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[Tpuka3 MunucTepcTBa Tpya u counanbHoi 3anmTel PO ot 9 mapra 2022 r. N 1091 "O6 yTBepxIeHUH
npodeccuoHaIbHOTO cTanaapTa "CrenuanycT 1Mo yupaBJICHHIO TEPCOHATIOM"

'APAHT:

CMm. CpaBHUTENbHBI aHaTU3 NPOPECcCCHOHATBHOrO craHgapTa "CHenmuaaucT MO  yIpaBJICHUIO
nepconamoM" 2015 u 2022 rr.

B cootBerctBum ¢ mnynkrom 16 IlpaBunm pa3paOoTku U yTBEPKIACHHS NPOPECCHOHAIBHBIX
CTaHJIapTOB, YTBEPXKIEHHBIX IocTaHoieHreM IlpaButenscTtBa Poccuiickoit denepanuu ot 22 sHBaps
2013 r. N 23 (Cobpanue 3akoHonarenbctBa Poccuiickoit @eneparnuu, 2013, N 4, cr. 293; 2014, N 39,
CT. 5266), MpHUKa3bIBAIO:

1. VYrBepauts npuiaraembiil 1podeccroHanbHbiil  ctanaapt "CrnenumanucT Mo YIpaBJICHUIO
nepcoHagom".

2. Ilpu3Hath yTpaTUBLIMM CHIy ITpuka3 MUHUCTEpCTBA Tpyda U coLUanbHOM 3amuThl Poccuiickoit
Qenepatit o1 6 okTs6ps 2015 1. N 691 "OO yrBepxkaeHuH MNPO(HEeCcCHOHATBFHOIO CTaHAapTa
"CrnenuaiucT Mo ynpaBJiIeHHIO nepcoHaioMm" (3apeructpupoBad MunuctepcTBoM toctuniu Poccuiickoit
Deneparun 19 oxtsiopst 2015 1., peructpanuonnsiii N 39362).

3. YcTaHOBUTH, UTO HACTOSIIWHN MPHKa3 BCTymaeT B cuity ¢ 1 ceHtsiOpst 2022 r. u neiictByer a0 1
ceHTsa0ps 2028 r.

Munuctp A.O. KotsikoB

3apeructpupoBano B Muntocte PO 8 anpens 2022 r.
Perucrpannonnsiii N 68136

'APAHT:
CwM. cripaBky 0 Tpo(eCCHOHAIBHBIX CTaHIapTax
Cwm.:

JOJDKHOCTHYIO MHCTPYKIHUIO JUPEKTOpa IO YIPaBICHHIO MEPCOHATIOM (AMPEKTOpa IO IMEepCcoHaly,
3aMECTUTENST TUPEKTOpa IO YNPaBICHHUIO MEPCOHANIOM; 3aMECTHTENs TEeHEpalbHOTO AUPEKTOpa IO
YIIPaBJICHUIO MEPCOHATIOM)

JOJDKHOCTHYIO — MHCTPYKIMIO — PYKOBOAMTENS  (HayalbHUKA)  CTPYKTYPHOTO  MOJpPAa3/AeIeHUS
(omepanMoHHOE yIpaBieHUE EPCOHATIOM U CTPYKTYPHBIM MOAPA3IEIICHUEM OpraHU3alI[1H )

JOJDKHOCTHYIO HMHCTPYKILMIO CHEHUANNCTa M0 Pa3BUTHIO W OOYUYEHHIO MepcoHaia (CrenuanucTa Io
Pa3BUTHIO Kapbephl MEpCcoHaa, CIeHaINCTa M0 IEPCOHATy, MEHEKEpa M0 MepCoHaIY)

JOJHDKHOCTHYIO MHCTPYKIIMIO CHEIHaTUCTa MO0 JOKYMEHTAI[MOHHOMY OOECIEeUeHHUI0 IepcoHana
(cnermanucTa Mo 0(OPMIICHHIO TPYAOBBIX OTHOIICHHWM, CHEIHATNCTa MO MEePCOHATY, CIEeIHAINCTa 10
Kajapam)

JOJDKHOCTHYI0 MHCTPYKILHIO CIIEIHMAIIACTa O OLIEHKE M aTTeCTalldd IepcoHana (CIeuuanucTa 1o
MepCOHAITy, MEHEKepa o MepCoOHATY)

JOJKHOCTHYIO MHCTPYKIUIO CIEHUalIKcTa MO0 NoX0O0py MepcoHana (cleunuaiucra Mo IMepcoHaly,
MEHeJ[Kepa I0 epcoHay)

JOJHDKHOCTHYIO MHCTPYKIIMIO CIEIHAINCTa M0 HOPMHUPOBAHHWIO M OIUIaTe TpyAa (CHenuasucTa Io
opraHus3anuvu U OIIaTe Tpylda, CIICHHUAIMCTA 10 KOMIICHCAIUAM U JIbIOTaM, CIICLIUAJIMCTA 110 IEpCoOHAIy,
MEHEJDKEpa IO TePCOHAITY)

JOJKHOCTHYIO MHCTPYKIUIO CTIEHUATKNCTa 10 KOPIOPATUBHON COLIMATBHON MONMUTHKE (CIEUANINCTa MO
COLIMAJILHBIM TPOTpaMMaM, CIICHATNCTa MO pabdoTe C MPEACTaBUTEIHHBIMUA OpraHaMHu PaOOTHHKOB,
CHelHanCTa 10 IepCoHaly, MEHEKepa 10 IepCoHay)
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IMpodeccnoHanbHBINA CTAHAAPT

YTBEPXIEH

npukazoM MHHHCTEpPCTBA TPyAa
U COUMATBHOM 321U ThI
Poccuiickoii Penepauuu

ot 9 mapta 2022 r. N 109

Crnenuajiuct nmo ynpapJjieHHIO EPCOHAIOM

1. O0ue cBexeHud

praBHeHI/Ie ICPpCOHAJIOM OpraHu3alun

| 559

Peructpainmonueiii Homep

| 07.003

(HanMeHOBaHUE BU/IAa TPO(HECCHOHATTLHOM JISATEITEHOCTH )

OcHoBHas 11eJIb BUa MPO(HECCHOHABHON AEITETbHOCTH:

Kon

Ob6ecrieuenne 3 GeKTUBHOTO PYHKIIMOHUPOBAHUS CUCTEMBI YITPABJICHUS TTEPCOHATIOM TSI TOCTHKCHUS
1eJIel OpraHu3aluu

I'pynma 3ansaTuit:

1212 VYipasisomue Tpy10BbIMU 2423 Crermanuctsl B 00J1aCTH

pecypcamu no00pa U MCIOJIb30BaAHUS
nepcoHaia

2424 Crennanuctel B 0051aCTH - -
MOATOTOBKH U Pa3BUTHS
IIepcoHaIa

(xoq OK3 1) (HaMeHOBaHue) (xom OK3) (HaMMeHOBaHue)
OTHeceHue K BUJIaM SKOHOMUYECKOU JIeSITENIbHOCTHU
| 01-99 ‘ Bce BUIbI 5KOHOMUYECKON JeSATETbHOCTH
(xom OKBDJ12) (HaMEHOBaHUE BU/Ia YKOHOMUYECKOU JIESATEIHHOCTH )
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II. Onucanue TpyAOBbIX (PYHKUMA, BXOASIIUX B PO eCCHOHAIbHBIN CTAHAAPT
(pyHKuMOHAJBbHAS KAPTA BUAA NPO(PecCHOHATILHOM eATeJIbHOCTH)

O0600u1IeHHBIEC TPYIOBbIE PYHKIIUU

TpynoBsie QyHKIUU

KOJL HalMEHOBaHUE YPOBEHb HalMEHOBaHHE KOJL YPOBEHb
KB (PUKAITNN (moxypoBeHb)
KBTI (UKAITIHI
A JIOKyMEHTaIlMOHHOE O0ecTieueHue 6 Benenne nokyMeHTaluu M0 YY€Ty U IBHIKEHUIO A/01.6 6
paboThI ¢ HEPCOHATIOM nepcoHaza
Pa3paboTka TUIOBBIX (OPM JOKYMEHTOB I10 YUETYy U A/02.6 6
JIBIDKEHUIO TIEPCOHAIIA, COIPOBOXKAECHUE MTPOLEAYD
o opMIIeHHS TPYAOBBIX OTHOIICHHUH
AJIMUHUCTpPUPOBAHKE MPOIECCOB U JOKYMEHTO000pOTa A/03.6 6
0 YYeTy M JIBMIKEHUIO IIEpCOHAIA, PE/ICTaBICHUIO
JIOKYMEHTOB TI0 TIEPCOHAITY B TOCYTapCTBEHHBIE
OpraHsl
B JlesiTenbHOCTh IO 00ECTICUSHUIO 6 Coop uHpopManuu 0 TOTPEOHOCTSIX OPraHU3aIuHU B B/01.6 6
NEePCOHATIOM nepcoHae
[Touck, nmpuBiedYeHune, mogo0p U 0TOOp MepcoHasa B/02.6 6
AJIMUHHCTpPUPOBAHHE MIPOLIECCOB 0OECTIeUeHUS B/03.6 6
MIEPCOHAIIOM M COOTBETCTBYIOIIETO JIOKYMEHTO000poTa
C JesATenbHOCTb 10 OLICHKE U 6 Opranuzanys 1 IpOBEJCHNUE OLICHKH IEpCOHAIa C/01.6 6
aTTeCTalluy NepCcoHaa Opranu3zanys ¥ NpoBEASHUE aTTECTALIMHU IIEpCcoHaIa C/02.6 6
AJIMUHUCTPUPOBAHUE IIPOLIECCOB NTPOBEIECHUS OLICHKU C/03.6 6
M aTTECTAIlMU IePCOHANIA K COOTBETCTBYIOIIIETO
JIOKYMEHT0000opoTa
D JlesITenbHOCTD 110 Pa3BUTHIO 6 Opranuzanys 1 IpoBeEHNE MEPOIIPUATHIL 110 D/01.6 6
nepcoHana Pa3BUTHIO U TIOCTPOCHUIO IPOPECCHOHATHLHON Kaphephl
nepcoHaa
Opraau3zanusi 00y4eHus mepcoHaza D/02.6 6
Opranu3anys aIanTalyuy 1 CTAXKUPOBKH MEPCOHATA D/03.6 6
AJIMUHHCTpUPOBAHUE TIPOIIECCOB PA3BUTHS U D/04.6 6
MOCTPOCHUS MTPOPECCUOHATLHON Kapbepbl, 00y4eHus,
aJlalTalliy, CTaXUPOBKH NIEPCOHATIA U
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COOTBETCTBYIOLICT'O I[OKYMCHTOO60p0Ta

yOpaBlIeHUs IEPCOHAIOM U COOTBETCTBYIOIIETO
JIOKYMEHT0000pOTa

E JlesITensHOCTD 110 OpraHu3alun 6 Opranuzanus Tpyaa nepcoHana E/01.6 6
TpyJia ¥ OIUIaThl IEPCOHANIA OpraHu3anus oIiaThl Tpyaa NepcoHaia E/02.6 6
AJIMUHHCTpPUPOBAHKE MPOIIECCOB OPraHU3aLUU TPY/a, E/03.6 6
OILJIaTHI MIEPCOHAJIA K COOTBETCTBYIOIIETO
JIOKYMEHT0000pOTa
F JlesiTensHOCTh 110 (POPMUPOBAHUIO 6 Pa3paboTka KOpropaTUBHOM COLMATBLHON MOJUTUKH F/01.6 6
KOPIOPATUBHOM COITUATTBHOM Peanuzaius KOpnopaTUBHOW COIMAIBHON MOJTUTHKH F/02.6 6
MOJIUTHKH AJIMUHUCTPUPOBAHKE MIPOIIECCOB KOPIIOPATUBHON F/03.6 6
COLIMAIBHOM MOJIUTHKH U COOTBETCTBYIOILIETO
JIOKYMEHT0000pOTa
G OnepanmoHHOE yIpaBieHUE 7 Pa3paboTka cuctembl OepaliioOHHOTO YIIPaBICHUS G/01.7 7
MIEPCOHATIOM M CTPYKTYPHBIM MEPCOHATIOM H PabOThI CTPYKTYPHOTO TOPA3CIICHHS
MOJIPa3ICIICHUEM OpTaHU3aluu OpraHu3aIu
Peanu3zaius onepaniioHHOTO YIPaBIICHUS IEPCOHATIOM G/02.7 7
U paboThl CTPYKTYPHOTO MOJIPa3/I€]eHUs] OpraHU3aliu
Pa3paboTka 1 conmpoBoXKACHHE ITpoIiecca G/03.7 7
u(pOBHU3AIMH U aBTOMATH3AINH YIIPABICHUS
IEPCOHAIIOM
AJIMUHUCTPUPOBAHNE IPOLECCOB ONEPALMOHHOIO G/04.7 7
yIpaBJICHUS TIEPCOHAIIOM U Pa0OTHI CTPYKTYPHOTO
MOJpa3/IeIeHUs] OpraHu3aluy U COOTBETCTBYIOIIETO
JIOKYMEHTO0000pOTa
H Crparermndeckoe yrpaBieHHE 7 Pa3paboTka cucTeMbl CTPaTeTHYECKOTro YIIpaBICHUS H/01.7 7
MIEPCOHATIOM EPCOHAIOM
Peanusanus cucteMbl CTpaTernyeckoro yupaBieHus H/02.7 7
EPCOHAIOM
AJMUHUCTPUPOBAHKE POLECCOB CTPATETHUYECKOT0 H/03.7 7
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I1I. XapakTepucTnka 00001IeHHBIX TPYAOBBIX QYHKIIUI

3.1. O606meHHas TpyaoBast GyHKITUS

HaumenoBanue JlokyMeHTaImoOHHOE 00eCTIeYCHE Kon A YpoBeHb 6
paboThI C MEPCOHATIOM KBaJTU (DUKAITAH
IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3
0000IIIEHHON TPYI0BOI OpUTrHHaja
byHKIUN
Kon Peructparnmonnerit
OopUruHana HOMED
po¢eCCHOHAIBHOTO
cTaHjapra

Bo3moxxHbie
HauMEHOBaHUS
JOJDKHOCTEH, Tpodeccuit

Crneunanuct mo ohoOpMICHUIO TPYAOBbIX OTHOIICHUN
Crienuanuct 1no J10KyMEHTallMOHHOMY O0eCIeueHHUI0 epcoHalia
Crenuanmct 1mo nepcoHany

Crenuanucr 1o kajapam

TpebGoBanus k
00pa3oBaHMIO U
00y4YeHUIO

Cpennee npodeccnoHaibHOE 00pa30BaHUE - MPOTPAMMEI ITOJATOTOBKH
CIEIMAIIICTOB CPEAHETO 3BE€HA U JOTOJIHUTEIbHOE TPO(EeCCHOHATEHOE
o0Opa3oBaHHE - TPOrpaMMBbI TPO(EeCCHOHATEHOM MEPENOITOTOBKY B
o0nacTu ynpapieHHUs IEPCOHATIOM UJIH B 00JIACTH JOKYMEHTAIIHOHHOTO
obecrieueHus paboThHI C MEPCOHATIOM UITU

Briciiee oOpa3oBaHue - OakanaBpuaT WIn

Briciiee oOpa3zoBanue (HenpoduiabHOE) - OakagaBpuaT u
JOTIOTHUTENbHOE TTPodecCHoHaNbHOEe 00pa30BaHue - MPOTPAMMEBI
MpoeCCHOHAIBHON MEPENOATOTOBKY B 00JIaCTH YIIPABJICHUS
MEPCOHAIOM I B 00J1aCTH JOKYMEHTAIMOHHOTO O0ecTeueHus: paboThI C
IEPCOHAIIOM

TpeboBaHus K OIBITY
MPaKTUYECKON pabOThI

He menee Tpex set B chepe ynpaBieHus IepCOHATIOM MPU HATUYHH
cpenHero npodeccuoHaaIbHOTO 00pa30BaHMS U IOMOJHUTEIEHOTO
npodeccHoHaNbEHOT0 00pa30BaHus - MPOTrpaMM MPopeCCHOHATHHON
MEPENorOTOBKH B 00JIACTH YIPABJICHHUS TIEPCOHAIIOM WM B 00JaCcTH
JIOKYMEHTAaIlMOHHOTO o0ecnieueHus paboThl C MepCOHAIIOM

Oco0ple ycroBus A0mycKa
K pabore

Jpyrue xapakTepucTuKu

JlononHuTENBHBIE XapaKTEPUCTUKH

HaunmenoBanue Kon HaumenoBanue 6a30B0ii rpymnibl, JOTKHOCTH
JIOKYMEHTa (mpodeccun) WK CHEUATBHOCTH
OK3 2423 CrietpanucThl B 00J1aCTH MOA00pa U UCTIONB30BaAHUS
TepcoHasia

EKC? - Crenuanuct 1o kKajapam
- MenemKep 1Mo nepcoHay

OKIIJATP* 26583 Crnenuanuct no kKajapam

OKCO?® 5.38.03.02 MeHneKMeEHT
5.38.03.03 YnpaiieHue nepcoHaIoM
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3.1.1. TpynoBas pyHKIUS

HaumeHnoBanue Kon A/01.6 YpoBeHb 6
Benenue nokymenTauuu no
(moxypoBeHb)
y4eTy U JBHKEHHIO TIepcoHasa
KBaTH(UKAITIH
[Ipoucxoxnenue OpurpHann X | 3aUMCTBOBAHO U3

TPYAOBOH (pyHKIHH

OpUruHaja
Kon Peructpanmonubrit
OopUruHana HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBbie nelcTBUA

COop u poBepKa JIMYHBIX IOKYMEHTOB Pa0OTHHKOB

KoHncynpTupoBanue pabOTHHUKOB 10 BOIIPOcaM O(OPMIIEHUS TPYIOBBIX
OTHOLICHUH

Od¢opmieHne T0KyMEHTOB, PErJIaMEHTUPYIOLUX TPYAOBbIE OTHOILIEHUS C
KOHKPETHBIM paOOTHUKOM

[ToaroroBka u odopmiieHHE 10 3aMPOCY PAOOTHUKOB U TOHKHOCTHBIX JIUIT
KOMUM, BBIITUCOK U3 KaJPOBBIX JOKYMEHTOB, CIIPaBOK, HH(OpMALIUU O
CTaxe, JIbroTax, TapaHTUIX, KOMIICHCALUSIX U UHBIX CBEICHUM O
pabOTHHKAX

Bblgaua pabOTHHUKY JOKYMEHTOB O €0 TPYJI0BOM €S TEIbHOCTH

I[OBG,Z[CHI/IG J0 CBCIACHUA pa6OTHI/IKOB OpraHU3allMOHHBIX,
PaCnopsAaUTCIbHBIX U KAAPOBLIX JOKYMCHTOB OpraHu3alun

Benenue yuera, npeycCMOTPEHHOI'O TPY/IOBBIM 3aKOHO/1aTEILCTBOM
Poccuiickon @enepanuu

Perucrpanus, yder, orepaTuBHOE XpaHEHHE KaJAPOBBIX JOKYMEHTOB,
IIOATOTOBKA X K Ca4Y€ B ApXUB

PaGota B KOPIOpPAaTUBHBIX U BHCITHUX I/IH(bOpMaIII/IOHHI)IX CHUCTEMAX "
HUCIIOJB30BaHUC I_[I/I(l)pOBBIX CCPBUCOB, BBIIMMOJIHAIOMIUX q)YHKI_[I/II/I BCACHUA
JOKYMCHTAIIMHU 110 JABMXXCHUIO U YUCTY IICPCOHAIA

Heo6xonumele ymMeHUs

JloKyMEHTHUPOBATh TPYAOBBIE OTHOLIEHUS PA3JIMUYHBIX KATETOPUN
PaOOTHHUKOB M CHEIUATBHBIX CYyOBEKTOB TPYAOBOIO MPaBa B COOTBETCTBUU
C JEHCTBYIOIIMM 3aKOHOAATeNnbCcTBOM Poccuiickoit denepanuu,
periiaMeHTaMu (CTaHaapTaMu) TOKYMEHTO000pOoTa OpraHu3aIiu

BrIsSBISTE OIMOKHM, HETOUHOCTH, UCTIPABIICHUS K HEJOCTOBEPHYIO
nH(pOpMaIHIO B TOKYMEHTAX, ONPEACNISITh MOJTMHHOCTD MPEICTaBIEHHBIX
JIOKYMEHTOB

Bectu YUET U perucTpalio JOKYMCHTOB B I/IH(I)OpMaHI/IOHHI)IX CUCTEMAX U
Ha MAaTCPUAJIbHBIX HOCUTCIIAX

Paboratk co cnenuanu3npoBaHHBIMU HHGOPMAITMOHHBIMU CHCTEMaMU U
1M(POBBIMU CEPBUCAMU T10 BEJACHUIO YUYETa U JIBUKECHHUIO MIEpPCOHAIA

Bectu nenoByio nepenucky, JOKyMEHTOOOOPOT, PETIaMEHTUPOBAHHBII
3aKoHOJaTeabcTBOM Poccuiickoit dexepannu B 00J1aCTH TPYAOBBIX
OTHOUIEHHH, C paOOTHUKAMHU, BHEIIIHUMH KOHTPAreHTaMH U Ipa)<J1aHaMu

OGecneunBaTh cOOIIOICHNE TPeOOBAaHUH 3aKOHOJATENHCTBA Poccuiickoi
denepannu ¥ KOPIOPATUBHBIX MOJUTHK B 00J1aCTH 00pabOTKH
MIEPCOHAIBHBIX JaHHBIX U KOH(UIEHIIMATIbHON HHOopManuu

CO6J'IIO,Z[8.TB HOPMBI 9TUKH JCJIOBOTO O6IJ_I€HI/IH

Heo0OxonnMeie 3HAHUS

[Topsinox oopmiieHus:, BeIeHUs U XpaHEHHs TOKYMEHTOB T10
0(OPMIICHHIO TPYIOBBIX OTHOIIECHUH, [0 YIIPABJICHUIO MTEPCOHATIOM B
COOTBETCTBHUH C TPeOOBAHMUSIMH 3aKOHOATENHCTBA Poccuiickoi
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Penepalvy U KOPIOPATUBHBIMY MOJUTUKAMH

[enu u 3a7a4un OpraHU3aIUU IO TOCTPOCHUIO CUCTEMBI OOPMIICHHUS
TPYIOBBIX OTHOILIEHHUH

Tapuduo-kBanudukanoHHbIe CIIPABOYHIKN pabOT U podeccuit
pabounx U KBaTHU(UKAINOHHBIE XapaKTEPUCTUKU JOJHKHOCTEM
CIy>Kalux, npodeccuoHalbHbIe CTAHIAPTHI

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IIU(PPOBBIE YCIYTH U
CEPBUCHI 10 BEJICHUIO YUeTa U JABUKEHUIO [IEPCOHAIIA, TPAHUIIBI UX
IPUMEHEHUS

OCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIACTU ABHKEHUS U
y4eTa IepcoHana

[Topsinok oopmiIeHUsT yCTaHOBIIEHHBIX 3aKOHOAATENLCTBOM Poccuiickoit
®denepannu GOpM OTIETHOCTH B TOCYAAPCTBEHHBIC OPTaHbI

TpeboBanus 3akoHOAaTENbCTBA Poccuiickoit deaepanuu mo opopMIICHUIO
TPYIOBBIX OTHOIICHHM, BOMHCKOMY YY€TY, YBEIOMJICHHUIO U
MIPEACTABICHUIO OTYETHOCTH B TOCYAapCTBEHHBIE OPraHbl CHEIUaIbHBIX
KaTeropuii paOOTHUKOB: HHOCTPAHHBIX pA0OOTHUKOB U JIUI O€3
IPa)KJaHCTBA, UHBAJIM/IOB, JIULI, UMEIOIIMX FAPAHTUH U JIIOTHI,
YCTaHOBJICHHBIC 3aKOHO/IATEIILHO, M IPYTUX CHEIUAIBHBIX KATETOPHA
HopmatuBHbIe paBOBbIE aKThI, ONPEAEIISIONIME HOPMBI TPYAOBOrO MpaBa
Poccuiickon @enepanyu

3akonomarenscTBO Poccuiickoit denepanvu 00 MHANBUAYAIEHOM
(mepcoHuPpUIMPOBAHHOM) YUETE B CHCTEME 0053aTEIHbHOIO TIEHCHOHHOTO
CTpaxOBaHMsI

3akononarenscTBo Poccuiickoit denepanuu 0 NEPCOHAIBHBIX JAHHBIX
JlokanbHble HOpPMATUBHBIE aKThl OPraHU3ALMU, PETYIUPYIOIINE MOPSIA0K
odopMIIEHHUS PACTIOPSIAUTENBHBIX U OPTaHU3AIMOHHBIX JOKYMEHTOB I10
nepcoHany, ohOpMIEHUIO TPYAOBBIX OTHOIICHHMA

[IpaBuna BeeHUs 1€10BOM NMEPENUCKHU

Hopwmpbl 3THKH J1€710BOTO OOIICHUS

Jpyrue XxapakTepucTuku | -

3.1.2. TpynoBas pyHKIUS

HaumenoBanue Pa3paboTtka TUNIOBBIX opM Kon A/02.6 YpoBeHb 6
JIOKYMEHTOB 110 YYETY U (moxypoBeHb)
JIBIDKEHUIO TIepCoHaa, KBaJTH(pHUKAIUN

COIIPOBOKICHUE TIPOLICIYP
o(opMIIeHHS TPYAOBBIX

OTHOILIEHUN
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3
TPYAOBOH (pyHKIMH OpUTrMHaJIa
Kon Perucrpanuonnsiii
OpWTrMHaja HOMEp
npodecCuoHaIbLHOTO
CTaHJapTa
TpynoBeie nelicTBUSA Pa3paboTka MpoeKTOB JOKATbHBIX HOPMATUBHBIX AKTOB OpPraHU3allNH,

PETYJIHUPYIOIUX TPYIOBbIE OTHOLICHHUSI
Pa3paboTka MpoeKTOB JOKYMEHTOB 1O OPOPMIIEHHUIO TPYIOBBIX
OTHOIIEHHUH C KOHKPETHBIM Pa0OTHUKOM

[ToaroToBka npeUI0KEeHUH 110 ONTUMHU3ALUHN (POPM TOKYMEHTOB U

16.09.2024 Cucrema TAPAHT 7/58



https://internet.garant.ru/document/redirect/108186/0
https://internet.garant.ru/document/redirect/57746200/0
https://internet.garant.ru/document/redirect/10106192/0
https://internet.garant.ru/document/redirect/12148567/4

[Tpuka3z MunucTepcTBa TpyAa U conpanbHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBepXKICHHUM. . .

nudpoBU3aIu JOKYMEHTO000POTa OpraHu3aIiuy B 00J1acTH 0OpMITCHUS
TPYAOBBIX OTHOILIECHUN

[ToaroroBka MpOeKTOB JOKYMEHTOB I10 MPOIeypaM yIpaBICHUs
MIEPCOHAJIOM, YUeTa U JIBUKEHUS MTepCOHAlIa

[ToaroroBka 1o 3ampocy rocy/1apCcTBEHHbIX OPraHOB, IPEACTABUTEIbHBIX
OpraHoB paOOTHUKOB OPUTHUHAJIOB, BBIMHCOK, KOMHI IOKYMEHTOB U
MIPEIOCTaBIIEHUE B DJIEKTPOHHOM BUJIE CBEJICHUH, pErIaMeHTUPYIOIINX
TPYIOBbIE€ OTHOUICHUSI M UMEIOIIUX OTHOLIECHUE K PerjiaMeHTalluu
TPYJOBBIX OTHOLICHUH

[ToaroroBKa 3ampocoB B TOCYIapCTBEHHBIE OPTAHBI K CTOPOHHHE
OpraHu3aIuy [T TOJITBEPKICHUS CBEJICHUI B MHTEpecaX paOOTHUKOB U
paboTonaTesst

[ToaroroBka yBe1OMIJICHUM, OTYETHOM, CTATUCTUYECKON U aHAIUTUYECKON
uH(popMaluu 10 0pOPMIICHHIO TPYIOBBIX OTHOIIEHUHN

Heo6xonumele ymeHUs

PaboTath co cnenuanu3upoBaHHBIMUA HHPOPMAITMOHHBIMU CHCTEMaMH,
U(POBBIMU YCIIyTaMH U CEPBUCAMHU 110 BEJCHUIO yueTa U JABHKCHHIO
IIEPCOHAJIA, CONPOBOXKICHUIO TPYJAOBBIX OTHOILIECHUN

AHaIM3UpOoBaTh JIOKAJIbHBIE HOPMAaTUBHBIE aKThl U IOKYMEHTBHI 110
0(pOpPMIICHHIO TPYAOBBIX OTHOIICHUH, (OPMUPOBATH MPEIIOKEHUS 110 X
aKTyaJIu3alyy U YIy4YIUICHUIO

Ornpenenars CTPyKTypY U CoJiepKaHue, TOTOBUTH TPOEKThl HOPMATHUBHBIX
JIOKYMEHTOB U JIOKYMEHTOB 110 0(OPMJICHHUIO TPYIOBbIX OTHOIICHUN

OdopMIIsATh KaapOBbIC JOKYMEHTHI B COOTBETCTBHH C TPEOOBAHHSIMH
3aKkoHoJiaTenbeTBa Poccuiickoit denepanviv ¥ JT0KaIbHBIMU
HOPMATHBHBIMHU aKTaMU OpraHu3aIuu

Ob6ecnieunBath coOmoeHne TpedboBaHmil 3aKkoHogaTeNnbCcTBa Poccuiickoi
denepanun, KOPIOPATUBHBIX MOJUTUK B 00JaCTH 00pabOTKH
MEPCOHANBHBIX JaHHBIX U KOH(MUISHIINATbHON HHOpMALIUU

Bectu 1e10BYy10 IEPENUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,I[I/IMBIe 3HaHUA

HOpMaTI/IBHHe IMPAaBOBLIC AKTHI, OMMPEACTIAIOIINE HOMBI TPYAOBOTI'O ITpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IaTEILCTBA U HOPMATUBHBIE ITPABOBBIE aKThI
Poccuiickoii @enepanuu B 061actu opopMiIeHus, BeIeHUs U XpaHEHUs
JIOKYMEHTOB 110 0()OPMJICHHIO TPYIOBBIX OTHOLLIEHUH

3axonomarenscTBO Poccuiickoit denepanuu 00 MHANBUAYAIEHOM
(mepcoHn(PpUIIMPOBAHHOM) YUETE B CUCTEME 00513aTEIHHOIO IEHCUOHHOTO
CTpaxOBaHMsI

[Topsinox oopmiieHUs: NEPBUYHBIX TOKYMEHTOB IS LIEeIeH
OyXraJaTepckoro yuera B chepe opopMIIeHHs TPYAOBBIX OTHOLICHUH

Tapuduo-kBanupukaroHHble CIIPaBOYHUKN paboOT U mpodeccuit
pabouux U KBANU(UKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CJIy’KallIMX, 1PO(eCcCOHAIbHBIE CTAHAPThI

TexHomornuu, MeToAbl U METOAMKHU IIPOBEICHUS aHAIIN3a U
CUCTEMAaTH3alMH JOKYMEHTOB U MHQOpMAaIIH

3akoHomarenscTBO Poccuiickoit denepaiii 0 NEpCOHAIBHBIX TAHHBIX

Llenu 1 3a1a4n OpraHU3aIUK [0 MOCTPOEHHUIO CUCTEMbI 0(OPMIICHUS
TPYIOBBIX OTHOILIECHHUH

JlokanbpHbIS HOPMATUBHBLIC aKThI OpraHru3aluu B obmactu O(I)OpMJICHI/ISI
pacrnopsAaAuTCIbHBIX U OpTraHU3allMOHHBIX, I/IH(bOpMaHI/IOHHO-CHpaBOqHBIX
JOKYMCHTOB, PCTYJIMPYIOIINUX TPYAOBBIC OTHOIICHH A

Crneunanu3upoBaHHble HH)OPMALIMOHHBIE CUCTEMBI, IIU(PPOBbIE YCIYTH U
CEPBUCHI 110 BEJCHUIO yUeTa U JBUKEHHIO IIEPCOHANIA, TPAHULIBI UX
IPUMEHEHHUS

