3apernctpupoBaHo B MuHrocte Poccun 19 oktabps 2015 roga Ne
39362
MuHucTepcTBO TpyAa n coumanbHom 3awmtbl Poccunckon
dPepnepaumnu
Mpukas
oT 6 okTA0psa 2015 ropga Ne 691H

06 yTBepxaeHun npoceccmoHanbHoOro ctaHgapra "Cneuymanmct no
ynpaBJrieHUo nepcoHanom"

B cootBercTBru ¢ myHkTOoM 16 IIpaBuin pa3paboTky, yTBEPKIECHUS U IPUMEHEHUS

poeCCHOHATIBHBIX CTaHIapPTOB, YTBEPKICHHBIX NIocTaHOBIeHUeM [IpaBurenbcTBa
Poccuiickoit @enepanuu ot 22 ssuBaps 2013 r. Ne 23 (CoOpanue 3aKk0OHOAATEIbCTBA
Poccutickoit deneparuu, 2013, Ne 4, ct. 293; 2014, Ne 39, ct. 5266), mpuKa3bIBaro:

YTBepauTh npuiaraeMslii npodeccuoHanbHbIi cranaapT "CrenuanucT 1o yupaBieHUIO
nepcoHayiom".

Munuctp
M.A. Tonunua

YTBEPXJEH

npukazoM MuHucTEpCTBa
TpyJAa ¥ COLMAIbHON 3alIUThI
Poccuiickoi ®enepannun

oT 6 okTsA0pst 2015 1. Ne 6911

NMpodeccuoHanbHbIN CTaHAAPT
CneumanucT no ynpasrieHU0 NepcoHanom

559
Perucrpanuonnsiii Homep

. O6wme cBegeHunn

VYrpaBneHue nepcoHaIOM OpraHU3alun 07.003
(HauMeHOBaHUE BUA MPodecCnoHaTbHOM 1eATebHOCTH ) Kon
OcHoBHas 11e7b BU1a TPOPECCHOHAIBHON e TEIhHOCTH:

Ob6ecnevenue 3¢heKTUBHOTO (QYHKIIMOHUPOBAHUS CUCTEMBI YIIPABIICHUS ITEPCOHATIOM



JUISL JOCTHKEHUS LIeJIel OpraHnu3aluy
I'pynna 3anaTwii:

PykoBoauTenu moapazaenenuii (ciyx0)

1232 ynpaBiieHus KaJpamu U TPYAOBBIMU 2412 CliemameTsl o kazpau

npodopueHTauu
OTHOIICHUSAMU podop 1
3423 CriennanucThl KaApOBBIX CIYKO U
YUPEKICHUN 3aHATOCTH

(xox (xon

HAaUMEHOBaHUE HAaUMEHOBAaHUE
OK3") ( ) OK3) ( )
OTHeceHue K BUJIaM YKOHOMUYECKOU JeSITeIbHOCTHU:
78.30 JesTenbHOCTD 10 MOA00PY MepcoHana mpoyvas
(xom OKBDJI%) (HaMMEeHOBaHUE BU/1a YKOHOMUYECKOU IS TEIBHOCTH)

Il. OnncaHue TpyaoBbIX hyHKLUN, BXOAALWMX B NpodheCcCUOHarnbHbIN
cTtaHpapT (¢pyHKUMOHaNbHaA KapTa Buaa npodeccMoHanbLHom

OeATeNnbHOCTH)
O0600111eHHbIE TPYI0BbIE (QYHKIIUU TpynoBble pyHKIMH
YPOBEHb
YPOBEHb
KO/l HAUMEHOBaHHE HalMEHOBaHHE Koa  (MOIypOBEHB)
KBaTH(UKAITTT
KBaJIM(pUKaLMK
Benenne

OpTraHU3aI[IOHHON U
pactopsIUTEeTLHON A/01.55
JIOKYMEHTAIUH TI0

NIEPCOHATY

Benenue
JIOKYMEHTALUH 110
YYETY U IBUKECHHIO
KaJpoB

A/02.55
JloKkyMeHTaIOHHOE
o0ecrnieueHue
paboThI ¢
NIEPCOHAIIOM

5 AJIMUHHCTPUpPOBaHHE
MIPOLIECCOB U
JIOKYMEHTO000pOTa 110
YUeTy U JBUKEHHUIO
KaJIpOB,
MIPEJICTaBICHUIO
JIOKYMEHTOB 10
NepCoHAIy B
roCy/1apCTBEHHbBIE
OpraHsl

A/03.55

B [esarenpHOCTB MO 6 Co6op uapopmanm o B/01.6 6



o0ecreueHuo
IIEPCOHAIOM

JlesaTenbHOCTh TI0
OLICHKE U
aTTecTaluu
niepcoHasa

JlesTenbHOCTh MO
D passuruio
nepcoHana

MOTPEOHOCTAX
OpraHu3aIuy B
nepcoHae

ITouck, nmpusnedenue,
nmoadop u oTéop
nepcoHalia

AJIMUHUCTpPUPOBAHUE
MIPOLIECCOB U
JIOKYMEHTOO00O0pOTa
obecrnieueHus
NIEPCOHAIOM
Opranuzanus u
MIPOBEJICHUE OLEHKU
nepcoHana
Opranusanus u
MIpOBEJICHHE

arTecTalnuuy rnepcoHaia

AJMUHUCTPUPOBAHUE
IPOLIECCOB U
JIOKyMEHTO000pOTa
IPU IPOBEIEHUH
OILICHKH M aTTECTaIUH
nepcoHaia

Opranuzanus u
IIPOBEJICHHE
MEPOIPHUATHH 110
Pa3BUTHIO U
IIOCTPOEHHUIO
npoQeCCHOHAIBHON
Kapbepbl IIEpCOHANIA

Opraauzanus
0o0ydeHus repcoHanta

Opranuzanus
aJanTainuy u
CTaXKUPOBKU
nepcoHana

AJIMHUHUCTPUPOBaHUE
MIPOIIECCOB U
JIOKYMEHTO000pOTa 110
Pa3BUTHIO U
npodeccuoHaNbHOMI
Kapbepe, OOy4eHHIO,
azanTaluya u
CTOKUPOBKE

B/02.6 6

B/03.6 6

C/01.6 6

C/02.6 6

C/03.6 6

D/01.6 6

D/02.6 6

D/03.6 6

D/04.6 6



JlesTenbHOCTh MO
E opranuzanuu tpyna 6
Y OIUIATHI IEpCOHAa

JlesiTenbHOCTD 110
OpraHu3aIu

F  xopnoparuBHoOM 6
COLIMAIbHOU
MOJIUTUKU

OnepanoHHoe
yIpaBJICHHUE

G mepcoHanoM u 7
no/ipa3iesieHueM
OpraHu3aIu

H Crparernueckoe 7

neépcoHaia

Opranuzanus Tpyaa
nepcoHasia

OpraHu3anus orIaThl
Tpylia MepcoHaa

AJIMUHUCTpPUPOBAHNE
IPOLIECCOB U
JIOKYMEHTOO000pOTAa 110
BOIIpOCaM
OpraHu3aly Tpyaa u
OIJIaThI IIepcoHaa

Pa3zpaboTka
KOPIIOPaTUBHOU
COLIMATILHON MOJIMTUKU

Peannzanus
KOpPIOPaTUBHOU
COIIMAJIbHON MOIUTUKH

AJIMUHUCTPUPOBAHUE
IIPOLIECCOB U
JIOKYMEHTO000pOTa 110
BOITPOCAM
KOPIIOPAaTUBHOU
COLIMAIbHON ITOJIUTUKN

Pa3zpaboTka cuctemsl
ONEPALIMOHHOTO
YIPaBJICHUS
MIEPCOHATIOM U PaOOTHI
CTPYKTYPHOTO
Mo/pa3ieseHus
Peanuzanus
OTIEPAIIMOHHOTO
yIpaBIeHUS
MEPCOHAIIOM U pabOTHI
CTPYKTYPHOTO
MoApa3aeIeHUs

AJIMAUHHCTPHUpPOBAHUE
IPOLIECCOB U
JIOKyMEHTO000poTa 1O
OIEepaLlMOHHOMY
YIIPaBIICHUIO
NEepCOHAIOM U padoTte

CTPYKTYPHOTO
No/pa3iesieHUs

Pa3paboTka cuctemsl

E/01.6 6

E/02.6 6

E/03.6 6

F/01.6 6

F/02.6 6

F/03.6 6

G/01.77

G/02.77

G/03.77

H/01.7 7



yIpaBieHHUE CTPaTEeruuecKoro

MEPCOHAIIOM yIpaBiIeHUS

OopraHu3aIu [IEPCOHAIIOM
OpraHu3aluu

Peanm3zanus cucremsl
CTPaTEru4ecKoro

YIPaBJICHUS H/02.7 7
MIEPCOHATIOM

OpraHu3aIu

AJIMHHUCTpUPOBaHHE
IPOLIECCOB H
JOKYMEHTO000pOTA 110
CTPATETUIECKOMY H/03.7 7
YIIPaBJICHUIO

IIEPCOHAIIOM

OpraHu3aluu

lll. XapakTepucTtuka o6006LWeHHbIX TPYAOBbIX (hyHKLMUMN

3.1. O606LeHHana TpyaoBas pyHKLUS

OKYMEHTAIlMOHHOE O0ecreueHue YpoBeHb
HaumenoBanue Joxym Komg A P
paboThI ¢ IEPCOHATIOM KBaNTU(DUKAIH
[IpoucxoxaeHue
. 3auMCTBOBaHO
0000111eHHOH Opurunan X
. U3 OpUTHHAaJIa
TPYA0BOH (QyHKIUHU
PerucrpanmonHublit
Kon HOMEP
opuUrrvHaga MpopecCuoHAIBHOTO
CTaHIapTa

CHCLII/IaJ]I/ICT MO0 KaApOBOMY ACIONPOU3BOACTBY

CHCLII/IaJ]I/ICT Mo JOKYMCHTAlTUOHHOMY

o0ecrnieyeHnIo paboThI ¢ IEPCOHATIOM
Bo3morxHBIE HAUMEHOBAaHHUS

JOJDKHOCTEH, Tpodeccuit
CrnenramcT no T0KyMEHTallHOHHOMY

00eCreyeHnIo MepcoHaa

Crenuanuct 1o nepcoHany

Cpennee npogeccruoHanbHOE 00pa3oBaHHe - MporpaMmma

TpeboBanus k MOJITOTOBKH CIEIHAJIMCTOB CPETHETO 3BEHA
00pa3oBaHMIO U
00yuYeHUI0 JlononauTenpHOE IpohecCHoHaIbHOE 00pa3oBaHUE -

MIPOrpaMMbl MPOPEeCcCUOHANBHON MEePEernoArOTOBKH,



IIporpaMmbl ITOBBIICHUA KBaJ'II/I(l)I/IKaI_II/H/I

TpeOGoBaHUs K ONBITY
MPAKTUYECKON pabOThI

Oco0sie ycroBus
JoycKa K pabore

Jpyrue xapakTepuCcTHUKU
JlonoHUTENbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaunmenoBaHue 6a30B0ii IpyIIIbL, JOJKHOCTH
JNOKYMEHTA (mpodeccun) MM CIeNUATILHOCTH
OK3 2412 CrenuaiucTsl 1Mo KaJpaM U mpo(opHeHTanu
3423 CrhenuanicTbl KaJIpOBbIX CIYXKO U YUPEKICHHH 3aHATOCTH
- Creuuanuct o Kaapam
EKC’
- WNHcnekTop 1o kaapam
OKIIJITP 27755 DKOHOMUCT IO TPYLY
22956 UncnexkTop no Kaapam
3.1.1. TpynoBasa pyHKUMA
Benenue opranuzanmoHHON 1 YpoBeHb
HaumenoBanue pacnopsautensHoi qokymentanun  Koa A/01.5 (moaypoBeHb) 5
IO MEPCOHAIY KBaJTH(pHUKALUN
[IpoucxoxaeHue
. 3aMMCTBOBaHO
TPYZAOBOM Opurunan X
U3 OpUTrHMHAaJIa
byHKIMH
Kox Perucrpanuonssiii Homep
npodeccuoHaIbLHOIO
OpUTHHAaJa
CTaHjaapTa
O06paboTka 1 aHAJIN3 MOCTYNAOLIEH TOKYMEHTALUU MO TEPCOHATY
Pa3zpabotka u ohopmiieHre TOKyMEHTAIIUU 10 TIEPCOHATY
Tpynoseie (epBUYHOMN, YYETHOM, TNIAHOBOI, IO COLIMATBHOMY 00€CIIEUEeHHIO,
NENUCTBUSA OpraHU3alOHHOM, pacTiopsIUTEIHHON)
Perucrpanus, yder u Tekyiiee XxpaHeHHEe OpraHu3alluOHHON 1
pacnopsAUTENbHON JOKYMEHTAIUH 110 TIEPCOHATTY
PazpabaTbiBaTh MPOEKTHI OPraHU3ALMOHHBIX U PACTIOPSAUTEIBHBIX
JIOKYMEHTOB I10 TIEpCOHAITy
OdopMIATh TOKYMEHTHI B COOTBETCTBHH C TPEOOBaAHUSIMU
HeoOxonumeie Gbop AOKYM P ..
yMeHUS IpaXIaHCKOro, TPYA0BOT0 3aKOHOAaTeNbCcTBAa Poccuiickoit

CDez[epaum/I " JIOKAJIbHBIMU HOPMATUBHBIMH aKTaMH OpraHU3aluu

Bectu yuer u perucrpanuio 10KyMeHTOB B UH(GOPMALIMOHHBIX
CUCTeMax M Ha MaTEePHATbHBIX HOCUTEISIX



Heo0Oxoaumeie
3HAHUS

HApyrue
XapPaKTCPUCTHUKHU

HaumenoBanue

Benenue noxkymeHTauuu 1o

Opranu3oBbIBaTh XpaHEHNE JOKYMEHTOB B COOTBETCTBUH C
TpeOOBAHUAMU TPYAOBOr0, APXUBHOI'O 3aKOHOAATEIbCTBA
Poccuiickoit denepanuu U JTOKaIbHBIMA HOPMAaTUBHBIMU aKTaMHU
OpraHH3aLuu

AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(GOPMAIUIO B Oa3bl
JAHHBIX M OTYETHI

BrIsSBISTE OTMOKY, HETOUHOCTH, UCTIPABIICHUS! M HEJIOCTOBEPHYIO
nH(OPMALIHIO B TOKYMEHTAaX, OMPEEIATh JETUTUMHOCTh
JIOKYMEHTOB

Paborats ¢ HHPOPMAITMOHHBIMY CHUCTEMaMH 1 0a3aMU JaHHBIX T10
BE/ICHUIO y4eTa, JIBIKCHHIO MTEPCOHATIA

Co0mroaTh HOPMBI ATHKH JEIOBOTO OOIICHHS

[Topsimox opopmieHHs, BENECHUS U XPaHSHHUS JOKYMEHTOB I10
HepCoHAITY

ITopsaok yyera IBUKEHUS KaIPOB U COCTABIICHHS YCTAaHOBJICHHOMN
OTYETHOCTHU

OCHOBEI ,I[OKyMCHTOO60pOTa U JOKYMCHTAlIUOHHOT'O obecrieueHust

TexHonoruu, METoIbl U METOJIMKHU MTPOBEJICHUS aHaIu3a U
CUCTEMAaTH3aIMH JOKYMEHTOB ¥ WH(OpMaIuu

[Topsanox pacyera craxa, IbIOT, KOMIIEHCAUH, 0QOpMIICHHS TEHCUI
paboTHHKaM

CrpykTypa opranusanuu

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI, COAECPKALIIE HOPMBI
TPYAOBOTO ITpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IATEIILCTBA U HOPMATHUBHBIE MPABOBHIC
aktel Poccuiickoit @enepaiuu, B 4aCTU BEAEHUS TOKYMEHTALUU 110
MepCcoHay

3akoHogarenscTBO Poccuiickoit deneparnu o nepcoHanbHbIX
TAHHBIX

JlokanbHble HOPMATUBHBIE aKThl OPraHU3aLUU, PETYIUPYIOLINE
MOPSIIOK OhOPMIICHUS PACTIOPSATUTENHHBIX U OPTaHU3AIIMOHHBIX
JOKYMEHTOB I10 IIEPCOHAITY

HOpMBI 9THUKHU U OCITO0BOI'O O6II_ICHI/I$I

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE IOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOThl C HUMH

3.1.2. TpynoBas hyHKUMUA

VYpoBeHsb (M0lypOBEHbD)

Kon A/02.5 5

yUeTy U JBUKEHHUIO KaJpoB KBaJIM(pUKaLMK



[Ipoucxoxnenue
TPYOBOI

byHKIAHA

Tpynossie
IEUCTBUSA

Heo0Oxoaumsie
YMEHUSA

Heo0Oxoaumsie

3auMCTBOBAHO
Opurunan X
W3 OpUTHHAJIA

Perucrpammonnslii Homep
npodecCuOHAIBLHOTO
CTaHjaapTa

Kon
OopUTrHHaja

[ToaroroBka NpoekTOB JOKYMEHTOB I10 NPOLEAYPaM YIPABICHUS
IEPCOHAJIOM, YYETy U JIBHKCHUIO IEPCOHAIA

Opranuzanys CuCTEMbI ABM)KEHUS JJOKYMEHTOB 110 IIEPCOHAITY

COop 1 mpoBepKa JTMYHBIX JOKYMEHTOB paOOTHHKOB

[ToaroroBka u oopmiieHuE 1O 3apocy pabOTHUKOB M JOKHOCTHBIX
JIMIL KOIIMH, BBIITUCOK U3 KaJJPOBBIX TOKYMEHTOB, CIIPABOK,

nH(OPMAIIUU O CTaXKe, JIbrOTaX, TAPAHTHUIX, KOMIICHCAIIUSX H UHBIX
CBEJICHUH O pabOTHUKAX

Brimaua pa6OTHI/IKy KaJApPOBBIX TOKYMCHTOB O €TI0 pr,HOBOﬁ
JACATCIIBHOCTH

,Z[OBGI[GHI/IG A0 CBCACHUS ICPCOHATIA OpraHU3allMOHHBIX,
pacnnopAguTCIbHBIX U KaAPOBBIX JOKYMCHTOB OpTraHHU3allun

Benenue yuera pabouero BpeMeHH pabOTHUKOB

Peructparusi, yuet, ornepaTuBHOE XpaHEHHE IOKYMEHTOB IO
MepCoHaly, MOJArOTOBKA K C/Ia4€ UX B ApXUB

PazpabartbiBaTh MPOEKTHI KaIPOBBIX JTOKYMEHTOB

OdopmisaTh KaipoBbIe JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMU
TPYAOBOTO 3aKoHoAaTenscTBa Poccuiickon denepaunu u
JIOKaJIbHBIMU HOPMAaTHBHBIMU aKTaMHU OpraHU3aINH

BecTu yuet u perucrpaiiuio KaapoBbIX TOKYMEHTOB B
MH(OPMALIMOHHBIX CHUCTEMaX U Ha MaTepPHAIbHBIX HOCUTENISX
Oprann3oBbIBaTh XpAHEHHUE KaJAPOBBIX IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU TPYJOBOTO, APXUBHOTO 3aKOHOIATEIHLCTBA
Poccuiickoit denepanuu u JT0KaIbHBIMA HOPMATUBHBIMU aKTaMU
OpraHu3aluu

AHaTM3UPOBATh KAJAPOBHIE TOKYMEHTHI U IEPEHOCUTHh HHPOPMAIIHUIO B
0a3bl JAaHHBIX U OTYETHI

PaGorats co crenuanu3upoBaHHBIMUA WH()OPMAIMOHHBIMU
cucTeMaMu U 0a3aMu IaHHBIX TI0 BEICHUIO y4YeTa U JIBHKCHHUIO
repcoHasna

Pa3pabaTpiBaTh mi1aH KOPPEKTUPOBOK YCTAHOBICHHOTO MOPSIIKA
o opMIIEHHS JOKYMEHTOB 110 IEPCOHAITY U PEaT30BbIBATh MPUHSTHIC
WU3MEHEHUS

KonTtponupoBate npucyTcTBHE paOOTHUKOB Ha pabodyeM MecTe
Co06umto1aTh HOPMBI ATHKH JETOBOTO OOIIECHUS
[Topsinok oopmieHus, BeISHHUS U XPaHEHUS TOKyMEHTOB T10



3HaHUA

Jpyrue

XapPaKTCPUCTHKHU

nepcoHany

ITopsimok ydera IBUKEHUS KaIpOB U COCTABIICHUs YCTaHOBJICHHOU
OTYETHOCTHU

[Topsiok pacdera craxa, JIbroT, KOMIEHCAUH, 0POPMIICHHSI TTEHCHIA
paboTHHUKAM

CrpyKTypa opranuzanuu

TpynoBoe 3aKOHOAATENILCTBO U MHBIE aKThI, COJAEPIKAIIUE HOPMbI
TPYIOBOTO ITpaBa

OCHOBBI apXMBHOT'0O 3aKOHOJIATEJILCTBA U HOPMATUBHBIC ITPABOBHIE
akTel Pocculickon @enepanyu, B 4aCTH BEICHUS TOKYMEHTALUHU 110
IIEPCOHAILY

3akoHomarenbcTBO Poccuiickoit denepamnuu 0 mepcoHaTbHBIX
TAHHBIX

TGXHOJIOFI/II/I, MCTOJbl U MCTOAWKHU IMTPOBCACHUA aHAJIN3a U
CUCTEMATU3all JOKYMCHTOB U PIH(l)OpMaI_II/II/I

JlokanbHble HOpMaTHBHbIE akThl OpraHu3aliy, peryiupyromnme
nopsI0K 0hopMIICHHUS JOKYMEHTOB IO IEPCOHATY

OCHOBBI IOKYMEHTOO0OPOTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS
HopMe1 3THKH [1e710BOTO OOIICHUS

bazoBbie 0cHOBBI HHGOPMATHKHU, CTPYKTYPHOE IMTOCTPOCHHE
WH(OPMAIIMOHHBIX CUCTEM B OCOOEHHOCTH PabOTHI C HUMU

3.1.3. TpynoBas chyHKUMA

AJIMAHHCTPUPOBAHUE MPOLECCOB U

JOKYMEHTO000pOTa 10 YUeTy U VYpoBeHb
HaumenoBanue nBuxeHUIo kaapos, npencrapienno  Kox A/03.5 (momypoBeHb) 5

JOKYMEHTOB I10 TIEpCOHAITy B KBaNTM(pUKAITIH

rOCYJapCTBEHHBIE OpTaHbI

[Ipoucxoxnenue

TPYOBOI
byHKIIT

Tpynossie
JNEUCTBUS

3anmMCTBOBAaHO
Opurunan X
U3 OpUTHHAJIA

Perucrpanmonnsiii Homep
npo¢ecCHuOHaIBLHOTO
CTaHJapTa

Kon
OopuruHazia

OpPaHI/ISaHHH JIOKyMCHTOO60pOTa IO YUCTY U ABUKCHUIO KaAPOB

Opranu3zaiys J0KyMEHT0000pOTa MO MPEICTABICHHUIO TOKYMEHTOB TI0
MEPCOHANY B TOCYJapCTBEHHBIE OPTraHbl

[TocraHoBKa Ha y4eT OpraHu3ally B rOCyIapCTBEHHBIX OpraHax
[ToaroroBka 1o 3anpocy rocy1apcTBEHHBIX OPTraHoB,



Heo0Oxoaumsie
YMEHHUS

Heo0Oxoaumsie
3HAHUA

HpO(bCCCI/IOHaJ'IBHLIX COXO30B 1 APYIuX MpPEACTAaBUTCIbHBIX OPraHOB
pa6OTHI/IKOB OpPUTHUHAJIOB, BBIIIUCOK, KO JOKYMCHTOB

[ToaroroBka yBe1OMIJICHUH, OTYETHON M CTATUCTUYECKOM
nH(OpPMAIINY TI0 TIEPCOHAITY

[ToaroroBka nHopMaKuK 0 3aKITFOYCHUH TPYAOBOTO WIIH
IPaKIaHCKO-TIPAaBOBOTO JOTOBOPA Ha BHITIOJIHEHHE padoT (OKa3aHUE
YCIIYT) € TPaKJIaHUHOM, 3aMEILABIIUM JIOJPKHOCTH TOCYAapCTBEHHOM
WM MYHHUITUTIATBHOU CITY)KOBI, TEpEeYeHb KOTOPHIX YCTaHABIUBACTCS
HOPMAaTHUBHBIMU IPaBOBbIMU akTaMu Poccuiickoii denepanuu

OdopMIsTh YIETHBIE IOKYMEHTHI, PEAOCTABIISICMbBIC B
roCy/1apCTBEHHbBIE OPTaHbl, MPOPECCUOHATBHBIE COIO3bI U APYTUE
MPEeACTaBUTEIBHBIE OPTraHbl pA0OTHUKOB

OpFaHI/IBOBI)IBaTI) XPaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C
Tpe6OBaHI/IHMI/I TPYAOBOI'O 3aKOHOAATCIILCTBA Poccuiickoit
d)eaepam/m " JIOKAJIbHBIMU HOPMATHBHBIMU aKTaMU OpraHu3alun

PaGorars ¢ nHPpOPMAITMOHHBIME CHCTEMaMH M 0a3aMu JaHHBIX 110
BEJICHUIO yUyeTa U JBHXKCHUIO IIEPCOHAIA

PaGorats ¢ nHpOPMAIIMOHHBIMH CUCTEMAMH U 0a3aMU JaHHBIX IO
BEJICHUIO CTATHCTUYCCKOW U OTUYETHOU MH(POPMAITUH TI0 TIEPCOHATY

AHaIM3UPOBATh IPaBUJIA, TPOLEAYPHI U MTOPSAIOK, PETYIUPYIOLINE
mpaBa 1 00s13aHHOCTH TOCYJaPCTBEHHBIX OPTaHOB M OpTraHU3aAIUH 110
BOIIpOCaM OOMeHa JOKyMEHTaluel o NepCoHaly

Bectu nenoBytro nepenucky
Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIEHUS

TCXHOJ’IOFI/II/I, MCTOAbI U MCTOAWKH ITPOBCACHUA aHaJIn3a U
CUCTCMATHU3allU JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIMOHHOTO 00ecreueHus
CtpykTypa opraHu3zanuu

HopmarusHasblie mpaBoBbie akThl Poccuiickon denepanuu,
pEeryIupyIOIIHe MpaBa u 00s3aHHOCTH TOCYAaPCTBEHHBIX OPTaHOB,
npodeccroHaNbHBIX COFO30B M IPYTHX MPEICTAaBUTEIBHBIX OpPraHOB
PaOOTHHUKOB TIO MPEIOCTABICHHUIO YUETHON JOKYMEHTAIIMH
TpyoBO€ 3aKOHOIATEIBCTBO M MHBIE aKThI, COAEPKAIINE HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI ApXMBHOI'0 3aKOHO/IATE€ILCTBA U HOPMATUBHBIE MPABOBbBIE
akThl Poccuiickoit @enepaiuu, B 4aCTH BEAEHUS TOKYMEHTAUH 110
MepCcoHaIly

