Ipogpeccuonanvrviii cmanoapm
Cneyuanucm no ynpasneHuto nepcoHaiom
(yms. npuxazom Munucmepcmea mpyoa u coyuanvrou 3auwumsl P® om 6 okmsaops 2015 2. N 691n)

1. Obwue ceeoenusn

[-=-mmmmme \
Ynpaenenue nepconanom opeanuzayuu | 07.003 |
\-mmm e /
(HaumenoBaHue 81U0aA NPOPecCUOHATLHOL OessmeabHOCU) Koo

OcnosHas yenv auoa npogpeccuonanrbHol 0esimeabHOCIL:

Oo6ecneueHue >3pGeKTUBHOrO (QYHKIIMOHUPOBAHUS CUCTEMbI YIIPABJICHHS MIEPCOHATIOM TSI TOCTHIKCHUS TSIk
OpraHu3aluu

I'pynna 3auamuii:

1232 PykoBonuTenu nonpasaenenuii (ciayx0) 2412 CrienmanucTsl 1o KajapaM u
yIpaBlieHHs KaJpaMH U TPYAOBBIMU npoQoprUeHTALIIH
OTHOILICHUSAMHI
3423 CrienmanucThl KaJIpOBbIX CITYKO M YIpeKIeHUH |- -
3aHSTOCTH
(xonm *(1)) (HanMeHoBaHMe) (ko OK3) (HanMeHoBaHME)

Ommuecenue k 6UOAM IKOHOMUYECKOU OEsIMebHOCIIL:

78.30 JesTenbHOCTh TI0 TOI00PY TIepCOHaa mpoyast

(xom *(2)) (HaMMEHOBaHKE BHJIa SKOHOMUYCCKOM JICSITSILHOCTH )

1. Onucanue mpy0oswix QyHKYutl, 6X00AUUX 8 NPOPECCUOHATLHBIL CMAHOApM (DYHKYUOHANbHASL KAPMA 6U0A
npopeccuonarbHol 0esimenbHoCmu)

O060011IeHHBIE TPYAOBbIC (DYHKITUH Tpynosble GyHKIIUN
KOJT HaMMEHOBaHHUE yYpOBEHb HalMEHOBaHHUE KOJI YpOBEHb
KBaIM(DUKAIIAN (TomypOoBeHB)
KBaITM(hUKAIIUU
A JlokyMeHTaImoHHOe 5 Benenue opranu3aiioHHON U A/01.5 5
obecrevyeHne pacrnopsiAuTeNbHON
paboThI ¢ JIOKYMEHTAIMH TI0 TIEpCOHAITY
TIepcoHaIOM Beienue ToKyMeHTAIMH 110 A/02.5 5
YUETY U JBIKEHHIO KaJpOB
AnmuHuctpupoBanue mnponeccos|  A/03.5 5
1 JIOKyMEHTO000pOTa TI0 yUETY U
JIBIDKEHUIO KaJ[POB,
NPEJCTABICHUIO IOKYMEHTOB I10
MEPCOHANY B FOCY/IapCTBEHHbBIE
OpraHsbl
B JlesiTeNbHOCTD 110 6 COop uHbpopmanmu o B/01.6 6




o0ecIIeYeHU IO
MIEPCOHAIIOM

MOTPEOHOCTSIX OPTaHN3ALINHU B
nepcoHae

[Mouck, npuBieUeHUE, TOAO0P U
oTOOp TepcoHana

B/02.6

AJIMUHUCTPUPOBAHUE MPOIIECCOB
1 JIOKyMEHTO000pOTa
o0ecrieyeHus MepcoHaIoM

B/03.6

JlesTenpbHOCTh 110
OLICHKE U
aTTecTaluu
nepcoHana

OpFaHI/I?)aHI/Iﬂ " IPOBCACHUC
OIICHKHU I€pcoHalia

C/01.6

OpI‘aHI/I?)aHI/I}l " IPOBCACHUC
arTecTanru rnepcoHalia

C/02.6

AJIMUHUCTPUPOBAHUE MPOIIECCOB
U IOKYMEHTO000pOTa IIpH
MPOBEICHUH OLIEHKH U
aTTeCTalluy TIepCOHaa

C/03.6

JlesTenbHOCTh 10
pa3BUTHUIO
nepcoHana

Opraam3aius 1 IpoBeIecHHE
MEPOIPUATUI 110 PA3BUTHIO U
MOCTPOCHUIO TPO(HECCHOHATBHOM
Kapbephl MepcoHaa

D/01.6

Opranunzanust 00yueHus
HepcoHaa

D/02.6

Opranuzanus aganTaiui u
CTaXKUPOBKH MEPCOHAIIA

D/03.6

AMUHUCTPUPOBAHHE ITPOLIECCOB
1 JIOKyMEHTO000pOTa TI0
Pa3BUTHIO U IPO(ECCHOHATBHOM
Kapbepe, 00yUYCHHIO, aJanTaluu
U CTQXXHPOBKE IIepcoHaa

D/04.6

JlesTenbHOCTD 10
OpraHM3aIiy TPyia
" OIIATHI
nepcoHasna

Opranuzanys Tpyzaa nepcoHana

E/01.6

Opranuzanyst orIaThl Tpyaa
nepcoHana

E/02.6

AMUHHUCTPUPOBAHHE ITPOLIECCOB
1 JIOKyMEHT0000poTa 0
BOIIPOCaM OpraHu3alyy TpyJa u
OIJIaThl IEpCOHaIA

E/03.6

JesitenbHOCTD IO
OpraHu3anuu
KOPIIOPaTUBHOU
COLIMAJIbHON
MTOJTUTHKHU

Pa3paboTka KopriopaTUBHON
COLIMAJILHOHN ITOJIUTUKU

F/01.6

Peanuzanust kopriopaTtuBHON
COLMAJILHON TTOJINTHKH

F/02.6

AJMUHUCTPUPOBAHHE ITPOLIECCOB
U IOKyMEHTOO00pOTa 10
BOIIPOCAM KOPIIOPAaTUBHOM
COLIMAJIbHON MOJIUTHKH

F/03.6

OnepannonHoe
yIpaBJieHHE
HEPCOHAJIOM U
HOJpa3 eI HUEM
OpraHM3alnn

PazpaboTka cuctembl
ONEPALMOHHOTO YIPABICHUS
MIEPCOHAIIOM U PAOOTHI
CTPYKTYPHOT'O TOJIpa3AeTIeHHS

G/01.7

Peanuzanus onepaiimioHHOTO
YIPaBIEHUSI IEPCOHAIOM U
paboThI CTPYKTYPHOTO
MoIpa3AeICHHS

G/02.7

ATMUHUCTPUPOBAHHE ITPOLIECCOB

G/03.7




1 JOKYMEHTO000pOTa TI0
OTIEPAIIMOHHOMY YIIPABICHUIO
MIEPCOHAIIOM U paboTe
CTPYKTYPHOT'O TIOIpa3aeicHus

H Crparermdeckoe
yIpaBJICHHUE
MePCOHAIIOM
OpraHu3aryu

Pa3paboTka cucTemsI H/01.7 7
CTPATErHyeCcKOro yrpaBICHUS
MEPCOHATIOM OpTraHU3aINH

Peanusanusa cucteMsl H/02.7 7
CTPATETHUECKOTO YIPABICHUS
[IEPCOHAIOM OpraHU3aI[|H

AnmunuctpupoBanue mponeccos| H/03.7 7
U IOKyMEHTOO00pOTa 10
CTPaTErM4eCKOMY YIPABICHHIO
HEPCOHANIOM OpraHU3aIHN

11I. Xapaxmepucmuka 0000uenHbIx mpyoosvix (yHKyuLl

3.1. Obobwennas mpyoosas pynkyus

Haunmenoanue | JlokyMeHTallmoHHOE oOectieueHre padoThI C Kon A |YpoBeHb 5
HIEPCOHATIOM KBaJIN(UKALIH
IIpoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001ICHHOH TPYI0BOT OpHUTHHAJIA
(hyHKIUH
Kon Perucrtparmonnsrit
OpHTHHAIIA HOMEp
po(hecCUOHATBHOTO
CTaHaapTa
Bo3mosxHbIE CrenuanmcT 1o KaJpoBOMY JIEJIONPOU3BOICTBY
HaWMEHOBAHUS CrenuanmcT 1o JOKyMEHTalMOHHOMY 00€CIIeUeHHIO padOTHI ¢ TIEPCOHAIIOM

JoJpKHOCTeH, ipodeccuii | CrienUaircT 1Mo JIOKYMEHTAIIHOHHOMY 00eCTIeueHHIO TIepcoHaa

CrenuanucT 1o mepcoHamy

TpeboBanus k Cpennee npodeccruoHanbHOE 00pa3oBaHue - IPOrpaMMa IOATOTOBKH CHELUAINCTOB
00pa30BaHMIO U 0OYUEHHIO | CPETHETO 3BEHA

JlononHuTenbHOE MPO(heCCHOHATBHOE 00pa30BaHUEe - TPOTPAMMBI
npodecCHOoHANBEHON TTEPEeTOArOTOBKH, IIPOTPaMMBbI MTOBBIIIIEHHS KBaTH(QUKaIIH

TpeboBaHus K ONBITY -
HPaKTHYECKON PaboThI

OcoOpblIe ycoBust IOIycKa
K padote

Hpyrue -
XapaKTepPUCTUKU

ﬂOl’lOJlHumefleble xapakmepucmuku

HanmeHnoBanue JokymeHTa Kon HaunmenoBanue 6a30Boii rpyIb, TOIHKHOCTH (Ipodeccu)
WIN CHIEUUAIBHOCTH
OK3 2412 CrienquaiarcThl IO KajpaM U poGopUeHTANN
3423 CrienMaancThl KaJAPOBBIX CIYXKO M yUpekKIeHUH 3aHATOCTH




EKC*(3)

- CrenuamcT 1o Kajapam

- HNucnekrop no xkajapam

*(4) 27755 DKOHOMHUCT TI0 TPYIY
22956 WHcnexTop 1o Kajapam
3.1.1. Tpyoosas gpynxyus
HanmenoBanwne | Benenne opraHn3aiiOHHON U Kon A/01.5 | YpoBeHb 5
PaCTOPSIUTENBHON IOKYMEHTAIUH T10 (TOypOBEHB)
repcoHay KBaJH(pUKALUH
IIpoucxoxaeHme Opurnaan X 3auMCTBOBAHO W3
TPYIOBOH (DYHKITUH opUruHana
Kon PeructparimoHHsiii Homep

opurnHana  npo(eCcCHOHAIBHOTO CTaHAAPTA

Tpynoseie neicTBys

Heo0Oxoaumbie yMeHUs

HeoOxomuMble 3HaHUS

O6paboTka 1 aHATU3 MTOCTYMAIOIICH JOKYMEHTALIMH T10 TIEPCOHATY

Pazpabotka 1 oopmieHne TOKYMEHTAIMHU TI0 TIepCOHay (IEPBUYHOM, YIETHOH,
IUTaHOBOH, O COLMAILHOMY 00€CIICUEHHI0, OPTaHU3aLMOHHON, PACTIOPSAUTEIILHON )

Perucrpansi, yder u Texyliee XpaHeHHEe OpraHU3alMOHHON U paciopsAUTeIbHON
JOKYMEHTAIIUH IO [TePCOHAITY

Pa3pa6aTbIBaTb IMPOCKTHI OPraHU3ALMOHHBIX U PACTIOPAAUTCIbHBIX JOKYMCHTOB I10
HepcoHaly

O opMIISITh TOKYMEHTBI B COOTBETCTBUH C TPEOOBAHUSIMH TPYAOBOTO
3aKoHonatenbcTBa Poccuiickoit denepanuu U J0KalIbHbIMA HOPMATUBHBIMU aKTAMHU
OpraHu3anuu

Bectu yuer u peructpaimio JOKyMEHTOB B MH()OPMAIIMOHHBIX CUCTEMax U Ha
MaTepUalbHbIX HOCUTEISAX

OpI‘aHI/ISOBbIBaTB XpaHCHHUEC TOKYMCHTOB B COOTBETCTBHUHU C TpGGOBaHI/ISIMI/I
APXHUBHOT'0O 3aKOHOAATCIILCTBA Poccuiickoi @ez[epauml " JIOKaJIbHBIMHA
HOPMATHBHBIMHU aKTaMH OpraHu3aliunu

AHaJ'II/ISI/IpOBaTB JOKYMCHTBI 1 IEPEHOCUTH HHq)OpMaHH}O B 0a3bl JaHHBIX U OTYCTHI

BhIsIBASTH OMIMOKY, HETOYHOCTH, UCIIPABJICHUS U HEJIOCTOBEPHYIO HH(OPMAIIUIO B
JIOKYMEHTaX, OMPEAENATh JIETUTUMHOCTb JOKYMEHTOB

Paborath ¢ nH()OPMAIMOHHBIMUA CUCTEMaMHU M 0a3aMH JIAHHBIX 110 BEJICHHUIO yUeTa,
JBW)KEHUIO IEpCOHaa

Co0uro1aTh HOPMBI STHKH JIEJI0BOTO OOIIEHUS

[opsinox odopmiieHns, BeIeHHS U XPaHEHHUs JOKYMEHTOB T10 IEPCOHATY

HOpSIILOK yueTa ABUIKCHUA KaIPOB U COCTABJICHUS YCTaHOBﬂeHHOﬁ OTYETHOCTHU

OcCHOBEI I[OKYMeHTOO60pOTa " JOKYMCHTALIMOHHOI'O obOecrieucHuUs

TexHosmornu, METOIbl U METOAMKHU IIPOBEICHHUS aHAIN3a U CUCTEMAaTU3aLu1
JOKYMEHTOB U MH(MOpMaIuu

[Topsimox pacuera craxa, JIbrOT, KOMIIEHCAINH, O(hOpMIIEHHS TTEHCHI paOOTHUKAM

CtpykTypa opraHu3annuu

TpymoBoe 3aKOHOIATEIHCTBO U MHBIE AKTHI, COIEPIKAIINE HOPMBI TPYIOBOTO MTpaBa

OcCHOBBI APXVWBHOI'O 3aKOHOAATCJIbCTBA U HOPMATHBHBIC ITPABOBBIC aKThI
Poccuiickoit CDe/:[epauI/m, B 4aCTH BCACHUA JOKYMCHTAILIUU I10 MEPCOHATY

3akoHoaatenscTBO Poccuiickoit denepauu 0 NepCoOHANbHBIX TaHHBIX




Hpyrue xapakTepucTuKu

JlokanmpHBIE HOPMATHUBHBIE aKTHl OPTaHU3AINH, PETYIUPYIONINE TOPSIOK
0o OpMIIEHUS paCTIOPSIUTENBHBIX U OPraHU3AIMOHHBIX JIOKYMEHTOB I10 TICPCOHATY

HOpMBI OTHUKHU U ACTIOBOTO O6H_ICHI/I$I

bazoBbie 0OCHOBBI HHPOPMATHUKH, CTPYKTYPHOE MOCTPOCHUE HHPOPMAIIHOHHBIX
CHUCTEM M OCOOCHHOCTH PabOTHI ¢ HUMU

3.1.2. Tpyoosas ¢hynxyus

Hanmenoanue | Benenue 1okyMeHTaIMy Mo yueTy U Kom | A/02.5 |YposeHs 5
JBIDKCHHIO KaJpOB (TomypoBeHb)
KBaTHU(UKAITHH

[Ipoucxoxnenue Opurunan X 3aMMCTBOBAHO M3

TPYAOBOH (PYHKIUH opUruHaa

Kon Peructpanmonnsliit
OpuruHaua HOMED
npoQecCHOHANTBLHOTO
CTaHjapTa

TpynoBeie neicTBUA

[ToaroroBka NpoeKToB JOKYMEHTOB 110 MPOLEAYypaM yIpPaBJICHUs [IEPCOHAIOM,
YUeTY U ABMKCHMIO IIepcoHalia

OpFaHHSaHI/IH CUCTEMBI IBVOKCHUS JOKYMEHTOB I10 IEPCOHATTY

COop 1 IpoBepKa JTMYHBIX JOKYMEHTOB paOOTHHKOB

[ToxroroBka 1 oopMIICHHUE TI0 3alIPOCy PAOOTHUKOB U JIOJDKHOCTHBIX JIUI] KOIIUH,
BBITMKCOK U3 KaJJPOBBIX JIOKYMEHTOB, CIIPABOK, HH(POPMAIIMK O CTaXKe, JIbrOoTax,
rapaHTHUsIX, KOMIICHCAITUSIX U MHBIX CBEJCHHUI 0 pabOTHHUKAX

Brinagya paboTHHKY KaZpOBBIX JOKYMEHTOB O €r0 TPYAOBOH EATEIbHOCTH

I[OBQIL@HH@ A0 CBCACHU: IICPCOHAJIAa OPTraHU3AMUOHHBIX, PACTIOPAAUTCIIbHBIX U
KaZApOBbIX TOKYMCHTOB OpraHn3aluu

Benenne ydera pabodero BpemeHH pabOTHUKOB

Perucrparus, yuet, onepaTUBHOE XpaHEHHE JOKYMEHTOB 110 TIEpPCOHATY,
MOJIFOTOBKA K CJlaye UX B apXUB

Heo0xoumbie yMeHUs

PazpabatbiBaTh POEKTHI KaAPOBBIX JJOKYMEHTOB

O opMIIsTh KaJIPpOBBIE JOKYMEHTBI B COOTBETCTBUHU C TPEOOBAHUSIMU TPYIOBOIO
3aKoHonarenbcTBa Poccuiickoil denepanuu v J0KaIbHbIMA HOPMATUBHBIMU aKTaMHU
OpraHu3alu

BecTu yuer u peructpanmio KaJapoBbiX JOKYMEHTOB B MHPOPMAIMOHHBIX CHCTEMAX
Y Ha MaTEPHAIIbHBIX HOCUTEIISAX

OpFaHI/I3OBBIBaTB XpaHCHUEC KaAPOBLIX TOKYMCHTOB B COOTBETCTBUHU C
Tp66OBaHI/I${MI/I APXUBHOT'O 3aKOHOAATCIILCTBA Poccuiickoi (I)ezlepaum/l n
JIOKaJIbHBIMHW HOPMATHBHBIMH aKTaMU OpraHu3alvun

AHaHI/ISI/IpOBaTB KaZapOBbIC TOKYMCHTBI U IICPEHOCUTH I/IH(i)OpMaIII/HO B 0a3bl JaHHBIX
" OTYCTHI

Paborats co crienuanu3upoBaHHBIMU HHPOPMAIIMOHHBIMU CHCTEMaMK U 0azaMu
JIAaHHBIX 110 BEJICHUIO YUYeTa U JIBUKECHHUIO [IEpCOHAIIA

PaspaOaTbIBaTh M1aH KOPPEKTUPOBOK YCTAHOBICHHOT'O NOPsIIKAa 0O)OPMIICHHS
JTOKYMEHTOB I10 TIEPCOHAITY M PEaIN30BBIBATH IPUHATHIE N3MEHEHUS

KonTponupoBats npucyTcTBHE pAaOOTHIUKOB HAa pabOYeM MecTe




Co0mrogaTh HOPMBI TUKH JEJIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

[Mopsiok ohopmiteH s, BeIEHHUS U XPaHEHHS JOKYMEHTOB 10 TIEPCOHATY

ITopsamox ydera ABMKEHUS KAaAPOB M COCTABIICHHS YCTAHOBICHHON OTYETHOCTH

TTopsimok pacdeTa cTaxka, JIbrOT, KOMITGHCAITHHA, OPOPMIICHHUS TICHCHI paOOTHUKAM

CrtpyKTypa opranuzanuu

prIlOBOG 3aKOHOJAATEJIBCTBO U UHBIC AKThI, COACPIKAIINEC HOPMbBI TPYAOBOTO IIpaBa

OCHOBBI APXMUBHOT'O 3aKOHOAATC/IbCTBA 1 HOPMATHUBHLIC IMTPABOBBIC AKThI
Poccuiickoit @eaepaunﬂ, B 4aCTU B€ACHHA JOKYMCHTAIIUU I10 IICPCOHATY

3akoHoaarenbcTBO Poccuiickoit Penepanyiv 0 NepcoHabHBIX JaHHBIX

TexHomoruu, METOIbI U METOAMKHU TIPOBEICHUS aHATN3a U CUCTeMaTU3aIllu1
JTOKYMEHTOB 1 HH(pOpMAITIH

JlokanbHBIE HOPMATHBHBIE aKTHl OPTAHU3AINH, PETYIUPYIOIIHE MOPSIOK
ogopMIIeHHUS TOKYMEHTOB 0 TIEPCOHAITY

OCHOBBI ILOKYMGHTOO60p0Ta U JOKYMCHTAllMOHHOI'O obecrneueHus

HopMbI 3THKH 1€7I0BOTO OOIIEHUS

BbazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOCHNE HH()OPMAIIMOHHBIX
CHUCTEM U 0COOCHHOCTH PaOOTHI ¢ HUMHU

[pyrue xapakTepucTUKN

3.1.3. Tpyoosast ¢hynxyus

HaunmMenoBanue | ATMHUHUCTPUPOBAaHUE MTPOIECCOB U ToKyMeHTooOopoTa | Kon | A/03.5 |Yposenb 5
TI0 YYeTY M JIBIYKEHHIO Ka/IpOB, PE/ICTABICHHIO (TToypoBeHb)
JOKYMEHTOB IO TIEPCOHAIY B TOCYAapPCTBEHHBIE OPTaHEI KBaJIN(HUKALIH
ITpoucxoxenne Opurunan X 3aMMCTBOBAHO U3
TPYJIOBOW (PYHKIIUU OpHTHHAJIa
Kon Perucrparmonnsrit
OpHTHHAJIa HOMEp
npoQeCcCHOHAITBLHOTO
CTaHJapTa

TpynoBsie neicTBUA

Opranunzanysi JOKYMEHT0000pOTa 110 YUETy U JBMKEHHIO KaJpOB

OpraHmauI/m I[OKYMeHTOO60pOTa 110 MPEACTABJICHUIO JOKYMCHTOB I10 IIEPCOHAITY B
TOCYAapCTBCHHBIC OPraHbI

ITocTtanoBka Ha YUE€T OpraHmn3alu B roCy1apCTBEHHBIX OpraHax

IToaroToBka 1o 3ampocy rocyJapCTBEHHBIX OPraHOB, IPO(ECCHOHATIBHBIX COI030B U
JIPYTHUX MPEACTaBUTENbHBIX OPIraHOB paOOTHUKOB OPUTHHAJIOB, BBIITUCOK, KOTIHIA
JTOKYMEHTOB

[ToaroToBKa yBeIOMICHHUN, OTYSTHOM U CTATUCTHUYECKON HH(BOPMAIINH 110
HepCoHATY

[MoaroroBka uH(MpOPMAIINH O 3aKIFOYCHUHU TPYIOBOI0 HITH IPaXkKIAaHCKO-TIPABOBOTO
JIOTOBOpA Ha BBHIMTOJIHEHUE paboT (0Ka3aHUE YCIIyT) C TPaKIaHUHOM, 3aMEIIaBIINM
JOJDKHOCTH TOCYJapCTBEHHON MIIM MYyHULUIIATBHOM CITy>KOBI, IEpeYeHb KOTOPBIX
YCTaHABIIMBAETCSI HOPMAaTUBHBIMU NPAaBOBBIMU akTamMu Poccuiickoil @enepannn

Heobxomumble ymMmeHUs

OdopMIsaTh y4eTHBIC JOKYMEHTHI, IPEIOCTABIISIEMbIC B TOCY/IapPCTBEHHBIC OPTaHbI,
npodecCuoHaIbHBIE COI03BI U IPYTHE MPEACTABUTEIbHbBIC OPTaHbl PA0OTHIKOB

Oprann30BBIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
TPYIIOBOTO 3aKOoHOAaTeNnbcTBa Poccuiickoit denepanuu 1 TIOKaIbHBIMU




HOPMAaTHBHBIMHU aKTaMU OpraHu3anun

PaboraTs ¢ mHpOPMAITMOHHBIMHA CHCTEMaMHU U 0a3aMy JAaHHBIX 110 BEJICHUIO yUeTa U
JIBUKCHHIO TIEPCOHAIIA

Paboratk ¢ nH()OpPMAIMOHHBIMH CUCTEMaMU U 0a3aMHU JaHHBIX TI0 BEJACHUIO
CTaTHCTUYECKON M OTYETHOW MH(POPMAIINH IO TTEPCOHATY

AHanm3upoBaTh MPaBUIIA, TIPOIIETYPHI U TIOPSIOK, PETYIHPYIONINE TTpaBa 1
00513aHHOCTH T'OCY/ITAPCTBEHHBIX OPTAHOB W OPTaHM3AIINH TI0 BOTIpocaM oOMeHa
JIOKYMEHTAIMEeH Mo repcoHary

Bectu nenoByro nepenucky

Co0ro1aTh HOPMBI STHKH JISTIOBOTO OOIIEHUS

HeoOxomuMble 3HaHUS

TexHomoruu, METOIbI U METOAMKHU TIPOBEICHUS aHATN3a U CUCTeMaTU3alluu
JTOKYMEHTOB 1 HH(pOpMAITIH

OCHOBBI IOKYMEHTOO00POTa M IOKYMEHTAI[HOHHOTO 00eCIeYeHus

CTpyKTypa OpraHu3amnun

HopmaTuBHbie npaBoBble akThl Poccuiickoit @enepanuu, peryiupyooliiye npasa u
00513aHHOCTH I'OCYJIAPCTBEHHBIX OPTaHOB, MPO(ECCHOHAIBHBIX COK30B H JPYTUX
NPECTaBUTEIbHBIX OPraHOB PAOOTHUKOB I10 MPEJOCTABICHHUIO YUETHOM
JIOKYMEHTAITIH

TpynoBoe 3aKOHOJATENbCTBO M MHBIE aKThI, COJACPIKAIINE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI ApXUBHOT'O 3aKOHOAATENbCTBA U HOPMATHUBHBIC IPABOBBIC AKThI
Poccuiickoii @enepanyu, B 4acTH BEAEHUS TOKYMEHTAIMU 110 TIEPCOHAILY

3akoHoxarenbcTBO Poccuiickoit @enepanyiy 0 MepcoHaIbHBIX JaHHBIX

JIokanbHbIE HOPMATHBHBIE AKThl OPraHU3ALUH, PETYJIUPYIOLINE TOPSIOK BEICHUS
JIOKYMEHTALMU 110 Y4ETy U JIBUKEHUIO IIEpPCOHAIIA

HopMbI 3THKH J1€7I0BOTO OOIIEHUS

bazoBble OCHOBBI HHPOPMATHKH, TIOCTPOCHUSI HHPOPMAITHOHHBIX CHCTEM U
0COOCHHOCTH PabOTHI C HUMU

[pyrue xapakTepucTUKH

3.2. Obobwennas mpyooeas (yHkyus

Haunmenosanue | lesitenbHOCTh 10 00ecnieueHuto nepconanom | Kog B |VYposens 6
KBaITU(DUKAITUU
ITpoucxoxieHne Opurunan X 3aMMCTBOBAHO U3
00001ICHHOH TPYI0BO OpUTHHAJa
hyHKIIH
Kox Perucrpanuonsslit
opuruHama HOMED
po¢ecCHOHANTBEHOTO
CTaHAapTa

