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l. OO01ue ceeneHus

YpaiieHHE IEPCOHATIOM OpraHU3aI[UuH 07.003

(HanmeHOBaHME BUA TPOYECCHOHATBHON AEATEILHOCTH) Kog
OcHoBHas 11eb BUJIa TPOGECCHOHATBHOM JeITENbHOCTH:

Oo6ecrnieuerne 3 heKTUBHOrO QYHKIIMOHUPOBAHUS CHCTEMbI YIIPABICHHS IIEPCOHATIOM IS JOCTHXKEHUS TIeIei
OpraHu3aIH

['pynna 3ansTHit:

1232 PykoBonuTenu monpasaeneHuit (ciayx0) 2412 CrienmanucTsl 10 KaapaM u
yIpaBJIeHUsI KaJjpaMH U TPYAOBBIMU npodopueHTaNH
OTHOLLICHUAMHU

3423 CrienManucThl KaJPOBBIX CIYXO0 U - -
YUpEKACHUH 3aHATOCTH

(xox OK3Y) (HanMeHOBaHUE) (ko OK3) (HamMeHOBaHUE)

OrHeceHue K BUaaM SKOHOMHYECKOHN ACATCIBHOCTH

‘78.30 ‘I[GHTGIIBHOCTB 1o noAdopy HepcoHala npovas

(xox OKBDT%) (HamMeHOBaHUE BHIA SKOHOMUICCKOHN NEITCITLHOCTH)



II. Onucanne TpyaoBbIX GyHKIMIL, BXOASAIINX B IPO(eCcCHOHAIbHBINH CTAHAAPT
(bynkumoHaJ bHAsI KApTa BUIA NPodecCHOHATBLHOM 1esiTeIbHOCTH)

O06006uieHHBIE TPYAOBBIC (GYHKIINH

Tpynossle GyHKIMN

YPOBCHb
YpOBEHb
KOJT HaMCHOBaHHUE HaMCHOBaHWE KO (momypoBeHsb)
KBaTA(DUKAIIUN
KBaTH(UKAITAN
A JlokyMeHTanmoHHOe o0ecrieueHre paboThI C 5 Benenue opranu3aiioHHON U pacniopsAUTeIbHON JokymeHTarun | A/01.5 5
MIEPCOHATIOM 10 TIEPCOHAITY
Benenne moKyMeHTAITNH 110 YUETY U JBHKEHUIO KaJIpOB A/02.5 5
AMHHUCTPHPOBaHHUE MIPOLIECCOB U TOKYMEHTO000poTa 1o yuery u | A/03.5 5
JBIDKCHUIO KaJpPOB, MPEACTABICHUIO JOKYMEHTOB TI0 IIEPCOHAITY B
rOCYJIapCTBEHHBIE OPTaHEbI
B JlesaTeIbHOCTD 110 00ECIICUCHUIO 6 CO6op uHGOpMaLIUK O MOTPEOHOCTIX OPraHU3aIuH B IEPCOHAIIC B/01.6 6
NepCcoHATIOM [Nouck, npusnevenue, nogdop u 0TOOP mepcoHaa B/02.6 6
AIMUHHCTPUPOBAHKE IIPOIIECCOB M TOKYMEHTO000pOTa B/03.6 6
o0ecrieyeHurs IepcoHaIoM
C JlesaTenbHOCTb 1O OLICHKE M aTTeCTallu! 6 Opranu3anus ¥ IpoBeJICHUE OLICHKU TTepCoHalia C/01.6 6
[IepcoHala Oprasu3aiys 1 MpoOBEACHHE aTTECTAIlMHU IePCOHaa C/02.6 6
AMUHUCTPHPOBAHHUE MIPOLECCOB U TOKYMEHTO000POTa U C/03.6 6
MPOBEJCHUH OLICHKU M aTTECTAlluK NepCOHaa
D JlesATeIbHOCTD 110 Pa3BUTHIO IIEPCOHAA 6 Oprasu3zaiys 1 MPOBEACHHE MEPONPUITHH 110 Pa3BUTHIO U D/01.6 6
MOCTPOCHHUIO NIPo(ecCHOHATTLHOM Kaphephl IIepcoHalia
Opranu3zanust 00yueHus IepcoHaa D/02.6 6
Oprasu3zanus aganTalyud ¥ CTaXXHUPOBKHU IIEpCOHAa D/03.6 6
AIMHHUCTPUPOBAHUE MIPOLECCOB U JOKYMEHTOO00POTA MO D/04.6 6
Pa3BHTHIO U MPOQECCHOHANBHOI Kapbepe, 00y4YeHHIO, aJanTalul U
CTOKUPOBKE MEPCOHANA
E JlesTeIbHOCTD 110 OpraHU3aluy TPy1a U 6 Opranusaiys Tpy/aa nepcoHaia E/01.6 6
OILIaThl IICpCOHAIA Opranu3zanys oIIaTel TpyAa epcoHaia E/02.6 6
AIMUHHCTPUPOBAHKE IIPOIECCOB U TOKYMEHTO000POTA 110 E/03.6 6
BOIIPOCAM OpraHH3alUH TPYAA M OIUIATHI IEpCoHaa
F JlesTensHOCTh IO OpraHu3alun 6 PazpaboTka KOprnopaTUBHOI COLMANEHON TOMUTHKI F/01.6 6
KOpHOPATHBHOM COIIMAILHON IIOJTUTHKH Peasusariust KOPIIOPaTUBHOM COLMAIBLHON MOJUTHKH F/02.6 6
AIMHHUCTPUPOBAHUE MPOLECCOB U JOKYMEHTOO00POTA MO F/03.6 6
BOIIPOCaM KOPIIOPATUBHOM COLMAIBHON MOJUTUKHU
G OrnepaItnoHHOE yTIpaBJICHHE TIEPCOHATIOM U 7 Pa3paboTKka crCTEMBI OIIEPalliOHHOTO yIIpaBiaeHus nepconamom u | G/0L1.7 7

noApa3aACJICHUEM OpraHu3aluun

paboThI CTPYKTYPHOTO TOApa3AeICHNUS




3

Peanuzanyst onepaimoOHHOTO YIPABJICHHUS IEPCOHATIOM H PaOOTHI G/02.7
CTPYKTYpPHOT'O IOApa3AeICHUs
AIMUHHCTPUPOBAHKE IIPOIECCOB U TOKYMEHTO000POTA 110 G/03.7
OTIEPAIIMOHHOMY YIPABJICHHUIO IEPCOHATIOM U paboTe
CTPYKTYpPHOT'O IOApa3AeICHUs
Crparternveckoe yrnpaBieHHE IIEPCOHAIOM Pa3paboTka cucTeMBbl CTpaTern4ecKoro yrnpaeieHus nepconaiom | H/01.7
OpraHM3aINu OpraHM3aIyn
Peanu3zanust CHCTEMBI CTPAaTErn4ecKoro ypasieHus nepconanom | H/02.7
OpraHM3aIuu
AMHHUCTPUPOBAHUE MPOLECCOB U JOKYMEHTOO00POTA MO H/03.7

CTPaTErnuecKOMy YIIPaBIEHUIO TIEPCOHATIOM OpPTaHU3aIlnU




I11. XapakTepucTuka 00001IeHHBIX TPYA0BbIX (pyHKIIUIT

3.1. O6o6menHas TpyaoBasi pyHKIUS

OKYMEHTAIMOHHOE o0ecreueHne padoThI ¢ YpoBeHb
Hanmenosauue Hoxy 1t p Kon A P 5
IIePCOHAIOM KBaTH(UKAITAN
ITpoucxoxaeHue
N o 3anMCTBOBAaHO U3
00001IeHHON TpymoBok | OpuruHan X
OopHTHHajIa
GyHKIIH
Kong Perucrpanmonnslit Homep
OopHTHHAJA po(heCCHOHATBHOIO
CTaHmapra

Bo3moxHbIe
HaNMEHOBAHHS
JOJDKHOCTEH, ipodeccuit

Criermanuct 1o KapoBOMY IEJIOMPONU3BOACTBY

CriernuamcT 1Mo JOKYMEHTAIIHOHHOMY 00eCTICUeHHIO Pa0oThI ¢ IEPCOHATIOM
Crienuaiuct 1o JOKyMEHTAI[MOHHOMY 00ECIICUeHUIO TIepCOHaa
Crnenuanuct o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00y4eHHUI0

Cpennee npodeccrnoHanbHOE 00pa30BaHNEe — MPOTPaMMa TOITOTOBKH CIICIIHATCTOB
CpEIHEero 3BeHa

JlononHnTENBEHOE MTPO(eCCHOHATBHOE 00pa30BaHUE — MPOTPAMMEI
npodecCHOHATLHON TePENoIrOTOBKH, MPOrPaMMBbI MOBBIIIEHHS KBaTH(OUKAIIH

TpeboBaHUs K OIBITY
MPaKTUYECKOI paboThI

Oco0Ople ycrmoBus A0ITyCKa
K pabote

Jlpyrue xapakTepuCTUKHU

JlomonHNTENbHBIE XapaKTEPUCTUKH

HaumenoBanune 6a30BO#i rpyMITbI, TOMKHOCTH
HaumeHnoBanue qokymeHTa Kon
(mpodheccun) niM CeUHATBHOCTH

OK3 2412 CrienganucTsl 110 Kajapam U IpohoprueHTauN

3423 CrienManucThbl KaIpOBbIX CIIY)KO M YUPSIKIACHUH 3aHSITOCTH
EKC?® - Crnenuanuct 1o Kajapam

- HHcnekTop mo Kaapam
OKITJITP* 27755 | DKOHOMHUCT MO TPYAY

22956 | MHcnekTop 1o Kajapam

3.1.1. TpynoBasi pyHkuus

Benenue oprannzaiiioHHON U YpoBeHb
HaumeHnoBaHue| pacnopsaauTenbHON JOKYMEHTALUHN IO Kon | A/01.5 (momypoBeHB) 5
MEpPCOHATY KBaJMPHUKALUT
[Ipoucxoxnenue 3anMCTBOBaHO

TPYAOBOH QYHKIMH

Opuruaan X

13 OpuruHajia

PeructpaiimoHHsiii Homep
MpodeCcCHOHANBLHOTO CTaHIapTa

Kon opurunana




TpynoBble qeHCTBUA O06paboTka ¥ aHAJIN3 TOCTYNAIOWIEH JOKYMEHTALMH 10 IEPCOHATY

Pazpabotka u odopmiieHHuEe MOKYMEHTAIMHM O TEepPCOHANy (IIEPBUYHOM, YYCTHOM,
IJIAHOBOM, TI0 COITHATFHOMY O00ECIICUSHHI0, OPTaHU3aAIMOHHON, PACTIOPSIUTECIIHHOI )

Peructpanus, y4eT U TeKylllee XpaHEHUE OPTraHM3allMOHHOW M PacTOPSAUTEIIbHOU
JIOKYMEHTAIIUU 1O MEPCOHATY

Heobxomumblie ymeHuUs Pa3pabaThiBaTh MPOEKTHI OPraHU3AIMOHHBIX U PACTIOPSIUTEIBHBIX JTOKYMEHTOB MO
MepCOHATY

OdopMIIATh TOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSAMHE I'PAXKIAHCKOTO, TPYIOBOTO
3aKoHOAaTeNnbCcTBa Poccutickoit Menepanuu 1 JIOKATbHEIMI HOPMAaTUBHBIMU aKTaMH
OpraHu3aInu

Bectn ywyer u perucrpamdio JOKYMEHTOB B WH(pOPMAIMOHHBIX CHCTEMax W Ha
MaTepUATBHBIX HOCHTEIISIX

Opranu3oBbIBaTh XpaHCHHWE JIOKYMEHTOB B COOTBETCTBUH C TpPeOOBaHHUSAMU
TPYAOBOr0, apXHWBHOTO 3aKoHOJIaTelbcTBa Poccuiickoil denepanivii ¥ JTOKaJIbHBIMU
HOPMATHBHBIMHU aKTaAMH OPTaHHU3AIAN

AHaJ’II/IBI/IpOBaTB JOKYMCHTBI U ICPCHOCUTD I/IH(i)OpMa]_II/IIO B 0a3kl JaHHBIX U OTYCTHI

Br1BisaTh OH.II/I6KI/I, HCTOYHOCTH, UCIIPABJICHUSA W HCIOCTOBCPHYIO HH(bOpMaI_[I/IIO B
JOKYMCHTAaXxX, OpcaACJIATh JICTUTUMHOCTL JOKYMCHTOB

Pabortath ¢ uHGOpPMAIMOHHEIMUA CUCTEMaMU U 0a3aMH JaHHBIX 110 BEICHHUIO ydeTa,
JIBIDKCHUIO TIEpCOHAIIa

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOIO 06H.[€HI/I$I

Heo6xonumele 3HaHus [opsimok ohopmiteHHs, BeIEHHUS U XpaHEHHU JOKYMEHTOB 10 IIEPCOHATTY

HOpﬂ,I[OK yuc€Ta ABUKCHUA KaAPOB U COCTABJICHUA YCTaHOBHeHHOﬁ OTYCTHOCTHU

OCHOBEBI ,Z[OKyMeHTOO60p0Ta U JOKYMCHTAIIMOHHOT'O obecrneueHus

TexHonmoruu, MeETOABI W METOAMKU IIPOBEICHUS aHalW3a M CUCTeMaTU3aluu
JIOKYMEHTOB U HH(OpMAITIH

ITopsimok pacuera craxa, JIbIOT, KOMIICHCALNH, 0)OPMIICHHS IICHCHI pabOTHUKAM

CTpyKTypa opranu3anuu

pr,I[OBOC 3aKOHOJATCIILCTBO U MHBIC aKThI, COACPKAIIIUC HOPMBI TPYJOBOTI'O ITpaBa

OCHOBBI  apXMBHOTO 3aKOHOJATEIbCTBA K HOPMATHBHBIC IIPABOBBIC  AKTHI
Poccuiickoit @enepannu, B 4aCTU BEJACHUS TOKYMEHTAIIUHU 110 TIEPCOHAITY

3akoHOmaTeasCTBO Poccniickoit Denepanun 0 IepCOHATBHBIX TaHHbBIX

JlokanbHbBIC HOPMATHUBHBIC aKThI OpraHu3aluu, peryiaupyromuc MopAa0K
O(l)OpMJ'IeHI/I}I PacniopAaAUTCIbHBIX U OPraHU3allMOHHBIX JOKYMCHTOB I10 IICPCOHATY

HopMbI 5THKH 1 J€I0BOTO OOIIECHUS

bazoBele OCHOBBI HMH(MOPMATHKH, CTPYKTYpHOE TIOCTpOEHHE HH(OOPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepucTuku | -

3.1.2. TpynoBasi pyHK1IMA

Benenue mokyMeHTaIMH 10 yYETy U YpoBeHb
HaumeHoBaHue| IBIKEHUIO KaAPOB Kon | A/02.5 (1oaypoBeHb) 5
KBaJTU(UKAITUU
Hponcxoﬁmnmne Opurunan X 3anMCTBOBaHO U3
TPYIOBOH (YHKIHH OpUTHHATA
Kong Perucrpanmonssrit Homep

opuTHHAIA Mpo¢eCCHOHATBEHOTO



CTaHJapTa

TpynoBblie qeHCTBUS

HO,I[FOTOBKEI IMPOCKTOB JOKYMCHTOB IO INpOLCAYpaM YIIpaBJIICHUSA ICPCOHATIOM, YUCTY
1 IBUKCHHUIO IMICPCOHAJIA

Opranu3zaius CHCTEMBI ABIKEHHUS TOKYMEHTOB 10 TIEPCOHATY

COop U MpoBepKa JIMYHBIX JOKYMEHTOB PaOOTHHKOB

HO,Z[FOTOBKEI u 0(1)0pMJ'ICHI/IC o 3arpocy pa6OTHI/IKOB U JOJIDKHOCTHBIX JIMIY KOHI/II>’I,
BBIIIUCOK M3 KaAPOBBIX HOKYMCHTOB, CIIPAaBOK, I/IH(l)OpMaI_[I/II/I O CTaxXxe, Jbrorax,
rapaHTUAX, KOMIICHCAIIUAX 1 MHBIX CBCI[CHI/Iﬁ (8} pa60THI/IKaX