3akoHoxaarenbcTBO Poccuiickoit denepaiiuu o nepcoHabHBIX TAHHBIX

JIokanbHbBIE HOPMATUBHBIC aKThI OPraHu3alluu, PCryjinupyromuc
MOpAIOK BEACHHA JOKYMCHTAUU 110 YUYETY U ABMXKXCHHIO IIEPCOHATIA

HopwMmbl aTukH nenoBoro oomeHus
bazoBble 0cHOBBI HH()OPMATUKH, TOCTPOCHUS HH(POPMALIMOHHBIX



CHCTEM M OCOOEHHOCTH pa6OTBI C HUMH

Apyrue i
XapaKTEPUCTUKU
3.2. O6o6weHHasn TpyaoBasa pyHKLUA
eATEILHOCTD 110 00ECIICYEHUIO VYpoBeHb
HaumenoBanue A Kon B P 6
[IEPCOHAIOM KBaJTH(PUKAIMN
[Ipoucxoxnenue
N 3aMMCTBOBaHO
00001eHHON Opurunan X
o W3 OpUTHHAJIA
TPyI0BOU (QYHKIIUU
PerucrpanuonHsIii
Kon HOMED
OpHUrHMHajIa MPOPECCUOHATBHOTO
CTaHIapTa

Crnennaiuct 1o noadopy
nepcoHasna

Bo3MoxHEIC HANMEHOBAHMS JOJLKHOCTEH,

npodeccuit Cneuuanuct 1o nepcoHany

Menemxep 1o nepcoHany
Bricuiee oOpa3oBanue - 6akanaBpuaT
TpebGoBanus k

00pa30BaHMIO U
00y4eHHIO

JlononHurenbHOE podeccuoHaIbHOEe 00pa3oBaHUe -
IIporpaMmbl MOBBINICHUSA KBaHI/I(i)I/IKaIII/II/I; porpaMmal
npodeccroHaNbHOM MepenoAroTOBKY B 0071aCTH MOKUCKA U
noadopa nepcoHana

TpeboBanust K ONBITY
MPAKTUYECKON pabOThI

Oco06ble ycrnoBus
Jormycka K pabote

Hpyrue
XapaKTePUCTUKH

JlonoaHUTENBHBIE XapaKTEPUCTUKH

HaumenoBanue Ko HaunmenoBanue 6a30B0ii TpYIIIBL, JOJKHOCTH

JOKyMEHTA g (mpodeccun) wiu CrenUuaIbHOCTH

OK3 2412 CnenuaiucTsl 10 Kaapam U mpodopueHTaIIuN
3423 CnenuanucTsl KaJIpoBbIX CIYX0 U yUpeKIeHUHN 3aHATOCTU
- CrenyanucTt Io Xaapam

EKC P

- Menemxep 1o nepcoHany
OKIIATP 27755 DKOHOMHUCT MO TPYAY



22956 NucnekTop 1o Kajapam
3.2.1. TpynoBas hyHKUMA

CO6op undopmaruu o
HanmeHnoBanue moTpeOHOCTSIX OpraHu3aIiy B Kox B/01.6
repcoHae

YpoBens (10 1ypOBEHbD) 6
KBaTH(UKAITII

[Ipoucxoxnenue
TPYOBOI Opurunan X

byHKIAHA

3anMCTBOBaHO
13 OpHUTHHAJIA

Kon Perucrpanmonssiii Homep
npodeccuoHaIbHOTO
opuruHazia
cTaHjapra

Ananuz IJIAHOB, CTPATCTHUU U CTPYKTYPbI OPraHU3aliuu

Ananu3 ocobeHHocTel opranu3anuy padoTsl U MPOU3BOACTBA HA
KOHKPETHBIX paboynx MecTax

AHaM3 peIHKA TPy/Ia [0 OpraHu3anuy paboThl Ha aHATIOTUIHOM
MIPOU3BOJICTBE M pabOYHX MECTax

Tpynoseie ®dopmupoBaHue TPEOOBAHMI K BAKAHTHOM JTIOJDKHOCTH (Tpodheccuu,
JICHCTBUS CHEIHUAIbHOCTH) U UX KOPPEKLUs

AHanu3 peIHKa TPy/Ia U TIepCcoHalIa OPraHU3aI|H 110 PO (U0
BaKaHTHOU NOJDKHOCTHU (Tpodeccuu, CEIUaTbHOCTH)

HNudopmupoBanue 1 KOHCYJIbTHPOBAHHE PyKOBOIUTENIEH
HOJIpa3/ieJICHUIl U OpraHU3alMy 110 BOIPOCAM PhIHKA TPYy/a B YaCTH
o0ecreyeHns: NepCcoHAIOM

Cobupatb, aHaIM3UPOBATh U CTPYKTYPHPOBATH HHPOPMALIUIO 00
0COOEHHOCTSIX OpraHu3aluy padoT Ha Pa3IMYHbIX YyU4aCTKax
IPOM3BOJICTBA U HA KOHKPETHBIX pabovrX MECTaxX C y4eTOM ILieJei,
3a/1a4, MJIAHOB U CTPYKTYPbl OpraHu3aluu

Cobupatp, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHPOpMAIUIO 00
0COOEHHOCTSX U BO3MOKHOCTSAX KaJIpOBOTO NMOTEHIIMANA
OpraHu3aluu

Cobupate, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHPOpMAIUIO 00

0COOEHHOCTSX PBIHKA TPYJa, BKIOYAs MPEUI0KEHHUS OT MPOBANIEpOB
YCIIYT 1O MOUCKY, MPUBJICYEHHIO, TOJ00PY U OTOOPY IepcoHaa

HeoOxoaumeie
YMEHHUS

®opmupoBaTh TpeOOBaHMSI K BaKaHTHOW JOJDKHOCTH (mpodeccun,
CHEUHATbHOCTH) U ONIPENIENATh KPUTEPUH TI000pa nepcoHaa
BHocuTh KOppeKTUPYIOLIHE CBEICHUS B TpeOOBaHUS K KaHIH1aTaM
Ha BaKaHTHBIE JOJHKHOCTH (Ipodeccuu, CrennaibHOCTH)

[Tonp30BaThCS MOMCKOBBIMUA CUCTEMaMH M MH(POPMAITMOHHBIMHU
pecypcaMu It MOHUTOPHUHTA PEIHKA TPyHa, IPaXXIaHCKOIo U
TPYAOBOTO 3aKOHOAaTenbCcTBa Poccuiickoit denepannn



KoncynpTupoBaTh 10 BOIpocam phIHKa Tpy/ia B YacTU 00ecreUeHUs
MEPCOHAIIOM

Co0mr01aTh HOPMBI ATHKHU JIETIOBOTO OOIICHUS

TexHonOrNK, METOABI U METONUKHU IIPOBEICHMS aHAIN3a U
CHCTEMaTH3allly JOKYMEHTOB U HHPOPMALIUU

CrtpyKTypa opraHu3aliy 1 BakaHTHBIC JODKHOCTH (TIpodeccun,
CIIEIIUATILHOCTH )

[Topsimok ornpeneneHus MEPCHEKTUBHOMN U TEKyIlIeld MOTPEOHOCTH B
KaJpax

Hcrounnku obecrieueHns Opranu3auu Kajapamu

Opranuzanus padoT Ha pa3TUYHBIX yYaCTKaX MPOU3BOJICTBA,
OpraHu3aluu, OTPACIIU

OO01re TeHIeHIIMU Ha PhIHKE TPYJa U B OTAEIBHOM OTpaciH,
KOHKPETHOMU MTpodeccuu (I0JDKHOCTH, CIICIUATBLHOCTH )

OCHOBBI IICUXOJIOTHHU U COMOJIOTHH Tpyada

Heo6xonumeie
S OCHOBBI ’KOHOMUKH, OpraHU3aliy TPYya U YIPaBJICHUS
TpynoBoe 3aKOHOATENIBCTBO M UHBIE AKTHI, COAEPKAIINE HOPMBI
TPYAOBOI'O IIpaBa
OCHOBBI apXMBHOT'0 3aKOHOJATEJILCTBA U HOPMATUBHBIE IIPABOBHIE
akThl Pocculickont @enepanuu, B 4aCTH BEJCHUS JOKYMEHTALIMU 110
NIEPCOHAILY
3akoHoparenscTBO Poccuiickoit denepanuu o NepcoHaIbHbBIX
JTAHHBIX
JlokasibHbIE HOPMATHUBHBIE AKThl OpPraHU3aLUH, PETYJINPYIOIINE
HopsI0K oadopa nepcoHana
HopMmsbl 3TuKH A€70BOTO 0OILIEHUS
bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOEHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTU PabOThI C HUMU
Apyrue i
XapaKTepUCTUKHU
3.2.2. TpynoBas hyHKUMA
ITouck, npuBneueHue, Noa00 YpoBeHb (I01ypOBEHB
HaumenoBanue » 1P » 1ONOOP Kon B/02.6 P (mozyp ) 6
1 0TOOp mepcoHana KBaTMUKAITII
[Ipoucxoxnenue
. 3auMCTBOBaHO
TPYAOBOI Opurunan X
U3 OpUTMHaJIa
byHKIIT
Kox Perucrpanmonuslii Homep
npo¢eCcCHuOHAIBLHOTO
OpUTMHajIa
CTaHzapTa

Tpynossie [Torck BO BHYTPEHHHMX M BHEIIHUX UCTOYHUKAX MH(OPMAIMH O



JIEUCTBUS

Heo0Oxoaumeie
YMEHHUS

HeoOxoaumeie
3HAHUS

KaH/K1aTax, COOTBETCTBYOIICH TPEOOBAHUAM BaKaHTHOM
JOJKHOCTH (Tpodeccuu, CeHaTbHOCTH)

Pa3smerienne cBeieHMiA 0 BAKAHTHON JTOIDKHOCTH (TIpodeccui,
CHELMATbHOCTH) B CPEJICTBAX MAacCOBON MH(POPMALIUU

BBI60p croco0oB U MCTOAOB IIPUBJICUCHUA IIEPCOHATIA B
COOTBCTCTBUH C YTBCPIKIACHHBIMH IlJIaHAMU

[TpoBepka nHGOpMAIMK O KaHIUAATaX HA BAKAHTHBIC IOJDKHOCTH
(mpodeccun, crienMaTbHOCTH)

[TpoBenenue cobecenoBaHmiA M BCTPEU C KaHMIaTaMH Ha BAKAHTHBIC
JOJKHOCTH (Tpodeccri, CIEIHATBLHOCTH) C 00eCTICUeHUEM
00paTHO¥ CBs3U

O1eHKa COOTBETCTBUS KaHAUIATOB TPEOOBAHHUSIM BaKaHTHOM
JOJKHOCTH (TMpodecCuu, CIICITHATbHOCTH)

[ToaroToBka nmpeiokeHui Mo GopMupoBaHHIO OIOKETa Ha TIOUCK,
IpUBJICYEHHE, II000p U 0TOOp MepcoHana

HNudopmupoBanne u KOHCYIbTHPOBAHUE PYKOBOIUTENIEH
Mo/Apa3iesIeHUd U OpPraHU3aIy M0 BOIPOCAM MPUBJICUCHUS
nepcoHala ¢ OLIEHKOM 3aTpar

OnpenensTb KpUTEPHUH MOMCKA, MPUBJIEUYEHHUs, Toa00pa u 0TOopa
nepcoHasa

Cobupath, aHaTU3UPOBATh U CTPYKTYPUPOBATh NHPOPMALUIO O
KaHAMJaTax v MPeIOKEHUAX Ha PhIHKE Tpyia

[Tonb30BaThCs MOUCKOBBIMU CHCTEMaMU U MH(GOPMAITMOHHBIMU
pecypcamu B 001aCTH 00ecriedeHus: IEPCOHATIOM

[IpuMeHATh TEXHOJIOTHN U METOJIMKH TTOWCKA, PUBIICYCHUS,
nonbopa 1 0TOOpa KaHIUIATOB HA BAaKaHTHBIE JOHKHOCTH
(mpodeccun, CenranTbHOCTH) B COOTBETCTBUE C UX crienu(pukon

HMcnonb30Bath cpeicTBa 0OECIIEUEeHUS IEPCOHAIOM, BKITFOYAsI
COMPOBOXK/ICHUE

KoncynpTupoBaTh 0 BOpocam MpuBJIEUYEHUs IEpCoHaa

CocCTaBIATh U KOHTPOJUPOBATH CTAThU PACXO0B Ha 0OECTICUCHHE
MIEPCOHAJIOM JIJIsl TUTAHUPOBAHUS OI0KETOB

CO6HIO,Z[8.TB HOPMBI 5TUKHA JCJIIOBOTO 06LI.[CHI/I}I
Hcrounuku oOecrieueHust OopraHu3alun KaJapaMu

TexHoIOorHH M METOAMKY TTOMCKA, PUBIICYCHNUS, T0100pa U 0TOOpa
HiepcoHasa

Cucremsbl, MeTOJIbI U (HOPMBI MAaTEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS Tpya IIepcoHana

TexHoaorum u METOIbI (I)OpMHpOBaHI/IH N KOHTPOJIA 6IO,[[)KCTOB

TexHomoruu, METOAbI U METOAMKHU ITPOBEICHUS aHAJIN3A,
CUCTEMAaTH3alMH JTOKYMEHTOB U HH(pOpMaIiH

CtpyKTypa opraHu3aluy 1 BakaHTHbIE JODKHOCTH (mpodeccun,



CIIEIIUATILHOCTH )

OO01re TeHIEHIMU Ha PBIHKE TPY/Ja U B OTAEJIbHBIX OTPACIAX U
BUAX NPo(hecCHOHAIBHON AeATeNbHOCTH

OCHOBBI IICUXOJIOTHH U COITHOJIOTHH Tpyada
OCHOBEI OKOHOMMKH, OpraHu3allii Tpyaa U yIpaBJICHUS IIEPCOHATIOM

TpynoBoe 3aKOHOAATENIBCTBO U MHBIE aKThI, COJEPIKALINE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI aQpXMBHOI'0 3aKOHO/AATEICTBA U HOPMATUBHBIE ITPABOBBIC
akThl Poccuiickoit denepanuu, B 4aCTH BEJCHUS JOKYMEHTAIIMU 110
MepCoHAy

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTeNbeTBA Poccuiickoit @enepanuu

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHaIbHbIX
JTAHHBIX

JlokasbHBIE aKThl OPTaHU3ALUH, PETYIUPYIOLIHE TOPSI0K
o0ecrnieueHus epcoHanoM

HopMe1 3THKH [1e710BOTO OOIICHUS

bazoBbie 0cHOBBI HH(POPMATHKH, TOCTPOSHHS HHPOPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTHU pabOThl C HUMHU

Jlpyrue ]
XapaKTePUCTHKH
3.2.3. TpynoBas hyHKUMA
AJMUHHUCTPUPOBAHUE TPOLIECCOB U YpoBeHb
HaumenoBanue nokymentoobopota odecnieuenust Koz B/03.6 (moxypoBeHs) 6
IIEPCOHAIOM KBaJIM(pUKALTIH
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPyZIOBOH Opurunan X
U3 OpUTMHAJIA
byHKIMH
Kox Perucrpanmonnsiii Homep
npo¢ecCHuOHaIBLHOTO
OpUTHHAaNa
CTaHJapTa

AHanu3 mporeccoB TOKyMEHTO0000pOTa, TOKATBHBIX JOKYMEHTOB 110

BOIIPOCaM 00€eCIeYeHuUs IEPCOHATIOM

Benenune nandopmaiuu 0 BaKaHTHBIX JIOJDKHOCTSIX (Tpodeccusix,

CHELHATBbHOCTAX) U KaHAUuAaTax
Tpymnossie JIOKyMEHTaIlMOHHOE CONIPOBOK/ICHUE KaHANIaTOB HA dTanax MoucKa,
JCHCTBUS MpUBIICYEHMUS], 1000pa U 0TOOpa MepcoHaja Ha BAKAHTHbIE

JOJDKHOCTH (TIpoheccHH, CrieualbHOCTH ), ”HPOPMHUPOBAHUE
KaHJMJIaTOB O pe3yibTaTax oToopa

[ToaroToBka 3anmpocoB 0 KaHAUAATAX B TOCYJApPCTBEHHBIE OPTaHbl, B
ClIy4asix IpPelyCMOTPEHHBIX JIEUCTBYIOIINM 3aKOHOAATEIIbCTBOM U



Heo0Oxoaumbie
YMEHHSI

Heo0Oxoaumsie
3HAHUA

00paboTKa MPeI0CTaBICHHBIX CBEICHHMA

[ToaroroBka u 00paboTKa yBEAOMIICHUH B rOCYIapCTBEHHBIE OPTaHbI,
npo¢eCCHOHATIBHBIE COKO3bI U APYIHE IPEJCTABUTEIbHbBIE OPIaHbI
pabOTHHUKOB 110 BOIIPOCaM MOKCKa, IPUBJICUEHHsI, I0J00pa 1 0TOOpa
nepcoHaa

ConpoBoxieHHE JOTOBOPOB 110 00ECIIEUEHUI0 OpraHU3aLlH
IIEPCOHAJIOM, BKJIIOYas IIPEABAPUTENbHBIC IPOLIEAYPHI 110 UX
3aKJIF0YEHUIO

ObecneunBaTh JOKYMEHTALIMOHHOE CONPOBOXK/ICHUE BBIX0J1a
KaH/AuAaTa Ha paboTy U NepeMelIeHuUs IepCcoHaa

OdopmisTe JOKYMEHTHI IO BOTIpOcaM 00eCTieueHUsl KaIpOBbIMU
pecypcamu, He0OXOAUMBIC JIJIS IIPEIOCTABICHHS B TOCYapCTBCHHBIC
Oprasbl, MPOPECCHOHATBHBIC COIO3BI U APYTUE MPEICTABUTEIHHBIC
Opranbl pabOTHUKOB

OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU TPYJOBOTO, APXUBHOI'O 3aKOHOIATEIHCTBA
Poccutickoii deneparuu 1 JIOKAJIbHBIMA aKTaMHU OpraHU3aluH

AHaJ'II/IBI/II)OBaTb JOKYMCHTHBI U IICPEHOCUTD I/IH(bOpMaL[I/IIO B
I/IH(l)OpMaLII/IOHHble CHCTEMBI U 0a3bl JaHHBIX O KaHAuJaTax

Pabotats ¢ nH(DOpPMAIITMOHHBIMU CUCTEMAaMH U 0a3aMH TaHHBIX 110
BOIIpOCcaM 0OecIieYeHus IEPCOHAIOM, BEICHUIO IIONUCKA U ydeTa
KaHJIUJAaTOB Ha BaKaHTHbIE JOJKHOCTH (Ipodeccuu, crennaibHOCTH)

IIpon3BOUTE IpEBAPUTEIBHBIE 3aKYITOYHBIE ITPOLIEAYPBI U
0(OPMIIATH COMYTCTBYIOIIYIO IOKYMEHTAIIMIO 0 3aKJIFOYEHHIO
JIOTOBOPOB

OpranuzoBbIBaTh U MPOBOAUTH KOHKYPCHI, OQOPMIISATE U
aHAJIU3UPOBATh KOHKYPCHYIO JOKYMEHTALIUIO

Bectu nenoByro nepenucky
CobmtoaTh HOPMBI 3TUKH J1€JI0BOT0 OOILIEHHUS

[Topsimox oopmiieHus1, BEICHUS U XpaHEHUS TIOKYMEHTAIIUH,
CBSI3aHHOM C TIOMCKOM, MPUBJICYCHUEM, TIOI00POM U OTOOPOM
nepcoHalia Ha BaKaHTHBIE JOHKHOCTH

HOpHIIOK (I)OpMI/IpOBaHI/ISI, BCACHUA OaHKa JaHHBIX O IEPCOHAJIC
OopraHu3alr U NpeaoCTaBICHUSA OTYCTHOCTH

OCHOBBI TOKYMEHTO000POTa U TJOKYMEHTAITMOHHOTO O0eCTIeYeHUS

TGXHOJ'IOFI/II/I, METOABI U METOAUKHU ITPOBCACHUA aHaJIM3a U
CUCTCMATU3all JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

[Topsiok mpoBeieHUs] KOHKYPCOB U 0(pOpMIIEHHS KOHKYPCHOM
JIOKYMEHTaIu1

[Topsimok mpoBeAeHUS 3aKYIOYHBIX MTPOLETyp U 0(hOpMIICHUS
CONYTCTBYIOLIEN JOKYMEHTAUN

CrpyKTypa opraHu3alyy 1 BaKaHTHBIE IOJDKHOCTH (TIpodeccui,



CIIEIIUATILHOCTH )

TpynoBoe 3aKOHOAATENIBCTBO U MHBIE aKThI, COJEPKAIINE HOPMbI
TPYAOBOrO IIpaBa

OCHOBBI apXMBHOT'0 3aKOHOJIATEJILCTBA U HOPMATUBHBIC IIPABOBHIE
akTbl Pocculickon denepanyu, B 4aCTU BEICHUs TOKYMEHTALUHU 110
IIepCOHAILy

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

3akoHo aTenbcTBO Poccuiickoi denepaliuu 0 epcoHaIbHbIX
JTAHHBIX

JlokanpHbIE aKThl OPTAaHHU3AIMHU, PETYIUPYIOLIUE TTOPSIOK Moa00pa
nepcoHaa

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)
HopMb1 5TukH 1emoBoro oomeHus

ba3oBbie 0OCHOBBI HH()OPMATHUKH, HOCTPOCHUSI HHHOPMAIIMOHHBIX
CHCTEM B 0COOCHHOCTH pabOTHl C HUMHU

Apyrue i
XapaKTePUCTUKU
3.3. O606LueHHan TpyaoBasa yHKUUSA
€STEJIBHOCTD 110 OLIEHKE U aTTeCTalluu VYpoBeHb
HaumenoBanue A . 1 Kon C P
IepcoHalIa KBaJIM(pUKAITNH
IIpoucxoxaeHue
. 3aMMCTBOBaHO
000011eHHON Opurunan X
. U3 OpUTMHaJIa
TPYAOBOM (hyHKIIMH
PerucrpanuonHslii
Kon HOMEDP
OpUTHHaNa MpohecCHOHATBLHOTO
CTaHzapTa

CrenuaancT 0 OIEHKE U aTTeCTAlluU
nepcoHasa

Bo3MoxHBIE HANMEHOBAHMS TOJLKHOCTEH,

npodeccuit

TpebGoBanust k
00pa3oBaHMIO U
00y4eHHIO

Crnenmanuct 1o nepcoHaty

Menemxep 1o nepcoHany

Beicuiee oOpa3oBanue - 6akagaBpuaT

JonomuaurensHoe MpodeccuoHaabHOe 00pa30BaHUE -
MPOrPaMMBbI MOBBINIEHUS KBaTU()UKAIIMK; TPOTPAMMBI
Mpo¢eCCHOHAIBHON TIEPENOITOTOBKH B 00JIACTH MTPOBEICHHUS
OIICHKU TepCOHala

TpeboBanus K OIBITY
MPaKTUYECKOU PabOThI



Oco0Ople ycrmoBus
JoIycKa K pabote

HApyrue
XapPaKTCPUCTHKHU

JlonoHUTENbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaunmenoBaHnue 6a30B0ii IpyIIIbL, JOJKHOCTH
JIOKYMEHTa (mpodeccun) WK CrEUATBHOCTH
OK3 2412 CheunuaiucTsl 10 KaJpaMm U IpoQOpHEeHTAINN
3423 CrhenuanucTbl KaJIpoOBbIX CIYXO U YUpEKICHHH 3aHATOCTH
EKC - Menexep 1o nepcoHany
27755 DKOHOMHUCT II0 TPV
OKTIJITP PyAy
22956 UncnekTop no Kaapam
3.3.1. TpynoBasa cpyHKUUA
Opranuszanus u NpoBeACHNE VYpoBeHb (I0LypOBEHb
HaumeHnoBanue P » POBEI Kox C/01.6 P (noztyp ) 6
OLICHKH IIepCOHAJIA KBaJIM(pUKALIUH
IIpoucxoxnenne
. 3aMMCTBOBaHO
TPyZOBOM Opurunan X
U3 OpUTMHaJIa
byHKIIUN
Kox Perucrpanuonssiii HOMep
npodeccuoHaIbHOTO
OpUTMHaja
CTaHaapTa
AHanu3 CTpYKTYpbI, IUTAHOB U BaKaHTHBIX JOJDKHOCTEH (podeccuid,
CHEIHaIbHOCTEN) OpraHu3alu, 0COOEHHOCTEN OopraHnu3auuu paboThl
Ha pa3IMYHBIX y4yacTKaX MPOU3BOJICTBA U KOHKPETHBIX PaboUunx
MecTax
Pa3paboTka njaHa oleHKH epcoHalla B COOTBETCTBUH C LIETSIMU
OpraHMu3alu
OneHka AMHAMHUKY IPOU3BOAUTENBHOCTH, NHTEHCUBHOCTU U
s dexTuBHOCTH Tpy/a HA PabOIMX MecTax
prHOBLIe OnpeﬂeneHHe PECYPCOB, BI)I60p CpE€ACTB U MECTOOOB MMPOBECACHUA
JEUCTBUSA OLICHKH IIepcoHana

IIpoBeneHune OLEHKH NTEpCOHaAIAa B COOTBETCTBUU C INIAHAMU
OpraHu3aIu

ConpoBoskJIeHUE TI0TOBOPOB C OPraHU3aLUIMHU - UCTIOTHUTEISIMU
MEPOIPUATHH 110 OLIEHKE NIEPCOHAJIA, BKIIIOYasl PEABApUTEIIbHBIE
MPOLEAYPHI MO UX 3AKITIOYEHHUIO

KoHncynpTupoBaHue nepconasna no BOIpocam OLEHKHU, BKITI0Yast
OLIEHKY 3aTpar

AHanu3 pe3yabTaToOB OLICHKH IEPCOHANIA, TOATOTOBKA PEKOMEHIALUN



PYKOBOJICTBY U IIEpCOHAITY

[ToaroroBka npennoxxeHuit Mo GOPMUPOBAHUIO OIOKETA TIO
OpTraHU3aIMK U TPOBEIICHUIO OIICHKH MTEPCOHAa

Onpenensts napamMeTpsl U KpUTEPUHU OLIEHKH IepcoHaa

OmnpenensaTs U IPUMEHSTH CPEICTBA U METOBI TPOBEICHHS OLICHKH
nepcoHaa

Boiaensats (onpenensaTs) rpynibl NepcoHalia AJis IPOBEAEHHUS OLIEHKH

OnpenensiTh THTEHCUBHOCTD TPY/A U 30HBI MTOBBIIICHUS
3¢ pexTUBHOCTHU TIepcCoHAlIa