Bo3smosknbie
HAUMCHOBAHUSI
JOJDKHOCTEH, Tipodeccuii

Crieruanuct 1o no00py nepcoHana
CrienmanucT 1o MepcoHary
Menemxep 1o nepcoHaty

TpeboBanus K
00pa30BaHMIO U
00ydIeHHUIO

Briciee o0pazoBanue - 6akagaBpuar

JononauTensHoe npodeccuoHatbHoe 00pa30BaHKe - IPOrPAMMBbI TTOBBILICHUS
KBaJM(QHUKALIUH; TPOTPAMMBbI IPOPECCHOHATLHOMN MEePeroIrOTOBKH B 001aCTH MOUCKA
1 to0opa mepconHana




TpeboBaHUS K OTBITY
MIPAKTHYECKON paboThI

Oco0ble ycnoBHs I0IMyCKa
K paboTte

HApyrue
XapaKTEePUCTUKU

,ZZOI’lO]lHumefleble xapakmepucmuku

HammenoBanue noxymenra Kon HaumenoBanue 6a30B0ii rpymIibl, JOMHKHOCTH (TIpodeccrn)
WIN CTICIUATLHOCTH
OK3 2412 CrienuaucThl 110 KajapaM U IpohOpHEHTALIUN
3423 CrienuaiucThl KQJPOBBIX CIYXKO0 M yUpexICHUH 3aHATOCTH
EKC - Crneuuanuct 1o Kajapam
- Menemxep 1o nepcoHaty
OKIIATP 27755 OKOHOMHCT MO TPYAY
22956 Hucnexrop mo kaapam
3.2.1. Tpyoosast ¢hynxyus
Hawnmenosanue | COop uHpOpMaIHK 0 TOTPEOHOCTSIX Koxm | B/01.6 |YpoBeHs 6
OpraHU3allMK B IIEPCOHAIIE (moxypoBeHb)
KBaTM(DAKATIAN
IIpoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (PYHKITUH opUruHana
Kon Peructparnmonnsrit
opurHHana HOMED
PO eCCHOHATBHOTO
CTaH/apTa

Tpynoseie neicTBys

AHanu3 MmIaHoB, CTPATETUH U CTPYKTYPhI OpraHU3aI|H

AHanm3 0coOEHHOCTEH OpraHu3aiy padoThl M MPOU3BOJICTBA HA KOHKPETHBIX
pabounx mecrax

AHanM3 peIHKa Tpy/a [0 OPraHu3aIMy padoThl Ha aHAJIOTMYHOM IPOU3BOCTBE U
pabounx mMecrax

DopmupoBanue TpeOOBaHUI K BAKAHTHOHN OJDKHOCTH (Ipodeccuu, CrienuaabHOCTH)
Y UX KOPPEKIUI

AHau3 phlHKa TPyJa U NepCoHalia OpraHU3aI|y 1Mo MpoQuiIio BakaHTHON
JIOJLKHOCTH (TTpOoeCcCr, CIIeUaaIbHOCTH)

WNudopmupoBanre 1 KOHCYJIBTUPOBAHNE PYKOBOJUTENEH TOApa3ACIeHUI 1
OpraHu3alyy 10 BOIIPOCAaM PhIHKA TPyJa B YaCTH 00ECIIeUeHHUs TIEPCOHATIOM

HeobOxomumble ymMmeHUs

CoOupath, aHATU3UPOBATH U CTPYKTYPUPOBATh HH(OpMAIHIO 00 0COOEHHOCTSIX
OpraHM3ayy padoT Ha Pa3IMYHBIX YYaCTKaX MPOU3BOJICTBA M HA KOHKPETHBIX
pabouux MecTax C yuyeToM LieseH, 3a/1a4, IJIaHOB U CTPYKTYPBl OpraHu3aluu

CoOupath, aHATU3UPOBATH U CTPYKTYpUPOBaTh HH(POPMAIHIO 00 OCOOEHHOCTSIX U
BO3MOKHOCTSIX KaJpOBOI0 OTEHIMAIa OpraHNu3aluu

CoOupath, aHATU3UPOBATH U CTPYKTYPUPOBaTh HH(OpMAIHIO 00 0COOEHHOCTSIX
PBIHKA TPYAQ, BKIIOYast MPEIJIOKEHHSI OT MPOBANWIEPOB YCIYT IO MOUCKY,
NPUBJICYECHHUIO, TO100PY U 0TOOPY MEepCcoHaa




DopMupoBaTh TPEOOBAHUS K BAKAHTHOU JOKHOCTH (TIpodeccrni, CrieuaabHOCTH)
U OIIPENIEISITh KPUTEPUU 1TO00pa TIepCOHaTa

BHOCUTH KOPPEKTHPYIOIIUE CBE/ICHUS B TPEOOBaHMsI K KaH/IUaTaM Ha BaKaHTHBIC
JIOJDKHOCTH (TTPOeCCHH, CIICIIUaTbHOCTH)

ITomp30BaTHCS TOMCKOBBIMU CUCTEMaMHU M HH()OPMAITMOHHBIMH PECYPCaMu JIJIs
MOHUTOPHUHIA PhIHKA TPyZAa, TPYAOBOr0 3aKkoHOAaTenbcTBa Poccuiickoit denepanuun

KoncynpTrpoBaTh 110 BOIIpOcaM phIHKA TPy/Ja B 4acTH 00ecredeHus TIepCOHaIoM

Co0mrogaTh HOPMBI TUKH JEJIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

TCXHOJ’IOFI/II/I, METOJbI U METOAUKHU IIPOBCACHUA aHAIN3a U CUCTEMaTU3aAIlUN
JOKYMCHTOB U I/IH(l)OpMaHI/II/I

CprKTypa OopraHu3ani 1 BAKaHTHBIC JOJKHOCTH (HpO(l)CCCI/II/I, CHCHI/I.’:UII)HOCTI/I)

HOpﬂI[OK OIpeACIICHUA HepCHeKTHBHOﬁ nu TCKyHleI\/’I l'IOTpC6HOCTI/I B KaJpax

Hcrounuku odecneueHus OpraHuvsalnuu KaapaMmu

Opr aHu3a1 A pa60T Ha pa3JIMYHbIX YUaCTKax MPOU3BOJACTBA, OpraHu3anun, OTpaciu

OO01me TeHISHIIMY Ha PBIHKE TPY/JA U B OTJACIHHONU OTPACTH, KOHKPETHON
npodeccuu (AOHKHOCTH, CTICITUATBHOCTH)

OCHOBBI IICUXOJIOTHH ¥ COLUOJIOTUH Tpyna

OCHOBBI 5KOHOMUKH, OpPraHU3alM1 TPYJa U YIPaBICHUS

TpynoBoe 3aKOHOATENbCTBO M HHBIE aKThI, COJAECPXKAIINE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI ApXUBHOT'0 3aKOHOAATENBCTBA U HOPMATUBHBIC IPABOBBIC AKThI
Poccuiickoii @enepanyu, B 4aCTH BEAEHUS TOKYMEHTAIMU 110 TIEPCOHAITY

3akoHoxarenbcTBO Poccuiickoit @enepariyiy 0 MepcoHaIbHBIX JaHHBIX

JlokanbHble HOPMAaTHBHBIE AKThI OPTaHU3AIINH, PETYIUPYIONINE TIOPSI0K Moa0opa
repcoHasa

HopMbI 5THKHM 1€710BOTO O0IIIEeHUS

ba3oBbie OCHOBBI HHDOPMATHKH, CTPYKTYPHOE MOCTPOCHHE HH(POPMAIIMOHHBIX
cUCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Hpyrue xapakTepucTuku

3.2.2. Tpyoosas ¢ynxyus

Haumenosanue | [louck, npusneuenue, noadoop u otoéop Kon B/02.6  |YpoBeHs 6
rnepcoHasa (momypoBeHB)
KBaJMpUKaIUK
IIponcxoxnenne Opurunan X 3alMCTBOBAHO U3
TPYZOBOH (PYHKIINH opUruHaga
Kox Perucrpanonssiit
opurHHana HOMED
po¢ecCHOHANBHOTO
CTaHJapTa

TpynoBsie neicTBUs

Ilonck BO BHYTPEHHNX M BHEIIHUX UCTOYHMKAX MH(OpMAIINHU O KaHAUIaTaX,
COOTBETCTBYIOIIEH TpeOOBaHUAM BaKaHTHOM JOIHKHOCTH (Tipodeccun,
CHENHATBHOCTH)

Pa3mernienue cBeseHuil 0 BAKaHTHOH JOKHOCTH (podeccuu, CrieuaibHOCTH) B
CpeJIcTBaX MaccoBOi MH(opManuu

Br160p crmoco6oB 1 METOZ0B IPUBJICUYEHNUS TIEPCOHATIA B COOTBETCTBHUH C
YTBEPKACHHBIMU ITIJIaHAMU




[Mposepka undopmMarmm o KaHaAUAATAX HA BAKAHTHBIC JTOJDKHOCTH (TIpodeccu,
CICIUATLHOCTH )

TIpoBenenue cobeceIOBaHMIA U BCTPEY ¢ KaHIUAATAMH Ha BAKAHTHBIC JOJDKHOCTH
(npodeccun, cienUaIbHOCTH) ¢ OOecIIeYeHHeM 00PaTHOM CBSI3H

Or1leHKa COOTBETCTBHS KAaHIUIATOB TPEOOBAHHSIM BAKAHTHOW JIOJDKHOCTH
(mpoeccum, criernaaIbHOCTH)

IToaroroBka MpeIokKeHuit Mo GopMUpOBaHUIO OFOKETA HAa TOUCK, TIPUBICYCHHUE,
nmo1oop u 0TOOp MepcoHaa

HNudopmupoBanre 1 KOHCYJIbTUPOBAHUE PYKOBOJUTENCH MOApa3ACiIeHUH 1
OpraHM3alMy Mo BOIpOcaM MPUBJICUEHU IEPCOHANIA C OIIEHKOW 3aTpar

Heobxomumbie ymMmeHUs

OrnpeaenaTs KpUTEPUH TTONCKa, TPUBJICUCHHUS, T0A00pa 1 0TOOpa IMepcoHana

CobupaTh, aHAU3UPOBATH U CTPYKTYPHUPOBATH WH(POPMAIIHIO O KaHAUIATaX U
NPE/NIOKCHUSAX HA PHIHKE TPYy/Ia

[Tonp30BaThCS MOMCKOBBIMU CUCTEMaMHU U MH()OPMAIMOHHBIMH PECYpCaMHU B
oOmact oOecriedeHus IepcoHaIoM

[TpUMEHSATh TEXHOJOTUU U METOIUKU TIOUCKA, TIPUBJICUEHUS, 110100pa 1 0TOOpa
KaHIUIaTOB Ha BAaKAHTHBIC JOJKHOCTH (TIPOQeCCHH, CIIeUaTIbHOCTH) B
COOTBETCTBHE C UX CIEIUPHKOI

Hcnons3oBaTh cpeacraa obecrieucHUs IEPCOHAIOM, BKJIKOYas COIIPOBOXKIACHNE

KoncynpTupoBaTh 110 BOIIpocaM MpHUBJICUEHUS IIepcoHaa

CocTaBisiTh 1 KOHTPOJIUPOBATH CTATHU PACXOJIOB HA 0OECTIeUeHHE TIEPCOHATIOM TSI
TUTAHUPOBAHUS OFOJIKETOB

Co0utro1aTh HOPMbI STHKH JISJIOBOTO OOIICHUS

Heo0OxoauMeble 3HaHUSA

HcTounnku obecrieyeH s OpraHu3aiuy KajapaMu

TeXHOJIOTMU ¥ METOJIMKHU TIOUCKA, IPUBJICUCHUS, 110100pa 1 0TOOpa IepcoHaa

CucTeMsbl, METOIbI U POPMBI MAaTEPHATBHOTO U HEMATEPHAIBHOTO CTUMYJIUPOBAHUS
TpyZa nepcoHaia

TexHosorun u METOAbI Q)OpMHpOBaHI/IH " KOHTPOJIA 6IO,Z[)K€TOB

TexHoornu, METO1bl 1 METOAMKH MPOBEICHUS aHAIN3a, CUCTEMATH3ALNN
JOKYMEHTOB U HH(OpMAaIHn

CTpyKkTypa OpraHu3aiiy U BAaKaHTHBIC TOJDKHOCTH (ITPOdeCCHH, CIICIIMaTbHOCTH)

O6IIII/Ie TCHJCHIIMU HA PBIHKE TPpyAda U B OTACIIbHBIX OTPACIIAX U BUAAX
HpO(beCCHOHaHBHOﬁ JACATCIIBHOCTHU

OCHOBBI IICUXOJIOTHH U COIIMOJIOTNH Tpyaa

OCHOBEBI 9KOHOMUKH, OPpraHru3alvv Tpyda U YIIPaBJICHUA IIEPCOHATIOM

pr,I[OBOE 3aKOHOAATCJIbCTBO U UHBIC aKThl, COACPIKAIIINEC HOPMBI TPYJAOBOI'O IIpaBa

OCHOBBI ApXUBHOT'O 3aKOHO/IATENLCTBA U HOPMATHUBHBIE IIPABOBBIC aKThl Poccuiickoit
®deniepalivu, B 4aCTU BEAEHUS JOKYMEHTAIUU 10 TIEPCOHAILY

OcCHOBBI HAJIOTOBOT'O 3aKOHOIaTeNbCTBA Poccuiickoii @enepannu

3akoHomarenbcTBO Poccuiickoit Pepeparyiv 0 MepcoOHaIbHBIX TaHHBIX

JlokaapHBIC aKTHl OPTaHU3AINH, PETYIUPYIOIINE TTOPSIOK 00eCTIeUeHUS TIEPCOHATIOM

Hopwmpl 5 THKH 1eT0BOTO OOIICHUS

bazoBbie OCHOBBI HHPOPMATHKH, TIOCTPOCHUSI HHPOPMAITUOHHBIX CHCTEM U
0c00EHHOCTH PadOTHI C HUMH

Apyrue
XAPAKTCPUCTUKU




3.2.3. Tpyoosas ¢hynxyus

HanmeHnoBanne | ATMUHHCTpUPOBAHHUE MIPOLIECCOB U Kon B/03.6 |YpoBens 6
JIOKYMEHTO000pOTa 00CCTICUCHUS (momypoBeHB)
TIePCOHAIIOM KBaTHU(UKAITHH
[Ipoucxoxnenue Opurunan X 3auMCTBOBaHO M3

TPYAOBOH (PYHKIUH

OpUTHMHaja

Kon opurunana Peructpanmonnsliit
HOMeED
po(heCCUOHATBHOTO
craHjapra

TpynoBeie neicTBUA

AHaIuU3 MPOIECCOB IOKYMEHTO000POTa, IOKATHHBIX JIOKYMEHTOB 10 BOIIPOCaM
obecrieueHus TIePCOHATIOM

Benenne naopMaIiy 0 BAKaHTHBIX JODKHOCTSX (MTPOQECCHsX, CIIeINaTbHOCTSIX)
Y KaHJ11aTax

JIOKyMEHTaIMOHHOE COMPOBOK/ICHIE KaHIUIaTOB Ha dTarax MouCKa,
NpUBJICYCHHUS, T000pa M 0TOOpa MepcoHala Ha BaKaHTHBIE JTOJDKHOCTH
(mpodeccun, criennanbHOCTH), HHPOPMHUPOBAHNE KaHAHIATOB O pe3ybTaTax
otbopa

[ToaroroBka 3ampocoB 0 KaHIKJAaTax B TOCYAAPCTBEHHbIE OpPraHbl, B CIy4asx
MIPENYCMOTPEHHBIX ACHCTBYIOIINM 3aKOHOATEIbCTBOM U 00padoTKa
MIPEIOCTABICHHBIX CBEJCHUN

[ToxroroBka 1 06paboOTKa YBEJOMIICHHUH B TOCY/IaPCTBEHHBIC OPTaHHI,
podeccuoHaNbHBIC COIO3bI U IPYTHE MPEJICTABUTENLHBIC OPraHbl PA0OTHUKOB O
BOIMPOCAM TMOKCKa, MPUBIICUEHHS, TTOA00pa U 0TOOpa MepcoHana

CompoBoskeHUE JOTOBOPOB 110 00ECIICUCHNIO OPraHU3aIMH IIEPCOHAIOM, BKITFOUAsI
IIpeaBapUTEIbHbIC TPOLEAYPHI 10 UX 3aKIFOUEHHIO

Heobxomumble ymMmeHUs

ObecrieunBaTh JOKYMEHTAIIMOHHOE COMTPOBOK/ICHIE BBIX0/1a KaHAUIaTa Ha PadoTy
U TIEpEeMEIICHHSI TIepCoHalIa

OdopmIsTh JOKYMEHTBI TI0 BOIIPOcaM 00ecTieueH s KaJpOBBIMH PECYypCcaMH,
HEOOXOIMMBIE JUIsl IPEIOCTABICHUS B TOCYJApPCTBEHHBIC OPraHbl,
npodecCuoHaNbHBIC COIO3bI U IPYTUe MPEICTaBUTENbHbIE OPraHbl PA0OTHUKOB

OpraHu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHUHU C TPEOOBAHUSIMU
apXMBHOIO 3aKOHOaTeNnbCcTBa Poccniickoit denepanyy U J0KaJIbHBIMU aKTaMHU
OpraHu3anuu

AHaM3UPOBATh JIOKYMEHTHI U TIEPEHOCHTH HH(OPMAIINIO B HH(OPMAIIMOHHBIE
cucTeMbl ¥ 0a3bl JaHHBIX O KaHIUAaTax

Paborath ¢ HHGOPMAITMOHHBIMU CHCTEMaMH U 0a3aMH JaHHBIX 110 BOIPOCAM
obecrieyeHust MepCoHaIoM, BEJAEHHUIO TIOMCKA U yUeTa KaHAUIaTOB Ha BAKAHTHBIE
JIOJDKHOCTH (TIpO(eCcCrH, CIeuaTbHOCTH)

[Tpou3BOUTH NpeABAPUTENBHBIC 3aKYTTOYHBIE TIPOIEAYPHI U OPOPMIISTH
COILYTCTBYIOLIYO JJOKYMEHTALUIO 110 3aKJIFOUEHUIO JI0TOBOPOB

OpraHn3oBbIBaTh U MPOBOANTH KOHKYPCHI, OPOPMIISITH 1 aHAJIU3UPOBATh
KOHKYPCHYIO JJOKYMEHTALHIO

BecTu n1enoByro nepenucky

CobrogaTh HOPMBI ATUKHU ACIOBOTO OOIICHUS

Heo0OxonuMble 3HaHUS

[opsinmox odopmieHns, BeAeHNS U XPAaHEHHUS TOKyMEHTAIUH, CBA3aHHOM C
MIOUCKOM, IPUBJICYCHUEM, TTOZ00POM M OTOOPOM MEPCOHaIa Ha BAKAHTHBIE
JIOJKHOCTH




[opsimox popmupoBanus, BeAeHNs OaHKa JaHHBIX O MEPCOHANIC OPTaHN3ALNHU U
MPEAOCTABICHUS OTUCTHOCTH

OCHOBEI I[OKYMGHTOO6OPOT3 U JOKYMCHTAIMOHHOI'O obecreucHuUs

TexHoa0Tuu, METOIbI U METOIUKH MPOBEIACHUS aHAIM3a U CUCTEMATU3aI[uU
JOKYMEHTOB 1 MH(OpPMAIn

[Topsimox mpoBeieHNsI KOHKYPCOB ¥ 0(OpMIICHHS KOHKYPCHOW JOKYMEHTAIIUN

[Topsimox mpoBeieHUs 3aKyIIOYHBIX MPOIEAYDP U 0hOPMIICHHSI COTYTCTBYIOIIEH
JIOKYMEHTAIHH

CTpyKTypa opraHU3aliy U BaKaHTHBIE JODKHOCTH (TIPpOECCHH, CTICITHAIBHOCTH )

TpynoBoe 3aKOHOAATEIHCTBO M UHBIE AKTHI, COJIEPIKAIINE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI apXUBHOT'O 3aKOHOIATEILCTBA U HOPMATHUBHBIC TIPABOBBIC AKThHI
Poccuiickoit @enepaunn, B 4aCTU BEAEHUS TOKYMEHTALMH 10 TIEPCOHAITY

OCHOBBI HAJTIOTOBOTO 3aKOHOAaTeNbCTBA Poccuiickolt denepanuu

3akoHoaarenbcTBO Poccuiickoit @enepaiiyiy 0 nepcoHalbHbIX JaHHBIX

JlokanbHbIe aKThl OPraHU3allH, PEryIUPYIOIIUe MOPSIOK M0A00pa epcoHana

[opsinox 3aKiIt0YeHns 10rOBOPOB (KOHTPAKTOB)

Hopw™b1 5THKH 1€710BOTO 00IIIEeHUS

ba3oBbie OCHOBBI HH(OPMATHKH, TOCTPOSHUST HHPOPMAIIMOHHBIX CHCTEM U
0COOCHHOCTH PabOTHI C HUMHU

HApyrue
XapPaKTCPUCTUKU

3.3. Obobwennas mpyoosas Qpyukyus

HanmenoBanwe | [lesTeTbHOCTD MO OIICHKE U aTTECTAIllUN Kon C | YpoBenb 6
repcoHasa KBaJMpUKAUH
ITpoucxoxieHne Opurunan X 3aMMCTBOBAHO U3
00001IIEHHOH TPYTOBOH OpUTHHAJIA
(hyHKIUH
Kon PerucrtpanimonHssiii Homep
opuruHana  npodeccHoHaTBLHOTrO
CTaHJapTa

Bo3smosxHble
HAaUMEHOBaHUS
JIOJLKHOCTEH, TIpodheccHit

CrienMaamcT 10 OLICHKE U aTTeCTallly IIepcoHasa
Crienmanuct 1o nepcoHaiy
MeHeKep 1o IepcoHary

TpeboBanus k
00pa3oBaHMIO U
00ydIeHUIO

Bricuiee oOpazoBanue - 6akanaBpuar

JononuurensHoe npodeccuonaabHoe 00pa3oBaHKUE - MPOTPAMMBI OBBIILICHUS
KBaJM(PHUKAIIUK; TPOTPAMMBI IPO(PECCUOHATLHOM MEePeroIrOTOBKY B 00J1acTH
MIPOBEJIEHMSI OLIEHKH ITepCOoHaa

TpeboBanus K ONBITY
NPaKTHYECKOU PadOThI

Oco0ble ycnoBus
JIOTTyCKa K paboTe

Hpyrue
XapaKTEPUCTUKH




ﬂOﬂOﬂHUM@ﬂbH ble xapakmepucmuxku

HaumeHoBaHue TOKyMEHTa Kon HaunmMenoBanue 6a30B0o# rpyIiibl, JOHKHOCTH (Tipodeccrn)
WX CTICITUATILHOCTH
OK3 2412 CrienyanucTsl 110 Kaapam 1 IpohoprueHTauN
3423 CrienuanicThl KQJIPOBBIX CIYXKO M yUpexkICHUH 3aHATOCTH
EKC - Menemxep 1o repcoHary
OKIIJITP 27755 DKOHOMHUCT MO TPYY
22956 HHcnekTop 1o Kajapam

3.3.1. Tpyoosas ¢ynxkyus

HanmenoBanwme | Opranu3amnus v MPOBEACHUE OICHKH Kon C/01.6 |YpoBeHb 6
TepcoHana (TIoypoBeHb)
KBaJIM(DUKALIUN
ITpoucxoxeHue Opurunan X 3aMMCTBOBAHO U3
TPYZOBOH (PYHKLIUH OopuruHaua
Kon Perucrpanuonssiii Homep
OpurHHajiIa npoQecCHOHANTBLHOTO
cTaHjaapTa

TpynoBeie neicTBUA AHaNMM3 CTPYKTYPHI, TUTAHOB ¥ BAKAHTHBIX JOJDKHOCTEH (Tpodeccui,

CHETMaTbHOCTEH ) OpraHu3anuy, 0COOEHHOCTEH OpraHu3aIy padoTs Ha
Pa3IMYHbIX Yy4aCTKax MPOU3BOJACTBA U KOHKPETHLIX pa6oq1/1x MecCTax

Pa3paboTka miaHa OlleHKH epCOHaIa B COOTBETCTBUH C LEISIMUA OPraHU3auH

OreHka AMHAMHUKH TPOU3BOAUTEILHOCTH, HHTEHCUBHOCTH U 3P PEKTUBHOCTH TpyIa
Ha paboYuX MecTax

Omnpenenenue pecypcoB, BHIOOP CPEACTB U METOI0B IPOBEACHUS OLICHKU
nepcoHana

HpOBeI{eHHe OIICHKU IIEpCOHAJIa B COOTBETCTBUU C IIJITaHAMU OpPTraHU3allun

CompoBOXKIEHUE TIOTOBOPOB C OPTaHU3AUSIMHE - UCTIOTHUTEISIMU MEPOIIPUSITHH 110
OLIEHKE NIEPCOHAJIA, BKJIIOUas MPEJIBAPUTENIbHBIE MPOLETYPHI 1O UX 3aKJIFOUEHHUIO

KOHCy.]'II)TI/IpOBaHI/Ie IMEpCoHaJIa 1o BOIIpOCaM OUCHKHU, BKIIIOYasd OLCHKY 3aTpaT

AHanu3 pe3yabTaToB OIIEHKH ITepCOHalIa, MOATOTOBKA PEKOMEHAAINN PYKOBOJICTBY
U TIepCOHAIY

[ToaroroBka npeokeHui mo GopMUPOBAHUIO OIOKETA IO OPraHU3aLUHU U
IIPOBEJICHUIO OLIEHKU IIepCcOoHasa

HeobOxomumele ymeHust Onpenenars napaMeTpsl 1 KPUTEPUH OIIEHKH IepcoHalia

OHpeILeJ'ISITB " IMPUMECHSATL CPEACTBA U METO/IbI IPOBCACHM A OLICHKHN IEpCOHAIa

Brigensats (onpeaensTs) rpymibl IepcoHaa JUIst IPOBEASHHS OI[EHKH

OmnpenensiTh THTEHCUBHOCTh TPY/Ia ¥ 30HbI TOBBIIICHUS () )EKTHBHOCTH
HepcoHaa

OHpGZLeJ’IHTB MOTHUBAIlMOHHBIC (1)aKTOpLI MMPOBCICHUA OLICHKU IIEpCOHAJIa

CocTaBnsaTh 1 KOHTPOJIMPOBATH CTATbU PACXOJ0B Ha OLICHKY IIEPCOHAJIA IJI1
IJIaHUPOBAHUA 6IO}.'[)K€TOB

O0ecneunBaTh OpPraHu3aliMOHHOC COIIPOBOXKIACHUC OLICHKHU IIEpCOHAIa

ObecnieunBaTh COXpaHHOCTh KOH(UACHIMAIBHON HHPOPMALIUK [TPU TPOBEICHUN
OLIEHKU [I€pPCOHaa




Opranmn30BBIBaTh XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUAMU
apXHUBHOIO 3aKOHONaTeNbCTBa Poccuiickoit denepannu U JT0KaIbHBIMU
HOPMAaTHUBHBIMHU aKTaMH OpraHU3aliH