Bbtaya paboTHHUKY KaIpOBBIX JOKYMEHTOB O €r0 TPYAOBOU JIEATEILHOCTH

ﬂOBCZ{GHI/IG A0 CBCACHHA IMCPCOHATIAa OpPraHU3allUOHHBIX, PACHOPAAUTCIIBHBIX H
KaIpOBbIX TOKYMCHTOB OpraHu3aliuu

Benenwne ydyera pabouero BpeMeHH paOOTHUKOB

P CrucTpanus, yucT, OIICPAaTUBHOC XPAHCHUC JOKYMCHTOB IO ICPCOHAITY, OATIOTOBKA
K CJa4u€ UX B apXuB

Heobxogumeie ymeHus

Pa3pabaTbIBaTh MPOEKTHI KaIPOBBIX JOKYMEHTOB

OdopMisaTh KaapoOBBIE JOKYMEHTHI B COOTBETCTBHHM C TPEOOBAaHUSAME TPYOBOTO
3aKkoHoJlaTenbecTBa Poccuiickoit depepaniii U JIOKAILHBIMU HOPMAaTUBHBIMU aKTaMU
OpraHu3alnu

Bectun YUCT U PErUCTpaAlIO KaIPpOBBIX TOKYMCHTOB B I/IH(l)OpMaI_[I/IOHHI:IX CHUCTEMAX U
Ha MaTCpHUAJIbHBIX HOCUTCIIAX

Opranu3oBBIBaTH XpaHEHNE KaJPOBBIX TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUAMU
TPYJIOBOTO, apXUBHOTO 3aKOHOJaTenbcTBa Poccuiickolt depepanuu U JOKATbHBIMU
HOPMATHBHBIMU aKTaAMH OPTaHU3AIHN

AHaAIM3UPOBATh KaJIPOBBIC IOKYMEHTHI M TIEPEHOCHTh MH(POPMAIIUIO B 0a3bl JJaHHBIX
Y OTYETHI

Paborats co CIICIUaJIN3UPOBAHHBIMU I/IHq)OpMaLII/IOHHLIMI/I cucTeMaMH M 0aszamu
JAHHBIX IO BEACHHUIO YUCTa U ABMKCHHIO IICPCOHAJIA

Pa3pabatbiBaTh TIaH KOPPEKTUPOBOK YCTAHOBIECHHOTO TOPSIKA OQOPMIICHHUS
JIOKYMEHTOB IO TIEPCOHANTY M PEaTU30BBIBATh IPUHSATHIC U3MEHEHHS

KonTtpoauposaTh npucyTcTBre paOOTHHKOB Ha paboveM MecTe

Co0imr01aTh HOPMbI STHKH J1€JI0BOT0 OOIIECHUS

HeoOxonuMele 3HAaHUS

[Mopsok ohopmiteHYs, BeIEHHUS U XPaHEHHS JOKYMEHTOB T10 TIEPCOHAITY

HOpﬂ,I[OK yuc€Ta ABMKCHUA KaJIPOB U COCTABJICHUA YCTaHOBHeHHOﬁ OTYCTHOCTHU

IMopsimok pacuera craxa, JIbIOT, KOMICHCALNH, 0)OPMIICHUS IICHCHI paOOTHUKAM

CTpyKTypa OpraHu3auuu

pr,I[OBOC 3aKOHOJATCIILCTBO U UHBIC aKThl, COACPKAIIIUC HOPMBI TPYJOBOT'O IIpaBa

OCHOBBI  apXHMBHOTO 3aKOHOJATEIhCTBA W HOPMATHUBHBIE TIPABOBBIE  aKTHI
Poccuiickoit ®enepannu, B 4aCTH BEJACHUS TOKYMEHTAIIUHU 110 TIEPCOHAITY

3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

TexHomornu, METOABI W METOIWKHA TMPOBEICHHS aHaIW3a W CHCTeMaTH3allud
JIOKYMEHTOB U HH(pOpMAITIH

JlokanbHbBIC HOPMATHUBHBIC aKThI OpraHuv3aluu, peryiaupyromuc MopAa0K
O(l)OpMJ'IeHI/I}I JAOKYMCHTOB 110 IICPCOHAITY

OCHOBBI JIOKYMEHTOO0OPOTa U IOKYMEHTAI[HOHHOIO 00eCIICUeHHUS

HopwmbI 5THKH 1e10BOTO 00IIICHUS

bazoBele OCHOBBI HMH(MOPMATHKH, CTPYKTYpHOE TIOCTpOEHHE HH(OOPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepuCTHKU

3.1.3. TpynoBas pyHKUIMs

HaumenoBanue

AJMUHUCTPHUPOBAHHUE MTPOIIECCOB U Vposers
JOKYMEHTO00O0pOTA TI0 YUETY U IBHIKCHUIO KapOB
Y p yaery PO, Kon | A/03.5 | (mogypoBeHB) 5
MPE/ICTABICHHUIO JIOKYMEHTOB 10 IIEPCOHATY B
KBaU(UKALIIH
rOCYJapCTBEHHBIC OPraHbl




ITpoucxoxaeHue
TPYJIOBOH (YHKIHH

3anMMCTBOBaHO U3

Opurunan X
OopuUruHaia
Kon Perucrpanmonsslit Homep
OopHTHHAIa po(heCCHOHATBHOIO
cTaHgapTa

TpynoBsie necTBUA

Opranu3zaiusi JOKYMeHT0000pOTa 110 YYETY U JIBIKECHHIO KaJ[pOB

OpFaHI/I?)aLII/I}I I[OKYMGHTOO60p0Ta o NpeaACTAaBJICHUIO JOKYMCHTOB IO IEPCOHATY B
TOCYAAapCTBCHHBIC OPraHbI

ITocTaHOBKa Ha y4eT OpraHM3allMy B TOCYAapCTBEHHBIX OpraHax

IToaroToBKka MO 3ampoCy TOCYIapCTBEHHBIX OPraHOB, MPO(ECCHOHATBHBIX COI030B H
JIPYTHX TPEACTABUTEIBHBIX OPraHoB PaOOTHUKOB OPWUTHMHAIOB, BBIITHCOK, KOTIIHHA
JIOKYMEHTOB

IMoaroToBka yBEAOMJICHHWH, OTYETHOW ¥ CTATUCTHYECKOW HHQOpMAIMU TI0
NepCoOHATY

[MonroroBka WHPOPMAIUK O 3aKIFOYECHHH TPYAOBOTO WM TPaXKIAHCKO-TIPABOBOIO
JIOTOBOpa Ha BBITIOJHEHHUE paboT (OKa3zaHUE YCIYyT) C Ipa)JIaHUHOM, 3aMEIaBIINM
JIOJKHOCTH TOCYNapCTBEHHOW WM MYHHIIAIIATBHON CITY)KOBI, TEpEUYCHb KOTOPBIX
YCTaHaBJIMBAETCSI HOPMATUBHBIMU MPABOBBIMU akTamMu Poccuiickoit @enepaiiuu

Heobxonumele ymenus

O(l)OpMJ'IHTB YUYCTHBIC NOKYMCHTEI, IMPEAOCTABIACMBIC B I'OCYAApPCTBCHHBIC OpPraHbI,
HpO(l)eCCI/IOHaJ'H:HBIG COIO3bI U APYTIUC NPCACTABUTCIBHBIC OPraHbl pa60THI/IKOB

Opranu3oBbIBaTh XpaHEHHWE JOKYMEHTOB B COOTBETCTBHH C TpeOOBaHHUAMU
TPYAOBOrO  3aKkoHojaTenbcTBa  Poccuiickoit ~ ®enepaui W JIOKaJbHBIMU
HOPMATUBHBIMU aKTaAMH OpraHu3aIuu

PabGorats ¢ I/IH(i)OpMaLII/IOHHBIMI/I cHcTeMaMH U 0a3aMu JAaHHBIX IO BCACHUIO y4€Ta U
JABUXKCHUIO TIIEPCOHAIA

Paborate ¢ wHQOPMAIMOHHBIMH CHCTEMaMH W 0a3aMH JAaHHBIX I10 BEIACHHIO
CTaTHCTUYECKON M OTYCTHOW MH(POPMAIIMH IO TISPCOHATY

AHanmu3upoBaTh MpaBWja, MPOLEAYpPHl W TOPSIOK, pEryaupylolle MpaBa H
0053aHHOCTH T'OCYAAapCTBEHHBIX OPraHOB M OpraHu3alMyd II0 BOIpocaM OOMeHa
JOKyMEHTalMeH 110 epCoHalIy

Bectu nenoByro nepenucky

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOI'O 06H.[€HI/I$I

HeoOxonuMele 3HaHUS

TexHomornu, MeTOAbBI W METOAMKH TIPOBENCHUS aHaIW3a M CHCTEMaTH3allud
JIOKYMEHTOB U HH(pOpMAITIH

OCHOBEI ,Z[OKyMeHTOO60p0Ta " JOKYMCHTAIIMOHHOT'O obecreueHus

CrpykTypa opraHuzauuu

Hopmatususie npaBoBbie akThl Poccuiickoit depepanuu, perynupyrome

mpaBa M O0S3aHHOCTH TOCYAAPCTBEHHBIX OPTraHOB, NMPOECCHOHANBHBIX COI30B U
JIPYTHX TPEACTaBUTENBHBIX OPraHOB PAOOTHUKOB MO MPEJOCTABICHHUIO YYETHOU
JIOKYMEHTAITIH

pr,I[OBOC 3aKOHOAATCIILCTBO U UHBIC aKThl, COACPKAIIUC HOPMBI TPYJOBOT'O IIpaBa

OCHOBEBI APXUBHOTO  3aKOHOHAATCJILCTBA W  HOPMATUBHBIC TIPABOBBIC  AKTBI
Poccuiickoi (Dezxepaum/l, B 4aCTU BCACHHA JOKYMCHTAIIWUHU IO MICPCOHATY

3akoHomaTensCTBO Poccniickoit Deepanun 0 IepCOHATBHBIX TaHHBIX

JlokanpHBIE HOPMATHBHBIE aKThl OpPTaHM3AIWH, PETYIUPYIOUINE MOPSAIOK BEICHUS
JIOKYMEHTAIINH 110 Y9eTy U ABIKEHHUIO TIepCcoHala

HOpMI:I OTHUKHU OCJIOBOIO 06IJ_IGHI/IH

bazoBble OCHOBBI HMH(OPMATHUKH, IOCTPOCHHS WH(POPMAIMOHHBIX CHCTEM U
0c00EHHOCTH PabOTHI C HUMHU

Jlpyrue xapakTepuCTUKU




3.2. O6001enHast TPyA0Basi PyHKIMS

JlesTenbHOCTD IO 00€CTIEUeHHIO IEPCOHAIOM YpoBeHb
HaumenoBanue Kon| B 6
KBaIM(hUKAIUN
[Ipoucxoxnenue
N N 3anMCTBOBAHO U3
00001meHHoN TpynoBoii | OpuruHan X
OpUTHHAJA
dhysKIIHA
Kon PeructpaiimoHHsiii Homep
OpUTHHAJA po¢eCCHOHATBEHOTO
CTaHJapTa

Bo3moxHBIC HAUMEHOBAaHUS

JOJDKHOCTEH, ipodeccuit

CrenuanucT 1mo nogdopy nepcoHaia
CrienmasucT Mo NepcoHay
Menemxep 1o nepcoHany

TpeboBanus k
00pa3oBaHMIO U
00y4eHUI0

Beiciee oOpa3zoBanue — GakaiaBpuar

JlonoHuTeNBHOE MpodeccHoHanbHOe 00pa30BaHKUe — IPOrPAMMBI TTOBBILICHUS
KBaTM(UKALUK; TPOTPaMMBbI TPOPECCUOHATBHON MEPENOATOTOBKH B 00JIaCTH MOUCKA
1 noag0opa nepcoHana

TpeboBaHus K OMBITY
MPaKTHYECKOH pabOThI

Oco0Oble ycrmoBus AOITyCKa
K pabote

Jpyrue xapakTepuCTUKU

JlomonHuTENbHBIE XapaKTePUCTUKH

HawnmenoBanme 6a30B0Oi TPYIIHI, TOKHOCTH
HaumeHnoBanue qokymeHTa Kon
(mpodheccun) niM CeUHATBHOCTH

OK3 2412 CrienaiucThl 10 KapaM U npodOpHUeHTANN

3423 CrienanucThl KaIpOBbIX CIIY)KO M YUPESIKICHUH 3aHITOCTH
EKC - Crenuaivct 1o Kajapam

- Menemkep 1o nepcoHanry
OKILATP 27755 | DKOHOMUCT 1O TPYAY

22956 | MucnekTop 1Mo Kajapam

3.2.1. TpynoBasi pyHkuus

CO6op uHGOpMaILIHK O TOTPEOHOCTSIX YpoBeHb
HaumeHoBaHue | OpraHu3aliuy B IEpCoHAlIe Kox | B/01.6 (1Io1ypOBeHb) 6
KB (DUKAIIUN

Hponcxouncz[eﬂne Opuruman X 3auMCTBOBAHO U3

TPYJIOBOH (YHKIIHH OpUTHHATA

Kong Perucrpanmonsnslit Homep
opurHHana Mpo¢eCCHOHATBEHOTO
CTaHJapTa

TpynoBsie necTBUA

AHanu3 mIaHoOB, CTPATETUH U CTPYKTYPHI OpTaHU3aIHH

AHanmu3 0COOCGHHOCTEW opraHu3anuu paboThl M TPOU3BOJCTBA Ha KOHKPETHBIX
pabounx MecTax

AHanmu3 phIHKa TpyJa MO OpraHu3allii paboThl HA AHATIOTHYHOM MPOU3BOJCTBE U
pabouMx MecTax




®dopmupoBaHue TpeOOBAHUI K BAKAHTHOU JTOJDKHOCTH (TIPOQECCHH, CIISIIHATLHOCTH )
1 UX KOPPEKIIUS

AHanmu3 phIHKa TpyJa W TMEpcoHala OpraHu3alid 1O TNPOPWII0 BaKaHTHOU
JIOJKHOCTH (TTpOheCCHH, CIICIIMaTLHOCTH)

WndopmupoBanne © KOHCYJIBTUPOBAaHHWE PYKOBOJHUTENEH MOApa3feleHHud U
OpraHU3alMy 10 BOIIPOCAaM PhIHKA TPyJa B 4aCTH 00eCIeYeHHUs IIEPCOHAIOM

Heobxogumeie ymeHus

CoOupaTh, aHAIM3UPOBaTh U CTPYKTYpHUpPOBaTh HH(OpPMaIHI0O 00 OCOOSHHOCTSIX
opraHm3anud padoT Ha Pa3IUYHBIX y4YacTKaX MPOU3BOJICTBA U HAa KOHKPETHBIX
paboYmx MecTax ¢ y4eToM IielieH, 3a/1a4, IUIAHOB U CTPYKTYPhI OpraHHU3allHH.