OmnpenensiTe MOTUBAIMOHHBIE (PAKTOPBI IPOBEACHUS OLIEHKU
nepcoHaa

CocTaBiiaTe U KOHTPOJIMPOBATH CTATbH PACXO0J0B HAa OLICHKY
nepcoHaa 1JIi IJIaHHUPOBAHUS 6IOI[)KCTOB

OGecrieunBaTh OPraHU3ALMOHHOE COTIPOBOKICHUE OLCHKH
nepcoHaa

ObecnieunBaTh COXPAHHOCTh KOH(PHICHIIMATHHON HH(OPMAIIH TTPU
NIPOBECHNH OIICHKH IepPCOHAIa,

Opranu3oBbIBaTh XpAaHEHHE JOKYMEHTOB B COOTBETCTBUU C

TpeOOBaHUSMU TPYIOBOTO, APXUBHOT'O 3aKOHOIATEIHCTBA
Heob6xomgumele Poccuiickoit deneparuu v J0KaIbHBIMU HOPMAaTUBHBIMU aKTaMU
YMEHHUS OpraHu3aIu

CobupaTh, aHaTU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAIUIO O
IIPETIOKEHUAX 110 OLIEHKE NIEPCOHAJIA HA PBIHKE Tpya

[Ipon3BoaUTE peABapUTENbHBIE 3aKYIIOYHBIE IPOLIEAYPHI U
0 OpMIIATH COMYTCTBYIOIIYIO JOKYMEHTAIIUIO IO 3aKJIFOUEHUIO
JIOTOBOPOB

OHpe,[[eJ'ISITB YCIOBUA AJIA 3aKIIFOUYCHUS JOTOBOPOB HA YCJIYI'U IO
IMPOBCACHUIO OLICHKH IIE€pCOHATIA

CucremaTu3npoBatb, 000011aTh U aHATU3UPOBATH PE3YIIbTAThHI
OLIEHKH IIepcoHaja

ObecneunBaTh 0OpPaTHYIO CBSI3b MO pe3yJibTaTaM MPOBEIEHHON
OLIEHKU C MIEPCOHATIOM U PYKOBOJICTBOM

ITonp30BaThCS MTONCKOBBIMU CHCTEMaMU, I/IH(i)OpMaLII/IOHHI)IMI/I
pecypcaMu U 0a3zamu JaHHBIX ITO ITPOBCACHHUIO OLICHKHU IICPCOHAJIA

Pa3pabatpiBaTh peKOMEHIAINH 110 PA3BUTHIO MIEPCOHATIA HA OCHOBE
MPOBEICHHOMN OLICHKHU

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

TexHonoruu u MeTob! onpeaeneHus NpohecCHOHaIbHBIX 3HAHUH,

YMEHHUM U KOMIETEHLIHUI
Heo0Oxoanmeie

TexHomOruM U MECTOAbI OLICHKH JIMYHOCTHBIX Ka4€CTB U
3HaHUA

XapaKTEPUCTUK
Cucrembl, MeTOIbI U (HOPMBI MATEPUAIBHOTO M HEMATEPHAILHOTO



CTUMYJIMPOBAHU TPy/la IepcoHalIa
TexHonoruu 1 MeTo 16l GOPMHUPOBAHUS U KOHTPOJISL OFO/IKETOB

TGXHOJIOFI/II/I, MCTOJAbI U MCTOAWKH ITPOBCACHUA aHaJIn3a U
CUCTCMAaTU3alluu NOKYMCHTOB H I/IH(l)OpMaI_II/II/I

OcHOBBI 0011I€H U COLIMATTLHOM MICUXOJIOTHH, COIIMOJIOTHH U
IICUXOJIOTUH TPYJa

OcHOBEI HpOI/I3BOZ[CTBeHHOI71 ACATCIIBHOCTU OpraHru3alnunu

[opsimox mpoBeneHUs 3aKyIOYHBIX MPOLEAYP U 0(hOpMIICHUS
COIIYTCTBYIOIEH TOKYMEHTALIMH

CrpykTypa OopraHu3aluy U BakaHTHBIE TOJDKHOCTH (podeccun,
CHELMAILHOCTH )

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI, COACPIKAIITNE HOPMBI
TPYJOBOTO MIpaBa

OCHOBBI apXMBHOI'0 3aKOHOJATEIbCTBA U HOPMATUBHBIE IIPABOBBIC
akTel Poccuiickoit @enepannu, B 4aCTH BECHUS JOKYMEHTALUU 110
IIEPCOHAILY

3akoHoaaTenbCcTBO Poccuiickoit denepainyu 0 mepcoHaIbHbIX
JTAHHBIX

JloxasibHbIE HOPMATUBHBIEC AKThl OPraHU3aLUN, PETYIUPYIOIINE
MOPSAIOK OLIEHKHU IIepCOoHaja

[Topsamok 3akIt0ueHUs T0TOBOPOB (KOHTPAKTOB)
HopwMsl aTHKH 1enoBoro oomeHus

bazoBble 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE ITIOCTPOECHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThl C HUMH

Apyrue i
XapaKTePUCTHKH
3.3.2. TpypoBasa pyHKUUSA
Opranuzanus 1 MpoBeieHne VYpoBeHsb (0 ypoBeHb
HaumenoBanue P a PoBell Konx C/02.6 P (mozyp ) 6
aTTeCTal[My NIEPCOHAa KBaJIM(pUKaMK
[Ipoucxoxnenue
. 3auMCTBOBaHO
TPYIOBOU Opurunan X
U3 OpUTHHAJIA
byHKIIT
Kox Perucrpanmonnsiii Homep
npo¢ecCHuOHaIBLHOTO
OpUTHHAaNa
CTaHJapTa
AHanu3 CTPyKTYpBHI, IIJIAHOB M BAKAHTHBIX JTOJDKHOCTEH (MIpodeccuid,
T CHeIHaIbHOCTEH) OpraHu3al, 0COOEHHOCTEN Opranu3anun padboThl
PYZOBBIC Ha pa3IMYHBIX y4acTKaxX MPOU3BOJCTBA U KOHKPETHBIX PaboUnX
neicTBus

MecTax
Pa3paboTka npoeKTOB JOKYMEHTOB, ONPEAEIISIONINX TOPAI0K



Heo0Oxoaumsie
YMEHHUS

HeoOxoaumeie
3HAHUS

arTécranuu 1nepcoHala, ¢ OHCHKOﬁ 3arpar

ConpoBoskIeHUE TpoIIecca aTTeCTallii U padOThI ATTECTAIIMOHHOM
KOMHCCUHU

[ToaroroBka npennoxxeHuit o GopMUPOBAHUIO OIOKETA Ha
OpraHM3alMIO U NIPOBEICHNE aTTECTALlMU [IEpCOHAIIA

IToaroroBka npengoKeHui 0 COOTBETCTBUU paOOTHUKA JOHKHOCTH
(mpodeccun, crienuanbHOCTH) 1O pe3ybTaTaM aTTecTalluu B
COOTBETCTBHH C 3aKOHOAaTenbcTBOM Poccniickoit denepanuu

Ornpenenars mapaMeTpbl U KPUTEPUU aTTECTALlMU NTEpCOHAIa
Ornpenenarb U MPUMEHSTh CPEJCTBA U METO/Ibl aTTECTAIlUU
Briaenars rpyniibl nepcoHana Juisi IpOBEACHUS aTTECTAlMU

Ob6ecneunBaTh AOKYMCHTAITMOHHOC COIIPOBOXKACHUC aTTCCTAllUN
ImepcoHalIa

CocTaBiaTh U KOHTPOJIHUPOBATH CTAThH PACXOJOB HA aTTECTAIUIO
IepcoHaa Jyis JIaHUPOBaHUS OI0/IKETOB

[Tonp30BaTbcst MHPOPMALMOHHBIMU pecypcaMu U 0a3aMu TaHHBIX MO
IIPOBEACHUIO aTTECTalUU

Bectu YUCT U PErucTpanuo 10KyMEHTOB B I/IH(l)OpMaHI/IOHHLIX
CUCTCMAaxX U Ha MAaTCPUAJIbHBIX HOCUTCIIAX

Opranu3oBbIBaTh XPaHEHHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOTO, APXUBHOTO 3aKOHOAATEIHCTBA
Poccuiickoit denepaiium v J0KaTbHBIMU JOKYMEHTAMH OpTraHU3alUN

[Ipon3BoauTE IIpeABapPUTEIBHBIE 3aKYIIOYHBIE TPOLEAYPHI U
0(hOpMIIATH COMYTCTBYIOIIYIO JOKYMEHTALIMIO MO 3aKIFOYECHUIO
JOTOBOPOB

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIEHUS
[TopsiTOK ¥ TEXHOJIOTHUS TIPOBEACHUS ATTECTAIIMH

TexHOMOTHH U METOIBI OTIPEICTICHUS U OIICHKU MPO(PECCHOHATIBHBIX
3HAaHUW, YMEHUN U KOMIIETEHLINI

Cuctemsbl, MeTOBI M (POPMBI MATEPHATIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPyJla IEpCOHAIIA

Texnonoruu u Metoasl GOPMUPOBAHUS U KOHTPOJISI OI0/IKETOB

TeXHOJ'IOFI/II/I, MCTOABI U MCTOAWKH ITPOBCACHUA aHAJIn3a U
CUCTCMATHU3allU JOKYMCHTOB U I/IH(I)OpMaI_II/II/I

OcHOBEI HpOI/I3BO,Z[CTBCHHOI71 ACATCIIbHOCTU OpraHru3allnunu

OcHOBBI, 00111€# ¥ COLMANBHOM MCUXOJIOTUH, COLIMOJIOTHH U
MICUXOJIOTUH TPyJa

[Topsok mpoBeeHus 3aKyIIOYHBIX MpoLeTyp U oopmiieHus
COIYTCTBYIOIEH JOKYMEHTALUU

CTpykTypa OpraHu3aluy U BakKaHTHBIE TOJKHOCTH (Tpodeccun,
CIEIUATLHOCTH)



TpynoBoe 3aKkOHOATENIBCTBO U UHBIE AKThI, COACPKAIINE HOPMBI
TPYJOBOIO IIpaBa

OCHOBBI apXMBHOTI'0 3aKOHOJATEIBCTBA U HOPMATUBHBIE ITPABOBHIE
akTel Poccuiickoit @enepannu, B 4aCTU BEJCHUS JOKYMEHTALUU 110
IIEpPCOHAILY

3akoHo1atenbCcTBO Poccuiickoi denepannu 0 NepCcoHaIbHBIX
AHHBIX

JlokanbHblE HOPMATUBHBIE aKThl OPraHU3aLUH, PETYIHPYIOLIUE
MOPSAIOK OLIEHKU II€pCOHaa

[Topsanok 3akii0ueHus 10roBOPOB (KOHTPAKTOB)
Hopw™mbl aTukH nenoBoro oomeHus

ba3oBbie 0OCHOBBI HH(POPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOCHHOCTH pabOTHI C HUMH

HApyrue i
XapaKTePUCTHKU
3.3.3. TpynoBasa pyHKLUA
AJIMUHHUCTPUPOBAHUE MPOIIECCOB U YpoBeHb
HaumenoBanue nokymentoobopora npu nposenennn  Koa C/03.6 (moaypoBeHb) 6
OLICHKHU U aTTECTallMu NIepcoHaa KBaNU(UKAIH
[IpoucxoxaeHue
. 3auMCTBOBaHO
TPYZAOBOM Opurunan X
U3 OpUTMHAaJIa
byHKIMH
Kox Perucrpanuonssiii Homep
npodecCuoHaIbHOI0
OpUTHHaJa
CTaHjaapTa
AHanmM3 IpoIeccoB JOKYMEHTO000pOTa, TOKATbHBIX JOKYMEHTOB 110
OIICHKE 1 aTTeCTallMy NIepcoHaa
OpranuzanoHHOE CONPOBOXKACHUE MEPOIIPUATHIH 110 OLIEHKE
MepPCOHAIa U €ro aTTecTaluu
TpynoBsle Odopmienue npoiiecca U pe3ynbTaToB aTTeCTallUU NIEpcoHalIa
AeHCTBUSA NudopmupoBanue nepcoHasna o pe3yiabTaTax OIEHKH U aTTeCTAlUuN
IToaroToBKa MpEUIOKEHUI IO Pa3BUTHIO NIEPCOHANA 110 PE3YJIBTATAM
OLICHKH
ConpoBok/IeHHE TOrOBOPOB N0 OKAa3aHUIO KOHCYJIBTAllMOHHBIX U
MH(OPMAILIMOHHBIX YCIIYT MO OLEHKE U aTTeCTalllH IepcoHaia
ObecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOKIEHUE OLIEHKU U
aTTeCTallMy NepcoHasa
Heo6xoaumeie
yMeHuUs OdopMIsTh JOKYMEHTBHI TIO BOITPOCAM OLIEHKH U aTTeCTallun

MIEPCOHAJIA, IPEIOCTABIISIEMBIE B TOCYAAPCTBEHHBIE OPraHbl,
npodecCHOHATIBLHBIE COIO3bI U APYTHE MPEICTABUTEIbHbBIC OPTaHbI



Heo0Oxoaumeie
3HAHUA

PabOTHHUKOB

AHanu3upoBaTh NpaBUiIa, MPOLEAYPHI U MOPSIKYU IPOBEIECHUS
OLICHKH U aTTeCTaluy IIepcoHaa

Bectu yuet u peructpanuo 10KyMEHTOB B MH(GOPMAIIMOHHBIX
CHUCTEMax M Ha MaTepUANIbHBIX HOCUTEISAX

Opranu3oBbIBaTh XPaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOrO 3aKOHOAaTeNbcTBa Poccuiickoi
®denepannu U JJOKATbHBIMU aKTaMU OpTraHU3aluu

Bectu nenoByro nepenucky

Pabotats ¢ nH(DOpPMAIIMOHHBIMU CUCTEMAaMH U 0a3aMH TaHHBIX 110
BOIPOCAM MPOBEICHUS OIICHKU U aTTECTAIMH [IePCOHANA, BEICHHUIO
ydeTa KaHIUIaTOB Ha BaKaHTHBIE JIOJDKHOCTH (TIpodecch,
CIICIIUAJILHOCTH )

AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTh HH()OPMALIUIO B
WH(OPMAIMOHHBIC CHCTEMBI M 0a3bl TaHHBIX

Cobmronath HOPMBI THKH JIETIOBOTO OOLICHHUS

[Topsimok oopmieHus, BeneHUs U XpPaHEHUS TOKYMEHTAIIHH,
CBS3aHHOM C IPOBEICHUEM OLICHKH U aTTeCTalUU IIepCOHAIIa

[Topsimox dpopMupoBaHus, BeAeHHs OaHKa JaHHBIX O IIEPCOHATIE
OpraHu3aIu ¥ MPEIOCTaBICHUSI OTYETHOCTH

[Topsinok mpoBeAeHUs 3aKyITOYHbIX MTPOLELYp U 0(hOpMIICHUS
COIYTCTBYIOILEH TOKYMEHTALUN

[Topsimox oopmiieHus: JOKYMEHTOB, TPEIOCTABIIEMBIX B
rOCyJapCTBEHHBIE OPTaHbl, TPO(ECCHOHATIbHBIE COIO3bI U APYTHE
MPEJICTaBUTENbHBIE OPraHbl PpAOOTHUKOB

OCHOBBI ,Z[OKYMGHTOO60p0Ta " JOKYMCHTAIIUOHHOTI'O obecneueHUs

CrpyKTypa opraHu3aluy 1 BaKaHTHBIE IOJDKHOCTH (podeccun,
CHEINaIbHOCTH)

TpynoBoe 3aKOHOAATEBCTBO U MHBIE aKThI, COJEPIKAIIE HOPMBI
TPYJIOBOTO ITpaBa

OCHOBBI aQpXMBHOT'O 3aKOHO/IATENIbCTBA U HOPMATUBHBIE IIPABOBBIE
akThl Poccutlickoit @enepanuu, B 4aCTH BEJCHUS JOKYMEHTAIIMU 110
IepcoHany

3akoHozaarenscTBO Poccuiickoit denepanuu o nepcoHalIbHbBIX
JTAHHBIX

TGXHOJ'IOFI/II/I, METOABI U METOAUKHU ITPOBCACHUA aHaJIM3a U
CUCTCMATU3allu JOKYMCHTOB U I/IH(i)OpMaLII/II/I

JlokanbHbIC HOPMATUBHBIC dKThI OpraHu3aluu, peryjinpyromnumc
MOPAAOK OLUCHKH N aTTECTallvM IEpCOHAJIa

[Topsiiok 3aKIII0OYEeHHSI TOTOBOPOB (KOHTPAKTOB)
HopMmbl 3THKH AETTOBOTO OOLICHHS
bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE ITOCTPOCHUE



I/IH(l)OpMaHI/IOHHBIX CHCTEM B 0COOEHHOCTH pa6OTBI C HUMH

Apyrue i
XapaKTEPUCTUKU
3.4. O606wWweHHasn TpyaoBasa PyHKLUUA
eATEILHOCTD 110 PA3BUTHIO VpoBeHb
HaumenoBanue A p Kon D P 6
IepcoHaa KBaJTU(UKAITIH
[Ipoucxoxnenue
N 3aMMCTBOBaHO
00001eHHON Opurunan X
o 13 OpUTHHAJIA
TPyI0BOU (QYHKIIUU
PerucrpanuonHsIii
Kon HOMED
OpHUrHMHajIa MPOPECCUOHATBHOTO
CTaHIapTa

Crienanmct 1o pa3BUTHIO U O0YUECHHUIO
IepcoHaa

CHeHI/IaJ'II/ICT I10 Pa3BUTHUIO KAPbEPhI

Bo3Mo)kHBIE HANMEHOBAHUS TOJDKHOCTEH,
HiepcoHasa

npodeccuit

Crnenpanuct 1o nepcoHaty

MeHnemkep 1o nepcoHany
Briciiee oOpa3zoBanue
TpeboBanus k

00pa3zoBaHHIO U
00yU4eHUI0

JononuurensHoe npodeccruoHaibHOe 00pa30BaHUE -
IIPOTPaMMBI MTOBBIIICHUS KBATH(DHUKALINH; TIPOTPAMMBI
npodecCuOHAIBHOM NMEePEenoAroTOBKU B 00JacTh
OpPraHU3aIMOHHOTO U NMPO(eCcCHOHATILHOTO Pa3BUTHSI IEpCOHAa

TpeboBanust K ONBITY
MPaKTHYECKON paboThI

Oco0sie ycrnoBus

Jormycka K pabote

HApyrue

XapaKTEePUCTHKH
JloTIOTHUTEIbHBIE XapaKTePUCTUKU

HaumenoBanue Kon HanmenoBanue 6a30B0ii TpYIIIIBL, JOJKHOCTH
JOKyMEHTA (mpodeccun) wiu CrenUuaIbHOCTH

OK3 2412 CnenuaiaucTsl 10 Kaapam U mpodopueHTaum
3423 CrernuanucThl KaJIpOBBIX CIIYXKO U YIPEKICHUN 3aHATOCTH

EKC - Menemxep 1o nepcoHany



OKILITP 27755 DKOHOMHUCT MO TPYAY
22956 UncnexTop 1o Kajapam

3.4.1. TpypoBas hyHKUMA

Opranu3zanus 1 NpoBeACHNUE
MEPONPUATHH 110 Pa3BUTHIO U
HOCTPOEHUIO TPO(ECCHOHATIBHOM
Kapbephbl IEpCOHaNA

YpoBeHb
Kox D/01.6 (moxypoBeHb) 6
KBaJIM(pUKAITHH

HaumenoBanue

IIpoucxoxaeHue
TPYyZIOBOH Opurunan X

byHKIIUU

3anMCTBOBAHO
W3 OpUTHHAJIA

Perucrpanuonssiii Homep
npodecCuoHaIbHOI0
CTaHzapTa

Kon
opUruHaia

AHa3 CTPYKTYpHI, IUIAHOB U BAKAHCUIN OpraHu3alnu

AHanu3 oco0eHHOCTEN paboThl HA Pa3IMYHBIX Y4acTKaxX
IIPOM3BO/ICTBA U KOHKPETHBIX pabounx MecTax

IlonroroBka MpoeKTOB JOKYMEHTOB, ONPEACIIAIOIINX TOPSII0K
pa3BUTHS NIEPCOHANIA U TIOCTPOEHUS TPO(HECCHOHATBHON KaphephI C
OLICHKOM 3aTpar

PazpaboTka miaHoB npodeccHoHaIbHON Kapbepbl PAOOTHUKOB
Tpynossie

neicTBHS cDOpMI/IpOBaHI/Ie KaJIpoOBOI'0 pE€3C€pBa

Opranuzanys MEPONPUITHN IO PA3BUTUIO U TIOCTPOEHUIO
npodeccnoHalbHOM Kapbephl EpcoHaa

[ToaroroBka npeioxeHuii Mo GopMUPOBAHUIO OIO/IKETa Ha
OpPraHMU3alMIO U IPOBEIECHNUE MEPONIPUATHN IO PA3BUTHIO U
MTOCTPOEHUIO MPOPECCUOHANBHOMN Kapbephl IepcoHata

AHnanu3 3QpeKTUBHOCTH MEPOIIPUATHI 110 pa3BUTHIO NEPCOHAA,
MIOATOTOBKA MPENJIOKEHUH 110 Pa3BUTHIO

AHanM3upoBaTh YpOBEHb OOIIETO pa3BUTHS U POPecCHOHATbHOMN
KBaJIM(UKAIIMK TTepcoHata

Onpenenstb KpaTKOCPOUYHbBIE U JIOJITOCPOYHBIE TOTPEOHOCTH
pa3BUTHS [IEPCOHATIA U TIOCTPOCHHUS €ro MPOo(HeCcCHOHAIBHON Kapbephl
Onpenensats KpuTepun (GOpMUPOBAHUS KaJI[POBOTO pe3epBa
HeoOxonumeie Opranu3anuu
yMEHuA CocTaBisATh HHANBUAYAIbHBIE IAHBI KAPEEPHOTO PA3BUTHUSA
IepcoHana

[TpuMeHSTh TEXHOJIOTUU U METO/IbI Pa3BUTHS IIEPCOHATIA U
MOCTPOCHHSI TPOPECCHOHATLHON Kapbepbl

CocTaBnaTh MpeaaoKeHus: 1 KOHTPOJIUPOBATH CTATbU PACcX0/I0B Ha
IIPOrpaMMbl U MEPOIIPUATHS 110 PA3BUTHUIO IIEPCOHAIIA U IIOCTPOEHUIO



Heo0Oxoaumeie
3HAHUA

Hpyrue

npodeccnoHabHOM Kapbepsl I IUTaHUPOBAHUS OIOKETOB

Onpenensat 3¢ (HEeKTUBHOCTH MEPOIIPUATHI 110 PA3BUTHIO ITEPCOHATIA
Y TIOCTPOCHUIO TPO(HECCHOHANBHON Kaphephl

PaGoratb ¢ nHGOpPMAITMOHHBIMU CHCTEMaMHU M 0a3aMH JJaHHBIX 110
HepCoHAIy

Cobmo1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

Cuctema, criocoObl, METO/IbI, HHCTPYMEHTBI TOCTPOSHUS
podeccCHOHaIbHON Kapbephl

Mertoap! onpeiesICHUsT U OIICHKU JTUYHOCTHBIX U PO ECCHOHATBHBIX
KOMIIETEHIIUHN

Cuctemsbl, MeTOABI ¥ (POPMBI MATEPUATEHOTO U HEMATEPUAITBHOTO
CTUMYJIMPOBaHUs TPY/la IIEpCOHAlIa

Texnonoruu, MeTo sl HOPMUPOBAHUS U KOHTPOJISI OI0KETOB

TexHomoruu, MeToAbl U METOAUKY IIPOBEICHUS aHAIIN3A U
CHCTEMaTH3allu1 JJOKyMEHTOB U HH(pOpMaITUH

OcHoBBI IPO(ECCUOHATTLHOW OPUEHTAITUN
OCHOBBI TOKYMEHTO000POTA U JOKYMEHTAIIMOHHOTO 00eCreYeHUs
OCHOBBI HpOH3BOZ[CTBeHHOI>'I ACATCIIBHOCTH OpraHru3alnunu

OcCHOBEBI 00IIIEH U COLMAILHOM IICUXO0JI0THH, COLIMOJIOTHH 1
TICUXOJIOTHH TPyJa

CTpykTypa OopraHu3aluy U BakaHTHBIE TOJDKHOCTH (Tpodeccun,
CHEINAIbHOCTH)

TpynoBoe 3aKOHOJATENBCTBO U UHBIE AKTHI, COAEPKAIINE HOPMBI
TPYZAOBOIO IIpaBa

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX
JAHHBIX

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3aLAH, PETYIHPYIOIINE
MOPSAOK PA3BUTHUS M TOCTPOEHUS MPO(eCCHOHATbHON Kapbephl
epcoHaa

[Topsaok 3aki0UeHUs 10rOBOPOB (KOHTPAKTOB)
Hopwmbl aTkH nemoBoro oOIeHus

bazoBble 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE ITOCTPOCHUE
MH(POPMAIIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMH

XapaKTCPUCTHKHU

HanmenoBanue

3.4.2. TpypoBasa pyHKLUSA

Opranuzanys 00ydeHus Kox D/02.6 YpoBeHs (MOypOBEHB)
nepcoHasa KBaJTM (pUKAITIH

IIpoucxoxaenne  OpuruHan X 3auMCTBOBaHO



TPyAOBOi1
byHKIIUU

Tpynosbie
JEACTBUSA

Heo0Oxoaumebie
YMEHHUS

HeoOxoaumeie
3HAHUS

M3 OpHUI'MHAJIa

Perucrpanuonnsiii Homep
po¢ecCuOHAIBHOIO
cTaHaapTa

Kon
opUruHasia

AHanu3 peIHKa 00pa30BaTEeNbHBIX YCIYT U MOTPpeOHOCTEH
OpraHu3anyy B 00y4eHHH IepcoHaia

Pa3paboTka 11aHoB, METOAMYECKUX MaTEpPHAIIOB, Y4€OHBIX IJIAHOB U
IIPOrpaMM, IPOEKTOB JIOKAIbHBIX AKTOB 10 O0YYEHUIO U Pa3BUTHIO
[IEPCOHAJIA, BKIIIOYas OLEHKY 3aTpar

Opranuzanys MEepoInpHsITHIA 110 00YYEHHIO TIepCoHaa

[ToaroroBka mpenaoxeHui mo GopMUPOBAHUIO OIOKETa HA
OpraHu3ainuio o0yuyeHus nepcoHaia