Cobupath, aHATU3UPOBATH M CTPYKTYPUPOBATH HH(DOPMAIIHIO O MPETOKEHHSIX 10
OLICHKE MepCcoHaja Ha PhIHKE TPyAa

[Ipon3BoauTh mpenBapuTEIbHBIE 3aKYOYHBIE TTPOIIETYPHI U OhOPMIIITH
COITYTCTBYIONIYIO JOKYMEHTAIIHIO 10 3aKII0UEHHUIO JOIOBOPOB

OHpeILeJ'DITI) YCI0BUA IJIA 3aKIIFOUCHUA JOTOBOPOB Ha YCJIYTH IO IPOBEACHUIO
OILICHKU II€pCoOHAaa

CI/ICTCMaTI/ISI/IpOBaTb, O606HIaTI) 1 aHAJIM3UPOBATDH PE3YyJIbTAThI OLICHKHU IIEpCOHAIa

ObecrieunBaTh 0OpPaTHYIO CBS3b MO PE3yIbTaTaM MPOBEICHHOMN OIEHKH C
MEPCOHAIIOM U PYKOBOJICTBOM

[Tomb30BaThHCS TOMCKOBBIMU CHCTEMaMH, HH()OPMAIIMOHHBIME pecypcaMu U 0azaMu
JIAHHBIX IO MPOBEACHUIO OLICHKU MepcoHana

Pa3pabaThIBaTh PEKOMEHIAIINH 110 Pa3BUTHUIO TIEPCOHATIA HA OCHOBE MPOBEACHHOMN
OLICHKHU

Co0bmo1aTh HOPMBI STHKH JIEJI0BOTO OOIIEHUS

Heobxomumbie 3HaHUS TexHoMOTHY ¥ METOIBI OTpeieNieHus TPO(PECCHOHATHHBIX 3HAHUN, YMEHUH 1
KOMITIETEHIIUN

TexHomornu U METOIbI OLICHKH JINYHOCTHBIX KQ4eCTB U XapaKTEPUCTUK

CucteMsl, METO/IbI U (POPMBI MAaTEPHATBHOTO U HEMATEPHAIBHOTO CTUMYITUPOBAHUS
TpyZa IepcoHana

TexHomornu u MeTo 16l GOPMHUPOBAHUSI U KOHTPOJISI OI0/PKETOB

TexHomornm, METOIbl 1 METOAMKH MPOBE/ICHUS aHAJIN3a U CUCTeMaTU3allun
JOKYMEHTOB U MH(OpMaLuu

OCHOBEI 001IIe# ¥ COTMATFHON TICHXOJIOTHH, COIIMOJIOTHN U TICUXOJIOTHH TPYAa

OcHOBEI HpOH3BOHCTB€HHOﬁ ACATEJIbHOCTH OpraHu3alnuu

[opsinox npoBeAeHUs 3aKyNOYHBIX TPOLEAYDP U OOPMIICHHS COMYTCTBYIOIIEH
JOKYMEHTaINN

CTpyKTypa OpraHu3aliy ¥ BAKAaHTHBIC TOJDKHOCTH (TIPO(eCCUH, CeUaIbHOCTH)

TpymoBoe 3aKOHOIATEIBCTBO U MHBIE AKTHI, COJIEPIKAIINE HOPMBI TPYAOBOTO MpaBa

OCHOBBI apXUBHOTO 3aKOHO/IATEILCTBA U HOPMATHUBHBIC TIPABOBHIC AKTHI
Poccuiickoii @eaepanuu, B 4aCTH BEICHUS JOKYMEHTALIMH 110 TIEPCOHATY

3akoHoaarenscTBO Poccuiickoit denepanuu 0 NepCOHANbHBIX TaHHBIX

JlokanbHbIE HOPMATHUBHBIC aKThl OpraHru3allvy, pEryJIupyroHue rnmopaaA0K OUCHKN
IepcoHaia

[opsiox 3aKit0YeHns 10rOBOPOB (KOHTPAKTOB)

HopMbI 3THKH J1€710BOTO 00IIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE IMTOCTPOSHHE MH()OPMAIIMOHHBIX
CUCTEM M 0COOEHHOCTH PabOTHI C HUMH

Hpyrue xapakTepucTuku -

3.3.2. Tpyoosast (hynxyust

HaunmenoBanue | Opranu3saiiysi ¥ poOBeJICHHE aTTECTAIUU Kox C/02.6 | YpoBeHb 6
rnepcoHasa (momypoBeHB)
KBaJTU(DUKAITUU




TIpoucxoxnenue
TPYJOBOH (PYHKIIUU

Opurnaan X 3auMCTBOBAHO W3

OpUTHHAJA
Kon Perucrpanuonnsrit
opuUruHai€a HOMED
PO ECCUOHATTLHOTO
cTaHgapTa

Tpynoseie nencTBus

AHaM3 CTPYKTYpHI, IUIAHOB ¥ BAKAHTHBIX JOJDKHOCTEH (podeccuid,
CTICITHaTBFHOCTEH) OpraHu3aIlii, 0OCOOCHHOCTEH OpraHu3aIiiy paboThl Ha
Pa3IMYHBIX YYaCTKaX MPOHU3BOJICTBA H KOHKPETHBIX pab0unX MecTax

Pa3paboTka mpoeKTOB TOKYMEHTOB, OTIPEACISAIONINX MTOPSIIOK aTTeCTAIIH
MepcoHana, ¢ OLUEHKON 3aTpaT

ComnpoBosKICHHUE TIpolecca aTTECTAIlMU U paOOThI ATTECTALIMOHHON KOMUCCUH

[ToaroroBka npemiokeHuit 1o GOPMUPOBAHHIO OIO/KETA Ha OPraHU3ALHUIO U
[IPOBEICHUE aTTECTALUH [IEPCOHANA

[ToaroToBka mpeaIoKeHUH O COOTBETCTBUN PAaOOTHHKA JOHKHOCTH (Tipodhecchu,
CHETMAbHOCTH) TI0 pe3yJbTaTaM aTTeCTAIlU! B COOTBETCTBHUH C
3aKoHOaTenbCTBOM Pocculickoit @enepannn

Heo0Oxoaumbie yMeHUs

Onpenenars napaMeTpbl U KPUTEPUH aTTECTALUN TIepcoHaa

OHpCI[GIDITL 1 IMPUMCHSATH CPEACTBA U METO/Ibl AaTTCCTAlIUN

BriensaTs rpynnsl nepcoHana Juis IpOBEICHUs aTTECTALUN

OO0ecrieunBaTh JOKYMEHTAIIMOHHOE COITPOBOXK/ICHUE aTTECTALMHU TIEPCOHAA

CocTaBnsaTh 1 KOHTPOJIMPOBATH CTATbU PACXO/J0B HA aTTCCTALlMIO IIEPCOHAJIA IJIs
IJIaHUpPOBaHUA 6IOI[)K€TOB

[Tonp3oBaTbest UHGOPMALMOHHBIMH pecypcamMy U 0a3aMy AaHHBIX [0 IPOBEICHHIO
aTTecTaluu

Bectu yuer u peructpaluio JOKyMEHTOB B MH()OPMAIIMOHHBIX CUCTEMaX U Ha
MaTepUalbHbIX HOCUTEISAX

OpI‘aHI/ISOBBIBaTB XpaHCHHUEC TOKYMCHTOB B COOTBETCTBHHU C Tpe6OBaHI/I$IMI/I
APXHUBHOT'0 3aKOHOAATCIILCTBA Poccuiickoi @ez[epam/m " JIOKaJIbHBIMHA
JOKYMCHTaMHU OpraHu3anu

[Tpon3BOUTH NpeABAPUTENBHBIC 3aKYITOYHBIE TIPOIEAYPBI U OPOPMIISTH
COIYTCTBYIOLIYIO JIOKYMEHTALUIO 10 3aKJIFOUEHHIO JI0TOBOPOB

CobroaaTh HOPMBI ATUKHU JACJIOBOTO OOIICHUS

Heo0xoauMble 3HaHUS

HOpHILOK 1 TCXHOJIOTHA NPOBEACHHUA aTTCCTAlIUN

TexHOIIOTHY ¥ METOIBI OTIPECIICHNS U OIICHKH MTPO(eCCUOHATHHBIX 3HAHUH,
YMEHUN U KOMIETEHIUI

CucteMbl, METO/bI U HPOPMBI MATEPHATBHOTO U HEMATEPHATIBHOTO CTUMYJTUPOBAHUS
Tpya nepcoHasa

TexHonoruu 1 MeTo 16l HOPMHUPOBAHUS U KOHTPOJIST OI0/DKETOB

TCXHOHOFI/II/I, METO/JIbl U METOAMKHU IIPOBCACHUA aHAJIN3a U CUCTEMAaTHU3allUN
AOKYMCHTOB U I/IH(I)OpMaLII/II/I

OcCHOBEI HpOH3BOI[CTBeHHOI>i ACATCIIBHOCTH OpraHu3anuu

OCHOBEI 061].[612 n COI.[PIaJ'IBHOﬁ IMCUXOJIOInH, COLIMOJIOTUHN U IICUXOJIOTHUH TPpyda

HOpH}IOK MMPOBCACHUA 3aKYIIOYHBIX MTPOLCAYP U OQ)OpMHeHI/IH COHYTCTByIOH_[Cfl
AOKYMCHTAallN

CrpyKTypa OpraHu3aliy ¥ BAKAHTHBIC JOJDKHOCTH (IPOPECCUH, CIIeUaTbHOCTH)

TpymoBoe 3aKOHOIATEILCTBO U MHBIE AKTHI, COEPIKAIINE HOPMBI TPYAOBOTO MIpaBa




OCHOBBI apXHUBHOTO 3aKOHOIATEILCTBA 1 HOPMATHBHBIC TIPABOBHIC aKTHI
Poccutickoii @eaepanuu, B 4aCTH BEICHUS JOKYMEHTALIMH 110 TIEPCOHATY

33KOHOI[aTeJ'H>CTBO Poccuiickoi d)e):[epam/m 0 NCPCOHAJIBHBIX JaHHBIX

JlokanbHbIe HOPMATHBHBIC AKTHI OPTaHU3AIIUH, PETYIUPYIOIINE MOPSAIOK OIEHKH
nepcoHana

[Topsmok 3aKTIOYEHUS JOTOBOPOB (KOHTPAKTOB)

Hopwmsl 5THKH 1e10BOTO OOIIICHUS

bazoBbie OCHOBBI HHPOPMATHKH, CTPYKTYPHOE IMMOCTPOCHHE HH()OPMAIIMOHHBIX
CHCTEM M OCOOCHHOCTH PabOTHI ¢ HUMU

HApyrue
XapPaKTCPUCTUKN

3.3.3. Tpyoosas ¢hynxyus

HaumenoBanue | AIMUHUCTPUPOBAHUE MPOIIECCOB U

IIpoucxoxnenue
TPYAOBOH (PYHKITUH

Kon C/03.6 |YpoBeHb 6
JOKYMEHT0000pOTa MPH MPOBEICHUH OLIEHKH (MoypoBeHB)
W aTTecTally IepcoHana KBaJIM(pUKALUH
Opurunan X 3auMCTBOBAHO U3
opurrHana
Kon Perucrtparnmonnsrit
opurHHana HOMED
rpoeccnoHaIbHOTO
CTaHjapTa

Tpynoseie nencTBys

AHanu3 npoueccoB JOKyMEHTO000pOTa, JTOKAIbHBIX JOKYMEHTOB IO OLICHKE U
aTTeCTallly MepCcoHaa

OpraHn3anioHHOE CONPOBOKACHNUE MEPOIPHUATHH 110 OLICHKE IIEpCOHAlIa U €ro
aTTecTalluu

Odopmiienne nporecca U pe3yIbTaToB aTTEeCTALUK [IEPCOHaNa

HNupopmupoBaHue nepcoHaia o pe3yibTaTax OlEHKU U aTTeCTalluu

ITonroroBka npeyioKeHui 1Mo pa3BUTHIO TIEPCOHANIA 110 Pe3yJIbTaTaM OLEHKH

ComnpoBoK/JIeHHE JIOTOBOPOB 0 OKA3aHHUIO0 KOHCYIBTAIIMOHHBIX U HH)OPMAIIMOHHBIX
YCIIYT IO OLICHKE U aTTECTAllMK IIEPCOHAIA

Heo0xoumbie yMeHUs

nepcoHaza

OO0ecrieunBaTh JOKYMCHTAIIMOHHOC COMMPOBOXACHUC OLICHKN U aTTCCTAllun

OdopmiIsaTh JOKYMEHTHI TI0 BOIIPOCAaM OLIEHKH U aTTeCTallMK IIepcoHala,
MPEIOCTABIISIEMbIEC B TOCYIapCTBEHHBIE OPraHbl, MPO(heCCHOHATBHBIE COI03bI H
JIpyTrHe MpeaCcTaBUTEIbHbIE OpraHbl pa0OTHUKOB

nepcoHaza

AHaJ'II/ISI/IpOBaTI) IpaBuiia, NpOUCAYPHI U NOPAAKU MPOBECACHUA OLICHKH U aTTECTallun

Bectn YUCT U perucTpaluo 10KyMEHTOB B I/IH(l)OpMaI_II/IOHHLIX CHUCTEMAX U Ha
MaTCpUuaIbHbIX HOCUTCIIAX

OpFaHI/I3OBI)IBaTI) XpaHCHUEC TOKYMCHTOB B COOTBETCTBHU C Tpe6OBaHI/I${MI/I
TPYAOBOIr0 3aKOHOAaTeNbcTBA Poccuiickoit Denepannu U JOKaJIbHBIMU aKTaMU
OpraHu3alnuu

Bectu nenosyro nepenucky

Paborats ¢ nH(pOPMALMOHHBIMU CUCTEMaMH U 0a3aMH JaHHBIX 110 BOIPOCaM
MIPOBEICHUSI OIICHKH U aTTECTAIlMH ITepCOHaa, BEICHUIO yueTa KaHIUAaTOB Ha
BaKaHTHBIE JOJDKHOCTH (TIpopeccru, CTIennaibHOCTH)




AHanM3upoOBaTh JOKYMEHTHI U IEPEHOCUTH MH()OPMAITHIO B MTHPOPMAIIMOHHBIE
CUCTEMBI U 0a3bl JaHHBIX

C06J'IIO}_'[EITB HOPMBI 3TUKHU ACJIOBOIO 06H.[€HI/I$I

Heo0OxomuMble 3HaHUS

[opsinok odopMIiteHNs, BEICHUS U XpaHEHUS JIOKYMEHTAIUH, CBSI3aHHOM C
MIPOBEICHUEM OIICHKH W aTTECTAIMH ITepCoHAaa

ITopsamox GpopmupoBanwms, BeieHH OaHKa JaHHBIX O TIEPCOHAIE OPTAaHU3AINN U
MIPEIOCTABIICHHSI OTYETHOCTH

ITopsamox mpoBeneHus 3aKyIOYHBIX MTPOIEAYP U OhOPMIICHHS COTYTCTBYIOIIEH
JIOKyMEHTAIIUU

[opsinok odopMIIeHUST JOKYMEHTOB, MPEIOCTABIIEMBIX B TOCYapCTBEHHBIC OPTaHbI,
npoecCHOHANbHBIE COIO3bI U APYTHE TIPEACTaBUTENbHbBIE OpraHbl PAOOTHUKOB

OCHOBBI IOKYMEHTOO00POTa ¥ IOKYMEHTAI[HOHHOTO 00eCTIeYeHus

CTpyKTypa OpraHn3anuy ¥ BaKaHTHBIE TOHKHOCTH (TTpOoeCcCrn, CIIeTIHaTbHOCTH)

TpynoBoe 3aKOHOIATENHCTBO M WHBIEC AKTHI, COJIEPIKAINE HOPMBI TPYIOBOTO ITpaBa

OCHOBBI apXUBHOTO 3aKOHOIATEIECTBA 1 HOPMATHBHBIE TIPABOBBIC aKTHI PoccHiicKoit
®denepaunn, B 4aCTU BEAEHUS JOKYMEHTAIUU 10 TIEPCOHAILY

3akoHoxarenbcTBO Poccuiickoit @enepariyiy 0 MepcoHaIbHBIX JaHHBIX

TexHonoruu, METOIbI U METOIMKY IIPOBEJCHUS aHAIN3a U CUCTEMATH3aLUU
JOKYMEHTOB U HH(OpMAaIHN

JIokanbHbIE HODMATHBHBIE AKThl OPraHU3ALMH, PETYJIUPYIOLINE OPSIOK OLIEHKU U
aTTeCTaluy IepCoHaIa

[opsinok 3aKTF09eHus TOTOBOPOB (KOHTPAKTOB)

HopMbI 5THKH 1€710BOTO 00IIIEeHUS

ba3oBbie OCHOBBI HHDOPMATHKH, CTPYKTYPHOE MMOCTPOCHHE HH(POPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThI ¢ HUMU

Jlpyrie
XapaKTePUCTUKU

3.4. Obobwennas mpyoosas pynkyus

HaumenoBanue

IIpoucxoxnenue
000011IeHHOH TpYIOBOM
(hyHKIUH

JesTenbHOCTh IO Pa3BUTHIO MIEpCOHANA Kon D YpoBeHb 6
KBaITU(DUKAITUU
Opurunan X 3aMMCTBOBaHO U3
OpUTHHajIa
Kon Peructpaiimonusiii Homep
OpuruHaa npodecCHOHANBHOTO
CTaHaapTa

BosmoxHbIE
HaUMEHOBaHUSI
JOJDKHOCTEH, ipodeccuii

CrienmanycT 1o pa3BUTHIO U 00yUEHHIO TIEpCOHaIa
Creuuanuct no pa3BUTHUIO Kaphepbl IEpcoHaIa
Crneuuanuct 1o nepcoHany

Menemxep 1o nepcoHainy

TpeboBanus k
00pa30BaHMIO U
00y4eHUI0

Bricmiee o6pa3oBanue

JomonHuTensHoe mpodeccuoHaNbHOE 00pa30BaHUE - TPOTPAMMBI TIOBBIIIIEHUS
KBaJIM(DMKALIMT; TIPOTPaMMBI TPOQECCUOHATLHON NEPENOITOTOBKU B 00JIACTH
OPTaHU3aIMOHHOTO U MPOYECCUOHAIBHOTO PA3BUTHS IIEPCOHATA




TpeboBaHUS K OTBITY
MIPAKTHYECKON paboThI

Oco0ble ycnoBHs I0IMyCKa
K paboTte

HApyrue
XapaKTEePUCTUKU

,ZZOI’lO]lHumefleble xapakmepucmuku

HanmenoBanue nokymenTa Kon HanmenoBanme 6a30BO# TPYIIHI, TOKHOCTH (TIPOPECCHN)
WM CTICTUATLHOCTH
OK3 2412 CrienyanucTsl 110 Kaapam 1 IpohoprueHTauN
3423 CrienuamicThl KQJIPOBBIX CIYXKO M yUpexICHUH 3aHATOCTH
EKC - Menemxep 1o nepcoHaity
OKIIATP 27755 DKOHOMMCT TIO TPYAY
22956 WucnexTop no kagpam
3.4.1. Tpyoosas ¢ynxyus
HawnmenoBanue | Oprann3anys u IpoBeIeHHE MEPOTIPUSITHIA O Kon | D/01.6 |Yposenn 6
Pa3BUTHUIO U MIOCTPOCHHIO MTPO(HECCUOHATBHOMN (momypoBEHB)
Kapbephl MepcoHaa KBaJIM(UKALIUU
IIpoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIOBOU (PYHKITUH opUruHana
Kox Perucrpanuonsslit
opUruHana HOMED
po(hecCHOHATBHOTO
CTaHJapTa

Tpynoseie neicTBys

AHanmu3 CTPYKTYPHI, TUTAHOB U BaKAHCUI OpTaHU3aIluu

AHanmu3 ocoOeHHOCTEH padOThl Ha Pa3IMYHBIX YUaCTKaX MPOU3BOJICTBA U
KOHKPETHBIX padounx MecTax

[loaroroBka NpoeKTOB JOKYMEHTOB, ONPEACISIONINX OPAJOK Pa3BUTHS IIEPCOHAA
1 TIOCTPOEHUSI PO ecCHOHAIBHON Kapbephl ¢ OLIEHKOH 3aTpar

PazpaboTka miaHoB npodeccuoHaIbHOM Kapbepbl pAOOTHUKOB

dopmMupoBaHHE KaJpoOBOro pe3epBa

Oprazun3zanyst MEpONPHUSITHI 110 Pa3BUTUIO U TOCTPOCHUIO PO(eCCHOHATEHON
Kapbepbl IIepcoHalia

[MoaroroBka npemiokeHui 1o GOPMUPOBAHKIO OFOJKETA HA OPraHU3AIUI0 1
MIPOBEICHIE MEPOIIPUATHH MO PA3BUTHUIO U MOCTPOCHUIO MPO(HECCHOHATBHOM
Kapbepsbl epcoHaa

Ananu3 3 (GEeKTHBHOCTH MEPOIPHUITUN TI0 Pa3BUTHIO IEPCOHANA, TIOJIrOTOBKA
MPEJIOKEHUHN 110 Pa3BUTHUIO

Heob6xomumbie ymeHUs

AHaIM3UPOBATh YPOBEHB OOIEr0 Pa3BUTHS U MPOPECCUOHATBLHON KBATU(PUKAI[UH
repcoHana

Omnpenenstb KpaTKOCPOUHBIE U IOIATOCPOUYHBIE MOTPEOHOCTH Pa3BUTHSI IEPCOHANIA U
MOCTPOEHHUS €ero NPOoQecCHOHAIBHON Kapbephl

OHpGZLeJ’IHTB KpUTEprun (1)OpMI/IpOBaHI/I$I KaZApOBOT'O pe3€pBa OpraHu3anuu




CocTaBnsaTh MHINBUIYATbHbIE IJIAHBI KAPHEPHOTO PA3BUTHS MTEPCOHAIIA

[IpuMeHSTh TEXHOIOTUU U METO/Ibl Pa3BUTHS [IEPCOHANA U IOCTPOCHUS
npodecCHoHANBEHON Kapbephl

CocTaBATh MPEITOKEHUS 1 KOHTPOJIUPOBATH CTATHH PACXOJ0B HA TIPOTPAMMBI
MEPOTPHSTHS TI0 PA3BUTHIO TIEPCOHANA M MOCTPOCHUIO MPOdecCHOHaAIbHOM Kaphephl
JUTSL TUTAHUPOBAHUSI OFOJIKETOB

Ompenensats 3 (HEKTUBHOCTh MEPOTIPHUITHIA 1T0 pa3BUTHIO TIEPCOHAJA M TIOCTPOCHHUTO
npoecCuoHaIbHON Kapbephl

Paborats ¢ I/IH(l)OpMaHI/IOHHI)IMI/I cucTeEMaMH U OazaMu JAaHHBIX 10 NIEPCOHATY

CO6HIOIL3TI> HOPMBbI 3TUKH ACJIOBOT'O O6HICHI/I$I

HeoOxomuMble 3HaHUS

Cuctema, criocoObl, METO/Ibl, HHCTPYMEHTBI ITOCTPOCHUS MPO(HECCHOHATBHOM
Kapbephbl

MeToap!l onpeeIeHusT U OTIICHKH JTMIHOCTHBIX M MPOGECCHOHATBHBIX KOMIICTCHITHIA

Cucrembl, METOABI ¥ (DOPMBI MaTEPHATIHFHOTO U HEMAaTEPHAIHLHOTO CTUMYJIHPOBAHHUS
TpyJa ImepcoHana

TexHonoruu, MeToibl HOPMHUPOBAHUS U KOHTPOJIISI OI0/KETOB

TexHonoruu, METObl U METOIUKH IPOBEJACHUS aHAJIM3a U CUCTEMATHU3al[uU
JOKYMEHTOB U MH(}OpMAaIuu

OCHOBBI PO(PECCUOHATILHOW OPUCHTALIUN

OCHOBBI JIOKYMEHTOO0OPOTa M JJOKYMEHTAIIHOHHOT'O 00SCIICUCHUS

OcHOBEI HpOH3BOHCTB€HHOﬁ ACATEJIbHOCTH OpraHu3alnuu

OCHOBEI 0011Ie# ¥ COTMATFHON TICHXOJIOTHH, COIIMOJIOTHN U TICUXOJIOTHH TPYAa

CTpyKTypa OpraHu3aluy U BaKaHTHBIE JOJDKHOCTH (IIpodeccru, CeHanbHOCTH)

TpynoBoe 3aKOHOIATEIBCTBO U UHBIC aKThI, COACPIKALINE HOPMBI TPYIOBOI'O IIpaBa

3akoHoaatenscTBO Poccuiickoit denepanyu 0 NepCOHANbHBIX TaHHBIX

JlokanbHble HOPMAaTUBHBIC aKThl OPraHU3ALNH, PETYIUPYIOIINE TOPAIOK PA3BUTHS U
HOCTPOEHHUS POPECCHOHANTBHON Kapbephbl EpCOHAA

[Topsnok 3aKiIr04eHus J0roBOPOB (KOHTPAKTOB)

HopMbI 3THKH J1€710BOTO OOIIECHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYpPHOE ITOCTPOSHHE HH()OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThI ¢ HUIMHU

[pyrue xapakTepucTUKN

3.4.2. Tpyoosast ¢hynxyus

HaumenoBanue | Opranusaiiusi 00y4eHuUs epcoHasa Kon D/02.6 |YpoBeHb(TIOMypOBEHB) 6
KBaJTU(DUKAITIU
IIpoucxoxnenune Opurunan X 3alMCTBOBAHO U3
TPYJAOBOH (PYHKIIUN OpHUTHHAJA
Kon PeructpanmonHusiii Homep
opurnHaima  TPodecCHOHATHHOTO
cTaHmapTa

TpynoBele neiicTBUs

AHanu3 pbIiHKa 00pa30BaTeIbHBIX YCIYT U NOTPEOHOCTEH OpraHn3auuy B 00y4eHU
HepcoHaa

Pa3paboTka rraHoB, METOTMYECKUX MATEPHAIIOB, YI€OHBIX IJIAHOB U MPOTPAMM,
IIPOEKTOB JIOKAJILHBIX aKTOB 110 O0YYEHHIO U PAa3BUTHIO NIEPCOHANA, BKIIOYAs




OIICHKY 3aTpaT

Opraamuzarst MEpOIPHUATHI M0 00YICHHIO TIepCcoHaTa

[ToxroroBka mpeuIokKeHui 1Mo GopMHUPOBaHHIO OFO/PKETa Ha OPraHU3aLMIo
o0yd4eHus mepcoHana

Amnanu3 3 GeKTHBHOCTH MEpONPHUATHI 110 00yUYEHHIO TIepcoHalIa

HeobOxomumbie ymMeHUs

AHaJ'II/ISI/IpOBaTI) " OIIPEACIIATh HOTpe6HOCTI/I B O6y‘IeHI/II/I rpyIn nepcoHajia B
COOTBECTCTBUU C LECIISIMU OpraHru3alluu

