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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT

[JokymeHT npegoctasneH KoHcynbTaHTINOC
Mo ynpaB/IEHUIO NEPCOH...

[ata coxpaHeHus: 02.11.2018

UcTouHuk nybnukaumm
OdmumanbHbI MHTEpHET-NopTan npasoBon nHdopmMauum http://www.pravo.gov.ru, 21.10.2015

MpumeyaHne K AOKYMEHTY
Hayano gencteusa gokymeHnTa - 01.11.2015.

HasBaHue foKyMeHTa
Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H

"O06 yTBepxxaeHUn npodeccnoHaneHoOro ctaHgapta "CneunanncT no ynpaeneHuto nepcoHanom”
(3aperunctpuposaHo B MuHiocte Poccun 19.10.2015 N 39362)

KoHcynbTaHTINOC
www.consultant.ru CrtpaHuua 1 uns 67
HaeXHas npaBoBas noaaepXxkKa
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

3apeructpupoaHo B MuHtocte Poccum 19 oktsiops 2015 r. N 39362

MWUHUCTEPCTBO TPYOA U COLMUATIbHOW 3ALLUUTLI POCCUACKOW ®EQEPALIUA

NPUKA3
oT 6 okTsA6ps 2015 . N 691H

OB YTBEPXAEHWN NPO®ECCUOHANIbHOIO CTAHOAPTA
"CNEUMAIIUCT NO YNPABJEHUIO MEPCOHATIOM"

B cootBeTtcTBUM C nyHkToM 16 [lpaBun paspaboTku, yTBEPXKAEHUS W MNPUMEHEHUs NpPodeCCUMOHanbHbIX
CTaHOapToB, YTBEPXAEHHbIX nocTtaHoBrneHuem lpasutensctBa Poccuiickon ®enepauun ot 22 gusapa 2013 r. N 23
(CobpaHue 3akoHopaTenbcTBa Poccunckon ®egepaumm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npuka3sbiBato:

YTBEpAMTb Nnpunaraembln npodeccuoHansHbIn ctaHgapT "Cneunannct no ynpasneHuio nepcoHanom”.

MuHucTp
M.A.TOMUJTNH

YTBEpXKOeH

npukaszoMm MuHuCTepcTBa Tpyaa
M couunanbHOWM 3aluThl
Poccuickon ®egepauum

oT 6 okTsI0ps1 2015 . N 691H

MPO®ECCUOHATBbHbIA CTAHOAPT

CMNEUMANNCT MO YNPABJIEHUIO MEPCOHAJIOM

559
PerncrtpaunoHHbIn
Homep
|. Obwme cBegeHns
YnpasneHne nepcoHanom opraHmsaumm 07.003
(HaumeHoBaHWe BYaa NPodeCCUOHanbHON OeATENLHOCTH) Koga

OcHoBHas uenb Buaa I'IpOd)eCCI/IOHaJ'IbHOVI neATeNbHOCTU:

Ob6ecneyeHrie 3hPEKTUBHOrO DYHKLIMOHMPOBAHMS CUCTEMbI YMpaBeHUs NepcoHanoM Ans AOCTUXEeHUs
Lenei opraHusauun

pynna 3aHaTui:

1232 PykoBoauTenu nogpasgeneHun 2412 CneumanucTbl No Kagpam u
(cnyx6) ynpaBneHus kKagpamu un npodopueHTaunm
TPYAOBLIMU OTHOLLIEHUSIMU

KoHcynbTaHTINOC
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT
Mo YNpaB/IEHUIO MEPCOH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 02.11.2018

3423 Cneumnannctbl KagpoBbIX Cryx6 K -
yupexaeHnn 3aHATOCTH
(kog OK3 <1>) (HaMmeHoBaHwMe) (kog OK3) (HaMmeHoBaHwMe)

OTHeceHMe K Buaam 3KOHOMUYECKOW AeATenNbHOCTU:

78.30 [eatenbHoCTb MO Nogdopy NepcoHana npoyas
(kog OKB3[ (HaumeHoBaHVEe BYAa SKOHOMUYECKON AESATENBHOCTN)
<2>)

[I. Onucanne TpyaoBbIX OYHKLUNNA,

BXOOSALLMX B NpodeCcCrMoHanbHbIi cTaHaapT (PyHKUMOHanbHas Kkapta
BMaa NpodeccnoHanbHoOM AeATENbHOCTH)

O606LeHHbIe TPyaoBble (YHKUMM TpynoBble yHKUMK
ko4 HanMeHoBaHue YPOBEHb HanMeHoBaHue Koa YPOBEHb
KBanudwm (mogypos
KaLumm €Hb)
KBanMduk
auum
A [okymeHTaunoHHoe 5 BeneHve opraHusauvoHHOW 1 A/01.5 5
obecneyeHne paboTbl pacnopsanTenbHON OKYMEHTauumn no
C nepcoHarnom nepcoHany
BeneHune gokymeHTaumm no yyeTy u A/02.5 5
OBWKEHUIO KaapoB
AOMWHUCTPUPOBaHWE NPOLECCOB U A/03.5 5
OOKYMEHTOO00pOoTa Mo yYeTy 1 ABUKEHUIO
KaapoB, NPeACTaBeHN0 JOKYMEHTOB MO
nepcoHany B rocyapCTBEHHbIE OpraHbl
B HeaTenbHocTb No 6 C6op uHopmaumm o noTpebHOCTAX B/01.6 6
obecneyeHunto opraHusauum B nepcoHane
nepcoHanom
Mownck, npuBneyenune, nogdop n otTbop B/02.6 6
nepcoHana
AOMWHUCTPUpPOBAHME NMPOLIECCOB 1 B/03.6 6
OOKyMeHToobopoTa obecneyeHms
nepcoHasnom
C [estenbHOCTb NO 6 OpraHnzauusa n npoBegeHne oLeHKN C/01.6 6
OLEeHKe 1 aTTecTaumm nepcoHana
nepcoHana
OpraHusaunsa 1 npoBegeHve atTectaumm C/02.6 6
nepcoHana
AOMUHUCTPUPOBAaHME NPOLIECCOB U C/03.6 6
OOKyMeHToobopoTa npy NpoBedeHun
OLIEHKWN M aTTecTalmm nepcoHana
KOHCYH bTaHTlntoc www.consultant.ru

HaeXHas npaBoBas noaaepXxkKa
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018
D HeaTenbHocTb No 6 OpraHusauus u nposegeHune meponpuatun | D/01.6 6

pa3BUTKIO NepcoHana no pasBUTUIO U NMOCTPOEHUIO

npodeccroHarnbHo Kapbepbl NepcoHana

OpraHusaunsa obyveHus nepcoHana D/02.6 6
OpraHunzauusa agantaumm n CTaXXMpOBKK D/03.6 6
nepcoHana

AAMWHUCTPUPOBaHWE NPOLECCOB U D/04.6 6

[I0KyMEHTO060poTa Mo PasBUTMIO U
npodbeccroHanbHol kapbepe, 06ydeHuo,
ajanTaummn U CTaXMpOBKe nepcoHana

E JearenbHOCTb Mo 6 OpraHusauua Tpyaa nepcoHana E/01.6 6

opraHusauuu Tpyaa u
ornnarbl nepcoHarna OpraHu3auust onnatbl Tpyda nepcoHana E/02.6 6
AOMWHUCTPUPOBaHWE NPOLECCOB U E/03.6 6

,EI,OKYMeHTOO60pOTa no Bonpocam
OopraHusaumun Tpyaa u onnatbl nepcoHana

F [earenbHOCTb Mo 6 Pa3paboTka KoprnopaT1BHOM COLManbHOM F/01.6 6
opraHusaumm NONUTUKN
KOprnopaTUBHOM
coumanbHomn Peannsauusa kopnopaTtnBHOW coLmanbHON F/02.6 6
NOMNUTUKN NOMNUTUKN
AOMUHUCTPUPOBaHME NPOLLECCOB U F/03.6 6

ﬂ,OKYMeHTOO60p0Ta no Bonpocam
KOpI'IOpaTVIBHOIZ couunanbHOW NOMUTUKK

G OnepauunoHHoe 7 Pa3paboTka cuctembl onepaumoHHOro G/01.7 7

ynpasneHue ynpasreHusi NnepcoHanom u paboThbl

nepcoHarom u CTPYKTYPHOro noapasaeneHuns

nogpasgeneHnem

opraHmsaumm Peanusauns onepaunoHHOro ynpasneHunst G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgeneHus
AOMUHUCTPUPOBaHME NPOLIECCOB U G/03.7 7

AOKyMeHToobopoTa no onepaumMoHHOMY
ynpaBreHuto nepcoHanom n pabore
CTPYKTYPHOro noapasaeneHuns

H Crtparernyeckoe 7 Pa3paboTka cucTembl CTpaTernyeckoro H/01.7 7
ynpaBneHune ynpaBneHns nepcoHanomM opraHusauum
nepcoHanom
opraHusauum Peanunsauusa cuctembl cTpaTernyeckoro H/02.7 7

ynpasrieHna nepcoHanom opraHmnsauumm

AAMWHUCTPUPOBaHWE NPOLECCOB U H/03.7 7
AOKYMeHToOobopoTa no cTpaTternyeckomy
ynpaBneHUo NepcoHanomM opraHusaumm

Ill. XapakTepuctmka 0606LLEHHBIX TPYAOBBLIX (OYHKLUIA

KoHcynbTaHTINOC
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT
Mo YNpaB/IEHUIO MEPCOH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHus: 02.11.2018

3.1. O6o0LeHHasa TpygoBas pyHKUUS

OKYMeHTaLMoHHoe obecrneyeHne paboTbl C YpoBeHb
HanmeHoBaHue Roxy H P Kon A P 5
nepcoHanom KkBanudukauum
[NpouncxoxaeHne
p *ae o 3anmcTBOBaHO
06006LLeHHO TPYOOBON OpwurunHan X
N3 opurmHana
dyHKUMN
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHanbHoro
cTaHgapTa
Bo3MoxHble Cneumanuct no KagpoBOMY AeNONPOV3BOACTBY
HauMeHoBaHus CneumanucT no AoKyMeHTaunoHHoMy obecneyeHnto paboThbl C NnepcoHanom

JOmKHOCTEN, npodeccui
Cneumanuct no nepcoHany

Creumanuct no 4oKyMeHTaLUMoHHOMY obecrneyeHmnio nepcoHana

TpeboBaHus K

0bpasoBaHu1Io 1 0B6yYeHMto | CneumManMcToB CPeaHEero 3BeHa

KBanudunkaumnm

CpeaHee npodeccuoHanbHoe o6pasoBaHue - Mporpamma rnoaroToBKy

HononHutenbHoe npodeccuoHansHoe obpasoBaHune - NporpaMmbl
npocheccuoHanbHoOM NepenoaroToBKY, NPOrpaMMbl MOBbILLEHUS]

TpeboBaHus K ONbITy -
npakTuyeckon paboTbl

Ocobble ycnoBus gonycka
K pabote

Opyrue xapakTepucTukm

[ononHutenbHble XapaKTepucTukn

HaunmeHoBaHWe gokymeHTa Koga HaumeHoBaHue 6a3oBow rpynmnbl, 4OMKHOCTU (Npodyeccum) unm
cneumanbHOCTH
OK3 2412 CneumanucTbl Mo Kagpam u npodopueHTaumnm
3423 CneumanncTbl KaapoBbIX CYX0 U yUpexXAeHUI 3aHSATOCTH
EKC <3> - Cneumannct no kagpam
- WHcnekTop no kagpam
OKIATP <4> 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.1.1. Tpynosas dyHKUMSA

KoHcynbTaHTINOC

www.consultant.ru
HaeXHas npaBoBas noaaepXxkKa
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Mo yrnpaBneHWIO NEPCOH... [ata coxpaHeHus: 02.11.2018
BeneHve opraHnsaumoHHON n YpoBeHb
HaumeHoBaHWe | pacnopsiauTenbHOW AOKYMEHTaumUn no Kog A/01.5 | (nogypoBeHb) 5
nepcoHany KBanudmkaumm

MpouncxoxaeHne TpygoBown X 3anmcTBOBaHO

urmHan
YHKLMM Op a 13 opurmHana
Kopg PernctpaunoHHbIn
opurmHana HOoMeEp
NpodeCcCcUoHarnbLHOro
cTaHgapTa

Tpyaosble gencteus | ObpaboTka M aHanu3 NocTynaroLLen OKyMeHTaL MM no nepcoHany

PaspaboTka 1 ocdopmreHne JOKYMEHTauUmUW no nepcoHany (NepBUYHON, YYETHOMN,
nraHoBOW, no coumanbHomy obecneveHmto, OpraHM3aLMOHHOW,
pacnopsanTensHon)

PeFI/ICTpaLI,I/IFl, YYeT U TeKyulee XxpaHeHune OpFaHVI3aL|,I/IOHHOl7I n pacnopﬂ,u,MTeanon
LOOKyMeHTauumn no nepcoHany

Heobxogumbie PaspabaTbiBaTh MPOEKTbl OPraHM3auMOHHbIX M pacrnopsiaMTeNbHBIX AOKYMEHTOB
yMeHUsi no nepcoHany

OdopMnsaATb OOKYMEHTbl B COOTBETCTBMM C TpeboBaHMAMKM rpaxkgaHCKoro,
TpygoBoro 3akoHopartenbctBa Poccuiickon depepaumm 1 nokanbHbIMU
HOPMaTUBHbIMW aKTaMu opraHmu3aummn

Bectn ydyeT n perncrtpaunio OJOKYyMEHTOB B VIH(bOpMaLI,VIOHHbIX cucrtemax U Ha
MaTepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHeHMe [OOKYMEHTOB B COOTBETCTBUM C TpeboBaHuAMU
TPyOoBOro, apxMBHOro  3akoHogaTenbctBa  Poccuiickon  depepauum
NoKanbHbIMW HOPMAaTUBHBLIMW akTaMu OpraHn3aumnm

AHanuavnpoBaTb OOKYMEHTbl W MEePeHOCUTb WMHGOopMauuio B 6asbl AaHHbIX U
oTyeThl

BbisBNATb OWMOKK, HETOUYHOCTH, ncnpasieHna n HegoCTOBEPHYHO Vchbopmau,mo B
OOKyMeHTax, onpeaendartb NermTMMHOCTb OKYMEHTOB

PaboTtatb C I/IH(bOpMaLI,I/IOHHbIMI/I cuctemamm u 6asamMn OaHHbIX MO BeAEHUHO
yyeTa, OBMXKEHUIKO nepcoHana

CobntogaTb HOPMbI 3TUKK OEMOBOro 0oL eHus

Heobxoanmble nOpﬂﬂ,OK O(bOpMﬂeHVIﬂ, BeleHUA N XpaHEeHUA OJOKYMEHTOB MO nepcoHany
3HaHUA

nOpﬂ.ElOK ydyeTa ABMXEeHUA KagpoB U CoCTaBl1ieHnA yCTaHOBJ'IeHHOVI OT4YETHOCTU

OcCHOBBI /J,OKyMeHTOO60pOTa N OOKYMEHTaUNOHHOIo obecneyeHns

TexHonoruu, mMeTodabl U MeTOAMKM npoBedeHuA aHanmsa n cucrtematudaumm
LOOKYMEHTOB 1 I/IH(*)OpMaLI,I/IM

Mopsigok pacyeTa cTaxa, NbroT, KoMMeHcauuin, opopPMIIEHNS MEHCUIA paGOTHMKaM

KoHcynbTaHTINOC
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT
Mo YNpaB/IEHUIO MEPCOH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHus: 02.11.2018

CTpyKTypa opraHusauum

TpyooBoe 3akoHOOATENbCTBO WM WHbIE akThbl, coAdepXalliye HOPMbl TPYOOBOro
npaea

OcCHOBbI apxXMBHOrO 3aKkoHoAaTenbCTBa W HOpPMAaTWMBHbIE MNpPaBOBble  akThbl
Poccuickon ®egepaunn, B YacTn BegeHUs JOKYMeHTaumm no nepcoHany

3akoHoaaTenbcTBO Poccuiickoin Penepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble  HOpPMaTUBHbIE akTbl OpraHu3auuW, perynupylowme  nopsiaok
ochopmneHusi pacnopaanTenbHbIX U OPraHN3aUMOHHBbIX JOKYMEHTOB MO NepcoHany

HopMbl 3TVKM 1 0enoBoro obLeHus

basoBble OCHOBBbI I/IHCbOpMaTI/IKM, CTPYKTYPHOE NOCTpOEeHue MH(*)OpMaLI,I/IOHHbIX
CUCTEM N 0OCOBEHHOCTH pa60TbI C HUMU

Apyrve
XapaKkTepucTukn

3.1.2. TpypoBas dyHKUMSA

BepneHve gokymeHTaumm no yveTy u YpoBeHb
HaumeHoBaHVe | oBMXEHUIO KaapoB Kog A/02.5 | (nogypoBeHb) 5
KBanudunkaumnm

MpoucxoxaeHne TpyooBon

dPyHKUNN

X 3anmMmcTBOBaHO

urnHan
Op a 13 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMmep
npoceccuoHanbHoOro
cTaHgapTa

TpyooBble AenCTBUSA

MogroToBka NPOEKTOB  OOKYMEHTOB no npouenypamv ynpasrneHua
nepcoHariom, y4yeTty n ABWXeHU nepcoHana

OpraHusaumsi cucTembl ABWKEHUS JOKYMEHTOB MO NepcoHarny

C6op v NnpoBepka NYHBIX OKYMEHTOB paGoTHMUKOB

MoarotoBka M ocdhopmMrieHVe Mo 3anpocy PabGoTHWKOB U AOIMKHOCTHBIX NNL
KOMWI, BBINMUCOK U3 KaapOBbIX JOKYMEHTOB, CNpaBoK, MHGOPMaLM O cTaxe,
nbroTax, rapaHTUAX, KOMMNeHcaUmnax 1 UHbIX CBeOeHUiA 0 paBGoTHMKaX

Bbloaya paboTHUKY kKagpoBbIX JOKYMEHTOB O €ro TPyAOBON AeSATENbHOCTU

HoseneHne 0o cBeneHunda nepcoHana OpraHn3aumoHHbIX,
pacnopAagnTenbHbIX U KaapoBbiX JOKYMEHTOB OpraHn3auunm

BepneHue yyeTta paboyero BpemeHn paboTHMKOB

PeFI/ICTpaLI,I/Iﬂ, ydqyeT, onepatnBHOE XpaHeHWe OOKYMEHTOB MO nepcoHany,

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

noaroToBKa K caave nx B apxmB

Heobxoaoumele ymeHus PaspabaTtbiBaTb NPOEKTbI KAAPOBbLIX JOKYMEHTOB

O(bOpMﬂﬂTb KagpoBble [OOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHI/IF|MI/I
TPyAOBOro 3akoHoaTtesbCTBa Poccurickon CDep,epaLwlM N noKanbHbIMU
HOPMaTUBHbLIMW aKTaMun opraHmn3aumm

Bectn yqyeT n perncTtpaumio KagpoBbiX OOKYMEHTOB B I/IHd)OpMaLIMOHHbIX
cucremMax n Ha MmatepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHeHWe KaapoBbiX [OOKYMEHTOB B COOTBETCTBMU C
TpeboBaHNaMN TPYAOBOro, apxMBHOIO 3akoHodaTenbcTBa Poccumnckon
dPepepaumm 1 nokanbHbIMU HOPMaTUBHBIMW akTaMn OpraHmu3auum

AHanusmpoBaTb KagpoBble [JOKYMEHTbl U NepeHocUTb MHGopMaumio B 6a3bl
AaHHbIX 1 OTYETHI

Pabotatb co cneunanmn3npoBaHHbIMA VIH(*)OpMaLI,I/IOHHbIMI/I cucreMmamm m
0a3amMu AaHHbIX NO BEAEHUIO yyeTa 1 ABMXKEeHUKO nepcoHana

PaspabatbiBaTb nnaH  KOPPEKTUPOBOK  YCTAHOBMEHHOrO  Mopsiaka
ochopMneHnss OOKYMEHTOB MO MepcoHany W peanu3oBbiBaTb MNPUHATbIE
N3MEHEHUS

KoHTponupoBsaTtb npucyTcTBMe paGoTHUKOB Ha paGoyeM mecTe

CobntoaaTh HOPMbI 3TUKU AeNoBOro obLeHUs

Heobxogumble 3HaHUs Mopsnok odbopMeHnsl, BEAEHNS N XpaHEHNS1 OKYMEHTOB MO NepcoHany

nopFUJ,OK ydyeTta OBWXEeHUA KagpoB W COCTaBlieHUA yCTaHOBJ'IeHHOIZ
OTHETHOCTU

Mopspok pacuyeTa cTaxa, nNbroT, KOMMEHcauun, OOpMIEeHUs neHcun
paboTHUKaM

CTpyKTypa opraHusaumm

TpynoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, coAepykallne HopMbl TPYAOBOro
npaea

OcCHOBbI apxMBHOIO 3akoHogaTenbCTBa W HOPMAaTMBHbIE MNPABOBbIE aKThbI
Poccuinckon ®egepauun, B YacTn BegeHVUs JOKYMeHTaumm no nepcoHany

3akoHoaaTenbcTBO Poccuiickoin Penepaumm o nepcoHanbHbIX AaHHbIX

TexHonorun, MeTodbl U METOAMKM NPOBEAEHUs aHanusa U cucTeMaTmsaumm
[OKYMEHTOB 1 MHcpopMaLmm

JlokanbHble HOpPMaTUBHbIE aKTbl OpraHu3auWu, perynupyolme nopsaok
0hOpPMIEHNA [OKYMEHTOB MO NepcoHany

OcHosBbl ,EI,OKyMeHTOO60pOTa N OOKYMEHTaUMOHHOIro obecneyeHunst

HopMbl 3Tkn genoBoro obLeHus

basoBsble OCHOBbI VIH(bOpMaTVIKI/I, CTPYKTYpPHOE NOCTpOEHNE

KoHcynbTaHTINOC
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I/IH(bOpMaLI,I/IOHHbIX cucTem n 0cobeHHOCTH pa6OTbI C HUMIK

Opyrve xapakTepucTuku -

3.1.3. Tpyposas gyHKUMS

AOMUHUCTPUPOBaHWE NPoLLECCOB U
OOKyMeHToobopoTa no yyeTy 1 ABUKEHUIO
KagpoB, NpeacTaBneHno JOKYMEHTOB Mo
nepcoHany B rocyapCTBEHHbIE OpraHbl

YpoBeHb
Kog A/03.5 | (nogypoBeHb) 5
KBanudukaumnm

HanmeHoBaHue

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
PyHKUUN

nrnHan
Op a N3 opurnHana

Kopg PernctpaunoHHbIn
opurmHana HOoMeEp
NpodeCcCUoHarnbLHOro
cTaHgapTa

TpynoBble gencrems OpraHu3auns JoKymeHToob0opoTa Mo y4eTy U OBWKEHNIO KaapoB

OpFaHl/I3aLU/IFI D,OKyMeHTOO60pOTa no npeancraBneHnio OOKYMEHTOB MO
nepcoHany B rocygapCrBeHHble opraHbl

lMocTtaHoBKa Ha y4eT opraHnsaunm B rocyaapCTtBeHHbIX opraHax

MoaroToBka MO 3ampocy FOCyAapCTBEHHbLIX OPraHoB, MPOMECCUMOHANbHbBIX
COIO30B U [OpYrUX MpeacTaBUTENbHbIX OpraHoB PabOTHUKOB OPWIMHAmoB,
BbIMNUCOK, KOMWiA OKYMEHTOB

lMoagrotoBka yBeoOMMEHUIA, OTYETHOW U CTAaTUCTUYECKOW WHopmaumm no
nepcoHany

MoaroToBka MHopmaLuum o} 3aKroyYeHnm TpyaoBoro unu
rpakgaHcKo-npaBoOBOro 4OroBopa Ha BbinonHeHue paboT (okasaHue ycnyr) ¢
rpagaHWHOM,  3aMellaBLUMM  [OJDKHOCTM  TFOCYLApPCTBEHHOW  UIU
MyHUUMNAnNbHOM  ciyXkObl, nepedyeHb  KOTOPbIX  YCTaHaBnMBaeTCA
HOpMaTUBHbLIMM NPaBOBbLIMKU akTamu Poccuickon denepaunm

