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MWHUCTEPCTBO TPYOA U COLUMATIBbHON 3ALLUUTBI POCCUUCKON ®EQEPALIMA
NMPUKA3
OT 9 MAPTA 2022 rOOA N 109H

OB YTBEPXOEHUU NPO®ECCUOHAIIbHOIO CTAHAOAPTA "CNELUWAINUCT MO YNPABJIEHUIO
NEPCOHAJIOM"

B cootBeTcTBUM Cc nyHkTOM 16 [NpaBun paspaboTku 1 yTBERXAEHUS NPOECCUMOHaNbHbIX CTaHAARTOB, YTBEPXKAEHHbIX
nocraHoenexnvem [paButenbctBa Poccunckont ®enepaumm ot 22 ganeapa 2013 . N 23 (CobpaHue 3akoHopaTenbcTBa
Poccunckon ®epepaumm, 2013, N 4, c1.293; 2014, N 39, c1.5266),

npuvkKasbiBato:

1. YTBEpauTb Npunaraemblvi npodieccrmoHanbHbin cTaHaapT "CneLmanmcT no ynpasneHuio nepcoHanom”.

2. lMpusHaTb yTpatuswnM cuny npukas MuHucTepcTBa Tpyda W couumanbHon sawutbl Poccuiickon Penepaumun ot 6
okTabpsa 2015 . N 691H "O6 yTBERXKAEHUN NpOodieccrMoHanbHOro craHaapTa "Cneumanuct no ynpaBleHuo nepcoHanom"
(3apeructpuposaH MuHnctepcTeom toctuumm Poccuickon ®enepaumm 19 oktsabpsa 2015 r., pernctpaumoHHbii N 39362).

3. YCTaHOBUTb, YTO HACTOALLMIA NpuKa3 BCTynaeT B cuny ¢ 1 ceHTabps 2022 r. u gencteyeT 4o 1 ceHTabps 2028 r.

MwuHucTp
A.O.KoTsikoB
3apernuctpupoBaHo
B MuHMCTEpPCTBE IOCTULIMM
Poccuinckon ®enepaumu
8 anpens 2022 roga,
pernctpaumoHHbin N 68136
YTBEPXOEH

npukasom MuHuctepcTBa
TpyAa n coumanbHOM 3almThbl
Poccunckoun ®epepauumn

ot 9 mapTta 2022 roga N 109H

NMPO®ECCUOHATbHbIA CTAHOAPT

CNEUMATIUCT NO YNPABJIEHUIO NMEPCOHAJIOM

| 559
PernctpaLumnoHHbI Homep

COOEPXAHUE
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|. O6Live cBeaeHus

II. Onucanue TRYAOBbLIX (QYHKLIMNW, BXOOALWMX B NpOheccuoHanbHbii  CTaHaapT  (yHKUMOHanbHag kKapTa  Buaa
npodeccuoHanbHON AeaTenbHOCTH)

lll. XapakTepucTrka 0606LLEeHHbIX TRYAOBbLIX (YHKLINA

3.1. O606uleHHas TpyaoBasa dhyHkuma "[lokymeHTaumoHHoe obecneyeHve paboThl ¢ nepcoHanom"”

3.2. O606uleHHas TpyaoBasa dhyHkuma "[leaTtenbHOCTb No obecnevyeHunto nepcoHanom”

3.3. O606uieHHas TpyaoBas hyHkums "[leaTenbHOCTL NO OLeHKe 1 aTtTecTauumn nepcoHana”

3.4. O606ueHHas TpyaoBas dhyHkuma "[leaTensHOCTL N0 Pa3BUTUIO NepcoHana”

3.5. O606uleHHas TpyaoBas dhyHkuMs "[leaTenbHOCTL N0 OpraHu3aLv TRYAA U onnarthl nepcoHana”

3.6. O606uleHHas TpyaoBas dhyHkuMs "[leaTenbHOCTL N0 HORPMMUPOBAHUIO KOPMORATUBHOW COLIMANbHOW NONUTUKKL"

3.7. Ob6obuieHHaa TpyaoBasa dyHkumsa "OnepalyoHHOe yNpaBneHWe NepcoHanoM W CTRYKTYPHLIM NoApasfaeneHveM
opraxHmsaummn”

3.8. O606LeHHas TpyaoBasa dhyHkuma "CTparernyeckoe ynpaeneHve nepcoHanom"

1V. CBeneHunst 06 opraHusaLmsax - paspaboTymkax npodeccnoHanbHOro cranaapTa

. OBLUWME CBEOEHUA
YnpasneHne nepcoHanom opraHnsaumm 07.003
(HaumeHoBaHue Buaa npodeccrMoHansHoOM A4eATENbHOCTH) Kog

OcHoBHas uernb Braa npodeccnoHanbHom OeaTenbHOCTH:

ObecneyveHune ahheKTUBHOrO OYHKLMOHMPOBAHMSA CUCTEMbI YNPaBEHUS NEPCOHANIOM 4SSt JOCTUXKEHUS
uenen opraHnsauum

Ipynna 3aHATMI:

1212 YnpasnsioLwme TpygoBbiMU pecypcamu 2423 CneumanncTbl B obnactu
nogbopa 1 ncnonb3oBaHus
nepcoHana

2424 CneumanucTbl B 0bnact nogrotToBku u - -

pasBMTUSA NepcoHana

(kop OK31) (HanmeHoBaHue) (koo OK3) (HanmeHoBaHue)

1 O6Lepoccuickmii knaccumKaTop 3aHATUN.

OTHeceHune K BUaaM 3KOHOMUYECKON OeATENbHOCTY:

| 01-99 | Bce Buabl 9KOHOMUYECKOW OeATENbHOCTHU
(kon OKB3/12) (HaMmeHoBaHMe B1aa 3KOHOMNYECKON OeATENbHOCTHN)
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CtpaHuua 3

2 O6LLEepoCCHtCKMiA KnaccumnkaTop BUAOB 3KOHOMUYECKON AeATENLHOCTU.

Il. OMUCAHUE TPYOOBbIX ®YHKLMWA, BXOAALWMX B NPOGECCUOHATNbHbLIA CTAHOAPT
(PYHKLUMOHANBHASA KAPTA BUOA MPO®ECCUOHATIBHON OEATENIbHOCTH)

O606LLeHHbIE TPYAOBbIE (DYHKLMK

TpygoBble yHKLMM

Kog

HanmeHoBaHue

YpPOBEHb
KBanudmkaumm

HanMmeHoBaHue

Kon

YpPOBEHb
(nogypoBeHb)
KBanudmkaumm

[okymeHTaLnoHHOe
obecneyeHne paboTbl ¢

nepcoHarnom

BeneHune OOKyMeHTauun no
y4eTy n ABMXeHU0 nepcoHana

A/01.6

6

Pa3paboTka TMnoBbIx hopm
[OKYMEHTOB MO Y4eTy U
ABWDKEHUIO NMepcoHana,
COMpOBOXAEHME Npouenyp
ochopMneHns TPyoOBbIX
OTHOLLEHUIA

AJ02.6

AOMWHUCTPUpOBaHWe
npoLeccoB 1
[OKyMeHToob0pOoTa Mo yyeTy u
[ABWDXEHUIO NepcoHana,
NpPeLCTaBMNEHUI0 JOKYMEHTOB
no nepcoHany B
rocygapCTBeHHbIe opraHbl

A/03.6

[eatenbHocTb NO
obecneyeHuto nepcoHanom

C6op nHgopmanmm o
noTpebHOCTAX opraHM3aumu B
nepcoHane

B/01.6

Mowuck, npuenevenne, nogbop n
oTbop nepcoHana

B/02.6

ALOMUHUCTPMPOBaHWE
npoueccoB obecneveHus
nepcoHanom u
COOTBETCTBYHOLLEMO
AOoKymeHToobopoTa

B/03.6

[leaTenbHOCTL NO OUEHKE
n artrectauun nepcoHana

OpFaHVI3aL|,I/IF| n npoeegeHne
OLIeHKM nepcoHana

C/01.6

OpraHusauus n nposegeHne
aTTecTauum nepcoHana

C/02.6

AOMUHUCTPUPOBaHKE
NpOLIECCOB NPOBEAEHUS OLIEHKU
1 aTTecTauum nepcoHana u
COOTBETCTBYIOLLEro
AOKyMeHTooGopoTa

C/03.6

[eatenbHOCTb Mo
pa3BMTMIO NepcoHana

OpraHusauus 1 nposegeHne
MEPOMPUATMI MO Pa3BUTHIO U
NOCTPOEHNIO
npodeccuoHansHoOM Kapbepbl
nepcoHana

D/01.6

Opranusaumsa oby4eHus
nepcoHana

D/02.6

OpraHunsaumsa agantaumm u
CTaXXUPOBKM NepcoHana

D/03.6

AOMUHUCTpUpOBaHWe
MPOLIECCOB pasBUTHS 1
NoCTPOeHUs!

D/04.6
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NpodeccMoHanbLHOW Kapbepsbl,
obyyeHus, aganTtauum,
CTaXXWUPOBKM NepcoHana u
COOTBETCTBYHLLEN
AoKymeHToobopoTa

E [eatenbHOCTb Mo

opraHunsauun Tpyga un
onnartbl nepcoHana

OpraHusauus Tpyaa nepcoHana

E/01.6

OpFaHVIG}aLI,MFl onnatbl Tpyaa
nepcoHana

E/02.6

AOMUHUCTPUpOBaHWe
npoLLeCccoB opraHn3aumu Tpyaa,
onnarbl nepcoHana u
COOTBETCTBYHOLLEMO
[OKyMeHToobopoTa

E/03.6

F [eatenbHOCTb Mo
hopmMUpoBaHUIo

KopnopaTusBHOWM

Pa3paboTka KopnopatusHom
coumnanbHOW NOMUTUKN

F/01.6

coLmanbHOM NONMUTUKK

Peanusaums kopnopaTuBHOWA
couunanbHOM NOMUTUKK

F/02.6

ALOMUHMCTPMPOBaHWeE
NpoLeccoB KopnopaTUBHOM
coumanbHOWM NONMUTUKA U
COOTBETCTBYHOLLEMO
AOKymeHToobopoTa

F/03.6

G OnepaumoHHoe

U CTPYKTYPHBIM
noapasaeneHmem
opraHmsauum

ynpasneHne nepcoHanom

Pa3paboTka cuctembl
onepaumoHHOro yrnpasneHus
nepcoHanom v paboThbl
CTPYKTYPHOro nogpasaeneHus
opraHu3aumm

G/01.7

Peanusaumsa onepaunoHHOro
yrpaBeHusi NepcoHanom u
paboTbl CTPYKTYPHOIO
nogpasgeneHns opraHmsaumm

G/02.7

PaspaboTka u conpoBoxaeHue
npouecca undposnsaumm n
aBTOMaTU3aLumW ynpaBneHus
nepcoHanom

G/03.7

AOMUHUCTPUpPOBaHMe
MpoLEeCcCcoB OnepaLnoHHOro
ynpaBneHusi NepcoHanom u
paboThbl CTPYKTYPHOIO
noapasgeneHns opraHsaumm u
COOTBETCTBYIOLLEO
AokymeHToobopoTa

G/04.7

H Crparernyeckoe

ynpaeneH1e nepcoHanom

PaspaboTka cuctemol
CTpaTernvyeckoro yrnpasrneHus
nepcoHanom

H/01.7

Peanusaumsa cuctemsol
CTpaTerMvyeckoro ynpasneHus
nepcoHanom

H/02.7

AOMUHUCTPUpOBaHWe
NpoLIECCOB CTPATErnyeckoro
ynpaBneHusi NepcoHanom u
COOTBETCTBYIOLLENO
JOKyMeHToobopoTa

H/03.7
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ll. XAPAKTEPUCTUKA OBOBLLUEHHbIX TPYOOBbIX ®YHKLUA

3.1. OBOBUWEHHASA TPYOOBASA ®YHKLIUA

HaumeHoBaHMe [loKyMeHTaLMoHHOe Kon YpoBeHb 6
obecneyeHne paboTbl ¢ KBanudmkaumm
nepcoHanom

MNpoucxoxaeHne Opwurunan X 3anMmMcTBOBaHO 13

0606LeHHON opurmHana

TPYAOBON yHKUNM

Kog opurnHana

PernctpaumoHHbIn
Homep
npodgeccrmoHansHoro
cTaHgapTa

Bo3moxHble
HanMeHoBaHUSA
[JOImKHOCTEN,
npodeccuin

Cneuuanuct no O(bOpMJ'IeHI/IIO TPyAoOBbIX OTHOLLUEHUN
Cneuuanuct no OOKYMEeHTaunOHHOMY obecneyeHnto nepcoHana
Cneuuwanuct no nepcoHany

Creuuanuct no kagpam

TpeboBaHus K
obpasoBaHuio n
oby4eHuto

CpegaHee npogeccroHansHoe o6pasoBaHue - NporpamMmmMbl MOATOTOBKM
creumanucToB CpeaHero 3BeHa 1 AoMNornHuTernbHoe npogeccroHansHoe
o6pasoBaHue - nporpammMbl NPOdECCMOHaNLHON NepernoaroTosku B obnactu
yrnpaBneHys NepcoHanom unm B 0bnacTv AoKyMeHTaumnoHHoro obecneveHns
paboThbl C NepcoHanom

nnm
Bbicwee obpa3oBaHue - 6bakanaspuat

nnm

Bbicwee o6pasoBaHme (HenpodunbHoe) - bakanaspuaT 1 4ONONHUTENBHOE
npodeccnoHansHoe obpasoBaHue - NporpaMmmbl NPodECCMOHANbHOM

nepenoAroToBkM B 0bnacTu ynpasrieHusi NepcoHanomM unu B obnactu
OOKYMEHTaLUMOHHOro obecnevyeHns paboTbl C NepCcoHanom

TpeboBaHus K OnbITy
npakTuyeckon paboThbl

He meHee Tpex neT B cdhepe yrnpaBneHusi nepcoHanom npu Hanmumm cpegHero
npodeccroHanbHoro o6pasoBaHms U AONOMHUTENBLHOMO NPOECCUOHANBHOMO
06pa3oBaHus - Nporpamm NPogeCCMOoHanbHOM NepenoaroToBkM B obnactm
ynpaeneHus nepcoHanoM unu B o6rnacTtu 4OKYMeHTaLMOHHOro obecneyeHuns
paboTbl C NEPCOHaNom

Ocobble ycnosusi
ponycka kK pabote

Lpyrne xapaKkTepucTuku

D,OI'IOJ'IHI/ITGJ'II:H ble XapaKTepUucTukun

HaumeHoBaHune Ko HaunmeHoBaHue 6a30BoV rpynmbl, AOMKHOCTM (Npodheccun) nnm
AOKyMeHTa crneunanbHOCTK
OK3 2423 Cneumannctbl B 0b6nactn nogbopa 1 Ncnonb3oBaHUsA nepcoHana
EKCZ - Cneumanuct no kagpam
- MeHenxep no nepcoHany
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oknaTp 4 26583 Cneuunanuct no kagpam
OKCO % 5.38.03.02 MeHemKMeHT
5.38.03.03 YnpaBneHne nepcoHanom
3 EAuHBLIN KBaNMMUKaLIMOHHBIN CNPaBOYHUK JOMMKHOCTEN PYKOBOAMTENE, CMeLmanvMcToB U OpYruxX CryKallmx.
4 O6LIepOCCHINCKMA KnaccuukaTop npodeccuii paboymx, AOMKHOCTEN CryXalyx 1 TapudHbIX Paspsaios.
5 O6ulepoccuiicknin knaccudukaTop cneumanbHoCTel No 06pas3oBaHui.
3.1.1. TpynoBas cpyHKUUSsA
HavnmeHoBaHue BeneHue Kon A/01.6 YpoBeHb
OOKyMeHTaLmMu no (nogypoBeHb)
YYETY U ABUXKEHNIO KBanudmkaumm
nepcoHana
MNpoucxoxaeHwe OpwuruHan X 3anMmMcTBOBaHO 13
TPYy£oBOWN (PyHKUMM opurnHana
Kop opuruHana PeructpaunoHHbIn
Homep
npodeccmoHanbHoro
cTaHgapTa

Tpynosble oencTeua

C60p 1 npoBepKa NUYHbLIX AOKYMEHTOB pabOTHNKOB

KoHcynesTupoBaHue paboTHUKOB MO BONpocam 0hOpMeHnst TpyAOBbIX
OTHOLLEHUN

OdhopmrieHre 4OKYMEHTOB, pernameHTUpYOWMX TPYAOBbIe OTHOLLEHUS C
KOHKPETHbIM paBOTHUKOM

MoagrotoBka u O(bOpMJ'IeHI/Ie no 3anpocy pa6OTHI/IKOB M OOMMKHOCTHbIX NAL, KOMWRA,
BbINMNCOK N3 KaapoBbiX OOKYMEHTOB, CMpaBoK, I/IH(bOpMaLLI/IVI O CTaxe, Nnbrotax,
rapaHTuax, KoMmneHcaunax n NHbIX CBEeAEHNN O pa6OTHVIKaX

Bblaaya paGoTHMKY JOKYMEHTOB O €ro TPYAOBOW AEATENbHOCTU

[oBeneHue o ceeaeHUs paboTHUKOB OpPraHN3aLMOHHBIX, PpacnopsanTeNbHbIX U
KaZpoBbIX JOKYMEHTOB OpraHu3aumm

BeneHue yyeta, npeaycMoOTpeHHOro TPYAOBLIM 3akoHoAaTenbCTBOM Poccuiickoi
depepaunn

PeFI/ICTpaLI,I/IFI, Y4eT, onepatnBHOE XpaHeHne KagpoBbIiX JOKYMEHTOB, NOAroTOBKa
MX K coavye B apxumB

Pabota B KopnopaTUBHbIX Y BHELLUHUX MH(OPMALIMOHHBIX CUCTEMAX U
“cnonb3oBaHWe LNGPOBLIX CEPBUCOB, BbIMOMHSIOWMX (PYHKLMM BEAEHUS
AOKYMEHTaLMW Mo ABWKEHWIO U YYETY NepcoHana

Heobxoammble yMeHUs

[oKymeHTUpoBaTb TPYAOBble OTHOLLUEHWS pa3nnYHbIX KaTeropuin paboTHMKOB 1
cneumanbHbIX CyObEKTOB TPYAOBOrO NpaBa B COOTBETCTBUM C AEWCTBYHOLLMM
3aKkoHogaTtenbcTBoM Poccuiickon degepaumm, pernameHtamu (CTaHgapTamu)
AOKyMeHToobopoTa opraHusaumum

BbISIBNSATH OLIMOKU, HETOYHOCTU, UCMIPABMNEHUS] U HEQOCTOBEPHYI MH(OPMaLIO B
AOKYMEHTax, OnpeaensiTb NoArMHHOCTb NPEACTaBNEHHbIX JOKYMEHTOB

Bectun y4yeT n perncrtpauynio JOKyMEeHTOB B I/IH(*)OpMaLI,I/IOHHbIX CcucrtemMax n Ha
MaTepuarbHbIX HOCUTENAX

PabotaTb co cneuuannanMpoBaHHbIMK MHADOPMALMOHHBIMU CUCTEMAMM U
LMdPOBLIMY CepBUCaMM MO BEAEHUIO y4eTa U ABWKEHMWIO NepcoHana

BecTtu genoeyto nepenuncky, 4OKYMEHTOOGOPOT, perfiamMmeHTPOBaHHbIN
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paGOTHVIKaMI/I, BHELWWHUMW KOHTpAreHTamMmm un rpaxgaHamu

3akoHogaTtenbcTBoM Poccuiickon degepauum B 0b6rnactu TpygoBbIX OTHOLLEHWI, C

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTenbLCcTBa Poccuinckon
depepaunm n kKopnopaTUBHLIX NONUTUK B 06nacTn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHLMANbLHON HOopMaLmn

CobnogaTb HOPMbI 3TUKM AENOBOro 06LIEHMUS

Heobxogumble 3HaHUSA

Mopsgok ohopmrieHnsi, BeOeHUs U XpaHeHNs AOKYMEHTOB No 0hOpMIIEHNIO
TPYAOBbIX OTHOLUEHWI, MO YyNpaBneHuto NepcoHanoM B COOTBETCTBUN C
TpeboBaHMAMM 3akoHogaTenbcTBa Poccuiickon ®egepaunm n kopnopaTtueHbIMU
nonuTUKamu

Llenn 1 3agaym opraHvsaumm no NOCTPOEHUI0 CUCTEMbI OCPOPMIEHNS TPYAOBbIX
OTHOLLEHUN

TapudHo-kBanM@puKaunoHHbIe CNpaBovHKKN paboT u npodeccuii paboumx n
KBann@UuKaLMOHHbIE XapaKTePUCTUKN AOMKHOCTEN CRyXaLlmX,
npodeccroHanbHble CTaHAapThbl

CneunanunsnpoBaHHble MHPOPMALIMOHHBIE CUCTEMBI, LIMCPPOBLIE YCIYTn 1
CEepBUChbI MO BEAEHUIO YYETA U ABMXKEHUIO NEPCOHANa, rpaHnLbl UX NPUMEHEHWs!

OCHOBHblE METPUKM 1 aHanUTUYECKe cpesbl B 0GnacTn ABUKEHNUS 1 yyeTa
nepcoHana

Mopagok ocbopMeHnsa YCTaHOBIEHHbIX 3aKOHOA4ATENLCTBOM Poccuiickomn
denepauun hopm OTHETHOCTU B rOCYAapPCTBEHHbBIE OpraHbl

TpeboBaHusa 3akoHoaaTenbcTBa Poccuiickon denepauum no oopmneHmo
TPYyOoBbIX OTHOLIJeHVII7I, BOWMHCKOMY y4eTy, yBeOMITIeEHUNIO N npencTtaBneHno
OTYETHOCTU B rocyaapcCTBeHHbl€ OpraHbl cneunanbHbIX KaTeropvu7| pa6OTHI/IKOBZ
WMHOCTPaHHbIX pabOTHMKOB 1 NnL 6e3 rpagaHcTBa, MHBaNWAOB, NUL, UMEHLLINX
rapaHTun u nbroTbl, YCTAHOBNIEHHbIE 3aKOHO4ATEelbHO, N APYTruX cneunarbHbIX
KaTeropumn

HopmaTturBHbIE NpaBOBbIE aKkThbl, ONpeaensowmne HopMmbl TPYAOBOIO NpaBa
Poccuickon ®enepaumm

3akoHogatenbcTBO Poccuiickon Pegepaummn o6 nHanBmayansHOM
(nepcoHndULMpoBaHHOM) y4eTe B cucteMe o6a3aTenbHOro NeHCUOHHOMo
CTpaxoBaHus

3akoHogaTtenbcTBo Poccunckon ®eaepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpPraHM3aLnn, PErynupytoLLme nopsaok
0opopMIeHNst pacnopsanTENbHbBIX U OpPraHM3aLMOHHbIX JOKYMEHTOB MO
nepcoHany, oopMIEHNIO TPYOAOBbIX OTHOLLEHWIA

MpaBuna BegeHnsa oenoBon nepenmncku

HOprI 3TUKW 0enoBoro obLueHus

Opyrvue xapaktepuctuku | -

3.1.2. TpynoBas ¢pyHKUusA

HanmeHoBaHue

MpoucxoxgeHme
TPYOOBOW (OYHKLMN

YpoBeHb
(noaypoBseHb)
KBanudmkaymm

Pa3paboTka T1noBbIX Kon A/02.6
hopM LOKYMEHTOB MO
yyeTy 1 ABWXEHUIO
nepcoHana,
COMpOBOXAEeHWEe
npoueayp
odopmreHus
TPYOOBbIX OTHOLLEHWI

3anmMcTBOBaHO U3
opurMHana

OpwruHan X

Kog opurnHana

PernctpaumoHHbIn
HoMep
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npogeccrMoHansHoro

CTaHaapTa

TpyaoBble AencTBuA

PaspaboTka NPOEKTOB NMoKarbHbIX HOPMaTMBHbLIX aKTOB OpraHu3auum,
perynupyroLmx TpyaoBble OTHOLLEHNS

Pa3spaboTka NpoeKkToB AOKYMEHTOB N0 OPOPMIIEHMIO TPYAOBbLIX OTHOLLEHWI C
KOHKPETHbIM pabOTHMKOM

MogroToBka NpeanoXeHUi No onTUMM3aumnmM opM AOKYMEHTOB M LIMDPOBMU3aLMM
[OKyMeHToo6opoTa opraHu3aumm B 06nacti ohopMIieHnst TpYLOBbLIX OTHOLLEHWIA

MoarotoBka NPOEKTOB AOKYMEHTOB MO NpoLeaypamM yrnpaeneHust epcoHarom,
yyeTa u ABWXKeHUs nepcoHana

MoaroTtoBka no 3anpocy rocyaapCTBeHHbIX OpraHoB, NpeacTaBUTENbHbLIX OpraHoOB
paGOTHMKOB opurnHanos, BbINMUCOK, Konumn OOKYMEHTOB U npeaocTtaBrieHne B
9NEeKTPOHHOM BMae cBegeHun, pernaMmeHTUpyrowmnx TpyaoBble OTHOLWLIEHNA U
UMEIOLLIMX OTHOLLIEHME K perfiameHTauumn TpyaoBbIX OTHOLLEHNIA

MoaroToBka 3anpoCOB B roCyAapCTBEHHbIE OpraHbl U CTOPOHHWE OpraHu3auum
ONs NOATBEPXAEHNS CBedeHuii B MHTepecax paboTHMKOB U paboToaartens

MoarotoBka yBegOMMNEHUN, OTYETHOMW, CTaTUCTUHECKON N aHaNUTUYECKOMN
MHdopMaLmn No 0PopMIAEHUIO TPYOOBbIX OTHOLLIEHUI

Heobxogmmble ymMeHUs

Pa6otaTtb co cneunann3npoBaHHbIMU I/IHd)OpMaLLI/IOHHbIMI/I cucremamm,
LI,I/I(*)pOBbIMVI ycnyramu n cepemucamm no BeeHuto y4eta n ABMXeHU0 nepcoHana,
COonpoBOXAOEHUIK TPyAOBbIX OTHOLUEHUN

AHanuanpoBaTh JIokarnbHble HOPMaTUBHbIE aKTbl U JOKYMEHTbI MO OYOPMIIEHMIO
TPYOOBbIX OTHOLLEHWI, OpMUPOBaTL NPEOSIOKEHNS MO UX aKTyanusaumum u
yNyyLLEHUNIO

Onpenensite CTPYKTYPY W coaepkaHne, roTOBUTb MPOEKTbl HOPMAaTHBHbIX
AOKYMEHTOB M JOKYMEHTOB MO OYOPMIIEHUIO TPYAOBbIX OTHOLLEHWIA

OdopmnaTb KaapoBble JOKYMEHTbI B COOTBETCTBUM C TPEOOBaHUAMYU
3akoHogatenbcTBa Poccuiickon ®egepaumm n nokanbHbIMM HOPMaTUBHbBIMA
aKkTamu opraHusaumm

O6ecneuynBatb cobntogeHe TpeboBaHU 3akoHogaTenbLcTBa Poccminckon
denepaunn, KOpnopaTUBHbLIX NOAUTUK B obriacTn 06paboTkm NepcoHanbHbIX
OaHHbIX U KOHpMAaeHUMansHOW nHdopmMaumm

BecTtu genosyto nepenucky

CobnogaTb HOPMbI STUKM AENOBOro 06LLEHUS

Heobxogumble 3HaHUSA

HopmaTuBHbIe NpaBoBbIe akTbl, ONpeaenstoLmMe HOpMbl TPYAOBOIO Npaea

OcCHOBbI apXMBHOTIO 3aKOHOAATENLCTBA Y HOPMATUBHbIE NMPABOBbLIE AKThbI
Poccuiickon depepaummn B obnacty ooopmeHmnsi, BEAEHUS U XpaHEHUS
OOKYMEHTOB MO 0CPOPMIIEHUIO TPYAOBLIX OTHOLLEHUM

3akoHogaTtenbcTBo Poccunckon ®egepaumm 06 nHaMBuayansHOM
(nepcoHMpUUMPOBaHHOM) y4eTe B CUCTEME 00S3aTENBHOIO NEHCUOHHOTO
CTpaxoBaHus

Mopsiaok odopMneHns NepBUYHbIX JOKYMEHTOB ANS Lienen ByxrantepcKkoro
y4yeTa B cdpepe ohbopMieHns TPyAOoBbIX OTHOLLEHNI

TapudHo-kBanM@puKaLnoHHbIE CNpaBoYHMKN paboT u npodeccuii paboumx n
KBann@UuKaLMOHHbIE XapaKTEPUCTUKN JOMMKHOCTEN CIyXaLLKX,
npodeccnoHanbHble cTaHaapTbl

TexHonoruu, MeTofbl U METOAVKM NPOBEAEHUsI aHanusa u cuctemaTmsaumum
[OKYMEHTOB U MHpopMaLmu

3akoHopaTtenbcTBO Poccuiickon depepaLmm 0 nepcoHarnbHbIX AaHHbIX

Llenu n 3agayn opraHmsaumm no NoCTpoeHnto cuctembl opopMIeHNs TPYAOBbIX
OTHOLLIEHWUI

JlokanbHble HopMaTUBHBIE aKTbl OpraHM3auum B 06rnact opopmreHns
pacnopsiaMTenbHbIX U OpraHM3aLMOHHbIX, MHEOPMALMOHHO-CNIPABOYHbIX
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OOKYMEHTOB, perynmpyrLwinx TpygoBbie OTHOLWEHUA

CneunanunsnpoBaHHble MHDOPMaALMOHHbIE CUCTEMBI, LIMCPPOBBIE YCIYT 1
CEepBUCbI MO BEAEHUIO yYeTa U ABMXKEHUIO NEpPCOHana, rpaHuubl UX NpUMeHeHus!

