06 yTBepxaeHUn NpodeccrmoHarnbHoro ctaHaapTa "CneumanucT no ynpaeneHuo nepcoHarnom" Ctpanunua 1
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

MWHUCTEPCTBO TPYOA U COLUMATIbHON 3ALLUUTBI POCCUUCKOWN ®EQEPALIMA
NMPUKA3

OT 6 OKTABPA 2015 TOAOA N 691H

Ob YTBEPXAOEHWN NPO®ECCUOHAIIbHOIO CTAHAAPTA "CNEUWANUCT MO YNPABJIEHUIO
NEPCOHAIIOM"

B cootBetrctBMM € nyHkTOoM 16 [MpaBun paspaboTku, YTBERXAEHUA U MPUMEHEHUA NpodieccrMoHanbHbIX CTaHAapToB,
yTBepXAeHHbIX nocrtaHoBneHveMm [lpaButenbctBa Poccuiickonn Penepaummn ot 22 aHesapsa 2013 roga N 23 (CobpaHue
3akoHogatenbcTBa Poccuinckon degepauun, 2013, N 4, ¢1.293; 2014, N 39, c1.5266),

npuvkKasbiBato:

YTBEepauTb npunaraembein® npodyeccnoHanbHbiv cTaHaapTt "CneunanycT no ynpasneHno nepcoHanom”.

* MNpunoxeHne B popmarte PDF cm. no ccbinke. - MNpumevaHue narotoButens 6asbl AaHHbIX.

MuHncTp
M.A.TonunwuH

3apernctpmpoBaHo

B MUHMCTEpPCTBE HOCTULIMM
Poccuickon ®egepauun
19 okTabps 2015 roaa,
pernctpaumoHHbin N 39362

YTBepxaeH

npvkasom MuHuctepcTsa Tpyaa
W coumarnbHON 3aluThbl
Poccuinckon depepauuu

oT 6 okTabps 2015 roma N 691H

NMPO®ECCUOHATbHbIA CTAHOAPT

CNEUMANUNCT MO YNPABINEHUIO MEPCOHAIIOM

559
PernctpaumoHHbIin
HoMmep
. OBLUME CBEOEHUA
YnpaBneHne nepcoHanom opraHn3awmm 07.003
(HanmeHoBaHMe Buaa npodeccnoHanbHOM AesTeNbHOCTM) Kog
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CTtpaHuua 2

OcHoBHas uenb Buaa npodeccuoHanbHOM AeATeNnbHOCTH:

O6ecneyeHne appeKTUBHOrO (PYHKLMOHUPOBAHMUS CUCTEMbl YNpaBreHWsi nepcoHanom Aans
OOCTWXKEHMA Lenein opraHnsaumm

Fpynna 3aHATUI:

1232 PykoBoauTenu nogpasgeneHun 2412 CneumanucTbl No Kagpam u
(cnyx0) ynpaBneHus kagpamu un npodopueHTauum
TPYOOBbLIMU OTHOLLEHUSIMU
3423 CneumanncTbl KagpoBbIX CIyX6 n - -
yypexneHum 3aHaTocTun
(kog OK3 (HanmeHoBaHue) (kog OK3) (HaMmeHoBaHue)
<1>)

OTHeceHue K BUAaM 3KOHOMUYECKON AeATEeNIbHOCTM:

78.30 HedatenbHocTb No nogbopy nepcoHana npovas
(kog OKB3[ (HaMMmeHOBaHMEe BUaa 3KOHOMUYECKON OEATENBLHOCTH)
<2>)
Il. OMUCAHMUE TPYOOBbIX ®YHKLUW, BXOOALLUX B HPO¢ECCI{IOHAHbeIl7I CTAHOAPT
(PYHKUNOHAIIbHAA KAPTA BUOA MPO®ECCUOHAIIbHOU OAEATENBbHOCTMN)
O606LLEeHHbIE TPYOBbIE PYHKLMN TpynoBble yHKLMN
Koa HanMeHoBaHWe YPOBEHb HanMeHoBaHWne Koa YpOBEHb
KBanudgukauum (nopypoBeHb)
KBandgukaumm
A [okymeHTaunoHHoe 5 BeneHve opraHmM3aumMoHHOM n A/01.5 5
obecneveHune paboTbl pacnopsAavTENbHON JOKYMEHTaLMM No
C NepcoHanom nepcoHany
BepneHne gokymMeHTaummn no y4eTy u A/02.5 5
OBWXEHMWIO KagpoB
AOMUHUCTPUPOBaHNE NPOLLECCOB U A/03.5 5
OOKYMeHTOOo6opoTa Mo y4eTy u
OBWKEHWIO KaapoB, NPeACTaBNeHUto
[JOKYMEHTORB MO NnepcoHany B
rocygapCTBEHHbIE OpraHbl
B [edarenbHoCTb No 6 C6op nHdbopMaumm o NoTpebHOCTAX B/01.6 6
obecnevyeHunio opraHv3sauum B nepcoHarne
nepcoHarnom
Mownck, npuBneveHmne, nogbop 1 B/02.6 6
oTbop nepcoHana
AOMUHUCTPUPOBaHUE MPOLIECCOB U B/03.6 6
OOKyMeHToobopoTa obecnedeHus
nepcoHanom
C JesTenbHOCTb Mo 6 Opranunsaumsi 1 npoBegeHne OLIEHKN C/01.6 6
OLIEHKe M aTTecTauum nepcoHana
nepcoHana
OpraHnsauma n nposegeHne C/02.6 6
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arrectaumm nepcoHana

AOMVHUCTPMPOBaHME NPOLIECCOB U
JOKyMeHToobopoTa Npu npoBeaeHNM
OLIeHKM U aTTecTauum nepcoHana

C/03.6

[lesTenbHOCTb Mo 6
pas3BUTUIO NepcoHana

OpraHu3saums v nposeaeHne
MEpPONpPUSATAI MO Pa3BUTUIO U
MOCTPOEHUIO NMPOdECCUOHANBHO
Kapbepbl nepcoHana

D/01.6

OpraHunsaumsi o6yyeHnst nepcoHana

D/02.6

OpraHusauusa agantauum u
CTaXXMPOBKM NepcoHana

D/03.6

AOMUHUCTPUPOBaHUE MPOLIECCOB U
OOKyMeHTOoOobopoTa Mo pasBuUTUIo 1
npodeccnoHanbHON Kapbepe,
oby4yeHuto, agantaumm 1 CTaxkMpoBke
nepcoHana

D/04.6

[esaTenbHOCTb Mo 6
opraHusauuu Tpyga u
onnarbl nepcoHana

OpraHusaums Tpyaa nepcoHana

E/01.6

OpraHusauus onnatbl Tpyaa
nepcoHana

E/02.6

AOMUHUCTPUPOBAHWE NPOLLECCOB U
AoKymMeHToo6opoTa Mo Bonpocam
opraHusauuv Tpyaa v onnarbl
nepcoHana

E/03.6

[esTenbHOCTb Mo 6
opraHmsaumm
KopropaTuBHOW
coumnarnbHon
NOMUTUKN

Pa3paboTka kopnopaTuBHOM
coumarnbHOM NONUTUKN

F/01.6

Peanusauus kopnopaTueHom
couunanbHOW NONUTUKK

F/02.6

AOMUHNCTPUPOBaHNE NPOLECCOB U
OOKYMeHTO060opOoTa no Bornpocam
KOpnopaTuBHOW CoLManbHOM
NONMUTUKN

F/03.6

OnepauunoHHoe 7
ynpaBreHune
repcoHanom u
nogpasgerneHnem
opraHusaumm

Pa3paboTka cucteMbl onepaLMoHHOro
ynpaBreHns nepcoHanom u paboThbl
CTPYKTYPHOIO NnoapasaeneHus

G/01.7

Peanusaumsi onepauyoHHOro
ynpaeneHus nepcoHasniom u paGoTbl
CTPYKTYPHOIO noapasaeneHus

G/02.7

AOMUHUCTpUpPOBaHUE NpoLLeccoB U
AokymeHToobopoTa no
onepaumoHHOMY ynpaBneHuo
nepcoHanom v paboTte CTPyKTYpHOro
noapasaeneHus

G/03.7

Crtpaternyeckoe 7
ynpaeneHue

nepcoHanom
opraHu3aumu

PaspaboTka cuctemsol
CTPaTErM4Yeckoro yrnpasneHusi
nepcoHasnom opraHu3aumu

H/01.7

Peanusaumns cuctemsl
CTpaTern4eckoro ynpasrieHuaA

H/02.7

[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 ctaHgapta "Crneunanqct no ynpaeneHuno nepcoHanom”
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

CTtpaHuua 4

nepcoHanom opraHn3auunm

AOMWUHUCTPUPOBAHNE MPOLECCOB U H/03.7
[OKymMeHToobopoTa no
CcTpaTern4yeckomy yrnpasneHuto
nepcoHanom opraHu3aumu

ll. XAPAKTEPUCTUKA OBOBLLUEHHbIX TPYAOBbIX ®YHKLA

3.1. O6006LeHHan TpyaoBas (pyHKUUsA

06006LLEeHHON TPyAOBON
dyHKLMN

HanmeHoBaHue [okymeHTaunoHHoe obecneyeHne Kop, A YpoBeHb 5
paboTbl C NnepcoHanom KBanugukauum
MpoucxoxgeHue OpwurunHan X 3anmcTBOBaHO

13 opuruHana

Kon PernctpaumoHHbIi
opurMHana Homep
npodeccroHanbsHoro
cTaHgapTta

Bo3moxHble
HavMeHOBaHUs
JOMmKHOCTEN, npodeccun

CneuuanncT no kagpoBoMYy AEMNOonpon3BOACTBY

Creuuwannct no JoKkyMeHTauuoHHoMYy obecneveHnto paboTsl ¢
nepcoHasnom

Cneuvannct no AoKyMeHTaLUoHHOMY obecneveHnto nepcoHana
Creuuwanuct no nepcoHany

TpeboBaHus K
obpaszoBaHuio 1
obyyeHuto

CpegaHee npodeccroHansHoe obpasoBaHue - NporpaMmMa noaroToBKY
cneumanucToB cpegHero 3BeHa

JononHutenbHoe npodeccnoHansHoe obpasoBaHue - NporpaMmel
npodheccnoHanbHON NepenoaroToBkX, NPOrpaMmMbl NOBbILLEHNS
KBanudukaumm

TpeboBaHus K OMbITY
npakTu4eckon paboTbl

Ocobble ycnosusi
gonycka kK pabore

Opyrne xapaktepucTunkm

[DononHutenbHbIe XapaKTepUCcTUKu

3.1.1. TpynoBas cyHKumA

HanmeHoBaHne JOKyMeHTa Kopg HanmeHoBaHne 6a30BoI rpynmnbl, JOMKHOCTH
(npodbeccun) nnu cneunanbHOCTU

OK3 2412 CneuuwanncTbl NO Kagpam 1 npodopueHTauum

3423 CneumanncTbl KagpoBbiX CnyX6 1 yupexxaeHun
3aHATOCTYU

EKC <3> - Cneunannct no kagpam
- MHcnekTop no kagpam

OKMNATP <4> 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam
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TPyooBOW OyHKUMNN

N3 opurnHana

HaunmeHoBaHune BeneHne opraHM3aumoHHoOM n Kon A/01.5 YpoBeHb 5
pacrnopsiAMTENbHOM OKYMEHTaLUMM No (nooypoBeHb)
nepcoHany KBanudukauum

MpouncxoxaeHve OpwurunHan X 3anmcTBOBaHO

Kog PerncrpaumoHHbii
opuruHana Homep
npodeccnoHanbLHoOro
cTaHgapTa

TpyaoBble AencTBus

O6paboTka 1 aHanua nocTynawLLen AOKYMeHTauun no nepcoHany

Pa3spaboTka 1 oopmMmrneHne JOKyMeHTaLMn No nepcoHany (nepBUYHOWN,
YYETHOW, NNaHOBOW, NO coLManbHOMY obecneyeHunto, OpraHn3aLoHHON,
pacnopsiavTernbHON)

PeI'MCTpaLWIFI, yd4eT Wn TeKyulee XpaHeHue OpFaHVI3aLI,MOHHOl7I n
paCI'IOpﬂ/J,VITeJ'IbHOVI AOKyMeHTauun no nepcoHany

Heobxoaumbie PaspabaTtbiBaTb NPOEKTbl OpraHU3auUMOHHbLIX W  pacnopsauTenbHbIX
yMeHUs [OOKYMEHTOB No nepcoHany
OcdopMnsaTb  OOKYMEHTbI B COOTBETCTBMM C  TpeboBaHMSMU
rpaxkgaHckoro, TpyaoBoOro 3akoHogartenscrea Poccunckon denepaumm un
NoKanbHbIMWU HOPMATMBHBIMW akTamMun opraHm3auum
BecTtun yyeT u perncrpaumio 4JOKYMEHTOB B MH(POPMALIMOHHBIX cucTeMax
N Ha MaTepuanbHbIX HOCUTENSAX
OpraHunsoBbiBaTb  XpaHeHWEe  OOKYMEHTOB B COOTBETCTBUM  C
TpeboBaHMAMM TPYAOBOro, apXUBHOIMO 3akoHoAaTenbcTBa Poccuiickon
denepauunn n nokanbHbLIMU HOPMATMBHBLIMI aKkTaMK OpraHM3auun
AHannanpoBaTb AOKYMEHTbI U NEPEHOCUTL MHGOPMaLMio B 6a3bl AaHHbIX
N OTYETHI
BbisBNATE  OLWIMOKN, HETOYHOCTW, WCMPAaBMEHUss UM HEOOCTOBEPHYHO
WHpopMaLmIo B JOKYMEHTax, onpeaensatb NerMTMMHOCTb AOKYMEHTOB
Pabotatb ¢ WHOpMaUMOHHBIMM cucTemamum U 6asamu OaHHbIX MO
BELEHWIO YYeETa, OBMKEHMIO NepcoHana
CobntogaTtb HOPMbI 3TUKM AEN0BOro 00LWEeHNs!
Heobxogumble Mopsigok opopmIieHnsi, BeOeHUS U XpaHeHUs LOKYMEHTOB MO nepcoHany
3HaHus

|-|Op9|,lJ,OK ydyeTa OBUWXEeHUA KaapoB U COCTaBlEeHUA yCTaHOBﬂeHHOVI
OTYETHOCTU

OcCHOBbI JOKYMEHTOOO0OpOTA 1 AOKYMEHTALMOHHOrO ob6ecneyeHns

TexHonoruw, MeToAbl n MeToaANKn nposegeHnA aHanumaa n
cucrtemMmatmsaunmm JOKYMEHTOB U I/IH(*)OpMaLWII/I
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Mopsimok pacyeTa cTaxa, JbroT, KOMMNeHcauun, odOpMIEHUs MEeHCUN
paboTHMKam

CTpyKTypa opraHnsaumm

TpyaoBoe 3aKOHOAATENbCTBO M WHblE akTbl, COAepXaliMe HOPMbI
TPYAOBOrO Mnpasa

OCHOBbI apXMBHOMO 3aKOHOAATENbLCTBA U HOPMATUBHLIE MPABOBLIE AKThI
Poccunckon ®egepaunm, B 4acTn BeAeHNS AOKYMEHTALMK NO NepcoHany

3akoHogaTtenbcTBo Poccuiickon deaepaummn o nepcoHarnbHbIX JaHHbIX

JNokanbHble HOpMaTUBHbIE aKTbl OpraHU3aLun, pPerynvpylowme nopsaok
obOpMIIEHNST PACMOPSANTENBHBIX U OPraHN3aLMOHHbIX LOKYMEHTOB MO
nepcoHany

HopMbl 3TUKM 1 4enoBoro o6LeHnst

basoBbie OCHOBbI I/IHq)OpMaTI/IKVI, CTPYKTYpPHO€E nocTpoeHne
VIH(bOpMaLI,I/IOHHbIX CUCTEM 1 0COBEHHOCTU pa6OTbI C HUMU

Opyrne -
XapaKkTepUCTUKN

3.1.2. TpynoBas yHKUMA

HanmeHoBaHue BeneHve gokymeHTauum no y4ety u Kon A/02.5 YpoBeHb 5
OBWXXEHMIO KagpoB (nogypoBeHb)
KBanudukaumm
MpoucxoxgeHue OpwurunHan X 3anMcTBOBaHO
TpyooBoW oyHKUUN 13 opuruHana
Kon PernctpaumoHHbIi
opurnHana HOoMep
npogeccnoHansHoOro
cTaHgapTa
TpynoBble gencTBus MogroToBka MPOEKTOB [OKYMEHTOB MO npoueaypaMm yrnpasreHus

nepcoHanom, y4yety n ABMXXeHUo nepcoHana

OpransauMﬂ CUCTEeMbl ABMXXEeHNA OOKYMEHTOB Mo nepcoHany

C6op 1 npoBepkKa NUYHbIX JOKYMEHTOB pabOTHMKOB

MogrotoBka W odopMreHWe No 3anpocy paboTHUKOB U
OOIMKHOCTHBLIX NULL KOMWIA, BbINMUCOK W3 KafpoBblX [OKYMEHTOB,
cnpaBok, WHdopMaUuM O  CcTaxe, nNbrotax, rapaHTusx,
KOMMEHCaLMAX U UHbIX CBEAEHUIN 0 paboTHUKaX

Bbigava pa6OTHVIKy KagpoBbIX OOKYMEHTOB O e€ro prﬂ,OBOI;I
AeAaTenbHOCTU

[doBegeHMe [0 cBedoeHMss  MepcoHana  OpraHU3auUUMOHHbIX,
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pacnopaguTeribHbIX N KagpoBbIX JOKYMEHTOB OpraHn3aunn

BeneHwne yyeta paboyero BpeMeHn paboTHUKOB

PeFI/ICTpaLI,I/IFl, yyeT, onepatnBHOE XpaHeHne OOKYMEHTOB Mo
nepcoHany, noarotToBka K caade nx B apxumB

Heobxogumble ymeHus

PaspabaTbiBaTh NPOEKTHI KaApPOBbLIX JOKYMEHTOB

OdopmnsTb  kagpoBble  OOKYMEHTbl B COOTBETCTBUM  C
TpeboBaHMAMM  TPYOoOBOro  3akoHogaTenbcTBa  Poccuiickon
denepauunm 1 nokanbHbIMM HOPMaTUBHBLIMK aKTaMKU opraHM3aumm

Bectn y4yeT M perucTpauuio  KagpoBblX  OOKYMEHTOB B
NHOPMALIMOHHBIX CUCTEMAX U HA MaTepuarnbHbIX HOCUTENSIX

OpraHu3oBbIBaTb XpaHeHWe KagpoBbIX JOKYMEHTOB B COOTBETCTBUU
c TpeboBaHMsIMM  TPyOooOBOrO, apPXMBHOMO  3aKOHOAATENbCTBA
Poccunckon depepaumm n nokanbHbIMM HOPMaTUBHLIMW aKTamu
opraHusaumm

AHanuanposaTtb kapoBble JOKYMEHTbI U MePEHOCUTL HGOPMALIMIO
B 6a3bl 4aHHbIX U OTYETHI

PaGotatb CcO  cneuuanuauMpoBaHHbIMKU  MHGOPMALMOHHBIMM
cuctemamn 1 Gasamy daHHbIX MO BeOEeHWI0 ydeTa U OABMKEHMIO
nepcoHana

Pa3p363TblBaTb nrnaH KOPPEKTUPOBOK YCTaHOBJIIEHHONo nopAnka
O(*)OpMJ'IeHMFl OOKYMEHTOB MNO nMnepcoHaly W peann3oBbiBaTtb
NPUHATbIE N3SMEHEHNA

KoHTponupoBatb npucyTcTBME paboTHMKOB Ha pabovem mecTe

CobnogaTtb HOpMbl 3TUKM AENOBOro 00LEeHNs

Heobxogumble 3HaHUA

Mopsigok OgopMIeHusl, BEOEHUS U XpaHeHWs [OKYMEHTOB MO
nepcoHany

nOpﬂ,D,OK ydyeTa ABMWXEeHUA KagpoB U COoCTaBleHnd yCTaHOBﬂeHHOVI
OTHYETHOCTU

Mopsagok pacyeTa cTaxa, nbroT, KOMMeHcauun, odopMMeHUs
neHcun paboTHUKaMm

CTpyKkTypa opraHusauum

TpyooBoe 3aKOHOAATENbCTBO M MHblE akTbl, coaepXaliue HopMbl
TPYAOBOrO Npasa

OCHOBbI apXMBHOro 3aKoHOAATENbCTBA M HOPMAaTUBHLIE NPaBOBbIE
akTbl Poccunckon degepauunu, B 4acT BEAEHUS AOKYMEHTALMM MO
nepcoHany

3akoHogatenbctBo Poccuiickon ®egepauum 0 NepCoOHanbHbIX
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JaHHbIX

TexHonoruuM, MeToabl UM METOAMKM TMPOBEOEHUS aHanusa W
cucTemMaTmsaumm JOKYMEHTOB U MHGOpMaLmm

JlokanbHble HOpMaTuBHbIE aKTbl OpraHun3auuun, perynupyrowme
nopAaokK O(*)OpMJ'IeHVIﬂ OOKYMEHTOB No nepcoHany

OcHoBbI JOKYMEHTOODOOPOTA 1 AOKYMEHTALMOHHOrO obecneyeHns

HOprI 3TUKW 0enoBoro obLeHus

basoBble OCHOBbI MHGOPMATUKK, CTPYKTYpHOE MNOCTpOEeHue
MHEOPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU paboThbl C HUMK

[Opyrve xapakTepucTuku

3.1.3. TpynoBas cyHKumA

AOKYMEHTOB M0 NepcoHany B
rocyfapCTBEHHbIE OpraHbl

HanmeHoBaHve AOMUHUCTPUPOBaHUE NPOLIECCOB U Koga A/03.5 YpoBeHb
OOKYMEHTO0bOopoTa Nno yyeTy u (nogoypoBeHb)
OBWKEHWIO KagpoB, NpeacTaBneHuio KBanvdmkaumm

MpoucxoxgeHue
TpyooBow oyHKUUN

OpwuruHan X 3anmcTBOBaHO
13 opuruHana

Kog PernctpaumoHHbIi
opuruHana Homep
npodeccnoHanbHOro
cTaHpapTa

TpynoBble gencTans

OpraHusauusi 4OKyMeHTO060poTa Mo YYETY U ABWXEHUIO KaapoB

OpraHusaumusi okyMmeHToobopoTa no NpefAcTaBneHUo JOKYMEHTOB
Mo nepcoHany B rocyAapCTBEHHbIE OpraHbl

MocTaHoBKa Ha y4YeT opraHn3aLuy B rocyaapCTBEHHbIX OpraHax

MoarotoBka no 3anpocy rocyaapCTBEHHbIX OpraHos,
FIpO(beCCVIOHaJ'IbeIX COKO30B U Apyrux npencraBuTeribHbIX OpraHoB
pa60THVIKOB opurnHanos, BbINMUCOK, Konum OOKYMEHTOB

MoarotoBka  yBEeAOMMNEHWA, OTYETHOM U CTATUCTUYECKOW
MHpopmaumm no nepcoHany

MogrotoBka WHGOPMAUMM O  3aKMOYEHUMU  TPYyAOBOro  MIU
rpaxxgaHcKo-nNpaBoOBOro AOroBopa Ha BbinonHeHne paboT (okasaHue
ycnyr) ¢ rpaxxaaHUHOM, 3amMeLlaBLUUM OOIMKHOCTU
rocyaapCTBEHHON UNM MyHULUMNanbHOW cnyx6bl, nepeyeHb KOTOPbIX
yCTaHaBNUBAETCH HOPMAaTUBHBIMW NPaBOBbIMM akTammn Poccuinckon
depepaunn

Heobxogumble ymeHus

OcdbopMnsiTe yyeTHble  [AOKYMEHTbI,  NpedoCTaBrnsiemble B

[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 ctaHgapta "Crneunanqct no ynpaeneHuno nepcoHanom”
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

CTtpaHnua 9

rocyflapCTBEHHbIE OpraHbl, NpodeccroHanbHbie Col3bl U Apyrue
npeacTaBUTeNbHbIE OpraHbl paboTHMKOB

OpraHu3oBbiBaTb XpaHeHWe [OOKYMEHTOB B COOTBETCTBMU C
TpeboBaHMAMM  TPyooOBOro  3aKOHOAATENbCTBA Poccuiickon
depepauun 1 nokanbHbIMM HOPMaTUBHBIMW aKTamMKU OpraHM3aumm

Pa6GoTatb ¢ MHGOPMALUMNOHHBIMK cucTeMamm 1 6azamum gaHHbIX MO
BELEHUIO YYeTa N OBMXKEHMIO NepcoHana

PabotaTb ¢ nHOpPMaLMOHHBIMKN cucTeMamMm 1 6azamMu JaHHbIX MO
BELEHUIO CTaTUCTUYECKON N OTYETHOW MHGPOPMAaLLMK NO NepcoHany

AHanuavpoBaTb Npaeuna, npoueaypbl M NOPAAoK, perynupytolime
npasa 1 06513aHHOCTU rOCYAAPCTBEHHbLIX OPraHOB M OpraHM3aumn no
Bonpocam obmeHa JoKymMeHTauuel no nepcoHany

BecTtu genoByto nepenucky

CobntogaTtb HOPMbI ATUKM AENOBOro 06LEeHNsI

Heobxogumble 3HaHUsA

TexHonorun, MeToabl U METOOUKU npoeegeHnda aHanmsa wu
cuncrematmsaunm JOKYMEHTOB U VIH(bOpMaLI,I/II/I