CoOupaTh, aHAIM3UPOBaTh M CTPYKTYPHUPOBaTh HHGOPMAIIUI0 00 OCOOCHHOCTIX U
BO3MOYKHOCTSIX KaJIpOBOT'O MOTEHIMAIa OPraHu3aIuu

CoOupath, aHAIM3UPOBATh M CTPYKTYpUPOBaTh WHGPOpPMALUI0 00 0COOEHHOCTAX
pBIHKa TpyZAa, BKIIOYash NPEJIOKEHHS OT NPOBalAEpOB YCIyr IO TMOHUCKY,
HPUBIICYCHHUIO, TOAOOPY U 0TOOPY MepcoHaa

®dopmupoBaTh TPeOOBAHUS K BAKAHTHOHN JOIDKHOCTH (TIpodeccrH, CIIenaabHOCTH) U
OTIPECIIATh KPUTEPUHU TIOJI00PA MepcoHaa

BHOCUTH KOppEeKTUpPYIOLIUE CBEJACHHUS B TPEOOBaHUS K KaHAWJIATaM Ha BaKaHTHBIC
JIOJKHOCTH (TIpOdheCCHH, CIICIUaTbHOCTH)

[Tonb30BaThCSA MOMCKOBBIMH CUCTEMaMHU WM HWH()OPMAIMOHHBIMHU pecypcaMu JUis
MOHHTOPWHTA pPBIHKA TpyAa, TPaKTAHCKOTO W TPYIOBOTO 3aKOHOAATEIHCTBA
Poccuiickoit ®enepaunu

KOHchIBTI/IPOBaTB 10 BOIIpOCaM pbIHKA TpyJa B 4aCTHU obecreueHus nepcoHaIoOM

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOI'O 06H.[€HI/I$I

HCO6XOZ[I/IMBIC 3HaHUA

TexHonmoruu, MeETOABI W METOAMKU IIPOBEICHUS aHalW3a M CUCTeMaTU3aluu
JIOKYMEHTOB U HH(pOpMAIIH

CtpyKTypa OpraHU3alliy U BaKaHTHBIC JOIDKHOCTHU (TIpodheCcChH, CIICITHAIIBHOCTH)

HOpH,Z[OK OIIpCACICHUA HepCHeKTHBHOﬁ n TCKYH_[eﬁ HOTp€6HOCTI/I B KaZpax

Hcrounnku obecrieueHUsT OpraHu3aIiiy KaapamMmu

Opranuzamus padoT Ha Pa3NUYHBIX Y9aCTKax MPOU3BOJCTBA, OpPTaHU3AINH, OTPACTH

OOmyie TeHJCHIIMM HA pBIHKE TpyJa W B OTIACNBHOW OTpaciy, KOHKPETHON
npodeccun (TOIKHOCTH, CIICITAATHFHOCTH)

OCHOBBI IICUXOJIOTHH H COMOJIOTUM Tpyaa

OCHOBEI OKOHOMUKH, OpraHu3allii Tpyaa U YIIpaBJICHUA

TpynoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIIE HOPMBI TPYIOBOTO IIpaBa

OCHOBEI APXUBHOTO  3aKOHOHAATCJILCTBA W  HOPMATUBHBIC TIPABOBBIC  AKTBI
Poccuiickoi (Dezxepaupm, B 4aCTU BCACHHA JOKYMCHTAIIWUHU IO MCPCOHATY

3akoHomaTeasCTBO Poccniickoit Denepanun 0 IepCOHATBHBIX TaHHBIX

JlokanbpHbIC HOPMATHUBHBIC AKThI OPraHU3AIMM, PETYIUPYIONIME MOPAIAOK Moa00pa
nepcoHaa

Hopwmpr aTHKH 1e10BOTO 00IIIEHUS

bazoBele OCHOBBI HMH(MOPMATHKH, CTPYKTYpPHOE TIOCTpOEHHE HH(OOPMAIIMOHHBIX
CUCTEM H 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTeprUCTUKI

3.2.2. TpynoBasi pyHKuMsA

Haumenoanue | nepconana

ITpoucxoxaeHue
TPYJIOBOH (YHKIIHH

[Touck, mpuBiIcdeHne, IOI00P U OTOOP YpoBeHb
Koxm | B/02.6 | (momgypoBeHb) 6
KBaJIM(hUKALIUN
Opurmsan X 3anMCTBOBAHO U3
OpUTHHAJA
Kon Perucrpanmonsslit Homep

OopuTHHAaNa Mpo¢eCCHOHATBEHOTO
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CTaHJapTa

TpynoBblie qeHCTBUS

ITouck BO BHYTPEHHMX ¥ BHENIHMX HCTOYHHMKAX HH(OpPMANUM O KaHIUIATaX,
COOTBETCTBYIOIIICH  TpeOOBaHMSAM  BakaHTHOHW  JoJbKHOCcTH  (mpodeccuw,
CITEIUATHFHOCTH)

Pa3Mmernienue cBeeHWI O BaKaHTHOM MOJDKHOCTH (TIpodeccuu, CIErUanbHOCTH) B
CpeIICTBaX MaccoBOl MH(popManuu

BBI60p CIIOCOOOB U MCTOJOB TIPUBJICUCHUA TICpCOHAJIa B COOTBCTCTBUHU C
YTBEPKACHHBIMU ITIJIaHAMU

IIpoepka wHbOpMaNMKM O KaHIUAaTaX Ha BaKaHTHBIC IOJDKHOCTH (Tipodeccud,
CITCIIHATBLHOCTH )

IIpoBenenne cobeceoBaHMA M BCTPEY C KaHAWAATAMH HA BaKAHTHBIC JODKHOCTH
(npodeccun, CreruanbHOCTH) ¢ 00ecIeYeHneM 00paTHON CBA3H

OueHka COOTBETCTBHS ~KaHIUIATOB TPEOOBAHUSM  BAaKaHTHOM  JIOJDKHOCTH
(mpodeccun, ciennanbHOCTN)

IMoaroroBka npeIokeHn 0 GOPMUPOBAHUIO OIOJKETa HA TIOWCK, MPUBJICUCHUE,
moabop u 0TOOp TIepCcoHaa

NuadopMupoBanre ¥ KOHCYJIHTHPOBAHHE PYKOBOAWTEICH TOApa3meleHud |
OpraHU3aIy 10 BOIIpOCcaM IMPUBJICUCHUS IEPCOHANA C OLICHKOM 3aTpaT

Heobxonumele ymenus

OHpe,I[eJ'DITI: KpUTCpHUU IMOUCKA, TPUBJICUCHUS, noz[6opa n 0T6opa nepcoHaa

CoOupath, aHAIM3UPOBAaTh W CTPYKTYpUpOBaTh HHPOpPMAIMIO O KaHIWAATax H
NpPEISIOKEHUSX Ha PBIHKE TPyAa

[Monp30BaTHCS MOMCKOBBIMU CUCTEMaMH U HHQOPMAIIMOHHBIMHU peCypcaMu B 001aCTH
obecrieueHus epcoHaIoM

[IpuMeHATh TEXHONOTMM W METOJIWKH TOWCKa, MPUBJICUEHUs, moabopa U otOopa
KaHJIUJaTOB Ha BakKaHTHbIC JOJDKHOCTH (mpodeccuu, CHenHaabHOCTH) B
COOTBETCTBHE C UX CHEHH(UKON

Hcnonb3oBaTh cpefcTBa oOecreueH sl IEPCOHANIOM, BKITFOUAsi COMPOBOXKICHUE

KoHcynsTHpoBaTh 110 BOIIpOCaM MPUBJICUEHHS TEpCOHaIa

CocTaBisiTh ¥ KOHTPOJIUPOBATh CTAThH PACXOI0B Ha 0OCCIICUCHUE MEPCOHAIOM ISt
IUTAHUPOBAHUS OFOIKETOB

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOIO 06H.[€HI/I$I

HCO6XOZ[I/IMBIC 3HaHUA

HcTounnku obecneueHus OpraHuv3anuum KaapaMmu

TexHOIOrNHK 1 MCTOAUKHU MMOUCKA, ITPUBJICUCHUA, noa6opa u 0T60pa nepcoHana

Cucremsbl, MeTOAbI U (POPMBI MATEPHATIHFHOTO U HEMATEPHAILHOTO CTUMYIHUPOBAHU
TpyJla mepcoHana

TexHonoruu u METOObI (bOpMI/IpOBaHI/I}I " KOHTPOJIA 6IO,Z[)KCTOB

TCXHOHOFI/II/I, METOAbI W MCETOAUKH IIPOBCACHUA aHalln3a, CUCTEMaTHU3aluU
JOKYMCHTOB U I/IH(l)OpMaI_II/II/I

CprKTypa OopraHu3ani 1 BAKaHTHBIC TOJKHOCTH (HpO(beCCI/II/I, CHeI_II/IaJ'IBHOCTI/I)

OO0mme TEHOEHIIMM Ha pBIHKE Tpyda W B OTHEIBHBIX OTPACisiX W BUIAX
podecCHOHATBEHON IEeATeIFHOCTH

OCHOBEI IICUXOJIOTHH U COUOJIOrnHA Tpyaa

OCHOBEI OKOHOMUKH, OpraHu3allii Tpyaa U YIIPABJICHUA IICPCOHATIOM

TpynoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIINE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IATENHCTBA U HOPMATHUBHBIE IIPABOBBIC aKThl Poccuiickoii
®denepanun, B YaCTH BEACHUS JOKYMEHTAIINH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbCcTBA Poccuiickoit demeparinu

3akoHonaTenascTBO Poccuiickoit denepannu 0 NepCoOHANbHBIX TaHHBIX

JIokanbHBIC aKThI Opranuvsanuu, peryjaupyronmc nopsaaok obecrieueHus nepCcoOHAIIOM

Hopwmer 5THKH 1e10BOTO 00IIICHUS

bazoBble OCHOBBI HMH()OPMATHKH, MOCTPOCHHUS WH(POPMALMOHHBIX CHCTEM U
0c00EHHOCTH PadOTHI C HUMHU

Jlpyrue xapakTepuCTUKHU




3.2.3. TpynoBasi pyHkums
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AJIMUHUCTpHPOBAaHUE POLIECCOB U VYpoBeHb
HaumenoBanue | zokymMeHTOO0OpOTa 0OeciedeHus Kon | B/03.6 (momypoBeHB) 6
MIEPCOHAIIOM KBaJIM(UKALUH
[Ipoucxoxnenue 3alMCTBOBAHO U3

TPYAOBOH (QYHKIINH

Opuruaan X

OpUrHMHaja
Kon PeructpaiimoHHusiii Homep
OpWTHHAJA Mpo¢eCCHOHATBEHOTO
cTaHgapTa

TpynoBble qeHCTBUA

AHaIM3 TpPOLECCOB OKYMEHTOOOOPOTa, JIOKAJIBHBIX JOKYMEHTOB IO BOIPOCAM
o0ecreyeHus mepcoHaIoM

Benenue undopmanuy 0 BaKaHTHBIX TOJDKHOCTIX (mpodeccusx, CHeMUaIbHOCTIX) U
KaHIuJaTax

JIoKyMEHTaIIMOHHOE COMPOBOXK/ICHNE KaHAMIATOB Ha dTalax IMOWCKa, MPUBICYCHUS,
mombopa ¥ OTOOpa TMEpcoHANa Ha BaKaHTHBIC JODKHOCTH  (mpodeccuw,
CIEIMAIBLHOCTH ), HHOPMUPOBAHHE KAHIUAATOB O pe3ysibTaTax 0TOopa

IToaroroBka 3ampocoB O KaHOWAaTaX B TOCYAApCTBCHHBIE OpraHBl, B CIIyJasx
MPEeIyCMOTPEHHBIX JIEHCTBYIOLTUM 3aKOHOJATEILCTBOM u obOpaboTka
MPEIOCTABICHHBIX CBEJCHUI

IlogrotoBka w  00paboTka  yBEeNOMJICHM B  TOCYJAapCTBEHHBIE  OpTraHH,
npohecCHOHANBHBIE COIO3bI M JPyTHe TPEJCTABUTEIbHBIE OPTaHbl PaOOTHHUKOB IO
BOTIPOCaM IOKCKa, MPHUBIICYCHHUS, TIOA00pa U 0TOOPA IepcoHaa

ConpoBOX/ICHUE JOTOBOPOB MO OOCCIICUCHUIO OPTaHU3AI[UK ITEPCOHAIOM, BKIFOYAS
MIpeIBapUTEIbHBIE TIPOLETYPHI IO UX 3AKITIOUESHUIO

Heobxogumeie ymeHus

OO6ecmeynBaTh JOKYMEHTAITMOHHOE COTPOBOXKICHHUE BBIXOJa KaHIUAAaTa Ha paboTy U
NepeMelIeHHs TIepcoHala

OdopMisaTh OKYMEHTHI IO BOIPOCaM OOECICUCHHsI KaJPOBBIMU pecypcami,
HEOOXOIUMBIE JUIS MTPEOCTABICHUS B TOCYAapCTBEHHBIE OpPraHbl, MPOdeCCHOHANTbHBIC
COFO3BI U IPYTHUE MPEACTABUTEILHBIC OPTaHbl pAOOTHUKOB

Opranu3oBbIBaTh XpaHCHHWE JIOKYMEHTOB B COOTBETCTBHH C TpPeOOBaHUSIMH
TPYAOBOr0, apXHMBHOTO 3aKOHOJaTenbcTBa Poccuiickoir denepaniud U JIOKAJIbHBIMU
aKTaMHu OpraHu3aluu

AHaJ’II/ISI/IpOBaTB AOKYMCHTBI U TICPCHOCUTH I/IH(l)OpMaI_[I/I}O B I/IH(i)OpMaLII/IOHHBIC
CHCTEMBI M 0a3bl JaHHBIX O KaHOuWuJaTax

Paborate ¢ WHPOPMAIMOHHBIMH CHCTEeMaMd M 0a3aMH JaHHBIX [0 BOIPOCAM
obecrieyeHUsT TIepCOHANIOM, BEJICHHIO MMOMCKAa W y4yeTa KaHJWJIATOB Ha BaKaHTHBIC
JIOJKHOCTH (TIPOeCCHH, CIICIIUAaTLHOCTH)

[IpousBoauts  mpeaBapuTENbHBIE — 3aKYMOYHBIE  MPOUEAYphl U OQOPMIATH
COITyTCTBYIOIIYIO JJOKYMEHTAIIHIO 10 3aKJI0YEHHUIO TOIOBOPOB

Opranu3oBBIBaTh U IPOBOIUTH KOHKYPCHI, OPOPMIISATE 1 aHATTU3UPOBATH KOHKYPCHYIO
JIOKYMEHTAIUIO

Bectu genoByro nepenucky

Co0imro1aTh HOPMbI STHKH J1€JI0BOT0 OOIIECHHUS

HeoOxonuMele 3HaHUS

[opsamox odhopmieHns, BeACHUI W XpaHEHHUS JOKYMEHTAIIWH, CBSI3aHHOU C TIOMCKOM,
MPHUBIICYCHUEM, TIOAO0POM U OTOOPOM IEPCOHANIA Ha BAKAHTHBIC JTOJDKHOCTH

HOpH,Z[OK (bOpMI/IpOBaHI/I}I, BCACHUA OaHKa JAaHHBIX O MNCPCOHAJIC OpraHu3alvu "
MIpEAOCTABIICHUA OTUCTHOCTHU

OCHOBBI JIOKYMEHTOO0OPOTa U IOKYMEHTAI[HOHHOIO 00ECIICUeHHUS

TeXHOJ’IOFI/II/I, MCTOAblI W MCTOAWKMU TPOBCACHHUA aHalin3a W CUCTECMAaTU3alluU
JAOKYMCHTOB U I/IH(l)OpMaI_II/II/I

[Topsamox mpoBeneHust KOHKYPCOB U 0(hOpMIIEHHSI KOHKYPCHOM JOKYMEHTAIHH

[Mopsimox  mpoBeieHNsT 3aKYMOYHBIX MPOIEAyp W OQOPMIICHHS COITYyTCTBYIOMICH
JTIOKyMEHTAIUU
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CTpyKTypa OpraHu3aiyy U BAKaHTHBIC TOJHKHOCTH (PO eCCHH, CIICIIHATLHOCTH)

prZ[OBOC 3aKOHOJATCIILCTBO U MHBIC aKThl, COACPKAIIIUC HOPMBI TPYJOBOTI'O ITpaBa

OCHOBBI apXHBHOT'O 3aKOHOIATEILCTBA 1 HOPMATHBHEIE MTPABOBEIC aKThl PoccHiicKoi
®Denepanyy, B 9aCTH BeIEHUS TOKYMEHTAINH 10 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOoHOAaTeNbCcTBA Poccuiickort dexnepanuu