OcHoBHble MEeTPUKN N aHaNTMTU4eCKne Ccpesbl B obnactu OBUXEeHUA 1 y4yeTa
nepcoHana

MpaBnna BegeHnsa oenoBon nepenmncku

HOprI 3TUKN 0enoBoro obLeHus

[Lpyrve xapakTepuctukm | -

3.1.3. TpynoBas ¢yHKUusA

HanmeHoBaHue

MpoucxoxgeHme
TPYOOBOW (OYHKLUN

AAMUHUCTPUPOBaHWE Kop, A/03.6 YpoBeHb
npoLEeccoB U (nogypoBeHb)
[OKyMeHToobopoTa no kBanudukaumm

YUYETY 1 ABWKEHIO
nepcoHana,
NPeACTaBnNeHuIo
[OKYMEHTOB o
nepcoHany B

rocyfapCTBeHHble
opraHbl
OpwiruHan X 3aumcTBOBaHO 13

opurmHana

Kog opurnHana

PernctpaumoHHbIn
Homep
npodeccrMoHansHoro
cTaHgapTa

TpyooBble gencTeus

OpFaHVI3aLI,VIF| ,IJ,OKyMeHTOO60pOTa Nno y4deTy n ABMXEeHUo nepcoHana

Opl’aHVI3aLI,VIFI npeacrtaBneHna JOKYMEeHTOB Mo nNepcoHally B rocyaapCTBEHHbIE
opraHbl

MoaroTtoBka yBeOOMMNEHWIA, OTYETHOW, CTaTUCTUYECKOM U aHaNnTUYeCKon
MHpopmaumm no nepcoHany

MogroToBka MHOpPMaLUK O 3aKMYEHUW TPYAOBOIO UMK rpaxaaHCcKo-NpaBoBoOro
[O0roBopa Ha BbINONHEHNE paboT (oKasaHue yCnyr) ¢ rpaxgaHnHOM, 3aMeLLaroLLnm
OOMKHOCTW rocy4apCTBEHHOW UM MYHULMMANbBHOW CNy>0bl, NepevyeHb KOTOpbIX
yCTaHaBNMBaeTCa HOpMaTUBHLIMK NPaBoBbIMK akTamu Poccunckon ®egepaumm

Heobxoaumble
YMEHUS

Od)OpMJ'IﬂTb Y4Y€THbIE OOKYMEHTbI, NpefocTaBlid€eMble B roCyaapCTBEHHbIE OpraHbl,
npeacrtaBuUTeribHble OpraHbl pa6OTHVIKOB

OpraHn3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBUM C TpebOBaHUSIMU
3akoHoaatenscTBa Poccuickon degepaumm n nokanbHbIMM HOPMATUBHBIMU
aKTamu opraHusauum

Pa6oTtatb I/IH(bOpMaLI,I/IOHHbIMI/I cucreMamm, Lll/l(*)pOBblMM ycnyramu n cepsucamm
no BeAeHuto y4eTa 1 ABMXEeHUI nepcoHana

Pabotatb ¢ MHOPMaLMOHHLIMM CUCTEMAMM, LMKPOBLIMK YCITyraMu U cepBUcamm
no BeEeHWI0 CTaTUCTUYECKOW M OTYETHOM MHPOPMaLIMN U aHaNUTUKK MO nepcoHany

dopmrpoBaTb NPEANOXEHUs MO aBTOMaTU3aLMM 1 LMdpoBM3aLmMm NPoOLLECCOB U
[OKYMeHTooB60opoTa Mo y4eTy U ABMKEHWUIO NepcoHarna, AOKYMEHTOB Mo NepcoHany
ANs NpeacTaBneHus B rocyAapCTBEHHbIE OpraHbl

AHanuaupoBsaTb npaBuna, NpoLeaypbl M NOPSAoK, perynupytoLye npasa u
0683aHHOCTU rOCY4apCTBEHHbIX OPraHoOB U opraHn3aLun no Bonpocam obmMeHa
AOKyMeHTaLue no nepcoHany

O6ecneunBatb cobniogeHne TpeboBaHMI 3akoHogaTenbLcTBa Poccuiickon
depepaunn n kKopnopaTUBHbLIX NONUTUK B 06nacTn 00paboTkmM nepcoHanbHbIX
OaHHbIX U KOHUAEHUMANbLHON MHopMaumn
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Bectn OEeroByH nepenncky

CobnogaTtb HOPMbI 3TUKM AENOBOro 06LEeHNst

Heobxognmble 3HaHuSA

TexHonoruu, MeToAbl U METOAUKN NPOBEAEHUSA aHan13a u cuctemMmaTusaLmm
LOKYMEHTOB M MHbopMaLmu

OcHoBbl ,D,OKyMeHTOO60pOTa N 0OKYyMeHTauMoOHHOIo obecnevyeHus opraHu3auunmn

OpraHusaumMoHHas CTPYKTypa opraHv3aumm

TapudHo-kBanumkaLmMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboumx u
KBanmdunKaLMOHHbIE XapaKTEPUCTUKM AOIMKHOCTEN CryXKaLLnX,
npodeccroHanbHble cTaHaapTbl

CneunanunanpoBaHHble MHPOPMALIMOHHbIE CUCTEMbI, LMGPOBLIE YCINYIU U CEPBUCHI
No BeOEHUIO yYeTa 1 ABUXKEHMIO NepcoHana, rpaHuubl UX NpUMeHeHUs!

OcHoBHble METPUKN N aHaNMUTU4eCKmne cpesbl B obnacTtu gBmXxeHus un yyeTa
nepcoHana

HopmaTuBHbIe NpaBoOBbIE aKThbl, perynupyoLmne npasa n obsa3aHHOCTH
rocy4apCTBEHHbIX OpraHoB, NPeACTaBUTESNbHBLIX OpraHOB PaboTHMKOB MO
NpeaoCTaBMNeHNto Y4EeTHOM JOKYMEHTaLUmm

HOpMaTMBHbIe npaBoBbl€ aKTbl, onpegenarLline HopMbl TpyaoBOro npasa

OCHOBbI apXMBHOIO 3aKOHOAATENLCTBA U HOPMAaTMBHbIE NPaBOBbIE AKThI
Poccuiickon Pepgepauum B o6nactv BegeHust AOKYMEHTauMmn no nepcoHany

3akoHogaTtenbcTBo Poccunckon ®enepaumm o nepcoHanbHbIX 4aHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHn3aLu B 0bnact odopmrieHus
pacnopsanTerbHbIX U OpraHn3aLMOHHbIX, MH(OPMAaLMOHHO-CNPaBOYHbIX
LOKYMEHTOB, PErynupyoLmMX TpyA0Bble OTHOLLEHMS

rlpaBVIJ'Ia BELEHMA OENOBON nepennckun

HopMbl 3TMKM AenoBoro obLieHns

Apyrve
XapakTepuUCTMKM

3.2. O6OBUWEHHASA TPYOOBASA ®YHKLIUA

HanmeHoBaHue JeatenbHocTb No Kon B YpoBeHb 6
obecneveHnto KBanudukawum
nepcoHarnom

MNpoucxoxaeHwe OpwuruHan X 3anMmMcTBOBaHO 13

06006LeHHON opurmHana

TPYy4oBON (PyHKUMM

Kog opurnHana PernctpaumoHHbIn
Homep
npodeCccMoHanbLHoro

CTaHaapTa

Bo3amoxkHble
HanMeHoBaHUs
JOIMKHOCTEN,
npodeccui

CneumanucT no noabopy nepcoHana
CneumanucT no nepcoHany

MeHepxep no nepcoHany

TpeboBaHus K
obpasoBaHuio n
0oby4deHuto

nnn

Boicwee O6pa3OBaHI/Ie - 6aKanaBpV|aT

Boiclwee obpasoBaHue (HenpodunbHoe) - bakanaspuaT 1 4ONONHUTENBHOE
npoceccunoHansHoe obpasoBaHme - Nporpammbl NPOECCUOHANbLHOM
NepenoaroToBKM MO HanpaBneHUsM AESATENBHOCTM MO 06eCcneYeHno NePCoHaNnom

TpeboBaHus K ONbITy
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npakTuyeckon paboTsbl

Ocobble ycnosusi -
ponycka kK pabote

Ipyrve .
XapaKTepUucTtukmn

[ononHuTtenbHble XapaKTepUucTtukmn

HaumeHoBaHue Ko HanmeHoBaHue 6a3oBo rpynmbl, 4OMKHOCTU (Npodheccun)
OOKyMeHTa Unu cneyunansHOCTH
OK3 2423 Cneumanuctbl B obnactv nogbopa v Mcnornb30BaHust
nepcoHana
EKC - CneuuanucT no kagpam
- MeHepxep no nepcoHany
oKnaTe 26583 Cneuuanuct no kagpam
OKCO 5.38.03.02 MeHegxmeHT
5.38.03.03 YnpasneHne nepcoHanom

3.2.1. TpynoBas ¢pyHKLMA

HanmeHoBaHne C6op nHhopmaLum o Kon B/01.6 YpoBeHb 6
notpebHoCTsX (noaypoBeHb)
opraHusaumu B kBanundgukalmm
nepcoHane

MpoucxoxaeHne Opwurunan X 3anMmcTBOBaHO 13

TPYAOBOM (hyHKLMM opuruHana

Kog opurnHana PernctpaumoHHbIn
Homep
npodeccrmoHanbHoro

CTaHOapTa

TpyooBble gencTeus dopmMurpoBaHMe nepedHer BakaHTHbIX U NNaHUPYEeMbIX K YKOMMNIIEKTOBaHMIO

OOIKHOCTel (npodheccun, cneLmansHOCTEN) opraHm3aumm

dopmMmnpoBaHNEe CaMOCTOATENBHO U (M) COBMECTHO C pyKOBOAUTENEM
COOTBETCTBYIOLLEro nogpasgeneHns TpeboBaHuin K BaKaHTHOW JOMKHOCTM
(Nnpodheccumn) n nx Koppekumns

AHanns pblHKa Tpyda U nepcoHana opraHnsaumm no Nnpoduio BakaHTHOM
OOIKHOCTM (Mpodheccuu, cneumanbHOCTU)

NHdopMmpoBaHue 1 KOHCYNBTUPOBaHMe pyKoBoauTenei NnoapasaesneHuni u
opraHusauuy no Bonpocam pbiHka Tpyaa 1 obecneyeHns nepcoHanom

Heobxoammble ymeHUs CobupaTb, aHanM3nMpoBaTb U CTPYKTYPUPOBaTb MHOopMaLno 06 0cobeHHOCTSIX
opraHu3auumn paboT Ha pasnUYHbIX y4acTkaxX NPoM3BOACTBA U HA KOHKPETHbIX

pabounx MecTax C y4eToMm Lienen, 3agad, NnaHoB U CTPYKTYpPbl opraHnsaumm

Cobupatb, aHanM3mpoBaTb U CTPYKTYpMpOBaTb MHGOPMaLUIo 06 0COBEHHOCTSX n
BO3MOXHOCTSIX NMepcoHana opraHvM3aumm

CobupaTb, aHanManpoBaTb U CTPYKTYpUpOBaTh MHopMaLMio 06 0COBEHHOCTAX
pblHKa Tpyaa, BKMoYas NPeanoXeHus yCnyr no noucky, NpuenedeHunto, noaéopy u
oTGopy nepcoHana

PaboTtatb B MHOPMALMOHHBLIX CUCTEMaX, UCNONb30BaTb LMAPOBLIE YCIYrn 1
cepBuChbl Mo cOOpy, aHanu3y n CTPYKTYpMpOBaHUO NOTPeBHOCTN opraHu3aumu B
Kagpax

(DOpMI/IpOBaTb npeanoxexHuna no asBtomatn3aumm n LLI/ICprBI/I3aLLI/II/I onepau,M|7| n
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npoueccos c6opa NoTpeGHOCTU B NepcoHarne

KoHcynbTupoBaTh COTPYAHUKOB M pyKOBOAWTENEN OpraHM3aummn no Bonpocam
pblHKa Tpyda v obecrnedyeHnsi nepcoHanom

O6ecneuynBatb cobniogeHne TpeboBaHUI 3akoHoaaTenbLCTBa Poccuiickon
depepauyum 1 KopnopaTMBHLIX NOMUTUK B 06nacTn 06paboTkM NnepcoHanbHbIX
OaHHbIX U KOHbMaeHUManbHoOW nHdopmaLmu

Bectn genosyto nepenucky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LIEHMUS

Heobxogumble 3HaHUs

TexHonoruu, MeToabl U METOAMKN NPOBEAEHUS aHanM3a 1 cuctemMaTmaaumm
AOKYMEHTOB U MHGOpMaLum

nOpFUJ,OK onpeaeneHnda I'IepCI'IeKTI/IBHOVI n TeKyLLI,eI7I I'IOTpe6HOCTVI B nepcoHane

McTouHMKM obecneveHns opraHunsauunmn nepcoHarnom

OpraHusauusi paboT Ha pas3nMyHbIX y4acTkax NPOU3BOACTBA, OpraHU3aLuu,
oTpacnu

npodeccunn (QOMKHOCTK, CNeumnansHOCTK)

Ob6Lme TeHaeHUMN Ha pbiHKe TPyda B LeNoM U B OTAENbHOW OTPacniu, KOHKPETHOM

OcCHOBbI NCUXOMOrMK U COLIMONOTK Tpyoa

OCHOBbI 3KOHOMMWKM, opraHunsauumn Tpyaa v ynpasneHud

TapudHo-kBanM@puKaunoHHbIe CNpaBovHKKN paboT u npodeccuii paboumx n
KBann@UuKaLMoHHbIE XapaKTePUCTMKN OOMKHOCTEN CRyXaLluX,
npodeccroHanbHble CTaHAapThl

HOpMaTMBHbIe npaBoOBble€ aKThbl, onpeaenarLlimne HopMbl TpyaoBOro npasa

OCHOBbI apXMBHOMO 3aKOHOAATENBLCTBA U HOPMATUBHBIE NPABOBLIE aKThl
Poccuinckon ®eanepaumm B 0bnactv BeaeHus JOKyMeHTauUm no nepcoHany

3akoHogatenbcTBO Poccuiickon degepaLmm 0 nepcoHarnbHbIX AaHHbIX

nepcoHana

JlokanbHble HOPMaTUBHbIE aKTbl OpraHn3aLMn, perynupyroLme nopsgok noabopa

B obnacTtun obecneyeHus nepcoHanom, rpaHnubl X NpuMeHeHnA

CI'IeLI,I/IaJ'IVI3I/IpOBaHHbIe I/IHd)OpMaLLI/IOHHbIe CUCTEMBbI, LI,VI(*)pOBbIe ycnyru n cepBuchbl

OcHoBHble MeTpUKM B obnacTt nogdopa n oTbopa KaHaAnOaToB Ha BaKaHTHbIE
OOIMKHOCTM ans obecneveHus NoTpebHOCTH B nepcoHane

MpaBuna BeaeHNs AenoBoi NepPenmncKu

HopMbl 3TMKM 0enoBoro obLieHns

Opyrve xapaktepuctuku | -

3.2.2. TpynoBas pyHKUUsA

HawnmeHoBaHue Mowck, npuBneyeHue, Kon B/02.6 YpoBeHb 6

nogbop n oTbop (nogypoBeHb)

nepcoHana KBanudmkaumm
MpowucxoxaeHne OpwuruHan X 3anMmMcTBOBaHO 13
TPYAOBON OyHKLNM opurmHana

Kog opurnHana PernctpaymoHHbIn
Homep
npodeccrMoHanbHoro
cTaHgapTa

TpygoBble AencTeus

[Monck BO BHYTPEHHUX U BHELUHUX MCTOYMHMKaxX MHopMaLmMm o KaHanaarax,
COOTBETCTBYOLLMX TPebOBaHMAM BakaHTHOW JOMKHOCTU (Npodheccun,
cneumanbHOCTN) U UHBIM NOTPEBHOCTSIM OpraHn3aumm B nepcoHarne

Pa3smeLlleHne cBeaeHUin 0 BaKaHTHOW A0OMKHOCTM (Mpodheccum, cneumansHoCcTH) B
cpefcTBax MaccoBoM MHOpMaLnn, cneumanmampoBaHHbIX pecypcax U cepBucax

Bbl60p cnocoboB 1 MeToaoB npueriedyeHna nepcoHana B COOTBETCTBUU C NiiaHaMun
N orpaHn4yeHmnamMmmn opraHnsaumn
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CGop, conocTaBreHne, CTPYKTYpPUMpPOBaHWe 1 NpoBepka MHopMaLmy o KaHanaaTax
Ha BaKaHTHble AOMMKHOCTY (Npodbeccuu, cneunanbHOCTH)

MpoBeneHne cobecenoBaHuin 1 BCTPeY C KaHAMAATaMM Ha BakaHTHbIE JOIMKHOCTM
(npodbeccuu, cneumansHOCTH), M3BELLEHME KaHauaaTa u HaHMMaTens o
pesynbratax cobecenoBaHus (BCTpeUn)

OueHka COOTBETCTBMSA KaHAMAaToB TpeOOBaHUAM BaKaHTHOW JOMKHOCTU U UHBLIM
TpeboBaHMAM opraHm3auum (npodeccuu, cneunanbHOCTK)

MogroToBka NpeanoxeHuii No GopMUpPoBaHuUo BrooKeTa Ha NMoucK, MpUBMeYeHne,
noabop n oTbop nepcoHana

MHdopmMmpoBaHue 1 KOHCYNbTUPOBaHWE PyKOBOAMTENEN NoapasaeneHni n
opraHusaLumn no Bonpocam nprBnedYeHns nepcoHarna c oueHKon 3aTpar

Heobxogumble ymeHus

OnpenensaTtb KpUTEpUM Noucka, npueneveHns, noabopa v otbopa nepcoHana

CobupaTb, aHanuanpoBaTb M CTPYKTYpMpOBaTh MHCpopMaLIMIO O KaHaUAaTax 1
NPeanoXeHUsX Ha pbiHke Tpyaa

PaGoTaTb ¢ MOMCKOBLIMU CUCTEMaMU, MHEDOPMAaLMOHHbLIMU pecypcami 1
UMdpoBLIMU cepBucaMu B obracTv obecrneveHnsi NnepcoHanom

dopmrpoBaTb NPeanoXeHWs No aBToMaTU3aummn 1 LM poBm3aLmm NpoLeccoB
noucka u NpuBreYeHnst nepcoHana

[MpUMeHsTL TEXHONOMMU U METOAMKN MoUcKa, NpusnedeHus, nogbopa n otéopa
KaHAMAATOB Ha BakaHTHbIE JOMKHOCTU (Npodeccun, cneunanbHOCTH) B
COOTBETCTBUM C UX CNeLMUKON

KoHcynbTupoBaTh No BonpocaM NpuBredYeHns nepcoHana

CocrtaBnsatb u KOHTpONMMpoBaTb CTaTbM pacxogoB Ha obecneyeHne nepcoHarom
Anda nnaHnpoBaHUA OromxeToB

O6ecneynBaTtb cobniogeHne TpeboBaHMI 3akoHogaTeNbCTBa POCCUIACKON
depnepauunn n nonuTUK pabdoTtogartens B obnacTtn 06paboTkm nepcoHanbHbIX
OaHHbIX M KOHMAEHUMaNbLHON MHopMaLnn

BecTu genoeyto nepenuncky

CobntogaTtb HOPMbI 3TUKM AENOBOro 00LWEeHNsI

Heobxogumble 3HaHuA

McTouHMKM oBecneyeHuns OopraHmn3auunm nepcoHanom

TexHonornm n MeTogukn Noucka, NpueneYeHns, nogdbopa n otbopa nepcoHana

Cuctembl, MmeTofbl 1 hOpMbl MaTepuarnbHOro U HemaTepuanbHOro
CTUMYINMPOBaHUSI Tpyaa NnepcoHarna

TexHonorun n metogbl ¢)0pMMpOBaHMH N KOHTpOJA OrompkeToB opraHu3auunmn

TexHonoruy, MeToAbl U METOAUKN NPOBEAEHMS aHanun3a, cuctemaTunsaumm
OOKYMEHTOB 1 UHGOpMaLIMK

OpraHu3aumnoHHas CTpyKTypa opraHusauum

lMepeyeHb BakaHTHbIX JOMKHOCTEN (Npodeccuid, cneunanbHOCTEN)

TapudHo-kBanumkaLmnoHHble cnpaBoYHMKM paboT n npodeccuin paboumx un
KBanMduKaLMOHHbIE XapaKTEPUCTUKM AOMKHOCTEN CryXKaLLnX,
npodeccnoHanbHble CTaHaapThl

MeToauka nnaHnpoBaHus NOTPEOHOCTN opraHn3aLun B MOUCKE W NPUBIEYEHUN
nepcoHana

O6wme TeHaeHUMN Ha PbIHKE Tpyda 1 B OTAENbHbIX OTpacnAax n Buaax
HpO(beCCMOHaﬂbHOVI OEeATEeNbHOCTU

OCHOBbI NCUXONOTNN U COLMONOrMN Tpyaa

OcCHOBbI 3KOHOMUKW, OpraHM3aLum Tpyaa 1 ynpaeneHusi nepcoHanomM

CneuunanuanpoBaHHble NHPOPMALIMOHHbIE CUCTEMbI, LMPOBLIE YCIYTW U CEPBUCHI
B 06nacTy nouncka v NpUBReYeHnst nepcoHana, rpaHuubl UX NpUMeHeHus!

OcHOBHble METPUKN N aHannnTn4yeckme cpesbl B obnacTtn noucka u npuenevYeHuns
nepcoHana

HopmaTuBHbIe NpaBoBble aKTbl, ONpeaensiowme HopMbl TPYAOBOTO NpaBa
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OcHOBbI apXMBHOIO 3aKoHOAATENbLCTBA U HOPMATMBHbIE NPaBOBLIE aKThbl
Poccuiickon denepauum B 06nact BegeHust 4OKYMeHTaummn No nepcoHarny

OcHoBbI Hanoroeoro 3akoHogaTtenscTea Poccuiickon Pegepauunn

3akoHopaTtenbcTBO Poccuiickon degepaLmm o nepcoHarnbHbIX aHHbIX

JlokanbHble akTbl opraHusauuun, perynumpyrowine nopanok obecneveHus
nepcoHasnom

[MpaBuna BegeHusa AenoBon nepenuckn

HopMbl aTukn aenosoro obLeHns

[pyrne xapakTepuctumku | -

3.2.3. TpynoBas pyHKUMA

HawnmeHoBaHue AOMUHUCTPUPOBaHNE Kon B/03.6 YpoBeHb 6
npoLieccoB (noaypoBseHb)
obecneyeHus KBanudukalum
nepcoHarnom u
COOTBETCTBYHOLLErO
JoKyMeHToObBOpOoTa

MpouncxoxaeHne OpwiruHan X 3aMmMcTBOBaHO U3

TPYAOBOM (hYHKLNN opurMHana

Kog opurnHana PernctpaumoHHbIN
Homep
npodgeccrMoHanbsHoro
cTaHgapTa

TpyooBble gencTeus

AHanu3 npoLeccoB OKYMEHTOO60pOoTa, NoKasbHbIX JOKYMEHTOB MO BONpocam
obecneveHuss nepcoHanom

N KaHangaTtax

BeneHne nHdopmauumn o BakaHTHbIX OIMKHOCTAX (Mpodyeccusix, CneumanbHOCTAX)

[lokyMeHTaLMOHHOE COMPOBOXAEHME KaHAMOATOB Ha 3Tanax noucka,
npueneveHns, nogbdopa n otbopa nepcoHana Ha BakaHTHbIE JOMHKHOCTM
(npodheccuu, cneumanbHOCTU), HPOPMUPOBAHME KAaHAMAATOB O pesynbraTax
oTbopa

MogroToBka 3anpocoB O KaHAuAaTax B rocyaapCTBEHHbIE OpraHbl B Criyyasix,

06paboTka Nnony4YeHHbIX CBEOEHWN

npeaycMOTPEeHHbIX AeNCTBYIOWNM 3akoHoaaTenscTBoM Poccuiickon egepauun, n

MoarotoBka 1 o6paboTka yBeOOMIIEHUIA B TOCYAaPCTBEHHbIE OpraHbl,
npeacTaBuTerNbHble opraHbl paboTHMKOB NO BOMpOCcaM Nowvcka, NPpUBMeYeHus,
nogbopa n otbopa nepcoHana

npeaBapuTenbHble npoueaypbl Npu UX 3akino4eHnn

ConpoBoaeHne 40roBopoB Mo obecrneveHnto opraHn3aLnm nepcoHanoM, Bknoyas

Heobxogumble ymeHus

n nepemMelleHna nepcoHana

ObecneymBaTtb AOKyYMeHTauMOoHHOE conpoBoXaeHne BbiXxoda KaHamnaarta Ha pa60Ty

OdpopmMnsiTe JOKYMEHTbI MO BONpocam obecneyeHns pecypcamm nepcoHana,
Heobxo4MMbIMY NS NPefoCTaBeHUs! B rOCYAAPCTBEHHbIE OpraHbl,
npeacTaBUTerbHblE OpraHbl paboTHMKOB

OpraHn3oBbIBaTb XpaHEHNE AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUSAMU
3akoHogaTenbcTBa Poccuickon degepaumm n nokanbHbIMM HOPMATUBHBIMA
aKkTamu opraHusaumm

BakaHTHble JOMKHOCTU (Npodeccuu, cneumansHoCTH)

Pa6otaTtb C I/IHdI)OpMaLI,VIOHHbIMI/I cucreMamm, LI,I/I(*)pOBbIMI/I ycnyramum n cepsmucamm
no sBornpocam obecneyeHus nepcoHarnom, seaeHnd noncka n ydeta KaHanaaTtoB Ha

dopMupoBaTh NPEANOKEHNS MO aBTOMATU3aLMM U LcpoBU3aLmm NpoLLeccoB U
OOKyMeHTOODOopoTa nNo obecneyeHnto NnepcoHanom

npOVI3BO,D,VITb npenBapuTerbHblie 3aKyrno4dHble npoueaypbl 1 OCbOpMJ'IFITb
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CONyTCTBYHOLLYH OOKYMEHTAUMIO NO 3aKIM4YeHuto 4orosopos

OpraHun3oBbIBaTb 1 NPOBOANTL KOHKYPChI, 0CDOPMIISTE M aHanMaMpoBaTb
KOHKYPCHYIO [JOKYMEHTaL o

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHoAaTeNbLCTBa Poccuiickon
depepauun 1 KOpnopaTUBHLIX NONUTUK B 0bnacTn 06paboTkM NepcoHanbHbIX
AaHHbIX U KOHbMaeHUManbHoOW nHdopmaLmm

Bectn genosyto nepenucky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEeHMS

Heobxogumble 3HaHUs

Mopanok oopMneHUs, BeAEHUSI U XpaHEeHNs JOKYMEHTaLUN, CBA3aHHON C
MOUCKOM, NpUBIeYeHnem, NoabopomM 1 oT6opoM KaHONAATOB Ha BaKaHTHblE
JOOIMKHOCTU

Mopsiaok hopMUpoBaHUS, BEAeHUs AaHHbIX O MepcoHane opraHn3auun, nopsaok
npeacTaBrneHns OTYETHOCTU

OcHoBbl ,q0|<ymeHToo6op0Ta N OOKYyMEeHTaUuMOHHOIo obecneyeHus

TexHonornum, MeTogbl U METOAUKN NPOBEAEHMS aHanu3a U cuctemMaTmusaumm
LOKYMEHTOB M MHhopMaLmm

Mopsaok NPoBEAEHNUS KOHKYPCOB M 0POPMIIEHUSt KOHKYPCHOM AOKYMEHTaLMm

Mopsagok npoBedeHUs 3aKynoYHbIX Npoueayp 1 oopMIIeHUs CoOnyTCTBYIOLLEN
OOKyMeHTaumm

OpraHu3aLunoHHas CTPyKTypa opraHusaumum 1 BakaHTHble JOMKHOCTY (npodheccuu,
crneumanbHoOCTK)

CneuvanunsnpoBaHHble UHOPMALIMOHHbIE CUCTEMBI, LUGPOBLIE YCIYTY U CEPBUCHI
B 06nactu obecrneyeHns nepcoHanoMm, rpaHuLbl UX NPUMEHEHNS

TapudHo-kBanM@puKaLmoHHbIe CNpaBoYHKKN paboT u npodeccuii paboumx n
KBanmunKaLNOHHbIE XapaKTEPUCTUKN AOMMKHOCTEN CRyXKalLluX,
npodeccuoHanbHble cTaHaapTbl

OcHoBHble MEeTPUKN N aHaNTMTU4eCKne cpesbl B obnacTtu obecneyeHnst nepcoHariom

HOpMaTMBHbIe npaBoBble€ aKThbl, onpegenarLwimne HopMbl TpyaoBOro npasa

OcCHOBbI apXMBHOIO 3aKOHOAATENbLCTBA U HOPMAaTMBHbIE NPABOBbIE AKThI
Poccuiickon ®egepauuy B obnactv BegeHUst OKYMEHTauMu No nepcoHany

OcHoBbl Hanoroeoro 3akoHogatenscTea Poccuiickon egepauum

3akoHogaTtenbcTBo Poccunckon ®eaepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble akTbl opraHnsaumm, perynvpytoLme nopsigok nogbopa nepcoHana

Mopsagok 3akno4eHns JOroBopoB (KOHTPaKTOB)

npaBI/IJ'Ia BEAEHNS 0EeNOBOW nepennckn

HopMbl 3T1Kn aenoBoro obLweHns

Opyrne xapaktepucTunkm

3.3. OBOBUWEHHASA TPYOOBAA ®YHKLIUA

HanmeHoBaH1e [lesTensHOCTb Mo Kon c YpoBeHb 6
OLEHKe M aTTecTaumm kBanundgukaumm
nepcoHana

