHoBbl 00Ller U coumanbHOM MNCUXOMNOrMKU, COLMOMNOrMM U MCUXOMOrnK
Tpyna

CTpykTypa oOpraHusauuMm U1 BakaHTHble  [OJDKHOCTM  (Npodoeccum,
crneumanbHOCTH)

TpyOooBoe 3aKoHOAATENLCTBO U MHblE akThl, coaepKalluMe HOpMbl TPYAOBOro
npaea

3akoHopaTenbcTBO Poccuiickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowmne nopanok
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

pa3BUTUSI 1 NMOCTPOEHNS NPOdECCUOHANBHON Kapbepbl NepcoHarna

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TWKM AenoBoro obuieHns

BasoBble OCHOBbI NHpopmaTumku, CTPYKTYypHOE nocTpoeHue
WH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

Lpyrve xapaKkTepucTuku

3.4.2. TpypoBas oyHKUNA

OpraHusauns oby4eHus nepcoHana YpoBeHb
HanmeHoBaHune Kon D/02.6 |(nogypoBeHb) 6
KBanudukaummn
lNpouncxoxaeHue TpyaoBon 3ammcTBOBaHO
P e pyA OpurnHan X
PyHKLMN 13 opuruHana
Kopn PernctpaumnoHHbIn
opurnHana HOoMmep
npodeccnoHanbHoro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 pblHKa obpasoBaTenbHbIX yCryr U noTpebHocTen opraHusauum B

o6yquvw| nepcoHana

PaspaboTka nnaHoB, MEeTOOMYECKMX MaTepuanoB, Yy4ebHbIX NnaHoB U
nporpamMm, MNPOEKTOB JlOKarlbHbIX aKTOB MO OBOyYeHUto U  pasBUTUIO
nepcoHana, BKnto4asi OLeHKy 3aTpar

OpraHusauusa meponpuaTnin o 06y4eHnto nepcoHana

MoaroToBka NpeanoXxeHuin nNo opMUpoBaHUIO GloKeTa Ha opraHu3auumio
oby4eHusa nepcoHana

AHanma adHeKTMBHOCTN MEPONPUSATUA Mo 0by4eHnto nepcoHarna

Heobxogumble YMeHUaA AHaJ'IM3I/IpOBaTb n onpenenatb I'IOTpe6HOCTM B 06yqu|/||/| rpynn nepcoHana B
COOTBETCTBUU C LENAMN OpraHn3aunn

PaspabaTbiBaTb NnaHbl NOArOTOBKW, MEPENOAroTOBKM U MOBbILLEHUS
KBanudmkauum kaapos, y4ebHble NnaHbl U Nporpammei

AHaJ'IM3I/IpOBaTb PbIHOK O6pa3OBaTeﬂbeIX ycnyr n rotoBuUTb npeanoxeHusa
no nocTtaBLwKMKam ycnyr

OpraHn3oBbiBaTb 06y4aloLLe MeponpuaTUS

CocTtaBnatb u KOHTPONMMPOBATb CTaTbl pacxonoB Ha 06yquMe nepcoHana
ana nnaHnpoBaHUA BropxeToB

PaspabaTbiBaTb M KOMMNIEKTOBATL Y4€OHO-METOANYECKME JOKYMEHTbI

K0Hcyana|-|TI'Imoc www.consultant.ru CtpaHuua 28 ns 67

HageXHas npaBoBas noaaepxkka


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

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

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Mpoun3BoauTb oUeHKy 3cppeKkTUBHOCTM 0BYyYEeHUsI NepcoHarna

MpousBoanTb NpeaBapuTenbHble 3aKyrnodHble npoueaypbl U odopMieHne
COMYTCTBYIOLLEN JOKYMEHTALMMN MO 3aKI0YEHNI0 JOrOBOPOB

Pa6otaTb C WHGOPMALMOHHBIMM CUCTEMaMM W 6asaMy  daHHbIX MO
nepcoHany

PaspabaTbiBaTb M 0OpMISATE [OKYMEHTbl MO MpoLieccam opraHv3aumm
oby4eHus nepcoHana v ux pesynbtatam

CobniogaTe HOPMbI 3TUKKU OENOBOro ooLeHus

Heobxogumble 3HaHUS MeToapbl, WHCTPYMEHTbI nccnenoBaHua I'IOTpGGHOCTVI B o6yquvw| nepcoHana

MeTtogonorus obyyeHus

TexHonorun, MeTodbl U MeTOAMKN NPOBEAEHUs! aHanMsa u cucTemaTusaumm
[OKYMEHTOB 1 MHGpopMaLm

Mopsinok pa3paboTkM NaHoOB MOArOTOBKW, NEPENOArOTOBKA W MOBbLILLEHNS
KBanudmKauum kaapos, y4eOHbIX MnaHoB U NporpamMm

Cuctembl, MeToabl W OpMbl  MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum n metobl GopPMUPOBaHMS U KOHTPOINS GoaXeToB

nOpHD,OK BeJeHnA y4deTta M OTYHEeTHOCTM Nno noAroToBke W MOBbILLEHUIO
KBaJ'IVI(bVIKaLI,VII/I nepcoHana

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHns

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATeNIbHOCTU OpraHmn3auumn

OcHoBbl 00Ler U coumanbHOMW MNCUXOMNOruu, COLMOMNOrMM U MNCUXONOornu
TPyAa

lMNopagok  npoBedeHMst  3aKymnmoudHblX — npoueayp W odopMIieHus
COMYTCTBYIOLLLEN JOKYMEHTaL MM

CTpykTypa opraHusaumm

TpyaoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coAepalliue HOpMbl TPYA0BOro
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPAaBOBbIE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaUmMN No nepcoHany

OcHoBbI HaNoroeoro 3akoHogaTenbcTBa Poccunckon ®enepavnm

OcHoBbl 3akoHOAaTenbCcTBa 06 06pasoBaHMM Poccuiickon degepaumm

3akoHogaTenbcTBO Poccuiickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynumpywoLine o6yqu|/|e
nepcoHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Mopsiaok 3akrmoYeHnst 4OroBOpPoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHnst

Basosble OCHOBbI MHpOpMaTUKK, CTPYKTYpHOE NoCTpOeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaGoThl C HAMM

[pyrue xapakrepucTumkm -

3.4.3. Tpynoas dyHKUMA

OpraHu3aumsa agantaumm n CTaxXnpoBKK YpoBeHb
HanmeHoBaHue |nepcoHana Kog D/03.6 |(nogypoBeHb) 6
KBanundukaumm
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A pyA OpwurunHan X
yHKLMM u3 opurnHana
Koa PernctpaunoHHbIn
opurnHana HomMmep
npodeccuoHanbHoro
cTanfgapTa
TpynoBble gencTens AHanu3 ycnelHbIX KOpPnopaTyBHbIX MPakTUK MO OpraHu3auuyM agantauuun u

CTaXnpoBKe nepcoHana

Paapa60TKa nnaHoB aganTaunn, CTaXmpoBku nepcoHana c OLIEHKOM 3aTtpart

OpraHusaunst MeponpusiTMin No aganTauun, CTaxXMpoBKe NepcoHarna

MNogroToBka I'Ipe/J,J'IO)KeHI/Iﬁ Nno COBepLIEeHCTBOBaHNKO CUCTEMbI agantauun,
CTa>XMPOBKK nepcoHamna

MoarotoBka NpeanoXxeHnn no OpMUPOBaHUIO OOaXKeTa Ha OpraHvM3auumio
afjanTauum 1 CTaXnpoBKU NepcoHana

AHanuns 3SMdeKTUBHOCTU MeponpuAaTUM Mo  ajantaumMm W CTaXupoBke
nepcoHana

Heobxogumble YMeHUaA Oﬂpeﬂ,e]’lﬂTb rpynnbl NepcoHana ana CtaXxXnpoBkn 1 agantaunm

OnpepenaTte paboune MecTa AN NPOBEAEHUS] CTAXMPOBKM W agantaumu
nepcoHana

CornacoBbiBaTb MeponpuaTnua agantaumn N CTaxXnpoBkn C BO3IMOXHOCTAMU
npon3soacTBa

npOM3BO,qMTb aHanmM3 U OLUEeHKYy pes3ynbTaTtoB agantaumm u CTaXXMpoBOK
nepcoHana

CocTtaBnsaTb MpearnoXeHuss U KOHTPONMMPOBaTb CTaTbW PaAcCXOAOB Ha
nporpaMmbl U MeponpuATUS NO aganTauMyM U CTaXMPOBKE NepcoHana ans
nnaHnpoBaHusa O04KeToB
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

MNpon3BoauTb OUEHKY 3(P(EKTUBHOCTN MEPONPUATMIA MO aganTauum wu
CTaXXUpPOBKe nepcoHana

BHeapaTb cucteMbl BOBreYeHUS pabOTHMKOB B KOPMNOPATUBHYHO KyNbTypy

Mcnonb3oBaTtb VIH(*)OpMaU,VIOHHbIe CUCTEMBI 1 ©a3bl JaHHbIX MO nepcoHany

CobnogaTb HOPMbI 3TUKM OENOBOro ooLweHus

Heobxoaumble 3HaHWSA MeToabl aganTaumm U CTaxMpoBOK

TexHonoruu, MeTodbl U MEeTOAMKN MPOBEAeHUs aHanusa U cucTemaTtusaumm
[OKYMEHTOB 1 MHGpopMaLm

Mopsgok paspaboTkum nnaHoB ajanTauuu nepcoHana Ha HOBbIX paboumx
MecTax, MOArOTOBKW, MNEepenoaroToBKM W MOBLILWEHUS  KBanuduKkauum
rnepcoHana v opraHusaumm CTaxKnpoBOK

nOpHD,OK COoCTaBlieHnAaA CMeT 3aTtTpaT Ha agantaunio W CTaXUpPOBKY
nepcoHana

Mopsinok BedeHUst ydeTa M OTYETHOCTM MO aganTtaumMm U CTaXuUpoBke
nepcoHana

Cuctembl, MeToabl U (bOprI mMartepuarnibHoro um HemartepuarnibHoro
CTUMYynNMpoBaHuA Tpyaa nepcoHarna

TexHonorum n metobl GopMUPOBaHMS U KOHTPOINS GloaXeToB

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATeNIbHOCTU OpraHmn3auumn

OcHoBbl 00Ler U coumanbHOM MCUXOMNOTrMU, COLMOMOrMU U MNCUXONOoruu
TPyAa

CTpykTypa opraHusauMm 1  BakaHTHble  JOJDKHOCTM  (npodpeccun,
crneunanbHOCTK)

TpyOooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYOOBOIoO
npaea

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

NokanbHble HOPMaTWUBHbIE aKTbl OpraHn3aUmK, perynupyoLne agantauuio u
CTaXMPOBKY nepcoHana

OcHosBbl LI,OKyMeHTOO60p0Ta N JOKYyMEeHTaLUNOHHOIro obecneyeHus

Mopsgok 3aknyYeHns 4oroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obLeHns

basoBble OCHOBBbI MHOpMaTUKHK, CTPYKTYpHOE nocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMU

Lpyrve xapaKkTepucTuku
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"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

3.4.4. TpynoBas dyHKUMA

AOMUHUCTPUPOBaHME NPOLLECCOB U
[OKyMeHTO060poTa No pasBuTUIO 1
npodeccunoHansHon kapbepe, 0by4eHuio,
ajanTauum 1 CTaKUpPOBKE NepcoHana

YpoBeHb
Koa D/04.6 |(nogypoBeHb) 6
KBanudgukaumm

HanmeHoBaHue

[NMpoucxoxxgeHne TpygoBon 3anmcTBOBaHO
P PYA Opwurunan X
dyHKLMN 13 opurnHana

Kon PerncrpaunoHHbIn
opurnHana Homep
npodeccroHanbsHoro
cTaHgapTa

TpynoBble gencrens AHanm3 npoueccos, MpaBun U NOPSAKOB OpraHmMsauun npu nNpoBeneHum
MEeponNpuSATUA MO pPasBUTUIO U MPOecCnoHansHoOn Kapbepe, oby4yeHwuto,
ajanTauum U CTaXMPOBKE NepcoHana

[JokymeHTaLuuoHHoe ochopMneHne pe3ynbTaToB MEeponpuUaTUIA N0 PasBUTUIO
n npodeccmoHanbHOW Kapbepe, Oby4eHuio, agantauum u CTaXMpoBKe
nepcoHana

MoaroToBka WHAMBUAOYamNbHBIX MNPEONIOKEHWA Ha OCHOBE pe3ynbTaToB
NpoBEeAEHUs MEPONPUSTUA MO PasBUTUIO U MPOGQECCUMOHANBHONM Kapbepe,
oby4eHuto, aganTaummn 1 CTaxkUpoBKe NepcoHana

MogroToBka NPeAnoXEHUA MO COBEPLUEHCTBOBAHWUIO CUCTEM OOYyYeHUs,
aganTauum 1 CTaXWpPOBKW, PasBUTUS U MOCTPOEHMS NpodecCMoHanbHow
Kapbepbl nepcoHana

ConpoBoxaeHue [OroBOpOB no OoKasaHuio KOHCYIbTaLUMNOHHbIX,
MHOPMALIMOHHBLIX  YCryr, HeobxoAuMbiX [Ons npoBedeHust oby4veHus,
agjanTauum M CTaXWMPOBOK, PasBUTMS U MOCTPOEHUs npodeccuoHanbHOM
Kapbepbl nepcoHana, BKM4Yas npeaBapuTenbHble npoueaypbl Mo KX
3aKYeHNIo

BbinonHeHne TpeboBaHWA MO XpaHeHU WHdOpPMauMn O pesynbTaTax
obyyeHuss, aganTauMmM U CT@XWPOBKW, PasBUTUS U MOCTPOEHMS
npodeccroHanbHON Kapbepbl NepcoHana

Heobxoaumble ymeHUsi OdbopmnsTb AOKYMEHTBI MO BOMpocaM npoBeAeHust obyyeHuns, agantaumm u
CTaXMPOBKM, pasBUTUSE M MNOCTPOEHUS NPOGECCUMOHANBHOW  Kapbepbl
nepcoHana, npenocTaBnsieMble B rocyaapcTBeHHble opraHbl,
npodpeccroHanbHble  COW3bl U ApyrMe  NpeacTaBuTeNbHble  OpraHbl
paboTHMKOB

OGecneunBaTb JOKYMEHTALMOHHOE COMPOBOXAEHNE 00Yy4YeHus, aganTaumm u
CTaXVPOBOK, pPasBUTUS U TMOCTPOEHUS NPOGECCUOHANBHOW  Kapbepbl
nepcoHana

AHanusnpoBaTb MpaBusia, nNpoueaypbl U NOpsSAKA MPOBeAeHUst oby4yeHus,
ajanTauuMm U CTaXUPOBKM, PasBUTMS U MOCTPOEHUsi npodheccroHansHom
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Kapbepbl NepcoHana

OpraHu3oBbiBaTb XpaHeHUe OOKYMEHTOB B COOTBETCTBMM C TpeboBaHuAMU
3akoHogatenbctBa Poccuiickon ®epepauun M NokanbHbIMW - akTamu
opraHusaumu