3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

JlokanpHBIEe aKTHI OPTaHU3AINH, PETYIHPYIONINE TOPSIOK oA00pa mepcoHana

ITopsaok 3aKiTt0UeHUs JOTOBOPOB (KOHTPAKTOB)

Hopwmel 5THKH 1e10BOTO 00IIIEHUS

basoBeie OCHOBBI WHGOPMATHKH,
0COOCHHOCTH PadOTHI ¢ HUMHU

OOCTPOCHUA I/IH(i) OpMalMOHHBIX CHCTCM

Jlpyrue xapakTepuCTUKU

3.3. O0o6menHas TpynoBasi pyHKIus

eSATENLHOCTD IO OLICHKE U aTTECTAIlUH YpoBeHb
HanmenoBanwme A H H Kon| C P 6
nepcoHana KBaTH(PHUKATAH
ITpoucxoxaeHue
N . 3auMCTBOBAHO U3
0000meHHoM TpymoBori | OpurnHan X
opuTHHANA
GyHKIIH
Kon PeructpaiimoHHsiii Homep
opurHHana npoQeCcCHOHATEHOTO
CTaHaapTa

Bo3mosxHbie
HaMMEHOBaHUS
IIOJDKHOCTEH, podeccuit

CrienualiucT 1o OLIEHKE U aTTECTAIUU TIepCoHaa
CrienuaaucT 10 ITepCoHaTy
Menempkep 1o nepcoHany

TpeboBanus k
00pa3oBaHHIO U
00y4YeHHUIO

Bericmiee oOpa3oBaHue — OakagaBpuar

JlonoHUTENBEHOE TTPO(eCcCHOHATBHOE 00pa30BaHUE — MPOTPAMMEI MIOBHIIIEHUS
KBaJM(PHUKAIIUK; TPOTPaMMBI IPOEeCcCUOHATLHOMN IeperoIrOTOBKY B 00JIacTH
MIPOBEIICHHS OIICHKH TepCOHaa

TpeboBaHus K ONBITY
MPaKTUIECKON padOThI

Oco0Oble ycImoBus AOITyCKa
K pabote

Jpyrue xapakTepuCTHKU

JlomonHATENbHBIE XapaKTEPUCTUKH

HammenoBanue 6a30B0ii rpymiibl, TOMKHOCTH
HaumenoBanue nokymenrta Kon
(mpodeccun) WM CrienUaIbHOCTH

OK3 2412 CrieriuaiycThl 10 KaapaM 1 IpoQpOpHEHTALIUN

3423 CrnienManucThl KaAPOBBIX CIYKO0 M yUpexKISHUH 3aHITOCTH
EKC - Menemxep o nepcoHany
OKIIATP 27755 | DKOHOMUCT 1O TPYAY

22956 | MHcnekTop 1o kaapam

3.3.1. TpynoBasi pyHkuus

HaumenoBanue

Opraau3arys ¥ MpoBEJCHUE OIICHKH
nepcoHana

YpoBeHb

(moxypoBeHb)
KB (DUKAIIAN

Koxn | C/01.6




ITpoucxoxaeHue
TPYAOBOH (DYHKIMH

TpynoBele neiicTBUS

Heobxomumbie ymMeHUs
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3anMCTBOBAaHO U3

Opurunan X
OpUTHHAIA
Kong Perucrpanmonsnslit Homep
OpUrHHaNa po(heCcCUOHATBHOTO
cTaHgapTa

AHanu3  CTPYKTyphl, TIUIAHOB W  BaKaHTHBIX JIOJDKHOCTeH  (mpodeccwid,
CITEIMATFHOCTEH) OpraHu3aIlii, 0COOCHHOCTEH OpraHu3auy paboThl Ha Pa3THIHBIX
y4acTKax MPOU3BOJICTBA M KOHKPETHBIX PA00YUX MECTax

Pa3paboTka ruraHa oleHKH epCOHAlIa B COOTBETCTBUH C IEISIMH OPTaHU3aIUN

Or1ieHKa TUHAMUKHA TTPOU3BOUTEIBHOCTH, HHTEHCHBHOCTH U 3P (QEKTHBHOCTH TPyIa
Ha pabodmx MecTax

Omnpe/ierneHre pecypcoB, BEIOOP CPECTB U METOJIOB ITPOBEICHIUSI OIICHKH ITepCOHAa
[IpoBenieHNE OIICHKY MMEPCOHANIA B COOTBETCTBHH C TUTAHAMH OpraHU3aIiH

ConpoBOXEHHE JOTOBOPOB C OPTaHU3ALUSIMHU — UCIOTHUTENSIMH MEPOIIPHUITHN 110
OIIEHKE MepCOHAIa, BKII0Yas MPeIBapUTEIbHBIE MPONEAYPHI IO UX 3AKITIOUYESHUIO
KoncynbsTupoBaHue nepcoHana no BOMpocaM OICHKH, BKIFOUas OIICHKY 3aTpat

AHanu3 pe3yabTaToOB OIEHKU MepCcoHaa, MOArOTOBKA PEKOMEHIAIMN PYKOBOICTBY
U TIepCOHAIY

[MonroroBka npemnoxeHuit Mo QGopMupoBaHHIO OOJDKETa IO OpraHMU3aluk |
MIPOBEICHUIO OLICHKH MepCcoHala
Ornpeaenars napaMeTphbl U KPUTEPUU OIICHKU TIEpCcoHata

Or[pe;[eJme 1 IPpUMCHSATL CPEACTBA U MCTObI ITPOBCACHU OLICHKHU IIEPCOHAJIa

BI:IZ[CJ'ISITI: (OHpeI{eJ’IHTB) Tpynnbl iepcoHaIa AJjid TPpOBCACHUA OLCHKN
OHpe,I[eJ'IHTB HUHTCHCUBHOCTDL TPpYy/Ja U 30HbI IMTOBBIMICHUA 3(1)(1)6KTI/IBHOCTI/I IepcoHaia
Onpe;[eJme MOTHBAIIlMOHHBIC (baKTOpI:I IMMPOBCACHUA OLICHKU IEpCOHAIA

CocTaBlATh M KOHTPOJIMPOBATH CTAaThU PACXOJOB HA OICHKY IEpCOHAaNa s
TJIAaHUPOBAHUS OIOIKETOB

OObecnieunBaTh OPraHU3ANMOHHOE COMTPOBOXK/ICHHE OLICHKH ITEPCOHANA

O0ecreunBaTh COXPAHHOCTh KOH(MMIACHIMAILHON HH(pOpPMAIMKU IPU HPOBEACHUHU
OIICHKH IIepPCOHAA,

Opranu3oBbIBaTh XpaHEHHE JIOKYMCHTOB B COOTBETCTBUM C TpeOOBaHHUAMU
TPYAOBOr0, apXUBHOT'O 3aKOHOJIaTeNbcTBa Poccuiickoit Denepaliui U JTOKalbHBIMU
HOPMATUBHBIMU aKTaMH OPTaHU3AIUN

CobupaTh, aHATM3UPOBATh U CTPYKTYPHUPOBATH MH(MOPMAITUIO O TPEJIOKCHUAX 10
OIIEHKE MepPCOHANIa Ha PBIHKE TPyAa

[IpousBouTh TpenBapuUTENbHBIC  3aKYNOYHBIE TpoOUEAyphl W 0(QOpMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALIUIO M0 3aKII0YCHHIO JOTOBOPOB

Onpenenars ycloBUsL OJisl 3aKJIIOUYCHHS JOTOBOPOB Ha YCIYTH MO IPOBEICHUIO
OIICHKH ITepcoHala

CucreMaTH3npoBaTh, 0000IIaTh U aHAJTH3UPOBATH PE3YIIBTATHI OICHKH MEPCOHAIA

OO0ecmeynBaTh  OOpaTHYIO CBSI3p 110  Pe3yJIbTaTaM IIPOBEACHHON OICHKH C
MIEPCOHAIIOM U PYKOBOJICTBOM

[Monp30BaThCS MOMCKOBBIMU CHCTEMaMH, HHOPMAIIMOHHBIMHU peCypcaMu 1 0a3aMu
JTAHHBIX 10 MPOBEIEHUIO OIIEHKH TIepcoHaa

Pa3zpabaTeiBaTh peKOMEHIAIMH 0 PA3BUTHIO MEPCOHANIA HA OCHOBE IPOBEACHHOM
OIICHKU

Co0mrogaTh HOPMBI TUKH JEJIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

TexHONIOTHH W METOABI ONpeAc/icHUs MPO(MEeCCHOHANBHBIX 3HAHUHM, yYMEHUH H
KOMIIETCHLIUN

TexHOIOTHU U METOJIbI OLICHKU TUYHOCTHBIX KAUECTB U XapaKTEPUCTUK

Cucrembl, MeTOIIBI ¥ (hOPMBI MAaTEPUATEHOTO U HEMATEPUAIEHOTO CTHMYJIUPOBAHUS
TpyZa IepcoHana

TexHomOTNM ¥ METOIbI (POPMHUPOBAHUS U KOHTPOJIS OI0KETOB
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TexHonmoruu, METOABl W METOJUKH IMPOBEACHUS aHajdu3a U CHCTEMAaTHU3aluu
JIOKYMEHTOB U HH(pOpMAIIH

OCHOBBI OOIIIEH U COITMATBHOMN TICUXOJIOTHH, COITMOJIOTHH U IICHXOJIOTHH TPYIa

OCHOBBI PON3BOJCTBEHHON IEATETLHOCTH OPTaHU3aAINH

[Mopsyiok TpoBeeHHUs 3aKYIMOYHBIX MPOEAyp ¥ OQOPMICHHS COITYyTCTBYIOIICH
JIOKyMEHTAIUN
CTpyKTypa OpraHu3aiyy U BAKAaHTHBIE TOJHKHOCTH (TPOeCCHH, CIICIIHATLHOCTH)

pr,I[OBOC 3aKOHOJATCIILCTBO U UHBIC aKThl, COACPKAIIUC HOPMBI TPYJOBOT'O IIpaBa

OCHOBBI apXWBHOTO 3aKOHOAATEIHLCTBA ¥ HOPMATHBHBIE IIPABOBBIC  aKThI
Poccuiickoit ®enepannu, B 4aCTH BEJACHUS TIOKYMEHTAIIUHU 110 TIEPCOHAITY
3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANbHBIX TaHHBIX

JlokanbHbIe HOPMATHBHBIC aKThl OPraHH3ALMH, PETYIUPYIOUIHE MOPSIOK OLCHKU
nepcoHasa

ITopsaok 3aKiTroUeHUS JOTOBOPOB (KOHTPAKTOB)

Hopmsbl 3TuKY [1€710BOTr0 00LIeHUs
bazoBeie OcHOBBI HMH(GOPMATHUKH, CTPYKTYPHOE IOCTPOCHHE HWH()OPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepuCTUKHU

3.3.2. TpynoBas pyHKUMS

Opranu3anus 1 MpoBeJCHUE aTTeCTAIUU YpoBeHb
Haunmenoanue | mepconana Kon | C/02.6 | (moaypoBeHb) 6
KBaU(UKAIIIH

Hpoucxome[eHI/Ie Opurmman X 3auMCTBOBaHO U3

TPYIOBOH QYHKIHH OpWTHHAJA

Kon PeructpaiimoHHusiii Homep
OpHUTHHAJA po(heCCUOHATBHOTO
CTaHmapra

TpynoBele neiicTBUS

Heobxomumbie yMeHUs

AHanu3  CTPYKTyphl, IJaHOB H  BaKaHTHBIX  JIOJDKHOCTEH  (Tpodeccwid,
CIICIMATLHOCTEH) OpraHu3aIlii, 0COOCHHOCTEH OpTraHU3aIlii padOTHl HAa Pa3IUIHbIX
y4acTKax MPOU3BOJICTBA U KOHKPETHBIX pabounX MecTax

Pa3paboTka mMPOEKTOB JOKYMEHTOB, ONPEICISIONMX TOPSIOK  aTTeCTaIlluh
MIepCoHalIa, ¢ OIICHKOH 3aTpaT

CoIpoBOXKIEHUE TIPOIECCa ATTECTAIMHA U PAaOOTHI ATTECTAITMOHHONH KOMUCCHH
[ToaroroBka mnpemoKeHUH 10 (GOPMHUPOBAHHMIO OFO/PKETAa HA OPraHM3alMI0 U
MIPOBEICHHUE ATTCCTAI[MU IIepCOHANa

IMoaroroBka mpeIokeHUH O COOTBETCTBHM pabOTHHKA JOJDKHOCTH (Tpodeccuw,
CIIEIMATIBHOCTH) 10 pe3yIbTaTaM aTTECTAI[MH B COOTBETCTBUH C 3aKOHOJATEIIECTBOM
Poccuiickoit @enepannn

OmnpenensaTe napaMeTphbl U KpUTEPUH aTTECTalllH IepCoHaa

Onpeaenars U MPUMEHAITE CPEICTBA U METOIBI aTTECTAIINN

BreimensaTs rpynimsl IepcoHaa I IPOBEICHUS aTTECTAITIH
OO6ecreunBaTh JOKYMEHTAIIMOHHOE COITPOBOXK/ICHUE aTTECTAIMHU TIEpCOHAA

CoCTaBisATh MU KOHTPOJUPOBATH CTAThH PACXOJOB HAa aTTECTAIMIO MEPCOHANA IS
IUTAHUPOBAHUS OFOIKETOB

ITomp30BaThCss MHGOPMAIIMOHHBIMU pecypcaMi W 0a3amul aHHBIX IO TPOBEIECHUIO
aTTecTaluu

Bectn YUCT U PErucTpanuro AJOKYMCHTOB B I/IH(l)OpMaI_[I/IOHHBIX CHUCTEMAaX M Ha
MaTCpUaJIbHBIX HOCUTECIIAX
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Opranu3oBbIBaTh XpaHCHHE JOKYMEHTOB B COOTBETCTBUU C TpPeOOBaHUSIMU
TPYAOBOr0, apXUBHOTO 3aKkoHoAaTeNbCcTBA Poccuiickoid denepanvv U JIOKaJIbHBIMHU
JIOKYMEHTaMH OpraHU3aIix

[IpousBoauTh TpenBapuTEIbHBIE  3aKyMOYHBIE MPOUEAYPHl H  OQOPMISATH
COMYTCTBYIOIIYIO JOKYMEHTALIUIO M0 3aKIIOYECHHIO JOTOBOPOB

Co0imro1aTh HOPMbI STHKH J1€JI0BOT0 OOIIECHHUS

Heob6xoauMele 3HaHUA

Jpyrue xapakTepuCTHKH

TTopsimoK M TEXHOIOTHUS MTPOBEACHUS aTTECTAITIN

TexHOIOTUN ¥ METO/IBI OIIPEJICIICHUS U OLICHKH MPO(EeCCUOHATBHBIX 3HAHUN, YMEHUI
A KOMIIETEHIIUN

Cucremsbl, MeTOAbI U (POPMBI MaTEPHATIHFHOTO U HEMATEPHAILHOTO CTUMYIHUPOBAHU
TpyZa IepcoHana
TexHoIOTNM M METOIbI (POPMHUPOBAHUS U KOHTPOJIS OI0/KETOB

TexHomornu, MeTOABl W METOAWUKH TMPOBEICHHS aHajdn3a W CHUCTeMaTH3alluu
JIOKYMEHTOB U HH(pOpMAITIH