OcHoBbI JOKYMEHTOOOOPOTA M AOKYMEHTALMOHHOrO obecneyeHns

CTpykTypa opraHusauum

HopmatumsHble npaBoBble akTbl Poccuiickon ®egepauun,
perynupyoLue npasa 1 0653aHHOCTU roCyAapCTBEHHBLIX OPraHoB,
npodeccuoHarnbHbIX CO30B M APYrMX NPeacTaBUTENbHBLIX OpraHoB
paboTHWKOB NO NPEAOCTaBNEHNIO YHETHOM JOKYMEHTaLMK

TpynoBoe 3akoHOAATENBLCTBO U UHbIE aKTbl, coAepKaLume HopMbl
TPYAOBOrO MnpaBsa

OCHOBbI apXMBHOMO 3aKOHOAATENBCTBA U HOPMATUBHLIE NPaBOBbLIE
akTbl Poccuiickon ®egepaummn, B 4acT BeAeHUs1 OKYMEHTaUUn no
nepcoHany

3akoHogaTtenbcTBo Poccunckon ®egepaumm o nepcoHanbHbIX
OaHHbIX

NokanbHble HopMaTVBHbIE aKTbl OpraHM3aLnmn, perynmpytoLme
NopsifioK BeAeHWs1 JOKYMEHTaLMM MO YYeTy U ABUXKEHMIO NepcoHana

HopMbl 3THKM AenoBoro obLLeHNs

BasoBble OCHOBbI MHOPMATUKK, MOCTPOEHUSA NHPOPMALIMOHHBIX
cncTeM n 0cobeHHOCTM paboTbl C HUMK

[pyrne xapakTepucTuku

3.2. O606LwWeHHan TpyaoBas (PYHKLMS

0600LeHHON TpygoBoOM
yHKLMN

HaunmeHoBaHune [eaTtenbHOCTb N0 obecneyeHunto Kon B YpoBeHb
nepcoHanom KBanudukaumm
MpouncxoxaeHve OpwurunHan X 3anmcTBOBaHO

N3 opurmHana

Kog
opurnHana

PerncrpaumoHHbin
Homep

[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 ctaHgapta "Crneunanqct no ynpaeneHuno nepcoHanom”
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

Ctpanuua 10

npodeccnoHanbLHoOro
cTaHgapTta

Bo3MOXHble HaMMeHoBaHMs
OOIMKHOCTEN, npodheccui

Cneuuanuct no noa6opy nepcoHana

CneumanucT no nepcoHany
MeHepykep no nepcoHany

TpeboBaHus K
obpasoBaHuio n
oby4eHunto

Bbicwee obpasoBaHue - bakanaespuart
HononHutensHoe npodeccnoHanbHoe 0bpa3oBaHme - NporpaMmmbl
NoBbILLEHMS KBanugukauum; nporpaMmmbl NpogeccnoHansHom
nepenoarotToBkn B obnactu noucka n nogdopa nepcoHana

TpeboBaHus K OnbITy -
npakTuyeckon paboTbl

Ocobble ycnosusi
gonycka k pabore

[pyrve xapakTepucTuku -

HdononHutenbHble XapaKTepUucTukun

HaumeHoBaHWe gokyMeHTa Kon HanmeHoBaHne 6a30BoW rpynmbl, AOMMKHOCTU (Mpodheccum)
Unun cneunansHoOCTH
OK3 2412 Cneumannctbl No Kagpam 1 NnpodopreHTauun
3423 CneunanncTbl KagpoBbIX CNyX0 1 yuYpexaeHun 3aHATOCTH
EKC - Cneumannct no kagpam
- MeHenxep no nepcoHany
oKnaTe 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.2.1. TpynoBas cdyHKUMA

HanmeHoBaHne C6op nHdopmaLmm o NoTpeBbHOCTAX Kog B/01.6 YpoBeHb 6
opraHusauumu B nepcoHane (mopypoBeHb)
KBanudukawumm
MpoucxoxageHue OpuruHan X 3aMMcTBOBaHO
TpyooBoW oyHKUUN 13 opuruHana
Kon PernctpaumoHHbIi
opvrMHana Homep
npogeccnoHanbLHoOro
cTaHaapTa

TpyooBble gencTeus

AHanus nnaHos, cTpaTtermm n CTpykTypbl opraHmsauumn

AHanuna ocobeHHoOCTen opraHudauum paboTbl M NMPOM3BOACTBA Ha
KOHKPETHbIX paboymx mectax

Ananus PblHKa Tpyda no opraHun3auunun paﬁOTbI Ha aHaliorm4Hom
npon3BoacTee U pa6oq|/1x MecTax

dopmupoBaHme TpeboBaHMI K BaKaHTHOM OOMKHOCTU (npodheccun,
cnewumanbHOCTU) U UX KOPPEeKLUs

AHanus pblHKa Tpyga W nepcoHana opraHusaumy no npodunio
BakaHTHOW JOMKHOCTM (Mpodheccuu, cneymanbHoCTH)
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WHpopmurpoBaHue n KOHCYNbTUpPOBaHWe pykoBoauTenemn
nogpasaeneHnii U opraHM3auum No BonpocaM pbliHKa Tpyda B YacTu
obecneveHuns nepcoHanom

Heobxoammble ymMmeHUs CobupaTtb, aHanu3MpoBaTb U CTPYKTYpuUpoBaTb WHGOpMaumio o6
OCOBEHHOCTSIX oOpraHusaumMm paboT Ha pasnuyHbIX Yy4yacTkax
NMPOM3BOACTBA M Ha KOHKPETHbIX paboymx MecTax C y4eToM Lenew,
3ajay, NrnaHoB U CTPYKTYpbl OpraHn3aumm

Cobupatb, aHanmMaMpoBaTb U CTPYKTypupoBaTb WHopmaumio 06
OCOBEHHOCTSX U BO3MOXHOCTSIX  KaApoBOro  NoTeHumarna
opraHu3aumm

CobupaTb, aHanMaupoBaTb W CTPYKTYpUpoBaTb MHGOPMauUuio 06
OCOGEHHOCTSIX  pblHKA  Tpyda, BKMYas NpPeasiokeHuss ot
npoBaraepoB ycnyr rno Movcky, NpuBneYeHunto, nogdopy u oTopy
nepcoHana

dopmupoBaTe TpeOOBaHUSA K BakaHTHOW [OMKHOCTU (npodyeccun,
cneumanbHOCTK) U onpeaenaTb KpuTepuu nogbopa nepcoHana

BHOCUTb KOppeKTupytoLmne cBeaeHusi B TpeboBaHust K kKaHanaaTam
Ha BakaHTHbIE JOMKHOCTK (Npodheccun, cneumnansHOCTK)

Monb3oBaTbCA MOUCKOBBIMM CUCTEMaMU U  UMHAOPMALMOHHBIMU
pecypcamn ANS MOHMTOPWHra pblHKa Tpyda, rpaxgaHCcKoro wu
TpyooBoro 3akoHogaTtenbctea Poccuiickon ®egepaunn

KoHcynbTupoBaTh Mo BONpocaM pbiHka Tpyda B YacTu obecneveHust
nepcoHanom

CobnogaTtb HOPMbl 3TUKM AENOBOro 00LEeHNs

Heobxoaumble 3HaHUSA TexHonoruyn, MeToabl W METOAMKW MNPOBEAEeHWs aHanusa WU
cucTemMaTm3aumm JOKYMEHTOB U MHGOpMaLmm

CTpyKkTypa opraHvM3aumm K BakaHTHble AOMKHOCTM (npodheccum,
crneumanbHoOCTH)

Mopspok onpeneneHns NEPCNeKTMBHON U TekyLlen notpebHocTu B
Kagpax

MIcTouHMKM oBGecneyveHns opraHunsauunmn Kagpamu

OpraHusaumsi paboT Ha pasnUYHbIX Yy4yacTkax Mpou3BOACTBA,
opraHu3aLumn, oTpacnu

O6wme TeHOeHUMM Ha pbiHKe Tpyda M B OTAEMbHOW OTpacnw,
KOHKpETHOM npodheccum (LOMMKHOCTK, cneunanbHOCTH)

OcHOBbI NICUXOMNOrMN N COLIMOMOTNN Tpyaa

OcHOBbI 3KOHOMUKW, OpraHU3aLuy Tpyaa v ynpaeneHust
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TpyooBoe 3aKOHOAATENbCTBO M MHblE akTbl, coaepXaliue HopMbl
TPYAOBOrO Mnpasa

OCHOBbI apXMBHOro 3aKoHOAAaTENbCTBA M HOPMAaTUBHLIE NPaBOBbIE
akTbl Poccuickon denepauuu, B YacTyu BeAeHUA OOKYMeEHTauum rno
nepcoHany

3akoHogaTtenbctBo Poccuiickon ®egepauum 0  NepCcoHarnbHbIX
OaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHusauuun, perynupytoLwme
nopsigok nogbopa nepcoHana

Hopmbl 3TMKn genoBoro odLweHns

basoBble OCHOBbl WH(OPMAaTUKW, CTPYKTYPHOE MOCTPOeHue
MHEOPMALIMOHHBIX CUCTEM Y OCOBEHHOCTU PaboThbl C HAMK

Lpyrve xapakTepucTuKku

3.2.2. TpynoBas cdyHKLMA

TPy£oBon OyHKLUN

HanmeHoBaHne Mownck, npueneveHmne, nogbop n otbop Kog B/02.6 YpoBeHb
nepcoHana (nogoypoBeHb)
KBanudgukaumm
MpoucxoxgeHue OpwuruHan X 3anmcTBOBaHO

13 opurnuHana

Kon PernctpaumoHHbI
opurMHana Homep
npodeccnoHanbHoOro
cTaHgapTta

TpyooBble gencTeus

lMonck BO BHYTPEHHUX W BHELUHWMX MWCTOYHMKaX WHdopMaumMmM o
KaHgugarax, COOTBETCTBYOLLEN TpeboBaHMaM BaKaHTHOWN
OOMmKHOCTM (Npodheccuu, cneumnansHOCTU)

PasmelleHne cBegeHUn O BakaHTHOM AOMKHOCTM (Npodheccuu,
cneumanbHOCTM) B CPEACTBAxX MaccoBoW MHdopMauum

Bbibop cnocoboB M METOOOB MpPUBMEYEHUs rMepcoHana B
COOTBETCTBMU C YTBEPXKAEHHbLIMY NiiaHaMm

MpoBepka UHpOpPMaLMM O KaHAMAATax Ha BakaHTHblE OOMKHOCTU
(npodheccum, cneunanbHOCTH)

MpoeeneHne cobecefoBaHMA M BCTped C  KkaHAugaTamy Ha
BakaHTHble  [OJPKHOCTM  (mpodpeccuun,  cneumanbHOCTU) €
obecneyeHnem obpaTHON CBSA3N

OueHka coOTBETCTBMSA KkaHouaatoB TpeboBaHMAM BakaHTHOM
OOIMKHOCTK (Nnpodheccun, cneumnansHoOCTK)

MoaroTtoBka NpegnoxeHun no oopmMmMpoBaHmMio GrogkeTa Ha MOWUCK,
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npveneveHve, noadop n oTéop nepcoHana

MHdpopmmposaHue n KOHCYNbTUpOBaHMe pykoBoguTenen
nogpasgeneHuin u opraHusauum no BOMpOcaM  MpUBMEYEHUS
nepcoHana ¢ oLeHKon 3aTpaT

Heobxoammble yMeHUs

Onpegensite KpuTepun noucka, NpuBreveHusi, nogdopa u otéopa
nepcoHana

Cobupatb, aHanuanpoBaTb M CTPYKTYpUpOBaTb MHGOPMaLNo O
KaHauaaTax v npeasioxkeHusIx Ha pbiHke Tpyaa

Monb3oBaTbCcA MOWCKOBLIMM CUCTEMAMU U MHPOPMAaLMOHHBLIMU
pecypcamu B o6rnactu oGecneyeH1si nepcoHanom

MpUMEHSITb TEXHOMNOIMM U METOOUKM ToucKa, MNPUBIEYEHMS,
nogbopa u otbopa KaHAMAATOB Ha BaKaHTHble [OOMMKHOCTU
(npodeccuu, cneumansHOCTH) B COOTBETCTBME C UX CNELMAUKON

VMcnonb3oBaTtb cpencrtea obecnevyeHus nepcoHarnom, BKIo4ada
conposoxaeHune

KOHch'IbTI/IpOBaTb Mo BOMpocCaM npueiie4eHna nepcoHana

CocTaBnsiTb ¥ KOHTPONMPOBaTL CTaTbM pacxodoB Ha obecrieveHne
nepcoHanom Afsi nraHMpoBaHNs BLomKeTOB

CobnogaTb HOpMbl 3TUKM AENOBOro 00LEeHNs

Heobxogumble 3HaHUSA

McToYHMKM oGecneveHunst opraHm3aumm kagpamm

TexHomnormm U MeToaMKu noucka, npuenedyeHusi, nogbopa n otéopa
nepcoHana

Cuctembl, MeTodbl U hopMbl MaTepUanbHOro M HeMaTepuanbHOro
CTUMYNMPOBaHWS Tpyaa nepcoHana

TexHonoruun n metoabl (bOpMVIpOBaHMﬂ N KOHTpONA OrompkeToB

TexHonoruyn, MeTodbl WM METOAMKM NPOBEOEHUS  aHanvaa,
cucTeMaTm3auum JOKYMEHTOB U MHdbopmauum

CTpyKTypa oOpraHMsaumMmM W BakaHTHble AOMMKHOCTM (npodheccun,
cneumanbHOCTH)

06|.|.|,|/|e TeHOeHUMN Ha pbiHKe Tpyda W B OTAElIbHbIX OTpaciax u
BMnaax I'IpO(beCCVIOHaJ'IbHOVI OeATelNIbHOCTU

OCHOBbI NCUXONOMNA 1 COLMONOrN Tpyaoa

OcHosBbl OKOHOMMUKMN, opraHunsauunn TpyAa n ynpasneHuna
nepcoHasiom

TpynooBoe 3akoHOAATENbCTBO UM MHbIe aKTbl, copepXaliMe HOpMbl
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TPYAOBOrO MnpaBsa

OCHOBbI apXMBHOro 3aKkoHOAATENbCTBA M HOPMaTUBHLIE NPaBOBbIE
akTbl Poccunckon degepaumm, B 4acTM BEAEHUS AOKYMEHTALMM MO
nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTtenbcTea Poccuiickon ®enepaumm

3akoHogaTtenbcTBo Poccuiickon degepauum O  NepCoHarnbHbIX
JaHHbIX

JlokanbHble aKTbl opraHusauuu, perynupyrowne nopAaaokK
obecneveHus nepcoHasnom

Hopmbl 3THKK1 AenoBoro ooLeHns

BasoBble OCHOBbI MHMOPMATUKW, MOCTPOEHUS MH(POPMALMOHHBIX
cuctem 1 0coGeHHOCTU paboTbl C HAMU

Lpyrne xapakTepucTuku

3.2.3. TpynoBas cyHKumA

HavnmeHoBaHve AOMUHUCTPUPOBaHUE NPoLIECCoB U Koga B/03.6 YpoBeHb
OOKyMeHToobopoTa obecneveHust (nogypoBeHb)
nepcoHanom KBanudukaumm

MpouncxoxaeHve OpwurunHan X 3anmcTBOBaHO

TPYOoBOW (OYHKLMUK n3 opurnHana

Kog PerncrpaumoHHbin
opvrMHana
npodeccnoHanbLHoOro
cTaHgapTta

TpyooBble gencTeus

AHanus npoueccos D,OKyMeHTOO60pOTa, JTOKalbHbIX JOKYMEHTOB No
Bonpocam obecneyeHus nepcoHasnom

BeneHue wnHGpoOpMauMu O BakaHTHbIX OOMKHOCTAX (npodpeccusix,
cneumanbHOCTAX) U KaHaMaaTax

JoKyMeHTaLUMOHHOE COMPOBOXAEHWe KaHAuOaToB Ha  aTanax
noucka, npwereveHus, nogbopa u otbopa nepcoHana Ha
BaKaHTHblE OOIMKHOCTH (npodheccuu, crneumanbHoOCTH),
NHOPMUPOBaHME KaHAMAATOB O pesynkTatax otTéopa

MogroToBKa 3anpoCcoB O KaHAMAaTax B rocyaapCTBEHHbIE OpraHbl, B
cryyasix, NpPegycMOTPEHHbIX AENCTBYIOWMUM 3aKOHOOATENBCTBOM, U
0bpaboTka NpegocTaBMNeHHbIX CBEAEHWI

MogrotoBka wn o06paboTka yBEOOMIIEHMA B OCYAAPCTBEHHbIE
opraHbl, NPodeCCUOHanNbHbIE CO3bI U Apyrne npeacTaBUTeNbHble
opraHbl paboTHMKOB MO BOMpOcaM roucka, npueneveHns, nogéopa
n otbopa nepcoHana
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COFIpOBO)K,D,eHI/Ie goroeopoB o obecneyeHnto opraHmnsauunm
nepcoHasnomMm, BKInKYad npeasaputesibHblie npouenypbl Mno  Ux
3aKIn4YeHnto

Heobxoammble ymeHUs OGecneunBaTb [OKYMEHTALUMOHHOE COMPOBOXAEHWE  Bbixoda
KaHZuaaTa Ha paboTy 1 NnepeMeLleHns nepcoHana

Odopmnatb AOOKYMEHTbl No BoOnpocam obecneyeHns KagpoBbIMU
pecypcamu, Heobxoammble ana npegocrtaBieHnda B
rocygapCtBeHHble oOpraHbl, I'lpOd)eCCMOHaJ'IbeIe COo3bl U Opyrune
npencraBuUTenbHbIE OpraHbl pa6OTHVIKOB

OpraHu3oBbiBaTb XpaHeEHWEe [OOKYMEHTOB B COOTBETCTBMU C
TpeboBaHMAMM TpygoBoro, apXMBHOIO 3akoHogaTenbcTBa
Poccuinckon ®degepaunmn n nokanbHbIMW akTamun opraHn3auum

AHanuavpoBaTb [OOKYMEHTbl W MEPEeHOCUTb WHGOopMauulo B
MHDOPMaLIMOHHbIE cUCTeMbI 1 6asbl AaHHbIX O KaHAuAaTax

PaboTtatb ¢ MHOPMaUMOHHLIMK CMCTEMaMK 1 Bazammn AaHHbIX MO
Bonpocam obecneyeHns NepcoHanoM, BEAEHUI0 Moucka U y4veta
KaHAmMaaTos Ha BaKaHTHblEe OOIMKHOCTY (npodpeccum,
cneumanbHOCTK)

MpousBoanTe NpedBapuTenbHble  3aKkyrmodHble npouedypbl U
ochopMNSATE  COMYTCTBYIOLWYIO OOKYMEHTaUMIO MO 3aKIoYeEHIo
[0roBOpoB

OpFaHVI3OBbIBaTb n npoBoAnTb  KOHKYPChI, O(bOpMJ'IFlTb n
aHanm3npoBaTb KOHKYPCHYH OOKYMEeHTaLUuko

Bectn genosyto nepenucky

CobnogaTtb HOPMbI 3TUKM AEN0OBOro 06LeHNs

Heobxoaumble 3HaHUSA Mopsigok OOpPMIEHUsl, BeOEHUS W XpaHeHUs [OOKyMeHTauuu,
CBSI3aHHOM C TMOWCKOM, NpuBrieYeHnem, nogGbopoM U oT6opom
repcoHana Ha BakaHTHble JOMKHOCTU

Mopsaok opMUpoBaHWsi, BedeHUst GaHka [OaHHbIX O nepcoHarne
opraHv3aumv 1 NpegocTaBrieHnsi OTYETHOCTU

OcHoBbI JOKYMEHTOO60pOTa 1 AOKYMEHTaLMOHHOTO obecneyeHns

TexHonorun, MeToabl UM METOAMKM TMPOBEAEHUS aHanusa W
cucTemMaTm3aumm JOKYMEHTOB U MHGOpMaLmm

Mopsnok NpoBeAeHMsT KOHKYPCOB M OGOPMIIEHMSI KOHKYPCHOW
OOKyMeHTauum

Mopsigok MpoBedeHWs 3aKymouyHbIX Mpoueayp W odopMneHus
COMYTCTBYHOLLEN JOKYMEHTaLUm

CTpyKkTypa opraHvM3aumm K BakaHTHble AOMKHOCTM (npodheccum,
crneumanbHoOCTH)
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TpyaoBoe 3akoHOAATENbCTBO M MHbIE aKThbl, codepkalive HOpMbl
TpyAoBoOro npasa

OcCHOBbI apXMBHOIO 3aKOHOAATENbLCTBA M HOPMATUBHbIE MPAaBOBbLIE
akTbl Poccunckon degepauuu, B 4acTu Be4eHUA AOKYMEHTaLMU No
nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

3akoHogaTtenbctBo Poccuiickon ®egepauum 0 NepCoOHanbHbIX
OaHHbIX

NokanbHble akTbl OpraHM3aLuv, perynupylowmue nopsigok nogbopa
nepcoHana

Mopsifok 3aKkntoYeHNs 4OrOBOPOB (KOHTPaKTOB)

HopMbl 3TMKM 0enoBoro obLieHns

BasoBble OCHOBbI MH(OPMATUKN, MOCTPOEHUS MHEOPMALMOHHbBIX
cncTem n 0cobeHHOCTM paboTbl C HAMK

Lpyrne xapakTepucTuku -

3.3. O606LweHHan TpyaoBas (PyHKLMs

HanmeHoBaHue [leaTenbHOCTb MO OLEHKE M aTTecTaumnm Kog, C YpoBeHb 6
nepcoHana KBanudukaumm
MpouncxoxaeHve OpwuruHan X 3anmcTBOBaHO
0600LeHHON TpygoBomn 13 opurmHana
yHKLMN
Kop, PerncrpaumoHHbin
opvrMHana Homep
npodeccnoHanbLHOro
cTaHaapTa
Bo3moxHbIe CneuuanncT no oueHke 1 aTTecTauum nepcoHana
HavMeHOBaHMS Cneuuannct no nepcoHany

OOrKHocTen, npodeccun | MeHemxep no nepcoHany

TpeboBaHus K Bbicwee obpasoBaHue - 6bakanaespuart
obpaszoBaHmio 1 JononHutensHoe npodeccuoHansHoe obpa3oBaHue - NporpaMmbl
oby4eHnto NOBbILLEHNS KBanugukauum; nporpaMmmsl NpogeccroHansHom

nepenoaroToBKy B 06nacTv NpoBeaeHNst OLEHKM NepcoHana

TpeboBaHus K OnbITy -
npakTuyeckoin paboThbl

Ocobble ycnosusi -
ponycka kK pabote

Lpyrne xapaKkTepucTuku -

[dononHutenbHble XapaKTepPUCTUKN

[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 ctaHgapta "Crneunanqct no ynpaeneHuno nepcoHanom”
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

Ctpanuua 17

HaumeHoBaHWe OokyMeHTa Kon HaumeHoBaHue 6a30BoW rpynnbl, 4OMMKHOCTU
(npodpeccum) unun cneumansHOCTH
OK3 2412 Cneumannctbl No kKagpam 1 npodopmreHTauun
3423 CneuvanncTtbl KagpoBbIX CIyX0 1 yupexaeHun
3aHSTOCTU
EKC - MeHemxep no nepcoHany
oKnaTe 27755 OKOHOMWUCT Mo Tpyay
22956 MHcnekTop no kagpam
3.3.1. TpynoBas cdbyHKumA
HaunmeHoBaHune OpraHnsaumsa n npoBefeHne OLEHKN Kon C/01.6 YpoBeHb 6
nepcoHana (nogypoBeHb)
KBanudukaumm
MpouncxoxaeHne OpwuruHan X 3anmcTBOBaHO

TPYAOBOW (DYHKLUN

13 opurmHana

Kog PerncrpaumoHHbin
opurmHana HOoMeEp
npodeccnoHanbHoOro
cTaHgapTa

TpynoBble gencTeus

AHanuns CTpyKTypbl, NIIAHOB N BaKaHTHbLIX AOMKHOCTEN (Mpodeccui,
crneumanbHOCTEN) opraHusaumMuM, OCODBEHHOCTEN  OpraHusaumm
paboTbl Ha pasnUuHbIX Yy4yacTkax MPOM3BOACTBA WM KOHKPETHbIX
pabounx mectax

PaspaboTka nnaHa OLEeHKM nepcoHana B COOTBETCTBUM C LIENAMMU
opraHusaumm

OueHka [OWHaMUKM NPOM3BOAUTENBHOCTW, WHTEHCUBHOCTU WU
3pheKTUBHOCTM Tpyaa Ha pabounx mecrtax

OnpeneneHne pecypcos, BbLIGOP CPEACTB M METOAOB NpoBedeHUs
OLIEHKM nepcoHana

MpoBedeHVe OLEHKM TMepcoHana B COOTBETCTBMM C MyaHamu
opraHusauuu

ConposomneHMe [oroesopos € opraHumsaunamm - UCnonHUTenAaMu
MepOﬂpWiITVIVI No OuUeHKe nepcoHana, BKnw4aa npeaBaputenbHblie
npouenypbl No UX 3aKo4YeHUo

KoHcynsTMpoBaHMe nepcoHana no BOMpPoCaM OLEHKM, BKModas
oLEeHKy 3aTpat

AHanua  pesynbTaTtoB  OUEHKM  MepcoHana,  MOAroTOBKa
pekoMeHaauuin pyKoBOACTBY M NepcoHany

MogrotoBka npegnoxeHun Mo OpMUPOBaHUO GrogxkeTa Mo
opraHusaumm 1 NpoBeaeHMto OLLEHKN nepcoHana

Heobxogumble ymeHus

OnpepensTe NapameTpbl U KpUTEPUM OLIEHKM NepcoHana
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Oﬂpeﬂ,eﬂﬂTb N NPpUMEHATb CpeacTBa N MeTOAbl NpoBeAeHUA OLEHKN
nepcoHana