Pa3pabatbiBaTh MmIaHbl TOATOTOBKH, TIEPEMOTOTOBKHU U MOBBIIICHHS
KBaTM(hUKANN KaJAPOB, YIeOHBIE TUIAHBI U TIPOTPAMMBI

AHaNMM3UPOBATh PHIHOK 00Pa30BATENbHBIX YCIYT U TOTOBUTH MPEIOKEHNUS TI0
MOCTABIIUKAM yCITyT

OpraHn3oBbIBaTh 00yYarOIIUe MEPOTIPUSITHS

CoCTaBIIATh U KOHTPOJIMPOBATH CTAThH PACX0JI0B HA 0O0YUYEHUE MTEPCOHAIA IS
TTAHUPOBAHMSI OFOKETOB

PaSpa6aTHBaTB " KOMIITICKTOBAThH y‘le6H0-MeTOI[I/I‘{eCKI/Ie JTOKYMCHTEI

[Ipon3BoauTh ONEHKY APHEKTUBHOCTH OOYUESHHS ITepCOHAIIa

[Ipou3BoaUTh NpeABAPUTENBHBIC 3aKyTIOUHbIC IPOLIEAYPHI U 0(OPMIICHHUE
COITYTCTBYIOIIEH JOKYMEHTAIUX MO 3aKJIFOUYEHHIO IOTOBOPOB

Paborath ¢ nHPOPMAMOHHBIMH CUCTEMaMH U 0a3aMU JaHHBIX 10 MIEPCOHAITY

PazpabaTbiBaTh U 0OPMIISITH JOKYMEHTHI 110 MPOLEcCaM OpraHnu3alii 00yICHHUS
[EPCOHAJIA U UX PE3YJIbTaTaM

Co0bmogaTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

MeToabl, THCTPYMEHTBI UCCIIEI0BAHUS TOTPEOHOCTH B O0YUECHUH IIEPCOHANA

MeTtoonorust 00y4eHus

TexHonorun, METOAbI U METOAMKHU IPOBEACHUS aHAIN3a U CUCTEMAaTH3aLuN
JOKYMEHTOB U MH(OpMaLuu

[Mopsiiox pa3paOOTKH MJIAHOB MOJITOTOBKH, MEPENOrOTOBKH M TIOBBIIICHHUS
KBaJM(PHUKAIUHT KaJJPOB, yUOHBIX IJIAHOB U TIPOIPaMM

CucteMsl, MeTOJIbI U POPMBI MATEPHATBHOTO U HEMATEPHAIBHOTO CTUMYJIUPOBAHUS
TpyZAa epcoHaa

Texnonornu u MCTOAbI (l)OpMI/IpOBaHI/IH " KOHTPOJIA 6IOI[)KGTOB

[MTopsnok BeieHUs yueTa 1 OTYETHOCTH MO TTOATOTOBKE U MOBBIIICHUIO
KBaJM(HUKALIMH [TEPCOHANA

OCHOBBI TOKYMEHTOO00POTA U JOKYMEHTAIIMOHHOTO 00ECTICYCHUS

OCHOBBI TEXHOJIOTUH IIPOU3BOJICTBA U ACATCIBHOCTU OPraHu3aln

OcCHOBBI 0011IeH ¥ COIMATILHON TICUXOJIOTHUH, COI[MOJIOIMH U TICUXOJIOTHH TPY/a

[Mopsiiox mpoBeAeHNUS 3aKYTOYHBIX IPOLIEAYP U OOPMIICHHST COITYTCTBYIOIIEH
JIOKYMEHTAaINH

CTpyKTypa opraHusanun

TpynoBoe 3aKOHOIATENBCTBO U MHBIE aKThI, COEpKAIME HOPMBI TPYIOBOTO IIPaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATENIBLCTBA U HOPMATHUBHbIE TIPABOBBIC AKThHI
Poccuiickoii @enepannu, B 4aCTH BEICHUS JOKYMEHTALUU 10 IEPCOHATY

OcHOBBI HaJIOTOBOTO 3aKOHOaTeNnbCTBa Poccuiickoit denepannu

OcHoBbI 3aK0HOAATENLCTBA 00 00pa3oBanun Poccuiickoit deaeparn

3akonoaarenbcTBO Poccuiickoit @exeparuiy 0 mepcoHaNbHBIX JAHHBIX

JlokanpHbIe HOPMATHUBHBIE aKTHI OPTaHU3AINH, PETYIUPYIONIHE 00ydeHue




nepcoHana

[Topsimok 3aKTI0YeHUST JOTOBOPOB (KOHTPAKTOB)

Hopwmsl aTHKH 1e10BOTO OOIIICHUS

bazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOCHIE WH(POPMAITTOHHBIX
CHCTEM M 0COOEHHOCTH pabOTHI ¢ HUIMHU

Jpyrue xapakTepucTHKU

3.4.3. Tpyoosas ¢hynxyus

HaunmenoBanue | Opranuszanus aianTalyuyl U CTAKUPOBKU Kon D/03.6 |YpoBeHb 6
repcoHasa (momypoBeHBb)
KBaTH(UKAIIAH
IIpoucxoxaeHme Opwurnnan X 3auMCTBOBAHO W3

TPYAOBOH (PYHKIUH

OpUTHMHaja

Kon opurunana PeructpanuoHsbiit
HOMEp
po(hecCUOHATBHOTO
craHjiapra

Tpynoseie nencTBys

Amnanus YCICUIHBIX KOPIIOPATUBHBIX IMMPAKTUK IO OpraHru3alu aganTaiuiuu U
CTAXXUPOBKE IIEPCOHATIa

Pa3pa0oTka miiaHOB ajanTaniy, CTaXKUPOBKU IIEPCOHANIA C OLIEHKOMN 3aTpar

Opranunzanysi MepONpHUSsITHH 110 aJanTaluy, CTAXKUPOBKE IIEpCoHaa

[Toaroroska npennomeHHﬁ I10 COBEPIICHCTBOBAHUIO CUCTEMBI aJallTalluu,
CTaXXUPOBKHU II€PCOHAIa

[ToaroroBka npeIosKeHuid 0 POPMHUPOBAHHIO OFOJKETa Ha OPraHU3aLUuI0
aJjanTaluy U CTAKUPOBKU IIEpCOHAIA

Amnanu3 3ppekTHBHOCTH MEPOTIPHUSTHH 110 afaNTally U CTAXKUPOBKE MEpCOHAIIA

Heo0xoumbie yMeHUs

Ornpeaenars TPYIIbI IEPCOHANA IS CTAXXUPOBKHU U aJlalTalliy

OHpeHeHHTL pa60qI/Ie MECTa AJId MPOBCACHUA CTAXKUPOBKU U aJaliTalluyd NepcoHaia

CortacoBbIBaTh MEpPOIPUATHUA afallTallud U CTA)KUPOBKH C BO3BMOKHOCTSIMU
Mpou3BOJACTBA

HpOHSBO,I[I/ITL AHAJIM3 U OLICHKY PE3YJIbTATOB aallTallul U CTA)KUPOBOK II€PCOHATIA

CocCTaBIATh IPEUIOKEHUS M KOHTPOJIMPOBATH CTAThH PACXOJIOB HA IPOTPAMMBI U
MEPOIPUSTHS 110 aJaNTAIUK U CTAKUPOBKE MepCcoHAIa JIJIs IUIAHUPOBAHHUSI
OIOKETOB

[TpousBoauTh OLEHKY 3P PEKTUBHOCTH MEPONPHUSITHH 110 aJaNnTalluy U CTAXKUPOBKE
nepcoHaa

BaenpsTh cucteMbl BoBIIeUeHHS PAOOTHUKOB B KOPIIOPATUBHYIO KYJIBTYPY

Hcmonp30BaTh HHq)OpMaHPIOHHI)Ie CHCTEMBI 1 0a3bl JaHHBIX I10 IIEPCOHAITY

Co0mrogaTh HOPMBI TUKH JIEJIOBOTO OOIIECHUS

Heo0xomuMele 3HaHUS

MeTobl afanTaluu U CTAKUPOBOK

TexHonoruu, METOJIbl U METOAMKY IIPOBEJICHUS aHAIN3a U CUCTEMAaTU3aluu
JIOKYMEHTOB 1 HH(pOpMAIIN

ITopsimok pa3paOOTKH MJIAHOB a/IaNTAIlH [TEPCOHANIA HA HOBBIX paO0YHX MecTax,
MOJITOTOBKH, IMEPETIOATOTOBKY U MOBBINICHUS KBATH(PUKAIIMY TIEPCOHATIA
OpraHU3aINHA CTAXKUPOBOK




[Mopsiyiok cocTaBneHHsT CMET 3aTpar Ha aIalTalrIo U CTAKUPOBKY TIepcoHalia

HOp}II[OK BCACHHA YU€Ta U OTUCTHOCTH I10 aJialiTallii U CTa>KUPOBKE IIEpCOHAIa

Cucremsbl, METOABI M (POPMBI MATEPHATIFHOTO U HEMAaTEPHUAIHLHOTO CTUMYJINPOBAHUS
TpyJa IepcoHana

TexHom0ruM 1 METOIbI (1)OpMI/IpOBaHI/I$I " KOHTPOJIA 6IOI[)K€TOB

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIILHOCTU OpraHru3alin

OCHOBBI O6HI€I>'I U COLMAIBLHOM TMICHUXO0JIOTUH, COLIMOJIOTHUH U IICUXOJIOTHUU Tpyda

CprKTypa OopraHu3ani 1 BAaKaHTHBIC JOJIKHOCTHU (HpO(l)CCCI/II/I, CHCHI/I.’:UII)HOCTI/I)

prIlOBOG 3aKOHOJAATCJIbCTBO U MHBIC AKThI, COACPIKAINE HOPMBI TPYAOBOTO IIpaBa

OcCHOBBI HAJIOTOBOI'O 3aKOHOAaTeNbCTBAa Poccuiickoil denepaunn

3akoHOMaTeILCTBO Poccniickoit Deaepannn 0 IepCOHATBHBIX TaHHBIX

JlokanbHbIe HOPMATHBHBIC aKThl OPTaHU3AINH, PETYIIUPYIOIINE aATAIHIO0 U
CTKUPOBKY TIepcoHAIIa

OCHOBBI TOKYMEHTOO0OPOTa B TIOKYMEHTAITHOHHOTO 00eCITeUeHHUS

[opsinok 3aKTFOUeHus TOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1€710BOTO OOIIEHUS

bazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOCHNE HH()OPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMU

Hpyrue xapakrepucTuku

3.4.4. Tpyoosas ¢hynxyus

HaunmMenoBanue | ATMUHHUCTPUPOBAHUE TTPOLIECCOB H Kon D/04.6 |YpoBeHn 6
JOKYMEHT0000pOTa 10 Pa3BUTHUIO U (moaypoBeHb)
npoeccuoHaIbHON Kapbepe, 00yIeHHIO, KBaTU(UKAITIU
aJlanTallii U CTaXXHUPOBKE TIepcoHalia

[Tpoucxoxnenue
TPYAOBOH (PYHKIIUN

Opurunan X 3aMMCTBOBAHO U3
OopuruHaia
Kox Perucrpanuonsslit
OpuruHaia HOMED
npoQeCcCHOHATBLHOTO
cTaHjmapTa

TpynoBsie neicTBUs

AHaM3 MpoIeccoB, MPABWII U MOPSIKOB OPTaHU3AIINH TP IPOBEICHUN
MEPOIPHUSITUIN TI0 PA3BUTHIO U TPO(ECCUOHAIBHON Kapbepe, 00yUeHUI0, alanTalud 1
CTaKHPOBKE MepcoHaa

JlokymeHTannoHHoe oopMIIeHHE PE3yIIbTATOB MEPONIPUSITHIA TI0 PA3BUTHIO U
npodeccuoHanbHON Kapbepe, 00y4eHHIo, a1aNTallui U CTAXUPOBKE MEpCOHAlIa

[ToaroroBka MHANBUYATBHBIX MTPEIUIOKEHUN HA OCHOBE PE3YJIhTaTOB IMPOBEICHUS
MEPOIPHUSITUI TI0 PA3BUTHIO U TPO(ECCHOHAIBHOMN Kapbepe, 00yUeHHI0, aalTaliy 1
CTaKMPOBKE MepcoHaa

[ToaroToBKka mpemIoKeHNH IO COBEPIIICHCTBOBAHUIO CUCTEM O0yUCHUS, afalTalluH 1
CTaXXHUPOBKH, Pa3BUTHI U TIOCTPOSHUS PO(ECCHOHATLHON Kaphephl MepcoHalIa

ComnpoBosKeHNE JOTOBOPOB MO OKA3aHMIO KOHCYIbTAMOHHBIX, HH)OPMAIIMOHHBIX
yCIyT, HEOOXOJUMBIX JUJIs TPOBeieHHUsT 00yUeHHUs, aJanTaluy U CTaKUPOBOK,
Pa3BUTHS ¥ TOCTPOCHHUS TIPO(HECCHOHATILHOM Kaphephl IepcoHala, BKIHYas
MIpeIBapUTEIIbHBIE TIPOLIETYPBI IO UX 3aKIFOUYEHHUIO

Brimonnenne TpeboBanuii o XxpaHeHHI0 HHPOpMaMK 0 pe3ysbTarax 00ydeHus,




aJIanTalii U CTaXXUPOBKH, PA3BUTHS U MOCTPOCHHS NIPO(ecCHOHATBHON Kaphephl
repcoHana

Heobxomumbie ymMeHUsS

OdopMIsATh JOKYMEHTHI 110 BOIPOCaM MPOBEACHUS 00yUeHHUS, aJalTallul 1
CTa)KUPOBKH, PA3BUTHI U TIOCTPOCHUSI TPOPECCHOHAIBHON Kapbephl MIEpCoHana,
IIPENOCTaBIIsIeMbIE B TOCYAAPCTBEHHbIE OPTaHbl, MIPO(ECCHOHANIbHBIE COIO3bI U
JpyTHe MPeJCTaBUTEIbHBIC OPTaHbl PAOOTHUKOB

O0ecneunBaTh JAOKYMCHTAITUOHHOC COIIPOBOKACHHNC O6y'-ICHI/I$I, ajalrTainuu 1u
CTaXXUPOBOK, PA3BUTUA U TOCTPOCHUS HpO(I)eCCHOHaHLHOﬁ KapbCphl MIEPpCOHAIIA

AHaTU3UPOBATh MPaBUIIA, MPOLEAYPHI U HOPSIIKK MPOBEACHUS 00yUeHHSI, alanTalluH
U CTaXXMPOBKHU, Pa3BUTHA U ITOCTPOCHUS IPO(ECCHOHATIBHOM Kapbephl IIepcoHaa

Opranmn3oBBIBaTH XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHA
3akoHojaTenbcTBa Poccuiickoit denepannu U JIOKAIbHBIMU aKTaMU OpraHU3aldn

AH&HI/ISI/IpOBaTI) JOKYMCHTBI U IEPCHOCUTD I/IH(bOpMaHI/I}O B I/IH(i)OpMaIlI/IOHHBIC
CHUCTEMBI 1 0a3bl JaHHBIX

Bectu YUCT U perucCTpanuro 10KyMCHTOB B I/IH(l)OpMaHI/IOHHLIX CHUCTEMAX M Ha
MaT€pHraIbHBIX HOCUTEIIAX

Paboratb ¢ nHpOPMAMOHHEIMHU CHCTEMaMH U 0a3aMH JaHHBIX 10 BOIIPOCAM
o0y4eHus1, ajanTaluy 1 CTAKUPOBKH, PA3BUTHUS U TIOCTPOCHUSI PO eCCHOHANBHON
KapbEphul NNI€pCoHaIa, BEACHUA Yy4€Ta KaHANJATOB HA BAKAHTHBIC JOJDKHOCTHU
(mpodeccun, criennanbHOCTH)

Bectu nenoByro nepenucky

Co0bmo1aTh HOPMBI STHKH JIEJI0BOTO OOIIEHUS

HeoOxonuMble 3HaHUS

[opsinox odopmiieHus, BeICHUS U XPaHEHHS JOKYMEHTALIUH, CBSI3aHHOM ¢ CHCTEMOIt
o0y4eHus1, aanTaluy U CTAKUPOBKH, PA3BUTHUS U TIOCTPOCHUSI PO eCcCHOHANTBHON
Kapbepsl IIepcoHala

[Mopsinok popmupoBanus, BeCHUs OaHKa JaHHBIX O EPCOHAJIC OPTaHU3aALUU U
MPEIOCTABIICHUS] OTYETHOCTH

HopmartuBHbIe IpaBoOBbIE aKThI, PErYIUPYIOIIKE IpaBa U 00sI3aHHOCTH
rOCy/IapCTBEHHBIX OPIaHOB U OPraHU3alMHU IO MPETOCTABICHUIO YUETHOM
JOKYMEHTaINN

HOpS[ILOK O(i)OpMJ'IeHI/IH JOKYMCHTOB, IPEAOCTABIIACMBIX B I'OCYJapCTBECHHBIC OPraHbI
W UHBIC OpraHu3alnun

OcCHOBEI I[OKYMeHTOO60pOTa " JOKYMCHTALIMOHHOI'O obOecrieucHuUs

[opsinox npoBeaeHuUs 3aKyNOYHBIX TPOLUEAYDP U OOPMIICHHS COITYTCTBYIOILEH
JOKYMEHTaINN

CrpyKTypa OpraHu3alyy ¥ BAKAaHTHBIC JOJDKHOCTH (TIPOQECCUH, CIeIUaIbHOCTH)

TpymoBoe 3aKOHOIATEIBCTBO U MHBIE AKTHI, COJIEPIKAIINE HOPMBI TPYAOBOTO MpaBa

OCHOBBI apXMBHOT'0 3aKOHOJIATENILCTBA U HOPMATHBHBIE MMPABOBBIE aKThl Poccuiickoit
®denepannn, B 4aCTH BEJEHHS JOKYMEHTAIMH 0 ITEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNnbcTBa Poccuiickoit denepanuu

3akoHoaatenscTBO Poccuiickoit denepanu 0 NepCOHANbHBIX TAHHBIX

TexHomornm, METOIbl 1 METOAMKH MPOBE/ICHUS aHAIN3a U CUCTEMATHU3ALUN
JOKYMEHTOB U MH(MOpMaIuu

JlokanbHbIE HOPMAaTHBHBIE AKThl OPTAHU3ALUH, PETYIUPYIOLLNE NOPSIOK PA3BUTHS U
MTOCTPOEHNS PO ECCHOHATTEHON Kaphepbl, 00ydeHus, aJalTalluid U CTAKUPOBKU
HepcoHaa

[Topsiok 3aKTFOUEHUS JJOTOBOPOB (KOHTPAKTOB)

HOpMBI OTHKHU ACJIOBOIO O6H_[CHI/I$I

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MOCTPOCHHE MH(DOPMAIIMOHHBIX




CHUCTEM U 0OCOOCHHOCTH PabOTHI ¢ HUMU

Hpyrue
XapaKTEPUCTUKHU

3.5. Obobwennas mpyoosas pyHkyus

Haumenoanue | JlesiTeNbHOCTS IO OPraHU3alMK TPYIa U Kon E |Yposenn 6

OIJIaThI II€pCOHAIA

KBaJIM(DUKALIAN

IIpoucxoxnenue
00001IeHHOH TPYT0BOT
hyHKIUH

Opurunan X

3auMCTBOBAHO U3

opuruHaia
Kon Peructpanmonnsliit
opuUruHaiza HOMED
PO ECCUOHATTLHOTO
cTaHjiapra

Bo3moskHbIE
HanMCHOBaHUA
TOILKHOCTEH, TIpodheccuit

Crnenuanuct Mo HOPMHUPOBAHUIO U OTUIATE TPYIa
CrienuanucT Mo OpraHu3alliy U oIiaTe TpyJa
Crneuuanuct o KOMIEHCALUSM U JIbroTaM
CrenuanucT 1o mepcoHany

Menemxep 1o nepcoHaty

TpeboBanus K
00pa30BaHMIO U
00y4eHHIO

Briciiee oOpazoBanue

JomomauTensHoe poheccHoHaIbHOE 00pa30BaHMUE - TIPOTPAMMEI
po(ecCUOHAIBHOMN MEePENOrOTOBKH B 00J1aCTH SKOHOMHUKH, HOPMUPOBAHUS U
OILJIaThI TPY/IA, IPOTPAMMBI TIOBBIIICHUST KB (DUKAITN

TpeboBaHus K OIBITY
HPaKTHYECKON paboThI

Oco0ble yCoBHs I0ITyCKa
K padote

Hpyrue
XapaKTepUCTUKU

ﬂOl’lOJlHumeﬂbele xapakmepucmuku

HaumenoBanue 1oxkymMeHTa Kon

HawnmMenoBanue 6a30Boi Ipymiibl, JODKHOCTH (Tipodeccrn)
WM CTIEIUAIbHOCTH

OK3

2412

Criena ucThl TI0 KaJipaM U popOopHeHTAIINN

3423

CrienMaamucThl KaJPOBBIX CIYKO M yUpekISHUH 3aHATOCTH

EKC

Wmxenep o HOPMUPOBAHHUIO TPyJa

TexHuk mo Tpyay

DKOHOMHUCT I10 TPyAy

Menemxep 1o nepcoHaity

OKIIATP

27755

DKOHOMHUCT I10 TPyAy

22956

WHcnekTop no kagpam

3.5.1. Tpyoosas ¢hynxyus

Hanmenosanue | Opranuszanus Tpy/aa nepcoHaia

Kon E/02.6 |YpoBenb 6




(momypoBeHB)

IIpoucxoxnenue
TPYAOBOH (QYHKIINN

KBaJTU(DUKAITUU
Opurunan X 3aMMCTBOBAHO U3
OopUruHaza
Kon Peructpanuonnslii
OopUruHaza HOMED
npo¢ecCHOHANTBEHOTO
cTaHjapra

TpynoBeie neicTBUA

AHanu3 yCeIHbIX KOPIMOPATHBHBIX MPAKTHUK TI0 OPTaHU3AIIIH HOPMHUPOBAHUS TPYy/Ia
JUTSL Pa3NIMYHBIX KaTeropHii iepcoHaa, 0co0eHHOCTe! MPOU3BOICTBA U
JIesITeIbBHOCTH OpTaHN3alnN

Pa3paboTka CHCTEMBI OpraHU3aIliK TPY/Ia MIePCoHaa 1 MopsKa HOPMUPOBAHHUS
Tpy/a Ha paboYMX MECTax ¢ OLEHKOMW 3aTpar Ha MepCoHa

Buenpenue cucTeMsl OpraHu3anuy Tpyaa NepcoHana H KOHTPOIIS HaJl
HOPMHUPOBAHHEM C OIPEICICHUEM TPYAOEMKOCTH, HOPMATUBHOM YHCIICHHOCTH,
rpauKoB padOT U YCIOBHI OIJIATHI TPYIa MepcoHaa

BrisBienne pe3epBoB MOBBIIEHUS POU3BOIUTENILHOCTH TPY/la M KauecTBa
HOPMMPOBAHUsI TPY/1a, TOArOTOBKA MPEAIOKEHUH 110 N3MEHEHUSIM YCIOBUH U
OIJIaThl TPy IepcoHaa

[ToaroroBka npeyioskeHui 0 GOPMHUPOBAHMIO OFOJKETa HAa OPraHU3aALHUI0 TPYAd
HepcoHaa

Onpenenenne 3pPEKTUBHOCTH pabOTHI CUCTEMbI OPTaHU3AINN TPYAA U
HOPMHPOBaHHUS TPY/a Ha pabOuUX MecTax

Heobxomumble ymMmeHUs

BrenpsaTh METOIBI paliiOHATEHOW OpraHU3aIiN TPY/Ia

Pa3paOaTbIBaTh IUIaHBI OPraHU3ALMOHHBIX U TEXHUYECKUX MEPONPHUITUH 110
MOBBIILICHUIO IPOU3BOAUTEIBHOCTH TPYA

AHanu3upoBaTh COCTOSHUE HOPMUPOBAHUS TPY/la, KAUeCTBO HOPM, TIOKa3aTesei mo
Tpyny

AnHanuzupoBath 3QPEKTUBHOCTL pabOThl CUCTEMBbI OPraHU3allMH TPY/Ia IiepcoHala u
HOPMHPOBAHUs TPy/la Ha pabounX MecTax

CocCTaBIATh M KOHTPOJIMPOBATH CTAaThH PACXOJIOB Ha OIJIATY TPY/a IepCoHaa Jyis
TJTAHUPOBAHUS OFOJIPKETOB

PaboTath ¢ MHPOPMAITMOHHBEIMH CUCTEMaMH M 0a3aMH JIaHHBIX 110 HOPMUPOBAHHIO U
oIuIaTe TpyJa IepcoHana

PaspabartbiBaTh 1 0hOPMIIATH JIOKYMEHTBI 110 HAIIPABJICHHUIO ICATEIIBHOCTH

Co0utr01aTh HOPMbI STHKH JIEJIOBOTO OOIICHUS

Heo0xoauMble 3HaHUS

MeTo/p! yueTa 1 aHalIn3a nokaszaTesiel o Tpy/ly U oIiaTe TpyAa

MeToap! onpesieneHusi, OLleHKH U CpaBHEHUS IPOU3BOACTBEHHON HHTEHCUBHOCTH U
HaNpsHKEHHOCTH TPy ia

MeTozabl HOpMHUPOBAHUS TPY 1A

MC)KOTpaCJ'IeBBIC 1 OTPACJICBbIC HOPMATHUBBI TPYJAOBBIX 3aTpaT

CoBpeMeHHbIe (POPMBI, CHCTEMBI OIUIATHI U Y4eTa POU3BOAUTEILHOCTH TPy
nepcoHana

Cucrembl, METOABI M (POPMBI MATEPHATIFHOTO U HEMATEPUAIHLHOTO CTUMYJIUPOBAHUS
TpyZa NepcoHana

TexHoioruu u METOAbI (bOpMI/IpOBaHI/IFI " KOHTPOJIA 6IO,Z[)KCTOB

TCXHOJ'IOI‘I/II/I, METOJbI U METOAUKHU IPOBCACHUA aHAJIM3a U CUCTEMATU3AllUN




JIOKYMEHTOB 1 UH(pOpMAIIH

OCHOBBI TOKYMEHTOO0OPOTa U TOKYMEHTAITHOHHOTO 00ECIICUeHUS

TTopsnok Tapudukanmy padoT 1 padbounx, YCTaHOBICHHS TOKHOCTHBIX OKJIAIOB,
JIOTUIAT, HAI0aBOK U KO (QHUIMEHTOB K 3apaboTHOM TiiaTe, pacueTa
CTUMYJTUPYIOIIUX BBITUIAT

TapudHo-kBaTHPUKAIMOHHBIC CIIPABOYHUKHN padoT 1 mpodeccnii padbounx u
KBaJTM(DUKAIMOHHBIC XapaKTEPUCTUKHU JIOJIDKHOCTEH CITyKaInX

OCHOBBI TEXHOJIOTUH IIPOU3BOZCTBA U ACATCIBHOCTU OpraHru3alin

CTpyKTypa OpraHn3anyy U BaKaHTHBIE TOJHKHOCTH (TTpodeccru, CIIeIMaTbHOCTH)