OCHOBBI MPOU3BOJCTBEHHOU IEATETLHOCTH OPraHU3alNN

OcCHOBBI 0011 ¥ COIMATLHON TICXOJIOTUH, COIMOIOTHH U TICUXOJIOTHH TPYIa

[Mopsmoxk TpoOBeJCHUST 3aKYMOYHBIX TpOLEAYp M OQOPMIICHHS COIMYTCTBYIOIIEH
JIOKYMEHTAITIH

CTpyKTypa OpraHu3aiyy U BAKAaHTHBIE TOJHKHOCTH (PO eCCHH, CIICIIHATLHOCTH)
TpynoBoe 3aKOHOJIATEIBCTBO U MHBIE aKThI, COJIEPKAIllMEe HOPMBI TPYIOBOTO IIpaBa

OCHOBBI apXMUBHOTO 3aKOHOIATEIILCTBA 1 HOPMATHBHBIE TIPABOBBIC aKThl PoccHiicKoii
®Denepanyy, B 9aCTH BeIEHUS TOKYMEHTAINH 10 TIEPCOHATY

3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANbHBIX TaHHBIX

JlokanbHbIe HOPMATHMBHBIC aKThl OPTraHU3aIlUU, PETYIUPYIOIIAE IMOPSIOK OICHKU
nepcoHasna

ITopsaok 3aKiTr0OUeHUS JOTOBOPOB (KOHTPAKTOB)

HopMeI 3THKH 1e7T0BOTO 00IIeHUS

bazoBble OCHOBBI WH(OPMATHKH, CTPYKTYpHOE TIOCTPOCHHE WH(POPMAITHOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMU

3.3.3. TpynoBasi pynkuus

AJIMAHUCTPHPOBAHKE MPOIIECCOB U YpoBeHb
Hammenoanue | moxkymenToo6opora mpu nposeacanu oreiku | Koz | C/03.6 (oaypoBeHb) 6

W aTTeCTAI[K TIepCoHaIa KBaTM(UKAITUH
[Ipoucxoxnenue 3auMCTBOBAHO M3

N Opurunan X
TPYAOBOH (PYHKITHH OpUrHHaa
Kong Perucrpanuonnsiit Homep
OopuTHHAaA npoQeCcCHOHATEHOTO
CTaHJapTa

TpynoBsie necTBUA

AHamM3 TPOIECCOB MTOKYMEHTOOOOPOTa, JOKANBHBIX JOKYMEHTOB IIO OIICHKE H
aTTECTAI[MU IepcoHaa

Opranu3aiuoOHHOE COIMPOBOXKICHUE MEPONPUITHM MO OICHKE NEpcoHania U €ro
aTTecTalun

OdopmiieHre poriecca U pe3ybTaToB aTTECTAIIMH MTEPCOHANA

WNudbopmupoBaHne nepcoHana 0 pe3ysbTaTax OLEHKH U aTTeCTaIllH

HO,I[FOTOBKH npeﬂnome}mﬁ I10 PA3BUTHIO IICPCOHAJIA 11O PE3YyJIbTaTaM OLICHKU

ConpoBOX/ICHNE IOTOBOPOB MO0 OKA3aHHUI0 KOHCYJIHTAI[MOHHBIX M MH()OPMAIIMOHHBIX
YCIIYT TIO OIIEHKE U aTTECTAIIH [TepCcoHaa

Heobxogumeie ymeHus

OO0ecnieynBaTh  JOKYMEHTAIIMOHHOE  COMPOBOXKICHHE OICHKA W aTTeCTaIliu
nepcoHana
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OdopMasaTh JOKYMEHTBHI 1O BOMPOCAM OIEHKM W aTTeCTallud IEPCOHAA,
MpeI0CTaBIsIeEMbIE B TOCYIaPCTBEHHBIE OpTaHbl, TPO(PeCcCHOHATFHBIE COIO3bI U IPYTHE
MIPEJICTAaBUTEIbHBIE OPTaHBl PAOOTHUKOB

AHaIM3UpOBATh MpPABHIIA, MPOLEAYPHI U TOPSAKH MPOBEICHUS OLICHKH M aTTeCTalluH
nepcoHasa

Bectn yder m peructpanuio JOKyMEHTOB B WH(OPMAIMOHHBIX CHCTEMax M Ha
MaTepUaTbHBIX HOCUTEISIX

OpFaHI/ISOBI:;IBaTb XpaHCHHUC JOKYMCHTOB B COOTBCTCTBHU C Tpe6OBaHI/I$IMI/I TPpyAOBOI'O
3aKOHOOATCIbCTBA Poccuiickoi Q)eL[epauHH 1 JIOKAJIbHBIMU aKTaMHW OpraHru3aluun

Bectu nenoByto nepenucky

Paborate ¢ WHQOpPMAIMOHHBIMH CHUCTEeMaMH W 0a3aMd JaHHBIX 10 BOIpPOCAM
MPOBEACHUS OLICHKM M aTTeCTalldd IEepPCOHAala, BEIACHUIO y4eTa KaHIUAATOB Ha
BaKaHTHBIC JOJDKHOCTH (TIpoeccru, CIeNaTbHOCTH)

AHanm3MpoBaTh AOKYMEHTHI W MEPEHOCUTh HHPOpManHui0 B HH(OPMAIMOHHBIC
CUCTEMBI U 0a3bl JaHHBIX

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOIO 06H.[€HI/I$I

HCO6XOZ[I/IMBIC 3HaHUA

IMopsimox  odopmiteHusi, BeACHUS ¥ XpPaHCHHS JTOKYMCHTAI[UHM, CBS3aHHOW C
MIPOBEICHUEM OIICHKH W aTTECTAIINH ITIepCoHAaIa

[opsmox popMupoBanus, BeAcHUs OaHKa JaHHBIX O IEPCOHAJEC OpraHU3aluk U
MPEIOCTABICHUS OTYETHOCTH

[lopsimox mpoBeneHHs 3aKyNOYHBIX HOpOUEAYpP M OQOPMIICHUS COMYTCTBYIOIIEH
JOKyMEHTalu1

Iopsamox ohopMiIeHHs JOKYMEHTOB, IIPEIOCTABISEMBIX B TOCY/IapPCTBEHHBIE OpPTaHbI,
npodeccnoHambHBIE COIO3BI U IPYTHE MPEICTABUTEIbHBIC OPraHbl pA0OTHUKOB

OCHOBEBI ,Z[OKyMeHTOO60p0Ta U JOKYMCHTAIITMOHHOI'O obecrieucHus

CTpyKTypa OpraHU3aliy U BaKaHTHBIC JOIHKHOCTHU (TIpoheCcCrH, CIICITHAIIBHOCTH)

TpymoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIIE HOPMBI TPYIOBOTO MTpaBa

OCHOBBI apXHUBHOTO 3aKOHOIATEIHCTBA 1 HOPMATHBHBIC MTPABOBhIC aKThl Poccuiickoit
®denepanyuy, B YaCTH BEICHUS JOKYMEHTAIMH 110 IEPCOHATY

3akoHonaTenbcTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

TexHomoruu, MeTOABI M METOJWKM TIPOBENEHHUS aHAIM3a W CHCTEMaTH3allud
JIOKYMEHTOB U HH(pOpMAITIH

JIlokanbHbBIC HOPMATHUBHBIC aKThl OpTraHU3alvy, PETYIHPYIOINHUC HNOPAJOK OLCHKU U
aTTCCTAllU IICPCOHAJIA

ITopsaok 3aKiTtOUEHUS JOTOBOPOB (KOHTPAKTOB)

Hopwmel 5THKH 1e10BOTO 00IIIEHUS

bazoBeie OCHOBBI HMH(POPMATHUKH, CTPYKTYpHOE TMOCTpOCHHE HWH()OPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jlpyrue xapakTepuCTUKU

3.4. O000menHas TpynoBasi pyHKIUS

esSITCJIBLHOCTD 110 PAa3BUTHIO IIEPCOHATIA YpoBeHb
Haumenosanue A p P Kon D P 6
KBau(UKALIIH
ITpoucxoxaeHue
N o 3auMCTBOBAaHO U3
00001IeHHON TpymoBok | OpuruHan X
OopHTHHAaja
GyHKIIH
Kon Perucrpanuonnsiit Homep
OopHTHHAaJIa mpodeccuoHaILHOTO

CTaHdapTa

Bo3moxxHbie
HaMMEHOBaHUS
TIOJDKHOCTEH, podeccuit

CrienMaiucT 1Mo pa3BUTHIO U 00YUEHHIO MIEpCOHANa
CrienuaiycT Mo pa3BUTHIO Kaphephl IIepcoHaa
CrienuanucT 1o IepCoHaTy

Menemxep 1o nepcoHamy
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TpeboBanus k
00pa3oBaHMIO U
00y4YEHHUIO

Bricmiee oOpa3oBanue

JononautensHOe podeccHoHaTbHOE 00pa30BaHe — IPOTPaMMbI TTIOBBIIICHUS
KBaJM(PHUKAIUK; TPOTPaMMBI IPOEeCCUOHATEHOMN IeperoIrOTOBKY B 00JIacTH
OpPraHU3aIMOHHOTO U MPO(ECCHOHATHLHOTO Pa3BUTHSI IEPCOHAA

TpeboBaHus K OMBITY
MPaKTHUECKON pabOThI

Oco0sble ycnoBus
JIOITyCKa K paboTe

Jlpyrue xapakTepucTUKU

I[OHOIIHI/ITCJ'IBHBIG XapPaKTCPpHUCTHUKU

HaumenoBanue 6a30BOii TpyINIIbL, TOKHOCTH
HaumeHnoBanue qokymeHTa Kon
(mpodeccun) WM crienuaIbHOCTH

OK3 2412 CrieruaiucThl 10 KaapaM 1 IpopOpHEHTALIUN

3423 CrnienManucThl KaIPOBBIX CIYKO0 M yUpexKASHUH 3aHATOCTH
EKC - Menemxep 1o nepcoHany
OKIIATP 27755 | DKOHOMHUCT MO TPYAY

22956 | MHcnekTop 1o Kaapam

3.4.1. TpynoBasi pyHKuIMA

Opraau3aIys 1 MpoBEICHUE MEPOTIPHSITHIA 110 YpoBeHb
HanmenoBanue | pa3BUTHIO M IOCTPOCHUIO MPO(ECCHOHATBHOM Kon | D/01.6 | (momypoBeHb) 6
Kapbepsl IepcoHaa KBaTA(DUKAIIUN
[Ipoucxoxnenue 3auMCTBOBAHO U3
N Opurunan X
TPYAOBOH QYHKIINH OpUTHHAJA
Kon PeructpaiimoHHusiii Homep
OpWTHHAJA Mpo¢eCCHOHATBEHOTO
CTaHmapra

TpynoBsie 1ecTBUA

AHanM3 CTPYKTYpHI, TUTAHOB ¥ BAKAHCHI OPTaHM3aluN

AHanu3 OCOOCHHOCTEH pPabOThI
KOHKPETHBIX pab0ovnX MecTax

Ha pa3JIM4YHbIX Y4YaCTKaxX IIpOU3BOACTBA U

[ToaroroBka MpoOEKTOB AJOKYMEHTOB, ONPEICISIONINX MOPSAOK Pa3BUTHUS NEpcOHAa
1 TIOCTPOCHUS TTPOheCCHOHATBHON Kaphephl ¢ OIICHKOM 3aTpat

PaspaboTka miaHoB npodeccuoHaabHON Kapbephbl pa0OTHUKOB

dopmMupoBaHHE KaJIPOBOTO pe3epBa

Opranuzanysi MEpONpHUATHH 1O pa3BUTHIO W IOCTPOCHHUIO TNPO(ECCHOHATBHOM
Kapbepbl MepcoHaa

[MoxroToBka npeaIokeHuit Mo GOpMUPOBAHUIO OIOKETa HA OPTaHU3AIHIO U
MIPOBEICHUE MEPOIPUATHH 110 PA3BUTHIO U TIOCTPOSHHIO MPOodeccnoHaIbHON
Kapbephl IIepCOHaNa

AHanmu3 3¢ (EKTUBHOCTH MEPONPUATHIA IO Pa3BUTHIO TEPCOHANA, IOATOTOBKA
NPEJIOKEHUHN TT0 Pa3BUTHIO

Heobxogumeie ymeHus

AHaM3UPOBaTh YPOBEHb OOIIEr0 pa3BUTHA U MPOPECCHOHATLHOU KBamu(UKaIu
repcoHana

OmnpenensTh KpaTKOCPOUHBIC U JAONTOCPOUHBIC MOTPEOHOCTH PA3BUTHS MEPCOHANA U
MOCTPOCHUS ero MPOodecCHOHATLHON Kapbephl

Omnpenensarts Kputepun (HOPMHUPOBAHUS KaJ[POBOTO pe3epBa OpraHU3aIuu

CocTaBnsaTs MHINBUAYATbHBIE IJIAHBI KAPHEPHOTO PA3BUTHS MTEPCOHAIIA

IIpuMeHATh TEXHONOTMM M METOJBI
npodecCHOHANBEHON Kapbephl

pasBUTHSL TEpPCOHAIa M HOCTPOCHUS
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CocTaBiarh MPEATOKECHUS U KOHTPOIMPOBATh CTAThU PACXOIOB Ha MPOTPAMMBI H
MEPOTIPHSTHUS TI0 PA3BUTHIO MEPCOHATA B MIOCTPOSHHIO MPOHECCHOHATBHON Kaphephl
JUTS TUTAHUPOBAHUS OI0PKETOB

Omnpenensats 3¢pGEeKTUBHOCTE MEPONPHUITUIN MO Pa3BUTHIO MIEPCOHATA U TIOCTPOCHHIO
npodecCHOHANBEHON Kapbephl

PaGoTath ¢ MHPOPMAITMOHHBIMY CUCTEMaMH U 0a3aM¥l JaHHBIX T10 MIEPCOHATY

Co0urogaTh HOPMBI ATHKH JACIOBOTO OOIICHUS

HCO6XOZ[I/IMBIC 3HaHUA

Cuctema, cmocoObl, METOIbl, HHCTPYMEHTHl TOCTPOCHHUS NPO(HEeCCHOHATILHOM
Kapbephbl

MeTo/1bI ONPEeCCHHS U OLIEHKH JIMYHOCTHBIX M IMTPOGECCUOHANBHBIX KOMIICTCHIIUI

CucteMsbl, MeTOIBI U (HOPMBI MATEPUAIBHOTO ¥ HEMATEPUAIILHOTO CTUMYJIMPOBAHUS
TpyJa MepcoHana

TexHonorHU, METOABI POPMUPOBAHHUS H KOHTPOJISI OFOJIKETOB

TexHomoruu, METOABI W METOAMKU TIPOBEJCHUS aHalu3a M CHCTeMAaTHU3aIuu
JIOKYMEHTOB U MH(OopMaImn

OcHOBBI IPo(hecCHOHATTEHON OpUEHTAITUH

OCHOBBI TOKYMEHTOOOOPOTA U JOKYMEHTAIIMOHHOTO 00ECIICUCHUS

OcCHOBEI HpOI/IBBO,Z[CTBeHHOﬁ JACATCIIbHOCTU OpraHru3aln

OCHOBEI 061].[6171 n COI.[HaJ'H:HOfI TNCUXOJIOTnH, COLIMOJIOTHH U IICUXOJIOTHUH Tpyda

CTpyKTypa OpraHu3alyy ¥ BAKAaHTHBIC JOJHKHOCTH (PO eCCHH, CIICIUaIbHOCTH)

TpynoBoe 3aKOHOAATEIHCTBO M UHBIE AKTHI, COJIEPKAIINE HOPMBI TPYIOBOTO IIpaBa

3akoHoaaTensCTBO Poccuiickoit denepanuu 0 NEpCOHANBHBIX TAHHBIX

JlokaabHBIC HOPMATHBHBIC AKTHI OPTAHU3AIHH, PETYITUPYIOIIAE MOPSIOK PA3BUTHS U
MOCTpOCHUs TPO(HECCHOHATBHON Kapbhephl IepcoHana

[Nopsimox 3aKi0YeHns: JOrOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1€710BOT0 OOIIECHUS