BblioenaTtb (onpedensitb) rpynnbl NepcoHana [Ans npoBedeHus
OLIEHKM

OnpegensaTb  MHTEHCMBHOCTb Tpyda WM 30Hbl  MOBbILLEHUS
3dEKTUBHOCTU NepcoHana

Onpepensite  MOTMBAUMOHHbIE  (DAKTOPbl MPOBEAEHUS]  OLIEHKU
nepcoHana

CoctaBnatb u KOHTpONMMpoBaTb CTaTbM pacxogoB Ha OLUEHKY
nepcoHana ana nnaHnpoBaHuA OroopxeToB

ObecneynBatb  OpraHM3aUMOHHOE  COMPOBOXOEHWE  OLIEHKM
nepcoHana

Ob6ecneynBaTtb COXPaAHHOCTb KOHMMAEHUMANbHON MHdOpMaLnm
npu NPOBEAEHMN OLIEHKM NepcoHana

OpraHu3oBbiBaTb  XpaHEHWE [OOKYMEHTOB B COOTBETCTBUMM C
TpeboBaHMsIMM  TPYAOBOrO, apXMBHOrO  3akoHoAAaTenbCTBa
Poccuiickoin degepaumm u nokanbHbIMU HOPMAaTUBHBIMK aKTamMu
opraHusaumm

Cobupartb, aHanuanpoBaTb M CTPYKTYpUpOBaTb MHOpMaLno O
NpeanoXeHUsiX No OLiEHKe NepcoHana Ha pbiHke Tpyaa

MpousBoOouTe MNpeaBapuTerbHble  3aKymodHble Mpoueaypbl U
0OPMIIATL  COMYTCTBYIOWYIO [AOKYMEHTaUMUI0 MO 3aKMHOYEHUIo
[0roBopoB

Oﬂpeﬂ,eﬂﬂTb ycnoBuaA OnNa 3akniyYeHua OOoroBopoB Ha ycnyru no
nposegeHnto oLueHK nepcoHarna

CMCTeMaTM3MpOBaTb, obobwate wn aHann3nposaTb pesynbrartbl
OLEHKKM nepcoHana

ObecneunBatb 06paTHyl0 CBsi3b MO pe3ynsratam MpoBeAEHHOW
OLIeHKM C nepcoHanom 1 pykoBoaCcTBOM

Monb3oBaTbCcsl  MOWCKOBBIMKU  CUCTEMaMW,  UHGOPMAaLMOHHLIMU
pecypcamu 1 6asaMun JaHHbIX MO NPOBEAEHUIO OLIEHKM NepcoHana

PaspabaTtbiBaTb pekoMeHgauuMuM Mo pasBUTUIO MepcoHana Ha
OCHOBE NPOBELEHHON OLIEHKM

Cobntogatb HOPMbI 3TUKM AENOBOro 06LEeHNsI

Heobxogumble 3HaHWUA

TexHonornn n MeToabl onpegeneHms NPogeccuoHanbHbIX 3HaAHWUNA,
YMEHWNA 1 KOMNETEHLN

TexHonorm M MeTodbl  OLEHKM  JIMYHOCTHBIX  KayecTB U
XapaKTepucTuk
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Cuctembl, MeTogdbl U hopMbl MaTePUanbHOrO M HeMaTepuanbHOro
CTUMYNMPOBaHWsl Tpyaa nepcoHana

TexHonoruu n metogbl (.bOpMI/IpOBaHI/Iﬂ N KOHTpOnA 6IO,EI,)KeTOB

TexHonoruu, MeToabl WM METOAMKM TMPOBEOEHUS aHanuMsa W
cucTemMaTm3aumm JOKYMEHTOB U MHGOpMaLmm

OcHoBbl 00LWIEerr W coumanbHOM MNCUXOMOrMK, CoUMororum W
ncuxonorun Tpyaa

OcHoBbI NPON3BOACTBEHHON AeATeNbHOCTU OpraHu3aLmm

MopsaoKk NpoBeAeHUs 3aKkynouHbIX npouedyp W odopmieHus
COMNYTCTBYHOLLEH AOKYMEHTaLMUM

CTpykTypa opraHusauuv W BakaHTHble AOMKHOCTM (npodheccun,
cneumanbHOCTH)

TpynooBoe 3akoHOAATENMbCTBO UM MHbIE aKTbl, coAepXaliMe HOpMbl
TpyQoBoro npasa

OcCHOBbI apXxMBHOIO 3aKOHOAATENbCTBA M HOPMAaTUBHbIE NMPAaBOBbLIE
akTbl Poccunckon ®egepauuu, B 4acTu Be4eHUS AOKYMEHTaLMU No
nepcoHany

3akoHogaTtenbcTBo Poccuiickon depepauum O  NepPCOHarnbHbIX
JaHHbIX

JlokanbHble HOpMaTuBHbIE aKTbl OpraHu3auun, perynumpyrowme
nopAAoK OUeHKM nepcoHana

MopsaoK 3aknioyYeHs 4OroBOPOB (KOHTPAKTOB)

Hopmbl 3TMKkn genoBoro obLweHns

basoBble OCHOBbl  WMH(OPMAaTUKW, CTPYKTYPHOE MOCTPOeHue
MHEOPMALIMOHHBIX CUCTEM Y OCOBEHHOCTU paboThbl C HAMK

Lpyrve xapakTepucTUKn

3.3.2. TpynoBas cyHKUMA

TPy£oBon OYHKLUK

HanmeHoBaHue OpraHunsaums n npoeegeHne atTectaumm Kon C/02.6 YpoBeHb
nepcoHana (nogoypoBeHb)
KBanudukaumm
MpouncxoxaeHne OpwurunHan X 3anmcTBOBaHO

13 opurmHana

Kon
opurMHana

PernctpaumoHHbIv
Homep
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npodeccnoHanbLHoOro
cTaHgapTta

TpyaoBble AencTBuA

AHanuns CTpyKTypbl, NAaHOB N BakaHTHbIX AOMMKHOCTEN (npodeccuit,
cneumanbHOCTEN) opraHmM3auumn, ocobeHHOCTEN opraHusaumm paboTsl
Ha pasnNuMyHbiX Yy4yacTKax MPOU3BOACTBA WM KOHKPETHbIX paboumx
MecTax

PaspaboTka MNpPOEKTOB [OKYMEHTOB, ONpedensiowmx nopsiaok
aTTecTaumm nepcoHana, ¢ oLueHKkon 3aTpar

COFIpOBO)K,EI.GHVIG npouecca artrectauum un paGOTbI aTTecTauMoHHON
KomMunccummn

MogrotoBka npeanoXxeHun no GopMupoBaHMilo OromkeTa Ha
opraHusaumio 1 nposedeHne aTTectaumnm nepcoHana

MogroToBka NpeanoXeHWi O COOTBETCTBMU paboTHMKA AOMMKHOCTU
(npodheccum, cneumanbHOCTU) NO pesynbTataMm arTectauum B
COOTBETCTBUM C 3aKoHodaTenbCcTBoM Poccuiickon ®enepaunm

Heobxoammble ymMeHUs

Oﬂpeﬂ,eﬂﬂTb napamMmeTpbl U Kputepumn atrectaunm nepcoHana

Onpenenstb U NPUMEHATL CpeacTBa U METOAbl aTTecTaLum

BbigensaTtb rpynnbl nepcoHana ana npoeeaeHna arrecraumm

Ob6ecneunBaTb [JOKYMEHTALMOHHOE COMPOBOXAEHWE aTTecTauuu
nepcoHana

CocTaBnaTte u KOHTpONMupoBaTb CTaTbM pacxXogoB Ha aTtrtectauuio
nepcoHana ana nnaHnpoBaHuA OrooxeToB

Monb3oBaTbcst MHPOPMALMOHHEIMKU pecypcamu 1 6azamu gaHHbIX Mo
npoBeAeHuto atTecTauum

BecTn y4yeT ¥ peructpaumio [OOKYMEHTOB B MH(OPMAaLMOHHBIX
cucTemMax 1 Ha MaTepuarnbHbIX HOCUTENSAX

OpFaHVI3OBbIBaTb XpaHeHne [OOKyMEeHTOB B COOTBETCTBMU C
Tpe6OBaHI/19|MVI TpyAoBOro, apXnBHOIo 3aKoHoaaTenbcTBa
Poccuinckon d)enepauvlm M NokalibHbIMN OOKYMEHTaMn opraHnsauunn

MpousBoauTe  NpedBapuTenbHble  3aKynodHble  npoueaypbl U
ochopMnsATL  COMYTCTBYIOWYIO  AOKYMEHTALMIO MO  3aKMHYEHUHo
[OroBOpoB

CobnogaTtb HOPMbI 3TUKM AENOBOro 06LeHNs

Heobxogumble 3HaHUSA

MopanokK 1 TeEXHONOrna NpoBeaeHUs aTTecTalum

TexHonormm n Metoabl OnNpeaeneHnst U OLEHKU NPOodECCUOHANbHbIX
3HaAHUN, YMEHUIN N KOMMNETEHLMI

Cuctembl, MeToadbl M (PoOpMbl MaTepuanbHOro U HemaTtepuarbHOro
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CTUMYINMpOBaHuA Tpyda nepcoHana

TexHonorun n metoabl (bOpMI/IpOBaHMFI N KOHTpONA OrompkeToB

TexHonorun, MeTodabl WM METOAMKU npoeegeHna aHanmsa u
cucrematmsaunn JOKYMEHTOB U I/lH(*)OpMaLI,MI/I

OcHoBbI NPON3BOACTBEHHON AEATENbHOCTU OpraHu3aLmm

OcHoBbI 00LWEer un counanbHOM MCUXOMNOrUW, COLIMOMOTUKM U
ncuxonoruu Tpyaa

Mopsigok npoBedeHus 3aKymnouHblX npouedyp W odopmIieHus
COMYTCTBYHOLLEN JOKYMEHTaLuUm

CTpykTypa opraHusauuMn U BaKaHTHble [OMmKHOCTM (npodheccum,
crneumanbHoOCTH)

TpyooBoe 3aKoHOAATeNbCTBO M WHble aKTbl, CoAepXaliue HOpMbl
TPYAOBOrO Mnpasa

OCHOBbI apXMBHOrO 3aKoHOAATENbCTBA WU HOPMAaTMBHLIE MPaBOBbIE
akTbl Poccuickon ®enepaumm, B YacTu BeOeHUA AOKYMEHTaUUKU Mo
nepcoHany

3akoHopatenbcTtBO Poccuiickon ®depepaumMnm O NepCoHarbHbIX
OaHHbIX

NokarnbHble HOpPMAaTMBHbIE aKkTbl OpraHusauuu, perynupyrome
nopsiioK OLeHKM NepcoHana

Mopsagok 3akntodeHns JOroBopoB (KOHTPAaKTOB)

HopMmbl 3TMKM 0enoBoro obLieHns

BasoBble OCHOBbI I/IHCbOpMaTI/IKI/I, CTPYKTYpHOE NnocTpoeHne
MH(bOpMaU,VIOHHbIX cucTem 1 0CobeHHOCTHU pa6OTbI C HUMIN

Opyrne xapaktepucTunkm -

3.3.3. TpynoBas cdyHKumA

HaumeHoBaHue AOMWHUCTPUPOBaAHUE NMPOLIECCOB U Kon C/03.6 YpoBeHb 6
OOKYMeHToobopoTa npu NpoBeaeHun (nogypoBeHb)
OLEHKM 1 aTTecTauuv nepcoHana KBanudukaumm
MpouncxoxaeHve OpwuruHan X 3anmcTBOBaHO
TPYOOBOW (OYHKLMUK 13 opuruHana
Kop, PerncrpaumoHHbin
opvrMHana Homep
npodeccnoHanbHoro
cTaHpapTa
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TpyooBble gencTeus

Ananus npoueccos ,El,OKyMeHTOOGOpOTa, JNOKalbHbIX OOKYMEHTOB Mo
OLeHKe 1 aTtTecTtaunn nepcoHana

OpraHusauMoHHOE  COMPOBOXAEHWE MEPONPUSATAA MO OLEeHKe
nepcoHana u ero aTtectayuu

OdbopmneHmne npouecca n pe3ynbratoB aTtTecTaumm nepcoHana

WHdopMrpoBaHMe nepcoHana o pesynsTaTtax OLEHKU 1 aTTecTaumm

MogrotoBska npe,qno>KeHm7| no pa3BUTUIO NepcoHana no pesyrnbratam
OLeHKMN

COI'IpOBO)K,D,eHVIe 00roBopoB MO OKa3aHUK KOHCYIbTALUMOHHbBIX U
I/IHd)OpMaLI,I/IOHHbIX ycnyr no oueHke u atrectaumm nepcoHana

Heobxogumble ymeHus

O6ecneynBaTtb OOKYMEeHTaUuMOHHOE COMpoBOXAEHME OUEHKM W«
artTectauum nepcoHana

OdopmnsTe  OOKYMEHTHI MO  BOMpOCaM OUEHKM W aTTecTauuu
nepcoHana, npedocTaBnsieMble B TOCYQAPCTBEHHblE  OpraHbl,
npodeccnoHanbHble CO3bl U Apyrne npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

AHanuaupoBaTb nNpaBufia, npouedypbl W MNOPSAKM  MPOBEOEHUS
OLIEHKW 1 aTTecTauum nepcoHana

Bectn ydyetr un peruncrtpaunio OOKYMEHTOB B I/IHd)OpMaLLI/IOHHbIX
cucrtemMmax n Ha martepuarbHbIX HOCUTENAX

OpraHu3oBbiBaTb  XpaHeHME [OOKYMEHTOB B COOTBETCTBUM
TpeboBaHMAMM TPYAoBOro 3akoHopaTenbCcTBa Poccuiicko
depepauun 1 nokanbHbIMM aKTaMU opraHM3aumm

c
n

BecTtu genoeyio nepenuncky

PaboTtatb ¢ MHpOPMaLMOHHBIMKM cnucTemMamn u 6asamm AaHHbIX MO
BOMpOCaM MNpPOBEAEHNS OLIEHKM N aTTecTaumu nepcoHana, BeAeHUIo
yyeTa KaHOMOaTOB Ha BakaHTHble [OMKHOCTM  (Mpodbeccun,
cneumarnbHOCTK)

AHanuavpoBaTb [OOKYMEHTbl U MNepeHoCUTb WHGopMauuio B
MHPOPMaLIMOHHbIE cUCTeMbI U Basbl AaHHbIX

CobntogaTb HOPMbI 3TUKM AEN0OBOro 00LEeHNst

Heobxogumble 3HaHUSA

Mopsigok odopMNEHNs, BEOEHUS W XpaHeHUs [OOKYyMeHTauuu,
CBSI3aHHOW C NPOBEAEHMEM OLIEHKM U aTTecTaummn nepcoHarna

Mopsiaok dopmMupoBaHusa, BedeHust GaHka [OaHHbIX O fepcoHane
opraHusaumu 1 NpeaocTaBneHns OTYETHOCTU

Mopsigok npoBedeHus 3aKymnouyHblX npouedyp W odopmIieHus
COMYTCTBYHOLLEN JOKYMEHTaLUm
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Mopsigok  odopmrieHNss  LOKYMEHTOB,  NpedocTaBnsieMblX B
rocyqapCTBeHHble opraHbl, NpodeccuMoHanbHble Co3bl U Apyrue
npeacTaBUTENbHbIE OpraHbl pabOTHMKOB

OcHoOBbI JOKYMEHTOOOOPOTA 1 AOKYMEHTALMOHHOIO obecneyeHns

CTpykTypa opraHusaumv W BakaHTHble [JOMKHOCTU (nMpodhbeccuum,
cneumanbHOCTK)

TpynooBoe 3aKkoHOAAaTeNbCTBO M WMHble aKTbl, CoAaepXaliue HOpMbl
TpyQoBoro npaea

OCHOBbLI apXxMBHOIO 3akoHoAaTenbCTBa M HOPMaTMBHbIE NPaBOBblE
akTbl Poccuickon ®enepaumm, B YacTu BeOeHUA AOKYMEHTauuU Mo
nepcoHany

3akoHopatenbcTtBO Poccuiickon ®depepaumMm O nNepcoHarbHbIX
OaHHbIX

TexHonorun, MeTogabl W METOAUKM npoeegeHna aHanu3a Wu
cucrtematmsaunm JOKYMEHTOB U MH(*)OpMaLI,MM

JlokanbHble HOpMaTUBHbIE aKTbl OpraHun3auun, perynmpyrwuine
nopAOoK OUEeHKN 1 atTectaunn nepcoHana

Mopanok 3akntodeHns OroBopoB (KOHTPaKTOB)

HOprI 3TUKW 0enoBoro obLueHus

basoBble  OCHOBbI  MHGOPMATUMKK,  CTPYKTYPHOE  MOCTPOEHUE
MHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HUMK

[Opyrvue xapakTepucTuku

3.4. O606LeHHan TpyaoBas (pyHKLMA

HavnmeHoBaHve [edatenbHOCTb NO pa3BUTUIO NepcoHana Kog D YpoBeHb
KBanudunkaumm

MpouncxoxaeHne
0000LeHHON TpygoBOM
dyHKLMN

OpwuruHan X 3anmcTBOBaHO
13 opuruHana

Kog PerncrpaumoHHbin
opurmHana HOoMep
npodeccmnoHanbHoOro
cTaHgapTta

Bo3amoxHble
HanMeHOoBaHMs
JOSMKHOCTEN, npodeccui

Cneuunanuct no passuTuio 1 obyyeHuto nepcoHana
CneuuanncT no pa3BuTuiO Kapbepbl NepcoHana
Cneumannct no nepcoHany

MeHegxep no nepcoHany

TpeboBaHus K
obpasoBaHuio n
0oby4eHuto

Bbicwee obpasoBaHue

JononHutensHoe npodeccuoHansHoe obpa3oBaHue - NPoOrpaMmbl
NOBbILLIEHNS KBanuukaumm; nporpaMmmsl NpodeccMoHansHom
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nepenoaroToBky B 06rnacT opraHnM3aLmoHHOrO 1
npodeccroHanbHOro pasBuTMS NepcoHana

TpeboBaHusA K OnbITY -
npakTu4eckon paboTbl

Ocobble ycnosus -
gonycka kK pabote

[pyrve xapaktepucTumku -

[ononHuTenbHbIe XapaKTepPUCTUKN

HanmeHoBaHWe foKkyMeHTa Kopn HanmeHoBaHne 6a30BoON rpynnbl, OMKHOCTH
(npodheccumn) nnu cneumanbHOCTK
OK3 2412 CneumanncTbl No Kagpam n NnpodopueHTaLmmn
3423 CneumanncTbl KagpoBbix CryX6 1 yupexxaeHun
3aHATOCTU
EKC - MeHemxep no nepcoHany
oKnaoTe 27755 OKOHOMUCT Mo Tpyay
22956 WHcnekTop no kagpam
3.4.1. TpynoBas cdyHKUMA
HanmeHoBaHue OpraHnsaums n nposegeHne Kon D/01.6 YpoBeHb 6
MEePOMNPUSTUIA MO Pa3BUTHIO U (mopypoBeHb)
NOCTPOEHMIO NPOEeCCnOHanbHoOn KBanudukaumm
Kapbepbl NepcoHana

MpoucxoxgeHue Opwurunan X 3anmcTBOBaHO
TpyooBow oyHKUUN 13 opuruHana
Kop, PerncrpaumoHHbIn
opuruHana HoMep
npogeccnoHanbLHOro
cTaHgapTa
TpyooBble gencTeus AHanuns CTpyKTypbl, NNaHOB U BakaHCUI opraHM3auun

AHanus

ocobeHHoCTe paBoTbl Ha  pasfMuHbIX  yyacTKax
MPOU3BOACTBA M KOHKPETHbIX pabounx MmecTax

MogrotoBka NPOEKTOB [JOKYMEHTOB, OMpPedensowmnx Mopsaok
pa3BUTUS NMepcoHana n NnocTpoeHusi NPodeCCUOHANbHON Kapbepbl
C OLeHKoW 3aTpat

Pa3paboTka nnaHoB nNpogeccrnoHanbHOM kapbepbl paboTHMKOB

dopmMupoBaHmne KaapoBoro pesepsa

Opranunsauusi
npodeccrnoHanbHOM Kapbepbl NepcoHana

MEPOMNPUATUIA MO PasBUTUIO U MOCTPOEHMIO

MogrotoBka npegnoxeHnn no dopmmpoBaHnio OrogxkeTa Ha
OopraHvM3auuio M MNpoBEAEeHWe MEpPONpUSiTUA MO Pas3BUTUIO ©
NOCTPOEHMIO NPOHECCMOHANbBHOM Kapbepbl NepcoHana
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AHanun3 adpheKTUBHOCTN MEPONPUSATMIA MO Pa3BUTUIO MepcoHana,
NoAroToBKa NpeanoXeHun No passnTuio

Heobxogumble ymeHus

AHanunanpoBaTtb YpoBeEHb 00LEro pasBuTna u npodeccuoHansHon
KBanudukauumn nepcoHana

OnpenensAte  KPaTKOCPOYHbIE W OOMMOCPOYHbIE  MOTPEeBHOCTM
pasBUTUSI MepcoHana W MoCTPoeHust ero npodeccuoHasibHOM
Kapbepbl

Onpenensts  KpUTEPUM  (DOPMUPOBAHMS  KadpoOBOrO  pesepsa
opraHusaumu

CocraBnaTb nHamsungyanbHble NNaHbl  KapbepHOro pasBUTUA
nepcoHana

MpuMeHATb TEXHONOrMM W MEeTodbl pas3BUTUS  MNepcoHana u
NOCTPOEHMS NPOGIECCUOHANBHON Kapbepbl

CocTtaBnaTb NpeanoXeHus U KOHTPONUPOBaTb CTaTbM PacXodoB Ha
nporpaMmbl 1 MeEponpusTUS N0 pa3BUTUIO MepcoHana wu
NOCTPOEHMIO NPOdEeCCUOHANbHON Kapbepbl ANs NnaHUpoBaHUA
OrooxeToB

Onpegenatb  aP(EKTUBHOCTb  MEponpuUATUA MO PasBUTUIO
nepcoHana v NoCTPoeHUIo NPOdEeCCnoHanNbHoOM Kapbepbl

PaboTtaTb ¢ MH(OPMAaLMOHHBIMKU CUCTEMaMK 1 6a3amy AaHHbLIX MO
nepcoHany

CobntogaTtb HOPMbI 3TUKK 4ENoBOro obLweHus

Heobxogumble 3HaHUsA

Cuctema, cnocobbl, MeTodbl, WHCTPYMEHTbl  MOCTPOEHUSI
npodeccnoHanbHOM Kapbepbl

MeTogp! onpeneneHna n OLEHKHN JINYHOCTHbIX n
I'IpO('beCCI/IOHaJ'I bHbIX KOMNETEHLMN

CucTtembl, MmeTogbl U popMbl MaTepuanbHOro U HeMaTepuanbHOro
CTUMYNMPOBaHUSI Tpyaa NnepcoHarna

TexHonoruu, Metofbl (YOPMUPOBaHUS U KOHTPOIS BIOMKETOR

TexHonorun, MeToabl U METOOUKU npoeegeHnda aHanmsa wu
cucrematmsaunm JOKYMEHTOB U I/lH(*)OpMaLI,MI/I

OcHoBbI NpodeccnoHanbLHOM OpueHTaumMm

OcHoBbI JOKYMEHTOO60pOTa 1 OKYMEHTaLWOHHOTO obecneyeHns

OcHoOBbI NPON3BOACTBEHHON AeATENbHOCTU OpraHu3aLmm

OcHoBbl 00LWlEerr W counanbHOM MNCUXOMOrMK, COoUMONorMM W
ncuxonorum Tpyaa
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CTpyKkTypa opraHvM3aumMm K BakaHTHble AOMKHOCTM (npodheccum,
cneumanbHoOCTH)

TpyooBoe 3aKOHOAATENbCTBO M MHblE akThbl, coaepXaline HopMbl
TPYAOBOrO Mnpasa

3akoHogaTtenbctBo Poccuiickon ®epepauum O NepCoOHanbHbIX
[aHHbIX

JlokanbHble HOpMaTuBHbIE aKTbl OpraHun3auuun, perynupyrowme
nopAAoK pa3BuUTUA N NOCTPOEHUA I'IpO(*)ECCVIOHaJ'IbHOIZ Kapbepbl
nepcoHana

Mopanok 3akntodeHns OroBopoB (KOHTPAKTOB)

HOprI 3TUKM 0enoBoro obLeHus

basoBble OCHOBbI MHGOPMATUKK, CTPYKTYpHOE MNOCTpOEeHue
MHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HUMK

[Opyrvue xapakTepucTuku

3.4.2. TpynoBas yHKUmA

HanmeHoBaHve OpraHnsaumsi o6y4eHns nepcoHana Koga D/02.6 YpoBeHb
(nogoypoBeHb)
KBanudgukauum
MpouncxoxaeHne OpwurunHan X 3anmcTBOBaHO
TPYAOBOW (PYHKLMN 13 opurmHana
Kon PernctpaumoHHbIi
opurMHana Homep
npodeccroHanbHoro
cTaHaapTa

TpynoBble AencTans

AHanuna pblHka obpasoBaTenbHbIX yCryr KW noTpebHocTen
opraHu3aumun B oGy4eHumn nepcoHana

PaspaboTka nnaHoB, METOANYECKUX MaTepuarnos, y4eOHbIX NnaHoB
1 NporpaMm, NPOEKTOB JIOKaSbHbIX aKTOB MO 0BYYEHUIO U Pa3BUTUIO
nepcoHana, BKo4as oLeHKy 3aTpaT