Heobxogumble ymeHUsi OdopMnsTb y4eTHble OOKYMEHTbI, NPELOCTaBMsiEMblE B FOCy4apCTBEHHbIE
opraHbl, NPodeccrMoHarbHble CO3bl U Apyrue npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHeHWe LOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMMU
TpygoBOro 3akoHopaTenbctBa Poccuitickon degepaumm U nokanbHbIMU
HOPMaTUBHbLIMW aKTaMy OpraHn3aumm

Pabotatb ¢ MHhOpMALMNOHHBIMK cucTEMaMn 1 6azamMn JaHHbIX MO BEAEHUIO
yyeTa 1 OBUXEHUIO NepcoHana

PaboTtaTe ¢ MHOPMALMOHHBIMK cUCTEMaMu 1 6a3aMy AaHHbIX MO BEAEHUIO
CTaTUCTMYECKOM U OTYETHOM MHGOPMaLMKM No nepcoHany

AHaJ'IM3MDOBaTb npasuna, npouenypbl U NOPALOK, perynumpyruwine npasa un
06s13aHHOCTH rocygapCTtBeHHbIX OpraHoB ” oOpraHu3aumm no Bonpocam

KoHcynbTaHTINOC

www.consultant.ru CrpaHuua 9 ns 67
HaeXHas npaBoBas noaaepXxkKa



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

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

obmeHa ﬂ,OKyMeHTaLI,VIeIZ no nepcoHany

Bectn genosyto nepenncky

CobntoaaTe HOPMbI 3TUKU AeNoBOro obLeHUs

Heobxogumble 3HaHUs TexHonorumn, metToabl U METOAMKMA NPOBEAEHUS aHanusa u cucteMaTusaumm
OOKYMEHTOB ¥ MHOpMaLmn

OcHoBbI [J,OKyMeHTOO60pOTa N OOKYMEHTaUMOHHOIo obecneyeHnst

CTpyKTypa opraHusaumm

HopmatusHble npaBoBble akTbl Poccuiickon ®efepauuu, perynupyroLine
npaBa 1 0693aHHOCTM rocy4apCTBEHHbIX OPraHoB, NPOdECCUOHaNbHbIX
COIO30B U ApYrux NpeacTtaBUTENbHbIX OpraHoB paboTHUKOB MO
nNpeaocTaBrneHno Y4eTHOW AOKYMEHTaLnm

TpyaoBoe 3aKOHOAATENBLCTBO M UHbIE aKTbl, COAEpXKalliMe HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbLCTBA U HOPMAaTUBHBIE NPaBOBbLIE aKThl
Poccuiickoin Penepaunm, B YacTu BeAeHUsI JOKYMeHTaLMKU No nepcoHany

3akoHopaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOPpMaTUBHbIE aKTbl OpraHn3auuun, perynmpyrouime nopanok
BeeHNA OOKyMEeHTaun Nno y4yeTy n OBXeHUo nepcoHana

HopMbl 3Tkn genosoro obLeHus

BasoBble 0CHOBbI MHPOPMATUKKN, NOCTPOEHUSI MHEPOPMALIMOHHBLIX CUCTEM U
0cobeHHOCTM paboTbl C HAMM

Lpyrve xapakTepucTrKu -

3.2. O606LeHHasn TpygoBas yHKUMSA

HauMeHoBaHMe [eATtenbHOCTb N0 06ecneyYeHnto NepcoHanom Kon B YpoBeHb
KBanudunkaumum
Mpoucxoxnerie 3anmcTBOBaHO
06006LLeHHO TPYOOBON OpwurunHan X
CDYHKLIAN N3 opurvHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHanbHoro
cTaHgapTa
Bo3MOXHble HaMMEHOBaHNS Cneumanuct no nogbopy nepcoHana
OOMmKHOCTEN, npodeccui Cneumanuct no nepcoHany
MeHemxep no nepcoHany
KoHcynbTaHTINIOC
Yy www.consultant.ru Crpanuua 10 u3 67
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TpeboBaHusa k o6pasoBaHuio | Beicluee obpasoBaHue - bakanaspuaT

n o0by4eHnto HononHutenbHoe npodeccuoHanbHoe obpasoBaHne - NporpaMmmel
NoBbILLEHMS KBanudukaumm; nporpammel npodeccroHansHomn
nepenoaroToBkM B obrnactu novcka u nogdopa nepcoHana

TpeboBaHus K OnbITY -
npakTuyeckon paboTol

Ocobble ycrioBus gonycka K
paboTte

Opyrue xapakTepucTrKu -

[ononHutenbHble XapaKTepucTtukumn

KoHcynbTaHTINOC
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[okymeHT npepnoctasneH KoncynbTaHTtAOC
[ata coxpaHeHusi: 02.11.2018

HaumeHoBaHve gokymeHTa Kog HaumeHoBaHne 6a3oBow rpynnbl, AOMKHOCTU (Npodyeccum) nnm
cneumanbHOCTH

OK3 2412 CneumanucTbl No Kagpam n NnpodopueHTaumm
3423 CreunanncTtbl KagpoBbIX CrYX0 M yYpexxaeHUn 3aHATOCTH

EKC - CneumanucTt no kagpam
- MeHenxep no nepcoHany

OKMATP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

KoHcynbTaHTINOC
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3.2.1. Tpynosas pyHKUMSA

C6op nHdopmaumm o noTpebHoCTAX YpoBeHb
HanmeHoBaHVe |opraHusaumm B nepcoHarne Kog B/01.6 |(nogypoBeHb) 6
KBanudmkaumm

3anmcTBOBaHO
13 opurnHana

lNpoucxoxageHne TpygoBomn

chyHKLIAN OpwurunHan X

Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHarnbHOro
cTaHpapTa

TpynoBble geicTBus AHanus nnaHoB, CTpaTeErMn U CTPYKTYpPbl OpraHn3aumm

AHanns ocobeHHocTen opraHusaumm paboTbl M NpPoOM3BOACTBA Ha
KOHKPETHbIX paboynx mecTtax

AHanus pblHKa Tpyda Mo opraHusaumMum paboTbl Ha  aHanorMyHoMm
Npou3BoACTBE U paboynx mecTax

dopmupoBaHme TpeboBaHUM K BakKaHTHOM [JOMMKHOCTM  (Mpodhbeccum,
crneunanbHOCTH) N UX KOpPeKLns

AHanns pblHKa Tpyda M nepcoHana opraHusauuym no npoduno BakaHTHOW
OOIMKHOCTM (Mpodeccuu, crneLmanbHOCTN)

MHopMupoBaHue 1 KOHCYNbTUpOBaHWE pykoBoauTenen nogpasgesieHun m
opraHusauum rno Bonpocam pbiHka Tpyaa B YacTu obecneveHms nepcoHanom

HeobGxoammble yMeHuUsi Cobupatb, aHanusMpoBaTb W  CTPYKTypupoBaTb WHdopMauuio 06
0COBGEHHOCTSIX OpraHu3aummn paboT Ha pasfMyHbIX y4acTkax Npou3BoACTBa U
Ha KOHKPETHbIX paboymx MecTax C y4eToM Uuenei, 3agad, NriaHoB W
CTPYKTYpPbl OpraHusauum

CobupaTtb, aHanusMpoBaTb W  CTPYKTypupoBaTb WHdopMauuio 06
0COBEHHOCTSIX U BO3MOXHOCTSIX KaApOBOro NoTeHumana opraHusaumm

CobupaTb, aHanusmMpoBaTb W  CTPYKTypupoBaTb WHGopmauuio 06
0COBEHHOCTAX pblHKa TPyAa, BKIoYas NpeanoXeHus OoT NpoBanaepoB yenyr
Mo NMoucKy, Np1BneYeHnto, nogbopy n otbopy nepcoHana

dopmupoBatb TpeboBaHMS K BakaHTHOM  AOMMKHOCTM  (mpodheccum,
crneunanbHOCTW) 1 ONpeaenaTb KpuTepun nogbopa nepcoHana

BHOCUTbL KOppekTupylowme cBegeHust B TpeboBaHUs K kaHauaatam Ha
BaKaHTHble JOMMKHOCTU (Nnpodheccun, cneumansHoCTm)

[Monb3oBaTbCA MOUCKOBLIMU CUCTEMAMU U UH(OPMALMOHHLIMK pecypcamu
ONA  MOHMTOpMHra  pblHKA  Tpyda, T[PaXgaHCKoro W TpyaoBOro
3akoHogaTtenbcTBa Poccunckon degepaumn

KOHch'IbTI/IpOBaTb no BOMNpoCaM pblHKa Tpyda B 4acTtu obecneyeHns
nepcoHasriom

KoHcynbTaHTINOC
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CobntogaTb HOPMbI 3TUKK OENOBOro 00LeHus

Heobxogumble 3HaHus TexHonoruu, MeToabl U METOANKN npoBeaeHnAa aHanmia n cucrtemMaTmsaumn
LOOKYMEHTOB 1 VIH(bOpMaU,I/IVI

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTM  (mpocdpeccum,
cneumnanbHOCTK)

Mopsiaok onpeneneHnst NepcnekTUBHONM 1 TekyLel noTpeGHoCTH B kKagpax

NcTovHnkm obecneyeHns opraHusauum kagpamu

OpraHusaumst paboT Ha pasfnuuHbIX y4acTkax MpPOV3BOACTBA, OpraHv3aLum,
oTpacnu

OOwune TeHAEHUUN Ha pblHKE TpyAa WU B OTAENbHOM OTpacrnuv, KOHKPEeTHOM
npodeccun (4OMKHOCTH, cneLnansHOCTL)

OcCHOBbI NCUXONOrNKN U couuonormm Tpyaa

OCHOBbI 9KOHOMUKMN, opraHusauunmn Tpyaa n ynpasneHus

TpyaoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoAepXallMe HOPMbl TPYAOBOro
npaea

OCHOBbLI apXMBHOIO 3akKoHOOATENbCTBA W HOPMAaTMBHbIE MPaBOBbIE aKTbl
Poccuiickon depepauum, B YacTu BeAeHUs1 OKYMEHTAL MM NO NepcoHany

3akoHopaTenbcTBO Poccuickon degepaumm 0 nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTUBHbIE akTbl OpraHu3auuu, perynupyoLlme nopsaok
nogbopa nepcoHana

Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WMHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMUK

Lpyrne xapakTepucTmkm -

3.2.2. Tpynosas pyHKUMSA

Mowuck, npuBneyeHne, nogodop u otéop YpoBeHb
HanmeHoBaHve | nepcoHana Kog B/02.6 |(nogypoBeHb) 6
KBanudmkaumm

lNpoucxoxageHne TpyaoBomn 3anmcTBOBaHO
dyHKUMN OpuruHan X 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHpapTa
KOHCYH bTaHTInroC www.consultant.ru Crpanuua 14 u3 67

HaeXHas npaBoBas noaaepXxkKa


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

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018
TpynoBble gencTeums lMouck BO BHYTPEHHUX U BHELLUHUX UCTOYHMKaX MHOPMaUMM O KaHgugartax,
COOTBETCTBYlOLEN TpeboBaHWsIM BakaHTHOW OOIMKHOCTM  (Mpocdhbeccum,
cneumnanbHOCTK)

PasvelleHne cBegeHMA O  BaKaHTHOW  [OIMKHOCTM  (npodpeccuu,
crneunanbHOCTK) B cpeacTBax MaccoBon nHdopmaLmm

Bbl60p crnocoboB 1 MeTodoB npuerie4eHNA nepcoHana B COOTBETCTBUU C
yTBEPXAEHHBbIMU NiiaHaMmu

MpoBepka WHopMauMm O KaHOuMgaTax Ha BaKaHTHble [OOJMKHOCTU
(mpodbeccuu, cneumanbHOCTH)

MpoBepeHne cobecenoBaHM M BCTpPeY C KaHAMZATaMW Ha BakKaHTHblE
JormkHocTu (npodeccuu, cneumanbHOCTU) ¢ obecneyeHnem obpaTHOM CBA3N

OueHka COOTBETCTBUS KaHAMAATOB TPebOOBaHWAM BakaHTHOW [OOMMKHOCTU
(npodbeccuu, cneumanbHOCTH)

MoaroToBka nMpeanoXxeHui no dopMMpoBaHMI0 OlogkeTa Ha  MOWUCK,
npueneyeHve, nogdop 1 oTéop nepcoHana

NHdopmupoBaHe 1 KOHCYNbTUPOBaHWE pyKoBOAMTENEn noapasgereHun u
opraHu3aumm no Bornpocam npuBneyYeHns nepcoHana ¢ oueHKon 3aTpart

HeobGxoammble yMeHusi OnpenensTe  KpuTepun Mowcka, NpuUBIeYeHns, nogbopa U oTGopa
nepcoHana

C06I/IpaTb, aHann3npoBaTb U CTPYKTypupoBaTb I/IHd)OpMaLI,I/II'O O KaHOunpaaTax
N npeanoXeHuax Ha pbiHKe Tpyaa

lMonb3oBaTbCA NOUCKOBLIMU CUCTEMaAMMU U MHEDOPMAaLIMOHHBIMW pecypcamu B
obnacTtun obecnevyeHnss nepcoHanom

MpUMEHSTL TEXHOMOrMM M METOAMKM MoucKka, NpuBreveHus, nogbopa wu
oTbopa  KaHOWOATOB  Ha  BakaHTHble  OOMMKHOCTM  (Mpodoeccum,
crneumanbHOCTN) B COOTBETCTBME C UX CneundmKomn

WMcnonb3oBaTtb cpencrtea obecneyeHuns nepcoHarnom, BKIHo4ad
conpoBoxageHne

KoHcynbTupoBaTh No Bonpocam npuBreyeHmsl nepcoHana

CocTtaBnsAtb U KOHTpOJIMpOBaTb CTaTbM pacxodoB Ha obecneveHne
nepcoHarioMm ana nnaHnpoBaHUA OrooKeToB

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxoaumble 3HaHUA NcTouHrKM obecnedyeHuss opraHusaummn kagpamm

TexHonorm n METOAUKN MoumcKa, npueneyeHna, no,u,60pa n 0T6opa
nepcoHana

Cuctembl, meToabl W QOPMbI  MarTepuanbHOro U  HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum n meToabl (bOpMVIpOBaHVIFI N KOHTPOIA OroaxeToB

KoHcynbTaHTINOC
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TexHomnorun, MeToabl U MeToAMKW MPOBEAEHUs aHanu3a, cucTemaTu3aumu
[OKYMEHTOB 1 UHcpopMaLmm

CTpykTypa oOpraHMsauMm W  BakaHTHble  OOMMKHOCTM  (mMpodoeccum,
crneumanbHOCTH)

O6wme TeHOeHUUN Ha PblHKE Tpyda U B OTAENIbHbIX OTpacndax U Buaax
HpO(*)eCCVIOHaﬂbHOVI OeATeNIlbHOCTU

OCHOBbI NCKMXONOrMK U COLNMONOrNn TpyAa

OCHOBbI 3KOHOMMUKM, opraHunsaumn Tpyaa v ynpasieHnd nepcoHariom

TpyooBoe 3akOHOAATENbCTBO M MHbIE aKTbl, COAEpKaLLMe HOPMbl TPYAOBOrO
npasa

OCHOBbLI apXMBHOIO 3aKOHOOATENbCTBA W HOPMATMBHbIE MNPaBOBbIE aKTbl
Poccuiickon depepauuu, B YacTu BeAeHNUsI LOKYMEHTAL MK NO NepcoHany

OcHoBbl Hanoroeoro 3akoHogartenbcTBa Poccuinckon degepavmm

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble aKTbl opraHusauumn, perynupyrowme nopanok obecneyeHns
nepcoHanom

HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBbI MHPOPMATUKK, MOCTPOEHWUST MHAPOPMALMOHHBLIX CUCTEM U
0C0BOeHHOCTM paboTbl C HAMM

Lpyrve xapakTepucTmku -

3.2.3. TpypoBas dyHKUMSA

AOMUHUCTpUPOBaHKE NPOLLECCOB U YpoBeHb
HanmeHoBaHve | fokymeHToobopoTa obecneveHust Kog B/03.6 |(nogoypoBeHb) 6
nepcoHanom KBanudwvkaumm
Mpouncx Hue T BOW UMCTBOBaH
poucxoxaeHne TpyaoBo OpuruHan X 3anmcTBOBaHO
dyHKUMM “3 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHansHOro
cTaHgapTa
TpynoBble AencTeus AHanu3 npoueccoB [OOKyMeHToobopoTa, IoOKanbHbIX [OKYMEHTOB MO

Bonpocam obecneyeHus nepcoHasnom

BeneHne wuHoOpMaumMmM 0  BakaHTHbIX  OOJDKHOCTAX  (Mpodheccus,
crneumanbHOCTAX) N KaHaugaTax

,D,OKyMeHTaLl,I/IOHHOG conpoBsoxaeHne KaHougaTtoB Ha 3Tanax MNoucKa,
npuBrie4eHn4, nop,6opa n 0T60pa nepcoHana Ha BaKaHTHbl€ OOJIDKHOCTU

KoHcynbTaHTINOC
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(npodheccuum, cneumanbHOCTH), WHdOpMMpOBaHME KaHOMpaToB O
pesynbTatax oTbopa

MoaroToBka 3amnMpocoB O kaHAuAatax B [OCYOAPCTBEHHble OpraHbl, B
cnyyasx, nNpeayCMOTPEHHbIX  OEUCTBYIOLWMM  3aKOHOAATEeNnbCTBOM, MU
06paboTka NpeaocTaBrneHHbIX CBeAeHWi

MogrotoBka un obpaboTka yBeoOMMEHWA B TOCYAapCTBEHHbIE OpraHbl,
npodeccumoHarnbHble  Co3bl WM ApyrMe  npeactaBUTerbHble  OpraHbl
paboTHMKOB MO Bonpocam Mowucka, npuBreveHus, nogbopa u oTbopa
nepcoHana

ConpoBoxaeHne OOroBOpoB Mo obecneyeHntio opraHu3auum nepcoHarnom,
BKItOYas npeaBapuTenbHble Npoueaypbl Mo UX 3aKIOYEHU0

Heobxoavmble yMeHust O6ecneuvBaTh OOKYMEHTALMOHHOE COMPOBOXAEHME BbIXOAa KaHauaaTa Ha
paboTy 1 nepemMeLLeHns nepcoHana

OdopMnsaTb  OOKYMEHTbI MO Borpocam  obecrneyeHust  KaapoBbiMM
pecypcamu, HeobxoauMMble [Ansi NPELOCTaBEHUS B rOCYAAPCTBEHHbIE
opraHbl, NpodeccroHarnbHble COo3bl U Apyrue npeAcTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHn3oBLIBaTb XpaHeHMe OOKYMEHTOB B COOTBETCTBUMM C TpeboBaHWUSIMM
TpyOoBOro, apxmBHOro 3akoHopaTenbctBa Poccuiickon depepaunn u
NoKanbHbIMW akTaMu OpraHn3aumm

AHanuaupoBaTb  [OOKYMEHTbI W NepeHocUTb  WHopmauui B
MHMOPMALIMOHHbIE CUCTEMbI M 6a3sbl faHHbIX O KaHaAuAaTax

PaboTtaTb Cc nHdopmMaUMOHHBIMK cucTtemamm n 6asamy aHHbIX NO Bonpocam
obecneyeHns nepcoHanom, BedEeHWI0 Moucka W yyeTa KaHAMOATOB Ha
BakaHTHbIE JOIMKHOCTY (Mpodeccuu, cneumnanbHOCTH)

MpousBoanTb NpeaBapuTeNbHbIE 3aKyroyHble Mpouedypbl M 0opMIsATL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMYEHUIO JOrOBOPOB

OpFaHM3OBbIBaTb M NpoBOoAUTb KOHKYPCHI, Od)OpMJ'IFlTb 1N aHannm3npoBaTb
KOHKYPCHYIO JOKYMEeHTauuno

Bectn genosyto nepenuncky

CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoanmele 3HaHWSA Mopanok odopmrieHus, BeJeHU U XpaHeHUs OOKYMeHTauun, CBA3aHHOM C
MOWCKOM, NpuBrievyeHnem, nogbopom n oTOOPOM MepcoHana Ha BaKaHTHble
OOIMKHOCTU

Mopsgok dopmupoBaHusa, BefeHusi 0OaHka [daHHbIX O MNepcoHane
opraHu3aumn n npenocrtaBiieHNAa OTYETHOCTU

OcHosBbl /J,OKyMeHTOO60pOTa N OOKYMEHTaUNOHHOIro obecneyeHus

TexHonorun, metoabl U METOAMKM NPOBEAEHUS aHanMs3a 1 cuctemaTmsaumu
OOKYMEHTOB 1 MHOpMaLmm

MopsiAok NpoBeAeHUsI KOHKYPCOB U 0CpOPMITEHUS] KOHKYPCHOM JAOKYMEeHTaLun
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Mopsigok  MpoBedeHMs  3aKynodHbiX  npouedyp W ocopMrieHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

CTpykTypa opraHmsauuMm W  BakaHTHble  JOMKHOCTM  (npodheccum,
cneumnanbHOCTK)

TpynoBoe 3aKOHOA4ATESNbCTBO M MHbIE aKTbl, CoAepKallne HopMbl TPYAOBOrO
npaea

OcCHOBbI apXMBHOFO 3aKOHOAATeNbCTBA U HOpMaTMBHbIE MPaBOBbIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaLUMK Mo nepcoHany

OcHoBbI HanoroeBoro 3akoHogatenbcTea Poccunckon ®enepavinm

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble aKTbl OpraHusauuu, perynupylole nopsaok noaéopa
nepcoHana

Mopsanok 3akoyYeHnst 4OroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBoro obLueHus

basoBble OCHOBbI MHGOPMATUKN, MOCTPOEHUA NMH(POPMALMOHHBIX CUCTEM W
0Cc0BeHHOCTM paboTbl C HAMM

Lpyrue xapakTepucTmKm -

3.3. O600weHHasa TpygoBas pyHKUUS

[eaTenbHOCTb MO OLEHKe 1 aTTecTauum YpoBeHb
HanmeHoBaHne Kopg C 6
nepcoHana KBanuduvkaumum
MNpoucxoxaoeHne
p Kne o 3anmcTBOBaHO
06006LLEHHO TPYOOBON OpwurunHan X
n3 opurmHana
dyHKUMN
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneunanucT No OLeHKe u atTecTaumm nepcoHana
DOImKHOCTEN, npodeccui Cneumanuct no nepcoHany
MeHemxep no nepcoHany

TpeboBaHus Kk Bbicwee obpasoBaHue - bakanaespuart

06pasoBaHuio 1 0byyeHuno | [lononHuTensHoe npodeccuoHansHoe obpasoBaHme - NporpamMmbl
NoBbILLEHMS KBanMdmrKaLmm; nporpamMmmbl NPOgEeCCUoHanbHon
nepenoaroToBkM B 06nactn NpoBeaAeHNs OLEHKN nepcoHana

TpeboBaHus K onbITy -
npakTu4eckoii paboTbl

KoHcynbTaHTINOC
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Ocobble ycnosusa gonycka K
paboTte

Lpyrne xapakrepucTunkm -

[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHne goKymMeHTa Kog HanmeHoBaHne 6a30Bo rpynmnbl, 4OIMKHOCTU (Npodeccnn)
unu cneumansHOCTU
OK3 2412 CneuunanuncTbl No kagpam v npodopmueHTaumnn
3423 CneuvnanncTtbl KagpoBbIX CIYX0 1 yUpexXaeHU 3aHATOCTH
EKC - MeHepxep no nepcoHany
OKMAaTeP 27755 OKOHOMUCT MO Tpyay
22956 WHcnekTop no kagpam

3.3.1. Tpynosas pyHKUMSA

OpraHusauust n npoBedeHNe OLEHKN YpoBeHb
HanmeHoBaHve | nepcoHana Kog C/01.6 | (nogypoBeHb) 6
KBanudukaumm
lNpouncxoxaeHne TpyaoBomn 3anmcTBOBaHO
P A PYAR OpwurunHan X
dyHKUMN N3 opurmHana
Kon PernctpaunoHHbIn
opurmHana HoMep
npodeccuoHanbHoro
cTaHgapTa
TpyooBble AencTBUSA AHanua CTPyKTypbl, MMAHOB W BaKaHTHbIX AOMMKHOCTEN (nNpodeccun,

cneumnanbHOCTEN) opraHM3auuM, ocobeHHOCTel opraHuM3auuM paboTbl Ha
pasnnyYHbIX y4yacTKax MPOM3BOACTBA M KOHKPETHBLIX paboumx MecTax