KanpoBas monmuTrka v CTpaTernus OpraHn3aiun

OKOHOMMUKa TpyJa

OCHOBBI O6HI€I>'I U COLMAIBLHOM TMCHUXO0JIOTUH, COLIMOJIOTHUH U IICUXOJIOTHUU Tpyda

prIlOBOG 3aKOHOJAATCJIBLCTBO U MHBIC aAKThI, COACPIKAIINE HOPMbI TPYAOBOTO IIpaBa

OCHOBBI ApXUBHOTO 3aKOHO/ATENHCTBA U HOPMATHUBHBIC TIPABOBBIC aKThl Poccuiickoit
®denepaunn, B 4aCTU BEAEHUS JOKYMEHTAIUU 10 TIEPCOHAILY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbCcTBA Poccuiickoii denepanuu

3akoHonatenabcTBO Poccuiickoil deaepanny 0 NepCOHAIBHBIX TAHHBIX

JlokanbHble HOPMAaTHBHBIE aKThl OPraHU3ALUH, PETYIUPYIOIINE TOPSIOK
OpraHu3alMy TpyJa U HOPMUPOBAHUS IIEpCoHaa

[opsinok 3aKiTFOUeHus TOTOBOPOB (KOHTPAKTOB)

HopMbI 5THKHM 1€710BOTO 00IIEeHUS

bazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOCHNE HH()OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue XxapakTepucTuku |-

3.5.2. Tpyoosas ¢hynxyus

HaumenoBanue | Opranu3saiusi OriaThl Tpya Kox E/01.6 |YpoBeHb(1OAypOBEHb) 6
nepcoHasna KBaJMpUKaIUK

IIponcxoxnenne Opurunan X 3alMMCTBOBAHO U3
TPYAOBOH (PYHKIIUN OpHUTHHAJA

Kox Perucrpanmonssrit

OpHUTHHaJa HOMEp
po(hecCUOHATBHOTO
CTaHmapra

TpynoBbie neiicTBus AHanM3 yCTenHbIX KOPIOPATUBHBIX MPAKTHK 110 OPraHU3aI[MH CHCTEMBI OTIIaThI

Tpya nepcoHasa

Pa3paboTka cucTeMbl OILIaThl TPY/Ia MEPCOHAIA

dopmMupoBaHue MIIaHOBOIO Ot0pKeTa (POHIA OTIATHI TPY1a, CTUMYJIUPYIOIIUX U
KOMIICHCAIIMOHHBIX BBITUIAT

BHC,I[pCHI/IG CHUCTCMBI OILUIAThI TPpy/da MEPCOHAIa

[ToaroToBka MpeyIoKEeH A 110 COBEPIICHCTBOBAHHIO CHCTEMBI OILIAThI TPy
nepcoHana

HeoOxoumbie yMeHUS CocCTaBIIsATh U KOHTPOJIMPOBATH CTAThH PACXO/IOB Ha OILIATY TPY/la IIepCOHaa IS
IJTAHUPOBAHUS OFOJKETOB U (POHJIOB

HpI/IMeHﬂTL TCXHOJOInn MaTepHaJ'[BHOﬁ MOTHUBAILIMU B YIIPABJICHUU IIEPCOHATIOM




Pa3pabarbiBaTh KOHIENIIUIO IOCTPOSHNUS MOTHBALIMOHHBIX TPOrpaMM paOOTHHUKOB B
COOTBETCTBHHU C LIETSIMU OPraHU3aLUU

AHaJ'II/BI/IpOBaTB COBPCMCHHBIC CUCTCMbI OIIAThI 1 MaTepHaJ'H:HOﬁ (MOHCTapHOfI)
MOTHUBALlMU Tpyaa AJisd ueneﬁ OopraHu3anuu

AHaAU3UPOBATh YPOBEHH OIUIATHI TPY/Ia TIepcoHAlIa IO COOTBETCTBYIONIMM
PO ECCUOHATTEHBIM KBaTU(DUKAIIHSIM

[IpoBoaMTE MOHUTOPUHT 3apabOTHOH TIATH HA PBIHKE TPYy/Ia

AHanmm3upoBath (POPMBI MATEPHATHFHOTO CTUMYJIMPOBAHNS, KOMIICHCAITUH U JITOT B
orJjiaTe TpyJa IepcoHana

PaboTath ¢ HHGOPMAITHOHHBIME CUCTEMaMK U 0a3aMu JaHHBIX 10 OTIaTe TPy/aa
nepcoHana

CocTaBnsaTh IPOTHO3BI PA3BUTHS OTIATHI TPY/Ia MEpCcoHala

Co0urrogaTh HOPMBI ATHUKH ACIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

DopmbI U cUCTEMBI 3apabOTHOM IJIATHI, MOPSIOK COCTABICHUS OI0/KETOB

Cucrembl, MeTOABI ¥ (DOPMBI MATEPHATIHFHOTO U HEMAaTEPHAIHLHOTO CTUMYJIHPOBAHHUS
TpyJa rnepcoHania

TexHomoruu u MeTo1bl HOPMHUPOBAHUS U KOHTPOJISE OI0/PKETOB U (POHIIOB

[Mopsinox Tapudukauu padoT 1 pabOYHX, yCTAHOBICHUS JOKHOCTHBIX OKIIA/IOB,
JIOTUTAT, HA10aBOK ¥ KO QHUIIMEHTOB K 3apabOTHOH Iiare, pacuera
CTUMYJIMPYIOIIUX BBITLIAT

MeTob1 onpeacICHU YUCICHHOCTU pa6OTHI/IKOB

Tapudro-kBanmMpUKaMOHHBIE CIPABOYHUKH padOT u mpodeccuii padbounx u
KBaJM(PHUKALMOHHBIC XapaKTEPUCTUKU JOJIKHOCTEH CITy Kalux

MeTo/1pl yueTa U aHAJIM3a ToKa3aTeliel Mo Tpy Ly U 3apaboTHOH 1iaTe

TexHonaoruu, METObl U METOIUKH IPOBEJACHUS aHAJIM3a U CUCTEMATHU3al[U1
JOKYMEHTOB U MH(OpMAaIuu

KaHpOBaH IOJIMTUKA M CTpATErus OpraHusaliuu

CTpyKTypa OpraHu3alnuy 1 BaKaHTHBIE JOJDKHOCTH (IIpodeccuu, CelnalbHOCTH)

prI[OBOG 3aKOHOAATCIBbCTBO U UHBIC AKThI, COACPIKAIINEC HOPMBI TPYAOBOTI'O IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNnbcTBa Poccuiickoit denepanuu

3akoHoaarenscTBO Poccuiickoit denepannu 0 NepCOHANbHBIX TaHHBIX

JlokanbHbIE HOPMAaTUBHbIE AKThl OPraHU3ALNH, PETYIUPYIOLINE OIUIaTy Tpyaa

OCHOBBI TEXHOJIOTUH MMPOU3BOJACTBA U ACATCIbHOCTU OPraHU3allnun

OcCHOBEI I[OKYMeHTOO60pOTa " JOKYMCHTAIUOHHOI'O obOecrieucHuUs

[opsinox 3aKitoYeHus 10rOBOPOB (KOHTPAKTOB)

OcCHOBEI 061].[6171 n COI.IPIaJ'ILHOfI IMCUXOJIOInH, COLIMOJIOTUHN U IICUXOJIOTHUH Tpyda

Hopw™b1 3THKH 1€710BOTO 00IIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYpPHOE IMTOCTPOSHHE MH(DOPMAIIHOHHBIX
CUCTEM M 0COOEHHOCTH PabOTHI C HUMH

Hpyrue
XapaKTEPUCTUKH

3.5.3. Tpyoosas ¢hynxyus

HawmmenoBanue | AIMUHHCTPUPOBAHHE TIPOIIECCOB Kon E/03.6 |YposeHb 6

JIOKyMEHT0000pOTa 110 BOIIPOCaM (TmoypoBeHb)
Opra’u3aliiy Tpy/ja u omaThl IepcoHaia KBTI (UKAITAN




[Ipoucxoxnenne
TPYIOBOH (PYHKIIUH

Opurunan X 3aMMCTBOBAHO U3
OpUTHHaIa

Kon opurunana Peructpanmonnsliit
HOMeED
PO eCCUOHATTLHOTO
craHjapra

TpynoBeie neicTBUA

AHanm3 MpoIeccoB JOKYMEHTO000pOTa, JTOKaTbHBIX JOKYMEHTOB IO BOIIPOCaM
OpTraHM3aIlAY OTIIATHI ¥ TPy IepcoHaa

OdopmieHne JOKYMEHTOB 110 BOTIPOCAM OTLIATHI M TPYAa ITepcoHaa

[ToaroroBka mpeaaoKeHU O BOIPOCAaM OIIaThl U TPYAa epCoHalIa

IloaroroBka HpCI{J’IO)KCHI/Iﬁ 110 COBECPUICHCTBOBAHUIO CUCTEMBI OIIaThl 1
OopraHuvsainuu TpyJa nepcoHaia

JloKyMEHTAIIMOHHOE ¥ OPTaHU3AIIMOHHOE COMPOBOKICHUE CUCTEMbI OpTraHU3ALNN U
OTIIaTHI TPYla TIepcoHama

[ToxroroBka 1 06pabOTKa 3aIIPOCOB U YBEIOMIICHUH 0 paOOTHUKAX B
rOCy/IapCTBEHHBIE OPraHbl, MPOPECCHOHATBHBIE COIO3BI M IPYTHE MPE/CTaBUTEIILHEIC
opraHbl pabOTHHUKOB, 10 CHCTEMaM OILJIaThl U OPraHU3alK TPY/a epcoHana

ComnpoBoKCHNE TOTOBOPOB MO OKA3aHUIO KOHCYIbTAIMOHHBIX, HH()OPMAIIMOHHBIX
YCIIYT TI0 CUCTEMaM OIUIaThl M OPTaHU3aIMK TPY/a IIepcoHaa, BKIIoYast
npeIBapUTEIbHBIC MIPOLEAYPHI IT0 UX 3aKITIOYECHHUIO

Heobxomumble ymMeHUs

ObecnieunBaTh JOKYMEHTALMOHHOE CONPOBOXKICHUE MEPOIPUSTHH 110 OIUIATE U
OpraHM3alliy Tpy/ia epcoHaia

OdopMIIsITh JOKYMEHTBI 110 BOIPOCaM OIUIATHl M OPTaHU3alluH TpyAa IiepcoHaa,
[IPEOCTaBIIsieMbIe B TOCYAaPCTBEHHbIE OPTraHbl, MPO(ECCHOHANbHBIE COIO3bI U
JpyTHUe MPeCTaBUTEIbHbIC OPTaHbl PAOOTHUKOB

AHanM3upoBaTh HOPMATUBHBIE M METOINYECKHE TOKYMEHTHI TI0 BOTIPOCAM OTLIATHI U
OpraHM3alliy Tpy/ia epcoHaia

OpI‘aHI/ISOBBIBaTB XpaHCHHUC NTOKYMCHTOB B COOTBETCTBHHU C Tpe6OBaHI/I$IMI/I
3aKOHOAATECIIbCTBA Poccuiickoi CDez[epauI/m 1 JIOKAJIbHBIMU aKTaMU OPraHu3alnun

Bectn YUCT U perucCTpanuo 10KyMCHTOB B I/IH(l)OpMaLII/IOHHBIX CHUCTEMAX U Ha
MaTCepUAJIbHBIX HOCUTCIIAX

PaGorats ¢ nH()OPMAITMOHHBIMU CUCTEMaMH M 0a3aMH JIAaHHBIX 110 CHCTEMaM OILIAThI
Y OpTraHW3alliu TpyJia TIepcoHaia

[Tpou3BOUTH NpeABAPUTENBHBIC 3aKYTTOYHBIE TPOIEAYPHI U ODOPMIISTH
COILYTCTBYIOLIYIO JOKYMEHTALUIO 110 3aKJIFOUEHHIO JI0TOBOPOB

Bectu nenoByro nepenucky

Co0uro1aTh HOPMBI STHKH JIEJI0BOTO OOIIEHUS

HeoOxomuMble 3HaHUS

[opsimox odopMiIeH s, BEICHNS U XPaHEHNUS JOKYMEHTAIIUH 110 CHCTEMaM OIUIAThI U
OpraHM3alliy Tpy/ia epcoHaia

HopmaTtuBHBIE IPaBOBBIE aKThI, PETYIUPYIOIINE MTPaBa U 005S3aHHOCTH
rOCYJapCTBEHHBIX OPIaHOB U OPraHU3alllH 110 MPEJOCTABICHUIO YUETHON
JOKyMEHTALUU

TGXHOHOFI/II/I, METOJbl U MECTOAWKHU IIPOBCACHUA aHAJIN3a U CUCTCMATU3allUN
AOKYMCHTOB U HH(bOpMaI_II/II/I

JlokanbHbIE HOPMATHBHBIE AKThl OPTAHU3ALUH, PETYJIUPYIOLINE OPSIOK OIUIATHI,
OpraHu3allMi 1 HOPMUPOBAHUS TPyAA

OCHOBBI TOKYMEHTOO00POTa U JOKYMEHTAITMOHHOTO 00SCTICUCHUS

[Topsimok popmupoBanwsi, BeneHUs 0aHKA JAHHBIX U TPEIOCTABICHUS OTYCTHOCTH TI0




CHCTEMaM OILIaThl M OpTraHU3aIlH TPYyAa MepcoHaa

TpynoBoe 3aKOHOAATEIHCTBO M UHBIE AKTHI, COJIEPIKAIINE HOPMBI TPYIOBOTO IpaBa

OCHOBBI apXHBHOTO 3aKOHO/IaTEILCTBA 1 HOPMATHBHEIEC TIPABOBBIE aKThI Pocchiickoii
®depaepanuu, B YaCTH BEICHUS JOKYMEHTAIUH 110 TIEPCOHATY

OcCHOBBI HAJTIOTOBOTO 3aKOHOAaTeNbCTBA Poccuiickoit denepanuu

3akoHoaarenbcTBO Poccuiickoit @enepanyy 0 nepcoHalbHbIX JaHHBIX

[Topsinok 3aKiIroueHus: J0roBOpoB (KOHTPAKTOB)

[opsimox mpoBeAeHHUS 3aKyMOYHBIX TPOLEAYP U 0OPMIICHHS COMTYTCTBYIOIEH
JOKyMEHTaluN

Hopwmsl aTHKH 1e10BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOCHHE HHPOPMAITHOHHBIX
CHCTEM M 0COOEHHOCTH pabOTHI ¢ HUIMHU

Hpyrue
XapaKTEepPUCTUKH

3.6. Ob0bwennas mpyoosas QpyHKyus

HaumenoBanue

IIpoucxoxnenue
00001IIeHHOH TPYTOBOT
(hyHKIUH

HedarenbHOCTh IO OpraHU3aALMU Kon F | VYposeub 6
KOPIIOPAaTUBHOM COLIMAIBHOU MOJUTUKHU KBaJIM(DUKALIUN
Opurunan X 3auMCTBOBAHO U3
opuUruHaia
Kon Perucrparnmonnsrit
opuUruHaa HOMED
po(hecCHOHATBHOTO

craHjapra

Bo3moxkHbIe
HaWMEHOBAHUS
JOJDKHOCTEH, Tipodeccuii

Crenuanuct 1o COIUaIbHBIM MTPOrpaMMam

Criermanuct 1o paboTe ¢ MpeICTaBUTeNbHBIMA OpraHaMu paOOTHUKOB
Crenmuanuct o KOPIOPaTUBHON CONMATLHOMN TTOJTUTHKE

CrenuanucT 1o mepcoHamy

Menexep 1o nepcoHaty

TpeboBanus k
00pa3oBaHMIO U
00ydeHHIO

Bricee o0pazoBanne

JononauTensHoe npodeccnonaibHoe 00pa3oBaHKe - MPOrPaMMBbI
podecCHOHANBHON TIEPENOArOTOBKH U MPOTPaMMBbI MTOBBIIIIEHHS KBaTH(DUKAIIUK B
00J1aCTH COLMANIBHBIX IPOrpPaMM

TpeboBanus K ONBITY
NPaKTHYECKOU PabOThI

Oco0ble yCcIoBHS JIOITyCKa
K paboTe

Hpyrue
XapaKTEPUCTUKHU

,ZZOVIOJZHMW!@]ZbH ble XxapakmepucmuxKu

HaumenoBanue 1oKymMeHTa Kon HaumenoBanue 6a30Boii rpyIibl, TODKHOCTH (ipodeccun)
WIN CHIEUUAIBHOCTH
OK3 2412 CrienuaiarcThl IO KajpaM U poGopUeHTANN




3423 CrienyanucThbl KaJIpOBbIX CIIY)KO M YUPSIKICHUH 3aHITOCTH

EKC - CrenuaimcT 1o Kajapam
- Menemxep 1o nepcoHaity
OKIIJITP 27755 DKOHOMHUCT MO TPYY
22956 WucnekTop no kaapam
OKCO - -

3.6.1. Tpyoosas gpynxyus

Haumenoanue | PazpaboTka KOpIOpaTHBHON COLUATBHOR Kox F/01.6 |VYposenn 6
MOJTUTUKH (moypoBeHB)
KBaJH(pUKALUH

IIpoucxoxacHme Opwurnnan X 3auMCTBOBAHO W3

TPYIOBON (DYHKITUH opurHHaNa

Kon Perucrpanuonsslit
OpUTHHAJA HOMED
po(hecCHOHATBHOTO
CTaHJapTa

Tpynoseie nencTBys

Amnanus YCHCUIHBIX KOPIIOPATHUBHBIX IMMPAKTUK IO OpraHru3ali COUaJIbHOI'O
MmapTHEPCTBA, COHPI&HI)HOIZ OTBETCTBCHHOCTHU U COLMAJILHBIX ITPOrpaMM

Pa3paboTka KOpIOpaTUBHBIX COIMATIBHBIX MPOrPaMM

Pa3paboTka crcTeMbl BBITIAT PA0OTHUKAM COLUATBHBIX JIBIOT

Opranunzanyst IeperoBopoB ¢ MpodecCHOHANBHBIMU COI03aMH U IPYTUMH
NPEACTaBUTEIbHBIMU OpraHaMu paOOTHUKOB, OOIIECTBEHHBIMU OPraHU3aLUsIMH,
B3aMMO/ICHCTBUE C FOCYAapCTBEHHBIMHU OpraHaMH

[ToxroroBka mpeyIoxKeHui Mo GOpMUPOBAHUIO OIO/DKETA B YaCTH 00CCIICUCHHUS
KOPIIOPAaTUBHOM COLUAIIBHOW MOJUTUKHI

Heo0xoumbie yMeHUs

OHpeI[eHHTB LEJICBLIC I'PYIIILI IIEPCOHAIA IJIA pa3p360TK1/1 CIICIMaJIn3UPOBAHHBIX
COUAJIBHBIX ITPOrpamMm

JloBoauTh HHGOPMALIUIO O COLMATBHBIX MPOrpaMMax 10 LEJIeBbIX IPYII IEPCOHANA C
HCIIOJIB30BAHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHHUKAIUI

OnpenensTs KpUTEPUH U YPOBHH yIOBIETBOPEHHOCTH NEpCcoHasa

Hcnons30BaTh MaTepuajibHbIC U HEMATCPUAJIbHBIC CUCTEMbI, MECTO/IbI 1 (1)OpMI>I
MOTHBAlWU B YIIPABJICHUU IIEPCOHATIOM

OmnpenensTe 00BEMBI CPECTB LIS PeaTU3allii COIMATLHBIX TapaHTHH,
KOPITOPATUBHBIX JIbIOT M UHBIX JIEMEHTOB KOPITOPATUBHBIX COIUATBHBIX MTPOrPAMM
JUtst GOPMHUPOBAHUS OFOJIKETOB

CocTaBisiTh U KOHTPOJIMPOBATH CTAThbU PACXO0/J0B Ha COUHUAJIBHBIC IMTPOrpaMMbl JJIA
IJIAaHUPOBAHU A 6IO,I[)KGTOB

HpOI/I3BOI[I/ITL MNPpEABAPUTCIIbHBIC 3aKYIIOYHBIC ITPOUCAYPBI 1 OCI)OpMJ'IeHI/Ie
COHyTCTBy}OHleﬁ JAOKYMCHTAI MU IO 3aKJIFOYCHHUIO JOTOBOPOB

C06J'IIO}_'[aTB HOPMBI 3TUKHU JACJIOBOIO 06H.[€HI/I$I

HeoOxomuMble 3HaHUS

[opsinok 1 MeTO Bl Pa3paOdOTKU TUIAHOB | ITPOrPaMM COITHAIEHOTO Pa3BUTHS
OpraHu3aINA

MeTo bl aHaTu3a BBITIOJTHEHHSI COLMAITBHBIX MPOTPAMM H OIIPEJIENICHHS UX
H9KOHOMUYECKOH 3P PEKTUBHOCTH

CI/ICTGMBI, METOAbI U (bOpMBI MaTepruaIbHOI'O U HEMATCPUAJIbBHOI'O CTUMYJIMPOBAHUS




Tpy/ia epcoHaa

TexXHOIOTUN B METO bl (HOPMHUPOBAHUS K KOHTPOJIST OI0/PKETOB

MeTomap! TPOBENCHUS COITMOIOTUICCKUX UCCIICIOBAHUMN, H3YUEHUS 0OIECTBEHHOTO
MHEHUS

TexHonmoruu, METObI U METOAMKYU TPOBEJCHUS aHAIHN3a U CUCTEMAaTH3aI[uU
JTOKYMEHTOB 1 HH(pOpMAIIH

ITopsmox mpoBeneHus 3aKyIOYHBIX MTPOLEAYP U OPOPMIIEHHS COMYTCTBYIOMIEH
JIOKYMEHTAITIH

OCHOBBI HpOI/ISBO,HCTBeHHOI\/‘I JACATCIIBHOCTH Oprann3alnuu

OcHOBBI 0011IeH ¥ COIMATEHON TICUXOJIOTHH, COIHOJIOTHH U TICHXOJIOTHH TPYIa

CprKTypa, ey, CTpaTerusa U KaapoBas IMOJUTHKA OpraHu3aliunu

prIlOBOG 3aKOHOJAATCJIbCTBO U MHBIC aAKThI, COACPIKAIINE HOPMbI TPYAOBOTO IIpaBa

OcCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCcTBA Poccuiickont denepanuu

HopmartuBHbIe TPaBOBBIE aKThI, PETYIUPYIOIIKE MTPaBa U 00I3aHHOCTH
rOCyJapCTBEHHBIX OPTaHOB, MPO(ECCHOHATIBHBIX COI030B U APYTHX
MPEACTaBUTEIbHBIX OPraHOB PAOOTHUKOB

3akoHonaTenabcTBO Poccuiickoil defepanny 0 NepCOHAIBHBIX TAHHBIX

JlokanbHble HOPMAaTHBHBIE aKThl OPraHU3aLUH, PETYIUPYIOLINE TOPIOK
(bopMHPOBaHUSI CONUATLHON TTOJIUTHKH

OcHOBBI MpaBoBOTO perynupoBanus Poccuiickoit denepariuu mopsaKa 3aKII0YCHUH
JIOTOBOPOB (KOHTPAKTOB)

HopMbI 5THKH 1€710BOTO 00IIIEeHUS

ba3oBbie OCHOBBI HHPOPMATUKH, CTPYKTYPHOE IMOCTPOSHHE HH(POPMAIIMOHHBIX CHCTEM
1 0COOEHHOCTH PabOThI C HUMH

HApyrue -
XapPaKTCPUCTUKN

3.6.2. Tpyoosast ¢hynxyus

Haumenoanue | Peanu3zaiiys KoprnopaTuBHON COLIMATIBHON Kon F/02.6 |YposeHn 6
MIOJIUTHKHU (momypoBeHb)

KBaJTU(DUKAITIU
IIponcxoxnenne Opurunan X 3aMMCTBOBAaHO U3
TPYIOBOH (QYHKITUH OpUTHHajIa

Kon Perucrparmonnsrit

opUrMuHaa HOMEp
npo¢ecCHOHAIBHOTO
CTaHAapTa

TpynoBsie neicTBUs BHeapeHne KopnopaTUBHBIX COLMAJIBHBIX IIPOrpamMM, B TOM YHUCJIE 110 COLUATIbHON

MOAACPIKKE OTACIIbHBIX I'PYIIIL pa6OTHI/IKOB

Peanu3amus cucTeMbl CONMANBHBIX JIBTOT, BRIIIAT PA0OTHHKAM C yYETOM
TpeOoBaHMIT 3aKOHO1aTeNIbCcTBA Poccuiickoit Deneparu

OI_ICHKa YAOBJICTBOPCHHOCTH IIEpCOHAJIA KOpHOpaTI/IBHOﬁ COLIPIaJ'IBHOﬁ IIOJIUTUKOM

Onenka 3PEeKTUBHOCTH MEPONPHUITUI KOPIIOPATUBHON COLMAILHON MOJIMTHKH

IToaroToBka npeoKEeHN 10 COBEPILICHCTBOBAHUIO MEPOIIPUATUI KOPIIOPATUBHOU
COLMAJIBHOM NIOJIMTUKH

[ToaroToBka nmpemoxeHnit Mo GopMUPOBAHHIO OFOKETA HA PeaTu3aIlniio




KOPIIOPATUBHOM CONMAIHHON TOJUTUKH U COLMANBHBIX TIPOTPaMM

Heobxomumbie ymeHUs

PaccunTbiBaTh 3aTpaThl Ha NPOBEJCHHUE CIIEHUAIN3UPOBAHHBIX COLUAIBHBIX
porpaMm

HpOBO[{I/ITI) MOHUTOPHUHI YCIICHIHBIX KOPIIOPATUBHBIX CONUAJILHBIX ITPOrpaMm

[IpoBOaUTH MEPOTNIPUATHUS B COOTBETCTBUH C KOPIIOPATUBHOM COLUATBLHOM
MOJTUTHUKON

OmnpenensTs 1eNeBble TPYIIBI IepCoHaa It CO3AaHUs CIeHaTN3UPOBAHHBIX
COIMAJILHBIX MTPOTPaMM

OnpenensTe KpUTEPUHN U YPOBHH YIOBICTBOPEHHOCTH MIEpCcoHAa

Omnpenensts 3¢ GEeKTUBHOCTH MEPONPUATHI pean3yeMol KOPIIOpaTUBHON
COLMAJIBHOW MOJTUTUKHU

Opranu3oBbIBaTh B3aUMOJCHCTBUE C TOCYJaPCTBEHHBIMU OpTraHaMU,
pohecCHOHATBHBIMH COI03aMU M IPYTHUMHU MIPEICTABUTEIHLHBIMI OpTaHaMHU
paboOTHHUKOB, OOIIIECTBEHHBIMUA ¥ MHBIMH OPTaHU3AIMSIMH IO BOIIPOCAM pean3aiui
KOPIOPATUBHON COLIMANBHON MOTUTUKU

AHaJ'II/I3I/IpOBaTb PBIHOK YCJIYT IO COIIMAJIbHBIM U CIICHHUAIIN3UPOBAHHBIM
InporpamMmmam COHI/IaHLHOﬁ MOAACPIKKH WICHOB LEJICBBIX I'PYIIIT U TOTOBUTH
MPEATOXKEHHUS 10 UX NOCTaBIIUKaM

[Tpou3BOAUTE NpeABAPUTEIIBHBIC 3aKYIIOYHBIE TPOLEIYPBI K OPOPMIISITD
COITYTCTBYIOUIYIO JOKYMEHTAIIHIO 110 3aKII0UYEHHUIO JOrOBOPOB