BazoBrie ocHOBBI HMH(OpPMATHUKH, CTPYKTYpPHOE TMOCTPOCHHE HH(POPMALMOHHBIX
CHCTEM M 0OCOOCHHOCTH pabOThI C HUIMHU

Jlpyrue xapakTepuCTUKHU

3.4.2. TpynoBasi pyHKuMsA

Opraamzarus oOydeHHs ImepcoHaa YpoBeHb
HammenoBanue Kox | D/02.6 (TIomypoBEHB) 6
KBaJTU(UKAITIU
[poucxoxnenue 3anMCTBOBaHO U3

TPYAOBOH QYHKIINH

Opuruaan X

TpynoBele neiicTBUS

OpUTHHATA
Kon Perucrpanuonssit
OopHTHHAJa HOMED
po(heCCHOHATIBHOIO
CTaHmapra

AHanu3 pelHKa 00pa30BaTENbHBIX YCIYT U MOTpeOHOCTEH opraHu3anuy B 00yueHUN
nepcoHana

Pa3paboTka TIIaHOB, METOJMYECKHX MAaTEpUANIOB, YUEOHBIX IUIAHOB U IPOTPaMM,
MPOCKTOB JIOKATHHBIX aKTOB 110 OOYYCHHIO M Pa3BUTHUIO MIEPCOHANA, BKIIIOYAs OIICHKY
3arpar

Opraam3aius MEpPOIIPUATHI 110 00YICHHIO TIepcoHaIa

IMoaroroBka npeayoxeHuii Mo GopMHUPOBAHUIO OFODKETAa HA OPTraHNU3AINI0 00yUCHUS
nepcoHana
Amnanu3 3 PpeKTUBHOCTH MEPONIPHUSITU 10 0OYUCHHIO IEpCOHANA




Heobxomumble ymMeHUsS
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AHanmM3upoBaTh M ONPEACIATh TMOTPEOHOCTH B OOYYEHHWH TPYIN IepcoHala B
COOTBETCTBUH C LIEJISIMU OpraHU3aluu

Pa3paOaTbIBaTh IUIaHBI IOJTOTOBKHU, NEPEHIOATOTOBKY U MOBBIIIEHUS KBaIU(UKALIUU
KaJpoB, yueOHBIC MIaHbI U TPOrPaMMBI

AHaNM3UpOBaTh PBHIHOK 00pa30BaTENbHBIX YCIAYr M TOTOBUTh NPEAJIOKEHHUS II0
IOCTABIUKAM yCIIyT

Opra"m30BBIBaTH 00YJAIOIINE MEPOTIPUSTHS
CocCTaBIATh M KOHTPOJIMPOBATh CTAaThU PACXOAOB Ha OOydYEHHE TMepcoHana s
TUTAHUPOBAHUS OFOJIKETOB

Pa3pabathiBaTh ¥ KOMIUICKTOBATh YU€OHO-METOANIECKUE JOKYMEHThI

[Ipou3BoauTh OICHKY 3((HEKTHBHOCTH 00YUCHHS MepCOHaa

IIpou3BOUTh  TpEIABAPUTEIBHBIC 3aKyMOUYHBIC TPOLUEAYPHl U ohopMIICHHE
COMYTCTBYIOIIEH JTOKYMEHTAIINH IO 3aKJIF0YECHHIO JJOTOBOPOB

PaboTath ¢ HHGOPMAIIMOHHBIME CUCTEMaMH U 0a3aMu JaHHBIX IO MEPCOHATY
PazpabateiBaTh M 0GOPMIIATH TOKYMEHTHI IO MPOIECCAM OpraHH3allid O0y4YCHHS
MEepPCOHAJIA U UX pe3yJibTaTaM

Co0iro1aTh HOPMbI STHKH J1€JI0BOTO OOIIECHHUS

HeobOxonuMble 3HaHUS

MeTo/1p1, THCTPYMEHTHI HCCIICIOBAHMUS HOTPEOHOCTH B 00YUEHHH ITepPCOHAIA
Metopomnorust o0yueHus

TexHONOTMM, METOABI M METOAMKM TPOBEACHUS aHaIM3a W CUCTeMaTH3aluu
JOKyMEHTOB ¥ HH(popManuu

Ilopsmox pa3pabOTKM TIJIAHOB TOATOTOBKH, MEPETIOATOTOBKA W IOBBIIICHUS
KBaJTM(UKALINU KaJAPOB, YICOHBIX IUIAHOB U MPOTPaMM

Cuctemsl, MeTOIBI U (POPMBI MaTEpPUAIbHOTO U HEMATEPUAIBHOTO CTUMYIHUPOBAHUS
TpyZa IepcoHana

TexHOMOTUN 1 METO bl (HOPMHUPOBAHUS U KOHTPOJISI OI0/PKETOB

IMopsimok  BeAeHUS ydeTa © OTYCTHOCTH MO TOATOTOBKE U  TOBBIMICHUIO
KBaJM(UKALMU TIEPCOHAIa

OCHOBBI IOKYMEHTOO0OPOTa U IOKYMEHTAI[HOHHOIO 00eCIICYeHHUS
OCHOBBI TEXHOJIOTHH NMPOU3BOJICTBA U JIEATEILHOCTH OpTraHU3aALNU
OcCHOBBI 0011 ¥ COIMATLHON TICXOJIOTHH, COIMOJIOTHH U TICHXOJIOTHH TPYIa

[Mopsiok mpoBefeHUs] 3aKYIMOYHBIX MPOIEAYyp ¥ O(OPMICHHUS COIMYTCTBYIONICH
JIOKYMEHTAITIH

CTpyKTypa opraHu3aiuu

TpynoBoe 3aKOHOJIATEIBCTBO U MHBIE aKThI, COJIEPKAIllMEe HOPMBI TPYAOBOTO IIpaBa

OCHOBBI apXWMBHOTO 3aKOHOJATENLCTBA W HOPMATHBHBIC IIPABOBBIC  AKTHI
Poccuiickoit ®enepannu, B 4aCTH BEJEHUS TOKYMEHTAIIUHU 110 TIEPCOHAITY
OcCHOBBI HAJTOTOBOTO 3aKoHOAaTeNnbCcTBa Poccuiickoit @enepanuu

OCHOBBI 3aKOHOIATETLCTBA 00 06pazoBannn Poccutickoit demeparuu
3akoHonaTenbcTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

JlokanpHBIE HOPMATHBHBIE aKTH OPTaHU3AIINH, PETYINPYIONINe 00yUIeHre TIepcoHaIa

ITopsaok 3akiTroUeHUs JOTOBOPOB (KOHTPAKTOB)

HopMeI 3THKH 1e710BOTO 00IICHUS

BazoBble OCHOBBI HMH(DOPMATUKH, CTPYKTYPHOE TIOCTPOCHHE HWH(POPMAIIMOHHBIX
cUCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepuCTUKHU

3.4.3. TpynoBasi pyHKkums

Oprasu3zanyst aganTaluy U CTaKUPOBKH YposeHb
HaumenoBanue | nepconana Kon | D/03.6 (moxypoBeHb) 6
KBaJTU(UKAITUU
[Ipoucxoxnenue 3alMCTBOBAHO U3

TPYAOBOH QYHKIINH

Opuruaan X

OpHUTrvHajia

Kon PeructpanuoHHsbiit
OpHUTHHAJA HOMEp
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po¢eCcCHOHATBEHOTO
cTaHzapra

TpynoBblie qeHCTBUS

Amnanus YCOCHIHBIX KOPIMOPATHBHBIX IMPAKTUK IO OpraHrU3alu aJganTalivii 1
CTAXXUPOBKE NICpCOHATIA

Pa3paboTka miaHOB aJlanTaliy, CTaXXMUPOBKH TIEpCOHATIA ¢ OLIEHKOW 3aTpar

Opranu3zaiusi MEpOTIPUSTHIA IO aJaNTalllHi, CTAKUPOBKE ITEPCOHAA

ITogroToBka TPEeMTOKEHUHA TI0 COBEPIICHCTBOBAHHIO CHCTEMBI  ajalTalluH,
CTaXUPOBKH MepCcoHANA

HO,Z[FOTOBKEI HpeI[J'IO)KCHI/Iﬁ 1o (bOpMHpOBaHI/HO 6IO,Z[)K€T3 Ha OpraHu3anuro
azalTany U CTaXXUPOBKU IIEPCOHAJIA

Ananm3 3()peKTHBHOCTH MEPOIPHUSITAN TIO aAANTAIlMH U CTAXKHPOBKE MepcoHasa

Heobxonumele ymenust

Or[pe;[eJme Tpynnsl n€pcoHala i CTAXKUPOBKHU U alallTallun

OHpeI[eJ'DITb pa6que MCCTa AJid MPOBCACHUSA CTAXKUPOBKU U aJallTallui IEpCOHAJIa

CornacoBbIBaTh MEPOIPHATHS aJanTallid W CTAKUPOBKH C BO3MOXKHOCTSIMH
MIPOM3BO/ICTBA

HpOI/IBBO,I[I/ITI: AHAJIM3 U OLCHKY PE3YJIbTATOB aJallTallu U CTA)KUPOBOK IICPCOHATIA

CoCTaBIATh MPEIOKCHUS U KOHTPOJIUPOBATH CTaTbU PACXOJIOB HA MPOTPAMMBI H
MEPONPUATHSA 10 aJanTallMd M CTaXKHPOBKE IEpCOHANa Il  IUIaHUPOBAHHS
OIO[KETOB

[Ipou3BoauTh OLEHKY PQPEKTUBHOCTH MEPOIPUATHH MO aJanTalud U CTAKUPOBKE
nepcoHana

Brenpste cuctemsl BOBIIEYeHNSI PAOOTHUKOB B KOPIIOPATHBHYIO KYJIBTYPY

Hcmonp3oBaTh HHPOPMALIMOHHBIE CUCTEMBI M 0a3bl TAHHBIX 10 TIEPCOHATY

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOIO 06H.[€HI/I$I

HCO6XOZ[I/IMBIC 3HaHUA

MCTOI[I:I aJanTainyi U CTAXXKUPOBOK

TexHonmoruu, METONBI W METOAMKU IMPOBEICHUS aHAKM3a U CHUCTeMaTU3alluu
JIOKYMEHTOB U HH(pOpMAITIH

[Mopsimok pa3paboTKK TUIAHOB ajanTaliy MEepcoHalla HAa HOBBIX pPabOYMX MECTax,
MOJITOTOBKH, TIEPEHOATOTOBKM W TOBBIIICHUS KBATU(UKAIMU TIEpCOHAIa W
OpTraHMU3aIlH CTAKUPOBOK

[Mopsiiok cocTaBIeHUs] CMET 3aTpat Ha aIalTalUI0  CTAKUPOBKY TIepcoHAla

HOpﬂ,I[OK BCACHHS YUCTa U OTUCTHOCTHU I10 aJJallTallui U CTAXXKUPOBKE NIEpCOHAJIA

CucTeMbl, METOIBI U (POPMBI MATEPHATHLHOTO U HEMATEPHAILHOTO CTUMYJIMPOBAHHUS
Tpy/ia epcoHaia

TeXHONIOTUH 1 MeTO bl (HOPMHUPOBAHUS U KOHTPOJISL OI0/PKETOB

OCHOBBI TEXHOJIOTHH IIPOU3BOJCTBA U ACATCIIBHOCTU OpraHru3aln

OCHOBEBI 0611[6171 u COLII/IaJIBHOfI TMICHUXO0JIOTUH, COUOJIOTHUH U IICUXOJIOTHUU Tpyda

CprKTypa OpraHu3alivii 1 BAKaAaHTHBIC TOJKHOCTHU (HpO(beCCI/II/I, CHeI_II/IaJ'IBHOCTI/I)

TpymoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPKAIIE HOPMBI TPYIOBOTO MTpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAATENIbcTBAa Poccuiickont deneparinu

3akoHonaTenbcTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

JlokanbpHbIC HOPMATHBHBIC AaKThl OpPraHU3AIMH, PETYIUPYIONIHE aJanTalldio |
CTOKUPOBKY TIepCOHAIIa

OCHOBBI JIOKYMEHTOO0OPOTa U IOKYMEHTAI[HOHHOIO 00eCIICUeHHUS

ITopsaok 3aKiTt0UeHUs JOTOBOPOB (KOHTPAKTOB)

HOpMI:I OTHUKHU OCJIOBOIO 06IJ_IGHI/IH

bazoBeie OCHOBBI HMH(OPMATHKH, CTPYKTYpHOE MOCTPOCHHE WHPOPMAIMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUIMHU

Jlpyrue xapakTepUCTUKHU

3.4.4. TpynoBasi pyHKuIMSA

HaumenoBanue

AJIMUHUCTpHPOBAaHUE POLIECCOB U Vposerb
JOKyMEHTO000pOTa MO Pa3BUTHUIO U
Y poTa rio p Kom | D/04.6 | (momypoBeHs) 6
npodeccnoHalbHOM Kapbepe, 00yUeHHIO,
KBaTM(hUKAIAN
aJlanTalyy U CTaKUPOBKE IEpcoHaIa




ITpoucxoxneHue
TPYIOBOH (DYHKIIMH
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3anMCTBOBAaHO U3

Opurunan X
OpHTHHAJA
Kon Perucrpanuonnsiit Homep
opuUruHaia po(heCCHOHATBHOTO
cTaHmapra

TpynoBble qeHCTBUS

AHanu3 mpoIeccoB, MPaBUI U MOPSIKOB OPraHU3alluy MPH TPOBEACHUN MEPOTIPUSITHIA
M0 Pa3BUTHIO U NPOQECCHOHATBHON Kapbepe, OOYYEeHUIO, alanTallii U CTaXKHUPOBKE
nepcoHana

JIOKyMEHTAllMOHHOEe  O(OPMJICHHE PE3yJbTATOB MEPONPUATHH MO pPa3BUTHIO U
npodecCHOHANTLHON Kaphepe, 00YUeHHI0, aIalTallid U CTaXXMPOBKE MIepCoHalIa

IToaroroBka MHAMBUAYATBHBIX TPEIIOKCHUH Ha OCHOBE pPE3yJbTAaTOB IPOBEICHUS
MEPONPUATHH IO Pa3BUTHIO M MPOPECCHOHAILHONW Kapbepe, 00YUYCHUI0, afanTalud 1
CTaXUPOBKE MEepcoHaa

IToaroroBka IpemIoKEHUN 1O COBEPIIICHCTBOBAHUIO CHCTEM OOYUCHHS, amanTalluil U
CTa)XKUPOBKH, Pa3BUTHS M IMTOCTPOCHUS MPOPECCHOHAIBHOM Kaphephl MepCoHaa

ConpoBoXKJeHHE JOTOBOPOB IO OKa3aHUIO KOHCYJIBTAIMOHHBIX, MH()OPMAIMOHHBIX
yCITyT, HEOOXOAMMBIX JIJIS TIPOBEICHUS OOYYCHUS, aIalTallii U CTAXXUPOBOK, Pa3BUTHUS
M TIOCTpPOEHUS! MPo¢EeCCHOHAIBHON Kapbepsl MepcoHaa, BKIIOYAs MpEeABaApUTEIbHBIC
MIPOIEAYPHI IO X 3aKIFOYCHHIO

Brimonnenne TpeboBaHW MO XpaHeHHIO HH(MOpPMAaLUMU O pe3yibTaTax OOy4eHus,
ajanTaldd W CTAXHUPOBKH, PA3BUTHS W TOCTPOSHHS MPOQPECCHOHAIBHOW Kapbepbl
nepcoHasia

Heobxogumeie ymeHus

OdopmiisaTh JOKYMEHTBI TI0 BONpOCaM TIPOBEICHUS OOy4YeHHWs, aJanTalud |
CTOXXHUPOBKH, Pa3BUTHs W TIOCTPOCHUS TMpo(hecCHOHATbHONW Kapbephl IIepCOHana,
MIPeIOCTaBIsIeMble B TOCYIaPCTBEHHBIE OpraHbl, MPOPEeCcCHOHAIFHBIE COIO3bI U IPyTHE
MIPE/ICTAaBUTEIbHBIE OPTaHBl PAOOTHUKOB