16.09.2024
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OCHOBHBIC METPUKH U aHATUTUIECKUE CPE3bI B 00JIACTU JABUKCHUS U
yueTa nepcoHana

I[IpaBuiia BeJCHUS JICIOBO# MEPEMUCKU

HopMbI 3THKH 1€I0BOTO 00IIECHUS

Jlpyrue XxapakTepucTuku | -

3.1.3. TpynoBas pyHKIUS

HaunmenoBanue

AJMHHHCTPUPOBaHHE Kon A/03.6 YpoBeHb 6
MIPOIIECCOB H (moTypOBEHB)
JIOKYMEHTOO000pOTA IO YUETy H KBTI (DUKAITIH

JBUKEHHIO MIEpCOHAA,
MPEICTABJICHUIO JOKYMEHTOB 10
MEPCOHANTY B TOCYJapCTBEHHBIE
OpraHbl

IIpoucxoxnenue
TPYyAOBOH pyHKIMH

Opurunan X | 3aUMCTBOBaHO U3

OpUTHHAJIA
Kon Perucrpanuonnslii
OpHUrMHaJa HOMED
npodeccnoHaTEHOTO
CTaHJapTa

TpynoBble nencTBUs

Opraau3anus TOKyMEHTO000pOTa M0 YUYETY U JIBI)KCHHIO TIEpCOHasa
Opranu3anus npeacTaBiIeHus: JOKyMEHTOB 10 MIEPCOHAY B
rOCYJIapCTBEHHBIE OpraHbl

[ToaroroBka yBe1OMIIEHUH, OTYETHOM, CTATUCTUYECKON U aHATUTUYECKOU
MH(OpMallMU 110 IEPCOHATY

[ToaroroBka nHMOPMALIUY O 3aKITFOYEHUU TPYAOBOTO MU
TPpakJIaHCKO-TIPABOBOTO JJOTOBOPA HA BHITIOJIHEHUE padoT (OKa3aHUE
YCIIYT) C TpaKJaHUHOM, 3aMEIAl0IINM JOHKHOCTH TOCYJapCTBEHHOM UITH
MYHUIUTIATEHOM CITYKObI, IEPEUEHb KOTOPBIX YCTAHABIMBAETCS
HOPMAaTHBHBIMU NPaBOBbIMU akTaMu Poccuiickoit Deneparuu

HeoOxonumelie ymeHust OdopmMasTh yueTHbIE JOKYMEHTBI, IPEOCTABISIEMBIE B TOCY1aPCTBEHHbBIE

OpraHbl, MPEACTABUTEIbHBIC OpTaHbl PAOOTHUKOB

Opranu30BbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOoBaHUSIMU 3aKOHOIaTeNbcTBa Poccuiickoit deneparu u
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMU OpraHU3AINH

Pabortates ¢ HHPOPMAIIMOHHBIMH CUCTEMAMH, IU(DPOBBIMU YCIyTraMH U
CEpPBUCAMH T10 BEJICHUIO YUETa U JIBOKCHHIO TIEpCOHaa

Paborats ¢ HHPOPMAIIMOHHBIMHA CUCTEMaMH IU(PPOBBIMU yCITyraMu U
CEpPBUCAMU T10 BEJICHUIO CTATUCTUYECKOW U OTYETHON MH(MOpMAITUU U
AQHAJIUTHUKHU 110 IEPCOHATY

dopMUpOBaATh MIPEIOKEHHUS IO ABTOMATH3AIIUN U ITU(PpOBU3AITUT
MIPOLIECCOB U JOKYMEHTOO00pOTa M0 YUETy M JIBIKEHHUIO TIEpCcoHAa,
JIOKYMEHTOB TI0 TIEPCOHATY ISl IPEJICTABIICHUS B TOCYIaPCTBEHHBIE
OpraHbl

AHanM3upoBaTh NMpaBuiia, IPOLETYPbl U MOPSAIOK, PETYIUPYIOLIUE IpaBa
1 00s13aHHOCTH TOCY/TAPCTBEHHBIX OPTAaHOB M OPTAHM3AIMH IO BOTIpOCaM
oOMeHa TOKyMEHTAIMeH 10 MepcoHany

OGecneunBaTh coOII0ICHIE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
denepanyy 1 KOPIOPATUBHBIX MOJIUTHK B 001acTH 00pabOTKH
MIEPCOHAJIBHBIX TAHHBIX M KOHPHUACHITMATHHOU HHpOpMaIuu

16.09.2024
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BecTtu nenoByto nepenucky

Co0u1r0/1aTh HOPMBI TUKH JEIIOBOTO OOIIECHUS

HeoOxonumebie 3HaHus TexHomoruu, METoAbl U METOIMKHU IIPOBEICHUS aHAJIN3a U
CUCTEMATH3AINH IOKYMEHTOB U HHQOpPMAITHH

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTALIMOHHOTO 00ecreYeHUs
OpraHu3aluu

Opranu3alioHHas CTPYKTYpa OpraHu3aiiu
Tapudno-kBanudukanmoHHbIe CIIPABOYHUKNA padOT U npodeccuit
pabounx M KBaTM(PUKAIMOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyKalux, MpodeccroHaIbHbIe CTAHIAPTHI

Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIIYTH U
CEPBHUCHI 110 BEACHUIO YUETA U IBUKECHUIO IIEPCOHANIA, TPAHULBI KX
MIPUMEHEHHUS

OcCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIACTHU JBIKEHUS U
y4eTa nepcoHaia

HopMaTuBHBbI€ ITpaBOBbBIE aKThI, PETYJIHUPYIOIIKE TIPaBa U 00SI3aHHOCTH
roCyJapCTBEHHBIX OPTraHOB, IPEICTABUTEIILHBIX OPraHOB pAOOTHUKOB IO
IIPEAOCTABJICHHUIO YUYETHON JOKYMEHTALUU

HopMaTtuBHBIE TPAaBOBBIE AKTHI, ONPEIEIAIOIIME HOMBI TPYIOBOIO TpaBa
OCHOBBI apXMBHOI'O 3aKOHO/1ATE/ILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoii @enepanuu B 00J1acTU BEACHUS JOKYMEHTALUMU 110
[epCoHaIy

3akononarenscTBO Poccuiickoil denepauu o nepcoHaIbHBIX JAHHBIX
JlokanpHbIe HOPMATUBHBIE aKTHI OPraHU3alMK B 00J1aCTH 0)OPMIICHHS
pacopsAUTENbHBIX U OPraHU3alMOHHBIX, HH()OPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, PETYJUPYIOINUX TPYAOBBIE OTHOLLICHUS

[IpaBuna BeeHUs J€I0BOU MEPENUCKU

Hopwmpbl 3THKH 1€710BOTO OOIICHUS

Jpyrue XxapakTepucTuku | -

3.2. O6o0mienHas TpyaoBast PyHKIIHS

HaumenoBanue JesTeIpHOCTh IO 00ECTICUEHHTO Kon B YpoBeHb 6
IIEPCOHAIIOM KBaJIM(hUKALIMU
ITpoucxoxnenue OpurnHan X | 3auMCTBOBAHO U3
0000IIIEHHON TPYI0BOI OpUTrvHaja
byHKIIUU
Konx Perucrpanmonueri
OpHUTHHAJA HOMED
npodeccrnoHanIbHOTO
CTaHJapTa
Bo3MosxHbIe Criermanuct o noaoopy rnepcoHana
HAaMEHOBAHHS Crieramict mo mepcoHaiy

JOJDKHOCTEH, mpodeccuit MeHepKep 110 NepcoHaly

TpeboBanus k Bricuiee oOpa3oBanue - 6akagaBpuaT UM
oOpa3zoBaHuio 1 00yueHuto | Briciiee oOpa3oBanue (HenpoduiabHOE) - bakanaBpuar u
JIOTIOJTHUTENIbHOE NpodeccruoHanbHoe 00pa3oBaHuE - IPOTPaMMBI
npoeCCHOHATBFHOMN TMEPETIOATOTOBKY 110 HAITPABIICHHSIM JESITETHHOCTH
110 00eCTIeYCHHIO NEPCOHATIOM

TpeboBanwus K OTBITY -
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MPAKTUYECKOU PabOThI

K pabote

Oco0sble ycroBHs JomycKa | -

Jlpyrue xapakTepucTuKu -

JlononHuTENbHBIE XapaKTEPUCTUKH

Haumenosanue Kox HanmenoBanue 6a30BOii IPpYIIIIbI, JOHKHOCTH
JIOKYMEHTa (mpodpeccun) WM cienUaTbHOCTH
OK3 2423 Crnernuanuctsl B 00J1acTH 1ToAOOpa M UCTIOJIB30BaAHUS
nepcoHasa
EKC - Crnenuajivct no Kajapam
- MeHemkep 1o nepcoHany
OKIITP 26583 Crnenuajivct no Kajapam
OKCO 5.38.03.02 MeHemKMERT
5.38.03.03 YrpasneHnue nepcoHaiom

3.2.1. TpynoBas QpyHKIMsS

HanmenoBanue C6op undopmarnyu o Kon B/01.6 YpoBeHb
MOTPEOHOCTSAX OpraHU3alliy B (moxypOoBEHbD)
nepcoHajIe KBaJTH(UKAITNN

IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH pyHKIMM OpUTHMHANIA

Kon Perucrpanmonnslii
OpHUruHaia HOMED
npodeccuoHalIbHOTO
CTaHJapTa

TpynoBsie nencTBUs

dopmMupoBaHue NepeyHel BaKaHTHBIX U IJIAHUPYEMBIX K
YKOMIUIEKTOBaHHUIO JOJKHOCTEH (Mpodeccuit, crienuanbHOCTEN)
OpraHu3alu

dopmMupoBaHUE CAMOCTOATEIBHO H (MITH) COBMECTHO C PYKOBOJUTEIEM
COOTBETCTBYIOIETO MOApa3AeeHus TpPeOOBaHUH K BAKAHTHOM JOKHOCTH
(mpodeccun) U MX KOppeKLUs

AHau3 peIHKA TPyAa U TIepCOHANIa OPTAaHU3AIIH 110 TIPOPHUITIO BAKAHTHOU
JIOJKHOCTH (mpodeccuu, CeHaTbHOCTH)

WNnpopmupoBaHne 1 KOHCYJIbTUPOBAHUE PYKOBOIUTENEH MOIpa3IesIeHui
U OpraHu3aliy 0 BONPOCaM phIHKA TPy/ia M 00ecrieueHus IepCoOHaIOM

16.09.2024

Heobxomumblie ymeHust

Cobupate, aHaTU3UPOBATh U CTPYKTYpUPOBATh HHPOpMAIUIO 00
0COOEHHOCTSX OpraHu3aluy paboT Ha pa3IMYHBIX yyacTKax
IIPOM3BOJICTBA M HA KOHKPETHBIX pab04YMX MECTaxX C YUETOM IlelieH, 3a1ad,
IJIAHOB U CTPYKTYpbl OpraHu3aluu

Cobupate, aHaTU3UPOBATh U CTPYKTYpUPOBATh HHGOpMAIUIO 00
0COOEHHOCTSIX M BO3MOKHOCTSX IEPCOHAIa OpraHu3aluu

Cobupate, aHaTU3UPOBATh U CTPYKTYpUPOBATh HHPOpMAIUIO 00
0COOEHHOCTSX PhIHKA TPY/a, BKIIOYAs MPEUIOKEHUS YCIYT 1O TIOUCKY,
MIPUBJICYCHHIO, TOI00PY M 0OTOOPY IEpCcoHasa

PaboTarh B MHPOPMALIMOHHBIX CUCTEMAX, UCIOIB30BATh IIU(PPOBHIE
YCIIYTH U CEPBUCHI 110 COOPY, aHATTU3Y U CTPYKTYPHUPOBAHUIO IOTPEOHOCTH
OpraHu3alUM B KaJIpax

dopmMHUpoBaTh NPEUIOKEHHS 10 aBTOMATU3ALUN U U(PPOBU3ALIUN
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OTEpAIHi B MPOIIECCOB cOOpa MOTPEOHOCTH B MIEPCOHAIIE

KoHcynpTupoBaTh COTpYJHUKOB ¥ PyKOBOJIUTENIEH OpraHU3aL|H 110
BOIIPOCAaM phIHKA TPY/ia U 00ecreueHus: IepCoOHAIOM

ObecnieunBath coOMIOIeHIE TPeOOBaHUI 3aKOHOJaTeNIbCTBA Poccuiickoi
depepaliuyl 1 KOPIOPATUBHBIX MOJUTHK B 0071aCcTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHUICHIIMATIBHON HH(OpMAIHH

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHSI

Heo0OxoauMbie 3HAaHUS

TGXHOHOFI/II/I, MCTOJAbI U MCTOAWKU IMPOBCACHU aHAJIN3a U
CUCTEMATU3AMKU JOKYMCHTOB 1 I/IH(bOpMaI_[I/II/I

[Topsimok omnpeneneHus MEPCIEKTUBHON U TEKYIICH MOTPEOHOCTH B
IIepCoHAJIE

Wcrounnku obecrneueHnst Opranu3aluy NepcoHaIoM

OpFaHI/ISaHI/IX pa60T Ha pa3/IMYHbIX Yy4aCTKax IIpOU3BOACTBA,
opranu3aiyu, oTpaciin

OO01ure TeHIeHIIMU Ha PhIHKE TPY/Ia B IIEJIOM U B OTAEIBHOM OTPaCIH,
KOHKPETHOU Npoheccuu (IOHKHOCTH, CIICIIUATHLHOCTH )

(OCHOBBI IICUXOJIOTHH U COMOJIOTHH Tpyda

OCHOBBI OKOHOMUKH, OpraHU3allvuy Tpyadd U YIIPABJICHUS

Tapuduo-kBanudukanoHHbIe CIIPABOYHIKN padOT U podeccuit
pabouux U KBANU(UKALMOHHBIE XapaKTEPUCTUKU JOJKHOCTEH
CITyXKallluX, [1podeccroHalIbHbIE CTaHIapThI

HOpMaTI/IBHHC ITIPAaBOBLIC AKThI, OIIPCACIIAIOINNC HOMBI TPYAOBOI'O ITpaBa

OCHOBBI aPXUBHOTO 3aKOHO/IATEJILCTBA U HOPMATUBHBIC ITPABOBBIC aKThI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
MepCOHAITY

3akononarenscTBo Poccuiickoit denepaiuu 0 nepcoHAIbHBIX JAHHBIX

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIIHE TOPSIA0K
no00pa nepcoxana

Criennanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEepBHCHI B 00s1acTu 00ecreYeHUsl IEPCOHATIOM, TPaHMIIbl UX IPUMEHEHHUS

OcHOBHBIE METPUKH B 00J1aCTH MOA00pa U 0TOOpa KaHIAUIAaTOB HA
BaKaHTHBIE JIOJDKHOCTH I 00€CTIeYeHHs] TOTPEOHOCTH B TIEPCOHATIE

HpaBI/ma BEJCHUS JEIOBOU TMEPCIINCKU

Hopwmbl 3THKH J1€710BOTO OOIICHUS

Jlpyrue XxapakTepUCTHKU

3.2.2. TpynoBas pyHKIUSA

HaumeHnoBanue Kon B/02.6 YposeHn 6
[Touck, npuBnedyenue, Nogo0p u
(moxypoBeHb)
oTOOp mepcoHana
KBaJTU(DUKAITIH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH (pyHKIMH

OpUTHHAJA
Kon Peructpanmonueri
OpHUTHHAIA HOMEp
PO eCCHOHAIIBHOTO
CTaHJapTa

TpynoBbie nercTBUA

[Torick BO BHYTPEHHUX M BHEUTHUX MCTOYHUKAX HH(DOpMAIIHH O
KaH/IU1aTax, COOTBETCTBYIOIMIUX TPEOOBAHUSIM BaKaHTHOM JOJIKHOCTH
(mpodeccnn, CEUAILHOCTH) U MHBIM OTPEOHOCTSIM OpPraHU3alluU B

16.09.2024

Cucrema TAPAHT 12/58



https://internet.garant.ru/document/redirect/108186/0
https://internet.garant.ru/document/redirect/57746200/0
https://internet.garant.ru/document/redirect/12137300/2
https://internet.garant.ru/document/redirect/12148567/4

[Tpuka3z MunucTepcTBa TpyAa U conpanbHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBepXKICHHUM. . .

IIepCOHAJIE

Pa3merienue cBefieHn 0 BAaKaHTHOM JTOJKHOCTH (TIpodeccui,
CHEIHAIILHOCTH) B CPEJICTBAX MAacCOBOM HH(popManuu,
CHeMaJIM3UPOBAaHHBIX pECYpcax U CEpPBUCAX

Br160p crioco0oB 1 METO/10B IPUBIICYEHHUSI ITIEPCOHATA B COOTBETCTBUU C
IJIAHAMU U OTPAHUYEHUSIMU OpraHu3aluu

COop, comocTaBiieHue, CTpyKTYpUpOBaHUE U MPOBepKa HH(pOpMaLu O
KaHIMJ1aTaX Ha BaKaHTHbIC JOJDKHOCTHU (Mpodeccu, CenualbHOCTH)
[TpoBeneHmne codbeceoBaHmi U BCTPEU C KaHAWIaTaMU Ha BAKAHTHBIE
JOJKHOCTH (Tpodeccun, CeHalbHOCTH ), U3BELICHHE KaHIuaTa U
HAaHUMATEIls O pe3yJibTaTtax cobeceoBaHus (BCTPEUH)

OrneHka COOTBETCTBUS KaHIUAATOB TPeOOBAHUSIM BaKaHTHON JOKHOCTH
Y MHBIM TPeOOBaHUSAM OpraHu3anuu (mpodeccuu, CrenuaibHOCTH)
[ToaroroBka npeanoxxeHuit mo GopMUPOBAHUIO OIOIKETA HA TIOUCK,
MIPUBJICYCHHE, TOJO0P M OTOOp MepcoHasa

WNudopmupoBanue v KOHCYJIbTUPOBAHUE PYKOBOJUTENEH MMOApa3IeICHUN
Y OpraHM3alMy [0 BOIIPOCaM IPUBJICUEHMsI IEPCOHATIA C OLICHKOM 3aTpaT
HeoOxonumbie ymeHust OnpenensTb KpUTEPUH MMOUCKA, MPUBIIEUYEHU, TOJ00pa 1 0TOOpa
nepcoHaia

Cobupats, aHaTU3UPOBATh U CTPYKTYPUPOBATh HH(OPMALIHIO O
KaHJUJAaTax U NPeIOKEHUSX Ha PhIHKE TPya

PaboTtaTh ¢ MOMCKOBBIMH cHCTEMaMH, UH(POPMAIIMOHHBIMU PECYPCAMHU U
1M (pOBBIMU CEpBUCAMU B 001acTH 00eceYeHUs IEPCOHAIOM
®opmMupoBaTh MPEIOKEHUS TI0 aBTOMATH3AINUU M IU(POBU3AITUH
IIPOLIECCOB MOMCKA U MPUBJICYEHUS IEPCOHAIIA

[TpyMeHsITh TEXHOJIOTHUN U METOIMKH [TOMCKA, IPUBJIEUEHUs, 1000pa U
0TOOpa KaHIUAATOB Ha BaKaHTHBIE JOJKHOCTH (mpodeccun,
CIEIMAJIbHOCTH) B COOTBETCTBUU C UX CHELMPUKON

KoHCynpTHpOBaTh 10 BONpOCaM NPUBJIEUYEHUS IEPCOHAIIA

CocTaBisTh U KOHTPOJIMPOBATH CTaThU PAaCcX00B Ha o0ecreueHre
NEPCOHAJIOM JUIsl IJIAHUPOBAHUs OI0/DKETOB

OGecneunBaTh coOII0ICHIE TPeOOBAaHUM 3aKOHOIATENHCTBA Poccuiickoi
denepanyy U NOJIUTUK paboToaTeNs B 006JacTH 00pabOTKU
NIEPCOHAIBHBIX JaHHBIX U KOH(UIEHIIMATIbHON HHDOopManuu

Bectu 1e10By10 NepenucKy

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIECHHS

HeoOxoaumble 3HaHUS HcTounuku obecniedeHns OpraHu3alui NepcoHaIoM

TexHOJI0rMM U METOJIMKHU TIOMCKA, TPUBIICUYEHUS, T0100pa U 0TOOpa
nepcoHaia

Cucrembl, METOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBaHUs TpyAa epcoHaia

TexHomOrHM U METOIbI HPOPMUPOBAHUS U KOHTPOJISI OIOKETOB
OpraHu3aluu

TexHonornu, METObl U METOJUKH IPOBEJCHUS aHAIN3a, CUCTEMATU3aLUN
JIOKYMEHTOB ¥ HHQOpMAIIH

OpranuzanvoHHasi CTPyKTypa OpraHu3alnuu

[TepeueHb BaKaHTHBIX JOJDKHOCTEH (TIpodeccHil, CrieluatbHOCTEH)
Tapuduo-kBanupukaroHHble CIIPaBOYHUKN paboT U mpodeccuit
pabouux U KBaNU(UKALMOHHBIE XapaKTEPUCTUKU JOIDKHOCTEH
CITyXallluX, rpodeccroHalibHble CTaHAapThI

Mertoarka rIaHupoBaHus MOTPEOHOCTH OPraHU3alMK B TIOUCKE U
IIPUBJICYECHHUH IIEPCOHANIA

OO0u1e TeHICHIIMH HA PhIHKE TPY/1a M B OTJIEJIBHBIX OTPACIAX M BUJAX
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poeCCHOHATBHON e TENHHOCTH

OCHOBBI IICUXOJIOTHUHU U COIIMOJIOTUH TPYAa

(OCHOBBI 5KOHOMHUKH, OPraHU3alMH TPY/Ia U YIIPABJICHUS IEPCOHATIOM
Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIIYTH U
CEPBUCHI B 00JIaCTH TIOMCKA U TIPUBJICUCHHSI IIEPCOHANA, TPAHUIIBI UX
MIPUMEHEHUS

OCHOBHBIC METPUKH U aHATUTUYECKUE CPE3bI B 00JIACTH TIOUCKA U
TIPUBJICUCHUS TIEpCOHasa

HopmatuBHbIE paBOBbIE AKThI, OMPEEISIONIME HOPMBI TPYJIOBOTO MpaBa
OCHOBBI apXMBHOTO 3aKOHO/IATEJILCTBA U HOPMATUBHBIE ITPABOBBIC AKThI
Poccuiickoii @enepanuu B 0071acTH BeIeHUS TOKYMEHTALIUH 110
NepcoHany

OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBA Poccuiickor denepannun
3akoHojiaresnbcTBO Poccuiickoi denepaliny 0 NepCoOHAIbHBIX JaHHBIX
JlokanpHbIE aKThl OPTaHU3AIIMN, PETYIHPYIONINE OPSI0OK 00ECIICUCHHS
MIepCOHAIIOM

[TpaBuna BefeHUs NEI0BOM MEPENUCKH

HopMbI 3THKH eJI0BOTO O0IIECHUS

Jlpyrue XxapakTepucTuku | -

3.2.3. TpynoBas ¢pyHKIHsS

HaunmenoBanue AJIMUHHCTPUPOBAHUE Kon B/03.6 YpoBeHb 6
MIPOIIECCOB 0OECTICUCHHS (moTypOBEHB)
TIEPCOHAJIOM U KB (UKAIIUN
COOTBETCTBYIOIIETO
JIOKYMEHT0000poTa

[Tpoucxoxaenue Opurunan X | 3aUMCTBOBaHO U3

TpYJ10BOH (pyHKINU

OpUTHHAJIA
Konx Perucrpanmonuei
OpHUTHHAlA HOMEp
PO eCCHOHAIIBHOTO
cTaHjapTa

TpynoBsle nencTBUs

AHaJu3 MpoLeccoB TOKYMEHTO000pOTa, JIOKAJIbHBIX JOKYMEHTOB IO
BOIIpocaM oOecreueHus: IepCoOHaIOM

Benenue napopmanum o BakaHTHBIX JOJDKHOCTSX (Tpodeccusix,
CHEIHMAJIbHOCTSIX) M KaHAuaTax

JIOKyMEHTaIllMOHHOE COIIPOBOXK/IEHNE KaHIUIAaTOB Ha dTanax MoKCKa,
MpUBJIEYEHHUS, 10A00pa U 0TOOpa MepcoHasa Ha BAKAHTHbIE T0JKHOCTH
(mpodeccuu, ciennanbHOCTH ), UHGOPMHUPOBAHNE KAaHIUIATOB O
pe3yabpTaTax oToopa

[ToaroToBka 3ampocoB 0 KaHUAaTaxX B TOCYAapCTBEHHBIE OPTraHbl B
CiIydasiX, IpeayCMOTPEHHBIX JeHCTBYIOIIUM 3aKOHO1aTEIbCTBOM
Poccuiickoii @enepanuu, 1 00pabOTKa MOTYUESHHBIX CBEJICHUN
[TonroroBka n 00paboTKa yBeIOMJIEHUH B TOCYIapCTBEHHbBIE OPTaHbl,
IpeJICTaBUTENIbHBIE OPTaHbl PpAOOTHUKOB 110 BOIIPOCAM MOUCKA,
MIPUBJICYCHMS, I0J1I00pa U 0TOOpA MepcoHaIa

ConpoBox/ieHHE TOTOBOPOB 110 00ECIIEUEHUIO OPTaHU3AIMH [IEPCOHATIOM,
BKJIIOYAsl IPEIBAPUTEIbHBIE MPOLEAYPHI IPH UX 3aKIOYSHUU

HCOGXOI[I/IMBIG YMCHUA OO0ecneunBaTh AOKYMCHTAITUOHHOC CONPOBOKACHUC BbIXOAa KaHAAAaTa

16.09.2024

Ha paboTy ¥ MepeMELIEHHUS TEPCOHAIA
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OdopmiIsaTh JOKYMEHTHI TTO BOTIpOCaM 00€CTICUCHUSI peCypCcaMu
nepcoHalna, H€O6XO,Z[I/IMBIMI/I IJId TIPEAOCTABJICHHUA B TOCYJapCTBCHHBIC
OpTraHbl, IPEACTABUTEIbHBIC OPraHbl pA0OOTHHKOB

Opranu3oBbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUAMHU 3aKOHOIaTeIbCcTBa Poccuiickoit deneparuu u
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMU OpraHU3ALHNH

PaboTath ¢ MH(pOPMAIMOHHBIMU CUCTEMAaMU, IU(POBBIMU yCIyraMu U
CepBHCaMHU 110 BOIIPOCaM 00ECIEUCHHUs TIEPCOHATIOM, BEICHHS IOUCKA U
ydeTa KaHJ1/1aTOB Ha BaKaHTHbIE JJOJKHOCTH (IIpodeccun,
CHEIHAJIBHOCTH)

dopMupoBaTh MPEIIOKECHUS TI0 ABTOMATH3AINUU ¥ IU(POBU3AITUH
IPOLIECCOB M JOKYMEHTO000POTa 110 00ECIICYCHHUIO MIEPCOHATIOM

[Tpon3BOINTH MpeBAPUTEIBHBIC 3aKYOYHBIE IPOLEAYPHI U OPOPMIIATH
COIYTCTBYIOIIYIO JOKYMEHTALHUIO 110 3aKIOYEHHUIO I0TOBOPOB

Opranu30BBIBaTh U MPOBOAUTH KOHKYPCHI, OOPMIISTh H aHATU3UPOBATH
KOHKYPCHYIO JJOKYMEHTAINI0

Ob6ecmieunBath COONMIOICHIE TPEOOBAHUI 3aKOHOJATENIbCTBA PoccHiickoi
deneparnyiv 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHISHIIMAIBLHON HH(OpMAIIH

Bectu nenoByro nepenucky

Co0.1r0,1aTh HOPMBI ITHUKH JCIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUS

16.09.2024

[Topsnox oopmiieHus1, BeACHUS U XpPaHEHUS TOKYMEHTAIIUU, CBA3aHHOM C
MTOWCKOM, TIPUBJICIYCHUEM, TT0I00POM U OTOOPOM KaHIHMIATOB HA
BAKAHTHBIE TOJHKHOCTHU

[Topsimok popMUpOBaHUS, BEACHHS JAHHBIX O TIEPCOHAIIC OPTaHHU3AIIH,
MOPSAJAOK IPEICTABIECHUS OTYETHOCTHU

OCHOBBI ,Z[OKYMGHTOO60pOTa U JOKYMCHTAIMOHHOI'O obecrneyeHus

TGXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKU IMPOBCACHWA aHAJIN3a U
CUCTCMATU3aAlMHU JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

[Topsinox mpoBeaeHHsI KOHKYPCOB U OOPMIIEHHS KOHKYPCHOMN
JIOKYMEHTaLUU

[Topsimox mpoBeAeHUsI 3aKyTIOYHBIX MPOLEAyp U 0hOpMIICHUS
CONYTCTBYIOIIEH TOKYMEHTALUH

Opranu3anoHHas CTPYKTypa OpraHU3alii U BaKaHTHbBIE JOHKHOCTH
(mpodeccuu, cienuanbHOCTH)

Crneunanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IIUPPOBBIE YCIYTH U
CEpBHUCHI B 00JIaCTH 0OecrieueHus! IePCOHAIOM, TPaHUIIbI UX TPUMEHEHHSI

TapudHo-kBanupuKamoHHbIE CIIPABOYHUKY pabOT U mpodeccuit
pabouux U KBaNU(UKALMOHHBIE XapaKTEPUCTUKU JTOJKHOCTEH
CJIy>KallMX, 1PO(eCcCHOHAIbHBIE CTAHAPThI

OcHOBHBIE METPUKH U aHAIUTUYECKUE CPe3bl B 001acT 00ecreueHus
EPCOHATIOM

HOpMaTI/IBHI)Ie IMMPABOBBIC AKTHI, ONPEACTIAIONIME HOMEBI TPYAOBOI'O IpaBa

OCHOBBI apXMBHOI'0 3aKOHO/1ATE/ILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccutickoit deneparu B 00JaCTH BEACHUS JOKYMEHTAIIUH 110
MepcoHaIy

OCHOBBI HAJIOTOBOT0O 3aKOHO1aTesibcTBA Poccuiickoit @enepanuu

3akononarensctBo Poccuiickoil denepainu o nepcoHaAIbHBIX JAHHBIX

JlokasibHbIE aKThl OpraHU3al|K, PETyJIHNPYIONIKe TOPSAOK Moadopa
nepcoHalia

[Topsi10K 3aKIIOYEHUS IOTOBOPOB (KOHTPAKTOB)

[IpaBuyia BeeHHS A€IOBOM NEPETUCKH

HopMmbl 3THKH J€TT0BOTO OOIICHHUS
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| Hpyrue xapakTepucTUKHU

3.3. O6006meHHas TpyaoBast GyHKITUS

HaumenoBanue JlesiTenbHOCTD MO OIIEHKE U Kon C YpoBeHb 6
aTTeCTallMy MepcCoHasIa KBaJTU (DUKAITAH
[Ipoucxoxnenue OpurpHann X | 3aUMCTBOBAHO U3
00001IeHHON TPYAOBOI OpUTHHAJIA
GbyHKIIH
Kon Perucrpanuonssii
OpUTHHala HOMEp
npoeCcCHOHATHLHOTO
CTaHJapTa

Bo3moxHbie
HaWMEHOBAaHUS
JOJDKHOCTEH, mpodeccuid

Crenuanuct 1o oleHKe U aTTeCTalluy epcoHasa
Crenuanmct 1mo nepcoHany
MeHemkep 1o mepcoHany

TpeboBanus
00pa30BaHMIO U
00y4YeHUI0

Briciee oOpa3oBanue - 6akanaBpuaT UK

Bricmiee oOpa3oBanue (HenpoduiabHOE) - OaKazaBpuar u
JIOTIOJTHUTEIbHOE MpodeccHoHaIbHOe 00pa30BaHUE - IPOTPAMMBI
npo¢eCCHOHATBLHOM MEPETIOATOTOBKU B 00JIACTH YIIPABIICHHSI IEPCOHATIOM
WIN B 00JIACTH MTPOBEJICHUS OLICHKU M aTTECTAIIMK NIEPCOHANA