Opranunsaumsi MeponpusTui no oby4yeHno nepcoHana

MoagrotoBka npegnoxeHun no dopmupoBaHnio OrogkeTa Ha
opraHu3aumio 0by4eHus nepcoHana

AHanu3 apPeKTMBHOCTU MEPONPUATUIA N0 00y4EHUIO NepcoHana

Heobxogumble ymeHus

AHanuavpoBaTb U onpegenaTtb NoTpeGHOCTM B 0ByyeHun rpynn
nepcoHana B COOTBETCTBUM C LiENsIMM OpraHnsaumm

Pa3pa6aTblBaTb nnaHbl NOAroToBKKU, NepenoarotoBKk1 U NoOBbILLEHUA
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KBaJ'IVI(bI/IKaLI,I/IVI Kagpos, y‘-le6HbIe nnaHbl 1 NporpamMmmsbl

AHanuanpoBaTb pbIHOK 0O6pasoBaTenbHbIX YCNyr W FOTOBUTb
NpeanoxXeHUs Mo NocTaBLUMKaM ycnyr

OpraHun3oBbIBaTb 06yYatoLe MeponpusTus

CocTaBnsiTb M KOHTPONMPOBATb CTaTbM pacxodoB Ha 0byyeHue
nepcoHana ans niaHMpoBaHUs BloaXeToB

Pa3paGaTblBaTb n KOMMNIeKToBaTb y‘-le6HO-MeTO,D,I/I‘-IeCKI/Ie
OOKYMEHTbI

Mpou3BoanTb oueHKy 3EKTUBHOCTM ODy4EHNsI NnepcoHana

MpousBoauTb NpeaBapuTesbHble  3aKynoyHble Mpoueaypbl U
ohopMIIEHNE COMYTCTBYIOLWEN [OKYMEHTauuMu Mo  3aKIoYeHuo
[OroBOpOB

PabotaTthb ¢ I/IHdJOpMaLI,VIOHHbIMI/I cuctemammn 1M 6asamm gaHHbIX Mo
nepcoHany

PaspabatbiBatb ¥ 0GopMnATb AOKYMEHTbI MO  npoueccam
opraHusaummn obyyeHus nepcoHana n nx pesynsrartam

CobntogaTb HOPMbl 3TUKM AENOBOro 00LEeHNs

Heobxogumble 3HaHUSA

MeToabl, UHCTPYMEHTbI UCCrenoBaHUsi MOTPeOHOCTM B 00yYeHuUu
nepcoHana

MeTtogonornsa obyyeHns

TexHonoruy, MeToabl W METOAMKW NPOBEAEeHWs aHanusa Wu
cucTemMaTm3aumm JOKYMEHTOB U MHGOpMaLmm

nOpﬂ,D,OK pa3pa60TKM nnaHoB NoAroToBkKW, nepenoarotoBkn wu
NoBbILLEeHUA KBaJ'IMd)MKaU,VIM Kagpos, y‘~|e6HbIX naHoB 1 NporpamMmm

CucTtembl, MmeTogbl U popMbl MaTepuanbHOro U HeMaTepuanbHOro
CTUMYFNMPOBaHUSI Tpyaa NnepcoHarna

TexHonorun n metoabl d)OpMI/IpOBaHMFI N KOHTpONA OrompkeToB

nOpﬂﬂ,OK BeAeHnd y4deta Wn OTYETHOCTM NO noArotoBKke U
NOBbILLEHNIO KBaJ'II/I(bI/IKaLI,VII/I nepcoHana

OcHoBbI JOKYMEHTOOOOPOTa M AOKYMEHTALMOHHOrO obecneyeHns

OcHoBbI TEXHOMNOMMNK npon3BoAcCTBa U AeATelNNIbHOCTU OpraHn3aumm

OcHoBbl 00WEen u coumanbHOW MCUXOMNOrMn1, CcouuonorMn U
rcuxonorun Tpyaa

Mopsigok MpoBedeHWs 3akyrnouHbIX npoueayp W odopMneHus
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COMyTCTBYHOLLEN [OKYMEHTaLMm

CTpyKTypa opraHusaLumm

TpyooBoe 3aKOHOAATENbCTBO M MHblE akTbl, coaepXaliue HopMbl
TPYAOBOrO Npasa

OCHOBbI apXMBHOro 3aKOHOAATENbCTBA M HOPMAaTUBHLIE NPaBOBbIE
akTbl Poccunckon degepauunu, B 4aCcT BEAEHUS AOKYMEHTALMM MO
nepcoHany

OcHoBbI Hanoroeoro 3akoHogatensctea Poccuiickon Pegepauun

OcHoBbl  3akoHogaTenbcTtBa 006 obpasoBaHuuM  Poccuiickon
depepauun

3akoHogaTtenbctBo Poccuiickon ®egepauum O NepCOHanbHbIX
[aHHbIX

NokanbHble HOPMAaTUBHbIE aKTbl OpraHM3auuu, perynupyoLme
o6yyeHune nepcoHana

Mopanok 3akntodeHns OroBopoB (KOHTPAKTOB)

HOprI 3TUKM 0enoBoro obLueHus

BasoBble OCHOBbI MHGOPMATUKK, CTPYKTYpHOE MNOCTpOeHue
MHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HUMK

[pyrne xapaKkTepucTuku

3.4.3. TpynoBas cyHKUmA

HanmeHoBaHune OpraHusaumsa agantauumn n CTaxnpoBKu Kon D/03.6 YpoBeHb
nepcoHana (nogypoBeHb)
KBanudgukauum

MpouncxoxaeHne OpwurunHan X 3anmcTBOBaHO

TPYAOBOW (DYHKLMN 13 opurmHana

Kog PerncrpaumoHHbii
opurnHana
npodgeccnoHanbHoro
cTaHgapTta

TpynoBble gencTeus

AHanus YCNewHbIX KopnopaTtuBHbIX MPakTUK Mo oOpraHn3auunmn
ajantaunn n CTaXXmpoBKe nepcoHana

PaspaboTka nnaHoB aganTauun, CTaXMPOBKM MepcoHana c
OLIEHKOW 3aTpaT

OpraHusauusi  MeponpusiTui  nNo  aganTaumu,  CTaXWUpOBKe
nepcoHana
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MogrotoBeka npep,no>KeH|/||7| Nno COBEPLUEHCTBOBAHUNID CUCTEMDbI
ajantaunmn, CTaXXnpoBKKU nepcoHana

MogrotoBka npegnoxeHun no dopMmmnpoBaHnio OrogkeTa Ha
OpraHu3aumio agantalmu 1 CTaXUPOBKM NepcoHana

AHann3  3dEKTUBHOCTU  MeponpuAaTMA  No  agantaumm U
CTaXupoBKe nepcoHana

Heobxogumble ymeHus

OnpepensaTb rpynnbl NepcoHana ans CTaxupoBKy U aganTtauum

OI'Ipe,D,eJ'IﬂTb pa60l4|/|e MecCTa And npoBeaeHusa CTaXUpPOBKU W«
ajantauun nepcoHana

CornacoBbiBaTb MeponpuaTna apgantauunm ”n  CTaXUpOBKU C
BO3MOXXHOCTAMM Npon3BoACTBa

MpousBoaWTb aHamM3 W OUEeHKYy pesynbTaToB aganTauuu u
CTaXkKMPOBOK NepcoHana

CocTaenatb npennoXxeHma n KOHTponmpoBaTb CTaTbh pacxoadoB Ha
nporpaMmmMmbl 1 MeponpuAaTnda no agantaunnm K1 CTaXXUpoBKe
nepcoHana anAa niaHnpoBaHUA 6P0ﬂ)KeTOB

MponsBoanTb oueHKY 3HEKTUBHOCTM MEPOMNPUATUIA MO aganTauun
N CTaXXMPOBKe nepcoHana

BHe,lJ,pFITb CUCTEMbl BOBJ1€4YeHUsA pa6OTHI/IKOB B KOpnopaTuBHYIO
Kynbtypy

Wcnonb3oBate MHMOPMALMOHHbIE CUCTEMbI M 6asbl AaHHbIX MO
nepcoHany

CobnogaTtb HOPMbI 3TUKM AENOBOro 06LeHNs

Heobxoaumble 3HaHus

MeToabl aganTaLmum 1 CTaXMpPOBOK

TexHonorun, MeToabl UM METOAMKM TMPOBEOEHUS aHanu3a W
cucTemMaTmsaumm JOKYMEHTOB U MHGOpMaLmm

Mopsiaok pa3paboTku nnaHoB aganTauuyM nepcoHana Ha HOBbIX
paboynMx MecTax, MOArOTOBKM, NEepenoAroTOBKA W MOBbILLIEHUS
KBanudukaLmm nepcoHana u opraHMsaulnm CTaxKnpoBOK

Mopsigok COCTaBNEHUs CMET 3aTpaT Ha aganTauuio U CTaXUPOBKY
nepcoHana

nOpﬂ,D,OK BeAeHNnA Yy4eta Wu OTYEeTHOCTM nNno apantTaunm wu
CTaXMpoOBKe nepcoHana

Cuctembl, MeTofdbl U hopMbl MaTepUanbHOro M HeMaTepuanbHOro
CTUMYNMPOBaHWS Tpyaa nepcoHana

TexHonoruu 1 metogbl CbOpMI/IpOBaHVIﬂ N KOHTPOJA OroaxeToB
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OcHoBbI TEXHOMNOMNK npon3esoacTea U eATeNnlbHOCTU opraHn3aunn

OcHoBbl 00OLIE W couManbHOW MCUXOMOrMK, COouMONorMn W
ncuxornoruv Tpyaa

CTpykTypa oOpraHusauuMnm W BakaHTHble AOIMKHOCTM (mpodheccuu,
cneumanbHOCTH)

TpyooBoe 3aKOHOAATENbCTBO M MHblE akTbl, coaepXaline HopMbl
TPYAOBOrO Mnpasa

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauun

3akoHogaTtenbctBo Poccuiickon ®egepauum 0 NepCoOHanbHbIX
OaHHbIX

NokanbHble HOpPMAaTUBHbIE aKkTbl OpraHU3auuu, perynupyloLme
ajanTauuio U CTaXUPOBKY nepcoHana

OcHoBbI JOKYyMEHTOODOOpOTa 1 AOKYMEHTALMOHHOrO obecneyeHns

MopsaoK 3aknioyYeHst 4OroBOPOB (KOHTPAKTOB)

Hopmbl aTHKn genoBoro odLweHns

basoBble OCHOBbl WMH(OPMAaTUKW, CTPYKTYPHOE MOCTPOeHuEe
MHEOPMALIMOHHBIX CUCTEM Y OCOBEHHOCTU PaboThbl C HAMK

Lpyrve xapakTepucTuKku

3.4.4. TpynoBas yHKUMA

HanmeHoBaHne AOMUHUCTPUPOBaHUE NPOLIECCOB U Kog D/04.6 YpoBeHb
OOKYMEHTOO0O0pOoTa No pasBuUTUo n (nogoypoBeHb)
npodeccnoHanbHOM Kapbepe, 00y4YeHuto, KBanudukaumm
afjantauum U CTaXnpoBKe NepcoHana

MpoucxoxgeHue OpwuruHan X 3anmcTBOBaHO

TpyooBow oyHKUUN 13 opuruHana

Kon PernctpaumoHHbIi
opurMHana
npodeccnoHanbHOro
CcTaHaapTa

TpyooBble gencTeus

AHanu3 npoueccoB, MpaBui M MNOPSOKOB OpraHuMsauum npu
nposedeHnn MeponpuaTUA MO pPasBUTUI0O U NPOdECCUOHAaNbLHOM
Kapbepe, o0y4eHuto, aganTaummn U CTaXUPOBKE NepcoHana

[lokymeHTauoHHOE OOpMIIEHNE Pe3yNnLTaToB MEepOonpUSTUA Mo
pasBUTUIO 1 NPOdeCcCMOoHanbLHOM Kapbepe, 0ByYeHuto, aganTaumm u
CTaXkMpOBKe NnepcoHarna

Mogrotoeka nHamsmnayarnbHbIX I'Ipe,D,J'IO)KeHI/IIZ Ha OCHOBE
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pe3ynsTaTtoB  MPOBEOEHUMS  MEpPOMpUATUA MO pPasBUTUO U
npodeccroHanbHoOM kapbepe, 00y4eHnto, aganTaunm U CTaXXMpOBKe
nepcoHana

lMogrotoBka nNpeanoXeHurM No  COBEPLUEHCTBOBAHUI CUCTEM
o0yyeHns, agantaumMm U CTaKUPOBKW, Pa3BUTUS M MOCTPOEHUS
npodeccrnoHanbLHOM Kapbepbl NepcoHana

ConpoBoXaeHne [OroBOPOB MO OKa3aHUIO  KOHCYMbTaUMOHHbIX,
MH(DOPMALMOHHBIX  YCIyr, HeoGXoOMMbIX  ANs  NPOBEAEHUs
obyyeHus, ajanTauuMM U CTaXKMPOBOK, Pas3BUTUSE U MOCTPOEHUS
npodeccrmoHansHoM Kapbepbl nepcoHana, BKMoYast
npeaBapuTenbHbIe NPOLEAYPbI MO UX 3aKITHEHUIO

BbinonHeHne TpeboBaHUA MO  XpaHeHWo  MHopMauun o
pesynbratax obyyeHusi, ajanTauuMu U CTaXMPOBKM, PasBUTUS U
NnocTpoeHust NpodeccroHanbHO Kapbepbl NepcoHana

Heobxoammble ymeHus OdopmMnsaTb OOKYMEHTbI MO BOMNpocaMm npoBedeHus obyyeHus,
agantaumMm U CTaXMpOBKM, pasBuTMS U NOCTPOEHUS
npodeccnoHanbHON Kapbepbl MepcoHana, npefocrtaBnsieMble B
rocyfapCcTBEHHblE OpraHbl, MPOdeCcCnoHanbHbIe CO3bl U Apyrue
npencTaBUTENbHbIE OpraHbl paboTHNKOB

Ob6ecneunBaTb [JOKYMEHTALMOHHOE COMPOBOXAEHWE OByYeHus,
ajanTauMM M CTaXMpPOBOK,  pasBUTUS U MOCTPOEHUs
npodeccroHarnbHoOl kKapbepbl NepcoHana

AHanuavpoBaTb npaBuna, npouenypbl M MOPSAKU MNPOBEOEHUS
obydeHus, aganTauMum u CTaXWPOBKU, Pa3BUTMS U MOCTPOEHMUS
npodeccrnoHanbHOM Kapbepbl NepcoHana

OpraHu3oBbiBaTb  XpaHeHWe [JOKYMEHTOB B COOTBETCTBMM C
TpeboBaHMAMM 3akoHogdatenbcTBa Poccuiickon ®enepaumm
rloKanbHbIMW aKkTaMu opraHusauum

AHaJ'II/I3VIpOBaTb OOKYMEeHTbl U MNepeHOCUTb I/IHd’.)OpMaLI,VII-O B
I/IHd)OpMaLLI/IOHHbIe cucTeMbl 1 Gasbl AaHHbIX

BecTn y4yeT M peructpaumio OOKYMEHTOB B WH(OPMaLMOHHBIX
cUcTEMax M Ha maTepuarbHbIX HOCUTENSX

PaboTtatb ¢ MHOpMaUMOHHBIMK cucTeMaMn 1 6azaMmu aHHbIX MO
BonpocaMm oOyyeHus, aganTaumm W CTaXWPOBKW, pPasBUTUS U
NocTpoeHMs npodheccuoHanbHON Kapbepbl NepcoHana, BeaeHusd
yyeTa KaHOuOaTtoB Ha BaKaHTHble [OOMKHOCTU  (Npodheccun,
cneumanbHOCTH)

Bectn OEernoBYyH nepenncky

CobntogaTtb HOPMbI 3TUKM AENOBOro 06LEeHNsI

HeobxoguMble 3HaHUSA Mopsgok ogopMIeHUsl, BeOEHUss U XpaHeHWUst OOKyMeHTauuu,
CBSI3aHHOM C cucTemol oOyyeHusi, agjanTaumm WU CTaKUPOBKM,
pa3BUTUSA U NOCTPOEHUSA NPodeccnoHanbHOM Kapbepbl NepcoHana
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Mopsiaok hopMUpoBaHUus, BedeHUss GaHka OaHHbIX O MepcoHane
opraHusaumu 1 NpeaocTaBneHns OTYETHOCTU

HopmaTuBHble npaBoBble akTbl, perynupylolme npasa W
0043aHHOCTU  rOCYdapCTBEHHbIX OpraHoB W OpraHvM3auuv no
NpeaoCTaBneHuo Y4eTHON [OKyMEHTaLMUm

Mopsaok  OgOpMIEHUST  [OOKYMEHTOB, MNPEAOoCTaBMsieMbiX B
rocyaapCTBEHHbIE OpraHbl U UHbIe OpraHu3aumnn

OcHoBbI JOKYMEHTOO60pOTa 1 AOKYMEHTaLMOHHOIO obecneyeHns

MopsOoKk NpoOBeAEHUA 3aKynouHbIX npouedyp W odopmieHus
COMNYTCTBYHOLLEH OOKYMEHTaLMUM

CTpykTypa opraHusauuMnm W BakaHTHble AOMKHOCTU (mpodheccun,
cneumanbHOCTK)

TpynooBoe 3akoHOAATENbCTBO UM MHbIe aKTbl, copepXaliMe HOpMbl
TpyQoBoro npaea

OcCHOBbI apXxMBHOIO 3aKOHOAATENbLCTBA M HOPMAaTMBHbIE NMPAaBOBbLIE
akTbl Poccunckon depgepauunu, B YacTu BeAEHUA AOKYMEHTaLMKN MO
nepcoHany

OcHoBbl Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

3akoHogatenbctBo Poccuiickon degepaumMm O nNepcoHarnbHbIX
AaHHbIX

TexHonorun, MeToabl U METOOUKM npoeegeHnA aHanmsa w”u
cucrematmsaymm OOKYMEHTOB U VIHCbOpMaLI,I/II/I

NokanbHble HOpPMaTUBHbIE aKTbl OpraHu3auuu, perynupytoLime
NopsSAOK PasBUTUS M MOCTPOEHUSI NMPOPEeCCUMOHanbLHOW Kapbepbl,
oby4yeHus, aganTaumm 1 CTaXMPOBKK NepcoHana

Mopsaok 3akntoveHnst OroBOpoB (KOHTPaKTOB)

HopMbl 3TMKM OENoBOro obLieHns

basoBble  OCHOBbI I/IHdJOpMaTI/IKVI, CTPYKTYpHOE NOCTpOEeHne
I/IHd)OpMaLLI/IOHHbIX cucTeM 1 0cobeEHHOCTHU pa6OTbI C HUMU

[pyrvue xapaktepncTumku

3.5. O6006LweHHan TpyaoBas (pyHKUus

HanmeHoBaHue [eaTenbHOCTb NO opraHM3aumn Tpyaa u Kop, E YpoBeHb
onnarbl nepcoHana

KBanudukaumm

MpoucxoxgeHue
0600LLEeHHON TPyAOBON

OpuruHan X 3aMMcTBOBaHO
13 opurnHana
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dyHKLMN
Kon PernctpaumoHHbI
opvrMHana Homep
npogeccnoHanbLHoOro
cTaHaapTa

Bo3moxHbIe Cneuuwannct no HOPMUPOBAHUIO 1 ONnare Tpyaa
HaVMeHOBaHMS
OOrmkHocTel, npodeccuii | CneumanucT nNo opraHu3auum 1 onnare Tpyaa

Cneumannct no KoMneHcauusam 1 nbrotam

Cneuuwannct no nepcoHany

MeHemxep no nepcoHany
TpeboBaHus K Bbicwee obpasoBaHue
obpaszoBaHmio 1 JononHutensHoe npodeccuoHansHoe obpa3oBaHue - NporpaMmbl
oby4yeHuio npodeccroHanbHOM NepenoaroToBkM B 06nacT SKOHOMUKM,

HOPMMPOBaHWA 1 ONnatbl Tpyaa, NPorpamMmbl MNOBbILLEHNS

KBanudgukauum
TpeboBaHus K OnbITy -
npakTuyeckon pabothbl
Ocobble ycnosusi -
gornycka k pabote
Opyrne xapaktepucTunkm -

HOHOHHVITeanbIe XapaKTepucTuku
HavmeHoBaHWe gokymeHTa Kog HavnmeHoBaHve 6a30Bon rpynmbl, JOMKHOCTH
(npodbeccuu) nnu cneumanbHOCTH
OK3 2412 CneumanncTtbl No Kagpam n NpodopueHTaLmm
3423 CneuvanncTtbl KagpoBbIX CIYX0 1 yupexaeHun
3aHATOCTU

EKC - VHXXeHep No HopMMpOBaHUIO Tpyaa

- TexHuK no Tpyay

- OKOHOMUCT Mo Tpyay

- MeHemxep no nepcoHany
oKnaTeP 27755 OKoHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.5.1. TpynoBas cyHKumA

HanmeHoBaHne Oprannsaums Tpyga nepcoHana Koga E/02.6 YpoBeHb 6
(nogypoBeHb)
KBanudukaumm
MpoucxoxgeHue OpwurunHan X 3anmcTBOBaHO
TpyooBov oyHKUUN 13 opuruHana
Kon PernctpaumoHHbI
opvrMHana Homep
npogeccnoHanbLHoOro
cTaHaapTa
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TpynoBble gencTeus

AHanus ycrnewHbIX KOpPNopaTWBHLIX MPaKTUK MO  opraHu3auum
HOPMMPOBaHUA TpyAa AN PasnuYHbIX  KaTeropuii  nepcoHana,
0CcoGeHHOCTel NPOM3BOACTBA U AesATeNbHOCTY OpraHu3aLmm

Pa3spaboTka cuctembl opraHu3aumMv Tpyga nepcoHana W nopsiaka
HOPMMPOBaHMA Tpyda Ha pabouMx MecTax C OLEHKOM 3aTtpaT Ha
nepcoHan

BHenpeHve cucTembl opraHv3aumm Tpyaa nepcoHana v KOHTponst Hag
HOPMUPOBaAHMEM C OMpedeneHnemM TPYAOEMKOCTU, HOPMaTUBHOM
YUCNEHHOCTH, rpachmKoB paboT 1 YCIOBMI onnaThl Tpyda nepcoHana

BoisiBrieHne pe3epBOB MOBbILEHUS MPOU3BOAUTENBHOCTM Tpyaa U
KayecTBa HOPMUPOBaHWA TpPyda, MNOATOTOBKA MpPeasiokKeHUn Mo
N3MEeHeHNsIM YCNoBUiA U onnatbl Tpyaa nepcoHana

MogrotoBka npegnoXxeHun no oOpMUpPOBaHUO BrogkeTra Ha
opraHusaumio Tpyga nepcoHana

Onpegenexne achdekTMBHOCTU paboThl CUCTEMBI OpraHM3auun Tpyaa
N HOPMUPOBaHMSA Tpyaa Ha paboumx mectax

Heobxogmmble ymeHus

BHeOpsTb MeToabl pauMoHansHOW opraHusaLumm Tpyaa

Pa3pa6aTblBaTb nnaHbl OpraHn3aunoHHbIX n TEXHUYECKUNX
MepOﬂpWiITVIVI No NOBbILWEHUI0 NPON3BOAUTENBHOCTU Tpyda

AHanunsnpoBaTb COCTOSIHME HOPMUPOBaHWUS Tpyda, KayecTBO HOPM,
nokasartenen no Tpyay

AHanunsnpoBatb 3EKTUBHOCTL pPaboTbl CUCTEMbI OpraHusauum
Tpyda nepcoHana u HopMMpoBaHUst Tpyaa Ha pabovmx mectax

CocTtaenatb u KOHTPONMMpoOBaTb CTaTbh pacXogoB Ha onnaty Tpyaa
nepcoHana ana niaHnpoBaHUA 6I0ﬂ)KeTOB

PabotaTb ¢ MH(OPMaUMOHHBIMU cucTemMaMn U 6asamMu AaHHbIX MO
HOPMMPOBAHUIO K onraTte Tpyaa nepcoHana

Pa3pa6aTblBaTb n O(*)OpMJ'IﬂTb OOKYMEeHTbl NO HanpasBlieHUto
AeAaTenbHOCTU

CobntogaTtb HOPMbI 3TUKM AENOBOro 06LEeHNsI

Heobxogumbie 3HaHUsA

MeToapl yyeTa 1 aHanusa nokasarenen no Tpyay v onnare Tpyaa

MeTtoabl onpedeneHusl, OLEHKM U CpaBHEHMSI MNPOU3BOACTBEHHOM
WHTEHCUBHOCTUN U HaNpPsPKEHHOCTU Tpyaa

MeToabl HOpMUPOBaHUS TpyAa

Me)KOTpaCJ'IeBbIe M oTpacrneBble HOpMAaTMBbI TPYOOBbIX 3aTpaTt

CoBpeMeHHble dopmbl, cucTemsl onnatbl " yyeTa
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npon3BoOUTEINIbHOCTU TpyAda nepcoHana

Cuctembl, MeTogbl M (POpPMblI MaTepuanbHOro M HemaTepuarbHOro
CTUMYNMPOBaHWS! Tpyaa nepcoHana

TexHonorum n metogbl (.bOpMI/IpOBaHI/Iﬂ N KOHTpOnA 6IO,EI,)KeTOB

TexHonoruy, MeTodbl W METOAMKM MNPOBEAEHUs aHanusa W
cucTemMaTmsaumm JOKYMEHTOB U MHGOpMaLmm

OcHoBbI JOKYyMEHTOODOOpOTa 1 AOKYMEHTALMOHHOrO obecneyeHns

Mopspok  Tapudwukaumm pabor u©  paboumx, YyCTaHOBMEHUS
OOMKHOCTHBIX OKIagoB, Jdomnnat, HagbaBoK U KO3(EULMEHTOB K
3apaboTHOI Nnare, pacyera CTUMYNUPYOLLUX BbINAaT