OOecneuynBaTh AOKYMCHTAIIUOHHOC  COIMMPOBOXKACHUC O6y‘leHI/I$I, ajganTaimuua Hu
CTAXXUPOBOK, Pa3BUTHA U NOCTPOCHUA HpO(l)CCCHOHaHBHOfI KapbCphl NICpCOHAIA

AHanm3upoBaTh MpaBuia, MPOLUEAYPHl U MOPSIKA MPOBEACHIUS 00yUeHUs, alaNTallud |
CTKUPOBKH, Pa3BUTHUS U TIOCTPOCHUS MPOPECCHOHATBHON Kaphephl MepCoHaNa

OpFaHI/ISOBBIBaTB XpaHCHUC  JOKYMCHTOB B  COOTBCTCTBHUU C Tpe6OBaHI/I$IMI/I
3aKOHOOATCIbCTBA Poccuiickoi d)ej:[epauml 1 JIOKAJIbHBIMU aKTaMH OpraHu3aluun

AHaM3UpOBaTh JIOKYMEHTHI M TEPCHOCHTh WH(QOpMAIMI0O B WHPOPMAIHOHHEIC
CHUCTEMBI U 0a3bl JaHHBIX

Bectn YUCT U PErucTpanvro JOKYMCHTOB B I/IH(l)OpMaLII/IOHHLIX CHUCTEMAX H Ha
MaTCpUaJIbHBIX HOCUTCIIAX

PaboraTh ¢ HHGOPMAITMOHHBIME CHCTEMaMH B 0a3aMul TaHHBIX 110 BOIIpocaM 00ydeHHS,
ajanTanid M CTAXHUPOBKH, PA3BUTHS W TOCTPOCHHS MPOPECCHOHAILHOUW Kaphephl
MepCcoHalla, BEJCHUS ydYeTa KaHAWIATOB HAa BaKaHTHBIC JOJDKHOCTH (mpodeccuw,
CIICIMATLHOCTH )

Bectu nenoByto nepenucky

Co0imr01aTh HOPMbI STHKH J1€JI0BOT0 OOIIECHHUS

HCO6XOZ[I/IMBIC 3HaHUA

TMopsmok ohopmiicHHUs, BEACHUS U XPaHCHUS JOKYMEHTAIIWH, CBSI3AaHHOM C CHCTEMOM
o0y4eHHUsI, aganTalid W CTAXHUPOBKH, Pa3BUTHS U TMOCTPOCHUS MPO(HECCHOHATBHOM
Kapbepbl IepcoHaa

Mopsimox  popmupoBanus, BeneHuss OaHKa JaHHBIX O IEPCOHAJEC OPraHU3alUA |
MPEIOCTABICHUSI OTYCTHOCTHU

HopMaTuBHBIE  TpaBOBBIC  aKThl, pErYJIHpPYIOIIME TMpaBa ©  O0S3aHHOCTH
TOCYIapCTBEHHBIX OPraHOB W OpraHW3allid M0 TPEAOCTABICHUIO  YIE€THOU
JIOKyMEHTAIUN

HOpH,I[OK O(i)OpMJ'IeHI/I}I AOKYMCHTOB, MMPEAOCTABIIICMBIX B T'OCYAAaPCTBCHHBIC OPraHbl U
HWHBIC OpraHu3aiuu

OCHOBBI IOKYMEHTOO0OPOTa U IOKYMEHTAI[HOHHOIO 00eCIICUeHHUS

[Mopsmox  mpoBeneHusT 3aKYMOYHBIX Mporenyp ¥ O(QOpMIICHHS COMYTCTBYIOIIEH
JIOKyMEHTAIUN
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CTpyKTypa OpraHu3aiyy U BAKAaHTHBIC TOJHKHOCTH (PO eCCHH, CIICIIHATLHOCTH)

prZ[OBOC 3aKOHOAATCIILCTBO U MHBIC aKThI, COACPKAIIIMC HOPMBI TPYJOBOTI'O ITpaBa

OCHOBBI apXHUBHOTO 3aKOHOJATEIHCTBA M HOPMATHUBHEIC TIPABOBBIC aKThl Poccuiickoit
®Denepanyy, B 9aCTH BeIEHHUS TOKYMEHTAINH 10 TIEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOoHOAaTeNbCcTBA Poccuiickort deneparuu

3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

TexHomornu, MeETOABI W METOAWKH TPOBEIEHUS aHaIM3a M CHUCTeMaTHU3aluu
JIOKYMEHTOB U HH(pOpMAITIH

JlokanbpHbIC HOPMATHBHBIC aKThl OPTaHU3AIMU, PETYIHUPYIOUIHE MOPSIOK Pa3BUTHS U
MOCTPOCHUST MPOPECCHOHATBLHON Kapbepbl, OOyUeHHs, aJanTalid W CTAKUPOBKH
nepcoHaa

ITopsaok 3aKiTt0UeHUs JOTOBOPOB (KOHTPAKTOB)

HOpMI:I OTHUKHU OCJIOBOIO 06IJ_ICHI/IH

ba3oBbie OCHOBBI HHPOPMATHKH, CTPYKTYPHOE MOCTPOCHUE MH(POPMAIIMOHHBIX CHCTEM
1 0COOEHHOCTH PabOThI ¢ HUMH

Hpyrue
XapaKTEPUCTUKHU

3.5. O6001menHast TpyaoBasi PyHKIMS

eATEIIEHOCTD 10 OpraHM3aIuY TPYyia U YpoBeHb
HaumeHoBanue A P TPy Kon E P 6
OTLIATHI IEPCOHATIA KBaJTU(UKAIINH
[Ipoucxoxnenue
N N 3anMCTBOBAHO U3
00001eHHON TpymoBoii | OpurnHan X
OpHUTHHANA
dhysKIIH
Kon Peructpanmonnsiii Homep
opurrHaga  Mpo(ecCHOHATBLHOTO
CTaHJapTa

Bo3moxHbIe
HaMMEHOBaHHS
JOJDKHOCTEH, ipodeccuit

CriermanycT Mo HOPMHUPOBAHUIO U OTIIATE TPyAa
CrienuaucT 1o OpraHu3alliy | OTUIaTe Tpyda
CrienuaivcT 1Mo KOMITCHCAIUSAM U JIbrOTaM
CrienuaaucT 1o IepCoHaTy

MeHnemkep 1o nepcoHaity

TpeboBanus k
00pa3oBaHMIO U
00y4eHHUI0

Briciiee oOpa3oBaHue

JHomnonHuTensHOe mpodeccnoHanTbHOe 00pa30BaHKe — MPOTPAMMBI
mpodheCCHOHANBHON EPENOATOTOBKY B 00JIACTH 3KOHOMHUKH, HOPMHUPOBAHUS U
OILTATHI TPYy/Ia, IPOrPAMMbI TTOBBINICHUS KBATH(UKAIUH

TpeboBaHUs K OIBITY
MPaKTUYECKOI paboThI

Oco0Ople ycrmoBus
Iomycka K pabore

Jpyrue xapakTepruCTHKA

JlomonHATENbHBIE XapaKTEPUCTUKH

Haumenosanue 6a3oBoi T'pynnbl, JOJLKHOCTH

HaumeHnoBanue qokymeHTa Kon
(mpodheccun) niM CeUHATBHOCTH
OK3 2412 CrienganucTsl 110 KajapaMm U nIpohoprueHTauN
3423 CrienManucThl KaIpOBbIX CIIY)KO M YUPSIKICHUH 3aHITOCTH
EKC - WHxeHep 1o HOPMUPOBAHMIO TPyAa

- TexHuK 1o Tpyay

_ DKOHOMHUCT TI0 TPYTY

- Menepkep 1o nepcoHany
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OKII/ITP

27755 DKOHOMHUCT IO TPYy

22956 | MHCcmekTop mo Kaapam

3.5.1. TpynoBas pyHKUIMS

Opranuzanus Tpyaa nepcoHaia YpoBeHb
HammenoBanue Konm | E/02.6 | (moxypoBeHb) 6
KBaJTU(UKAITUU
ITpoucxoxaeHne 3auMCTBOBAHO U3

TPYAOBOH QYHKINH

Opurunan X

OpUTrHHaNIa
Kon Perucrpanmonsslit Homep
opurrHajIa po(heCCHOHATIBHOIO
cTaHgapTa

TpynoBbie 1elcTBUA

Heobxomumbie ymMeHUs

Heob6xoauMele 3HaHUA

AHanu3 yCHemHbIX KOPIIOPATUBHBIX MPAKTHK 110 OPraHU3aIlii HOPMUPOBAHUS TPyAa
IUTST  Pa3NMYHBIX ~ KaTeropuil  IMepcoHama, OCOOEHHOCTEH MpPOM3BOJACTBA W
JISSTEIILHOCTH OPTaHU3aluN

Pa3zpaboTka cucteMbl OpraHu3alnvd TpyJa MEpPCOHANa W TOPSIKa HOPMHUPOBAHUS
TpyZa Ha pabOYMX MECTax C OLEHKOW 3aTpar Ha MepCOHA

Buenmpenne cucTeMbl oOpraHu3alM  TpyAa IEpcoHalia M KOHTPOJIS — Haj
HOPMUPOBAaHUEM C OIpPEACICHUEM TPYAOEMKOCTH, HOPMATHBHON YHCICHHOCTH,
rpa¢uKoB paboT M YCIOBHH OIIATH TPYa epcoHaIa

BrisiBieHHe pe3epBOB TOBBILICHWS NPOM3BOAMTENLHOCTH Tpyda M KayecTBa
HOPMMPOBaHUs TpyJda, IOATOTOBKA MPEIJIOXKEHUN II0 H3MEHEHUsIM YCJIOBUM U
OILIaThl TPYyZa IepcoHaja

[oxnroroBka mpemtokeHUd 1Mo (GOPMUPOBAHUIO OIOKETa HAa OPraHU3alMIO TPyHa
nepcoHana

Onpenenenne  3GQGEKTUBHOCTH  pabOTBl  CHCTEMBI  OpraHu3al¥ Tpyaa H
HOPMHPOBAHUS TPYJIa Ha pabOYnX MeCcTax

BHeapsaTs METOABI pallMOHATBHONM OpraHU3alry TPyAa

Pa3pabaTbiBaTh TUIAHBI OpPTaHMU3AIUOHHBIX W TEXHUYECKUX MEPOIPUATHH TIO
MOBBIIICHUIO POU3BOAUTEILHOCTH TPYAa
AHanmu3upoBaTh COCTOSHUE HOPMHUPOBAHUS TPYJa, KaueCTBO HOPM, MOKazaTenei mo

Tpyny

Anamu3upoBath 3pHEKTHBHOCTh pabOTHI CHCTEMbI OPraHH3alUK TPYyIa epCOHANa U
HOPMHPOBAHUS TPYy/Ia Ha pabOUnX MeCTax

CocCTaBisATh U KOHTPOJIMPOBATH CTATHH PACXOJ0OB HA OIJIATY TpyJa TMepcoHana s
IUTAHUPOBAHUS OFOIKETOB

PaboraTh ¢ mHGOPMAITMOHHBIMUA CHCTEMAaMH U 0a3aMH JTaHHBIX 110 HOPMHUPOBAHHIO U
oriaTe TpyJa mepcoHana

P a3pa6aTbIBaTI: n O(bOpMJ'I}ITB HAOKYMCHTBI 11O HAIIPABJICHUIO ACATCIIBHOCTH

Co0imr01aTh HOPMbI STHKH J1€JI0BOT0 OOIIECHHUS

Merto/pl yueTa 1 aHaIM3a MoKa3aTeliei o TpyLy U OIvIaTe Tpyaa

MeToabl onpeaeIeHuUs, OIICHKA U CPABHEHUS TPOU3BOJICTBEHHON WHTCHCUBHOCTH U
HaNpPsHKCHHOCTH Tpyia

MeTo/151 HOpPMHUPOBAHUS TPyaa

MexoTpaciaeBbie U OTPACIeBbIe HOPMATUBEI TPYAOBEIX 3aTpar

CoBpemeHHBIE (OPMBI, CHUCTEMBI OIUIATHl W y4YeTa MPOWU3BOAMTEIHHOCTH Tpya
nepcoHasna

CucteMsbl, MeTOJIbI U (POPMBI MaTEPHAIBHOTO U HEMATEPHAIBHOTO CTHMYIHUPOBAHUS
TpyJla mepcoHana
TexHoIOTNM ¥ METOIbI (POPMHUPOBAHUS U KOHTPOJIS OI0/KETOB

TexHomornuu, METOABI W METOIWKHA MPOBEICHHS aHaIW3a W CHCTeMaTH3allud
JIOKYMEHTOB 1 HH(pOpMAIIH
OCHOBBI IOKYMEHTOO0OPOTA U IOKYyMEHTAI[HOHHOTO 00SCIICUeHHUS
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[opsimox Tapudukanum paboT M paboOYMX, YCTaHOBICHHUS JOJDKHOCTHBIX OKJIAJIOB,
Jnomiar, Hag0aBok M Ko3GQUIMEHTOB K  3apabOTHOM  ImjiaTe, pacueTa
CTUMYJIUPYIOIIUX BBIILIAT

TapudHo-KBaNTUPHUKALINOHHBIE CIPAaBOYHUKKA PabOT © mpodeccuii pabouumx u
KBaJTH(PHUKALMOHHBIC XapaKTEPUCTUKHU JAOJKHOCTEH CIyKaIluX

OCHOBBI TEXHOJIOTHH IIPOU3BOZICTBA U ACATCIIBHOCTU OPraHru3alvin

CtpyKTypa OpraHU3aliy U BaKaHTHBIC JOIDKHOCTHU (TIpoheCcCrH, CIIITHAIIBHOCTH)
KanpoBas momuTrKa v CTpaTeTrus OpraHu3aiun
OKOHOMMUKA TpyJa

OCHOBBI O0IIIEH U COITUATBHOMN TICUXOJIOTHH, COITMOJIOTHH U IICUXOJIOTHH TPYIa

TpymoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPKAIINE HOPMBI TPYIOBOTO MIpaBa
OCHOBBI  apXMBHOTO 3aKOHOJATEJIbCTBA K HOPMATHBHBIC IIPABOBBIC  AKTHI
Poccuiickoii @eaepannu, B 4aCTH BEICHUS JOKYMEHTALIMH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbcTBAa Poccuiickont deneparinu

3akoHomaTensCTBO Poccniickoif Deepanun 0 IepCOHATBHBIX TaHHBIX

JlokanpHble  HOPMATUBHBIE aKThl  OpPTaHU3AllUM, PETYIHUPYIONIUE  MOPAIOK
OpraHM3ali{ TPy/Aa U HOPMHUPOBAHHUS NIEpCOHAla

ITopsaok 3aKiTr0UeHUsS JOTOBOPOB (KOHTPAKTOB)

HopMeI 3THKH 1€T0BOTO O0IICHUS

BazoBble OCHOBBI HMH(DOPMATUKH, CTPYKTYPHOE TIOCTPOCHHE HWH(POPMAIIMOHHBIX
CUCTEM H 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepuUCTUKHU

3.5.2. TpynoBasi pyHkuus

Opraam3aIus oriaThel Tpy/Ia epcoHaa YpoBeHb
Kon | E/01.6 IIOAYPOBEHD 6
HaumenoBaHue a (ozyp )
KBaJTU(UKAITUU
[Ipoucxoxnenue 3auMCcTBOBAHO U3

TPYIOBOH (YHKIIMH

Opurunaan X

OpWTHHAJA
Kon PeructpaiimoHHsiii Homep
OpuUrvHaja  MPOQPECCHOHAIHLHOTO
cTaHaapTa

TpynoBble qeHCTBUS

AHanmu3 YCHEIIHBIX KOPIOPATUBHBIX MHPAKTHK MO OPraHM3aldd CHCTEMBI OILIATHI
TpyZAa IepcoHana