Paspa60TKa nrnaHa OuUeHKM nepcoHara B COOTBETCTBMM C UenaAMU
opraHmnsauunm

OueHka AMHaMKKN NPOU3BOAUTENBHOCTN, UHTEHCUBHOCTM U 3dh(PEKTUBHOCTM
Tpyda Ha pabo4ymx MecTtax

OnpegeneHve pecypcoB, BbIGOp CPEACTB Y METOAOB NMPOBEAEHUST OLIEHKM
nepcoHana

I'IpOBep,eHme OLUEeHKM nepcoHara B COOTBETCTBUWM C niiaHaMn opraHunsauunm

COI'IpOBO)K,D,eHVIe goroeopos C  opraHMsaunamu - NUCNOJTHUTENAMMU
MGpOI‘IpVIﬂTVIIZ Nno OueHKe nepcoHamna, BKnYaa npegBaputeribHble
npouenypbl No nxX 3akn4eHunto

KOHch'IbTVIpOBaHVIe nepcoHamna no BOMpoCaM OUEHKW, BKIo4Yaa OLUEHKY
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3artpat

AHanua pesynbTaToB OLEHKW nepcoHana, MOAroToBka pekoMeHaaLui
PYKOBOACTBY U NepcoHany

MoaroToBka NpeanioXXeHuid No hopM1poBaHuio BrogkeTa Mo opraHM3auumn 1
NMPOBEAEHMIO OLIEHKN NepcoHarna

Heob6xoavmble yMeHust OnpeaensaTb NapameTpbl M KPUTEPUM OLIEHKM NepcoHana

OnpenensaTs U NPUMEHSATb CPeACcTBa W MeTodbl MPOBEAEHUS OLIEHKU
nepcoHana

Bbligenatb (onpe,u,enmb) rpynnbl nepcoHana ana nposeaeHnd oueHKn

Onpenensite MHTEHCMBHOCTb TpyAa M 30HbI MOBbIWEHUS 3(PEKTUBHOCTU
nepcoHana

Oﬂpeﬂ,eﬂﬂTb MOTUBaALUNOHHbIE q)aKTOpr npoBeaeHnAa OUEeHKM nepcoHana

CocTtaBnartb u KOHTpPONMpoBaThb CTaTbM PpacxodoB Ha OLEHKY nepcoHana and
nnaHnpoBaHuUA OroaxeToB

O6ecneunBaTh OpraHM3aLMOHHOE COMPOBOXOEHME OLEHKMN NepcoHarna

ObecneunBatb COXpPaHHOCTb  KOHMAEHUMAnNbHoW  MHdopMauMn npu
NpOBEAEHUN OLIEHKM NepcoHana

OpraHu3oBbiBaTb XpaHEHWE AOKYMEHTOB B COOTBETCTBUMM C TpeboBaHUsIMU
TPyOoBOro, apxvMBHOroO 3akoHopaTtenbctBa Poccuiickon degepaunm wu
NoKanbHbIMY HOPMATUBHBLIMW akTaMu OpraHn3aumum

Cobupatb, aHanuMaMpoBaTb W  CTPYKTYypUpoBaTb  MHGOpMaUUKO O
NnpeanoXeHNsx No OLeHKe nepcoHana Ha pbiHke Tpyaa

MpousBoauTb NpeaBapuTenNbHbIE 3aKyrnoyHble npoueaypbl M 0dopMIsATL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

Onpe,uenmb ycnoema Ona  3aKn4YeHuna OOoroBopoB Ha ycnyrm no
npoBeaeHno OLeHKN nepcoHana

CuctematuanpoBatb, o0606WaTte U aHanuanpoBaTb pe3ynbTaTbl OLEHKU
nepcoHana

ObecneunBaTtb O6paTHYIO CBA3b MO pegylibTaTam I'IpOBe,El,eHHOl‘;I OLUEHKM C
nepcoHarioMm n pykoeogCctsomMm

Monb3oBaTbCsi NOMCKOBBIMU CUCTEMaMU, UHAOPMALIMOHHBIMU pecypcaMm u
6a3zamu gaHHbIX MO NPOBEAEHUIO OLIEHKM NepcoHana

PaspabatbiBaTb pekoMeHOauuMu Mo pasBUMTUIO MepcoHana Ha OCHOBe
npoBeaeHHON OLIEHKN

CobGnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoanmele 3HaHWSA TexHornorun 1 meToabl onpeaeneHns npodeccmoHanbHbIX 3HaHWUNA, YMEHUN
M KOMNEeTEHLWUN

KoHcynbTaHTINOC
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TexHonormm n MmeToabl OLEHKN NIMYHOCTHbLIX Ka4yecTB n XapaKTepucTtuk

Cuctembl, meToabl W POPMbI  MartepuanbHOro W  HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum n meToabl (bOpMVIpOBaHVIFI N KOHTPOIA OroaxeToB

TexHonoruu, MeToabl U METOAMKM NPOBEOEHNs aHanusa U cucTemaTusaumm
[OKYMEHTOB 1 UHcpopMaLmm

OcHoBbl 06LLet U coumanbHOM MCUXOMOrMK, COLMOMOTMN U MCUXOMNOrnm
Tpyna

OcHosBbl HpOMSBO,D,CTBeHHOVI AeATeNnbHOCTU opraHmn3aunn

Mopagok  MpoBedeHWss  3akymnmoudHbIX — npouedayp W odopMieHus
COMyTCTBYIOLLEN JOKYMEHTALMM

CTpykTypa oOpraHusauMmM W  BaKaHTHble  [JOMMKHOCTM  (npodbeccuu,
crneumanbHOCTH)

TpyooBoe 3aKoHOAATENbCTBO M MHbIE aKTbl, codepiKallne HopMbl TPYAOBOro
npaea

OcCHOBbI apxMBHOro 3akoHoAaTenbCTBa WU HOPMAaTMBHbIE MpaBOBble aKTbl
Poccuiickon ®egepaunn, B YacTn BegeHUs JOKYMeHTaumm no nepcoHany

3akoHoaaTenbcTBO Poccuiickoit Penepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMAaTUBHbIE akTbl OpraHusauuu, perynupylowme nopsaok
OLIeHKMN nepcoHana

Mopsanok 3aknoyYeHnst 4OroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBoro obLueHus

basosble OCHOBBbI MHGOPMATUKK, CTPYKTypHOE NnocTpoeHne
WHOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrue xapakTepucTmKm -

3.3.2. Tpynosas pyHKUMSA

OpraHusauusi 1 NpoBeAeHUe aTtTecTaumm YpoBeHb
HanmeHoBaHve | nepcoHana Kog C/02.6 | (nogypoBeHb) 6
KBanudukaumm

MpoucxoxaeHne TpygoBoOn 3anmcTBOBaHO
dyHKUMN Opuruan X N3 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTaHgapTa
KOHCYHbTaHTnnI'OC www.consultant.ru Crpanuua 21 u3 67
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TpynoBble gencTeums AHanmua CTpyKTypbl, MNMaHOB W BakKaHTHbIX JOSMKHOCTEN (Npodeccui,

cneumanbHOCTEN) opraHu3auum, ocobeHHOCTelN opraHu3aumm paboTbl Ha
pasnnYHbIX y4acTkax NPOMU3BOACTBA M KOHKPETHbIX pabodmx MecTax

PaspaboTka NpOEKTOB [AOKYMEHTOB, OMpedensolmnx Nopsaok artTectauuu
nepcoHana, ¢ oLeHKoWn 3aTpar

COI'IpOBO)K,EI,eHVIe npouecca arrecraumum w” paGOTbI aTTecTauMoHHOM
KOMUCCUn

MoaroToBka npeanoxexHui No dopmMmMpoBaHuio BrogkeTa Ha opraHM3aLUuio 1
npoBeAeHWe aTTecTaumm nepcoHana

MoproToBka nNPeAnoXeHUin O COOTBETCTBUMM paboTHMKA  AOMKHOCTU
(npodheccum, cneumanbHOCTU) NO pesynbTaTam aTTecTauun B COOTBETCTBUM
C 3aKkoHoaaTenscTBOoM Poccuinckon denepavuinm

Heobxoammble yMmeHusi OnpegensiTe napameTpbl U KpUTEPUM aTTecTaumm nepcoHana

Onpe,u,enmb N NPUMEHATb CpeacTBa N MeTOdbl aTTecTauunn

BbloenaTs rpynnbl nepcoHana ans npoBeaeHUsa atTectaumm

ObGecneumnBatb OOKYyMeHTaunoHHOoe conposoXxaeHune aTtrectaumn
nepcoHana

CocTaBnATb M KOHTPONWpOBAaTh CTaTbW pacxodoB Ha aTTecTauuio
nepcoHana Ans nnaHMpoBaHWs GHoaKeToB

Monb3oBaTbcs WH(OPMALMOHHBIMKA pecypcamM M GasaMu [OaHHbIX MO
npoBedeHuo aTTecTaumm

Bectun y4yeT N permcrtpaunio JOKYMEHTOB B I/IHd)OpMaLI,MOHHbIX cucrtemMmax um
Ha MaTtepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTh XpaHEHME AOKYMEHTOB B COOTBETCTBUMM C TpeboBaHUsIMU
TPyOoOBOro, apxuBHOro 3akoHogaTenoctBa Poccuiickon Pepepaumm wu
NoKanbHbIMW JOKYMEHTaMn opraHu3sasmu

MpounsBoauTb NpeaBapuTenbHble 3aKyrnouvHble Mpouedypbl U OOPMIATb
CONYTCTBYIOLLYIO AOKYMEHTaLMIO MO 3aKSYEHNUIO [OrOBOPOB

Co6nioaaTth HOpMbI 3TUKK AeN0BOro 0bLLeHUA

H606XOJJ,I/IMbIe 3HaHuA I'Iop;mox N TeEXHONOrna npoeeaeHuna atrectauum

TexHonormn u MeToAdbl ONpedenieHnMst U OueHKM MpodyeccrnoHarbHbIX
3HaHUN, YMEHUIN 1 KOMMNETEHLUI

Cuctembl, MeTogobl W OpPMbI MarepuanbHOro U HemaTtepuanbHOro
CTUMYNMPOBaHMA Tpyaa nepcoHana

TexHonorum n MetToabl OPMUPOBAHUS U KOHTPOSIS GHOIKETOB

TexHonoruu, metoabl U METOOMKN npoBeageHna aHannsa n cncremaTtmnsauunm
LOOKYMEHTOB 1 VIH(*)OpMaLI,VII/I

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I 0eATeNnbHOCTU opraHunsauunn
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OcHoBbl 00Ulel U coLManbHOW MCUXOMOrMK, COLIMONOTMA N MCUXOMNOrum
TpyAa

Mopsdok  npoBedeHWst  3aKynoyHbIX  Mpouedyp W odopMrieHust
COMYTCTBYIOLLIEN OKYMEHTaLNM

CTpykTypa opraHusauMm W  BakaHTHble [OIDKHOCTM  (mpodheccum,
cneumanbHOCTK)

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, CoAepKallue HopMbl TPYAOBOrO
npaea

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA UM HOpMAaTMBHbIE MPaBOBblE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUSI JOKYMEHTaLUMK No nepcoHany

3akoHopaTenbcTBo Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHblE HOpMaTMBHbIE akKTbl OpraHunsauun, perynmpyrwine nopanaok
OLIeHKM nepcoHana

Mopsaok 3aknoYeHnss 4oroBopoB (KOHTPaKTOB)

HopMmbl 3TVKu Aenosoro obLieHus

basoBsble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpHOE NOoCTpOoEHNE
VIH(*)OpMaLI,VIOHHbIX CUCTEM N 0COBEHHOCTH pa60TbI C HUMU

[pyrue xapaktepucTuku -

3.3.3. TpynoBas dyHKUMSA

AOMVHNCTPUPOBaHME NPOLECCOB U YpoBeHb
HanmeHoBaHve | gokymeHTOobopOTa Npu NPOBEAEHUN OLEHKM Kog C/03.6 | (noaypoBeHb) 6
W aTtTecTaumu nepcoHana KBanudmkaumm
Mpowncx HUe T BOW UMCTBOBaH
poucxoxaeHne TpyaoBo OpurvHar X 3anmcTBOBaHO
dPyHKUMN 13 opuruHana
Ko PernctpaunoHHbIn
opvrmHana Homep
npodeccuoHansHoro
cTaHgapTa
Tpynosble Aencrens AHanus npoueccos AOKYMeHToo60opoTa, NoKanbHbIX 4OKYMEHTOB MO OLEHKe

nartrecrtauum nepcoHana

OpFaHI/I3aLI,VIOHHoe conpoBoxageHne MepoanﬂTMVl Nno OUEeHKe nepcoHana un
ero arrecrauunm

OdopmneHure npouecca 1 pesynbTaToB aTTecTauum nepcoHana

WHbopmmpoBaHne nepcoHana o pesyrnbTatax OLeHKU 1 aTTecTaunm

MogroToBka I'IpeLI,J'IO)KeHI/IIZ no pas3BUTUKO MepcoHana no pesyrbTaTtamMm
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OLLeHKM

ConpoBoxgeHne [OOroBOPOB MO OKa3aHWMI0  KOHCYNbTALMOHHBIX U
NMHOPMALIMOHHbIX YCIYT MO OLLEHKe 1 aTTecTaummn nepcoHana

Heobxoaumble yMeHMst O6ecneuvBaTh OOKYMEHTALMOHHOE COMPOBOXAEHWE OLEHKM U aTTecTauum
nepcoHana

O(*)OpMJ'lFlTb OOKYMEeHTbl No BOMpOoCaM OLUEHKM U aTttectaunn nepcoHana,
npenocrtaendemMble B TroCyaapCTBeHHble OpraHbl, ﬂpO(*)eCCVIOHaJ'IbeIe
COHO3bl 1 Apyrne npeacrtaBuUTesibHbI€ OpraHbl paGOTHVIKOB

AHanuaupoBaTb npasuna, nNpoueaypbl U NopsakM NPOBEAEHUST OLEHKU U
aTTecTauumn nepcoHana

BecTn y4eT u pernctpauntio JOKYMEHTOB B MH(OPMAaUMOHHbIX cucTemMax u
Ha mMaTepuanbHbIX HOCUTEMAX

OpFaHI/I3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHMﬂMI/I
TPyAaoBOro 3akoHoaTesibCTBa Poccuiickon <Dep,epau,vw| N JNoKaJlbHbIMW
aKTamMmun opraHunsauun

Bectn 0enoByto nepernncky

PaboTtatb C WHMOPMaUMOHHLIMKM cucTemamy W 6asamy  AaHHbIX MO
BOMpoOCcaM MpoBEAEeHUs OLeHKN W aTTecTaumy nepcoHana, BeAeHUIo ydeTa
KaHOuOaToB Ha BakaHTHbIe JOIMKHOCTY (Mpodeccuu, cneumnanbHOCTK)

AHanuanpoBaTb  [OKYMEHTbI " nepeHocuTb  MHdOpMaLUIo B
MH(OPMALIMOHHBIE CUCTEMBI M 6a3bl AaHHbIX

CobntogaTb HOPMbI 3TUKX OEITOBOro 00LLEeHUs

Heobxogumble 3HaHUSA MNopsagok oopMneHus, BeAeHUss U XpaHeHUss AOKYMEHTauUun, CBA3aHHOM C
npoBefeHNEM OLEHKM 1 aTTecTauumn nepcoHana

Mopsgok dopmupoBaHWsl, BedeHWss ©GaHka [OaHHbIX O MepcoHane
opraHu3auumn U NpeaoCcTaBeHUss OTYETHOCTU

Mopsigok  npoBedeHWst  3aKynoyHbIX — npouedyp U odopMIieHust
COMyTCTBYIOLLIEN OKYMEHTaLMM

Mopsipok ochopmneHus OOKYMEHTOB, npeaocTaBnsemMbix B
rocyapCcTBeHHble opraHbl, MpodeccroHanbHble CoH3bl W Apyrue
npeacraBuUTerNbHbIE OpraHbl paGoTHUKOB

OcHoBbI ,EI,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIo obecneyeHns

CTpykTypa opraHusauMm W BakaHTHble [OIDKHOCTM  (mpodpeccum,
cneumanbHOCTK)

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYAOBOrO
npaea

OcHOBbI apXxMBHOTO 3aKOHOAATEeNbCTBA UM HOpMaTMBHbIE MPaBOBblE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUSI JOKYMEHTaUMK No nepcoHany

3akoHopaTenbcTBo Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

KoHcynbTaHTINOC
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TexHonoruu, MeTofdbl U METOAMKN NPOBEAEHMS aHanusa u cucteMaTmaaumnm
[IOKYMEHTOB 1 MHpopMaLmMm

NokanbHble HOPMAaTMBHbIE aKkTbl OpraHu3auuu, perynupylolme nopsaok
OLIEHKM 1 aTTecTauum nepcoHana

Mopsiook 3aknoyYeHnsa AoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLieHus

basoBble OCHOBbI VIH(*)OpMaTI/IKVI, CTPYKTYpHOE NOCTpOEHNE
VIH(*)OpMaLI,VIOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

Opyrvue xapakrepucTuku -

3.4. O6obueHHasa TpygoBas pyHKUNS

HauMeHoBaHME [esaTenbHOCTb NO pa3BMTUIO NepcoHana Kon D YpoBeHb 6
KBanudukaumnm
Mpouncx HU
og§6uc.l,e(|)-|”|-<f)el7l Tpe [0OBON OpurnHan X 3anMCTBOBaHO
Y 13 opurnHana
dDYyHKUNN
Kon PerncrpaumoHHbIn
opurnHana Homep
NpodeCcCUoHanbLHOro
cTanfapTa
Bo3moxHble HanmeHoBaHus | CneumanucT no pasBuTuo U oby4eHuto nepcoHana
JorkHocTen, npodeccun Cneumanuct no pasBuUTUIO Kapbepbl NepcoHana
Cneumnanuct no nepcoHany
MeHemxep no nepcoHany
TpeboBaHus Kk Bbiclee obpasoBaHue
obpasoBaHuio n obyyeHuto | lononHuTeneHoe npodeccrMoHanbHoe 06pas3oBaHme - NporpamMmmbl
NoBbILLEHMS KBanudmrKaLmm; nporpamMmmbl NPOgEeCCUoHanbHON
nepenoaroToBkM B 06nactu opraHn3aLMOHHOTO 1 NPodeCCMOHarbHOro
pa3BUTUSA NepcoHana
TpeboBaHMs K ONbITY -
npakTu4eckom paboTol
Ocobble ycnosus gonycka K | -
paboTte
Opyrve xapakrepucTuku -
[ononHutenbHble XxapakTepuUcTuKu
HanmeHoBaHve goKkymeHTa Koga HaumeHoBaHve 6a3oBow rpynnbl, 4OMKHOCTU (Npodheccun)
UK cneymanbHoCcTH
KoHcynbTaHTINOC
Yy www.consultant.ru Crpanuua 25 u3 67

HaeXHas npaBoBas noaaepXxkKa


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

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
MO YrpPaB/IEHNIO MEPCOH... [Nata coxpaHeHus: 02.11.2018
OK3 2412 Cneuunanuctbl No kagpam 1 NpogoprueHTaumm
3423 Creuvanuctbl KagpoBbIX CMYX0 1 yYpeXaeHUn 3aHATOCTH
EKC - MeHepxep no nepcoHany
oKnarTpP 27755 OKOHOMWCT No Tpyay
22956 MHcnekTop no kagpam

3.4.1. TpypoBsas dyHKUMSA

OpraHusauust 1 npoBeaeHne MeponpuaTui YpoBeHb
HavmeHoBaHue | no pasBUTUIO U MOCTPOEHMIO Kog D/01.6 | (nogoypoBeHb) 6
npodeccuoHanbLHON Kapbepbl NepcoHana KBanudmkaumm

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
PYHKLUMN

nrnHan
Op a 13 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpynoBble gencrems AHanus CTpykTypbl, NNIAHOB Y BakaHCU OpraHmM3aumm

AHanuna ocobeHHocTEeN pa6OTbI Ha pas3n4yHbIX y4YacTkax npou3soacTBa U
KOHKPETHbIX pa60lw|x MecTax

MoaroToBka MPOEKTOB [OOKYMEHTOB, OMpedensiowmx Mopsagok passBuTust
nepcoHarna 1 NoCTPoeHMsi PO ECCMOoHanbHOM Kapbepbl C OLIEHKO 3aTpaT

Pa3paboTka nnaHoB npodeccruoHanbHOM Kapbepbl paboTHUKOB

dopmMmMpoBaHe KaapoBoro pesepea

OpraHusauums MepOonNpUATUIA no pasBuTUIO n NOCTPOEHMIO
npoceccnoHanbHOM Kapbepbl NepcoHana

MoaroToBka NpeasnoXxeHui No hopMUpoBaHuio GroakeTa Ha opraHM3aLmio 1
NpoBeAeHNE MEePONPUATUI MO Pa3BUTUIO U MOCTPOEHUIO NpodeCcCHOHarbHOM
Kapbepbl nepcoHana

AHanu3z  adh(PEeKTUBHOCTU  MeponpuaTUA N0 pasBUTUIO  NepcoHana,
NoAroToBKa NPeaoXKeEHUN Mo pasBUTUIO

Heobxogumble ymeHus AHanunsuMpoBaTb YpoBeHb oOwero passutus u  npodeccnoHanbHon
KBanudukauum nepcoHana

Onpepensitb  KPaTKOCPOYHbIE W AOMTOCPOYHbIE MOTPEBGHOCTUM pasBuUTUS
nepcoHana u NoCTPoeHns ero NpoeccMoHanbHOM Kapbepbl

OnpenenaTb KpuTepnn PopMUpoBaHUA KaapOBOro pesepsa opraHusaLmum

CocTaBnsaTb MHAMBUAYanbHbIE MiaHbl KAPLEPHOIO PasBUTKS NepcoHana

KoHcynbTaHTINOC
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MNpvMeHATb TexHornormm n MeTOAbl PasBUTUS MepcoHana U NOCTPOEHUS
npogeccnoHansHoN Kapbepsl

CocTaBnsATb MNpPeanoXeHWss U KOHTPONMpOBaTb CTaTbM pPacxXxodoB Ha
nporpaMmbl ¥ MEpPOMPUATUS MO PasBUTMIO MepcoHana M MOCTPOEHUIO
npodeccnoHanbHoN Kapbepbl ANS MaHMpPoBaHWS OHOIKETOB

Onpenensats 3dEKTUBHOCTE MEpPONpUATUA MO pa3BUTUIO MepcoHana u
NOCTPOEHMO NPOdECCUOHANBHOM Kapbepbl

Pabotatb C WHMOPMALUMOHHBIMU cucTeMaMuM W GaszaMuM  [aHHbIX MO
nepcoHany

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxoammble 3HaHWs Cuctema, cnocobbl, MeTozabl, WHCTPYMEHThI NOCTPOEHUST
NpogeccMoHanbLHO Kapbepbl

MeToabl onpefeneHnss M OLEHKM JIMYHOCTHbIX M nNpodyecCUoHarbHbIX
KoMMneTeHUnn

Cuctembl, meToabl W (*)OprI mMmatepuanbHOro w”n HemaTepualibHOro
CTUMYIMpOBaHUA Tpyaa nepcoHarna

TexHonorun, metogbl HOPMUPOBAHUSA U KOHTPONS BHOOKETOB

TexHonorun, MeToabl U METOAMKM NPOBEOEHUS aHanusa U cucTemaTtusaumm
AOKYMEHTOB 1 UHcpopMaumm

OcHoBbI NpodeccnoHanbLHON opueHTaumm

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO 0becneyeHns

OcHosBbl I'IpOM3BO£I,CTBeHHOIZ AeATenbHOCTU opraHmn3aunn

OcHoBbl 06LLet U coumanbHOM MCUXOMOrMK, COLMOMOTMN U MCUXOMNOrum
Tpyna

CTpykTypa opraHusaumMum W  BakaHTHble  [OIKHOCTU  (npodpbeccum,
cneumnanbHOCTH)