MNpoucxoxaeHwe OpwuruHan X 3anMCcTBOBaHO U3

0606LeHHON opurmHana

TPYOOBOW (OYHKLMN

Kog opurnHana PernctpaumoHHbIn
HoMep
NpogeCCUOHaNbLHOro

cTaHgapra

Bo3amoxHble

CneumanucT no oueHKe 1 aTTecTtaumm nepcoHana
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HavMeHOBaHMS
OOIMKHOCTEN, Cneunanuct no nepcoHany
npodpeccui

MeHemxep nNo nepcoHany
TpeboBaHus K Bbicwee obpa3oBaHue - bakanaespuart
obpasoBaHuio n
oby4eHuio nnm

Beicliee obpasoBaHme (HenpoduneHoe) - Gakanaspuar v JOMONMHUTENbHOE
npodeccroHansHoe 06pasoBaHue - MporpamMMbl NpodeccroHansHom
nepenoaroToBky B obnacTu ynpasneHus nepcoHanom nnm B obnactu
npoBedeHNst OLEHKM M aTTecTaumm nepcoHana

TpeboBaHuMsA K OMbITY -
npakTu4eckon paboTbl

Ocobble ycnosus -
gonycka kK pabore

Opyrvue xapaktepuctuku | -

[lononHuTenbHble XapakTepucTukn

HanmeHoBaHVe ookymMeHTa Kog HanmeHoBaHne 6a3oBon rpynmnbl, JOMKHOCTK (Npodeccun)
unu cneunanbHOCTU
OK3 2423 CneumanncTtbl B obnactu nogbopa 1 Ncnonb3oBaHNS
nepcoHana
EKC - MeHemxxep no nepcoHany
OKIMATP 26583 Cneunannct no kagpam
OKCO 5.38.03.02 MeHepxmeHT
5.38.03.03 YnpaeneHne nepcoHanom

3.3.1. TpynoBas ¢pyHKUMA

HanmeHoBaHue OpraHusaums u Kon C/01.6 YpoBeHb 6

NpoBEeAEHNE OLIEHKM (nogypoBeHb)

nepcoHana KBanudmkaumm
MNpoucxoxaeHwe OpwuruHan X 3anMCTBOBaHO U3
TPYAOBON doyHKLMK opurnHana

Kog opurnHana PernctpaymoHHbIn
Homep
npodeccrMoHansHoro
cTaHgapTa

TpyooBble AencTeus Pa3spaboTka nnaHa oLeHKM nepcoHana B COOTBETCTBMU C LIENSMU OpraHu3aLumu

OnpegeneHne pecypcoB, BbIGOP CPEACTB M METOAOB NPOBEAEHNS OLIEHKM
nepcoHana B COOTBETCTBUM C LIENIIMU OpraHusaumm

MpoBeOeHne OLEHKM NMepcoHana B COOTBETCTBM C NiiaHaMu opraHu3aumm
ConpoBoxaeHne JOroBOPOB C OpraHM3aumnsiMm - UCNIOSNTHATENAMW MepPONpPUSTUiA

Mo ouUeHKe nepcoHana, BKrn4asa npeaBapuTerbHble npoueanypbl Npu nx
3aKrn4yeHnn

KoHcynsTupoBaHue nepcoHarna no Bonpocam OLeHKU

MogroTtoBka pekoMeHOaLmMin pyKoBOACTBY U NepCcoHany no pesynsratam
NpoBeaeHHON OLIeHKM nepcoHana

MopgroToBka npeanoxeHunit No GOPMUPOBaHMIO BroXKEeTa Ha opraHM3aumio u
npoBeAeHNe OLEHKN nepcoHana

Heobxoanmble ymeHus OnpepensaTtb napaMeTpbl N KPUTEPUM OLEHKM NepcoHana
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Pa3pa6aTblBaTb cpencTtea n MeToabl npoBedeHNA OLEeHKN nepcoHana

BblgensTb (onpenensaTts) rpynnbl nepcoHana Ans NpoBeaeHnst OLEHKM

Onpenensite MOTUBALMOHHbIE hakTOpbl NPOBEAEHUS OLIEHKN NepcoHana

CocTaBnaTb n KOHTPONMMpoOBaTb CTaTbn pacxogoB Ha OUEHKY nepcoHana ansd
nnaHnposaHua GrooxeToB

ObecneynBaTh OpraHN3aLMOHHOE COMPOBOXAEHME OLIEHKW nepcoHana

O6GecneyrBaTbh COXPaHHOCTb KOH(WAEHUMANbHON MHopMaLU NPy NPOBEAEHNM
OLIeHKM NepcoHana

OpraHu3oBbiBaTb XpaHeHMEe JOKYMEHTOB B COOTBETCTBMU C TpeboBaHNSAMM
TPpy4ooBOro, apxXnBHOIoO 3akoHodaTtenscTea Poccunckon denepaumm un
nokanbHbIMWU HOPMAaTUBHLIMW akTaMu opraHvM3auuu

CobupaTtb, aHanM3npoBaTh 1 CTPYKTYpUpPOBaThL MHGOPMALMIO O NPEAOXKEHNSX
Mo oLeHKe NepcoHara Ha pbiHke Tpyaa

MponsBoanTb NpeaBapuTernbHble 3aKyrnovHble npoueaypbl 1 0PopMAsTb
COMYTCTBYIOLLYHO JOKYMEHTALMIO NO 3aKIMOYEHNIO OrOBOPOB

Onpep,enmb ycnoBua And 3aknio4eHna 4oroBopoB Ha oka3aHue ycnyr no
npoeseneHnto OUeHKM nepcoHana

CuctematmanpoBatb, 0606LWaTh 1 aHann3MpoBaTh Pe3yrnbTaThbl OLEHKM
nepcoHana

Onosewatb 0 pesynbratax NpoBeAeHHOW OLEHKN NepcoHan 1 pyKoBOACTBO

PaboTtaTtb B MHOPMaLMOHHbIX CUCTEMaX, NCMOMb30BaTb LMpoBLIE YyCnyrv 1
CepBuChl N0 NPOBEAEHNIO OLEHKN NepcoHana

(DOpMVIpOBaTb npeanoxXeHna no asBtomatu3aumm n u,mcbpoamsau,mm npoueccos
OLEeHKM 1 atTectaunm nepcoHana

O6ecneuynBatb cobniogeHne TpeboBaHUI 3akoHoaaTeNnbLCTBa Poccuiickon
depepauyun 1 KopnopaTUBHLIX NOMUTUK B 06nacTn 06paboTkM NnepcoHanbHbIX
AaHHbIX U KOHbraeHUManbHoOW nHdopmaLmm

Bectn genosyto nepenucky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEHMUS

Heobxogumble 3HaHUS

TexHonornm n metoapbl onpegeneHms NpodeccnoHanbHbIX 3HaHUA, YMEHWI U
KOMMETEHL M

TexHonornm n MeToabl OLEHKN JIMYHOCTHBIX Ka4ecTB U XapaKTepucTtuk

CucTteMbl, MeETOAbI U hOPMbl MaTepUanbHOro U HemMaTepuanbHOro
CTUMYIMPOBaHWs Tpyaa nepcoHana

TexHonornu n metoabl GopMUPOBaHUS U KOHTPOMS BroakeToB

TexHonornm, MeToabl U METOAMKM aHanm3a u cuctemaTusaumm JOKYMEHTOB U
nHpopmaumm

OcHoBbl 00LLe 1 colmansHOM NCUXONoriu, COLMONOrMU U NcuUxonorum Tpyaa

OcHosBbl I'IpOVI3BO,lJ,CTBeHHOl7I AeATenbHOCTUN opraHun3aunn

Mopsgok NnpoBefeHust 3aKynoYHbIX npoueayp 1 ohopmIieHnst CoONyTCTBYOLLEN
OOKYMeHTaLum

OpraHusaumoHHas CTpyKTypa OpraHu3aLmmn 1 BakaHTHbIE JOIMKHOCTM
(npodreccuu, cneumanbHOCTH)

TapudHo-kBanM@puKaunoHHbIe CNpaBovHKKN paboT u npodeccuii paboumx n
KBann@UuKaLMOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN CIyXaLLKX,
npodeccmnoHanbHble CTaHgapTbl

CneunanunsnpoBaHHble MHPOPMALIMOHHBIE CUCTEMBI, LIMCPPOBLIE YCIYrn 1
cepBuchl B 061aCTN OLIEHKM NepcoHana, rpaHuLbl UX NpUMeHeHUs!

OcCHOBHble METPUKN N aHanNnTU4eCcKmne cpesbl B obnacTtun oueHKK nepcoHana

HOpMaTI/IBHbIe npaBoOBbl€ aKThbl, onpeaenarLlimne HopMbl TpyaoBOro npasa

OCHOBbI apXMBHOMO 3aKOHOAATENBCTBA U HOPMATUBHBIE NPABOBbLIE aKThl
Poccunckon ®eanepaumm B 0brnactv BeaeHust OKyMeHTauum o nepcoHany
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3akoHogaTtenbcTBo Poccunckon ®eaepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auunmn, perynmpyrowme nopaaok oueHKn

nepcoHana

Mopsaok 3aknoveHns 4OroBOpPoB (KOHTPaKTOB)

rlpaBMJ'Ia BELEHUA OEMNOBON nepenncku

HopMbl 3TMKM 0enoBoro obLieHns

Lpyrne xapaKkTepucTuku

3.3.2. TpynoBas cpyHKUUSsA

HanmeHoBaHwue OpraHusaums u Kon C/02.6 YpoBeHb 6

nposegeHune (nopypoBseHb)

atTecTauyum nepcoHana kBanudukaumm
MNpoucxoxaeHwe OpwuruHan X 3anMmMcTBOBaHO 13
TPYLoBOW (PyHKUMM opurnHana

Kop opuruHana PeructpaunoHHbIn
Homep
npogeccrnoHanbHoro
CTaHgapTa

Tpynosble oencTeua

Pa3pa60TKa NPOEKTOB AOKYMEHTOB, onpeaenarowmnx nopaaok atrectrauumn
nepcoHana, oueHka COOTBETCTBYHOLUMX 3aTpaT

OpraHmsaumoHHoe n OOKyMEeHTaunoHHOEe conpoBOXaeHne npouecca atrectraumn

n pa6OTbI aTTecTaLMOHHOM KOMUCCUN

MogroTtoBka NpennoXxeHun no opMMpoBaHuMIO BrogXKeTa Ha opraHM3aLno n
npoBefeHVe atTecTalmn nepcoHana

Mogrotoeka I'Ipe,lJ,ﬂO)KeHI/IVI no pegynbratamMm artectaunm o COOTBETCTBUN
pa6OTHVIKa 3aHMMaeMOWn AOMKHOCTU NN BbINOMHAEMON pa60Te

Heobxogumble ymeHus

OnpepensaTe NnapameTpbl U KpUTEPUM aTTecTaummn nepcoHarna

OI'IpeJJ,eJ'IFITb N NPpUMEeHATb cpeacTBa U MeTodbl atTecTaumm

BblioensTb rpynnbl NnepcoHana gna nposegeHna atrecraumm

ObecneumBatb OOKYyMEeHTaLMOHHOE ComnpoBOXaeHne atTectaulnn nepcoHana

CoctaBnaTb n KOHTpPONMMpoBaTb CTaTbX pacxodoB Ha atTecTtauunto nepcoHana and

nnaHnposaHua GrooxeToB

PabotaTb ¢ MHHOPMALIMOHHBIMU CUCTEMaMM, LMPOBBLIMI YCIyraMmu u
cepBucamMu rno NpoeedeHuto aTTecTaumm nepcoHana

(DOpMVIpOBaTb npeanoxXeHma no asBtomatn3aumm n Ll,M(prBM3aLI,VIM npouecca
arrectaunm nepcoHana

OpraHu3oBbiBaTb XpaHEHME JOKYMEHTOB B COOTBETCTBMU C TPeBOBaHNSIMM
Tpy4ooBOro, apxXnBHOIo 3akoHodaTtenscTea Poccunckon depepaumm un
nokanbHbIMW JOKYMEHTaMn opraHusauum

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHoaaTenbLCcTBa Poccuinckon
depepaunm n kKOpnopaTUBHLIX NONNTUK B 0bnacTtn 06paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHUMaNbLHON MHopMaLumn

CobnogaTb HOPMbI 3TUKM AENOBOro 06LIEHMUS

Heobxogumble 3HaHUSA

|-|0pFIJJ,0K N TEXHONOrna npoeeneHna atrectaunm nepcoHana

TexHonornn n MeToabl onpeaeneHnsa n oLeHKn NpogeccnoHanbHbIX 3HAHWUIA,
YMEHN 1 KOMNETEHLUN

CucTteMbl, METOAbI U YOPMbI MaTepUanbHOTo U HeMaTepuanbHOro
CTUMYIMPOBaHWs Tpyaa nepcoHana

TexHonornn n metogbl CbOpMI/IpOBaHI/Iﬂ N KOHTpOIA 6l0ﬂ)KeTOB

TexHomoruu, MeTofbl U METOAVKM NPOBEAEHUsI aHanusa 1 cuctemaTmsaumm
[AOKYMEHTOB U MHhopMaLmu
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OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I AeATenbHOCTUN opraHun3aunn

OcHoBbl 06LLEel 1 coumanbHOM NCUXONOrMmn, COLMONOrMKn 1 Ncuxonorun Tpyaa

OpraHu3aL oHHas CTPyKTypa opraHu3aummn U BakaHTHbIE JOMKHOCTU
(npodhbeccuu, cneumanbHOCTL)

CneunanunsnpoBaHHble MHDOPMALMOHHBIE CUCTEMBI, LIMCPPOBBIE YCIYTN 1
cepBuCbl B 0bnacTu atTecTaumm nepcoHarna, rpaHnLbl UX NpUMeEHeEHNs

TapudHo-KBanumnKaLmMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboumx u
KBannMduKaLMOHHbIE XapaKkTePUCTUKM OOIMKHOCTEN CryXallumX,
npodeccnoHanbHble cTaHaapTbl

OcCHOBHblE METPUKN N aHaNMUTU4eCKne cpesbl B obnacTtu aTtTrectauuu nepcoHana
HOpMaTI/IBHbIe npaBoOBbl€ aKThbl, onpegenarLwmne HopmMbl TPyaoBOro npasa

OCHOBbI apXMBHOTIO 3aKOHOAATENbCTBA M HOPMATUBHbIE NPABOBbLIE aKTbl
Poccuinckon ®enepaumm B 0bnactv BeaeHs JOKyMeHTaumMm no nepcoHany

3akoHopgaTtenbcTBO Poccuiickon depepaLmm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auunmn, perynmpyrowine nopanok
arrectaunm nepcoHana

lNMpaBuna BegeHUsa AenoBon Nepenmnuckn
HopMbl 3TMKn aenoBoro obLweHns
Hpyrvue xapaktepuctuku | -

3.3.3. TpynoBas ¢pyHKUMA

HanmeHoBaHue AAMUHUCTPUpPOBaHUE Kon C/03.6 YpoBeHb 6
npoLieccoB (noaypoBseHb)
NPOBEAEHNS OLIEHKM W KBanudukauum

aTtTectauum nepcoHana
M COOTBETCTBYOLLEro

JoKyMeHToobopoTa
MpoucxoxaeHne OpwuruHan X 3anMmMcTBOBaHO 13
TPYAOBON OyHKLNK opurnHana
Kog opurnHana PernctpaumoHHbIN
Homep
npodeccrMoHansHoro
cTaHfapTa

TpynoBble AencTBuA AHanu3 npoueccoB JOKYMEHTO000pOoTa, NoKanbHbIX JOKYMEHTOB MO OLEHKE U

artTectaunm nepcoHana

OpraHu13aLnoHHOe COMPOBOXAEHNE MEPONpPUATUI MO OLEHKE NepcoHana u ero
aTTecTauum

D,OKyMeHTaLI,I/IOHHOG conpoBoXxaeHune npouecca 1 pesyrnbraTtoB OLEHKN U
arrectaunm nepcoHana

NHdopMrpoBaHWe nepcoHana o pesynsTartax OLUEHKU U aTTecTauum

MoaroToBKa NpeanoXeHuin No pa3BUTUIO NEPCOHara no pesynsratam OLEHKU U
aTTecTaumm

ConpoBoxaeHne JOroBOPOB Ha OKka3aHWE KOHCYMbTALMOHHBIX 1
MHPOPMALMOHHBIX YCIYT MO OLEHKe 1 aTTecTauumn nepcoHana

Heobxogumbie YMEHUA PaSpaﬁaTblBaTb n OCbOpMJ'IFITb AOKYMEHTbI Mo BONpocamM nposeneHnsA OLUeHKN 1
arrectaunm nepcoHana

Mogrotaenueatb 1 npoBOANTb MeponpuATUA Mo OLleHKe 1 aTTecTauun nepcoHana

OdhopMnsaTb AOKYMEHTbI MO BONPOCAaM OLIEHKM M aTTecTalumn nepcoHana,
npeacTaBnsieMble B rOCy4apCTBEHHbIE OpraHbl, NPEACTaBUTENbHbIE OpraHbl
paboTHMKOB

AHanusupoBsaTh npaBuna, NpoLeaypbl M NOPSAKVA NPOBEAEHWUS OLEHKU U
aTTecTauum nepcoHana
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OpraHu3oBbIBaTb XpaHEHME JOKYMEHTOB B COOTBETCTBMU C TPeBOBaHNSIMU
TpyooBoro 3akoHogatenbcTea Poccuiickon ®egepaunm 1 nokanbHbIMU akTamum
opraHusaumm

PaboTatb ¢ MHOPMALMOHHBLIMU CUCTEMaMU, LMEPOBLIMK YCIyramu u
cepBucamu no Bornpocam agM1HUCTPUPOBaHUA AOKyMeHToobopoTa npu
NpoBeaeHNM OLEHKN 1 aTTecTaummn nepcoHana

q)OpMI/IpOBaTb npegnoxeHund no aBTtomMmatnsaumnm n umcbposmsaumm npouecca
aAMUHNUCTPUpPOBaHNA ,D,OKyMeHTOO60pOTa npn npoeeaeHnn oueHKn U attectaumn
nepcoHana

ObecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTenbLCTBa Poccuiickon
depepaunn n kKOpnopaTUBHLIX NONUTUK paboTtogaTtensi B obnactn o6paboTkm
nepcoHanbHbIX AaHHbIX M KOHUAEHUMANBHON MHOpMaLMn

BecTtu genosyto nepenmncky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEeHMS

Heobxogumble 3HaHUA

I'Iop;u:\OK O(*)OpMJ'IeHVIﬂ, BeeHNA N XpaHEeHUA OOKyMeHTalun, CBSsI3aHHOM C
npoeegeHmnem oueHKn n atrectauum nepcoHana

Mopsigok hopMUpoBaHus, BefeHns 6asbl AaHHbIX O NepcoHane opraHusaumu,
nopsifoK NPeACTaBNeHUst OTYETHOCTU

TapudHo-kBanMpuKkaumoHHbIe CnpaBovHUKN paboT u npodeccuii paboumx n
KBanndunKaLMOHHbIE XapaKTEPUCTUKM OOIMKHOCTEN CryXXallumX,
npodeccnoHanbHble cTaHgapTbl

Mopsagok npoBedeHns 3aKynoYHbIX Npoueayp 1 oopMIIeHNs CONyTCTBYIOLLEN
OOKYMeHTaLum

HODHAOK O(*)OpMJ'IeHVIH OOKYMEHTOB, NpeaocTaBndeMblX B rocygapCTBEHHbIE
OopraHbl, npeacrtaBuTeribHblie opraHbl pa6OTHVIKOB

OcHoBbI 4OKYMEHTOO60pOTa 1 AOKYMEHTaLUMOHHOIo obecneyeHuns

OpraHusaumoHHas CTpykTypa OpraHu3auumn 1 BakaHTHbIE JOMMKHOCTM
(npodreccuu, cneumanbHOCTH)

CneunanunanpoBaHHble MHDOPMALMOHHbIE CUCTEMbI, LIMKPPOBBIE YCIYTU 1
CepBUCbl aAMUHUCTPUPOBAHUS JOKYMEHTOO60pOTa NPOLIECCOB OLEHKM U
aTTecTaumm nepcoHana, BeJeHusi yyeta kaHaU4aToOB Ha BakaHTHbIE JOMKHOCTU
(npodheccuu, cneumansHOCTL), FpaHnLbl UX NPUMEHEHNS

HOpMaTMBHbIe npaBoOBbl€ aKThbl, onpegenarLwine HopMbl TpyaoBOro npasa

OCHOBbI apXMBHOMO 3aKOHOAATENBLCTBA U HOPMATUBHLIE NPABOBbLIE aKThl
Poccuiickon denepauum B obrnactu BeaeHUs JOKYMEHTaLumM No nepcoHany

3akoHogaTtenbcTBo Poccunckon ®eaepaumm o NnepcoHanbHbIX aHHbIX

TexHonoruu, MeToabl U METOAMKN NPOBEAEHUS aHanM3a 1 cuctemMaTmaaumm
[OKYMEHTOB 1 MHGOpMaLum

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auunmn, perynmpyrowime nopaaok oueHKn n
arrectaunm nepcoHana

Mopsiaok 3aknioyYeHns OroBOPOB (KOHTPAKTOB)

MpaBuna BeaeHNs AenoBo NepPenmncKm

HopMbl 3TMKM OenoBoro obLieHns

[pyrne xapaKkTepucTuku

3.4. OBOBUWEHHASA TPYOOBASA ®YHKLIUA

HanmeHoBaH1e [lesTensHOCTb Mo Kon D YpoBeHb 6
pasBMTUIO NepcoHana KBanudukaLmm

MNpoucxoxaeHne Opwurunan X 3anMmMcTBOBaHO 13

0606LL1eHHON opurMHana

TPYOOBON (OYHKLMN
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Kog opurnHana PernctpaumoHHbIN
Homep
npogeccrMoHanbHoro
cTaHgapTa

Bo3moxHble
HauMeHoBaHMWS
OOIMKHOCTEN, Npodheccui

Cneuunanunct no pa3BnUTUIO N o6yqumo nepcoHana
Cneunanuct no pPa3BUTUIO Kapbepbl NepcoHana
Cneunanuct no nepcoHany

MeHepxep no nepcoHany

TpeboBaHus K
obpaszoBaHuio 1
obyyeHuto

Boicwee o6pa303aH|/|e - GaKanaBpmaT
nnu

Boiclwee obpasoBaHue (HenpoduneHoe) - 6akanaspuat U JOMONHUTENbHOE
npodeccrnoHanbHoe obpasoBaHue - NporpamMmmbl NPOGECCUOHANBbHOM
nepenoaroToBky B 06nacTu ynpasneHns NepcoHanom unv B obnactu passutus
1 NOCTpOeHns npodheccroHanbHoOM Kapbepbl NepcoHana

TpeboBaHus K ONbITy
npakTuyeckon paboTsbl

Ocobble ycnosus
ponycka kK pabote

[pyrne xapaKkTepucTuku

PekomeHayeTca gononHutensHoe npodeccroHansHoe obpasoBaHue -
nporpaMmbl NOBLILLIEHUA KBanUdMKaummu B 06nacTu ynpasneHust nepcoHanom
nnun obyyeHns, Unu pasenUTUs NepcoHana

ﬂOI’IOJ‘IHI/ITeJ'IbH ble XapaKTepUuCcTukun

HanmeHoBaHune Kopg HaunmeHoBaHne 6a30Bov rpynmnbl, AOMMKHOCTM (Mpodeccum) unm
OOKyMeHTa cneumanbHOCTH

OK3 2424 CneumanucTtbl B 06ractv nogroToBkW U pasBuUTUS nepcoHana

EKC - MeHegxep no nepcoHany

oKnAaTP 26583 Cneumanuct no kagpam

OKCO 5.38.03.02 MeHemKmeHT

5.38.03.03 YnpaBsneHve nepcoHanom
3.4.1. TpynoBas cyHKuus

HanmeHoBaHwue OpraHusaums u Kon D/01.6 YpoBeHb 6
npoBeaeHve (nogypoBeHb)
MeponpUATUIA No KBanudmkaumm
pasBUTUIO U
NOCTPOEHWIO
npoceccuoHanbHom
Kapbepbl nepcoHana

MpoucxoxgeHve OpuruHan X 3aMMCTBOBaHO U3

TPy4oBON (PyHKUMM opurnHana

Kog opurnHana PernctpauymoHHbIn
Homep
NpogeCCUoHanbLHOro
cTaHgapTa

TpynoBble gencTans

MoaroToBka NPOEKTOB AOKYMEHTOB, ONpeaensoLLmMX NOpsSAoK pa3BUTUS
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nepcoHana 1 NocTPoeHns NPodeccnoHanbHON Kapbepbl C OLEHKON 3aTpat

PaspaboTtka nnaHoB npodheccrMoHanbHOM Kapbepbl NepcoHana

dopmMupoBaHmMe KaapoBoro pesepsa

OpraHusauusi MeponpuSTAIA MO PasBUTUIO U NOCTPOEHUIO MPOGECCUOHANBHOM
Kapbepbl nepcoHana

MogroTtoBka nNpennoxeHun no opMMpoBaHUIO BrogXKeTa Ha opraHM3auno n
nNpoBeAeHNE MEPONPUATUI NO Pa3BUTUIO U NOCTPOEHMIO NPodeCcCMoHanbHON
Kapbepbl nepcoHana

AHanm3s apeKTMBHOCTM MEPONPUATUIA MO Pa3BUTUIO NepcoHarna, NOAroToBKa
NpeanoXeHUin No pas3suTUo

Heobxoammble ymeHus

AHanuanpoBaTb ypoBeHb OOLLErO pasBUTUSA U NPOGECCUOHATTBHON
KBanudukaumm nepcoHana

OnpenensiTb KPaTKOCPOYHbIE U AONTOCPOYHbIE NOTPEGHOCTU Pa3BUTUS
nepcoHana n NocTpoeHns ero NPogeccUoHanbHoM Kapbepbl

Onpepgenstb kKpUTepun OpMMPOBaHNSA KaapoOBOro pe3epsa opraHM3auum

CocraBnatb nHameunagyanbHble NiaHbl KAPbEePHOro pa3BnTuA nepcoHana

[MpUMEHSITE TEXHONOIMM U METOALI Pa3BUTUSA NEpCcoHarna v NOCTPOEHUs!
npodeccnoHanbHoOM Kapbepbl

CocraBnatb npeanoXeHna n KOHTponnpoBsaTh CTaTbM pacxogoB Ha NporpamMmbl U

MeponpusTHS Mo PasBUTUIO NepcoHara v NOCTPOeHMo NPOdeCcCMoHarbHON
Kapbepbl AN NNaHMpoBaHus G1oaKeToB

Onpepensitb 3phEKTUBHOCTE MEPONPUSITUIA MO Pa3BUTUIO NepcoHana u
NOCTPOEHMIO NPOeCcCnoHanbHoON Kapbepbl

PaboTatb ¢ MHOPMALMOHHLIMU CUCTEMaMU, LMEPOBLIMK YCIyramu u

cepsuncamu no ynpasrieHnto nepcoHariom B obnactu ero pa3BnUTUA N NOCTPOEHNA

npodgeccnoHanbHOM Kapbepbl

q)OpMI/IpOBaTb npennoxeHmd no aBTtomMmatun3aumnm n LI,I/ICprBI/ISBLI,VII/I npoueccoB
pas3BnUTUA 1 NOCTPOEHUA I'IpOCbeCCI/IOHaJ'IbHOI?I Kapbepbl nNepcoHana

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTenbLCcTBa Poccuinckon
depepaunm n kKOpnopaTUBHLIX NONUTUK B 06rnacTtn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHLMANbLHON HOPpMaLMn

CobnogaTb HOPMbI 3TUKM AENOBOro 06LIEHMS

Heobxogumble 3HaHUSA

Cuctema, cnocobbl, METOAbI, UHCTPYMEHTbI MOCTPOEHNS NPOheCcCUoHaNbLHO
Kapbepbl

MeTtoabl onpeaeneHnst  OLEHKM NMUYHOCTHBIX U NPOdECCUOHANbHbIX
KOMMeTeHLUnn

Cuctembl, MeToabl U OPMbI MaTepUanbHOro 1 HemaTtepuansHOro
CTUMYNUPOBaHWSA Tpyaa nepcoHana

TexHonorum n metoabl d)OpMI/IpOBaHI/IFI N KOHTpOInA 6I0ﬂ)KeTOB

TexHonornn, MeToabl U1 METOAMKN aHanu3a u cuctemMmaTusaummn JOKYMEHTOB U
MHdopmMaumn

OcHoBbl NpodeccrnoHanbHoM opMeHTaumm

OcHoBbI OKYMEHTOODOOPOTA M AOKYMEHTALMOHHOrO obecneyeHns

OcHoBbl I'IpOI/I3BO,EI,CTB€HHOl7I AeATernbHOCTU opraHn3auumn

OcHoBbl 06Len u coumanbHOM NCUXONOrMM, COLMONOrMn U NCUXoNornm Tpyaa

OpraHu3aLnoHHas CTpyKTypa opraHu3aumun U BakaHTHbIE JOMKHOCTU
(npodpbeccumm, cneumansHOCTH)

TapuHo-KBannmnKaUmMoHHbIE CNpaBoOYHUKM paboT 1 npodeccnin paboymx u
KBanuguKaLNOHHbIE XapaKTepUCTUKN JOMMKHOCTEN CRy>XaLluX,
npodeccnoHanbHble cTaHaapTbl

HopmaTuBHbIE NpaBoBble akTbl, ONpeaensioLie HopMbl TPYLOBOro npasa

3akoHogatenbcTBO Poccuiickon degepaLmm 0 nepcoHarnbHbIX AaHHbIX
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JlokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLun, PerynupyroLme nopsigok passuTus
1 NOCTPOEHUsI NpodbeccUoHanbHON Kapbepbl NepcoHana

Mopsagok 3akno4eHns JOroBopoB (KOHTPaKTOB)

CneuunanusnpoBaHHble MHPOPMALMOHHbBIE CUCTEMBI, LMEPOBLIE YCIYTA 1
cepBuChl MO yNpaBneH1Io NepcoHanom B obrnactu ero passuTus U NOCTPOEHMUS
npodeccnoHanbHoOM kKapbephbl, FPaHULLbl UX NPUMEHEHUS!