AHanuanpoBaTb OOKYMEHTbI 7] nepeHocuTb MHdOopMaLnto B
MHAOPMAaLIMOHHbBIE CUCTEMbI U Ba3bl AaHHbIX

Bectun y4eT n pernctpauunto JOKyMeHTOB B VIHCpOpMaLI.VIOHHbIX cucremMax n Ha
MaTtepualbHbIX HOCUTENAX

Pa6oTaTtb ¢ nHpOpMaLMOHHBIMK cucTeMamn 1 6azammn gaHHbIX MO BoNpocam
obydyeHus, aganTauMmM U CT@XWPOBKW, pPasBUTUS U MNOCTPOEHMus
npodeccnoHanbHON Kapbepbl NepcoHana, BeeHWs ydeTa KaHOuOaToB Ha
BakaHTHbIE JOIPKHOCTM (Mpodheccum, cneumnanbHOCTM)

BecTu oenoByto nepenncky

CobniogaTe HOPMbI 3TUKKU OEMOBOro ooLeHus

Heobxoaumble 3HaHUS Mopsipok oopMIeHusl, BEAEHUS U XpaHEeHUsT OKYMEHTauun, CBA3aHHOWM ¢
cuctemon obyyeHus, aganTauuMm U CTaXMPOBKWU, Pa3BUTUS U MOCTPOEHMS
npodeccnoHaneHON Kapbepbl NepcoHana

Mopsinok  chopmMupoBaHusi, BeaeHuss 6GaHka [JdaHHbIX O MepcoHarne
opraHusaumu 1 NpeaocTaBneHNst OTYETHOCTU

HopmaTuBHble NpaBOBble aKTbl, PeErynupylowne npaesa M 06513aHHOCTM
roCyAapCTBEHHbIX OPraHOB WM OpraHu3auuyM No NpeaoCTaBEHUIO YYETHOW
OOKyMeHTaLumu

nOpFID,OK O(bOpMJ'IeHI/I‘iI LOOKYMEHTOB, npeaoctaBlideMbIX B roCygapCTBEHHbIEe
opraHbl 1 UHble opraHmnsayumn

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIro obecneyeHus

lMNopagok  npoBedeHMst  3aKymnmoudHblX — npoueayp W odopMIieHus
COMYTCTBYIOLLEN JOKYMEHTaLMmn

CTpykTypa opraHusauMum W  BakaHTHble  [OOSMKHOCTM  (Npodpeccuu,
cneuuanbHOCTH)

TpyaoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoAepallue HOpMbl TPYO0BOro
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunu, B 4acTu BeAeHUsI OKYMEHTaUMK No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

TexHonorun, MeToAbl U MeTOAMKN NMPOBEAEHWsI aHanMsa u cucTematusaumm
JOKYMEHTOB M MHcbopMaLmu

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowmne nopanok
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pa3BUTUSE U MOCTPOEHUsT MPOeCcCUOHanbHON  Kapbepbl, 00y4YeHus,
ajanTauuu u CTaXkMpOBKW NepcoHana

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obLeHns

BasoBble OCHOBbI NHopmaTmku, CTPYKTYpHOE nocTpoeHue
MHGOPMALIMOHHBIX CUCTEM U OCOBEHHOCTM paboThbl C HUMK

[pyrue xapakrepucTumkm -

3.5. O606LeHHasn TpyaoBas hyHKUMS

esATenbHOCTb MO OpraHM3auun Tpyaa u YpoBeHb
HanmeHoBaHue A P H pyA Kopn E P 6
onnaTbl nepcoHana KBanudukaumm
MpouncxoxaeHne
p kne . 3anmcTBOBaHO
0606LLEeHHON TPyooBON OpuruHan X
13 opurmHana
PyHKLMN
Kopn PernctpaumnoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneumanucT No HOPMMPOBAHUIO 1 onnarte Tpyaa
DOImKHOCTEen, npodeccui Cneunannct no opraHnsaumu 1 onnaTe Tpyaa
CneumanucT no KoMneHcauusm 1 fibrotam
Creuuwanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHus kK Bbiclwee obpasoBaHue

o6pasoBaHuio 1 0by4eHunto | [lononHuUTenbHoe npodeccnoHanbHoe o6pasoBaHme - NporpamMmmbl
npodeccunoHansHon NepenoaroToBki B 0611acTn S3KOHOMUKW, HOPMUPOBAHUS
W onnatbl TpyAa, Nporpammbl NOBbILLEHMS KBanudukawmnm

TpeboBaHus K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka K
paboTte

Lpyrve xapaKkTepucTuku

JononHutenbHble XapaKTepUCTUKU

HavmeHoBaHWe JoKymeHTa Kop HaumeHoBaHve 6a30Bow rpynmnbl, 4OMKHOCTM (Npodeccum) unm
crneumarnbHOCTH
OK3 2412 CneunanncTbl No Kagpam n npodopueHTaLmm
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3423 CneumanncTbl kKagpoBbIX CIYX0 U y4peXXaeHUn 3aHATOCTH

EKC - WHeHep Nno HOpMMpPOBaHUIO Tpyaa

- TexHuK no Tpyay

- OKOHOMWCT No Tpyay

- MeHekep no nepcoHany

oKnAaTP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

3.5.1. TpynoBas dyHKunA

OpraHuzauns Tpyaa nepcoHana YpoBeHb
HanmeHoBaHune Kon E/02.6 |(nogypoBeHb) 6
KBanudukaumm
[NpouncxoxxaeHue TpyaoBon 3ammcTBOBaHO
P e pyA OpuruHan X
PyHKLMN 13 opuruHana
Kopn PernctpaumnoHHbIn
opurnHana HOoMep
npodeccuoHansHoro
cTaHgapTa
TpynoBble AenCTBUSA AHanM3  yCMelwHbIX  KOPNOpaTUBHbIX  MPaKTMK MO  OpraHu3aumm

HOpMUpoBaHNA Tpyaoa ana pa3nnyHbIX KaTeFOpMVI nepcoHana,
ocobeHHocTen npon3soacTtBa U OeATeNIbHOCTU OpraHn3auunn

PaspaboTtka cuctembl opraHusauuMm Tpyga nepcoHana W nopsiaka
HOpMMPOBaHWNS Tpyaa Ha pabounx mecTax C OLLEHKOM 3aTpaT Ha nepcoHarn

BHeapeHWe cucTembl opraHuMsauuy Tpyda MepcoHana M KOHTPOns Haf
HOPMUpPOBaHMEM C  onpedefieHMeM  TPYAOEeMKOCTW,  HOpMaTWUBHOM
yncrneHHocTu, rpadmkos paboT 1 YCNOBMiA onnaTel TpyAa nepcoHana

BbisiBneHue pe3epBOB MOBbILLEHNA NMPON3BOOUTENIbBHOCTU Tpyaa U KadecTBa
HOPMUPOBaAHUA Tpyda, NOAroToBKa npe,u,no>|<eHl4171 Nno U3SMEHEHNAM yCﬂOBl/Il7|
nonnartbl Tpyaa nepcoHana

MoarotoBka nNpennioxXeHUn nNo GoOpMMPOBaHMIO BHOKETa Ha OpraHu3auuio
TpyAda nepcoHana

OnpeneneHve 3MEEKTUBHOCTA paboTbl CUCTEMbl OpraHusauuMu Tpyaa u
HOPMMPOBaHWA Tpyda Ha paboynx MecTax

Heobxogumble ymeHus BHeOpATb MeToAbl paunoHansHoOn opraHusauumn Tpyga

Pa3pa6aTbIBaTb nnaHbl OPraHN3aunoOHHBbIX U TEXHUYECKUX MepOI'IpI/IﬂTMIZ no
NOBbILWEeHUI0 NPOoMn3BOANTENTBHOCTU TPpyAa
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AHanusmpoBaTb COCTOSiHME HOPMMPOBaHWS Tpyda, KayecTBO HOPM,
nokasaTtener no Tpyay

AHanusnpoBaTb 3(PPEKTMBHOCTL pPaboTbl CUCTEMbI OpraHu3auuu Tpyaa
rnepcoHana v HopMMpPoOBaHUA Tpyaa Ha paboymx MecTax

CoctaBnate KOHTpONMpoBaTbk CTaTbM pacxodoB Ha onnaty Tpyaa
nepcoHana gna nnaHnpoBaHUA OrookeToB

Pabotatb ¢ VIH(*)OpMaLI,VIOHHbIMVI cuctemamm n 6asamm  gaHHbIX MO
HOPMUPOBaHWIO K onJiaTte Tpyaa nepcoHana

PaspabatbiBaTte 1 0hOopMNATE AOKYMEHTbI MO HanpaBneHuo AeaTeNbHOCTH

CobniogaTb HOPMbI 3TUKN OETOBOro 00LWeHus

Heobxogumble 3HaHMSA MeToapbl yyeTa n aHanv3a nokasatenen no Tpyay v onnate Tpyaa

MeToapbl onpegeneHuna, OuUeHKn W  CpaBHEHUA I'IpOI/I3BO£I,CTBeHHOl7I
MHTEHCUBHOCTU N HaNpsA>XeHHOCTU Tpyaa

MeToabl HopMupoBaHUs Tpyaa

Me>|<0TpacneBb|e M oTpacyieBble HOpMaTMBbI TPYAOBbLIX 3aTpaT

COBpeMeHHbIe (pOprI, CUCTeMbl onnatbl U y4vyeTa nNpou3BOOUTENIbHOCTU
Tpyaa nepcoHana

Cuctembl, MeToabl U CbOprI mMmatepuanbHoro wn HemartepuaribHoro
CTUMyNMpoBaHuA Tpyaa nepcoHarna

TexHonorum n metobl GoOpPMUPOBaHMS U KOHTPOINS GoaXeToB

TexHonoruu, MeToabl U METOAMKU NPOBEAEHNS aHanu3a u cucteMaTmsaumm
OOKYMEHTOB 1 MHGOpMaLmm

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIro obecneyeHus

Mopsgok Tapudukaumm paboT M pabounx, YCTAHOBMEHUS OOJMKHOCTHbBIX
oknagoe, gonnart, HagbaBok W ko3achduuMeHTOB K 3apaboTHom nnarte,
pacyeTa CTUMYNUPYKOLLNX BbiNnaT

TapudHo-kBanM@puUKaLUMoHHbIE CNPaBOYHMKN paboT u npodeccuii paboumx
1 kBannUKaLNOHHbIE XapaKTEPUCTUKN OOIMKHOCTEN CyXKaLLmXx

OcHoBbI TEXHOMOMMN npounseoacTBa 1 AeATesIbHOCTU opraHun3auunm

CTpykTypa oOpraHMsauumM W BakKaHTHble [JOIKHOCTM  (npodpeccunu,
cneuuanbHOCTH)

KagpoBas nonuTuka u cTpaTerns opraHmsaumm

OKoHOMMKa TpyAa

OcHoBbl 00LWEn U couManbHON MCUXOMOrUKU, COLMOMOrMMN U MCUXONOorum
TpyAa
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TpynoBoe 3akoHOAATENbCTBO M UHbIE aKTbl, coAepKallme HOpMbl TPYAOBOIO
npaea

OcCHOBbI apXVMBHOIO 3aKkoHOAATeNnbCTBA W HOPMAaTUBHbLIE MPABOBLIE aKThbl
Poccuiickoit ®epepauuun, B 4acTu BeeHUs JOKYMeHTaLuMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccuickon degepaunm

3akoHoaaTenbcTBO Poccuiickoi ®efepalmmn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHum3auun, perynupyrupne nopanok
opraHmsauumn Tpyga n HOpMUpoOBaHUA nNepcoHana

Mopsiaok 3akntoYeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

Basosble OCHOBbI MHbopMaTUKK, CTPYKTYpHOE NOCTPOEHe
MHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaGoThl C HAMM

Opyrve xapakrepucTuku -

3.5.2. TpynoBas dyHKUMSA

OpraHusauus onnaTel Tpyga nepcoHana YpoBeHb
HavnmeHoBaHue Kog E/01.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue TpygoBom 3aMmMmcTBOBaHO
P A PYA OpvirnHan X
DyHKLMN 13 opuruHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoro
CcTaHdapTa
TpynoBble AencTens AHanm3 ycnewHbiX KOPMOPATMBHBLIX MNPAKTWK MO OpraHu3auun CUCTEMBI

onnarbl Tpyda nepcoHana

Pa3pa60TKa CuCTeMbl onnaTtbl TpyAa nepcoHana

dopmunpoBaHmne nnaHosoro  OwmpkeTa  doHga  onmaTtel  TpyAa,
CTUMYNUPYOLWNX N KOMNEHCALUWUOHHbIX BbiNnaT

BHe/J,peHme CuCTeMbl onnaTtbl TpyAda nepcoHana

MogroToBka NpeanoXeHU Mo COBEPLUEHCTBOBAHUIO CUCTEMbI OMmnaThl Tpyaa
nepcoHana

Heobxoaumble YMeHUaA CoctaBnatb u KOHTpPONMMpoBaTb CTaTbM pacxXxodoB Ha onnaty Tpyaa
nepcoHana gna nnaHnpoBaHUA OroaKeTOB U d)OH,D,OB

MpUMEHSATL  TEXHOMOTMM  MaTepuanbHOW  MOTMBaUMM B YrpaBeHUu
nepcoHarnom
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Pa3paGaTbIBaTb KOHUEenunw  noCTpoeHnda MOTUBALUMOHHbIX MporpamMmm
paGOTHVIKOB B COOTBETCTBUU C LenaMn opraHm3audnm

AHanuampoBaTb COBPEMEHHbIE CUCTEMbl OnnaTbl W MaTepuanbHOM
(MOHeTapHOW) MOTMBaLMK TPyAa ANs Lenei opraHsaumnm

AHanuaupoBaTb YpOBEHb onfaTbl Tpyda NepcoHarna no COOTBETCTBYHOLWMUM
npodeccuoHarnbHbIM KBanugukauusm

MpoBoANTb MOHUTOPUHT 3apaboTHOW NnaThbl Ha pbiHKE TPyAa

AHanuanposaTtb hOpMbl MaTepuanbHOro CTUMYNMPOBaHUSA, KOMNEHcaumMn 1
NbroT B onniate Tpyga nepcoHana

PaGoTtaTb ¢ MHGOPMaLMOHHBIMU CUCTEMaMKU U 6asaMu AaHHbIX NO onnaTe
Tpyda nepcoHana

CocTaBnsTb NPOrHO3bl pa3BMTUS onnaThbl Tpyaa nepcoHana

CobniogaTb HOPMbI 3TUKN OETOBOro 00LeHus

Heobxogumble 3HaHWSA ®opmbl 1 cucTembl 3apaboTHOM NNaTbl, NOPAAOK COCTaBMEHNS BIOOKETOB

Cuctembl, MeToabl W OpMbl  MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum n meTofdbl HOPMMUPOBAHUS U KOHTPONS GHO4XETOB 1 (HOHAOB