TpynoBoe 3akOHOAATENbCTBO M MHbIE aKTbl, COAEPKaLLMe HOPMbl TPYAOBOrO
npaea

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JNokanbHble HOpPMAaTUBHbLIE aKTbl OpraHu3auuu, perynupyoliMe nopsaok
pasBUTUSI U NOCTPOEHUS MPOdeCCUOHanbLHON Kapbepbl NepcoHana

Mopanok 3aknoyeHnst 4oroBopoB (KOHTPAaKTOB)

Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NUHopmaTuku, CTPYKTypHOE nocTpoeHve
WHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMK

KoHcynbTaHTINOC
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Opyrvue xapakrepucTuku -

3.4.2. TpypoBsas dyHKUMSA

OpraHusaumst obydeHus nepcoHana YpoBeHb
HavnmeHoBaHue Koa D/02.6 |(nogoypoBeHb) 6
KBanudukaumm
Mpowmcx HUe T BOM MMCTBOBaH
poucxoxaeHue TpyaoBo OpuruHan X 3anmcTBOBaHO
yHKLMM N3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHanbHOro
cTaHgapTa
TpyLoBble AeNCTBUSA AHanuns pblHKka obpasoBaTenbHbIX YCNyr U noTpebHocTen opraHusauum B

o6y4yeHun nepcoHana

PaspaboTka nnaHoB, METOAWYECKUX MaTepuanoB, Y4YeOHbIX MfaHOB U
nporpaMM, MPOEKTOB rOKanbHbIX akToB M0 O6y4YeHWio W pasBUTUIO
nepcoHana, BKIo4Yas oLeHKy 3aTpar

OpraHuzaums MeponpusTuii No obyyeHnto nepcoHana

MoaroToBka nNpennoXeHUn No OPMUPOBaAHMIO OloaXKeTa Ha opraHu3auuio
oby4yeHuns nepcoHana

AHanns acpeKTMBHOCTM MEPONPUATUIA MO 0BYYEHUIO NepcoHana

Heobxogumele yYMEeHUA AHaJ'II/I3I/IpOBaTb nonpeaenatb I'IOTpe6HOCTI/I B 06y'~leHMl/I rpynn nepcoHana B
COOTBETCTBUM C LENAMUN OpraHn3aumnn

Pa3paGaTblBaTb nnaHbl NOAroToOBKW, NepenoarotoBkM U NMOBbILLEHUA
KBaJ'IM(*)I/IKaLIMI/I Kagpos, yqe6Hb|e nnaHbl 1 NporpamMmbl

AHanusupoBaTb PbIHOK 0Gpa3oBaTeNbHbIX YCIYTr U FOTOBUTb NPeariokKeHus
Mo NOCTaBLLMKaM yCryr

OpraHu3oBbIBaTh 06y4YatoLLe MeponpusaTHs

CocTaBnsTb M KOHTPONMPOBaTb CTaTbM PacxodoB Ha obyyeHue nepcoHana
ANA NnaHnposaHuns 6lookeTos

Pa3pa6aTblBaTb N KOMMNJ1EKTOBATb y‘-leGHO-MeTOH,I/I‘-IeCKVIe OOKYMEHTbI

[Mpon3BoanTb OLEHKY 3hPEKTUBHOCTU 00y4eHUA nepcoHana

np0M3BOD,VITb npeaBaputeribHble 3aKyno4Hble npouenypbl U OCbOpMJ'IeHI/Ie
COI'IyTCTByIOUJ,GVI AOOKyMeHTauunn no 3aKkrn4eHno 4oroeopos

Pabotatb ¢ WHHOPMALMOHHBIMM CUCTEMaMW U Ba3amMu AdaHHbIX MO
nepcoHany

PaspabaTbiBaTb M 0GOpPMIATb AOKYMEHTbI MO MpOLEeccam OpraHv3auum

KoHcynbTaHTINOC
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06yquvm nepcoHana n nx pesynbtatam

CobntogaTb HOPMbI 3TUKK OEMOBOro 0oL eHus

Heobxogumble 3HaHus MeTopabl, MHCTPYMEHTbI nccnenoBaHuA ﬂOTpe6HOCTVI B o6yqu|/|V| nepcoHana

MeTogonorunst oby4eHus

TexHonoruu, MeToabl 1 METOANKN npoBeaeHnAa aHanmia n cumcrtemMaTmsaumn
LOOKYMEHTOB 1 VIH(bOpMaLJ,I/IVI

Mopsiaok pa3paboTku MaHOB MOATrOTOBKM, NMEPEnoAroTOBKA WM MOBbLILLIEHUS
KBanudmkaumm Kagpos, y4ebHbIX NaHoB 1M Nporpamm

Cuctembl, MeTogbl U (OpPMbl MaTepuanbHOIO W HemaTepuanbHoro
CTMMYNMPOBaHWSA Tpyaa nepcoHana

TexHonorum n meToabl (bOpMVIpOBaHVIS'-I N KOHTpOIA OromxkeToB

|_|Op9|.lJ.OK BeJeHnAa ydeta U OTYETHOCTW MO noArotoBke U NOBbILLEHUHO
KBanudmkaumm nepcoHana

OcHoBBI ,CI,OKyMeHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHns

OcHoBbI TEXHONOMN npoun3BoacTBa U AeATENIbHOCTU OpraHn3aunm

OcHoBbI 00LLEN M counanbHOW MNCUXOSIOrMK, COLUMOSIONMA U MCUXONOrnm
TpyAa

Mopsaok  MpoBedeHMs  3aKynodHbiX — npouedyp W odopMreHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

CTpyKTypa opraHusauum

TpyooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, codep)kallue HopMbl TPYAOBOro
npaea

OcHosBbl ApXMBHOIo 3aKkoHogaTeslbCTBa M HOPMAaTUBHbIE NpPaBOBble aKTbl
Poccunckon d)e,qepau,vm, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanoroBoro 3akoHogartenbcTeBa Poccunckon ®enepaunm

OcHoBbl 3akoHoAaTenbCcTBa 06 obpasoBaHumn Poccuiickon ®eaepauum

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE akKTbl OpraHun3auuun, perynupytouime o6yquv|e
nepcoHana

Mopanok 3aknoyeHnst 4OroBopoB (KOHTPAaKTOB)

Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

KoHcynbTaHTINOC
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[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHus: 02.11.2018

Opyrvue xapakrepucTuku

3.4.3. TpypoBas dyHKUMSA

OpraHusauns agantauum n CTaXKnMpoBKK YpoBeHb
HaunmeHoBaHVe | nepcoHana

Koa D/03.6 | (nogoypoBeHb) 6
KBanudukaumm

MpoucxoxaeHne TpyooBon
PyHKUNN

3anmcTBOBaHO

OpwuruHan X
P N3 opurmHana

Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHanbHOro
cTangapTa

TpyLoBble AeNCTBUSA

AHanus yCneLwHbIX KopnopaTuMBHbIX MPaKTUK NO opraHn3auun agantaumum v
CTaXnpoBKe nepcoHana

Paspa6oTka nnaHoB aganTauum, CTaXMPOBKM NepcoHarna ¢ OLeHKon 3aTpat

OpraHVI3aLI,I/IF| MepOI'IpI/IHTI/IIZ no agantaunn, CTaXXnpoBKe nepcoHana

MoaroToBka NPeAnoXeHUA MO COBEPLLUEHCTBOBAHUIO CUCTEMbl afanTauuu,
CTaXXMPOBKM nepcoHana

MoaroToBKka MpeaioXeHuin no dopMrpoBaHuio GrogxeTa Ha opraHusauuio
ajanTtaumu u CTaXKMpoBKU NepcoHara

AHanu3 addeKkTUBHOCTM MeponpuaTUA MO ajantauum u  CTaKMpOBKe
nepcoHana

Heobxogumble ymeHus

OnpegensiTe rpynnbl NepcoHana afsi CTaxkupoBKU U aganTauum

OﬂpeﬂeﬂﬂTb pa6oq|/|e MecCTa AnA npoBegeHna CTaXMpoBKM M agantauunnm
nepcoHana

CornacoBblBaTb MeponpuaTna agantaumm n CTaXXMpoBkKM C BO3MOXXHOCTAMU
npousBoACcTBa

Mpon3BOAUTL aHanuW3 M OLEHKYy pesynbTaToB agantauun M CTaKMpPOBOK
nepcoHana

CocrtaBnatb npennoXxeHna w1 KOHTPOJIMpoBaTb CTaTbM pacxodgoB Ha
nporpaMmmMmbl U MepPoOnpuUATUA No agantaumm n CTaXnpoBKe nepcoHarna and
nnaHnMpoBaHuaA OroaxeToB

Mpon3BoanTb oOueHKY 3(PPEKTUBHOCTM MEpPonpuUSaTUN NO  ajantaumm U
CTaXXUpPOBKe nepcoHarna

BHeapsiTb cucTembl BOBIieYeHMs pabOTHNKOB B KOPNIOPaTUBHYIO KyIbTYpy

Mcnonb3oBaTtb I/IH(bOpMaLI,MOHHbIe cuUcTeMbl 1 6a3bl AaHHbIX N0 nepcoHany

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

KoHcynbTaHTINOC
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HeobGxoanmble 3HaHKA MeToab! agantauum n CTaXMpPOBOK

TexHonoruu, MeToabl U METOANKN npoBeaeHnAa aHanmia n cucrtemMaTmsaumn
LOOKYMEHTOB 1 VIH(bOpMaLJ,I/IVI

Mopsagok paspaboTku NNaHOB agantauumym MepcoHana Ha HOBbIX paboumx
MecCTax, noarotToBky, nepenogrotoBkM W MOBbILLEHUA KBaJ'II/I(bVIKaLI,I/II/I
nepcoHana v opraHm3auumn CTaxKMpoBOK

Mopsigok COCTaBnEHUst CMET 3aTpaT Ha afantauuio M CTaXMpOBKY
nepcoHana

nOpﬂﬂ,OK BeJeHNA y4yeTta M OTHETHOCTM nNo ajantaunnm u CTaxXunpoBke
nepcoHana

Cuctembl, meTogbl W OPMbI MarTepuanbHOro W HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum u MetToabl POPMUPOBAHUSI 1 KOHTPOSS GHOIKETOB

OcHoBbI TEXHOMOMMN npon3BoacTBa N OeATENbHOCTU OpraHmn3aunn

OcHoBbl 06LLet U coumanbHOM MCUXONOrMK, COLMOMOTMN U MCUXOMNOrnm
Tpyna

CTpykTypa opraHusaumMum W  BakaHTHble  [OIKHOCTU  (npodhbeccum,
cneumnanbHOCTH)

TpynoBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, COAEPKaLLMe HOPMbl TPYAOBOrO
npaea

OcHoBbI HanoroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuinckon denepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHM3aLuK, perynvpytoLime aganTtauuo u
CTaXMpOBKY nepcoHana

OcHosBbl /J,OKyMeHTOO60pOTa N OOKYMEHTaUNOHHOIro obecneyeHus

Mopsanok 3aknoyeHnst 4OroBopoB (KOHTPaKTOB)

Hopmbl 3TMKK AenoBoro oblieHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHue
WMHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrne xapakTepucTmkm -

3.4.4. Tpynosas pyHKUMSA

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBEHb
[OKyMeHToo60opoTa Nno pasBuUTuo n
HaumetosaHue npodeccnoHansHom Kapbepe, 0by4eHuto, Ko D/04.6 g;%.%?ﬁf:bzm
aganTauumn 1 CTaxXupoBKe nepcoHana H
KOHCYHbTaHTnnI-OC www.consultant.ru Crpanuua 31 u3 67

HaeXHas npaBoBas noaaepXxkKa


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

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC

MO YNpPaB/IEHUIO MEPCOH...

[ata coxpaHeHus: 02.11.2018

MpoucxoxaeHne TpyooBon
PYHKLUMN

X 3anmMcTBOBaHO

uruHan
Op a N3 opurmHana
Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpynoBble gencTems

AHanus npoueccoB, MpaBwuil U MOPSIAKOB OpraHuM3auuyM npv nNpoBedeHuu
MeponpusiTUiA Mo PasBUTUIO U MNPOdECCUMOHANbLHOW Kapbepe, 0By4eHuio,
afianTaumm u CTaxkMpoBKe NepcoHana

[okymeHTaumoHHoe ochopmMmIieHMe pe3ynbTaToB MEPONPUSATUA MO Pa3BUTUIO
n npodeccmoHanbHOW Kapbepe, oOy4eHuo, aganTaumm n CTaXuMpoBKe
nepcoHana

MogrotoBka wHAOMBWMAYaNbHbIX MNPEANOXEHUA Ha OCHOBE pe3ynbTaToB
npoBegeHNs MeponpuATUA NO Pas3BUTUIO U NPOdECcCUoHanbHON Kapbepe,
0oBy4eHun0, aganTaumm n CTaxXMpoBKe nepcoHana

MoarotoBka MNPEASIOKEHUA MO COBEPLUEHCTBOBAHUIO CUCTEM OBydeHus,
agantauMu v CTaXUPOBKW, PasBUTUS M MOCTPOEHUA NPOGECCMOHArbHOM
Kapbepbl nepcoHana

ConpoBoxgeHne  [OOTOBOPOB MO  OKa3aHWI  KOHCYIbTaLMOHHBIX,
MH(OPMALIMOHHBIX  yCnyr, HeobXxoOWMMbIX [ONs NpoBedeHUs 0BydeHus,
aganTauuMm U CTaXMpOBOK, PasBUTMSA U MOCTPOEHUs MpodyeccuoHanbHoM
Kapbepbl MepcoHana, BKM4Yas npeasapuTenbHble npouedypbl Mo KX
3aKIMIOYEHNIO

BbinonHeHne TpeboBaHW MO XpaHeHWO WHopMauMM O pesynbTaTax
obyyeHus, ajanTauMmM W CTaXMPOBKW, pPasBUTMS U  MOCTPOEHWUS
npodeccnoHasnbHON Kapbepbl NepcoHana

Heobxoanmele ymeHWs

OdopMnsaTb JOKYMEHTbI MO BOMpocam NpoBeaeHns o0yyeHns, agantauum um
CT@XWPOBKW, pPas3BUTUA W MOCTPOEHUS MNPOJECCUOHANBLHON  Kapbepbl
nepcoHana, npegocTaBnsiemMble B rocygapCTBEHHbIE opraHbl,
npogpeccroHarnbHble  CO3bl U Apyre  npeAcTaBuTENbHbIE  OpraHbl
paboTHMKOB

ObGecneuvBaTb OOKYMEHTALMOHHOE COMPOBOXAEHWEe 00y4YeHWus, aganTauuu
MU CTaXMpOBOK, PasBUTMS M TMOCTPOEHUs MpPOdECCHMOHANBbHOW Kapbepbl
nepcoHana

AHanuavpoBaTb Npasuna, npouenypbl U NopAOKU NpoBefeHus oGy4YeHus,
agantaumMm n CTaXWpOBKW, PasBUTUS M MOCTPOEHUs NpodeccroHanbHoM
Kapbepbl nepcoHana

OpraHu3oBbiBaTb XpaHeHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUsiMU
3akoHogaTtenbctBa Poccuiickon ®depepaunmm U noKanbHbIMKM - aKTaMu
opraHusaumm

AHanuanpoBatb  [JOKYMEHTbI n nepeHocuTb nHdopmaumo B
MHOPMALIMOHHBIE CUCTEMBI U BGa3bl AaHHbIX

Bectn y4eT n perncTpaumio JOKyMeHTOB B VIH(*)OpMaLI,VIOHHbIX cucremMax n Ha
MaTepuarnbHbIX HOCUTENAX
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Pa6oTaTb ¢ MHbOpMALIMOHHBIMK cUcTEMaMi U B6azamy AaHHbIX MO BOMpocam
obyyeHVs, aganTauMuM U CTaXWPOBKW, PasBUTUS U MOCTPOEHUS
npodeccuoHanbHoOM kapbepbl NepcoHana, BedeHUs ydYeTa KaHouoaToB Ha
BaKaHTHble JOIMKHOCTM (Npodheccuu, cneumanbHOCTm)

Bectn genosyto nepenncky

CobntogaTb HOPMbI 3TUKK OEMOBOro obLeHus

Heobxogumble 3HaHUSA Mopsaok odopMIeHns, BEOEHUS N XpPaHEHUs OOKYMEHTaLUUKN, CBA3AaHHOW C
cucteMon obyyeHus, agantaumMm U CTaKUPOBKW, PasBUTMS U MOCTPOEHWUS
npoceccuoHanbHOM Kapbepbl NepcoHana

Mopsigok oopMMpOBaHWA, BedeHWs ©OaHka [OaHHbIX O  MepcoHarne
opraHusaumu 1 NPeaoCTaBEHUst OTYETHOCTU

HopmaTuBHble npaBoBble aKkTbl, Perynupyloline npaea W 06SA3aHHOCTM
rocy4apCTBEHHbIX OpraHoB W opraHu3auuMu Mo nNpeaocTaBreHuto YYeTHOW
JOKyMeHTaumn

Mopsinok ochopMneHnst LOKYMEHTOB, NPeAOCTaBNAEMbIX B rOCyAapCTBEHHbIE
opraHbl 1 UHblE OpraHn3aumm

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO 0becneyenns

Mopsaok  MNpoBedeHMs  3aKynodHbiX  npouedyp W odopMrieHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTM  (mpocdheccum,
cneumnanbHOCTK)

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKTbl, COAEpXaLlme HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOFO 3aKOHOAATEeNbCTBA WU HOpPMAaTMBHbIE MPABOBbLIE aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI AOKYMEHTaLmMK No nepcoHany

OcHoBbI HanoroeBoro 3akoHogatenbcTeBa Poccunckon ®enepavnm

3akoHogaTenbcTBO Poccuinckon degepauumn o nepcoHanbHbIX 4aHHbIX

TexHonoruu, metToabl U METOAMKM NPOBEAEHUS aHanMs3a 1 cuctemaTmsaumu
OOKYMEHTOB 1 MHOpMaLmn

JlokanbHble HOpPMaTUBHbLIE aKTbl OpraHU3auuu, perynupyolme nopsaok
pasBUTUSE M MOCTPOEHUs npodpeccroHanbHOM  Kapbepbl, 06yYeHus,
afanTtaummn 1 CTaxkKUpOBKWM nepcoHana

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPAaKTOB)

HopMbl 3Tuku genoBoro odLeHus

basoBsble OCHOBbI VIH(bOpMaTI/IKVI, CTPYKTYpPHOE NOCTpOEHNE
VIH(bOpMaLJ,I/IOHHbIX CUCTEM N 0COBEHHOCTH paGOTbI C HUMIU
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Opyrvue xapakrepucTuku -

3.5. O6obueHHasa TpygoBas pyHKUNS

ATENbHOCTb N raHvMsaumm T n BEHb
HavnmeHoBaHue ResirensHocTk o opranm3a PyAa Kopn E Ypose 6
onnarbl nepcoHana KBanudmkaumm
Mpowncx HU
poncxoxaeHne . 3anmcTBOBaHO
0606LLeHHON TPYOoBON OpuruHan X
13 opurnHana
DyHKUNN
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHanbHOro
cTangapTa

BoamoxHble HaMmeHoBaHus | CneyunanucT No HOPMUPOBAHUIO U onnaTte Tpyaa
DOIKHOCTEN, npodeccui CneunanucT no opraHusaumm 1 onnate Tpyaa
CneunanucTt no KoMneHcauusam 1 nbrotam
Cneumanuct no nepcoHany

MeHemxep no nepcoHany

TpeboBaHus Kk Bbiclee obpasoBaHue

06pasoBaHuio 1 0byyeHuno | [lononHuTensHoe npodeccuoHansHoe obpasoBaHme - NporpamMmbl
npodpeccrmoHanbHoM NepenoaroToBkM B 0611acT 3KOHOMUKW, HOPMUPOBaHMS
1 onnaTbl TpyAa, NporpaMMbl NOBbLILEHUS KBanugukauum

TpeboBaHus K onbITy -
npakTu4eckoit paboTbl

Ocobble ycnosus gonycka K
paboTte

Lpyrne xapakrtepucTukm -

[lononHuTenbHble XapakTepUCcTUKK

HanmeHoBaHue gokymeHTa Koa HanmeHoBaHne 6a30BoN rpynnbl, 4OIMKHOCTM (Mpodeccnn) unm
cneumanbHoOCTU
OK3 2412 CneunanucTbl No kagpam u npodopueHTaumnm
3423 CneumnanucTbl KagpoBbiX CMYX6 1 yYpexxaeHUn 3aHATOCTH
EKC - WHxeHep no HopMrUpoBaHuio Tpyaa

- TexHuk no Tpyay

- 3KOHOMWCT Mo Tpyay

- MeHexep no nepcoHany
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oKnaTpP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

3.5.1. Tpynosas pyHKUMSA

OpraHusauus Tpyaa nepcoHana YpoBeHb
HanmeHoBaHue Kog E/02.6 |(nogoypoBeHb) 6
KBanudmkaumm

3anmcTBOBaHO
13 opurnHana

lNpoucxoxageHne TpygoBomn

chyHKLIAN OpwurunHan X

Kopn PernctpaunoHHbIn
opurmHana HoMep
npodeccnoHarnbHOro
cTaHpapTa

TpynoBble gencTeus AHanM3  ycrellHblX  KOpMnopaTMBHbIX  MpakTMK MO opraHusauumu
HOPMUPOBaHUS  Tpyda AN pasnuyHbiX  KaTeropui  nepcoHana,
0cobeHHOCTEN NPON3BOACTBA U AEeATENBHOCTM OpraHn3aumnm

PaspaboTka cucTeMbl oOpraHuMsauuyM Tpyda nMepcoHana W nopsaka
HOPMMPOBaHWS TpyAa Ha pabounx MecTax C OLIEHKOW 3aTpaT Ha NnepcoHarn

BHeopeHue cucTembl opraHuMsauuyM Tpyda nepcoHana W KOHTpona Hapg
HOPMMPOBaHMEM C  oOMnpedeneHMeM  TpyOdoeMKOCTM,  HOpMaTUBHOA
YMCnEHHOCTH, rpadnkoB paboT 1 ycrnoBuii onnatel Tpyaa nepcoHana

BhisiBneHuve pe3epBoOB NOBbILLEHNA NPONU3BOAUTENTBHOCTU Tpyada N KadyecTBa
HOPMUMPOBaAHUA Tpyda, NoAroToBka npep,nomeHMﬁ Nno N3SMEHEHUNAM yC.I'IOBI/IIZ
nonnartbl Tpyaa nepcoHana

MoaroToBka npennioxxeHnn no hopMmnpoBaHuio GrogpkeTa Ha opraHM3aLumio
Tpyda nepcoHana

OnpeneneHve addeKTUBHOCTM paboTbl CUCTEMbI OpraHu3auuM Tpyda U
HOPMMPOBaHWA TpyAa Ha pabounx Mmectax

Heobxogumbie yMeHUaA BHeD,pFlTb mMeToabl paLI,MOHaJ'IbHOIZ opraHusauunn Tpyaa

P83pa6aTblBaTb nnaHbl opraHn3aunoOHHbIX N TEXHUYECKNX MepoanﬂTMﬁ no
NOBbILLEeHU0 NPon3BoANUTENIBHOCTU Tpyaa

AHanuavpoBaTb COCTOSIHUE HOPMWPOBaHWS Tpyda, KayecTBO HOPM,
nokasaTenen no Tpyay

AHanuanpoBatb 3(dEKTUBHOCTE paboTbl CUCTEMbl OpraHv3auuu Tpyaa
nepcoHana v HopMMpoBaHUA Tpyaa Ha paboynx mectax

CocTaBnsATb M KOHTpONuWpoBaTb CTaTbM pacxodoB Ha onnaTy Tpyda
nepcoHana Ans nnaHMpoBaHus GloaxeToB

PaboTatb c VIH(*)OpM&LI,I/IOHHbIMI/I cuctemamm 1 6asamm  gaHHbIX MO
HOPMUMPOBAHUIO M onJlaTe Tpyda nepcoHana
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PaspabaTbiBaTb U 0hOPMIIATb JOKYMEHTbI MO HaNpaBleHNto AeATeNIbHOCTM

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LLeHUs

Heobxogumble 3HaHus MeTogbl yyeTa 1 aHanu3a nokasartenen no Tpyay v onnarte Tpyaa