OCHOBHble METPYKN U aHANUTUYECKNE Cpe3bl B 06MacTu pasBUTUS 1 NOCTPOEHNS
Kapbepbl nepcoHana

HOprI 3TUKW 0enoBoro obLeHus

[pyrne xapaktepuctukm | -

3.4.2. TpynoBas ¢pyHKuusA

HanmeHoBaHue Opranusaumsi Kog D/02.6 YpoBeHb 6
06y4yeHus nepcoHana (nogypoBeHb)
KBanudmkaymm
MNpoucxoxaeHve OpwuruHan X 3anMmMcTBOBaHO 13
TPYy4oBOWN (PyHKUMM opurnHana
Kog opurnHana PernctpauymoHHbIn
Homep
npodeccmoHanbHoro
CTaHgapTa
TpynoBble gencTaus Pa3paboTka NpoeKkToB noKanbHbIX akTOB N0 0B6YyYEeHMI0 U Pa3BUTUIO NepcoHarna ¢

OLleHKOW 3aTpaT

Pa3spaboTka y4ebHbIX NaHOB, METOAMYECKUX MaTepUarnos 1 nporpamm oby4eHus
nepcoHana

OpraHnsaums MeponpusiTuin No oby4eHnto nepcoHana

MoaroTtoBka NpennoxeHuin no dopMMpoBaHUIo BHXKETa HA OpraHU3aLnto
obyyeHus nepcoHana

AHanns acphekTUBHOCTM MEPONPUATIIA NO 0BY4EHUIO NepcoHana

Heobxogmmble ymeHus Onpepensts noTpebHOCTU B 00y4eHUM rpynmn nepcoHana B COOTBETCTBUM C
Lensmmn opraHusaumm

AHanuanpoBaTb pbIHOK 06pa3oBaTenbHbIX YCMYT Y TOTOBUTb NPEASIOKEHMS MO
nocTaBLUuKam ycnyr

OpraHu3oBbiBaTh 00y4aKoLLME MEPONPUATUSE

CocTaBnsaTb M KOHTPONMPOBATL CTaTbW PAcXo4oB Ha 0by4YeHMe nepcoHana ans
nnaHMpoBaHusi 6IOOXKETOB

PaspabaTtbiBaTb U KOMMNNEKTOBATL y4eOHO-METOANYECKME MaTepuarnbl
Mpon3BoanTb oLEeHKY 3hdeKTUBHOCTU 0By4eHMA NnepcoHana

MpousBoanTb NpeaBapuTenbHbIE 3aKyNOYHbIE NpoLeaypbl  odopmMreHne
COMYTCTBYHLLEN JOKYMEHTALIMM MO 3aKMHYEHUIO IOTOBOPOB

Pa6oTtatb ¢ MHhOpMALMOHHBIMU CUCTEMaMU, LMAPOBLIMK YCIyramu u
cepBucamu B obnacTtun oby4yeHus nepcoHana

dopmmpoBaTh NpeaioxeHme No asToMaTnsauum 1 Lmgposmsaumum npowecca
06y4eHus nepcoHana

Pa3pabatbiBaTb M 0pOpMNATL LOKYMEHTbI MO NpoLeccaM opraHu3auuy obyyeHust
nepcoHana n ux pesynsratam

ObecneuynBatb cobniogeHne TpeboBaHUI 3akoHoaaTenbLCcTBa Poccuiickon
depepaunn 1 KopnopaTMBHLIX NONUTUK B 06nacTn 06paboTkM NnepcoHanbHbIX
OaHHbIX U KOHbMaeHUManbHoOW nHdopmaLmm

Bectn genosyto nepenucky
CobnogaTb HOPMbI 3TUKM AENOBOro 06LIEHMUS
Heobxoaumble 3HaHMs MeTogbl, MHCTPYMEHTbI UCCINEefoBaHUS NOTPeBHOCTN B 0OyYeHNM nepcoHana
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MeTtogonoruns obyyeHus

TexHonornn, MeToabl 1 METOAMKN aHanu3a u cuctemMaTusaummn JOKYMEHTOB U
MHdopmMaumn

Mopanok pa3paboTky NnaHoB NOATOTOBKW, NEPENOAroTOBKM 1 MOBbILLIEHNS
kBanudvkaumm nepcoHana, y4eGHbIX NaHoB 1 Nporpamm

Cuctembl, MeToabl U OPMbl MaTepuansHOro 1 HemaTtepuansHOro
CTUMYNMpOBaHUS Tpyaa nepcoHana

TexHonorun n metoapl d)OpMVIpOBaHVIFI N KOHTpONA OroopkeToB

nOpH,D,OK BeeHnd y4eta n OTYETHOCTU NO NOAroToBKe U NOBbILLEHUIO
KBanudmkaumm nepcoHana

OcHoBbI JOKYMEHTOODOOPOTa M AOKYMEHTALNOHHOro obecneyeHns

OcHoBbl 06LLEel 1 coumanbHOM NCUXONOrMmn, COLMONOrMun 1 Ncuxonorun Tpyaa

TapudHo-KBanumnKaLmMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboyumx u
KBanmdunKaLMOHHbIE XapaKTEPUCTUKM OOIMKHOCTEN CryXallumX,
npodeccnoHanbHble cTaHgapThl

OCHOBHbIE MONOXEHNS rpaXKaaHCKOro 3akoHodaTenbcTea Poccumnckon
depepaunn B chepe 3alUNTbI MHTEMNEKTYanbHON COGCTBEHHOCTU

I'Iopr,OK npoBeneHnsa 3aKynoYHbiX npouenyp m O(*)OpMJ'IeHVIﬂ COI'IyTCTByI-OIJ.LeI;I
OOKyMeHTauunmn

OpraHusaunoHHasi CTPYKTypa opraHu3aumm

HOpMaTI/IBHbIe npaBoOBbl€ aKTbl, onpegenadrLwimne HopMbl TPyaoBOro npasa

OCHOBbI apXMBHOMO 3aKOHOAATENBCTBA M HOPMATUBHBIE NPABOBbLIE aKThbl
Poccuinckon ®eanepaumm B 0brnactv BeaeHs QOKyMeHTauUm rno nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTtenbctea Poccuiickon egepauum

OcHoBbl 3akoHoAaTenbcTBa 06 ob6pasoBaHum Poccuiickon ®egepaunm

3akoHopgaTtenbcTBO Poccuiickon denepaLmm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auumn, perynmpyrwime 06yqu|/|e
nepcoHana

Mopsigok 3aknioyYeHns 4OroBOpoOB (KOHTPAKTOB)

CneunanunsnpoBaHHble MHPOPMALIMOHHBIE CUCTEMBI, LIUCPPOBBIE YCIYTN U
cepBsuchl B 0bnactu obyveHns nepcoHana, rpaHuLbl UX NPUMeHeHUs

OcCHOBHble METPUKN U aHanMTU4ecKne cpesbl B 0brnactu obyyeHus nepcoHana

npaBI/IJ'Ia BeAEHNS OenoBom nepennckn

HopMbl 3TMKM OenoBoro obLieHns

[pyrne xapakTepucTuku

3.4.3. TpynoBasi cpyHKUUA

HanmeHoBaHue OpraHusauus Koz D/03.6 YpoBeHb 6
afantaumm un (nogypoBeHb)
CTaXVPOBKU KBanudukalum
nepcoHana
MpowucxoxaeHne OpwuruHan X 3anMmMcTBOBaHO 13
TPYAOBON OyHKLNK opurmHana
Kog opurnHana PernctpaumoHHbIn
Homep
NpogeCccMoHanbHoro
cTaHgapTa

' TpynoBble gencTeus

Pa3pa60T|<a nnaHoB agantaunn, CTaXXMpoBKU nepcoHana c OLleHKOM 3arpar

OpraHusauusi MeponpusTUiA No aganTtauum, CTaxkMpoBKe NepcoHana

Mogrotoeka npe,qno>|<eH|/|l7| No COoBepLUeHCTBOBaAHNIO CMCTEMbI aaanTauunn,
CTaXXMpPOBKK nepcoHana
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MoaroTtoBka NpeanoxeHuin no dopMMpoBaHuIo BroaXKeTa Ha OpraHM3aLuto
ajantauun n CTaXnpoBKM NepcoHana

AHanus apeKTMBHOCTN MEPONPUATUIA NO aganTaumm N CTaXKMpOBKe nepcoHana

Heobxoammble ymMeHUs

OI'IpeJJ,eJ'IFlTb rpynnbl nepcoHarna ana CtTaxupoBkn 1 agantaunm

OﬂpeﬂeﬂﬂTb pa6oqme MecCTa OAna npoBefeHunAa CTaXMpoBkn 1 agantTaunm
nepcoHana

CornacoBbiBaTb MEPONPUATUS MO aganTauun U CTaXKUPOBKE C BO3MOXHOCTAMU
npou3BoacTBa

npOVI3BO,EI,VITb aHalnn3 " OUeHKY pe3ynbraTtoB agantaunm n CTaXxmpoBoK
nepcoHana

CocTaBnaTb NpeasyiokKeH s 1 KOHTPONMPOBaTb CTaTby PACXOA0B Ha NporpamMmbl 1
MeponpuUSaTUS No aganTauun U CTaXMPOBKE NepcoHana Ans nnaHMpoBaHus
orooKeToB

MponsBoanTb oLeHKY 3adEKTUBHOCTU MEPONPUSATUIA MO aganTaunm n
CTaXXMPOBKe nepcoHana

BHe,El,pﬂTb CUCTEMDbI BOBJ1IE4YEHNA NepCoHalria B KOprnopaTtuBHYHO KynbTypy

PaboTatb ¢ MHOPMALMOHHBLIMU CUCTEMaMU, LMAPOBLIMK YCIyramu u
cepBucamMu No ynpasneHno nepcoHanom B 06nactu agantaumm n CTaXxXupoBKX
nepcoHana

q)OpMI/IpOBaTb npegnoxeHune no aBTomMmaTmn3aumm n u,mcbposvlaau,mm npoueccoB
agantaunnm n CTaXMpoBKU nepcoHana

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTenbLCcTBa Poccuinckon
depepaunn n kKOpnopaTUBHLIX NONUTUK B 06rnacTn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHLMANbLHON HOpMaLmn

BecTu genosyto nepenuncky

CobnogaTb HOPMbI 3TUKM AENOBOro o6LLeHUSs

Heobxogumble 3HaHuUsA

MeToabl aganTaummn 1 CTaXUPOBOK NepcoHana

TexHonoruu, MeTofbl U METOAMKM NPOBEAEHUst aHanusa v cuctemaTmsaumm
[AOKYMEHTOB U MHpopmaLmu

nOpFUJ,OK pa3pa6OTKVI nnaHoB agantaunn nepcoHalsia Ha HOBbIX pa6oq|/|x mMecTax,
noaroToBKKM, nepenoarotoBkM U NOBbILLEHUA KBaJ'II/IqI)I/IKaLI,I/II/I nepcoHana u
opraHn3aunm CTaxmpoBOK

Mopanok cocTaBneHnsl CMEeT 3aTpaT Ha adanTaumio U CTaXKMPOBKY nepcoHana

I'Iopﬂnox BeeHNAa y4yeTa 1 OTYETHOCTU No aganTauun n CTaXXMpoBke nepcoHana

CucTteMbl, METOAbI U hOPMbI MaTepUanbHOro U HeMaTepuanbHOro
CTUMYIMPOBaHWs Tpyaa nepcoHana

TexHonornm n metoabl GopMUPOBaHUS U KOHTPONS BroakeToB

OcHoBbl 06LLEN 1 coumanbHOM NCUXONOrMK, COLMONOrMK 1 Ncuxonorun Tpyaa

OpraHu3aLmMoHHas CTPyKTypa OpraHu3aummn 1 BakaHTHblE JOMKHOCTU
(npodpeccuu, cneumanbHOCTH)

TapuHo-kBannmnKaumMoHHbIEe cNpaBoOYHUKM paboT 1 npodeccnin paboymx u
KBanuUKaLMOHHbIE XapaKTePUCTUKN OOMKHOCTEN CRyXaLuuX,
npodeccnoHanbHble cTaHaapThbl

CneunanunanpoBaHHble MHPOPMaALMOHHbIE CUCTEMBI, LMKPOBLIE YCIYTU 1
CEepBYCbI MO YNPaBMEHUIO NepCoHanoM B NpoLecce aganTtauum 1 CTaXKUPOBKU,
rpaHuLbl UX MPUMEHEHUS

OcHoBHble METPUKN N aHaNMUTU4eCKmne cpesbl B obnactu npoueccos agantaumm n
CTaXUpOBKK nepcoHana

HopmaTunBHbIE NpaBoBble akTbl, ONpeaensioLie HopMbl TPYLOBOroO Npasa

OcHoBbl Hanoroeoro 3akoHogaTtensctea Poccuiickon ®egepaunm

3akoHogaTtenbcTBo Poccunckon ®eaepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLMK, perynupytoLime agantawmio 1
CTaXkMPOBKY NepcoHana

[okyMeHT coxpaHeH ¢ noptana docs.cntd.ru — anekTpoHHoro coHaa us 6onee 25 000 000 HopMaTUBHO-NPABOBbLIX U HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB


http://docs.cntd.ru/

06 yTBepxaeHUN NnpodeccmoHanbHoro ctaHaapta "Crneuuanqct no ynpaeneHuno nepcoHanom”
lpuka3z Munmpyda Poccuu om 09 mapma 2022 2. Ne 109+

CTtpanuua 26

OcHoBbI OKYMEHTOO60pPOTa 1 JOKYMEHTaLUMOHHOIo obecneyeHuns

Mopsagok 3akno4eHns JOroBopoB (KOHTPaKTOB)

I'IpaBVlna BeAEHNS OenoBow nepernncku

HopMbl 3T1kn aenoBoro obLweHns

[pyrvne xapaktepncTumku

3.4.4. TpynoBas pyHKUMA

HanmeHosaHwue AaMUHUCTPUpPOBaHUe Kon D/04.6 YpoBeHb 6
MPOLIECCOB Pa3BUTUS 1 (noaypoBeHb)
NOCTPOEHMS! KBanudukalum
npodeccuoHarnbHoN
Kapbepbl, 00y4YeHus,
agantaumu,
CTaXXMpPOBKM
nepcoHana un
COOTBETCTBYHOLLEO
AoKymeHTOObOpOTa
MpowucxoxaeHne OpwuruHan X 3anMMcTBOBaHO 13
TPYAOBOM (OYHKLNN opuruHana
Kog opurnHana PernctpaumoHHbIN
Homep
npodpeccrMoHanbHoro
cTaHgapTa

TpynoBble gencTaus

JlokymeHTaLuMoHHOe oGecrneyeHne pesynbTaToB MeponpusiTUil Mo PasBUTUIO U
MOCTPOEHMI0 NPOPEeCCMOHANLHOM Kapbepbl, 06y4YeHuIo, aganTaunmn U CTaxkMpoBKe
nepcoHana

MoaroToBka MHAMBMAYANbHBIX NPEASIOXEHWUIA HA OCHOBE Pe3ynkTaToB
npoBeaeHUA MeponpUATMIA MO Pa3BUTUIO U MOCTPOEHMUIO NPOdECCMOoHanNbHON
Kapbepbl, 06y4YeHWto, aganTauum U CTaxXnpoBke nepcoHana

MogroToBka NpeanoXeHUi No CoBEePLLIEHCTBOBAHMIO CUCTEM 0BYyYeHUs,
ajanTaummn 1 CTaXKMPOBKM, pa3BUTUS U MOCTPOEHUS NPOGPECCUOHANBHON Kapbepsbl
nepcoHana

COHpOBO)K,D,eHVIe O0roBopoB Ha OKa3aHMEe KOHCYIbTalUuMOHHbIX, MHd)OpMaHMOHHbIX
ycnyr, HeO6XO,D,VIMbIX anda nposegeHnda 06yqu|/|;|, agantaunm n CTaXXmpoBokK,
pas3BnUTUA 1 NOCTPOEHNA I'IpOCbeCCI/IOHaJ'IbHOIZ Kapbepbl NepcoHana, BKn4as
npenBapuTernbHblie npoueaypbl No UX 3aKito4Y4eHUo

Heobxogumble ymeHus

OdpopmMnsiTe JOKYMEHTHI MO BONpocamM NpoBeAeHusi obyyeHns, agantaumm u
CTaXXMPOBKM, Pa3BUTUS U MOCTPOEHUSI NpodheccuoHarnbHON kKapbepbl NepcoHana,
npefocTaBnsieMble B rOCyAapCTBEHHbIE OpraHbl, NPeacTaBUTENbHbIE OpraHbl
paboTHMKOB

O6GecneynBaTb JOKYMEHTALMOHHOE COMNPOBOXAEHME 00yYeHmns, agantauum u
CTaXkMPOBOK, Pa3BUTUS U MOCTPOEHUS NpodeccnoHarnbHON Kapbepbl NepcoHana

AHanusupoBsaTb npaBuna, NpoLeaypbl U NOPsSiAK NPOBeAEHNs 00y4eHNs,
afanTauum n CTaXUPOBKM, PasBUTUS U MOCTPOEHUSI MPOGECCUOHaNbBHON Kapbepbl
nepcoHana

OpraHVI3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUM C Tpe60BaHVIFIMVI
3akoHogatenscTBa Poccuickom d)e,qepau.vm N NoKalnbHbIMM akTaMn opraHnsaunun

PaboTaTtb ¢ MHPOPMALIMOHHBIMU CUCTEMAaMM, LIMPPOBLIMUK yCIyramu u
cepBrcamu nNo Bonpocam agMUHUCTPUPOBaHWSA JOKYMEHTOO6opoTa NpoLeccoB
0byyeHuns, agantaunm u CTaxMpoBKKX, pa3BUTUSA U MOCTPOEHUS
npodeccnoHansHoM Kapbepbl NepcoHana, BeAeHns yyeta kKaHanaaToB Ha
BaKaHTHbIe JOMKHOCTH (Npodheccuu, cneumanbHOCTK)

CDOpMVIpOBaTb npegnoxexHne no aBtomatnsaumn n LI,VId)pOBVI3aLIMVI B obnactu
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adMUHUCTPUpPOBaHNA ,D,OKyMeHTOO60pOTa npoueccoB 06y‘-IeHVIF|, agantTaumn n
CTaXXMpPOBKU, pa3BnUTNA N NOCTPOEHNA ﬂpO(beCCI/IOHaﬂbHOIZ Kapbepbl, BeaeHNA
yyeTa KaHOnOaToB Ha BakKaHTHbIE OOIMKHOCTU (npod)eccvu/l, CﬂeLLI/IaﬂbHOCTVI)

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTenbCcTBa Poccuinckon
depepaunm n kKOpNopaTUBHLIX NONUTUK B 06rnacTn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHLMANBLHON HOpMaLmn

BecTu genosyto nepenuncky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEHMS

Heobxogumble 3HaHUA

Mopsigok oopMneHusl, BEOAEHUS U XPaHEHUS] OKYMEHTaLUMW, CBA3AHHON C
cucTemMon obyyeHusl, agantauum U CTaXXMPOBKU, Pa3BUTUS U MOCTPOEHUS
npodeccrnoHanbHOM Kapbepbl NepcoHana

Mopsigok hopMUpoBaHus, BefeHUs 6asbl AaHHbIX O NepcoHane opraHusaumu,
nopsidoK NPeACcTaBneHUst OTYETHOCTU

HopmaTuBHbIe NpaBoBble akThbl, perynpytoLue npasa u obsa3aHHOCTH
rocyjapCTBEHHbIX OPraHOB U OpraHun3auMmn No NPeLOCTaBMNEeHNI0 YYETHON
AOKyMeHTaLum

Mopsigok ohopMneHUst JOKYMEHTOB, NpeAcTaBnsieMblX B FOCYAapCTBEHHbIE
opraHbl ¥ UHble opraHn3aumm

OcHoBbI JOKYMeHTOO60pOTa U AOKYMEHTaLMOHHOro obecneyeHuns

Mopsaok NnpoBefeHust 3aKynoYHbIX Nnpoueayp 1 ohopmIieHnst CoONyTCTBYOLLEN
OOKyMeHTaLum

OpraHu3aumnoHHas CTPyKTypa opraHu3aummn 1 BakaHTHbIE JOMKHOCTU
(npodpeccum, cneumanbHOCTH)

TapudHo-kBanM@puKaunoHHbIe CNpaBovHKKN paboT u npodeccuii paboumx n
KBann@UuKaLMOoHHbIEe XapaKTePUCTUKN AOMKHOCTEN CRyXaLluX,
npodeccroHanbHble CTaHAapThbl

CneumanuanpoBaHHble MH(OPMALMOHHbLIE CUCTEMBI, LMPOBLIE YCIYT 1
cepBuchl B 06/1aCTU aAMUHUCTPUPOBaHWS JOKYMEHTOO60pOTa NO BONpocam
oby4yeHus, aganTauum u CTaXUPOBKW, Pa3BUTUS U NOCTPOEHUS
npodeccuoHanbHoOM kapbepbl, BeAeHUs yYeTa KaHAUAATOB Ha BakaHTHbIE
[OMKHOCTH (Npodheccuu, cneumansHOCTH), FpaHnLbl MX NPUMEHEHUS

HopmaTurBHbIE NpaBoOBbIe akTbl, ONpeaensioLe HopMbl TPYLOBOro npasa

OCHOBbI apXMBHOTMO 3aKOHOAATENLCTBA Y HOPMATUBHbIE NMPABOBbLIE AKThbI
Poccuickon ®enepaumm B obnactv BeaeHs JOKyMeHTauUm no nepcoHany

OcHoBbl Hanoroeoro 3akoHogatenbcTea Poccuiickon Pegepaunn

3akoHogatenbcTBO Poccuiickon PegepaLmm 0 nepcoHarnbHbIX AaHHbIX

TexHonoruu, MeToabl U METOAMKU NPOBEAEHUS aHanM3a 1 cuctemMaTmaaumm
JOKYMEHTOB 1 MHGOpMaLum

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aLnn, perynupyoLme nopsaok passuTus
1 NOCTPOEHNsA NpodeccroHarnbHoM Kapbepbl, 0ByYeHns, agantaumm u
CTaXkMPOBKM NepcoHana

Mopsgok 3aknioyYeHns 4O0roBopoOB (KOHTPAKTOB)

npaBI/IJ'Ia BEAEHNS OenoBow nepennckn

HopMbl 3TMKM OenoBoro obLieHns

Opyrue xapaktepucTunkm

3.5. OBOBUWEHHASA TPYOOBASA ®YHKLIUA

HaumeHosaHne [lesTenbHOCTb Mo Kon E YpoBeHb

opraHusauunn Tpyga u KBaJ'IVICt)VIKaLI,VIVI
onnaTtbl NnepcoHana

MpoucxoxaeHne Opwurunan X 3anMmcTBOBaHO 13
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0606LLeHHO
TPYOOBOW (OYHKLMN

opurnHana

Kog opuruHana PernctpaymoHHbIn
Homep
NpogeCCUOHaNbLHOro
cTaHgapTa

BoamoxHble
HavMeHOBaHMS
OOMMKHOCTEN, npodeccui

CneumanucTt No HOPMUPOBAHMWIO 1 onnaTte Tpyada
CneumanucT no opraHusauuv u onnare Tpyaa
CneumanucT nNo KoMMneHcaumsm 1 nbrotam
CneuuwanncT no nepcoHany

MeHemxep no nepcoHany

TpeboBaHus K
obpasoBaHuio n
oby4eHnto

Bbicwee obpasoBaHue - 6Gakanaespuart

mnnn

Bbicwee ob6pasoBaHune (HenpodunbHoe) - 6akanaBpuaT 1 JOMNOMHUTENBHOE
npodeccrnoHanbHoe o6pasoBaHue - NporpamMmmbl NPOdECCMOHaNbLHOM
nepenoaroToBky B 0bnacTu ynpasrneHus nepcoHanom unv B obnactum
OopraHu3aumu u HopMMpPOBaHUA Tpyaa, CTUMYNMPOBAHWS 1 ONnatbl Tpyaa

TpeboBaHusA K onbITy
npakTuyeckon paboTbl

Ocobeble ycnosus
Jonycka kK pabore

Lpyrve xapakTepucTuku

PekomeHayeTcs ononHMTeNnbHOE nNpodeccuoHanbHoe obpasoBaHue -
nporpamMmbl NOBbLILLEHUSI KBanNudmKaLmum B 06acTy ynpaeneHusi nepcoHanom
WK opraHu3aumu Tpyaa 1 onnatbl nepcoHana

JlononHuTenbHble XapakTepucTukn

HanmeHoBaHne Koga HanmeHoBaHme 6a3oBon rpynnbl, 4OMKHOCTY (Npodheccun) nnm
OOKyMeHTa cneumnanbHOCTK
OK3 2423 Cneuuwannctbl B obnactu nogbopa u Ucnonb30BaHWsi nepcoHana
EKC - NHxeHep No HOpMMpOBaHMWIO Tpyaa
- OKOHOMUCT NO TPyAy
- MeHemxep no nepcoHany
oKnaTP 26583 Cneumannct no kagpam
27755 OKOHOMWCT Mo TpyAay
OKCO 5.38.03.01 OKoHOMMKa
5.38.03.02 MeHemXmeHT
5.38.03.03 YnpasneHne nepcoHanom
3.5.1. TpynoBas cyHKuus
HanmeHoBaHwue OpraHusaumns Tpyaa Kon E/01.6 YpoBeHb 6
nepcoHana (nogypoBeHb)
KBanudmkaumm
MpowucxoxaeHne OpwuruHan X 3anMmMcTBOBaHO 13
TPYAOBON OyHKLNM opurmHana
Kog opurnHana PernctpaumoHHbIn
Homep
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npogeccrMoHanbHoro
CTaHgapTa

TpyooBble gencTeus PaspaboTka cuctembl opraHnsaumm 1 HOpMUPOBaHUA TpyAa NepcoHana
BHegpeHuve cuctembl opraHvM3aumnmM 1 HOpMMPOBaHWA Tpyaa nepcoHana ¢
onpefeneHnem TpygoeMKOCTU, HOPMAaTMBHOWN YMCIEHHOCTK, rpadmkoB paboT u
YCrnoBUiA onnatbl Tpyaa nepcoHana

BbisiBneHne pe3epBoB NOBbILLUEHUA MPOU3BOAUTENBHOCTU TPpyAda U Ka4ecTBa
HOPMUPOBaHUA Tpyada

MoaroToBka NpeasioXeHnn No N3MeHeHUsM YCroBMA 1 onnaTtbl Tpyda nepcoHana

MogroToBka NpeanoxeHunii No opMmnpoBaHuo SrogKeTa Ha opraHusauuo Tpyaa
nepcoHana

OnpegeneHune aeKTUBHOCTN paboTbl CUCTEMbI OpraHnM3aunv 1 HOPMUPOBaHHNS
Tpyaa Ha pabounx mectax

Heobxoammble yMeHUs BHeOpsTb MeToabl pauMoHanbHOM opraHM3aLmmn Tpyaa

AHanu3MpoBaTb COCTOSIHUE HOPMMPOBaHMWS Tpyaa, Ka4ecTBO HOpM, NnokasaTernen no
Tpyay

AHanuanposaTtb 3hpeKTUBHOCTb paboTkl CUCTEMbI OpraHu3auuy Tpyaa nepcoHarna
N HOPMUPOBaHWA Tpyada Ha pabounx mecTtax

CocTaBnaTb U KOHTPONUPOBATL CTaTbW PAcX0Qo0B Ha onnaTty Tpyda nepcoHana ans
nnaHnpoBaHusi 610oXKEeTOB

Pabotath I/IHd)OpMaLI,I/IOHHbIMI/I cucreMamm, LLI/I(*)pOBbIMI/I ycnyramu n cepsucamm
B obnactu opraHu3aumm n onnartbl Tpyda nepcoHana

dopmMu1poBaTh NPeanoXeHns no asTomaTmsaumnm 1 LM poBmusaLmnm NPoLEeccoB
opraHu3aumy 1 HopMUpPOBaHUA Tpyaa

PaspabaTbiBaTb 1 0hOpMIIATL JOKYMEHTLI MO HOPMUPOBAHUIO M onfaTte Tpyaa
nepcoHana

O6ecneuynBaTtb cobniogeHne TpeboBaHUI 3akoHogaTenbcTBa Poccuiickon
depepauum 1 KOpnopaTUBHbLIX NONUTUK B 0brnacTn 06paboTkm NepCcoHanbHbIX
OaHHbIX U KOHbMaeHUManbHoW nHdopmaLmu

Bectu genosyto nepenucky

CobntogaTe HOPMbI 3TUKU AEMOBOro 06LLeHUs

Heobxoanmble 3HaHUA MeToabl yyeTa n aHanusa nokasartenemn no Tpyay v onnare Tpyga

MeToapbl onpeaeneHuns, oLeHKM U CPaBHEHUSI MTPOU3BOACTBEHHOW MHTEHCUMBHOCTU U
HanpsPKEHHOCTM TpyAa

MeToabl HOPMUPOBAHUA Tpyaa
Metoabl onpeaeneHna YMcrneHHoCcTn nepcoHana
Me>|<0TpacneBb|e M oTpacrnesble HOpMaTuBbl TPYAOBbIX 3aTpaT

COBpeMeHHbIe (bOprI, CUCTEeMbl onJiatbl 1 y4eTa Npon3BoauUTENbHOCTU Tpyada
nepcoHana

CVICTeMbI, mMeToabl U q)OprI mMmatepunanbHOro 1 HemartepumaribHoro
CTuMynupoBaHua Tpyaa nepcoHana