TpeboBanus K OnbITY
PaKTHYECKOH paboThI

Oco0ple ycIoBHsI JOITyCKa
K pabore

Jlpyrue XxapakTepUuCTHKU

I[OHOJ'IHI/ITCJ'ILHI)IC XapaKTCPUCTUKU

HaumenoBanue Kon HaumenoBanue 6a30B0ii rpynmbl, JOKHOCTH
JTOKYMEHTa (mpodeccun) nnu cenUuaIbHOCTH
OK3 2423 CrennanucThl B 00J1aCTH MOA00pa U UCIIOB30BaHUS
nepcoHasna
EKC - MeHeKep 110 nepcoHary
OKIIATP 26583 Crnenuaiuct 1o Kajapam
OKCO 5.38.03.02 MeHemKMEHT
5.38.03.03 YnpasiieHue nepcoHaIoM

3.3.1. TpynoBas pyHKIUSA

HaumeHnoBanue Kon C/01.6 VYposeHn 6
Opranuszanys 1 NpoBeACHUE
(moxypoBeHb)
OLIEHKHU TIepCOHaa
KBaJTU(DUKAITIH
[Tpoucxoxnenue Opurunan X | 3auMCTBOBaHO U3
TPYAOBOH (DyHKITHH OpHUTHHAIA
Kon Perucrpanuonsslii
OpHUTHHaJIa HOMED
npo¢ecCuOHATBLHOTO
CTaHJapTa
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TpynoBbie nerlcTBUA Pa3paboTka miaHa OIeHKH TIepCOHaa B COOTBETCTBUH C LIETISIMU
OpraHu3aluu

Omnpenenenne pecypcoB, BEIOOP CPEICTB M METOJIOB MTPOBEACHUS OLIEHKU
MepCOHaJIa B COOTBETCTBUU C LIEISIMU OpPTaHU3aLUU

ITpoBeeHNE OLIEHKH [IEPCOHAJIa B COOTBETCTBUU C IJIAHAMH OpPraHu3aluu
ConpoBosk/ieHHE T0TOBOPOB C OPraHU3ALUIMH - UCIIOTHUTEISIMU
MEPOIPUITHH 10 OLIEHKE IIEPCOHAJIA, BKIIKOYasl IpeABaApUTENbHbBIE
IPOLEAYPHI IPH UX 3aKIHOYCHHUH

KoHncynpTupoBanue nepcoHasia mo BOIpocaM OLEHKH

[TonroroBka pekOMeH1alMi pyKOBOJCTBY U IIEPCOHAILY IO Pe3yJibTaTamM
MIPOBEJICHHOW OLICHKH MepcoHaa

[ToaroroBka mpeanoxeHui mo GOpMUPOBAHUIO OIOKETA HA
OpraHH3aIMI0 U MPOBEJACHUE OLICHKH MepcoHaja

Heo6xonumele ymeHUst OnpenensiTh NapaMeTpbl U KPUTEPUU OLIEHKH IEpCOHAlIa
Pa3pabatbiBaTh CpeJICTBA M METO/IbI MPOBEACHHUS OIICHKH TepCoHala
Boraenste (onpenessiTh) rpynbl NepcoHaia i IPOBEIEHUS OLIEHKH
OnpenensiTh MOTUBAIMOHHBIE (PAKTOPHI MPOBEICHUS OLIEHKH IepCcoHaa
CocTaBisTh U KOHTPOJIUPOBATH CTAThU PACXOJOB Ha OLIEHKY MEepCcoHalIa
JUTS TUTAHUPOBAHHS OIOKETOB

ObecnieunBaTh OPraHU3aAIMOHHOE COMPOBOXKICHUE OLIEHKU NIEpCOHAIIa
ObecneunBaTh COXPAaHHOCTH KOH(HICHIIMATHHON HH(DOPMAIIH TTPU
IIPOBEJICHUH OILIEHKU IIEpCcoHasa

Opranu3oBbIBaTh XpaHEHNUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU TPYI0BOT0, APXUBHOTO 3aKOHOAaTeIbcTBa Poccuiickoit
denepavy U JOKAJIbHBIMA HOPMAaTUBHBIMH aKTaAMU OpraHU3aluu
Cobupatb, aHaIU3UPOBATh U CTPYKTYpPUPOBATh HHPOPMALIHIO O
MIPEJUI0KEHUSIX 110 OLIEHKE IEpCOHAIa Ha PhIHKE Tpy/ia

[Tpon3BoIUTH NpeIBapUTENbHbIE 3aKYIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO 10 3aKJIIOUEHHUIO JOTOBOPOB
OnpenensTsh yCIoBUs Ui 3aKJII0UYEHUS JJOTOBOPOB HA OKa3aHUE YCIyT 10
IIPOBEJICHUIO OLIEHKH IIepCOHasa

CucremaTu3znpoBarb, 000011aTh ¥ aHATU3UPOBATH PE3YJIbTAThl OLIEHKH
nepcoHaia

OnoBemars 0 pe3ysibTaTax MPOBEIEHHON OIIEHKH MePCOHAT U
PYKOBOJICTBO

Paborate B MHGOpPMAIIMOHHBIX CUCTEMAX, UCIOIb30BaTh LIM(PPOBLIE
YCIIYTH U CEPBUCHI N0 NPOBEJEHHUIO OLIEHKH IIEPCOHANIA

®opMHUpOBaTh MPEIIOKEHUS 10 aBTOMATU3ALUN U IU(PPOBU3ALIUN
IIPOLIECCOB OLIEHKHU M aTTECTalMH IepCOHaa

OGecneunBaTh coOII0ICHIE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
denepanyy 1 KOPIOPATUBHBIX MOJIUTHK B 001acTH 00pabOTKH
MIEPCOHAIBHBIX JaHHBIX U KOH(UIEHIIMATIbHON HHDOopManuu

Bectu 1em0By10 NepenucKy

Cob101aTh HOPMBI STHKH JIETIOBOTO OOIICHUS

HeoOxoaumebie 3HaHUS TexHonoruu u METObI ONpeesieHus NpodeccCuoHaNbHbIX 3HaHUH,
YMEHHUHM U KOMIETEHLINI

TeXHOIOrnH U METO/IbI OIIEHKH JINYHOCTHBIX Ka4eCTB U XapaKTEPUCTHK
Cucrembl, METOIbI M (POPMBI MATEPUAIIBHOTO U HEMATEPUATIBHOTO
CTUMYJIMPOBaHUs TpyAa epcoHaa

TexHonoruu U MeTo 16l HOPMUPOBAHMSI U KOHTPOJISI OI0PKETOB
TexHonornuu, METO bl U METOJUKHY aHAJIN3a U CUCTEMATHU3alUU

JOKYMEHTOB ¥ HUH(pOpMaIH
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OcCHOBBI 00IIIEH ¥ COLMATLHOM IICUXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHHU
TpyAaa

OCHOBBI POU3BOJICTBEHHOH JEATEIBHOCTH OpraHu3aluu

[Topsimok mpoBeACHUS 3aKYTIOYHBIX MPOLIETYP U 0hOPMIICHUS
CONYTCTBYIOIIEH TOKYMEHTAIlUU

Opranu3zanvoHHas CTPYKTypa OpraHu3alii U BaKaHTHbBIE JOKHOCTH
(mpodeccun, CrienMaTbLHOCTH)

Tapudno-kBanudukamoHHbIe CIIPABOYHUKNA pabOT U npodeccuit
pabounx M KBaTM(PUKAIMOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CIyKalux, MpoheccroHaIbHbIC CTAHIAPTHI

Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIIYTH U
CEPBHUCHI B 00J1ACTH OLICHKH NIEPCOHAJIA, TPAHUIIBI KX TPUMEHCHUS
OCHOBHBIC METPUKH U aHAIUTUICCKUE CPE3bI B 00JIACTU OLIEHKH MePCOHA
HopMatuBHBIE TPaBOBBIE AKTHI, ONPEICISAIONIME HOMbI TPYA0BOTO ITpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATEILCTBA 1 HOPMATUBHBIE TPABOBBIC AKTHI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
MIEPCOHAY

3akoHoj1aresbeTBO Poccuiickoi Denepaliiy 0 MepCoOHaAIbHBIX JaHHBIX
JlokayibHBIE HOPMATUBHBIEC AKTHI OPraHU3aLHNH, PETYIUPYIOLIUE MOPSI0K
OIIEHKH TIepcoHaa

[Topsi10K 3aKIIFOUEHHMS JIOTOBOPOB (KOHTPAKTOB)

[IpaBuyia Be€HHS AEIOBOM NEPENUCKHU

HopMbl 3THKH J1€7T0BOTO OOIICHUS

Jpyrue XapakTepucTuku | -

3.3.2. TpynoBas pyHKIHsS

HaumenoBanue Kon C/02.6 YpoBeHb 6
Opranu3zanys u IpoBeJeHHe
(moypoBEHb)
aTTecTalluy IepcoHana
KBTI (UKAITTI
[Tpoucxoxnenue OpurnHan X | 3auMCTBOBAHO U3
TPYAOBOH (pyHKIHH OpHUTHHAJA
Kon Perucrpanuonnsii
OpHUrHHaJa HOMED
npodecCuoHaIbLHOIO
CTaHJapTa
TpynoBsie neiCTBHS Pa3paboTka MpoeKTOB JOKYMEHTOB, ONPEACISIONINX MTOPSIOK aTTECTAIIH

IIepCOHAJIa, OLIEHKA COOTBETCTBYIOIIMX 3aTpaT
OpraHu3alMOHHOE U IOKYMEHTAIlHOHHOE COMTPOBOXKIEHUE Mpoliecca
aTTecTallid U pabOThl ATTECTAIIMOHHOW KOMUCCUU

[ToaroroBka npeoxeHuit Mo GopMUPOBAHUIO OO/ KETa Ha
OPraHU3alMIO U MPOBEJACHUE aTTECTALMU [TIEPCOHAlA

[ToaroroBka npemyioxKeHU Mo pe3yJibTaTaM aTTeCTallui O COOTBETCTBUU
paboTHUKA 3aHUMAEMOM JTOHKHOCTHU WIIM BBIMOJIHIEMON paboTe
HeoOxonumbie ymeHUs OrnpenensaTh napaMeTpbl U KPUTEPUH aTTECTALMK NTEpCOHAlIA
Onpenensars 1 TPUMEHSTh CPEACTBA U METOJIbI ATTECTAIIUU

Briienats rpynisl nepcoHana 1uisi IPOBEAEHHUs aTTECTALUU
OGecneynBaTh JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE aTTECTAIIUN
IepcoHaja

CocTaBiATh U KOHTPOJIMPOBATH CTAThU PACXOJ0B HA ATTECTALINIO
nepcoHaIa JJis TUIAHUPOBAHMSI OI0KETOB
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PaboTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMH, ITU(PPOBBIMHU YCITyTaMH U
CEpBHICAMH 10 MPOBEJICHUIO ATTECTAIMH ITePCOHAIA

(-DOpMI/IpOBaTB IMPECATIOKEHUA 110 aBTOMAaTU3alluu U I_[I/I(I)];)OBI/ISEIHI/II/I
nponecca arreCTaiuru 1nnepcoHajia

Opranu3oBbIBaTh XpAHEHHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYI0BOTO, APXUBHOTO 3aKOHOAaTeIbcTBA Poccuiickoit
Penepalny U JOKATbHBIMH JIOKYMEHTAMH OpPraHU3aluu

ObecnieunBath coOMIOIeHIE TPeOOBaHMI 3aKOHOJaTEeNIbCTBA Poccuiickoi
depepaliuil 1 KOPIOPATUBHBIX MOJIUTHK B 0071acTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHICHIIMATIBHON HH(OpMAIHH

Co01r0/1aTh HOPMBI ATHUKH JEIIOBOTO OOIIECHUS

HeoOxonuMble 3HaHUS

HOpHI[OK 1 TCXHOJIOTHA IMPOBEACHHUA aTTECTAllMK IICPCOHAJIA

TeXHOJIIOTHH U METOJIBI OTIPEICIICHUS U OLIEHKH MTPO(HEeCCUOHATTLHBIX
3HAHWUM, YMEHUH U KOMIETEHLIMI

Cucrembl, METOIBI ¥ POPMBI MATEPUAIIBEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUsI TPYAA [IEpCOHAJIA

TexHonoruu U MeTo1bl HOPMUPOBAHHSI U KOHTPOJISI OI0/DKETOB

TexHomornuu, MeToAbl U METOAMKHU IIPOBEICHUS aHAIIA3a U
CHCTEMaTH3alMK JOKYMEHTOB U HHPOPMALIUU

OCHOBBI HpOHSBOHCTBeHHOﬁ JACATCIIbBHOCTHU OpPraHru3aliin

OCHOBLI 061116171 u COHH&HBHOﬁ IICUXOJIOTHH, COOIMOJOINH U IICUXOJIOTHH
Tpyna

OpraHu3aioHHast CTPYKTypa OPraHU3allui U BaKaHTHBIE TIOJDKHOCTH
(mpodeccun, CeMATLHOCTH)

Criennanu3upoBaHHble HH(OPMAIIMOHHbBIE CUCTEMBI, HU(DPOBBIE YCIYTH U
CEpPBHUCHI B O0JIACTH aTTECTAIMH [IEPCOHAIIA, TPAHHIIBI UX TPHMEHEHHSI

Tapudno-kBanubukalroHHbIe CIIPABOYHUKN pabOT U Tpodeccuit
pabounx M KBaTU(PUKATNOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyXaIlluX, MpodeccroHalbHbIE CTaHIAPTHI

OCHOBHBIE METPHUKHU U aHATUTHYECKUE CPE3bI B 00TACTH aTTECTAI[UU
MEepPCOHA

HOpMaTI/IBHI)Ie IMMPAaBOBBIC AKTHI, ONPEACTIAIOIIME HOMEBI TPYAOBOI'O ITpaBa

OCHOBEBI APXHUBHOI'O 3dKOHOJATCIILCTBA 1 HOPMATHBHBIC ITPABOBBIC AKThI
Poccuiickoii @enepanuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
IEPCOHAILY

3akononarenscTBo Poccuiickoit denepaiuu o nepcoHaIbHBIX JAHHBIX

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOIIHE TOPSII0K
aTTeCTallMy IIepCOHAJIa

[TpaBuiia BefieHMsI 1€J10BOM EPENUCKU

HOpMLI OTHUKH JCJIIOBOI'O O6H.ICHI/I$I

Jpyrue xapakTepucTuKu

3.3.3. TpynoBas GpyHKIHsS

HaumenoBanue AJMUHUCTPUPOBAHUE Kon C/03.6 VYpoBeHb 6
IIPOLIECCOB MPOBEAECHUS OLIEHKH (mogypoBeHb)
U aTTECTallMU NepcoHala 1 KBaJTH(pHUKAIIUN
COOTBETCTBYIOIIETO
JOKyMEHTO000pOTa

[Tpoucxoxnenue Opurunan X | 3auMCTBOBAHO U3

TPyAOBOH HYHKITHH

16.09.2024

OpUTHHAIA

Kon PerucrpanuoHHbIit
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opuruHaia HOMeEp
npodecCuOHaIHLHOTO
cTaHgapTa

TpynoBsie necTBUs

Ananmuz IIponeccoB ,I[OKYMCHTOO60pOTa, JIOKAJIBHBIX JOKYMECHTOB I10
OLCHKC U aTTCCTAllMH IICPCOHAJIA

OpFaHI/ISaHI/IOHHOG COIMPOBOXICHHUE MCpOHpI/IHTI/Iﬁ I10 OCHKE II€pCOHAIa
1 €ro arreCraliinun

I[OKYMCHTaHI/IOHHOG COIIPOBOXACHUE IIpoLecca 1 p€3yJabTaTOB OLICHKU U
ATTCCTAlMU IICPCOHAIA

WudbopMupoBaHme mepcoHaia 0 pe3yibTarax OleHKU U aTTeCTaIlu!

HOI[I‘OTOBK& npezmo;erHﬁ I10 Pa3BUTHUIO IIEPCOHAIA 11O PE3yJIbTaTaM
OLCHKH U aTTCCTall1

ConpoBoxieHHE TOrOBOPOB Ha OKAa3aHUE KOHCYJIbTAllMOHHBIX U
MH(OPMAaLIMOHHBIX YCIIYT 10 OLEHKE U aTTeCTalluu [IEpCOHasa

HeoOxonumbie ymeHust

Pa3pa6aTI>IBaTI> u O(bOpMJ'IHTL JAOKYMCHTHI 110 BOIIPpOCaM IIPOBCACHUS
OLCHKHU M aTTCCTAllMU IICPCOHAIA

[ToaroraBnuBaTh ¥ MPOBOJUTH MEPOIPHUSATHS 110 OIICHKE M aTTECTAI[H
nepcoHasa

OdopMIsaTh JOKYMEHTHI IO BOIIPOCAM OLIEHKH U aTTeCcTalliy IepcoHaa,
MIPE/ICTABIISIEMbIEC B TOCYIapPCTBEHHBIE OPTaHbl, IPEACTABUTEIIHHBIC
oprasbl paOOTHHUKOB

AHanu3upoBaTh NpaBUiIa, POLIETYPhl U MOPSIKU IPOBEAEHUS OLIEHKH U
aTTecTaluu IIepCcoHalIa

Opranu3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSAMHU TPY/IOBOTO 3aK0HO1aTeIbCTBA Poccuiickoit deneparuu u
JIOKaJIbHBIMU aKTaMH OpraHU3aluu

Paborathk ¢ HHPOPMAIIMOHHBIMU CUCTEMaMHU, HU(POBBIMU YCIyraMH U
CepBUCaMH 110 BOIPOCAM aJIMUHUCTPUPOBAHUS JOKYMEHTO000pOTa IpH
IIPOBEJICHUH OLIEHKU U aTTECTallMH MepcoHaa

®opmMupoBaTh NPeIOKEHUS 10 aBTOMATH3alUU ¥ LU(POBU3ALIUH
nporecca aIMUHUCTPUPOBAHUS TOKYMEHTOO0OPOTa IIPH MPOBEAECHUN
OLICHKH M aTTECTALMU [IEPCOHAJIA

OGecneunBaTh coOII0ICHHE TPeOOBAaHUM 3aKOHOJATENHCTBA Poccuiickoi
denepannu U KOPIOPATUBHBIX MOIUTUK paboToaaTens B o01acTu
00paboOTKH NepPCOHANIbHBIX JAHHBIX U KOHOUACHIMAIbHOW HH(OpMalluu

Bectu ACJIOBYIO IIEPCHUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,I[I/IMBIe 3HaHUA

16.09.2024

HOpHI[OK O(I)OpMJ'IeHI/IH, BCACHUA U XPAHCHUSA NOKYMCHTAIUH, CBSI3aHHOU
C IMPOBEACHUEM OLICHKHU U aTTCCTAlUU ITCPCOHAJIA

[Topsimox popmupoBanus, BeAeHUs 0a3bl TaHHBIX O IEpCOHAIIE
OpraHM3alMH, MOPI0K NPEACTABIECHUS OTYETHOCTH

Tapuduo-kBanupukalroHHble CIIPABOYHUKN paboT U podeccuit
pabouux U KBANU(UKALMOHHBIE XapaKTEPUCTUKU JTOJDKHOCTEH
CIIy’KallMX, 1PO(eCcCOHAIbHBIE CTAHAPThHI

[Topsimox mpoBeAeHUSI 3aKyTIOYHBIX MPOLIEAYp U oopmIIeHuUs
CONYTCTBYIOIIEN TOKYMEHTAIlUH

HOpﬂI{OK O(bOpMJ'IeHI/IH JAOKYMCHTOB, ITPEAOCTABIAACMbBIX B
TOCYHAPCTBCHHBLIC OpraHbl, MPEACTABUTCIbHBIC OpraHbl pa6OTHI/IKOB

OCHOBBI ,Z[OI(YMCHTOO60pOTa 1 JOKYMCHTAIIMOHHOI'O obecreueHust

Opraau3anuoHHas CTPYKTypa OpraHU3aIii U BaKaHTHBIE JTOJKHOCTH
(mpodeccun, CienuaIbHOCTH)

Crienuaan3upoBaHHbIe HH(OOPMAIIMOHHBIC CUCTEMBI, IIM(PPOBBIC YCITyTH
Cucrema TAPAHT 20/58
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Y CEpBUCHI AIMUHUCTPUPOBAHUSI TOKYMEHTOOOOPOTA MPOLIECCOB OLEHKU
U aTTeCTalliy MIEPCOHANA, BEICHUS yueTa KaHAUIaTOB Ha BAKAHTHHIE
JIOJKHOCTH (mpodeccuu, CeHaTbHOCTH), TPAHHUIIBl UX IPUMEHEHHUS

HOpMaTI/IBHbIe IMPAaBOBLIC AKTHI, ONPCACTIAIOIIME HOMBI TPYAOBOI'O IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEIbCTBA U HOPMAaTHUBHBIE IPABOBbIE AKTHI
Poccuiickoii @enepanuu B 0071acTH BeIeHUS TOKYMEHTALIUH 110
HepcoHaIy

3axonozarenscTBO Poccuiickoit denepanyu o nepcoHalbHbIX JTAHHBIX

TGXHOHOFI/II/I, MCTOJbI U MCTOAWKU IMPOBCACHUA aHAJIN3a U
CUCTEMATU3AMKU JOKYMCHTOB 1 I/IH(bOpMaI_[I/II/I

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIUPYIOIIHE TOPSIA0K
OLICHKH M aTTeCTallly IIEpCOHAJIa

ITopsi 10K 3aKJIOUEHUS] IOTOBOPOB (KOHTPAKTOB)

[IpaBuiia BeieHHS ACIOBOM NEPENUCKU

HopMbI 3THKH eJI0BOTO 00IIECHUS

Jlpyrue xapakTepucTUKU ‘ -

3.4. O6o0ueHHas TpyoBast QyHKIUS

HaumenoBanue JeqaTenbHOCTh 10 Pa3BUTHIO Kon D YpoBeHb 6
nepcoHaa KBaJTU (DUKALINH
[Ipoucxoxaenue Opurunan X | 3aUMCTBOBaHO U3
0000IICHHON TPYIOBOI OpHUTHHAJIA
byHKIIH
Kon Perucrpanuonnsiii
OpUruHaja HOMeEp
npodeccuoHalIbHOTO
cTaHaapra
Bo3moxHble Crienanuct no pa3BUTHIO U 0O0YUYEHHUIO IepCoHaa
HauMEHOBaHMs Criennanuct 1o pa3BUTHIO Kapbephl IEpCOHAA

nomkHOCTeH, npodeccuii | CrienuamucT Mo mepcoHany
MeHnemkep 1o nepcoHany

TpeboBanus k Briciiee oOpa3zoBaHue - bakamaBpuaT WM
00pazoBaHMIO U Bricuiee oOpa3oBanue (HenpoduibHOE) - 6akagaBpuaT U
00yu4EeHUI0 JIOTIOTHUTEIBbHOE TPO(hecCHOHAIbHOE 00pa30BaHuE - IPOTPAMMBI

npodeccrOHATBHOM MEePEenoATroOTOBKU B 00JAaCTH YIIPaBICHHUS
MIEPCOHAJIOM HJTH B 00JIACTH Pa3BHUTHS M MTOCTPOSHHSI MTPO(HECCHOHATEHON
Kapbephl epcoHaNa

TpeboBaHus K ONBITY -
MIPaKTUYECKON pabOoThI
Oco0ble ycroBHs JoMycKa | -
K pabote
Jlpyrue xapakTepucTuku | PexoMenayercs AONOTHUTENbHOE NMPOodhecCHOHATbHOE 00pa30BaHHe -
IIPOTPaMMBI MTOBBIIIICHUST KBaTH(PHUKAINN B 00JIACTH yTIPABICHUS
NIEPCOHATIOM HJIM O0YUEHUsl, UM Pa3BUTHSL IEPCOHATIA

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTUKU

HaumenoBanue Kon HaunmenoBanue 6a30B0ii rpymniibl, JOKHOCTH (TIpodeccun)
JIOKYMEHTa WIH CHEeLUAIbHOCTU

16.09.2024 Cucrema TAPAHT 21/58



https://internet.garant.ru/document/redirect/12137300/2
https://internet.garant.ru/document/redirect/12148567/4

[Tpuka3z MunucTepcTBa TpyAa U conraibHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBEpXKICHHUM. . .

OK3 2424 CnenanucTel B 00J1aCTH TTOATOTOBKY U Pa3BUTHS
nepcoHaa
EKC - MenemKep 1o nepcoHany
OKIIATP 26583 Crenuanuct 1o Kajapam
OKCO 5.38.03.02 MeHeKMEHT
5.38.03.03 YrpaBiaeHue nepcoHaaIoM
3.4.1. TpynoBas pyHKIUS
HaunmenoBanue Opranu3anus 1 NpoBeACHUE Kon D/01.6 YpoBeHb 6
MEPOIIPUATHUM 110 PA3BUTHUIO U (moxypoBeHb)
MOCTPOCHHUIO KBaJIU(DUKALIMH
npodecCHOHATBHON Kapbephl
nepcoHaa
[Ipoucxoxaenue Opurunan X | 3aUMCTBOBAHO U3

TPYAOBOH (pyHKIHH

OpUTrMHaja
Kon Peructparmonubrit
OopurvHasna HOMED
po¢eCCHOHAIBHOTO
cTaHjapra

Tpynoseie nenicTBys

[ToaroroBka MpOEKTOB JOKYMEHTOB, OMPEACIISIONINX MOPSIA0K Pa3BUTHUS
NepCcoHaANIa U OCTPOEHUs TPOo(heCcCHOHATFHOM Kaphephl C OIIEHKOM 3aTpar

Pa3paboTka nmiaaHoB npodeccnoHanbHOM Kapbephl EpcoHaIa

PopMUpPOBAHUE KAaJIPOBOTO pE3EpBa

Opranuzanys MEpONpHUATHI [0 Pa3BUTHIO U TOCTPOCHUIO
npodecCHOHATBLHON Kapbephl MepcoHasa

[ToaroToBka nmpeuiokeHuit no popMupoBaHuio OroKeTa Ha
OpraHMU3alMI0 U MPOBEACHNE MEPONIPUITUNA MO PA3BUTHIO U TOCTPOCHUIO
npodeccHOHATBLHON Kapbephl IepcoHaa

AHanu3 3¢(HeKTUBHOCTH MEPOIIPUATHI 110 pa3BUTHIO NIEpCOHANA,
MIOJAITOTOBKA MTPEJIOKEHUH 110 PA3BUTHIO

Heobxomumblie ymeHust

16.09.2024

AHanu3upoBaTh ypoBEHb OOILEr0 Pa3BUTHUS U MPOPECCUOHATBHON
KBAJTM(HKAIMY TIEpCOHANA

OnpenensiT KpaTKOCPOUHBIE U IOJITOCPOUYHBIE TOTPEOHOCTU PA3BUTHS
NepCOHANA U MIOCTPOCHUS ero MpohecCHOHATbHON Kapbephl

OHpeI[eJ'IHTL KpUTCpUH (I)OpMI/IpOBaHI/IH KaJApoOBOIr'0 pe€3€¢pBa OpraHnu3alnnuun

CocTaBisITh MHAWBUAYAJIbHBIC IIJIAHBI KAPbCPHOT'O pa3BUTHUSA IICPCOHAIIA

[TprMeHATHh TEXHOJIIOTUN U METO/IbI Pa3BUTHS IIEPCOHATIA U TOCTPOCHUS
npodeccuoHaNbHOM Kapbephl

CocTaBisTh NPEATIOKEHUS U KOHTPOJIUPOBATh CTATbH PacX0/l0B Ha
IIPOrpPaMMbl U MEPOIIPHUATHS 110 PA3BUTHIO MIEPCOHANA U TIOCTPOEHUIO
npodecCHOHATILHON Kapbepbl VISl IUIAHUPOBAHMSI OI0PKETOB

Onpenensts 3 PeKTUBHOCTH MEPOIIPUATHI 110 Pa3BUTHIO NEPCOHANA U
MOCTPOCHUIO PO ECCHOHATILHON Kapbepbl

Paborate ¢ HHPOPMAIIMOHHBIMH CUCTEMaMHU, HU(POBBIMU yCIyraMu U
CepBUCAMH 110 YIPABJICHUIO IEPCOHATIOM B 00JIaCTH €0 pa3BUTHS U
MIOCTPOEHHUS MTPo(hecCHOHAIbHOMN Kapbephl

dopmMHUpoBaTh NPEUIOKEHHS 110 aBTOMATU3ALUN U U(PPOBU3ALIUN
MIPOLIECCOB Pa3BUTHUS U IOCTPOEHUS TPO(HECCHOHATBLHONU Kapbephl
nepcoHalia

ObecnieunBath coOM0IeHIE TpeOOBaHMI 3aKOHOJaTeNbCTBA Poccuiickoi
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denepanuy U KOPIOPATUBHBIX MOJUTUK B 00J1aCTH 00paObOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHICHIIMATIBHON HH(OpMAIHH

Co0:1101aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHSI

Heo0OxoauMbie 3HAaHUS

Cucrema, criocoObl, METO/1bI, HHCTPYMEHTBI IOCTPOECHHUS
npodeccuoHaNbHOM Kapbephl

MeTo1b1 OTpe/IeNIeHUs U OLIEHKH JTUYHOCTHBIX U MTPO(HEeCCHOHATTEHBIX
KOMIETEHINH

Cucrembl, MeTObI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHHUsI TPYAA IEPCOHAIIA

TexHonoruu u MeTo bl HOPMHUPOBAHMS M KOHTPOJIsI OF0JKETOB

TexHomoruu, METOAbl U METOIMKHU aHAIN3a U CUCTEMATU3ALINHI
JIOKYMEHTOB ¥ MH(OpMAaIIHH

OcHoBBI TPO(HEeCCHOHATTLHOW OPHEHTAIIUU

OCHOBEHI ,Z[OKYMCHTOO60pOTa U JTOKYMCHTAIIMOHHOI'O obecreyeHus

OCHOBBI HpOH?;BOI{CTBGHHOfI ACATCIIBHOCTHU OpraHru3alnun

OCHOBBI 00IIIEH U COLMAIBHOMN IICUXO0JIOTUH, COIMOJIOTHH M IICHXOJIOTHU
Tpyaa

Opranu3anuoHHas CTPYKTypa OpraHu3alny U BaKaHTHBIC JOJHKHOCTH
(mpodeccun, CrienMaTIbLHOCTH)

Tapuduo-kBanudukanoHHbIe CIIPABOYHIKN padOT U podeccuit
pabouux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JOJKHOCTEH
CIIyKallluX, [podeccroHallbHbIe CTaHIapThI

HOpMaTI/IBHHC ITIPAaBOBLIC AKThI, OIIPCACIIAIOINNC HOMBI TPYAOBOI'O ITpaBa

3akononarenscTBo Poccuiickoit denepanu 0 NEPCOHAIBHBIX JAHHBIX

JlokanbHbIE HOPMATHBHbIE aKThl OPraHU3ALUH, PETYIUPYIOIINE TOPSI0K
Pa3BUTHSL U IOCTPOCHUS MPOeCcCHOHATBHON Kapbephl IIEPCOHATIA

[Topsi 0K 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

Criennanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, TU(POBBIE YCIYTH U
CEpPBUCHI 10 YNPABICHHUIO IIEPCOHAIOM B 00JIACTH €r0 pa3BUTHS U
NOCTPOCHUS PO ECCHOHATIBHON Kapbepbl, FPAHULIbl X TPUMEHEHUS

OcHOBHEIC MCTPUKHU U aHAITUTUYCCKUC CPE3bI B obOnacTu Pa3BUTHA U
MMOCTPOCHUS KAPbEPhI IICPCOHATIA

Hopwmpbl 3THKH J1€710BOTO OOIICHUS

Jlpyrue XxapakTepUCTHKU

3.4.2. TpynoBas pyHKIUSA

HaumeHnoBanue Kon D/02.6 VYpoBeHn 6
Opranuzanus o0y4eHus
(moxypoBeHb)
nepcoHalia
KBaJTU(DUKAITIH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH (pyHKIMH

OpUTHHAJA
Kon Peructpanmonueri
OpHUTHHAJA HOMEp
po¢eCCHOHAIIBHOTO
CTaHJapTa

Tpynoseie nencTBUs

Pa3pa60TKa IMPOCKTOB JIOKAJIbHBIX aKTOB I10 O6y‘-ICHI/IIO " Pa3sBUTHUIO
nepcoHaja c OIICHKOM 3aTpar

Pa3paboTka y4eOHBIX MIIAHOB, METOIMYECKUX MATEPHATIOB U MIPOTPAMM
00y4eHus IepcoHasa