Mopsinok Tapudukauum paboT M pabounx, YCTAHOBMEHMUS] OOMKHOCTHbLIX
oknagos, AonnaTt, HagbaBokK U KO3(MUUMEHTOB K 3apaboTHOM nnare,
pacyeTa CTUMYNUPYIOLLMX BbinnaTt

MeToapbl onpepeneHna YNCcrieHHoCTu pa60THl/IKOB

TapudHo-kBannuKaLMoHHbIE CNPaBOYHUKM paboT u npodeccuin pabounx un
KBanMuKauMOHHbIE XapaKTePUCTUKN OOIMKHOCTEN CryXaLLmnx

MeToapbl yyvyeTa n aHanmsa nokasarenen no Tpyay u 3ap860THOVI nnarte

TexHonorun, meToabl U METOAMKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
OOKYMEHTOB 1 MHGOpMaLm

Kap,posaﬂ NOJINTUKa U CTpaTernda opraHn3auunmn

CTpykTypa oOpraHmsauMm U1  BaKaHTHble  JOIDKHOCTM  (npodheccuum,
crneumanbHoOCTH)

TpyOooBoe 3aKkoHOAATENbCTBO U MHbIE aKTbl, coaepkallme HOpMbl TPYOOBOro
npaea

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTUBHBIE aKTbl OpPraHM3auumn, perynupyrowue onnaty Tpyaa

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENbHOCTUN OpraHmn3auunn

K0Hcyana|-|TI'Imoc www.consultant.ru CtpaHuua 38 ns 67

HageXHas npaBoBas noaaepxkka


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

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

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

OcHoBbI ﬂ,OKyMGHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHust

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

OcHoBbl 06Llen 1 counanbHON MCUXOMOrK, COLIMOMOTMU U MCUXOMOorn
TpyAa

Hopmbl aTnkn genoBoro o6weHnst

BasoBble OCHOBBbI NHGOPMATUKN, CTPYKTYpHOE nocTpoeHue
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

Lpyrve xapaKTepucTuku

3.5.3. TpynoBas dyHKUmA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HavmeHoBaHue | gokymeHTOO60pOTa NO BONpocam Kog E/03.6 |(nogypoBeHb) 6
opraHusauuu Tpyaa v onnatbl nepcoHana KBanundukaumm
lNpouncxoxaeHne TpyaoBon 3anmMcTBOBaHO
P A PYA OpwurunHan X
dyHKLMN 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HOoMep
npodeccuoHansHoro
cTaHgapTa
TpyooBble AeNCTBUSA AHanu3 npoueccoB [OOKYMEHTOOOOpOTa, JoKanbHbIX [OOKYMEHTOB MO

BOMpocam opraHmsauum onnatbl U Tpyaa nepcoHana

O(bOpMJ'IeHI/Ie OOKYMEHTOB Mo BONpoCamM onjiatel U Tpyaa nepcoHana

lNogroToBka NpeanoXeHnn No Bonpocam onnaTtbl 1 Tpyada nepcoHana

MoaroToBka MPEASIOXKEHUA MO COBEPLUEHCTBOBaHWIO CUCTEMbl onnaTbl U
opraHusaumu Tpyaa nepcoHana

,D,OKyMeHTaLI,MOHHOG n OopraHu3aunoHHoOe conpoBoOXaeHne CUCTEMDI
opraHmsauum n onnatbl Tpyaa nepcoHana

MogrotoBka m obpaboTka 3anpocoB M yBeAOMIIEHMA O paboTHMKax B
rocyfapcTBeHHble  OpraHbl, npodeccnoHanbHble  COo3bl U Apyrue
npegcrtaBuTesibHble  OpraHbl pa60THI/IKOB, no cuctemMam onnatbl n
opraHv3aumun Tpyga nepcoHana

COI'IpOBO)K,EI,eHI/Ie [orosopos no OKa3aHuio KOHCYIbTalUMNOHHbIX,
MH(bOpMaLI,I/IOHHbIX ycnyr no cucremamMm onnartbl WU opraHunsauun Tpyna
nepcoHana, BKn4aa npenBapuTeribHblie npoueaypbl No UX 3aknyYeHno

Heobxoammble ymeHus ObecneumBatb [OKYMEHTALIMOHHOE COMPOBOXAEHWE MEPOMPUATUIA MO
onnaTe v opraHu3auuy Tpyaa nepcoHana

OcbopmnsiTb  JOKYMEHTbI MO BOMpOcaM onfaTbl U OpraHu3auuu Tpyaa
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

nepcoHana, npegocTaBnsiemMble B rocygapcTBEHHble opraHbl,
npoceccroHasibHble  CO3bl U ApyrMe  NpeacTaBUTESbHble  OpraHbl
paboTHMKOB

AHaJ'IVI3VIpOBaTb HOpMaTuBHbIE N MeTOoOMn4YEeCKNEe OOKYMEeHTbl No BoOMpocam
onnaTtbl U OpraHn3aunn Tpyaa nepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMU
3akoHogatenbctBa Poccuiickon ®epepauun M nokanbHbIMW - akTamu
opraHusaumm

Bectn Y4YeT n perncTtpauunto JOKyMeHTOB B VIHq)OpMaLI,I/IOHHbIX cucremMmax n Ha
MaTtepualibHbIX HOCUTENAX

PaboTaTtb ¢ MHPOPMALMOHHBIMI cucTeMaMu 1 6azaMmm gaHHbIX NO CUCTEMAM
onnaTbl U OpraHnsauum Tpyaa nepcoHana

MpousBoauTb NpeaBapuTesNibHble 3aKynoyHble npoueaypbl U oopMnsaTb
COMYTCTBYIOLLYIO JOKYMEHTAaLMIO MO 3aKIIOYEHNIO [OrOBOPOB

BecTu oenoByto nepenncky

CobniogaTe HOPMbI 3TUKKU OEMOBOro ooLeHus

Heobxogumble 3HaHUs nOpHD,OK O(bOpMJ'IeHVIFI, BeAEeHNA N XpaHeHUA OOKYMeEeHTauun no cucremam
onnaTtbl U opraHn3aunmn Tpyaa nepcoHana

HopmaTuBHble NpaBOBble aKTbl, PeErynupylowne npaesa M 0653aHHOCTM
roCyapCTBEHHbIX OPraHOB WM OpraHuMsauuM Mno NPeoCTaBlIEHUIO YYETHOM
OOKyMeHTaLumu

TexHonornn, MetTodbl 1 METOANKN nposeaeHunAa aHanmsa n cuncrteMmaTtm3aumn
LOOKYMEHTOB 1 I/IH(*)OpMaLI,VII/I

JNlokanbHble HOPMAaTUBHbIE aKTbl OpraHWM3auuW, perynupylolme nopsiaok
onnartbl, OpraHM3aLuM U HOpMUPOBaHWA Tpyaa

OcHoBbI JOKyMEHTOO60OpOTa M LOKYMEHTALMOHHOrO obecneyeHuns

Mopsiaok (opMMpOBaHWSA, BedeHUss GaHka [aHHbIX W MPegoCTaBreHUst
OTYETHOCTM MO cMcTemMaM onnathl U opraHu3auun Tpyaa nepcoHana

TpyaoBoe 3aKoHOAATENbCTBO U MHbIe aKTbl, coAepalliue HOpMbl TPYA0BOro
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoit degepaunm, B YacTu BeAeHUsI JOKYMEHTaUMK No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon degepaunm

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

Mopsgok 3aknyYeHns AoroBopoB (KOHTPAKTOB)

Mopsook  npoBedeHVMs  3aKyMouHbIX  Mpouedyp U odopMneHus
COMYTCTBYIOLLIEN AOKYMEHTaLNM
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HopMbl 3TVKM Aenosoro obueHns

BasoBble OCHOBbI NHpopmaTumku, CTPYKTYypHOE nocTpoeHue
WH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

Lpyrve xapaKkTepucTuku

3.6. O606LleHHasn TpyaoBas hyHKUMS

HeaTenbHOCTb NO OpraHn3aumm YpoBeHb
HanmeHoBaHue . - Kopn F 6
KOprnopaTMBHOW COLManbHON MNONUTUKN KBanudunkaumm
MpoucxoxgeHve
b ae . 3aMmMcTBOBaHO
0606LLEeHHON TpyaoBON OpurnHan X
n3 opurnHana
PyHKLMN
Kopn PernctpaumnoHHbIn
opurnHana Homep
npodeccnoHanbHoro
cTangapTa
Bo3moxHble HanmeHoBaHus | CneumanucT no coumanbHbIM NporpaMmam
OOImKHOCTEN, npodeccuin Cneuuanuct no paboTe ¢ npegctaBuMTENbHBIMKU OpraHamu paboTHUKOB
Creuvannct no kKopnopaTMBHOM coLManbHOM NONUTHKE
Cneuuwanuct no nepcoHany
MeHexep no nepcoHany
TpeboBaHus Kk Bbiclwee obpasoBaHue
obpaszoBaHuio 1 0byyeHuto | lononHuTenbHoe npodeccrMoHaneHoe o6paszoBaHme - NporpamMmmbl
npodeccuoHanbHON NepenoaroToBKN U NPOrpamMmmbl NOBbILLEHNS
KBanudmkaumm B 06r1actu coumarnbHbIX Nporpamm
TpeboBaHus K onbITy -
npakTuyeckon paboThbl
Ocobble ycnoBus gonycka K | -
paboTte
Opyrve xapakTepucTuku -
JononHuTtenbHbIe XapakTepucTuku
HavmeHoBaHne JoKymeHTa Kog HaumeHoBaHne 6a3o0Bow rpynnbl, 4OMKHOCTU (Npodeccun)
UK cneumanbHoOCTH
OK3 2412 CneumanncTbl No kagpam 1 npodopmneHTaumnm
3423 CreuvanncTbl KagpoBbIX CMYXO 1 yYpexxaeHU 3aHATOCTH
EKC - CneuunanucT no kagpam
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- MeHexep no nepcoHany

oKnaTpP 27755 OKOHOMWCT No Tpyay

22956 MHcnekTop no kagpam

OKCO - -

3.6.1. TpynoBas dyHKUMA

PaspaboTka kopnopaT1BHOM COLManbHOM YpoBeHb
HavmeHoBaHue | nOnNUTUKM Kog F/01.6 |(nogoypoBeHb) 6
KBanundukaumm
MpoucxoxaeHue TpygoBsom 3aMMcTBOBaHO
P A pyA OpwurunHan X
yHKLMM n3 opurnHana
Koa PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTanfapTa
TpynoBble AencTens AHanu3 ycnelHbiX KOpnopaTUBHbLIX MPaKTUK MO OpraHM3auun coumarnbHOro

napTHepcCTBa, coumarnbHOM OTBETCTBEHHOCTU U coLmarnbHbIX nporpamMmm

Pa3paboTka koprnopaTVBHbIX COLManbHbIX MPOrpamm

PaspaboTka cuctembl Bbinnat paboTHMKaM coumarnbHbIX NbroT

OpraHuzauusi nNeperoBopoB ¢ NpodeccroHanbHbIMKA Colo3aMu U ApYrMK
npeacTaBUTENbHBIMU opraHamu pabOTHMKOB, 06LleCcTBEHHbIMU
opraHusauvsiMu, B3anMoencTBme ¢ rocyaapCTBEHHbIMU opraHamu

lMogrotoBka npeanoxeHuni Mo opMmupoBaHuio Olompkera B YacTu
obecneyeHns KOprnopaTMBHOWN COLMANbHON NONIUTUKN

Heobxogumble ymeHus OnpegensaTb Lernesble rpynnel nepcoHana  Ansg pa3paboTku
cneunanm3npoBaHHbIX couuarbHbIX NporpamMmm

HoBogunTb VIH(*)OpMaU,I/IIO O couumanbHbIX nporpamMmax OO0 uUeneBbiX rpynn
nepcoHana ¢ ncnojib3oBaHMeM NHCTPYMEHTOB BHYTPEHHUX KOMMyHMKaLI,I/Iﬁ

OnpeaenaTb KpUTEPUM U YPOBHU YAOBMETBOPEHHOCTU NepcoHana

Mcnonb3oBaTtb mMaTtepuarnbHble U HemMaTepualnbHble CUCTEeMbl, MeToadbl U
(bOprI MOTuUBaLnn B ynpaBlieHN nepcoHaliom

Onpepenate obbembl CpeacTB AN peanusaumm couumarbHbIX rapaHTun,
KOpNopaTUBHbIX NbFOT U MHbIX 371EMEHTOB KOPMOpaTUBHbLIX CouManbHbIX
nporpaMmm ans oopmmpoBaHms 6roaxeToB

CocTaBnATb U KOHTPOMUpOBaTb CTaTbW pPacxodOB Ha couuanbHble
nporpamMmbl A5 NaHMPOBaHUS GOaKETOB
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MpounsBoauTb NpeaBapuTesibHble 3aKynoyHble Mpoueaypbl U odopmeHne
COMYTCTBYIOLLEH AOKYMEHTaLMM MO 3aKI0YEHWI0 JOFOBOPOB

CobnogaTb HOPMbI 3TUKM OENOBOro ooLWeHns

Heobxoaumble 3HaHMS Mopsinok M MeToabl pas3paboTkM NMAaHOB WM MporpamMmm  CouMarbHOro
pa3BUTUS OpraHM3aLmm

MeToapl aHanu3a BbINOMHEHNsT coLMarnbHbIX NPOrpamMmm 1 ONpeaeneHnst nx
3KOHOMMYECKON 3h(PEKTUBHOCTH

Cuctembl, MeToabl M OPMbl MaTepUanbHOrO W HemaTepuanbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

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

MeToabl npoBedeHWsT  COLMOSIOTMYECKMX  UCCMEAOBaHUNW,  U3Yy4eHus
obLecTBEHHOro MHEHUs

TexHomnorun, MeTodbl U METOAMKM NPOBEAEHNS aHanMsa U cucTtemaTmsaumm
[OKYMEHTOB 1 MHGpopMaLmm

Mopsgok  npoBedeHWMst  3aKynoudHblX — npoueayp M odopMieHus
COMyTCTBYOLLEN JOKYMEHTaLMK

OcHosBbl I'IpOI/I3BO/J,CTBeHHOl7I AeATeNbHOCTU opraHmn3aunn

OcHoBbl 06Le 1 couuanbHOW MCUXONOrMM, COLMOMNOrMU U MCUXONOorum
Tpyaa

CTpykTypa, uenwu, ctpaTerus u kagposasi MoNUTUKa opraHm3auum

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, coaepXKallme HopMbl TPYOOBOro
npaBa

OcHoBbl Hanorosoro 3akoHogaTenbcTea Poccuickon Pegepaumm

HopmaTuBHble NpaBoOBble akTbl, perynupylowme npaesa U 06A3aHHOCTU
rocyqapCTBEHHbIX OpraHoB, MPOJECCUMOHaNbHBIX COK30B UM OpYrux
npeacTaBUTENbHBIX OPraHoB PaboTHUKOB

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

NokanbHble HOPMaTMBHbIE aKTbl OpraHW3auuu, perynupylolme nopanok
dhopmMmMpoBaHMsA coumanbHOM NONUTUKK