Ananus 3¢ (HeKTUBHOCTH MEPOIPHUATHI 110 00y4EHHUIO TIepcoHaa

AHaJIM3UPOBATH U OTPEACIATH NOTPEOHOCTH B 00yUEHHUH TPYIIIT
[IEPCOHAJIa B COOTBETCTBUU C LEJISAMU OpraHU3aluu

Pa3paOaTbIBaTh MiIaHbI IOATOTOBKH, IEPENOJITOTOBKH U MOBBIILICHUS
KB (HUKAIMY KaAPOB, y4eOHBIE TUIAHBI U TIPOTPAMMBI

AHaIM3UPOBATH PHIHOK 00pa30BaTEIbHBIX YCIYT U TOTOBUTH
IIPEMIOKEHUS 110 IIOCTaBIIUKaAM yCIIyT

OpFaHI/BOBHBaTB 06y11aI01111/Ie MCPOIPUATHA

CocCTaBysATh U KOHTPOJIUPOBATH CTAThU PACXOJIOB HA O0OyUEHUE
nepcoHasia JJisl IUIaHUPOBaHUSI OI0JKETOB

Pa3pabaTbiBaTh U KOMIUIEKTOBATh y4EOHO-METOJUUECKHE
JIOKYMEHTBI

[Tpon3BouTh O1IEHKY 3P PEeKTUBHOCTH 00yUESHHS ITEpCOHATA

[Ipou3BoaUTE IpeABapUTENBHBIE 3aKYIIOYHBIE TPOLIEAYPHI U
0o OopMIIEHHE COMYTCTBYIOIIEN JOKYMEHTAINH 10 3aKI0YEHHIO
JIOTOBOPOB

Paborath ¢ MHPOPMAITMOHHBIMU CHCTEMAaMHU U 0a3aMH JTJaHHBIX 10
HepCoHAY

Pa3pabartbiBaTh 1 0OPMIISATH JOKYMEHTHI IO ITpOLIeccam
OpraHu3aiy o0yueHus epcoHajia U uX pe3yibraTam

CO6HIO,Z[8.TB HOPMBI 5TUKHA ACJIIOBOT'O 06H_ICHI/IH

MeTo/bl, HHCTPYMEHTBI UCCIIEJOBAaHHUS IOTPEOHOCTH B 00y4YECHUH
HiepcoHasa

Metonomnorus oOyueHus

TexHoIornu, METOAbI U METOAMKHN IIPOBE/ICHMS aHAJIN3a U
cUCTeMaTH3aluy JOKYMEHTOB U HHPOPMALUU

[Topsimok pa3pabOTKH MIAHOB MOATOTOBKH, TIEPEMOATOTOBKH U
MOBBILIICHUS KBATH(PHUKAIIUU KAJAPOB, YI€OHBIX TUIAHOB U MPOTrPaMM



CucreMsbl, MeTOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHUS TPyAa MepcoHana

TexHonoruu u MeTo bl HGOPMUPOBAHUS U KOHTPOJISI OI0/KETOB

[Topsiiok BepeHMs ydeTa ¥ OTYETHOCTH IO TIOATOTOBKE U
MOBBIIIIEHUIO KBATH(UKALIUY TTepcoHana

OCHOBBI JOKYMEHTO000POTa ¥ IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS
OCHOBBI TEXHOJIOTHHU MMPOU3BOACTBA U ACATCIILHOCTU OpTraHHU3allnn

OCHOBBI 001IIEH U COLMAIBHOMN IICUXOJIOTUH, COLIUOIOTHH 1
TICUXOJIOTHH TPYya

[Topsimok mpoBeACHUS 3aKYMOYHBIX MIPOLETYp U 0hOpMIICHUS
CONYTCTBYIOIEH JOKYMEHTAUN

CtpyKTypa opranuszanuu

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThI, COJEPKAIINE HOPMBI
TPYZOBOTO IIpaBa

OCHOBBI apXMBHOTI'0O 3aKOHOJIATEJILCTBA U HOPMATUBHBIE IIPABOBHIE
akTel Pocculickort @enepanyu, B 4aCTH BEICHUS TOKYMEHTALUHU 10
IIEPCOHAILY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbCTBA Poccuiickoit denepanun

OcHOBBI 3aKOHO/IaTENBCTBA 00 00pazoBanuu Poccuiickoii
denepaunn

3akoHoparenscTBO Poccuiickoit deneparuy o nepcoHaIbHbBIX
JTAHHBIX

JlokanbHble HOPMATHUBHBIE aKTHl OPraHU3AINH, PETYIUPYIOIINE
o0yJeHue nepcoHana

[Topsiok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)
Hopwmsl 5THKH 1€710BOTO O0IIIEHUS

ba3oBbie 0CHOBBI HH(OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
UH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMH

Hpyrue
XapaKTePUCTHKU
3.4.3. TpynoBas hyHKUMA
Opranmsanys ajantanuy 1 YpoBeHs (01ypOBEHb
Hanmerosanue Hs ax 1 Koz D/03.6 ° P (nozyp ) 6
CTa)KMPOBKH MEPCOHAIIA KBaJTM(pUKAITIH
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPYAOBOM Opurunan X
W3 OpUTHHAJIA
byHKIIII
Ko Perucrpanuonssiii HOMeEp
A po¢eCCHOHAIIBHOTO
OpUTruHaa

CTaHJapTa



Tpynosbie
JEUCTBUSA

Heo0Oxoaumbie
YMEHUS

Heo0Oxoaumsie
3HAHUA

AHanu3 yCIIemHbIX KOPIOPATUBHBIX MPAKTHK MO OPTraHU3aLIH
aJlanTaly U CTAKUPOBKE NIepcoHaa

Pa3paboTka 1m1aHoB afanTanyy, CTAXUPOBKY IIEPCOHAIIA C OLIEHKON
3aTpar

OpFaHI/I3aHI/IH MepOHpI/IHTI/Iﬁ 110 aganTanru, CTaXKUPOBKE IIE€pCOHAIA

[ToaroToBka npeI0KeHUi 110 COBEPIIEHCTBOBAHUIO CUCTEMBI
aJanTanuu, CTaKMPOBKY IIEpCOHaNa

[ToaroroBka mpeno)eHui mo GOpMHUPOBAHUIO OIOKETA HA
OpraHu3alMIo aJanTalyy U CTAXXKUPOBKHU NIEPCOHAA

AHanu3 3¢GEeKTUBHOCTH MEPOIIPUATHH 10 aanTallii U CTAXXUPOBKE
nepcoHasa

Ornpenenars rpymibl IEPCOoHaNa Ak CTAKUPOBKU U N Tallud

Onpenensats pabourie MecTa s IPOBEIAEHUS CTaXXKUPOBKU U
aJlanTay nepcoHaina

CornacoBbIBaTh MCPOIIPpUATHUA aJallTallui 1 CTAXKUPOBKHU C
BO3MOXHOCTAMU IMPOU3BOJCTBA

HpOI/I3BOI[I/ITI) AHAJIM3 U OLUCHKY PE3YyJIbTATOB adallTallud U
CTAXXHUPOBOK II€pCOHAIIA

CocTaBsTh NPEAIOKEHUS U KOHTPOJIUPOBATH CTATbH PAaCXOJ0B Ha
IIPOrpaMMbl U MEPOIIPUATHS IO AANTALMK U CTAXKUPOBKE MTEPCOHANIA
JUIS TUTAaHUPOBaHUS OFO/IKETOB

[Tpon3BouTH OLIEHKY (P PEKTUBHOCTH MEPONPUATHIA O aJaNTalluu
U CTQXXMPOBKE MEPCOHATIA

BuenpsaTs cucteMbl BOBI€UEHNS paOOTHUKOB B KOPIIOPATUBHYIO
KyIbTypYy

Hcnons3oBaTh HHGOPMAIIMOHHBIE CUCTEMBI U 0a3bl TAHHBIX 110
[IEPCOHAILY

CO6HIO,Z[8.TB HOPMBbI OTUKH JCIIOBOTO O6H.[6HI/I$I
MeTtoapl aganTamuyd 1 CTAXXUPOBOK

TexHoI0rnu, METOAbI U METOAMKY IIPOBEICHUS aHAIIN3A U
CUCTEMAaTH3alNH JTOKYMEHTOB U HUH(pOpMaIiH

[Topsinok pa3paboTKH MJIAHOB aJaNTaluy epCcoHalla Ha HOBBIX
pabounx MecTax, MOJArOTOBKH, MEPEMOTOTOBKU U MOBBIIICHUS
KBaJIM(UKAIMK [TEPCOHANA U OPTaHU3AIH CTaXXUPOBOK

[Topsimox cocTaBieHHs CMET 3aTpaT Ha aIalTaluio U CTAKUPOBKY
nepcoHala

[Mopsimok BepeHMs yyeTa ¥ OTYETHOCTH TI0 aJlalTalliyd U CTaXKHPOBKE
niepcoHasa

Cucrembl, MeTOJIbI U (HOPMBI MATEPHAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS Tpy/a IEpcoHaIa

TexHonornu U MeTo1bl GOPMUPOBAHHS U KOHTPOJIS OIOIKETOB



OCHOBBI TEXHOJIOTHH IMPOU3BOJCTBA U ACATCIIbHOCTU OPraHrn3aliun

OCHOBBI 001IIEH U COLMAIBHOMN IICUXOJIOTUH, COLUOIOTHH 1
TICUXOJIOTHH TPYya

CrpykTypa opranu3aliy 1 BaKaHTHbIE JOJDKHOCTH (Ipodeccun,
CIEINAIbHOCTH)

TpynoBoe 3aKOHOAATEIBCTBO U MHBIE aKThI, COJEPIKAIINE HOPMbI
TPYIOBOTO ITpaBa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit denepanuu

3akoHo aTenbcTBO Poccuiickoi denepaiiuu 0 NepcoHaIbHbIX
TAHHBIX

JloxaibHbIE HOPMATUBHBIEC AKThl OPraHU3alUN, PETYIUPYIOLIHE
aJaITallUIo0 U CTAXKUPOBKY IIEPCOHANA

OCHOBBI JOKYMEHTO000POTA U IOKYMEHTALIMOHHOTO 00ecreueHus
[Topsimok 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)
HopMsI 5TukH 1e510Boro oomeHus

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOCHUE
MH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH PabOThI ¢ HUMH

Apyrue i
XapaKTePUCTUKH
3.4.4. TpypoBasa pyHKUUSA
AJMHUHUCTpPUPOBAHKE MIPOLIECCOB U
JOKYMEHTO000pOTa 110 Pa3BUTHIO U YpoBeHb
HaumenoBanue npodeccnoHaabHOM Kapbepe, Kon D/04.6 (monypoBeHb) 6
00y4YeHHIO, aIaNTalluy ¥ CTAKUPOBKE KBaJTU(UKAIIH
nepcoHasna
[IpoucxoxaeHue
. 3aMMCTBOBaHO
TPyZIOBOH Opurunan X
U3 OpUTHHAJIA
byHKIIUU
Kox Perucrpanuonssiii Homep
npodeccuoHanTbHOTO
OpUTHHANA
CTaHJapTa
AHam3 MpoIeccoB, MPABHI M MOPSAKOB OPTaHU3aIUH ITPH
MPOBEICHUN MEPOIPUATHH 110 Pa3BUTHIO U IPOPeCcCHOHATBHON
Kapbepe, 00yueHHI0, aIanTallii U CTAXKHPOBKE ITEPCOHATIA
Tpyossie JlokyMeHTaIroHHoe 0(hopMIIEHHE PE3yIbTAaTOB MEPOIIPHUSITHH TI0
21517}1] crBIS Pa3BUTHIO U IPOECCHOHATBHON Kapbepe, 00YyUeHHI0, aJlalTalud 1

CTa)XKMPOBKE TIIEPCOHAIIA

[TonroroBka MHAMBUAYAIBHBIX IPEAIOKEHUN HA OCHOBE PE3YJIbTATOB
MPOBEICHUS MEPOIIPUATHH 110 PA3BUTHIO U TPOPECCHOHATHLHOM
Kapbepe, 00yueHHI0, aAaNTaluyl U CTaXKUPOBKE NEPCOHATIA



Heo0Oxoaumsie
YMEHUS

Heo0Oxoaumsie
3HAHUA

[ToaroToBka MpeIOKEHUI 110 COBEPIICHCTBOBAHUIO CHCTEM
00y4YeHHsI, aIanTalluy ¥ CTAXKUPOBKH, Pa3BUTHUS M MOCTPOCHUS
npodeccHoHaIbHOM Kapbephl IEpcoHalIa

CornpoBoX/JIeHHE TOTOBOPOB 110 OKA3aHUIO KOHCYJIbTAIMOHHBIX,
MH(OPMALIMOHHBIX YCIYT, HEOOXOJUMBIX JIJIsl POBEICHUs 00ydeHus,
aJlanTaluy U CTAXXUPOBOK, PA3BUTHS U MOCTPOCHUS
npodeccuoHanbHOM Kapbepbl IepCcoHala, BKIKOYasl peaBapuTeIbHbIe
MPOLIEYPHI IO UX 3AKITHOYCHUIO

BrinmonHnenue TpeboBaHUi 110 XpaHEHUIO HHPOPMAITUU O Pe3yabTaTax
o0y4YeHHsI, aIanTalluy ¥ CTAXKUPOBKH, Pa3BUTHUS M TOCTPOCHHSI
npodecCHOHATBLHON Kapbephl epcoHaa

OdopMIIATE TOKYMEHTHI TIO BOTIPOCAM MPOBEJCHHUS 00yUeHUS,
aZlalTalliy U CTAKUPOBKH, PA3BUTHUSA U IIOCTPOCHUS
npoheccuoHaNBbHON Kapbepbl IEpCOHANIa, IPEAOCTaBIsIEMbIE B
roCyJJapCTBEHHbIE OpraHbl, PO(ecCHOHAIbHBIE COI03bI U JpyTHe
IIPEJICTaBUTEIIbHBIE OPraHbl paOOTHUKOB

ObecnieunBaTh JOKYMEHTALIMOHHOE COMPOBOXKICHUE 00YUEeHMUSI,
aJlanTalyy U CTAKUPOBOK, PA3BUTHUS M TIOCTPOCHHS
npodeccuoHaIbHON Kapbephl IEpcoHaa

AHanM3upoBaTh NPaBUIIA, IPOLIEYPHI U MOPSAIKU TPOBEACHUS
o0y4yeHHMsl, alanTally U CTAXKUPOBKU, Pa3BUTHUS M TOCTPOSHHUS
npodeccuoHaIbHOM Kapbephl IEpcoHalIa

Opranu3oBbIBaTh XPAHEHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOoBaHUSMU 3aKOHOIaTeNbCcTBA Poccuiickoii denepariu u
JIOKAJIbHBIMU aKTaMU OPTaHU3aINU

AHaIM3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(OPMALIHIO B
UH(POPMALIMOHHBIE CUCTEMBI U 0a3bl TaHHBIX

Bectun YUCT U pETUCTpallio JOKYMCHTOB B I/IHCI)OpMaI_[I/IOHHBIX
CUCTEMAX U HAa MAaTCPUAJIBHBIX HOCUTCIIAX

PabotaTs ¢ nH(DOpPMAIITMOHHBIMUA CUCTEMAaMH U 0a3aMH TaHHBIX 110
BOIPOCaM O0yYeHUs, afanTallly U CTAXKUPOBKH, PA3BUTUS U
MOCTPOEHU Mpo(dhecCHOoHANBbHOM Kapbephl EpcoHalIa, BEACHUS yueTa
KaHIUJAaTOB HA BaKaHTHBIE JOKHOCTH (Tpodeccuu, CriennaibHOCTH)

Bectu ACJIOBYIO IIEPCIIUCKY
CO6HIO,Z[8.TB HOPMBI 5TUKH ACJIIOBOTO 06H_ICHI/I}I

[Topsimox oopmiieHus1, BEICHUS U XpaHEHUS IOKYMEHTAIIUH,
CBSI3aHHOM C CHCTEMOM 00y4YeHHs, aJanTaIllii U CTAXKUPOBKH,
pa3BUTHUS U TIOCTPOEHUS MPOPECCHOHATHHON Kaphephl epcoHana

HOpHIIOK (I)OpMI/IpOBaHI/ISI, BCACHUA OaHKa JaHHBIX O IEPCOHATIC
opraHu3ali U NpeaoCTaBICHUSA OTYCTHOCTH

HopMmaTuBHBbI€ ITpaBOBbIE aKThl, PETYIUPYIOLIUE MpaBa U 00S3aHHOCTH
rOCYJapCTBEHHBIX OPTaHOB U OpraHU3AILMH 110 MPEI0CTABICHUIO
YUETHOM TOKyMEHTalU!



[Topsimox oopmiieHus: JOKYMEHTOB, IPEIOCTABIISIEMBIX B
roCy/IapCTBEHHbIE OPTaHbl M MHBIC OPraHU3aLUN

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMEHTAIIMOHHOI'O obecneyeHus

[Topsimok mpoBeAeHUS 3aKYIOYHBIX MIPOLEayp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTALUN

CTpyKTypa opraHu3alyy U BakaHTHBIC JODKHOCTH (podeccuu,
CIIEIIUAIILHOCTH )

TpynoBoe 3aKOHOAATENIBCTBO U UHBIE aKThI, COJEPIKALIIE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI aQpXHMBHOT'O 3aKOHO/IATEIbCTBA U HOPMATUBHBIE IIPABOBBIC
akThl Poccuiickoit denepannu, B 4acTU BEACHUS JOKYMEHTAIUU 110
MepCcCoHay

OcHOBBI HAJIOTOBOT0 3aKOHO1aTeNnbeTBa Poccuiickoit denepanuu
3akoHonarenscTBO Poccuiickoit denepanuu o NepcoHaIbHBIX JaHHBIX

TGXHOJIOFI/II/I, MCTOJbl U MCTOAWKHU IMPOBCACHHWA aHAJIN3a U
CUCTEMATU3all JOKYMCHTOB U I/IH(l)OpMaI_[I/II/I

JlokanpHbIE HOPMATUBHBIE AKTHl OPraHU3aLMH, PETYIUPYIOLINE
NOPSAJIOK Pa3BUTHS U TOCTPOEHHUS MTPO(hecCnoHaTbHOM Kapbephl,
0o0y4yeHHMsl, alanTalluy ¥ CTAXXKUPOBKH [IEpCOHATIA

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)
HopMs1 5TukH 1emoBoro oomeHus

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOEHUE
MH(OPMALIMOHHBIX CUCTEM M 0OCOOEHHOCTH PabOTHI C HUMU

Apyrue i
XapaKTEpUCTUKU
3.5. O606LWweHHana TpyaoBasa pyHKLUSA
€SATEJIBHOCTD 110 OPTaHM3AlMU TPYAA U VYpoBeHb
HaunmeHnoBaHme A P I pya Kon E P
OIUIATHI IEpPCOHANA KBaJIM(pUKAIIH
[Ipoucxoxnenue
. 3auMCTBOBaHO
0000111eHHOH Opurunan X
. U3 OpUTMHaJIa
Tpya0BOU (QyHKIUU
PerucrpanmonHbii
Kon HOMEp
opuruHania npodeccruoHalbHOTO
CTaHzapTa
Criennaimuct Mo HOPMUPOBAHUIO U OTLIIATE
Bo3MoxHBIE HAMMEHOBAHMS TOJKHOCTEH, Tpyaa
npodeccuit

CHGLII/Ia.HI/ICT 110 OpraHu3alnuu 1 OIrJjiaTe



Tpyaa

CroenuaiicT 10 KOMIIEHCAIIUAM U
JIbFOTaM

Creunaiuct 1o nepcoHaty

MeHnemkep 1o rnepcoHany
Bricmiee oOpa3oBanue
TpebGoBanust k

00pa30BaHMIO U
00y4eHUI0

JlononHurenbHOE podeccuoHaIbHOe 00pa3oBaHue -
IIPOrpaMMbl MPOPECCUOHANBHOMN NEPENOArOTOBKU B 00IaCTH
SKOHOMHKH, HOPMUPOBAHHUSI U OIIATHI TPYZAQ, IPOTrPAMMBI
MOBBIIICHUS KB (DUKAITIH

TpeboBanust K ONBITY
NPaKTHYECKON paboThI

Oco0sie ycroBus
JIOITyCKa K paboTe

HApyrue
XapaKTCPHUCTUKHU

Z[OHOJIHI/ITGHBHBIC XapPaKTCPUCTUKU

HaumenoBanue Ko HanmenoBaHue 6a30B0ii IpyIIIbL, JOJKHOCTH
JOKyMEHTA A (mpodeccun) uiu crenuaIbHOCTH
OK3 2412 CneuuanucTsl 10 KaapaM U npo¢popueHTaNH
3423 CnenuanucTsl KaJIpoBbIX CIYX0 U yUpeKIeHUHN 3aHATOCTU
- NuxeHep no HOpMHPOBAHUIO TPyAa
EKC - TexHuk 1o Tpyny
- OKOHOMHUCT 1O TPYy
- Menemxep 1o nepcoHany
OKTIITP 27755 DKOHOMHUCT MO TPYAY
22956 NHcnekTop 1o Kajapam
3.5.1. TpypoBasa pyHKuUA
HanMeHoBaHIe Opranuzanus Tpyaa Kon E/02.6 YpoBeHs (TIOTypOBEHB ) 6
nepcoHaa KBaJTU(UKALTIH
IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPYAOBOM Opurunan X
U3 OpUTHHAaJIa
byHKIIUN
Kon Perucrpanmonnsiii Homep

opurMHasa MnpodhecCHoHAIBHOTO



Tpynossie
JIEUCTBUS

Heo0Oxoaumebie
YMEHHUS

HeoOxoaumeie
3HAHUS

CTaHJapTa

AHanu3 ycrenHblX KOPIOPAaTUBHBIX IPAKTHUK 110 OPraHU3aLUH
HOPMMPOBAHMS TPYAA U PA3JIMYHBIX KaTErOpUN IIEPCOHAIIA,
0COOEHHOCTEH MPOU3BOCTBA U JESATEIbHOCTH OpraHU3alK

Pa3pa0oTka cucteMbl OpraHu3aluy Tpyaa NepcoHaia U nopsiaka
HOPMHUPOBaHHUA TPyZAa Ha paboUnX MECTax C OLEHKOM 3aTpaT Ha
HepcoHal

BHenpenue cuctembl OpraHu3aiuy Tpyza nepcoHasia U KOHTPOJIS HaJl
HOPMUPOBAHUEM C OIPENEIEHUEM TPYJOEMKOCTH, HOPMAaTUBHOMN
YHUCIIEHHOCTH, T'pauKoB padOT U yCIOBHIl OILIATHI TPyla IepcoHala

BrisBnenue PE3C€PBOB MOBLIMICHUA TPOU3BOJAUTCIIBHOCTU TPpyda U
KaucCTBa HOPMUPOBAHUA TPpydad, IOATOTOBKA HpeI[JIO)KeHI/If/'I 1o
N3MCHCHUAM YCJIOBI/Iﬁ " OIUIATHI TpyJda NIEPCOHAIA

[ToaroroBka mpenaoxeHui mo GopMUPOBAHUIO OIOKETa HA
OpraHM3alMIo Tpyla IepcoHalla

Onpenenenne >3pPEKTHBHOCTH PAOOTHI CUCTEMBI OPraHU3ALUH TPYAA
¥ HOPMUPOBaHHs TPy/ia Ha pabOYUX MECcTax

BHenpsth MeTOIBI pallMOHANFHOM OpraHU3aluu TPy

Pa3pa6aTbIBaTb IJIaHbI OPraHU3allMOHHBIX U TCXHUYCCKHUX
MCpOHpI/ISITI/Iﬁ IO MOBBINICHUTIO IPOU3BOJUTCIIBHOCTU TpyJda

AHaIM3upoBaTh COCTOSTHUE HOPMHUPOBAHUS TPYJIa, KAYECTBO HOPM,
MOKa3aTelIen 110 TPYAY

AmnanuzupoBath 3 (PeKTHBHOCTH PaOOThI CUCTEMBI OpraHU3aALUH
TpyJa IepcoHajga U HOpMUPOBAaHUS TpyJa Ha pabodynx MecTax

CocTaBisiTh U KOHTPOJIUPOBATh CTaThU PACX0OJ0B Ha OIIATy TpyAa
nepcoHana JJisl INIAHUPOBAHUsS OI0JIKETOB

PaboraTte ¢ HHPOPMAIIMOHHBIMH CUCTEMAMH U 0a3aMU JIaHHBIX IO
HOPMHUPOBAHHUIO U OIJIaTe TPy/Ja MepcoHana

Pa3pabatsiBaTh 1 0pOPMIIATH JOKYMEHTHI IO HAIIPABJIECHUIO
JeATEIbHOCTH

Cobmronath HOPMBI TUKH JI€JI0BOTO OOIIEHHUS
MeTtobl yueTa 1 aHanu3a okKasaTresel 1o Tpyay U oIiaTe Tpynaa

MCTO,Z[BI ONpCaACIICHUA, OUCHKH U CPAaBHCHUSA HpOI/IBBOI(CTBCHHOﬁ
HHTCHCHUBHOCTHU U HAIIPSXKCHHOCTHU Tpyaa

MeTo 161 HOpMUPOBaHUS TPYAa
MesxoTpacieBble U OTpaciieBble HOPMAaTUBBI TPYAOBBIX 3aTpaT

CoBpemeHHbIE (OPMBL, CUCTEMBI OILIATHI U yUeTa
IIPOU3BOAUTENIBHOCTH TPYJa IIEPCOHAIIA

Cucrembl, METOIBI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPya IEPCOHAIA

TexHonoruu u MeTo bl GOPMUPOBAHUS U KOHTPOJISI OI0/IKETOB



TCXHOJ'IOFI/II/I, METOJbI 1 MCTOAUKHU ITPOBECACHMA aHAIW3a U
CUCTEMATHU3aluN JOKYMCHTOB U I/IH(I)OpMaI_[I/II/I

OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIITHOHHOI'O obecnieueHus

[Mopsaok Tapudukanuu padoT u pabounx, yCTaHOBICHUS
JOJDKHOCTHBIX OKJIaJIOB, AOIUIAT, HaA0AaBOK M KOA(PPHUIIMEHTOB K
3apabOTHOM TUIaTe, pacyeTa CTUMYJIHUPYIOIIUX BIILIAT

TapudHo-kBamupUKaAIMOHHBIE CIIPABOYHUKH paboT U npodeccuit
pabounx U KBaTH(PUKANOHHBIE XaPAKTEPUCTUKU JOKHOCTEH
CITy>KaIIuX

OCHOBBI TEXHOJIOTUH MPOU3BOCTBA U IEATSILHOCTH OpraHU3aluu

CrpyKTypa opraHu3aluy 1 BaKaHTHbIE I0OJDKHOCTH (podeccun,
CIEINAIbHOCTH)