TexHonoruv n metoabl popMUPOBaHUS U KOHTPOS BroaXXeToB

TexHonornn, MeToabl 1 METOAMKN NPOBEAEHMS aHanu3a u cuctemaTusauum
OOKYMEHTOB 1 MHpopmauun

OcHoBbl OKyMEHTOO60pOTa 1 JOKYMEHTALMOHHOMO obecneyeHunst

Mopsipok Tapudukaumm padoTt 1 pabounx, yCTaHOBNEHUS OOMKHOCTHBIX OKNazoB,
gonnart, HagbaBok 1 k03 PULNEHTOB K 3apaboTHOM NnaTe, pacyera
CTUMYMMPYIOLLMX BbiNnat

TapudHo-kBanM@puKaLnoHHbIe CNpaBoYHKKN paboT u npodeccuii paboumx n
KBanuunKaLNOHHbIE XapaKTEPUCTUKN OOMMKHOCTEN CRyXalLluX,
npodeccuoHanbHble cTaHaapTbl

OcHoBbI TEXHOMOMMK npon3BoacTBa U AeATeNibHOCTU OopraHmn3aunm
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OpraHusaumoHHas CTPyKTypa opraHusaummn 1 BakaHTHbIE JOMKHOCTU (Mpodheccum,
crneunanbHOCTK)

MonuTuka u cTpaterns opraHmsaumm no nepcoHany

OKOHOMUKa Tpyaa

OcHoBbl 06Len u coumanbHOM NCUXONOrMM, COLMONOrMn U NCUXONOrnn Tpyaoa

HopmaTuBHbIe NpaBoBbIe akTbl, OnNpeaenstoLmMe HopMbl TPYAOBOIO Npaea

OcHOBbI apXMBHOMO 3aKOHOAATENLCTBA U HOPMATUBHbLIE NPABOBbIE aKThl
Poccuiickon Pefepauun B obrnactu BegeHns AOKYMeHTauumn no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTtenbcTea Poccuiickon Pegepaunm

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHU3aLun, perynupytoLlme Nopsaok
opraHusaLuy U HOpMMPOBaHWS Tpyda nepcoHana

CI'IeLI,I/IaﬂI/IE!I/IpOBaHHbIe I/IHd)OpMaLLI/IOHHbIe CUCTEMDbI, Ll,I/Id’.)pOBbIe ycnyru n cepBuchl
B obnactu OopraHu3aumm n onnartbl Tpyaa nepcoHana, rpaHunubl X NpuMeHeHnA

OCHOBHbIE METPUKMN 1 aHaNMTUYeCKNe cpesbl B 06nacTy NpoLeccoB opraHnsaumm u
HOPMMPOBaHUs Tpyaa

npaBI/IJ'Ia BeAEHNS OenoBom nepennckun

HopMbl 3TMKM OenoBoro obLieHns

Lpyrne xapakTepucTuku

3.5.2. TpynoBas cpyHKUUsA

HavmeHoBaHue OpraHusaums onnartbl Kog E/02.6 YpoBeHb 6
Tpyaa nepcoHana (nogypoBeHb)
KBanudmkaumm

MpoucxoxaeHne Opwurunan X 3amMmcTBOBaHO 13

TPYAOBON yHKLNK opurnHana

Kog opurnHana PernctpaumoHHbIn
Homep
npodeccrmoHansHoro
cTaHgapTa

TpyooBble gencTeus

Pa3paboTka cuctembl onnatbl TpyAa nepcoHana

dopmupoBaHme BrogkeTa dhoHaa onnatbl TpyAa, CTUMYIIMPYHOLLMX U
KOMMeHCaLMOHHbIX Bbinnar

BHeﬂ,peHVIe CuCTemMbl onnartbl Tpyga nepcoHana

MogroToBka NpeanoXeHUi No COBEPLUEHCTBOBAHMIO CUCTEMbI onnaThl Tpyaa
nepcoHana

Heobxoammble ymeHus

rlpI/IMeHﬂTb TexHonornn MaTepmaanoPl MOTMBaUUKU B ynpaBlieHUn nepcoHarnom

AHannanpoBaTb COBPEMEHHbIE CUCTEMbI ONaThl U MaTepuarnbHOM (MOHETAPHOW)
MOTUBaLMK Tpyaa ANs uenew opraHm3auum

AHanusnpoBaTb YpoBEHb ONMaThl Tpyaa NnepcoHarna no CooTBETCTBYHOLLMM
npodheccuoHanbHbIM KBanMdukaumsam

MpoBoAWTL MOHUTOPUHT 3apaGoTHON NNaThbl Ha pbiHKe TpyAa

CocTaensaTb ¥ KOHTPONMPOBATL CTaTbW PACXOAOB Ha onnaTy TpyAa nepcoHana Ans
nnaHupoBaHus Bompketa

AHanuanpoBaTb hopMbl MaTepraribHOro CTUMYNMPOBaHNSA, KOMMNEHCALMWIA 1 NbIoT B
onnare Tpyaa nepcoHana

PabotaTb ¢ MHHOPMALIMOHHBIMU CUCTEMaMM, UMPOBBLIMI YCIyraMmy U cepBucamu
no onnate Tpyaa nepcoHana

dopmrpoBaTb NPeAnoXeHWe No aBToMaT3aummn 1 uMgpoBM3aLmnm NpoLeccoB
onnarbl Tpyaa

Coctaenatb NPOrHO3bl pa3BUTUA onnaTtbl Tpyaa nepcoHana
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ObecneuynBatb cobnogeHne TpeboBaHUI 3akoHoaaTenbLCTBa Poccuiickon
depepaunn 1 KopnopaTUBHLIX NOMUTUK B 06nacTn 06paboTkM NnepcoHanbHbIX
OaHHbIX 1 KOHpMaeHUMansHoOW nHdopmaLmm

Bectn genosyto nepenucky

CobntogaTb HOPMbI 3TUKM AENOBOro 06LIEeHMS

Heobxogumble 3HaHUS

(DOprI N CUCTEMbI 3apa60TH0171 nnarbl, NOpPAAOK COCTaBNEeHnA OrooxeToB

Cuctembl, MeToabl U OPMbl MaTepuansHOro 1 HemaTtepuansHOro
CTUMYNMpOBaHUS Tpyaa nepcoHana

TexHonornm n metogsl GopMMpPOBaHUSA U KOHTpONS GroaxeToB 1 OHO0B

Mopsgok Tapudmkaumm paboT n pabounx, yCTaHOBMEHUS OOMKHOCTHBLIX OKIagoB,
gornnart, HagbaBok 1 k03 PULMEHTOB K 3apaboTHOM NnaTe, pacyera
CTUMYNUpPYOLWKX BbINNat

MeTogap! onpeneneHna YMCcrneHHoCTn nepcoHana

TapudHo-kBanM@puKaunoHHbIe CNpaBovHKKN paboT u npodeccuii paboumx n
KBanMduKaLMOHHbIE XapaKkTEPUCTUKM OOIMKHOCTEN CryXallumX,
npodeccrnoHarnbHble CTaHgapTbl

MeToabl yyeTa 1 aHanusa nokasarenen no Tpyay v 3apaboTHol nnarte

TexHonoruu, MeToabl U METOAMKN NPOBEAEHUS aHanM3a 1 cuctemMaTmaaumm
JOKYMEHTOB U MHGOpMaLum

MonuTtuka 1 cTpaTernst opraHnsaumm no nepcoHany

OpraHusaumoHHas CTPyKTypa opraHn3aummn 1 BakaHTHble A0IMKHOCTYM (Mpodheccuu,
crneunanbHOCTK)

HOpMaTI/IBHbIe npaBoOBbl€ aKThbl, onpeaenarLwimne HopMbl TpyaoBOro npasa

OcHoBbl Hanoroeoro 3akoHogatenscTea Poccuiickon egepaunm

3akoHopaTtenbcTBO Poccuiickon depepaLmm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HopMaTUBHbIE aKTbl OpraHW3aumMn, perynvpyoLime onnaty Tpyaa

OCHOBbI 3KOHOMWKM Tpyoa

OcHoBbI TEXHOMOMMK npon3BoacTBa U AeATeNlbHOCTU opraHmn3aunm

OcHoBbI OKYMEHTOODOOPOTA M AOKYMEHTALMOHHOrO obecneyeHunst

Mopsaok 3aknoveHns 4OroBOpPOB (KOHTPaKTOB)

OcHoBbl 06Len n coumanbHOM NCUXONOrMM, COLMONOrMn U NCUXONornn Tpyaoa

CneunanunsnpoBaHHble MHPOPMALMOHHbIE CUCTEMbI, LMGPOBLIE YCINYTU U CEPBUCHI
B obriacTv opraHusaumm 1 onnaTtel Tpy4a nepcoHana, rpaHuLbl X NpUMeHeHust

OcHoBHblE METPUKN N aHanMUTU4eCKmne cpesbl B obnactu npoueccos obecneyeHus
onnaTtbl TpyAa nepcoHana

HopMbl 3T1KM1 AenoBoro ooLweHns

Opyrvue xapakTepucTuku

3.5.3. TpynoBas ¢yHKuus

HaumeHoBaHune AQMUHUCTPUpOBaHUE Kog E/03.6 | YpoBeHb 6
npoLeccos (noaypoBseHb)
opraHusaumu Tpyaa, KBanudukauum
onnatbl NepcoHana u
COOTBETCTBYHOLLEro
AokymeHToobopoTa

MNpoucxoxaeHve OpwvruHan X 3anMCTBOBaHO U3

TPYAoBOW oyHKLNK opurnHana

Kog opurnHana PernctpaumoHHbIn
Homep
NpogeCCUOoHanbHOro
CTaHgapTa
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TpyooBble gencTeus

[lokyMeHTaLMOHHOe 1 OpraHM3aLMOHHOe COMPOBOXAEHME CUCTEMbI OpraHn3aLmm
Tpyda v onnaTtbl TPyAa nepcoHana

MoaroTtoBka NpeaoXXeHUA N0 COBEPLUEHCTBOBAHUIO CUCTEMbI OpraHM3aunm u
onnatbl TpyAa nepcoHana

MogroToBka 1 06paboTka 3anpPOCOB U yBEAOMIIEHWI O pabOTHUKAX B
rocyapCTBeHHbIe opraHbl, NpeacTaBUTeNbHbIE opraHbl paboTHMKOB MO CMCTEMaM
onnarbl U opraHusauuy Tpyaa nepcoHana

OpraHu3aLoHHOE U [OKYMEHTaLMOHHOe CONPOBOXAEHE JOrOBOPOB Ha OKasaHue
KOHCYNbTaLUMOHHbIX, MHPOPMALMOHHBIX YCIYT MO CUCTEMaM OnfiaThl U opraHu3aLum
TpyOa nepcoHana, BkioYas npeasaputenbHble Npoueaypbl Mo UX 3aKioYeH o

Heobxogumble ymeHus

OdhopMnsaTb 4OKYMEHTbI MO BONpocam onnaThl U opraHvM3aumm Tpyada nepcoHana,
npeacTaBnsieMble B rOCYAapCTBEHHbIE OpraHbl, NPeACTaBUTENbHbLIE OpraHbl
paboTHMKOB

AHanManposaTb HOPMaTUBHbIE U METOAMYECKME OOKYMEHTLI MO BOMPOCaM onfarthl
 opraHusauuu Tpyga nepcoHana

OpraHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUMN C Tpe6OBaHVIﬂMVI
3akoHoaatenscTBa Poccuickom d)enepau,vm N NoKanbHbIMM akTaMn opraHnsaunun

Bectn yyeT n pernctpaunio JOKyMEHTOB B I/IHdDOpMaLI,VIOHHbIX cucrtemMax n Ha
MaTepuaribHbIX HOCUTENAX

PaGoTaTb ¢ MH(OPMALMOHHLIMK CUCTEMaMM, LMdPOBLIMU YCIyraMu 1 cepeucamu
Mo aAMUHUCTPUPOBAHMIO JOKYMeHTOoo6opoTa B 06MacTy opraHusaumm 1 onnarbl
Tpyada nepcoHana

dopmmpoBaTh NpeasioxeHne No asToMmaTnsauumn 1 LudposmsaLum npoecca
agMUHUCTPUPOBaHNSA JOKYMEHToo6opoTa B 06nact onnatbl 1 opraHv3auumn Tpyaa

MpousBoanTb NpeaBapUTenbHble 3aKynoyHble npoueaypbl U opopMnsATL
COMYTCTBYIOLLYHO LOKYMEHTaLMIO NO 3aKIOYEHNIO JOrOBOPOB

O6ecneuynBaTthb cobniogeHne TpeboBaHUI 3akoHoaaTenbLCcTBa Poccuiickon
depepauyum 1 KopnopaTUBHLIX NONUTUK B 0bnacTn 06paboTkM NepcoHanbHbIX
OaHHbIX U KOHbMaeHUManbHoOW nHdopmaLmm

Bectn genosyto nepenucky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LIEHUS

Heobxogumble 3HaHUsA

Mopsinok ohopMneHus, BEAEHUS U XpaHEHUS LOKYMEHTaLMM NO cCUCTEMaM onnatbl
1 opraHusauuy Tpyaa nepcoHana

HopmaTuBHbIE NpaBoBbIe aKThbl, perynupytoLue npasa 1 obsa3aHHOCTH
rocyjapCTBEHHbIX OPraHoOB U OpraHun3auMmn No NPeLoCTaBMNeHNI0 YYETHON
AOKyMeHTaLuum

TexHonoruu, MeToabl U METOAMKU NPOBEAEHUS aHanM3a 1 cuctemMaTmaaumm
[OKYMEHTOB 1 MHGOpMaLum

TapudHo-KBannmnkaLmMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboumx u
KBanndunKaLMOHHbIE XapaKTEPUCTUKM OOIMKHOCTEN CryXallmX,
npodeccnoHanbHble cTaHaapThl

CneunanunsnpoBaHHble MHPOPMALIMOHHbIE CUCTEMBI, LMGPOBLIE YCIYTU U CEPBUCHI
No agMVHUCTPVPOBAHMUIO JOKYMEHTOOGOPOTA NPOLIECCOB ONMaThl Y opraHu3auum
Tpyaa nepcoHana, rpaHuibl X NPUMEHEHUS]

JlokanbHble HopMaTUBHbIE aKTbl OpraHW3aLmnn, PerynmpytoLime nopsaok onnarbl,
opraHusauuv U HoOpMUPOBaHUSA Tpyaa

OcHoBbI JOKYMEHTO060pOoTa 1 AOKYMEHTaUMOHHOIo obecneyeHuns

I'Iopr,OK d)OpMI/IpOBaHI/IFI, BeaeHunsa 6a3bl AaHHbIX U npegcraBneHna OT4eTHOCTU No
cucTtemMam onnartbl U opraHn3aumn Tpyga nepcoHana

HopmaTuBHbIe NpaBoBbIe akTbl, ONpeaensioLlmMe HopMbl TPYAOBOIO Npaea

OcHOBbI apXMBHOMO 3aKOHOAATENLCTBA U HOPMATUBHbLIE NPABOBbIE aKThl
Poccuiickon ®egepauun B obrnactu BegeHns AOKYMeHTauumn no nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTtenbcTea Poccuiickon Pegepaunm
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3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

Mopsagok 3akno4eHns JOroBopoB (KOHTPaKTOB)

Mopsaok NpoBeAeHMs 3aKyNOoYHbIX NpoLeayp 1 0popMIIEHNst COMYTCTBYOLLEN
AOKyMeHTauum

HopMbl 3TMKM OenoBoro obLeHns

lMpaBuna BegeHUsa AenoBown Nnepenunuckn

Lpyrve xapakTepucTuKku

3.6. OBOBLWEHHAA T

PYOOBASA ®YHKLUUA

HanmeHoBaHue JeatensHocTb No Kon F YpoBeHb 6
opMUpOBaHUIO KBanudmkaumm
KopnopaTnBHOW
coumanbHOW NONUTUKN

lNpouncxoxaexne OpwruHan X 3aMMcTBOBaHO U3

0606LeHHOM opur1Hana

TPYy4oBON (PyHKUMM

Kon opuruHana PerncTpaunoHHsbii
Homep
nNpodeCcCMoHanbLHoro
cTaHgapTa

BosmoxHble
HavMeHOoBaHUs
OOIMKHOCTEN, Npodheccuin

Cneumannct no coumanbHbIM NporpaMmmam

Cneumannct no pabote ¢ npeacTaBUTENbHLIMWM OpraHaMy paboTHMKOB
Cneumannct no KopnopaTUBHON COLMarnbHOM MNONUTUKE

Cneunannct no nepcoHany

MeHegxep no nepcoHany

TpeboBaHus K
obpasoBaHuio n
obyyeHnto

Boicwee 06pasoBaHme - GaKanaBpmaT
mnnun

Bbicwee obpasoBaHune (HenpodunbHoe) - 6akanaspuaT 1 ONONHUTENBHOE
npodeccrnoHanbHoe obpasoBaHue - NporpamMmmbl NPOGECCUOHANBHOM
nepenoaroToBky B obnacTtu ynpasneHus nepcoHanom unv B obnactum
couunanbHOM MONUTUKN

TpeboBaHus K ONbITy
npakTuyeckon paboTbl

Ocobble ycnosusi
ponycka kK pabote

[pyrne xapakTepucTuku

PekomeHayeTcsl AOMNonHUTeNbLHoe Npod)eccmoHansHoe obpasosaHme -
nporpaMmbl NOBLILLIEHUA KBanUdMKaLummu B 06nacTu ynpasneHust nepcoHanom
UMK coLManbHOM MOMUTUKA

[ononHuTenbHbIE XapakTepUCTUKN
HanmeHoBaHVe gokymeHTa Kog HaunmeHoBaHWe 6a30BoW rpynmnbl, AOMMKHOCTM (Mpodeccum) unm
cneumanbHOCTH
OK3 2423 Cneumanuctbl B obnactv nogbopa 1 ncnornb3oBaHUs nepcoHana
EKC - CneuuanucTt no kagpam
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- MeHenxep no nepcoHany
oKnaTe 26583 Cneumanuct no kagpam
OKCO 5.38.03.02 MeHemKmeHT

5.38.03.03 YnpaeneHne nepcoHanom

3.6.1. TpynoBas cpyHKuMA

HanmeHoBaHwme Paspabortka Kon F/01.6 YpoBeHb 6

KOpnopaT1BHON (nogypoBeHb)

coumanbHOW NONUTUKN KBanudukawum
MNpoucxoxaeHve OpwuruHan X 3anMMcTBOBaHO 13
TPYy4oBOWN (PyHKUMM opurnHana

Kog opurnHana PernctpauymoHHbIn
Homep
nNpodeCccMoHanbLHoro
CTaHgapTa

TpynoBble AencTana Pa3paboTka kopnopaTuBHbLIX COLMarnbHbIX NporpaMm

Pa3paboTka cucTtembl BbiNnaT paboTHUKaM coLmarnbHbIX NbroT

OpraHmaame B3aMMOLENCTBUSA C npencraBuUTenbHbIMU OpraHamMmm pa6OTHMKOB,
obuecTBeHHbIMU opraHu3aumamu, ¢ rocyaapCTtBeHHbIMU opraHamm

MoaroTtoBka NpennoxeHun no dopmMmpoBaHuio Grogketa B obnact obecnevyeHus
KOpnopaTMBHOM COLManbHOM NOSIUTUKK

Heobxogumble YMEHUA Onpenenmb ueneBble rpynnbl nepcoHana and pa3pa60T|<M cneynanm3npoBaHHbIX
coumnanbHbIX nMporpamMmm

D,OBO,D,I/ITI: I/IHd)OpMaLI,VIPO O coumalbHbIX NporpamMmmax o uerneBbiX rpynn
nepcoHana c ncnojib30BaHNeM NMHCTPYMEHTOB BHYTPEHHUX KOMMyHI/IKaLI,I/IIZ

Bbi6upaTtb KpUTEPUM U ONPEAENSATL YPOBHU YAOBNETBOPEHHOCTM NEepcoHana

Mcnonb3oBaTb MaTepuanbHble N HeMaTepuarnbHble CUCTEMbI, MEeTOObl U CbOprI
MOTuUBaLKMK B ynpaBrieHUn nepcoHanom

Onpepnensite 0GbEMbI CPEACTB ANS peanvsalnm counanbHbIX rapaHTui,
KOPNopaTUBHbIX NIbIOT U MHbIX 3NTEMEHTOB KOPNOPaTMBHLIX COLMarnbHbIX NporpaMm
Anst hopMMpPOBaHMs GogKETOB

Coctaenatb n KOHTpONnMpoBaTb CTaTbh pacxoaoB Ha couualribHblie nporpamMmmbl Oana
nnaHnpoBaHuUAa 6|-O,D,)KGTOB

MpousBoanTb NpeaBapuTenbHble 3aKynodHble npoLeaypbl U odopmieHne
COMYTCTBYIOLLEN AOKYMEHTALMM MO 3aKMOYEHWI0 JOrOBOPOB

PaboTaTtb co crneumanmanpoBaHHbIMN MHAOOPMAaLMOHHBLIMU CUCTEMAMU,
UMPOBLIMK yCyraMmy U cepBuMcamu Mo ynpaeneHuo NepcoHanom B obnacTu
KOprnopaTMBHOM COLManbHOM NONUTUKK

dopmumpoBaTh NpeanoxeHns No asToMaTnsauum n uudposmsaumm npowecca
pa3paboTkM KOPNOpPaTUBHOWM COLManbHOM MONUTUKM

O6ecneunBatb cobntogeHve TpeboBaHUM 3akoHogaTenbLcTBa Poccmickon
depepaunn n kKopnopaTUBHbLIX NONUTUK paboTofgaTtens B obnactn o6paboTkm
nepcoHarnbHbIX AaHHbIX Y KOHMAEHLMaNnbHON MHopmauum

BecTtu genosyto nepenucky
CobnogaTb HOPMbI 3TUKM AENOBOro o6LLEeHUS

Heobxoavmble 3HaHuS Mopsigok 1 MeToabl pa3paboTkM NaHOB M NPOrpamMm CoLMaribHOMo PasBUTUS
opraHusauum

MeToabl aHan13a BbINOMHEHWS coUManbHbIX MpOrpamMM 1 onpeaeneHns nx
3KOHOMUMYECKON ah(PEKTUBHOCTHU

CucTembl, MeToabl U hOpMbl MaTepUansHOro 1 HemaTtepuansHOro
CTUMYNUPOBaHNA Tpyaa nepcoHana

TexHonorum n metogbl d)OpMI/IpOBaHI/IFI N KOHTpONA OtoaxeToB
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Metoabl nposegeHnsa coumonorm4ecknx nccnegoBaHunm, n3yvyeHnqa O6LLLeCTBeHHOFO
MHEeHUA

TexHonoruu, MeToabl U METOAMKN NPOBEAEHUS aHanM3a 1 cuctemMaTmaaumm
[OKYMEHTOB 1 MHGOpMaLum

Mopsaok NpoBeaeHMs 3aKyNoYHbIX Npoueayp 1 opopMIIEHNs CONYTCTBYOLLEN
AOKyMeHTauun

OcHOBbI NPOVN3BOACTBEHHON AeATENbHOCTU OpraHM3aLImm
OcHoBbl 06LLEeN 1 coumanbHOM NCUXONOrMK, COLMONOrMK 1 Ncuxonorun Tpyaa
CTpykTypa, uenu, ctpaterus U nonuTrka opraHusaummn no nepcoHany

TapudHo-KBanumkaLmMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboumx u
KBanMduKaLMOHHbIE XapaKkTePUCTUKM OOIMKHOCTEN CryXallumX,
npodgeccnoHanbHble cTaHaapTbl

CneunanunsnpoBaHHble MHPOPMALMOHHbIE CUCTEMBI, LMGPPOBLIE YCINYIN U CEPBUCHI
Mo ynpaBneHuto nepcoHarnioM B 06rnacTy KopnopaTuBHOW CoLManbHOM NOMUTUKK,
rpaHuLbl X NPUMEHEHUS

OCHOBHblE METPUKM 1 aHaANUTUYECKMe cpesbl B 0b6acT kopnopaTtuBHoOM
couuanbHOW NonMUTUKU

HopmaTtuBHbIE NpaBoOBbIE aKkThbl, ONpeaensoLmne HopMbl TPYAOBOIO Npaea
OcHoBbl Hanoroeoro 3akoHogatenbctea Poccuiickon egepauum

HopmaTtueHble NpaBoBble akTbl, perynupytoLme npaea v 06s3aHHOCTM
rocyqapCTBEHHbIX OPraHoB, NPeACTaBMTENbHbIX OPraHoB PaBoTHNUKOB

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HopMaTUBHbIE aKTbl OpraHW3aLmnn, PerynmpytoLime nopsiaok
dhopMUpOBaHUA coLManbHOM NOMUTUKA

Mopsaok 3aknoveHns 4OroBOpPoB (KOHTPaKTOB)
MpaBuna BeAeHWs1 OENOBON NEPENNCKU
Hopmbl 9TUKK genoBoro obLeHns

Lpyrve xapaktepucTukn | -

3.6.2. TpynoBas cpyHKUUSsA

HanmeHoBaHue Peanusauus Kon F/02.6 YpoBeHb 6

KOprnopaT1BHON (nogypoBeHb)

coumanbHOM NONMUTUKA KBanudmkaumm
MpowucxoxaeHne OpwuruHan X 3anMmMcTBOBaHO 13
TPYAOBON OyHKLNM opurmHana

Kog opurnHana PernctpaumoHHbIn
HoMep
npodeccrMoHanbHoro
cTaHgapTa

TpynoBble gencTaus BHenopeHne KopnopaTuBHbLIX CoLMarnbHbIX Mporpamm

Peannsaums cuctemMbl coumarnbHbIX fbroT, BeinnaT paboTHMKaM ¢ y4eToM
TpeboBaHuMI 3akoHogaTenbcTBa Poccuiickon degepaunn

OueHka yooBneTBOPEHHOCTU NepcoHana KopnopaTnBHOW CoLManbHOW NONUTUKON
OueHka 3pHEKTMBHOCTN MEPONPUATUIA KOPNOPATUBHOM COLMANbHON NOMUTUKN

MoaroToBka NpeasioXXeHNn NO COBEPLLEHCTBOBAHMIO MEPONPUATUIA KOPNOpaTUBHOMN
couuanbHOW NonMUTUKA

MogroTtoBka NpennoxeHun no GopMMpoBaHuIo BrogKeTa Ha peannsaumto
KOprnopaTMBHOW coLuanbHOM NOMUTUKM U COLMarbHbIX NMPOrpaMm

Heobxoanmble ymeHus PaccunTbiBaThb 3aTpaThl Ha NPOBEAEHWE CNELNanU3NPOBaHHbIX CoLMarbHbIX
nporpamm

MpoBOANTb MOHUTOPVHT YCMELHbIX KOPMOPaTUBHBIX COLMarbHbIX NporpaMm
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MpoBoanTb MEPONPUATUS B COOTBETCTBUMN C KOPNOPATUBHON CoLmMarnbHON
NONUTUKON

OnpepnensTh Lenesble rpynnbl NepcoHana ansi Co3aaHus cneumanmampoBaHHbIX
coumanbHbIX NporpaMm

Onpenensitb KpUTEPUM U YPOBHU YOOBINETBOPEHHOCTM NepcoHana

Onpegenstb 3hPEKTUBHOCTE MEPONPUSATUI peanindyemon KopnopaTmuBHOM
couunanbHOn NonMUTUKA

OpraHun3oBbIBaTb B3aUMOAEWNCTBME C FOCYAapCTBEHHLIMU OpraHamu,
npeacTaBUTENbHbIMKU OpraHamMmy paboTHMKOB, OOLLECTBEHHBIMU U UHBIMM
opraHv3aLuMsiMK Mo BonpocaM peanusauny KoprnopaTuBHON colmarnbHON NONUTUKK
AHanu3nMpoBaTh PbIHOK YCIYT MO OCYLLECTBIEHNIO COLMAanbHbIX 1
cneumnann3npoBaHHbIX NPorpaMM CoLManbHON NOAAEPXKKU YNEHOB LieNeBbIX rpynm
1 TOTOBUTb NPEANOXKEHUS MO UX NOCTaBLLMKaM

MponsBoanTb NpeaBapuTerbHble 3aKyrnovHble npoueaypbl 1 0hopMATb
COMYTCTBYIOLLYHO [JOKYMEHTALMIO NO 3aKIOYEHNIO JOrOBOPOB

PaboTaTtb co cneumanmanpoBaHHbIMN MHGOOPMAaLMOHHBIMU CUCTEMaMU,
UMPOBLIMI YCNyraMmy 1 cepBucamu Mo ynpaeneHuio NepcoHanom B obnactu
KOprnopaTMBHOM COLManbHOM NOSIUTMKN

O6ecneunBatb cobniogeHe TpeboBaHU 3akoHogaTenbLcTBa Poccuinckon
depepaunm n kKopnopaTUBHbLIX NONNTUK B 0bnacTtn 06paboTkM NepcoHanbHbIX
AaHHbIX U KOHbMAeHUManbHOW nHdopMaLmm

BecTtu genosyto nepenncky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEeHMS

Heobxogumble 3HaHUSA MeToabl aHanu3a BbINOMHEHNST KOPNOPaTUBHBIX COLManbHbIX MporpamMm 1
onpeaeneHnst nx AKOHOMUYeckon acpdeKTMBHOCTH

Cuctembl, MeTofbl, (hOpMbl MaTepPUanbsHOro U HeMaTepuanbHOro CTUMYNMPOBaHUS
Tpyda nepcoHana

MeToabl NpoBeAEHNS COLMONIOTUYECKMX UCCIEAOBAHUIA, U3YYEHNS 0OLLECTBEHHOTO
MHEeHUs

TexHonoruu, MeTofbl U METOAVKM NPOBEAEHUsI aHanusa 1 cuctemaTmsaumm
[OKYMEHTOB U MHhopMaLmu