OcHoBbl nNpaBoBOro perynupoBaHust Poccuiickon depepauum nopsigka
3aKknyYeHnn 40roBopoB (KOHTPaKTOB)

Hopmbl 3TnkM fenoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHO€E nocTpoeHne
MHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrvne xapakTepucTmkm -

3.6.2. Tpynoas dyHKUMA
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Peannsauunsa kopnopaTtnBHOM coLManbHOm YpoBeHb
HavmeHoBaHue | nonUTUKM Koa F/02.6 |(nogoypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue Tpygosom 3aMMcTBOBaHO
P XA PYA OpwurunHan X
yHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa
TpyooBble AeNCTBUSA BHepopeHne koprnopaTuBHbIX couuanbHbIX MNpPorpaMm, B TOM 4ucne no

coumanbHoW NoaaepKke oTAeNbHbIX rpynn paboTHUKOB

Peanusaumns cuctembl coumarnbHbIX fbroT, BbinnaT paboTHMKamM C y4eToMm
TpeboBaHui 3akoHogaTenscTBa Poccuiickorn Pegepaumm

OueHka yOoOBMETBOPEHHOCTM MepcoHana KOpMopaTMBHOW — couunanbHOM
NONUTUKOMN

OueHka 3dPEKTUBHOCTM  MEPONPUATUMIA  KOPNopaTMBHOW  coLManbHOM
NONMUTUKM

[MogrotoBka  nNpeanoXeHun MO COBEPLUEHCTBOBAHWIO  MEPONPUSATUIA
KoprnopaT1BHOW coLMarbHON MOSMTUKK

MoproToBka npegnoxeHun no dopmupoBaHuio BlogxeTa Ha peanusaumio
KOpI‘IOpaTI/IBHOVI COLI,I/IaJ'IbHOI7I NOJNTUTUKN N colManbHbIX NporpamMmm

HeobGxoammble yMmeHusi PaccuutbiBaTb 3aTpaTbl Ha NMpPOBeAEHUE CreunanuanpoBaHHbIX CoLManbHbIX
nporpamm

rlpOBO,D,I/ITb MOHUTOPUHI YyCNELUHbIX KOPNOpaTUBHbLIX COLMUalrbHbIX NporpamMmv

MpoBoauTb MeponpusiTUS B COOTBETCTBUM C KOpPNOpPaTUBHOW cCoUManbHON
NOMNUTUKOMN

OnpegensaTb LeneBsble rpynnbl nepcoHana ans co3faHus
cneumnanuanpoBaHHbIX CoLManbHbIX NPporpamm

Oﬂpeﬂ,e]’lﬂTb Kputepumn n yposHu ygoBrneTBOpeHHOCTU nNepcoHana

OnpepenaTte a(pdEKTUBHOCTL MEPONPUATUIA peannsyeMon KopropaTUBHOWN
counanbHOM NONUTUKN

OpraHusoBbiBaTb  B3auMOOEWCTBUE C  FOCYOapCTBEHHbIMWM  OpraHamu,
I'IpOdDeCCVIOHaJ'IbeIMI/I co3aMn U gpyrumm npencrtaBuUTeslbHbIMU OpraHamu
pa6OTHI/IKOB, 06u.leCTBeHHbIMVI N WHbIMW OpraHnsaunamum no Bomnpocam
peanusaunmn KopnopaTtuBHOW coLuanbHOM NONUTUKK

AHaJ'IMSI/IpOBaTb PbIHOK YyCnyr no couuanbHbIM U cneynanm3mpoBaHHbIM
nporpammam counansHon nogaepXky YrneHoB uUeneBbiX rpynn M rotoBuUTb
npennoXxeHma no nx noctasLnkam
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MpounsBoauTb NpeaBapuTenbHble 3aKynoyHble npoueaypbl M 0opPMISATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO JOTOBOPOB

CobnogaTb HOPMbI 3TUKM OENOBOro 0oLWweHus

Heobxogumble 3HaHUs BOI'IpOCbI ynpasJieHNn4a counalibHbIM pa3BUTUEM OpraHm3auunn

MeToabl aHanm3a BbINOMHEHUS KOPMOPAaTUBHBIX COLManbHbIX NporpaMm u
onpeaeneHns nx aKOHOMMYeckon ahpeKTUBHOCTH

Cuctembl, MeTodbl, OpMbI  MaTepuanbHOrO U  HemaTepuarbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

MeToapbl nposeaeHunA coumnonorn4yeckmnx nccrnegoBaHum, n3yvyeHunsa
06LWeCcTBEHHOrO MHEHUS

TexHonorun, MeToAbl U METOAMKU MPOBEAEHUsI aHanM3a U cuctemaTusauum
AOKYMEHTOB 1 MHGOpMaLmm

HopmaTuBHble NpaBoOBble akTbl, PErynupylolwmne npaBa M 0053aHHOCTM
rocyqapCTBEHHbIX OpraHoB, MPOMECCUMOHANbHbLIX COW30B U APYrUX
NpeacTaBUTENbHBLIX OpPraHoB pPabOTHMKOB MO NPeaoCTaBIIEHNIO  YYeTHOW
JOKyMeHTaLnn

Mopsidok  MpoBedeHUs  3aKyMouyHblX  Mpouedyp UM odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

CTpykTypa, Lenu, ctpaTerus u kagposasi MoNUTUKa opraHm3auum

OcHosBbl I'IpOI/I3BO/J,CTBeHHOl7I OeATEeNIbHOCTUN opraHn3auunm

OcHoBbl 06LLen 1 coumanbHON NCUXONOoMK, COLMONONNA U NCUXororun Tpyaa

TpyooBoe 3akoHOAaTENbCTBO M MHblE aKTbl, coaepXKallume HOpMbl TPYAOBOro
npaBa

OcCHOBbI apXuBHOTO 3aKkoHOAATeNbCTBAa W HOPMAaTUBHbIE NPAaBOBblE aKThbl
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMeEHTaLuy No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuinckon deagepauum

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble  akThbl opraHusauumu, perynupyrwuwme nopagok BHeOapeHusa
coumnanbHON NONUTUKK

Mopsgok 3aknyYeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obuieHns

Basosble OCHOBBbI NMHpopmMaTuKu, CTPYKTypHOE nocTpoeHue
NHAOPMALIMOHHBIX CUCTEM M OCOBEHHOCTU PaboThbl C HAMU

[pyrve xapakTepucTmnkm

3.6.3. Tpynosas pyHKLMSA
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AOMWHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HanmeHoBaHMe | AOKyMEHTOOOOpOTa NO BONpocam Kog F/03.6 |(nogoypOBEHb) 6
KOprnopaTUBHOW COLManbHOM NONMNTUKN KBanudukaummn
MpouncxoxageHne TpyaoBon 3anmcTBoBaHO
P XA PYA OpwurunHan X
yHKLMM 13 opurnHarna
Kon PernctpaunoHHbIn
opurnHana HoMep
npoceCccuoHansHoro
cTangapTa
TpynoBble AencTBUSA AHanm3 npoueccoB [AOKYMEHTOObopoTa, fokKanbHbIX [OOKYMEHTOB MO

BOMPOCaM KOPNopaTMBHOW CoLManbHOM NONINTUKA

[lokyMeHTaUuoHHOe ohopMIlIEHNE pe3yrbTaToB KOpnopaTUBHON coluansHom
NOSNINTUKN

MogrotoBka nNpeanoXeHWW MO PasBUTUIO KOPMOPaTMBHOW coLManbHOW
NOMUTUKN

lMoarotoBka  pe3ynbTaTOB  aHanM3a  COOTBETCTBUSI  KOpMOpaTUBHOM
coumanbHOM nonUTUKM TpeboBaHMAM 3akoHodaTenbcTBa Poccuickon
depepaummn 1 ycrnosusimM pbiHKa Tpyaa

[lokyMeHTaLMoHHOE U OpraHu3auvoHHOE COMPOBOXAEHUE MEPONpPUATUIA
KOPNOpPaTUBHOW CoLMarnbHOM NOMUTUKA

MogrotoBka u obpaboTka 3ampocoB M yBedoOMNEeHWA O paboTHMKax B
rocyaapCTBeHHble  opraHbl, MpodeccuoHanbHble Ccol3bl W apyrue
npeacTaBuUTENbHbIE  OpraHbl  paboTHMKOB MO BOMpocam  CoumanbHON
NOJNIUTUKN B OTHOLLUEHUN NepcCoHana

ConposomeHMe [oroesopos no OKa3aHuko KOHCYJbTaUNOHHbIX
VIHCbOpMaLI,VIOHHbIX ycnyr no mMeponpuatTuam KOpﬂOpaTMBHOVI coumnanbHO
NOJIUTUKN, BKIMKOYaA npeasaputesibHblie npouenypbl No Ux 3aknn4eHunto

7
n

Heobxogumble ymeHus OdopmnsaTb [OKYMEHTbI MO BOMPOCaM  KOPMOpaTUBHOW  COLManbHON
NOMUTUKM, npepocTaBnsemble B rocygapcTBeHHble opraHsbl,
npeacTaBuTerNbHble OpraHbl paboTHUKOB

AHanusnposaTtb npasuna, nopsaKku, npouenypsbl KopnopaTuBHON
counanbHOM NONUTUKK

ObecneunBatb OOKYyMeHTaunoHHOEe conpoBoXaeHune coumanbHOW NOSUTUKK
B OTHOLUEHUN nepcoHana

OpraHI/I3OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUM C Tpe6OBaHVI9|MI/I
apxMBHOro 3akoHogartenbcTBa Poccuiickon ®Pepepauum n  nokanbHbIMU
akKTamMmun opraHusaumun

MpounsBoauTb NpeaBapuTerNibHble 3aKynoyHble npoueaypbl U oopMnsaTb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO JOTOBOPOB

Paboratb ¢ I/IH(*)OpMaLI,I/IOHHbIMM cuctemamm n 6azamum gaHHbIX Mo Bonpocam
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

couunarnbHOW NOSIUTUKM B OTHOLLEHUMN nepcoHana

Bectn yyeT n peructpaumio LOKYMEHTOB B MH(POPMALMOHHbIX CUCTEMAXx U Ha
MaTepuarnbHbIX HOCUTENSIX

BecTu oenoByto nepenncky

CobnogaTb HOPMbI 3TUKM OENOBOro ooLweHus

Heobxogumble 3HaHUs nOpﬂD,OK OCbOpMJ'IeHVIFI, BeAeHUA N XxpaHeHnd OOKyMeHTauun no coumanbHom
NoNnnMTnUKe B OTHOLLEHNN NepcoHana

Mopsinok GopMMpOBaHWsl, BeaeHUst GaHka [JdaHHbIX W MPeaoCTaBeHUs
OTYETHOCTM MO BOMPOCaM CoumanbHOW NONIMTUKA B OTHOLLEHWUM NepcoHana

TexHonorun, meToabl U METOAWKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
OOKYMEHTOB 1 MHdOpMaLumn

OcHoBbI ﬂ,OKyMeHTOO60pOTa N JOKYMEHTaUNOHHOIo obecneyeHust

Mopsgok  nmpoBegeHuss  3akynodHblX — mpouegyp M 0dopmrneHus
COMyTCTBYOLLEN JOKYMEHTaLMK

CTpykTypa opraHusaumMum W  BakaHTHble  [OOMKHOCTM  (Npodpeccuu,
cneuuanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHblE aKTbl, coaepXalime HOpMbl TPYLOBOrO
npaea

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

OcHoBbl HanoroBoro 3akoHogaTenbcTBa Poccuinckon eagepauum

HopmaTuBHble npaBoBble akTbl, perynupyllwme npasa M 006a3aHHOCTU
rocyAapCTBEHHbIX OpraHoB, MNpodeccuoHanbHbIX CO30B U APYrnx
npeacrtaBuUTesibHbIX OpraHoB pa6OTHI/IKOB no npeaocTtaBlieHUIo yquH0|7|
OOKyMeHTauuu

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpraHWM3auuu, perynupylowmne nopsigok
BHEAPEHUS KOPNOPaTUBHOWM COLManbHOM MNONMTUKM U COLMAnbHbIX NPOrpaMm

Mopsok 3aknoyeHns AoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLieHus

Ba3soBble OCHOBBI NHdOpMaTUKK, CTPYKTypHOE nocTpoeHne
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTH PaboThbl C HUMM

Lpyrve xapaKkTepucTuku

3.7. O606LeHHasn TpygoBas OyHKUMS

HanmeHoBaHue | OnepaumoHHOE ynpaBreHne nepcoHanom u Koa G YpoBeHb 7
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

YNpaBneHuto NepCoH. ..

nogpasgeneHnemMm opraHm3auunmn

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

KBanudukaumm

MpoucxoxaeHne
0606LLEeHHON TPyaoBON
dyHKUMN

3anmMcTBOBaHO

OpwurunHan X
13 opuruHana

Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoro
cTaHgapTa

Bo3MoOXHble HanmMeHoBaHUS
DOImKHOCTEN, npodeccui

PykoBoauTernb CTpyKTypHOro nogpasaeneHus
HavanbHUK CTpyKTYpHOro nogpasaeneHus

TpeboBaHus kK
0obpasoBaHuo 1 00y4eHNIo

Bbicwee obpasoBaHue - cneynanuteT, MarucTpartypa

HononHutenbHoe npodeccrmoHansHoe obpasoBaHune - NporpaMmbl
npodeccunoHansHON NepenoaroToBkM B 06r1acTn ynpaBneHusi nepcoHanom,
onepaLMoHHOro 1 TaKTUYECKOro YNpaBreHusl; NPorpaMMbl NOBbILLEHUS
KBanvdmkauum B o6nacTu ynpasneHust nepcoHarnioM, onepaLMoHHOro u
TaKTUYECKOro yrpaBreHust

TpeboBaHus K onbITy
npakTuyeckon paboThbl

He meHee naATK net B obnacTtu ynpaBneHuss nepcoHanom

Ocobble ycnosus gonycka K
paboTte

Lpyrve xapaKkTepucTuku

JononHutenbHble XxapaKTepUCTUKU

HanmeHoBaHMe gokymeHTa

Kog HaumeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)

nnun cneunanbHOCTU

OK3

1232 PykoBoautenu nogpasgenexHun (cnyx6) ynpaeneHus

KagpamMmu n TpyaoBbiIMU OTHOLLUEHUAMMU

EKC

- HavanbHWKk oTaena kagpos

- HavanbHuk otaena opraHusaumm n onnartbl Tpyaa

- HayanbHWK oTaena no4roToBKU KagpoB

- HavanbHuk oTaena counanbHOro pa3BnTua

- 3aBepyoLmin (HayanbHWK) OTAENOM KaapoB

OoKrnaTP

24063 MeHexep no nepcoHany

3.7.1. Tpynoas dyHKUMA

HanmeHoBaHue

PaspaboTka cuctembl onepaunoHHOro

Kon G/01.7 |YpoBeHb

i

KoHcynbTtaHTllntoc
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

yrnpaBneHns nepcoHarnom n padoTbl (nogypoBeHb)
CTPYKTYPHOrO nogpasgeneHunst KBanudukalmm
MpoucxoxaeHue Tpygosom 3aMmMmcTBOBaHO
P A pyA OpwurunHan X
yHKLMM 13 opurnHarna
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoro
cTanfgapTa
TpynoBble AencTBUSA AHanmu3 ycnewHbIX KOprnopaTUBHbIX NPakTUK MO BOMPOCaM CTpaTernyeckoro