MeToabl onpepeneHnda, OUeHKNW U CcpaBHEHUA I'IpOI/I3BOﬂ,CTBeHHOIZ
MHTEHCUBHOCTU N HaNpAXeHHOCTU Tpyada

MeToabl HopMMpoBaHUs Tpyaa

Me)KOTpaCJ'IeBbIe M oTpacrneBbleé HOpMaTuUBbl TPYAOBbLIX 3aTpar

COBpeMeHHbIe CbOprI, CUCTeMbl onnatbl U y4eTa npoun3BogUTENIbHOCTU
TpyZa nepcoHana

Cuctembl, MeTodbl W opMbl MaTepuasnibHOro W HeMaTepuarnbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorun n MetToapl d)OpMMpOBaHI/IFl N KOHTpONnA OtoaxeToB

TexHonoruu, MeTodbl U METOAMKN NPOBEAEHUS aHanusa u cuctemMaTmaauum
OOKYMEHTOB 1 MHGOpMaLmm

OcHosBbl ﬂ,OKyMeHTOO60pOTa N OOKYyMEeHTaUNOHHOIro obecneyeHuns

Mopsigok Tapudunkaumm pabot 1M paboumx, YCTaHOBMEHWUS LOMMKHOCTHbIX
OoKnagoB, gonnart, HagbaBoK U KO3(PUUMEHTOB K 3apaboTHon nnaTe,
pacdeTa CTUMyNMPYOLMX BbINnat

TapudHo-KBanMduUKaLMOHHbIE CMPaABOYHUKM paboT M npodeccuii paboymx
N KBanmduKaLUMOHHbIE XapaKTePUCTUKN OOMKHOCTEN CriyXallumx

OcHoBbI TEXHOMOMMN npon3soacTBa U AeATENNIbHOCTUN OpraHmn3auunn

CTpykTypa opraHu3auMm W BakaHTHble [OIDKHOCTM  (mpocdheccum,
cneumanbHOCTK)

Kap,posaﬂ NOJINTUKa U cTpaTernd opraHn3auunn

OkoHOMMKa Tpyaa

OcHoBbl 00LWEeN M coumanbHOM MCUXONOTNN, COLUMONOrMM N MCUXONOrnm
TpyAa

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, CoAepXKallue HopMbl TPYA0BOro
npaea

OcHOBbI apxXMBHOTO 3akoHoAaTenbCTBa M HOPMAaTMBHbIE MPaBOBble akThbl
Poccuickon ®egepauun, B HacTu BeAeHUs JOKYMEHTaUUM No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®egepaunm

3akoHopaTenbcTBo Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOPMAaTMBHbIE akTbl OpraHu3auuu, perynupylolme nopsaok
opraHusauumn Tpyaa v HOpMUPOBaHWA NepcoHarna
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Mopsaok 3aknioveHns 4OroBopoB (KOHTPaKTOB)

HopMbl 3TVKK AenoBoro obLieHus

basosble OCHOBBbI NHOPMATMKN, CTPYKTYpHOE NnocTpoeHne
NHOPMALIMOHHbBIX CUCTEM M OCOBEHHOCTU PaboThbl C HUMK

Lpyrne xapakrepucTunkm -

3.5.2. TpypoBasa yHKUNA

OpraHusauust onnatbl TpyAa nepcoHana YpoBeHb
HanmeHoBaHwue Kog E/01.6 |(nogoypoBeHb) 6
KBanudgukauum
[Npouncx HUe T BOM MMCTBOBaH
poucxoXaeHue TpyaoBo OpurvHar X 3anmcTBOBaHO
dPyHKUMN 13 opuruHana
Ko PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHansHoro
cTaHgapTa
TpynoBble gencTems AHanu3 ycnewHblX KOPMNOPaTUBHbIX MPaKTMK MO OpraHm3auun CcucTembl
onnatbl TpyAa nepcoHana
PaspaboTka cuctembl onnatbl Tpy4a nepcoHana
dopmmpoBaHne  nnaHoBoro  Gwompketa  oHma  onnaTtel  TpyAa,
CTUMYIIMPYHOLLNX Y KOMMEHCALMOHHbIX BbIMnaT
BHeapeHue cucteMbl onnaTel Tpyga nepcoHana
MoaroToBka NPeanoXeHUn Mo COBEPLUEHCTBOBaAHWMIO CUCTEMbI ONMNathl Tpyaa
nepcoHana
Heobxogumble ymeHus CoctaBnATb M KOHTpONUpPOBaTb CTaTbM pPacxodoB Ha onnaty Tpyaa
nepcoHana ans nnaHnpoBaHna 6oaxeToB 1 oHO0B
MpUMEHSTE  TEXHOMOrMM MaTepuanbHOM MOTMBAUUM B yNpaBreHUn
nepcoHanom
PaspabaTtbiBaTb  KOHUENUWUIO MOCTPOEHUS MOTMBAUMOHHBLIX  MporpaMm
paboTHMKOB B COOTBETCTBUM C LIENSMU OpraHn3aumm
AHanuanpoBaTb COBPEMEHHbIE CUCTEMbl oOmnaTel W MaTepuarnbHON
(MoHeTapHoW) MOTUBaLUW TPyAa A58 Lenen opraHnsaumm
AHanuanpoBaTb ypoOBEHb OnnaTthl Tpyda NepcoHana Mo COOTBETCTBYHOLLMM
npodeccuoHarnbHbIM KBanudmrkaumam
MpoBOAUTH MOHUTOPUHT 3apaboTHON NNaThl Ha pbiHKE Tpyaa
AHanuanpoBaTtb popMbl MaTepuansHOro CTUMYNMPOBaHUS, KOMNEHcAUMn 1
nbroT B onniaTe TpyAa nepcoHana
KoHcynbTaHTINOC
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PaGoTaTb ¢ MHOPMALMOHHBIMK cUcTemMaMu U B6asamMy OaHHbIX MO onnaTe
Tpyaa nepcoHana

CocrtaBnatb NPOrHO3bl pa3BUTUA onJlaTbl Tpyaa nepcoHana

CobntogaTb HOPMbI 3TUKK OEMOBOro 0oL eHus

Heobxogumble 3HaHus q)OprI N CUCTEMDI 3apa60TH017| nnartbl, NOPAOOK COCTaBlIEHNA GrooxeToB

Cuctembl, MeToabl W POPMbI  MartepuanbHOro U  HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorun u MmeToabl POPMUPOBAHUS U KOHTPONS BoaXeToB U (hOHA0B

Mopsagok Tapudukaumm pabot n paboumx, YCTaHOBMEHUSA [OOSMKHOCTHbIX
oknagoB, gonnat, HagbaBok W KoadduumeHTOB K 3apaboTHoW nnarte,
pacyeTa CTUMYNUPYOLUX BbinnaT

MeToabl onpegeneHns YNCcneHHoOCT! paboTHUKOB

TapudHo-kBanM@puKaumMoHHbIE CnpaBoOYHUKM paboT 1 npodeccuin paboumx n
KBanumKaLMOHHbIE XapaKTePUCTUKM OOJDKHOCTEN CyXallumx

MeTogabl yyeTta un aHanusa nokasartenen no Tpyay v 3apaboTHou nnate

TexHonorun, MeToabl U METOAMKM NPOBEOEHUS aHanusa U cucTemaTusaumm
JOKYMEHTOB 1 MHcpopMaumn

Ka,u,posaﬂ NOoNMTUKa n cTpaTterna opraHn3augumm

CTpykTypa oOpraHMsauMm W  BakaHTHble  OOMMKHOCTM  (mMpodoeccum,
crneumanbHOCTH)

TpyooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, codep)kallue HopMbl TPYAOBOro
npaea

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

3akoHoaaTenbcTBO Poccuiickoit Penepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHnu3auuy, perynupytolme onnarty Tpyaa

OCHOBbI TEXHONOMNN npon3soacTtBa U OeATeNIbHOCTU OpraHmn3aumn

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

MopsiAoK 3aKMtoYeHUsi OroBOpoOB (KOHTPaKToOB)

OcHoBbl 00Ler U couuanbHOWM MNCUXONOrnK, COLMONOrMKM U MCUXONOrMn
TpyAa

Hopmbl 3TVKM genosoro obLueHns

basosble OCHOBbI MH(bOpMaTI/lKI/I, CTPYKTYpPHOE NOoCTpOoEHNE
VIH(bOpMaLJ,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU
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Opyrvue xapakrepucTuku -

3.5.3. TpynoBas dyHKUmMSA

AOMUHUCTpPUPOBaHKE NPOLLECCOB U YpoBeHb
HanmeHoBaHve | gokymeHTOOGopOTa No Bonpocam Kog E/03.6 |(nogoypoBeHb) 6
opraHu3aumun Tpyaa v onnaTthbl nepcoHana KBanmdukawmm

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
DyHKLUMN

nrnHan
Op a n3 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpyaoBble AencTBMSA AHann3 npoLeccoB AOKYMEHTOODOOpPOTa, MOKamnbHbIX [LOKYMEHTOB MO
BOMpOCaM opraHu3auumn onnatbl U Tpyaa nepcoHana

OdpopMrieHne JOKYMEHTOB MO BOMpocam onnathl U TpyAda nepcoHana

MogroToBka npe,qnomeHMﬁ no Bonpocam onnartbl U Tpyaa nepcoHana

MoarotoBka MPeOnioXEHW MO COBEPLUEHCTBOBAHMIO CUCTEMbI OMnaTbl W
opraHusauuu Tpyaa nepcoHarna

,D,OKyMeHTaLl,I/IOHHoe n opraHmn3aunoHHOe conpoBoOXAaeHne CUcTeMbl
opraHu3auum mn onnartbl Tpyada nepcoHana

MogrotoBka M 00paboTka 3anpocoB WM yBeAOMIIEHUM O paboTHMKax B
rocygapcTBeHHble  opraHbl, MNpodeccuoHanbHble CO3bl U Apyrue
npeacTaBuTENbHbIE OpraHbl  paboTHWKOB, MO cUcTeMaMm onnatbl WU
opraHu3aumu Tpyaa nepcoHana

ConpoBoxaeHne  [OroBOPOB No  okasaHuio KOHCYMbTALMOHHbIX,
MHOPMAaLIMOHHBIX YClyr MO cucTemMaM oOmnnaTtbl UM opraHusauuu Tpyaa
nepcoHana, BkIoYas npeasaputenbHble Npoueaypbl Mo UX 3aKMHYeHNo

Heobxoavmble yMmeHusi ObGecneyvBaTb [JOKYMEHTAUMOHHOE COMPOBOXAEHUE MEPONPUATUA MO
onnaTe v opraHusauuu Tpyaa nepcoHana

OdopMnsaATb [OKYMEHTbI MO BOMpocam onnatbl U opraHusaumn Tpyga
nepcoHana, npegocTaBnsiemMble B rocygapCTBEHHbIE opraHbl,
npogpeccroHarnbHble  CO3bl U Apyre  npeAcTaBuTENbHbIE  OpraHbl
paboTHMKOB

AHaJ'II/IBI/IpOBaTb HOpMaTuMBHbIE N MeTogun4Yeckne OOKYMEeHTbl No BOMNpocam
onfiaTtbl 1 opraHn3auunm Tpyaga nepcoHana

OpraHu3oBbiBaTh XpaHeHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUsiMU
3akoHogaTtenbctBa Poccuiickon ®degepaumm U noOKanbHbIMKM - aKTaMu
opraHusaumm

BecTtu yyeT n peructpauuio JOKYMEHTOB B MHCHOPMALIMOHHBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENSIX

KoHcynbTaHTINOC

www.consultant.ru Crpanuua 39 u3 67
HaeXHas npaBoBas noaaepXxkKa



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

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

PaGotaTb C WHOPMALMOHHBIMKM cuUcTeMamMy U 6asamMyM  OaHHbIX MO
cucTemaM onnathl U opraHusauumn Tpyaa nepcoHana

MpousBoanTb NpeaBapuTenbHbIE 3aKyrnoyHble npoueaypbl M 0dopMIsATL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

BecTtun genosyto nepenncky

CobntogaTb HOPMbI 3TUKK OENTOBOro 0oLeHus

Heobxoanmele 3HaHWSA Mopsaok odhopMneHus, BeAeHNs U XpaHeHUs OOKYMeHTauuuM no cucremam
onnarbl U opraHM3auum Tpyga nepcoHana

HopmaTuBHble MpaBoOBble aKTbl, PErynupylowne npaBa M 00S3aHHOCTM
rocy4apCTBEHHbIX OPraHoB W OpraHM3auuMu Mo NpeaocTaBreHuo yYeTHOW
JOKyMeHTaumm

TexHonorun, MeToabl U METOAMKM NPOBEOEHUS aHanusa U cucTemaTtusaumm
AOKYMEHTOB 1 MHcpopMaumm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrouine nopanok
onnaTtbl, OpraHn3aumm n HopMmmpoBsaHua Tpyaa

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

Mopsigok chopMupoBaHus, BefdeHUs 6GaHka [OaHHbIX W MPeaoCTaBeHUs
OTYETHOCTM MO cMCTeMaM OnnaThbl U opraH13auumn Tpyaa nepcoHana

TpynoBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, COAEPKaLLMe HOPMbl TPYAOBOrO
npaea

OCHOBbLI apXMBHOIO 3aKOHOOATENbCTBA U HOPMATMBHbIE MNMPaBOBbIE aKTbl
Poccuiickon depepauuu, B YacTu BeAeHUs1 LOKYMEHTALMM NO NepcoHany

OcHoBbl Hanoroeoro 3akoHogartenbcTBa Poccuinckon degepavmm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHasnbHbIX AaHHbIX

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPaKTOB)

Mopagok  MpoBegeHWss  3akymnmoudHbIX — npouedayp W odopMieHus
COMyTCTBYIOLLEN OKYMEHTALMM

Hopmbl 3TMKK aenoBoro oblueHns

BasoBble OCHOBBbI NHOPMATUKN, CTPYKTYpHOE NnocTpoeHne
MHMOPMALIMOHHBIX CUCTEM M OCOOEHHOCTM PaboThbl C HAMU

Lpyrne xapakrepucTunkm -

3.6. O606wweHHast TpyaoBas pyHKUMSA

[eaTenbHOCTb NO opraHM3aumm YpoBeHb
HavmeHoBanme KOpnopaTMBHOW CoLanbHOW NOMUTUKK Koa F KBanudkaumum °
KoHcynbTaHnTlnoc www.consultant.ru CrpaHuua 40 u3 67
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MpoucxoxaeHue

¥ . 3anmcTBOBaHO
06006LLEHHO TPYOOBOK OpurmHan X 13 opuriHana
dDYHKUNN
Koga PernctpaunoHHbIn
opurmHana Homep
npodeccrnoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneunanucT no coumanbHbIM NporpaMmmam

JorkHocTen, npodeccun Cneumnanuct no paboTe ¢ NnpeacTaBUTENbHBIMK OpraHaMu paboTHUKOB
Cneumnanuct no KopnopaTMBHOW COLManbHON MNONUTHKE

Cneumanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHus Kk Bbicliee obpasoBaHue

obpasoBaHunio 1 00y4eHuto | [lononHuTenbHOe NpodeccrmoHanbHoe obpasoBaHme - MporpamMmbl
npocdeccnoHanbsHoOn NepenoaroToBKM U NPOrpaMmMbl NOBbILLEHUS]
KkBanudmkaumm B 06ractu coumanbHbIX Nporpamm

TpeboBaHus K onbITy -
npakTu4eckom paboTol

Ocobble ycnosusi gonycka K
paboTte

Opyrvne xapakrepucTuku -

JononHutenbHble XapakTePUCTUKN

HanmeHoBaHve goKyMeHTa Koa HanmeHoBaHve 6a3oBow rpynmbl, 4OMKHOCTM (Npodeccun)
UnNun cneumanbHoOCTH

OK3 2412 CneumanncTbl No Kagpam n NnpodopueHTaumm
3423 Cneuunanuctbl KagpoBbIX CYX0 U yYpexaeHUA 3aHATOCTH
EKC - CneumanucTt no kagpam

- MeHemxkep no nepcoHany

OKMAaTP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

OKCO - -

3.6.1. TpygoBasa yHKUMA

PaspaboTka koprnopaTUBHOM CoLMaribHON YpoBeHb
HavmeHoBaHWe | nonuTunkK Kog F/01.6 | (nogypoBeHb)
KBanudmkaumm
KOHCYHbTaHTnnI'OC www.consultant.ru Crpanuua 41 u3 67
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MpoucxoxaeHne TpyooBon
PYHKLUMN

X 3anmMcTBOBaHO

uruHan
Op a N3 opurmHana
Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpynoBble gencTems

AHanM3 ycnewHbIX KOPNopaTUBHBIX NMPaKTUK NO OpraHu3auuy coumnanbHOro
napTHepCTBa, CoLManbHOM OTBETCTBEHHOCTM M coLMarbHbIX Nporpamm

PaspaboTka kKopnopaTVBHbIX COLManbHbIX MPOrpamm

Pa3pa60TKa CUCTeMbl Bbinnat paGOTHMKaM coumnanbHbIX NbroT

OpraHusauusi NeperoBopoB C MpPOdECCUMOHANbHLIMU CO3aMU U APYTMU
npeacTaBUTENbHBIMU opraHamu paGOTHYMKOB, o6LecTBEHHbIMU
opraHu3aLuaMu, B3aumoaencTemne ¢ rocy4apCTBeHHbIMU opraHamm

MoarotoBka npednoXxeHWi no dopMupoBaHuio GrogxeTra B 4acTu
obecrneyeHnst KOPNOpaTUBHONM COLManbHON NOMUTUKM

Heobxoaumele ymeHus

OnpepensTe  LUeneBble  rpynnbl  nepcoHana  gns  pa3paboTku
CrneumanuanpoBaHHbIX CoLManbHbIX Nporpamm

[loBoanTb MHOpPMALMIO O couManbHbIX Mporpammax Ao LeneBbiX rpymnn
nepcoHana ¢ UCrnonb3oBaHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHMUKaLWA

Oﬂpeﬂ,eﬂﬂTb Kputepumn n yposHu yaoBreTBOPEHHOCTU NepcoHana

VMcnonb3oBaTb MaTtepuanbHble U HemMaTepuaribHble CUCTEeMbl, MeTOodbl U
Ct)OprI MOTMBaLKnn B ynpaBlieHUN nepCcoHaliom

OnpegensaTe obbembl CpeAcTB ANS peanusaumy coumarnbHbIX rapaHTun,
KOPMOPaTUBHBIX MbFOT WU MHBIX 3MIEMEHTOB KOPMOpaTVBHBLIX COLManbHbIX
nporpamMm ansg opmMmmpoBaHus brogxeToB

CocTtaBnsaAtb MU KOHTpONMpoBaTb CTaTbM pacxogoB Ha couualribHble
nporpamMmmsbl 4nAa niaHnpoBaHUA OrooKeToB

Mpoun3soauTb NpeaBapuTenbHbIe 3aKyrno4vHble npoleaypbl U odopMieHne
COMyTCTBYIOLLIE OKYMEHTaLMM MO 3aKIOYEHMI0 JOrOBOPOB

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LweHus

Heobxoaumble 3HaHUSA

nOpﬂD,OK n MetToabl pa3pa60TKV| nnaHoB W nporpamMmm counarnbHOro
pa3BuTnAa opraHm3auum

MeToapbl aHanu3a BbIMONHEHMS couMarnbHbIX MPOrpaMM 1 onpeaeneHus nx
3KOHOMMYECKON IPPEKTUBHOCTU

Cuctembl, MeTodbl U opMbl MaTepuasnibHOrO W HemaTepuarnbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorun n MetToapl q’)OpMMDOBaHMﬂ N KOHTpONA OtoaxeToB

MeToabl npoBedeHMs!  COLMONONMYECKUX  WUCCredoBaHWui,  U3y4YeHUus

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa

www.consultant.ru Crpanuua 42 u3 67



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

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

00LLEeCTBEHHOrO MHEHMS

TexHonorum, MeToabl U METOAUKM NPOBEAEHMS aHanus3a u cuctemMaTnsaumm
AOKYMEHTOB 1 MHGOpMaLmm

Mopsimok  npoBedeHWst  3aKyMoyHbIX  Mpouedyp W odopMiieHust
COMYTCTBYIOLLIEN OKYMEHTaLMM

OcHosBbl I'IpOI/ISBOJJ,CTBeHHOﬁ neATenbHOCTN opraHmn3auunm

OcHoBbl 00Ulel U couManbHOW MCUXOMOrMK, COLIMOMOTMA N MCUXOMNOrum
TpyAa

CprKTypa, uenn, cTtparterna n Kagposad noJiInTuka opraHn3auunn

TpyaoBoe 3aKOHOAATENBLCTBO U UHbIE aKTbl, COAepIKaLLMe HOPMbl TPYAOBOrO
npaea

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®egepaunm

HopmaTuBHble NpaBoBble akTbl, perynupylolue npasa U 06sSI3aHHOCTU
rocy0apCTBEHHBLIX  OPraHoB, MPOECCUOHAnbHLIX COH30B U Opyrux
npeacTaBUTENbHBIX OPraHoB PaboTHUKOB

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTWBHbIE aKTbl OpraHW3auuW, perynupylolme nopsaok
dhopmMmMpoBaHMs coLmarnbHOM NMONUTUKK

OcHoBbl npaBoBoro perynupoBaHusa Poccuiickon ®epepauun nopsgka
3aKrnyYeHn JOroBopoB (KOHTPAKTOB)

HopMmbl 3TVKu Aenosoro obLieHus

basoBble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpHOE NOCTpOEHNE
VIH(*)OpMaLI,VIOHHbIX CUCTEM N 0COBEHHOCTHU pa60TbI C HUMU

[pyrue xapakTepucTuku -

3.6.2. TpypoBas dyHKUMSA

Peannsauusa kopnopaTnBHOW coumansHOm YpoBeHb
HanmeHoBaHWe | nonutukn Kog F/02.6 | (nopypoBeHb) 6
KBanudukaumm
MpoucxoxaeHne TpyooBom OpuiruHan X 3anmcTBOBaHO
yHKLMM 13 opurnHana
Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa
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TpynoBble gencTeums BHegpeHne KopnopaTuBHLIX couManbHbIX MporpaMMm, B TOM 4Yucne no

coumnarnbHon nogaepXKKe oTaesibHbIX rpynn pa6OTHI/IKOB

Peanusauusa cuctembl coumanbHbIX JbrOT, BbiMfaT paboTHWKaM C y4eToM
TpeboBaHun 3akoHoaaTenscTBa Poccuiickon deagepaumm

OueHka yOoBMETBOPEHHOCTU MepcoHana KoprnopaTuMBHOM  CouMarbHON
NMONMUTUKON

OueHka 3(PHEKTUBHOCTN  MEPONPUATUIA  KOPNOpaTUBHOW  couMarbHON
NONUTUKN

[NogrotoBka nNpeanoXeHWrM MO COBEPLUEHCTBOBAHMID  MEPOMNPUATUI
KoprnopaTUBHOW CcoLManbHOM NONMUTUKN

MoaroTtoBka MpeanoXeHuWin Mo opMMUpoBaHWiO BlogkeTa Ha peanusauuio
KopnopaTUBHOM coLMasibHOM NOMUTUKA M CoLMarnbHbIX Mporpamm

HeobGxoammble yMeHuUs: PaccunTbiBaTh 3aTpaThl Ha NPOBEAEHNE CreLUmanmM3MpoBaHHbIX coLmManbHbIX
nporpamm

MpoBoAUTL MOHUTOPUHT YCMELHbIX KOPNOPaTMBHbLIX COLMarbHbIX Mporpamm

[NpoBoauTL MepONpUATUA B COOTBETCTBUM C KOPMOPATUBHOM CoLManbHOM
NONUTUKON

Onpenensatb Lenesble rpynnbl nepcoHana ans cosnaHus
cneumnanuanpoBaHHbIX coLuarnbHbIX NPorpamMmm

OI'Ipe}J,eﬂFlTb Kputepumn n yposHn yaoBJ1€TBOPEHHOCTU NepcoHana

OnpegensaTe 3pdPEKTUBHOCTE MEPONPUATUI peanu3yemMon KoprnopaTuBHON
coumanbHON NONUTUKK