Opranuzanys MEpONpHUsITHHA IO 00YUSHHIO MTEPCOHATIA
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[ToaroToBka npeaIoxKeHui Mo GopMUPOBAHUIO OFOKETA HA
Opra"u3aiuio o0ydeHus nepcoHaia

AHanu3 3¢ GheKTHBHOCTH MEPOIIPHUATHI 10 00YyUEHHUIO IepCcoHalIa

Heo6xonumele ymeHUs

OnpenensaTs NOTPEOHOCTH B 00YYESHUH TPYII NEpCOHaa B COOTBETCTBUU
C LeNISIMU OpraHUu3aLKu

AHaIM3UpOBaTh PHIHOK 00Pa30BATEIBHBIX YCIYT H TOTOBUTH
IIPEUI0KEHUS 10 ITOCTABIIMKAM YCIyT

Opranu3oBbIBaTh 00yYaroIKe MEPOIIPUSITHS

CocTaBnsaTh U KOHTPOIMPOBATH CTaThU PACXOJI0B HAa O0YUYEHHE IIEPCOHAIIA
JUIs IUTAHUPOBAaHUs OIOIKETOB

Pa3pabaTbIiBaTh U KOMILICKTOBATh Y4eOHO-METOAMUYECKHE MAaTEPHAIIBI

[Tpou3BoauTh OLIEHKY 3P PEKTUBHOCTH 00YUYEeHHUsI TepcoHaIa

[Tpon3BoIUTE TpeBAPUTEIHHBIC 3aKYIIOYHBIC MPOLIETYPhI U OPOPMIICHHE
CONYTCTBYIOIIEH TOKYMEHTALUHU T10 3aKJIFYEHUI0 JOTOBOPOB

PaboTarb ¢ nHpOpPMAITMOHHBIMU CHCTEMaMH, IU(DPOBBIMH yCIyTraMy U
cepBucamMu B 001acTH 00y4YeHHUs IepcoHaa

dopMUpOBaTh MPEAIOKEHUE IO ABTOMATU3AIUHU U ITU(POBU3AIIII
npolecca 00y4eHus mepcoHana

PazpaOaTbiBaTh U OPOPMIIATH JOKYMEHTBHI 110 IIPOLIECCaM OpPTraHU3auH
o0yueHHsl IepCcoHalIa U UX pe3yJibTaTaM

Ob6ecnieunBath coOmoeHne TpedboBaHmil 3aKkoHogaTeNnbCcTBa Poccuiickoi
denepanuu ¥ KOPIIOPATUBHBIX MOJIUTHK B 00J1aCTH 00pabOTKH
NIEPCOHAIBHBIX JAHHBIX U KOHPHICHIIMATbHON HH(bOpMAIHK

Bectu 1e10By10 IEPENUCKY

Co0:1101aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHSI

Heo0OxonuMbie 3HaHUS

MeTobl, MHCTPYMEHTBI HCCIIEA0BAaHUS TOTPEOHOCTH B 00yUEHUHN
IepCoHaJIa

MeTtonosorus o0yueHus

TGXHOJ'IOI‘I/II/I, METOJBI U MECTOJWKH aHaJIn3a U CUCTEMAaTU3allnuu
JOKYMCHTOB U HH(pOpMaL[HH

[Topsiok pa3pabOTKHU MIAHOB MOJTOTOBKH, MEPETOATOTOBKH U
MOBBIIICHHS KBATH(PHUKAIIMHU MIEPCOHANA, YISOHBIX TJIAHOB M MPOTPaMM

CucreMsbl, MeTOIbI U (HOPMBI MAaTEpUAIBHOTO U HEMATEPHAIBHOTO
CTUMYJIMPOBaHUs TPyJAa NEPCOHAIA

TexHosnoruu u MeTo bl HOPMHUPOBAHMS U KOHTPOJISI OFOJIKETOB

[Topsinok BeneHUs ydeTa U OTYETHOCTH 10 MOJATOTOBKE Y MOBBIILIEHUIO
KBaJIM(UKALMK [TepcCoHaIa

OCHOBBI ,Z[OI(YMCHTOO6OPOT3. U JOKYMCHTAIIMOHHOI'O obecreueHust

OcHOBEI 0011l ¥ COLMAIILHONM ICUXOJIOTHH, COLIMOJIOTHH U IICUXO0JIOTNH
Tpyaa

TapudHo-kBanMpUKAIMOHHEBIE CIIPABOYHUKH pabOT U MpodeccHii
pabounx M KBaTHU(UKANMOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyXaIluX, MpodeccruoHaIbHBIE CTAHIAPTHI

OCHOBHBIE TTOJIOKEHUS TPAKIAHCKOT0 3aKOHO1aTeNIbcTBA Poccuiickoit
@enepannu B chepe 3alUTh HHTEIUICKTYaTbHONW COOCTBEHHOCTH

[Topsimox mpoBeAeHUsI 3aKyTIOYHBIX NPOLEayp U 0hOpMIICHUS
COIYTCTBYIOIIEH TOKYMEHTALIUH

Oprasu3anoOHHas CTPYKTYpa OpraHu3au

HOpMaTI/IBHBIe IMPAaBOBLIC AKTHI, OMMPEACIIAIOIINEC HOMBI TPYDIOBOT'O ITpaBa

OCHOBEI APXHUBHOI'O 3dKOHOZJATCIILCTBA U HOPMATHBHBIC ITPABOBBIC AKThI
Poccuiickoii @enepaiiuu B 0071aCTH BEICHUS TOKYMEHTAIIUH 110
IEPCOHATY
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OCHOBBI HAJIOTOBOTO 3aKOHO1aTesIbcTBA Poccuiickoit @eaepanuu
OcHOBBI 3aK0HO 1aTEILCTBA 00 00pazoBanuu Poccuiickoii Denepanuu
3akoHojiaresbcTBO Poccuiickoi Denepaliny 0 NepCoOHaIbHBIX JaHHBIX
JlokanbHble HOPMATUBHBIC AKThl OpPraHU3ALNH, PETYIUPYIOIINe 00yueHne
repcoHasa

ITopsi10K 3aKJIFOUYEHHMSI IOTOBOPOB (KOHTPAKTOB)

Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIIYTH U
CEPBHUCHI B 001aCTH O0YYCHHS TIEpCOHAA, TPAHUITBI UX TPUMEHEHUS
OCHOBHBIE METPUKH U AHAIUTUYECKUE CPE3bl B 00s1acTU 00yUueHuUs
repcoHasa

[IpaBuyia Be€HHS AE€IOBOM NEPENUCKHU

HopMmbl 3THKH 1€7T0BOTO OOIIICHUS

Jpyrue XxapakTepucTuku | -

3.4.3. TpynoBas ¢pyHKIHS

HaumeHnoBaunue Kon D/03.6 YpoBeHb 6
Opranu3zanus ajantaiuu u
(moxypoBeHb)
CTaXUPOBKH IIEPCOHAJIA
KBaTH(UKALTTH
[TpoucxoxnaeHue OpurpHan X 3aMMCTBOBAHO U3
TPYIOBOM (HyHKIINU OpUTHHAJIA
Kon Peructparmonubrit
OpUTHHAJIA HOMEp
po¢eCCHOHAIBHOTO
CTaHJapTa
TpynoBeie nercTBUs Pa3paboTka niaaHoB afanTanuu, CTa)KUPOBKH IEPCOHAa ¢ OLIEHKOM
3aTpar

Opranu3zanys MEpONIPHUITHI M0 aJJanTalllK, CTAXXKUPOBKE EpCOHAIIA
[TonroroBka nmpeaaoKeHUI M0 COBEPIIEHCTBOBAHUIO CUCTEMBI aJaNTaluu,
CTa)KMPOBKHU IIEpPCOHAJIA

[ToaroroBka npemioxeHui Mo GopMUPOBAHUIO OFOKETA HA
OpraHM3aLMI0 aIallTallii ¥ CTAXUPOBKU NIEPCOHAJIA

AHanu3 3¢ (HEeKTHBHOCTH MEPOTIPUATHUIH 10 aaNTAlUU U CTaXUPOBKE
nepcoHalia

HeoOxonumelie ymeHust OnpenensiTh rPyIIIbI IEPCOHANA JUISl CTAXKUPOBKU U aAaNTaluu
Onpenensats paboune MecTa JUIsd MPOBEACHUS CTAXUPOBKH U a/lalTalluu
nepcoHaia

CornacoBbIBaTh MEPONIPUATHS 110 alalTallUN U CTAXKUPOBKE C
BO3MO>KHOCTSIMU IIPOM3BOICTBA

ITpon3BoaUTh aHAIN3 U OLIEHKY PE3YyJIbTaTOB aAaNTAllUN U CTA)KUPOBOK
nepcoHaia

CocTaBisTh NPEAIOKEHUS U KOHTPOJIUPOBATH CTaThbH PAacX0/0B Ha
IIPOrpaMMbl U MEPOIIPUATHS 110 aJaNTAlluU U CTAXKUPOBKE MIEPCOHANA JUIs
TIJJAHUPOBAHUS OFOHKETOB

[Tpon3BoUTH OLIEHKY Y(PPEKTUBHOCTH MEPONPUATHIA IO aAaNTAllMU U
CTaXXKMPOBKE IIEpcoHalIa

BHepsTh cucTEMBI BOBIEUEHHUS IEPCOHANIA B KOPIIOPATUBHYIO KYJIBTYPY
Paboratek ¢ HHPOPMAIIMOHHBIMU CUCTEMAaMHU, HU(POBBIMU YCIyraMH U
CepBUCaMH IO YIPABJICHUIO IEPCOHATIOM B 00JIaCTH a1alTalluy U
CTa)KMPOBKU IIEpPCOHAJIA

®opmMupoBaTh NPEIOKEHUE 10 ABTOMATH3AIUU M U POBU3ALIUH
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MponcCCOB afalTaluy U CTAXKUPOBKHY IICPCOHAJIA

Ob6ecnieunBath coOM0IeHHE TPeOOBaHUI 3aKOHOJaTeNbCTBA Poccuiickoi
deneparnyiv 1 KOPIOPATUBHBIX TOJUTUK B 00J1aCTH 00pabOTKH
MIEPCOHAIBHBIX JaHHBIX M KOH(MUISHIIMAIBbHON nHOopMaImu

Bectu nenoByro nepenucky

Co01r0/1aTh HOPMBI THUKH JEIIOBOTO OOIIECHUS

Heo0OxoauMbie 3HAHUS

MeTo/1bl afanTally U CTAXKUPOBOK MEPCOHAIIA

TexHoIOrNK, METOBI U METOAUKU IIPOBEICHNS AHAIU3a U
CHCTEMaTH3alllU JOKYMEHTOB U HHPOPMALIUU

HOpHI[OK pa3pa60TKH IJIAaHOB aJallTalluu IIE€PCOHAIa Ha HOBBIX pa60q1/1x
MECTax, NOATOTOBKHU, NCPCIIOATOTOBKH U MOBBIMICHUA KBaJII/I(l)I/IKaI_[I/II/I
IEpCoOHAJIa U OpraHru3ali CTAXXHPOBOK

HOpSIHOK COCTaBJICHHA CMCT 3aTpaT HAa aJallTallui0 U CTAXKUPOBKY
InepcoHajia

HOp?[IIOK BCACHUA YUC€TAa U OTYCTHOCTHU I10 aJaliTallkui U CTA)KUPOBKE
IIepCcoHaJIa

Cucrembl, METOIBI 1 POPMBI MATEPUAIIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUsI TPYAa [IEpCOHAIIA

TexHonoruM U METO 16l HOPMHUPOBAHHSI U KOHTPOJISI OIOKETOB

OCHOBBI 001IIEH U COLMAIBHOMN IICUXOJIOTHH, COLMOIOTHH U IICUXOJIOTUH
TpyJia

Opranu3anuoHHas CTPYKTypa OpraHu3alny U BaKaHTHBIC JOHKHOCTH
(mpodeccun, CrienMaTIbLHOCTH)

Tapuduo-kBanudukanoHHbIe CIIPABOYHIKN padOT U podeccuit
pabouux U KBAIU(UKALMOHHBIE XapAKTEPUCTUKU JOJKHOCTEH
CITyXKallluX, [po(eccroHalIbHbIE CTaHIaPThI

Crienmanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpPBUCHI TIO YTIPABIICHHUIO TIEPCOHAIIOM B TIPOIIECCE aanTalu 1
CTaKUPOBKH, TPAHUIIBI X TPUMEHEHUS

OCHOBHBIE METPHUKHU U aHATUTHYECKUE CPE3BI B 00IACTH MPOIECCOB
aJanTalliy ¥ CTAKUPOBKH MepcoHaa

HOpMaTI/IBHI)Ie IMMPAaBOBBIC AKTHI, ONPEACTIAIOIIME HOMEBI TPYAOBOT'O ITpaBa

OcHoBBI HaJIOrOBOTO 3aK0HO1aTenbeTBa Poccuiickoit deneparuu

3akononarenscTBo Poccuiickoit denepaiuu o nepcoHaIbHBIX JAHHBIX

JloxanpHbIE HOpMATUBHBIE AKThl OPraHU3ALMH, PETYIUPYIOIIHE
aJanTalyIo U CTAKUPOBKY IEpCOHaNIa

OCHOBBI IOKYMEHTO000POTa U JOKYMEHTAIIMOHHOTO 00eCreYeHus!

[TopsioK 3aKITIOYEHUS IOTOBOPOB (KOHTPAKTOB)

[TpaBuiia BeZieHMsl 1€710BOM EPENUCKU

HOpMLI OTHUKH JCJIIOBOI'O O6I.I.ICHI/I$I

Jlpyrue XxapakTepucTHKH

3.4.4. TpynoBas pyHKIUSA

HaumenoBanue AJIMUHUCTPUPOBAHNE Kon D/04.6 VYpoBeHb 6
MIPOLIECCOB Pa3BUTHUS U (moxypoBeHb)
HOCTPOCHHUS KBaJTH(HUKAIUN

npodeccuoHanbHOM Kapbepsl,
o0yueHus, ajlanTalu,
CTKUPOBKH TIepCOHANA U
COOTBETCTBYIOIETO
JIOKYMEHTO0000pOTa
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[Ipoucxoxaenue OpurpHann X | 3aUMCTBOBAHO U3
TPYIOBOM (HyHKIUU OpUrvHaja
Kon Peructpanmonuerit
OpHUrHHaIa HOMEP
npodeccuoHanIbHOTO
CTaHJlapTa
TpynoBbie nelcTBUA JlokyMeHTalmoHHOE 00ecrieYeHUe pe3yIbTaTOB MEPOIIPUITHIH 110

Pa3BUTHIO U TOCTPOCHUIO MPO(ecCHoHABbHOM Kapbephl, 00yUEHUIO,
aJlanTalyy U CTAXXUPOBKE MepcoHasa

[ToaroroBka MHAMBUAYAIBHBIX MIPEAJIOKEHUI HA OCHOBE PE3yJIbTaTOB
MIPOBECHUS MEPOIIPUATUIN 110 PA3BUTHIO U MIOCTPOCHUIO
npodeccuoHanbHOM Kapbepbl, 00yUEHHIO, a/laliTallii U CTAXXUPOBKE
nepcoHalia

[ToaroroBka npeIoKEeHUN MO COBEPIICHCTBOBAHUIO CUCTEM OOYUCHHUS,
aJanTalyy U CTAKUPOBKH, PA3BUTHUS U MOCTPOEHUS MPodeCcCHOHATBHON
Kapbepbl IepcoHana

ConpoBosk/ieHHE JOrOBOPOB Ha OKa3aHUE KOHCYJIbTAllMOHHBIX,
WH(OPMAIMOHHBIX YCIIYT, HEOOXOIUMBIX JIJISl TIPOBEACHUS O0YICHHUSI,
aJanTalyy U CTAKUPOBOK, PA3BUTHS U MOCTPOCHHUS MPodecCuoHAIbHOM
Kapbephl MepCcoHaa, BKI0Yas PeABapPUTEIIbHBIC TTPOLIETYPHI IO HX
3aKJIFOUEHUIO

HeoOxomumbie yMeHMS OdopmsaTh JOKYMEHTHI ITO BOTIPOCAM MTPOBEACHUS O0YUCHHS, aIallTalluu
U CTKUPOBKH, PA3BUTUS U IOCTPOCHUS MTPO(HECCHOHATIEHOM Kapbephl
MepCoHalIa, MPEI0CTaBIsIEMbIE B TOCYAapPCTBEHHBIE OPTaHbI,
MIPEJICTAaBUTENIbHBIE OPraHbl pAOOTHUKOB

ObecneunBaTh TOKYMEHTAIIMOHHOE COTIPOBOXKIICHHE 00yUeHHS,
aJanTalyy U CTAKUPOBOK, Pa3BUTHS U MOCTPOCHHS MPOPEeCCHOHATBHON
Kapbephl MepcoHaIa

AHaIM3UpoBaTh MPaBHIIA, MPOIIETYPHI U MOPSIKHA MTPOBEICHUS O0yUeHUs,
aJlanTaly U CTAXXUPOBKH, PA3BUTHUS U TTOCTPOEHUS TPOPECCHOHATIBLHON
Kapbephl epcoHaa

Opranu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOoBaHUSMU 3aKOHOIaTeNbcTBa Poccuiickoit deneparu u
JIOKaJbHBIMHU aKTaMH OpPTaHHU3aIluu

Paborates ¢ HHPOPMAIIMOHHBIMU CUCTEMAMHU, IU(DPOBBIMU YCIyTraMH U
CepBUCaMU T10 BOIIPOCAM aIMUHUCTPUPOBAHUS JOKYMEHTO0O0pOTa
MPOLIECCOB 00YYEHMsI, aJanTallud U CTAKUPOBKH, PA3BUTHUS U TIOCTPOCHUS
MpoeCCHOHAIBHON Kapbephl MEpCOHANA, BEICHUs yUeTa KaHIUJaTOB Ha
BaKaHTHBIE JIOJDKHOCTHU (TpOdheCcCHH, CIISIUATBHOCTH)

dopMUpOBaATh TIPEIIOKESHHUE IO ABTOMATH3AITNHU U [N POBU3AIINN B
o0nacTv aIMUHUCTPUPOBAHUS JOKYMEHTOO00pOTa MPOIIECCOB O0YUCHHSI,
aJlanTaIuy U CTAXXKUPOBKH, PA3BUTHUS U TTOCTPOEHUS MTPOPECCHOHATIBHON
Kapbephbl, BEICHUS yueTa KaH/IMIaTOB Ha BAKAaHTHbBIE JOJIKHOCTH
(mpodeccun, crienMaTbHOCTH)

OGecneunBaTh coOII0ICHIE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
denepannu ¥ KOPIOPATUBHBIX MOJIUTUK B 00J1aCTH 00pabOTKH
MIePCOHAJIBHBIX TAHHBIX M KOHPUACHITMATHHOU HHpOpMaIuu

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUSI

HeoOxoaumbie 3HaHUS [Topsimox oopmiieHus1, BeACHUS U XpaHEHUS TOKYMEHTAIIUU, CBI3aHHOM C
CUCTeMOM 00yuYeHus, alaliTallui U CTAXUPOBKU, PA3BUTHS U MOCTPOCHHUS
podecCHOHATILHOM Kapbephl EpCcoHAIA

16.09.2024 Cucrema TAPAHT 27/58



[Tpuka3z MunucTepcTBa TpyAa U conpanbHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBepXKICHHUM. . .

[Topsimok popMupoBanus, BeeHUs 0a3bl JaHHBIX O MIEPCOHANE
OpraHu3alyu, MOPAA0K MPCACTABICHNA OTUCTHOCTU

HopMmaTuBHbI€ ITpaBOBbBIE aKThl, PETYIHPYIOIINE MpaBa U 00S3aHHOCTH
rOCYJJapCTBEHHBIX OPTraHOB U OpTaHU3AIMH M0 MPEAOCTABICHUIO YUYETHOM
JIOKYMEHTaIlUU

[Topsimox oopmiteHUsT JOKYMEHTOB, MTPEICTABISEMBIX B
rOCYIapCTBEHHBIE OpraHbl U UHBIE OpraHUu3aluu

OCHOBBI JIOKYMEHTO000POTa U JIOKYMEHTAIIMOHHOT'O 00eCIIeYCHHUS

[Topsiiok poBeneHus 3aKyOYHBIX MPOLEAYP U 0hOPMIICHUS
COIYTCTBYIOIIEH JOKYMEHTaUU

OpranuzanuoHHas CTPYKTypa OpraHu3aliy U BaKaHTHBIC JOHKHOCTH
(mpodeccun, CrienMaTbHOCTH)

Tapuduo-kBanudukamoHHbIe CIIPABOYHIKN pabOT U podeccuit
pabouux U KBAIU(UKALMOHHBIE XapAKTEPUCTUKU JOJDKHOCTEH
CITyXallluX, [1po(eccroHalIbHbIE CTaHIapPThI

Criennanu3upoBaHHble HH(OPMAIIMOHHbBIE CUCTEMBI, HU(GPOBBIE YCIYTH U
CEpBHUCHI B 00JIACTH a]MHHUACTPUPOBAHUS JOKYMEHTOOOOPOTA 110
BOIIPOCAaM OOY4YEHHsI, alalTallii ¥ CTAKUPOBKH, Pa3BUTHS M TOCTPOCHHUS
npodeCCHOHATBLHON Kapbepbl, BEJCHNS yUeTa KaH 1/1aTOB HAa BAKAHTHBIC
JIOJDKHOCTH (TTpOodecCHy, CTICIIMATbHOCTH ), TPAHHUIIBI UX TPUMEHEHHUS

HOpMaTI/IBHI)Ie IMPAaBOBLIC AKTHI, ONPCACTIAIOIIME HOMBI TPYAOBOI'O ITpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE ITPABOBBIE KTl
Poccuiickoii @enepanuu B 00J1acTH BEACHUS JOKYMEHTALUU 110
HepcoHaIy

OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBA Poccuiickor denepanun

3akononarenscTBo Poccuiickoit denepanu 0 NEPCOHAIBHBIX JAHHBIX

TexHomoruu, MeToAbpl U METOAMKHU IIPOBEICHNS aHAJIN3a U
CUCTEMAaTH3alMK JOKYMEHTOB U MHQOpMaIUH

JloxanbHble HOpPMATUBHBIE aKThl OPraHU3aLMU, PETYIUPYIOIINE MOPSIA0K
Pa3BUTHS U IOCTPOEHUS TPO(PECCHOHATILHON Kapbephl, 00yUeHUs,
aJanTalyu U CTAXXUPOBKHU MEpcoHaIa

[Topsi10K 3aKIIFOYEHHS IOTOBOPOB (KOHTPAKTOB)

HpaBI/ma BEJCHUS JEIOBOU TMEPCIIUCKU

Hopwmpbl 3THKH J1€710BOTO OOIICHUS

Jlpyrue xapakTepuCTHKH

3.5. O600u1enHast Tpy1oBast PyHKIIHS

Haunmenosanue JleqarenbHOCTh 10 OpraHu3alu Kon E YpoBeHb 6
TpYJa ¥ OIUIATHI EpCOHAA KBaJTU(DUKAITIH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3
0000IIIEHHON TPYI0BOI OpUTrHHaja
byHKITUN
Kon Peructpanmonubri
OpUTHHAIA HOMEp
npodeccnoHanIbHOTO
CTaHJapTa

Bo3MoxkHbBIC
HAVMEHOBAHUS
JOJDKHOCTEH, Tpodeccuit

16.09.2024

Cnenuanuct 1o HOpMUPOBAHUIO U OIUIATE TPyAa
Criennanuct mo opraHu3aluy 1 oriate Tpyaa
CHGLII/Ia.HI/ICT II0 KOMIICHCAllUAM U JIbIrOTaM
Crnenuanuct 1no nepcoHany
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Menemkep 1o nepcoHany

TpeboBanus k
00pa30BaHMIO U
00y4eHHIO

Beiciiiee oOpa3oBanue - 6akagaBpHaT WK

Briciiee oOpa3oBanue (HenpoduinpHOE) - OakamaBpuar u
JOTIOTHUTEIbHOE IPO(ECCHOHATbHOE 00pa30BaHUE - TIPOrPAMMBI
poeCCHOHAILHOM TEPENOATOTOBKU B 00JIACTH yIIPABJICHUS
MIEPCOHAJIOM HJIH B 00JIACTH OpPraHU3allii U HOPMHUPOBAHHS TPY/Ia,
CTUMYJMPOBAHHUA M OILJIATHI TPy Jad

TpeboBanus K ONbBITY
MPAKTUYECKON pabOThI

Oco0ble ycroBHs JOITycKa

K pabote

Jpyrue xapakTepucTuKu

PexomeHyeTcst TOMONHUTENFHOE IPO(eccHoHaNbHOEe 00pa3oBaHue -
MIPOrpaMMbI MMOBBIIIEHUS KBTM(UKAIUMY B 00JIACTH yIIPaBICHUS
[IEPCOHAJIOM WJIM OpraHU3aluy TPY/ia ¥ OIUIaThl IEpCOHAIA

JlononHuTEbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaumenoBanue 6a30BO rpyNIIbI, JOHKHOCTH
JIOKYMEHTA (mpodeccun) WM CHEUATBHOCTH
OK3 2423 Crnenmanuctsl B 001acTH MoA0Opa U UCTIOIB30BAHUS
nepcoHaa
EKC - HHxeHep 10 HOPMUPOBAHUIO TPY1a
- DKOHOMMUCT IO TPYY
- Menemkep 1o nepcoHany
OKILATP 26583 Crnenuaiuct 1o Kajapam
27755 OKOHOMMUCT 110 TPy Ly
OKCO 5.38.03.01 DKOHOMHMKA
5.38.03.02 MeHemKMEHT
5.38.03.03 YnpasiieHue nepcoHajioMm

3.5.1. TpynoBas GpyHKuus

HanmenoBanue

Opranuzanus Tpy/ia nepcoHasna

Kon E/01.6 VYpoBeHb
(moxypoBeHb)

KBaJTU(DUKAIIH

IIpoucxoxnenue
TpYJ10BOH (hyHKINHU

Opurunan

X 3anMCTBOBAHO U3

OpHrMHajIa

Kon
OpUTrHHaja

Perucrpanuonnslii
HOMED
npodecCroHaIbLHOTO
CTaHAapTa

TpynoBeie nericTBUSA

Pa3paboTka cuctembl OpraHu3alii ¥ HOPMUPOBAHUS TPYJa IepcoHasa

BHenpeHnue cuctemsl OpraHu3alii ¥ HOPMUPOBAHUS TpyJa IepcoHaa ¢
oTpezieNieHueM TPYI0EMKOCTH, HOPMAaTUBHOM YHCIEHHOCTH, I'padUKOB
paloT U yCIOBHIl OIUIAaTHI TPYJIA MepCOHaIA

BrisaBinenue PE3CPBOB MOBBIIICHUA MTPOU3BOAUTCIIBHOCTU TPy Jda U
Ka4ucCTBAa HOPMUPOBAHUA TPpydad

[ToaroToBKa MPEUIOKEHUH 110 U3MEHEHHSM YCIIOBHIA U OTUIATHI TPY/1a
nepcoHasia

[ToaroToBka mpeyIokeHu o popMupoBaHHio OI0KETa Ha

16.09.2024

Cuctema 'APAHT

29/58


https://internet.garant.ru/document/redirect/70968844/0
https://internet.garant.ru/document/redirect/70968844/2423
https://internet.garant.ru/document/redirect/57407515/0
https://internet.garant.ru/document/redirect/1548770/0
https://internet.garant.ru/document/redirect/1548770/26583
https://internet.garant.ru/document/redirect/1548770/27755
https://internet.garant.ru/document/redirect/71594768/0
https://internet.garant.ru/document/redirect/71594768/35380301
https://internet.garant.ru/document/redirect/71594768/35380302
https://internet.garant.ru/document/redirect/71594768/35380303

[Tpuka3z MunucTepcTBa TpyAa U conpanbHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBepXKICHHUM. . .
OpraHu3alMIo TPyJa NepcoHansa

Omnpenenenne 3 (HEKTUBHOCTH pabOTHI CHCTEMbI OpPraHU3aluU 1
HOPMHUPOBAHHUA TPyJa Ha pabounX MecTax

Heo6xonumele ymeHUs BHenpsATs METObI pallMOHAIBHOW OpPraHU3aluu Tpyaa

AHaM3UpOBaTh COCTOSIHUE HOPMHUPOBAHHUS TPY1d, KAUECTBO HOPM,
MOKa3areyien no Tpyay

Amnanusupoath 3 PEeKTUBHOCTD PabOTHI CUCTEMbI OpPraHU3alUU TPy
NepcoHaIa U HOPMUPOBAHUS TpyAa Ha pabounX MecTax

CocTaBiATh U KOHTPOJIMPOBATH CTAThU PACXOOB Ha OILJIATy TPyAa
nepcoHalIa JJisl IUIAaHUPOBAHMSI OI0JKETOB

Paborats ¢ HHPOPMAIIMOHHBIMHA CUCTEMAMH, IU(DPOBBIMU YCITyTaMH
CepBHCAaMHU B 00JIaCTH OpPraHU3alliy U OILJIaThl TPYAa epcoHaa
DopMHUpPOBATH MPEUIOKCHHSI 10 ABTOMATU3AINN U IIU(PPOBU3ANN
IIPOLIECCOB OPraHMU3alMy U HOPMUPOBAHUS TPY1a

PaspabateiBaTh 1 0HOPMIIATH JOKYMEHTBI IO HOPMHUPOBAHHIO M OTLIATE
Tpy/ia IepcoHasa

O06ecrieunBaTh COONIOICHHE TPEOOBAHMI 3aKOHOIATEeNIbCTBA Poccuiickoi
denepanyy U KOPIOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKU
MIEPCOHAIBHBIX JTAaHHBIX M KOH(MOUICHIIMAILHOW HH()OpMAIHH

Bectu 1e10By10 IEPENUCKY

Co06u1t0/1aTh HOPMBI STHKHU JAEJIOBOTO OOLIECHUS

HeoOxomumbie 3HAHUS MeTo/1pl yueTa ¥ aHajIn3a oka3aTesiel o Tpy/ly U OIiaTe Tpyia
Mertoabl onpeieneHus1, OLICHKN U CPABHEHUS IPOU3BOJCTBEHHOM
WHTEHCUBHOCTH U HAIIPSHKEHHOCTH TpyAa

MeToabl HOPMHPOBAHHUS TPYAA

MeTo/1p1 onpe/iesieHusl YMCISHHOCTU IIepCcoHalIa

MexoTpacseBble U OTPacieBble HOPMATUBHI TPYIOBBIX 3aTpaT
CoBpemeHHbIe (OPMBI, CUCTEMBI OILIATHI U yUeTa MPOU3BOAUTEIHLHOCTH
TpyJa nepcoHajna

CucreMsbl, METOJIbI U (HOPMBI MAaTEPUAILHOTO M HEMAaTEePHAILHOTO;
CTUMYJIMPOBaHUs TpyAa epcoHaIa

TexHonoruu u MeTo 6l HOPMHUPOBAHMSI U KOHTPOJISI OIOJIKETOB
TexHomoruu, METOAbl U METOAMKHU TIPOBEICHHS aHAIN3A U
CUCTeMAaTH3aIMH TJOKYMEHTOB U MHQOpMAIIHH

OCHOBBI IOKYMEHTO000POTa U JOKYMEHTAIIMOHHOTO 00eCredeHus!
[Topsnox Tapudukanuu padboT u pabounx, yCTAaHOBIEHUS JOKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HAT0ABOK U KOA((PHUIIMEHTOB K 3apabOTHOM T1aTe,
pacyera CTUMYJUPYIOUIMX BbIIIJIAT

TapudHuo-kBanupuKamOHHBIE CIIPABOUYHUKH pabOT U mpodeccHii
pabounx U KBATM(PUKAITMOHHBIE XapaKTEPUCTUKH TOJDKHOCTEH
CITyXaIluX, MpodeccruoHaIbHBIE CTAHIAPTHI

OCHOBBI TEXHOJIOTUHY MTPOU3BOJICTBA U JACSITEIHPHOCTA OPTraHU3aIuu
Opranu3alvoHHasl CTPYKTypa OpraHU3alli U BaKaHTHbBIE JOKHOCTH
(mpodeccun, crienMaTbHOCTH)