M onepaTtnBHOIO yrnpasrieHUA nepcoHariom opraHunsauunm

MocTaHoBKa onepaTUBHBIX Lienel No BonpocaM yrnpasrneHns nepcoHanomM

PaspaboTka nnaHoB, NnporpaMm U npoleayp B ynpasreHuy nepcoHanomM

PaspaboTka npegnoxeHun no CTPyKType noapasgeneHus n notpebHocTu B
nepcoHane

PaspaboTtka npegnoxeHun no obecnevyeHnto nepcoHanom, hopM1MpoBaHNio
CUCTeM OUEeHKHU, pas3Butuda, onnatbl TpyAa, KOpnopaTMBHbIM couUalbHbIM
nporpaMmmam 1 couuanbHOW NONNTUKe

PaspaboTka npeanoxeHuid o 3aTpatax M dopmMupoBaHuio GlogxeTa Ha
nepcoHan

PaspaboTka npeanoxeHW MO 3aKMYEeHUI0 AOroBOPOB MO YNpPaBrieHWIo
nepcoHanomMm C nocTaBwWMkaMn ycnyr un npoBeaeHne npeaBapuUTesibHbIX
npoueayp Mo NX 3aKoYeHUIo

Heobxogumble ymeHusi OpraHnsoBbiBaTb paboTy nepcoHana CTPYKTYPHOro noapasaeneHuns

Oﬂpeﬂ,e]’lﬂTb 3ajayun nepcoHana CTPYKTYpHOro nogpasgeneHud, ncxogda us
uenen n cTpaTtermn opraHn3auunm

Co3gaBatb M ONMCbIBaTb OPraHM3aLMOHHYH CTPYKTYpY, Lenu, 3agauyw,
hyHKLMM CTPYKTYPHOrO noapasneneHuns

anMeHﬂTb MeToObl  ynpaBleHUd  MeXINUYHOCTHbIMM  OTHOLUEHUAMMU,
(bOpMMpOBaHI/lﬂ KOMaHA, pa3BUtna nungepcrea WU UCNOJIHATEINIbHOCTH,
BbiABJI1€HNA TallaHTOB, onpeeneHna yaoBneTBOpPeHHOCTHU pa60T017|

OnpenenaTb, aHanM3nMpoBaTb, MOAENUPOBATL M BbiCTpaMBaTb BHYTPEHHUE
KOMMYHMKaLIMK NepcoHana

PaspabaTtbiBaTb NPOEKTHbIE NPEaIOKEHNS U MEPONPUSTUSA Mo 3 DEKTUBHOM
paboTte nepcoHana

BHeﬂ,pﬂTb CTpaTeruo no ynpasrieHU nepcoHanom

CocTtaenatb, paccyuTbiBaTh, KOPPEKTMPOBATb WM KOHTPONMPOBAThL CTaTby
pacxodoB Ha nepcoHan, paspaGaTtbiBaTb NPEAnoXeHWs Mo 3atpaTtaM Ha
nepcoHan ans gpopmupoBaHus GrogaxeTa
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

npeﬂ,CTaBﬂﬂTb NHTEpPECHI opraHmnzauunmn n BEeCTun neperoBopbl C
I'IpOCbeCCVIOHaJ'IbeIMVI Co3amMun 1N apyrmuMmm npeacraButTesibHbIMM OpraHamu
pa6OTHl/IKOB, B3aMMOAENCTBOBATbL C rocyoapCcrtBeHHbIMU OpraHu3aumamm

AHanusmpoBaTb MHGOPMauuio Mo  MoCTaBlUMKam ycryr B obnactu
ynpaBfieHUsi NepCcoHarnoM U1 Mo YCroBUsIM 3aKIioYaeMbliX JOTOBOPOB

MponsBoauTb NpeaBapUTENbHbIE 3aKyrodHble npoueaypbl U oopMNsTb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHOYEHNIO JOrOBOPOB

PaboTtatb c VIHCpOpMaLI,VIOHHbIMVI cuctemamm u 6asamm gaHHbIX NO Bonpocam
ynpasJieHnd nepcoHajioMm

OpraHn3oBbIBaTb M NPOBOAUTbL KOPNOpPaTUBHBIE MEPOMNPUATUS C NEPCOHAIOM

CobniogaTb HOPMbI 3TUKN OETOBOro 00LeHus

Heobxogumble 3HaHWSA MeTogpl, cnocobbl U UHCTPYMEHTbLI ypaBAeHUs NepCoHanom

Ll,enm, cTparerna pa3suntma n Oun3Hec-nnaH opraHmnsauunmn

Monutuka ynpasrieHna nepcoHasriomMm opraHmu3aumm

MeToabl aHanmn3a KONMYECTBEHHOMO U KA4eCTBEHHOrO cocTaBa nepcoHana

CucTembl cTaHgapToB Mo 6GuaHec-npoLeccam, Npogeccusm, HopmMam Tpyaa

Cuctembl, meToabl WU q)OprI mMartepuaribHoro um HemaTtepuarnbHOoro
CTUMyNMpoBaHuA Tpyaa nepcoHana

TexHonorum n metoabl POPMUPOBAHMS U KOHTPONS GHoaXeToB

Mopsigok  npoBedeHVs  3aKyMouyHbIX  Mpouedyp U odopMneHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I 0eATenbHOCTU opraHunsauunn

OcHoBbl 00Llen M couunanbHOW MCUXOMNOrUKM, COLMOMOMMM U NMCUXONOornm
Tpyaa, 9KOHOMWKN Tpyaa, 6e3onacHblx YCroBui Tpyaa

CTpykTypa opraHusaumm

TpyaoBoe 3aKoHOAATENbCTBO U MHbIe aKTbl, coAepalliue HOpMbl TPYA0BOro
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPAaBOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaUMN No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®epepavnm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTtBa Poccuiickon depepauuun, B
4YacTu MPUBIEYEHMS U TPYOOYCTPOMCTBA MHOCTPaHHbIX rpaxaaH u nuuy 6e3
rpaxgaHcTea

OcHoBbI aAMUHUCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactn ynpasieHna
nepcoHasnomMm " oTBeTCTBEHHOCTU AOJTMKHOCTHbIX JTNLL
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

3akoHogaTenbcTBO Poccuiickoin defepauun no 3awmute nepcoHarnbHbIX
OaHHbIX

JlokanbHble HOpMAaTMBHbIE aKTbl OpraHn3auum B obnactu ynpasneHunsa
nepcoHasriom

Mopsgok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHns

BasoBble OCHOBbI NHpopmaTmku, CTPYKTYpHOE nocTpoeHue
NMHAOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Lpyrve xapaKTepucTuku

3.7.2. TpynoBas dyHKUMSA

Peanusauns onepaunoHHOro yrnpasneHus YpoBeHb
HaumeHoBaHve |nepcoHanoM n paboTbl CTPYKTYPHOrO Kog G/02.7 |(nogoypoBeHb) 7
nogpasgeneHus KBanudgukaumm
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A pyA OpurnHan X
yHKLMN 13 opuruHana
Kopn PernctpaumnoHHbIn
opurMHana HoMep
npodeccnoHanbHoro
cTaHfdapTa
Tpynosble AencTBuA lMnaHnpoBaHne aesTenbHOCTU NoapasfeneHns 1 nepcoHana

OﬂepaTMBHOS ynpasrieHne nepcoHanom nogpasaeneHnda opraHn3aumm

PacuyeT 3aTtpaT no nogpasdeneHuio M MOAroToBKa NpeasioXeHWid ans
dopmMurpoBaHus GrogxeTa

PaspaboTka cTaHOapToOB OESTENbHOCTU MNOApasfgeneHus U yHudukaums
npoueccos

npOBeD,eHI/Ie MHCTPYKTaXa No oxpaHe Tpyaa

MoctaHoBka  3agady  pabOTHMKAM  CTPYKTYPHOro  noApasgeneHus,
onpeaeneHne pecypcoB Ans MX BbINOMHEHWS!, KOHTPOSb UCMOSTHEHUS

AHanuM3 nnaHoB WM OTYETHOCTU MNOLYUHEHHbIX pa6OTHVIKOB, pa3pa60TKa
npep,nox(eHmﬁ no yny4weHuo nokasarenemn 4esiTenbHOCTU noapasgeneHna

dopMupoBaHne 0T4YETOB 0 paboTe CTPYKTYPHOro noapasaeneHus

Heobxoaumble YMeHUaA Oﬂpeﬂ,e]’lﬂTb 30Hbl OTBETCTBEHHOCTU U Sd)(*)eKTVIBHOCTI/I pa60TbI nepcoHana
CTPYKTYPHOIro noapasgeneHund, pacnpenendatb 3agadn u“ obecneuynBatb
MaTepuanbHO-TEXHUYECKNEe peCypcChbl And nx NCNoJTHEHNA

MpuUMeHsITL MeToAbl ONepaTUBHOMO YrpaBiieHNUs NEPCOHANIOM OpraHM3aunm
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

KOHTpOﬂVIpOBaTb ncnonHeHue I'IOpy'-IGHVIVI n 3afad, BHOCUTb
CBOEBpEMEHHbIE KOppeKUMK B MNMJ1aHbl 1 3a4a4n

OnpepnensaTb nokasaTtesnu A PeKTUBHOCTH paboThbl nepcoHana
nogpasgeneHus

YnpaBnsaTb MOTMBaUMEN NepcoHana, ero BOBMEYEHHOCTbIO M AUCUMUNINHON
TpyAa

CocraBnsTb nnaHbl AeATeN1IbHOCTU CTPYKTYPHOIo nogpasgernieHnd
opraHunsauumn

CocTtaBnaTb, paccuMTbiBaTb, KOPPEKTUPOBATb W KOHTPONMPOBATb CTaTbu
pacxo4oB CTPYKTYPHOro noapasgeneHus ans dhopmmupoBaHus 6ookeTos

npOVISBOD,VITb aHannms TeKyLLI,eVI OEATENIbHOCTU CTPYKTYPHOIoO noapasgeneHuns
N BHEOpPATb npoueanypbl no ee ontuMmnsauunm

MpenctaBnaTb  MHTEpechbl  OpraHuW3auMM W BecTM  MNeperoBopbl €
rocyfapCTBEHHbIMU OpraHamu, npodeccnoHarnbHbIMU CO3aMu U OPYrMMM
npeacTaBUTENbHBIMU OpraHamMy paboTHUMKOB MO BONpocaM nepcoHana

Bectn neperoBopbl C NoCTaBLWMKaMW YyCnyr no YycnoBuUAM 3akKrkovaeMblX
[IOroBOpPOB

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

MpoBoAUTL ayauUT pesynbTaToB paGoThl C NepCcoHarniom

Pa6oTtatb C VIHCbOpMaLI,I/IOHHbIMI/I cuctemamm n 6asamm gaHHbIX MO BOnpocam
ynpasneHna nepcoHasriom

CobniogaTb HOPMbI 3TUKKU OENOBOro ooLeHus

Heobxogumble 3HaHUS Teopvm ynpasJieHnAa nepcoHasiomMm n ero MmoTmesauum

MeTogbl aHanusa BbINOSIHEHUSA MNAaHOB W 3ajad, oOrfpefeneHns  Ux
3KOHOMUYECKON ahPEKTUBHOCTH

CDOprI M MeTOodbl OLUEHKN nepCoHana n pe3ynbtaTtoB UX Tpyaa

TexHonorum onepaTtmnBHOrIo ynpasiieHUA nepcoHarnomMm opraHmsauum

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro M HemaTtepuanbHOro
CTMMYNMPOBaHWA Tpyaa nepcoHana

TexHonornn n MetToapl (bOpMI/IpOBaHI/IFI N KOHTpONnA OtompxeToB

Teopuun 1 MeToabl YNpaBneHns passuTuem nepcoHana

OKOHOMMKa TpyAa

OpraHu3aunoHHO-WITaTHas CTPYKTypa opraHM3auum

MNonutuka ynpasneHnda nepcoHariomMm n coumnaribHaa noJiMmTuka opraHmsaumm
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[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

LleJ'IVI, cTparerna pa3sntma n OusHec-nnaH opraHmnsauunm

MeToaukn nnaHMpoBaHWUsi U NPOrHO3MPOBaHWsI NOTPEOHOCTM B NepcoHane

Mopsiaok yperynupoBaHus TPYAOBbIX CMIOPOB

TpeboBaHusa u NnpaBuna npoBeaeHus ayguTta paboTbl C nepcoHanomM

q)OprI couunanbHoro napTHepcTBa n B3anMoAencTBns C
I'IpOd)eCCVIOHaJ'IbeIMVI Cov3amMun 1N apyruMmum npeacraBmutTesibHbiIMU opraHamMmiu
pa6OTHI/IKOB, N MHbIMU OpraHn3aumnammn

Mopsinok ochopMNeHNs KaapoBbIX AOKYMEHTOB M NPUAAHUS UM OPULNYECKON
CUIbI

Mopsgok  nmpoBegeHuss  3akynodHblX — mpouegyp M odopmneHus
COMyTCTBYOLLEN JOKYMEHTaLMK

TpynooBoe 3aKoHOAATENbCTBO U MHbIE akTbl, coaepKallimMe HOpMbl TPYAOBOro
npaBa

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

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuinckon ®egepaunm

OcHOBbI MUIpauMOHHOIO 3akoHodaTtenscTBa Poccuiickon ®degepauun, B
4YacTu MpUBMEYEeHMs N TPYOOYCTPONCTBA MHOCTPAHHbIX rpaxaaH un nuy 6e3
rpaxxgaHcTsa

OcHosBbl aAMUHUCTPATUBHOINO 3aKoHodaTellbCTBa B obnactun ynpasneHuna
nepcoHarnom n oTBeTCTBEHHOCTU OOJIKHOCTHbIX Nl

3akoHogaTenbcTBO Poccuiickon ®epepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHbie HOpMaTuMBHbIE aKTbl OpraHM3auunm B 4YacTu YynpaslieHUA
nepcoHanom

OcHoBbl npaBoBoro perynupoBaHust Poccuiickon ®epgepaumm nopsiaka
3aKIMYEHNS FPaXgaHCKO-NPaBOBbIX 4OrOBOPOB

Hopwmbl 3TnkM genoBoro obLieHus

basoBble OCHOBbI I/IH(bOpMaTVIKI/I, CTPYKTYpHOE NOCTpoOeHne
MHCbOpMaLI,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.7.3. Tpynosasa pyHKLMA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpOoBEHb
HavnmeHoBaHue AOKyMEHTOOBOPOTA 110 ONEPaLMOHHOMY Kog G/03.7 |(nogoypoBeHb) 7
ynpaeneHunio nepcoHanom un pabote KBANMDUKALIN
CTPYKTYPHOro noapasaeneHuns 4
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MpouncxoxageHne TpyaoBon
dyHKUMN