Co0utro1aTh HOPMbI STHKH JISJIOBOTO OOIICHUS

Heo0xoauMele 3HaHUSA

BOHpOCbI yHpaBJICHUA COUHUAJIBHBIM Pa3BUTHEM OpraHnu3aluu

MCTOIH)I aHaJIM3a BBITIOJIHCHHA KOPIIOPATUBHLIX COLIMAJIBHBIX IIPOTrpaMM U
OTIpeIeTICHIS UX SKOHOMHUYECKOH 3P (HEeKTUBHOCTH

CucteMsbl, MeTO/Ibl, POPMBI MATEPHATIBLHOTO U HEMATEPHAIBLHOTO CTUMYJINPOBAHUS
TpyZa nepcoHaia

MeTOIH)I IMPOBCACHUA COTMOJIOTNYCCKUX HCCHCHOB&HHﬁ, HU3YyUCHHUA 06H1€CTBCHHOFO
MHCHUA

TexHonornu, METO/1bl U METOAMKH MPOBEJICHUS aHAJIN3a U CUCTEeMATHU3aluN
JOKYMEHTOB U MH(OpMaIun

HopmartuBHbIe TpaBOBbIE aKThl, PETYJINPYIOIINE NIPaBa U 00SI3aHHOCTH
rOCYJapCTBEHHBIX OPTaHOB, MPO(ECCHOHATIBHBIX COI030B U JIPYTHX
MIPEJICTAaBUTEIbHBIX OPraHOB PAOOTHHUKOB MO MPEIOCTABICHNUIO YUETHON
JIOKYMEHTaIH

[Topsiiok nmpoBeAeHUs 3aKyNOYHbBIX IPOLEAYP U OPOPMIICHUS COMYTCTBYIOLIEH
JOKyMEHTal1N

CprKTypa, eI, CTpaTerusa U KapoBas IMOJUTHKA OpraHu3aliunu

OCHOBBI HpOH3BOIICTBCHHOﬁ JACATCIIBHOCTH OpraHn3aliuu

OCHOBBI O0IIIEH U COITUATBHON TICUXOJIOTHH, COIMOJIOTHH U TICUXOJIOTUH TPYIa

TpymoBoe 3aKOHOIATEIHCTBO U UHBIE aKTHI, COJIEPIKAIIE HOPMBI TPYIOBOTO TIpaBa

OCHOBBI ApXUBHOTO 3aKOHOAATEIECTBA 1 HOPMATUBHBIC TTPABOBBIC AKTHI
Poccuiickoit ®enepannu, B 4acTH BEJCHUS JIOKYMEHTAI[UHU 110 TIEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKoHOAaTeNbCcTBa Pocculickoit denepanuu

3akoHonatenabcTBO Poccuiickoil denepannn 0 NepCOHAIbHBIX TAHHBIX

JIokajabHBIE aKThI OpraHuvsanuu, peryjaupyromue nops10K BHCAPCHUA CO].[PIaJ'H:HOfI
IIOJINTUKH

[Topsiiok 3aKiTr04YeHNUsT JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKHU OCJIOBOI'O 06H_[CHI/I$I




bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE TOCTPOCHNE HHPOPMAITHOHHBIX
CHCTEM M 0COOEHHOCTH pabOThI ¢ HUMU

[pyrue xapakTepucTUKN

3.6.3. Tpyoosas ¢hynxyus

HaumeHoBanue | AIMUHHCTPUPOBAHHUE IIPOLIECCOB U Kon F/03.6 |VYposenn 6

JIOKyMEHT0000pOTa 110 BOIIPOCaM (o 1ypoBeHb)

KOPIIOPATHBHOM COLUATIBHON MOJUTHUKHI KBaTH(UKAIIAH
IIpoucxoxacHme Opurnnaan X 3auMCTBOBAHO W3
TPYJAOBOH (PYHKIIUU OpUTHHAJIA

Kon Peructpanmonnsiit
OpUTHHAJA HOMEp
PO eCCHOHATEHOTO
cTaHmapTa

Tpynoseie neicTBys

AHanm3 IpoLeccoB TOKYMEHTO000POTa, JTIOKAJIHHBIX JOKYMEHTOB 110 BOIIPOCAM
KOPIIOPAaTUBHOM COLIMAIBHOU MOJUTUKHU

JlokyMeHTanmmoHHoe 0(hopMIIeHHE Pe3yIbTATOB KOPIIOPATHBHON COITUATBHOM
MOJIUTUKN

[ToaroroBka npengoKeHU MO pa3BUTHIO KOPIOPATUBHOM COLMATBHON MOJIUTUKHU

[TonroroBka pe3ynbTaToB aHAIM3a COOTBETCTBUS KOPIOPATHBHON COLMAIBHOM
MOJIUTHUKY TpeOOBaHUIM 3aKoHOoaaTenbecTBa Poceutickoit denepannu u ycioBusM
pBIHKA TpyZda

JIOKyMEHTallMOHHOE ¥ OPraHU3aLMOHHOE CONIPOBOKACHUE MEPONPHUITUI
KOPIOPATUBHON COLMATIBLHON MOTUTHKU

[ToxroroBka m 06pabOTKa 3aIIPOCOB U YBEIOMIICHUH 0 paOOTHUKAX B
roCyIapCTBEHHBIC OpraHbl, MPO(ecCHOHATBHBIC COIO3bI M IPYTHE PEICTABUTEIbHBIC
OpraHbl paOOTHUKOB I10 BOITPOCAM COLMAIBLHOM MOJIMTUKU B OTHOIICHHH TTEPCOHAa

ComnpoBosKeHNE JOrOBOPOB MO OKA3aHUIO KOHCYJIbTAMOHHBIX U HH(POPMALIMOHHBIX
YCIIYT IO MEPOIPHATHSAM KOPIIOPATUBHON COLMATIBHOMN IMOJIMTUKH, BKITFOYAS
HpEABAPUTEIILHBIE IPOLIEAYPBI 110 X 3aKJIFOUEHUIO

Heo0xoumbie yMeHUs

OdopMIIsTh JOKYMEHTBI 10 BOIIPOCaM KOPIIOPATUBHOM COIMAILHON TIONUTHKH,
MPEIOCTaBIISIEMbIE B TOCYIapCTBEHHBIE OPTaHbl, IIPEJICTABUTEIILHBIC OPTaHbI
pabOTHUKOB

AHanM3UpOBATh NPaBUIIA, TOPSIKH, TPOLIEAYPHI KOPIIOPATUBHON COLMATIBHOM
MTOJIUTUKHU

OO0ecrieunBaTh JOKYMEHTAIIMOHHOE COITPOBOXK/ICHUE COIUATBHOMN MOJUTUKH B
OTHOIIIEHUH TIepCOHAIa

OpraHn30BBIBaTh XPaHEHUE JIOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSAMHU
ApXUBHOTO 3aKOHO/IaTeNbCTBa Poccuiickoit Depepariiv 1 JIOKATbHBIMHU aKTaMU
OpraHu3aInuu

[Tpou3BOUTH NpEABAPUTENBHBIC 3aKYITOYHBIE TIPOIETYPBI U OPOPMIISITH
COIYTCTBYIOLIYIO JIOKYMEHTALMIO 10 3aKJIFOUEHHIO JI0TOBOPOB

PaGorats ¢ nH()OpMAITMOHHBIMY CUCTEMaMHU U 0a3aMH JTaHHBIX TI0 BOIIPOCAM
COLIMAIbHOM MOJUTHUKH B OTHOILIEHUH IepCOHaNa

Bectn YUCT U perucCTpanuro 10KyMCHTOB B I/IH(l)OpMaL[I/IOHHBIX CHUCTEMAX M Ha
MaTCpHraIbHbIX HOCUTEIIAX

BecTu 1e10BYyI0 nepenucky

Co0rogaTh HOPMBI ATUKHU JACJIOBOTO OOIICHUS




HeoOxonuMble 3HaHUS

[Topsimok odhopmiteHUs, BEICHUS U XpaHEHUS JOKYMEHTAIIUN TT0 COIMATBHOM
MOJIUTUKE B OTHOIICHUU MEpCOHAalIa

HOpH}IOK (l)OpMI/IpOBaHI/Iﬂ, BCIOCHUA OaHka JAaHHBIX U MPEAOCTABJICHUA OTYCTHOCTH 110
BOIIpOCaM COHHa.HI)HOI;'I IMOJIMTUKU B OTHOLICHUH NIEPCOHAIA

TexHomornn, METOIBI M METOAMKH TIPOBEICHHUS aHATN3a U CUCTeMaTH3aIlnN
JOKYMEHTOB Y MH(OpMAaIn

OCHOBBI TOKyMEHTO000POTa ¥ TOKYMEHTAI[HOHHOTO 00eCTIeYeHuUs

[Topsimox mpoBeieHNUs 3aKyIOYHBIX MPOIEAYDP U 0(hOPMIICHHSI COTYTCTBYIOIIEH
JIOKyMEHTAITUHI

CprKTypa OpraHuvsanun U BaKaHTHBIC JOJDKHOCTH (HpO(i)CCCI/II/I, CHCHPIaJ]LHOCTI/I)

TPYI[OBOC 3aKOHOJATCJIbCTBO U UHBIC AKThI, COACPIKAIINEC HOPMBI TPYJOBOI'O IIpaBa

OCHOBBI apXUBHOTO 3aKOHO/IATEILCTBA U HOPMATHUBHEIE MPABOBBIE aKThl Poccuiickoii
denepanyu, B 9aCTH BEJCHHS JOKYMEHTAIIIH IO TIEPCOHAITY

OCHOBBI HAJTIOTOBOTO 3aKOHOAaTeNbCTBA Poccuiickoit deneparuu

HopMmaTtuBHBIE IPaBOBBIE aKThI, PETYIUPYIONINE TTPaBa U 00S3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB, MTPO(ECCHOHATBLHBIX COI030B U APYTHX
MPeCTaBUTEIBHBIX OPraHOB PAOOTHUKOB IO MPEJOCTABICHUIO YYETHOU
JOKyMEHTALIUU

3akoHoaatenscTBO Poccuiickoit denepanuu 0 NepCoOHANbHBIX TaHHBIX

JlokanbHbIE HOPMAaTUBHbIE AKTHI OPTaHU3ALNH, PETYIMPYIOLINE HOPSIIOK BHEAPECHUS
KOPIOPAaTUBHOM COIMAIbHON MOIUTUKH U COLIMAIBHBIX TPOrpaMM

[Topsinok 3aKiIr0oueHus J0roBOpoB (KOHTPAKTOB)

HopMbI 3THKH /1€710BOTO OOIIECHUS

BbazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYpPHOE MTOCTPOCHHE HH()OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThI ¢ HUIMHU

Hpyrue
XapaKTEPUCTUKHU

3.7. Obobwennas mpyooeas (hyHkyus

Haunmenosanue | OniepaiioHHOE YIIPaBICHUE IEPCOHATIOM H Kon G | Yposens 7
MoJpa3iesicHueM OpraHu3aluu KBaJM(PUKALUH
ITpoucxoxieHne Opurunan X 3aMMCTBOBAHO U3
00001ICHHOH TPYI0BO OpUTrHHAJA
hyHKIIH
Kox Perucrpanonsslit
OpuruHaia HOMED
npoQeCcCHOHAITBLHOTO
CTaHAapTa

Bo3smoskHbie
HAaUMCHOBAHUSI
JOJDKHOCTEH, Tipodeccuii

PykoBoauTenb cTpyKTYpHOTO MOAPA3ACIICHUS
HaganpHUK CTPYKTYPHOTO MTOAPA3ACTICHUS

TpeboBanus k
00pa30BaHMIO U
00ydIeHHUIO

Briciiee oOpa3oBanue - CienMaaInTeT, MarucTpaTypa

JononauTensHoe npodeccruoHaibHoe 00pa3oBaHKe - MPOrPaMMbI
podeCcCHOHANBHON TIEPEOArOTOBKH B 00JIACTH YIIPABJICHUS IIEPCOHATIOM,
OTIEPAIIIOHHOTO U TAKTHYECKOTO YIPABJICHHUS; TPOrPaMMbI TTOBBIIICHHUS
KBaJM(PUKALKKU B 00JIaCTH yIIPABICHUS TIEPCOHAIOM, OLIEPALIIOHHOTO U




TAKTUYCCKOI'O YIIPaBJIICHUSA

TpeboBaHUS K OTBITY
MIPAKTHYECKON paboThI

He menee msatu et B 0671acTH yrpaBiIeHUs IEPCOHAIOM

Oco0ble ycroBHs I0MMyCKa
K pabore

Hpyrue xapakTepucTuKu

ﬂOnOﬂHumEﬂbH ble xapakmepucmuxku

HaumenoBanue 1okymeHTa Kon HaumenoBanue 6a30Boii rpymimbl, 10HKHOCTH (podeccun)
WJIH CIIEIHATBHOCTH
OK3 1232 PykoBomutenu nojpasaeneHuii (Cyk0) yrnpaBlieHHs KaJpaMmu
Y TPYIOBBIMU OTHOIIIEHUSMHU
EKC - HavansHuk otnena kaapos
- HauanbHuk oT/e1a OpraHu3aliy 1 OIUIaThl Tpyaa
- HauanbHuk oT/1e1a NOrOTOBKH KaJIpoB
- HauanbHuk oT/ie1a COUanbHOTO Pa3BUTHS
- 3aBeayromuii (HaYaJIbHUK) OTACIIOM KaJIpoB
OKILATP 24063 MeHemxep 1o mepcoHary
3.7.1. Tpyoosas ¢hynxyus
HanmvenoBanue | PazpaboTka cucteMbl OneparioHHOTO Kon G/01.7 |YposeHb 7
yIpaBIeHHUS TIEPCOHAIIOM U pabOTEhI (moaypoBeHb)
CTPYKTYPHOTO TIOJIpa3AeTICHHIS KBaTM(UKAITIU
IIpoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYJOBOH (pYHKIIUU opUruHama
Kon Perucrparmonssrit
opUruHaa HOMED
po(heCcCUOHATBHOTO
CTaHaapTa

Tpynoseie neicTBys

Ananus YCHICIIHBIX KOPIIOPATUBHBIX MPAKTUK IO BOIIPOCAM CTPATETUICCKOro 1
OIICPATUBHOI'O YIIPABJICHUS IIEPCOHATIOM OpPraHU3alnun

ITocTanoBka OICPATUBHBIX ueneﬁ I10 BOIIPpOCaM YyIpaBJICHUS IIEPCOHATIOM

Pazpa0oTka miaHoB, IporpaMM  MpoLesyp B yIpaBIeHUN IEPCOHAIOM

PazpaboTka npennokeHuil Mo CTpyKType MoApa3iesIeH s U IOTPEOHOCTH B
nepcoHae

Pa3paboTka npeaoskeHuii o 00ecreueHnIo NepcoHaIoM, GOpMUPOBAHUIO CHCTEM
OLICHKH, pa3sBUTHs, OIUIATEI TPYJda, KOPIIOPATHUBHBIM COLIMAJIBHBIM IIpOorpaMmMamM u
COIMAIbHOM MOJTUTUKE

Pazpabotka npeanoxenuii o 3arparax u GopMUpOBaHUIO OI0/HKETa HA TIEPCOHAT

Pa3pa60TKa Hpe,Z[J'IO)KCHI/Iﬁ 110 3aKJIFOUCHUIO JOTOBOPOB 110 YIIPABJIICHUIO IEPCOHATIOM
C MOCTaBUIMKAMM YCIIYT U IIPOBCACHUC MMPEABAPUTEIIBHBIX ITPOLCIYP IO UX
3aKJIFOYCHHUIO

Heobxoaumbie ymeHUs

Opranun3oBbIBaTh pabOTy EPCOHANA CTPYKTYPHOT'O MOPa3/IeJIeHUs]

Onpenenars 3a7jaun IepcoHasa CTPYKTYPHOTO MOIpa3AeNieH s, NCXOs U3 LeJei U
CTpaTeruy OPraHU3aIun




Co3/1aBaTh 1 OITUCHIBATH OPTAaHU3ANMOHHYIO CTPYKTYPY, IIEIH, 331a49H, (PYHKIIUH
CTPYKTYPHOTO MOApPAa3ACICHUs

[IpuMeHSATh METOIBI YIIPABICHUS MEKITMYHOCTHRIMH OTHOIIICHUSIMU, (DOPMHUPOBaHUS
KOMAaH/I, Pa3BUTHUS JTUACPCTBA U UCTIOTHUTEIHHOCTH, BBISIBJICHUS TAJIAHTOB,
OTIpe/IeTICHHsI YI0BIETBOPEHHOCTH PabOTOM

Onpenenars, aHATU3UPOBATh, MOJICTTUPOBATh U BEICTPANBATH BHYTPEHHIE
KOMMYHUKAIIUH TTepcoHala

PazpabaTbIBaTh NPOCKTHBIC MPEATIOKECHUS U MEPOIIPHUATHSI 110 3P PEKTUBHOM padoTe
HepcoHaa

Buenpstes cTpateruio 1o ynpapieHHIO IEPCOHATIOM

CocTaBisTh, paCCUNTHIBATh, KOPPEKTUPOBATH U KOHTPOJIMPOBATH CTATHH PACXOOB HA
MepCOHAN, pa3padaThIBATh MPEATI0KEHHS 110 3aTPpaTaM Ha MEPCOHAN IS
(dbopmupoBaHus OromKeTa

HpeI{CTaBJ’IHTB HUHTCPECHI OpraHru3aliui U BECTU IIEPETrOBOPLI C HpO(i)CCCI/IOHa.]'H)HBIMI/I
CON03aMU U ApYIruMH NPEACTABUTCIIbHBIMUA OpraHaMn paGOTHI/IKOB,
BSaHMOHeﬁCTBOBaTB C TOCyJapCTBEHHBIMU OpraHnu3alusaMu

AHanu3upoBaTh MH()OPMALKIO IO TOCTABLIMKAM YCIyT B 00JIACTH YIIPaBICHUS
[IEPCOHAJIOM U 110 YCJIOBUAM 3aK/IF0UaeMbIX J10TOBOPOB

[Tpou3BoUTH peABAPUTENBHBIC 3aKYTTOYHBIE TPOLEAYPBI U OPOPMIISTH
COIYTCTBYIOLIYIO JIOKYMEHTALUIO 10 3aKJIFOUEHHIO I0TOBOPOB

PaboTath ¢ nHGOPMALMOHHBIMYE CUCTEMaMU U 0a3aMH JaHHBIX 110 BOIIPOCaM
yIpaBJICHUsS IEPCOHATIOM

OpraHn3oBbIBaTh U MPOBOAUTH KOPIIOPATUBHBIE MEPOIIPUATHS C TIEPCOHATIOM

Co0bmo1aTh HOPMBI STHKH JIEJI0BOTO OOIIEHUS

HeoOxomuMble 3HaHUS

MeTopl, cIOCOOBI U HHCTPYMEHTBI YIPABJICHUS IEPCOHATIOM

Lesnu, cTpaterust pa3BuTHs 1 OM3HEC-TIIAaH OpraHu3alun

Ilonutuka yipaBJICHUA IEPCOHATIOM OpraHusaln

MeToap! aHaIM3a KOJTHYECTBEHHOTO M KAUeCTBEHHOTO COCTaBa nepcoHaia

CucTeMbl CTaHIAPTOB 110 OM3HEC-TpoIieccam, MPopeccHsiM, HOpMaM Tpyaa

CI/ICTCMBI, MCTOAbI U q)OpMBI MaTCPUAJIbHOI'O U HEMATCPUAJIbHOT'O CTUMYJIMPOBAHUA
TpyIa nepcoHasa

Texnonornu u MCTOAbI (l)OpMI/IpOBaHI/IH " KOHTPOJIA 6IO,Z[)K€TOB

[opsinox npoBeaeHUs 3aKyMOYHBIX TPOLEAYDP U 0OPMIICHHS COITYTCTBYIOILEH
JOKYMEHTalUN

OcCHOBEBI HpOH3BOHCTBeHHOﬁ ACATCIIBHOCTH OpraHUu3aliun

OCHOBBI 0011IeH ¥ COTMATLHON TICHXOJIOTHH, COIIMOJIOTHH U TICHXOJIOTHH TPY/a,
SKOHOMHUKH TpPY/ia, 0€30IaCHBIX YCIOBHH Tpyaa

CtpykTypa opraHu3anuu

TpymoBoe 3aKOHOIATEIBCTBO U MHBIE AKTHI, COJIEPIKAIIE HOPMBI TPYAOBOTO MpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEILCTBA U HOPMATHBHBIE MMPABOBBIE aKThl Poccuiickoit
®denepannn, B 4aCTH BEJEHHS JOKYMEHTAIMH 0 TEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCTBA Poccuiickoit denepanuun

OCHOBBI MUTPAIIMOHHOTO 3aKoHOaTeNbecTBa Poccuiickoit denepanuu, B 4acTu
MIPUBJICUCHUSI M TPYOYCTPOUCTBA MHOCTPAHHBIX TPAKIIAH U JIMI 0€3 TPaKIaHCTBA

OCHOBBI aIMIHHACTPATHBHOTO 3aKOHOIATEILCTBA B 00JIACTH YIIPABICHUS TIEPCOHATIOM
1 OTBETCTBEHHOCTH JTOJDKHOCTHBIX JIHII

3akoHoaaTenscTBO Poccuiickoit Mepepariu 1o 3amuTe MepcoOHATbHBIX JAHHBIX




JlokanpHbIE HOPMATHUBHBIE aKTHl OPTaHU3AIUH B 00JIACTH YIIPABICHUS IEPCOHATIOM

[Topsimok 3aKTI0YeHUST JOTOBOPOB (KOHTPAKTOB)

Hopwmbl aTHKH 1e10BOTO OOIIICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOCHUE HHPOPMAITHOHHBIX
CHCTEM M 0COOEHHOCTH pabOTHI ¢ HUMHU

Jpyrue xapakTepucTHKU

3.7.2. Tpyoosas ¢hynxyus

Hanmenoanue | Peanu3zanus onepalinoHHOTO YIIPaBISHUS Kon G/02.7 |YpoBeHb 7
MEPCOHANIOM U pabOTHI CTPYKTYPHOTO (momypoBeHb)
MOZIpa3/IeNICHAS KBaN(UKALIH
IIpoucxoxaeHme Opurnaan X 3auMCTBOBAHO W3

TPYAOBOH (PYHKIUH

OopuruHajia

Kon opurunana PeructpaiimoHHblit
HOMEp
rpoeccnoHaIbHOTO
cTaHjapra

Tpynoseie nencTBys

HHaHI/IpOBaHI/IC ACATCIIBHOCTH IMOAPa3aCJICHUA U IICPCOHAIa

OnepaTuBHOE yNpaBjiIeHUE IEPCOHATIOM MOJIpa3/IeTIeHHs OpraHU3aliu

Pacuer 3aTpar 1o noapaseIeHuI0 U MOATOTOBKA MPEUIOKEHUH IS
(hopmupoBaHus O KETA

Pa3paboTka cTaHmapTOB NEATEIBHOCTH TIOIPa3/IeICHHS U YHUDHUKAIINS TIPOIIECCOB

[IpoBeneHne HHCTPYKTaXKa 110 OXpaHe TPyAa

[TocranoBka 3a1a4 pabOTHUKAM CTPYKTYpPHOT'O IIOAPAa3/IeICHUs, ONpeaesICHIE
PECypCOB JUI UX BBITIOJIHEHHUS, KOHTPOJIb UCTIOJIHEHUS

AHaJM3 IJIaHOB U OTYETHOCTHU MOJYMHEHHBIX pA0OOTHUKOB, pa3paboTka
HNPEAIOKEHUM 110 YJIyUIIEHUIO [TOKa3aTelIel AeSITENIbHOCTH 110Ipa3ICICHUs

dopMupoBaHKUE OTYETOB O PA0OTE CTPYKTYPHOTO NOAPa3aeIeHUs

Heobxomumble ymMmeHUs

Omnpenensts 30HbI OTBETCTBEHHOCTH U 3((HEKTUBHOCTH pabOTHI IEPCOHANA
CTPYKTYPHOT'O TIOAPa3AEICHUs, paCIPeesTh 3aJaul U 00ecIeunBaTh
MaTepruaIbHO-TEXHHUUYECKNE PECYPCHI I UX UCTIOTHEHUS

ITpuMeHsTE METO/IBI ONIEPATUBHOIO YIPABIEHUS IIEPCOHATIOM OPraHU3aUU

KOHTpOJ'II/IpOBaTI) HUCIIOJIHCHHEC HOpy‘IeHI/Iﬁ " 3a71a4, BHOCUTb CBOCBPEMCHHbLIC
KOppCKIHUHU B IUIAHBI U 3aa49U

Omnpenensarts nokazatenn 3pGeKTUBHOCTH pabOThI IEpCOHaNa NOAPa3ACICHUS

anaanITb MOTI/IBaL[I/Ieﬁ NepcoHajia, €ro BOBJICUYCHHOCTBIO U HHCHHHHHHOﬁ Tpyaa

CocTaBnsaTh IIaHbI ACATCIIBHOCTU CTPYKTYPHOI'O NOAPA3ACIICHUA OpraHu3aliun

CocTaBisiTh, paCCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOIUPOBATH CTATHU PACXO/IOB
CTPYKTYPHOIO oJIpa3aeiacHus Uit HOPMUPOBAHHUS OFOJKETOB

[Tpou3BoauTh aHAIN3 TEKYLIEH AESITEIBHOCTH CTPYKTYPHOTO TIOIpa3ICIICHUS U
BHEJIPATH NPOLIEAYPHI [10 €€ ONTUMU3ALUU

[IpencTaBisiTh MHTEPECH! OPTAHNU3ALNN U BECTH TIEPETOBOPHI C TOCYIaPCTBEHHBIMU
opraHamu, Npo(ecCHOHaIbHBIMU COI03aMH U APYTHMH NPEICTaBUTEILHBIMU
opraHamu paOOTHHUKOB 10 BOIIpOCaM IIepcoHasIa

Bectu IMEPETOBOPLI €C NOCTABIIMKAMU YCJIYT 110 YCIIOBUAM 3aK/IIIOYAa€MBIX 1OTOBOPOB




[Tpou3BOUTE NPEABAPUTENBHBIC 3aKYIIOYHBIE TIPOIETYPBI U ODOPMIISTH
COMYTCTBYIOLIYIO JOKYMEHTAIIUIO 10 3aKJIIOUEHUIO I0TOBOPOB

[IpoBOANUTE ayANT pe3yabTaTOB PadOTHI C IEPCOHATIOM

PaGorath ¢ nH()OPMAIMOHHBIMY CUCTEMAaMHU U 0a3aMHU JJAHHBIX 10 BOIIPOCAM
YIpaBIEHUS IEPCOHATIOM

Co0roaaTh HOPMBI ATHUKH ACIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

Teopun ynpapieHus IEPCOHAIIOM H €70 MOTHBAIIUU

MeTo bl aHATT3a BBITIOTHEHHS TUTAHOB U 33124, ONPEACTICHUS KX SKOHOMUYECKOM
3 peKTHBHOCTH

@DopMBI U METOJIBI OTICHKH TTEPCOHANA U PE3yIbTaTOB UX TPyAa

Texnonoruun OIICPATUBHOI'O YIIPABJICHUA IIEPCOHATIOM OpPraHu3aln

CucTeMbl, METOIbI U (HOPMBI MATEPHATBHOTO U HEMATEPHATBHOTO CTHMYJTHPOBAHUS
Tpy/a nepcoHaia