Ka[[pOBafl IMOJIMTHUKA U CTPATCrud OopraHu3alin
DKOHOMHKA TpyJa

OCHOBBI 00IIIEl U COLMAIBHOMN IICUXOJIOTHH, COLUOIOTHH 1
IICUXOJIOTUH TpyZAa

TpynoBoe 3aKOHOAATENIBCTBO U MHBIE aKThI, COJEPIKALIIE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI aQpXUBHOT'0 3aKOHO/IATEIbCTBA U HOPMATUBHBIE TIPABOBBIC
akTel Poccuiickon @enepanuu, B 4aCTU BEAEHUSI JOKYMEHTALIUU 10
MepcoHany

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbcTBA Poccuiickoi deneparnun

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHaIbHbBIX
JTAHHBIX

JlokanpHbIE HOPMATUBHBIE AKThl OPraHU3alMH, PETYIUPYIOLINE
MOPSIIOK OPTaHU3ALMU TPYJa 1 HOPMHUPOBAHUS [IEPCOHAIIA

[Topsiok 3aKIIFOYEHUS I0TOBOPOB (KOHTPAKTOB)
Hopwmbi 5THKH 1€710BOTO 00IIIEHUS

bazoBbie 0cHOBBI HHGOPMATHKH, CTPYKTYPHOE IMTOCTPOCHHE
WH(OPMAIIMOHHBIX CUCTEM M OCOOEHHOCTH PabOTHI C HUMHU

Hpyrue
XapaKTEPUCTUKU
3.5.2. TpypoBasa pyHKLUSA
Opraausa oria a VYpose OIIlypoBe
HaumeHnoBanue PraHH3alHs OILIATE! TPy Kox E/01.6 POBCHB (II01ypOBCHE) 6
repcoHasa KBaJTM(pUKAITIH
IIpoucxoxaeHue
. 3auMCTBOBAaHO
TPyAOBO Opurunan X
W3 OpUTrHHAIIA
byHKIIUN
Kon Perucrpanmonnsiii Homep

opUrMHasia MpodhecCHoHAITBHOTO



CTaHJapTa
AHalu3 yCHenHbIX KOPIOPATUBHBIX MPAKTHK 10 OpPraHU3aIiN
CHCTEMBI OILIaThl TPy/Aa MepCcoHaa

PazpaboTtka cucTeMsl OIIaThl Tpy/a epcoHana

Tpynoseie dopmupoBaHue IIAHOBOTO Oro/KeTa (POHa OIUIATHI TPY/a,
nelcTBus CTUMYJIUPYIOIINX U KOMIIEHCAI[MOHHBIX BBIIJIAT

BHeI[peHI/IC CHUCTEMBI OIJIAThI Tpyda IIE€pCcoHalIa

[ToaroroBka mpeayIokKEeHUH MO0 COBEPLIICHCTBOBAHHUIO CHCTEMBI
OIUIATHI TPYZA IIepcoHala

CocTaBiaTh U KOHTPOJIMPOBATH CTAThU PACXOJ0B Ha OILIATy TPyAa
NepcoHaa Jyis INIaHUPOBaHUs OO’KETOB U (POHI0B

[TpuMeHATh TEXHOJIOTUU MAaTEPHATBHON MOTHBALIUH B YIIPABICHUH
HIEPCOHAIIOM

Pa3pa6aTI>IBaTI> KOHICIIIHWIO IMTOCTPOCHUSA MOTHBAIMOHHBIX IIPOIrpaMMm
pa6OTHI/IKOB B COOTBCTCTBUHU C LCIIKIMH OPraHU3allun

AHaJ'II/ISI/IpOBaTB COBPEMCHHBIC CUCTCMBI OILIATBI U MaTepHaHBHOﬁ

(MOHeTapHOI) MOTHUBAIUU TPyAQ IS 1ee OpraHu3aluu
Heo0Oxoaumsie

yMEHUs

AHanu3upoBaTh YpOBEHb OIUIATHI TPY/a MEPCOHANIA IO
COOTBETCTBYIOLIUM ITPO(HECCHOHAIBHBIM KBATH(PUKALUIM

[TpoBOIUTH MOHUTOPUHT 3apa0OTHOMN IIATHI HA PBIHKE Tpy/a

AHanuzupoBaTh (OpPMbI MaTEPUATBHOTO CTUMYJIMPOBAHUS,
KOMIIEHCAIIU U JIbTOT B OIUIATE TPYy/Aa epcoHaa

PaboTaTh ¢ nHGOpPMAIIMOHHBIMU CHCTEMaMU U 0a3aMH JTaHHBIX 110
oruiate TpyJa nepcoHana

CocTaBnsTh IMPOTHO3BI Pa3BUTHA OIJIATHI TPYyJa IIEPCOHAJIA
CO6J'IIOI[aTI> HOPMBI OTUKHU JCJIOBOTO O6H_IeHI/I$I

@DopMBI U CUCTEMBI 3apa00THOM TIATHI, TOPSIOK COCTABICHUS
O101KETOB

Cucremsl, MeTOIBI U (OPMBI MATEPHAIIBHOTO M HEMATEPUATLHOTO
CTUMYJIMPOBAHUA TPYJla epcoHaa

TexHonoruu u MeToabl HOPMUPOBAHUS U KOHTPOJIS OIOHKETOB U
dhonI0B

[Topsinok Tapudukanuu padoT u pabounx, yCTAaHOBICHHS

JOJDKHOCTHBIX OKJIaJI0B, AOIUIAT, Ha0aBOK M KOA(PPHUIIMEHTOB K
3apaboTHO IJ1aTe, pacyeTa CTUMYJIUPYIOLIUX BBIILIAT

Heo0Oxoaumsie
3HAHUA

Mertoap! onpeneneHus YUCICHHOCTH PAaOOTHUKOB
TapudHo-kBanMpUKaMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx U KBaTU(PUKAIUOHHBIE XapaKTEPUCTUKH JOIKHOCTEM
CITy>KalluX

Mertoapl yueTa U aHaJIM3a MoKa3aTelel mo Tpyay u 3apaboTHOM
rnJaTe



TCXHOJ'IOFI/II/I, MCTOABI U METOAWKH ITPOBCACHUSA aHAJIM3a U
CUCTCMAaTU3alluu NOKYMCHTOB H I/IH(l)OpMaI_II/II/I

Ka,I[pOBaH IIOJIMTHKA U CTPATETHA OpraHHU3allin

CtpykTypa opraHu3aliiy 1 BakaHTHbIE JOJKHOCTH (TIpodeccun,
CHEIUATEHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI, COACPKAIINE HOPMBI
TPYIOBOTO ITpaBa

OcCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit denepanu

3akoHo1atenbeTBO Poccuiickoi denepannu 0 NepCcoHaIbHBIX
AQHHBIX

JlokanbHblE HOPMATUBHBIE aKThl OPraHU3aLAH, PETYIHPYIOIINE
oIuIaTy Tpyjaa

OCHOBBI TEXHOJIOTUH MTPOU3BOJICTBA U JIEATEIBHOCTH OpPraHUu3alluu
OCHOBBI IOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHHUSI
[Topsanok 3akiI0UeHUs T0TOBOPOB (KOHTPAKTOB)

OcCHOBBI 00I1IEH U COLMAIBLHOM ICUXOI0TMH, COLIMOJIOTHH H
TICUXOJIOTHH TPyAa

Hopwmbl 3Tk# nemoBoro oOiieHus

bazoBbie 0CHOBBI HH)OPMATHKH, CTPYKTYPHOE MTOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOThl C HUMH

Tlpyrue _
XapaKTePUCTUKU
3.5.3. TpynoBasa pyHKUMA
AJIMAHHCTPUPOBAHUE MPOLECCOB U VpoBeHb
OKYMEHTO0O000pOTa 110 BOIIPOCam

HaumeHnoBanue JIOKY p P Kox E/03.6 (moxypoBeHb) 6

OpraHM3aliy TpyJa U OIUIAThI

KBTI (UKAITTT

nepcoHaa

IIpoucxoxaeHue
. 3aMMCTBOBaHO
TPYyAOBOM Opurunan X
U3 OpUTHHAaJIa
byHKIIUU
Kox Perucrpanuonssiii Homep
PO eCCHOHAIIBHOTO
OpUTHHAaJa
CTaHjaapTa
AHaM3 MpoIeccoB JOKYMEHTO000pOTa, TOKATBHBIX JOKYMEHTOB 11O
BOIIPOCaM OpraHM3alliy OILIaThl U TPy/a IEpcoHaIa

TpynoBsie OdopmiteHne JOKYMEHTOB 110 BOIIPOCaM OIUIAThl M TpyAa MepcoHata
JICUCTBHSI IToaroroBka NpeuIoKEHUN 110 BOIIPOCaM OILIATHI U TPYAA IIepCoHaAIA

IToaroroBka npeaoKeHU Mo COBEPIICHCTBOBAHUIO CHCTEMBI
OIJIaThl M OpraHU3allluM TpyAa IepcoHaia



Heo0Oxoaumbie
YMEHUS

HeoOxoaumeie
3HAHUS

JIOKyMEHTaIlMOHHOE U OpTraHU3allMOHHOE COITPOBOXKICHNUE CUCTEMBI
OpraHM3aly U OIUIAThl TPy IepcoHaa

[ToaroroBka u oOpaboOTKa 3alIpOCOB U YBEAOMJICHHUI O paOOTHHUKAX B
rOCy/IapCTBEHHBIC OPTaHbI, MPOPECCHOHATBHBIE COIO3BI U APYTUE
MPEJICTAaBUTENIbHBIE OPraHbl pAOOTHUKOB, 10 CUCTEMaM OILIAThI U
OpraHM3alnuy TpyJa nepcoHana

ConpoBoXk/ieHHE JOIOBOPOB 10 OKAa3aHHUIO KOHCYJIbTAllMOHHBIX,
MH(POPMALIMOHHBIX YCIIYT IO CUCTEMaM OIUIaThl M OpraHU3aluu Tpyaa
[IEPCOHAJIA, BKJIIOYasl IPEIBAPUTEIIbHBIE IPOLEAYPHI 110 UX
3aKJIF0YEHUIO

OObecnieunBaTh TOKYMEHTAIIMOHHOE COMPOBOXKICHHE MEPOTIPUSITHIA
10 OIUIATE U OpraHU3alMy TPY/a IepCcoHaa

OdopMIIsATh TOKYMEHTBI TIO BOIIPOCAM OIUIATHI M OpPraHU3alluy TPy
NIEpCOHAA, TPEIOCTABIISIEMbIE B TOCYIaPCTBEHHBIC OPraHbl,
po(heCcCHOHATTLHBIC COIO3BI M IPYTHE MPEICTABUTEIHHBIC OPTaHbI
PabOTHHUKOB

AHanM3upoBaTh HOPMATUBHBIE U METOJMYECKHE TOKYMEHTHI 110
BOIIPOCAM OIUIAThI U OpraHU3aluy Tpyia NepcoHaia

Opranu3oBbIBaTh XPAaHEHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUAMH 3aKOHOIaTeIbCTBA Poccuiickoit denepanuu u
JIOKaJIbHBIMHU aKTaMH OpTaHU3aIuu

Bectu yuer u peructpanuio 10KyMEHTOB B MH()OPMALIMOHHBIX
CUCTEMax U Ha MAaTEPUAIIBHBIX HOCUTEIAX

PaboTath ¢ MHpOpPMAIIMOHHBIMU CHUCTEMAaMHU U 0a3aMH JaHHbBIX 1O
cHcTeMaM OIUIaThl M OpPraHU3aluy Tpy/ia epcoHalla

IIpon3BOUTE IPENBAPUTEIBHBIE 3aKYITOYHBIE ITPOLIEAYPBI U
0(OPMIIATH COMYTCTBYIOIIYIO IOKYMEHTAIIMIO 0 3aKJIFOYEHHIO
JIOTOBOPOB

Bectu nenoByro nepenucky
Co0:1101aTh HOPMBI ATHUKHU JIEJIOBOTO OOIICHUS

[Topsimox opopmieHust, BeACHUS U XpaHESHUsI IOKYMEHTAIIUH 10
CHCTeMaM OIUIaThl U OpPraHU3aluy TpyJa NepcoHana

HopmatuBHbIe TpaBOBBIE aKThl, pETyIUPYIOIINE TpaBa v
00513aHHOCTH TOCYJapCTBEHHBIX OPraHOB U OPTaHU3AIUHU T10
IIPEIOCTABIICHUIO YUETHOW JOKYMEHTAlUU

TexHoI0rnu, METOAbI U METOAMKU IIPOBEICHUS aHAIIN3A U
CUCTEMAaTH3alNH TOKYMEHTOB U HH(pOpMaIiH

JlokaibHbIE HOPMATUBHBIEC AKThl OPraHU3ALUH, PETYIUPYIOIINE
MOPSAZOK OIUIAThI, OPraHU3alui U HOPMUPOBAHUA TpyAa

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIeYeHUs

[Topsimox popMupoBaHus, BeACHHUS OaHKA JAHHBIX U IPEIOCTABICHUS
OTYETHOCTH I10 CUCTEMAaM OIUIaThl U OpraHu3aluy Tpyaa nepcoHaia



TpynoBoe 3aKOHOIATENILCTBO U UHBIE aKThI, COAEpKAIIE HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXMBHOTI'0O 3aKOHOJATEJILCTBA U HOPMATUBHBIC IIPABOBHIE
akTbl Pocculickoi denepanyu, B 4aCTU BEICHUS JOKYMEHTALUHU 110
IIEpCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit denepanu

3akoHo aTenbCcTBO Poccuiickoi denepaliuu 0 MepcoHaIbHbIX
JTAHHBIX

[TopsiI0K 3aKIIFOUEHUS IOTOBOPOB (KOHTPAKTOB)

[Topsiok poBeneHus 3aKyMOYHBIX MTPOLEAYP ¥ 0(OPMIICHUS
COILYTCTBYIOILEH JOKYMEHTalu1

HopMmpbl 3THKH 1€7I0BOTO OOIICHUS

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE [TOCTPOEHUE
MH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH PabOThI ¢ HUMH

HApyrue i
XapaKTEPUCTUKU
3.6. O606wWweHHasn TpyaoBasa pyHKUUA
eATENLHOCTD 10 OpraHu3aIin YpoBeHb
HaumenoBanue A o p If on F P
KOPIIOPaTHBHOW COIMATBHON TTOJUTHKH KBaJTM(DUKAITIH
IIpoucxoxaeHue
N 3aMMCTBOBaHO
00001IeHHON Opurunan X

. U3 OpUTMHAJIA
TPYAOBOH (hyHKIIMH

PerucrpanuonHslii
Kon HOMEDP
OpUTHHaNa Mpo(hecCUOHATBEHOTO
cTaHzapra

Crienuaimct 1o coUalbHBIM NPOrpaMMam

Crnenmanuct 1o padoTe ¢ MpeCTaBUTETLHBIMU OpraHaMu
pabotHukoB Crieruanuct Mo KOPIOpaTUBHON COLMaIbHON
MOJIUTHKE

Bo3MoskHbBIE HAMMEHOBAHUS
JOJLKHOCTEH, podeccuit

Crnenpanuct 1o nepcoHany

Menemxep 1o nepcoHany
Briciiee oOpa3oBanue
TpeboBanus k

00pa3oBaHMIO U
00y4eHUI0

JlononuurensHOe npodeccroHaibHOoe 00pa30BaHUE -
pOrpaMMBbl TPoheCCHOHATFHOMN MEPENOATOTOBKH U
IPOTpaMMBbI MOBBIIICHUS KBaTH(PUKaLUU B 00J1aCTH
COITMAJIBHBIX MPOrPaMM



TpeboBanus K ONBITY
MPaKTUIECKON pabOThI

Oco0Ople ycrmoBus
JOITyCKa K paboTte

Apyrue
XapaKTCPHUCTUKHU

HOHOJ’IHI/ITCHBHHG XapaKTCPUCTHKHU

HaumenoBanue Kox HaumeHnoBanue 6a30BOi IpyNIIbI, JOKHOCTH
JIOKyMEHTA (mpodeccun) UM CHEUATBHOCTH
OK3 2412 ChenuanucTsl 10 KaapaMm U mpodopueHTAINH
3423 CphenuanucTsl KaJIpOBbIX CIYX0 U yUpeKIeHUN 3aHATOCTU
- Crenuanucr 1o kajapam
EKC
- MeHnemkep 1o nepcoHany
27755 DKOHOMMUCT 110 TPYLY
OKIIATP
22956 NHcnekTop 1o Kajapam
OKCO - -
3.6.1. TpynoBas chyHKUMA
PazpaboTka xopriopaTuBHO# YpoBeHsb (MOAYpOBEHb
Hanmenosamme P ! KOPTIOP Konx F/01.6 P (nozyp ) 6
COLIMAJIBHOW MOJUTHKHU KBaNTU(DUKAIH
[IpoucxoxaeHue
. 3auMCTBOBaHO
TPyIOBOH Opurunan X
W3 OpUTHHAJIA
byHKIMHA
Kox Perucrpanuonssiii Homep
npodeccnoHaIbHOTO
OopUrHHaja
cTaHjapTa
AHanM3 yCrenHbIX KOPIMOPATUBHBIX MPAKTHK MO OpraHU3aIuu
COIIMAIbHOTO MAPTHEPCTBA, COLIMAIbBHOW OTBETCTBEHHOCTHU U
COITMATBHBIX TTPOTPAMM
Pa3paboTka KOpIOPATUBHBIX COMHMAIBHBIX MPOTPAMM
TpysoBbIe Pa3zpaboTka cucTeMbl BBITUIAT pAOOTHUKAM COITUATBHBIX JIBTOT
nefcTBIs Opranu3anus neperoBopoB ¢ MpohecCuoHaTLHBIMU COI03aMH 1
JIPYTUMH MPEICTaBUTEIHHBIMU OpraHaMu PaOOTHHUKOB,
00IIeCTBEHHBIMHA OPTaHU3AIMSIMH, B3aUMOJICHCTBUE C
rocyJapCTBEHHBIMH OpraHaMu
[ToaroroBka mpenao)eHui mo GopMUPOBAHUIO OIO/KETA B 4aCTH
o0ecrnieueHrs KOPIOPaTUBHON COLIMATLHOM MOJIUTUKU
HeoOxonumele OmnpenensTs LeaeBble IPYMIbl IEpcoHaa A pa3paboTKu

YMCHHA CIICIUAIM3UPOBAHHBIX CONUAJIIBHBIX IIPOTrpaMM



JloBouTh HH(POPMALIHIO O COIUATBHBIX ITPOrpaMMax JI0 IEJIeBBIX
rpymnn nepcoHania ¢ UCIOJIb30BaHUEM UHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaUK

OnpenensiT KpUTEPUU U YPOBHH YAOBIETBOPEHHOCTH II€PCOHAA

Hcnonb3oBaTh MatepuaibHble U HEMATEpUATIbHbBIE CUCTEMbI, METO/IbI
1 (GOpMbI MOTHBAIIMH B YIIPABJICHUU IEPCOHAIOM

OnpenensaT 00bEMBI CPEACTB TS peaTU3AIMH COIIMATbHBIX
1K apaHTHﬁ, KOpHOpaTI/IBHBIX JIBI'OT U UHBIX DJICMCHTOB
KOPIIOPATHBHBIX COIMAIBHBIX IIPOrpaMM Jijis (hOPMUPOBAHHS
OI0JIPKETOB

CocTaBisaTh U KOHTPOJHPOBATH CTAaTbH PACXOJ0B HAa COLIMAJIbHBIC
[IporpamMmsl IJis INIAHUPOBAHUS 6IO,H)K6TOB

[TpousBoauTh NpeaBapuTeIbHbIC 3aKYIOUHBIE TPOLIETYPHI U
0 OopMIIEHHE COMYTCTBYIOIIEN JOKYMEHTAIUU 10 3aKI0YEHHUIO
JIOTOBOPOB

Co0mro1aTh HOPMBI ATHKH JICJIOBOT'O OOIICHHS

HOpHI{OK 1 MCTOJbI pa3pa60TKH IUIaHOB U ITPOTrpaMM COLUAIIBHOT'O
Pa3sBUTHUA OpraHru3aliun

Mertozpl aHaIM3a BBHIOJTHEHUS COLMAIBHBIX MPOTPAMM U
oTnpezeNieHus: UX SKOHOMUYECKOH 3(pPexkTHBHOCTH

Cuctemsbl, MeTOIbI M (HOPMBI MATEpHATIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHU TPy/la IIEpCOHAIIA

TexHonoruu u MeTopl GOPMUPOBAHUS U KOHTPOJISI OI0IKETOB

MGTO)II)I HpOBCHeHI/ISI COIINOJIOTHYCCKUX I/ICCHGI[OBaHI/Iﬁ, H3y‘IeHI/I${
00IIECTBEHHOIO MHEHUS

TexHosmornu, MeToAbl U METOAUKY IIPOBEICHUS aHAIIN3a U
CUCTEMAaTHU3alMK TOKYMEHTOB U HH(POpMaAIIUN

[Topsimok mpoBeAeHUs 3aKyITOYHbIX MTPOLELYp U 0hOpMIICHUS
Heo6X0uMBbIE COIYTCTBYIOILEH TOKYMEHTALUN
3HaHUSA OcCHOBBI IPOM3BOJCTBEHHOMN AESTEIBHOCTA OpraHU3alu1

OcHOBBI 00IIIeH U COIMANTEHOM MICUXOJIOTHH, COITHOJIOTHH U
TICUXOJIOTHH TPpyJa

CTpyKTypa, LIeJId, CTPAaTerus U KaIpoBasi MOJIMTUKA OpraHu3aluu

TpynoBoe 3aKOHOJIATENILCTBO U UHBIE aKThl, COAEpKAIIe HOPMBI
TPYZOBOI'O IIpaBa

OcCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

HopmatuBHbIe TpaBOBbIE aKThl, pETyIUPYIOIINE TpaBa v
00513aHHOCTHU TOCYJApPCTBEHHBIX OPraHOB, TPO(HEeCCHOHATBLHBIX
COIO30B U JIPYTUX NPEACTaBUTEIbHBIX OPraHOB paOOTHUKOB

3akoHozaarenscTBO Poccuiickoit deneparuy o nepcoHaIbHbBIX
JAHHBIX

JlokasibHbIE HOPMATHUBHBIE AKTHl OPraHU3AIMH, PETYIUPYIOLINE



nopsAI0K (OPMUPOBAHUS COLIUATBHON MOJIMTUKU

OcHoBbI paBoBOro perynupoBanus Poccuiickoit deneparuun
MOPSIKA 3aKJIFOUEHUU JTI0TOBOPOB (KOHTPAKTOB)

HopMmpbl 3THKH 1€7I0BOTO OOIICHUS

ba3oBble 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOCHHE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl ¢ HUMH

Apyrue i
XapaKTEPUCTUKHI
3.6.2. TpynoBasa pyHKUUSA
Peamuzanmsa kopnopaTHBHOMI VYpoBeHb (I0ypOBEHD
HaumeHoBaHue 1 " piop Kon F/02.6 P (nozyp ) 6
COLIMAJILHOM MOJIUTUKHU KBTI (DUKAITAH
IIpoucxoxnenne
. 3aMMCTBOBaHO
TpyZIOBOM Opurunan X
W3 OpUTrHHAJIA
byHKIIUN
Kon Perucrpanmonssiii Homep
podeccuoHaIbHOTO
opurrHaia
CTaHaapTa
Brenpenne KoprnopaTuBHBIX COLMAIBHBIX MPOrPaMM, B TOM YHCIIE 110
COIMAIBHON MOICPIKKE OTACIBHBIX TPYII PAOOTHHUKOB
Peanuzarust cucteMbl CONUATBHBIX JIBIOT, BBITIAT PAOOTHUKAM C
yueToM TpeboBaHUil 3akoHOoIaTeNnbeTBa Poccuiickoii deneparumn
OueHka yJOBIETBOPEHHOCTH NIEPCOHAIA KOPIOPATUBHON COL[MATBHOM
MOJTUTHKOMN
Tpynosbie . . .
T —_— Onenka 3p(peKTUBHOCTH MEPOTIPUATHI KOPIIOPATUBHOM COIMAIbHOM

IIOJINTHUKHU

[ToaroroBka npemyIoKEHNUM MO COBEPLICHCTBOBAHUIO MEPOTIPUATUI
KOPIIOPAaTUBHON COIMAIBbHON MOJUTHUKHU

[ToaroroBka npeioxeHuii mo GopMUPOBAHUIO OO/ KETa Ha
peanu3anuio KOPIOpaTUBHON COLUAIIbHON ITOJIMTUKU U COLIMAJIBHBIX
Iporpamm
PaccunThIBaTh 3aTpaThl Ha MPOBEAEHUE CIIENUATU3HPOBAHHBIX
COLIMAJIBHBIX IIPOrPAMM
IIpoBOAUTH MOHUTOPHUHT YCHEIIHBIX KOPIIOPATUBHBIX COLUAIBHBIX
Iporpamm
HeoOxomumbie  [IpoBOAMTHE MEPONPUATHSA B COOTBETCTBUHU C KOPIIOPATUBHOU
yYMEHUS COLIMATIbHOU ITOJIMTUKOMN

OHpe,Z[CJ'ISITB LEJICBBIC I'PYIIILI IEPCOHAJIA IJIA CO3JaHUA
CIICUAIN3UPOBAHHBIX COIIUAJIBHBIX IIpOTrpaMM

OnpenensTe KpUTEPUH U YPOBHU YAOBICTBOPEHHOCTH IEepCcoHalIa
Onpenenars 3pPEeKTUBHOCTh MEPONIPHUATHI peaTn3yeMoi



Heo0Oxoaumeie
3HAHUA

KOpHOpaTHBHOﬁ COIMAJIbHOM ITOJINTUKH

Opranu3oBbIBaTh B3aUMOJICHCTBUE C FTOCYAAPCTBEHHBIMU OpraHamH,
po¢eCCHOHATILHBIMU COK3aMH U APYTUMHU IIPEICTABUTEIbHBIMU
opranamu paOOTHHUKOB, OOIIIECTBEHHBIMU M HHBIMU OpPTraHU3aIHsIMU
II0 BOIIPOCaM peaan3aluy KOPIOPAaTUBHOMN COLMAIbHOM ITOJIUTUKH

AHaJII/I3I/IpOBaTB PBIHOK YCJIYT 11O COLIMAJIBHBIM U
CIICHUAJIM3UPOBAHHBIM IIpOrpaMMamM counaanoﬁ MOoAACPIKKHU YJICHOB
LECJICBBIX I'PYHIT KU TOTOBUTH MMPEATIOKEHUA 110 UX IMOCTAaBIINKaAM

[Ipou3BoauTh MpeaBapUTEIbHbIEC 3aKYIIOUHbIE IPOLIETYPHI U
0(hOpMIIATH COMYTCTBYIOMIYIO IOKYMEHTALIUIO MO 3aKIIOYCHUIO
JIOTOBOPOB