HopmaTuBHbIE NpaBoBbIe akThbl, perynupyoLme npasa u obsa3aHHOCTU
rocyapCTBEHHbIX OPraHoB, NPeACTaBUTENbHLIX OpraHOB paboTHMKOB MO
NpeaoCTaBMNeHNto y4EeTHOM JOKYMEHTaLmMm

Mopaaok NpoBeAeHNs 3aKyNoYHbIX NpoLeayp U 0opMIeHUst CoNyTCTBYIOLEN
[AOKyMeHTaumm

CprKTypa, uenun, cTtparterna n norinTruka opraHn3aunm no nepcoHany

TapudHo-kBanM@puKaumoHHbIe CNpaBoYHKKN paboT u npodeccuii paboumx n
KBanuunKaLNOHHbIE XapaKTEPUCTUKN AOMMKHOCTEN CRyXaLluX,
npodeccuoHanbHble cTaHaapTbl

OcHOBbI NPOM3BOACTBEHHOW AEATENBHOCTU OpraHu3auum

OcHoBbl 06LLen n coumanbHOM NCUXONOrMm, COLMONOrMn U NCUXonNornm Tpyaa
CneunannsmpoBaHHble MHHOPMAaLMOHHbIE CUCTEMBI, LIUGPOBLIE YCIYTN 1 CEPBUCHI
Mo ynpaBneHWIo NepcoHanom B obrnactu KopnopaTMBHON COLManbHOW NOMUTUKM,
rpaHuLUbl X NPUMEHEHUSI

OCHOBHbIE METPUKM 1M aHaANMTUYECKME cpesbl B 061acTn KopnopaTtuBHOM
coumanbHON NOMUTUKN

HopmaTtuBHbIE NpaBOBbIE aKThl, ONpeaensoLmne HopMbl TPYAOBOIO Npaea

OcHoBbl Hanoroeoro 3akoHogatensctea Poccuiickon ®egepauum
3akoHogaTtenbcTBo Poccunckon ®eaepaumm o nepcoHanbHbIX aHHbIX

JlokanbHble aKTbl OopraHnsauunu, perynmpyrowine nopAanok BHeapeHud coumnanbHon
NONMNTUKN

Mopsgok 3akno4eHns JOroBopoB (KOHTPaKTOB)
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Ctpanuua 37

HOprI 3TUKN 0enoBoro obLueHus

Lpyrve xapaktepuctukm | -

3.6.3. TpynoBas ¢yHKUusA

HanmeHoBaHue AOMUHUCTPUPOBaHUE
npoLeccos
KOpnopaT1BHON
counansHOW NonMUTUKA
¥ COOTBETCTBYHOLLETO
OOKymMeHToobopoTa

Kog

F/03.6 YpoBeHb 6
(noaypoBseHb)
KBanudmkaymm

MpoucxoxgeHve OpuruHan X
TPYAOBOW (OYHKLMN

3anmMcTBOBaHO U3
opurMHana

Kog opurnHana

PernctpaumoHHbIn
HoMep
NpogeCCUOHaNbLHOro
cTaHgapTa

TpyooBble gencTBus

[NogrotoBka npegnoXeHnn No pasBUTMIO KOPNOPATMBHOW COLMATbHON NOSIUTUKK

[MoaroTtoBka NpegnoxeHnn no obecnevyeHno COOTBETCTBMSA KOpNopaTUBHOWN
coumanbHon NonuTukM TpeboBaHMaM 3akoHogaTenbcTBa Poccuiickon denepauum n
YCIOBUAM pbiHKa Tpyaa

[okymeHTaunoHHoe ohopmMmneHne pesynsraTtoB KOprnopaTMBHOW coLmarbHOM
NOMNNTUKN

,D,OKyMeHTaLlVIOHHOG M opraHm3aumoHHOE conpoBoOXaeHne MepOﬂpMﬂTMVl
KopnopaTMBHOM CoLManbHOW MONUTUKN

MogroToBka 1 06paboTka 3anpocoB 1 yBeOOMIIEHUI O paboTHUKaXxX B
rocygapcCtBeHHbI€ OpraHbl, npeacTtaBUTeSIbHblE OpraHbl paGOTHI/IKOB no Bonpocam
COLI,I/IaJ'IbHOI7I NONMUTUKN B OTHOLLEHNN nepcoHana

ConpoBoxaeHne JoroBopoB MO OKa3aHWo KOHCYMNBTAUMOHHBIX U MHCOOPMaLMOHHbIX
ycnyr no peanusaumm MeponpusaTUn KopnopaTmeHOM COLManbHOM MOMUTUKM,
BKIIOYas npeaBapuTenbHble NpoLeaypbl N0 UX 3aKMOYEHUIo

Heobxogumbie ymeHus

OdhopmnsTb JOKYMEHTbI MO BOMPOCAM KOPNOPaTUBHOW CoLManbHOM NOMUTUKK,
npefocTaensieMble B rocyAapCTBEHHbIE OpraHbl, NPeacTaBUTENbHbIE OpraHbl
paboTHMKOB

AHanusupoBaTb Npasuna, NopsiAkK, Npoueaypbl KOpNopaTMBHOW coumnasibHON
NONUTUKU

ObecneynBaTtb OOKyMeHTauMoHHOE conpoBoXaeHune couunanbHOW NOMIUTUKK B
OTHOLUEHUN nepcoHana

OpraHn3oBblBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBUM C TpebOBaHUSIMU
apxXmMBHOro 3akoHogaTenbcTBa Poccuiickon ®egepaumm n nokanbHbIMU akTaMmm
opraHusaumm

HDOI/ISBOLI,I/ITI: npeaBapuTeribHble 3aKyrno4dHble npoueaypbl 1 OCt)OpMﬂﬂTb
CONyTCTBYHLLYIO AOKYMEHTAUMIO MO 3aKIn4YeHno Jorosopos

PabotaTb ¢ MHOPMALMOHHBIMK CUCTEMaMK, UMPOBLIMU yCryramMmu U cepBmcamu
no BOMpocam KoOprnopaTvBHOW couuanbHOM NOMUTUKU B OTHOLLIEHUU NepcoHana

(DOpMVIpOBaTb npegnoXxeHume no asBtomatn3aumm n u,mcbpoamsau,mm npouecca
D,OKyMeHTOO60pOTa, CBSI3aHHOrO C peanuaauuen KopnopaTMeHOM coumanbHOM
NONMNTUKN

O6ecneuvnBaTth cobniogeHne TpeboBaHMI 3akoHoOaTeNbCTBa POCCUIACKON
denepauum 1 KopnopaTUBHbLIX NONUTUK B 0briacTn o6paboTky NnepcoHanbHbIX
OaHHbIX 1 KOHpMAeHUManbHoOn nHdopmMaLmmn

BecTu genosyto nepenuncky

Cobntogatb HOPMbI 3TUKM AEN0OBOro 00LWeHNs!

Heobxogumbie 3HaHUSA

nOpﬂ,D,OK Od)OpMJ'IeHI/Iﬂ, BeaeHna n XpaHeHna JOKyMeHTauun no coumnanbHomn
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NOoNnMTNKE B OTHOLWLEHUN nNepcoHana

Mopspok hopmupoBaHus, BeaeHns 6asbl AaHHbIX U NPEeACcTaBreHns OTYETHOCTM Mo
BOMNpPOCaM CoLManbHON NONUTUKN B OTHOLLEHUM NepcoHana

TexHonorum, MeTogbl U METOOUKM NPOBEAEHUS aHanm3a U cuctemaTusaumm
OOKYMEHTOB U1 MHChopMaLuum

OcCHOBbI JOKYMEHTOOO0OpOTA 1 AOKYMEHTALMOHHOrO o6ecneveHns
TapudpHo-kBanumkaLnoHHbIe cnpaBoYHMKM paboT n npodeccuin paboyumx un

KBanmmnKaLMOHHbIE XapaKkTepPUCTUKN JOMKHOCTEN CryKallux,
npodeccuoHarnbHble cTaHaapTbl

Mopsaok NpoBeAeHUs 3aKynoYHbIX Npoueayp M oopMIeHUst CoNyTCTBYIOLLEN
[AOKyMeHTauum

CI'IeLI,I/IaJ'II/I3I/IpOBaHHbIe I/IH(*)OpMaLI,I/IOHHbIe CUCTEMBbI, LI,I/ICprBbIe ycnyrm n cepBuchbl
B obnactu coumnanbHOW NOMIUTUKU B OTHOLLEHWMN nepcoHana, rpaHunubl Nx
npuMeHeHnA

HopmaTuBHbIe NpaBoBble akTbl, ONpeaensiolme HopMbl TPYAOBOTO NpaBa

OcCHOBbI apXMBHOIO 3aKoHOAATENLCTBA U HOPMATMBHbIE NPaBOBbIE aKThbl
Poccuiickoin enepauum B 06nact BegeHust 4OKYMeHTaumMm nNo nepcoHanny

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

HOpMaTI/IBHbIe npaBoOBbl€ aKTbl, peryrmpytowme npasa u 0bs13aHHOCTM
rocygapcCTBEeHHbIX OpraHoB, npeacrtaBUTENIbHbIX OpraHoOB pa6OTHVIKOB no
npenocTtaBieHnto yquHon AOOKyMeHTauun

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX aHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auunu, perynmpyrowine nopAanok BHegpeHus
KOpI'IOpaTVIBHOIZ coumanbHOM NOMUTMKU U coLmnarnbHbIX nporpaMmm

Mopanok 3akntodeHns 4OroBopoB (KOHTPAKTOB)
HopMbl 3TUKM AenoBoro ooLweHns

MpaBnna BegeHWs OENOBOW NEPENUCKM
[pyrne xapakTtepuctumku | -

3.7. OBOBWEHHASA TPYOOBAA ®YHKLIUA

HanmeHoBaHue OnepaunoHHoe Kog G YpoBeHb 7
ynpaeneHue KBanudukauum
nepcoHanom u
CTPYKTYPHbIM

nogpasgeneHuem
opraHusaumu
Mpoucxoxnexme OpwruHan X 3anmCTBOBaHO 13
0606LeHHON opurmHana
TPYAOBON OyHKLMK
Kog opurnHana PernctpaumoHHbIn
Homep
npodeccrMoHansHoro
CTaHgapTa
Bo3moxHble PykoBoanTenb CTPYKTYpPHOro nogpasgeneHust
HaVMEHOBaHWUS
[OOMKHOCTEW, HauyanbHUK CTPYKTYPHOro noapasaeneHus
npodeccun
TpeboBaHusa Kk Bbicwee obpasoBaHue - marmctpartypa
obpasoBaHuto n
00y4eHnto unu
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Boicluee o6pasoBaHme (HenpounbHoOe) - MarucTpaTypa u AOMONHUTENBHOE
npodeccuoHanbHoe 06pa3oBaHune - NporpaMMbl NPOgeCcCMoHaNbHOM
nepenoaroToBky B obnacTu ynpasneHnst NepcoHarnom UnmM SKOHOMUKM Tpyda Unm
MeHemKMeHTa

TpeGoBaHust Kk ONbITY He meHee naTu net B obnactu ynpasneHusi nepcoHanom

npakTrndeckon paboTbl
Ocobble ycnosus -
gonycka k pabote

[pyrne xapakTepuctumku | -

[lononHuTenbHble XapakTepucTukn

HanmeHoBaHve Kog HanmeHoBaHme 6a30BoN rpynmnbl, JOMMKHOCTU (Mpodeccumn) nnm
OOKyMeHTa crneunanbHOCTK
OK3 1212 YnpasnstoLime TpygoBbiMU pecypcamu
EKC - HavanbHuk otaena kagpos

- HauyanbHuk otaena opraHMsauumn n onnatbl TpyAa
- HavanbHuK oTgena nogrotoBKu Kagpos

oKnaTe 24696 HauanbHuk otgena (ynpaeneHus Kagpamu u TpyAoBbIMU
OTHOLLEHUSIMM)
24705 HavanbHuk otaena (yHKUMOHaNbLHOro B NPOYMX obnacTax
OEeATEeNbHOCTK)
OKCO 5.38.04.01 OKOHOMMKA
5.38.04.02 MeHegpxkmeHT
5.38.04.03 YnpasneHue nepcoHanom

3.7.1. TpynoBas ¢pyHKUusA

HanmeHoBaHue Pa3paboTka cuctembl Kon G/01.7 YpoBeHb 7
onepaumoHHOro (noaypoBseHb)
ynpaeneHus KBanudukaumm

nepcoHanom u
paboTon CTPYKTYpPHOrO

noapasgeneHus

opraHusaumu
MNpoucxoxaeHne OpwuruHan X 3anMmMcTBOBaHO 13
TPYA0OBON oyHKLNM opurnHana

Kog opurnHana PernctpaumoHHbIN
Homep
npodeccmoHanbHoro
cTaHfapTa

TpynoBble AencTBuA PaspaboTka nnaHoB, nporpamMm 1 NpoLueayp yrnpasreHusi nepcoHanom

lMocTaHoBKa onepaTuBHbIX Lenen no BONpocaMm ynpasneHsl nepcoHanom
Pa3spaboTka npennoxeHun No CTPYKType nogpasfeneHust u notpebHocTu B
nepcoHane

PaspaboTtka npeanoxeHuin no obecneveHnto kagpoBow 6e3onacHoCTy,
obecneveHuno nepcoHanom, popMUPOBaHUIO CUCTEM OLIEHKUN, pa3BuUTHs,
opraHusaumun 1 onnarbl Tpyaa, KopnopaTUBHLIM CoLMarnbHbIM NporpaMmam 1
couunanbHOn NonmMTuKke

Pa3spaboTka npennoxeHun o 3aTpaTtax U popMMpoBaHMM BloKeTa Ha nepcoHan
KoHTponb ncnonHeHus 6iogpxketa poHga onnatbl Tpyaa, CTUMYNMPYHOLLMX 1
KOMMNEeHCaLMOHHbIX BbINnaT

Pa3spaboTka npeanoXxeHWn No 3akno4YeHno JOroBOPOB B 06racTu ynpasnieHus
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nepcoHasriom C nocCtaBLWMKamMun ycrnyr n nposefeHune npenBapuTerbHbiX npoueanyp
no nX 3aKrn4YeHunto

Heobxogumble ymeHus

OpraHu3oBbIBaTh paboTy NepcoHana CTPYKTYpHOro noapasaerneHus

OﬂpeﬂeﬂﬂTb 3ajayun nepcoHana CTPyKTypHOro nogpasgerieHmAa ncxogd n3 uenen un
cTparernm opraHm3aumm

CosnaBaTtb M ONUCbIBaTb OPraHN3aLMOHHYIO CTPYKTYPY, Lenu, 3agaum, yHKLMm
CTPYKTYPHOrO NoapasaeneHus

an/IMeHFITb MeTOAbl ynpaBieHNnAa MEXIMYHOCTHbIMU OTHOLLEHUAMMU,
(*)OpMI/IpOBaHI/IFI KOMaHA4, pa3Butmnda nmaepcrtea N UCNOJTHUTENTbHOCTHU, BbiABNEHUA
TanaHToB, onpegeneHna yooBrieTBOPEHHOCTHU pa60T0|7|

OnpepensiTe, aHanU3npoBaTb, MOAENMPOBaTh U BbiCTpaMBaTb BHYTPEHHWE
KOMMYHUKaLMKN NepcoHana

PaspabaTtbiBaTb NPOEKTHbIE NPEATIOKEHUS U MEPONPUATUS MO NOBLILLEHWIO
adhdeKkTMBHOCTN paboTbl NepcoHana

BHeapaTb cTpaTervio ynpasreHusl NepcoHanom

CocTaBnsiTb, paccunTbiBaTh, KOPPEKTUPOBATbL U KOHTPONMPOBATb CTaTbM PACXOOO0B
Ha nepcoHan, paspabaTbiBaTb NPEANOXEHMs NO 3aTpaTtaM Ha nepcoHan ans
dopmmpoBaHus brogxeTa

MpencTaBnaTb MHTEPECHI OPraHU3aLMN U BECTU NEePeroBopbl ¢
npeacTaBUTENbHBIMU OpraHaMu paboTHMKOB, B3aMMOOENCTBOBATL C
rocyAapCTBEHHbIMY OpraHM3aumsMu

AHaJ'II/I3V|pOBaTb Mchopmau,mo O NocCTaBLMKax ycnyr B obnactu ynpasneHunda
nepcoHasnom un 06 ycnoBsuaAx 3akno4aemMbliX 4OroBopoB

MpousBoanTb NpeaBapUTenbHble 3aKynodHble npoueaypbl U ohopMnsATh
COMYTCTBYIOLLYIO LOKYMEHTALMIO MO 3aKIOYEHNIO JOrOBOPOB

OpraHVI3OBbIBaTb M NpoBOANTb KOpnopaTUBHbIE MEepPOoNnpUATUA C nepcoHasioMm

PaboTatb ¢ MHOPMALMOHHLIMK CUCTEMAMM, LMAPOBLIMU YCITyraMmu U CepBrcamm
no BONpocam yrnpaBreHnsi NepcoHanom B 4acTu OnepaLroOHHOrO yrpaBreHus
nepcoHanom un paboTbl CTPYKTYPHOIO NoApasaeneHus

dopmMupoBaTh NPeAIoXKeHNs O peanusaunm MeponpusTuii no obecneveHmo
HeobXx04MMOro ypoBHS KagpoBor 6e30nacHOCTM

dopmrpoBaTh NPEANoXKeHUs No aBTOMaTU3aummn 1 LM poBm3aLmm npouecca
onepawuVoHHOro ynpaBneHusl NepcoHanom 1 paboTol CTPYKTYPHOTo
noapasgerneHust

O6ecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTenbcTBa Poccuinckon
denepauynm 1 KopnopaTUBHLIX NOUTUK B 06nacTn 06paboTkM NepcoHanbHbIX
AaHHbIX U KOHbMAaeHUManbHOW nHdopmMaLmm

Bectn OernoByH0 nepenncky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEHMS

Heobxogumble 3HaHUSA

Metogbl, cnocobbl U MHCTPYMEHTLI yNpaBeHusi nepcoHanom, obecnedeHns
KagpoBon Ge3onacHoCTU

Lleﬂl/l, cTparerna passutma n ©unsHec-nnaH opraHunsauunmn

CouuarnbHasi TonMTrKa, KopropaTMBHas KynbsTypa, NonuTuka ynpasreHust
nepcoHanoM opraHvsaumm

MeToabl aHanM3a Konm4ecTBEHHOMO 1 Ka4eCTBEHHOro cocTaBa nepcoHana

CucTteMbl cTaHAapTOB Mo GUaHec-npoLeccaM, Npodeccusam, Hopmam Tpyaa

CucTtembl, meToabl n d)OprI mMmatepunanbHOro 1 HematepumaribHoOro
CTUMynupoBaHua Tpyaa nepcoHana

TexHonoruy n Metoabl OPMUPOBAHNSA 1 KOHTPOIS BIOaXETOB

Mopsaok NpoBeaeHMs 3aKynoYHbIX NpoLeayp 1 0popMIIeHNs CONyTCTBYOLLEN
AOKyMeHTaLun

OcHOBbI NPOV3BOACTBEHHON AEATENbHOCTU OpraHM3aLImm

OcHoBbI 06LLel 1 coumanbHOM NCUXOMOrMM, COLMONOrMn U NCUXONOrnn Tpyoa,
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9KOHOMUKU TpyAaa, ©e3onacHbIX yCJ'IOBI/IVI TpyAa

OpraHusaumoHHas CTpykTypa opraHusaumu

TapudHo-KBanumnKaLMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboumx u
KBanuMduKaLMOHHbIE XapaKTEPUCTUKM OOIMKHOCTEN CryXalluX,
npodeccnoHanbHble cTaHaapTbl

CneunanunsnpoBaHHble MHPOPMALIMOHHbIE CUCTEMBI, LMPOBLIE YCIYIU U CEPBUCHI
B 06rnacTy onepauvoHHOro ynpasneHnst NepcoHanom 1 paboToi CTPYKTYPHOTO
noapasgerneHust, rpaHuLbl X MPUMEHEHUS]

OcHoBHble MEeTPUKN N aHaANNTUN4eCkne cpe3bl CUCTEMbI OnepaunoHHOIo
ynpasleHna nepcoHariom n pa6OTbI CTPYKTYPHOIro nogpasaerneHuna

HopmaTuBHbIe NpaBOBbIE akTbl, ONpeaenstoLmMe HOpMbl TPYAOBOIO Npaea

OCHOBbI apXMBHOTIO 3aKOHOAATENbLCTBA Y HOPMATUBHbIE NPAaBOBbLIE aKThbl
Poccuiickoii ®epepauum B o6nactv BegeHUss SOKYMEHTaUMKM Mo nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTtenscTea Poccuiickon Pegepaunm

OcHoBbI MUTpaLMOHHOIO 3aKkoHoaaTenscTBa Poccuickon ®eaepaumm B obnactu
NPUBMNEYEHNsI U TPYOOYCTPOMNCTBA MHOCTPAHHbIX FpaXxaaH v nuy, 6e3 rpaxgaHcTea

OcHOBbI agMUHUCTPATMBHOIO 3akoHogaTenbcTBa Poccuiickon ®egepaunn B
obnacTtu ynpaBneHusi NepCoHariom n OTBETCTBEHHOCTM AOMMKHOCTHbIX J1L,

3akoHogaTtenbcTBo Poccunckon ®egepaumm no 3almre nepcoHanbHbIX JaHHbIX
JlokanbHble HOpMaTVBHbBIE aKTbl OpraHu3aumu B 0bnactu ynpasneHus nepcoHanom
Mopsiaok 3aknioyYeHns OroBOPOB (KOHTPAKTOB)

HopMbl 3TWKM AenoBoro obLeHus

Hpyrvue xapaktepuctuku | -

3.7.2. TpynoBas ¢pyHKUuA

HanmeHoBaHue Peanusauus Ko G/02.7 YpoBeHb 7
onepaumoHHOro (noaypoBseHb)
ynpasneHus KBanudukalum
nepcoHanom v paboTbl
CTPYKTYPHOIO
noapasgeneHus
opraHvsaumu

MNpoucxoxaeHne OpwuruHan X 3anMMcTBOBaHO 13

TPYAOBON (yHKLMK opurnHana

Kop opuruHana PernctpaunoHHbIn
Homep
npodeccrMoHanbLHoro
CTaHgapTa
TpynoBble 4eNCTBUSA MnaHMpoBaHne OeSTENbHOCTM CTPYKTYPHOrO NoapasgeneHus u nepcoHana
OnepaTnBHOE ynpasneHve NnepcoHanomM CTpyKTYpPHOro nogpasgeneHus
opraHusaumm

Pacuet 3aTpat no nogpasgeneHnto 1 NoAroToBka NpeanoXeHun ons
dopmmpoBaHus GrogxeTa

PaspaboTka cTaHAapTOB AeATENBHOCTY NoApasaeneHns 1 yHudukaums npoueccos
MpoBeaeHWe MHCTPyKTaxa No oxpaHe Tpyaa

MocTtaHoBKa 3agad pa60THVIKaM CTPYKTYPHOIro noapasaeneHund, onpegeneHume
pecypcoB ana ux BbINOJIHEHNA, KOHTPOJ1b UCNOJTHEHNA

Pa3spaboTka npeanoXeHnn No ynyyleHo nokasaTtenen AesiTeNbHOCTU
nogpasgeneHus

dopmMupoBaHmMe 0TYETOB 0 paGoTe CTPYKTYPHOro noapasaeneHus

Heobxoammble ymeHUs Onpenensitb 30HbI OTBETCTBEHHOCTM U 3h(heKTMBHOCTb paboTkl nepcoHana
CTPYKTYPHOrO noapasaerneHusi, pacnpegensts 3agadmn n obecneumsaTtb
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MaTepunaribHO-TeEXHN4YeCKme pecypcbl 4nAa nx NCNosfiHeHuA

MpuMeHsITL MeToAbl ONEPaTUBHOIO yrpaBrneHnsl NepcoHanom opraHmMsauum,
obecneveHust kagposown 6e3onacHoOCTH

KOHTpOJ'IVIpOBaTb ncnonHeHne I'IOpy'-'IeHI/IIZ 1 3agad, cBoeBpeMeHHO KOppeKTupoBaTb
nnaHbl 1 3agayn

OnpepensTb nokasatenu aeKTMBHOCTN paboThl NepcoHana nogpasaeneHus

yl'lpaBJ'IFITb MOTuMBaLUmen nepcoHana, ero BOBJ1€4eHHOCTbIO U OncunnnuHon Tpyaa

CocTaBnaTb NnaHbl AESATENBHOCTU CTPYKTYPHOIo noapasaeneHna opraHn3aunm

CocTaensTb, paccynTbiBaTb, KOPPEKTUPOBATL U KOHTPONMPOBATL CTaTbM PACXOA0B
CTPYKTYPHOrO noapasgenenns ans gopmupoBaHus GlomKeToB

|-|pOVI3BO,CI,MTb aHanmsa TeKqu.eﬁ OeATEeNbHOCTU CTPYKTYPHOIro noapasaeneHna n
BHEOPATb npoueaypbl No ee ontuMnsaunn

npe,D,CTaBJ'IﬂTb MHTepecChbl opraHnsaumnm U BeCTtu neperoBopbl C rocygapCTtBeHHbIMU
opraHamum, npeagcrtaBUTESIbHbIMU OpraHamMmu pa6OTHI/IKOB Nno BOMpocaM nepcoHana

BecTu neperoBopbl ¢ MOCTaBLLMKaMK YCIYT MO YCNOBUSIM 3aKMH4YaeMbIX [OrOBOPOB

MpousBoanTb NpeaBapUTenbHble 3aKynodHble npoueaypbl U opopMnsATh
COMYTCTBYHOLLYIO JOKYMEHTALMIO MO 3aKIMIOYEHNIO JOTOBOPOB

MpoBoanTb ayauT pesynsTaToB paGoTbl C NepcoHanom

PabotaTb ¢ MHPOPMALIMOHHBIMU CUCTEMaMM, LMEPOBLIMI CEPBUCAMU MO
onepauuoHHOMY YNpaBeHWo NepcoHanom 1 paboTor CTPYKTYpHOro
noppasgeneHus

dopMUpoBaTh NPeanoXeHUs no asTomaTmsaumy 1 LmMdgpoBM3aLmMmM onepaLmoHHOro
ynpaeneHus NepcoHanom 1 paboToii CTPYKTYPHOTO noapasaeneHus

O6ecneuynBatb cobniogeHne TpeboBaHUI 3akoHoaaTenbLCcTBa Poccuiickon
depepaunn n kopnopaTUBHLIX NONUTUK B 06nacTn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHUMANBbHON MHOPMaLMn

Bectn genosyto nepenucky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEeHUS

Heobxogumble 3HaHUSA

Teopvwl ynpasneHuna nepcoHasqioMm n ero MmotTmeaulunmn

dopMbl M METOAbI OLIEHKW NepcoHarna v pesynsTaToB Ux Tpyaa

TexHonoruu onepaTtnBHOIo ynpasliieHnA nepcoHasioM opraHnsaumn

Cuctembl, MeToabl U hOPMbI MaTeEpPUanbHOTO 1 HeMaTtepuansHOro
CTUMYNUPOBaHWSA Tpyaa nepcoHana

TexHonorum n metogbl CbOpMI/IpOBaHI/IFI N KOHTpOIA 6I0ﬂ)KeTOB

MeToabl ynpaBneHusi pa3suTtvem 1 3EKTUBHOCTBLIO OpraHn3aumm, MeTogpbl
aHarnu3a BbIMOSIHEHWS NIAHOB U NPOrpaMM, onpeaeneHnst X IKOHOMUYECKOW
apbekTUBHOCTM, METOALI 06ecneyYeHnst KagpoBor 6e3onacHoCTH

OKOHOMUKA TpyAa

OpraHu13aLMoHHO-LITaTHas! CTPYKTYpa opraHusaumm

MonuTuka ynpaeneHunst nepcoHasnom, KopropaTueBHas colmarnbHas nonuTmka,
KopriopaTuBHasi KynbsTypa

Ll,enm, cTparterna passutma n ©unsHec-nnaH opraHn3auunmn

MeToauku NnaHMpoBaHUS U NPOrHO3UPOBaHKSA NOTPeBHOCTU B NepcoHane

Mopanok yperynMpoBaHusi TpyaoBbiX CNopoB

TpeboBaHus 1 NpaBuna NpoBeaeHWst ayauta paboTbl C NepcoHaniom

q)OprI coumanbHOro napTHepcTea u B3aUMOLENCTBNSA C npencraBUTENIbHbIMU
opraHamum paGOTHI/IKOB M MHbIMU OpraHn3aunammn

Mopsigok ohopMneHnst KagpoBbIX AOKYMEHTOB U NMpUAaHUS UM OPUOUYECKON CUTbI

TapudHo-KBanumKaLMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboumx u
KBanumduKaLMOHHbIE XapaKTEPUCTUKM OOIMKHOCTEN CryXalluX,
npodeccnoHanbHble cTaHaapTbl

Mopsigok NpoBefeHUs 3aKynoYHbIX NpoLeayp M 0hOpMIEHUs COMyTCTBYHOLLEN
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AOKyMeHTauum

CneunanunsnpoBaHHble MHPOPMALMOHHbIE CUCTEMBI, LMGPOBLIE YCIYIN U CEPBUCHI
Mo ynpaBIeHNto NePCOHANoM, rpaHnLbl X NPUMeEHeEHUS!