[TonuTHKa U CTpaTerus OpraHu3aluu 0o NepcoHary

DKOHOMMKA TpyJia

OcHOBBI 00IIIeH U CONMATTEHOM MICUXOJIOTUH, COITUOJIOTHH U TICUXOJIOTUU
Tpyna

HopwmatuBHBIE MpaBOBBIE aKThI, OMPELISIIONTNE HOMBI TPYIOBOTO TTpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATEILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccutickoit deneparyu B 0071aCTH BEACHUS JOKYMEHTAIUH 110
MepCoHAIY
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OCHOBBI HAJIOTOBOTO 3aKOHO1aTesIbcTBA Poccuiickoit @eaepanuu
3akonozarenscTBo Poccuiickoit denepannu o nepcoHalIbHbIX JAHHBIX
JloxanbHbIe HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIINE TOPSIA0K
OpraHu3ali 1 HOpMUPOBAHUs TPYJla IEpCOHAsIa
Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, IM(PPOBBIE YCIYTU U
CEPBHCHI B 00JIACTH OPTaHU3AIUH U OIUIATHI TPY/Ia IIEPCOHANA, TPAHUIIBI
UX IPUMEHEHUS

OcHOBHbBIEC METPUKH U AHATUTUYECKUE CPE3bI B 00JIACTH MPOIIECCOB
OpraHu3ali 1 HOPMUPOBAHUS TPyJa

[IpaBusa BeeHUs A€I0BOM EPENUCKH

HopMbI 3THKH 1€JI0BOTO 00IIECHUS

Jlpyrue XxapakTepucTuku | -

3.5.2. TpynoBas pyHKIUS

HanmenoBanue

Koz E/02.6 YpoBeHb 6
Opranusaiys oriaThl Tpya (momypoBen)
fiepeonaa KBaJ'IIZ(II:I/IKaL[I/II/I

IIpoucxoxnenue
TPYyAOBOH pyHKIMH

Opurunan X | 3aUMCTBOBaHO U3

OpUTHHAJIA
Kon Perucrpanuonnsiii
OpHUrMHaJa HOMED
npodeccnoHaTEHOTO
CTaHJapTa

TpynoBble nencTBUs

Pa3pa0oTka cuCTEMBI OIIAThI TPY/1a IepcoHalIa

dopmupoBaHue OrkeTa PoHIa OIIaThl TPY1a, CTUMYJIHPYIOIIHNX U
KOMIIEHCAIIMOHHBIX BBIILJIAT

BHeapeHue cucTeMsl OILIIaThl TpyJa epcoHaIa

[TonroroBka mpenoKEHUH MO COBEPIIEHCTBOBAHUIO CUCTEMBI OILIATHI
TpyAa NepcoHata

16.09.2024

HeoOxonumelie ymeHust IIpuMeHATH TEXHOJIOTMU MaTEPUAIILHON MOTUBALIUU B YIIPaBICHUHN

IIEPCOHAJIOM

AHaIM3upoBaTh COBPEMEHHBIE CUCTEMBI OIIAThl U MaTepUaIbHON
(MoHeTapHOI) MOTUBALMK TPYAA JUIs 1ieNieil opraHu3aluu
AHaIM3upoBaTh ypOBEHb OILIATHI TPY/1a EPCOHANA IO COOTBETCTBYIOLIMM
npo¢ecCHOHATLHBIM KBAIH(DUKALIUSAM

[TpoBOANTH MOHUTOPHUHT 3apabOTHOM IJIATHI HA PHIHKE TPyJa
CocTaBisITh U KOHTPOJIMPOBATh CTaThU PACX0J0B Ha OILIATy TpyJa
nepcoHaa Jis IaHUPOBaHUs Ol KeTa

AHanM3upoBaTh GOPMBI MATEPUATBHOTO CTUMYJIMPOBAHUS, KOMIIEHCALIUI
Y JIbI'OT B OIUIATE TPY/ia IEPCOHAIIA

PaboTath ¢ MH(pOPMAITMOHHBIMU CUCTEMAaMH, IU(DPOBBIMU yCIyraMU U
CEepBUCAMH 10 OILIAaTe TPyJa NepcoHanza

®opmupoBaTh NPEUIOKEHHUE IO aBTOMATH3aluU U LU(ppoBU3aIuU
IIPOLIECCOB OILIATHI TPY1a

CocTaBiATh IPOTHO3BI PA3BUTHSI OILIATHI TPY/IA IEPCOHAIIA
ObecneunBaTh cobII0IeHNE TpeOOBaHMI 3aKOHOJaTeNbcTBAa Poccuiickoi
denepanuu U KOPIMOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHICHIIMATIBHON HH(OpMAIH

BecTtu nenoByto nepenucky

Co0ur01aTh HOPMBI ATUKHU JAETIOBOTO OOIIIEHUS
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HeoOxoaumbie 3HaHuS @®opMbl U CHCTEMBI 3apa00THOM MJIAThI, TOPSAIOK COCTABICHUS 010/PKETOB
CucreMbl, METOIbI U (POPMBI MATEPUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUsI TPYAa [IEpCOHAIIA

TexHoa0rHH U METO 1Bl (HOPMUPOBAHMSL U KOHTPOJIS OIOKETOB M (POHIOB
[Topsnox Tapudukanuu padboT U pabounx, yCTAHOBICHUS TOJKHOCTHBIX
OKJIAJIOB, JIOTIAT, Ha10aBOK ¥ K0A((PHUIIMEHTOB K 3apabOTHOH TUIaTe,
pacyera CTUMYJIUPYIOIIMX BbIILIAT

MeToabl onpeieIeHUs] YUCICHHOCTH ITIEpCOHAlIa
Tapuduo-kBanudukamoHHbIe CIIPABOYHIKN pabOT U podeccuit
pabounx U KBaTHU(pUKAINOHHBIE XapaKTEPUCTUKH JOJHKHOCTEM
CITyKallluX, [1po(eccroHalIbHbIE CTaHIapThI

MeTo/1p1 yueTa 1 aHajIn3a oka3aTesei 1o Tpy1y U 3apaboTHOM 1uiare
TexHonoruu, METo bl U METOJUKHY IIPOBEIACHMS aHAIN3a U
CUCTEMAaTH3alMH TJOKYMEHTOB U MHQOpMAIIIH

[TosiuTHKa U CTpaTerys OpraHu3alyy 10 IepCoHATY

Opranu3alvoHHasl CTPYKTypa OpraHU3alli U BaKaHTHbBIE JOJHKHOCTH
(mpodeccun, CEIUATLHOCTH )

HopmatuBHbIe paBOBbIE aKThl, ONPEALISIIOLIME HOMBI TPYJIOBOTO IIpaBa
OCHOBBI HAJIOTOBOT0O 3aK0HO1aTesibcTBAa Poccuiickoit deaepanuu
3akononarenscTBo Poccuiickoit denepanuu 0 NEPCOHAIBHBIX JAHHBIX
JlokanpHble HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIINE OIIaTy
Tpyna

OCHOBBI 5KOHOMHMKH TpyJia

OCHOBBI TEXHOJIOTHH [TPOU3BOJICTBA U JIEATEIbHOCTH OPraHU3aluu
OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIeYeHHUSI

[Tops 0K 3aKITII0OYEHUS IOTOBOPOB (KOHTPAKTOB)

OcHOBEI 0011IEH M COLUAILHON ITCUXOI0THH, COLIMOJIOTHU U TICHXOJOT A
Tpyna

Crneunanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IUPPOBBIE YCIYTH U
CEPBHCHI B 00JIACTH OpTaHHU3AIMH U OTUIATHI TPYJa MepCoHamna, TPaHUIIbI
WX IPUMEHEHUS

OCHOBHBIE METPUKH M aHATUTHUECKUE CPE3bl B 00JIACTH MTPOLIECCOB
o0ecrnevyeHusl OIUIaThl TPYJia epcoHaa

HopMbl 3TUKH JA€TI0BOTO OOLICHUS

Jpyrue XapakTepucTuku | -

3.5.3. TpynoBas QpyHKIHsS

HaumenoBanue AJMUHUCTPUPOBAHUE Kon E/03.6 YpoBeHb 6
MPOLECCOB OpraHU3alyy Tpyaa, (TIoTypOBEHB)
OIJIaThI NIepcoHala 1 KBaJTH(pHUKAIIUN
COOTBETCTBYIOIIETO
JIOKYMEHT0000poTa
[Tpoucxoxnenue Opurnnan X | 3auMCTBOBAHO U3
TPYAOBOH (DyHKITHH OpHUTHHAIA
Kon Perucrpanuonnsiii
OpHUrHHaJa HOMED
npodecCuOHaIBLHOTO
CTaHJapTa
TpynoBsle neHCTBUS JIOKyMEHTaIlMOHHOE ¥ OPraHU3allMOHHOE CONPOBOXK/IEHHE CUCTEMBI

OpraHM3aly TPYJa ¥ OIUIATHI TPYJIa IEpCOHAIA
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[ToaroroBka npenyiokeHU MO COBEPIICHCTBOBAHUIO CUCTEMBI
OpraHM3alUy U OILIATEI TPYAA IIEPCOoHAIA

[ToaroroBka u 00paboTKa 3alIpOCOB U YBEIOMIICHUI 0 paOOTHHUKAX B
rOCyIapCTBEHHBIC OPTaHbI, MPEACTABUTEIBLHBIC OPTaHbl PAOOTHUKOB 10
CHCTEMaM OILIaThl U OpraHU3alluu Tpyia IepcoHaia

OpI‘aHI/IBaHI/IOHHOG U JOKYMCHTAIIMOHHOC COIIPOBOKACHUEC JOTOBOPOB Ha
OKa3aHHUEC KOHCYJIbTAIITUOHHBIX, I/IH(bOpMaI_[I/IOHHBIX YCIyT IO CUuCTEMamM
OIIIaThl U OpraHu3ali Tpyda IIEpCoOHAJa, BKIIIOYasA MpCABAPUTCIBHBIC
mpoucaAypshl 1o X 3aKJIHOYCHUIO

Heo6xonumele ymeHUs

OdopMIIATE TOKYMEHTHI TI0 BOTIPOCAM OIUIAThl M OpraHU3aluu Tpyia
[IEPCOHAJIA, IIPEACTABIIAEMbIE B TOCYJaPCTBEHHBIC OPIaHbl,
IPEJICTaBUTENIbHBIC OPTaHbl PA0OTHUKOB

AHaJII/I3I/IpOBaTb HOPMATUBHBIC U MCTOANYCCKUC JOKYMCHTHI 110 BOIIPpOCaM
OIINIaThl M OpraHu3alli Tpyda II€pcoHajia

Opranu30BbIBaTh XPaHEHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUAMH 3aKOHOIaTeabCcTBa Poccuiickoit deneparuu u
JIOKAJIbHBIMU aKTaMU OPTaHU3aluu

Bectu YUECT U pEeTrucTpaliuio JOKYMCHTOB B I/IH(I)OpMaLII/IOHHLIX CHUCTEMAax U
Ha MaTCpUAJIbHBIX HOCUTCIIAX

Pabotath ¢ HHGOPMAIMOHHBIMH CHCTEMaMHU, IU(PPOBBIMU YCIyraMu
CEPBHCAMH I10 aIMUHUCTPUPOBAHHIO JIOKYMEHTOO00pOTa B 00JIACTH
OpraHM3alliy U OILUIaThl TPYy/Ia MEPCOHANA

dopmHUpoBaTh NPEUIOKEHHUE 10 aBTOMATU3aluuU U LU poBU3aLUU
mpolecca aIMUHUCTPUPOBAHUS JOKYMEHTOO00OPOTa B 0OJIACTH OIUIATHI U
OpraHu3anuu Tpyaa

[TpousBoauTh NpeaBapUTEIbHbIC 3aKYIIOUHBIE TPOLIETYPHI U OPOPMIISTH
COIYTCTBYIOIIYIO JOKYMEHTAIMIO 110 3aKJIIOUEHHUIO JJOTOBOPOB

Ob6ecnieunBath coOmoeHre TpeOboBaHU 3aKkoHOJaTeNnbCcTBa Poccuiickoi
denepaniuu U KOPIMOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKH
MEPCOHAIBHBIX JaHHBIX U KOH(MUISHIINATbHON HHOpMALIUU

Bectu ACJIOBYIO IIEPCHUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,I[I/IMBIe 3HaHUA

[Topsmox oopmiieHusi, BeIeHUs U XpaHEHHS TIOKyMEHTAIlUU TI0 CUCTEMaM
OIJIAThl U OPTaHM3ALMH TPYJa MepcoHaa

HOpMaTI/IBHHe IMPAaBOBBIC AKTHI, PETYJIIMPYIOMIUC ITpaBa U 00513aHHOCTHU
TOCYJApPCTBCHHBIX OPraHOB U OpraHu3alru 1o npeaoCTaBJICHUIO y‘-IGTHOfI
JAOKYMCHTAIUN

TGXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKH ITPOBCACHUA aHAJIN3a U
CUCTCMATU3aAlMHU JOKYMCHTOB 1 I/IH(bOpMaI_[I/II/I

Tapuduo-kBanupukaroHHble CIIPaBOYHUKN paboOT U mpodeccuit
pabouux U KBANU(UKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CJIy’KallIMX, 1PO(eCcCOHAIbHBIE CTAHAPThI

Criermanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, HU(POBBIE YCIYTH U
CEpPBUCHI 110 a/IMUHUCTPUPOBAHUIO JJOKYMEHTOOOOPOTA MPOLIECCOB
OIJIaThl U OPTaHU3aLMH TPYAA NEPCOHANA, TPAHULIBI UX IPUMEHEHHS

JlokanbpHbBIC HOPMATUBHBIC aKThI OpraHu3aluu, peryJupyrommne nopsaaok
OIINIAaThl, OpraHU3alii U HOPMUPOBAHUA Tpydad

OCHOBBI ,I[OI(YMCHTOO60pOTa U JOKYMCHTAIIMOHHOTI'O obecreueHust

[Topsimox popmupoBanus, BeieHNs 0a3bl JAHHBIX U TTPEICTABICHHS
OTYETHOCTH I10 CUCTEMaM OIUIaThl M OpraHU3ally TpyJa nepcoHana

HOpMaTI/IBHLIe IMPABOBBIC AKTHI, ONPEACTIAIOIIME HOMEBI TPYAOBOI'O IIpaBa

OCHOBLI apanﬂoro 3aKOHOAATCIIbCTBA U HOpMaTI/IBHLIe HpaBOBLIe AKThI
Poccutickoii denepariu B 00JaCTH BEACHUS JOKYMEHTAITUH 110
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MEPCOHAITY

OcCHOBBI HAJIOIOBOTO 3aKOHOIaTesbeTBA Poccuiickon denepaunu
3akoHojiaresbcTBO Poccuiickoi Deniepaliny 0 NepCOHATbHBIX JaHHBIX
ITopsi 10K 3aKJIIOUEHUS IOTOBOPOB (KOHTPAKTOB)

[Topsimox MpoBeACHUS 3aKyTIOYHBIX MPOLIETYP U 0HOPMIICHUS
CONYTCTBYIOIIEH TOKYMEHTAIlUU

HopMmbl 3THKH AETTOBOTO OOLICHHS

[IpaBuia BeieHHS A€IOBOM NEPETUCKH

Jpyrue XapakTepucTuku | -

3.6. O6o6menHas TpynoBas QyHKIUSA

HanmenoBanue JesarenbHOCTD 10 (HOPMUPOBAHHIO Kon F YpoBeHb 6
KOPIIOPAaTUBHOH COLMATIbHOMN KBaJIM(pUKALUN
HOJIUTUKH

ITpoucxoxnenue Opurunan X | 3auMCTBOBAHO U3

00001IeHHON TPYIOBOI OpUTHHAJIA

GbyHKIIH

Kon Perucrpanuonnslii
OpUruHaja HOMED
npodeCcCHOHATHLHOTO
CTaHJapTa
Bo3mosxHble Crienanuct 1o coluanbHbIM IPOrpaMMaM
HAaNMEHOBAHHS Criermanuct 1o padoTe C MpeICTaBUTEIbHBIMA OpraHaMi paOOTHUKOB

nospkHocTel, mpodeccuit | CrienuanucT 1o KOPIOpaTUBHON COLMAIbHON OJIUTUKE
Crnennanuct 1o nepcoHaity
MeHepKep 110 nepcoHaly

TpeboBanus k Briciiee oOpa3oBanue - 6akanaBpuaT UM
0o0pa30BaHMIO U Briciiee oOpa3oBanue (HenpouiabHOE) - 6akazaBpuar u
00y4EeHHIO JIOTIOJIHUTEbHOE MpodeccuoHanbHoe 00pa30oBaHuE - IPOTPaMMBI

npodeccHoHaIbHON NEePEenoArOTOBKY B 00IaCTH YIIPABJICHUS NIEPCOHAIIOM
WX B 00JIACTH COLIMAIBHOM MOJUTHKH

TpebGoBaHUs K OMBITY -
PAKTUYECKON paboThI
Oco0sle ycroBus AoIycKa | -
K pabore
Jlpyrue xapakTepucTuku | PekoMeHnayercs 1onogHUTENbHOE MPOdecCHOHATEHOE 00pa3oBaHHe -
IIPOTPAMMBI ITOBBIIICHUST KBATH(PHUKAIINN B O0JIACTH yIIPABICHUS
NIEPCOHATIOM HJIM COIMAIbHON MOJIUTUKU

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTUKU

HaumenoBanue Kon HanmenoBanue 6a30B0ii IpyMIIbl, JOJKHOCTH
JIOKYMEHTA (mpodeccun) WM CenUaIbHOCTH
OK3 2423 Criermanuctsl B 001acTi moa0opa v MCIOIb30BAHUS
nepcoHasia
EKC - Crenuanucr 1o Kajpam
- MeHemkep 1o nepcoHany
OKIIATP 26583 Crenuanucr 1o Kajapam
OKCO 5.38.03.02 MenemKMEHT
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\ 5.38.03.03 \ YrpasiaeHue nepcoHaIoMm

3.6.1. TpynoBas pyHKIUS

HaumenoBanue

N Kox F/01.6 YpoBeHb 6
Pa3paboTka kopropaTHBHOU
. (moxypoBeHb)
COLIMATIBLHON IOIUTHKA
KBaTH(UKAITIH

IIpoucxoxnenue
TPYAOBOH pyHKIMM

Opurunan X | 3aUMCTBOBaHO U3

OpUTHHANIA
Kon Perucrpanuonssii
OpHUrHMHaJa HOMED
npodeccnoHaIbHOTO
CTaHJapTa

TpynoBbie nencTBUs

Pa3paboTka KOpIOpaTUBHBIX COLMATBHBIX TPOTPAMM

Pa3paboTka cucTeMbl BBIIUIAT pAOOTHUKAM COLMAIBHBIX JIBTOT
Opranu3anus B3auMOJeHCTBUSA C IIPEICTABUTEIbHBIMUA OpraHaMU
pabOTHUKOB, OOIIECTBEHHBIMHU OpPraHU3alUsIMU, C TOCYAapCTBEHHBIMU
OpraHaMmu

[MoxroroBka nmpemIoxxeHui mo GopMupoBaHuio Or0pKeTa B 00IacTh
o0ecrieueHHs: KOPIOPATHBHOM COIMAIbHOM NOJTUTHKH

Heo0xonumele ymeHUs OnpenensTs LeaeBble TPYNIb IEPCOHANIA AJIs Pa3pabOTKU

CHEIMATU3UPOBAHHBIX COITUATIBHBIX MPOTrpaMM
JloBoauTh MH(OPMAIIHIO O COLUATBHBIX MPOTPAMMaX JI0 IIeJIEBbIX TPy
MepcoHalia ¢ UCMOJIb30BAHUEM UHCTPYMEHTOB BHYTPEHHHX
KOMMYHHKaIUN

BriOupaTh kKpuTepHun U ONPEACIATh YPOBHH YIOBICTBOPEHHOCTH
nepcoHasia

Hcnonws3oBaTh MaTepuaabHble M HEMATepUATbHBIE CHCTEMbBI, METO/IbI U
(hOpMbI MOTHBAIIMH B YIIPABJICHUU MIEPCOHAIOM

Onpenensitb 00beMbI CPEACTB IS pean3alii COIMalIbHbIX TapaHTH,
KOPHOPATUBHBIX JIEI'OT M MHBIX AJIEMEHTOB KOPIIOPATUBHBIX COLUATBHBIX
porpaMM i GopMHpOBaHUs OIOIKETOB

CocTaBnaTh ¥ KOHTPOJIUPOBATH CTAThH PACXOJOB HA COLIUATIbHBIC
MIpOrpaMMBbI JIJisl TITITAHUPOBAHUS OFOHKETOB

[Ipou3BoanTh MpeaBapUTEIbHBIC 3aKYIIOYHbIE TPOLIETYPHI U
oopMIIeHHE COMYTCTBYIONIEH TOKYMEHTAIIUH T10 3aKIIOYCHHUIO
JIOTOBOPOB

PabotaTh co cienmanu3upoBaHHBIMUA WH(POPMAITMOHHBIMH CHCTEMaMH,
M (POBBIMU yCITYTaMU M CEPBUCAMH T10 YIIPABICHHUIO TIEPCOHAIIOM B
00JacTh KOPHOPaTUBHON COLIMAIbHON MOJUTUKU

dopMHUpOBATH TIPEAIIOKEHHUS IO ABTOMATH3AIIUN U 1T (DPOBU3AITIT
mpoliecca pa3paboTKi KOPIOPATHBHOW COIIMATBHON MOJUTUKU
Ob6ecneunBaTh coOMIOICHNE TPEOOBAaHUH 3aKOHOATENBCTBA Poccuiickoi
denepanuu U KOPIOPATUBHBIX MOJIUTUK padOTOAATENS B 00JIACTH
00pabOTKH EPCOHATBHBIX JAHHBIX U KOHPHICHIMAIbHON HH(OpMaIuu
Bectu nenoByro nepenucky

Co01r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHS

16.09.2024

HCO6XOI[I/IMBIC 3HaHUA HOpSI)IOK 1 MCTOBI pa3pa60T1<1/1 IJIaHOB U IpOrpaMMm COLUAJIBHOT'O

pa3BHUTHS OpraHU3aIUU
MeTo/1b1 aHaMH3a BRIMOJTHEHUS COIMATBHBIX IPOTPAMM H ONIPEICTICHHUS
HX YKOHOMHYECKOH 3P PEeKTUBHOCTH
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Cucremsl, MeTOIBI U (HOPMBI MATEPHAITHPHOTO 1 HEMATEPUATILHOTO
CTUMYJIMPOBAHUS TPYAA EPCOHAIA

TexHomoruu 1 MeToabl HOPMUPOBAHUS U KOHTPOJISI OFOKETOB

MeTo1bl TPOBEACHUS COLMOJIOTMYECKUX UCCIEN0BAHNM, U3YUEHHUS
00IIIECTBEHHOT0 MHCHUS

TexHonoruu, METOIbl U METOAMKHU IIPOBEIACHHUS aHAIU3a U
CHUCTEMAaTH3aIMU JOKYMEHTOB U HH(OpMaIUH

[Topsaok mpoBeieHrs 3aKyOYHBIX MPOIEAYp U opopMiIeHUS
CONYTCTBYIOUIEH JOKYMEHTALUU

OCHOBBI POU3BOJICTBEHHOHN JEATEIbHOCTH OpraHru3alluu

OcCHOBBI 00IIEH ¥ COLMATLHOM ICUXO0JI0TMH, COLIMOJIOTHH U IICHXOJIOTUH
TpyAa

CrpykTypa, 11eJId, CTPATErusi U MOJIMTUKA OPraHU3alliy 10 IEPCOHATY
Tapudno-kBanuduKamoHHbIC CIIPABOYHUKN pabOT U npodeccuid
pabourx M KBATM(PUKAIIMOHHBIE XapaKTEPUCTUKH JIOJDKHOCTEH
CITyXKaluX, MpoecCuoHaIbHbIC CTAHIAPTHI

Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIE CHCTEMBI, IU(DPOBBIC YCIYTH
Y CEPBHCHI M0 YNPABICHHUIO TIEPCOHATIOM B 00JIACTH KOPIOPATUBHOM
COLMAJIbHOM MOJMTHUKHU, TPAHULIBI UX TPUMEHECHUS

OCHOBHBIE METPHUKHU U aHATUTHYECKUE CPE3bI B 00IaCTH KOPIIOPATUBHOMN
COLMAIBLHOM MOJIMTUKU

HopMartuBHBIE TPAaBOBBIE AKTHI, ONPEACIISIIOIINE HOMBI TPYJIOBOrO ITpaBa
OCHOBBI HAJIOTOBOTO 3aKoHO 1aTesibeTBa Poccuiickoit deneparuu
HopmaTuBHbIE paBOBBIE aKThI, PETYIHPYIONIKE MTpaBa U 00I3aHHOCTH
rOCYJJaPCTBEHHBIX OPraHOB, IPEJICTABUTEIIBHBIX OPraHOB pAOOTHUKOB
3akonoarenscTBO Poccuiickon Penepanuu 0 NEpCOHAIBHBIX JTaHHBIX
JloxasibHBIE HOPMATUBHBIE aKThl OPraHU3ALNUH, PETYIUPYIOLIUE TOPAIOK
(hopMUPOBaHHS COIMAIBHON TTOJIUTUKHU

[Tops 10K 3aKIIF0OYEHUS TOTOBOPOB (KOHTPAKTOB)

[IpaBuia BeIeHUS AEIT0BOU NEPENUCKU

Hopwmbl 5THKM 1€710BOTO OOIIEHUS

Jpyrue xapakTepucTUKU -

3.6.2. TpynoBas pyHKIUSA

HaumeHnoBanue . Kon F/02.6 VYpoBeHb 6
Peanuzanus koprnopaTUBHOM
. (moxypoBeHb)
COLMAIBLHON MTOIUTHKA
KBaJTU(DUKAITIH
[Tpoucxoxaenue Opurunan X 3anMMCTBOBAaHO U3
TPYIOBOM (DyHKIINN OpUTHHAJIA
Kon Peructpanmonueri
OpHUTHHAJA HOMEp
npodeccnoHanIbHOTO
CTaHJapTa
TpynoBeie neiicTBus BHenpeHne KOpmopaTuBHBIX COIMATBHBIX TPOrpaMM

Peanuzarust cucTeMbl COIUATBHBIX JIBIOT, BBHITIJIAT PAOOTHUKAM C yUYE€TOM
TpeboBaHuil 3akoHOoIaTeNnbcTBa Poccuiickoit deaeparuun

OrieHKa yJTIOBJIETBOPEHHOCTH TTEPCOHANIA KOPTIOPATUBHON COITUATBHOM
MMOJTUTUKOM

Onenka 3¢ (HEeKTUBHOCTH MEPOTIPUATHN KOPITOPATUBHOM COIMATBLHOMN

IIOJINTUKHU
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[ToaroroBka npenyioKeHU MO0 COBEPIICHCTBOBAHUIO MEPOTIPUSITUI
KOPIIOPAaTUBHOM COLMAJIbHOM MMOJTUTUKHU

[ToaroroBka mpeaaoxeHuil mo GopMUPOBAHUIO OIOKETa HA peaTn3aIuio
KOPIOPATUBHOM COIMATILHOM MOJIUTHKU U COIMAIBHBIX TPOrPamMM

HeoOxomumbie ymeHHst

PaccunThIBaTh 3aTpaThl Ha IPOBEACHUE CIIELUATU3UPOBAHHBIX
COLMAJIBHBIX IIPOrPAMM

[TpoBOIUTH MOHUTOPUHT YCHEIIHBIX KOPIOPATUBHBIX COLIMATIBHBIX
IporpaMm

IIpoBOANUTE MEPOIIPUATHS B COOTBETCTBUU C KOPIIOPATUBHOM COLMAIBHON
HOJIMTUKOMN

OrnpenensTs 1esieBbie TPYIIIbI IEPCOHANA I CO3aHUs
CHEIHAIM3UPOBAHHBIX COIMANIBHBIX TPOrpaMM

OnpenensiTb KpUTEPUH U YPOBHH YJIOBJIETBOPEHHOCTH [IEPCOHANIA

Onpenenats 3PpHEeKTHBHOCTh MEPOIIPUATUI PEATU3yEMON KOPITOPATHBHOMN
COLMAJIBHON MOJUTHKHU

OpFaHI/ISOBBIBaTB B3aHMOHCﬁCTBH€ C IroCcyAapCTBCHHBIMU OpraHaMH,
NpeaACTaBUTCIIbHBIMU OpraHaMu1 paGOTHI/IKOB, 06HI€CTBGHHI)IMI/I U UHBIMH
OpraHu3alrsAMHU 110 BOIIpOoCaM pCain3alilun KOpHOpaTHBHOﬁ COLIHB.JIBHOfI
ITOJIMTHKH

AHaJ'II/I3I/IpOBaTb PBIHOK YCIIYT IO OCYIICCTBIICHUIO COUAJIBHBIX U
CHICHHUAIM3UPOBAHHLIX ITPOrpaMm COHI/IaJIBHOfI MOoAACPIKKHU YJICHOB
HCJICBLIX I'PYHIT M TOTOBUTH IMMPCAJIOKCHHUA 110 UX ITOCTABIIUMKAM

[Tpon3BOINTH NMpeBAPUTENBHBIEC 3aKYIOYHBIE IPOLEAYPHI U 0POPMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALHIO [0 3aKIOYEHUIO JTOTOBOPOB

PaboTath co cnennanu3upoBaHHBIMU HHMOPMALIMOHHBIMU CUCTEMaMH,
1M (POBBIMU YCIYraMH U CEPBUCAMM I10 YIIPABJICHUIO IEPCOHATIOM B
00J1aCTH KOPIOPATUBHOW COLMAJIBHONW MOJIUTUKH

OGecneunBaTh coOII0ICHIE TPeOOBAaHUHM 3aKOHOIATENHCTBA Poccuiickoi
®denepannu ¥ KOPIOPATUBHBIX MOJUTHK B 00JIACTH 00pabOTKH
NIEPCOHAIBHBIX JaHHBIX U KOH(UIEHIIMAIbHON HHOopManuu

Bectu ACJIOBYIO IICPCIUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XOI[I/IMBIe 3HaHUA

16.09.2024

MeTtop! aHanM3a BBIIOJIHEHNS KOPIIOPAaTUBHBIX COLIMAJIBHBIX IPOrpaMM U
onpezesieHus: UX SKOHOMUYeCcKoi 3 pekTuBHOCTH

CucreMsbl, METOIbI, (HOPMBI MATEPUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHHUSI TPY/Ia MTEpCOHAJIA

MeTo/1p1 TPOBEICHUS COLMOIOTUYECKUX UCCIIEeIOBAHUHN, U3YUSHHS
0OIIIECTBEHHOTO MHEHUSI

TGXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKHU IMPOBCACHWA aHAJIN3a U
CUCTCMATU3AlMHU JOKYMCHTOB 1 I/IH(I)OpMaLII/II/I

HopMmaTuBHBI€ ITpaBOBbBIE aKThl, PETYJIHNPYIONINE TPaBa U 00SA3aHHOCTH
rOCyJIapCTBEHHBIX OPTaHOB, MIPEICTABUTEIBHBIX OPraHOB PAOOTHUKOB 110
IIPEAOCTABICHUIO YUYETHON TOKYMEHTALUH

[Topsimox mpoBeACHUS 3aKyTTIOYHBIX MPOLIETYP U 0hOpMIICHUS
CONYTCTBYIOIIEN TOKYMEHTAIlUH

CprKTypa, LCJIN, CTPATCTUA U TOJUTHKA OPraHu3alvu 1o nepCoHally

Tapuduo-kBanudukaroHHble CIIPaBOYHUKN paboT U mpodeccuit
pabouux U KBANU(UKALMOHHBIE XapaKTEPUCTUKU JTOJDKHOCTEH
CJIy’KallIMX, 1PO(eCcCOHAIbHBIE CTAHAPThI

OCHOBBI HpOPI3BOI[CTBCHHOfI ACATCIIbHOCTHU OpTraHU3alnn

OcCHOBEI 001IIEH U COLHAILHON ITICUXOI0THH, COLIMOJIOTUN U TICHXO0JIO0T A
Tpyaa

Criernanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBbIE YCIYTH U
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CEPBUCHI 10 YIPABJICHHUIO TIEPCOHATIOM B 00JIaCTH KOPIIOPATUBHON
COLMAJIBHOM MOJIMTUKH, TPAHULIBI UX TPUMEHEHUS