OpraHu3oBbiBaTb  B3aMMOAENCTBME C  FOCYAApCTBEHHbIMM  OpraHamu,
npodeccroHanbHLIMU CO3aMn U APYTMMU NMPeacTaBUTENbHbLIMKU OpraHamu
paboTHMKOB, OOLIECTBEHHbIMA W WHbIMKW OpraHu3auuMsMM Mo Bonpocam
peanv3auum KoprnopaTUBHON coLManbHOM NOMUTUKK

AHanuanpoBaTb PbIHOK YCMNyr MO couManbHbIM M CMeLMan3MpoBaHHbIM
nporpaMmamM coLuanbHON MOAAEPKKU YMEHOB LEeneBbIX rpymn M roToBUTb
NpeanoXeHus No Ux nocTasLnKam

MpousBoauTb NpeaBapuTeNbHblE 3aKynodHble npouedypbl U oopMIsTh
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

CobntogaTb HOPMbI 3TUKX OENOBOro 0oLeHus

Heobxoavmble 3HaHWs Bonpockl ynpaBneHusi coumarnbHbIM pasBUTMEM OpraHusaLmm

MeToabl aHanu3a BbINOMHEHUST KOPMOPATUBHBLIX COUMAnbHbIX Mporpamm u
onpeaeneHuns nx aKoHoMm4yeckon achPeKTUBHOCTH

Cuctembl, MeToabl, OPMbl  MaTepuanbHOrO U HemaTepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

MeToabl  MPOBEAEHWS  COLMOSIONMYECKMX  UCCNEedoBaHUA,  U3y4YeHUus
006LLecTBEHHOro MHEHUS
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TexHonorun, MeToabl U METOAMKM NPOBEAEHWS aHanusa u cucTemaTusaumu
OOKYMEHTOB U MHGOpMaLnm

HopMaTuBHble NpaBoBble akTbl, perynupylowpe npasa U o06A3aHHOCTU
roCygapCTBEHHbIX  OpraHoB, MPOgECCUMOHamNbHbLIX  CO30B U APYruX
NpeacTaBUTENbHBLIX OPraHoB PabOTHWKOB MO MPEAOCTaBIIEHUIO YYETHOW
JOKYMeHTaLmnn

Mopsnook  MpoBedeHUs  3aKymouyHblX — MNpoueayp W odoopMiieHust
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa, Lenu, ctpaTerus n kagposasi MoNuTUKa opraHusauum

OcHoBBI I'IpOVI3BOJJ,CTB€HHOl7I AeATeNIbHOCTU opraHmn3auunm

OcHoBbl 06LLEel 1 coumanbHON NCUXONOrMKn, COLMONOrMN U NCUXONorun Tpyaa

TpynoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKaLUMe HOPMbI TPYAOBOrO
npasa

OcCHOBbI apXMBHOMO 3aKOHOAATENbCTBA WM HOPMATUBHbLIE MPAaBOBbIE aKThbl
Poccuiickoit denepaunm, B YacTu BeAeHUSI JOKYMEHTaLMK No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepavum

3akoHogaTenbcTBO Poccuiickon egepauunmn o nepcoHanbHbIX aHHbIX

JlokanbHble akTbl OpraHusauuu, perynupyrolme nopsaok BHELpPEeHUs
counanbHOM NONMUTUKKU

Mopsiaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tukn genosoro obLieHus

BasoBble OCHOBB! NHOPMATMKK, CTPYKTYypHOE NnocTpoeHne
MHOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrue xapakTepucTmku

3.6.3. Tpynoas pyHKUMSA

AOMUHUCTpUPOBaHKE NPOLLECCOB U YpoBeHb
HanmeHoBaHve | gokymeHTOOGopOTa No Bonpocam Koa F/03.6 | (nogypoBeHb) 6
KOPMOpaTUBHOM CoLManbHOW NONUTUKA KBanudmkaumm
MpoucxoxaeHne TpyooBon OpuruHan X 3anMmMcTBOBaHO
dyHKUMM n3 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHgapTa
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018
TpynoBble gencTeums AHanu3 npoueccoB [OOKyMeHToobopoTa, IOKanbHbIX [OKYMEHTOB MO

BOMpOCaM KoprnopaTUBHOWN coLmansbHON MNONUTUKM

[okymeHTaumoHHoe ocopmneHme pesynbTaTtoB KopnopaTUBHOW
coLnanbHOM NMONUTUKN

MogroToBKa MpPEeAnoXeHW MO pasBUTUIO KOPNOPaTUBHOM coumanbHom
NOMUTUKN

MoagrotoBka  pes3ynbTaToOB  aHanmMsa  COOTBETCTBUS  KOPMNOpaTUBHOM
coumanbHoM nonuTUKM TpeboBaHusSIM  3akoHogaTenbcTBa Poccuiickon
depepaumm n ycrioBuam pbiHka Tpyga

[lOKyMEeHTaUMOHHOE U OpraHU3auuoHHOE COMPOBOXAEHWE MEPONPUSTUN
KOprnopaTUBHOM COLManbHON NOMNTUKU

MogrotoBka u obpaboTka 3anpocoB W yBeOOMIIEHWA O paboTHWKAX B
rocyqapCTBeHHble  OpraHbl, npodeccuoHarnbHble COK3bl W Apyrue
npeacTaBuTENbHbIE OpraHbl pPabOTHMKOB MO  BOMpPOCaM  CouManbHOM
NONUTUKM B OTHOLLEHUW NepcoHana

ConpoBoxgeHne [OrOBOPOB MO OKa3aHW  KOHCYIbTaUMOHHbIX
MH(POPMALIMOHHBIX YCIyr MO MEepOonpUsTUSIM KOpPNopaTUBHOW CoLMarbHO
NONUTUKK, BKMoYas NpeasapuTenbHbIe NPoLeaypb! Mo UX 3aKMYeHIo

7
7z

Heob6xoammble yMeHuUst OcdbopMnATb  OOKYMEHTBI MO  BOMPOCaM  KOPMopaTUBHOM  couuanbHon
NOSNUTUKM, npefocTaBnsiemMble B rocyaapCTBEHHbIE opraHbl,
npeacTaBUTENbHbIE OpraHbl PpaGoTHNKOB

AHanuavpoBaTb  NpaBuna, nopadkW,  npouedypbl  KOpNopaTUBHOM
coumarnbHO NoNMUTUKK

Ob6ecneurBaTh OOKYMEHTALIMOHHOE COMPOBOXAEHWE COLMAnbHOM MOMUTUKK
B OTHOLLIEHMW NepcoHana

OpraHn3oBbIBaTb XpaHeHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUSIMM
apXxMBHOro 3akoHogartenbcTBa Poccuickon Pepepaumm m  nokanbHbIMU
aKTamMmun opraHmsauuum

MpousBoauTb NpeaBapuTenbHbIE 3aKyrnoyHble npoueaypbl M 0opMIsATL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMYEHUIO JOrOBOPOB

PabotaTtb ¢ MHhOpMALMOHHBIMK CUCTEMaMM U Ba3amMun JaHHbIX MO BONpocam
coumanbHON NOMNTUKU B OTHOLLEHUM NepcoHana

BecTv yyeT 1 pernctpaunto OKYMEeHTOB B MH(OPMAaLMOHHbBIX CUCTEMaX U Ha
mMaTtepuanbHbIX HOCUTENAX

Bectn 0eNnoByko Nepenncky

CobntogaTb HOPMbI 3TUKM OEMOBOro 0oL eHus

Heobxoaumble 3HaHUA Mopsiaok odbopMIeHnsl, BeAEHUs U XpaHEHUs1 JOKYMEHTALMN NO coLManbHOM
NonuTUKE B OTHOLLIEHWUU NepcoHana

Mopsagok dopmupoBaHus, BeaeHus 6GaHka AaHHbIX W NpeaocTaBreHus
OTYETHOCTM NO BONpOCaM coumansHON NONUTUKM B OTHOLLEHUM NepcoHana

KoHcynbTaHTINOC
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

TexHonoruu, MeToabl U METOAMKM NPOBEOEHNs aHanusa U cucTemaTusaumm
[OKYMEHTOB 1 UHcpopMaLmm

OcHoOBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO 0becneyenns

MopsiAgok  MpoBedeHMs  3aKynodHbiX  npouedyp W odopMreHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTM  (mpocdpeccum,
crneumnanbHOCTK)

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKTbl, COAEpXaLlme HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOFO 3aKOHOAATeNbCTBA WU HOpPMAaTMBHbIE MPABOBbLIE aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI AOKYMEHTaUMK No nepcoHany

OcHoBbI HanNoroBoro 3akoHogartenbcTea Poccunckon ®enepavnm

HopmaTuBHble npaBoBble akTbl, pPerynupyloline npaea M 06S3aHHOCTM
rocygapCTBEHHBIX OpPraHoB, MPOEeCCUOHANbHbIX COK30B U APYruX
NpeacTaBUTENbHBLIX OpraHoB PabOTHWMKOB MO MPeOoCTaBMIEHNIO YYETHOW
JOKYyMeHTaumm

3akoHogaTenbcTBO Poccuinckon egepauumn o nepcoHanbHbIX 4aHHbIX

JlokanbHble HOPMAaTUBHbIE akTbl OpraHu3auuu, perynupylome nopsaok
BHEAPEHNS KOPNOPaTUBHOW coLmanbHON MONMTUKM U CoLManbHbIX MporpaMm

MopsiAoK 3aKMtoYeHUsi OroBOpPOB (KOHTPaKTOB)

HopMbl 3Tukn genosoro obLeHus

BasoBble OCHOBBI NHGOPMATHKK, CTPYKTYypHOE NocTpoeHune
WHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmkm -

3.7. O606LeHHasn TpygoBas yHKUMSA

HanMeHoBaHMe OnepaumnoHHoe ynpasneHue nepcoHanom u Kon G YpoBeHb 7
noapasgeneHvemM opraHusaumm KBanudmkaumm
MpoucxoxaeHue
2 . 3anmcTBOBaHO
006006LLEHHO TPYOOBOK OpwurunHan X M3 OpUrMHana
dDyHKUNN
Kon PernctpaumoHHbIn
opurnHana Homep
NpodeCCUOHaNbLHOro
cTangapTa
Bo3moxHble HanmeHoBaHUS | PykoBoguTenb CTPYKTYPHOro nogpasaeneHus
DOMKHOCTEN, npodeccui HavanbHWK CTPYKTYpHOro noapasgaeneHus
KoHcynbTaHTIN
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018
Tpe6oBaHus K Bbicluee o6GpasoBaHue - cneumanuTeT, MaructTpartypa

o6pa3zoBaHuio 1 06yyeHuo | [lononHuTensHoe npodeccroHansHoe obpa3oBaHue - NporpaMmbl
npogoeccmoHanbHoN nepenoaroToBK B 0651acTy ynpaBrieHUs NepcoHarnom,
OMepaLVoHHOIO U TaKTUYECKOTO yrpaBieHns; MPorpaMMbl MOBbILLEHNS
KBanudukauum B 06nacti ynpaeneHusi nepcoHanoM, onepawmoHHOro 1
TaKTUYECKOro ynpaeneHus

TpeboBaHus K onbITy He meHee nsiT neT B 06GnacTu ynpaBneHns nepcoHarnioM
npakTu4eckom paboTol

Ocobble ycnosusi gornycka K
paboTte

[pyrue xapaktepucTuku -

JononHutenbHble XapakTePUCTUKN

HavmeHoBaHWe JoKymeHTa Kog HanmeHoBaHve 6a3oBow rpynmbl, JOMKHOCTM (npodeccun)
UnNu cneumanbHoOCTH

OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamu 1 TpyAOBbIMW OTHOLLEHUSIMU

EKC - HavanbHuk oTaena kagpos

- HavyanbHuK oTaena opraHusaumu 1 onnaTtbl Tpyaa

- HavanbHuk oTaena noaroToBKu Kaapos

- HavanbHuK oTAena coumnanbHOro pas3suTuns

- 3aBefyoLLmi (HavanbHKK) OTAENOM KaapoB

OKMAaTpP 24063 MeHemxep no nepcoHany

3.7.1. TpypoBasa yHKUNA

PaspaboTka cuctembl onepaumoHHOro YpoBeHb
HanmeHoBaHve | ynpaBneHus nepcoHanom 1 paboThbl Kog G/01.7 | (nogypoBeHb) 7
CTPYKTYPHOro nogpasaeneHuns kBanudmkaymm
MpoucxoxageHne TpygoBoOn 3ammcTBOBaHO
P A PYA OpwurunHan X
dyHKUMN 13 opuruHana
Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHgapTa
TpynoBble 4eNCTBUA AHanu3 ycnewwHbIX KOPNopaTUBHbBIX MPaKTUK MO BOMpPOCaM CTpaTernyeckoro
1 onepaTMBHOIO yrnpaBreHns NepcoHanoM opraHu3aumm
MocTaHoBKa onepaTMBHLIX Lieriei No Bonpocam yrnpasrneHus nepcoHanom
KoHcynbTaHTINOC
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Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

Pa3paboTka nnaHoB, NnporpaMm v npoueanyp B ynpaBleHuy nepcoHanom

Pa3paboTka npeanoxeHuii No CTPyKType nogpasaeneHns u notpebHocTn B
nepcoHane

PaspaboTtka npegnoxeHut no obecneyeHmto nepcoHanom, opMMPOBaHNIO
CUCTEeM OLUEeHKHW, pa3Butuda, onnatbl TpyAda, KOpnopaTuMBHbIM couUUalrbHbIM
nporpamMmmam u coumarnbHON NonmTuke

PaspaboTka npegnoxeHun o 3aTpatax v dopmupoBaHuio GrogkeTa Ha
nepcoHan

PaspaboTka npeanoXeHuidi Mo 3aKMYEHW0 [OTOBOPOB MO YNpaBrieHUIo
MepcoHanoM C MOoCTaBLUMKaMW YCNyr M NpoBefdeHuWe npeaBapuTenbHbIX
npoueayp no Ux 3akro4eHuo

Heobxogumble yMeHUaA OpFaHM3OBbIBaTb pa60Ty nepcoHarna CTPYyKTYypHOro noapasaeneHunsa

OnpegensaTb 3agayv nepcoHana CTPYKTYPHOro nogpasgernieHusl, UCXoaa 13
Leren u ctpaTernm opraHusauum

CozfmaBaTb M OMUCbIBaATb OPraHU3aUMOHHYIO CTPYKTYpYy, LUEnu, 3agauu,
bYHKUMM CTPYKTYPHOrO noapasaeneHust

an/IMeHHTb mMeTodbl  ynpaBleHnda - MeXINMUYHOCTHbIMW  OTHOLUEHUAMMU,
d)OpMI/IpOBaHI/IH KOMaHA, pa3BuUTna numagepcrtBa W UCNOJIHUTEIIbHOCTH,
BbIABIEHUA TanaHTOB, onpeageneHnd yaosneTBOpeHHOCTU pa60T017|

OnpepnensiTe, aHanu3upoBaTb, MOAENUPOBaTL U BbICTPanMBaTb BHYTPEHHUE
KOMMYHMKaLMKM nepcoHana

PaspabaTtbiBaTb NPOEKTHbIE NPEANIOKEHMS U MEPONPUATUS MO 3PDEKTUBHON
paboTe nepcoHana

BHeapsATb cTpaTeruio no ynpasneHuto nepcoHarnom

CoctaBnsTb, paccyuTbiBaTb, KOPPEKTUPOBAaTb W KOHTPONMpOBaTb CTaTbu
pacxofgoB Ha nepcoHan, paspabaTtbiBaTb NpeanioxeHus no 3aTtpartam Ha
nepcoHan ansa dopmmnpoBaHus brogxeTa

MpeOctaBnsATb  WHTEPECbl  OpraHuWsauMM W BecTM  MeperoBopbl C
NpPogeCCMOoHanbHbIMU COO3aMK U APYTMMU NpPeAcTaBUTENbHBIMU OpraHamu
paboTHMKOB, B3aMMOAENCTBOBATL C FOCYAAaPCTBEHHBIMU OpraHu3aLMsMu

AHaJ'II/I3I/IpOBaTb I/IHCbOpMaLI,VIIO no nocrtaswukamMm ycnyr B obnactu
ynpasJieHnA nepcoHasiomMm 1 no ycrnoBuAm 3akrno4aembiX 40orosopos

Mpou3BoanTb NpeaBapuTenbHble 3aKynouHble npoueaypbl U 0OpPMNSATbL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMoYeHUIo JOroBopoB

Pa6oTaTb ¢ MHbOPMALIMOHHBIMK cUCTEMaMK U Bazamy AaHHbIX MO BOMpocam
yrnpaeeHusi epcoHanom

OpraHMSOBbIBaTb n npoBOaAuUTb KoprnopaTunBHbIe MeponpuaTna C
nepcoHanom

CobntogaTb HOPMbI 3TUKX OEMOBOro obLLeHus

KoHcynbTaHTINOC
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018
Heobxoanmele 3HaHWSA MeTopapl, cnocobbl U UHCTPYMEHTbI YpaBrneHns nepcoHanom

LleJ'Il/I, cTpaTteruna pa3Bnutmna n Ou3Hec-nnaH OopraHmnsauunmn

Monutuka ynpaslieHna nepcoHaromMm opraHu3aumm

MeToabl aHanmn3a KonnM4ecTBEHHOro U Ka4eCTBEHHOMO cocTaBa nepcoHana

Cuctembl cTaHgapToB nNo GusHec-npoueccam, npogeccusim, Hopmam Tpyaa

Cuctembl, MeTogbl W (OpMbl MaTepuanbHOrO U  HemaTepuanbHoro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum 1 meToabl CbOpMI/IpOBaHMH N KOHTpONA OoaxeToB

Mopagok  nNpoBedeHWss  3aKkymnmodHbIX — npouedyp M OoopMIeHuUs
COMyTCTBYIOLLEN JOKYMEHTaLMun

OcHosBbl HpOMSBO,D,CTBeHHOVI AeATeNnbHOCTU opraHmn3aunn

OcHoBbl 00LLEeN U couuanbHOWM MNCUXOMOrUK, COLMOMOTUKM U MCUXONOrnn
Tpyda, SKOHOMUKM Tpyaa, 6esonacHbIX ycnosui Tpyaa

CTpykTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, COAEpKaLLMe HOPMbl TPYAOBOrO
npaea

OCHOBbLI apXMBHOIO 3aKOHOOATENbCTBA U HOPMATMBHbIE MNMPaBOBbIE aKTbl
Poccuiickon depepauum, B YacTu BeAeHUsI OKYMEHTALMM NO NepcoHany

OcHoBbl Hanoroeoro 3akoHogartenbcTBa Poccuinickon degepavmm

OcHOBbI MUrpauUMOHHOIO 3akoHogaTenbcTBa Poccuiickon depepauumun, B
YacTu NPUBNEYEHUA U TPYOOYCTPOMCTBA MHOCTPAHHbLIX rpaxaaH un nuy 6es
rpaxkgaHcTea

OcHoBBI aAMUHUCTPATUBHOIO 3akoHOoOaTeslbCTBa B obnactm ynpasrieHusa
nepcoHarioMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NnL,

3akoHogaTenbcTBO Poccuitickon degepaumm NO 3alimMTe MnepcoHarnbHbIX
[aHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auumm B obnactn ynpaseneHua
nepcoHanom

Mopsanok 3aknoyYeHnst 4OroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBoro obLueHus

basosble OCHOBBbI MHGOPMATUKK, CTPYKTYypHOE nocTpoeHne
WMHOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrve xapakTepucTmKu -

3.7.2. Tpynosas pyHKUMSA
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Mo yrnpaBneHWIO NEPCOH... [ata coxpaHeHus: 02.11.2018
Peanusauusa onepauynoHHOro ynpasneHuns YpoBeHb
HanmeHoBaHMe | nepcoHanom u paboTbl CTPYKTYPHOIO Koa G/02.7 | (nogypoBeHb) 7
noapasgeneHnsi KkBanudukauum

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
DyHKLUMN

nrnHan
Op a n3 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
nNpodeccnoHarnbLHoro
cTaHgapTa

TpyaoBble AenCTBMSA lMnaHvpoBaHWne AesaTenbHOCTN NoApa3aerneHns U nepcoHana

OI'IepaTI/IBHOG ynpasrieHne nepcoHanom nogpasaeneHnd opraHnsaunm

Pacyer 3atpat no nogpasgeneHuto M MOArOTOBKa NPeAnoXeHuh Ans
dhopmMmupoBaHus brogxeTa

Pa3paboTka CTaHOapToB [eATeNbHOCTU MoapasaeneHuss u yHudUKaums
npoLeccos

MpoBedeHe UHCTPYKTaxa Nno oxpaHe Tpyaa

MoctaHoBKa  3ag4ad  paboTHWKAM  CTPYKTYpPHOrO  MoApasgereHus,
onpeneneHne pecypcoB AN UX BbIMNONIHEHWUS, KOHTPOIb UCMOMNHEHUS

AHanuM3 nnaHoB M OTYETHOCTM MNOOYUHEHHbIX pa6OTHVIKOB, pa3pa60TKa
npep,no>|<eHvu7| no yny4yweHuto nokasaTtenien AeaTenbHOCTU nogpasgernieHnd

dopmupoBaHne oT4eToB 0 paboTe CTPYKTYPHOro noapasaeneHus

Heobxoavmble ymMeHusi OnpenensitTe 30Hbl OTBETCTBEHHOCTU U 3ODEKTUBHOCTU paboTbl NepcoHana
CTPYKTYpPHOTO rogpasfeneHns, pacnpeaenatb 3agauum u obecneyvBaTtb
MaTtepuanbHO-TEXHUYECKME PecypCbl AN UX UCMOMHEHNS

anMeHﬂTb MeTOo[bl OonepaTuBHOIO ynpasreHna nepcoHanom opraHmsauunn

KOHTpOJ‘II/IpOBaTb ncnonHeHue nopyquMVl n 3agav, BHOCUTb
CBOEBPEMEHHbIE KOppeKUnn B NiiaHbl 1 3a4a4n

OnpepensTe  nokasatenu  3geKTMBHOCTM  paboTbl  MepcoHana
noapasaeneHus

yﬂpaBﬂﬂTb MOTMBaUMEN nepcoHana, ero BoBJ1Ie4EHHOCTbIO U OnNCUMNINHON
TpyAa

CoctaBnsATb  NnaHbl  OESTEeNbHOCTU  CTPYKTYPHOrO  noApasgereHus
opraHusaumm

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTMPOBaTb UM KOHTPONMPOBATb CTaTbM
pacxofoB CTPYKTYPHOrO noApasaerneHus Ans hopMmpoBaHns GHomKeToB

np0M3BOD,I/ITb aHanma TeKyLLI,eIZ neAaATenbHOCTU CTPYKTYPHOIro
nogpasgeneHna n BHeapATb npouenypbl no ee ontuMmmnsauunn
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MpeactaBnATb  MHTEPECbl  OpraHu3auuM U1 BecTU  MNeperoBopbl  C
rocyapCTBeHHbIMM opraHamu, npodeccroHanbHbIMKU COH3aMU U ApYruMun
npeacTaBUTENLHBLIMU OpraHamu paboTHUKOB MO BOMPOCaM nepcoHana

Bectun neperoBopbl C MNoOCTaBWUKaMU YCIyr no ycrnoBumaAM 3akrkovaeMblX
[LOTOBOPOB

MpousBoanTb NpeaBapuTeNbHbIE 3aKyroyHble Mpouedypbl M 0opMIsATL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMYEHUIO JOrOBOPOB

HDOBOAMTb ayauT pe3ynbTaToB pa60Tb| C nepcoHasnom

Pa6oTaTb ¢ MHbOpPMALIMOHHBIMK cUCTEMaMK U B6azamm gaHHbLIX MO BOMpocam
yrnpaeneHusi epcoHanom

CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoanmble 3HaHMS Teopuu ynpaBneHust nepcoHanom 1 ero MoTueaLmm

MeTogbl aHanu3a BbINOMHEHWSI MITAHOB W 33agad, ONpedeneHus  ux
3KOHOMMYECKOM 3hPEKTUBHOCTH

®opMbl 1 METOABI OLIEHKM NepcoHana u pesynbTaTtoB ux Tpyaa

TexHonoruu onepaTtunBHOro ynpasiieHNUd nepcoHarioMm opraHm3aunnm

Cuctembl, meTogabl U OPMbI  MarTepuanbHOro W  HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum u MmetToabl POPMUPOBAHUS Y KOHTPOSS GHOIKETOB