3anmMcTBOBaHO
OpwurunHan X
13 opuruHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodeccuoHanbHoro
cTangapTa

TpyooBble AencTBUA

AHanu3 npoLeccoB [OOKYMEHTOOGOpOTa, roKanbHbIX [JOKYMEHTOB MO
BOMPOCaM  OMepaLMOHHOIO  yNpaBreHust nepcoHarom U paboTbl
CTPYKTYPHOTO nogpasaeneHus, 6u3Hec-npoueccoB opraHusaumu,
yOOBNETBOPEHHOCTU NepcoHarna

JokymeHTaLMoHHOe ohopMIeHne pe3ynbTaToB OnepaLMoHHOro ynpasneHus
nepcoHanom u paboTbl CTPYKTYPHOrO NOApa3feneHuns, pesynbTatoB ayamTta
paboTbl C NnepcoHarnom

MoarotoBka MpPEANIOKEHWA MO  pasBUTUIO  CUCTEM  OMepaLMOHHOro
ynpaBfeHnsl nepcoHasioM U paboTbl CTPYKTYPHOro noapasfdeneHusi, no
HeobXoANMbIM KOPPEKTUPYIOLLMM U NMPEBEHTMBHLIM Mepam

PaspaboTtka cuctembl aHanmsa n KOHTPons paboTbl NepcoHana

KoHTponb, CpaBHEHME W aHanuM3 MnpoueccoB B 006nacTu onepaTUBHOIO
yrpaBneHnsa nepcoHanoM, pesynbTaToB YrNpaBreHYeCcKNX MeponpuaTui,
onpeneneHve CbaKTODOB, Bbl3blBakOLWNX OTKJITOHEeHUe oT NJ1aHOBbIX
nokasartenen

MoaroToBka 1M 06paboTka 3anpocoB, yBeAOMIIEHUIA, CBeAeHWUIA 0 paBoTHMKaX
B rocydapCTBeHHble opraHbl, NPodecchoHarnbHble Co3bl, O6LLIECTBEHHbIE
opraHusaLum

ConpoBoxaeHne [OrOBOPOB OKasaHUsl YCNyr Mo BOMpocaM OnepaTUBHOrO
ynpaBreHust NepcoHanom u paboTe CTPYKTYPHOro noapasaeneHusi, Bkroyas
npefBapuTenbHble NPoLeaypbl N0 UX 3aKMHYEHUIO

MogrotoBka npeanoxeHui no opMMpoBaHMIO OrogkeTa Ha nepcoHan
opraHusaumm

BbinonHeHne TpeGoBaHUA MO XpaHeHWo WHdOpMauuM o pesynbTaTax
[OelCcTBMS CUCTEM OMepaLMoHHOro YrnpaBleHus nepcoHanom W paboTsbl
CTPYKTYPHOro nogpasaeneHus

Heobxogumble ymeHus

KoHTponupoBaTb NpoOLECCHl YNpaBrieHUs MepcoHanoM noapasgeneHui,
onpeaenaTb UX pe3ynbTaTUBHOCTb U BbISABNATb (DAKTOPbI OTKIOHEHWIA OT
MMaHoBbIX NapamMeTpoB

PaspabatbiBaTb NporpammMbl AOCTUXEHUSI LiENen U onepaTMBHOMO peLLeHus
3ajad nogpasgeneHumn

AHanuaupoBaTb, paspabaTbiBaTb W OPOPMMATbL  [OKYMEHTbl Mo
onepaTMBHbIM NMpoLeccam U UX pesynbTaTam

MpoBoauTb ayauT KaapOoBbIX MPOLIECCOB, Npoueayp, 0POpPMIIeHNsT KaapoBbIX
JOKYMEHTOB 1 [JOKYMEHTOB MO YNpaBfeHuWio NepcoHanom

KoHcynbTtaHTllntoc
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KOHTpOﬂVIpOBaTb pacxoaoBaHune OloaKeTOB Ha nepcoHan

OdhopMnsaTb OOKYMEHTbl MO OrnepauvoHHOMY YMpaBeHWI0 NEpPCoHanom W
paboTte CTPYKTYPHOrO nogpasaeneHus, npenocraBnsieMble B
roCyAapCTBEHHbIE OpraHbl, NpeacTaBUTENbHbIE OpraHbl PaboTHUKOB

ObecneunBaTb  [JOKYMEHTALUMOHHOE  COMPOBOXAEHME MO  cCUCTEMAM
OMepauMoHHOrO  yMpaBfieHuss MepcoHanoM W paboTe  CTPYKTYPHOro
noapasgeneHus

OpFaHVI3OBbIBaTb XpaHeHune OOKyMEeHTOB B COOTBETCTBUM C Tpe6OBaHVIFIMVI
TPyAOBOIo M apxXxmBHOIo 3akKoHOAATEsIbCTBa Poccunckon CDep,epau,VM n
JTOKalibHbIMU aKTaMWn opraHmnsauunm

KOHTpOJ'IVIpOBaTb MCcnofiHeHne OoroeopoB NOCTaBLUMKOB yCrnyr no sonpocam
nepcoHana

Mpoun3BoauTb 3aKyrnouyHble Mpoueaypbl, OgOpPMNATL W aHanM3npoBaTb
3aKyNOYHYI0 JAOKYMEHTaLMIO

MpoBoauTb MeperoBopbl U NpeAcTaBnsTb WHTEPECbl OpraHu3auuuM B
rocyqapCTBEHHbIX —OpraHax, MpodecCUOoHarnbHbIX COl3ax W ApYrux
npeAcTaBUTENbHLIX OpraHax paGoTHMKOB Mo BONpocaM nepcoHana

Bectn genosyto nepenucky

Bectn yyeT n permctpaumio JOKyMeHTOB B VIH(bOpMaLI,I/IOHHbIX cucrtemMax n Ha
MaTtepualibHbIX HOCUTENAX

PabotaTtb C WHMOPMALMOHHLIMKW cUCTEMaMu U 6GaszaMu [OaHHbIX MO
nepcoHany u cuctemMam ornepaumMoHHOrO yrpasrieHusl nepcoHanomM u patorte
CTPYKTYpHOro nogpasaerneHus

CobniogaTb HOPMbI 3TUKKU OEOBOro ooLeHus

Heobxooumble 3HaHWSA MeToapl ynpaBneHus passutmem n aoeKTUBHOCTBIO OpraHn3aumm, MeToabl
aHanuM3a BbIMOJIHEHUA MMI@aHOB W MNporpammM, OMNpPederneHns  ux
3KOHOMMYECKON 3hPEKTUBHOCTH

MeToabl oueHkn paboTbl CTPYKTYPHbIX NoApasaeneHunid, pesynsTaTtoB Tpyaa
nepcoHana

MeToapbl npoeseaeHunA ayouTa n KOHTPOJIIMHIa onepaTtuBHbIX
ynpaslieH4eCKnx npoueccos

CDOprI N CUCTeMbl MatepuaribHOro U HematepuanbHOro CTUMynupoBaHUA
Tpyaa nepcoHana

OcHosBbl OOKYMEHTaLUMOHHOIo obecneyeHus

I‘Iop;u:gox OCbOpMJ'IeHI/IFI, BeOJeHUA N XpaHeHunAaA OOKyMeHTauun no cucremam
onepaunMoHHOro  ynpasneHusa nepcoHalioMm  opraHusauunu n pa60Te
CTPYKTYPHOIo nogpasaeneHuna

Mopsgok dopMupoBaHWs, BedeHuss 6GaHka [OdaHHbIX M NpedocTaBrieHus
OTYETHOCTM MO CUCTEMAM OMepaLMOHHOro YMpaBfieHUs MNepcoHanoMm U
paboTe CTPYKTYPHOro noApasaeneHus
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YNpaBneHuto NepCoH. ..

HopmaTuBHble NpaBoBble akTbl, PerynvpylolmMe npaBa U 0053aHHOCTM
rocyqapCTBEHHbIX OPraHoOB W OpraHv3auuv no MPeAoCTaBEHUIO YYETHOW
AOKyMeHTaLun

Mopsignok  MpoBedeHVMs  3aKymouYHbIX  Mpouedyp W odopMneHus
COMYTCTBYIOLLEN OKYMEHTaLNUM

Monutuka ynpasneHna nepcoHarnom un coumnaribHaa nosiMmTuka opraHmsaumm

OpraHu3aunoHHO-WITaTHas CTPYKTypa opraHM3auum

Llenu n cTpaterus passutus opraHusaumm

BusHec-nnaH 1 6V|3HeC-I'IpOLI,eCCbI opraHmnsauunm

TpynoBoe 3aKOHOAATENbCTBO M MHblE aKTbl, CoaepXalime HOpMbl TPYLOBOrO
npaea

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

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon Pegepaumm

OcHOBbI MWrpaLMOHHOrO 3akoHogaTtenbcTBa Poccuiickon depepaunun, B
4acTu NPUBIEYEHUS U TPYOOYCTPOMCTBA MHOCTPaHHbIX rpaxkaaH v nuy 6es
rpaxgaHcTea

OcHosBbl aAMUHNCTPATUBHOIO 3aKoHodaTellbCTBa B obnactun ynpasneHna
nepcoHasioMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX AL,

3akoHopaTenbcTBO Poccunckon Pegepaummn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPpMaTKMBHbIE OOKYMEHTbl OpraHnsauunn B obnactu ynpasneHnd
nepcoHasrom

Mopsagok 3aknioveHnss OroBopoB (KOHTPAKTOB)

HopMbl 3TWKM AenoBoro obuieHns

Basosble OCHOBBbI NMHpopmaTuKu, CTPYKTypHOE nocTpoeHue
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMMN

Lpyrve xapaKkTepucTuku

3.8. O606LeHHas TpygoBas pyHKUNS

HanMeHoBaHME CTtparerndeckoe ynpaBrieHne nepcoHanom Kon H YpoBeHb 7
opraHusaumm KBanudukaumm
Mpoucxoxnerve 3aMmMcTBOBaHO
00600LLeHHON TpyaoBOM Opwurunan X 3 ODNTAHANE
dyHKUMN P
Koa PernctpaunoHHbIn
opuruHana Homep
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NpodeCCMOHaNbHOro
cTaHgapTa

Bo3moxHble HanmeHoBaHuS | Buue-npe3anaeHT no ynpasnieHnio nepcoHanom

DOImKHOCTEn, npodeccui [vpekTop no nepcoHany

[dnpekTop No ynpaBneHnto nepcoHanom

3amecTuTenb reHepanbHOro AMpeKTopa no yrnpaBrneHuto NepcoHanom

TpeboBaHus K Bbicwee obpasoBaHue - cneynanuteT, MarucTpartypa

obpasoBaHuio n 0byyeHuto | lononHuTensHoe npodeccrMoHanbHoe obpasoBaHme - Nporpammbl
npodeccuoHanbHON NepenoaroToBkM B 06nacTu ynpaBneHnst nepcoHarnom,
CTpaTern4yecKkoro 1 onepaunoHHOro ynpasrneHus, SKOHOMWKN OpraHnsaumm;
nporpammbl NOBbILLEHWSA KBanudukaumm B 06nactu ynpasneHus
nepcoHanoM, CTpaTermyeckoro 1 onepaunoHHOro ynpasneHus

TpeboBaHus K onbITy He meHee naTu net B obnactu ynpasneHnsi NnepCoHanom Ha pyKkoBogsALLMX
npakTu4eckom paboTbl OOMKHOCTAX

Ocobble ycnoBusi gonycka kK
paboTte

Opyrve xapakrepucTuku

JononHutenbHble XxapaKTepUCTUKU

HavmeHoBaHWe gokymeHTa Kog HaumeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
UnNu cneumanbHoOCTH

OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamu v Tpy4OBbIMU OTHOLLEHUAMM

EKC - 3amecTuTenb AnpekTopa no yrnpaBneHno NepcoHanom

oKngTP 24063 MeHexep no nepcoHany

3.8.1. TpynoBsas pyHKLMSA

PaspaboTka cuctembl CTpaTernyeckoro YpoBeHb
HavmeHoBaHuWe | ynpaBneHusa nepcoHanomM opraHusauum Koa H/01.7 |(nogypoBeHb) 7
KBanudmkaummn
MpoucxoxgeHne TpygoBon OpuruHan X 3aMmMcTBOBaHO
dyHKUMN 13 opurmHana
Kopn PernctpaumnoHHbIn
opurnHana HoMep
npodeccnoHanbLHoro
cTandapTa
TpynoBble gencTens AHanu3  ycnewHblX  KOPMoOpaTMBHbLIX  MPakTUK N0 OpraHu3auuu
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cTparern4yeckoro ynpasJieHnA nepcoHasnom opraHunsauuu,
opraHn3auyMnoHHOro NpoeKkTnpoBaHuAa 1 B3aUMOAENCTBUS nop,paa,qeneHm?l

lNocTaHoBKa CcTpaTtern4ecknx uenen B ynpasneHnn nepcoHanom

PaspaboTka KoprnopaTMBHOW MOMWTWKM, MaHOB, MporpaMM, Mpoueayp W
TEXHOMOIMIA NO yNpaBneHno NepcoHanom

PaspaboTka kopnopaTUBHOW KynbTypbl WM cOUManbHON MOMUTUKA, CUCTEM
MOTUBaLUK, 3PPEKTVBHOCTM, OLIEHKM 1 pa3BUTUSI epcoHana

dopmMmpoBaHue cMcTeMbl ONnatbl U opraHu3auum Tpyaa

PaspaboTka opraHM3auMOHHON CTPYKTYpbl, MNaHupoBaHMe NoTpeGHOCTU B
nepcoHarne opraHusaumm

PaspaboTtka nporpamm, MpUMHUMMAOB CTaHgapTuM3auuy,  yHudmkaumw,
aBTOMaTM3auuM NPOLIECCOB yMpaBreHus nepcoHanom u 6Ge3onacHbix
ycnosun Tpyaa

dopmupoBaHne OlogkeTa Ha MepcoHarn, TexHonorui ayguta paboTbl C
NepcoHarnoM 1 KOHTPOSIMHra

Heobxogumble ymeHus PaspabaTtbiBaTb cTpaTermm n NOnMTUKU B YNpaBreHny NepcoHanom

Co3paBaTb M onucbiBaTb OpPraHWM3aLUMOHHYIO CTPYKTYpY, Uenu, 3agauu,
(PYHKLUM CTPYKTYPHBIX NoapasaeneHnit u JOMKHOCTHbLIX N,

anIMeHFITb MeToObl  ynpaBlieHUA  MEeXIMMUYHOCTHbIMM  OTHOLUEHUAMMU,
(bOpMVIpOBaHI/IFI KOMaHA, pa3Butna nungepctea WU UCNOJTHUTENIbHOCTMH,
BbIABJI1€HNA TallaHTOB, onpeaeneHna yaoBneTBOPeHHOCTHU pa60T017|

OI'Ipe,EI,eJ'IHTb n aHanm3ampoBatb BHYTPEHHUWE KOMMYHUKauunn, MmogenmpoBaTtb
noeegeHne nepcoHana