OCHOBHBIE METPHUKHU U aHATUTHYECKUE CPE3bI B 00IACTH KOPIIOPATUBHOM
COIMATLHOM ITOJIUTUKU

HopMaTtuBHbIE TPaBOBBIE AKTHI, ONPEICIAIONIME HOMBI TPYJA0BOTO ITpaBa
OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBA Poccuiickon denepannun
3akonozarenscTBO Poccuiickoit denepannu o nepcoHalbHbIX JTAHHBIX
JlokasibHBIE aKThl OPraHU3ALMH, PETYIUPYIOLINE MOPSAIO0K BHEAPEHUS
COIMATLHOM TTOJIMTUKH

ITopsi10K 3aKIIFOUYEHHMSI IOTOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH AETIOBOTO OOLICHHS

Jlpyrue xapakTepucTuku | -

3.6.3. TpynoBas pyHKIUS

HaunmenoBanue

AJIMUHHCTPUPOBAHUE Kon F/03.6 YpoBeHb 6
MPOLECCOB KOPIOPATUBHOM (moTypOBEHB)
COLIMATIbHOW MOJIMTUKU U KBaJTU (DUKALIH
COOTBETCTBYIOILIETO

JIOKYMEHT0000pOTa

IIpoucxoxnenue
TPYAOBOH pyHKIMM

Opurunan X | 3aUMCTBOBaHO U3

OpUTHHAJIA
Kon Perucrpanuonnslii
OpHUryuHaJa HOMED
npodeccnoHATEHOTO
CTaHJapTa

Tpynoseie nencTBys

[ToaroroBka npemayIoKEHNUM MO Pa3sBUTHIO KOPIIOPATUBHOM COLMATIBHON
MOJUTHKHU

[ToaroroBka npeanoxxkeHuit Mo 00eCreYeHnI0 COOTBETCTBUS
KOPITOPATUBHOM COIMATILHOM MOJUTUKHA TPEOOBAHUSM 3aKOHOIaTEIHCTBA
Poccuiickoit Denepaiyy v yCI0BUIM PbIHKA TPYAA

JoxymeHTarimoHHoe 0(hOpMIICHHE Pe3yIbTaTOB KOPIIOPATUBHOM
COIIMAJIbHOM MOJIUTUKH

JIOKyMEHTAallMOHHOE U OPTaHU3AIMOHHOE COMTPOBOXKICHUE MEPOITPUATHI
KOPIIOPATUBHOM COLMAIBHON IOJUTUKHU

[ToaroroBka u 006paboTKa 3alIPOCOB U YBEAOMIICHHI 0 paOOTHHUKAX B
roCyJJapCTBEHHBIE OPTaHbl, IPEJICTABUTEIIbHBIE OpraHbl PAOOTHUKOB 110
BOIIPOCAaM COLIMAJIbHOM MTOJIUTHUKHU B OTHOLIEHHUH IIEPCOHAIA
ConpoBOX/IeHHE JOTOBOPOB MO OKA3aHUIO KOHCYJIbTAlIMOHHBIX U
MH(OPMAIIMOHHBIX YCIYT M0 peaTn3aliii MEPOTPUSATUI KOPIIOPATUBHOM
COIMAJIbHOW MOJMTUKH, BKJIIOYAs MPEIBAPUTEIbHBIE TPOLIEAYPHI IO UX
3aKJIIOUCHUIO

16.09.2024

HeoOxonumelie ymeHust OdopMIATh TOKYMEHTHI IO BOIIPOCAM KOPIOPATUBHOM COIMAIbHOM

MOJIUTUKH, TPEIOCTABIISIEMbIE B TOCYAapCTBEHHBIE OPTaHbl,
MIPEACTAaBUTEIbHBIC OPTaHbl PAOOTHUKOB

AHanM3UpoBaTh NMPaBUJIIA, MOPSAIKH, IPOLIEAYPbl KOPIOPATUBHOU
COIIMAIbHOM ITOJIUTHKHU

ObecneunBaTh JOKYMEHTAIIHOHHOE COTIPOBOKCHHUE COITUATBHON
TIOJIMTHKY B OTHOIIICHUHU TTEPCOHAJIA

Oprann3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUAMHU APXUBHOTO 3aKOHOIaTeNIbeTBa Poccuiickoit Deaepanun u
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JIOKAJIbHBIMH aKTaMH OpraHu3anuunu

[Tpou3BoANTH MpeBAPUTEIbHbIE 3aKYIOYHBIE POLIEAYPHI U OPOPMIIATH
CONYTCTBYIOIYIO JOKYMEHTALHUIO [10 3aKIYCHUIO JOTOBOPOB

PaboTath ¢ H”HPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH yCIyraMH U
CepBHCaMH I10 BOIIPOCaM KOPIIOPATHBHOW COIMATBHOM MOJIUTHKH B
OTHOIIEHUHU IIepCOHalIa

®opMupOBaTh MPEATIOKESHNE TI0 ABTOMATH3AINU 1 TUDPOBU3AIIH
npoiiecca JOKyMEHTO000pOTa, CBA3aHHOT'O C pean3alueit
KOPIIOPAaTHBHOMN COIMATIHHOMN TMOJIUTUKU

ObecneunBaTh coOJI0OICHHE TPEOOBAaHUH 3aKOHOATENbCTBA Poccuiickoi
denepanyu U KOPIIOPATUBHBIX MOJIUTHK B 00JIACTH 00pabOTKH
MIePCOHAIBHBIX JIAHHBIX ¥ KOHPHUICHIIMATHLHOW HMHPOpMAITUH

Bectu nenoByro nepenucky

Co0r01aTh HOPMBI ATHKHU JICJIOBOTO OOIICHHS

Heo0Oxonumbie 3HaHUS

[Topsanox odopmiieHus, BEACHNUS U XpaHEHUS TOKYMEHTALUU 10
COLIMAJIbHOM ITOJIMTUKE B OTHOIICHHUHU NIEPCOHAIIA

[Mopsimox hopMupoBanus, BeACHHS 0a3bl JAHHBIX U TPEICTABICHUS
OTUETHOCTH 10 BOIIPOCAM COLIMAJILHOM MOJIUTUKU B OTHOLIEHUU
IIepCOHAJIA

TexHonoruu, MeToAbl U METOAMKU IIPOBEICHUS aHAIIA3A U
CUCTEMAaTH3alMK JOKYMEHTOB U HH(OpMaluu

OCHOBEI ,I[OKYMGHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecreyeHus

TapudHo-kBamuUKaIMOHHBIC CIIPABOYHUKH pabOT U npodeccuit
pabourx U KBATU(UKANUOHHBIC XaPaKTEPUCTUKH JOJIKHOCTEH
CITY’KaIIUX, TPOhecCHOHAIIbHBIC CTaHIAPThI

[opsimok mpoBeeHuUs 3aKyTIOYHBIX POLEAYpP U 0HOPMIICHHUS
COIYTCTBYIOIIEH JOKYMEHTalUU

Criennanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IUPPOBBIE YCIYTH U
CEpBUCHI B 00JIACTH COLMATBHOM MOJUTHKHN B OTHOILIEHUH MIEPCOHAA,
I'paHULbl UX IPUMEHEHUS]

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPEACIIAOINE HOMBI TPYAOBOT'O ITpaBa

OCHOBBI APXHUBHOTI'O 3aKOHOAATECJIILCTBA 1 HOPMATHBHBIC ITPABOBBIC AKThI
Poccuiickoit ®enepanuu B 00JacTH BEICHUS TOKYMEHTAIIUH 110
ePCOHATY

OcHOBBI HAJIOrOBOIO 3aKOHOAaTesbeTBa Poccuiickon Peaepannn

HopmaTtuBHbIe TpaBoBbIE aKThl, PETYIUPYIOIIKE IPaBa U 00A3aHHOCTH
rOCyJJapCTBEHHBIX OPTaHOB, PEJCTABUTEIILHBIX OPraHOB PAOOTHUKOB I10
IIPEAOCTABJICHUIO YUYETHOM TOKYMEHTALUH

3akoHoarenscTBO Poccuiickon @enepanuu 0 NEpCOHAIBHBIX TaHHBIX

JloxasibHBIE HOPMATUBHBIE AKThl OPraHU3aLNH, PETYIUPYIOLIUE TOPAIOK
BHEAPEHUS KOPIOPATUBHON COIMATILHON MOJUTHUKU U COUATTBHBIX
MIPOrpamMm

[Tops 10K 3aKIIF0OUEHUS TIOTOBOPOB (KOHTPAKTOB)

HOpMBI OTHUKH JCJIOBOT'O O6H_ICHI/ISI

[IpaBua BeieHUS 1€TI0BON NEPETHUCKH

Jlpyrue XxapakTepUCTHKU

3.7. O600u1enHast Tpy1oBast PyHKIIHS

Haunmenosanue OrneparinoHHOE yIIpaBIeHUE Kon G YpoBeHb 7
MIEPCOHAIIOM U CTPYKTYPHBIM KBaJTU (DUKAITIH
1oJipa3iesiecHueM OpraHu3aluu
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[Ipoucxoxaenue OpurpHann X | 3aUMCTBOBAHO U3
00001IeHHON TPYAOBOI OpUTHHAJA
GbyHKIIH
Kon Perucrpanuonnsii
OpHUrHuHaJa HOMED
npo¢eCcCuOHATHLHOTO
CTaHJapTa
Bo3MoskHbIe PykoBoauTeNb CTPYKTYPHOTO MOAPA3ICICHHS
HaMMEHOBaHUS HadanbHUK CTPYKTYpPHOTO MOAPa3AeICHHS

JOJDKHOCTEH, mpodeccuii

TpebGoBanus k
00pa3oBaHHIO U
00y4YeHUIO

Briciiee oOpa3oBaHue - MarucTparypa uiu
Bricmiee oOpazoBanue (HempopUIBLHOE) - MAarUCTpaTypa U

JOMOJTHUTEIBHOE MPOodecCHoHAIbHOE 00pa30BaHUE - IPOTPAMMBI

HpO(l)eCCHOHaHBHOﬁ MEPEIIOAroTOBKHU B obnactu YIpaBJICHUA
IICPCOHAJIOM WMJIM SKOHOMUKM Tpydad UJIM MCHC/PKMCHTA

TpeboBaHus K OIBITY
IPaKTUYECKON pabOThI

He MeHee sty JIeT B 061acTH yHpaBJICHUA IIEPCOHAIIOM

Oco0ple yCcIoBHsI JOITyCKa
K pabote

Jlpyrue xapakTepucTuKu

JlononHuTEbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaumeHnoBanue 6a30BOM rpyNIIbl, JOHKHOCTH
JIOKYMEHTA (mpodeccun) WM COEMUATBHOCTH
OK3 1212 Ypasisomuye TpyAOBBIMH pecypcamMmu
EKC - HavanpHuk oTaena kaapos
- HauanbHUK OT/1es1a OpraHu3aliy U OIUIaThl Tpyia
- HauanbHUK OT/1eN1a TIOJArOTOBKU KaJpOB
OKIIATP 24696 HauanbHuk otnena (ynpaBieHus KaapaMH U TPYJIOBBIMU
OTHOUICHUSIMH)
24705 HauanbHuk otnena (pyHKIMOHAIBHOTO B IPOYUX
00J1aCTAX JACSITEIHHOCTH)
OKCO 5.38.04.01 DKOHOMHMKA
5.38.04.02 MeHeKMeHT
5.38.04.03 VYnpasiieHHE NEPCOHAIOM

3.7.1. TpynoBas pyHKIHsS

HaumenoBanue Pa3paboTka cuctemsl Kon G/01.7 YpoBeHb 7
OIIEPALMOHHOTO YIIPaBJICHHUS (mogypoBeHb)
MEPCOHAJIOM U pabOTOM KBaTM(UKAITIT
CTPYKTYPHOT'O OJPA3AeICHUS
OpraHu3aluu

[Ipoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH (pyHKIMH OpHUTHHAJA

Kon Peructpanmonueri
OpHUruHaa HOMeEp
npodeccnoHanIbHOTO
CTaHJapTa
16.09.2024 Cucrema TAPAHT 40/58


https://internet.garant.ru/document/redirect/70968844/0
https://internet.garant.ru/document/redirect/70968844/1212
https://internet.garant.ru/document/redirect/57407515/0
https://internet.garant.ru/document/redirect/1548770/0
https://internet.garant.ru/document/redirect/1548770/24696
https://internet.garant.ru/document/redirect/1548770/24705
https://internet.garant.ru/document/redirect/71594768/0
https://internet.garant.ru/document/redirect/71594768/45380401
https://internet.garant.ru/document/redirect/71594768/45380402
https://internet.garant.ru/document/redirect/71594768/45380403

[Tpuka3z MunucTepcTBa TpyAa U conpanbHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBepXKICHHUM. . .

TpynoBsie necTBUs Pa3paboTka miaHoB, IporpaMm M MPOIEAYP YIPaBICHUS TEPCOHATIOM
ITocTaHOBKA ONEPAaTUBHBIX 1IEJIEN IO BOIIPOCAM YIIPaBJIEHHUs IEPCOHATIOM
PazpaboTka mpeuiokeHuil o cTpyKType nojapasaeieHus U NoTpeOHOCTH
B [IEPCOHAJIE

Pazpabotka nmpeaioxxeHuil no odecrnedyeHuro KajapoBoil 6e30macHocTH,
00eCTeYeHHIO MEPCOHATIOM, (POPMHUPOBAHUIO CHCTEM OLICHKH, Pa3BUTHSA,
OpraHM3aly U OIUIAThl TPyJa, KOPIOPATUBHBIM COLIMAIILHBIM
IIporpaMmam U COLMAJIbHOU ITOJIMTUKE

Pazpabotka mpemioxxenuii o 3aTpatax 1 GOpMUPOBaHUU OIO/KETa HA
epcoHall

KonTponbs ucnonHnenus Oromxera GoH/Ia OIIaThl TPYAa,
CTUMYJIMPYIOIIMX U KOMIICHCALIMOHHBIX BBIILIAT

Pa3paboTka npennokeHuil o 3aKkjII0UeHHUI0 J0r0BOPOB B 001aCTH
YIPAaBIIEHUS IIEPCOHAIOM € ITOCTABIMKAMH YCIIyT U IPOBEICHUE
IIPEABAPUTENIBHBIX IPOLEAYP IO UX 3AKIHOYCHUIO

Heo6xonumele ymeHust Opranu3oBbIBaTh paboTy NepcoHaa CTPYKTYPHOIO OJpa3IesIeHuUs]
OnpenensTs 3aa4u NepcoHaa CTPYKTYPHOTO MOAPA3IEICHUs UCXOIs U3
LIeJIEH U CTpaTeruy OpraHu3anuu

Co3zniaBaTh U ONUCHIBATh OPraHU3aLMOHHYIO CTPYKTYpPY, LIE€IH, 3a/1a4H,
(YHKLIHHU CTPYKTYPHOT'O NOPa3/IeJICHUs

[TprMeHsITh METOIbI YIIPABIICHUS MEXINYHOCTHBIMUA OTHOIIEHUSIMH,
dbopMHpOBaHUS KOMaH[, Pa3BUTHS JIMJIEPCTBA U UCTIOTHUTEIBHOCTH,
BbISIBJICHUSI TAJAHTOB, ONIPE/IEICHHMS] YJOBJIETBOPEHHOCTH paboTon
OnpenensiTb, aHaTU3UPOBATh, MOJIEINPOBATH U BHICTPAaUBAaTh BHYTPEHHUE
KOMMYHHMKAIMH [IEPCOHANA

Pa3pabarbiBaTh IPOEKTHBIE MIPEJIOKEHUS U MEPOTIPUATHS 110
MOBBIICHUIO 2P (EKTUBHOCTH PabOThI EPCOHAIA

BHenpsATh cTpaTeruio ynpasJeHHsI IEPCOHATIOM

CocTaBisTh, pacCUNTBIBATh, KOPPEKTUPOBATh U KOHTPOJIUPOBATh CTaTbU
pacxo/10B Ha MEepCOHa, pa3padbaTbIBaTh NPEJIOKEHUS 110 3aTpaTaM Ha
nepcoHa Juisd GopMUpPOBaHUS OrO/IKETa

IIpencTaBisTh HHTEPECHI OPraHU3alMU U BECTH IIEPETOBOPHI C
IPEeCTaBUTENIbHBIMU OpraHaMH pabOTHUKOB, B3aUMOJIEHCTBOBATh C
rOCY/IapCTBEHHBIMU OpTaHU3AIUSIMU

AHann3upoBath HH(GOPMAIUIO O OCTABIUKAX YCIYT B 00JacTH
YIOpaBJIE€HUs IEPCOHAJIOM U 00 YCIIOBUSIX 3aKI0YaeMbIX JOTOBOPOB
[Tpon3BOINTH MpeIBapUTENbHBIE 3aKYOYHBIE TPOLEAYPHI U OPOPMIIATH
CONYTCTBYIOIIYIO JIOKYMEHTALHIO MO 3aKJIOYEHUIO TOTOBOPOB
OpranuzoBbIBaTh U MPOBOAUTH KOPIOPATUBHBIE MEPOIIPUSITHS C
[IEPCOHAJIOM

Paboratek ¢ HHPOPMAIIMOHHBIMU CUCTEMAaMHU, HU(POBBIMU YCIyraMH U
CEpBHCAMH 110 BOIIPOCAaM YNPABIEHUS MIEPCOHATIOM B YaCTH
OTIEpPAlMOHHOTO YIIPaBJICHUSI IEPCOHATIOM U pabOThl CTPYKTYPHOIO
NIOAPAa3ACIICHUs

@opMHpOBATh MPEIIOKEHHUS O pEATU3ALNHA MEPOIPHUITHI 110
o0ecrneyeHHnI0 He00X0AMMOT0 YPOBHSI KaIpOBOH O€30IIaCHOCTH
dopMHUpoBaTh NPEUIOKEHHS 110 aBTOMATU3ALUN U HU(PPOBU3ALIUN
npoliecca ONeparMoOHHOTO YIpaBJIeHHUs IEPCOHAIOM U paboTon
CTPYKTYPHOTI'O TOAPA3/IEIICHHUS

ObecneunBaTh coOII0ACHNE TpeOOBaHMI 3aKOHOaTeIbcTBA Poccuiickoii
denepanuu U KOPIMOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHICHIIMATIBHON HH(OpMAIHH

Bectu nenoByto nepenucky
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Co0:1101aTh HOPMBI ATHKHU JEJIOBOTO OOIIICHHSI

HeoOxoaumbie 3HaHUS MeTo/1b1, CIOCOOBI M1 HHCTPYMEHTHI YIIPABICHUS TIEPCOHATIOM,
obecrieueHus KaapoBOoi 0€301MaCHOCTH

[enwn, cTparerusi pa3BUTHs U OM3HEC-TNIAH OPTaHU3AINH

CouunanpHas MOJIUTHKA, KOPIOPATUBHAS KYJIbTYpa, OJUTHUKA
yIpaBJeHUs] IEPCOHATIOM OpraHU3aluN

Merto/1bl aHaIM3a KOJMYECTBEHHOTO U KAYECTBEHHOI'O COCTaBa NepcoHaia
CucreMsbl cTaHAAPTOB MO OU3HEC-TIpolieccaM, MpodeccusiM, HOpMam
Tpyna

CucreMbl, MEeTOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUSI TPY/1a MIEpCOHAJIA

TexHonoruu u MeTo bl HOPMUPOBAHMS U KOHTPOJISI OIOJIKETOB

[Topsimok MpoBeACHUS 3aKYTIOYHBIX MPOLIETYP U 0hOPMIICHUS
CONYTCTBYIOIIEH TOKYMEHTALUH

OCHOBBI IPOU3BOICTBEHHOM JIEATEILHOCTH OpraHU3alluN

OcCHOBBI 00IICH U CONMATTLHOM ITCUXOJIOTUH, COITUOJIOTHH M IICUXOJIOTUU
TpyJa, SKOHOMHKH TPyAa, 0€30MaCHBIX YCIOBHH TPy
Opranu3alioHHas CTPYKTypa OpraHu3aiiu
Tapudno-kBanuduKamoHHbIC CIPABOYHUKHA padOT U podeccuit
pabounx M KBaTHU(PUKAMOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyXaIlluX, MpodeccroHalbHbIE CTAHIAPTHI

Crienran3upoBaHHbIe HH(OOPMAIIMOHHBIC CUCTEMBI, IIM(PPOBBIC YCIYyTH U
CEPBHCHI B 00JIACTH OTEPAIMOHHOTO YIIPaBJICHHSI IEPCOHATIOM U paboTOi
CTPYKTYPHOTO TIO/Ipa3/IeJICHHUs, TPAHUIIBI UX PUMEHECHHUS

OCHOBHbIE METPUKHU U aHATUTUYECKUE CPE3bl CUCTEMBbI OIIEPALIMIOHHOTO
YIpaBJICHUS IEPCOHAIIOM H PAabOTHI CTPYKTYPHOTO MOAPA3ICTICHUS
HopmatuBHbIE paBOBbIE aKThl, ONPEALIISIONIME HOMBI TPYJIOBOTO ITpaBa
OCHOBBI apXMBHOT0 3aKOHO/IATEILCTBA H HOPMATHUBHBIE TPABOBBIC AKTHI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
MepcoHaIy

OcHoBBI HaJIOrOBOTO 3aK0HO1aTenbeTBa Poccuiickoit ®eneparuu
OCHOBBI MUTPALIMOHHOTO 3aK0HOAaTenbcTBa Poccuiickoit denepanuu B
00J1aCTH TIPUBJICYCHHS U TPYAOYCTPONCTBA MHOCTPAHHBIX TPAXKIAH U JIUIL
0e3 rpakJJjaHCTBa

OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHOIaTeIbCTBA Poccuiickon
®denepannu B 06J1aCTH yIPaBICHUS IEPCOHATIOM M OTBETCTBEHHOCTH
JTIOJDKHOCTHBIX JTHI]

3axonozarenscTBO Poccuiickont denepannu no 3amuTe NepCOHAIbHBIX
JTAHHBIX

JlokanbHbIE HOPMATUBHBIE AKTHI OPTAHU3AIUHN B O0JIACTH YIIPABICHUS
MEPCOHAIIOM

[TopsiIOK 3aKITFOYEHUS IOTOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Jpyrue XxapakTepucTuku | -

3.7.2. TpynoBas pyHKIHsS

HaumeHnoBanue Peanuzanus onepaninOHHOTO Kon G/02.7 YposeHb 7
yIOpaBIeHUS IEPCOHATIOM H (TTOMypOBEHbD)
paboTHI CTPYKTYPHOTO KBaTM(UKAITII
10JIpa3ielieHus] OpraHU3aIiH

IIpoucxoxneHue ‘ Opurunan X ‘ 3aMMCTBOBaHO M3 ‘
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TpynoBO# GyHKINHN | opurnmana
Kog PerucrpanuoHHbIit
OpHUTHHaNa HOMEp
npoeCcCHuOHATHLHOTO
cTaHjaapra
TpynoBsie neiicTBus [TnanupoBaHue AEATETBHOCTH CTPYKTYPHOTO TIOAPA3ICICHHS U
nepcoHaja
OmnepaTuBHOE yNpaBlICHHUE IIEPCOHATIOM CTPYKTYPHOTO ITOAPA3ICIICHUS
OpraHH3aluu

Pacuer 3arpar 1o nojpaszieneHuIo U MoAroTOBKA MPeII0KESHUN IS
dhopmupoBaHus OrOKETa

Pa3paboTtka cTaHIapTOB NESTEIBHOCTH MOAPA3ACICHUS U YHUDHUKAIHSA
IPOLIECCOB

[TpoBeeHNe HHCTPYKTaXKA 110 OXpaHe TPyAa

[TocTanoBKa 3a7au paOOTHUKAM CTPYKTYpPHOI'O IIOApa3IeIeHHs,
OTIpeIeICHNE PECYPCOB JIJIsl MX BBHIIIOJIHEHHUS, KOHTPOJIb UCTIOJHEHUS
Pa3pa0oTka nmpeyiokeHuil o yayqIeHHIo oKa3aTesel qesTeIbHOCTH
1oJipa3iesieHus

dopmMupoBaHUE OTYETOB O PAbOTE CTPYKTYPHOTrO MOJIPA3/IEICHUs
Heo0xonumele ymeHUs OnpenensTh 30HBI OTBETCTBEHHOCTH U 3()(HEKTUBHOCTH pabOTHI
HepCoHaNa CTPYKTYPHOI'O MOApa3AeIeHUs, pPaCIpeaAesaTh 3a/1auu U
o0ecreynBaTh MaTepUAILHO-TEXHUYECKHE PECYPCHI JUISl UX MCIOTHEHHUS
[TpuMeHSTH METO/IBI OTIEPATUBHOTO YIPABICHUS IIEPCOHATIOM
opraHu3zaium, o0ecrneyeHus KaJpoBoi 6e300acCHOCTH

KoHTposmpoBaTe UCIIOJIHEHNE IOPYYEHUN U 33]1a4, CBOEBPEMEHHO
KOPPEKTHPOBATH IIAHBI U 3a]1a4u

OmnpenensaTs nokasarenu 3pQPeKTUBHOCTH pabOThI IEPCOHAIA
NOIpa3/JIeIeHUs]

YrpaBisiTe MOTHBALIUEN EPCOHANA, €TO BOBIIEYEHHOCTBIO U
JMCHMIUIMHON Tpyaa

CocCTaBiATh IJIAHBI EATETHHOCTH CTPYKTYPHOTO TTOAPA3/IeTICHHS
OpraHu3alu

CocCTaBsTh, PACCUUTHIBATH, KOPPEKTHPOBATH U KOHTPOJIMPOBATH CTATHU
PacxoJI0B CTPYKTYPHOTI'O MojapaszaeneHus i GOpMHPOBaHHUs OIOJIKETOB
[Tpon3BOINTH aHANN3 TEKYIIEH NEATETLHOCTH CTPYKTYPHOTO
NOJIPa3/IeIeHUs] U BHEAPSTH NMPOLEAYPHI [0 €€ ONTUMH3ALUN
[TpencraBiasTh HHTEPECH OPraHU3AIMH U BECTU TIEPETOBOPHI C
rOCyTapCTBEHHBIMH OpraHaMU, MPEICTAaBUTEILHBIMHI OpraHaMu
pabOTHHUKOB 10 BOIIPOCAaM MEpCcoHasa

BecTu reperoBophI ¢ TOCTaBIIMKAMH YCIIYT TIO YCIOBHSM 3aKITFOYaeMBIX
JIOTOBOPOB

[Tpon3BOINTH MpeNBapPUTENBHBIC 3aKYIOYHBIE POLIEAYPHI U 0POPMIISITH
COITYTCTBYIOIYIO JIOKYMEHTALIMIO IO 3aKIIFOYEHHUIO IOTOBOPOB
[TpoBOIUTH ayIUT PE3yIBTATOB PAOOTHI C MEPCOHATIOM

PaboTarh ¢ MH(pOPMAITMOHHBIMU CHCTEMaMH, IU(DPOBBIMU CEPBUCAMH 10
OTIEPAIIMOHHOMY YITPABIICHHIO ITEPCOHATIOM U pabOTOH CTPYKTYpHOTO
NOJIpa3JIeIeHUs

®opmMupoBaTh MPEIOKECHUS TI0 aBTOMATH3AINN ¥ TH(POBU3AITUH
OIEPALIMOHHOTO YIPABJICHUS IEPCOHATIOM U PabOTON CTPYKTYPHOTO
noJipa3iesieHus

ObecneunBaTh coOII0ACHNE TPEOOBaHMIA 3aKOHOaTeIbCTBA Poccuiickoii
denepanuu U KOPIMOPATUBHBIX MOJUTUK B 00J1aCTH 00paObOTKH
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MIEPCOHAJIBHBIX IAHHBIX M KOHPHUACHITMATHHOU HHpOpMaIuu

Bectu 1e10By10 IEPENUCKY

Co0:1101aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHSI

HeoOxoaumeble 3HaHUS Teopuu ynpasiieHHs] IEPCOHAJIOM M €0 MOTHBALIUHU

@opMbl U METOJIbI OLICHKH MEPCOHAJIA U PE3YJIbTATOB UX TPYyJa
TexHOI0ruM ONnepaTuBHOIO YIIPABJICHUS IEPCOHATIOM OPraHU3aIuu
CucreMsbl, METOJIbI U (POPMBI MATEPUATBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPYyAa NEepCOoHAIA

TexHoNOrHH U METOIBI (HOPMHUPOBAHWSI M KOHTPOJISI OIOJKETOB
MeTtopl yrpaBiieHHs pa3BUTHEM U 3 (PEKTHUBHOCTHIO OPraHU3allNH,
METO/Ibl aHAJIM3a BBIIIOJIHEHUS [UIAHOB U TPOTPaMM, ONPEIEICHUS UX
AKOHOMHUYECKOH 3((HEKTUBHOCTH, METOJIBI OOECIICYCHUS KaJIPOBOM
0e30IacHOCTH

DKOHOMHKA TpyAa

OpraHu3allMOHHO-IIITATHAS CTPYKTypa OpraHu3aiuu

[TonuTHka ynpaBiaeHHs IEPCOHATIOM, KOPIIOPATUBHAS COLIMATIbHAS
MOJIMTHKA, KOPIOPATUBHAS KYJIbTypa

e, cTparerusi pa3BUTHsI U OM3HEC-TNIAH OPTaHHU3AINH

MeToauKy TIaHUPOBAHKSI M IIPOTHO3UPOBAHMS IIOTPEOHOCTH B
MepcoHale

[Topsiiok yperyJupoBaHusi TPYAOBBIX CIIOPOB

TpeOoBanusi ¥ MpaBuJia MPOBEACHHS ayIuTa PabOTHI C IEPCOHAIOM
®opMbI COLIMATIBHOTO MAPTHEPCTBA U B3aUMOJICUCTBUS C
MIPEACTABUTEILHBIMHE OPTaHaMH PA0OOTHUKOB U MHBIMH OpPraHU3alUsIMU
[Topsimox oopmiteHUsT KaapOBBIX JOKYMEHTOB M MPUIAHUS UM
IOPUANYECKON CHUJIBI

TapudHo-kBanupuKamoHHbIE CIPABOYHNKY pabOT U npodeccuit
pabounx M KBaTM(UKAINOHHBIE XapaKTEPUCTUKH JOIHKHOCTEMN
CIy>Kalux, npodeccuoHaIbHbIE CTAHIAPTHI

[Topsimox mpoBeAeHUS 3aKyTIOYHBIX MPOLIETYp U 0hOpMICHUS
CONYTCTBYIOIIEN JTOKYMEHTAIUU

Crnennanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IIU(PPOBLIE YCIYTH U
CEPBHCBI 110 YITPABJICHUIO MEPCOHAJIOM, TPAHULIBI UX TPUMEHECHUS
OCHOBHBIE METPHUKHU U aHATUTUYECKUE CPE3bI CUCTEMBI ONIEPALIMOHHOTO
yIIpaBJIeHUs] IEPCOHATIOM M pabOThI CTPYKTYPHOTO MOIpa3IeNICHUS
HopMatusHbIE TpaBOBBIE AKTHI, ONPEAEIISIIOIINE HOMBI TPYAOBOIO ITpaBa
OCHOBBI apXMBHOT0 3aKOHO/IATEILCTBA 1 HOPMATHUBHBIC TTPABOBBIC AKTHI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
MepcoHaIy

OCHOBBI HAJIOTOBOT0O 3aKOHO1aTesibcTBA Poccuiickoit @eaepanuu
OCHOBBI MUTPALIMOHHOTO 3aKOoHO1aTenbcTBa Poccuiickoit denepanuu B
00J1aCTH TIPUBJICYCHHS U TPYAOYCTPONCTBA MHOCTPAHHBIX TPAXKIAH U JIUI
0e3 rpakJjaHCTBa

OCHOBBI 2JIMUHUCTPATUBHOIO 3aKOHO/1aTesIbcTBA Poccuiickoit
®denepanuu B 00J1aCTH YIIPABJICHUS IEPCOHATIOM U OTBETCTBEHHOCTH
JOJDKHOCTHBIX JIHIT