TapudHo-kBanMUKaumMoHHbIe CnpaBoYHMKM paboT 1 npodheccuin
pabounx W KBanUUKALNOHHbIE XapaKTEPUCTUKM  OOIMKHOCTEN
cryxatymx

OcCHOBbI TEXHOMNOMMNK npon3BoACTBa N AeATelNNIbHOCTU OpraHmn3aumm

CTpykTypa opraHuMsaumm W BakaHTHble [OOMKHOCTU (Mpodbeccum,
cneumanbHOCTH)

Ka,u,poaaﬂ NONUTUKa K cTpaTerna opraHn3aumm

OKOHOMUKa Tpyaa

OcHoBbl 00WENn W couuanbHOW MNCUXOMNOrnK, COLMONOrMNn U
ncuxonorum Tpyaa

TpyooBoe 3aKkoHOAATeNbCTBO W MHbIE aKTbl, codepXaliue HOPMbI
TpyQoBoro npaea

OCHOBbLI apXMBHOIO 3akoHodaTenbCTBa M HOPMaTMBHbIE NPaBOBblE
akTbl Poccuickon ®enepaumm, B YacTu BeOeHUA AOKYMEHTauuu no
nepcoHany

OcHoBbI HanoroBoro 3akoHogatenscTBa Poccuiickon ®efnepaumm

3akoHomaTenbcTBO Poccuiickoit  dedepaumm 0 NepcoHanbHbIX
OaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHu3auun, perynmpyrowine
nopAaAoK opraHn3aunn Tpyaa h HOpM1MpoBaHUA nepcoHana

Mopsanok 3akntodeHns OroBopoB (KOHTPaKTOB)

HOprI 3TUKW 0enoBoro obLeHus

basoBble  OCHOBbI  MHGOPMATUKK,  CTPYKTYPHOE  MOCTPOEHUE
NMHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HUMU
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| D,pyrme XapaKTepucTtukumn

3.5.2. TpynoBas cyHKumA

TpyooBov oyHKUUN

N3 opurmHana

HavmeHoBaHve OpraHunsauus onnatbl Tpyaa nepcoHana Koga E/01.6 YpoBeHb 6
(nopypoBeHb)
KBanudukauum
MpouncxoxaeHne OpwurunHan X 3anmcTBOBaHO

Kog PerncrpaumoHHbiin
opuruHana Homep
npodeccnoHanbLHOro
cTaHgapTa

TpyaoBble AencTBus

AHanua ycrelHblX KOPNOPaTWBHbIX MPaKTUK MO  opraHusaumm
cUCTEeMbI onnaThl Tpyaa nepcoHana

Paspa6oTka cucTemMbl onnathl TpyAa nepcoHana

dopmMupoBaHMe nnaHoBoro Olomkera doHaa onnatel  Tpyaa,
CTUMYTUPYIOLLMX U KOMMEHCALMOHHBIX BbINaT

BHeapeHue cuctembl onnatbl Tpyga nepcoHana

MogrotoBka MNPEANOXEHUA MO COBEPLUEHCTBOBAHMIO CUCTEMbI
onnatbl TpyAa nepcoHana

Heobxoammble ymeHUs

Coctaenatb n KOHTpPONMMpoBaTb CTaTbM pPpacxod4oB Ha onnaty Tpyaa
nepcoHana anAa niaHnpoBaHUA 6I0ﬂ)KeTOB n (*)OH,D,OB

MpUMEHSATL TEXHOMOMMM MaTepuanbHONM MOTMBaULMKU B yrNpaBrieHuu
nepcoHanom

Pa3pa6aTblBaTb KoHUenuu NOCTPOEHNA MOTNUBAUMNOHHbIX
nporpaMmm paGOTHI/IKOB B COOTBETCTBUU C LUenaMn opraHn3aumm

AHanmanpoBaTb COBPEMEHHbIE CUCTEMbI OMNaThl U MaTepuanbHON
(MoOHeTapHOI) MOTMBaLMW TPyAa AN Lernen opraHm3aumm

AHanuavpoBaTb ypoBeHb oOMnartbl Tpyda fMepcoHana Mo
COOTBETCTBYIOLLMM NPOGeCCMOHanNbHbIM KBanuguKaumsam

MpoBOANTE MOHUTOPUHF 3apaboTHON NnaThl HA pbiHKE Tpyaa

AHanuavpoBaTb  (POpMbl  MaTepuanbHOro  CTUMYNMPOBaHMS,
KOMMeHcaumii 1 NbroT B onnaTe Tpyaa nepcoHana

PabotaTthb ¢ I/IH(bOpMaLI,VIOHHbIMI/I cuctemammn 1 6asamm OaHHbIX Mo
onnarte Tpyaa nepcoHana

CocTtaBnsiTb NPOrHO3bl Pa3BUTUSI ONJaThbl Tpyda nepcoHana

CobnogaTb HOPMbI 3TUKM AEN0OBOro 00LEeHNs
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Heobxogumble 3HaHUSA

dopmbl 1 cucTeMbl 3apaboTHOW nnaTbl, MOPSAOK COCTaBMEHMS
OlogoxeToB

CucTtembl, meToabl U dJOprI mMartepunanbHOro n HemartepuarnbHOro
CTUMynMpoBaHuA Tpyda nepcoHana

TexHonornn n MeToabl POPMUPOBAHNSA U KOHTPONS OmKETOB U
doHaoB

Mopspok  Tapudpmkaumm paboT w  paboumx, yCTaHOBMEHUS
OOMKHOCTHBIX OKNagoB, Aonnat, HaabaBok M KO3(ULMEHTOB K
3apaboTHoN nnare, pacyeTa CTUMYNUPYOLWMX BblNnaTt

MeToabl onpeaeneHnst YUCNeHHOCTU paboTHMKOB

TapundHo-KBanMpuKaunoHHbIe CnpaBovHMKK paboT u npodbeccuin
paboynx W KBanuUKaLNOHHbIE XapakTEPUCTUKN OOIMKHOCTEN
criyaLymx

MeToabl yyeTa M aHanusa nokasatenew no Tpyaoy v 3apaboTHown
nnare

TexHonoruun, MeToabl UM METOAMKM TMPOBEAEHUS aHanuMsa W
cucTemMaTmsaumm JOKYMEHTOB U MHGOpMaLmm

Ka,u,poaaﬂ NONUTUKa M cTpaTterna opraHm3aumm

CTpykTypa opraHu3auuMnm W BakaHTHble AOIMKHOCTM (mpodheccuum,
crneumanbHOCTH)

TpyooBoe 3aKOHOAATENbCTBO M MHble akTbl, coaepaliue HopMbl
TPYAOBOro Npasa

OcHoBbl Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

3akoHogaTtenbctBo Poccuiickon ®egepauum O NepCOHarnbHbIX
[aHHbIX

NokanbHble HOpMAaTWMBHbIE akTbl OpraHU3auuu, perynupyloLmne
onnary Tpyaa

OCHOBbI TEXHOMOMNK npoun3soacTea U AeATeNbHOCTU opraHn3auun

OcHoBbI JOKYMEHTOO60pOTa 1 JOKYMEHTaLMOHHOTo obecneyeHns

Mopanok 3akntodeHns OroBopoB (KOHTPAKTOB)

OcHoBbl 00OLelt U couuanbHOM MCUXOMNOruu, COouMonorMn wu
ncuxonoruu Tpyaa

HopMbl 3TMKM 0enoBoro obLieHns

Ba3oBble  OCHOBbI  MH(OPMATUKW, CTPYKTYPHOE  MOCTPOEHWE
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I/IHd)OpMaLI,I/IOHHbIX cucTeM 1 0CoBEHHOCTH paGOTbI C HUMU

[pyrvue xapaktepucTumku -

3.5.3. TpynoBas cdyHKUMA

HanmeHoBaHne AOMUHUCTPUPOBaHUE NPOLIECCOB U Kog E/03.6 YpoBeHb 6
OOKYyMeHTOODOOopOoTa no Bonpocam (nogoypoBeHb)
opraHusauuu Tpyga v onnarbl nepcoHana KBanudukaumm

MpoucxoxgeHue OpwuruHan X 3anmcTBOBaHO

TpyooBow oyHKUUN 13 opuruHana

Kon PernctpaumoHHbI
opurMHana Homep
npogeccnoHanbHoOro
cTaHaapTa
TpynoBble gencTBusA AHarnm3 npoueccoB JOKYMEHTOOO0POTa, NOKarnbHbIX JOKYMEHTOB MO

BOMpocam opraHusauunn onnartbl U Tpyaa nepcoHana

OdbopmrieHe [OOKYMEHTOB MO BoMpocam onfatbl M Tpyda
nepcoHana

Mogrotoeka I'Ipeﬂ]'lO)KeHVIIZ no BOMnMpocaMm onnarbl WU Tpyda
nepcoHana

lMogrotoBka nNpeasioXeHUn Mo COBEPLUEHCTBOBAHMIO CUCTEMbI
onnaTbl M opraHM3aLumm Tpyaa nepcoHana

,D,OKyMeHTaLI,I/IOHHOG 1N opraHm3aumMoHHOEe conpoBoXaeHne CUCTEMbI
OopraHusaumm n onnarbl Tpyda nepcoHana

MoarotoBka n 0bpaboTka 3anpocoB M YBEOOMITEHUIN O pabOTHUKAxX
B rocyapCTBEHHbIe opraHbl, MPOodeCCUOHanbHbIE CO3bl U Apyrue
npeacTaBuTenbHble OpraHbl paboOTHWKOB, MO CUMCTEMaM onnatbl U
opraHusauumm Tpyga nepcoHana

Conpoeom,qume AoroeopoB nNo OKa3aHuo KOHCYNbTaUMOHHbIX,
MHd)OpMaLLI/IOHHbIX ycnyr no cucrtemam onnatbl U opraHun3auumn
TpyAa nepcoHana, BKw4Yada npeaBapuTeribHble npoueaypbl No nx
3aKro4eHunto

Heobxoammble ymeHUs OGecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHNE MEPONPUSITUN
no onnaTte W opraH13auuu Tpyaa nepcoHana

OdbopMnsiTe JOKYMEHTbI MO BOMpocaMm oOnfaTbl U opraHusaumm
Tpyda nepcoHana, NpegocTaBnsieMble B rOCyAapCTBEHHbIE OpraHbl,
npodeccuoHarnbHble CO3bl U ApyrMe npeacTaBuTeNbHbIE OpraHbl
paboTHMKOB

AHaJ'II/I3VIpOBaTb HOpMaTuBHblIE U MeToaANYEeCKMe OOKYMEHTbl MO
BOMpocCam onjiatbl N opraHn3aunn Tpyga nepcoHana

OpFaHVI3OBbIBaTb XpaHeHne [OJOKYMEeHTOB B COOTBETCTBUU C
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TpeboBaHMAMM 3akoHogdaTtenbcTBa Poccuiickon ®depepaumm
nokarnbHbIMK aKkTaMu opraHmM3aunm

BecTn y4yeT M peructpaumio OOKYMEHTOB B WH(OPMAaLMOHHBIX
cucTEMax M Ha maTepuarbHbIX HOCUTENSIX

Pab6otaTthb ¢ I/IHdJOpMaLI,I/IOHHbIMI/I cuctemammn 1M 6asamm JaHHbIX Mo
cuctemam onnatbl U OpraHn3auunmn Tpyaa nepcoHana

MpousBoanTe NpedBapuTenbHble  3akyrmodHble npouedypbl U
ochopMNSATE  COMYTCTBYIOLWYIO AOKYMEHTaUMIO MO 3aKIYEHNIo
[0roBOpOB

BecTtu genoeyio nepenuncky

Cobntogatb HOPMbI 3TUKM AEN0OBOro 00LeHNst

Heobxogumble 3HaHUSA

nOpﬂﬂOK 0(*)0pMJ'IeHVIF|, BeeHNA N XpaHeHunA OOKymMeHTauun no
cuncrtemam onnatbl U opraHn3aunn Tpyaa nepcoHana

HOpMaTI/IBHbIe npaBoBbl€  aKThl, perynupyrowme npasa n
0bsi3aHHOCTH roCcygapCTBEeHHbIX OpraHoB W oOpraHu3aununm no
npenoctaBiieHnto yHeTHOV’I AOKyMeHTauumn

TexHonoruM, MeToabl WM METOAMKM TMPOBEAEHUS aHanuMsa W
cucTemMaTmsaumm JOKYMEHTOB U MHGOpMaLmm

JlokanbHble HOpMaTuBHbIE aKTbl OpraHu3auuun, perynupyrowme
nopAAoK onnarbl, OpraHn3aunm n HopmmpoBsaHua Tpyaa

OcHoBbI JOKYMEHTOO0OOpPOTA M AOKYMEHTALMOHHOIO obecneyeHns

Mopagok  dopmupoBaHus, BedeHuss  GaHKka  OaHHbIX U
npeaocTaBneHnst OTYETHOCTM MO CMCTEMaM onnaTthl U OpraHu3aLmm
Tpyda nepcoHana

TpyooBoe 3aKOHOAATENbCTBO M MHblE akThbl, coaepXaline HopMbl
TPYAOBOrO Mnpasa

OcCHOBbI apXMBHOMO 3aKoHoAATENbLCTBA M HOPMAaTUBHbIE MPaBOBLIE
akTbl Poccunckon degepaumu, B 4acTu BEAEHUSA AOKYMEHTALMM NO
nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenoctsa Poccuiickon Pegepauun

3akoHogaTtenbcTBo Poccuiickon Pegepauum O  NepCOHanbHbIX
[aHHbIX

Mopsagok 3akntodeHns JOroBopoB (KOHTPAaKTOB)

Mopsigok MpoBedeHWs 3aKyrouyHbIX Mpoueayp W odopMneHus
COMYTCTBYHOLLEN JOKYMEHTaLUm

HopMbl 3TMKM 4ENoBOro obLleHNs
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Ba3oBble  OCHOBbI  MH(OPMATUKW, CTPYKTYPHOE  MOCTPOEHWE
MHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTM PaboThl C HUMK

Opyrne xapaktepucTunkm -

3.6. O606wWweHHas TpyaoBasi PyHKLMUA

HaunmeHoBaHue [eaTenbHOCTb NO OpraHM3aumm Kop, F YpoBeHb 6
KOpropaTBHOW coLuanbsHOW NONUTUKK KBanudukaumm
MpouncxoxaeHve OpwurunHan X 3anmcTBOBaHO
0600LeHHON TpygoBomn 13 opurmHana
hyHKLUUM
Kog PernctpaLunoHHbIv
opurnHana HoMmep
npodeccnoHanbLHOro
cTaHgapTa
Bo3moxHble CneumanncTt no coumanbHbIM NporpaMmmam
HanMeHoBaHUA Cneunanunct no pabote ¢ npegcTtaBUTENbHLIMW OpraHaMu

OOMKHOCTeNn, npodeccun | paboTHMKOB

Cneuunanuct no kopnopaTMBHOWM coumarnbHON NONUTHKE
Cneumanuct no nepcoHany

MeHemxep no nepcoxHany

TpeboBaHus K Bbiclwee obpasoBaHue
06pasoBaHuto n JononHutenbHoe npodeccrmoHansHoe obpasoBaHmne - NporpaMmbl
0bBy4eHuno npodeccroHanbHON NepenoaroToBKM U NPOrpaMMbl NOBbILLEHNS

KBanudvkauum B 06rnacTy coumarnbHbIX NporpamMm

TpeboBaHusA K OnbITY -
npakTuyeckon paboTbl

Ocobeblie ycnosus -
gonycka kK pabore

Lpyrve xapakTepucTuKu -

HdononHutenbHble XapaKTepUucTukun

HavnmeHoBaHWe OoKyMeHTa Koga HanmeHoBaHve 6a3oBon rpynmnbl, JOSMKHOCTH
(npodheccumn) nnm cneumanbHoOCTU

OK3 2412 CneunanucTbl Mo Kagpam u npocopueHTaumnm

3423 CneumanucTtbl KagpoBbiX CNyX6 n yupexgeHun
3aHATOCTH

EKC - Cneuunanuct no kagpam
- MeHexep no nepcoHany

oKnaTrP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

OKCO - -

3.6.1. TpynoBas cyHKumA

HanmeHoBaHne PaspaboTka kopnopaTuBHOM coumManbHOM | Koga | F/01.6 YpoBeHb | 6 |

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


http://docs.cntd.ru/
http://docs.cntd.ru/document/1200121893#7D20K3
http://docs.cntd.ru/document/9029638#7D20K3
http://docs.cntd.ru/document/842502411#7D20K3

06 yTBepxaeHUN NnpodeccmoHanbHOro ctaHgapta "Crneunanqct no ynpaeneHuno nepcoHanom”
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

CrtpaHuua 41

NOMUTUKM | ‘

(noaypoBeHb)
KBanudukauum

MpouncxoxaeHne
TPyLooBOW OyHKUNN

OpwuruHan X 3anmcTBOBaHO
13 opuruHana

Kog PernctpaumnoHHbIv
opurMHana Homep
npodeccnoHanbLHOro
cTaHgapTta

TpyaoBble AencTBus

AHanW3 ycnelwHbiX KOPMOpaTMBHBLIX MPaKTUK MO OpraHuM3aumun
couManbHOro  MapTHepCTBa, couuanbHOW  OTBETCTBEHHOCTU U
coumarnbHbIX Nporpamm

Pa3paboTka KopnopaTUBHbIX CoLMarbHbIX MPOrpaMm

Pa3pa60TKa CuCTembl Bbinnat pa6OTHVIKaM counanbHbIX Nbrot

OpraHusaumss neperoBopoB C MPOdECCUMOHanbHbIMU  Col3aMn U
ApYyrMu npeacTaBuTenbHLIMU opraHamu pabOTHUKOB,
0BLLECTBEHHLIMY opraHusaumsamu, B3aMmopencTene c
rocyqapCTBEHHLIMU OpraHamm

MoarotoBka npennoXeHnin no opMMpoBaHM0 OlogKeTa B 4actu
obecneveHuns KopnopaTMBHOW CoLManbHOM NOAUTUKN

Heobxoammble ymMeHUs

Oﬂpeﬂ,eﬂﬂTb uenesble rpynnbl nepcoHana Aand pa3p860TKVI
cneunann3npoBaHHbIX coUunarbHbIX NporpaMmm

JoBoanTb MHGOpMauuo O couunanbHbIX MporpaMMax OO LeneBbiX
rpynn nepcoHana C MCNOMb30BaHWEM WHCTPYMEHTOB BHYTPEHHMUX
KOMMYHMKaLni

Onpenensitb KpUTEPUM U YPOBHW YOOBINETBOPEHHOCTM NepcoHana

Mcnonb3oBatb MaTtepuaribHble U HeMmaTepuaribHble CUCTEMbI, METOAbI
n (bOprI MOTMBaUUKM B ynpaBreHUn nepcoHarnom

OnpenensiTe  0GbeMbl CPEACTB  ANs  peanusaumn  coumarnbHbIX
rapaHTuWii, KOPNOPaTUBHBIX NbIOT U MHbIX 3NIEMEHTOB KOPNOpaTUBHbIX
coumanbHbIX NporpaMm Ans hopMMpoBaHUs BIOaXETOB

CocTtaenatb u KOHTponnpoBaTb CTaTbl pacxodoB Ha couuaribHble
nporpamMmmbl Ana ninaHMpoBaHUA 6IO,EI,)KeTOB

MpousBoauTe  NpedBapuTenbHble  3aKynodHble — npoueaypbl
ocbopMneHne ConyTCTBYIOLLEA AOKYMEHTAUMM NO  3aKIIOYEHUIO
[OroBOpoOB

CobntogaTb HOPMbI 3TUKM AENOBOro 00LEHNs

Heobxogumble 3HaHUSA

Mopsigok 1 MeToabl pa3paboTky MAaHOB WM MPOrpaMM COLManbHOro
pa3BUTUA OpraHu3aumm

MeTtoabl aHanmaa BbINOJTHEHUA coumnanbHbIX nporpamm n
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onpeaeneHnsa Nx SKOHOMUYeckon acpekTMBHOCTHU

Cuctembl, MeTogbl M POpPMblI MaTepuanbHOro M HemaTepuarbHOro
CTUMYNMPOBaHWS! Tpyaa nepcoHana

TexHonorum n metogbl (.bOpMI/IpOBaHI/Iﬂ N KOHTpOnA 6IO,EI,)KeTOB

MeToabl MpoBeAeHWNs COLMONOrMYECKUX WCCINEeQoBaHUA, U3ydYeHUust
06LWEeCcTBEHHOro MHEHUSs

TexHonorun, MeToabl WM METOAMKU nposefeHnAa aHanumsa wu
cucrematmsaunm AJOKYMEHTOB U I/lH(*)OpMaLMI/I

Mopsagok npoBedeHUs 3aKymnoyHbIX npouegyp WM O0dopMIieHUs
COMyTCTBYHOLLEN AOKYMEHTALMK

OcHoBbl I'IpOVI3BO/J.CTBeHHOl71 AeATeNnbHOCTN OpraHn3aunmn

OcHoBbl 06LLler KW coumanbHOW  MCUXOMOrMK, COLMOMNOrun U
ncuxonoruv Tpyaa

CTpykTypa, uenu, ctpaTtervsi U kagposasi NonuTUKa opraHu3aumm

TpynoBoe 3akoHoAaTeNbCTBO W MHblE aKTbl, copepXKaliue HOpMbl
TPYAOBOrO Mnpasa

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

HopmaTvBHble NpaBoBble  aKTbl, PeErynupylwue npaea W
00513aHHOCTU  FOCYAapCTBEHHLIX  OpraHoB,  NPOGECCUOHAarbHbIX
COI30B U ApYrnX NpeacTaBUTENbHbIX OpraHoB PaboTHUKOB

3akoHogaTtenbcTBo Poccuiickon ®epepauum 0 NepCoHanbHbIX
DaHHbIX

NokanbHble HOPMaTWBHblE akTbl OpraHW3auuun, perynupyoLime
nopsiAoK hOPMUPOBAHUSA COLMAnbHOM NOMUTUKA

OcHoBbl MpaBoBoro  perynupoBaHus  Poccuiickon  depepaumu
nopsiaka 3akrioyeHny JOroBOpoB (KOHTPAKTOB)

Hopmbl aTHKkn genoBoro ooLweHns

basosble OCHOBbI VIH(bOpMaTVIKI/I, CTPYKTYpPHOE NnocTpoeHne
I/IHd)OpMaLLI/IOHHbIX cucTeM 1 0CoBEHHOCTU paGOTbI C HUMU

[pyrve xapaktepnctumku

3.6.2. TpynoBas cyHKUMA

HanmeHoBaHne Peanunsaums kopnopatMBHOM Koga F/02.6 YpoBeHb
coumanbHON NOMUTUKN (nogypoBeHb)
KBanudukaumm
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MpouncxoxaeHve
TPyLooBOW OyHKUNN

OpuruHan X 3amMMcTBOBaHO
13 opurmHana
Kop, PerncrpaumoHHbin
opvrMHana HoMmep
npodeccnoHanbLHOro
cTaHgapTa

TpyooBble gencTeus

BHeapeHne koprnopaTUBHbIX coLuarnbHbIX MporpaMmM, B TOM YUcne Mo
coumarnbHo noaaepKke oTAernbHbIX rpynn paboTHUKOB

Peannsaums cuctembl coumarnbHbIX JbroT, BbinfaTt paboTHMKaM C
y4yeTom TpeboBaHuii 3akoHogaTenbcTBa Poccuiickon Pegepaunm

OueHka YAOBNETBOPEHHOCTH nepcoHana KopnopaT1BHOM
coumarnbHOM NONUTUKON

OueHka apheKTBHOCTM MEPONPUSITUIA KOPMOPATUBHOW COLMarbHON
NOMAUTUKN

Moarotoeka npe/J,no>|<eHm71 Nno coBepLeHCTBOBAHUIO MepOI'IpVIHTVIVI
KopnopaTMBHOM CoLManbHOW MONUTUKN

MogrotoBka npeanoXxeHun no GopMupoBaHuMio OomkeTa  Ha
peanusaumio KopnopaTUBHOM COLManbHOW NOMUTUKM N coumnanbHbIX
nporpamm

Heobxogumble ymeHus

PaccunTtbiBaTb 3aTpaTbl Ha MpoOBedeHWe creuuanuanpoBaHHbIX
coumarnbHbIX NporpamMm

MpOBOAMTE MOHUTOPUHF YCMELUHbIX KOPMOPAaTMBHLIX COLManbHbIX
nporpamm

MpoBoanTb MeponpusiTUSS B COOTBETCTBUM C  KOPMOPaTMBHOW
couunanbHOW NMONUTUKON

Oﬂpeﬂ,eﬂFITb uenesble rpynnbl nepcoHana Aansa co3aaHunga
cneymnanmn3npoBaHHbIX counarnbHbIX MporpamMmm

Oﬂpeﬂ,eﬂﬂTb KpuUtepumn n ypoBHU yOooBneTBOPEHHOCTU nepcoHana

OnpegensTb aheKkTBHOCTL MEepPOonNpUATU peanunsyemom
KOPMopaTUBHOWM coLmanbHON NONUTUKN

OpraHu3oBbiBaTb B3aUMOOEWCTBME C rOCYAAaPCTBEHHBIMW OpraHamu,
npodeccuoHarnbHbIMU - COlO3aMU U APYIUMU  NPeacTaBUTENbHBLIMM
opraHamu paboTHUKOB, OOLLECTBEHHLIMW U MHBLIMW OpraHu3auvsamMm
no Bonpocam peanusalumn KopropaTUBHON coLunanbHOW NMonMUTUKK