Co0mroaTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS
Bonpocs! ynpaBneHus counaabHbIM Pa3BUTUEM OpPraHU3alud

Merto/ibl aHanM3a BBIIOJIHEHNS KOPIOPATUBHBIX COLIMATIBHBIX
MIPOrPaMM U OIPEACTICHUS UX YKOHOMUYIECKOM A(h(HEKTHBHOCTH

CI/ICTGMI)I, MCTO/BbI, q)OpMI)I MaTCpraJIbHOIO U HCMATCPUAJIBHOT'O
CTUMYJIMPOBAHUA TpyAa IEpCOHAIIa

MeTo/1pI POBEACHUS COLMOIOTNISCKUX UCCIICI0OBAHUMN, U3YUCHHUS
00LLIECTBEHHOIO MHEHUS

TCXHOJ’IOFI/II/I, MCTOAbI U MCTOAWKH ITPOBCACHUA aHaJIn3a U
CUCTCMATHU3allU JOKYMCHTOB U I/IH(I)OpMaLII/II/I

HopmatuBHBIE IpaBOBbIE aKThl, pETyIUPYIOIINE IIPaBa U 00S3aHHOCTH
roCy/lapCTBEHHBIX OPraHOB, MPO(PECCHOHAIBHBIX COI030B U IPYTHX
MPEJCTaBUTENIbHBIX OPraHOB PAOOTHUKOB I10 MPET0CTABICHUIO
Y4ETHOU TOKYMEHTALlUH

[Topsok mpoBeaeHMs! 3aKyTIOYHbBIX MPOoLeTyp U 0hopMIIEHUS
COIYTCTBYIOILLEH JOKYMEHTALUU

CprKTypa, LEJIN, CTPATCIUA U KaApOBad IMOJIMTUKA OpTaHHU3allun
OcHOBEI HpOI/I3BOI[CTBCHHOI71 ACATCIIbHOCTU OpraHru3allun

OcHOBBI 00I1I€H U COIMATBLHOM TICUXOJIOTHH, COIIMOTIOTHH U
TICUXOJIOTHH TPy/aa

TpynoBoe 3aKOHOATENLCTBO U UHBIE AKThI, COAEPKAIINE HOPMBI
TPYZOBOIO IIpaBa

OCHOBBI ApXUBHOI'0 3aKOHO/IATENLCTBA U HOPMATUBHBIE TIPABOBBIE
akThl Poccuiickoit @enepaiuu, B 4aCTH BEAEHUS TOKYMEHTALUH 110
MepCcoHaly

OcHOBBI HAJIOrOBOTO 3aKOHOAaTeNnbecTBa Poccuiickoit denepanuu
3akoHoaarenbcTBO Poccuiickoit denepalinu 0 nepcoOHAbHBIX TaHHBIX

JlokanbHbIE aKThl OPraHU3alUH, PETYIUPYIOLIUE TOPSAI0K BHEIPEHUS
COIIMAIbHOMN MOJUTHUKHU

[TopsiaoK 3aKIIFOUEHHS TOTOBOPOB (KOHTPAKTOR)
Hopwmbl 3THKH eTTOBOTO OOIICHHS



bazoBbie 0cHOBBI HH)OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTU PabOThI C HUMU

HApyrue
XapPaKTCPUCTHKHU

3.6.3. TpynoBas chyHKUMA

AJIMUHUCTPHUPOBAHUE NIPOLIECCOB U
JOKYMEHTOO00O0pOTa IO BOIIpOcam
KOPIIOPAaTUBHOM COLMATIbHOM
MIOJIUTUKHU

YpoBeHb
Konx F/03.6 (momypoBeHb) 6
KBaJIM(pUKAITHH

HaumenoBanue

IIpoucxoxneHue
TPYyIOBOM Opurunan X

byHKIIUU

3anuMCTBOBaHO
W3 OpUTHHAJIA

Perucrpanuonssiii Homep
npodeccuoHaIbHOI0
CTaHzapTa

Kon
opUruHaia

AHanIu3 IpoLeccoB JOKYMEHTOO0OPOTA, JIOKAJIbHBIX JOKYMEHTOB I10
BOIIPOCAM KOPIIOPATHBHOW COIHAIbHON MOJTUTHKH

JlokyMeHTanmoHHOe 0(hOpMIICHIE PE3YIbTaTOB KOPIIOPATUBHOM
COLIUAIILHOU MMOJIUTUKHA

IToaroToBKa NpeUIOKEHUN IO Pa3BUTHIO KOPITOPATUBHOMN
COLIMAJIbHOW ITOJTUTUKU

[ToaroroBka pe3ynbTaTOB aHAJIW3a COOTBETCTBUS KOPIOPATUBHOM
COIMAILHOM MOJTUTHKY TPEOOBAHUSIM 3aKOHOATENbCTBA Poccuiickoi

denepany 1 yCIOBUAM PLIHKA Tpyda
Tpynossie Aiepalt y p pya

NEHCTBUS I[OKYMGHTEII_[I/IOHHOG " OPraHUu3alfuOHHOC COIIPOBOKIACHUEC

MEPONPUATHI KOPITOPATUBHOM COLIMAIIBHON OJUTUKH

[TonroroBka n oOpaboTKa 3alIpOCOB M YBEAOMJICHUI 0 paOOTHHUKAX B
roCyJapCTBEHHbIE OpraHbl, MPO(hecCHOHATBbHBIE COI03bI U JpyTHe
MpeJICTaBUTENIbHBIE OPraHbl paOOTHUKOB IO BOIPOCAM COIAIbHOMN
MOJUTHUKH B OTHOILIEHUH NIEPCOHANA

ConpoBok/IeHHE TOrOBOPOB N0 OKAa3aHUIO KOHCYJIBTAllMOHHBIX U
MH(OPMALIMOHHBIX YCIIYT [0 MEPOTIPUATUSAM KOPIIOPATUBHOMN
COLIMAJIbHOW ITOJIUTUKH, BKJIFOYAsl [IPEIBAPUTEIbHBIE IPOLEAYPBI 110
UX 3aKIHYCHUIO

OdopMIsATh JOKYMEHTBHI IO BOIIPOCaM KOPIIOPATUBHOM COIUAIBHOMN
IIOJINTUKH, TIPEIOCTABIISAEMBIE B TOCYAAPCTBEHHBIE OPraHbl,

HpeI[CTaBI/ITeJ'H)HBIe OpFaHBI pa6OTHI/IKOB
HeoOxoaumeie

yMCH AHanM3upoBaTh MpaBUiia, MOPSAKH, MPOLIEYPhl KOPIIOPATUBHON

COILIMAJILHON MOJIUTUKA

ObecneunBaTh TOKYMEHTALIMOHHOE COTPOBOXKICHHE COLIUATBHOM
MOJINTUKU B OTHOLLIEHUHU [IEPCOHAJIA



Oprann3oBbIBaTh XpAHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU apXUBHOTO 3aKOHOJAaTeNbCTBA Poccuiickoit
®denepanyy U JJIOKAJIBHBIMU aKTaMHA OpPraHU3aLuu

IIpou3BOaUTE IPEBAPUTEIIBLHBIE 3aKYIIOYHBIE ITPOLIECAYPBI U
0(OPMIISITH COMYTCTBYIOMIYIO JOKYMEHTALUIO [0 3aKII0YCHHUIO
JIOTOBOPOB

Paborath ¢ MHPOPMALTMOHHBIMU CHCTEMaMU U 0a3aMH JaHHBIX O
BOIIPOCAM COLMAJIbHOM MOJUTUKHU B OTHOLIEHUH IEpCOHaNa

Bectu yuet u peructpanuo 10KyMEHTOB B MH(GOPMAIIMOHHBIX
CHUCTEMax M Ha MaTepUANIbHBIX HOCUTEISAX

Bectu nenoByro nepenucky
Co0mogaTh HOPMBI ATUKH JIEJIOBOTO OOIIEHUS

[MTopsimok oopmieHus, BeNeHU U XpPaHSHUS JOKYMEHTAIMH 10
COLIMAIbHOW MOJMTHUKE B OTHOILLIEHUHU [IEpCOHAJIA

[Topsimox ¢popmMupoBaHus, BeAeHHs OaHKa JaHHBIX U MIPETIOCTABICHUS
OTYETHOCTH I10 BOIIPOCAM COLMAIbHOM MOJIUTUKU B OTHOIIEHUU
nepcoHana

TexHosmoruu, MeToAbl U METOAMKU IIPOBEICHUS aHAIIN3a U
CHCTEMaTH3aluU JOKYMEHTOB U HHPOPMALIUU

OCHOBBI IOKYMEHTOOOOPOTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

[Topsinok mpoBeAeHUs 3aKyITOYHbIX TPOLELYP U 0HOpMIICHUS
COIYTCTBYIOILEH TOKYMEHTALUH
CrpyKTypa opraHM3aluy 1 BaKaHTHBIE TOJDKHOCTH (podeccun,
CHEINaIbHOCTH)
TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COAEPKAINE HOPMBI
TPYIOBOTIO IIpaBa
Heo6xonumele  OCHOBBI apXMBHOT'O 3aKOHOJIATENLCTBA U HOPMATUBHBIE IIPABOBBIE
3HaHUS akTel Pocculickoit @enepannu, B 4aCTH BECHUS JOKYMEHTALUHU 10
[IEPCOHAILY

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

HopmatuBHbIE IpaBOBBIE aKThI, PETYJINPYIOLIUE IPaBa U
00513aHHOCTHU TOCYJApPCTBEHHBIX OPraHOB, TPO(HEeCCHOHATBLHBIX
COIO30B U JIPYTHUX MPEACTaBUTEIbHBIX OPraHOB pAOOTHUKOB IO
MIPEIOCTABICHUIO YUETHOU JJOKYMEHTAI[UU

3akoHonarenbcTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX
TAHHBIX

JlokasibHbIE HOPMATHUBHBIE AKTHI OPraHU3ALUH, PETYIUPYIOLINE
MOPSAOK BHEAPEHUS KOPIIOPATUBHOM COIMAIBHOMN MOTUTUKH U
COLIMAJIbHBIX MPOTpamMM

[Topsiiok 3aKiII0UEHUs] IOTOBOPOB (KOHTPAKTOB)

Hopmbl 3THKH 1€T0BOTO 00IIEeHUs

Bba3oBbie 0CHOBBI HHPOPMATUKHU, CTPYKTYPHOE MIOCTPOCHUE



I/IH(l)OpMaHI/IOHHI)IX CHCTEM M 0COOEHHOCTH pa6OTBI C HUMH

Apyrue i
XapaKTePUCTHKU
3.7. O6o6weHHasn TpyaoBasa PyHKLUA
OnepannoHHoOe aBJICHHE IIEPCOHAJIOM U VpoBeHb
HaumenoBanue patl yrp p Kon G P 7
MOIpa3ICICHUEM OpTaHU3AIHH KBaJTM (DUKAITIH
[Ipoucxoxnenue
N 3aMMCTBOBaHO
00001eHHON Opurunan X
. W3 OpUTHHAJIA
TPYAOBOM (DYHKITHH
PerucrpaiinoHHbIN
Kon HOMED
opuruHaia MnpodeccruoHaIbHOIO
CTaHIapTa
PykoBomuTENb CTPYKTYPHOTO
N TOApa3ACIICHHS
Bo3MokHBIE HAMMEHOBAHUS JTOJKHOCTE,
npodeccuii
HadanbHHK CTPYKTYpPHOTO
OIpa3 IeIICHUS
Bricmiee oOpa3zoBaHUe - CHICITUAIATET, MATUCTPATypa
TpeboBanus k JlorostHUTETBHOE TIPO(eCCHOHATBHOE 00pa30BaHKE - TPOTPAMMBI
00pa3oBaHMIO U npodeccroHanbHOM MePenoAroTOBKY B 0071aCTH yIIPaBICHHS
00yU4eHUIO0 MIEPCOHAIOM, ONIEPAIIMOHHOTO U TAKTUIECKOTO YIIPABIICHUS;
MIPOrpaMMBbI MOBBIIIEHUS KBaNU(UKAIUK B 00JIaCTH yIIpaBICHUS
MIEPCOHAIIOM, OTIEPAIIMOHHOTO U TAKTUIECKOTO YITPABICHUS
TpebGoBanus k
OTIBITY
. He menee it et B 001aCTH yIIPaBICHUS TIEPCOHATIOM
MIPAKTUICCKOU
paboThI
Oco0bble ycrnoBus
Jormycka K pabote
HApyrue i
XapaKTePUCTHKU
JlomoTHUTEThHBIE XapaKTEPUCTUKH
Haumenosanue Kox HaumeHnoBanue 6a30Boii TpynIbl, JOBKHOCTH (TIPOGECCHH)
JOKYMEHTa WM CIIELUAIBHOCTH
PykoBoauTenu moapasaencHuii (Ciyxo aBJICHHUS
0K3 123y Pyrosox npas (ciyx0) ymp

KaZipaM1 U TpYAOBBIMU OTHOUICHUSAMU

- HavanpHUK oTAEHIa KaapoB
EKC P

- HauanpHuk oTaena opranu3aluy U OIIAThI TPy A



- HavanpHuk oT/ena noAroToBKH KaapoB

- HavanbHuk oTA€1a COIMaNbHOTO pa3BUTHUSA

- 3aBeyronuil (HaYaaIbHUK) OTACIIOM KaJIpOB
OKIILATP 24063 Meunemxep 1Mo nepcoHay

3.7.1. TpynoBas hyHKUMA

Pa3paboTka cucremsl
OTIEPALMOHHOTO YIIPABJICHUS
MIEPCOHAIIOM H PabOTHI
CTPYKTYPHOTO TOJIpa3/IeICHHUS

YpoBeHb
Konx G/01.7 (moxypoBeHb)
KBTI (DUKAITAH

HaumenoBanue

IIpoucxoxneHue

TPYyZIOBOM
OyHKIUU

Tpynossie
JNENCTBUSA

HeoOxoaumeie
YMEHHUS

3auMCTBOBAHO
Opurunan X
W3 OpUTHHAJIA

PerucrpanmonHbli
Kon HOMEP
OpUTHHaNa MPO(eCcCHOHATBHOTO
CTaHaapTa

Ananuz YCIHICHIHBIX KOPIIOPATHBHBIX IIPAKTUK I10 BOIIPpOCAM
CTPATCTUYCCKOr'0 1 OIICPATUBHOI'O YIIPABJICHHUA IIEPCOHATIOM
opraHu3anuun

[TocTaHOBKa ONEPaTHBHBIX IIEJIEH 11O BOIPOCaM yIPaBICHUS
HIEPCOHAIIOM

Pa3paboTka niaaHoB, mporpaMM M NpoLeayp B ypaBIeHUH
IIEPCOHAIOM

PazpaboTka npeioxkeHui o CTpyKType nojapasaeiaeHus u
MOTPEOHOCTH B MIEPCOHATIE

PazpaboTka npeioxenuit mo 00ecrneyeHnIo MepcoHaIoM,
(hOpMHPOBAHUIO CHCTEM OLIEHKH, Pa3BUTHS, OIJIATHI TPY/Ia,
KOpHOpaTUBHBIM COHAJIBHBIM ITpOrpaMmMamM 1 COHH&J’IBHOﬁ IIOJIUTUKE

Pa3paboTka npeanoxkeHuit o 3arpatax ¥ GopMUPOBaHUIO OIOKETa Ha
MepCoHAT

PazpaboTka rpeyiokeHuil 1o 3aKI0UeHHIO .JJOTOBOPOB I10
YIPaBIEHUIO IEPCOHAIOM C ITOCTABIIUKAMH YCIYT U IIPOBEJICHUE
IIPEIBAPUTENBHBIX IPOLEAYP 10 X 3AKJIIOUEHUIO

OpraHu3oBbIBaTh PabOTy MEpCOHaIa CTPYKTYPHOT'O MOApa3eIeHHS
Onpenensrts 3a1a4u IepcoHaja CTPYKTYPHOIO MTOPa3eIICHNUs,
UCXOJS U3 1IeJiel U CTpaTeruu OpraHu3aliu

Co3znaBaTh ¥ ONUCHIBATH OPTraHU3AUOHHYIO CTPYKTYPY, LENH,
3a7auu, QyHKIIUH CTPYKTYPHOTO IMOAPa3ACICHHS

IIpuMeHsITh METO/BI YIIPABIEHUS MEXINYHOCTHBIMA OTHOLIEHUSIMH,
(bopMHpOBaHUS KOMAH][, Pa3BUTHS JIUJIEPCTBA U UCTIOIHUTEIBHOCTH,



HeoOxoaumeie
3HAHUS

BBISBJICHUS TAJIaHTOB, OIIPEACICHUA YAOBJICTBOPCHHOCTH pa60T0171

OnpenensTb, aHAIU3UPOBATh, MOAEINPOBATH U BEICTPAUBATh
BHYTPCHHUE KOMMYHHUKALIVH [IEPCOHAIA

Pa3pabarbiBaTh MPOCKTHBIC MPEIOKEHHUS U MEPOTIPHSITHS 10
s dhekTuBHON paboTe mepcoHaia

BHenpsth cTpaTteruto 1o ynpasieHUIO IEPCOHAIOM

CocTaBiTh, pacCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH
CTaThU PAacX0/I0B HA EPCOHAN, Pa3pabaThIBaTh NPEAIOKEHHS 110
3arparaM Ha IepcoHa /it (OpMUPOBAHUS OIOIKETa

[IpencraBisaTe HHTEPECH! OPraHU3aLUU U BECTU IIEPETOBOPHI C
po¢eCCHOHATILHBIMU COK0O3aMU U APYTUMHU IIPEICTABUTEIbHBIMU
opraHaMy pabOTHHKOB, B3aUMOJICHCTBOBATh C FOCY1apCTBEHHBIMU
OpraHu3anusaMu

Amnanu3upoBaTh HH(OPMAIIHIO 110 TOCTABLIMKAM yCIyT B 00JacTu
YIPaBJICHUS IIEPCOHAIOM U IO YCIOBUAM 3aKIH0YaEMbIX JOTOBOPOB

[Ipon3BoaUTE IpeABAPUTEIIBHBIE 3aKYIIOYHBIE IPOLIEAYPHI U
0(hOpMIIATH COMYTCTBYIOIIYIO JOKYMEHTALIMIO MO 3aKIFOYCHUIO
JOTOBOPOB

PaGorars ¢ mHPOPMAITMOHHBIMY CHCTEMaMH B 0a3aMU JaHHBIX I10
BOIIPOCaM YIIPABJICHUS IIEPCOHAIIOM

Opranu30BEIBaTh M POBOUTH KOPIIOPATUBHEIE MEPOTIPUSATHS C
HIEPCOHAIIOM

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIEHUS

MeTo/1b1, CIOCOOBI M1 HHCTPYMEHTBI YIIPABIICHUS TIEPCOHATIOM
[enwm, cTparerusi pa3BUTHS U OM3HEC-TUIAH OPTaHU3AINH
[ToynmTrka yrpaBiIeHHs IEPCOHATIOM OpTaHU3aI[UU

MeTOI[BI daHaJIn3a KOJIMYECCTBCHHOI'O U KAYECTBEHHOI'O COCTaBa
nepcoHalia

CucTeMsl cTaHIapTOB 10 OM3HEC-TpoLeccaM, MpodeccusiM, HopMam
Tpyna

Cucrembl, MeTOIbI U (POPMBI MATEPUAIIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHUS Tpy/la IEpcoHaIa

TexHOJ0ruM U METO 1B (I)OpMI/IpOBaHI/I}I " KOHTPOJIA 6IOIL)K€TOB

[Topsok mpoBeAeHMsI 3aKYTIOYHBIX MPOIIETYP U 0)OpMIEHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

OCHOBEI HpOHSBOHCTBeHHOﬁ ACATCIIBHOCTH OpraHru3alnunu

OCHOBBI 00ITIE U COMATBHOM TICHXOJIOTHH, COIMOJIOTHH 1
TICUXOJIOTHH TPYJa, SKOHOMHKH Tpya, 6€30MacHbIX YCIOBUH Tpyaa

CrpykTypa opranu3anuu

TpynoBoe 3aKOHOATENILCTBO M UHBIE aKTHI, COACPKAIINE HOPMBI
TPYIOBOTO TIpaBa



OCHOBBI apXUBHOT'O 3aKOHO/IATEIILCTBA U HOPMATHUBHBIE TIPABOBBIC
akThl Poccuiickoit @enepaiuu, B 4aCTH BEJACHHUS TOKYMEHTALIUU 110
MepcoHay

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbecTBa Poccuiickoit denepanuu

OcCHOBBI MUTPAILIMOHHOT0O 3aKOHO1aTeNnbecTBa Poccuiickoit
denepanyu, B 4aCTH NIPUBICUYEHUS U TPYAOYCTPOIICTBa MHOCTPAHHBIX
rpakJIaH U I 0e3 rpak1aHCTBa

OcHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOAATCIILCTBA B obactu
yHpaBJIC€HUA IIEPCOHAIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIMI]

3akoHo1atenbcTBO Poccuiickoi denepannu Mo 3anure
MEPCOHAIBHBIX JTAHHBIX

JlokanbpHbBIE HOPMAaTUBHBIC aKThl OpraHu3alu B obnactu YIIPpAaBJICHUA
IEPCOHAIIOM

[Topsamok 3aki0ueHuUs 10rOBOPOB (KOHTPAKTOB)
Hopw™ms1 aTukH nenoBoro oomeHus

ba3oBbie 0OCHOBBI HH(OPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(POPMAIIMOHHBIX CHCTEM H 0COOEHHOCTH pabOTHI C HUMH

Apyrue i
XapaKTEPUCTUKHU
3.7.2. TpypoBasa pyHKLUSA
Peanusanus onepannoHHOTO YpoBeHb
HaumenoBanue ynpasnenus nepcoHanioM u padbotel  Kox G/02.7 (momypoBeHb) 7
CTPYKTYPHOTO NTOAPA3IEICHHUS KB (HUKALUN
[IpoucxoxaeHue
. 3aMMCTBOBaHO
TPYZAOBOM Opurunan X
U3 OpUTHHAaJIa
byHKIMHA
Kox Perucrpanuonssiii HOMEp
npodeccnoHalIbHOTO
OpUTHHAaJa
CTaHjaapTa
[TnanupoBaHue neSTEIBHOCTH MOAPA3ICICHUS U TIepcoHala
OmnepatruBHOE yIpaBlieHHE IEPCOHAIOM MOpPa3IeICHUS
OpraHu3aluu
Pacuer 3arpaT no nojpasaeneHuIo U NOArOTOBKA MPEAJIOKEHUN IS
dbopMupoBaHus Or0KeTa
Tpynossie
o Pa3paboTka cTaHAapTOB 1E€ATENBHOCTH MOAPA3ICICHUS U
JEeNCTBUS

yHU(DUKALUS TPOLIECCOB
[TpoBeieHne HHCTPYKTaXKa 10 OXpaHe Tpyna

[TocTanoBKa 3a7a4 pabOTHUKAM CTPYKTYPHOT'O MOApa3ACICHHS,
OIpeIeIEHNE PECYPCOB ISl UX BBIIIOJIHEHUS, KOHTPOJIb UCTIOIHEHUS

AHanu3 mI1aHoB ¥ OTYETHOCTHU INOAYHMHCHHBIX pa6OTHI/IKOB,



pa3paloTKa NpeUI0KEeHUI M0 YIYUIIEHUIO ToKa3aTesnen
JESTEIIbHOCTH MOAPA3ICICHUS

dopMupoBaHUE OTYETOB O pabOTE CTPYKTYPHOTO MOAPA3ICICHUS

OmnpenensiTb 30HBI OTBETCTBEHHOCTU U 3PPEKTUBHOCTU PabOTHI
NepcoHaNa CTPYKTYPHOTO MOApa3AeIeHUs, PACIPEACIATh 3a1a4l U
o0ecrieunBaTh MaTepUAIbHO-TEXHUUECKHE PECYPCHI IS UX
UCTIOJTHEHHUS

IIpuMeHATH METOIBI OIIEPATUBHOIO YIIPABJICHUS IIEPCOHATIOM
OpraHu3anuu

KOHTpOJ’IHpOBaTI) HCIIOJTHCHUEC nopyquI/Iﬁ H 3a1a4, BHOCUTD
CBOCBPCMCHHBLIC KOPPCKIHH B IJIAHBI U 3a1a41

OmnpenensaTs nokazatenu 3G PpekTuBHOCTH pabOTHI IEpCOHANA
HO/Ipa3IeTICHUsI

YrpaBnaTh MOTHBAIMEH MTEPCOHANA, €r0 BOBICYEHHOCTHIO U
JUCLUIUIMHOM Tpyaa

CocTaBisITh MJIaHbI AESITEILHOCTH CTPYKTYPHOTO MOJPA3AEICHUS
OpraHu3anuu

CocTaBIAATh, PaCCUMTHIBATH, KOPPEKTUPOBATH U KOHTPOJIHUPOBATH
Heo6x0auMbie CTaThH PACXOJ0B CTPYKTYPHOTO TOAPA3ACTCHUS ISl JOPMUPOBAHUS
yMeHHs OIOIKETOB

[Tpou3BoaUTE aHANU3 TEKYIIEH AeSITENFHOCTH CTPYKTYPHOTO

MOIpa3/IelICHUs] U BHEAPATH MPOIICIYPHI 110 €€ ONTUMHU3AIUU

IIpencraBisTh HHTEPECHI OPraHU3aIMU U BECTH IIEPETOBOPHI C
roCyJapCTBEHHBIMH OpraHaMu, MPo(ecCHOHANbHBIMU COI03aMU U
JPYTMMHU MIPEICTaBUTEIbHBIMU OpraHaMy paOOTHHUKOB 110 BOIPOCAM
nepcoHana

Bectu neperoBopsl ¢ MOCTaBIIUKAMU YCIIYT 10 YCIOBUSIM
3aKJIF0YaEeMBbIX JJOTOBOPOB

[Tpou3BoUTH IpeABapUTEIBHBIE 3aKYITOYHBIC TTPOIIEAYPHI U
0(OPMIISITh COMYTCTBYIOIIYIO JOKYMEHTAIUIO 10 3aKTFOYECHUIO
JIOTOBOPOB

[TpoBOAUTH ayUT pe3yabTaTOB pabOTHI C EPCOHATIOM

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMHU U Oa3aMU JJAHHBIX 110
BOIIPOCAM YIIPaBJICHUS IEPCOHATIOM

Co0bmto1aTh HOPMBI ATHKH JETOBOTO OOIIEHUS

Teopuu ynpaBieHUs: IEPCOHATIOM U €70 MOTUBAIIUU

MeToabl aHaIK3a BHIIIOJHEHHUS IIJIaHOB U 3aaY, ONpeaACIICHUA UX

SKOHOMMUYECKOH 3P PEKTUBHOCTH
Heo6xoaumeie

3HAHUS @opMbI 1 METOJIBI OLIEHKH MIEPCOHANA M PE3YJILTATOB UX TPyIa

TexHonOrnu OnepaTUBHOTO YIpaBiIeHUS EPCOHATIOM OpPraHU3aluN

Cucremsbl, MeTOIbI U (HOPMBI MATEPUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS Tpy/la IEpcoHaIa