Texnonoruu u MCTOAbI (bOpMI/IpOBaHI/IH " KOHTPOJIA 6}OIL)KCTOB

Teopun u METO/IbI YIIPABICHUSI PA3BUTHEM IIEPCOHANA

DKOHOMUKA Tpya

OpraHn3aoOHHO-IITATHAs CTPYKTYpa OpraHu3aluu

IlonmuTuka YyIipaBJICHHA IEPCOHATIOM U COLMAJIbHAA IMOJHUTUKaA OpraHu3alniu

Lesnu, cTpaterust pa3BuTHs 1 OM3HEC-TIIAaH OpraHu3alun

MeToarKy MIIaHUPOBAHUSL U IPOTHO3UPOBAHUS TOTPEOHOCTH B IEPCOHAIIE

[opsinox yperynupoBaHus TPYJOBBIX CIIOPOB

TpeboBanus u npaBuia MpoBEICHUS ayauTa paboThl ¢ IEPCOHAIOM

@DOopMBbI COLMANIBHOTO MAPTHEPCTBA U B3aUMOACHCTBHUS C TPOPECCHOHATBHBIMU
COI03aMU U JIPYTUMH NPEACTaBUTEIbHBIMU OpraHaMu paOOTHUKOB, U MHBIMU
OpraHu3aLUIMU

[opsinok ohopMIICHUS KaPOBBIX JIOKYMEHTOB U MPUIAHUS UM FOPUIUYCCKON CHIIBI

[opsinox npoBeaeHUs 3aKyOYHBIX TPOLEAYDP U OOPMIICHHS COITYTCTBYIOILEH
JOKyMEHTalUN

prI[OBOG 3aKOHOAATCJIBCTBO U UHBIC AKThI, COACPIKAIINEC HOPMBI TPYJAOBOI'O IIpaBa

OCHOBBI apXUBHOT'0 3aKOHO/IATEIBCTBA U HOPMATHUBHbIE TIPABOBBIC AKThI
Poccuiickoit @enepaninu, B 4aCTH BEJAEHUS IOKYMEHTAIUH 10 TIEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKOHOaTeNnbcTBa Poccuiickoit denepannu

OCHOBBI MUTPAITMOHHOTO 3aKOHOJaTeNbCcTBA Poccuiickoit denepariuu, B 4acTu
MIPUBIICYCHHS U TPYIOYCTPOICTBA MHOCTPAHHBIX TPaXk[aH | JIHI 03 TpakjaHCTBa

OcCHOBEI AIAMUHUCTPATUBHOI'O 3aKOHOAATCILCTBA B obmactu y1ipaBJICHUA
NEepCOHAJIOM U OTBETCTBCHHOCTH NOJIZKHOCTHBIX JIUI]

3akoHoaarenscTBO Poccuiickoit denepanuu 0 NepCOHANbHBIX JAHHBIX

JlokabHBIE HOPMATHUBHBIC aKThl OpraHrU3allii B 4aCTU YIIPaBJICHUS IEPCOHATIOM

OcCHOBBI TPaBOBOTO perymupoBanus Poccuiickoit demepariny mopsiaKa 3aKTFOICHIS
rpak1aHCKO-TIPABOBBIX JOTOBOPOB

Hopwmbl aTHKH 1e10BOTO OOIIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE TIOCTPOSHNE HHPOPMAITHOHHBIX
CHCTEM U 0COOEHHOCTH pabOThI ¢ HUMU

[pyrue xapakTepucTUKN

3.7.3. Tpyoosas ¢hynxyus




HanmeHnoBanune | ATMUHUCTPUPOBAHKE MTPOLIECCOB U Kon G/03.7 YpoBeHb 7

JIOKYMEHTO000POTa 10 OTIEPAMOHHOMY (TOypOBEHB)
YIIPaBJICHHUIO TIEPCOHATIOM U paboTe KBaTHU(UKAITAH
CTPYKTYpPHOTO TIOIpa3AeIcHuUs

IIpoucxoxnenue
TPYAOBOH (PYHKIUH

Opurunan X 3aMMCTBOBAHO U3
opuUruHaiza
Kon Perucrpanmonnsiii
OpWTHHAJTA HOMEp
po(heCCUOHATBHOTO
cTaHjapra

TpynoBeie neicTBUA

AHanM3 MpoIeccoB JOKYMEHTO000pOTa, JTOKaTbHBIX JOKYMEHTOB IO BOIIPOCaM
OTIEPAIIOHHOTO YIPABICHUS IEPCOHATIOM U PabOThI CTPYKTYPHOTO TTOIpa3AeTIeHIs,
OHM3HEC-TIPOIECCOB OPraHMU3aIlNH, YOBICTBOPEHHOCTH ITEPCOHAA

JokymeHTannonHoe ohopMIIEHHE PE3YIbTATOB ONEPALIMOHHOTO YIIPABICHHS
[IEPCOHAIIOM U PabOThI CTPYKTYPHOT'O MOAPA3ACIICHHS, PE3yIbTaTOB ayIuTa PadOThI
C MEPCOHATIOM

[ToaroToBka npeiokKeHu 0 Pa3BUTHIO CUCTEM OINEPALIMOHHOTO yIIPaBICHUS
MEPCOHAIOM U pabOTHI CTPYKTYPHOTO MOJPA3/ICIICHHS, TI0 HEOOXOAUMBIM
KOPPEKTHUPYIOLIUM U IPEBEHTUBHBIM MEpaM

PazpaboTka cuctembl aHaJin3a U KOHTPOJISL pabOThI IIepcoHaa

Kontposb, cpaBHEHHE U aHATIHU3 IPOLIECCOB B 00IACTH ONEPATUBHOIO YIPABICHUS
[IEPCOHAJIOM, PE3YJIbTATOB YIPAaBICHUYECCKUX MEPOIIPUATHIA, ONIPEACICHNE
(akTOpOB, BBI3BIBAIONINX OTKIIOHEHHUE OT TIAHOBBIX MMOKa3aTenen

[Toxroroka u 00pabOTKa 3aIIPOCOB, YBEIOMIICHUH, CBEJICHUI O paOOTHHKAX B
roCy/IapCTBEHHBIC OpraHbl, MPO(EeCcCHOHATILHBIC COIO3bI, OOIIECCTBCHHBIC
OpraHu3aIuu

ComnpoBoskIeHNE JOTOBOPOB OKa3aHMs YCIIYT IO BOIIPOCAM OIIEPATUBHOTO
yIpaBIlieHHs IEPCOHAIOM U paboTe CTPYKTYPHOT'O MOAPAa3IeICHUs], BKIFOUas
MpeIBapUTEeNbHbIE TIPOIIETyPHI MO UX 3aKIIOUYEHHUIO

[ToxroroBka npe/I0KeHU 1Mo GOPMUPOBAHHIO OIOJDKETA Ha ITePCOHAT
opraHu3aluuu

Brimonnenne TpeboBaHuii 10 XpaHEeHNUIO HH(POPMAIMK O pe3ysbTaTax AeHCTBHS
CHCTEM OIEpaIIOHHOTO YIPaBJICHUS IEPCOHATIOM U paObOThI CTPYKTYPHOTO
HoJpa3ie/IeHus

Heo0xoumbie yMeHUs

KonTponmpoats nporiecchbl yrpapieHHs! IEPCOHAIIOM M0Ipa3/ieNieHuil, ONpeaesaTh
WX pEe3yJbTAaTUBHOCTh ¥ BBISBIIATH (DaKTOPHI OTKIOHEHHH OT IJTAHOBBIX TTApaMETPOB

Pa3pabartbiBaTh MporpaMMBbI JOCTHXKEHUS TIEJIEH M ONIEPATUBHOTO PEIISHIS 3a/1a4
oJIpa3JieICHu I

AHaM3UPOBaTh, pa3padaTeiBaTh U 0POPMIISTE JJOKYMEHTHI 10 OTIEPATUBHBIM
IpoLeccaM U UX pe3yabTaTaM

[TpoBOIUTE ayAUT KAJAPOBBIX MPOIECCOB, POLIEAYP, 0HOPMIICHUSI KaJPOBBIX
JIOKYMEHTOB U JJOKYMEHTOB 110 YIIPaBJICHUIO IIEPCOHATIOM

KOHTpOJ'II/IpOBaTL pacxoa0BaHUC 6IO}.'[)K€TOB Ha nepcoHal

OdopMISITh TOKYMEHTBI TI0 OIIEPAIIMOHHOMY YIIPABJICHHIO IEPCOHAIIOM H padoTe
CTPYKTYPHOTO TOApa3aesieHus, IPEIOCTABISIEMbIC B TOCYIapCTBCHHBIC OPTaHbI,
MIPEACTaBUTEIILHBIC OPTaHBI PA0OTHIUKOB

ObecnieunBaTh JOKYMEHTALMOHHOE COMPOBOXKICHHE 110 CUCTEMaM OIIEPAllHOHHOTO
yIpaBieHUS IEPCOHAIIOM U paboTe CTPYKTYPHOT'O MOAPA3IEICHUs




Opranmn30BBIBaTh XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUAMU
apXUBHOIO 3aKOHONaTeNbCTBa Poccuiickoit denepannu U T0KaIbHBIMU aKTaMU
OpraHU3aNun

KoHTpoMupoBaTh UCIONHEHHE JOTOBOPOB MOCTABIIMKOB YCIYT MO BOMPOCAM
nepcoHana

[Tpon3BOANTE 3aKyIIOYHBIE IPOIETYPHI, OPOPMIIATE U aHATH3UPOBATH 3aKYTTOYHYIO
JIOKYMEHTAITUIO

[IpoBoaUTE MEPErOBOPHI U MPEACTABISATH HHTEPECHl OPraHu3aIi B
rOCyIapCTBEHHBIX OpraHax, MPOo()eCCUOHAIBHBIX COK3aX U JIPYTHX
MpPeICTaBUTENHHBIX OpraHax pabOTHUKOB TI0 BOTIPOCAaM IepCoHala

BecTu nenoByro nepenucky

Bectu yuer u peructpanuro 10KyMEeHTOB B HH()OPMAITHOHHBIX CHCTEMaX U Ha
MaTepUaTbHBIX HOCUTEISIX

Paborath ¢ nH(OPMAITMOHHBIMU CUCTEMaMHU M 0a3aMU JIAaHHBIX 110 TICPCOHATY U
CUCTEMaM OIEPAIIMOHHOTO YITPABIICHUS TIEPCOHATIOM U pab0Te CTPYKTYPHOTO
TTOApa3ACTICHUS

Co0bmo1aTh HOPMBI STHKH JI€JI0BOTO OOIIEHUS

HeoOxonuMble 3HaHUS

MeTo/1bI yripaBieHust pa3BUTHEM U 3(D(HEKTUBHOCTHIO OPTaHH3aIlUH, METO/IbI
aHaJIM3a BBIMOJIHEHHS TUTAHOB M ITPOTPAMM, ONPEACTCHUS HX SKOHOMHYCCKOM
3¢ (heKTUBHOCTH

MeToabl OLIeHKH paboThl CTPYKTYPHBIX [IOJIPA3JICIICHUN, Pe3yIbTaTOB TPy la
nepcoHana

MeTo/ibl TPOBEICHHS Ay IUTa U KOHTPOJUTHHTA OTIEPATUBHBIX YIIPABICHUSCKUX
MPOLIECCOB

q)OprI 1 CUCTCMbI MAaTCPHUAJIILHOTO U HEMATCPHUAJIbHOI'O CTUMYJIMPOBAHUA Tpyda
nepcoHana

OCHOBBI IOKyMEHTAITMOHHOTO 00€CIIeYeHHS

[opsinox odopmiieHns, BeleHU U XPaHEHUS JOKYMEHTALUH 110 CUCTEMaM
OTIEPALMOHHOI0 YIPABJICHUs [IEPCOHATIOM OpraHU3alMy U paboTe CTPYKTYPHOTO
HoJpa3ie/IeHus

[Mopsinox popMupoBanusi, BeJeHHsT OaHKa TAHHBIX U MTPEAOCTABICHUSI OTYETHOCTH
10 CUCTEMaM OIEPALMOHHOT0 YIPABJICHUS IEPCOHATIOM U padOTe CTPYKTYPHOIO
o/Ipa3eeHUs

HopmartuBHbBIE IpaBoOBbIE aKThI, PErYIUPYIOIINE IpaBa U 00sI3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OPTaHU3AIMHU IO MPETOCTABICHUIO YUETHOM
JOKYMEHTaINN

[Mopsiiox mpoBeAeHNUS 3aKYTOYHBIX TIPOLIEAYP U OOPMIICHHSI COMTYTCTBYIOIIEH
JIOKYMEHTAaINH

IlonmuTuka y1paBJICHUA NIEPCOHAJIOM U COLMAJIbHAA IMOJUTHKA OpraHu3aiuu

OpraHn3aoOHHO-IITATHAS CTPYKTYpa OpraHu3alnuu

HCJ’II/I U CTPATCTHA PA3BUTUS OpraHrU3aluu

busnec-nnan u 6I/I3H€C-HpOLl€CCI)I OpraHusanuu

TpymoBoe 3aKOHOIATEIBCTBO U MHBIE AKTHI, COAEPIKAIINE HOPMBI TPYAOBOTO ITpaBa

OCHOBBI apXUBHOTO 3aKOHO/IATEILCTBA 1 HOPMATHBHBIC TIPABOBHIC aKTHI
Poccuiickoii @enepaninu, B 4aCTH BEJAEHUS JIOKYMEHTAI[UHU 10 TIEPCOHATY

OcHOBBI HaJIOTOBOTO 3aKOHOAaTeNnbCTBa Poccuiickoit denepannu

OCHOBBI MUTPAITMOHHOTO 3aKOHOAAaTENIbCcTBa Poccuiickoit Denepalini, B 4acTh
MIPUBIICYCHHS U TPYIOYCTPOHCTBA MHOCTPAHHBIX TPaXKJaH | JIHIl 03 TpakIaHCTBa

OCHOBEI AIAMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obmactu yHpaBJICHUA




NEPCOHATIOM U OTBETCTBCHHOCTH AOJKHOCTHBIX JIUIY

3akoHOMaTEILCTBO Poccmiickoit Denepanuu 0 IepCOHATBHBIX TaHHBIX

JlokanpHbIE HOPMATHUBHBIE JOKYMEHTBI OPraHN3aliy B 00JIACTH YIIPABICHUS
[IEPCOHAIOM

[Topsinok 3aKiIroueHus J0roBOpoB (KOHTPAKTOB)

HOpMI)I O3THUKHU OCI0BOI0 O6HICHI/I$I

bazoBbie OCHOBBI HH(POPMATUKU, CTPYKTYPHOE MOCTPOCHUE UHPOPMAIIHOHHBIX
CHCTEM M 0OCOOCHHOCTH PabOTHI ¢ HUMU

Hpyrue
XapaKTEePpUCTUKU

3.8. Obobwennas mpyoosas ¢pyHkyus

Hawnmenoanue | CTpaTernyeckoe yrnpaBieHre TIepCOHATIOM Kon H |VYposenn 7
OpraHu3zalyu KBaJIM(HUKALIUT
ITpoucxoxeHue Opurunan X 3aMMCTBOBAHO U3
00001IIeHHOH TPYTOBOT OpUTHHAJTA
hyHKIIH
Kon Perucrpanuonsslit
opurHHana HOMEp
npoQecCHOHANTBLHOTO
CTaHaapTa

Bo3moxkHbIe
HanMCHOBaHUA
TIOIDKHOCTEH, ipodeccuii

Buie-npe3uieHT 1o ynpasieHUI0 IEPCOHATIOM

HupekTop 1o nepcoHaity

JupexTop 1o ynpaBIeHHIO NEPCOHATIOM

3aMecTUTENb FeHEPATILHOTO AUPEKTOPA MO YIPABICHUIO IEPCOHAIOM

TpeboBanus k
00pa3oBaHMIO U
00y4eHuI0

Bricuiee o0pazoBanue - CIEHUAINTET, MArUCTPaTypa

JlononHuTensHOE NpohecCHOHATBHOE 00pa30BaHUe - TPOTPAMMBI
npodeccnoHaNbHON NEPEenoAroTOBKY B 00JIACTH YIIPABJICHUS IIEPCOHAIIOM,
CTPATErMYeCKOro 1 ONEPALMOHHOI0 YIPABJICHHUS, SKOHOMUKH OpPraHU3allny;
MPOTPaMMBbI TIOBBIIICHUST KBUTH(UKAIIMN B 00JIACTH YIPABJICHUS [IEPCOHAIOM,
CTPaTErnYecKoro 1 ONepalvoOHHOTO YIIPaBIECHUS]

TpeboBanus K ONBITY
NPaKTHYECKON PadOThI

He menee mistu tet B ob61acTu ypaBJICHUS IEPCOHAJIOM HAa PYKOBOAAIIUX
JOJDKHOCTAX

OcoOsblIe ycoBust JOIycKa
K padote

Hpyrue
XapaKTEPUCTUKHU

ﬂOl’lOJlHumefleble xapakmepucmuku

HanmeHnoBanue JokymeHTa Kon HaumenoBanue 6a30B0ii rpymiibl, JOMKHOCTH (TTpodeccrn)
WM CTIEUUATIbHOCTH
OK3 1232 PykoBonuTenu noxpasenenuii (ciyx0) ynpaBieHUs KapaMu
U TPYJAOBBIMU OTHOILICHUSIMU
EKC - 3aMecTUTENb JUPEKTOPa IO YIPABIECHUIO IEPCOHATIOM
OKIIJTP 24063 MeHemxep 1Mo TIepCoHaTy




3.8.1. Tpyoosas ¢hynxyus

HanmenoBanue | PazpaboTka cucTeMbl CTpaTernieckoro Kon H/01.7 | YpoBenb(moaypoBeHb) 7
yIpaBJIeHHsI IEPCOHAIOM OpraHU3alUU KBaJIM(pUKALUIK

IIpoucxoxacHme Opurnnaan X 3auMCTBOBAHO W3

TPYAOBOH (PYHKIIUH OpUTHMHaja

Kon Perucrpanuonnsiii
OpUrMHajia HOMEp
PO eCCHOHATEHOTO
cTaHjapra

Tpynoseie nencTBus

AHanu3 yCIEIIHBIX KOPIOPATUBHBIX MPAKTHUK MO OpPraHU3allli CTPATErnueCKOro
YIpaBIEHHS IEPCOHANIOM OPTaHU3AINH, OPTaHU3AIIMOHHOTO TIPOSKTHPOBAHUS U
B3aUMO/JICUCTBUS MOpa3/IeJIeHUN

[TocTanoBKa cTpaTernyecKux Ieneil B yIpaBlIeHHH TePCOHAIOM

Pa3paboTka KOPHOPAaTUBHOH MOJUTHKH, IIFIAHOB, IPOTPaMM, MIPOLEIYp U
TEXHOJIOTHH 110 YIIPABJICHUIO IIEPCOHAIIOM

Pa3paboTka KopriopaTUBHON KyJIbTYPhl U COLUAIBHOM MOJUTHKH, CHCTEM
MOTHUBAIMH, 3)(HEKTUBHOCTH, OLICHKH U Pa3BUTHS IIepcoHaa

dopMupoBaHKUE CUCTEMBI OIJIATHI U OPraHU3aLUK TPy A

Pazpa0oTka opraHM3aLmOHHON CTPYKTYpBbI, IUIAHUPOBAHUE TOTPEOHOCTH B
MepcoHalle OpraHu3aluu

Pa3paboTka nporpamm, MPUHIIMIIOB CTaHIaPTU3AIMH, YHU(DUKALINH,
ABTOMATH3AIUH [IPOIIECCOB YIIPABICHHUS TIEPCOHAIOM M O€30IIaCHBIX YCIOBHH

Tpyaa

dopmupoBanue OI0KeTa Ha IEPCOHAN, TEXHOJIOTUH ayIuTa PaboThI C IEPCOHATIOM
1 KOHTPOJUIMHIA

Heo0xoaumbie yMeHUs

Pa3pabartbiBaTh cTpaTeruy U MOJIUTHUKY B YIIPABICHUH NIEPCOHAIOM

Co3/1aBaTh 1 ONUCHIBATH OPTaHU3AIMOHHYIO CTPYKTYPY, eI , 331a49H, (PYHKIUH
CTPYKTYPHBIX HOJPA3AECIICHUN U JOJKHOCTHBIX JIUL]

[IpuMeHATHs METOABI YIIPABICHUS MEKINIYHOCTHBIMU OTHOIICHUSIMH,
(hopMupOBaHUs KOMaH/I, Pa3BUTHS JIUACPCTBA M UCIIOIHUTEILHOCTH, BBISBICHHS
TaJIAHTOB, OMPENCICHUS yIOBICTBOPEHHOCTH pabOTOM

OHpeILeJ'IHTB 1 aHAJIM3UPOBATh BHYTPCHHUC KOMMYHUKAIIUNU, MOACIINPOBATH
MMOBCICHUEC NIEpCOHAIA

HpeI[CTaBJ'IHTB HWHTCPECHI OpraHu3alu B roCyJapCTBCHHBIX OpraHax, BO
BSaHMOHeﬁCTBHH C HpO(l)COIOBaMI/I, HWHBIMU NIPEACTABUTCIIbHBIMU OpraHaMu
pa6OTHI/IKOB I10 BOIIpOCaM nepcoHalia

CocTaBinsATh, paCCUNTHIBATH, KOPPEKTHPOBATH U KOHTPOJIUPOBATH CTATHH PACX0JI0B
Or0JKETOB U (JOHJIOB HA TIPOTPAMMBI H MEPOIIPHUSATHSI 110 YIIPABICHUIO TIEPCOHATIOM
OpraHu3anuu

HpOBOI[I/ITL ayauT U KOHTPOJUIMHI B obacTu y1paBJICHUA IIEPCOHATIOM

PaBpa6aTBIBaTB KOPIIOPATHUBHBIC CONUAJIBHBIC ITPOTrPAMMBI

Bectn IMEPEroBOPELI 11O BOMPOCAM COLHUAIBHOI'O IMapTHEPCTBA C
npeaACTaBUTCIIbHBIMHA OpraHaMKn pa6OTHI/IKOB

PaGorats ¢ nH()OpMAITMOHHBIMY CUCTEMaMHU U 0a3aMH JTAHHBIX 110 BOIIPOCAM
yIpaBJICHUsI IEPCOHAIOM

Oprann30BBIBaTH MEPOTIPUATHS 110 0OECIIEYSHHIO BHITIOIHEHNS TPeOOBaHUN
OXpPaHbI TPyJia B COOTBETCTBHUHU C AEHCTBYIOIIMM 3aKOHOIATENLCTBOM Poccuiickoit




denepanud 1 JTOKATLHBIMU aKTaMU OpTaHU3aIlnN

Opranmn3oBBIBATH U MMPOBOAUTH MEPOIIPUATHS C TIEPCOHAIIOM B COOTBETCTBHE C
KOPIOPATUBHON COLIMATBHON MOTUTUKOMN

CO6HIOIL3TI> HOPMbI 3TUKH ACJIOBOT'O O6HICHI/I$I

Heo0OxomuMble 3HaHUS

MeTo/1p1 yripaBieHUs pa3BUTHEM U 3(DPEKTUBHOCTHIO OPTaHU3alluu, aHAIH3a
BBITOJIHEHHS TUIAHOB M ITPOTPAMM, ONPE/ICTICHUS] UX YKOHOMHYECKON
3 pexTHBHOCTH

MeTto/p1 O1IeHKH pabOTHI CTPYKTYPHBIX TOPa3IeIeHNN, Pe3yIbTaTOB TPyAa
nepcoHasa

MeTOI[BI MMPOBCACHUA ayJUTOB, KOHTPOJUIMHT'A YIIPABJICHYCCKUX IMMPOLECCOB

MeToap! aHaIM3a KOJUYECTBEHHOTO M KAUeCTBEHHOTO COCTaBa nepcoHaia

Cucrembl CTaHIAPTOB 10 OU3HEC-TIpoIieccaM, POoQeccrsiM, HOPMbI TPy ia

Cucrembl, METO/IBI ¥ (DOPMBI MaTEPHATHLHOTO U HEMaTEPUATHHOTO
CTUMYJIMPOBAHUS TPy/Ia EpcoHaa

MeTo/1bI aHAIHM3a COIMABHBIX MPOTPAMM U OTPEICICHHUS HX SIKOHOMUIECKON
3¢ (heKTUBHOCTH

TexHomornu u MeTo 16l HOPMHUPOBAHUSI U KOHTPOJIS OI0PKETOB Ha MEPCOHAI

TpeboBaHust OXpaHbl U OE30IIACHBIX YCIIOBUH Tpy/a

]_ICJ'II/I, CTpaTerus 1 KaJapoBasd MMOJUTHKA OpTraHru3aluu

OCHOBBI TEXHOJIOTUH IMPOU3BOJACTBA U ACATCIbHOCTU OPraHu3aln

OCHOBEI COIMOJIOTH, ICUXOJIOTUU Y DKOHOMUKH TPpYyJa

OCHOBEI YIpaBJICHUA COUHUAIBHBIM Pa3BUTHUEM OpraHu3allvin

Metoapl IPOBEIECHUS COITUOIOTUYECKUX UCCIICOBAHM, N3yUeHUsT OOIIIECTBEHHOTO
MHEHUS

CrpyKTypa opranuzanuu

TpynoBoe 3aKOHOIATEIBCTBO U UHBIC aKThl, COACPIKALINE HOPMBI TPYIOBOI'O IIpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATENIBCTBA U HOPMATHUBHbBIC IIPABOBBIC AKThI
Poccuiickoii @enepannu, B 4aCTH BEJAEHUS IOKYMEHTAIUH 10 TIEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKOHOaTeNnbcTBa Poccuiickoit denepannu

OCHOBBI MUTPAITMOHHOTO 3aKOHOaTEeNNbCcTBa Poccuiickoit Deaepanuu, B 4acTH
MIPUBJICUCHUSI U TPYIOYCTPOMCTBA MHOCTPAHHBIX TPAXKIIAH U JIUIT 0€3 TPasKJaHCTBA

OcCHOBEBI AIAMUHUCTPATUBHOI'O 3aKOHOAATCILCTBA B obmactu y1ipaBJICHUA
NEepCoOHAJIOM U OTBETCTBCHHOCTH NOJIZKHOCTHBIX JIUI]

3akoHoaatenscTBO Poccuiickoit denepanuu 0 NepCOHANbHBIX TaHHBIX

JlokanbHbIE HOPMATHBHBIC aKThl OpraHru3alliu B obnactu yHpaBJICHUSA IEPCOHATIOM

[opsinox 3aKit0YeHns 10rOBOPOB (KOHTPAKTOB)