MpeactaBnATb MHTEPeCbl OpraHuWsauMm B rOCy4apCTBEHHbIX OpraHax, BO
B3aVMOAEWCTBMM C NPOdCO3aMn, MHbIMW NpeacTaBUTENIbHbIMU OpraHamm
paboTHMKOB NO BOMpOCaM nepcoHarna

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTMPOBAaTb W KOHTPONMPOBaTb CTaTbu
pacxodoB OlmKeToB M OHOOB Ha nNporpaMMbl M MeponpuaTUs Mo
ynpaBieHUIo NepcoHanoM opraHnsaumm

MpoBoAWTbL ayaWUT U KOHTPOMMUHI B 06NacTK ynpaBneHus NepcoHanom

Pa3pa6aTbIBaTb KOprnopaTtunBHbIE counarnbHble nNporpamMmmvbl

BecTn neperoBopbl MO BOMpocaM  COLMANbHOrO  MapTHepcTBa C
npeacTaBUTENbHBIMU OpraHamy paboTHMKOB

Pa6oTtatb C VIHd’)OpMaLI,I/IOHHbIMM cuctemamm u 6azamum gaHHbIX MO Bonpocam
ynpasneHuna nepcoHasnom

OpraHusoBbIBaTbL MEPONPUATKST MO 0B6ECcneYeHnto BbINOMNHEHUS TpeboBaHWi
OXpaHbl Tpyda B COOTBETCTBUM C [OEUCTBYHOLUMM 3aKOHOOATENbCTBOM
Poccunckon ®enepaumm n nokanbHbIMM akTaMyn opraHusaumnm
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OpraHun3oBbIBaTb M NPOBOAUTE MEPONPUSATHS C NEPCOHANOM B COOTBETCTBUE
C KOpropaTMBHOW CouManbHOM NOANTUKON

CobnogaTb HOPMbI 3TUKM OENOBOro 0oLWeHns

Heobxooumble 3HaHWSA MeTtogpl ynpaBneHus pasButeM U 3pEPEKTUBHOCTBIO  OpraHvM3auuu,
aHanu3a BbINOMHEHMS NMAaHOB W nporpamm, onpeaeneHuss  ux
3KOHOMUYECKOWN 3PPEKTUBHOCTHU

MeToabl OLeHKM paboTbl CTPYKTYPHLIX NoapasdaesieHnii, pesynbTaTtoB Tpyaa
nepcoHana

MeToabl npoeeaeHna ayautoB, KOHTPOJIITMHIA ynpaBlieHYeCKMX npoLeccoB

MeTofabl aHanmn3a KONMYeCTBEHHOMO N KA4eCTBEHHOrO cocTaBsa nepcoHana

CucTembl cTaHaapToB Mo Gu3Hec-npoueccam, Npodeccusm, Hopmbl Tpyaa

Cuctembl, MeTogbl W OpMbl  MaTepuanbHOro M HemaTtepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

MeTtogobl aHanu3a coumarnbHbiX  MPOrpaMM W OMNpedeneHns  ux
3KOHOMMYECKON 3PP EKTUBHOCTH

TexHonornn n MeToapl d)OpMI/IpOBaHI/IFI N KOHTpONA OlOKETOB Ha nepcoHan

TpeboBaHusA oxpaHbl M Be3onacHbIX ycrnosun Tpyaa

Ll,enm, cTparerna n KagpoBsas noJfiuTuka opraHn3auum

OcHoBbI TEXHOMOMMN npoun3soacTBa 1N AeATeNIbHOCTU opraHmn3auunm

OcCHOBbI COLMONOMNN, NCUXOSTOMUN U IKOHOMMKN TpyAa

OcHosBbl ynpaerneHuna coumanbHbIM pa3BUTUEM opraHmnsaunn

MeToapbl npoeseaeHunA COLUMONIOrn4ecKnx nccnegoBaHum, n3yvyeHusa
06LecTBEHHOrO MHEHUS

CTpykTypa opraHusaumu

TpyaoBoe 3aKoHOAATENbCTBO U MHbIe aKTbl, coAepalliue HOpMbl TPYO0BOro
npasa

OcCHOBbI apXMBHOrO 3aKkoHOAaTenbCTBA M HOPMAaTUBHbIE MNPaBOBblE aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI OKYMEHTaLMK No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuickon denepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbctBa Poccuiickon depepauuun, B
4YacTu MPUBIMEYEHMS U TPYOOYCTPOMCTBA MHOCTPAHHbIX rpaxadaH u nuuy 6e3
rpaxgaHcTea

OcHoBbI aAMUHUCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactu ynpasieHusa
nepcoHariomMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX N

3akoHogaTenbcTBO Poccuickon denepaumm 0 nepcoHanbHbIX AaHHbIX
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JlokanbHblEe HOpMaTuBHbIE aKTbl OpraHn3auum B obnactu ynpaslieHnda
nepcoHasriom

Mopsgok 3aknoyYeHns AoroBopoB (KOHTPaKTOB)

HopMbl 3TVKM AenoBoro obLeHns

OcCHOBbI UH(POPMATUKK, CTPYKTYPHOE NOCTPOEHME MHAPOPMALIMOHHBIX CUCTEM
N 0coBEeHHOCTH paboTbl C HUMM

[pyrue xapakrepucTumkm -

3.8.2. TpynoBas yHKUnA

Peanusauns cuctembl cTpaTermyeckoro YpoBeHb
HanmeHoBaHuMe |ynpaBneHus nepcoHanom opraHmMsaumnm Koa H/02.7 | (nogypoBeHb) 7
KBanudukaummn
MpoucxoxaeHue Tpygosom 3anmcTBoBaHO
P e pyA OpuruHan X
PyHKLMN 13 opuruHana
Kopn PernctpaumnoHHbIn
opuruHana HoMep
npodeccnoHansHoro
cTaHgapTa
TpyooBble AecTBUSA MnaHupoBaHWe OeATenbHOCTU U pa3paboTka MeponpuaTiA NO YNpaBneHUIO

nepcoHasnom ana peannsaunm ctpaterm4eckmnx uenen opraHunsauunmn

BHeapeHue nonutuk, nfaHoB, nporpamMm, nNpoueayp M TeXHOMNorMn o
ynpaBeHnto NepcoHanom

[MocTpoeHne opraHn3aumMoHHON CTPYKTYPbl C Y4E€TOM MNITaHOBOW NOTPEBHOCTU
B NepcoHarne n B3aMMmoaencTBnga CTPYKTYPHbIX nogpasgeneHnn opraHmsaumm

BHe/J,peHme n nopgaepxaHue KOpI'IOp&TI/IBHOVI KynbTypbl “ counarnbHon
NONNUTUKN, CUCTEM MOTUBaLUU, SCbeGKTMBHOCTVI, OUEeHKn W”n pa3BUTUA
nepcoHana

BHeopeHne n nopaepxaHuWe CUCTEMbl OpraHusauuuM Tpyga W onnaTbl
nepcoHana

YnpaBneHve BHeOPEHWEM MporpaMM W MNPUHUMNOB CTaHAapTM3auuu,
yHUcbUKaummM, aBTOMaTM3aUMM MPOLECCOB YNpaBfieHUss MepcoHanoMm Wu
©e3onacHbIX ycrnosun Tpyaa

OpraHmsau.vm npoeeaeHuna ayauta W KOHTpomnJfiMHra B ynpaBlieHUn
nepcoHasrom

MocTaHoBKa 3agay  PYKOBOAMUTENSM  CTPYKTYPHbIX  MoapasgeneHuid,
onpeaeneHve MaTeprarnbHO-TEXHUYECKUX PECYPCOB AN UX BbINOMHEHWS

AHanma oT4eTHOCTU MO ynpasneHno nepcoHanom u BbidBeHmne pecypcos no
ynydlweHuno oeATernibHOCTU opraHn3aumnm
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

CornacoaHue ycnosvu7| 3aKrio4aeMblX OOroBopoB Nno BOMpocam ynpaslieHUd
nepcoHasriom

OpraHuzaums NpoBeaeHNs 3akynoYHbIX NpoLeayp Mo BoMnpocam yrnpasrneHust
nepcoHanoM 1 opopMIIEHUSI CONYTCTBYHOLLEN JOKYMEHTaLUMN MO HAM

dopmupoBaHne 6GlompKeTa Ha nepcoHan, TexHornorunm ayauta paboTel C
nepcoHanom M KOHTPOMMKHra

ﬂpmmeHeHme K pa6OTHVIKaM Mep noouwpeHunda wun aucunniinHapHoro
B3blCKaHUA

HeO6XOLI,I/IMbIe yMEeHUaA |_|pOVI3BOp,I/ITb aHanm3 gedatenbHOCTM No  ynpaBlleHUK  NepcoHanlom,
paspabatbiBaTb NokasaTenu 3adeKTMBHOCTA paboThbl

dopmrpoBaTh NnaHbl U MepoNnpUATUS NO YNpaBeHNo NePCoHariom

PaccuuTbiBaTh Gl0gXET B 06nacty ynpasneHns nepcoHanom

Oﬂpeﬂ,e]’lﬂTb 30Hbl OTBETCTBEHHOCTU pa6OTHVIKOB n no,qpasp,eneHMlZ,
CTaBWUTb 3aga4n pykoBoaunTendam no,u,pasp,eneHMﬂ n obecneuymBaTtb pecypchbl
Aana nx NCnoJiHeHnA

KoHTponupoBaTb U KOPpEKTUPOBAaTbL UCMONHEHNE NOPYYEHUI 1 3aaad

YnpaBnsatb 3hEKTUBHOCTBLIO U BOBNIEYEHHOCTbLIO NEpcoHana, AMCUMNIIMHON
TpyAa n cobniogeHnem 6e3onacHbixX yCrnoBun Tpyaa

BecTn neperoBopbl MO BOMpocam  couMaribHOrO  MapTHepcTBa U
NpeacTaBnATb WHTEPechl OpraHvM3auuyM B FOCYOdapCTBEHHbIX OpraHax,
npogpeccroHanbHbIX  cot3ax W ApYyrux NpefcTaBUTENbHBIX — OpraHax
pabOTHMKOB, 1 OpraHn3aLmsix Nno Bonpocam nepcoHana

Pa6oTaTtb ¢ MHOPMALMOHHBIMU cUCTEMaMM 1 6asamm AaHHbIX N0 BOMpocam
ynpaBreHusi nepcoHanom

npOBO,D,VITb ayounuT U KOHTPOJIJTUHT B obnactu ynpasneHnd nepcoHarioMm

dopmypoBaTb ¥ MPOBOAMTL  CoLMArnbHYO MNOMUTUKY W coumanbHble
nporpammsi

Bectun neperoBopbl C nNocCTaBWMKaMn ycnyr no YycnoBuAM 3akrtovaeMblX
[I0roBOpOB

npOM3BOLI,I/lTb 3aKyno4Hble npouenypsbl, Od)OpMﬂﬂTb n aHann3npoBaTtb
3aKyrno4yHyK OOKYyMEeHTauuno

CobntogaTb HOPMbI 3TUKKU OEOBOro o0LweHus

Heobxooumble 3HaHWs MeToapbl ynpaBneHus pasButmem n acoeKTUBHOCTLIO OpraHn3aumm, MeToabl
aHanuM3a BbINOJIHEHMA MNMaHOB W MNporpamm,  OMNpPederneHns  ux
3KOHOMMYECKON 3hPEKTUBHOCTH

OpraHusauust ynpaBneHusi pasBUTUEM OpraHu3aLum

TeOpMM ynpasneHuna opraHmsaumeﬁ, NnonnUTUKa n cTpaterna ynpaBlieHUA
nepcoHaromMm
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

MeTogpl aHanu3a BbINOMHEHUS MMA@HOB W 3ajad, onpedeneHvns  ux
3KOHOMMYECKON 3h(PEKTUBHOCTH

MeToabl oueHkn, pe3ynbTaToB 1 3pEeKTUBHOCTM Tpyaa

MeTogpbl BHEOPEHNA CUCTEMbBI yrnpaBlieHndA nepcoHarioMm

OcHoBbl paboTbl NO0 NpodopueHTaLmm

MeTogmku nnaHnpoBaHua 1N NporHo3npoBaHUA I'IOTpGGHOCTVI B nepcoHarne

Llenn, ctpaterusa pa3sutusa n GusHec-nnaH opraHmsaLmm

Teopun n MmeToabl hopMUpoBaHUo GpeHaa opraHm3aunm

TpeboBaHusa oxpaHbl 1 6e3onacHbIX YyCnoBun Tpyaa

MeTogmku pa3pa60TKV| N BHEOPEHNA NOKaJIbHbIX HOPMAaTUBHbIX akTOB

Mopsinok 3aknoveHus TPyAOBbIX [OrOBOPOB, PErynMpoBaHUs TPYAOBbIX
crnopos

OcHoBbI  coumonornm, MNCUXONornn, 3KOHOMUKK TpyAa W©n ynpaBneHusa
coumanbHbIM pa3BuTnUeM opraHmsayum

MeToapbl npoeseaeHunA coumnonorn4yeckmnx nccrnegoBaHum, n3y4vyeHusa
06LWecTBEHHOrO MHEHUS

TexHonornn nposeaeHusA ayouTta n KOHTpONnHra B ynpasneHnu
nepcoHanom

Mopsigok  npoBedeHVMs  3aKymouyHbIX  Mpouedyp U odopMieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

TexHonoruy, craHgapTusauus, yHudUKauus, aBTomaTM3auus MNpoLeccoB
ynpaBneHusi nepcoHanom

CTpykTypa opraHusaumm

TpyOooBoe 3aKoHOAATENLCTBO U MHblE aKTbl, coaepkalliMe HOpMbl TPYOOBOIo
npaea

OcCHOBbI apxMBHOro 3akoHOAaTenbCTBa M HOPMaTUBHbIE MPaBOBbIE aKThbl
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMEHTaUmMy No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuinckon deagepauum

OcHoBbI MUrpaumMoHHOro 3akoHopaTenbcTBa Poccunckon degepauumn, B
4YacTu NPUBNEYEHUS U TPYOOYCTPOMCTBA MHOCTPAHHbLIX rpaxdaH u nuy 6e3
rpakgaHcTsa

OcHosBbl aOMUHNCTPATUBHOIO 3akoHoOdaTenbCTBa B obnactu ynpasneHnsa
nepcoHasrioMm " oTBeTCTBEHHOCTU OOJTKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

Mopsaok 3aknoyeHnsa AoroBopoB (KOHTPAKTOB)
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

JlokanbHblEe HOPMaTUBHbIE aKTbl B obnactu ynpaslieHnd nepcoHasiom

Hopmbl 3Tnkn genoBoro o6weHnst

Basosble OCHOBbI MHpOpMaTUKK, CTPYKTYpHOE NoCTpOeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaGoThl C HAMM