3akononarensctBo Poccuiickoil denepaiinu o nepcoHaIbHBIX JAHHBIX
JlokanpHbIE HOPMATHUBHBIE aKTHI OPraHU3AIMKA B 00JIACTH YIIPaBICHUS
[IEPCOHAIIOM

OCHOBBI IPABOBOTO PETYJIMPOBAHUS MOPSAKA 3AKITFOYCHUS
rpaXk1aHCKO-IIPABOBBIX IOTOBOPOB B COOTBETCTBUU C 3aKOHOIATEILCTBOM
Poccuiickoit deneparuu
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[IpaBuiia BeeHHS ACIOBOM NEPETUCKH

HopMbI 3THKH 1€I0BOTO 00IIeHUS

Jlpyrue xapakTepuCcTUKU

3.7.3. TpynoBas pyHKIUS

HaumenoBanmue Pa3zpaboTtka u cOnmpoBOKIACHHE Kon G/03.7 YpoBeHb 7
npoiiecca U pPOBU3aAUU U (moTypOBEHB)
ABTOMATH3AINH YIIPABICHUS KBaJTU (DUKAITAH
EPCOHAIOM

[Ipoucxoxaenue OpurpHann X | 3aUMCTBOBAHO U3

TPYAOBOH (pyHKIHH

OpUruHaja
Kon Peructpanmonuerit
OopUrvHaa HOMED
po¢eCCHOHAIBHOTO
cTaHjapra

Tpynoseie nenicTBus

16.09.2024

Pa3paboTka npennoxeHuil o aBToMaTu3auy U HuppoBU3aLUU
IIPOLIECCOB YIPABJICHUS IEPCOHAIOM

dopmyupoBaHKe IeJIeH U 3a/1a4 aBTOMATH3aIMK U [IU(QPOBU3ALINN B
paMKax cTpaTterud QyHKIMH YIPaBICHHUs [IEPCOHATIOM, O0IIel CTpaTeruu
OpTraHMu3aIHi 1 00eCIIeUCHMSI KaJIPOBOM OE30IMaCHOCTH

Koopaunanus u sxcniepTrsa pa3padoTKH cXxeM HH()OPMALMOHHOTO
oOMeHa, HOpMAaTUBHO-CIIPABOYHON MH(POPMAIINH, SJTEKTPOHHBIX
JOKYMEHTOB M CHCTEM aBTOMATU3aIM{ IPOLIECCOB yIPABICHHUS
HIePCOHAIIOM

Koopaunanus u sxcneptr3sa pazpadboTku cxeM HHPOPMaIMOHHOTO
oOMeHa, HOpMaTUBHO-CIPABOYHON MH(GOPMAIUH, STEKTPOHHBIX
JIOKYMEHTOB ¥ CUCTEM aBTOMATHU3AIMH MPOIECCOB YIPABICHUS
MIEPCOHAIOM

Koopaunanus pa3paboTku u corjiacoBanue (QyHKITMOHATBHBIX
TpeOOBaHUI K aBTOMATHU3aLMU U U(PPOBU3ALMH POIIECCOB YIPABICHUS
MIEPCOHAJIOM, B TOM UHKCJI€ TPEOOBAHUHN K MTOJIb30BATEIbCKUM
uHTepdeiicaM 1 madaoHam

CornacoBaHue perylaMeHTOB ¥ HHCTPYKIMH 10 paboTe ¢
aBTOMATH3UPOBAHHOM CUCTEMOM B 00J1aCTH MPOLIECCOB YIIPABICHHUS
HEPCOHAIOM

COHpOBO)KI[eHI/Ie n (I)yHKI_II/IOHaJ'IBHaH IpueMKa CUCTEM I_II/I(I)pOBI/IBaI_II/II/I u
ABTOMAaTHU3alWH IMMPOLUECCOB YIIPABJICHUA IMIEPCOHAIIOM Ha dTalrax
IMPOCKTUPOBAHMA, TECTOBOU U OHBITHO-HpOMBIH_IJ'ICHHOI\/II OKCILTYaTalluun

Opranusanus o0y4eHHs CIENUAIUCTOB M0 YIPABICHUIO IIEPCOHATIOM
UCTIOJIb30BAHUIO CHCTEM aBTOMATU3ALUHU U U(PPOBU3ALMH YIIPABICHUS
MIEPCOHAJIOM U NMPOecCHOHANBHOMN MOIEPKKHU MOJIb30BaTeNIeH

Opranuzanus GyHKIIMOHATEHOTO MOHUTOPUHTA PabOTHI CHCTEM
aBTOMAaTH3AIUH U ITUGPOBU3ALNH YITPABICHUS IEPCOHATIOM U
npodecCHOHATLHOM MOAIEPKKH MOJIh30BaTeNeH

Benenune npoekTHOM, MOJIb30BATENBCKOW U AKCILTyaTallHOHHOU
JOKYMEHTaIH (B 00J1aCTH (YHKIIMOHATBHBIX BO3MOXKHOCTEH) Ha
CHCTEMBI aBTOMATH3AINH U IU(PPOBU3AIUN TTPOILIECCOB YIIPABICHHS
[IEPCOHAIIOM

dopmyaupoBaHue MPEUI0KEHUN 10 MOJAEPHU3ALINN U Pa3BUTHIO
CYIIECTBYIOIIUX CHCTEM aBTOMATH3AIMH U IU(POBU3AINH YIIPABICHUS
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MIEPCOHATIOM

ObecnieunBath coOm0IeHrE TpeOOBaHMI 3aKOHOJaTeNbCTBA Poccuiickoi
deneparyiv 1 KOPIOPATUBHBIX TOJIUTUK B 00JIaCTH 00pabOTKH
MEPCOHAIBHBIX JaHHBIX M KOH(MUISHIIMAIBbHON nHOpMaImu

HeoOxomumbie ymeHHst

CoOuparb, aHATM3UPOBATh U CUCTEMATU3UPOBATh HEOOXOAUMYIO
uH(OPMAIIHIO JUTSI ABTOMATH3AIUHN 1 U(DPOBHU3AINH TPOIIECCOB
YIpaBJICHUS TIEPCOHAIIOM U 00€CTICYCHHS KaJpOBOH 0€30IaCHOCTH

YrpaBnsate QyHKIMOHATLHBEIME TPEOOBAHUSMU, dTAlIAMHU TIPOEKTOB
aBTOMAaTHU3alKK U HU(GPOBU3AINH YIIPABICHUS IEPCOHATIOM,
M3MEHEHUSIMHA B HUX

PaGorate B cucTemax yInpaBieHUs IPOEKTaMHU, TPEOOBAHUSAMHU U
J0pabOTKaMy 10 HUM

Pa3zpabarbiBaTh TECTOBBIE M MPUEMOYHBIEC CLICHAPUU JEMOHCTPALIMOHHBIX
1 00yyaroluX MaTepUajoB

Opranu3oBbIBaTh U IPOBOJAUTH 00YUaIOIINE U KOHCYJIbTallHOHHBIE
MEpONPUATHS I OJIb30BaTENIEN CHCTEM aBTOMAaTHU3aluU U
U (pPOBU3ALMH IPOLIECCOB YIPABICHUS IIEPCOHAIOM

PaboTatp B cucremax aBTOMaTH3aluy U LU(POBU3ALIUH ITPOLIECCOB
YIPaBJICHUS IEPCOHAIOM

["'0TOBUTH M 3aLUIATh SKOHOMHUUECKUE U KaYeCTBEHHbIE 0OOCHOBAHUS U
3¢ PeKTH aBTOMATH3AINUU U HU(POBU3AIIUH MTPOLIECCOB YIIPABICHHS
[IEPCOHAJIOM

Co0.1r0,1aTh HOPMBI ITHKH JCIIOBOTO OOIICHUS

HeoOxonuMble 3HaHUs

16.09.2024

Mertoibl ynpaBiieHUs pa3BUTHEM H 3P HEKTUBHOCTHIO OpraHU3aIlHY,
METOAbBI aHAJIN3a BBIITIOJIHCHUS ITJIAHOB U HpOFpaMM, onpeneneHHﬂ nux
HKOHOMHYECKOM 3()PEKTUBHOCTH, METOIbI 00ECIICUCHHS KaIPOBOI
0e30macHOCTH

MeToIbI OTICHKH pa0OThI CTPYKTYPHBIX MOPa3ICICHHMA, Pe3yIbTaTOB U
7 (HEeKTUBHOCTH IeATEIHHOCTH

MGTOHI)I MMPOBCACHUA ay/JUTa U KOHTPOJUUIMHI'a OICPATUBHBIX
YHPABJICHUYCCKHUX ITPOLICCCOB

TGXHOJ'IOFI/II/I, MCTOJbI U MCTOAWKH IMPOBCACHUA aHaJIM3a U
CUCTCMATU3alMHU JOKYMCHTOB 1 I/IH(bOpMaI_[I/II/I

[TonuTuka ynpaBiaeHUs IEPCOHAIOM, KOPIIOPATUBHAS COLIMANIbHAS
MOJIMTHKA, KOPIIOPaTUBHAS KYJIBTYypa

TapudHo-kBanupuKamoHHbIE CIIPABOUYHNKY pabOT U mpodeccuit
pabouux U KBaNU(UKALMOHHBIE XapaKTEPUCTUKU JOJKHOCTEH
CITyXKallluX, podeccroHalIbHbIE CTaHIapPThI

OCHOBBI ynpaBieHUs MPOEKTaMH (TPUMEHUTENBHO K IPOEKTaM B cdepe
MH(OPMaILIMOHHBIX TEXHOJIOTHI)

OCHOBBI TPOEKTUPOBAHMSA U TIOCTPOCHUSI HHPOPMAITMOHHBIX CUCTEM,
OCHOBHbBIE TEXHOJIOTUH U TPEH/Ibl, UMEIOIINE OTHOILIIEHHUE K cepe
YIPAaBJIEHUS IEPCOHAIOM

OCHOBBI JIMIICH3UPOBAHUA ITPOTrPpaMMHOTO OGCCHC‘-IGHI/IH, 06pa303aH1/1;1
ICH Ha IMPOrpaMMHBIC CPEACTBA U OLICHKKU CTOUMOCTHU BJIAACHUA
I/IH(I)OpMaL[I/IOHHBIMI/I CHUCTCMAaMH

OCHOBHBIE TTOJIOKEHUS TPAKIAHCKOT0 3aKOHOAaTeIbCcTBA Poccuiickoit
®denepannu B 00J1aCTH MHTEIIEKTYAIbHON COOCTBEHHOCTH

HCJ'II/I 1 CTPATCrusd PasBUTHUA OpraHU3allvun

HOpMaTI/IBHBIe IMPAaBOBLIC AKTLI, OMMPECACTIAIONINE HOMBI TPYAOBOI'O ITpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATEILCTBA 1 HOPMATHBHBIC TTPABOBBIC AKTHI
Poccwiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUH 110
nepcoHany
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OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBA Poccuiickoit @eaepanuu
OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHOaTesIbcTBA Poccuiickon
denepanuu B 00J1aCTH yIIpaBICHUS IEPCOHATIOM M OTBETCTBEHHOCTH
JIOJDKHOCTHBIX JIUIT

3akoHojiaresnbcTBO Poccuiickoi Deniepaliniy 0 NepCOHAIbHBIX JaHHBIX
TpeboBanus 3axononatenscTea Poccuiickoit @enepanuu B od6mactu
MIPUMEHEHUSI SJICKTPOHHOM MOANMUCH

JlokanpHbIC HOPMATHUBHBIC JOKYMEHTBI OpraHU3aIuy B 00J1aCTH
yIpaBJIeHUs] IEPCOHATIOM

[Topsimok 3aKynoOYHOM EATEIbHOCTH, 3aKIIOUCHUS U BEJICHUS JJOTOBOPOB
(KOHTPAKTOB)

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

Jlpyrue xapakTepucTuKu -

3.7.4. TpynoBas pyHKIUsS

HaumenoBanue AJIMUHHCTPUPOBAHNE Kon G/04.7 YposeHn 7
IPOIIECCOB ONEPAIIHIOHHOTO (ToTypOBEHB)
YIpaBIICHUS TIEPCOHAIOM H KBTI (DUKAITAH
paboToii CTPYKTYPHOTO
MOJIPa3/IeICHUs] OPTaHU3aINH U
COOTBETCTBYIOIIETO
JIOKYMEHTO0000pOTa

[Ipoucxoxaenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH (pyHKIHH

OpUTHHAJIA
Kon Peructparmonublit
OpHUTHHAJIA HOMED
npodeccruoHaIbLHOI0
cTaHjapTa

TpynoBsie nercTBUs

16.09.2024

AHanu3 IpoIeccoB JOKYMEHTO000POTa, JIOKATBHBIX JIOKYMEHTOB 10
BOIPOCAM OMNEPAIMOHHOTO YIIPABIECHUS IEPCOHAIOM U paboTOi
CTPYKTYPHOTO TOJpa3ieieHIs, ON3HEC-TIPOIECCOB OpraHU3aIiH,
yIOBJIETBOPEHHOCTHU NIEpCOHAIIA

JlokyMeHTaIrmoHHOe 0(hOpMIICHHIE PE3YJIbTATOB OMEPAIIMOHHOTO
yIpaBIeHUs MepcoHana U paboThl CTPYKTYPHOTO TOpa3AeNieHus,
PE3YJITATOB ayaUTa PabOTHI C TIEPCOHATIOM

[ToaroroBka npeanoKeHui Mo Pa3BUTHIO CUCTEM ONIEPALIMOHHOTO
YIPABIICHUS TIEPCOHAIIOM B PaObOTHI CTPYKTYPHOTO TIOIpa3ACIICHUS, 10
HE00XOIUMBIM KOPPEKTHPYIOIIUM U IPEBEHTUBHBIM MepaM
Pa3zpaboTka cuctempl aHanM3a U KOHTPOJIS pabOThI IepcoHaa,
MEPOIPUATHIA 10 00eCTIeUeHUIO KaIpoBOi 6€30MacHOCTH

KoHTpo:b, cpaBHEHHE W aHAJIA3 MPOIIECCOB B 00JIACTH OIIEPATHBHOTO
yIpaBIeHUS TIEPCOHATIOM, PE3yIbTATOB YIPABIEHYECKIX MEPOIPUSITHIA,
ornpeesieHue GaKTOPOB, BHI3BIBAIONIUX OTKJIOHEHUE OT TUIAHOBBIX
IOKa3areseun

[ToaroroBka u 006paboTKa 3apOCOB, YBEAOMIIEHUH, CBEIEHUH O
pabOTHUKAX B TOCYJapCTBEHHBIC OpraHbl, TPO(ECCHOHATLHBIC COFO3HI,
0O0IIIECTBEHHBIE OPraHU3aluU

ConpoBoskIeHUE JIOTOBOPOB OKa3aHUs YCIYT 110 BOIIPOCAM ONIEPATHBHOTO
yIpaBIeHUS TIEPCOHATIOM U PabOTON CTPYKTYpPHOTO MOAPA3ICICHHUS,
BKJIIOYAs IPe/IBAPUTENIbHBIE MTPOLIETYPHI 110 X 3aKIIFOUEHUIO
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[ToaroroBka npeoxeHuii Mo GopMUPOBAHUIO OO/ KETa HA TIEPCOHAT
OpraHu3aluu

Boinonnenue TpeboBaHuil 0 XpaHeHUI0 HHGOPMAIUU O pe3ybTaTax
JEHUCTBUSI CUCTEM OIEPAIMOHHOTO YIIPABJICHUS IIEPCOHATIOM U pabOTON
CTPYKTYPHOTO MOJpa3AeaeHHs

Heo6xonumele ymeHUst

KonTponupoBars MeponpusTHs 110 00eCreueHHIO KaIpOBOM
0€30I1aCHOCTH, IIPOLIECCHI YIIPABIICHH IEPCOHATIOM IOpa3/IeIeHul,
OTIPENIeNIATh UX PE3yIbTaTUBHOCTD U BBIABIATH (PAKTOPHI OTKIOHEHUH OT
[IJIAHOBBIX [1APaMETPOB

Pa3pabaTpiBaTh IPOrpaMMBbl JOCTHKEHUS TIEJICH U ONIEPATUBHOTO
peuieHus 3a/1a4 noapa3aeaeHuin

AHanu3upoBath, pa3padarbiBaTh U 0QOPMIISATH JOKYMEHTHI IO
ONEPATUBHBIM MPOIECCAM U UX pe3yJIbTaTaM

[IpoBoANTH ayAUT KaJIpOBBIX MPOLIECCOB, MPOLERYP, OhopmIiieHUs
KaJIpOBBIX JTJOKYMEHTOB M JIOKYMEHTOB I10 YIIPABJICHUIO MIEPCOHATIOM

KOHTpOJII/IpOBaTB PaCXO0J0BAHUC 6IO,Z[)K6TOB Ha ICpCoHall

OdopMITATE TOKYMEHTHI 110 ONEPAMOHHOMY YIPABJICHUIO IEPCOHATIOM H
paloTe CTPYKTYPHOTO MO/Ipa3/ieieHus, IpeICTaBIsIeMbIE B
rOCy/1IapCTBEHHbIEC OPTaHbl, IPEACTABUTEIbHbIE OpraHbl pA0OTHUKOB

Ob6ecneynBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE 10 CUCTEMaM
OIIEPAIMOHHOTO YIIPaBJICHUS [IEPCOHAIOM U padoTe CTPYKTYpPHOTO
MO/Ipa3IeIeHUs

Oprann3oBbIBaTh XPaHEHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSAMU TPYI0BOTO M apPXUBHOIO 3aKOHOAaTebcTBa Poccuiickoit
denepanvu U JOKAJbHBIMU aKTaMU OpPTraHU3aIluy

KOHTpOHI/IpOBaTB HCIIOJIHCHUC TOTOBOPOB MMOCTABIHIUKOB YCIIYT 11O
BOIIpocaM 1nepcoHajia

[Ipon3BoauTh 3aKynoYHbIE TPOLEAYPHI, OPOPMIIATH U aHAIU3UPOBATh
3aKyIIOYHYIO JOKYMEHTALUIO

HpOBO}II/ITB MEPETOBOPELI U MPEACTABIIATE MHTCPECHI OPraHu3alviu B
TOCYJapCTBCHHBIX OpraHax, NpCACTABUTCIIbHBIX OpraHax pa60THI/IKOB 110
BOIpocaM 1rnepcoHajia

Bectu nem0By1o nepenucky

Bectn Y4ET U pEerucTpanuo J0KyMCHTOB B I/IH(l)OpMaIII/IOHHI)IX CHUCTEMax
1 Ha MaTCPUAIbHBIX HOCUTCIIAX

PaGoratk ¢ HHPOPMAIIMOHHBIMU CHCTEMAaMH, IU(PPOBBIMU yCITyraMu U
cepBUCaMHM B 00JIaCTH ONEPAIIMIOHHOTO YIIPABICHHS IEPCOHATIOM U
paboTOH CTPYKTYpHOIO NOJPA3/IeJICHUS

dopMupoBaTh MPEUIOKESHHSI 10 ABTOMATU3ALUU U IUPPOBU3ALIUN
mporiecca OMeparMmoHHOTO YIPABICHUS TIEPCOHAIOM U paboTON
CTPYKTYPHOTO MOJpa3IeIeHH

Ob6ecneunBaTh coO0IeHNE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
Ddenepanuu U KOPIOPATUBHBIX MOJUTHK B 00JIACTH 00pabOTKH
MIEPCOHANBHBIX JAHHBIX M KOH(UIEHIIMAIbHON HHpOopMalu

Bectu nenoByro nepenucky

C06J'IIOI[aTL HOPMBI 9TUKHU JCJIOBOTO O6IJ_ICHI/ISI

Heo0OxonnMeie 3HAaHUS

16.09.2024

Mertoas! ynpaBieHus pa3BuTHEM U 3()(PEKTUBHOCTHIO OPraHU3aIlNH,
METO/bl aHAJIN3a BBIIIOJIHEHUS TUIAHOB U IIPOTPaMM, ONPEEICHUS UX
IKOHOMHUYECKOH 2 (PEKTUBHOCTH, METOJIBI OOECIICUEHUS KaIPOBOM
0e301acHOCTH

MeTob1 O1IeHKH pabOThI CTPYKTYPHBIX MOJpa3/ieIeHHH, pe3yIbTaToB
TpyJla IepCoHaJIa

MeTo/1bI TPOBEICHUS ayIMTa ¥ KOHTPOJUIMHTA ONIEPAaTHBHBIX
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YIIPABJIEHUYECKUX MTPOIECCOB

@opMBI U CUCTEMBI MATEPUAIIBHOTO U HEMATEPUATILHOTO
CTUMYJIMPOBAaHUs TPyJa NEepcoHana

OCHOBBI IOKYMEHTAIITMOHHOTO O0eCTIeUeHUs

[Topsaok oopmieHus, BeACHUS U XpaHSHUSI IOKYMEHTAIIUN 10
CUCTEMaM OTEePallMOHHOTO yIPaBICHUS MIEPCOHATIOM U paboTe
CTPYKTYPHOT'O NOAPA3/ICICHUS

[Topsinok hopmupoBanusi, BeieHus 0a3bl JaHHBIX U MIPEA0CTABICHUS
OTYETHOCTH I10 CUCTEMAM ONEPALMOHHOIO YIIPABJICHUS [IEPCOHAIIOM U
paboTe CTPYKTYPHOTO MOAPA3ACIICHHS

Tapudno-kBanudukannoHHbIe CIIPAaBOUYHUKN PabOT U mpodeccuii
pabounx M KBTM(PUKAIMOHHBIC XapaKTEPUCTUKH TOJDKHOCTEH
CITyXalUX, MPoPecCuoHaIbHbIE CTAHIAPThI

HopmaTtuBHBIE IPaBOBBIC aKThI, PETYIMPYIOMINE ITpaBa U 003aHHOCTH
rOCYIapCTBEHHBIX OPTraHOB M OPraHU3alXHU 110 MPEJOCTABICHUIO YUYETHON
JIOKyMEHTaluU

[MTopsitokx poBeCHMSI 3aKyTIOYHBIX MPOIIETyp U oopMITeHUS
CONYTCTBYIOIIEH JOKYMEHTAIlUU

[TonuTHka ynpaBiaeHHs IEPCOHATIOM U COLIMATIbHAS TTOJIMTHKA
OpraHu3alu

Oprann3aliOHHO-IIITaTHASL CTPYKTYpa OpraHu3aIiu

Ilenu u cTpaTterus pa3BUTHSI OpraHU3aIUU

busHec-11aH 1 OM3HEC-TIPOIIECCHl OPraHU3alUH

Criennanu3upoBaHHbIe HH()OPMAIMOHHBIC CUCTEMBI, IU(PPOBBIC YCIYyTH U
CEPBHCHI B 00JIACTH OMEPAIIMOHHOTO YIIPaBJICHHUSI IEPCOHATIOM U paboTOoi
CTPYKTYPHOTO MOJPa3/ICJICHUS], TPAHUIbI UX IPUMEHEHHUS

OCHOBHBIE METPUKH U aHATTUTUYECKUE CPE3bl CUCTEMBI OTIEPAITUOHHOIO
yIIpaBJICHUS IEPCOHAJIOM U pa0OThI CTPYKTYPHOTO MOAPA3ACIICHUS
HopMmatuBHBIE ITpaBOBBIE AKTHI, ONPEAEIISIOIINE HOMBI TPYAOBOTO ITpaBa
OCHOBBI ApXMBHOTO 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKThHI
Poccuiickoit @deneparuu B 001acTH BEACHUS TOKYMEHTAIUHU TIO
MepCoOHAY

OcHOBBI HAJIOrOBOIO 3aKOHOAaTesbeTBa Poccuiickon Pepepannn
OcHOBBI MUTPAIIMOHHOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu B
o0JacTy MPUBJICYEHUS U TPYIO0YCTPONCTBA HHOCTPAHHBIX TPa)IaH U JIUIL
0e3 rpaKJaHCTBA

OCHOBBI a/IMUHUCTPATUBHOIO 3aKOHOAaTeNLCTBA Poccuiickoi
®enepanuu B 00J1aCTH YIIPABJICHUS IEPCOHATIOM U OTBETCTBEHHOCTHU
JIOJ>KHOCTHBIX JIUIL

3akonoarenscTBO Poccuiickoit denepaiyiv 0 MepCOHANBHBIX JIAHHBIX
JlokanpHBIE HOPMATUBHBIE JJOKYMEHTHI OpTraHu3aIii B 00J1aCcTH
YIIPABJICHHS IEPCOHATIOM

[Tops 10K 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

[IpaBuia BeIeHUS AEITOBOM NEPENUCKU

Hopwmbl 3THKH 1€710BOTO OOIIIEHUS

Jpyrue xapakTepucTuKu -

3.8. O600m1enHast Tpy10oBast PyHKIIHS

HaunmenoBanue Crparerudeckoe yrpaBieHHe Kon H YpoBeHb 7
NIEPCOHAJIOM KBaJTU(DUKAITH
IIpoucxoxneHue ‘ Opurunan X ‘ 3aMMCTBOBaHO M3 ‘ ‘ ‘
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0000IIIEHHON TPYI0BOI
byHKIUN

OpUTrHHaja
Kon Peructpanmonuerit
OopuruHazia HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

Bo3moxHble
HaMMEHOBaHHUS
JOJDKHOCTEH, Tpodeccuit

Jupexrop 1o nepcoHamy

JIMpeKTOp 1O yIpaBJICHUIO IEPCOHATIOM

3aMecTUTEIb JUPEKTOpA 110 YIPABICHUIO IEPCOHATIOM

3aMecTuTeNb FeHEPATIbHOIO JUPEKTOPA 110 YIIPABJICHHUIO IIEPCOHAIIOM

TpebGoBanus k
00pa3oBaHMIO U
00y4YeHUIO

Briciiee 0O0pa3oBaHue - MarucTpaTypa win

Briciiee o6pa3zoBanue (HempopuiIbHOE) - MaruCTpaTypa u
JOTIOJTHUTENBHOE MpodeccruoHanbHoe 00pa3oBaHuE - IPOTPAMMEI
poeCCUOHATILHOM MEePEIOATOTOBKU B 00JIACTH YIIPABIICHHSI
MIEPCOHAJIIOM HJIU CTPATErMYECKOTO YITPABIICHHUSI

TpeboBanust K ONbITY
IPaKTUUECKON pabOThI

He meHee nsatu et B o0nactu yYpaBJIC€HUA IEPCOHAIIOM HAa PYKOBOIAIMIUX
JOJIDKHOCTAX

OcoOblIe ycloBHs T0IyCKa
K pabore

Jlpyrue XxapakTepuCcTHKU

I[OHOJ'IHI/ITGJ'ILHBIG XapaKTCPHUCTUKHU

HaumenoBanue Kon HaumenoBanue 6a30B0ii rpymnbl, JOKHOCTH
JIOKYMEHTA (mpodeccun) WK crieHuatbHOCTH
OK3 1212 YIpasisoIKe TPyI0BBIMU PeECypcaMu
EKC - 3aMecTUTENb JUPEKTOPA M0 YIIPABJICHUIO IEPCOHATIOM
OKIIATP 25042 HavanpHuk ynpasieHus (crenuain3upoBaHHOTO B
IPOYMX OTPACIIAX)
OKCO 5.38.04.01 DKOHOMHKA
5.38.04.02 MeHemKMEHT
5.38.04.03 VYrpasineHue nepcoHagom

3.8.1. TpynoBas QpyHKIMsS

HanmenoBanue Pa3pabotka cucremsl Kon H/01.7 YpoBeHb 7
CTPaTEruuecKoro yrnpaBJIeHHUs (moypoBeHb)
MePCOHAJIOM OpraHU3alu KBaTM(UKAITIT
IIpoucxoxnenue Opurnnan X | 3auMCTBOBAHO U3
TPpYya0BOH hyHKUINU OpUTHHaJa
Kog Perucrpanuonnslii
OpUTHHala HOMeEp
npodecCroHaIbLHOTO
CTaHJapTa

TpynoBeie nelcTBUSA

16.09.2024

[TocTanoBKa cTpaTernuecKux 1ejiel B yIpaBiIeHUH TIEPCOHATIOM H

obecrneueHnn KaipoBoi 0e30MacHOCTH

Pa3zpaboTka KOpropaTUBHOM MOTUTHKH, TIIIAHOB, POTPAMM, TIPOLIEYD U

TEXHOJIOTHH YIpaBJeHUs IEPCOHAIIOM

Pa3zpaboTka KOpIOpaTUBHOM KYJITYPhl U COIMATBHON TTOJIMTUKHU, CUCTEM
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MOTHUBAIMH, YPPEKTUBHOCTH, OLIEHKU M Pa3BUTHsI IEPCOHATIA
@®opMHpOBAaHUE CUCTEMBI OILUIATHI U OpraHU3aluy Tpy/ia IepcoHaIa

Pa3pa60T1<a CHUCTEMBI OPTraHU3allMOHHOI'O ITIPOCKTUPOBAHMSI,
I[JIAHUPOBAHUC HOTpCGHOCTI/I B IICPCOHAJIC OpraHu3annn

Pa3paboTka nmporpaMm, IpUHIKIIOB CTaHIAPTU3ALMH, YHU(PUKAIIH,
aBTOMAaTU3AlLMU [IPOLIECCOB YIIPABJICHUS [IEPCOHAIOM U 0€30M1aCHBIX
YCJIOBUHM Tpyaa

dopmupoBaHue Or0HKETa Ha IEpCOHA

Pa3paboTka TexHOJIOTHI1 ayiuTa paboThl ¢ NEPCOHATIOM M KOHTPOJUIMHIA

HeoOxonumbie ymeHust Pa3pabarbiBaTh CTpaTeruy U NOJUTHKYU YIIPABJICHUS [IEPCOHAIIOM,
o0ecrieyeHns KaJpoBoi 6€30MacCHOCTH

Co3zaBaTh ¥ ONUCHIBATh OPraHU3alMOHHYIO CTPYKTYPY, LI€IH, 3a1a4H,
(GYHKIMU CTPYKTYPHBIX MOAPA3ACICHUN U TOJHKHOCTHBIX JIUI]

HpI/IMeHHTB MCTOJBbI YIIPAaBJICHUA MCKIIMYHOCTHBIMU OTHOIICHUAMU,
(1)OpMI/IpOBaHI/I$I KOMaH, pa3BUTHA JIMACPCTBA U UCIIOJTHUTCIIBHOCTH,
BBIABJICHHS TAJAHTOB, OIIPCACIICHHA YIOBJICTBOPCHHOCTHU pa60T0171

OnpenensaTb U aHATU3UPOBATh BHYTPEHHHE KOMMYHUKALIUH,
MOJEJIMPOBATh MTOBEACHUE NIEPCOHAIA

HpeIICTaBJISITL HHTCPCChI OpraHru3alvui B roCyIapCTBCHHLBIX OpraHax, BO
BSaHMOHeﬁCTBHH C IMPCACTAaBUTCIIbHBIMU OpraHaMunu pa6OTHI/IKOB 110
BOIIpocCaM IrepcoHajia

CocTaBisiTh, pacCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTaThU
pacxo/10B OOKETOB U (POHIOB HAa IPOrPAMMBI U MEPOIIPHUATHS 110
YIOPaBJIEHUIO NEPCOHAIOM OpraHU3aluu

HpOBOI[I/ITB AyJIUT U KOHTPOJIJIMHI' B obnactu YHpaBJICHUS IICPCOHAJIOM

Pa3pabarbiBaTh KOPIIOPATUBHBIE COLMANIBHBIE IPOTrPaMMBbl

Bectu MEPETOBOPLI IO BOIIPOCAM COLUAIIBHOTO MAPTHEPCTBA C
MNpEaACTAaBUTCIbHBIMU OpraHaMmn pa6OTHI/IKOB

PaboTath ¢ MH(pOPMAITMOHHBIMU CUCTEMAMH, YCIIyTaMH U CEpPBUCAMHU B
00J1aCTH CTPATErMYECKOr0 YIIPABJICHHSI IEPCOHATIOM

dopMHUpOBaThH MPEUIOKESHHSI 10 aBTOMATU3AIIUN U [IU(PPOBU3ALIUN
rpoiiecca pa3pabOTKH CTPATEruu paboThI C MEPCOHATIOM

Oprann30BbIBaTH MEPOTIPUSITHS IO 0OECTICYCHHUIO BBITTOJIHEHUS
TpeOOBaHUI OXpaHbI TPY/la B COOTBETCTBUU C ACHUCTBYIOIIUM
3akoHoJarenscTBoM Poceniickon denepannu 1 J0KaIbHBIMA AKTaMHU
OpraHu3aluu