OcHoBHble MEeTPUKN N aHaANNTUn4eCkne cpesbl CUCTEMbI OnepaunoHHOro
ynpasleHna nepcoHariom n pa6OTbI CTPYKTYPHOIro nogpasaerneHuna

HopmaTuBHbIe NpaBoBbIE akTbl, ONpeaenstoLmMe HOpMbl TPYAOBOIO Npaea

OCHOBBI apXMBHOTIO 3aKOHOAATENbLCTBA Y HOPMATUBHbIE NPAaBOBbLIE aKThbl
Poccuiickoii ®epepauum B o6nactv BegeHUss fOKYMEHTaUMKM Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepaunm

OcHoBbI MUrpaLMOHHOIO 3aKkoHoaaTenscTea Poccuickon ®eaepaumm B obnactu
NPUBMNEYEHNsI U TPYOOYCTPOMNCTBA UHOCTPAHHbIX FpaXxaaH v nuy, 6e3 rpaxaaHcTea

OcHoBbI agMUHUCTPATMBHOIO 3akoHogaTenbcTBa Poccuiickon ®egepaunn B
obnacTtu ynpaBneHus NepcoHarniom n OTBETCTBEHHOCTW AOMMKHOCTHbIX J1L,

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX
JlokanbHble HOpMaTVBHbIE aKTbl OpraHu3aumu B obnactu ynpasneHus nepcoHanom

OcHOBbI MPaABOBOrO PErynMpoBaHus nopsiaka 3aknioyYeHus rpaXaaHCKo-NpaBoBbIX
[JOroBOpOB B COOTBETCTBUM C 3aKkoHoAaTenbCcTBOM Poccuiickon depgepauuu

MpaBuna BeaeHNs AenoBoii Nepenmnucku
HopMbl 3TMKM AenoBoro obLieHns

Opyrve xapaktepuctukm | -

3.7.3. TpynoBas cpyHKUUusA

HanmeHoBaHwme Paspabotka u Kon G/03.7 YpoBeHb 7
COMNpoBOXAeHNe (nogypoBeHb)
npovecca KBanudmkaumm
LmdposusaLm n
aBTOMaTMU3aumn
ynpasneHus
nepcoHarnom
MNpoucxoxaeHve OpwuruHan X 3amMmcTBOBaHO 13
TPy£oBon pyHKUMM opurnHana
Kog opurnHana PernctpauymoHHbIn
Homep
NpogeCCUOHanbLHOro
CcTaHgapTa
TpynoBble gencTeus Pa3paboTtka npegnoxeHun no asTomMmaTusaumm n LmdposmnsaLum npoLeccoB

ynpaBerieHnsi NepCoHanom

dopmynupoBaHue Lienen 1 3agad aBTomatmsaumm u LmdpoBusaLmMm B pamkax
cTpaternn yHKLMKN ynpaBneHnsi nepcoHanom, obLier cTpaternm opraHnsauum
obecneveHus kagposown 6e3onacHoCTH

KoopauHaums n akcneptuaa pa3paboTkn cxem MHPOoPMaLMOHHOIro 0bMeHa,
HOPMaTUBHO-CNPaBOYHON MHAPOPMALK, ANEKTPOHHbBIX AOKYMEHTOB M CUCTEM
aBTOMaTM3aLum NpoLEeCcCcoB yNpaBreHnsl NepcoHanom

KoopauHaums n akcneptusa pa3paboTku cxem MHopMaLMoHHOro obMeHa,
HOPMaTUBHO-CNPaBOYHON MHAOPMAaLMK, NEKTPOHHbLIX AOKYMEHTOB M CUCTEM
aBTOMaTM3aLMmM NPOLECCOB YNpaBrieHNsl NepcoHanom

KoopauHaums pa3paboTtku n cornacoBaHne yHKLMOHarNbHbIX TpeboBaHNI K
aBTOMaTM3aumm 1 LndpoBU3aLMmu NpoLECCOB YNpaBeHns NepcoHanoM, B TOM
yuncne TpeboBaHUI K NONb30BaTENbCKMM MHTEpPdelicam 1 WwabnoHam
CornacoBaHue pernaMmeHToB 1 MHCTPYKLUIA No paboTe ¢ aBTOMaTU3MPOBaHHOM
cucTemon B obracTu NpoLeccoB ynpaBneHus nepcoHanom

COI'IpOBO)K,EI,eHVIe n beHKLLI/IOHaJ'IbHaH npunemMkKa cuctem LI,VId)pOBVICiaLI,VII/I n
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aBTomMaTunsaumn npoLecCoB yrnpaBneHna nepcoHarioM Ha 3tanax npoeKkTnpoBaHUA,
TECTOBOM 1 OI'IbITHO-I'IpOMbILIJﬂeHHOVI KCnnyataumn

OpraHusaums obyyeHus cneunanncToB Mo ynpaBneHuo NepcoHanom
NCMNONb30BaHMIO CUCTEM aBTOMaTU3aLun 1 LMpoBm3aLmnn ynpasneHus
nepcoHanom u npodeccrmoHanbHON NOAAEPKKN NOoNb3oBaTenemn

OpraHusaums oyHKUMOHaNbHOr0 MOHMTOPUHIA paboTbl CMCTEM aBTOMATM3aLUK 1
undcpoBM3aLmMmK ynpaerneHusl NnepcoHanom u npodgeccnoHanbHoOM NoAAEPKKN
nonb3oBaTenemn

BeneHve npoeKkTHOM, NOfb30BaTENLCKON U 3KCNyaTauMOHHON OOKyMeHTauun (B
obnactu yHKUMOHANBHBLIX BO3MOXHOCTEN) HA CUCTEMbI aBTOMaTU3auum 1
undpoBU3aLmn NPoLEeccoB yrnpaeneHus NepcoHanom

d)opmynMpOBane npe,u,nox(eva no MmoaepHun3aunn n pa3snuTnio CyLLLECTBYHOLLNX
cuctemMm astomatmsaumm n LI,VICprBMSaLI,VIM ynpaeneHna nepcoHasriom

ObecneunBatb cobntogeHue TpeboBaHMM 3aKkoHoaaTenscTBa Poccuiickomn
depepaunn n kKOpnopaTUBHLIX NONUTUK B 06rnacTn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHUMANBHON HOPMaLUn

Heobxogumble ymeHus

Cobwupartb, aHannampoBaTtb 1 CUCTEMATM3NPOBATb HEOOXOANMYIO MHAOPMaLNIO
ONs aBToMaTn3aumm 1 LMgPOoBN3aLMN NPOLIECCOB YNpaBeHns NepcoHanom u
obecneveHus kagpoBown 6e3onacHoCTH

yl'lpaBJ'IFlTb (bYHKLI,VIOHaJ'IbeIMVI TpeﬁOBaHVIFIMVI, dTanamMum NpoeKkToB aBToMaTulaunmn
n Ll,I/ICprBI/I3aLI,VII/I ynpaslneHna nepcoHanom, USMEHEHNAMN B HUX

PaboTatb B cuctemax ynpaeneHus npoektamu, TpedoBaHnsMn n gopaboTtkamm no
HUM

Pa3pabaTtbiBaTb TECTOBbIE U NPUEMOYHbIE CLEEHAPUN AEMOHCTPALMOHHbIX U
oby4atoLmx matepumanos

OpraHu3oBbIBaTh ¥ NPOBOANUTL 0ByYatoLLME N KOHCYSETaUMOHHbIE MEPONPUSTUS
Ans nonb3oBaTenel CUCTeM aBToMaTi3aummn 1 LMdgpoBMU3aLum NpoLeccoB
ynpaBrieHNs NepcoHanom

PabotaTtb B cuctemax aBTomaTusaumm u LLI/I(.prBI/ISaLI,I/II/I npoueccosB ynpasneHusa
nepcoHaniom

[OTOBUTL K 3alUMLLATE SKOHOMMUYECKNE U Ka4YeCTBEHHbIE 060CHOBaHUSA N adhhekTbI
aBTOMaTM3auun n umdpoBmn3aumm NPOLECCOB yNpaBrieHUs NePCOHaNnom

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEeHUS

Heobxogumble 3HaHUSA

MeTtoabl ynpasneHnsa passutmem n aeKkTMBHOCTLIO OpraHn3auum, MeTobl
aHanusa BbIMNOMHEHMWS MMaHOB U MporpamMMm, onpeaeneHnst X 3KOHOMUYECKON
apdeKkTMBHOCTM, MeTOALI 0becneyYeHnst kKagpoBor 6e3onacHoOCTH

MeToabl oueHKn paboTbl CTPYKTYPHbIX NOgpa3aeneHnin, pesynstaTtos 1
a(pPeKTUBHOCTM OEATENBHOCTH

MeToabl NpoBeAeHUs ayanTa U KOHTPOMMNHIA OnepaTUBHBIX YNpaBneHYeckmx
npoLeccoB

TexHonoruu, MeTofbl U METOAVKM NPOBEAEHUsI aHanusa 1 cuctemaTmsaumm
[OKYMEHTOB U MHpopMaLmu

MonuTuka ynpaeneHunst nepcoHasnom, KopropaTneBHas colmarnbHas nonuTrka,
KopropaTuBHas KynsTypa

TapudHo-kBanM@puKaLmoHHbIE CNpaBoYHKKN paboT u npodeccuii paboumx n
KBanununKaLNOHHbIE XapaKTEPUCTUKN AOMMKHOCTEN CRyXKalLluX,
npodeccuoHanbHble cTaHaapThl

OcHoBbI ynpaBneHus npoekTamu (MPUMEHUTENBHO K NpoekTam B cdhepe
MHPOPMALIMOHHBLIX TEXHOMOrN)

OCHOBbI NPOEKTUPOBAHUSA U MOCTPOEHMS MHEOPMALIMOHHBLIX CUCTEM, OCHOBHbIE
TEXHOMOMM 1 TPeHAbl, MMEIoLLME OTHOLLEHUE K cchepe ynpaBneHUst nepcoHanom

OcHosBbl NnueH3npoBaHnA nporpaMmmMmHoOro obecnevyeHus, o6paaoBaH|/|9| LIEH Ha
nporpamMmMmHble cpeacTtBa U OLUEeHKN CTOMMOCTU BnaaeHunsa I/IHd)OpMaLLI/IOHHbIMI/I
cuncreMmamm
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OcHoBHbIe NOMNOXEHUs rpaXaaHCKoro 3akoHoaartenscTea Poccuiickon denepauum
B 06nacTu UHTeNnekTyanbHon cobCTBEHHOCTH

Llenun n cTpaterns passuTus opraHusaumm

HOpMaTI/IBHbIe npaBoOBbl€ aKThbl, onpeaenaLwimne HopmMbl TPyaoBOro npasa

OCHOBbI apXMBHOMO 3aKOHOAATENBCTBA M HOPMATUBHbIE NPABOBbLIE aKThbl
Poccuinckon ®enepaumm B 0bnactv BeaeHs JOKyMeHTaumUm no nepcoHany

OcHoBbl Hanoroeoro 3akoHogatenbctea Poccuiickon egepaunm

OcHoBbI agMUHUCTPATMBHOIO 3akoHogaTenbcTBa Poccuiickon ®epepaunm B
obnacTtu ynpaeneHusi NepcoHanomM 1 OTBETCTBEHHOCTU AOMKHOCTHBIX NnL,

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

TpeboBaHusa 3akoHogaTenscTBa Poccuiickon ®egepaunm B obnactn npuMeHeHus
3MEeKTPOHHON Noagnucu

JlokanbHble HOpMaTuBHbIEe OOKYMEHTbI OpraHn3aunm B obnactun ynpaBlieHUA
nepcoHaniom

Mopanok 3aKynoYHON AeATENbHOCTH, 3aKMYEHUs] U BEAEHWS JOTOBOPOB
(KOHTpaKTOB)

HOprI 3TUKW 0enoBoro obLueHus

Lpyrve xapakTepucTUKu

3.7.4. TpynoBas ¢yHKUuA

HanmeHoBaHue

MpoucxoxgeHme
TPYOOBOW (OYHKLMN

AAMUHUCTPUPOBaHKE
npoLeccos
onepaunoHHOro
ynpaeneHus
nepcoHanom u
paboTo CTPYKTYPHOrO
noapasgeneHus
opraHu3aumm u
COOTBETCTBYHOLLEMO
OOKyMeHToobopoTa

Ko

G/04.7 YpoBeHb 7
(nopypoBseHb)
KBanudmkaumm

OpwuruHan X

3anmMcTBOBaHO U3
opurvHana

Kog opurnHana

PernctpaumoHHbIn
Homep
npodeccrMoHanbHoro
cTaHgapTa

TpyooBble gencTeus

AHanu3 npoueccoB JOKYMEHTOO60pOTa, NoKaribHbIX JOKYMEHTOB MO BOMNpocam
ornepaLmMoHHOro yrnpaeneHnsl nepcoHarnoM u paboTol CTPYKTYPHOro

nogpasgeneHua, 6M3Hec-npoueccos opraHmsauunmn, ynosneTBOpeHHOCTN nepcoHana

[lokyMeHTaLUnoHHOe ohopMIeHMe pPe3ynbTaToB ONepPaLMOHHOIO YNpaBneHus
nepcoHana u paboTbl CTPYKTYPHOIO NnoapasaeneHnsl, pesynbtatoB ayamTa paboTbl
C nepcoHanom

MogrotoBKka NPeanoXeHUi No Pa3BMTMIO CUCTEM OMepaLOHHOTO YNpaBneHns
nepcoHanoM 1 paboTbl CTPYKTYPHOTO NoapasaesieHusi, No HeoGXoaAUMbIM
KOPPEKTUPYIOLLMM 1 MPEBEHTUBHBLIM Mepam

PaspaboTka cucTembl aHanmsa 1 KOHTponst paboTkl NepcoHana, MeponpusaTUA No
obecneveHunio kagpoBoh 6e3onacHoOCTH

KoHTporsib, cpaBHeHWe 1 aHanu3 npoLeccos B 06racTy onepaTMBHOrO yrpasrieHus
NepcoHarnoM, pesynsTaTtoB ynpaeneHYeckUx MeponpusTUi, onpeaeneHve
(haKkTOpPOB, BbI3biBaAIOLLMUX OTKIOHEHME OT NIaHOBbLIX NokasaTtenen

MogroToBka 1 06paboTka 3anpocoB, YBeAOMITEHWIA, CBEAEHUI O pabOTHMKaxX B
rocy4apCcTBEHHbIE OpraHbl, NPOEeCCMOHarnbHbIE COK3bl, 0OLLECTBEHHbIE
opraHusaumm
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COI'IpOBO)K,D,eHVIe 00roBopoB OKa3aHuA ycriyr no sornpocam onepaTtnBHOro
ynpaslieHnA nepcoHariom n pa60T017| CTPYKTYPHOIo nogpasgerneHna, Bkrtodan
npenBapuTernbHblie npoueaypbl No X 3akKito4eHUo

MogroTtoBka NpennoxeHun no dopmMMpoBaH1Io BrooKeTa Ha NnepcoHan
opraHusaumm

BbinonHeHve TpeGoBaHWit No XpaHeHno MHAopMaLuK O peaynsTaTax AencTBus
CMCTEM OrMepaLMOHHOTO yrpaBrieHUsi ePCOHanoM 1 paboTol CTPYKTYPHOTO
noapasgeneHus

Heobxogumble ymeHus

KoHTponupoBaTb MeponpusiTis Nno obecrnedeHunto kaaposoi 6esonacHocTy,
npoLecchl ynpasrieHnUs NepcoHanom noapasaeneHuii, onpeaensaTb Ux
pe3ynsTaTMBHOCTL U BbISIBNSATE (DAKTOPbI OTKIIOHEHWI OT MiaHOBbIX NapaMeTpoB

PaspabaTtbiBaTh NporpaMmMbl JOCTUXKEHUS LieNern U onepaTUBHONO peLleHust 3agad
noapasgenexHni

AHanusupoBartb, paspabaTbiBaTe 1 0POPMIIATbL AOKYMEHTbI MO ONEPaTUBHbLIM
npoLeccam v ux pesynsratam

MpoBoaWTb ayauUT KaapoBbIX MPOLIECCOB, NpoLeayp, 0opMIIeHUst KaapoBbIX
[AOKYMEHTOB 1 JOKYMEHTOB MO YNpaBeHnio NepcoHanom

KoHTponupoBaTth pacxogoBaHue GooKeToB Ha nepcoHarn

OhopMnsATE [OKYMEHTbI MO onepauMoHHOMY YrpaBIieH o NepcoHanomM 1 pabote
CTPYKTYpPHOro nogpasaeneHus, npeacTaensieMble B rocy4apCTBeHHble opraHsbl,
npeacTaBuTENbHbIE OpraHbl PaGoTHUKOB

Ob6ecneyrBaTh JOKYMEHTALMOHHOE COMPOBOXAEHME MO CUCTEMaM OnepaLoOHHOrO
ynpaeneHus nepcoHanoM u paboTe CTPYKTYPHOro noapasgeneHus

OpraHn3oBbIBaTb XpaHEHNE AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
TPYLQOBOIo U apXMBHOMO 3akoHodaTenbcTBa Poccunckon ®eaepaumm n nokanbHbIMU
aKkTamu opraHusaumm

KOHTpOJ'IVIpOBaTb ncnonHeHne orosopoB NOCTaBLLKMKOB yCI1yr no Bonpocam
nepcoHana

Mpoun3BoanTb 3aKyroYHble Npoueaypbl, 0POPMIISTL U aHaNM3MPOBaTb 3aKyNoOYHYH0
AOKYMEHTauuo

npOBO,D,I/ITb neperosopbl 1 npeacTaBnATb MHTEpPEeChl opraHn3aunn B
rocygapCTBEHHbIX opraHax, npeacrtaBuTerbHbIX opraHax pa6OTHVIKOB no Bonpocam
nepcoHana

Bectn genosyto nepenucky

Bectn Yy4eT n permctpaunto JOKYMEHTOB B I/IHd’.)OpMaLI,VIOHHbIX CcuctemMax n Ha
MaTepuaribHbIX HOCUTENAX

PaboTatb ¢ MHOPMALMOHHLIMK CUCTEMAMM, LMAOPOBLIMU YCITyraMmu U CepBrcamm
B 06nacTu onepaumnoHHOro ynpaBneHns nepcoHanom u paboTon CTPYKTYPHOro
nogpasgeneHus

dopmmpoBaTh NPeAnoXeHUs No aBToMaTusaummn 1 L posmsaLmm npouecca
ornepauyoHHOro yNpaeneHnsi NepcoHariom u paboTon CTPYKTYPHOO
noapasgeneHus

ObecneuynBatb cobniogeHne TpeboBaHUI 3akoHogaTeNnbLCTBa Poccuiickon
depepaunn n kKOpnopaTUBHLIX NONUTUK B 06rnacTn 00paboTkM NepcoHanbHbIX
OaHHbIX U KOHUAEHLMANBLHON HOPMaLn

BecTtu genosyio nepenmncky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEHMS

Heobxogumble 3HaHUA

MeToabl ynpaBneHusi passutmem n acheKTMBHOCTBIO OpraHM3auum, MeToapl
aHanmsa BbIMNOMHEHMWS MAHOB U MPOrpamMM, onpeaeneHnst MX SKOHOMUYECKON
ahbekTUBHOCTM, MeTOAbI 0becneyeHnst KagpoBor Be3onacHoCTH

MeToapl OLEeHKM paboTbl CTPYKTYPHbIX NoApasaeneHnii, pesynsTaTtoB Tpyaa
nepcoHana

MeToabl npoBegeHnAa ayanta U KOHTpPOnJinHra onepaTtuBHbIX ynpaBliieHYeCKnUX
npoueccos
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(DOprI N CUCTEMbI MaTepuaribHOro n HemarepumanbHOIro CTUMynMpoBaHUA Tpyaa
nepcoHana

OcCHOBbI JOKYMEHTaLMOHHOrO 06ecneveHunsi

Mopanok odopMeHnst, BeOeHUs: U XpaHeHUs IOKYMEHTAaLMK Mo cucTeMam
orepauyoHHOro ynpaeneHus nepcoHasniom u paGoTe CTPYKTYPHOrO noapasaeneHus

Mopsigok hopMUpoBaHuns, BefeHnst 6asbl AaHHbIX U NPefoCTaBIIeHNs OTYETHOCTH
no cucTemam onepaLMoHHOro YNpaBeHnsl epcoHarnom 1 paboTe CTPYKTYPHOro
noapasgerneHust

TapudHo-kBanMpuKaumoHHbIe CNpaBoYHKKN paboT u npodeccuii paboumx n
KBanuunKaLNOHHbIE XapaKTEPUCTUKN OOMMKHOCTEN CRyXalLluX,
npodeccuoHanbHble cTaHaapTbl

HopmaTuBHbIE NpaBoBbIe akThbl, perynvpyoLme npasa u obs3aHHOCTU
rocyjapCTBEHHbIX OPraHoOB U OpraHn3aummn No NPeLoCTaBMNEeHNI0 YYETHON
AOKyMeHTaLun

Mopanok NpoBeAeHNs 3aKyNoYHbIX NpoLeayp U 0opMIeHUs ConyTCTBYIOLEN
[AOKyMeHTaLum

Monutuka ynpaBsleHna nepcoHanom 1 coumalibHaa nonntuka opraHn3auumm

OpraHu13aLMoHHO-LITaTHas! CTPYKTYpa opraHnsaumm

Llenun n cTpaterns passuTus opraHusaumm

BbusHec-nnaH un 6VI3HeC-I'IpOLLeCCbI opraHu3auunmn

CneunanunsnpoBaHHble MHPOPMALMOHHbIE CUCTEMBI, LMPPOBLIE YCIYIN U CEPBUCHI
B 06rnacTy onepauvoHHOro ynpasreHns NepcoHanom 1 paboToi CTPYKTYPHOTO
noapasgerneHust, rpaHuLbl X MPUMEHEHUS]

OCHOBHblE METPUKM 1 aHanNUTUYECKNE CPEe3bl CUCTEMbI ONepaLoOHHOTO
yrnpaeneHus NepcoHanom 1 paboTbl CTPYKTYPHOro NnoapasgeneHus

HopmaTuBHbIe NpaBoBbIe akTbl, ONpeaenstoLlmMe HopMbl TPYAOBOIO Npaea

OcHOBbI apXMBHOrO 3aKOHOAATENLCTBA U HOPMATUBHbLIE NPABOBbLIE aKThl
Poccuiickon ®degepauun B obrnactu BegeHns AOKYMeHTauumn no nepcoHany

OcHoBbl Hanoroeoro 3akoHogatenbcTea Poccuiickon Pegepaunn

OcHoBbI MUrpaLMOHHOIO 3aKkoHoaaTenscTBa Poccuickon ®eaepaumm B obnactu
NpyBNeYEeHNsa 1 TPygoyCTPONCTBA MHOCTPAHHbLIX rpaxaaH 1 nuy 6e3 rpaxaaHcTea

OcHoBbI agMUHUCTPATMBHOIO 3akoHogaTenbcTBa Poccuiickon ®egepaunn B
obnacTtu ynpaBneHusi NepCoHariom U OTBETCTBEHHOCTM AOMMKHOCTHbIX JNL,

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HopMaTUBHbIE AOKYMEHTLI OpraHM3auumn B 06racTi ynpasneHus
nepcoHanomM

Mopsagok 3akno4eHns JOroBopoB (KOHTPAaKTOB)

MpaBnna BegeHna JenoBon Nnepenmncku

HopMbl 3T1KM1 AenoBoro ooLweHns

Lpyrve xapakTepucTuku

3.8. OBOBLUEHHAA TPYOAOBAA ®YHKLIUA

HanmeHoBaHue Crparternyeckoe Kon H YpoBeHb
ynpasreHue KBanudukaumm
nepcoHasniom

MNpoucxoxaeHwe OpwuruHan X 3anMmMcTBOBaHO 13

0606LLeHHoN
TPyAoBOW oyHKUNK

opurvHana

Kop opuruHana PeructpaunoHHbIn

HoMep
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npodeccrmoHansHoro
CTaHgapTa

Bo3moxHble
HaMMeHOoBaHMs
OOIMKHOCTEN, npodheccui

OupekTop no nepcoHany
[vpekTOop No ynpasneHunto NepcoHanom
3amecTuTens AnpekTopa Mo yrnpaseHnio NepcoHanom

3amecTutenb reHeparibHOro aMpekTopa no ynpasneHuo nepcoHariom

TpeboBaHus K
obpasoBaHuio n
0by4eHuo

Bbicliee o6GpasoBaHue - MarucTpartypa
nnm

Bbicwee obpasoBaHmne (HeNpodUbLHOE) - MarucTpaTypa 1 AONoNHUTENbHOE
npodeccuoHanbHoe 06pa3oBaHune - NporpaMmbl NPOgEeCCMOHaNbHOM
nepenoaroToBkM B 0bracTu ynpasreHnsi NepcoHanom uim cTpaTternieckoro
ynpaeneHus

TpeboBaHus K OMbITY
npakTu4eckom padboTbl

He meHee natn net B obnactun ynpasrieHna nepcoHarioM Ha pykoBogALNX
AOJMKHOCTAX

Ocobble ycnosusi
gonycka kK pabore

Opyrue xapaktepucTunkm

[lononHuTenbHble XapakTepucTUKn

HanmeHoBaHne Koga HaumeHoBaHue 6a3o0Bow rpynnbl, AOMKHOCTU (Mpodeccum) nnm
OOKyMeHTa cneumanbHOCTK
OK3 1212 YnpasnstoLue TpyaoBbIMy pecypcamu
EKC - 3amecTutenb gupeKTopa no ynpaeneHno nepcoHanom
oKnAaTeP 25042 HavanbHuK ynpasneHuns (cneunannanpoBaHHOro B NpoYmx
oTpacnsx)
OKCO 5.38.04.01 OKoHOMMKa
5.38.04.02 MeHepxmeHT
5.38.04.03 YnpaeneHne nepcoHanom

3.8.1. TpynoBas cyHKuus

HavnmeroBaHue Pa3paboTka cucTemsbl Kon H/01.7 YpoBeHb 7
cTpaTern4yeckoro (noaypoBseHb)
ynpasneHus KBanudukauum
nepcoHarnom
opraHusaumu

MNpoucxoxaeHve OpuruHan X 3anMCTBOBaHO U3

TPYAoOBOW OyHKLNK opurnHana

Kog opurnHana
HomMep

PernctpaumoHHbIn

NpogeCCUOHanbLHOro

cTaHgapra

TpyooBble gencTeus

MocTaHoBKa cTpaTernyeckmx Lernen B ynpaBreHny nepcoHanom n obecnedeHum
KagpoBon 6e3onacHoCTU

PaspaboTka koprnopaTUBHOM NOMMTUKK, MaHOB, NporpamMm, npoueayp 1
TEXHOMOriA ynpaBsieHUsi NePCoHanom

Pa3paboTka KopnopaTUBHOWM KyNbTYpbl U COLMANbHOM NOMUTUKA, CUCTEM
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mMmoTmBauun, SCb(beKTVIBHOCTVI, OLUEHKN 1 pa3snTna nepcoHana

dopmMMpoBaHME CUCTEMbI OMnaThl U OpraHn3auMn Tpyaa nepcoHana

PaspaboTka cMcTeMbl OpraHN3aLMOHHOTO NPOEKTMPOBaHWS, NaHUpoBaHue
NoTPeGHOCTM B NepcoHarne opraHnsauum

PaspaboTtka nporpamm, NpUHLMMNOB CTaHZ4apTU3auum, yHudmkaumm,
aBTOMaTM3aLMKn NPOLECCOB yNpaBeHusi NepcoHanom 1 6esonacHbIX yCroBun

TpyAa

dopmupoBaHme GlomKeTa Ha nepcoHan

PaspaboTka TexHonoruii ayauTa paGoTbl C NepcoHanoM U KOHTPOMMHra

Heobxoammble ymeHus

PaspabaTtbiBaTh CTpaTerum n NoNUTUKM yrnpaeneHus nepcoHanom, obecneveHuns
KagpoBon 6e3onacHoCTn

CosgaBaTb M ONUCLIBaTb OPraHN3aLUMOHHYIO CTPYKTYPY, Lenw, 3agaqv, yHKUMK
CTPYKTYPHbIX NOAPa3AeneHnin U 4OMKHOCTHBIX ML

an/IMeHﬂTb MeTOAbl ynpaBieHNnAd MEXIMYHOCTHbIMUA OTHOLLEHUAMMU,
CbOpMVIpOBaHI/IFI KOMaHA4, pa3Butmnda nmaepcrtea N UCNOJNTHUTENTbHOCTHU, BbiABINEHUA
TanaHToB, onpeaeneHna yooBrieTBOPEHHOCTHU pa60T0|7|

Onpenensite ¥ aHaNM3MpPoBaTb BHYTPEHHWE KOMMYHUKALUK, MOAENMPOBaTb
noBeaeHWe nepcoHana

npe,IJ,CTaBJ'IFITb MHTEepeCbl OpraHn3aunn B rocyaapCTBEeHHbIX OpraHax, BO
B3aMMOLENCTBUN C npencraBuTeribHbIMAU opraHamMmmn pa6OTHI/IKOB no Bornpocam
nepcoHana

CocTaBnsiTb, paccynTbiBaTh, KOPPEKTUPOBATL U KOHTPONMPOBATb CTaTbi PACXOA40B
GtookeToB 1 POHAOB Ha NPOrpaMMbl U MEPONPUATUS MO YPABMIEHUIO NepCoHanomM
opraHusauum

npOBO,D,I/ITb ayanT U KOHTPOJJTUHT B obnactu ynpaBneHuna nepcoHasnom

PaspabaTbiBaTh kopropaTuBHbIE coLparibHbie MPorpammbl

Bectn neperoBopbl N0 BOMNpocamM coumaribHOro napTtHepcTea C
npeacrtaBuTernibHbIMU opraHamMmun pa6OTHI/IKOB

Pa6otaTb ¢ MHPOPMALMOHHBIMU CUCTEMAMMU, YCIyramu 1 cepBrucamu B obnactu
CTpaTermyeckoro ynpasneHnsi nepcoHarom

dopmnpoBaTh NpeasiokeHns No asToMaTu3auumn 1 LudpposmusaLun npotecca
pa3paboTku cTpaTernm paboTbl C NepcoHanom