HApyrue
XapaKTCPUCTUKHU

TexHonoruu u MeTo bl GOPMUPOBAHMSI U KOHTPOJISI OIOAKETOB
Teopuu 1 METO/IbI YIIPaBIICHUS Pa3BUTUEM IIEpCOHAA
DKOHOMUKA Tpyia

Opranu3aloOHHO-IITATHAS CTPYKTYpa OpraHU3aluu

ITonuTHKa ynpasieHUs IEPCOHAIIOM U COL[MAIbHAs IIOJIUTHKA
OpraHu3anuu

]_[CJ'II/I, CTpaTerus pa3BUTUA U Ou3Hec-IIIaH OpraHu3anuun

MeToauKY IUTaHUPOBAHUS U TPOTHO3UPOBAHMS IOTPEOHOCTH B
HepcoHae

[Topsinok yperyiupoBaHus TPYAOBBIX CIIOPOB
TpeboBanus 1 mpaBUiIa MPOBEACHUS ayAUTa pabOTHI C IIEPCOHATIOM

@opMBI COLMAIBHOTO MMAPTHEPCTBA U B3aUMOJICUCTBUSA C
npodecCHOHATIBHBIMU COI03aMH U APYTMMHU IPEICTaBUTEIbHBIMU
opranamu paOOTHHUKOB, 1 HHBIMH OpTaHU3ALUSIMHI

[Topsimox oopmiteHUsT KaapOBBIX JOKYMEHTOB M MPUIAHUS UM
IOPUINYECKON CHUJTBI

[Topsimok mpoBeAeHUS 3aKYTIOYHBIX MPOLIETYP U 0(hOpMIICHUS
COIYTCTBYIOIIEH TOKYMEHTAlUH

TpynoBoe 3aKOHOIATENILCTBO M MHBIE AKThI, COJAEPKAIIUE HOPMBI
TPYAOBOIO IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATENbCTBA U HOPMATUBHBIE IIPABOBBIE
akThl Poccuiickoit @enepanuu, B 4aCTH BEJCHUS JOKYMEHTALIMU 110
[epcoHay

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBa Poccuiickont denepannn

OCHOBBI MUTPAIIMOHHOTO 3aKOHOKaTeNbCTBA Poccuiickoit
®denepaliy, B YaCTU MPUBJICYEHUS U TPYJOYCTPONCTBA MHOCTPAHHBIX
rpaXkJlaH U JIuL 6e3 rpaXk1aHCTBa

OCHOBBI 3IMUHUCTPATUBHOI'O 3aKOHO/1aTENILCTBA B 007IaCTH
yIpaBJeHUs IEPCOHATIOM U OTBETCTBEHHOCTH JIOJKHOCTHBIX JINIL
3akoHonarenbcTBO Poccuiickon denepanyivi 0 NEpCOHAIBHBIX
JTAHHBIX

JlokasibHbIE HOPMATHUBHBIE AKTHI OPTraHU3AL[MHM B YACTH YIIPABIICHUS
MIEPCOHAIIOM

OcHOBBI PaBOBOTO perynupoBanusa Poccutickoit deneparuun
NOPsIIKA 3aKJIFOUEHUS TPakIaHCKO-TIPABOBBIX JOIOBOPOB

Hopmbl 3THKH 1€10BOTO 00IIEeHUs

Bba3oBbie 0CHOBBI HHPOPMATUKH, CTPYKTYPHOE IIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI C HUMHU



3.7.3. TpynoBas hyHKUMA

AIMUHUCTPHUPOBAHUE ITPOLIECCOB U

JIOKYMEHTO000pOTa 10 YpoBeHb
HaumenoBanue onepainoHHOMY YIIPaBICHUIO Kon G/03.7 (moxypoBeHb) 7

MIEPCOHAJIOM U paboTe CTPYKTYPHOTO KBaJIM(pUKAIIH

MOJIpa3/IeeHus

IIpoucxoxaeHue
TPyAOBOI

byHKIIUU

Tpynossie
JIeNCTBUSA

Heo0Oxoanmeie
YMEHHUS

3auMCTBOBaHO
Opurunan X
U3 OpUrMHAaJIa

Perucrpanuonssiii Homep
npodecCuoHaIbHOI0
CTaHzapTa

Kon
OpUTrHHaja

AHaiu3 npoueccoB JOKyMEHTO0000pOTa, JIOKAJIbHBIX JOKYMEHTOB 110
BOIIPOCAM ONEPAIIIOHHOTO YIIPABICHHS IEPCOHATIOM U pabOTHI
CTPYKTYPHOTO IT0JIpa3/ieieHus, OU3HeC-MpOoLeCCOB OpraHu3alui,
yIIOBJIETBOPEHHOCTH TIEPCOHAA

JlokymeHTanmoHHoe 0(popMIICHHE PE3yNIbTaTOB ONEPALUMOHHOTO
yIpaBiIeHUS MEPCOHATIOM U PabOTHI CTPYKTYPHOTO MOAPA3ICICHHUS,
pe3yabTaTOB ayAnuTa pabOTHI C IEPCOHATIOM

IToaroToBKa NMpEUIOKEHUIN IO PA3BUTHIO CUCTEM ONIEPAL[MOHHOTO
yIIpaBJIEHUS IEPCOHAIOM U pabOThl CTPYKTYPHOTO MOJIpa3AeIeHHUs,
110 HEOOXOIMMBIM KOPPEKTUPYIOIIUM U IPEBEHTUBHBIM MepaM

PazpaboTka cuctembl aHanM3a U KOHTPOJIA pabOThI MepcoHaia

KoHTposnb, cpaBHEHHE U aHAJIU3 MIPOLIECCOB B 00JIaCTH ONEPaTUBHOIO
YIPaBJIEHUS IEPCOHATIOM, PE3YIbTAaTOB YIPABIEHYECKUX
MEPOTIPUSITHIA, OnIpeiesieHrne (PaKTOpOB, BHI3BIBAIOIINX OTKIOHECHUE
OT IJIAHOBBIX MOKa3aTenei

[ToaroroBka u 06paboTKa 3apoCcoB, YBEIOMIICHHH, CBEIEHUI O
pabOTHUKAX B rOCYAapCTBEHHbIE OpraHbl, NpodecCHOHaIbHbIE
COI03bl, OOIIECTBEHHBIE OPTaHU3AINH

ConpoBo:k/IeHHE TOrOBOPOB OKa3aHUs yCIyr 110 BOIPOcam
OIIEPATUBHOIO YIPABIIECHUS IEPCOHATIOM U paboTe CTPYKTYPHOTO
NoJIpa3iesIeHus, BKIIIOYasl peABapUTEIbHbBIE IIPOLEYPHI 110 UX
3aKIIFOYEHUIO

[ToaroToBka npeaioxKeHui Mo GopMUPOBAHUIO OFOKETA HA
MepCOHAJl OpraHu3aluu

Brinonnenue TpeboBaHuit MO XpaHEHUIO HH(OPMAIMK O pe3yIbTaTax
JENCTBUS CHCTEM OINEPAI[MOHHOIO YIIPAaBJICHUS [IEPCOHATIOM U
paboThI CTPYKTYPHOT'O MOApa3eICHHS

KoHTponupoBaTh npoiecchl ypasieHus: IEPCOHATIOM
MOpa3CIICHUH, ONIPENEIATh UX PE3YIbTATUBHOCTD U BBIABIIATH
(akTOpBI OTKJIOHEHHH OT TIAHOBBIX TAPAMETPOB



Heo0Oxoaumsie
3HAHUA

Pa3zpabarbiBaTh MporpaMMBbl TOCTHKEHUS 11N U ONEPaTUBHOTO
pEIICHUS 3a]1a4 MoIpa3IeICHUI

AHanM3upoBath, pa3padarbiBaTh U 0QOPMIIATH JOKYMEHTHI IO
ONEPATUBHBIM MPOIECCaM U UX pe3yjbTaTaM

[TpoBOAKTH ayIUT KaaPOBBIX MPOIECCOB, MPOLEAYP, ODOPMIICHHS
KaJIpOBBIX JOKYMEHTOB M JOKYMEHTOB IO yNPaBICHHUIO IIEPCOHATIOM

KOHTpOJ’IHpOBaTI) PacxoJ0BaHUC 6IO,I[}KCTOB Ha IepCcoHall

OdopMIsATh JOKYMEHTBHI IO ONEPALMOHHOMY YIIPABICHUIO
NEPCOHAIOM H paboTe CTPYKTYPHOTO MOJIpa3IeIeHus,
IIPEJIOCTaBIIsIEMbIE B TOCY/IaPCTBEHHBIE OPTaHbl, MPEJICTABUTEIbHBIC
OpraHbl paOOTHUKOB

OObecnieunBaTh TOKYMEHTAIIMOHHOE COMPOBOXK/ICHHE [0 CUCTEMaM
OIIEPAIIMOHHOTO YIIPABJICHUS TIEPCOHAIIOM U Pa0OTE CTPYKTYPHOTO
HOJpa3/IeICHUsI

Opranu3oBbIBaTh XPAHEHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOTO M apPXUBHOT'O 3aKOHO/IATEIbCTBA
Poccuiickoit @enepanuu U JOKAIbHBIMU aKTaMU OPraHU3ALUU

KoHTponpoBaTh UCIIOJIHEHHE IOTOBOPOB MOCTABIIUKOB YCIYT 1O
BOIPOCaM IepcoHana

[Tpou3BoauTh 3aKyOYHBIE TPOLEAYPHI, ODOPMIIATH U aHAIU3UPOBATH
3aKYIMOYHYIO IOKYMEHTALIHIO

[TpoBOAMTH MEPETOBOPHI U MPECTABIATH HHTEPECH OPTaHU3AINH B
roCyJapCTBEHHBIX OpraHax, IpoecCHOHAIBHBIX COI03aX U IPYTUX
MIPEJICTaBUTENIbHBIX OpraHax pa0OTHHUKOB 10 BOIIPOCaM NepcoHalIa

Bectu nenoByro nepenucky

Bectu yuet u perucrpanuio J0KyMEHTOB B MH()OPMALIMOHHBIX
CUCTEMax U Ha MAaTEPUAIIbHBIX HOCUTEIAX

PaboTath ¢ MH(QOPMAIIMOHHBIMU CHUCTEMAaMU M 0a3aMH JaHHbIX 1O
HEPCOHAITY M CUCTEMaM OIEPALMOHHOTO YIIPABIICHUS IEPCOHATIOM U
paboTe CTPYKTYpHOTO MOIpa3/ieieHus

CO6HIO,Z[8.TB HOPMBI 5TUKH ACJIIOBOT'O 06H_ICHI/IH

Mertoap! ynpaBieHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3allH,
METO/IbI aHAJIM3a BHIIOJIHEHUS TIJIAHOB M TPOTPaMM, OTIPENIEIICHUS X
HKOHOMHUYECKON AP PEKTUBHOCTH

MeToap! OLIeHKH paboThI CTPYKTYPHBIX MOJIpa3/ieieHul, pe3yabTaToB
TpyZa IepcoHana

MCTO)II)I MMPOBECACHUA ayJUTa U KOHTPOJUIMHI'a OIICPATUBHBIX
YIpaBJICHUYCCKHUX MPOHCCCOB

@DopMBI U CUCTEMBI MATEPUATILHOT'O U HEMATEPUATIBLHOTO
CTUMYJIMPOBAHUS Tpy/ia epcoHaa

OCHOBBI JOKYMEHTAIIMOHHOTO O0ecreueHust
[Topsinox oopmiieHus:, BeIeHUs U XpaHEHHs TOKYMEHTAaIUU 110



CUCTEMaM ONEepPallMOHHOIO yIPaBICHUsI IEPCOHATIOM OpraHU3aIUuHU U
paboTe CTPYKTYPHOTO MOJIpa3iesieHus

[Topsimox ¢popmupoBanus, BeAeHUs OaHKa JaHHBIX U MIPEIOCTABICHUS
OTYETHOCTH IO CUCTEMaM OIEPAIMOHHOTO YIIPaBIEHUS IEPCOHAIIOM
U paboTe CTPYKTYPHOTO MOApa3AeICHUS

HopMmaTuBHbI€ ITpaBOBbBIE aKThl, PETYIUPYIOLIUE IIPaBa U
00513aHHOCTHU TOCY/IAPCTBEHHBIX OPraHOB M OPraHU3ALIUH 10
MPEIOCTABIICHUIO YUETHOU JOKYMEHTAIlUU

[Topsimok mpoBeAeHUS 3aKYIOYHbIX MIPOLEayp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTAUN

ITonutuka YIIPpaBJICHHUA IIEPCOHATIOM U COLlMAJIbHAs IMOJIUMTUKA
OpraHu3annin

OpFaHI/ISaHI/IOHHO-H_ITaTHaH CTPYKTYpa OopraHu3alvunu
I_[eJ'II/I U CTPATCIrus pa3BUTHUA OpraHU3allun
busnec-mnax u 6H3HCC—Hp0LIeCCBI OpraHu3anu

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJEPIKALIIE HOPMBI
TPYAOBOI'O IIpaBa

OCHOBBI aQpXHMBHOT'0 3aKOHO/IATEIIbCTBA U HOPMATUBHBIE TIPABOBBIC
akThl Poccuiickoit denepaiinu, B 4acTH BEICHUS JOKYMEHTAIMU 110
MepCoHay

OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbcTBA Poccuiickoit denepanun

OCHOBBI MUTPAIIMOHHOTO 3aKOHO IaTeIhCTBA Poccuiickoii
®denepanyv, B 4aCTU MPUBJICUCHHS U TPYAOYCTPONCTBA MHOCTPAHHBIX
rpaXkaaH U Juil 0e3 rpa)/1aHCcTBa

OCHOBEI AAMUHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B oOnactu
yrpaBJICHUA IIEPCOHATIOM U OTBECTCTBCHHOCTH JOJLKHOCTHBIX JIWI]

3akoHozparenscTBO Poccuiickoit denepanuu o nepcoHaIbHbBIX
JTAHHBIX

JlokasibHbIE HOPMATHUBHBIE TOKYMEHTHI OPraHU3alliy B 00JaCTH
yIPaBJIEHUS NEPCOHATIOM

[Topsiiok 3aKiII0UEHUs] TOTOBOPOB (KOHTPAKTOB)
HopwMe! 3THKH 1€710BOTO O0IIeHUS

Bba3oBbie 0CHOBBI HHPOPMATUKHU, CTPYKTYPHOE IIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI C HUMHU

HApyrue i
XapPaKTCPUCTHUKHU
3.8. O606LWweHHana TpyaoBasa pyHKLUSA
HanMeHOBARME Crparernueckoe yrpaBieHUe Kox H YpoBeHb
IEPCOHANIOM OPraHU3aluU KBaTM(UKAITII

[Ipoucxoxnenue Opurunan X 3auMCTBOBaHO



00001IeHHOM W3 OpUTHHAJIA
TpyIOBOU (HyHKIHUU

PerucrpanmonHbli
Kon HOMEP
OpUTHHaNA MPO(HECCHOHATEHOTO
CTaHaapTa

Buiie-nipe3uieHT 1o ynpapieHHUIO IEPCOHAIOM

JupekTop 1o nepcoHany
Bo3moxHbIe HAUMEHOBAaHUS
JOJDKHOCTEH, TTpodeccuit JlupekTop 1o yrnpaBJIEHUIO TEPCOHATIOM

3aMecTUTEIb FeHEPAIbHOIO AUPEKTOPA 1O
YIIPaBJIEHUIO IEPCOHAIOM

Briciiee oOpa3zoBaHue - ClieUaIUTET, MaruCTpaTypa

JononuurensHoe mpodeccuoHaabHOoe 00pa30BaHUE - TPOTrPAMMBI
poeCCHOHAIBHON MEPENOATOTOBKY B 00JIaCTH YIIPABJICHUS
MIEPCOHAIIOM, CTPATETUYECKOTO U OTIEPAIMOHHOTO YIIPABICHUS,
9KOHOMMKHU OpTraHu3alru; MMporpaMmbl HOBBIMICHUS KBaJII/I(i)I/IKaIII/II/I
B 00J1aCTH yrpaBIeHUS MEPCOHATIOM, CTPATErHUECKOro U
OTIEPA[MOHHOTO YIIPABJIECHUS

TpebGoBanus k
00pa3oBaHHIO U
00y4eHUIO

TpebGoBanus k

OIIBITY He meHee Ty JeT B 001aCTH yIIpaBJICHUS IEPCOHATIOM Ha
MPAaKTUYECKOM PYKOBOISAIINX JOJKHOCTSX
paboThI

Oco06ble ycrnoBus
Jormycka K pabote

Apyrue
XapPaKTCPUCTHUKHU

I[OHOJ]HI/ITC.HBHBIC XapaKTCPUCTUKU

HaumenoBanue Kon HanmenoBanue 6a30B0ii TpyIIIbl, JOJDKHOCTH (IIpodeccun)

JTOKyMEHTa WIN CTICINATBHOCTH

0K3 1232 PyxoBonuTenu noapazaenenuit (ciyx0) ynpaBieHus
KaJ[paMH U TPYIOBBIMU OTHOLIEHUSMHU

EKC - 3aMecTUTeNb JUPEKTOpa 110 YIPABICHUIO IEPCOHATIOM

OKIIATP 24063 Menemxep 10 EPCOHAILY

3.8.1. TpynoBas chyHKUMA

Pazpabotka cuctemsl Kox H/01.7 YposeHb

HanmenoBanue
CTPATETUYECKOTO YIPABJICHUS (ToTypOBEHb)



IIEPCOHAIIOM OpraHmn3alun KBaJ'II/I(l)I/IKaI_[I/II/I

[Ipoucxoxnenue
TPYOBOH
byHKIAHA

Tpynossie
IEUCTBUSA

HeoOxoaumeie
YMEHHUS

3auMCTBOBAHO
Opurunan X
13 OpUTHHAJIA

Peructpammonuslii Homep
npodeCcCHuOHATBLHOTO
CTaHjaapTa

Kon
OopUruHaia

AHalli3 yCIeUIHbIX KOPIIOPATUBHBIX MPAKTUK MO OpraHU3aIiu
CTPaTErnyecKoro yrnpaBieHUs IEPCOHATIOM OpraHU3allHH,
OpPraHU3alMOHHOTO MPOCKTUPOBAHUS U B3aUMOICUCTBHS
MoJIpa3ieJICHUI

IlocTaHOBKaA CTpAaTErMu4eCKUX LEJIEH B yIIPaBICHUH [IEPCOHATIOM
PazpaboTka KOpoOpaTUBHOMN MOJIUTUKY, IIJIAHOB, IPOIPaMM,
IIPOLEAYDP M TEXHOJIOTUH 110 YIPABICHUIO IIEPCOHATIOM

PazpaboTka KOpPIOpaTUBHOM KYJIBTYPbI U COUAIBHON MOTUTHUKH,
CHCTEM MOTHBALUH, 3()(PEKTUBHOCTH, OLIEHKH U Pa3BUTHUS IIEpCOHAIIA
DopMHUpPOBaHUE CUCTEMBI OILIATHl M OPraHU3aluu TpyAa

Pa3paboTka opraHu3allMOHHON CTPYKTYpPHI, IUTAHUPOBAHHE
NoTPeOHOCTH B MEPCOHATIE OPTaHU3ALIUN

PazpaboTka nporpaMm, MpUHIIMIIOB CTaHAAPTU3AIMN, YHU(PUKAIIIH,
ABTOMATH3AIIMH MTPOLIECCOB YIPABICHUS MEPCOHATIOM M 0€30MaCHBIX
YCJIOBUM TpyAa

dopMupoBaHue OI0KETa Ha TIEPCOHAN, TEXHOJIOTHI ayuTa paboThl
C IEPCOHAJIOM U KOHTPOJUIMHTA

Pa3pa6aTBIBaTB CTpAaTCTryuu U IOJUTHKU B YIIPABJICHUH IIECPCOHAIIOM

CO3I[aBaTB " OIIUCBIBATH OPraHU3ANOHHYIO CTPYKTYPY, LICIIH,
3aga4u, q)YHKI_II/II/I CTPYKTYPHBIX nonpaweneHHﬁ 1 JO0JPKHOCTHBIX
JINIY

[TIpumeHsATh METOABI YIIPABICHUS MEXINYHOCTHBIMUA OTHOUIEHUSIMU,
(dhopMUpOBaHUS KOMaH]I, Pa3BUTHUS JIHIEPCTBA U UCTIOTHUTEILHOCTH,
BBISIBIICHUSI TAJIAHTOB, OTIPEJICIICHHS YIOBICTBOPEHHOCTH PAaOOTOM

Onpenenars 1 aHATM3UPOBATh BHYTPEHHNE KOMMYHUKAIIUH,
MOZECJIMPOBATh ITOBEAEHUE NIEPCOHANIA
[IpencraBisaTe HHTEPECH! OPraHU3alUU B TOCYAAPCTBEHHBIX OpraHax,

BO BSaHMOHeﬁCTBI/IH C HpO(l)COIOSaMI/I, HHBIMH IMPEACTABUTCIIbHBIMU
opraHamu pa6OTHI/IKOB I10 BOIIpOCaM IepcoHalia

CocTaBnATh, pacCUUTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH
CTaTbH Pacxo0B OIOHKETOB M (JOHIOB HA MTPOTPAMMBI U
MEPOIPUATHS 110 YIIPABJICHUIO IEPCOHATIOM OpraHU3aluu
[TpoBOIUTH ayIUT U KOHTPOJUIMHT B 00JIACTH YIPABICHUS
NEPCOHATIOM

Pa3pabatbiBaTh KOPIIOPATUBHBIE COIIUABHBIE IPOTPaAMMBbI



Heo0Oxoaumeie
3HAHUS

Bectu IIEPETOBOPEI 110 BOIIPOCaM COIHUAIIBHOI'O MMApTHEPCTBA C
npeaACTaBUTCIbHBIMU OpraHaMnu pa6OTHI/IKOB

Paborath ¢ MHGOPMALIMOHHBIMU CUCTEMAMU M 0a3aMH JaHHbIX 110
BOIIPOCaM YIPABIECHUS EPCOHATIOM

OpFaHI/I3OBBIBaTb MCPOIIPUATHA 1O 00€eCIIeYeHNIO BBIITOIHEHHUS
TpeOOBaHUI OXpaHbl TPYJa B COOTBETCTBUU C JEHCTBYIOIUM
3aKkoHozarenbcTBOM Pocculickoit denepanuu U JIOKAIBHBIMU aKTaMHU
OpraHu3aLuu

Opranu3oBbIBaTh U IPOBOJUTH MEPOIIPUATHS C IEPCOHAIIOM B
COOTBETCTBHUE C KOPIIOPATUBHOM COLIMATIBHOMN MOJIUTUKON

CobrogaTh HOPMBI ATHKH JIEJIOBOTO OOIIEHUS

MeToab! ynpaBieHus pa3BUTHEM U 3PHEKTUBHOCTHIO OpraHU3aIHH,
aHaJIM3a BBIIIOJIHEHUS TUIAHOB M [IPOTPAMM, OTIPEICIICHUS X
HKOHOMHYECKOH 3P (PEKTHBHOCTH

MeTo1b1 O1IEHKH pabOThl CTPYKTYPHBIX MOAPA3JIEICHUN, PE3yIbTaTOB
TpyJa IepcoHala

Meroapl MpOBEACHUS ayJUTOB, KOHTPOJUIMHTA YIPABICHUECKIX
HPOLIECCOB

MeTtoap! aHanM3a KOJIUYSCTBEHHOI0 M KaUeCTBEHHOTO COCTaBa
IIepcoHalIa

CucTeMsl cTaHIapPTOB 10 OM3HEC-TIpoLeccaM, MpodeccusiMm, HOPMbI
Tpyna

Cucremsl, MeTOIbI U (POPMBI MATEPHAIIBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBaHUs Tpyla EpcoHaIa

MeTtopl aHaNM3a COUUANBHBIX TPOTPAMM U ONIPEAETIEHUS X
SKOHOMMYECKOH 3pPexTuBHOCTH

TexHonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJISI OIOJKETOB Ha
IepCcoHall

TpeboBanust oxpaHbl 1 6€30MaCHBIX YCIOBUH TpyJa

Lenu, cTparerus u KaapoBas NOJUTHKA OPraHU3ALUU

OCHOBBI TEXHOJIOTUH ITPOU3BOJCTBA U JEATEIBHOCTH OpraHU3aluu
OCHOBBI COLIMOJIOTUH, TICUXOJIOTHUH U DKOHOMUKH TpyZAa

OCHOBBI yIIpaBJIeHHs COLIMAIBHBIM Pa3BUTHEM OpPraHU3aLNH

Meroabl POBEACHHS COLIMOJIOTUYECKUX UCCIIEI0BAHUM, U3yUEHUs
0O0IIIECTBEHHOTO MHEHUS

CrpyKkTypa opranusaiuu

TpynoBoe 3akOHOAATEIBCTBO U MHBIE aKThI, COACPIKAIE HOPMBI
TPYJIOBOTO TIpaBa

OCHOBBI apanHoro 3aKOHOAATCIIbCTBA U HOpMaTI/IBHI:Ie HpaBOBLIe
akThl Poccutickoit @enepaiuu, B 4aCTH BEJAEHHUS TOKYMEHTALUH 110
MepcoHay



OcCHOBBI HAJIOTOBOTO 3aKOHOaTeNnbeTBa Poccuiickoit denepannin

OcCHOBBI MUTPALIMOHHOTO 3aKOHO1aTeNnbeTBa Poccuiickoit
denepanyu, B 4aCTH NIPUBICUYEHUS U TPYAOYCTPOIICTBa MHOCTPAHHBIX
rpakJaH 1 UL 6e3 rpaxIaHCTBa

OcHOBEI AIMUHHUCTPATUBHOT'O 3aKOHOAATCIILCTBA B o0actu
yHpaBJIC€HHUA IIEPCOHAIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIMI]

3akoHoz1atenbCeTBO Poccuiickoi denepainu 0 NepCoOHaIbHBIX
AHHBIX

JlokanbHbIE HOPMATUBHBIC aKThl OPraHu3aliu B obactu YIIpaBJICHUA
IIEPCOHAIIOM

[Topsaok 3akiI0UeHUs T0TOBOPOB (KOHTPAKTOB)
HopwMb1 aTukH nenoBoro oomeHus

OcHOBBI HUHPOPMATUKH, CTPYKTYPHOE IOCTPOEHHE MHPOPMALIMOHHBIX
CUCTEM U OCOOEHHOCTH pabOThl ¢ HUMU

HApyrue i
XapaKTEPUCTUKU
3.8.2. TpypoBasa pyHKUUA
Peanuzauus cucremsl YpoBeHb
HaumeHnoBaHme CTpaTernyecKoro ypaBiIeHUs Kon H/02.7 (moxypoBeHsb) 7
MIEPCOHAJIOM OpPraHU3aLUH KBaNU (DUKAIH
[IpoucxoxaeHue
. 3auMCTBOBaHO
TPYZAOBOM Opurunan X
U3 OpUTHMHAaJIa
byHKIMHA
Kox Perucrpannonnsiii Homep
npodeccuoHaIbLHOIO
OpUTHHAaJa
CTaHjaapTa