TeOpMI/I M MeTodbl ynpaBrieHna passutuem nepcoHana

OKoHOMMKa Tpyaa

OpraHM3aLl,I/IOH HO-WUTaTHaA CTPYKTypa opraHm3auunm

MonuTuka ynpaeneHns NnepcoHanom n coumansHasa NonnTuKa opraHnaawmm

LleJ'II/I, cTpaTteruna pa3Butmna n Ou3Hec-nnaH OopraHmnsauunmn

MeToauku nnaHMpoBaHKs U MPOTrHO3MPOBaHKS NOTPeOGHOCTM B NepcoHarne

MopsiAoK yperynMpoBaHus TPYAOBbIX CNIOPOB

TpeboBaHus 1 NpaBuna NpoBeaeHVst ayauTa paboTbl ¢ NepCcoHanomM

CDOprI counanbHoro napTHepCcTBa n B3anMOAENCTBUSA C
I'IpO(*)eCCVIOHaﬂbeIMVI coro3amMn un gpyrumm npencraBuUTesibHbIMMU OpraHamMmu
pa60THVIKOB, N NHbIMU OpraHn3aumnamm

Mopsaok oopmneHns KaapoBbiX AOKYMEHTOB U NPUAAHUSA UM I0pUaNYECcKon
cunbl

Mopagok  nmpoBedeHWs  3aKkymnmodHbIX — npouedyp W oopMIeHuUs
COMyTCTBYOLLEN JOKYMEHTaLMn

pr,D,OBoe 3akoHOOaTesNIbCTBO U UHbIE aKTbl, coaepXKalne HOpMbl TPyO0BOro
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npaea

OcCHOBbI apxMBHOro 3akoHoAaTenbCTBa W HOPMAaTMBHbIE MpPaBOBble aKThbl
Poccuiickon ®egepaunn, B YacTn BegeHUs JOKYMeHTaumm no nepcoHany

OcHoBbI HanNoroBoro 3akoHogatenbcTBa Poccunckon ®enepaunm

OcHoBbI MUrpauMOHHOro 3akoHogaTenbcTBa Poccuiickon depepauumun, B
4YacTu MPUBMEYEHUS U TPYOOYCTPOWCTBA MHOCTPAHHBLIX rpaxaaH u nuy, 6e3
rpakgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akoHOoOaTesNnbCTBa B obnactun ynpasneHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX L,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3aumMm B 4YacTu ynpaselieHUA
nepcoHanom

OcHoBbl npaBoBoro perynupoBanusi Poccunckon ®epepaumm nopsgka
3aKINIOYEHMS rpaX4aHCKO-NpaBOBbIX JOTOBOPOB

Hopmbl 3TMKK AenoBoro oblieHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WMHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrue xapakTepucTmkm -

3.7.3. Tpynosas pyHKUMSA

AOMVHUCTPUPOBaHME NPOLECCOB U YpoBEHD
OKyMeHTOObopOoTa No onepaunuoHHOMY
HaumenosaHve |2 Ko G/03.7 NnoaypoOBEHb 7
yrnpaBneHuo NnepcoHanom n paborte A E(Baﬁilz)mauv)m
CTPYKTYpHOro noapasgeneHus
MpouncxoxageHne TpyooBom 3anmcTBOBaHO
P A PYA OpwurunHan X
dyHKUMN 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHarnbHOro
cTaHgapTa
TpynoBble 4eNCTBUSA AHanu3 npoueccoB [[OKyMeHToobopoTa, IOKamnbHbIX [OOKYMEHTOB MO
BOMpocam  OMepaLMoHHOrOo  yMpaBMneHUs  nepcoHanom un  paboThbl
CTPYKTYPHOrO nogpasaeneHus, BGu13Hec-npoLeccos opraHusauuu,
yOOBMETBOPEHHOCTUN NepcoHana
[okymeHTaunoHHoe odopmneHue pe3ynbTaToB onepawmoHHOro
ynpaBneHus nepcoHarom W paboTbl CTPYKTYpPHOro nogpasgeneHus,
pes3ynbTaToB ayanTa paboTbl C nepcoHanom
MogrotoBka NPeAnoXeHUWhn MO  pasBUTUD  CUCTEM  OMEPaLMOHHOIO
yrnpaBrneHus nepcoHanoM W paboTbl CTPYKTYPHOrO noApasgerieHnsi, no
KoHcynbTaHTINOC
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HeobxoaMMbIM KOPPEKTUPYHLNM N NpeBEHTUBHbIM MepaM

PaspaboTka cucteMbl aHanu3a n KOHTponsa paboTbl nepcoHana

KoHTpomnb, cpaBHeHWe M aHanu3 npoLeccoB B 006MacTu onepaTUBHOIO
ynpaBrneHus MepcoHanoM, pes3ynbTaToB YMNpaBliEHYECKMX MEPONPUATUN,
onpegeneHne aKTopoB, BbI3bIBAKOWNX OTKIMOHEHME OT  MIIaHOBbIX
nokasartenemn

MoaroToBka 1 06paGoTka 3anpocoB, YBEAOMIEHWIN, CBeAeHMWn 0 paboTHMKaX
B roCydapCTBEHHble opraHbl, NpodeccroHaribHble COol3bl, 0BLLECTBEHHbIE
opraHusaumm

COI'IpOBO)K,EI,eHMe 00roBopoB OKasaHudA ycnyr no BonpocamM onepaTtunBHOro
ynpasJiieHuna nepcoHalom 1 pa60Te CTPYKTYPHOIro nogpasaeneHud, Bkrno4vas
npeaBsaputeribHbie npouenypbl Mo nx 3akrnn4eHuto

MogrotoBka npegnoxeHun no dopMUpoBaHUIO OlogXKeTa Ha nepcoHan
opraHusaummu

BbinonHeHne TpeboBaHUM NO XpaHeHuo wuHGopMauMM O pesynbTaTax
OEencTBnst CUCTEM OMepPaLUMOHHOIO ynpaBfeHuUsl MnepcoHanom u paboThbl
CTPYKTYpHOro noapasaeneHus

Heobxoammble yMeHusi KoHTponupoBaTb npouecchl yrnpaefieHWst nepcoHariom noapasgeneHui,
onpeaensaTb UX pesynbTaTVBHOCTb U BbISBAATL (DAKTOPbl OTKIIOHEHWUI OT
NnaHoBbIX NapamMeTpoB

Paspa6atbiBaTh nNporpammbl JOCTKEHUS Lieneid U onepaTUBHOMO peLleHns
3afad noapasaeneHui

AHanusvnpoBatb, paspabatbiBatb U 0oOpMnATE  AOKYMEHTbI MO
onepaTMBHBIM MpoLeccam 1 Ux pesynstatam

MpoBoauTb ayauT KaapoBbIX MPOLLECCOB, NpoLeayp, 0PopMIIEHUs KaapPOBbIX
JOKYMEHTOB 1 JOKYMEHTOB MO YNpPaBreHWo NepcoHanom

KOHTpOJ'IVIpOBaTb pacxoaoBaHne OloaXKeToB Ha nepcoHan

OcbopMnisiTb AOKYMEHTbI MO OMepauMoHHOMY YMpaBrieHUI0 MepPCcoHanom U
pabote CTPYKTYPHOrO nogpasaeneHus, npegocTasnsiemble B
rocynapCTBEHHbIE OpraHbl, IPeAcTaBUTENbHbIE OpraHbl paboTHMKOB

ObGecneuvBaTb  OOKYMEHTAUMOHHOE  COMPOBOXAEHWE MO  CUCTEMAaM
oMepaLVoHHOro  yrmpaBreHuss nepcoHanoM U paboTe  CTPYKTYpPHOro
nogpasaeneHus

OpraHn3oBbIBaTb XpaHEHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUSIMM
TPYyOOBOro M apxvMBHOIO 3akoHogaTenbctBa Poccunckon Pepepaunm m
JTOKalrnbHbIMW akKTaMy opraHu3auum

KOHTpOJ'IVIpOBaTb ncnosiHeHne OoroBopoB MNMOCTaBLUKMKOB yCIyr no Bonpocam
nepcoHana

MpousBoauTb 3akynoyHble fpoueaypbl, OMOPMASTE W aHaNM3UpPoBaTb
3aKyMOYHY0 JOKYMEHTaLUIO

MpoBoOWTL MEperoBopbl W MPEACTaBNATb WHTEPEechbl OpraHvM3auuM B
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rocygapCTBEHHbIX oOpraHax, npodeccUoHanbHbIX Co3ax W ApYrux
npeacTaBUTENbHBIX OpraHax paboTHWKOB MO BOMpocam nepcoHana

BecTtun genosyto nepenncky

Bectn ydqyeT un permctpauyno JOKyMEeHTOB B VIH(*)OpMaLI,VIOHHbIX cucremMax n Ha
MaTepuarnbHbIX HOCUTENAX

Pabotatb ¢ I/IHCbOpMaLI,MOHHbIMM cuctemamm 1M 6asamMmm  AaHHbIX MO
nepcoHany n cucremam onepaunoHHOro yrnpasieHnd nepcoHariomMm un pa60Te
CTPYKTYPHOIro nogpasaerneHus

CobntogaTb HOPMbI 3TUKM OEMOBOro obLLeHus

Heobxoanmble 3HaHMSA MeToab! ynpasneHnsa passutmem n dP@PEKTUBHOCTLIO OpraHn3auumn, MeToabl
aHanusa BbINOSIHEHUSA  MMaHOB U MporpaMM,  ornpefeneHns  ux
3KOHOMUYECKoN 3adPdPEKTUBHOCTH

MeToabl oueHKM pa6OTbI CTPYKTYPHbIX no,u,pa3p,eneHvu7|, pe3ynbTatoB Tpyaa
nepcoHana

MeToabl nposeaeHus ayguta n KOHTpOnnunHra onepaTtuBHbIX
ynpaslieH4eCKUX npoweccos

dopMbl 1 cUCTEMBI MaTepuanbHOTO U HeMaTepuasribHOTO CTUMYIIMPOBaHWS
Tpyaa nepcoHana

OcHosBbl LOOKYMEHTaUuMOHHOIo obecneyeHust

Mopsinok ocpopMeHusi, BeOEHUs U XpaHeHUs1 JOKYMEHTauUMn no cuctemam
OMEepaLMOHHOro  yrpaBfeHns nepcoHariom  opraHu3auum u  pabote
CTPYKTYPHOrO noapasaeneHus

Mopsigok chopMupoBaHusl, BefdeHuUs GaHka [OaHHbIX W MPELOCTaBIEHUs
OTYETHOCTM MO CUCTEMaM OMepaLMOHHOro YNpPaBreHUss MepcoHanoMm U
paboTe CTPYKTYpHOro nogapasaeneHus

HopmaTuBHble MpaBoBble akTbl, PErynupylowne npaea M 06S3aHHOCTM
roCy4apCTBEHHBIX OPraHoOB W OpraHu3auuMu Mo NpeaoCTaBlIeHU0 YYEeTHOW
JOKYyMeHTaumm

Mopsigok  MpoBedeHMs  3aKynmodHbiX  npouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLUM

Monutuka ynpaslieHna nepcoHariomMm 1 counarnbHada NofiMTuka opraHn3auum

OpFaHVI3aLI,VIOH HO-WUTAaTHaA CTPYKTypa opraHm3auunm

Llenu n cTpaTerus passutusi opraHmsaumu

BuaHec-nnaH n 6VI3HeC-I'IpOLI,ECCbI opraHmsauunm

TpynoBoe 3akOHOAATENbCTBO M MHbIE aKTbl, COAEPKaLLMe HOPMbl TPYAOBOrO
npaea

OCHOBbLI apXMBHOIO 3aKOHOOATENbCTBA U HOPMATMBHbIE MPaBOBbIE aKTbl
Poccuiickon depepauuu, B YacTu BeAeHUsI LOKYMEHTALMM NO NepcoHany
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OcHoBbl Hanoroeoro 3akoHogartenbcTBa Poccuinickon degepavmm

OcHOBbI MUrpauUMOHHOroO 3akoHogaTenbcTBa Poccuiickon depepauuun, B
YacTu NPUBNEYEHUSA M TPYOOYCTPOMCTBA MHOCTPAHHbLIX rpaxgaH u nuy 6es
rpaxkgaHcTea

OcHoBBI aAMUHUCTPATUBHOIO 3akoHoOaTesibCTBa B obnactm ynpasrieHusa
nepcoHarioMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NnL,

3akoHogaTenbcTBO Poccuinckon degepauumn o nepcoHanbHbIX 4aHHbIX

JlokanbHble HOpMaTuBHbIE JOKYMEHTbl OpraHnu3auum B obnactu ynpasneHua
nepcoHanom

MopsiAoK 3aKMtoYeHUsi OroBOpPOB (KOHTPaKTOB)

HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBBI NHGOPMATHKK, CTPYKTYypHOE NocTpoeHune
WHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmkm -

3.8. O6o6LleHHasn TpygoBas yHKUMSA

TpaTern4eck npasneHve n Hanom BEHb
HanMeHoBaHMe CTpartermnyeckoe ynpasrneHue nepcoHarno Kon H YpoBe 7
opraHusaumm KBanudmkaumm
ﬂpowcxoquMe . 3anmcTBOBaHO
0606LLEHHO TPYOOBOK OpwurunHan X M3 OpUrMHana
dDYHKUNN
Kon PernctpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHaapTa

Bo3amoxHble HaMMeHOBaHWS | Buue-npe3naeHT no ynpaeneHunio nepcoHanomM

DOMKHOCTEN, npodeccui OupekTop no nepcoHany

OupekTop No ynpaeneHunto nepcoHanom

3amecTuTenb reHepanbHOro AMPeKTopa Nno ynpaerneHuio NepcoHanom

TpeboBaHus K Bhicllee oGpasoBaHue - cneumanuTeT, MaructTpaTtypa

obpasoBaHuio 1 06yyeHunto | [lononHutensHoe npodeccroHasnibHoe obpasoBaHmne - NporpaMmbl
NpogeccrMoHarnbHON NepenoaroToBK B 0611acTy ynpaBrieHnUsi NepcoHarnom,
CTpaTernyeckoro 1 onepaLuoHHOro ynpasneHusl, 3KOHOMUKM OpraHusaLmnu;
nporpaMmbl NOBbILLEHWS KBanMukaummn B 06nacTu ynpaeneHus
NepcoHarnoMm, CTpaTermyeckoro 1 onepaLmMoHHOro ynpaeneHus

TpeboBaHus K ONbITY He meHee natu net B obnactv ynpasneHnsi NnepcoHanom Ha pykoBogALLmX
npakTu4eckon padboTol OOMKHOCTAX
KoHcynbTaHTINOC
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Ocobble ycnosusa gonycka K
paboTte

Lpyrne xapakrepucTunkm -

[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHWe OOKYMeEHTa Kog HanmeHoBaHue 6a3oBon rpynmnbl, 4OMMKHOCTM (Npodeccun)
nnn cneunanbHOCTU

OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamu 1 Tpy4oBbIMU OTHOLLEHUSMU

EKC - 3amecTuTenb AnpekTopa no ynpaBneHntio NnepcoHanom

OKMAaTP 24063 MeHepxep no nepcoHany

3.8.1. Tpynosas pyHKUMSA

Pa3paboTka cuctembl cTpaTermyeckoro YpoBeHb
HanmeHoBaHVe | ynpaBneHus nepcoHanom opraHusauum Kog H/01.7 | (nogypoBeHb) 7
KBanudmkaumm
MpoucxoxageHne TpygoBon 3ammcTBOBaHO
P A PYA OpwurunHan X
dyHKUMN 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHgapTa
TpynoBble 4eNCTBUSA AHanu3  ycrnewHbIX  KOpMOpaTMBHBIX  MPaKTMK MO OpraHu3aumm
cTpaTerm4eckoro ynpaeneHus nepcoHanom opraHusauun,

OpraHM3aLUMOHHOro NPOEKTMPOBaHNS U B3aUMOAENCTBUS NoapasaeneHmn

lMocTaHoBKa cTpaTern4eckmnx Luenen B ynpasrieHun rnepcoHasriom

PaspaboTka koprnopaTMBHOM MOMAWTUKW, MMAHOB, Nporpamm, npouenyp wu
TEXHOMOrMIM Mo yNpaBrieHWI0 NepCoHanom

Pa3paboTka KoprnopaTWBHOW KynbTypbl M COLMANbHOW MONUTUKU, CUCTEM
MOTUBaALMN, 3PEKTUBHOCTM, OLLEHKM 1 pa3BUTUSI NepcoHana

CDOpMI/IpOBaHI/Ie CUCTEeMbl onJaThbl N opraHn3auun Tpyna

Pa3paboTka opraHM3aLUMOHHOW CTPYKTYpbl, MraHMpoBaHWMe MOoTpebGHOCTU B
nepcoHarne opraHusaumm

PaspaboTka nporpamMm, NpPUVHUMMNOB CTaHgapTu3auun,  yHudmKauuw,
aBTOMaTM3aLMn MNPOLIECCOB yMpaBfeHus nepcoHanom u 6e3onacHbIX
ycnoBun Tpyaa

CDOpMI/IpOBaHI/Ie OtomxkeTa Ha nepcoHarn, TEXHOMNormm ayguta pa6OTbI C
nepcoHarnomMm " KOHTpOJIJIMHIra
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HeobGxoanmble ymeHust PaspabatbiBaTthk cTpaTerin u nofuTUKA B YNpaBreHnm nepcoHanom

CosgaBatb M onucbiBaTb OpraHM3aumMoHHYIO CTPYKTYpy, uUenn, 3agayu,
(*)yHKLI,l/II/I CTPYKTYPHbIX nop,pas,u,eneHMVl N OOJTXHOCTHBbIX NNl

anMeHﬂTb mMeTodbl  ynpaBlieHUA MEeXIMYHOCTHbIMW  OTHOLUEHUAMMN,
(*)OpMI/IpOBaHI/IFl KOMaH4, pas3BUTUA nungepctBa U UCMNOJNTHUTENBbHOCTH,
BbiABINEHUA TanaHToB, onpeaeneHnd yaosneTBOpeHHOCTU pa6OTOl71

Onpenensite ¥ aHanM3npoBaTb BHYTPEHHME KOMMYHMKaLUW, MOOENMPOBaTh
noeseAeHne nepcoHana

MpenctaensATe WHTEPEChl OpraHM3auunM B rOCYAApPCTBEHHbIX OpraHax, BO
B3aMOOENCTBUM C NMPOdCO03amMm1, UHBIMU MPEACTaBUTENbHBbIMW OpraHaMu
paboTHUKOB MO BOMpocam rnepcoHana

CocTaBnATb, paccyMTbiBaTb, KOPPEKTMPOBaTb UM KOHTPONMPOBATb CTaTby
pacxodoB OlOMKETOB M (POHOOB Ha Mporpammbl M MeponpusaThs no
ynpaBfeHno NepcoHanom opraHm3aumm

MpoBoaWTbL ayanT M KOHTPOMIUHI B 0611acTu ynpaBneHus NepcoHanom

Pa3pa6aTblBaTb KoprnopaTtuBHblE€ counalibHbl€ NporpamMmmbl

Bectn neperoBopbl no Bonpocam coumanbHOro naptHepctBa C
npeacraBUTENbHbBIMU OpraHamMmun pa6OTHMKOB

Pa6oTaTb ¢ MHbOpPMALIMOHHBIMK cUCTEMaMK U B6azamm gaHHbLIX MO BOMpocam
yrnpaeneHusi epcoHanom

OpraHu3oBbiBaTb MEPONPUATUS MO obecneyvyeHnto BbiNONHEHUS TpeboBaHuiA
OXpaHbl Tpyga B COOTBETCTBMM C [AEWCTBYIOLLMM 3aKOHOAATENbCTBOM
Poccuiickon ®epepauum n nokanbHbIMU akTaMy OpraHusaumnm

OpraHu3oBbiBaTh M NPOBOANTL MEPOMNPUATUS C MEPCOHANOM B COOTBETCTBUE
C KOprnopaTnBHOW coLManbHOM NONNTUKOWN

CobntogaTb HOPMbI 3TUKK OEMOBOro 00LeHus

Heobxognmble 3HaHMSA MeTogbl ynpaBneHusi pasutveM U 3OEEKTUBHOCTBLIO  OpraHusauuu,
aHanuM3a BbIMOMIHEHUA MMaHOB W MporpaMM, onpedeneHus  ux
3KOHOMMYECKOM 3hEKTUBHOCTU

MeToabl oueHkn pa6OTbI CTPYKTYPHbIX no,u,pasp,eneHMﬁ, pe3ynbTatoB Tpyaa
nepcoHana

MeToabl npoBeaeHNsi ayauToB, KOHTPOMMMHIA ynpaBreH4YeCckux npoLeccoB

MeToabl aHanmn3a Konnmy4ecTBEHHOro U Ka4eCTBEHHOMO cocTaBa nepcoHana

Cuctembl cTaHgapToB No GusHec-npoueccam, Npodeccusm, HopMbl Tpyaa

Cuctembl, meToabl W (*)OprI mMmatepuanbHOro w”n HemaTepualibHOro
CTUMYIMpOBaHUA Tpyaa nepcoHarna

MeTogbl aHanusa  couuanbHbIX  NporpaMm WM onpefeneHna  ux
9KOHOMUNYECKON 3PEKTUBHOCTH
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Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 02.11.2018

TexHonorum n metoabl HOPMUPOBAHUA U KOHTPONS BIOOKETOB Ha NnepcoHan

TpeboBaHusi oxpaHbl U 6e30MnacHbIX YCroBuiA Tpyaa

LleJ'II/I, CTpaTterna n Kagposasa nofiMTuka opraHmsaunm

OCHOBbI TEXHOMNOMNN npon3soacTtBa U OeATENIbHOCTU OpraHmn3aumn

OCHOBbI COLMONOrNK, NCUXOSOTMN N IKOHOMMKM TpyAda

OcCHoBBI ynpasJieHna counarnbHbIM pa3BuTneM opraHmsalunm

MeToabl npoBedeHMs  COLMOSOMMYECKMX  MCCNeaoBaHWuW,  U3ydeHus
00LLEeCTBEHHOro MHEHUS

CTpyKTypa opraHusauum

TpyooBoe 3aKoHOA4ATENbCTBO M MHbIE aKTbl, coepikallne HopMbl TPYAOBOro
npaea

OcCHOBbI apxMBHOro 3akoHoAaTenbCTBa W HOPMAaTMBHbIE MpPaBOBble aKThbl
Poccuiickon ®egepaunn, B YacTn BegeHUs JOKYMeHTaumm no nepcoHany

OcHoBbI HanNoroBoro 3akoHogatenbcTBa Poccunckon ®enepaunm

OcHoBbI MUrpauUMOHHOIO 3akoHogaTenbcTBa Poccuiickon depepauumun, B
4YacTu MPUBMEYEHUS U TPYOOYCTPOWCTBA MHOCTPAHHBLIX rpaxaaH u nuy, 6e3
rpakgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akoHOoOaTesNnbCTBa B obnactun ynpasneHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NNL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auumm B obnactu ynpaseneHua
nepcoHanom

Mopsanok 3akoyYeHnst 4OroBopoB (KOHTPaKTOB)

HOprI 3TUKM AenoBoro obLueHus

OcHOBbI  MHPOPMATKKW, CTPYKTYpHOE MOCTPOEHUE  MHMOPMALIMOHHBIX
cucteM u ocobeHHoCTH paboTbl C HUIMK

Lpyrue xapakTepucTmKu -

3.8.2. Tpynoas pyHKUMSA

Peanunsauus cuctemMbl cTpaTernyeckoro YpoBeHb
HanmeHoBaHve | ynpaBneHus nepcoHanom opraHusaumm Kog H/02.7 | (nogypoBeHb) 7
KBanudukaumm
MpoucxoxageHne TpygoBoOK 3ammcTBOBaHO
dyHKUMN Opuruan X N3 opurmHana
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC

MO YNpPaB/IEHUIO MEPCOH...