OpranuzoBbIBaTh U MPOBOAUTH MEPOIIPUSTHS C IEPCOHATIOM B
COOTBETCTBUU C KOPIOPATUBHOU COLUAIIBHON IMOJTUTUKON

OGecneunBath co0III0ICHIE TPeOOBAaHU 3aKOHOIaTeIhCTBA Poccuiickoit
denepanyy U NOIUTUK paboToATENS B 006JIaCTH 00pabOTKU
NIEPCOHATBHBIX JAHHBIX W KOHQHUISHIIMATHHON HH()OpMAIHH

Bectu ACJIOBYIO IICPCHUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUSI

Heo0xonuMmele 3HaHUA MeTtosl yrpaBieHUs pa3BUTHEM U d3P(EKTUBHOCTHIO OPTaHU3AIIHH,
AHaJIN3a BBITIOJTHCHUS IIJIAHOB U HpOl’”p&MM, OHpe)IeJ'ICHI/ISI nux
AKOHOMUYECKOH I(HPEKTHBHOCTH, METOABI OOECTICUCHHUs KaIpOBOI
0e30macHOCTH

Metobl O1IeHKH paboThl CTPYKTYPHBIX MOJIpa3/IeeHuH, pe3yIbTaToB
TpyZAa NepcoHata

MCTO)II)I MMPOBECACHUA ayJUTOB, KOHTPOJUIMHI'a YIIPABJICHUYCCKUX
POIIECCOB

MeTOI[I)I AHaJIM3a KOJIMYECTBCHHOI'O M KAYCCTBCHHOI'O COCTaBa MepCcoHajia
MCTO,Z[BI 0pFaHI/I3aHI/IOHHOFO HpOCKTI/IpOBaHI/IH
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CucreMbl cTaHAAPTOB MO OU3HEC-TIpolIeccaM, MpodeccusiM, HOPMBI Tpyia

Cucrembl, METOBI M (POPMBI MATEPUAIIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBaHUs TPyJa IepCoHaIa

MeTop1 aHATH3a COIUANBHBIX ITPOTPAMM U OTIPEACTICHUS HX
YKOHOMHUYECKOH 2((HEKTUBHOCTH

TexHONOTHH U METOIBI (POPMUPOBAHHS U KOHTPOJIS OIOPKETOB Ha
[IepCOHA

TpeGoBanusi 0XpaHbl U OE30MACHBIX YCIOBHUH Tpy1a

Lenu, cTparerusi, KOpHopaTUBHAS COLUATIbHAS MTOJIUTUKA U MTOJUTHKA O
nepcoHally, KOpIopaTUBHAs KYJIbTypa

OCHOBBI TEXHOJIOTHU IMPOU3BOACTBA U ACATCIILHOCTHU OpTraHHU3allnun

OCHOBEHI COIMOJIOTUH, IICUXOJIOTMU 1 SKOHOMUKH TPyJdad

OCHOBBI YIpaBJICHUA COIMAJIbHBIM PA3BUTUCM OpraHru3alin

MeTo 16l TPOBEICHUS COLMOJIOTMYSCKUX HCCIICIOBAHUMN, H3YUCHHUS
0OIIIECTBEHHOTO MHEHUS

OpranuzanvoHHasi CTPYKTypa OpraHu3aluu

Tapudno-kBanuduKamoHHbIC CIIPABOYHUKN padOT U Mpodeccuit
pabounx M KBaTU(PUKAIMOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITY)KaIIMX, MPO(heCcCHOHAIbHBIC CTAHIAPTHI

Criernanu3upoBaHHbIe HH()OPMAITHOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpPBUCHI B 00JIACTH CTPATEIMYECKOI0 YIIPABICHUS IEPCOHATIOM, IPAHULIbI
UX IPUMEHEHUS

OCHOBHBIE METPUKH U AHAIUTUYECKUE CPE3BI CTPATETHYECKOTO
YIPaBJICHUS IEPCOHATIOM

HOpMaTI/IBHHC ITPAaBOBLIC AKThI, OIIPCACIIAIOINNC HOMBI TPYAOBOI'O ITpaBa

OCHOBEI APXHUBHOI'O 3dKOHOAATCIILCTBA 1 HOPMATHBHBIC ITPABOBBIC AKThI
Poccuiickoii @enepanuu B 00JacTH BeICHUS TOKYMEHTAIIUH 110
epCoHaTy

OCHOBBI HAJIOIOBOTO 3aKOHOAaTesnbcTBa Poccuiickor deaepaunu

OCHOBBI MUTPAIIMOHHOTO 3aKOHOAaTeNNbcTBA Poccuiickoi denepariviv B
00JacTH NMpUBJIEUEHUS U TPYI0YCTPONCTBAa HMHOCTPAHHBIX FPAXKAAH U JIMIL
0e3 rpakJjaHCTBa

OCHOBBI /IMMHUCTPATUBHOTO 3aKOHOaTeNbCTBA Poccuiickon
®enepanyu B 001aCTH yIpaBiIeHNUs NEPCOHATIOM M OTBETCTBEHHOCTH
JTOJKHOCTHBIX JIUI

3akononarensctBo Poccuiickoit denepaiuu 0 nepcoHaAIbHBIX JAHHBIX

JlokanbHBIE HOPMATUBHBIC aKThI OpraHru3alnu B obmactu YHpaBJICHUA
MIEPCOHAIIOM

[Topsi10K 3aKIIIOYEHHS IOTOBOPOB (KOHTPAKTOB)

HpaBI/ma BEJCHUS JEIOBOM TMEPCIIMCKU

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Jpyrue xapakTepucTuKu

3.8.2. TpynoBas QpyHKIHsS

HaumeHnoBanue Peanmsamus cucreMsel Kon H/02.7 YpoBeHb 7
CTPATETUYECKOr0 YIpaBICHUs (oLypoBEHb)
IIEPCOHAIOM KBaJIM(pUKaALMK
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH (pyHKIMH

16.09.2024

OpuruHajia

Kon Peructparnmonuerit
OpuruHana HOMED
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po¢eCCHOHAITBHOTO
CTaHJapTa

TpynoBbie nelcTBUA [TnarupoBaHue NEATEIBHOCTH U pa3paboTKa MEPOTIPUITHH TIO
yIpaBICHUIO IEPCOHAIIOM ISl peau3alii CTPaTerHYecKuX Hesen
OpraHu3alyy U o0ecreyeHus KaapoBoi 6€301acHOCTH

Buenpenue noyiuTukK, IIaHOB, IPOTrpamMm, MPOLEIYp U TEXHOJIOTUH 1O
YIPaBIECHUIO IEPCOHAIOM

[TocTpoenue opraHM3alMOHHON CTPYKTYPHI C yU4ETOM IIJIaHOBOM
MOTPEOHOCTHU B TIEPCOHAJIE ¥ B3aUMOJICHCTBUS CTPYKTYPHBIX
MO/Ipa3IeJICHUH OpraHu3aluu

Buenpenue u noaaepxaHiue KOpIopaTUBHON KyJIbTYPbl U COLUAIBHON
MOJINTUKH, CUCTEM MOTHBAIHH, 3O (HEKTUBHOCTH, OIEHKH U PA3BUTHS
nepcoHaa

Brenpenne n noaepxaHue CUCTEMbI OpPTraHU3aI[UH TPY/1a U OILIaThI
nepcoHaa

YrpaiieHrue BHEAPESHUEM IMPOTPAMM U IPUHIIMIIOB CTAHIaPTH3AIUH,
yHU(PHUKAMY, aBTOMATU3aIlUU TPOIECCOB YIPABICHUS MEPCOHATIOM U
0e301acHbIX YCJIOBHUM Tpyaa

Opranu3zanys npoBeAeHHs ayAuTa U KOHTPOJUTMHTA B YIIPaBICHUH
[IEPCOHAIOM

[TocTaHoBKa 3a/1a4 pyKOBOJUTENSAM CTPYKTYPHBIX MTO/Ipa3/IelICHUH,
ompeiesieHUE MaTePUATBHO-TEXHUYECKIX PECYPCOB IS X BBITTOJIHCHUS
CornacoBaHue yCclIOBUI 3aKITI0OYaEMbIX IOTOBOPOB IO BOIIPOCaM
yIpaBJeHHUs IEPCOHATIOM

Opranu3zanys npoBeaeHHs 3aKyIMOYHBIX IPOIEAYp MO BOIPOCcaM
yTIpaBJICHUS TIEPCOHAIOM U O(hOPMIICHHUS COMTYTCTBYIOIICH
JIOKYMEHTAIUH 110 HUM

dopmupoBaHue OIKETa Ha TEPCOHA

Pa3zpaboTka TexHosoruil ayauTa paboThl ¢ IEPCOHATIOM U KOHTPOJIJIMHTA
[Ipumenenne k pabOTHUKAM Mep MOOIIPEHUs U AUCHUTUTHHAPHOTO
B3BICKAHHSI

HeoOxonumbie ymeHus [Tpou3BoIUTE aHANK3 JEATENBHOCTH IO YIIPABICHHUIO MTEPCOHANIOM,
pa3pabarbiBaTh MoKa3aTeau 3EeKTUBHOCTH pabOThI

dopMUpoOBaTh TUIAHBI U MEPOTIPHUSATHS 110 YIIPABICHUIO TIEPCOHATIOM U
00ecIeueHnI0 KapoBoii 0€301MacHOCTH

PaccunthiBaTh OFO/KET B 00JIACTH YIIPABJICHHS IEPCOHATIOM
OmnpenensiTh 30HBI OTBETCTBEHHOCTH paOOTHUKOB U TIOJIpa3ciIcHUH,
CTaBUThH 334U PYKOBOJUTENSIM MOAPA3ICICHUN U 00eCTieunBaTh
PECYPCHI ISl UX UCTIOTHEHUS

KoHTpompoBaTh ¥ KOPPEKTHPOBATH HCIIOJTHCHUE IOPYYSHUH | 3a/1a4
YrpaBnars 3¢ (HEeKTUBHOCTHIO U BOBJICYEHHOCTHIO TIEPCOHAIA,
JTUCITUTIIIMHON TPyAa U COOJTI0ICHNEM 0€30TacHBIX YCIOBUHU Tpya
Bectu neperoBopsl 1o BOIpocaM COLUAIbHOTO MApTHEPCTBA U
MIPEJICTaBIATh HHTEPECH OPTaHU3AIMH B TOCYIAPCTBEHHBIX OpraHax,
MPEICTaBUTENBHBIX OpraHax pabOTHHUKOB M OpTraHU3aIUAX 110 BOPOCAM
nepcoHaa

PaGorats ¢ HHPOPMAITMOHHBIME CHCTEMaMH, IU(PPOBBIMU yCITyraMu 1
CEpBHCAMH [0 YIIPABJICHUIO NIEPCOHATIOM

[TpoBOANTH ayAWT U KOHTPOJJITMHT B 00JIACTH YIPABICHHS IIEPCOHATIOM
®dopMHUpPOBATH U MPOBOIUTEH COUATBHYIO ITOJIMTHKY M COITUATBHBIC
MIPOrPaMMBbI

Bectu neperoBopsl ¢ MOCTaBUIMKAMHU YCIIYT IO YCIOBUSAM 3aKJIF0YaEMBbIX
16.09.2024 Cuctema TAPAHT 53/58
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JIOTOBOPOB

[Tpou3BOIUTE 3aKyNOYHBIEC IPOLIEAYPHI, OPOPMIIATH U aHATU3UPOBATH
3aKYTOYHYIO JOKYMEHTAIHIO

Ob6ecrieunBaTh COOJIOICHNE TPEOOBAHMIA 3aKOHOAATENLCTBA Poccuiickoit
®denepalyiv U KOPIOPATUBHBIX MOJIUTUK B 00JIACTH 00pabOTKU
MIePCOHANBHBIX JJAHHBIX M KOH(UIEHITHAIBHON nHpOpManmu
Cobr0/1aTh HOPMBI ATHKH JIEJIOBOT0 OOILIECHUS

HeoOxonumebie 3HaHus MeTtob! ynpaBieHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3aIH,
METO/Ibl aHAJIN3a BBIIIOJHEHUS TUIAHOB M MPOTPaMM, OTPEICTICHUS UX
SKOHOMMYECKOI 3(PPEeKTUBHOCTH, METOIbI 0OECTIEUeHUs KaIpOBOM
0e30macHOCTH

Opranu3zaniys ynpaJieHHsl pa3BUTHEM OpraHHU3aINH

Teopuu ynpaBieHUs: OpraHU3alUEeH, TOJTUTUKA U CTPATETUS YIIPABICHUS
MIEPCOHAIOM

[TonuTuka ynpaBiaeHus: IEPCOHATIOM, KOPIIOpaTUBHAs COL{MAJIbHAS
MOJINTUKA, KOPIIOPAaTUBHAS KYJIbTYypa

MeTto/1p1 aHaIM3a BBIIOJIHEHUS IUIAHOB U 3ajia4, ONPEAEICHUS UX
SKOHOMHUYECKOH 2 (HEKTUBHOCTH

MeTo/IbI OIICHKH Pe3YJIbTaTOB U 3PPEKTUBHOCTH TPYIa

MeTo/1bI BHEIPEHHSI CUCTEMBI YIIPABICHUS IEPCOHAIOM

MeTo/1pI OpraHN3alMOHHOT0 TPOSKTUPOBAHUS

OcHOBBI pabOTHI 110 TPOHECCHOHATILHOW OPHECHTAIHH

MeToauky MIaHUPOBAHMS U TPOTHO3UPOBAHUS MTOTPEOHOCTH B
IepcoHae

Ienwu, cTpaTerus pa3BUTHsI U OM3HEC-TNIAH OPTaHU3AINH

Teopuu u MeTo1bl popMHUpPOBaHUS OpeHAa OpraHU3aluu

TpeboBanus oxpaHbl TpyJa U O€30MACHBIX YCIOBUH Tpya

MeToauku pa3pabOTKU ¥ BHEPEHHUSI TOKAIbHBIX HOPMAaTUBHBIX aKTOB
[Topsaok 3aKIIFOUEeHHS TPYAOBBIX JIOTOBOPOB, PETYJIUPOBAHUS TPYIOBBIX
CIIOpPOB

OCHOBBI COLIMOJIOTHH, TICUXOJIOTUH, SKOHOMUKH TPY/1a U YIIPABJICHUS
COLIMAJIbHBIM Pa3BUTUEM OPTaHU3AINH

MeTo1p1 TPOBEIEHUS COLIMOIOTMYECKUX UCCIIeI0BaHUM, U3YyUEHUS
00I1IeCTBEHHOTO MHEHUSI

TexHomoruu MpoBEACHUS ayIUTa U KOHTPOJIJTMHTA B YIIPABICHUHU
IEPCOHAJIOM

[Topsimok mpoBeieHrs 3aKyMOYHBIX MPOIEAYP U opopMiIeHUs
COMYTCTBYIOIIEH TOKYMEHTALUU

TexHonoruu, cTangapTU3aIMs, yHH(PUKAIKS, aBTOMATH3aIMs TPOIIECCOB
yYIPaBJICHUS IEPCOHATIOM

Opranu3zaliioHHasi CTPYKTypa OpraHu3aliiuu
Tapuduo-kBanMpuKamoOHHbIE CIPABOYHUKHN pabOT U MpodeccHii
pabounx U KBaTu(UKAIUOHHBIE XapaKTEPUCTUKH JOIKHOCTEN
CIyKalluX, MpodeccroHallbHbIe CTaHIapThI

Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIE CUCTEMBI, IIM(PPOBBIE YCIyTH
U CEPBHCHI B 00JIACTU CTPATErMYECKOTO YIIPABICHUS [IEPCOHAIIOM,
TPaHUIIbI UX IPUMEHEHUS

OCHOBHBIE METPUKHU U AHATUTHYECKUE CPE3BI CTPATETMIECKOTO
yYIPaBJICHUS IEPCOHATIOM

OCHOBBI ApXMBHOTO 3aKOHO/IATEIILCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccuiickoit deaeparuu B 001acTH BEACHUS TOKYMEHTAIIUHU TIO
TepcoHaIy

OcHOBBI HAJIOrOBOTO 3aKOHOAaTeNbcTBa Poccuiickon deaepanun
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OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbeTBa Poccuiickoit denepainu B
o0JacTu MPUBJICYEHUS U TPYJOYCTPONCTBA HHOCTPAHHBIX TPaXKIaH U
JU1 0€3 TPaKIaHCTBA

OCHOBBI aJIMUHUCTPATUBHOTO 3aKOHOaTelIbcTBa Poccuiickoin
denepanuu B 001aCTH YIIPaBICHUS ITEPCOHAIOM U OTBETCTBEHHOCTH
JOJDKHOCTHBIX JIHI]

3akonoarenbcTBO Poccuiickon denepanuy 0 MepCcoHaIbHbIX JaHHBIX
[Tops 0K 3aKJIFOUYEHHS] IOTOBOPOB (KOHTPAKTOB)

JlokasilbHbIC HOPMATHUBHBIC aKThl B 00JIACTH YIIPABJICHHSI IIEPCOHATIOM
[IpaBuia BeeHUs AEI0BOM NEPENUCKU

Hopwmbl 3THKH 1€710BOTO OOIIEHUS

Hpyrue xapakTepucTUKu -

3.8.3. TpynoBas pyHKIUS

HaunmenoBanue AJIMUHHCTPUPOBAHUE Kon H/03.7 YpoBeHb 7
MPOLECCOB CTPATETHYECKOTO (moTypoBEHB)
yIpaBlIeHUs IEPCOHAIIOM U KBaJTU(DUKALINH
COOTBETCTBYIOIIETO
JIOKYMEHT0000poTa

IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPYI0BOM (hyHKINU OpUTHHAJA

Kon Perucrpanuonnsiii
OpUTHHAla HOMEp
npodeCcCuOHATHLHOTO
CTaHJapTa
Tpynosele neicTBus JlokyMeHTarmoHHOe 0(hopMIIEHHE pe3yJIbTaTOB YIIPABICHHS IEPCOHATIOM,

€ro ayauTa, padoThl CTPYKTYPHBIX NOJIpa3aesieHui
JIOKyMEHTallMOHHOE ¥ OPraHU3allMOHHOE COITPOBOXKICHNE
CTPaTEruuecKoro yrnpanjieHHs IEPCOHATIOM U PabOTOM CTPYKTYpPHBIX
OAPAa3ACIICHUN

[TonroroBka mpenaoKeHU MO Pa3BUTHIO CUCTEM yIPaBICHUS
HEepCOHANIOM, obecrieueHus KaJJpoBOil 6€30MacHOCTH, IO HEOOXOIUMBIM
KOPPEKTHUPYIOIIUM U MPEBEHTUBHBIM MEPaM U 110 MOBBIIIEHUIO

3P PEeKTUBHOCTH pabOThI CTPYKTYPHBIX MOJIpa3/ieIeHUui

KoHTpoub nporieccoB B 001aCTH yIpaBieHUs IEPCOHATIOM U PabOThI
CTPYKTYPHBIX ITO/Ipa3JIeJIEHNI, CPABHEHUE U AHAJIN3 IIPOLIECCOB,
pe3yJIbTaTOB YIIPABIEHYECKUX MEPOTNIPUATHI, onpeenenre GakTopoB,
BBI3bIBAIOIIMX OTKJIOHEHHE OT IJIAHOBBIX ITOKA3aTeseH

CornacoBaHue ¥ KOHTPOJIb JOTOBOPOB 110 BOIPOCAM U CUCTEMaM
CTPATErH4eCcKOro yIpaBiIeHUs IEPCOHATIOM U paboTe CTPYKTYPHBIX
1oJipa3/ielieHui, OpraHu3alus IpoLeayp Mo uX 3aKJII0UEHUI0
[ToaroroBka mpeaaoKeHui Mo 00ecneuyeHn0 COOTBETCTBUS OpraHU3aii
Y OILIAaThl TPYAA NEPCOHANIA YCIEIHBIM KOPIOPATUBHBIM ITPAKTHKAM
HeoOxonumelie ymeHust AHann3upoBath, pa3pabaTsiBaTh U 0POPMIIATH JOKYMEHTHI 0 MpolieccaM
U pe3yJibTaTaM yIpaBJIeHHs! IEPCOHATIOM U paboTe CTPYKTYPHBIX
NOJpa3/IeICHUI

[TpuMeHsTh METO/Ibl aHaJIN3a OU3HEC-TIPOLIECCOB OPTaHU3AINH
OnpenensaTh NporpaMMbl JOCTHXKEHHUS LIeeH U peleHus 3a1a4
IOAPA3ACIICHUN

ITpoBOAMTE ayAUT CUCTEMBI YIIPABICHUS IEPCOHATIOM U CUCTEMBI

16.09.2024 Cucrema TAPAHT 55/58



https://internet.garant.ru/document/redirect/12125267/11
https://internet.garant.ru/document/redirect/12148567/4

[Tpuka3z MunucTepcTBa TpyAa U conaibHoi 3amuThl PO ot 9 mapra 2022 1. N 1091 "O6 yTBEpXICHHUM. . .

obecrieueHus KaapoBOoH 0€30MaCHOCTH

[IpoBOIUTH KOHTPOJUIMHT CUCTEMbI YIIPABJICHUS IEPCOHATIOM
KonTponupoBath Or0/KET Ha IEPCOHAI U YIIPaBJICHUE PacxolaMu Ha
MEepCOHA

Opraan3oBbIBaTh COIMPOBOKIAEHUE JOTOBOPOB IO BOIPOCAM yIIPABICHUS
MIEPCOHAJIOM, BKJIIOUas NMPEABAPUTENBHBIC MPOIIEAYPHI IO X
3aKIHOYEHUIO

Opranu3oBbIBaTh 3aKyNOYHbIE IPOLEAYPHI, ODOPMIIATH U aHATTU3UPOBATD
3aKYNOYHYIO JTOKYMEHTAIUIO

KoHTponnpoBaTe 1 aHaNM3UPOBATh BOIPOCH! COLIMAIBHOIO NTAaPTHEPCTBA,
JIOTOBOPBI ITOCTaBUIMKOB YCIYT

[IpoBOINUTH MEPErOBOPHI U MPEACTABIATH HHTEPECHl OPraHU3AIUHU B
rOCYyIapCTBEHHBIX OpraHax, Mpo(eccnOHANBHBIX CO3aX U JPYTHX
MPEJICTAaBUTENIbHBIX OpraHax padOTHUKOB U OpraHU3aIHIX [0 BOIIPOCaM
repcoHasna

Paborates ¢ HHPOPMAIIMOHHBIMU CUCTEMAMHU, HU(DPOBBIMU YCIyraMH U
CEpPBHCAMHU I10 YIIPABJICHUIO EPCOHAIOM

ObecnieunBaTh JOKYMEHTAIIHOHHOE COMIPOBOXKICHUE MPOIIECCOB
YIpaBJICHUS] IEPCOHAIIOM B pabOTON CTPYKTYPHBIX TOIpa3aeieHUI
Oprann3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSAMU TPYA0BOI0O M apXUBHOIO 3aKOHOAaTeIbCTBA Poccuiickoi
denepalny U JOKAIbHBIMHU AKTAMHU OpraHU3aIMu

Ob6ecrieunBaTh coOIOICHHE TPeOOBAHMI 3aKOHOJATENLCTBA Poccuiickoi
denepanny U KOPIOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKH
NIEPCOHAIBHBIX JTAaHHBIX M KOH(MUICHIIMAILHOW HH()OpMALIHH
Co0J1r0,1aTh HOPMBI ITHUKH JCIIOBOT0 OOIICHUS

HeoOxoaumbie 3HaHUS CouunanpHas MOJIUTHKA, KOPIOPATUBHAS KYJIbTYpa, CUCTEMbl MOTHUBAIIUU
1 3¢ dEeKTUBHOCTH YIPABJIECHUS IEPCOHAIOM

MeTtos! ynpaBineHus pa3BUTHEM U 3P(EKTUBHOCTHIO OPTaHU3AIIHH,
METO/Ibl aHAJTN3a BBITTOJIHEHUS TUTAHOB M MIPOTPaMM, OTIPEICTICHUS UX
HKOHOMUYECKOH d(HPEeKTUBHOCTH, METOABI OOECTICUeHHUs KaIpOBOI
0€e30MacHOCTH

Mertoabl poBeIeHUS ay/IUTa, KOHTPOJISL ONIEPATUBHBIX YIPABICHUECKUX
MPOLECCOB, COIMOJIOTHYECKUX UCCIIECTIOBAHUI

busHec-naan u OM3HEC-MPOoIecChl OPraHu3aluu

BropkeTHOE TPOEKTUPOBAHUE

Oprasn3alliOHHOE NPOEKTUPOBAHUE

@DOopMBbI, METOJBI U CUCTEMBI MAaTEPUAIIBHOTO U HEMATEPUATILHOTO
CTUMYJIMIPOBAHUSI TPYAa EpCOHAIA

CucreMbl cTaHAAPTOB MO OU3HEC-TIpoIIeccaM, PO ECCHsIM
(cIenMabHOCTSIM), HOPMBI TPYJa

MeTobl aHaIM3a KOJMYECTBEHHOTO U KaYE€CTBEHHOI'O COCTaBa MepcoHalia
[TonuTrka opraHu3aIyy Mo MepcoHATY

[Topsimox popMupoBaHus, BeACHUS 0a3bl TaHHBIX U MPEJOCTABICHHS
OTYETHOCTH TI0 CHCTEMaM YIIpaBJIEHUS MTEPCOHAIIOM U paboTe
CTPYKTYPHBIX MOApPA3AEIICHUMA

OCHOBBI IOKYMEHTAIIHOHHOTO 00ECTICUCHHU S, TIOPSATOK OPOPMIICHHUS
JIOKYMEHTOB, IIPEJICTABIIIEMbIX B TOCY/IAPCTBEHHBIE OPTaHblI,
poeCCHOHAIbHBIC COIO3bI, OOIIECTBEHHBIC OpTraHU3AIHI

I{enm u cTparerus pa3BUTHS OpraHU3AINA

[Topsimox mpoBeACHUS 3aKyTIOYHBIX MPOLIETYP U 0hOpMIICHUS
CONYTCTBYHIOIIEH TOKYMEHTALUH

HopMaTuBHBIE IPaBOBBIE aKThI, PETYIHUPYIOIINE TIPaBa U 00I3aHHOCTH
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rOCYIapCTBEHHBIX OPTaHOB M OPTraHU3alMK MO MPEIOCTABICHUIO YUYETHOU
JIOKYMEHTallUU

OpraHu3anoHHas CTPYKTypa OpraHu3alii U BaKaHTHbBIC JOJKHOCTH
(mpodeccun, CeaTbHOCTH)

Tapudno-kBanudukamoHHbIe CIIPABOYHUKN pabOT U npodeccuit
pabouux U KBAIU()UKAINOHHBIE XapAKTEPUCTUKU JTOIDKHOCTEH
CIyKalmx, nMpodeccunoHaIbHbIC CTAHIAPTHI

Criennanu3upoBaHHbIe HH()OPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIIYTH U
CEPBUCHI B 00IaCTH aIMUHUCTPHPOBAHUS MPOIIECCOB CTPATETHIECKOTO
YIpaBIIeHUS TIEPCOHATIOM, B 00JIACTH IOKYMEHTOO00pOTa, TPAHUIIBI UX
MIPUMEHEHUSI

HopMatuBHbIE TPaBOBBIE AKTHI, ONPEACIISIONINE HOMbI TPYAOBOTO ITpaBa
OCHOBBI apXMBHOI'0 3aKOHO/1ATE/ILCTBA M HOPMATUBHbBIEC TPABOBBIC AKTHI
Poccutickoit deneparuu B 00JaCTH BEACHUS JOKYMEHTAIUH 110
MepCcoHaIy

OCHOBBI HAJIOTOBOTO 3aK0HO1aTesibcTBAa Poccuiickoit deaepanuu
OcHOBBI MUTPAIITMOHHOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu B
o0JnacTu MpUBJICUEHUS U TPYI0YCTPONCTBA HMHOCTPAHHBIX TPAXKAAH U JIHII
0e3 rpaXKJaHCTBa

OCHOBBI 2/IMUHUCTPATUBHOIO 3aKOHO/1aTesIbcTBAa Poccuiickoit
®denepanuu B 00JIaCTH YIIPABJICHUS TIEPCOHAIIOM M OTBETCTBEHHOCTH
JIOJDKHOCTHBIX JIWIL

3akononarenscTBo Poccuiickoit denepanuu 0 NEPCOHAIBHBIX JAHHBIX
JlokanibHbIE HOPMATHUBHBIE AKThl OPTaHU3AIUHN B 00JIACTH YIIPaBJICHUS
MIEPCOHAIIOM

[Topsi10K 3aKJIFOUEHHMSI IOTOBOPOB (KOHTPAKTOB)

HopMbI 5THKH 1€510BOr0 001IeHus

Jpyrue XxapakTepucTuku | -

IV. CBenenus 00 opranusanusx - pa3padoTyukax npogeccuoHaIbLHOr0 CTAaHIaAPTA

4.1. OTBeTCTBEHHAs OpraHU3alusA-pa3pabOTUUK

Coger no npodeccuoHaIbHBIM KBAIM(UKAIMAM B 00JIACTH YIIPABICHUSI IEPCOHATIOM
[Ipencenarens ByukoBuu Asuia AnekcanipoBHa

4.2. HaumeHoBaHMsI OpraHU3aluii-pa3paboTUMKOB

1 Arpoxosaunr "CTEIIB", ropon PoctoB-Ha-/lony

2 AQ "Konuepn Pocaneproatom", ropon Mocksa

3 AO "OMK", ropoxa Brikca, Huxeropoackas o6macte

4 Komnanus "Merannounsect”, ropoa Mocksa

5 MOCKOBCKMI METPOIIOIUTEH, ropoa MockBa

6 Wuctutyt 3anstocty v npodeccuit ®PI'AOY BO "HayuHo-uccnenoBarenbCKuil yHUBEpCUTET
"Bpiciias mikoJia 5KOHOMUKH'', ropos 1 MockBa

7 HOYY "UnctutyT npodeccuoHanbHOro Kaaposuka', ropox Mocksa

8 OOQP "Coro3 paboToaaresneil pakeTHO-KOCMHUYECKOM MmpombliieHHOCTH Pocecun", ropoa
Mocksa

9 OOP "Poccuiickuii COr03 IPOMBIIUIEHHUKOB U IpeAnpuHUMarenei”, ropox Mocksa

10 ITAO "T"azmipom HedTR", Topoa CankT-IleTepOypr

11 ITAQO "Pocrenexom", ropoa MockBa

12 ITAO "Pycl'unpo", ropon KpacHosipck
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13 ITAO "Ceepcranp", ropon Yepenosen, Bojoroackas o6iactb

14 ITAO A®K "Cucrema", ropoa Mocksa

15 CPOO "Accormanusi pyKOBOAUTEIEH U CHELMATUCTOB M0 YIIPABICHUIO YEJI0BEYECKUMU
pecypcamu", ropon ExarepunOypr

16 OI'BOY BO "MockoBckuii aBUAIIMOHHBIN HHCTUTYT (HAITMOHAIBHBIA UCCIIEA0BATEIbCKUT
yHuBepcurer)", ropog Mocksa

17 ®I'BY "BHUMU tpyna" Muntpyna Poccun, ropog Mocksa

18 UV "l[leHTp nmaHUpOBAHMS U UCIIOJIB30BAHMS TPYJIOBBIX pecypcoB ['aznpoma', roponx MockBa

! O6mepoccuiickuii knaccuduraTop 3aHATHI.

2 O6mepoccuiickuii KaaccuhuKaTop BUAOB IKOHOMUUIECKOH AeATeTbHOCTH.

3 Ejqumbli kBamu(UKAIMOHHBIA CIPABOYHMK JOIKHOCTEH pyKOBOAMTENEH, CHNENUaaucToB U
JIPYTHUX CIIyKallUX.

4 O6mepoccuiicknii kaccuukaTop npodeccuii pabouNX, JOMKHOCTEH CITYKAIIMX M TapHu(pHBIX
pas3psiioB.

¥ O6urepoccuiickuii Kaccu(huKaTop CrenuanbHOCTEH 10 00pa30BAHMIO.
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