[pyrue xapakrepucTumkm -

3.8.3. TpynoBas pyHKLMA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HanmeHoBaHue | BOKyMEHTOODOOpPOTA MO CTpaTernyeckomy Kog H/03.7 | (nogypoBeHb) 7
yrpaBneHnio NepcoHanom opraHmsauum KBanudgukaumm
MpouncxoxpgeHne Tpyooson 3anmcTBoBaHO
P A PYA OpwurunHan X
yHKLMM u3 opurnHana
Kon PerncrpaunoHHbIn
opuruHana Homep
npodeccuoHanbHoro
cTanfgapTa
TpyooBble AeNCTBUSA AHanu3 npoueccoB [OOKYMEHTOOOOpOTa, JoKanbHbIX [OOKYMEHTOB MO

BOMpoCcam ynpaBneHust nepcoHanoMm, 6M3Hec-NpoLeccoB oOpraHusauum,
yOOBNETBOPEHHOCTM NepcoHana

[oKkyMeHTaLUuoHHOe odopMIIeHNe pe3ynbTaToB YNpaBreHUs NepcoHarnoMm,
ero ayauta, paboTbl CTPYKTYPHbIX NoApa3aeneHuin

,D,OKyMeHTaLI,VIOHHOG N opraHm3aunmoHHOE COonpoBOXAEHUE CTpaTernd4eckoro
ynpasrieHna nepcoHasriom n pa6OTbI CTPYKTYPHbIX nop,pasp,eneHMPl

[MopgrotoBka NpeanoXeHwui No pasBuUTUIO CUCTEM YMpaBreHUs nepcoHarnom,
No HeobXOAMMbIM KOPPEKTUPYIOLLUM W NPEBEHTMBHbIM MepaM U Mo
NOBbILEHNI0 9P PEKTUBHOCTM paboTbl CTPYKTYPHBIX NoApa3geneHun

KoHTponb npoueccoB B 06nacT ynpasneHUst nepcoHanoM U paGoThbl
CTPYKTYPHbIX  MoAdpasgerneHvit, CcpaBHeHWe W aHanuM3  MpoLEeccos,
pe3ynbTaToB YNpaBfeHYeckMX MeponpuaTuii, onpederneHne akTopos,
BbI3bIBaIOLLMX OTKNOHEHME OT NMaHoBLIX Nokasartenen

CornacoBaHune u KOHTPOJNIb OO0roBopoB Mo Bonpocam W cucremam
CTpaTerm4eckoro ynpasrieHUda nepcoHarioMm u pa60Te CTPYKTYPHbIX
no,u,pa3p,eneHm7|, OopraHusauua npouenyp no Ux 3aknn4YeHunro

MogroToBka pe3ynbTaToB aHanmM3a COOTBETCTBUS OpraHusauuMuM M onnathbl
TpyAa nepcoHarna ycnewHbiM KopnopaTUBHLIM NpaKTUKam

BbinonHeHne TpeGoBaHUiA MO XpaHeHWo WHopMauMu o pesynbTaTax
OeNCTBMS CUCTEM CTpaTerMyeckoro ynpasrieHUss MepcoHanoM W paboThbl
CTPYKTYPHbIX NoapasaeneHunii

Heobxoammble ymeHusi AHanusmpoBaTb, paspabaTbiBaTe U 0POPMIIATL JOKYMEHTHI MO Npoueccam U
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

pesynbTataM  ynpaBfieHWst nepcoHarnoM U paboTe  CTPYKTYPHbIX
nogpasgeneHun

MNpumeHaTb MeToabl aHanu3a 6M3Hec-NPoLLEeCCOB OpraHn3aunm

Onpenenatb nporpaMmbl  OOCTWKEHMSI LeNel W peleHus 3agad
nogpasgeneHun

npOBOD,VITb ayanT CUCTeMbl ynpaBiieHnA nepcoHariom

npOBOJJ,I/ITb KOHTPONJIMHI CUCTEMbI ynpaBlieHnA nepcoHaniom

KoHTponupoBaTb GloMKeT Ha MepcoHan W ynpaBfeHue pacxodamu Ha
nepcoHan

OpraHn3oBbIBaTb COMNPOBOXAEHWE [JOroBOPOB MO BOMpOCaM ynpaBrieHus
nepcoHarnomM, BknoYasi npeaBapuTernbHble Npoueaypbl MO UX 3aKOYEHUO

OpraHu3oBbIiBaTh 3aKyrnodHble npoueaypbl, 0popMIATbL U aHanmM3npoBaTb
3aKyMOYHYI0 JOKYMEHTaLMIo

KoHTponupoBaTb 1M aHanmMaupoBaTb BOMPOCHI COLMANbLHOIO MapTHEPCTBA,
[O0roBOpbl MOCTaBLUUKOB YCyr

MpoBoauTb TMeperoBopbl U NpeAcTaBnsTb WHTEPECbl OpraHu3auuuM B
rocyqapcCTBEHHbIX —oOpraHax, MpogecCUoHarnbHbIX COl3ax W ApYrux
npeacTaBUTENbHbIX OpraHax PaBoTHWKOB M OpraHu3auusx no Bonpocam
nepcoHana

Bectn 4ernoByro nepenncky

PaGotatb ¢ WHOPMALMOHHBIMKM cucTEMamMU U Gasamy [OaHHbIX MO
nepcoHany, cucTeMam yhpaBreHusi MNepcoHarioMm U opraHv3auuu
AesiTENbHOCTU CTPYKTYPHBIX NoApasaeneHuin

ObGecneunBaTb kaapoBOe [OenonpoM3BOACTBO W AOKYMEHTaLUWOHHOE
COMPOBOX/JEHNE MNPOLECCOB MO YMPaBMeHW0 nepcoHanoMm u paboTe
CTPYKTYPHbIX NoapasaeneHun

OpraHI/I3OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUM C Tpe6OBaHMﬂMI/I
TPyaooBOro M apxmBHOIo 3akKoHOOAaTeslbCTBa Poccunckon CDe/J,epau,MM n
JTOKallbHbIMW aKTaMyn opraHmn3auunm

CobntogaTb HOPMbI 3TUKKU OETOBOro 00LweHus

HeobGxoanmble 3HaHWS KopropaTuBHasa KynbTypa, couuarnbHasi NonuTuKa, CUCTEMbl MOTUBALMK U
3 HEKTUBHOCTU YNpaBeHNs NepcoHarnom

MeToabl ynpasneHus passutmeM N 3MEKTUBHOCTLIO OpraHu3auumn, MeTofbl
aHanusa BbINOMHEHMS  NMNaHOB W MporpamMMm,  onpedeneHns  ux
3KOHOMUYECKON 3hPEKTUBHOCTU

MeToObl NpoBedeHWs ayauTa, KOHTPONs onepaTUBHLIX YNpaBreHYeckux
NpOoLIECCOB, COLIMONOTMYECKUX UCCreaoBaHuit

BusHec-nnaH n 6I/13HeC-I'IpOLI,eCCbI opraHusauumn
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

BiogpkeTHOe NnpoeKTnpoBaHune

OpraHu3saunoHHoe NPoeKTUpoBaHne

dopmbl, MeTodbl U CUCTEMbl MaTepuanbHOro U HemaTepuanbHOro
CTVMYNUPOBaHUS TpyAa nepcoHana

Cuctemsl cTaHgapToB no BusHec-npoLeccam, npocpeccusam
(cneumanbHOCTAM), HOPMbI TpyAa

MeToabl aHanmn3a KONM4YeCTBEHHOTO U KA4eCTBEHHOro cocTaBa nepcoHana

Kap,posaﬂ NOJINTUKa opraHn3aunmn

Mopsgok dopmupoBaHusi, BefeHMs ©OaHka [aHHbIX M NpeaoCTaBneHus
OTYETHOCTM MO CUCTEMAM YMpPaBIieHUsA NepcoHanom n paboTe CTPYKTYPHbIX
nogpasgeneHuin

OcHoBbI AOOKYyMEeHTaLlNOHHOIro obecneyeHuns, nopAaaokK O(bOpMﬂeHVIFI
OOKYMEHTOB, npenoctaBidaeMbliX B rocygapCTtBeEHHbIE opraHbil,
I'IpO(beCCVIOHaJ'IbeIe COH3bl, 0OLLIECTBEHHbIE opraHunsauunm

Llenv n cTpaterus passutus opraHusaumm

Mopsinok  npoBedeHVMs  3aKymouyHbIX  Mpouedyp W odopMneHus
COMYTCTBYIOLLEN AOKYMEHTaLMM

HopmaTtuBHble NpaBoBble akTbl, pPerynvpylliMe npasa U 006513aHHOCTM
rocyqapCcTBEHHbLIX OPraHoB W OpraHvM3auuv no MpefoCTaBrEHUD YYETHOM
[OKyMeHTaLum

CTpykTypa oOpraHMsauMm 1  BakaHTHble  JOJDKHOCTM  (npodeccun,
crneunanbHOCTK)

TpyOooBoe 3aKkoHOAATENbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYOOBOIoO
npaea

OcCHOBbI apxMBHOro 3akoHOgaTenbCTBa M HOPMaTUBHbIE NPaBOBble aKTbl
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMeEHTaLmMy No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuiickon deagepauum

OcHoBbI MUrpaumMoHHOro 3akoHopaTtenbcTBa Poccunckon depepaunn, B
4YacTu MPUBMEYEHUS U TPYLOYCTPOWCTBA MHOCTPAHHbIX rpaxaaH u nuuy 6e3
rpakgaHcTea

OcHosBbl aAMUHNCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactun ynpasneHnsa
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX Nl

3akoHogaTenbcTBO Poccuiickon ®epepaunm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTKMBHbIE aKTbl OpraHmsauun B obnactu ynpasneHusa
nepcoHasnom

Mopsaok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TVKM Aenosoro obLeHus
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

Basosble OCHOBbI MHbOpPMaTUKK, CTPYKTYpHOE NoCTpoOeHue
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaGoTbl C HAMM

[pyrue xapakrepucTumkm -

IV. CBegeHus o6 opraHmsaumnsx - paspaboTymnkax
npodeccnoHaneHoro cTaHgapTta

4.1. OTBEeTCTBEHHAs opraHusauusi-pa3paboTynk

O6wepoccuiickoe 06beguHeHne paboTtogaTtenen "PoccMinckumn coro3 NPOMbILLITEHHUKOB U
npegnpvHumaTtenen”, ropog Mocksa

McnonHuuTtenbHbin BuUe-npe3naeHT KysbmuHd Omutpuii Bnagnmuposuny

4.2. HanmeHoBaHuMs opraHM3aumnin-paspaboTynkos

1| AHO "HaumoHanbHOe areHTCTBO pa3BMTUSA kBanudukaumin", ropog Mockea

2 | Accoumauus (Coto3) "Accoumaumsi KOHCYNbTaHTOB No nogbopy nepcoHana", ropog Mocksa

3| N'pynna HeadHunter, ropog Mocksa

4| 3A0 "KPOK MHKOPIMOPEWTEL, ropoa Mocksa

5 | MHbopmaumoHHo-aHanuTnyecknii LeHTp "Kagposbin [Josop", ropog Mocksa

6 | MIO "OMNOPA POCCUIN", ropoa Mockea

7 | MexayHapoaHast accoumauus AenoBoro coTpyaHuyecTsa, ropog Mockea

8| HOYY AMNO "MHcTuTyT npodheccnoHansHoro kagposuka", ropog Mocksa

9 | HIM "Accouunauusa EBponenckoro 6usHeca", ropog Mocksa

10 | HM "BKK - HaumoHanbHbI coto3 kagpoBukos”, ropoq Mockea

11 | HM "MexayHapoaHbiin anbsHe "Tpynosas murpauus”, ropoa Mocksa

12 | HINM "HauuoHanbHas accoumaums oUCHbBIX CNeunannctoB U agMMHUCTPATUBHBIX paboTHMKOB",
ropog Mockea

13| HIM MHO "Accouunauuns meHempxkepoB Poccun”, ropog Mockea

14 | HM CYP3 "HauuwoHanbHasa koHdenepaums "Pa3suTne vyenoBeveckoro kanurana", ropog Mocksa

15| OAO "BOHX" (FTAO BBL), ropog Mocksa

16 | OAO "lasnpom HedpTb-HoBOCKMOUPCK", ropog HoBocubupck

17 | OAO "ObbveauHeHHasi cygocTpouTenbHasi kopnopaums”, ropog Mockea

18 | OAO "P>K[", ropog Mocksa

19 | OAO "CaxanuH SHepaxu MHBecTmeHT KomnaHun", ropoa KOxxHo-CaxanuHek
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
yNpaBneHuo NepPCoH...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHusi: 07.04.2016

20| OAO "TatHedTb" menn B.[0. WawwuHa, ropoa KasaHb

21| OAO "Hay4yHo-npousBoacTBeHHOe obbeanHeHne "Hayka", ropog Mocksa

22| 000 "LG Electronics Rus", ropoa Mockea

23| 000 "busHec lMNMcuxonorn SHL Russia & CIS HIMT", ropoa Mocksa

241000 "UT-CK", ropog Mockea

25| 000 "Nykonn-UrxumHupunr", ropon Mocksa

26 | 000 "OKB 3enut", ropog Mockea

271000 "MeTtponnym TpenguHr", ropoa Mockea

28| 000 "Tonwurpad-3awmra”, ropoa Mocksa

29| 000 "UeHTp kagpoBbix TexHonorun - ObyyeHue. Ctaxnposku. TpygoycTponcTo", ropoa Mockea

30 | Poccunckoe npeactaButenscTBo "Coleman Services UK" ("KoynmaH Cepsucus"), ropog Mocksa

31 | Toproso-npomebilwneHHas nanata Poccunckon ®egepaumm, ropog Mocksa

32| ®I'bOY BIMO "MocKoBCKMIA rocyaapCTBEHHbIN yH1BepcuTeT umeHn M.B. JlomoHocosa", LLikona
AvpekTopa no nepcoHany, ropog Mocksa

33| ®Ir'bQY BMNO MCY, ropoa Mocksa

34| QY BIMO MBCH, ropog Mockea

35| ®I'bOY BINO Cubupckuin rocygapCTBeHHbIN yHUBEpCUTET nyTen coobueHus (CIYTIC), ropon
HoBocunbupck

36 | PI'BY "Hay4dHo-nccnegosaTenbCknii MHCTUTYT TpyAa M coumanbHOro ctpaxoBaHusa" MuHmucTepcTea
Tpyaa u coumansHomn 3awntbl Poccuinckon ®egepaunn, ropoa Mocksa

37| ®Iryr "Moyra Poccun", ropog Mockea

38 | ®K "Ypancnb", ropog Mocksa

<1> O6Lepoccunckmii krnaccudmkaTop 3aHATUN.

<2> Ob6Lepoccumncknii krnaccudmkaTop BUAOB SKOHOMUYECKON OEATENBHOCTMU.

<3> EguHbIN KBanMMUKaUMOHHLIA CMPaBOYHUK [OSMKHOCTEW PYKOBOAMTENEW, crneuuannctoB u Opyrux
crnyxawmx.

<4> QO6wepoccuicknii  kraccudumkaTop npodeccuin pabounx, OOJPKHOCTEM cryXawmx U TapudHbIX
pas3psiaoB..
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