AHanuaumpoBsaTb PbIHOK ycnyr no coumarnbHbIM 7
creuvanuanpoBaHHbIM NMporpaMmmaM coLnanbHON NoAAEPXKKU YeHOB
LieneBbIX rpynn ¥ roTOBUTb NPEANoXeHWs Mo UX NocTaBLLMKaM

MpousBoOauTe  MpeOBapuTEnbHble — 3aKyrnovHble  npoueaypbl W
0OPMIIATL  COMYTCTBYIOLLYIO AOKYMEHTAUMIO MO  3aKHYEHUHO
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[orosopos

CobntogaTtb HOPMbI 3TUKM AENOBOro 06LEeHNsI

Heobxogumble 3HaHUA

BOI'IpOCbI ynpasleHna coumarnbHbIM pa3BuTnem opraHmsaunm

MeToobl aHanu3a BbIMOMHEHUS  KOPMOPATUBHBLIX  COLUManbHbIX
nporpamMmm u onpegeneHns nx aIKOHOMMYeckomn appekTMBHOCTH

Cuctembl, MeTofbl, OOPMbl MaTepuanbHOO UM HemaTepuarnbHOro
CTMMYNMpPOBaHUA TpyAa nepcoHana

MeToabl NPOBEAEHUS] COLIMONOTMYECKUX WCCIeqoBaHui, W3ydYeHust
06LEeCTBEHHOro MHEHUs

TexHonorun, MeToabl W METOAUKM nposeneHnAa aHanu3a Wu
cucrtematmsaunm JOKYMEHTOB U VIH(*)OpMaLI,MM

HopmaTuBHble npaBoBble  aKTbl, perynupylowue npaesa W
00513aHHOCTU  FOCYAapCTBEHHbIX  OpPraHoB,  MPO(ECCUOHAaNbHbIX
COI30B W JpYyryx npeacTaBUTENbHbIX OpraHoB pPabOTHUKOB MO
NpefoCTaBMneHNto y4eTHOM JOKYMEHTaLUmm

Mopsigok npoBedeHus  3aKymnouHblx npouedyp W odopmIieHus
COMYTCTBYHOLLEN JOKYMEHTaLUM

CprKTypa, uenu, ctparterma n Kagposas norntuka opraHn3auunm

OcHoBbI NPON3BOACTBEHHON AeATENbHOCTU OpraHu3aLmm

OcHoBbl 00WENn ” couuanbHOW MNCUXOMNOrnK, COLMONOrMn U
ncuxonoruu Tpyaa

TpynooBoe 3aKoHOAATeNbCTBO M WMHble aKTbl, CoAepXaliue HOpMbl
TpyQoBoro npaea

OCHOBbI apXxMBHOIO 3akoHoAaTenbCTBa W HOPMaTMBHbIE NPaBOBblE
akTbl Poccuickon ®enepaumm, B YacTu BeOeHUA AOKYMEHTauuU Mo
nepcoHany

OcHoBbI HanoroBoro 3akoHogatenscTa Poccuiickon ®epnepaumm

3akoHogaTtenbctBo Poccuiickon ®epepauum 0 NepCoHanbHbIX
[aHHbIX

JlokanbHble akTbl OpraHv3auuu, perynupytolime nopsaok BHeApeHUs
coLunanbHOWM MONUTUKN

Mopsanok 3aknodeHns OroBopoB (KOHTPaKTOB)

HopMbl 3THKM AenoBoro obLLeHNs

BbasoBble  OCHOBbI  MHGOPMATUMKK,  CTPYKTYPHOE  MOCTPOEHUe
MHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HUMU
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Lpyrve xapakTepucTuKku

3.6.3. TpynoBas cyHKuMA

HanmeHoBaHne AOMUHUCTPUPOBaHUE NPOLIECCOB U Koga F/03.6 YpoBeHb 6
OOKYyMeHTOODOOopOoTa no Bonpocam (nogoypoBeHb)
KopnopaTMBHOM CoLManbHOM NOSIUTUKN KBanudukaumm

MpoucxoxgeHue
TPy£oBoW OYHKLUK

OpuruHan X 3aMMcTBOBaHO
n3 opurnHana

Kon PernctpaumoHHbIi
opurMHana Homep
npodeccroHanbHoro
cTaHgapTta

TpyooBble gencTeus

AHarnm3 npoueccoB JOKYMEHTOOO0pOTa, NOKarnbHbIX JOKYMEHTOB MO
BOMpOCaM KOpPrnopaTUBHOW coLmanbHOM NONUTUKN

[lokymeHTauMoHHOE OCopMIIEHME Pes3ynbTaToB  KOPropaTUBHOM
coumnansbHOM MoNUTUKK

MoarotoBka  nNpeonoXeHun MO pasBUTUIO  KOpHopaTUBHOW
counanbHON NOMUTUKN

MogroToBka pe3ynsTaTtoB aHanmsa COOTBETCTBMS KOPMOpaTUBHOM
coumanbHown NONMUTUKM TpeboBaHMAM 3aKoHogdaTenbLCTBa
Poccunckon ®enepaumm 1 ycnoBmsam pbiHKa Tpyaa

,D,OKyMeHTaLI,I/IOHHOG n opraHn3auunoHHoe conpoBoxaeHne
MeponpvaMﬁ KOpI'IOpaTI/IBHOIZ coumanbHOM NOMUTUKK

MoarotoBka n 0bpaboTka 3anpocoB M YBEOOMITEHUIN O pabOTHUKAxX
B rocyapCTBEHHbIe opraHbl, MPOodeCCUOHanbHbIE CO3bl U Apyrue
npeacTaBuTenbHble opraHbl paboTHUKOB NO BOMPOCAM COLMANbHOM
MONUTUKM B OTHOLLEHWUM NepcoHana

ConpoBoxaeHne [OOroBOPOB MO OKA3aHUIO KOHCYMLTALMOHHBIX U
MH(DOPMALMOHHBIX  YCIYr MO MEPONpUATUAM  KOpropaTUBHOM
coumanbHoOW NONMUTMKK, BKMoYas npeasapuTenbHble Npoueaypbl no
UX 3aKMIOYEHUIO

Heobxoammble ymeHus

OdopmMnsiTe AOKYMEHTbI MO BOMPOCaM KOPNOopaTMBHON coLuansbHOm
nonnTUKK, npegocTaBnsieMble B  FOCYAapCTBEHHble  OpraHbl,
npencraBUTENbHbIE OpraHbl paboTHNKOB

AHanusnpoBaTtb npaBuna, MNOpsgKW, Npoueaypbl KOpnopaTUBHOM
counanbHOM MONUTUKN

OGecneunBaTe [OKYMEHTALMOHHOE COMPOBOXAEHWE COoLMarnbHOM
MONMUTUKN B OTHOLLIEHUM NepcoHana

OpraHu3oBbiBaTb XpaHeHWe [OOKYMEHTOB B COOTBETCTBMU C
TpeboBaHMAMM  aApPXMBHOMO  3akoHogaTtenbcTBa  Poccunckon
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d)e,u,epau,mm M NoKalibHbIMW akKTaMn opraHu3auunmn

MpousBoanTe NpeaBapuTeEnbHble  3aKkyrmodHble npouedypbl U
ochbopMNSATE  COMYTCTBYIOLWYIO OOKYMEHTaUMIO MO  3aKYeEHHo
Z[OroBOpOB

PabotaTthb ¢ I/IHdI)OpMaLI,I/IOHHbIMI/I cuctemammn 1 6asamu AaHHbIX MO
BOonpocam couunanbHOW NOMIMTUKN B OTHOLLEHWM nepcoHana

BecTn y4yeT M peructpauuio OOKYMEHTOB B WHGOPMAaLMOHHBLIX
cucTeMax ¥ Ha maTepuarbHbIX HOCUTENSX

BecTtu genoeyto nepenuncky

CobntogaTtb HOPMbI 3TUKM AENOBOro 00LWeHNst

Heobxogumble 3HaHUSA

nOpﬂD,OK 0(*)OpMﬂeHVIFI, BeEeHNA N XpaHeHuA OOKyMeHTauun no
coumanbHON NONUTMKE B OTHOLLEHUN nepcoHana

Mopsiaok  dopMupoBaHus, BedeHWst  GaHka  OaHHbIX U
npenocTaBrneHnst OTYETHOCTM MO BOMPOCaM COLManbHOM MOMUTUKA
B OTHOLLEHUW NepcoHana

TexHonoruu, MeToabl UM METOAMKM TMPOBEAEHUS aHanuMsa W
cucTeMaTmsaumm JOKYMEHTOB U MHGOpMaLm

OcHoBbl JOKyMEHTOO60pOTa 1 OKYMEHTaLWOHHOTO obecneyeHns

Mopsigok MpoBedeHWst 3aKyrouyHbIX npoueayp W odopMneHus
COMYTCTBYHOLLEN JOKYMEHTaLUM

CTpykTypa opraHusauuMn WM BakaHTHble AOMKHOCTU (mpocdhbeccuu,
cneumanbHOCTK)

TpynooBoe 3akoHOAATENbCTBO UM UHbIe aKTbl, coAepXalliMe HOpMbl
TpyQoBoro npaea

OcCHOBbI apXMBHOMO 3aKoHoAATENbLCTBA M HOPMAaTUBHbIE MPABOBLIE
akTbl Poccunckon degepaumu, B 4acTu BEAEHUA AOKYMEHTALMM NO
nepcoHany

OcHoBbI HanoroBoro 3akoHogatenscTBa Poccuiickon ®efnepaumm

HopmaTuBHble NpaBoOBble akTbl, pPerynupylolMe npasa W
0043aHHOCTU  rOCYQapCTBEHHbIX OpraHoB, NpodeccHMoHarnbHbIX
COI30B W [ApYrUx npeacTaBUTENbHLIX OpraHoB pPabOTHUKOB MO
NpeaoCTaBneHuio Y4eTHON [OKYMEHTaLMUm

3akoHogaTtenbctBo Poccuiickon ®egepauum 0 NepCOHanbHbIX
OaHHbIX

NokarnbHble HOPMAaTUBHbIE aKkTbl OpraHU3auuu, perynupyloLmne
nopsilok BHEAPEHUS] KOPMOpaTUBHOW couuanbHOM MOMUTUKM U
coumarnbHbIX NporpamMm
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Mopsaok 3akntoveHnst OroBOpoB (KOHTPaKTOB)

HopMbl 3TMKM OENoBOro obLeHns

basoBble  OCHOBbI I/IHdJOpMaTI/IKVI, CTPYKTYpHOE NOCTpOEHne
I/IHd)OpMaLLI/IOHHbIX cucTeM 1 0COBEHHOCTU pa6OTbI C HUMU

[pyrve xapaktepncTumku -

3.7. O606LwWeHHas TpyaoBas (pyHKLMUs

HanmeHoBaHne OnepauunoHHoe ynpaeneHme Kog G YpoBeHb 7
nepcoHanom v nogpasaeneHvem KBanudukaumm
opraHusaumm

MpoucxoxgeHue Opwurunan X 3anmcTBoBaHO

06006LLIeHHON Tpyo0BON n3 opurnHana

YHKLMN

Kop, PerncrpaumoHHbIn
opurMHana Homep
npodeccnoHanbHOro
cTaHgapTta
Bo3moxHbIe PykoBoanTenb CTPYKTYpPHOro nogpasgeneHust
HaVMeHOBaHUS HauanbHWK CTPYKTYPHOro nogpasaeneHus

OOIMKHOCTEN, Nnpodeccuin

TpeboBaHus K
obpasoBaHuio n
obyyeHnto

Bbicluee obpasoBaHue - cneuuanuTeT, MarucTparypa
JlononHuTensHoe npodgeccmoHansHoe o6pasoBaHme - NporpaMmbl
npodeccroHasbHoOl NepenoaroToBku B 06acTi ynpaeneHus
NepcoHanoM, onepawnoHHOro 1 TakTUYECKOTO yNpaBneHus:;
nporpaMmbl NOBbILIEHUS KBaNUgVKaLMU B 0GrnacTu ynpasneHust
NepcoHanoM, onepawunoHHOro 1 TakTUYECKOro ynpaeneHus

TpeboBaHus K OnbITy
npakTuyeckoin paboThbl

He meHee natu net B obnactun ynpaslieHnAa nepcoHariom

Ocobble ycnosusi
ponycka kK pabote

[pyrne xapaKkTepucTuku

[dononHutenbHble XapaKTepPUCTUKN

HavmeHoBaHWe ookymeHTa Kopg

HaunmeHoBaHue 6a30BoW rpynmbl, 4OMKHOCTU
(npodbeccuun) nnu cneumanbHOCTH

OK3

1232 PykoBoguTtenu nogpasaeneHun (cnyx6) ynpasneHus
Kagpamu 1 TpyAOBbIMU OTHOLLEHUSIMM

EKC

- HavanbHuK otaena kagpos

- HavanbHWK oTaena opraHvsaumm 1 onnatbl Tpyaa

- HavyanbHUK oTaena noAroToBKM Kaapos

- HavanbHuk otgena coumnanbHOro pa3BnTUA

- 3aBenyoLwnii (Ha4arnbHKK) OTAENOM KagpoB

oKnaTpP

24063 MeHegxep no nepcoHany
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3.7.1. TpynoBas cyHKumA

HaunmeHoBaHue PaspaboTtka cuctembl onepaumoHHOro Kog G/01.7 YpoBeHb 7
ynpaeneHus nepcoHanom n paboThbl (nopypoBeHb)
CTPYKTYPHOIO noapasaeneHnd KBaJ‘II/Id)I/IKaLI,VII/I

MpouncxoxaeHve
TPyooBOW OyHKLNN

OpuruHan X 3aMMcTBOBaHO
13 opurnHana

Kog PerncrpaumoHHbin
opurnHana HOMeEp
npodeccnoHanbLHOro
cTaHgapTta

TpyooBble oencTeus

Ananus YCNewHbIX KOopnopaTtMBHbIX MNpPakKTMK No BOMNpoCamM
cTpaTterm4eckoro wn onepatumBHOIo ynpaslieHUA nepcoHanlnomMm
opraHu3auunmn

[MocTtaHoBKa onepaTuBHbIX Lenen Mo BomnpocaMm yrnpaBeHus
nepcoHanom

PaspaboTka nnaHoB, nporpamm W npouedyp B ynpaBneHwuun
nepcoHanom

Paspa6otka npeqOnoxeHuin Mo CTPYyKType nogpasaeneHns  u
noTpeBHOCTM B NepcoHarne

PaspaboTka npeanoxeHuin Mo  obecrneveHuto  nepcoHariom,
hbOpMMPOBAHUIO CUCTEM OLEHKM, pasBUTUS, oOnnatbl Tpyaa,
KOpropaTvBHbIM  couManbHbIM  MporpaMmaM U couuanbHon
nonuTmKe

PaspaboTka npeanoxeHuii o 3aTpatax u dopmMmpoBaHuio BrogxeTa
Ha nepcoHan

PaspaboTtka npeanoXeHMr MO  3aKYEHUIO OOrOBOPOB MO
yMpaBreHno NepcoHanoM € MOCTaBLUMKaMu YCMyr U npoBedeHue
npenBapuTenbHbIX NPoLeayp No UX 3aKMYEeHNIO

Heobxogumble ymeHus

OpraHu3oBbIBaTh paboTy nepcoHana CTPYKTYPHOro nogapasneneHus

OnpepensaTe 3adayn nepcoHana CTPYKTYPHOTO MNoapasfeneHus,
ncxops 13 Lenen n ctpaTernm opraHmsaumm

CosgaBaTb M OMUCLIBaTb OPraHU3aLUMOHHYIO CTPYKTYPY, Lenu,
3aaa4un, PyHKLMM CTPYKTYPHOTO noapasaeneHus

MpuMeHsATb MeTOAbI YNPaBMEHNST MEXITUYHOCTHBIMU OTHOLLEHUSIMU,
dopmMmupoBaHus KOMaHz, passuTus nupaepcrtea "
WCMONHWUTENbHOCTK,  BbISIBIIEHWS  TanaHToB,  OnpeferieHust
yOOBMNETBOPEHHOCTU paboToi

Onpepensite, aHanuaupoBaTb, MOAENUPOBaTb W BbICTPauBaTb
BHYTPEHHME KOMMYHMKaLUWK nepcoHana

PaspabaTtbiBaTe MPOEKTHbIE MPEANIOKEHUST U MEepPOonpuUATMS Mo
adhpekTnBHOM paboTe nepcoHana
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BHe,CI,pFITb CTpaTeruvio no ynpasneHuto nepcoHasiom

CocTaBnaTb, paccuynTbiBaTb, KOPPEKTMPOBaTb M KOHTPONUPOBAaTb
cTaTbW pPacxofloB Ha MepcoHan, paspabaTbiBaTb NpPeaioXeHUs Mo
3aTpaTtaM Ha nepcoHan Ans opMupoBaHusa bogkeTa

MpenctaBnaTb WMHTEpPEechbl OpraHuM3auuuM W BEeCTU MeperoBopbl C
NpoeccuoHanbHbIMU COO3aMU U APYIMMU NPEACTaBUTENbHLIMU
opraHamMu paboTHMKOB, B3aMMOOENCTBOBATb C rOCYAAPCTBEHHbLIMM
opraHusaumsiMm

AHanuauposatb MHdOpPMaUMo Mo NocTaBLMKam ycnyr B obnactu
ynpaBreHns NepcoHasnioM 1 Mo ycroBusiM 3akrtovaemblX JOrOBOPOB

MpousBoanTe NpedBapuTenbHble  3aKyrmodHble npouedypbl U
ocbopMnSATE  CONYTCTBYIOLLYIO [AOKYMEHTAUMIO MO  3aKMYEHUHO
[0roBOpOB

PaboTtatb ¢ MHopMaUMOHHBIMK cucTeMaMn 1 6azaMmm AaHHbIX MO
BOMpOCaM ynpaBrieHnsi nepcoHariom

OpraHu3oBbiBaTb M MPOBOAUTL KOPMOPATUBHLIE MEponpusiTUS C
nepcoHanomM

CobntogaTtb HOPMbI 3TUKM AENOBOro 06LEeHNsI

Heobxogumble 3HaHUA

Metoabl, cnocobbl K1 MHCTPYMEHTbI ynpaBlieHnA nepcoHasriom

Llenu, ctpaterus passutus n GusHec-nnaH opraHMsaLum

Monutuka ynpaslieHna nepcoHanomM opraHun3auumm

MeToabl aHanMsa KOMWYECTBEHHOMO M KayeCTBEHHOro CocTaBa
nepcoHana

CucTembl cTaHOapToB Mo  GuaHec-mpoueccaM, Mpodeccusm,
HopMam Tpyaa

Cuctembl, MeTodbl U hopMbl MaTepPUanbHOrO M HeMaTepuanbHOro
CTUMYNMPOBaHUSI Tpyaa NnepcoHarna

TexHonorun n metoabl (bOpMVIpOBaHMﬂ N KOHTpOJ1A OrompkeToB

Mopsnok npoBedeHWst 3akymouvHblIX npoueayp Y odopmieHus
COMyTCTBYHOLLEWN [OKYMEHTaLMM

OcHoBbI NPOW3BOACTBEHHOW OeATENbHOCTU opraHn3auum

OcHoBbl 00OLlelt U couuanbHOM MCUXOMOruu, CouMonorun wu
rcuxoriorny Tpyaa, SKOHOMUKKM Tpyaa, 6e3onacHbIX yCroBuii Tpyaa

CTpyKTypa opraHusaumm
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TpyooBoe 3aKOHOAATENbCTBO M MHblE akTbl, coaepXaliue HopMbl
TPYAOBOrO MNpasa

OCHOBbI apXMBHOro 3aKkoHOAATENbCTBA M HOPMAaTUBHLIE NPaBOBbIE
akTbl Poccunckon degepauuu, B 4aCcT BEAEHUS AOKYMEHTALMM MO
nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTtenbcTea Poccuiickon ®enepaumm

OcHoBbl MUIPaLMOHHOIO 3aKkoHogaTenbCcTBa Poccumckon
depepauun, B YacTM nNpuUBMAEYEeHMS U TPygoycTponcTea
WMHOCTPaHHbIX rpaxaaH 1 nuy 6e3 rpaxkgaHcTea

OcHoBbl aMUHNCTPaATUBHOINO  3akoHoAaTesnbCTBa B obnactu
ynpasneHuna nepcoHanomMm U OTBETCTBEHHOCTU OOITKHOCTHbIX UL

3akoHopatenbctBO  Poccuiickon — depepaumm no  3awmrte
nepcoHasrbHbIX AaHHbIX

NokanbHble HOpMaTWBHbIE aKTbl OpraHuM3aumMm B obGnactu
ynpaBreHns nepcoHariom

Mopsaok 3aknoveHnst OroBOpoB (KOHTPaKToB)

HopMbl 3TMKM 0ENoBOro obLeHns

basoBble  OCHOBbI I/IHdJOpMaTI/IKVI, CTPYKTYpHOE NOCTpOEeHne
VIHd)OpMaLLI/IOHHbIX cUCTEM N 0COBEHHOCTH pa60TbI C HUMU

[pyrvue xapaktepnctumku

3.7.2. TpynoBas cdyHKUMA

HanmeHoBaHue Peanusaumsa onepaLlMOHHOro yrnpaBneHus Kon G/02.7 YpoBeHb

nepcoHanom n paboTbl CTPYKTYPHOIO (nogypoBeHb)

nogpasaeneHus KBanudukaumm
MpoucxoxgeHue Opurunan X 3anmcTBOBaHO
TpyooBov oyHKUUN 13 opuruHana

Kop, PerncrpaumoHHbin
opuruHana
npodgeccnoHanbHoOro
cTaHgapTta

TpyooBble gencTeus

nﬂaHI/IpOBaHVIe noeAaATenbHOCTU nogpasgeneHna n nepcoHana

OnepaTMBHOE  ynpaBrieHne  MNepcoHarnom nogpasgeneHus
opraHusauumu

PacyeT 3aTpat no nogpasfeneHunio 1 noaroToBKa NpeaiokeHun ans
dhopmupoBaHns GrogxeTa

PaspaboTka cTaHOapTOB  AeATenbHOCTM  noapasfeneHus U
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YHUbMKauusa npoLeccoB

MpoBeneHve MHCTPYKTaXa Mo oxpaHe Tpyaa

MocTaHoBKa 3agay paboTHMKaM CTPYKTYPHOrO rogpasaeneHus,
onpefdeneHne pecypcoB Ans WX  BbIMOMHEHWUS,,  KOHTPOIb
NCMONHEeHus

AHanmM3 nnaHoB W OTYETHOCTM MNOAYMHEHHbIX pPabOTHMKOB,
pa3paboTka NpennoXeHUn NO  YNyYLWEHWIo  rokasaTenen
OesTeNbHOCTU nogpasgeneHns

dopMUpoBaHMe OTYETOB 0 paBGoTe CTPYKTYPHOrO NoapasneneHus

HeobGxoanmble yMeHUs Onpepensitb 30HbI OTBETCTBEHHOCTM M 3MEKTUBHOCTU paboThl
nepcoHana CTPYKTYpHOro nogpasgerneHusl, pacnpegensTb 3agaqu u
obecrneunBaTb MaTepuarnbHO-TEXHUYECKME pecypcbl AN WX
UCMOMNHEHNs

rlpVIMeHﬂTb METOAbl OnepaTtTuBHOIoO YynpaslieHNA nepcoHarom
opraHu3auunmn

KOHTpOJ'II/IpOBaTb ncnonHeHune nopyquMVl n 3agady, BHOCUTb
CBOeBpeMEeHHbIe KOppeKunn B niaHbl 1 3agayun

Onpegensatb nokasatenn 3¢dEKTUBHOCTN paboTbl nepcoHana
nogpasaeneHuns

YnpaBnATb MOTMBaLMEA MepcoHana, €ero BOBMEYEHHOCTbIO U
OVUCLMNNIMHON Tpyada

CocTaBnsiTb MnaHbl OeATENbHOCTU CTPYKTYPHOrO MoapasaeneHus
opraHusauumu

CocTaBnsTb, paccynTbiBaTb, KOPPEKTMPOBaTb M KOHTPONUPOBaTb
cTaTtbm pacxodoB CTPYKTYPHOIO nogpasaeneHuns ans
dopmupoBaHus 6roaxeToB

Mpou3BoanMTb aHanuM3 Tekyllel [eaTenbHOCTU  CTPYKTYPHOro
noapasgeneHus U BHeapsTb NpoLeaypbl NO ee onTMMmU3aLmm

MpenctaBnaTb WMHTEpPEChl OpraHuM3auuMuM W BECTU MepPeroBopbl C
rocyfapCTBEHHbIMY OpraHamu, MpodeccroHanbHbIMKM Col3amu U
APYIMMU NpeacTaBUTENbHBIMK OpraHaMu paGoTHUKOB MO BOMpocam
nepcoHana

Bectn neperosopbl C nNocCTtaBwWMKamMn ycnyr no YycroBuam
3aKr4vyaemMblX 40oroeopos

MpousBoanTe NpedBapuTeEnbHble  3aKyrmodHble npouedypbl U
ochopMNSATE  COMYTCTBYIOLWYIO AOKYMEHTaUMIO MO 3aKOYEHo
[OroBOpoOB

MpoBoAUTL ayauT pesynsTaToB paboTbl C NEPCOHANIoOM
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PabotaTthb ¢ I/IH(bOpMaLI,I/IOHHbIMI/I cuctemammn 1 6asamu AaHHbIX MO
BOMpocCaM ynpaslieHnA nepcoHasioMm