OpraHn3oBbIiBaTb MEPONPUATUS MO 06ECNeYeHNo BLINOHEHUS TpeboBaHMiA
OXpaHbl Tpyda B COOTBETCTBMM C OEMCTBYIOLLMM 3aKoHogaTenbCTBOM Poccuickon
depepaunn 1 nokanbHbIMM akTamMy opraHmM3aumm

OpraHn3oBbIBaTh U NPOBOANTE MEPOMNPUSATUSA C NEPCOHANIOM B COOTBETCTBUM C
KOpropaTMBHOWN couuanbHOM NONNMTUKON

ObecneunBatb cobniogeHne TpeboBaHUI 3akoHogaTeNnbLCTBa Poccuiickon
depepaunn n nonuTUK pabotoagatens B obnactn od6paboTkm nepcoHarnbHbIX
OaHHbIX U KOHUAEHLMANBHON HOPMaLMn

BecTtu genosyio nepenmncky

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEHMS

Heobxogumble 3HaHuUA

MeToabl ynpaeneHusi passutvem n acheKTMBHOCTBIO OpraHu3auum, aHanmsa
BbINOMTHEHMWS MMIAHOB U MPOrpaMM, onpeaeneHns nx 3KOHOMUYECKON
3(bheKTUBHOCTH, METOALI OBECNeYeHnss kKaapoBoW 6e30nacHOCTU

MeToapl oLeHKM paboTbl CTPYKTYPHbIX NoApasgeneHnii, pesynbsTaTtoB Tpyaa
nepcoHana

MeToabl npoeeneHna ayantoB, KOHTPOJIITMHIA ynpaBrieH4eCKMUX npoueccoB

MeTtoabl aHanuaa Konnm4eCcTBEHHONO 1 Ka4eCTBEHHOMO cocTaBa nepcoHana

Metoabl OopraHn3aunoHHOIo NpoeKkTnpoBaHNA

CucTteMbl cTaHaapToB Mo GUsHec-npoLeccam, NPodeccusam, HopMbl Tpyaa

CucTembl, MeToabl 1 hOpPMbl MaTepUarnbHOrO U HemaTepuanbHOro
CTUMYNMPOBaHUS Tpyaa nepcoHana
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MeToabl aHanu3a coumanbHbIX MPOrpaMM 1 onpeaeneHnst X 3KOHOMUYECKOW
appeKkTNBHOCTH

TexHonoruv n metogbl OPMUPOBAHKS U KOHTPONS OIOMKETOB HA NepcoHan
TpeboBaHnsa oxpaHbl 1 6e3onacHbIX yCnosui Tpyaa

Lienu, cTpaTterus, kopnopaTuBHasi couparnbHas NonmMTika 1 nonuTrka no
nepcoHany, koprnopaTueHas KysbTypa

OCHOBbI TEXHOMNOMMKN NPOM3BOACTBA U AeATENBHOCTM OpraHn3aumm
OCHOBbI COLIMOMOMMK, NMCUXONOMMN N 3KOHOMMKM Tpyaa
OcHOBbI yrpaeneHusi coumarnbHbIM pa3BUTEM OpraHU3aumm

MeToabl nposegeHnsa coumnonorm4ecknx nccnegoBaHunm, n3yvyeHund O6LLLeCTBeHHOFO
MHEeHUA

OpraHusaumoHHas CTpykTypa opraHusaumu

TapudHo-KBanumnKaLmMoHHbIE CNPaBOYHUKM paboT 1 npodeccuin paboyumx u
KBanMduKaLMOHHbIE XapaKkTEPUCTUKM OOIMKHOCTEN CryXallumX,
npodeccnoHanbHble cTaHaapTbl

CneunanunsnpoBaHHble MHPOPMALMOHHbIE CUCTEMBI, LMPOBLIE YCIYIU U CEPBUCHI
B 06rnacTy cTpaTernyeckoro ynpaeneHusi NepCoHanoMm, rpaHuLbl X NPUMEHEHUS

OcHoBHble METPUKN N aHalNMUTUYECKMNE cpelbl CTpaTerm4eCcKoro ynpasrieHna
nepcoHaliom

HopmaTuBHbIe NpaBoBbIe akTbl, onNpeaenstoLlmMe HopMbl TPYAOBOIO Npaea

OCHOBbI apXMBHOTIO 3aKOHOAATENbLCTBA U HOPMATUBHbIE NPaBOBbLIE aKThl
Poccuiickoii epepauum B o6nactv BegeHUss JOKYMEHTaUMKM No nepcoHany

OcHoBbl Hanoroeoro 3akoHogatenscTea Poccuiickon egepaunm

OcHoBbI MUTpaLMOHHOIO 3aKkoHoaaTenscTBa Poccuickon ®egepaumm B obnactu
NPUBMNEYEHNsT U TPYOOYCTPOMNCTBA MHOCTPAHHbIX FpaXxaaH v nuy, 6e3 rpaxgaHcTea

OcHoBbI agMUHUCTPATMBHOIO 3akoHogaTenbcTBa Poccuiickon degepaunn B
obnacTtu ynpaBneHmsi NepCoHariom u OTBETCTBEHHOCTM AOMMKHOCTHbIX JNL,

3akoHogaTtenbcTBo Poccunckon ®eaepaumm o nepcoHanbHbIX 4aHHbIX
JlokanbHble HOpMaTUBHBIE aKTbl OpraHM3aLumn B 06nacTu ynpaeneHus nepcoHanom
Mopsiaok 3aknioyYeHns 4OroBOPOB (KOHTPAKTOB)

MpaBuna BeaeHNs 4enoBoV NepenncKu

Hopmbl 3TMKM 4enoBoro obLeHns

Lpyrve xapaktepucTuku | -

3.8.2. TpynoBas cyHKUus

HanmeHoBaHue

MpowncxoxaeHne
TPYAOBON OyHKLNK

Peanusaumsa cuctemsl Kon H/02.7 YpoBeHb 7
cTpaTern4yeckoro (nogypoBeHb)
ynpaeneHus KBanudmkaumm
nepcoHanom
OpwiruHan X 3anmcTBOBaHO 13
opurmHana
Kog opurnHana PernctpaumoHHbIn
HOoMep
npodeccmoHanbHoro
cTaHgapTa

TpynoBble gencTBus

MnaHupoBaHWe OesTeNbHOCTU U pa3paboTka MepONPUSTUIA NO yNpaBneHNUo
nepcoHarnom Ans peanusauum ctpatermyecknx Lenen opraHnsauum n
obecneyeHns kagpoBor 6e3onacHoOCTH

BHegpeHve nonuTuk, NNaHoB, NporpamMm, Npoueayp U TEXHOMOIUA Mo
yNpaBreHno NEPCOHANOM

MocTpoeHne opraHn3aLnoHHOM CTPYKTYPbI C Y4ETOM NiIaHOBOM NOTpeBHOCTY B
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nepcoHane un B3anMOLENCTBUSA CTPYKTYPHbIX nonpa3,u,eneH|/||7| opraHunsauumn

BHenpeHve 1 nogaepxaHue KOpnopaTUBHOW KynbTYpbl M COLManbHON MNOMUTUKK,
cucTeM MoTuBaLuK, 3PPEKTUBHOCTU, OLIEHKM U pasBUTUSI NepcoHana

BHenpeHve n nogaepxaHue CcUCTeMbl OpraHu3aumu Tpyga v onnarbl nepcoHana
YnpaBeneHvue BHeAPEHNEM NPOrpamMM U NPUHLUMNOB CTaHA4apTM3auuu,
yHUbMKaLuum, asToMmaTu3anum npoLeccoB yrnpaBneHns nepcoHanom un
©e3onacHbIX ycnosui Tpyaa

OpFaHVI3aLLI/I9| npoBegeHnAa ayanta n KOHTpPOonJinHra B ynpasrieHUn nepcoHasioMm

MocTaHoBKa 3afay PyKOBOAMTENSIM CTPYKTYPHbIX NoApasaeneHunit, onpeaeneHme
maTepuarnbHO-TEXHUYECKUX PECYPCOB AN UX BbINOHEHUS

CornacoBaHue YCJ'IOBI/IIZ 3aKro4aemMbiX 4OroBopoB Mo BONpocam ynpasiieHNA
nepcoHasiom

OpraHusauusi npoBeAeHNs 3aKyrnoYHbIX NpoLiedyp Mo BoNpocam ynpaBneHus
nepcoHanomM 1 opopMIIEHNSI CONYTCTBYIOLLEN JOKYMEHTALMM MO HUM

dopMupoBaHme GlogkeTa Ha nepcoHan
Pa3paboTka TexHoMormin ayauta paboTbl ¢ NePCOHaNoOM U KOHTPOSMUHIa
MpuMeHeHWe K paBGoTHUKaM Mep MOOLLPEHUS U AUCLUMNITMHAPHOTO B3bICKaHWS

Heobxogumble ymennst | MponsBognTb aHanu3 A4esTeNbHOCTM N0 YNpaBeHUO NePCOHarnomMm,
pa3pabaTtbiBaTb Nokasatenu apheKTUBHOCTN paboThl

dopmupoBaTh NNaHbl 1 MEPONPUATMS MO YNPaBEHUIO MEPCOHANoM 1
obecneyeHnto kagpoBon 6esonacHoCTH

PaccuntbiBaTtb GtogXeT B 06nacti ynpasneH1s nepcoHanom

OnpenensaTtb 30HbI OTBETCTBEHHOCTU PabOTHNKOB M NOApa3aeneHni, CTaBnTb
3aJauu pykoBoouTENsaM nogpasgenennii u obecneunBatb pecypebl Ans UX
UCMNOINHEHMS

KoHTponnpoBath 1 KOppeKTUpOBaTb UCNOMNHEHME NOPYYEHUI N 3aaaq
Ynpaenate ap(peKTUBHOCTBIO 1 BOBNEYEHHOCTBIO NepcoHana, ANCUMninHON
Tpyaa v cobntogeHnem 6e3onacHbiX YCNoBuii Tpyaa

Bectu neperoBopbl Mo Bonpocam counanbHOro napTHepcTBa U NpeacTtaBnAaTb
MHTEepeCbl OpraHn3aumnn B rocyaapCTBEHHbIX opraHax, npeacrtaBUTENbHbIX
opraHax pa6OTHVIKOB N opraHnsauyunax no Bonpocam nepcoHana

PaboTatb ¢ nHOpPMaLMOHHBIMU CUCTEMAMM, LMAPOBBLIMU YCITyraMu v
cepBucamMm no ynpasneHuto NepcoHanom

[MpoBOAMTL ayanT U KOHTPONNUHI B 06nacTn ynpasneHust nepcoHanom
dopmnposaTb U NPOBOAUTL COLMAnNbHYO NOMUTUKY U coLMarnbHbIe NporpamMmmel
BecTu neperosopbl C NOCTaBLUMKaMM YCyr No YCNOBUAM 3aKnioyaeMblX
[0roBopoB

[Mpon3BoaWTb 3aKymnoYHble npoueaypbl, 0POPMIIATL M aHaNM3npoBaTb
3aKyMOYHYH0 JOKYMEHTaLMIO

Ob6ecneynBaTtb cobniogeHne TpeboBaHM 3akoHogaTenbcTBa Poccuiickon
denepauunn 1 KopnopaTUBHbLIX NOAUTUK B 0bracTn 06paboTkm NepcoHanbHbIX
OaHHbIX 1 KOHpMAeHUManbHON nHdopMaLmm

CobntogaTtb HOPMbI 3TUKM AENOBOro 00LEeHNsI

Heobxogumble 3HaHus | MeTogpbl ynpaBneHus passutmem n acpeKTUBHOCTLIO OpraHM3aumm, MeToabl
aHanusa BbINOSIHEHUS MTAaHOB 1 NpPorpamMM, onpeaeneHnst X 3KOHOMUYECKOW
adhpekTUBHOCTH, METOALI 06ecneyveHns kagpoBor 6esonacHoOCTH
OpraHusaums ynpaBneHusi pa3sutMemM opraHnsauum

Teopuun ynpaeneHus opraHu3aumen, NonuTrka 1 cTpaternst ynpaeneHus
nepcoHarnom

MonuTtuka ynpasneHusi nepcoHanom, kopropatueHas coumarnbHas nonuTuka,
KoprnopaTuBHas Kynerypa

MeToabl aHanu3a BbINOSHEHWSI NNIAHOB M 3ajad, onpeaeneHust nx
3KOHOMUYECKON 3PEKTUBHOCTHN
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MeToabl OLEHKM pe3ynsTaToB 1 3hheKTUBHOCTM Tpyaa

MeTtoabl BHepeHNA CUCTeMbIl yrpaBreHna nepcoHarom

MeTtogapbl OpraHn3aunoHHOIo NPoeKTnpoBaHNA

OcHoBbl paboTbl N0 NpodeccnoHanbHoON opneHTauun

MeTtoankn nnaHMpoBaHUA 1M NPOrHO3npoBaHUA I'IOTpe6HOCTVI B nepcoHane

LleJ'IVI, CcTpaTternda pas3sntma u Gu3Hec-nnaH opraHunsauunm

Teopun n metogbl hopMmnpoBaHnst 6peHaa opraHnsauum

TpeboBaHua oxpaHbl Tpyaa u 6e3onacHbIX yCrnosun Tpyaa

MeToauku pa3paboTku U BHEAPEHUS NOKanbHbIX HOPMATUBHbIX aKTOB

nOpﬂ,EI,OK 3aKInK4eHna TpyaoBbiX 4OroBOPOB, perynmpoBaHnA TpyaoOBbIX CNOpPOB

OCHOBbI COLMONOINN, NCUXOMNOrMU, SKOHOMMKN TpyAa v ynpasneHnda coumanbHbIM
pa3BnTnem opraHmdaumm

MeToab! NpoBeAeHNs1 COLIMONOrMYECKUX UCCNeaoBaHUA, U3yyYeHns
06LLEecTBEHHOro MHEHUS

TexHonoruy NpoBeaeHNs ayamTa v KOHTPOSSIMHIA B YNpaBeHny NepcoHanom

Mopsagok NnpoBeAeHUs 3aKynoYHbIX npoueayp 1 oopMeHns ConyTCTBYOLLEN
OOKyMeHTauum

TexHonorum, CTaHgapTu3auua, yHI/I(*)VIKaLI.VIFI, aBTomMmaTusauma npoleccoB
ynpaBneHua nepcoHanom

OpraHVBaLLI/IOHHaFl CTPYKTYypa opraHm3auunm

TapudHo-kBanudukaunoHHbIe cnpaBoYHMKK paboT u npodeccuii pabounx m
KBanmunKaLMOHHbIE XapakTEPUCTUKN JOIMKHOCTEN CryXaLluXx,
npodeccuoHanbHble cTaHaapThbl

CI'IeLI,VIaJ'IVI3I/IpOBaHHbIe VIH(bOpMaLI,I/IOHHbIe CUCTEMBbI, Lll/ld)pOBbIe ycnyrm n
cepBUChbl B obnactu cTpaTern4eckoro ynpasiieHnd nepcoHanom, roaHnubl nx
npuMeHeHnA

OCHOBHbIE METPUKM 1 @aHaNMUTUYECKUE CPe3bl CTPaTErMYECKOro yrpaBreHus
nepcoHanom

OcCHOBbI apXMBHOIO 3aKoHOAATENbLCTBA U HOPMATMBHbIE NPaBOBLIE aKThbl
Poccuiickoin denepauum B 06nact BegeHusi 4OKYMeHTauum no nepcoHany

OcHoBbI HaNoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

OcCHoBbI MUIPaLMOHHOTO 3aKkoHoadaTenbcTBa Poccunckon ®eaepaumm B obnactu
NPUBMNEYEHNST U TPYOOYCTPONCTBA MHOCTPAHHbIX rpaxaaH v nuy 6e3 rpaxxgaHcTea

OcHoBbI agMUHUCTPATMBHOrO 3akoHogaTenscTea Poccuiickon denepauum B
obnacTtu ynpasneHusi nepCoHanoM 1 OTBETCTBEHHOCTM LOSMKHOCTHbIX NNL,

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

Mopanok 3akntodeHns 4OroBopoB (KOHTPaKTOB)

JlokanbHble HOpPMaTUBHbIE aKTbl B obnactu ynpaeneHna nepcoHanom

I'Ipanu'la BeAEHMA OEenoBOn nepenunckun

HopMbl 3TUKKM 1enoBoro o6LLeHns

[pyrue xapakTepucTuku

3.8.3. TpynoBas cpyHKUUSsA

HanmeHoBaHue

AOMWHWCTpUpPOBaHUue Kog
npoLeccoB
CTpaTern4yeckoro
yrnpasneHus
nepcoHasnioM u
COOTBETCTBYIOLLErO
[oKyMeHTooBopoTa

H/03.7 YpoBeHb
(nogypoBeHb)

KBanudmkaumm

MpoucxoxgeHve
TPYy4oBOWN (PyHKUMM

OpuruHan X

3anmcTBOBaHO U3
opwvrvHana
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Kog opurnHana PernctpaumoHHbIN

HoMep

npodeccHoHansHoOM

CTaHaapTa

TpyaoBble AencTBus

JlokymeHTaLMoHHOEe 0hopMIIEHVE Pe3ysbTaToB YpaBeHnsl NepcoHanoMm, ero
ayauTa, paboTbl CTPYKTYPHbIX NoAapasaeneHui

[loKyMeHTaLMOHHOE ¥ OpraHU3aLMoHHOE COMPOBOXAEHUE CTPATErMYeCcKoro
ynpaBrieHns NepcoHanom 1 paboToi CTPYKTYPHbIX NoapasfeneHui

MoproTtoBKa NpeaoXXeHUn No pa3BUTUIO CUCTEM YMpaBNeHNs NepcoHanom,
obecneveHus kagpoBon 6e30nacHOCTN, MO HEOBXOAMMBIM KOPPEKTUPYIOLLUM 1
NPEBEHTUBHbLIM MepaM 1 MO MOBbILLEHNIO 3PPEKTUBHOCTM PabOThl CTPYKTYPHbIX
nogpasgeneHun

KoHTponb npoueccos B 06racTv ynpaeneHus nepcoHanom u paboTsl
CTPYKTYPHbIX NOApa3aeneHunin, CpaBHEHUE 1 aHanM3 NpoLeccoB, pe3ynbLTaToB
ynpaBneH4Yecknux MeponpuaTuii, onpeaeneHme akTopoB, Bbi3biBarOLLMX
OTKITOHEHMe OT MNaHOBbIX Noka3aTenen

CornacoBaHuWe 1 KOHTPOMb A4OrOBOPOB MO BOMPOCaM U cucTteMam
CTpaTermyeckoro ynpasreHnsi NepcoHanom 1 paboTe CTPYKTYPHbIX
noapasgerieHnin, opraHusauusi IpoLeayp no nx 3akroYeHuno

Mogrotoeka npe,qno>|<eH|/|l7| no obecne4yeHnto COOTBETCTBUS opraHnsauunm n
onnartbl TpyAa nepcoHana ycnelwHbiM KOpnopaTtuBHbIM NMPakTUkam

Heobxogumble ymeHus

AHanusupoBartb, paspabaTbiBaTe ¥ 0POPMIATbL 4OKYMEHTbI MO NpoLleccam u
pesynsTatam ynpasneHns nepcoHarnom 1 paboTe CTPYKTYPHbIX noapasaerieHui

MpumeHaTb MmeToabl aHann3a 6M3Hec-NPoOLIECCOB OpraHn3aumm

OnpenensaTb NporpamMmmbl OCTMXKEHUS LIENe U pelleHns 3aaa4 nogpasaeneHuii

MpoBoanTb ayauT CUCTEMBI YNIPaBIeHNs MEPCOHANoM 1 cUcTembl obecneveHns
kaZpoBoi 6e3onacHoCTM

MpoBOANTL KOHTPOMUHI CUCTEMbI YPABMEHUSI NEPCOHaNoOM

KoHTponupoBaTb GHOKET Ha nepcoHan v ynpaeneHve pacxogammn Ha nepcoHan

OpraHVI3OBbIBaTb conpoBoXxaeHne orosopos Nno Bonpocam ynpasiieHnAa
nepcoHasnom, BKro4daa npeasaputesibHble npoueaypbl No UX 3aKno4eHuo

OpraHn3oBbIBaTb 3aKynouHble npoLeaypbl, 0popMnsaTs 1 aHanM3MpoBaTh
3aKynoYHYH0 JOKYMEHTaLUuIo

KOHTpOJ’IVIpOBaTb N aHann3nposaTb BOMPOCHI columnanbHOro napTHepcTea,
[0roBopbl NOCTaBLWKMKOB yCcnyr

npOBOﬂ,I/ITb neperosopbl 1 npeacTaeBnATb MHTEPEChl OpraHn3aunn B
roCygapCTBEHHbIX OopraHax, I'IpOd’.)eCCI/IOHaJ'IbeIX COoKo3ax un apyrmx
npeacrtaBuUTerbHbIX OpraHax pa6OTHI/IKOB N OopraHn3aumdax no sonpocam
nepcoHana

PaboTatb ¢ MHOPMALMOHHBLIMU CUCTEMaMU, LMAPOBLIMK YCIyramu u
cepBucamMu No ynpasreHno nepcoHanom

O6GecneynBaTh JOKYMEHTALMOHHOE COMPOBOXAEHME NPOLECCOB YNpaBeHns
nepcoHanomM u paboTol CTPYKTYPHbIX NogpasaeneHuii

OpraHn3oBbIBaTh XpaHEHNE AOKYMEHTOB B COOTBETCTBUM C TpebOBaHUSMU
TPYOQOBOIo U apXMBHOMO 3akoHogaTtenscTBa Poccuickon ®enepaumm un
nokanbHbIMK aKTaMyn opraHnsaumm

O6ecneunBatb cobniogeHve TpeboBaHUM 3akoHogaTenbLcTBa Poccuickon
denepauyum 1 KopnopaTMBHLIX NOMUTUK B 06nacTn 06paboTkM NepcoHanbHbIX
OaHHbIX U KOHbMaeHUMansHOW nHdopmMaLmm

CobnogaTb HOPMbI 3TUKM AENOBOro 06LLEeHUS

Heobxogumbie 3HaHUsA

CouwmanbHas nonuTuka, KopnopaTmMBHas KynbsTypa, CUCTEMbl MOTUBaLUN U
3(pPeKTUBHOCTM yNpaBrneH1s nepcoHasniom

MeTtoabl ynpasneHnsa passutmem n 3 eKkTMBHOCTLIO OpraHn3auum, MeTogbl
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aHanusa BbINOMHEHMs NNAHOB M NPOrpaMm, onpeaeneHns X 3KOHOMUYECKON
3 dekTUBHOCTM, MeToAbl obecneyYeHnst kKagpoBol 6e3onacHoCTH

MeToapbl NpoBeAeHNs ayauTa, KOHTPOSS ONepaTUBHBIX YNpPaBieHYeCcKnX
MPOLIECCOB, COLMONOrMYECKUX UCCreaoBaHMii

BbusHec-nnaH un 6I/I3HeC-I'IpOLI,eCCbI opraHunsauunmn

BrogxeTHoOe npoekTupoBaHune

OpraHu13aLnoHHOe NPoeKTpoBaHne

®opMbl, METOABI U CUCTEMbI MaTepUasibHOro U HemaTepuansHOro
CTUMYINMPOBaHWs Tpyaa nepcoHana

CucTeMbl CTaHAapToB Mo GuaHec-npoLeccam, NpoeccrsimM (CrneumansHoCTAM),
HOpMbI Tpyaa

MeToabl aHanM3a Konm4eCcTBEHHOMO 1 Ka4eCTBEHHOIO CocTaBa nepcoHana

MonuTuka opraHM3aumm no nepcoHany

Mopsinok hopMUpoBaHus, BeAeHWs 6a3bl AaHHbIX U NPeAOCTaBIIEHNUS OTYETHOCTH
no cucTemaM yrnpaeneHusi NepcoHanom n paboTe CTPYKTYPHbIX NogpasfeneHuii

OcCHOBbI JOKYMEHTALUMOHHOrO obecnevyeHuns, NopsaoK 0POPMITEHNS OOKYMEHTOB,
npeacraBnsemMblX B rocygapCTBEHHbIE OpraHbl, MpodeccMoHanbHbIe CO3bl,
06LLIeCTBEHHbBIE OpraHM3auun

Ll,enm N cTpaTterna pas3sutmna opraHnsauunn

Mopsaok NnpoBefeHns 3akynoYHbIX npoueayp 1 ohopmieHnst ConyTCTBYOLLEN
OOKyMeHTaLum

HOpMaTMBHbIe npaBoOBbl€ aKTbl, perynupyrwme npasa 1 0bs13aHHOCTH
rocygapCTBEHHbIX OpraHoB U OpFaHVISaLlVIVI Nno npenocraBneHnto y“IeTHOI;I
OOKyMeHTauunmn

OpFaHI/ISGLI,VIOHHaﬂ CTPYKTYypa opraHn3aunn U BakaHTHbl€ JOITMKHOCTU
(npodheccuu, cneumanbHOCTL)

TapudHo-kBanM@puKaumoHHbIE CNPaBoOYHKKN paboT u npodeccuii paboumx n
KBanuunKaLNOHHbIE XapaKTEPUCTUKN AOMMKHOCTEN CRyXaLluX,
npodeccuoHanbHble cTaHaapThl

CI'Ieu,I/IaJ'II/I3VIpOBaHHbIe I/IH(bOpMaLLI/IOHHbIe CUCTEMDbI, LI,I/Id.)pOBbIe ycnyrm m
cepBuUChbI B obnactu adMUHNUCTPUpOBaHMUA npoLeccoB CTpaTern4eckoro
ynpasneHna nepcoHanom, B obnactu ﬂOKyMeHTOOGOpOTa, rpaHnLbl NX
NnpUMeHeHnA

HopmaTuBHbIe NpaBoBble akTbl, onpeaenstoLmMe HopMbl TPYAOBOIO Npaea

OCHOBbI apXMBHOTIO 3aKOHOAATENbLCTBA U HOPMATUBHbIE NMPABOBbLIE aKThbl
Poccuiickoii ®epepauum B o6nactv BegeHUss [OKYMEHTaUMmn No nepcoHanny

OcHoBbl Hanoroeoro 3akoHogatensctea Poccuiickon ®egepaunm

OcHoBbI MUrpaLMOHHOTO 3akoHoAaTenbcTBa Poccurickon ®enepaumm B obnactum
NPUBMNEYEHNsT U TPYOOYCTPOMNCTBA UHOCTPAHHbIX rpaXaaH v nuy, 6e3 rpaxaaHcTea

OcHOBbI agMUHUCTPATMBHOIO 3akoHoaaTenbcTBa Poccuiickon ®egepaunm B
obnacTtu ynpaeneHusi NepcoHanomM M OTBETCTBEHHOCTU AOMKHOCTHBIX NnL,

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3auum B obnactu ynpasneHuna
nepcoHasnom

Mopsaok 3aknoveHns 4OroBOpPOB (KOHTPaKTOB)

HopMbl 3TMKkn aenoBoro obLweHns

[pyrvue xapaktepncTumku

IV. CBEOEHNA OB OPTAHU3ALUAX - PASPABOTHUKAX NMPOPECCUOHAIIBHOIO CTAHOAPTA

4.1. OTBeTCTBEHHasA opraHusauusi-paspadoTymk
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CoBeT no npogeccuoHarnbHbIM KBanupukaLusam B 0bractu ynpasneHunsi nepcoHanom
Mpeacenatens Byukosu4y Anna AnekcaHapoBHa
4.2. HammeHoBaHus opraHu3auuin-paspaboTymkos

1 Arpoxonautr "CTElNb", ropog PocTtoB-Ha-[oHy

2 AO "KoHuepH PocaHeproaTtom”, ropog Mocksa

3 AO "OMK", ropoa Bbikca, Huxeropogckas obnactb

4 KomnaHus "MetannounHsecTt", ropog Mocksa

5 MockoBckuin meTpononunteH, ropog Mocksa

6 NHcTuTyT 3aHAToCcTM 1 npodheccun GrAOY BO "Hay4vHo-nccnegoBatensckmin yHusepcuteT "Beicluas
LKora akoHomukn", ropoa Mockea

7 HOYY "MHcTuTyT npodheccmnoHaneHoro kagposuka”, ropog Mockea

8 OOOP "Coto3 pabotogaTenen pakeTHO-KOCMUYECKON NpoMbilwneHHocTn Poccun”, ropoa MockBa

9 OOP "Poccuiickuii coto3 NPOMbILLITEHHUKOB U NpeanpuHumartenen”, ropog Mocksa

10 MAO "lasnpom HedTb", ropog CaHkT-IeTepbypr

11 MAO "Poctenekom", ropog Mocksa

12 MAO "Pyclmapo", ropog KpacHosipck

13 MAQO "Cesepctans", ropoa Yepenoseu, Bonoroackasa obnactb

14 MAO A®K "Cuctema", ropog Mockea

15 CPOO "Accounauuns pykoBoguTenen 1 cneumanmcToB Mno ynpaBneHnto Yenosevyeckumm pecypcamm”,
ropog ExkatepuHbypr

16 Pre0Y BO "MockoBCKUIA aBUALMOHHBIN MHCTUTYT (HauMOHanbHbIN NCCneqoBaTenbCKuim
yHuMBepcuTeT)", ropog Mockea

17 OrbY "BHUWN tpyna" Muutpyaa Poccun, ropog Mocksa

18 YY "LleHTp nnaHnpoBaHus 1 MCNOMb30BaHUA TpyaoBbIX pecypcos [asnpoma”, ropog Mocksa

OnNEKTPOHHbIV TEKCT OOKYMEHTA
nogrotoBreH AO "Kogekc" n ceepeH no:

OduumnanbHbIN MHTEPHET-NOPTAN
npaBoBoOv MHdOpMaLnn
www.pravo.gov.ru, 08.04.2022,

N 0001202204080007
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