[InanupoBaHue NeATENBHOCTH U pa3paboTKa MEPONPUATUH TIO

YIPABJIEHUIO IIEPCOHAIIOM JUISl peaI3allii CTPATETUYECKUX LEIen

OpraHu3aIu

BHenpeHnue noiuTuK, IIaHOB, IPOTpamMMm, MPOLEIyp U TEXHOJIOTUH O

YIIPaBJIEHHUIO IEPCOHATIOM

[TocTpoeHne opraHu3allMOHHOM CTPYKTYpPBI C YYETOM IIAHOBOI
TpynoBsle MOTPEOHOCTH B MEPCOHAJIE U B3aUMOJICHCTBUS CTPYKTYPHBIX
JEeNCTBUS MO/Ipa3IeJIEHNI OpraHU3alNH

BHenpenue u nojaaepxaHue KOpIoOpaTUBHON KyJIBTYpPHI U
COLIMAJIbHOW MOJIMTUKH, CHCTEM MOTHUBALIMH, 3()(HEKTUBHOCTH, OLIEHKU
U pa3BUTHS MIEPCOHATIA

BHe;[peHHe " IOAACPKAaHNUEC CUCTCMbI OpraHu3aluu Tpyaa U OIIaThl
nepcoHana

VYnpasiieHue BHEAPEHUEM MIPOTPaMM U MIPUHIIMIIOB CTaHIapTH3AIIH,



Heo0Oxoaumsie
YMEHUSA

YHU(pUKALKK, aBTOMAaTU3alUU IPOLECCOB YIPABICHUS MIEPCOHATIOM U
0e30MacHbIX YCIOBHM Tpyaa

Opranusanys MpoBeICHHs ayUTa U KOHTPOJUIMHTA B YIIPABICHUU
HEPCOHAIOM

ITocTanoBKa 3a1a4 PyKOBOJUTEISAM CTPYKTYPHBIX ITOAPA3ACIICHUMN,
OIpelIETICHUE MATEPUAIIBHO-TEXHUYECKUX PECYPCOB IS UX
BBIITOJIHCHUS

AHann3 0TYETHOCTH I10 YIIPABJICHUIO IIEPCOHAJIOM U BBIABJIICHHUC
PECYPCOB 10 YIYUIICHUIO ACATCIIBHOCTH OpraHru3alun

CornacoBaHue yciI0BUH 3aKIF0YAaEMbIX JOTOBOPOB 110 BOIIPOCaM
yIIpaBJICHUS IEPCOHAIOM

Opranu3zanys DpoBeJeHHS 3aKyIIOYHBIX IPOLEAYP [0 BOIIPOcaM
yIIpaBJICHUS IEPCOHATIOM U 0(hOPMIICHHUS COMTYTCTBYIOICH
AOKYMCHTAIUX 110 HUM

dopmupoBaHue OO KETa HA TIEPCOHAN, TEXHOJIOTHIA ayIuTa pabOThI ¢
MEPCOHAJIOM ¥ KOHTPOJUIMHI A

HpI/IMeHeHI/Ie K pa6OTHI/IKaM MCP IMOOHIPCHUA U AUCHUILIIMHAPHOI'O
B3bICKaHHUA

[Tpon3BOIUTE aHATIN3 JEATEILHOCTH 10 YIIPABICHUIO TIEPCOHAIIOM,
paspabaThiBaTh OKazarenu 3OPEKTUBHOCTH PaOOThI

cDOpMI/IpOBa.TI: IUTaHbI U MCPOIIPUATHA 110 YIIPABJICHUIO IIEPCOHAIIOM
PaccunteiBaTh 6IO,ZL)KCT B 001acTu YyIipaBJICHUA [ICPCOHAIIOM

OHpeI[eJ'ISITB 30HBI OTBETCTBCHHOCTHU pa6OTHI/IKOB 151 HOI[pEB,Z[GJICHPIfI,
CTaBUTh 3aJla41 PYKOBOJUTCIIAM nonpaweneﬁmﬁ u 00ecreunBaTh
PECYPChI I UX UCITOJIHCHUSA

KOHTpOHI/IpOBaTB N KOPPCKTHUPOBATH UCIIOJITHCHUC nopyquI/Iﬁ " 3a1a4

YrpaBnars 3¢ (HeKTUBHOCTHIO U BOBJICUEHHOCTHIO MTEPCOHANA,
JTUCIUTITMHON Tpy/a U cOOII0ACHIEM 0€30MacHBIX YCIOBUN Tpy/a

Bectu neperoBopsl 1o BOIpocaM COLUAIbLHOTO MapTHEPCTBA U
MIPEICTaBIATh MHTEPECH OPraHU3alMK B FOCYIapCTBEHHBIX OpraHax,
npodeccnoHaNbHBIX COI03aX U APYTUX MPEACTaBUTEIbHBIX OPraHax
pabOTHHKOB, U OPraHU3aAIUAX IO BOIIPOCAM IepcoHalIa

PaGorats ¢ nHGpOPMAIIMOHHBIMH CHUCTEMAMH U 0a3aMU JaHHBIX IO
BOIIPOCAM YIIPaBJICHUS [IEPCOHATIOM

[IpoBOANTH ayIUT U KOHTPOJUIMHT B 00JaCTH yIIpaBICHUS
[IEPCOHAIIOM

@opMHpOBAThH U IIPOBOIUTH COLUAIBHYIO IIOJUTUKY U COLIMAIIBHBIE
MIPOrpaMMBbI

Bectu neperoBopsl ¢ NOCTaBIIMKAMU YCIIYT 11O YCIOBHIM
3aKJII0YaEMBIX JOTOBOPOB

[Tpon3BoOANTH 3aKyMOYHBIE POLEAYPHI, 0GOPMIIATH U AaHATU3HPOBATH
3aKyINOYHYIO JOKYMEHTALUIO



Heo0Oxoaumsie
3HAHUA

Co0roaTh HOPMBI ATHKH JIEJIOBOTO OOIIECHHS

MerToab! ynpaBieHus pa3BUTHEM U Y3PHEKTUBHOCTHIO OpPraHU3alIlH,
METO/Ibl aHAJIM3A BBIIOJIHEHUS IUTAHOB U ITPOTPAMM, OTIPEIEIICHUS X
HKOHOMHYECKOH 3P (PEKTUBHOCTH

Opranuzanus ynpaBjieHUs] pa3BUTHUEM OpPTaHHU3alUN

Teopuu ynpasieHus OpraHu3alrei, OJUTUKA U CTPATErus
yYIpaBJICHUS IEPCOHATIOM

Mero/p! aHaNM3a BHIIOTHEHHS TUIAHOB | 33714, ONIPECTICHUS HX
HKOHOMHYECKOH 3P (PEKTUBHOCTH

MeToabl OIIEHKH, Pe3yIbTaTOB U YPPEKTUBHOCTH TPy
MeTobl BHEPEHUS CUCTEMBI YIIPABJICHHUS IEPCOHATIOM
OcHOBBI PabOTHI O MTPOGHOPUEHTALTUT

MeToauky IIaHUPOBAHMSI U TPOTHO3UPOBAHUS IOTPEOHOCTH B
IepcoHaie

Lenu, cTparerust pa3BUTHS U OM3HEC-TIIAaH OPTaHU3AIUH

Teopuu u MeTo1b1 POPMUPOBAHUIO OpEHIa OPraHU3ALNN
TpeboBanust oxpaHbl U O€30MACHBIX YCIOBHM Tpyaa

MeTtoauku pa3pabOTKU ¥ BHEIPEHHUSI TIOKAIbHBIX HOPMAaTHUBHBIX aKTOB

ITopsaok 3aKIIFOYEHNS TPYIOBBIX 1O0IOBOPOB, PEryJIUPOBAHUS
TPYZIOBBIX CIIOPOB

OCHOBBI COLIMOJIOTUH, TICUXOJIOTUH, SKOHOMUKH TPYAa U YIPaBICHUS
COLIMAJIBHBIM Pa3BUTHEM OpraHU3aLUU

MeTo/16I TPOBEIEHUS COLIMOJIOTMYECKUX UCCIIeIOBAHUHN, U3YyUCHHS
0OIIIECTBEHHOTO MHEHUS

Texnomorun MPOBCACHUA ayJUTa U KOHTPOJUIMHIA B YIPAaBJICHUA
nepcoHaioM

[Topsmox mpoBeAeH s 3aKyTIOYHBIX MPOIIETYp U 0hOpMIECHUS
CONYTCTBYIOIIECH JOKYMEHTAIUU

TexHomoruu, craHaapTU3AIMs, YHU(PUKAIHS, aBTOMATH3AIUS
MPOLIECCOB YIIPABJICHUS [IEPCOHAIIOM

CrpykTypa opranuzanuu

TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI, COACPKAITUE HOPMBI
TPYZIOBOTO TIpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IaTEIILCTBA U HOPMATHBHBIEC MIPABOBHIC
akTel Poccuiickoit @enepanuu, B 4aCTH BEACHUS JOKYMEHTALIUU 10
MepcoHany

OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepanu
OCHOBBI MUTPALIMOHHOTO 3aKOHOJATENbCTBA Poccuiickon
®denepanivu, B 4aCTU MPUBJICUCHUS U TPYIOYCTPONCTBA HHOCTPAHHBIX
rpakJaH U JinIl 0e3 rpakIaHCcTBa

OCHOBEI AIMUHHUCTPATUBHOI'O 3aKOHOJATCIBCTBA B obnacTu



yHrpaBJICHHUA IIEPCOHAIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIMI]

3axoHogarenscTBO Poccuiickoit deneparuu o nepcoHalbHbBIX
JAHHBIX

[Topsanok 3aki0ueHus 10rOBOPOB (KOHTPAKTOB)
JlokanbHble HOPMAaTUBHBIE aKThl B 00JIACTH yIPaBJICHUSI IEPCOHATIOM
Hopw™mbl aTukH nenoBoro oomeHus

ba3oBbie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE TIOCTPOCHHE
MH(OPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHI C HUMH

Apyrue i
XapaKTePUCTHKU
3.8.3. TpynoBasa pyHKLUA
AJIMUHHUCTPUPOBAHUE MPOIIECCOB U
[[(f[K MeHTOrz)Gr()) 0Ta 1o . Y POBCHE
Hanvenosanue "> p Kox H/03.7 (moxypoBeHb) 7
CTpaTErnueCcKOMy yIPaBICHUIO
KBaTH(UKALTII
MIEPCOHAJIOM OpraHU3AINH
IIpoucxoxnenne
. 3auMCTBOBAaHO
TPyZIOBOH Opurunan X
U3 OpUTrHUHAJIa
byHKIIUN
Kox Perucrpanuonssiii HOMEp
npodeccuoHalIbHOTO
OpUrMHazia
cTaHjapra
AHanu3 IpoIeccoB JOKYMEHTO000pOTa, JIOKATbHBIX JOKYMEHTOB IO
BOIIPOCAM YITpaBJICHUS IEPCOHATIOM, OM3HEC-TIPOIIECCOB
OpraHu3aliy, YAOBJIETBOPEHHOCTH NIEPCOHANA
JlokyMeHTarmoHHoe 0(hopMIIEHHE PE3YIbTaTOB YIIPABICHUS
MIEPCOHAJIOM, €T0 ay/IuTa, PabOoThl CTPYKTYPHBIX MOJIpa3ieIeHUI
JIOKyMEHTaIlMOHHOE ¥ OPTaHU3AIMOHHOE COMTPOBOK/ICHNE
CTPaTEernuecKoro yrnpaBIeHHs IEPCOHATIOM U pabOThI CTPYKTYPHBIX
Mopa3IeICHUI
TpymoBsie [ToaroToBKa MpEIIOKEHUH IO PA3BUTHIO CUCTEM YIIPaBICHUS
S — MIEPCOHAIIOM, 110 HEOOXOAMMBIM KOPPEKTUPYIOLTUM H MPEBEHTUBHBIM

MepaM U O MOBBILIEHUIO 3PPEKTUBHOCTH paObOThI CTPYKTYPHBIX
MIOAPAa3ACIICHUN

KoHTpob nporeccoB B 00J1aCTH yIIpaBlIeHHs IEPCOHATIOM U pabOTHI
CTPYKTYPHBIX MOJIpa3fiesieHui, CpaBHEHUE U aHaJIN3 IIPOLIECCOB,
PE3yJIBTAaTOB YIPABIEHYECKUX MEPOIIPUATHI, ONpeaeICHUE
(bakTOpOB, BHI3BIBAIOIINX OTKJIOHEHUE OT IJIAHOBBIX MTOKa3aTenen

CornacoBaHue U KOHTPOJIb JOTOBOPOB 110 BOPOCAM U CUCTEMaM
CTPaTErnuecKoro yIpaBIeHHs IEPCOHATIOM U paboTe CTPYKTYPHBIX
noJipa3/iesieHui, Opranu3aus Ipoueayp o uX 3aKJIF0UEHUI0



Heo0Oxoaumsie
YMEHUS

Heo0Oxoaumsie
3HAHUSA

HO,HFOTOBKa PE3YIBTATOB aHAJIM3a COOTBETCTBUA OpraHU3aluu U
OIINIAaThI TpyAa NEpCOHalIa YCIICITHBIM KOPIIOPAaTUBHBIM ITPAKTHUKaM

Brimonnenue TpeboBaHuil o XpaHeHU0 HHGOPMAIUU O pe3yabTaTax
JIEUCTBUSI CUCTEM CTPATETHUYECKOTO YIPaBJICHUS IEPCOHATIOM U
paboThI CTPYKTYPHBIX MOJIpa3AeeHUu

AHanu3upoBath, pa3padaTbiBaTh U 0POPMIIATH JOKYMEHTHI I10
npoleccaM U pe3ysbTaTaM yIpaBJIeHUs TIEPCOHAIOM U paboTe
CTPYKTYPHBIX MOJIpa3/iesieHuit

HpI/IMeHHTB MCTOABI aHAJIM3a 6I/I3HCC-HpOHCCCOB OpraHu3anun

Onpenenars nporpaMMbl JOCTUKEHHUS LIeJIEH U PELIeHUs 3a1a4
MOoApa3IeICHUIM

IIpoBONTE ayAUT CUCTEMBI YIIPABJICHUS IEPCOHAIIOM
IIpoBOUTH KOHTPOJUIMHI CUCTEMBI YIIPABJICHUS IEPCOHATIOM

KonTponupoBars 010/KET Ha IEPCOHAI M YIIPABJIEHUE pacXoJaMH Ha
nepcoHail

OpFaHI/ISOBBIBaTB COIIPOBOKIACHHUEC IOTIOBOPOB I10 BOIIPOCaAM
YIpaBJICHUA IIEPCOHATIOM, BKIIIOYaA MPCABAPUTCIILHBIC ITPOLCAYPHI IO
HUX 3aKII0OYCHUIO

OpFaHI/ISOBBIBaTB 3aKYIIOYHBIC TTPOLCAYPHI, O(bOpMJ'IHTB u
AHAJIM3UPOBATH 3aKYINOYHYIO JOKYMCHTAIUTO

KoHTposmpoBaTe 1 aHAIM3UPOBATh BOIPOCHI COLUAILHOTO
MapTHEPCTBA, JOTOBOPBI IOCTABIIUKOB YCIYT

IIpoBOAUTE MEPETOBOPHI U IPEACTABIIATH HHTEPECHI OPraHU3aLIMHU B
rOCYJapCTBEHHBIX OpraHax, Mpo(ecCHOHaIbHBIX COI03aX U IPYTUX
MPEICTaBUTENbHBIX OpraHax paOOTHUKOB U OPTaHU3AIHIX IO
BOITPOCAM IepCOHaNA

Bectu nenoByro nepenucky

Pabotath ¢ nH(DOpPMAIITMOHHBIMUA CUCTEMAaMH U 0a3aMH JTaHHBIX 110
MEepPCOHAIly, CHCTEMaM YIIPABJICHUs IEPCOHATIOM U OpraHu3aluu
JeSATeTLHOCTH CTPYKTYPHBIX TOIpa3ieTIeHUI

OGecneunBaTh KaIPOBOE ICTOMPOU3BOICTBO U JJOKYMEHTAITMOHHOE
COTIPOBOKACHHE MPOIIECCOB 10 YIPABJICHUIO MIEPCOHATIOM U paboTe
CTPYKTYPHBIX TTOApPa3AeICHUN

Oprann30BbIBaTh XPAaHEHHUE TOKYMEHTOB B COOTBETCTBHUH C

TpeOOBaHUSMU TPYIOBOTO M aPXUBHOTO 3aKOHO/IaTEIHCTBA
Poccuiickoit denepanyu u J0KaJIbHBIMA AKTaMH OpraHU3aluN

Co0mro1aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

KopnopatuBHas KyJibTypa, conuaibHas MOJIUTUKA, CUCTEMBI
MOTHUBAIMH U YP(EKTUBHOCTH YIPABIEHUS IEPCOHATIOM

MerToap! ynpaBieHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3allly,
METO/Ibl aHAJIN3a BHIIOJTHEHHS TUIAHOB M IPOTPaMM, OIIPEACTICHUS HX
HKOHOMHYECKON AP PEKTUBHOCTH



MGTOI[BI IMPOBEACHUA ayJuTa, KOHTPOJIA OIICPAaTUBHBIX
YIIPaBJICHUYCCKHUX IIPOUECCOB, CONUOJIOTHUICCKUX I/ICCJ'IeI[OBaHI/Iﬁ

busHec-m1an u 6M3HeEC-MpoIecCchl OpraHu3aluu
BbromxeTHOE POEKTUPOBAaHKE
OpranuzanoHHOE TPOEKTUPOBAHKE

@DopMbl, METOBI U CUCTEMbI MAaTEPUAIBHOTO U HEMATEPUAIbHOTO
CTHMYJIMPOBAHU TPYZAa MEpCOHATA

CucTeMbl cTaHAapPTOB 1O OU3HEC-TIpolieccaM, Ipodeccusm
(cTIenMabHOCTSIM ), HOPMBI TPYa

MeTobl aHaIM3a KOJIMYECTBEHHOTI'O M KAYECTBEHHOI'O COCTaBa
nepcoHasa

KaznpoBast monuTHKa opraHu3anuu

[Topsimokx hopmupoBanus, BeneHUs OaHKa TaHHBIX U TPETOCTABICHHS
OTYETHOCTH IO CHCTEMaM YIpaBJIEHUs IEPCOHAIIOM U paboTe
CTPYKTYPHBIX TIOJpa3IeICHIH

OCHOBBI JOKYMEHTAIITMOHHOTO 00ECTIeUeHHSI, TOPSIOK 0(hOPMIICHUS
JIOKYMEHTOB, ITPEJIOCTaBIISIEMbIX B TOCY/1aPCTBEHHBIE OPIaHbl,
poQeCCHOHAIIBHBIE COI03bI, OOIIECTBEHHBIE OPraHU3AINH

Llenu u cTpaTerus pa3BUTUS OPTaHU3AINH

[Topsiiok poBeeHNs 3aKyMOYHBIX MPOLEAYP U 0hOpMIICHHUS
COITYTCTBYIOIIEH TOKyMEHTalluu

HopmatuBHBIE IPaBOBBIE aKThl, PETYIUPYIOIIKE MTpaBa U 0053aHHOCTH
rOCyJapCTBEHHBIX OPTaHOB M OPTaHU3AINH IO MTPEOCTABICHUIO
YYETHOH TOKyMEHTalluu

CrpyKkTypa opraHM3aluy 1 BaKaHTHBIE IOJDKHOCTH (podeccun,
CHEINaIbHOCTH)

TpymoBoe 3aKOHOAATENBCTBO U HHBIE aKThI, COJIEPIKAIIIE HOPMBI
TPYZOBOTO IpaBa

OCHOBBI apXUBHOT'O 3aKOHOJIATENbCTBA 1 HOPMATHBHBIE IPABOBbIE
akTel Pocculickoit @enepanyiv, B 4aCTH BEJICHUS TOKYMEHTALUHU 10
HepcoHary

OcCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OCHOBBI MUTPALIMOHHOTO 3aKOHO1aTenbcTBa Poccuiickoit denepanumy,
B YaCTH MPUBJICYEHUS U TPYAOYCTPONCTBA HHOCTPAHHBIX TPAXKJIaH U
nu1 6e3 rpaKIaHcTBa

OCHOBEBI AIMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obiactu
YIpaBJICHUA IIEPCOHATIOM U OTBECTCTBCHHOCTH JOJDKHOCTHBIX JIWI]

3akoHoatenbcTBO Poccuiickoi denepannu 0 MepCOHATBHBIX JaHHBIX

JlokasibHbIE HOPMATHUBHBIE AKTHl OPraHU3AIMK B 00JIACTH YIPABICHUS
MEPCOHAIIOM

[Topsiiok 3aKiII0UEHUsI IOTOBOPOB (KOHTPAKTOB)



Hopwmpl 3THKH 1€7I0BOTO OOIICHUS

Bba3oBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MOCTPOCHUE
MH(POPMALIMOHHBIX CUCTEM U 0COOEHHOCTH pabOThl ¢ HUMU

HApyrue
XapPaKTCPUCTHKHU

IV. CBepgeHuMA 06 opraHusaumax - paspabdborTumkax
npodeccMoHanbLHOro craHgapTa

4.1. OTBeTCTBEHHasa opraHusaumsa-paspadboTymk

Oo6mmepoccuiickoe o0beuHEeHNE padoTonateneii "Poccuiickuii CO03 MTPOMBINITICHHUKOB
U npeanpuHumaresneit”, ropoqx Mocksa

HcrionHUTENBHBIN BUIIE-TIPE3UICHT Ky3pmun JImutpuii Bnagumuposuu
4.2. HanmeHoOBaHNA opraHM3auun-paspadboTynkoB

1 AHO "HamuonanbHO€ areHTCTBO pa3BUTHs kBanudukaimii", ropog Mocksa

Acconmanus (Coro3) "Acconualiys KOHCYJIBTaHTOB 110 OI00PY MepcoHana", ropoa
Mocksa

\9)

I'pynna HeadHunter, ropoy Mocksa

3A0 "KPOK MTHKOPIIOPEMTE], ropox Mocksa
WNndpopmanmonHo-ananutudeckuii uentp "Kangpossriit Jo3op", ropoag Mocksa
MI'O "OITIOPA POCCHUH", ropog Mocksa

MesxayHapoHast acCOIMAIUS IeTIOBOTO COTPYTHHUECTBA, TOpoa MockBa
HOUY AITO "NuctuTyT npodeccuoHaabHOro Kajaposuka', ropos Mocksa

O 0 9 N L W

HII "Accommanusa EBponetickoro 6uszHeca", ropox Mocksa
10 HIT "BKK - HanmonanbsHBIHM cOt03 KaJIpoBUKOB", Topos; MockBa
11 HIT "Mexnynaponnsiii anbsiHe "Tpynosas murpanus', ropoa Mocksa

HIT "HarmmonanpHast acconuarusi OPUCHBIX CIEIUATUCTOB U aIMUHUCTPATUBHBIX
paboTHuKOB", Topor MockBa

13 HIT MHO "Accounanus menenxepoB Poccun", ropon Mocksa

HIT CYPD "HaumonaneHast koHpenepanus "Pa3Butue yenoBeueckoro kanurana'",
ropoa Mocksa

15 OAO "BJJHX" (I'AO BBII), ropox Mocksa

16 OAO "T"azmipom HedTh-HoBocHOUpck", Topon HoBocubupck

17 OAO "OObeanHEHHAs CyIOCTPOUTENbHAS Kopriopamus'", ropoa MockBa

18 OAO "PXX/I", ropon Mocksa

19 OAO "Caxanun Duepxu MaBectment Komnann", ropoa FOxxuno-CaxanuHck
20 OAO "Tatuedts" umenu B./l. [lammna, ropon Kazans



21 OAO "Hayuno-npou3BojicTBeHHOE 00beauHenue "Hayka", ropoq Mocksa
22 000 "LG Electronics Rus", ropon Mocksa

23 OO0 "busnec [Icuxomorn SHL Russia & CIS HIT", ropox Mocksa

24 OO0 "UT-CK", ropog Mocksa

25 000 "Jykonn-Uuxunupusr", ropog Mocksa

26 OO0 "OKB 3enut", ropog Mocksa

27 000 "Ilerpoauym Tpeiinunr", ropog Mocksa

28 00O "Tomurpad-3amura", ropog Mocksa

OO0 "Lentp kaapoBsix TexHonorui - O0yuenue. CraxupoBku. TpynoycTpoiicTBo",
ropoa Mocksa

Poccuiickoe mpencraButenbetBo "Coleman Services UK" ("Koynman Cepsucus"),
ropoa Mocksa

31 Toproso-nipomsiiieHHas nanata Poccuiickoit denepaunu, ropog Mocksa
OI'BOY BIIO "MockoBckuii rocyjapcTBEHHbIN yHUBEpcUTeT UMeHU M. B.
Jlomonocosa", I1Ikona nupekropa o nepcoxany, ropog Mocksa

33 ®I'bOY BIIO MCY, ropox Mocksa

34 ®T'BOY BITO MB3CH, ropoa Mocksa

OI'bOY BIIO Cubupckuii rocy1apCTBEHHBIH YHUBEPCUTET ITyTel cOOOIEeHUs
(CI'VIIC), ropon HoBocubupck

OI'BY "HayuyHo-uccienoBaTenbCKUil HHCTUTYT TPY/la U COLUATBHOIO CTPAXOBaHUS"
36 MunucTEepCcTBa TpyJa M COMAIbHON 3amuThl Poccuiickoit denepanuu, ropos
Mocksa

32

35

37 ®I'VII "Iloura Poccun", ropon Mocksa
38 ®K "VYpancub", ropox Mocksa

1 o < o
OO61epoccuiickuii KiracCU(pUKaTOp 3aHATUH.
* O61epoccHiickmii Knaccu(PUKATOp BUIOB SKOHOMIUECKOH eATETbHOCTH.

3 Enunbril KBanupUKaIMOHHBIN CIIPABOYHUK JOKHOCTEH pYKOBOIUTENEH,
CIIELIMAIIMCTOB U JPYTUX CIYKAIIHUX.

4 o o o o
O6mepoccutickuii kinaccupukaTop npodeccuii pabounx, T0HKHOCTEH CIYXKaITUX U
Tapu(HBIX pa3psaoB.