Cobntogatb HOPMbI 3TUKM AENOBOro 06LEeHNsI

Heobxogumble 3HaHUA

Teopvwl ynpaslieHunA nepcoHarniomMm n ero MmotTmeauum

MeToabl aHanu3a BbINOMHEHWUSI MMAHOB U 3afay, onpeaeneHns mx
9KOHOMMYECKOM 3hPEKTUBHOCTH

dopMbl 1 METOAbI OLIEHKW NepcoHana 1 pesynsraToB Ux Tpyaa

TexHomnoruy onepaTuBHOMO YNpaBIeHNs NePCoHarioMm opraH13aumm

Cuctembl, MeToabl U OpMbl MaTepuaribHOro U HemaTtepuasibHOro
CTMMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum n meToabl POPMUPOBAHUS U KOHTPOMS BroaKeToB

Teopvwl M MeToabl ynpaesneHna passutuem nepcoHana

OKOHOMMKa Tpyaa

OpraHusaumMoHHO-LUTaTHasi CTPYKTypa opraHu3aumm

MonuTuka ynpaerneHWs nepcoHanoM W couuanbHas nonuTrka
opraHusaumm

Llenu, ctpaterusi passutus u GusHec-nnaH opraHMsaLum

MeTtoankn nnaHmpoBaHna W NPOrHo3npoBaHUA I'IOTpe6HOCTI/I B
nepcoHane

Mopsigok yperynupoBaHus TPYAOBbLIX CMOPOB

TpeboBaHuWs 1 NpaBuia NpoBeaeHVs ayamTa paboTbl C NepcoHanom

®dopMbl  coumanbHOro  napTHepcTBa W B3aMMOOEUCTBUA  C
npodgeccnoHanbHbIMW CO3aMU U ApYrMMU NpeacTaBUTeSbHbIMU
opraHamu paboTHUKOB, Y UHBIMW OPraHN3aLusaMu

Mopsaok odopMIIeHUs] KadpoBbIX AOKYMEHTOB W MpUAaHUs UM
IOpPUANYECKON CUTbI

Mopsagok npoBedeHWst 3akymouvHbIX npoueayp Y odopMieHus
COMyTCTBYHOLLEWN [OKYMEHTaLMm

TpynooBoe 3akoHOAATENbCTBO UM MHbIE aKTbl, copepXaliMe HOpMbl
TpyQoBoro npaea

OcHOBbI apXxMBHOIO 3aKOHOAATENbCTBA M HOPMAaTUBHbIE NMPAaBOBbLIE
akTbl Poccunckon degepauunu, B 4acTu BeAEHUA AOKYMEHTaLMKN MO
nepcoHany
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OcHoBbI Hanoroeoro 3akoHogatenocTsa Poccuiickon Pegepauun

OcHoBbl MUIPaLNOHHOIO 3aKkoHogaTenbcTBa Poccumckon
depepaunn, B YHacTM NPUBMEYEHMS U TPyOoOyCTpPOWCTBa
WMHOCTPaHHbIX rpaxaaH 1 nuuy, 6e3 rpaxkgaHcTea

OcHosBbl adMUHUCTPATUBHOIO 3akKoHodaTenbCTBa B obnacTtu
ynpasneHuna nepcoHasioMm U OTBETCTBEHHOCTU OOJTKHOCTHbIX UL

3akoHogaTtenbcTBo Poccuiickon degepauum O NepCoHarnbHbIX
JaHHbIX

JlokanbHble HOpPpMaTUBHbIE aKTbl OpraHn3aunn B 4actu ynpaslieHuaA
nepcoHasnom

OcHoBbl npaBoBoro perynupoBaHus  Poccuiickon ®epepaumm
nopsifika 3aknioyYeHns rpaXkgaHCcKo-NpaBoBbIX JOrOBOPOB

Hopmbl 3THKn genoBoro odLweHns

basoBble  OCHOBbI I/IHd)OpMaTI/IKVI, CTPYKTYpHOE NOCTpOEHne
I/IHdJOpMaLI,I/IOHHbIX cucTem 1 0cobeHHOCTH pa6OTbI C HUMU

[pyrve xapaktepucTumku

3.7.3. TpynoBas yHKumA

CTPYKTYPHOIO nogpasaeneHus

HanmeHoBaHne AOMUHUCTPUPOBaHUE NPOLIECCOB U Koga G/03.7 YpoBeHb
OOKyMeHToOo0OopoTa No onepaumoHHOMY (nooypoBeHb)
ynpaeneHunto nepcoHarnom n pabote KBanvdmkaumm

MpoucxoxgeHue
TPYOoBOW (OYHKLUK

OpuruHan X 3aMMcTBOBaHO
n3 opurnHana

Kon PernctpaumoHHbIi
opurnHana HoMep
npogeccnoHanbHOro
cTaHgapTa

TpyooBble gencTeus

AHanu3 nNpoLeccoB AOKYMEHTOOGOPOTA, NIOKabHbIX JOKYMEHTOB MO
BOMpOCaM OnNepawuMoHHOrO YrpasreHusl nepcoHaroMm u paboTbl
CTPYKTYPHOrO noApasfeneHus, GU3Hec-npoLeccoB OpraHM3aumu,
YO,OBNETBOPEHHOCTY NepcoHarna

[lokymeHTaunoHHOe OdopMIIeHNEe pesynbTaToB  OrnepaLMoHHOMo
ynpaeneHns NepcoHanoM n paboTbl CTPYKTYPHOTO noapasaeneHus,
pesynbTaToB ayamTa paboTbl C NEPCOHANoM

MogrotoBeka I'Ipe,lJ,J'IO)KeHI/II?] no pas3BuTuro cuctem onepaumnoHHOro
ynpasneHna nepcoHasriom un pa6OTbI CTPYKTYPHOIo nogpasaeneHund,
no HeOGXO,CI,I/IMbIM KOPPEKTUPYHLLNM N NPEBEHTUBHLIM MepaMm

PaspaboTka cuctembl aHanuaa un KOHTponsa paboTbl nepcoHana
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KoHTponb, cpaBHeHVMEe W aHanu3 npoueccoB B obnactu
onepaTuBHOro ynpaeneHus nepcoHarsnom, pesynLTaToB
yNpaBrneHYecknx  MeponpusiTUin,  onpeaeneHve  PakTopoB,
BbI3bIBAIOLLMX OTKIIOHEHME OT NMaHOBbIX NoKa3aTenen

MogrotoBka n 06paboTka 3anpocoB, yBEAOMIEHWUWA, CBEOEHUA O
paboTHWKax B TrOCYLAPCTBEHHbIE OpraHbl, MPOECCUOHANbHbIE
COl03bl, 0OLLIECTBEHHbIE OpraHM3aLnmn

ConpoBoxaeHne [OTOBOPOB OKasaHWs ycnyr Mo  Bornpocam
onepaTMBHOIO YyNpaeneHusi NepcoHaniom u paboTe CTPYKTYPHOro
noapasaerneHus, BKIoYas npeasapuTesibHble npouedypbl Mo ux
3aKIHOYEHUIO

MogrotoBka npegnoxeHun Mo OpMMUpoBaHUO GrogxkeTa Ha
nepcoHan opraHu3aumu

BbinonHeHne TpeboBaHWMKA N0  XpaHeHWo  MHGopMauun o
pesynbratax [OeWCTBUS CUCTEM  OMepauMOHHOrO  yMpaBfeHus
nepcoHanom v paboTbl CTPYKTYPHOrO NoapasaeneHuns

Heobxogmmble ymMmeHUs

KOHTpOJ'IVIpOBaTb npoueccobl ynpasieHund nepcoHarniom
nonpasp,eneHMﬁ, onpenenAaTb UX pe3ynbratTMBHOCTb U BbIABIIATb
d)aKTOpr OTKITOHEHWI OT NMMAaHOBbLIX napamMmeTpoB

PaspabaTtbiBaTb nporpammbl AOCTVXKEHUSI LEenei U onepaTmMBHOMO
pelleHnsa 3agay nogpasgeneHumn

AHaJ'II/I3VIpOBaTb, pa3pa6aTb|BaTb n OCbopMJ'IﬂTb OOKYMEHTbI MO
onepaTtuBHbIM NMpoueccam U nx pesynbratam

MpoBoaMTb ayauT KadpoBbIX MPOLECCOB, npoueayp, 0opmMIeHus
KafpoBbIX [OKYMEHTOB M JOKYMEHTOB MO YNPaBrneHnto NepcoHanom

KOHTpOJ'IMpOBaTb pacxogoBaHue OrogkeToB Ha nepcoHan

OcbopMnsiTe  AOKYMEHTBI MO OMEepauvMoHHOMY  YNpaBreHuto
nepcoHarnoM U1 paboTe  CTPYKTYpHOrOo  MoOApasgeneHus,
npegocTaensiemMble B rocyapcTBeHHble opraHsbi,
npeacTaBUTENbHbIE OpraHbl paboTHUKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME NO CUCTEMAaM
onepauMoHHOro yNpaBneHust NepcoHanom u paboTe CTPYKTYPHOro
noapasgerneHus

OpraHu3oBbiBaTb  XpaHEHWE [OOKYMEHTOB B COOTBETCTBUMU C
TpebGoBaHMsAIMM  TPYAOBOIO M apXMBHOTO  3aKOHOA4ATENbCTBa
Poccuiickoin degepalmm 1 nokanbHbIMU akTaMy opraHnsauum

KoHTponupoBaTb MCMNOSHEHUE LOrOBOPOB MOCTABLUMKOB YCMYr MO
BoMpocam rnepcoHana

Mpon3BoaMTb  3aKyrnouvHble  npoueaypbl,  OOpMASTL U
aHanManpoBaTb 3aKyno4HYH AOKYMEHTaLUIO
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HDOBO,D,I/ITI: neperoBopbl N NpeacTaBlidTb UHTEpeCbl OpraHn3aunn B
rocygapCTBEeHHbIX OpraHax, I'IpOd.)eCCI/IOHaJ'IbeIX Cor3ax un Opyrnx
npeacrtaBuTeNbHbIX OpraHax pa6OTHI/IKOB Nno BOMpocaM nepcoHana

Bectn genosyto nepenucky

Bectn ydyer un peructpaumio OOKYMEHTOB B I/IHdJOpMaLI,I/IOHHbIX
cucrtemMmax n Ha marepualbHbIX HOCUTENAX

PabotaTb ¢ MH(OPMAaLMOHHBIMKU CUCTEMaMK M 6a3amy AaHHbIX MO
nepcoHany 1 cuctemam onepauMoHHOro yrnpaeneHusl NepcoHanom
1 paboTe CTPYKTYPHOro noapasaeneHus

CobnogaTtb HOPMbI 3TUKM AENOBOro 06LeHnst

Heobxogumble 3HaHUsA

MeToabl ynpasneHnsa passutmemM u apekTMBHOCTLIO OpraHn3aLumu,
MeTOAbl aHanu3a BbINOfIHEHMS MMIAHOB U Mporpamm, onpeaeneHus
NX 3KOHOMMYeCKOoM ahheKTUBHOCTU

MeToabl  oueHkM  paboTbl  CTPYKTYPHbIX  MoapasgeneHuit,
pesynLTaToB TpyAa nepcoHana

MeTtogabl npoBegeHnAa ayauta WU KOHTPOJJIMHIa onepaTtuBHbIX
ynpaBlneH4YeCK1X npoueccos

dopMbl U cUCTEMbl MaTepuanbHOro UM HemaTepuasrbHOro
CTUMYNMpPOBaHWS Tpyaa nepcoHana

OcHosBbl OOKYMEHTauMoOHHOIo obecneyeHus

Mopsigok OgOpMIeHusl, BEAEHUSI U XpaHEHUs OOKyMeHTauuu no
cUCTEMaM OMnepaLMoHHOrO yrpaBneHusl NepcoHanom opraHu3aumm
1 paboTe CTPYKTYPHOro noapasaeneHus

Mopagok  dopmupoBaHusa, BedeHuss  GaHKka  OaHHbIX U
NpefocTaBneHnss OTYETHOCTM MO CUCTEMaM  OnepauMoHHOro
ynpaBneHns nepcoHanomM u paboTe CTPYKTYPHOro nogpasaeneHuns

HopmaTuBHble NpaBoOBble akTbl, perynupylowme npasa WU
00513aHHOCTU  TOCYAapPCTBEHHLIX OpraHoOB M OpraHusaumMu Mo
NpeaoCTaBMNeHNto Y4EeTHOM JOKYMEHTaLUMm

Mopsdok NpoBeAeHUA 3aKynouHbIX npouedyp W odopmieHus
CONYTCTBYHOLLEH OOKYMEHTaLMM

Monutuka ynpaerneHWs NepcoHanoM W couuanbHas nonuTuka
opraHusaumm

OpraHusauMoHHO-LUTaTHasi CTPYKTypa opraHu3aumm

Ll,enm N cTpaTternda pa3BnTmna opraHm3aunm

BuaHec-nnaH 1 GU3Hec-NpoLiecchl opraHM3aumm

prp,oaoe 3akoHOOAaTeNbCTBO U UHbIEe aKTbl, coaepikawune HOPMbI
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TPYAOBOrO MpaBsa

OcCHOBbI apXMBHOro 3aKkoHOAAaTeNbCTBA M HOPMaTUBHLIE NPaBOBbLIE
akTbl Poccunckon degepauuu, B 4aCcTM BEAEHUS AOKYMEHTALMM MO
nepcoHany

OcHoBbI Hanoroeoro 3akoHogatensctsa Poccuiickon Pegepauun

OcHoBbl MUIPaLNOHHOIO 3aKkoHogaTenbcTBa Poccumckon
depepaunn, B YacTM NPUBMEYEHMS U TPyOoOyCTPOMCTBa
WMHOCTPaHHbIX rpaxaaH 1 nuy 6e3 rpaxkgaHcTea

OcHosBbl adMUHUCTPATUBHOINO  3akoHodaTenbCTBa B obnactu
ynpasneHua nepcoHaniomMm U OTBETCTBEHHOCTU OOJTKHOCTHbIX UL

3akoHogaTtenbcTBo Poccuiickon Pepepauum 0  NepCcoHarnbHbIX
DaHHbIX

JlokanbHble HOpMaTuBHbIE [OOKYMEHTbl OpraHm3auunm B obnactu
ynpasneHuna nepcoHanom

MopsaoK 3akniYeHst 4OroBOPOB (KOHTPAKTOB)

Hopmbl aTHKn genoBoro odLweHns

basoBble  OCHOBbI I/IHd)OpMaTI/IKVI, CTPYKTYPHOE NOCTPOEHne
I/IHd)OpMaLLI/IOHHbIX cucTeM 1 0CoBEHHOCTU pa6OTbI C HUMU

Opyrvue xapaktepncTumku -

3.8. O6006LWeHHan TpyaoBas (pyHKUUs

HanmeHoBaHue Crtpaternyeckoe ynpasrneHue Kop, H YpoBeHb 7
nepcoHanomM opraHu3aumu KBanudukaumm
MpoucxoxaeHve OpuruHan X 3aMMcTBOBaHO
06006LLIEHHON TPYoOBON n3 opurnHana
yHKLMN
Kop, PerncrpaumoHHbIn
opurMHana Homep
npogeccnoHanbLHoOro
cTaHaapTa
Bo3moxHble Buue-npe3naeHT no ynpasneHnto nepcoHanom
HanMeHoBaHUA OupekTop no nepcoHany

JOMmKHOCTen, npodeccun | JupeKkTop no ynpasreHnto nepcoHanom
3amecTutenb reHepanbHOro AupekTopa no ynpasneHuto

nepcoHanom
TpeboBaHus K Bobicwee ob6pasoBaHue - cneunanuTeT, MarucTpartypa
obpasoBaHuio 1 [JononHutensHoe npodeccnoHanbHoe obpasoBaHue - NporpaMmbl
oby4yeHuio npodeccroHanbHoM NepenoaroToBkM B 06nacTu ynpaeneHus

nepcoHasnom, cTtparterm4eckoro n onepaunoHHOro ynpasneHud,
9KOHOMUKN opraHu3auunu; nporpamMmmbl NOBbILLEHUA KBaJ'IVI(pVIKaLI,VIVI
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B obnactu ynpaBlieHnAa nepcoHasnom, Ctparerm4eckoro n
onepaunoHHOro ynpasieHund

TpeboBaHus K onbITy He meHee naTv net B obnactu ynpaereHns NnepcoHanom Ha
npakTuyeckoi paboThbl PYKOBOASILLMX OOIMHKHOCTSIX

Ocobble ycnosus -
gonycka kK pabote

[pyrvue xapaktepuncTumku -

[ononHuTenbHbIe XapaKTepUCTUKUN

HanmeHoBaHWe foKymeHTa Kon HanmeHoBaHve 6a30BoN rpynmnbl, JOSMKHOCTU
(npodbeccumn) nnmn cneumansHoOCTU
OK3 1232 PykoBoguTenu nogpasgeneHun (cnyx6) ynpasneHus
KagpaMu 1 TpygoBbIMU OTHOLLEHUSMU
EKC - 3amecTutenb gupeKkTopa no ynpaeneHuto
nepcoHanom
oKnAaTP 24063 MeHemxep no nepcoHany

3.8.1. TpynoBas cyHKumA

HanmeHoBaHue PaspaboTtka cuctembl CTpaTernyeckoro Kog H/01.7 YpoBeHb 7
ynpaBneHns NnepcoHanom opraHmsauum (nogypoBeHb)
KBanudukaumnm
MpouncxoxaeHne OpwuruHan X 3anmcTBOBaHO
TPyooBoOW OyHKUUN 13 opurmHana
Kog PerncrpaumoHHbin
opurnHana Homep
npodeccnoHanbLHoOro
cTaHgapTa
TpynoBble gencTeus AHanu3 ycnelwHbIX KOPNOpaTUBHbLIX MPaKTUK NO OpraHunsaumu

cTpaTernyeckoro ynpaBneHnsi nepcoHanom opraHusauuu,
OpraHn3aumMoHHOro NPOEKTUPOBaHUSA 7] B3aUMOLENCTBUA
nogpasgeneHumn

MocTaHoBKa cTparerm4ecknx uenen B ynpaslieHun nepcoHarniom

PaspaboTtka koOpnopatvMBHOWM MOMUTUKWA, MNaHOB, MpPOrpamm,
npoueayp 1 TEXHOMNOMMIN No YNpaBneHUIo NepcoHanom

Pa3paboTka KopropaTUBHOM KyrbTypbl M COLManbHOM MOMNMUTUKK,
cucteM  MoTuBauuM, 3PMEKTUBHOCTU, OLEHKM U  pasBuUTUS
nepcoHana

dopMMpOoBaHME CUCTEMbI OMNnaThbl U opraHnsauuy Tpyaa

Paspabotka  OpraHvM3auMOHHOW  CTPYKTYpbl,  NiaHWpoBaHue
noTpebHOCTM B NepcoHarne opraHvsaumm

Pa3spaboTka nporpaMmm, NpuMHUMMNOB CTaHAAPTM3aLMK1, yHUDUKaALUN,
aBToMaTmnsaumm npoueccoB ynpasneHusa nepcoHanom n
GesonacHbIX ycnosui Tpyaa
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(DODMVIDOBaHVIe OlogxkeTa Ha nepcoHarn, TEXHOMNOrnn ayauTta
pa6OTb| C nepCcoHanoM N KOHTpPOMJnHra

Heobxogumble ymeHus

PaspabaTbiBaTh cTpaTervm 1 nonmMTuUKMA B ynpaBrieHun nepcoHanom

CosgaBaTb M ONWCbIBaTb OPraHM3aLMOHHYIO CTPYKTYpY, Lenw,
3a4a4v, (PYHKUMU CTPYKTYPHbIX MOoapasfeneHnini U LOIMKHOCTHbIX
nm,

|_|pI/IMeH$|Tb MeTOoAbl ynpaBneHna Mexrnm4yHOCTHbIMKA OTHOLLEHNAMMN,
dopmMmnpoBaHus KoMaHz, pa3sutud nuaepcrtea "
NCNONMHUTENBHOCTU, BblABII€HUA TallaHTOB, onpeaeneHna
YOOBMNETBOPEHHOCTM paboTor

OI'Ipe,D,eJ'IFITb n aHanunanposatb BHYTPEHHWE KOMMYHUKaLUUW,
mMoaennpoBaTtb noBegeHmne nepcoHana

MpeactaBnATb  WHTEpPeCbl oOpraHu3auum B rocygapCTBEHHbIX
opraHax, BO B3aMMOAEWCTBMM C npodco3amun,  UHbIMU
npeacTaBUTENbHBIMA  OpraHamu  paboTHMKOB MO BOMpOCaMm
nepcoHana

CocTtaBnsiTb, paccunTbiBaTb, KOPPEKTUPOBATb U KOHTPONMPOBaTb
cTaTbyM pacxodoB OHMKETOB M (POHAOB Ha MporpaMmbl U
MEpONPUSATASA MO YNpaBIieHWIo NEPCOHANOM OpraH13aumm

HDOBO,CI,I/ITI: ayaunt n  KOHTPOJUTUHI B obnactu ynpaBleHnA
nepcoHalniom

PaspabaTbiBaTh koprnopaTUBHbIE coLparibHble MPorpamMmmbl

Bectn neperoBopbl No BoOMpocam couuanbHOro napTtHepcTtBa C
npencraBuUTeNibHbIMU opraHamMmm pa6OTHI/IKOB

PaboTtaTb ¢ MH(OPMAaLMOHHBIMK CUCTEMaMKU M 6a3amy AaHHbIX MO
BOMpOCaM yrpasrieHVsl NepcoHanom

OpraHu3oBbiBaTb  MeponpusTMs Mo o6ecneyeHuto  BbINONHEHUS
TpeboBaHMI OXpaHbl Tpyga B COOTBETCTBUM C [OEWCTBYHOLLUM
3akoHogatenscTBoM Poccunckon ®depepaumm U nokanbHbIMU
aKkTamu opraHusaumm

OpraHunsoBbiBaTb M NPOBOAUTL MEPOMNPUSATUS C NepcoHanom B
COOTBETCTBME C KOPMOPaATUBHOWN coLMaribHON NONNUTUKON

Cobntogatb HOPMbI 3TUKM AEMOBOro 06LEHNsI

Heobxogumble 3HaHUA

MeToabl ynpasneHnsa passutmemM n acpekTMBHOCTLIO OpraHn3aLumu,
aHanusa BbIMOSIHEHWS NNaHOB W NporpaMm, onpegeneHus Ux
3KOHOMUNYECKON 3PPEKTUBHOCTH

MeTtoabl  OUeHKM  paboTbl  CTPYKTYPHbIX  MogpasgeneHu,
pesynsTaToB Tpyda nepcoHana

MeTtoabl npoeegeHnAa ayanTtoB, KOHTPOJUTMHIA YynpaBlieHYeCKUX
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npoleccoB

MeToabl aHanMsa KOMMYECTBEHHOMO M KayeCTBEHHOro CoCTaBa
nepcoHana

CucteMbl cTaHOapToB no GuaHec-npoLeccam, NpodeccusiM, HOPMbI
TpyAa

Cuctembl, MeTodbl U hopMbl MaTepUanbHOro M HeMaTepuanbHOro
CTUMYNMPOBaHWS Tpyaa nepcoHana

MeTogbl aHanusa coumarnbHbiX MNporpaMM W onpedeneHust Ux
3KOHOMMYECKON 3PPEKTUBHOCTHU

TexHonorun 1 meTodbl (POPMUPOBAHMS U KOHTPONS GlOIKETOB Ha
nepcoHan

TpeboBaHMsa oxpaHbl 1 Ge3onacHbIX YCroBuir Tpyaa

U.EJ'II/I, cTparerna n KagpoBsad noJimTuka opraHm3aumm

OcCHOBbI TEXHOMOMNK npoun3BoacTBa U AeATeNbHOCTU opraHn3auun

OcHOBbI COLMOMNOTNN, NCUXONOMMN N SKOHOMUKN TpyAaa

OcHoBbI yrpaBreHusi colmarnbHbIM pa3BUTUEM OpraHu3aumm

MeTtoabl NpoOBedEHNsI COLMONOrMYECKUX MCCrenoBaHWUi, U3yYeHUs
06LWEeCTBEHHOrO MHEHUSs

CTpyKTypa opraHusaumm

TpynoBoe 3aKoHOOATENbCTBO U MHbIE aKTbl, CoAepXallue HOPMbI
TPyZAoBOro npasa

OcCHoOBbI apXMBHOro 3akoHoAaTeNbCTBa M HOPMaTUBHLIE NPaBOBbIE
akTbl Poccunckon ®egepauuu, B 4aCcTu Be4eHUA AOKYMEHTaLMn no
nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

OcHoBblI MUIPaLMOHHOIO 3akoHogaTenbcTBa Poccuiickon
depepauun, B YacTM MNPUBMEYEHUS U TPYAOYCTPOWNCTBA
MHOCTPaHHbIX rpaxaaH 1 nuy 6e3 rpaxkgaHcTea

OcHoBbl agMUHUCTPaATUBHOINO 3akoHoaaTesnbCTBa B obnactu
ynpasneHuna nepcoHanomM U OTBETCTBEHHOCTU AOITKHOCTHbIX JTULL

3akoHogaTtenbctBo Poccuiickon ®egepauum 0 NepCOHanbHbIX
OaHHbIX

NokanbHble HOpMaTWBHbIE aKTbl OpraHuM3aumMuM B oGnactu
ynpaBsrieHns nepcoHariom
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Mopsagok 3akntodeHns JOroBopoB (KOHTPaKTOB)

HopMbl 3TMKM OENoBOro obLeHns

OcHogbl NHGOPMATUKK, CTPYKTYpHOE nocTpoeHue
NH(OPMALIMOHHbBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMMK

[pyrve xapaktepnctumku

3.8.2. TpynoBas cdyHKUMA

HanmeHoBaHue Peanusaums cuctembl cTpatermyeckoro Kopg H/02.7 YpoBeHb
yrpaBneHus nepcoHanom opraHusaumu (nogypoBeHb)
KBanudukaumm