[ata coxpaHeHus: 02.11.2018

Kon PerncrpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHgapTa

TpyooBble AenCTBuUSA

nJ'IaHI/IpOBaHI/Ie AeATeNbHOCTU U paspa60T|<a MepOHpMﬂTMVI no ynpaBneHuto
nepcoHarom and peanun3daunnm ctpaTterm4ecknx uenemn opraHmnsauunmn

BHegpeHue nonuTuK, nnaHoB, Mporpamm, npoueayp M TEXHOMorni no
ynpaBneHnio NePCoOHanom

MocTpoeHue opraHn3aUMoHHON CTPYKTYPbI C Y4ETOM MNilaHOBOWM NOTPEGHOCTH
B MNepcoHane W  B3aUMOOEWCTBUS  CTPYKTYPHbIX  MoApasgeneHuii
opraHusaumu

BHeOpeHve W noaaepXaHue KOpropaTUBHOM KynbTypbl W COLMArnbHOM
MOMUTUKM, CUCTEM MOTMBAUUKM, OMPMEKTVBHOCTU, OLEHKA W pasBUTUSA
nepcoHana

BHEIJ,peHI/Ie n nogaepxaHme CuctemMmbl opraHm3auum Tpyga U onnartbl
nepcoHana

YnpaBrneHve BHegpeHWem MporpaMm W MPUHUMIOB CTaHgapTu3auuu,
YyHUMKALUM, aBTOMaTU3aLMU MPOLECCOB YMpPaBMeHusi MepcoHanoMm u
He3onacHbIX yCrnoBui Tpyaa

OpraHusaums npoBedeHNs ayauta W KOHTPOSUIMHFa B yrpaBiieHuu
nepcoHanom

lMocTaHoBKa 3agau pykoBOAUTENAM CTPYKTYPHbIX nop,paap,eneHMVl,
onpeneneHne matepuaribHO-TEXHUYECKNX peCypCoB AJ1A UX BbINMOJIHEHUA

AHanua oT4eTHOCTM MO ynpasrieHno nepcoHarioMm u BbiABeHNE pecypCcoB
no yny4yweHuno aeaTeribHOCTU opraHn3auunm

CornacoBaHvie YCMOBWI  3aKMio4aeMbix [OrOBOPOB MO  BOMpocam
yrnpasreH1si nepcoHanom

OpraHuzaunsa npoBeaeHUs 3aKynoYHbIX Npolieayp Nno Bornpocam yrpaeneHus
nepcoHanomM 1 opoOpMIIEHUSI COMYTCTBYIOLLEN JOKYMEHTALMMN MO HAM

dopmmpoBaHmne OlookeTa Ha nepcoHan, TexHonornn ayauta paboTbl C
nepcoHanom 1 KOHTPOSNNHra

MNpvmeHeHne K paboTHMKAM Mep MOOLWIPEHUS U AUCLMUMIIMHAPHOIO
B3bICKaHUA

HeobGxoammble yMeHusi

MpousBoauTb aHanu3 [OesATenbHOCTM MO YNpaBleHWio  MepcoHarnom,
paspabaTbiBaTb Nokasatenu apeKkTMBHOCTM paboThbl

CDOpMI/IpOBaTb nnaHbl 1 MEPONPUATUA NO ynpaBrieHNo nepcoHariom

PaccuutbiBaTb Ot0aXeT B o6ractu ynpasJi€eHNA NnepcoHalioMm

Onpeu,enmb 30Hbl OTBETCTBEHHOCTU paGOTHI/IKOB n no,qpasp,eneHMﬁ,
CTaBUTb 3aa4vyn pykoBOOAUTENAM noupas’p,enean?l n obecneuynBaTtb pecypcChbl
Aanda nx ncnorfiHeHnA

KoHcynbTaHTINOC
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KoHTponupoBaTtb U KOPPEKTMPOBATb UCMOSTHEHWE NMOPYYEHUIA U 3afay

YnpaBnsaTb 3hheKTUBHOCTLIO M BOBJIEYEHHOCTbIO NEpPCcoHana, AUCLMNIMHON
Tpyaa u cobniogeHnem GesonacHbIX yCrioBuii Tpyaa

Bect neperosopbl MO  BOMPOCAM  COLIMANbHOrO  MapTHepcTBa WU
NpeacTaBnaTb WHTEPecbl OpraHM3auMM B TOCYAapCTBEHHbIX oOpraHax,
nNpodeccMoHanbHbIX  CO3ax W APYrMX NpeacTaBUTErNbHbIX — OpraHax
paboTHMKOB, 1 OpraHM3aumsx Nno Bonpocam nepcoHana

Pa6oTaTb ¢ MHbOpMALMOHHBIMK cucTEMamn U 6azamm AaHHbLIX MO BOMpocam
ynpaBneHusi NepcoHanom

HPOBO,D,VITI: ayanuT N KOHTPOJUJTUHT B obnactn ynpasrieHnAa nepcoHasriom

dopmupoBath ¥ NPOBOAUTL COUMANbHYHO TMOMUTUKY W  couumanbHble
nporpamMmei

BecT neperoBopbl C MOCTaBLUMKAMW YCAYTr MO YCMOBUSIM 3aKrtovaeMblX
[OroBOPOB

npOI/ISBOD,I/ITb 3aKyno4Hble npouenypsbl, O(*)OpMJ'IFlTb n aHann3nposaTtb
3aKyno4HYH OOKYMEHTauuto

CobntogaTb HOPMbI 3TUKM OEMOBOro 0bLLeHus

Heobxoanmble 3HaHMSA MeToabl ynpasneHnsa passutmem n dP@EKTUBHOCTLIO OpraHn3auumn, MeToabl
aHanusa  BbINOSIHEHUSA  MMaHOB W MporpaMM,  ornpefeneHns  ux
3KOHOMUYECKoN 3dPdPEKTUBHOCTH

OpraHMSGLI,I/IFl ynpaslieHnAa passutnem opraHmsauunm

Teopun ynpaBreHUs opraHusauuen, nornuMTuka W cTpaTernsi ynpaereHus
nepcoHasnom

MeTogbl aHanm3a BbINOMHEHWS MIIAHOB W 3agay, ONpedeneHus  ux
3KOHOMMYECKOM 3hEKTUBHOCTU

MeToab! OLEHKM, pe3ynbTaToB 1 addeKTUBHOCTY Tpyaa

MeToabl BHEAPEHUS CUCTEMbI YTIPaBIIEHNS MEPCOHAIOM

OcHoBbl paboTbl N0 NpodopueHTaLmum

MeToauku nnaHMpoBaHKs! U MPOTrHO3MPOBaHKS NOTPeOHOCTM B NepcoHane

LleJ'II/I, cTpaTteruna pa3Bnutma n Ou3Hec-nnaH opraHmnsauunmn

Teopun n metoabl GopMMpOBaHUIO OpeHaa opraHn3aumm

TpeboBaHusA oxpaHbl U 6e3onacHbIX ycnosu Tpyaa

MeToauku pa3paboTki U BHEAPEHWS FOKaSIbHbIX HOPMATUBHBIX aKTOB

MopsiAoOK 3aKn4YeHuss TpyOoBbIX [OrOBOPOB, PerynvpoBaHus TPYAOBbIX
cropos

KoHcynbTaHTINOC
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OcCHOBbI  COLMOMOrMN, MNCUXOSIOrUK, 3SKOHOMMUKM Tpyoa W ynpaslieHUA
coumnanbHbIM pa3BuTUEM OpraHn3auunn

MeToabl npoBedeHMs  COLMOSOMMYECKMX  MUCCNeaoBaHWW,  U3ydeHus
006LLEeCTBEHHOro MHEHUS

TexHomoruy npoBedeHVsl ayauTa W KOHTPOSUIMHFA B yrpaBiieHuu
nepcoHanom

Mopsigok  MpoBedeHMs  3aKynmoyHbiX  npouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLUM

TexHonorun, cTaHgapTusauus, YHUdUKaumsi, aBToMaTtu3auusi NpoLLEeccoB
yrnpaBreHusl NnepcoHanom

CTpyKTypa opraHusauum

TpyooBoe 3aKoHOA4ATENbCTBO M MHbIE aKTbl, coepikallne HopMbl TPYAOBOro
npaea

OcCHOBbI apxMBHOro 3akoHoAaTenbCTBa W HOPMAaTMBHbIE MpPaBOBble aKThbl
Poccuiickon ®egepaunn, B 4acTn BegeHUs JOKYMeHTaumm no nepcoHany

OcHoBbI HanNoroBoro 3akoHogaTtenbcTBa Poccunckon ®enepaunm

OcHoBbI MUrpauUMOHHOIO 3akoHogaTenbcTBa Poccuiickon depepauumun, B
4YacTu MPUBMEYEHUS U TPYOOYCTPOWCTBA MHOCTPAHHBLIX rpaxaaH u nuy, 6e3
rpakgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akoHOoOaTesnbCTBa B obnactun ynpasneHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NNL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

Mopsaok 3aknioYeHns [OroBoOpoB (KOHTPAKTOB)

JlokanbHble HOpMaTMBHbIE aKTbl B obnactn ynpasrieHna nepcoHasiom

HopMbl 3Tukn genosoro obLeHus

BasoBble OCHOBBI NHGOPMATHKK, CTPYKTYypHOE NocTpoeHune
WHOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMK

Lpyrue xapakTepucTmkm -

3.8.3. Tpynoas pyHKUMSA

AOMUHUCTpUPOBaHKE NPOLLECCOB U YpoBeHb
HanmeHoBaHve | 4OKyMeHTOOOOopOTa Mo cTpaTernyeckomy Kog H/03.7 | (nogoypoBeHb) 7
ynpaBneHuto NepCcoHanom opraHusauum KBanudwmkaumm

Mpowuncx HUe T BOM MMCTBOBaH
poucxoxaeHue TPyaoBo OpuruHan X 3anmcTBOBaHO
yHKLMM N3 opurmHana

KoHcynbTaHTINOC
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC

MO YNpPaB/IEHUIO MEPCOH...

[ata coxpaHeHus: 02.11.2018

Kon PerncrpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHgapTa

TpyooBble AenCTBuUSA

AnHanus nporeccos D,OKyMEHTOOGOpOTa, NOKanbHbIX OOKYMEHTOB nNO
Bonpocam ynpaeJfieHUA nepcoHanom, 6|/|3Hec-r|pou,eccos opraHusauunm,
YAOBJIETBOPEHHOCTU NepcoHana

[loKyMeHTaLMOHHOE OgopMIeHe pe3ynbTaToB YNpaBneHus NepcoHanom,
ero ayauta, paboTbl CTPYKTYPHbIX NoapasaeneHuii

[loKyMeHTaLMOHHOE U OpraHM3alMOHHOE COMPOBOXAEHWE CTpaTernyeckoro
ynpaBneHusi NepcoHanomM n paboTbl CTPYKTYPHLIX NoapasaeneHnin

MoaroTtoBka NPeAnoXeHUn No pasBUTUIO CUCTEM YMNpaBfieHUs MepPCoHanom,
Mo HeOOXOAMMbIM KOPPEKTUPYIOLWNM U MPEBEHTUBHbIM Mepam W Mo
NOBbLILLIEHMIO 3P GPEKTUBHOCTU paboThl CTPYKTYPHbIX NogpasaeneHni

KoHTponb npoueccoB B o6nactu ynpaBneHus MNepcoHanom U paboTbl
CTPYKTYPHbIX  MoAdpasgerieHuit, cpaBHeHWe W aHanu3  MNpoLeccos,
pe3ynbTaToB YMpaBfeHYeCKUX MepOnpuUsiTUiA, onpeaerieHne akTopos,
BbI3bIBaIOLLMX OTKIIOHEHME OT NSIaHOBLIX NoKasaTenen

CornacosaHve u KOHTpPONb O0orosopoB nno BonpocamMm w“ cUctemMam
CTpaTerm4eckoro ynpasneHua nepcoHanom u“ pa60Te CTPYKTYPHbIX
nop,pa3p,eneHM|7|, OopraHmsauuna npouenyp no nx 3akrnto4eHuro

MoaroToBka pe3ynbTaTtoB aHannm3a COOTBETCTBMA oOpraHm3auun n onnatbl
TpyAda nepcoHana ycnewHbIM KOpnopaTuBHbLIM NpakTUkam

BbinonHeHne TpeboBaHuM NO XpaHeHuo wHdopMauMM O pesynbTaTax
OEeNcTBNst CUCTEM CTpaTerMyeckoro ynpasfieHWss MnepcoHanoMm un paboThbl
CTPYKTYPHbIX NogpasaeneHuni

Heobxoaumble ymeHus

AHanunsnpoBaTb, pa3pabaTbiBaTb 1 0pOPMNATL AOKYMEHTLI MO Npoueccam u
pesynbTataMm  ynpaBfieHWsi MNepcoHanoM U paboTe  CTPYKTYPHbIX
nogpasaeneHuni

anMeHﬂTb MeTOoOdbl aHanmna3a 6I/I3H€C-I'Ip0Ll,eCCOB opraHmnsauunm

OnpegensaTs nporpaMMbl  OOCTWXKEHUS Uenerd U1 pelleHns  3agad
nogpasaeneHuni

rlpOBO,D,VITb ayanT CuUCTeMbl ynpaBsreHuna nepcoHariom

HDOBOAMTI: KOHTPONJIMHI CUCTEMbI yNpaBlieHNA NepCoHaom

KoHTponupoBaTb OlOMKET Ha MepcoHan W yhpaBreHue pacxodamMu Ha
nepcoHarn

OpraHVI3OBbIBaTb conpoBoXaeHne O0oroBopoB MNo BOMpocaM ynpaslieHusA
nepcoHariom, BKI4aa npeasapuTtesibHblie npouenypbl No nx 3aKrnn4eHuto

OpraHu3oBbIBaTh 3aKynovHble npoLieaypbl, 0OpPMIISTe M aHanu3MpoBaTb
3aKyMNOYHY0 JOKYMEHTaLUIO

KoHcynbTaHTINOC
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KOHTpOJ'II/IpOBaTb N aHanumsnmpoBaTb BOMNPOCHblI couMaribHOro napTHepcTBa,
00roeBopbl NOCTaBLUMKOB yCnyr

MpoBoOWTb MEperoBopbl M MPEACTaBnATb WHTEpPEechbl OpraHvM3auuM B
rOCy4apCTBEHHBIX — OpraHax, MpogecCUOHanbHbIX COo3ax W ApYrux
NpeacTaBUTENbHLIX OpraHax paboTHWMKOB WM opraHusauusix rno Bonpocam
nepcoHana

Bectn genosyto nepenncky

Pabotatb ¢ I/IHCbOpMaLI,MOHHbIMM cuctemamm 1M 6asamm  AaHHbIX MO
nepcoHany, cucremam ynpasJieHusA nepcoHanom n opraHunsauunmn
OEATENTIbHOCTU CTPYKTYPHbIX nop,pasp,eneHMVl

ObecneunBatb KagpoBoe [AenOnNpoOuM3BOACTBO U AOKYMEHTaLMOHHOE
COMPOBOX/EHNe MNPOLeCCOB MO YNpaBreHuto nepcoHanoMm wu paboTe
CTPYKTYpPHbIX NoApasaeneHuii

OpraHu3oBbiBaTb XpaHEHWE AOKYMEHTOB B COOTBETCTBUMM C TpeboBaHUsiMU
TPyOoOBOro M apxvMBHOIO 3akoHogaTenbctBa Poccunckon depepauum wm
noKanbHbIMW akTaMu OpraHnsaumm

CobntogaTb HOPMbI 3TUKK OENOBOro 00LeHus

Heob6xoammble 3HaHWA KopriopaTuBHasa KynbTypa, couuanbHas nonuTvka, CUCTemMbl MOTUBALIMK U
3P EKTUBHOCTU YNpPaBreHUsi NepCcoHanom

MeTtopabl ynpasneHus passutuemM U apPeKTUBHOCTLIO opraHu3aLmm, MeToabl
aHanu3a BbINOMHEHMA  MMaHoB UM nporpaMmmM,  onpeferieHns  ux
9KOHOMUNYECKON 3PEKTUBHOCTH

MeToobl npoBedeHVs1 ayauTa, KOHTPOSsS OmnepaTUBHbLIX YrpaBrieHYeCcKmX
NPOLLECCOB, COLMONOTMYECKUX UCCIEeA0BaHNM

BuaHec-nnaH n 6M3HeC-I'IpOLI,eCCbI opraHmsauunm

BrogxeTHoe npoekTupoBaHne

Opransau,MOH HO€ NMpoeKTupoBaHue

dopmbl, MeTOObl UM CUCTEMbl MaTepuanbHOro U HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

Cuctemsl cTaHaapToB no BGusHec-npoueccam, npodeccusim
(cneumanbHOCTAM), HOPMbI TPyAa

MeToabl aHanm3a KonnM4yecTBEHHOrO M KAYeCTBEHHOrO COCTaBa nepcoHana

KagpoBasi nonuTrka opraHnsaumm

Mopsinok dopmupoBaHus, BeaeHWs OaHka AaHHbIX W NpeaocTaBreHus
OTYETHOCTM MO CUCTEMAM YNpaBrieHUs NePCOHanoM U paboTe CTPYKTYPHbIX
nogpasgeneHun

OcHoBbl  JOKYMEHTauMoHHOro  obecneyeHusi, MoOpsiAoK  0dPOpPMIIEHUs
[OKYMEHTOB, npenocTaBnsiemblx B rocylapCTBEHHbIE opraHsl,
npogeccrMoHanbHble CO3bl, OBLLECTBEHHbLIE OpraHU3aLm
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Llenu n cTpaTerus passutusi opraHmsaumu

Mopsigok  MpoBedeHMs  3aKynmoyHbiX — Mpouedyp W odopMrieHus
COMYTCTBYIOLLIEN [OKYMEHTaLUM

HopmaTuBHble npaBoBble akTbl, Perynupyloline npaea W 06SA3aHHOCTM
rocy4apCTBEHHbIX OpraHoB W OpraHu3auuMu Mo nNpeaocTaBreHuto YYeTHOW
AOKyMeHTaumn

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTM  (npodheccum,
cneunanbHOCTK)

TpynoBoe 3aKOHOA4ATENbCTBO M MHbIE aKTbl, CoAepKallne HopMbl TPYAOBOrO
npaea

OcCHOBbI apXMBHOFO 3aKOHOAATeNbCTBA U HOpMAaTMBHbIE MPaBOBbIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI AOKYMEHTaLUMK Mo nepcoHany

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

OcHoBbI  MUrpaLMOHHOro 3akoHogaTenbcTBa Poccuiickont denepauuu, B
YyacTu NpUBMEYEHUs U TPYAOYCTPONCTBA MHOCTPaHHBIX rpaxaaH u nuu 6es
rpaxagaHcTsa

OcHosBbl aOMUHUCTPATUBHOIO 3aKoHOOATENbCTBa B obnactu ynpaslieHuA
nepcoHasrnioMm " oTBETCTBEHHOCTU OOJKHOCTHbIX 1L

BakoHogaTenscTBO Poccuiickon defepaumm o nepcoHarnbHbIX AaHHbIX

NokanbHble HOPMAaTUBHbIE akTbl OpraHM3auuM B O6nacT ynpasreHus
nepcoHanom

MopsAoK 3aKnoYeHUst OroBopoB (KOHTPaKTOB)

Hopmbl 3TVKM genoBoro obLueHns

basosble OCHOBbI MH(bOpMaTI/lKI/I, CTPYKTYpPHOE NOoCTpOoEHNE
VIH(bOpMaLJ,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMIA

[pyrue xapakTepucTuku -

IV. CBeneHuns 00 opraHusaumsix - paspabotymnkax
npodeccnoHanLHOro craHgaprta

4.1. OTBeTCTBEHHAs OpraHM3aums-paspaboTymk

Obuwepoccuiickoe 06beauHeHne padbotogaTtenen "PoCCUMACKMI COHO3 NMPOMBbILLITEHHUKOB U
npegnpuHumaTtenen”, ropog Mocksa

WcnonHutenbHbin Buue-npesnaeHT Kysbmud Omutpuin Bnagummposmy

4.2. HanmeHoBaHusa opraHm3auun-paspaboTymkos
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—

AHO "HauunoHanbHoe areHTCTBO pa3sutus kBanudukaumn”, ropog Mocksa

2| Accoupnanums (Cotos) "Accoumnaums KOHCynbTaHTOB No nogbopy nepcoHana", ropog Mocksa

3| M'pynna HeadHunter, ropog Mockea

4 3A0 "KPOK MHKOPMOPEWTEN, ropoa Mocksa

5| IndopmaumoHHo-aHanuTuyeckunii LeHTp "Kagposbei [losop", ropog Mocksa

6| MI'O "ONOPA POCCUI", ropog Mockea

7| MexxgyHapoaHas accoumaums AenoBoro cotTpyaHuyecTea, ropod Mockea

8| HOYY AOMNO "NHcTuTyT NnpodeccrnoHanbHoro kagposuka”, ropog Mockea

9| HIT "Accounaumsa Esponenickoro 6busHeca", ropog Mocksa

10| HIM "BKK - HaumoHanbHbIM coto3 KagpoBukos", ropod Mocksa

11| HM "MexayHapoaHbii anbsiHe "Tpyaosast Murpaums”, ropog Mockea

12| HM "HaumoHanbHasa accounauunst oOUCHbIX CNELManMCTOB U agMUHUCTPATUBHBLIX pabOTHUKOB",
ropog Mocksa

13| HIM MHO "Accoumnaunsa meHemxepos Poccun", ropog Mocksa

14{ HM CYP3 "HaumoHanbHasa koHdeaepaums "Pa3Bntre YenoBeyeckoro kanutana", ropog Mockea

15 OAO "BOHX" (TAO BBL), ropog Mockea

16{ OAQ "Tasnpom HedTb-HoBOCMOMpPCK", ropoa HoBocmbupck

17| OAO "O6beanHeHHasn cygocTpouTenbHas koprnopauums”, ropog Mocksa

18{ OAO "PXL", ropoa Mockea

19| OAQ "CaxanuH OHepmxn NHBecTtmeHT KomnaHn", ropog, KOxHo-CaxanuHck

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

21| OAO "Hay4Ho-npoussoacTBeHHoe 06beanHeHne "Hayka", ropog Mockea

22/ O0O0 "LG Electronics Rus", ropog Mocksa

23[ OO0 "busHec MNMcuxonorn SHL Russia & CIS HIM", ropoa Mockea

24/ OO0 "UT-CK", ropog Mockea

25/ 000 "Nykonn-UNrxmHupunr", ropog Mocksa

26| OO0 "OKB 3enunt", ropog Mocksa

27/ OO0 "MeTtponuym TpenamHr", ropoa Mocksa
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28| OO0 "Monurpad-3awmra”, ropog Mocksa

29| 000 "LleHTp kagpoBbix TexHonorui - ObyveHune. Ctaxuposku. TpygoycTponcTeo”, ropog Mockea

30| Poccunckoe npeacraesutenscteo "Coleman Services UK" ("KoynmaH Cepsucus"), ropoa Mocka

31| Toproso-npomeiwieHHas nanarta Poccuinickon degepauum, ropog Mocksa

32| dI'60Y BIMTO "MockoBckui rocygapcTBeHHbIn yHuBepcuteT nmerdn M.B. NlomoHocosa", LLkona
AvpekTopa no nepcoHany, ropog Mocksa

33| ©IrbQOY BINO MCY, ropog Mocksa

34| o0y BIMO M3CW, ropoa Mocksa

35| IrbQOY BINO Cunbupcknii rocygapcTBeHHbIN yHUBEpCUTET nyTen coobwenns (CIYTIC), ropoa
HoBocnbupck

36| ®I'BY "HayuHo-uccrnenoBaTenbCKMM UHCTUTYT TpyAa U coumanbHOro crpaxosaHus” MuHuctepcTea
Tpyda un couymnansHom 3awmntel Poccuinckon deanepaumu, ropog Mocksa

37| ©I'YIM "Moyta Poccun", ropog Mocksa

38| ®K "Ypancub", ropog Mockea

<1> O6LLepoCCMNCKNIA KnaccugumkaTop 3aHATUN.
<2> O6LLEPOCCUNCKNI KnaccumkaTop BUAOB SKOHOMUYECKOW AESATENTbHOCTH.

<3> EAMHbIN KBanNMMUKaLMOHHBLIA CNPaBOYHUK OOIMKHOCTEN pyKoBOAUTENEN, CneunanuctoB u Apyrux
cnyxatLimx.

<4> ObLepoccumncknn knaccudmkatop npodeccuin paboumx, AOIMKHOCTEN CryXawux U TapudHbIX
paspsiooB.
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