Hopw™b1 3THKH /1€710BOTO 00IIIEeHUS

OcHOBBI HHPOPMATHKH, CTPYKTYPHOE MTOCTPOCHNE HH()OPMAIIMOHHBIX CUCTEM H
0COOEHHOCTH PabOTHI C HUMHU

Hpyrue xapakTepucTuku

3.8.2. Tpyoosast ¢hynxyust

HanmenoBanwme | Peanuzanus cucTeMbl CTPATETHUECKOTO Kon H/02.7 |YpoBeHb 7

YIIpaBJICHUS IEPCOHATIOM OpraHU3alNU (omypoBeHb)

KBaJTM(DUKAITUU




TIpoucxoxnenue
TPYJOBOH (PYHKIIUU

Opurunan X 3auMCTBOBAHO W3

OpHUTHHAJA
Kon Perucrpanmonnsrit
opuUruHai€a HOMED
PO eCCHOHATEHOTO
cTaHgapTa

Tpynoseie nencTBus

[TnanupoBaHue ACATEIBHOCTH U Pa3padOTKa MEPOIIPUSATHH 110 YIIPABICHUIO
TIePCOHAJIOM JIJIS PeaT3aiy CTPATETHUSCKUX IEJIeH OpraHn3aIim

Brenpenre noiauTrK, TIaHOB, MPOTPAMM, TPOIIETYP W TEXHOIOTHUN TI0
YIPaBIEHUIO TIEPCOHATIOM

[TocTpoenne opraHn3almoOHHON CTPYKTYPHI C Y4ETOM TUIAHOBOW OTPEOHOCTH B
MepCOHAJIC U B3aUMOJICHCTBUS CTPYKTYPHBIX MOAPA3ACICHUN OpraHnu3alun

Buenpenue u noaaep:kanue KOPIOPaTUBHOMN KyJIbTYpPhl M COLUATBHON MOTUTHKHY,
CUCTEM MOTHBAINH, 3()(EKTUBHOCTH, OIIEHKH W Pa3BUTHS TIepCOHATIA

Brenpenune u moaepkaHue CUCTEMBI OPTaHN3AlMN TPY/Ia M OTUIATHI TIepcoHasa

VYnpasneHue BHEAPSHUEM ITPOTPaMM U IPUHLUIIOB CTaHIApTU3ALMN, YHU(DUKALUH,
aBTOMATH3ALUH [IPOLIECCOB YIIPABICHUS IIEPCOHAIOM U O€30I1aCHBIX YCIOBHM
Tpyaa

Opranusaiys NpoBeIeHUs ayAuTa U KOHTPOJUIMHTA B YIIPaBJIEHUH ITEPCOHATIOM

[TocTanoBKa 3a7a4 pyKOBOJUTEISIM CTPYKTYPHBIX MTO/Ipa3AesICHH, onpeieieHne
MaTEepHAIbHO-TEXHUUECKUX PECYPCOB JJIsl UX BBINOIHEHUS

AHanu3 OTYETHOCTH O YIPABJICHUIO IEPCOHATIOM U BBISBICHUE PECYPCOB I10
YIIyUIICHUIO ESTEIbHOCTH OpPraHu3aLuu

CornacoBaHue ycjI0BUH 3aK/IF0YaEMBbIX IOTOBOPOB 10 BOIIPOCAM YIPaBIICHUs]
[IEPCOHAJIOM

Opranusanys npoBeIeHus 3aKyIMOYHbIX IPOIeTyp M0 BOIPOCAaM yIpaBIeHUs
MEPCOHANIOM U 0()OPMIICHHS COITyTCTBYIOIIEH TOKYMEHTALUH 110 HUM

dopmupoBanue OI0KeTa Ha IIEPCOHAN, TEXHOJIOTHH ayJuTa padoThl C IEPCOHAIOM
1 KOHTPOJUIMHIA

[Ipumenenune kK pabOTHUKAM Mep TIOOIPEHHS U TUCIMTUIMHAPHOTO B3bICKAHUS

Heo0xoumbie yMeHUs

TTpOM3BOUTE aHATH3 ACSITEIBHOCTH 110 YIIPABIEHHIO TEPCOHAIOM, pa3pabaThiBaTh
rokasaresiv 3pEeKTUBHOCTH PabOThI

@opMHUpPOBATh IUIAHBI U MEPOIPUATHS 110 YIIPABICHUIO IEPCOHAIOM

PaccunteiBaTh O010KeT B 00JIACTH YIIPABICHUS TIEPCOHATIOM

OHpeILeJ'ISITI) 30HBI OTBETCTBCHHOCTHU pa6OTHI/IKOB u noz[pa3z[eneHH1?I, CTaBUTb
3aauu pyKOBOJAUTCIIAM nogpawenem&ﬁ U 00ecreunuBaTh PECYPChI AJId UX
HUCITOJTHCHUSA

KonTponnpoBate 1 KOppeKTHPOBATH UCTIOIHEHNE TIOPYUYEHUH U 3a/1a4

Yrpaiath 3QPEKTUBHOCTHIO U BOBJICUEHHOCTBIO MIEPCOHANIA, TUCIUILINHON TPy 1a
1 coOIIr0IeHneM 0e30TIacHbIX YCIOBHH Tpy/Ia

Bectu neperosopsl 1o Borpocam COIUAIBHOTO MAPTHEPCTBA U MPEACTABIATh
HMHTEPECHl OpPraHu3aliy B rOCYJapCTBEHHBIX OpraHax, NpodecCHOHaIbHBIX COI03axX
Y APYTUX MPEJICTABUTEIBHBIX OpraHax paOOTHUKOB, M OPTaHU3AIMSIX TI0 BOIIPOCAM
nepcoHaa

PaGorats ¢ nH()OpMAITMOHHBIMY CUCTEMaMHU U 0a3aMH JTaHHBIX TI0 BOIIPOCAM
yIpaBJIEHHs IEPCOHAIOM

HpOBOI[I/ITL AyaAUT U KOHTPOJUIMHI B obactu y1paBJICHUA IIEPCOHATIOM

@OpMHpOBaTI) U MMPOBOJAUTH CONUAJIbHYIO IMMOJIMTUKY U COUAJILHBIC ITPOrPpaMMbI




Bectu neperoBopsl ¢ mOCTaBIIMKAMH YCIYT TI0 YCIOBHSM 3aKITIOUAEMBIX
JIOTOBOPOB

HpOI/BBO}II/ITB 3aKyIIOYHBIC MPOLCAYPHI, O(l)OpMJ'IﬂTI: 1 aHAJIM3UPOBATH 3aKYIIOYHYIO
AOKYMCHTAIHIO

Co0roaaTh HOPMBI ATHKH JACIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

MeTo/1bI yripaBieHust pa3BUTHEM U 3 (HEKTUBHOCTHIO OPTaHH3aIlUH, METO/IbI
aHaJIM3a BBIMOJHEHHS TUIAHOB U IPOTPAMM, OMPEICICHUS HX IKOHOMHYECKOM
3¢ hekTuBHOCTH

OpFaHI/ISaHI/IH YHpaBJICHUSA pa3BUTUEM OpraHu3aliun

Teopuu ynpasieHus OpraHu3aueil, MOJUTHKA U CTPATETHS YIIPABICHHSI
MEPCOHATIOM

MeTo/1bl aHATT3a BBITIOTHEHHS TUTAHOB U 3aJ1a4, ONIPEACTICHUS KX SKOHOMUYECKON
3¢ peKTHBHOCTH

MeTo 161 OTIEHKH, PE3YIbTaTOB U 3 (HEKTUBHOCTH TPyAa

MeTo/161 BHEAPEHUS CHCTEMBI YIIPABICHUS TIEPCOHATIOM

OcHOBBI pabOTHI 1O TPOGOPHEHTALINT

MeToavKy TIIaHUPOBAHUSI U IPOTHO3UPOBAHUS TOTPEOHOCTH B TIEpCOHAIIE

Lenu, cTpaTerus pa3BuTHs 1 OM3HEC-TUIAH OPTaHU3AIUN

Teopun 1 MeTOIBI POPMHUPOBAHKIO OPEH/Ia OPraHU3AIUH

TpeboBaHust 0OXpaHbl U OE30IIACHBIX YCIIOBUH Tpy/a

MCTOI[I/IKI/I pa3pa60TKH 1 BHCAPCHUSA JIOKAJIbHBIX HOPMATUBHBIX aKTOB

[Topsinok 3aKiIrOYEHHUS TPYAOBBIX JIOTOBOPOB, PETYJIUPOBAHUS TPYAOBBIX CIIOPOB

OCHOBEI COIIMOJIOTH, ICUXOJIOTUH, SKOHOMUKHU Tpyda U YIIPABJICHUA COIIMAIbHBIM
Pa3sBUTUEM OpraHHU3aln

MeTo 16 IPOBEICHUS COMOJIOTUYECKIX UCCIIEOBaHMUI, N3Y9IeHUs O0IIECTBEHHOTO
MHEHUS

TexHomoruu IMMPOBCJACHUA ayAnTa U KOHTPOJIJIMHTA B YIIPABJICHHUU IICPCOHAIOM

[Mopsiiox mpoBeAeHNUS 3aKyTOYHBIX TIPOLIEAYP U OOPMIICHHSI COITYTCTBYIOIIEH
JIOKyMEHTALUU

TexHosioruu, cranaapTu3aiys, yHudukaiys, aBToMaTH3aIus IPOIeCCOB
YIIPaBJICHUS IEPCOHATIOM

CrpyKTypa opranusaunun

prI[OBOG 3aKOHOAATCJIBbCTBO U UHBIC AKThI, COACPIKAIINEC HOPMBI TPYZAOBOT'O IIpaBa

OCHOBBI apXUBHOI'0 3aKOHO/IATEIBCTBA U HOPMATHUBHbIE TIPABOBBIC AKThI
Poccuiickoit @enepannu, B 4aCTH BEJAEHUS IOKYMEHTAIUH 10 TIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKOHOaTeNbCTBa Poccuiickoil denepannu

OCHOBBI MUTPAITMOHHOTO 3aKOHOaTeNNbCcTBa Poccuiickoit Deaepanuu, B 4aCTH
MIPUBIICYCHHS U TPYIOYCTPOICTBA MHOCTPAHHBIX TPaXK[aH | JIHIl 03 TpakjaHCTBa

OcCHOBEI AIAMUHUCTPATUBHOI'O 3aKOHOAATCIILCTBA B obnactu yHpaBJICHUA
NEepCOHAJIOM U OTBETCTBCHHOCTH NOJIZKHOCTHBIX JIUI]

3akoHoaaTenscTBO Poccuiickoit denepaiyu 0 NepCoOHANbHBIX TaHHBIX

[Topsiok 3aKIFOUEHUS JJOTOBOPOB (KOHTPAKTOB)

JlokanpHBIC HOPMATHUBHBIC aKTHI B 00JIACTH YIIPABJICHHS IIEPCOHAIIOM

Hopwmbl aTKH 1€10BOTO OOIIIEHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE TTOCTPOSHHE HH(POPMAIIMOHHBIX
CUCTEM 1 0COOEHHOCTH PabOTHI C HUMH




Jpyrue xapakTepuCTUKH

3.8.3. Tpyoosas ¢hynxyust

HanmenoBanwme | ATMUHHUCTPHPOBAHUE TIPOIIECCOB U Kon H/03.7 |VYpoBeHb 7
JIOKYyMEHTO000POTa 10 CTPATETHIECKOMY (TomypoBeHb)
YIPAaBICHHUIO MIEPCOHAIIOM OpPraHU3aIuu KBaJIU(DUKALIUU

[Ipoucxoxnenue Opurunan X 3aMMCTBOBAHO U3

TPYIOBOU (DYHKITUH opUrMuHana

Kon opurunana PeructpaniioHHbIN
HOMeEp
npo¢ecCHOHANTBEHOTO
cTaHmapTa

TpynoBeie neicTBUA

AHanM3 IponeccoB JOKYMEHTO000POTA, JTOKATBHBIX JOKYMEHTOB IO BOIPOCAM
YIIPaBICHUS IEPCOHATIOM, OM3HEC-TIPOLIECCOB OPraHU3aINH, Y10BIETBOPEHHOCTH
nepcoHana

JlokymeHTanmoHHoe oopMiieHHE pe3yIbTaTOB YIPABJICHUS IEPCOHATIOM, €TI0
aynuta, paboThl CTPYKTYPHBIX TOIpa3/IeTIeCHHA

JIOKyMEHTallMOHHOE ¥ OPraHU3alliOHHOE CONPOBOXKIEHUE CTPATErNIECKOTO
yIpaBIeHUs IEPCOHATIOM U PabOTHI CTPYKTYPHBIX TOpa3ieIeHu

[MoaroroBka npeIoKeHU 0 Pa3BUTHIO CUCTEM YIIPABJICHUS IIEPCOHAIIOM, T10
HeO6XO[II/IMI>IM KOPPCKTUPYIOIIKUM U IPEBCHTHUBHBIM MEPAaM U 110 MOBBIMICHUIO
s¢hexkTBHOCTH PabOTHI CTPYKTYPHBIX TOpa3IeIeHAN

KonTpois mporieccoB B 001acTi yrpaBieHHs IEPCOHAIOM B pabOThl CTPYKTYPHBIX
MoApa3ieJCHUN, CPABHCHHE U aHAIH3 TIPOIIECCOB, PE3YIHTATOB YIPABICHYCCKUX
MEPOIPUITHH, ope/ielieHre (PaKTOPOB, BHI3BIBAIONINX OTKIIOHEHHUE OT TUIAHOBBIX
IoKa3aTeJiei

CornacoBaHue ¥ KOHTPOJIb IOTOBOPOB 110 BOIPOCAM M CHCTEMaM CTPaTErHuecKoro
yIpaBlieHHsI IEPCOHATIOM U paboTe CTPYKTYPHBIX MOpa3IeIeHUH, OpraHNu3aIHst
IPOLIEYP [0 UX 3aKIFOUSHHIO

HOI[FOTOBKa PE3YJIbTATOB aHa/IM3a COOTBECTCTBUA OpraHU3allun U OIIAThI TPpyda
MepCcoHaIa yCIICIIHBIM KOPIIOPATUBHBIM ITPAKTHKAM

BrimonHeHne TpeOoBaHMIA IO XpaHEHUIO HH(DOPMAIIUHU O pe3yJbTaTaxX JeHCTBHS
CHUCTEM CTPATErMUECKOro YIPABICHHS IEPCOHAIIOM U PA0OTHI CTPYKTYPHBIX
nojipa3ieJeHuin

Heo0xoumbie yMeHUs

AHaIM3UpPOBaTh, pa3padaTeiBaTh ¥ 0QPOPMIISITH JOKYMEHTEHI 10 MpoIieccam 1
pe3yibTaTaM yIpasieHHs IePCOHAIOM U padoTe CTPYKTYPHBIX MOApa3AeIeHUi

HpHMCHSITI) MCETOAbI aHAJIn3a 6H3H60-HpOH€CCOB OopraHu3anunu

OHpeHCHHTL nporpaMmsbl JOCTUIKCHUA ueneﬁ U pCHICHUS 3a1a4 HOI[pa3,I[eJ'IeHPII>i

HpOBOI{I/ITB AyAUT CUCTCMBI YIIPABJICHUA IIEPCOHATIOM

HpOBOZ{I/ITB KOHTPOJIUIMHI' CUCTCMbI YIIPABJICHUA IICPCOHATIOM

KOHTpOJ’IHpOBaTB 6}0}_'[)KGT Ha NEepCOHAN U YIPABJIICHUC PACXOJaMU Ha IEPCOHAT

OpFaHI/IBOBHBaTB COIMPOBOXKJACHUEC JOTOBOPOB MO BOIIPOCAM YIIPABJICHUS
IIEPCOHAIIOM, BKIIHOYasd NpeaABapUTCIIbHBIC ITPOUCAYPhI 110 UX 3aKJIFOYCHUIO

Opranu3oBBIBaTH 3aKyMOYHBIE TIPOIETYPHI, OPOPMIIATH U aHATU3HPOBATH
3aKyIOYHYI0 JOKYMEHTALUIO

KOHTpOJ’IHpOBaTB " aHAJIM3HUPOBATH BOIIPOCHI COLIUAJIBHOT'O MIaPpTHEPCTBA, JOIOBOPLI
IMMOCTABIIMKOB YCIIyT




[IpoBOAHTD TIEPETOBOPHI U MPEICTABISATh MHTEPECH OPTaHN3ALINHN B
rOCY/IapCTBEHHBIX OpraHax, MPo(eCCHOHAIBHBIX CO3aX U JIPYTUX
MPEJICTAaBUTEIBHBIX OpraHax paOOTHUKOB M OpTaHM3AIHSIX 110 BOIPOCaM MepcoHala

Bectu nenoByro nepenucky

Pabotats ¢ nH()OpMAITMOHHEIME CHCTEMaMHU U 0a3aM1 JAHHBIX TI0 IEPCOHATY,
CHCTEMaM YTPABJICHUS IEPCOHAIIOM U OPTaHU3AIINH IEATEIIbHOCTH CTPYKTYPHBIX
MoApa3IeiaeHun

OOecrnieunBath KaJJpoBOe AEIONPOU3BOACTBO U JOKYMEHTALIMOHHOE COMPOBOKICHHUE
MPOLIECCOB MO YIPABICHUIO IEPCOHATIOM M pad0Te CTPYKTYPHBIX MMOApa3AeICHUI

Opranu3oBbIBaTH XpPaHCHUE JJOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMH
apXMBHOI0 3aKOHOJIaTeNbcTBa Poccuiickoit denepaiiuu v JIOKaIbHBIMU aKTaMU
OpraHu3aluu

Co0uro1aTh HOPMBI ATHKH JISTIOBOTO OOIICHUS

HeoOxomuMble 3HaHUS

KopnoparuBHas KynpTypa, collMagbHasi MOJIMTHKA, CHCTEMbI MOTHBALIUHU U
3¢ GEKTUBHOCTH YIIPABJICHUS IEPCOHATIOM

Mertopl yripaBiaeHuUs pa3BuTHEM U 3()(HEKTUBHOCTHIO OPraHU3AINH, METOBI
aHaJIM3a BBITIOJHEHUS UIAHOB U MPOTPAMM, OTIPEICIICHHS HX SKOHOMHUYECCKOM
3¢ hekTuBHOCTH

MeTOIH)I IMPOBCACHUA ayJiuTa, KOHTPOJIA ONI€PATUBHBIX YIIPABJICHYCCKUX MPOLECCOB,
COIMOJIOTHYCCKUX I/ICCHGILOB&HI/II\/'I

bu3nec-mman u 6I/ISHGC-HpOHCCCLI OopraHusamnmu

BrompkeTHOE IPOEKTUPOBAHUE

OpraHn3aiioHHOE IPOCKTUPOBAHHUE

DOpMBbI, METOIBI U CUCTEMBI MAaTEPHAIBHOTO U HEMATEPHAIBHOTO CTUMYJINPOBAHUS
TpyZa nepcoHaia

CucreMBbI CTaHIAPTOB IO OU3HEC-TIpoIieccaM, IpodeccHsIM (CIeUaTbHOCTSIM),
HOPMBI TpyZJa

MeToapl aHaIM3a KOJIMYECTBEHHOTO M KQUeCTBEHHOTO COCTaBa InepcoHaia

Ka}lpOBaH IMMOJIMTUKA OpraHru3aluu

[Mopsinox GpopmupoBanusi, BeJieHns: OaHKa TAaHHBIX W MIPEAOCTABICHUS OTYETHOCTH
[0 CHCTEMaM YIIPaBICHHS TIEPCOHAIOM U padoTe CTPYKTYPHBIX IOApa3/ieiIeHui

OCHOBBI JIOKYMEHTAITMOHHOTO 00eCIIeYeHNsI, TIOPsIOK O(pOpMIIEHHS IOKYyMEHTOB,
MIPEIOCTABIISIEMBIX B TOCYIaPCTBEHHBIC OpraHbl, MPO(ecCHOHATbHBIC COIO3bI,
0OI11eCTBEHHBIE OPTaHU3AIIUU

HCHI/I " CTpaTCrysd pasBUTUA OpraHu3alin

[Mopsiiok mpoBeieHus 3aKYOYHBIX TPOLIEAYP U OPOPMIICHHUS COMMYTCTBYOIIEH
JIOKYMEHTAINH

HopmartuBHbIe TpaBOBbIE aKThI, PErYIHMPYIOIINE NpaBa U 00SI3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB U OPTaHMU3AIINHU TIO MPETOCTABICHHUIO YIE€THOM
JIOKYMEHTAIIH

CtpyKTypa OpraHu3aluy U BaKaHTHBIC JOJDKHOCTHU (TIpodheCChH, CIICITHAIBHOCTH)

TpymoBoe 3aKOHOIATEIHLCTBO U MHBIE aKTHI, COJIEPIKAIE HOPMBI TPYIOBOTO TIpaBa

OCHOBBI APXUBHOT'O 3aKOHOAATC/ILCTBA 1 HOPMATHUBHBIC ITPABOBBIC AKThI
Poccuiickoi @enepaum/l, B 4aCTHU BCACHHUA JOKYMCHTAIUU I10 IIEPCOHATY

OcHOBBI HAJIOTOBOTO 3aKoHOAaTeNbCcTBA Poccuiickoit denepanuu

OCHOBBI MUT'PaLIMOHHOI0 3aKOoHOaTeNnbeTBa Poccuiickoit depepanuu, B 4acTu
MIPUBJICUCHUS U TPYJAOYCTPOUCTBA MHOCTPAHHBIX TPAKIAH U JIUIT 0€3 TPpaKJaHCTBA

OcCHOBBI AJIMUHUCTPATUBHOI'O 3aKOHOJATCIILCTBA B obacTn YHpaBJICHUSA




IEPCOHAIIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIUIL

3akoHOmaTeIsCTBO Poccniickoif Deaepannn 0 IepCOHATBHBIX TaHHBIX

JlokanbHbpIe HOPMATHBHBIE AKTHI OPTAHU3AIMU B OOJIACTH YIIPABICHUS MIEPCOHAIOM

TTopsaok 3akiTroUeHUS JOTOBOPOB (KOHTPAKTOB)

HOpMLI OTHUKHU OCJIOBOI'O O6IHCHI/I$I

bazoBbie 0OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MOCTPOCHNE HH()OPMAIIMOHHBIX
CHCTEM M 0COOEHHOCTH pabOThI ¢ HUMU

[pyrue xapakTepucTuku |-

1V. Ceedenus 06 opeanusayusx - paspadomuuxax npogheccuoHaIbHo20 Cmanoapma

4.1. Omeemcmeennas opeanu3ayus-paspadomuux

Ob6mepoccuiickoe o0beaHEHNE padoTomarencit "Poccuiickmii cor03 MPOMBINIICHHINKOB W TIpeaIIpHHUMAaTeNei",
ropoa Mocksa

Hcnonaurensubiil Bune-npesuaenT Kyssmun Imurpuii Biagumuposuy

4.2. Haumenosauus opeanuzayuti-pazpabomyuxos

1 AHO "HammoHanpHOe areHTCTBO pa3BUTHA KBanuukaiuii'", ropox Mocksa

2 Accommarus (Coro3) "Accornuanus KOHCYJIbTAHTOB 110 TTIOA00PY mepconana”, ropoa Mocksa

3 ['pynma HeadHunter, ropox Mocksa

4 3A0 "KPOK MHKOPIIOPEUTE]I", ropox Mocksa

5 NudopmanmonHo-ananutuueckuit nentp "Kanpossiii Jlo3op", ropox Mocksa

6 MI'O "OITIOPA POCCHHN", ropox Mocksa

7 MesxtyHapo/iHast accolfalys AeJ0BOro COTPYAHUYECTBA, Topo] MocKkBa

8 HOYY JITO "MHcTuTyT npodeccHoHaIbHOTO KaipoBUKa", ropo; Mocksa

9 MII "Accounanus EBponetickoro 6usneca", ropog Mocksa

10 HIT "BKK - HarmonanbsHBbIH cO03 KaapoBUKOB", Topo; MockBa

11 HIT "Mexnynaponnsiii anbstae "TpynoBast murpanus', ropox Mocksa

12 HIT "HanmonanbsHas acconuaniusi OQpUCHBIX CHCIUATMCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOB",
ropoa Mocksa

13 HIT MHO "Accouuanus menemxepos Poccun", ropog Mocksa

14 HIT CYPD "HaumonansHas koH(penepamus "Pa3Burne yenopeueckoro kanurana', ropoa Mocksa

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

16 OAO "T'aznpom HedTh-HoBocuOupcek", ropox HoBocnbupck

17 OAO "O06benuneHHas cyaocTpouTenbHas Kopropanus'”, ropo Mocksa

18 OAO "PXI", ropox Mocksa

19 OAO "Caxanun Oneppxku MaBectment Komnann", ropog 0xuao-CaxannHck

20 OAO "TaraedTs" nmenn B./]. Hlammuna, ropon Kazans

21 OAO "Hayuno-npou3BojcteenHoe o0weanaenue "Hayka", ropox Mocksa

22 00O "LG Electronics Rus", ropox Mocksa

23 OO0O "buznec Ilcuxonorn SHL Russia & CIS HIT", ropon Mocksa

24 000 "UT-CK", ropox Mocksa

25 000 "Jlykoin-Umxnaupunr", ropoa Mocksa




26 00O "OKB 3enut", ropox Mockea

27 00O "llerpomuym Tpeitnuar", ropox MockBa

28 00O "Tonurpad-3amura, ropox Mocksa

29 00O "LenTp xanapoBsix TexHoioruit - O0yuenue. CtaxupoBku. TpymoycTpoitcTBo", Topox MockBa

30 Poccuiickoe npencrasurensctBo "Coleman Services UK" ("Koynman Cepsucus'), ropog Mocksa

31 Toproso-npomsinieHHas nanarta Poccuiickoit @enepaunu, ropoa Mocksa

32 ®I'bOY BIIO "MockoBckuii rocynapcTBeHHbIN yHIUBepcuTeT uMeHn M.B. Jlomonocosa", [llkona
JUPEKTOpa Mo TiepcoHany, ropog Mocksa

33 OI'bOY BIIO MCY, ropoa Mocksa

34 ®I'bOY BIIO M3OCH, ropon Mocksa

35 ®I'bOY BIIO Cubupckunii rocyaapcTBeHHbIN yHUBepcuTeT myTei coodmenns (CIYIIC),
ropoa HoBocubmpck

36 OI'bY "Hayuno-nuccienoBareabCKUil HHCTUTYT TPY/Ia M COIMAIbHOTO CTpaxoBaHus" MUHUCTEPCTBA
TpyJAa U collMaibHOM 3auThl Poccuiickoit @enepanuu, ropoa Mocksa

37 OI'VII "Iourta Poccun", ropoa Mocksa

38 OK "Ypancubd", ropog Mocksa

*(1) Obwepoccutickutl Kiaccu@ukamop 3ansimuil.

*(2) Obwepoccutickutl K1accu@urkamop 6ud08 dKOHOMUUECKOL OesimeNbHOCTI.

*(3) EOuHblil K8ATUDUKAYUOHHBLI CHPABOYHUK OOJINCHOCIEN PYKOBOOUMENEU, CNEYUATUCTIO8 U OPY2UX CLYHCAUJUX.
*(4) Obwepoccutickutl Kraccuguxamop npogheccutl pabouux, OOIACHOCIEN CYACAUUX U MAPUPDHBIX PA3PIO008.