MpoucxoxgeHue Opwurunan X 3anmcTBOBaHO

TpyooBov oyHKUUN 13 opuruHana

Kop, PerncrpaumoHHbIn
opurnuHana
npogeccnoHanbLHOro
cTaHgapTa

TpyooBble gencTeus

MnaHupoBaHMe [OeATenbHOCTM U pas3paboTka MeponpusTM Mo
ynpaBneHnto NepcoHanom Ans peanusaunm cTpatermyeckmx Lenem
opraHusaumm

BHeapeHvne nonuTuk, NnaHoB, NporpamMm, Npouedyp U TEXHOMOMMi
No ynpaBleHnto NepcoHanom

MocTpoeHne OpraHM3aLMOHHON CTPYKTYPbl C Y4eTOM MiaHOBOM
noTpebHOCTM B nepcoHane u B3auMMOOENCTBUSI  CTPYKTYPHbIX
noapasgeneHnii opraHnsaumm

BHegpeHve w nopaepxaHue  KOPMopaTUBHOM  KyNbTypbl U
counanbHOM MOMUTUKKW, CUCTEM MOTMBaUMK, 3PPEKTUBHOCTY,
OLIEHKM 1 pa3BUTMS NepcoHana

BHe,qpeHvle n nogaepxaHme CuUCctemMbl opraHusaumm Tpyoa W
onnartbl NepcoHana

YnpaBsrneHne BHEOPEHNEM nporpamm " NPUHLIMMNOB
cTaHgapTM3auuK,  yHudWKauuMu, aBTOMatTM3auuM  MPOLEeCcCcOoB
ynpaeneHus nepcoHanoM u 6e3onacHblX yCnosuii Tpyaa

OpraHusauusi NpoBedeHUs ayauTa U KOHTPOSIIMHIa B yNpaeneHum
nepcoHanom

MocTaHoBKa 3agad pykoBogUTENAM CTPYKTYPHbIX I'IO,D,pa3ﬂeJ'IeHI/Il7I,
onpegeneHne MarepuarnbHO-TEXHUYECKNUX pecypcoB OnAaA KX
BbIMOJTHEHNA

AHanu3 OTYETHOCTM MO YMPaBfEHU MEepPCOHanoM W BblsiBNeHWe
PecypcoB Mo yny4yLleHno AesTerNlbHOCTM OpraHu3aumm
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CornacoBaHve YCroBWI 3akniodaembiX LOrOBOPOB MO BOMpocam
ynpaeneHns nepcoHarnomM

OpraHusaums npoBefeHust 3aKkymnodHbIX Mpoueayp no Borpocam
ynpaeneHna nepcoHaroMm U  OgOPMIEHNa  COMyTCTBYIOLLEN
OOKYMEHTaL MU Mo HUM

dopmupoBaHme OtogkeTa Ha nepcoHan, TexHoMnorum ayguta
pa60TbI C NepcoHaJyioM U KOHTpOJIIMHra

MpumMeHeHne K paGoTHMKaM Mep MOOLLPEHUs U AMCLMNIIMHAPHOTO
B3blCKaHUS

Heobxogumble ymeHus

Mpon3BoanTb aHanM3 AesATENbHOCTM MO YNPaBeHWI0 NepcoHanom,
pa3pabaTtbiBaTb Nokasatenu 3deKTUBHOCT paboThl

dopMupoBaTh NiaHbl U MEPONPUSTUSA MO YNPaBMEHWIO NepCcoHanom

PaccuntbiBaTtb GtogxeT B obnactum ynpaBneHuna nepcoHanom

OﬂpeﬂeﬂﬂTb 30HbI OTBETCTBEHHOCTU pa60THI/IKOB n
nonpasp,eneHMﬁ, CTaBUTb 3aja4vyn pykoBoOUTENAM nonpasp,eneHMﬁ
n obecneunBaTb pecypcCbl And nx ncnoyiHeHnq

KoHTponupoBaTb M KOpPPEeKTUPOBaTb WCMOSIHEHUE MOPYYEHUA W
3agavy

YnpaBnate 3@EKTUBHOCTBIO U BOBMEYEHHOCTLIO MepcoHana,
OncumMnnnHon Tpyaa u cobniogeHnem 6esonacHbIX yCrnoBun Tpyaa

BecTn neperoBopbl Mo BOMpocaM COLMAnbHOMO MapTHepcTBa M
NPeacTaBnsaATb WMHTEpPEechl OpraHM3auvMy B rOCYAAPCTBEHHbIX
opraHax, NpodeccroHarnbHbIX CO3ax 1 OPYrMX NPeACTaBUTENbHBIX
opraHax paBoTHUKOB, ¥ OpraHn3aLusaxX Nno BornpocamM nepcoHana

PaboTtatb ¢ MHoOpMaUMOHHBIMK cucTeMaMn 1 6azaMmu AaHHbIX MO
BOMpOCcaM ynpaBrieHnsi nepcoHarniom

MpoBOAMTL ayouT W KOHTPOMMUHr B 0bGnacTu ynpaeneHus
nepcoHanom

dopmrpoBaTb M NPOBOAUTE COLMANbHYIO MOMUTUKY U coumarnbHble
nporpamMmsi

Bectn neperosopbl C nNocCTtaBWMKamMmn ycnyr no YycroBuam
3aKrn4vyaemMblX 4oroeopos

MpounsBoanTb 3aKyMnoYHble npouenypesl, ohopMnATb 7]
aHanM3npoBaTb 3aKyMNOYHYH JOKYMEHTaLMIO

CobnogaTb HOpMbl 3TUKM AENOBOro 00LEeHNs

Heobxogumble 3HaHUSA

MeTtoabl ynpasneHnsa passutmem n 3peKkTMBHOCTLIO OpraHn3aLmu,
MeTOAbl aHanu3a BbINOfIHEHMS MNAaHOB W Mporpamm, onpeaeneHus
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NX 3KOHOMMYECKOM 3hPEKTUBHOCTH

OpransauMﬂ ynpaeneHuna passntnem opraHmn3aumm

Teopvm ynpaBneHna opraHmsaumeVl, noNnnMTMKa W1 crTparerund
ynpaBneHna nepcoHasniom

MeToabl aHanu3a BbINOMHEHWS MNaHOB U 3afadv, onpeaeneHns mx
9KOHOMMYECKOM 3hPEKTUBHOCTH

MeTogab!l OLEeHKN, pe3ynsTaToB U 3EKTUBHOCTY TpyAa

MeToabl BHEAPEHMS CUCTEMbI YNPaBIEHNS NEPCOHANIOM

OcHoBbl paboTbl N0 NpodopueHTaLum

MeToauku NNaHUpPOBaHWS W MPOrHO3UPOBAHUA NOTPEGHOCTM B
nepcoHane

Ll,enm, CcTpaTternda passntma n ©usHec-nnaH opraHumsauunm

Teopun n metoasl hopMmMpoBaHMo BpeHaa opraHmM3auum

TpeboBaHMsA oxpaHbl U Ge3onacHbIX YCroBuin Tpyaa

MeTtoaukn paspa60TK|/| N BHedpeHua JoKallbHbIX HOPMAaTUBHbIX
aKToOB

Mopsigok  3aKnYeHWst TPyOoBbIX OOTOBOPOB,  PErynMpoBaHust
TPYOOBLIX CMOPOB

OcHoBbI coumonorumn, NCUXosiIorMm, 3KOHOMUKK TpyAa u ynpaeneHusa
counanbHbIM pa3BUTUEM OpraHn3auunmn

MeTtoabl NpoOBeAEHNsI COLMONOrMYECcKUX WUCCMenoBaHWUi, U3ydYeHus
06LEeCcTBEHHOro MHEeHUs

TexHonoruu nposeneHna ayamta M KOHTPOJUIMHIa B ynpaBlieHUn
nepcoHasnom

Mopsigok MpoBedeHWs 3aKyrouyHbIX Mpoueayp W odopMneHus
COMyTCTBYHOLLEN [OKYMEHTaLMM

TexHonmoruu, cTaHAapTUsauusl, YHUMMKaUWs, aBToMaTUsauus
MPOLIECCOB YNpaBneHnsi NepcoHanom

CTpykTypa opraHusauum

TpynooBoe 3akoHOAATENbLCTBO UM MHbIE aKTbl, codepXaliMe HOpMbl
TpyQoBoro npaea

OcHOBbI apXxMBHOIO 3aKOHOAATENbCTBA M HOPMAaTUBHbIE MPAaBOBbLIE
akTbl Poccunckon degepauunu, B 4acTu BeAEHUA AOKYMEHTaLMKN NO
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nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

OcHoBbI MUIPaLMOHHOTO 3akoHogaTenbcTBa Poccuickon
depepauun, B YacTM MNpPUBMNEYEHUS U TPYAOYCTPOMCTBA
WMHOCTPAaHHbIX rpaxaaH 1 nuy 6e3 rpaxkgaHcTea

OcHoBbl aMUHNUCTPaATUBHOINO  3akoHoaaTernbCTBa B obnactu
ynpaBneHuna nepcoHanomM U OTBETCTBEHHOCTU AOITKHOCTHbIX JTALL

3akoHogaTtenbctBo Poccuiickon ®egepauum 0 NepCoOHanbHbIX
OaHHbIX

Mopsanok 3akntodeHns 4OroBopoB (KOHTPaKTOB)

JlokanbHble HOpMaTUBHbIE aKTbl B obnactu ynpasneHuna
nepcoHasnom

HopmMbl 3TMKM AenoBoro obLLeHus

BasoBble  OCHOBbI  MHGOPMATMKW, CTPYKTYPHOE  MOCTPOEHME
NMHPOPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PaboTbl C HUMK

Lpyrne xapaKkTepucTuku

3.8.3. TpynoBas cyHKumA

HanmeHoBaHue ALOMWHUCTPMpPOBaHME NPOLLECCOB U Kopg H/03.7 YpoBeHb
OOKYMeHTO0b0opOoTa No cTpaTernyeckomy (nogypoBeHb)
yrpaBreHno NepcoHanom opraHMsaumm KBanudukaumm

MpouncxoxaeHne OpwuruHan X 3anmcTBOBaHO

TPyooBOM OyHKLNN 13 opurmHana

Kog PerncrpaumoHHbin
opvrMHana
npodeccnoHanbLHoOro
cTaHgapTa

TpynoBble gencTeus

AHanus npoueccos ﬂOKyMGHTOOﬁOpOTa, JTOKalbHbIX JOKYMEHTOB No
Bonpocam ynpasneHuna nepcoHanowm, 6M3Hec-npou.eccoe.
opraHusauunu, yooBneTBoOpeHHOCTU nepcoHana

[lokyMeHTaUuuoHHOoe  od)opMIieHWe  pesyrnbTaToB  yrpaBneHust
nepcoHarnomMm, ero ayauta, paboTbl CTPYKTYPHbIX NogpasaeneHuii

[lokymeHTaumnoHHoe n OopraHuM3aLMoHHOe COMpoBOXAEHME
CTpaTernyecKkoro ynpaereHus NepcoHanomM n paboTbl CTPYKTYPHbIX
nogpasgeneHumn

MogrotoBeka I'Ipeﬂ,J'IO)KeHVIIZ no pas3BUTUKD CUCTEM YynpaBlieHNA
nepcoHarnom, no HeO6XOJJ,I/IMbIM KOPPEKTUPYHLLNM n
NnpeBeHTUBHbLIM MepaM U Mo NOBbILLEHUIO SdJ(beKTVIBHOCTI/I pa6OTbI
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CTPYKTYPHbIX NogpasaeneHuni

KoHTponb npoueccoB B o6nactv ynpaBneHus MepcoHanoMm u
paboTbl CTPYKTYPHbIX MOAPAa3fAeneHnin, CcpaBHEHME W aHanu3
NpoLIeCCOB, pes3ynsTaToB yrnpaBneH4yecknx MEepPOnNpUsTUR,
onpegeneHMe (pakTopoB, BbI3bIBAOLUMX OTKITOHEHWE OT MiaHOBbIX
nokasarenemn

CornacoBaHue U KOHTPOSb [OrOBOPOB MO BOMpocaM U cuctemam
CTpaTernyeckoro ynpasfieHUsi MepcoHanoM 1 paboTe CTPYKTYPHbIX
noapasaerneHuii, opraHusaums npoueayp no Ux 3aknio4eHuto

Mogrotoeka pe3yneratoB aHaln3a COOTBETCTBUA opraHusauun u
onnartbl Tpyaa nepcoHasna ycnewHbIM KOpnopaTtuBHbIM NMPaKTUKam

BbinonHeHne TpeboBaHWMiA MO  XpaHeHWo  MHGopMauun o
pesynbratax [JOeWCTBUSI CUCTEM CTpaTernyeckoro YynpaeneHus
nepcoHanom u paboTbl CTPYKTYPHbIX NoApasaeneHunin

Heobxogmmble ymMeHUs

AHanuauposaTtb, paspabaTtbiBaTe U OMOPMAATb LOKYMEHTbl Mo
npoueccam M pesynbratam YyhpaereHus nepcoHanoMm u pabote
CTPYKTYPHbIX NogpasaeneHuni

MpUMeHsATL MeToAbl aHanmn3a GU3HeC-NPOLIECCOB OpraHU3aumm

Onpegensatb nporpaMmbl JOCTUXKEHWSA LUenerh U pelleHusa 3agad
noapasgeneHni

MpoBoaMTb ayauT CUCTEMbI YNPaBEHUs NEPCOHANOM

HPOBO,EMTI: KOHTPOJIINHI CUCTEMbI ynpaBlieHnA nepcoHaiomMm

KoHTponupoBsaTtb GHomKET Ha MepcoHan U ynpaeneHne pacxodamu
Ha nepcoHarn

OpI'aHVI3OBbIBaTb conpoBoXxaeHne agoroeopoB nNo  Bonpocam
ynpaBneHua nepcoHanom, BKIo4aa npenBaputenbHble npoueaypbl
Nno UX 3akno4eHuto

OpFaHVI3OBbIBaTb 3aKyMnoO4HbIe npouenypsbl, O(bOpMﬂFlTb n
aHanM3npoBaTtb 3aKyrno4Hy OOKYMEeHTauuto

KoHTponupoBaTb W  aHanusupoBaTb  BOMPOCHI  CoOUMAsibHOMO
napTHepCTBa, JOroBOPbI MOCTaBLUMKOB YCIyr

HDOBO,CI,I/ITI: neperoBopbl N NpeacTaBndaTb MHTEpeCbl OpraHn3aunn B
rocygapCTBeHHbIX OpraHax, I'IpOdI)eCCI/IOHaJ'IbeIX cor3ax un apyrux
npencrtaBuUTEsNbHbIX OpraHax pa6OTHI/IKOB n opraHmsaumax no
BOMpocam nepcoHana

BecTtu genosyto nepenncky

PaboTtatb ¢ MHopMaUMOHHBIMK cucTeMaMn 1 6azamu AaHHbIX MO
nepcoHany, cuctemMam yrnpaereHuss NepcoHanoM W opraHusaumm
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OEATENTbHOCTU CTPYKTYPHbIX nogpasaerneH nn

Ob6ecneunBaTb kapoBOe AENONPOU3BOACTBO N JOKYMEHTaUMOHHOe
COMPOBOXAEHME NPOLIECCOB MO YNpaBeHnto nepcoHanom u pabote
CTPYKTYPHbIX nofpasaeneHnii

OpraHn3oBbiBaTb  XpaHEHUE [OOKYMEHTOB B COOTBETCTBUMU C
TpebGoBaHMsSIMM  TPYAOBOIO M  apXMBHOTO  3aKOHOAATENbCTBa
Poccuiickoin deaepalmm 1 nokanbHbIMU akTaMy opraHnsauum

CobntogaTtb HOPMbI 3TUKM AENOBOro 00LWEeHNsI

Heobxoavmble 3HaHWs KopnopaTueBHasi KynbTypa, couuasnibHas MNofuTuKa, CUCTeMbl
MOTMBALMMN U 3OEKTUBHOCTU YNpaBlieHUs MepCcCoHanom

MeToabl ynpasneHnsa passutmemM u apekTMBHOCTLIO OpraHn3aLumu,
MeToAbl aHanu3a BbINOfIHEHMS MNAHOB W Mporpamm, onpeaeneHus
MX 3KOHOMMUYeCcKon ahhekTUBHOCTU

MeTogp! nposeneHna ayauTa, KOHTpOnAa onepaTtuBHbIX
ynpaeneH4yecKnx NnpoLeccos, COLMONOrMYECcKnX nccnegoBaHum

BbusHec-nnaH n 6VI3HeC-I'IpOLI,eCCbI opraHunsauumn

BrogxeTHOE npoekTupoBaHue

OpraHu3auUMoHHOEe NPOEKTUPOBaHME

dopmbl, MeEToabl U CUCTEMbI MaTepuasibHOrO M HemaTepuanbHOro
CTUMYNMPOBaHWS Tpyaa nepcoHana

Cuctembl cTaHpaptoB Mo  OuaHec-npoueccam, npodeccusim
(cneumansHOCTSIM), HOPMbI TpyAa

MeToabl aHanuM3a KONMMYECTBEHHOTO U KadyeCTBEHHOro CcocTaBa
nepcoHana

Ka,qposaﬂ NonnTUKa opraHn3aunmn

Mopsagok  dopmmpoBaHus, BedeHuss OaHKka  daHHbIX U
npegocTaBneHnss  OTYETHOCTM N0 cucTemMam  ynpaBreHus
nepcoHanom un paboTte CTPYKTYPHbIX NOApa3aeneHun

OcHOBbI 4OKYMEHTALMOHHOIO obecneveHus, Nopsaok ohopmIieHus
JOKYMEHTOB, TMpPENoOCTaBMAEMbIX B T[OCY[apCTBEHHbIE OpraHsbl,
npoeccuoHarnbHble Co3bl, 06LWECTBEHHbIE OpraHU3aLum

Ll,enm N cTpaTternmda pa3Bntmna opraHm3aunm

Mopsigok MpoBedeHWs 3aKymnouyHbIX Mpoueayp W odopMneHus
COMYTCTBYHOLLEN JOKYMEHTaLUm

HOpMaTI/IBHbIe npaBoBble  aKThl, perynupyrowine npasa n
06s13aHHOCTH rocygapCTBeHHbIX OpraHoeB W oOpraHu3auum no
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npenocTtaBieHnio yquH0|7| AOOKyMeHTauunmn

CTpykTypa opraHusauuMnm W BakaHTHble AOIMKHOCTM (Mpodheccuu,
cneumanbHOCTH)

TpyooBoe 3aKOHOAATENbCTBO M MHblE akTbl, coaepXaliue HopMbl
TPYAOBOro Npasa

OCHOBbI apXMBHOro 3aKOHOAATENbCTBA M HOPMAaTUBHLIE NPaBOBbIE
akTbl Poccunckon degepauunu, B 4aCcT BEAEHUS AOKYMEHTALMMN MO
nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenscTea Poccuiickon Pegepauunn

OcHoBbl MUrpaLMOHHOIo 3aKoHogarernbcTBa Poccuiickon
depepauun, B YacTM nNpuBMAEYEeHMS U TPygoycTponcTea
MHOCTPaHHbLIX rpaxaaH 1 nuy 6e3 rpaxkgaHcTea

OcHoBbl aMUHNCTPaATUBHOINO  3akoHodaTenbCTBa B obnactu
ynpaBsneHua nepcoHanomMm U OTBETCTBEHHOCTU OOITKHOCTHbIX UL

3akoHogaTtenbctBo Poccuiickon ®egepauum 0 NepCOHanbHbIX
OaHHbIX

NokanbHble HOpMaTWBHbIE aKTbl OpraHuM3aumMm B obGractu
ynpaBrieHnsi nepcoHariom

Mopagok 3akntodeHns JOroBopoB (KOHTPaKTOB)

HopMbl 3TMKM 0enoBoro obLieHns

Ba3oBble  OCHOBbI  MH(OPMATUKW, CTPYKTYPHOE  MOCTPOEHWe
MHPOPMALIMOHHBIX CUCTEM M OCOBEHHOCTU PaboTbl C HUMM

Opyrne xapaktepucTunkm -

IV. CBEOEHUA OB OPTAHU3ALIUAX - PASPABOTYUKAX MPOPECCUOHAIIBHOIO CTAHOAPTA

4.1. OTBeTCTBEHHaA opraHusayuusa-pa3padboTymk

Obwepoccuiickoe obbeamHeHne pabdoTogarenen "POCCUIACKMIA COKO3 NMPOMbILLITEHHUKOB U

npegnpuHumarenen”, ropog Mockea

VicnonHuTenbHbI BuLe-npe3naeHT KyseMuH Omutpuin Bnagnmmnposuy

4.2. HanmeHoBaHUsA opraHu3auMmM-pa3padboTYMKoB

1 | AHO "HaunoHanbHoe areHTCTBO pa3BuTusa KBanudmkaumin", ropoq Mocksa

2 | Accouuauus (Coto3) "Accoumaums KOHCynbTaHToB No nogbopy nepcoHana", ropog
Mocksa

3 | Mpynna HeadHunter, ropog Mocksa

[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 ctaHgapta "Crneunanqct no ynpaeneHuno nepcoHanom”
lpuka3 MuHmpyda Poccuu om 06 okmsibpsi 2015 2. Ne 691H

CTtpanuua 67

3A0 "KPOK MHKOPIMOPEWTEN, ropog Mockea

WHdpopmaumoHHo-aHanuTnyeckun LeHTp "Kagposbein Josop", ropog Mocksa

MIO "OIMNOPA POCCUIWN", ropog Mockea

MexayHapogHasi accoumanmsa 4enoBoro coTpyaHuyecTsa, ropog Mocksa

o|N[O|O|

HOYY ONO "MHctutyt npodeccrmoHanbHoro kagposuka”, ropoa Mocksa

9 | HIM "Accoumnauuns EBponelickoro 6usHeca", ropog Mockea

10 | HIM "BKK - HaunoHanbHbI coo3 kagpoBukos", ropod Mockea

11 | HN "MexayHapoaHblii anbsHe "Tpyaosas murpauus”, ropo Mocksa

12 | HIM "HaunoHanbHasa accoumnaumnsa oOUCHbIX CNeLManmucToB 1 aaMUHUCTPATUBHbIX
paboTHumkoB", ropog Mocksa

13 | HIM MHO "Accounaumns meHegxepoB Poccun”, ropog Mockea

MockBa

14 | HIM CYP3 "HaumoHanbHas koHdenepauus "Pa3BuTme 4enoBeyeckoro kanntana", ropog

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

16 | OAO "Tasnpom HedTb-HoBOCUBUPCK", ropoa HoBocnbupck

17 | OAO "ObbeanHeHHas cygocTponTenbHas koprnopauus”, ropod Mockea

18 | OAO "PX[O", ropog Mocksa

19 | OAO "CaxanuH 3Hepmpxkun MHBecTmeHT Komnann", ropoa KOxxHo-CaxanmHek

20 [ OAO "TatHedTb" nmenn B.[. WawwnHa, ropoa KasaHb

21 | OAO "Hay4Ho-npoussoacTBeHHoe ob6beamHeHve "Hayka", ropog Mockea

22 | OOO "LG Electronics Rus", ropog Mocksa

23 | O0O "BbusHec lNecnxonorm SHL Russia & CIS HIMT", ropog Mockea

24 [ OO0 "UT-CK", ropog Mockea

25 | OO0 "Nykonn-UrxuHnpuHr", ropog Mocksa

26 [ OOO "OKB 3eHuTt", ropog Mocksa

27 | OO0 "Metponunym TpenamHr", ropog Mocksa

28 | O0O "Monurpad-3awumTa”, ropog Mocksa

ropog Mocksa

29 [ OOO "UeHTp kagpoBbix TexHonormmn - ObydeHme. CTaxnpoBku. TpyaoycTponcTeo”,

MockBa

30 | Poccuinckoe npeactaButensctBo "Coleman Services UK" ("Koynman Cepsurcuns"), ropog

31 | ToproBo-npombiwneHHast nanata Poccuiickon ®egepaunn, ropog Mockea

LWkona gupektopa no nepcoHany, ropogd Mockea

32 | ®IrbOY BI1O "MocKoBCKMI rocyaapCTBEHHbIN yHuBepcuTeT nMmenn M.B. JlomoHocoBsa",

33 | #I'BOY BINO MCY, ropog Mocksa

34 | ®I'bOY BINO M3CW, ropog Mocksa

ropog Hosocmbupck

35 | ®I'BOY BIMNO Cubupcknin rocyaapcTBeHHbIN yHuBepcuTeT nyten coobeHuna (CIryric),

36 | ®I'BY "Hay4yHo-uccnegoBaTenbCKUN MHCTUTYT TPyAa U COLMarnbHOro cTpaxoBaHns"
MuHucTepcTBa Tpyada v coumanbHon 3awwmTel Poccuiickon ®egepauun, ropog Mocksa

37 | ®I'YIN "Moyta Poccumn", ropog Mocksa

38 | K "Ypancnb", ropog Mocksa

<1> ObLLepoccuiickmin knaccudmkaTop 3aHATUNA.

<2> OO6LLIepoCcCUNCKMI KNnaccnduKaTop BUAOB 3KOHOMUYECKOWN AEATENBHOCTH.

<3> EAnHbIN KBanuuUKaLMOHHbIN CNPaBOYHUK JOMKHOCTEN pyKOBOAMTENEN, CNELManCcToB 1 APYrnX CryKallmx.
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<4> O6Liepoccuiickmii knaccundmkaTop npodeccun pabounx, 4OMKHOCTEN Cry KallMX U TapUHbIX Pa3pSaoB.

ONEeKTPOHHbIN TEKCT AOKYMEHTa
nogrotosneH AO "Kogekc" n ceepeH no:
OdmumanbHbI MHTEPHET-NopTan
npaBoBoO MHopMaLmn
www.pravo.gov.ru, 21.10.2015,
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