Pa3paboTka crcTeMbl OIIIaTHl Tpy/ia epcoHana

dopmHupoBaHUE IUTAHOBOTO OromkeTa ()OHIA OIUIATHI TPYAd, CTUMYIUPYIOMINX H
KOMIIEHCAIIMOHHBIX BBITIAT

BHCZ[pGHI/Ie CHUCTCMBI OILUIAThI TPyJda NICPCOHAIa

IToaroToBKa MPEIIOKEHUIH IO COBEPIICHCTBOBAHUIO CHUCTEMbI OIUIATHI TPy
nepcoHaa

Heobxogumeie ymeHus

CoCTaBIIATh U KOHTPOJIMPOBATH CTaThbM PACXOJOB Ha OILIATY TpyJda IEpCOHaja IS
TUTAHUPOBAHUS OFOJKETOB U (POHIIOB

HpI/IMeHSITB TCXHOJIOTHUHN MaTepHaHBHOﬁ MOTHBALU B YIIPABJICHUU IIEPCOHATIOM

Pa3pabaThiBaTh KOHIIETIINIO MMOCTPOCHHS MOTHBAIMOHHBIX MPOTpaMM paOOTHHUKOB B
COOTBETCTBHH C LICTISIMU OpraHU3aluu

AHaNM3UpoOBaTh COBPEMEHHBIE CHUCTEMBI OIJIaThl W MaTepUaIbHOW (MOHETapHOM)
MOTHUBALIMU TPYZa JUIs 1ieJiel opraHu3aluu

AHanm3upoBaTh ypPOBEHb OIUIATHl Tpyda I[E€pcoHalla 10 COOTBETCTBYIOIIUM
po(heCCUOHATBHBIM KBATH()HUKAIIHIM

[IpoBOANTE MOHUTOPUHT 3apa0OTHOM IITATHI Ha PBHIHKE TPYAa

AHaJ’II/ISI/IpOBaTI: (bOpMI:I MaTepruajbHOr0 CTUMYJIIHMPOBAHUA, KOMHCHC&L[I/II‘/JI 1 JIbI'OT B
OIJIaTC Tpyaa nepcoHajia
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Pabotate ¢ WHGOPMAIMOHHBIME CHCTEMaMH W 0a3aMH JaHHBIX MO OIIaTe TPyAa
nepcoHaa

CocTaBiATh IPOTHO3BI PA3BUTHS OIUIATHI TPYAA ITEpCOHAIA

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOI'O 06H.[€HI/I$I

HeoOxonuMele 3HaHUS

®DopMBbI U cHCTEeMBI 3apabOTHOI MIIATHI, MTOPSIIOK COCTABIICHUS OIOIKETOB

Cuctemsl, MeTOJbI U (HOPMBI MAaTEPHATBLHOTO U HEMATEPUAIBHOTO CTUMYJIMPOBAHMS
TpyZAa NepcoHana

TexHONMOTUU B METO bl (HOPMHUPOBAHUS U KOHTPOJIS OI0/KETOB U (HOHIOB

[opsimox Tapudukanuu paboT ¥ padOUMX, YCTAaHOBICHHS IOJDKHOCTHBIX OKJIAIOB,
JI0IUTaT, Hag0aBOK M KO (PHULMEHTOB K 3apa0OTHOM miare, pacueTa CTUMYJIMPYIOIINX
BBIIJIAT

Mertomp! onpeneeHrs YUCICHHOCTH PaOOTHUKOB

TapudhHo-kBaIM(UKALMOHHBIC CIPABOYHUKH paboT u mpodeccuit padbouux
KBATN(HUKAIMOHHBIC XapaKTEPUCTUKHU TOJDKHOCTEH CITYKaInX

MerToapl yueTa 1 aHanu3a oKasaTesnei mo Tpyny 1 3apaboTHOM 1uiate

TexHomornun, MeTOABI W METOIWKHA TIPOBEACHWS aHajdN3a W CHUCTEMaTH3AINH
JIOKYMEHTOB U HH(pOpMAITIH

Ka,[[pOBaH IMMOJINTUKA U CTPATCrUs OpraHu3aliuu

CprKTypa OopraHu3ani 1 BAKaHTHBIC TOJKHOCTH (HpO(i)eCCI/II/I, CHeI_II/IaJ'IBHOCTI/I)

pr,Z[OBOC 3aKOHOJATCIILCTBO U MHBIC aKThl, COACPKAIIUC HOPMBI TPYJOBOTO IIpaBa

OcCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit denepanuu

3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANbHBIX TaHHBIX

JlokanbHbBIE HOPMATHBHBIE aKTHI OPTAHU3ALINH, PETYINPYIONINE OIUIaTy TPyAa

OCHOBBI TEXHOJIOTHH IIPOU3BOZACTBA U ACATCIBHOCTU OPraHru3aln

OCHOBBI JIOKYMEHTOO0OPOTa U IOKYMEHTAI[HOHHOTO 00eCIICUeHHUS

ITopsaok 3aKiTr0OUeHUsS JOTOBOPOB (KOHTPAKTOB)

OCHOBEI O6H.[efl u COLII/IEU'II:HOfI TMCHUXO0JIOTUH, COLIUOJIOTHUH U IICUXOJIOTHUU Tpyda

HOpMI:I OTHUKHU OCIOBOIO 06IJ_IGHI/IH

bazoBeie OCHOBBI HMH(OPMATHUKH, CTPYKTypHOE MOCTPOCHHE WH(POPMAIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepuCTUKHU

3.5.3. TpynoBasi pyHKuMs

AJMUHUCTPUPOBAHUE MTPOIIECCOB U YpoBeHb
HaumeHoBaHue | TOKyMEHTOOOOPOTA 1O BOMPOCaM Kon | E/03.6 | (momypoBeHb) 6

OpTraHu3alfy TPY/Aa U OIIaThl IEpCoHaIa KBayuUKaumn
Hponcxome[eHHe Opurnman X 3auMCTBOBAHO U3
TPYIOBOH QPYHKIHH OpWTHHAJA

Kon PeructpaiimoHHsiii Homep
OpUTHHAA rpodeccHoHaIbHOTO
cTaHmapTa

TpynoBble qeHCTBUA

AHanu3 TMpoIeccOoB JOKYMEHTOOOOPOTa, JOKAIBHBIX JIOKYMEHTOB II0 BOIPOCaM
OpTraHM3aIfy OTUIATHl M TPyZa IepcoHana

OdopmieHre JOKYMEHTOB 110 BOTIPOCAM OILIATHI M TPyAa IepcoHaia

HOI[FOTOBK& HpCI[J'IO)KCHI/Iﬁ 10 BOIIpOCaM OIIJIAThl U TPpyJda NE€pCoOHaJia

IToaroToBka MpeIOKEHUNH 1O  COBEPIICHCTBOBAHWIO CHUCTEMBbI  OIUIATHI U
OpraHu3aIiH TPY/ia ePCOoHANa

I[OKYMeHTaI_II/IOHHOC " OpTraHU3aIIMOHHOC COIIPOBOXKACHUE CUCTEMBI OpraHu3alvi U

OIIIaThI TPYyJAa NCepCoHAaJia
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IlogroroBka u o00OpaboTKa 3ampocoB M yBEOOMJIGHMH O pa0OTHHKax B
TOCYJIApCTBEHHBIE OPTaHbI, MPOPECCHOHANBHBIC COIO3bI U JPYTUE TPEICTaBUTEIbHBIC
oprasl paOOTHUKOB, [0 CHCTEMaM OIUIATHI M OPraHU3aIliy Tpya IepcoHana

ConpoBOXKJCHHE JOTOBOPOB IO OKAa3aHWIO KOHCYJIBTAIMOHHBIX, WH(QOPMAIIMOHHBIX
yCIyT TIO CHCTeMaM OIUIaThl M OpraHM3allid TpyJa I[IepcoHaia, BKIFOYast
MpEeABAPUTEIbHBIC MPOIEAYPHI MO UX 3aKIIOUCHUIO

Heobxogumeie ymeHus

ObecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXICHUE MEPONPUSATHH MO orare u
OpraHu3alfy TPyAa MepcoHaia

OdopMiIsITh AOKYMEHTHI IO BOMPOCAM OIUIATHl M OpPraHU3allui TpyJAa IepCcoHaia,
MPEIOCTABIIsIEMbIC B TOCYJapCTBCHHBIC OpraHbl, NPO(ECCHOHANBHBIC COMO3BI U
JIPyTHE MPEJICTABUTENLHBIC OPTaHbl PAOOTHHKOB

AHaJII/ISI/IIJOBaTL HOPMATHUBHBIC U MECTOJJUYCCKUEC TOKYMCHTEI 110 BOIIPOCaM OILIAThI U
OpraHu3anuu Tpy/Ja nepcoHajia

OpraHu3oBbIBaTh XpAaHCHHE JIOKYMEHTOB B COOTBETCTBHHM C TPeOOBaHUSIMHU
3aKoHojiaTenbcTBa Poccuiickoit denepanvivl ¥ JIOKAILHBIMU aKTaMU OpraHu3aliu

Bectn ywer m perucTtpanuio JAOKYMEHTOB B HWH(OPMAIMOHHBIX CHCTEMax W Ha
MaTepHUaTbHBIX HOCUTEISIX

PaboTath ¢ HHGOPMAITUOHHBIME CHCTEMAaMH U 0a3aMU JaHHBIX MO CUCTEMaM OILIATHI
W OpraHHu3alliy TPy/ia IepcoHana

[Mpou3BoauTh  TNpenBapHUTENbHBIE  3aKYNOYHBIC TPOLEAYpPHl W OQOPMIISTH
CONMYTCTBYIOIIYIO JOKYMEHTALIMIO MO 3aKII0YEHUIO JOTOBOPOB

Bectu nenoByro nepenucky

Co0urogaTh HOPMBI ATHKHU JACJIOBOTO OOIIECHUS

HCO6XOZ[I/IMBIC 3HaHUA

HOpHI{OK 0(1)OpMJ'IeHI/I}I, BCACHHUA U XpAaHCHHUA JOKYMCHTAIMU IO CUCTEMaM OIUIaThl U
OpraHu3anuu TpyJda nepcoHajia

HopmaTuBHBle TmpaBOBBIE aKThl, pETYNHPYIONIME TpaBa ©  OO0SI3aHHOCTH
TOCYy/IapCTBEHHBIX OpPraHOB ¥ OpraHW3allil [0 TPEJOCTABICHUIO YYETHOH
JIOKYMEHTaIluU

TexHomoruu, MeTOABl M METOAMKU MPOBEACHUS aHadu3a M CHUCTEMaTU3alHUU
JIOKYMEHTOB U MH(OpMaImn

JlokanbHBIE HOpPMATHBHBIE aKTHl OPTaHW3ALNHU, PETYIHPYIOIIME MOPSAOK OIUIATHI,
OpraHu3ali 1 HOPMUPOBAHUS TPY/Ia

OCHOBEI I[OKyMCHTOO60pOTa U JOKYMCHTAIIMOHHOI'O obecreueHust

[Mopsimox hopmupoBaHs, BeJICHUST OaHKa JAHHBIX M MPEIOCTABICHUS OTYSTHOCTH TI0
CHCTeMaM OIUIaThl M OpPTraHU3aINK TPyAa IepcoHaa

TpyaoBoe 3aKkOHOAATENBCTBO M HHBIE AKThI, COJIEPKAIINE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI apXMBHOT'O 3aKOHOAATENIbCTBA U HOPMAaTUBHBIC MIPaBOBbIC akThl Poccuiickoi
deaepanuu, B YaCTH BEICHUS JOKYMEHTAIMH T10 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENLCTBA Poccutickoit deneparuu

3akoHoaaTensCTBO Poccuiickoit denepanuu 0 NEpCOHANBHBIX JAHHBIX

[opsiok 3aKIIOYEHHUs JOTOBOPOB (KOHTPAKTOB)

[lopsimox mpoBeneHus 3aKyHmOYHBIX Mpouenyp H O(OPMIICHHS COMYyTCTBYIOIIEH
JIOKyMEHTAIIHN

HOpMBI OTHUKHU OCJI0BOIO O6H.[€HI/I$I

BbazoBeie ocHOBBI HMH(GOPMATUKH, CTPYKTYPHOE TIOCTPOEHHE WH(POPMAMOHHBIX
CHCTEM M 0OCOOCHHOCTH pabOThI C HUIMHU

Jlpyrue xapakTepuCTUKU

3.6. O6001eHHast TPyAOBasi (PYHKIMS

esITEJIbHOCTD 10 OPraHU3aIuu VYpoBeunb

HaumenoBanue A N P If Kon F P 6
KOPIIOPATHBHOMN CONMMAILHON IMOTUTHKN KBau(UKAIIIH

[Ipoucxoxnenue 3auMCcTBOBAHO U3

000011ICHHON TPYIOBOM

Opurunan X

OpUTHHAIIA
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bymK@m | | |
Kong Perucrpanuonnsiit Homep
OpHTHHAJA mpodeccuoHaILHOTO
cTaHjapTa
Bo3moskHBIE CrenuaiucT 1o COITHATBHBIM ITPorpaMMam
HauMEHOBaHH Crieniganuct 1o paboTe ¢ MpeacTaBUTSIbHBIMKM OpraHaMy PaOOTHHUKOB

JOJDKHOCTEH, ipodeccuit

Crnenuanuct o KOprnopaTuBHON COLIMANBHON NOTUTHKE
Crnenuanuct mo nepcoHany
Menepkep 1o nepcoHany

TpeboBanus k
00pa3oBaHMIO U
00y4eHUI0

Briciiee oOpa3oBanue

JononautensHOE podeccHoHanbHoe 00pa3oBaHie — IPOTrPAMMBI
poGheCCHOHANTBHOM TEPENOATOTOBKH M ITPOTPAMMBI TIOBBIIICHUS KBATU(UKAIMN B
00J1aCTH CONUANTBHBIX MTPOTPAMM

TpeboBaHUs K OIBITY
MPaKTHUECKOH paObOThI

Oco0sble ycnoBus
Iomycka K pabore

Jlpyrue xapakTepuCTUKU

I[OHOIIHI/ITCJ'H:HBIC XapaKTCPpUCTHUKU

HanmenoBanme 6a30B0O# TPYIIHI, TOKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) nim cCeUUATLHOCTH

OK3 2412 CrienaucThl 10 KapaM U npodOpHUeHTANN

3423 CrienianucThl KaIpOBbIX CIIY)KO M YUPSIKICHUH 3aHITOCTH
EKC - Crenuaiyct 1o Kajapam

- Menempkep 1o nepcoHany
OKILATP 27755 | DKOHOMUCT 1O TPYAY

22956 | MHCHekTop mo Kagpam
OKCO - -

3.6.1. TpynoBasi pynkuus

Pa3paboTka KopropaTUBHOM COITHATBHOM YpoBeHb
HaumeHnoBaHue | monutuku Konx | F/01.6 | (momypoBeHs) 6
KBaTH(UKAIIAN

HponcxoUm;[eHHe Opurnsan X 3auMCTBOBAHO U3

TPYIOBOH QPYHKIHH OpWTHHAJA

Kon PeructpaiimoHHsiii Homep
OpuUrvHaja  MPOQPECCHOHAIHLHOTO
cTaHmapTa

TpynoBble qeHCTBUS

Amnanus YCIOCHIHBIX KOPIOPATUBHBIX TMPAKTUK MO OpraHu3anvid COLUAJIBHOI'O
napTHEpPCTBA, COLII/I&J'IBHOﬁ OTBCTCTBCHHOCTHU U COLMAIBHBIX ITPOrpaMM

Pa3paboTka KOpHOPaTUBHBIX COITUAIBHBIX IPOTPaMM

Pa3pabotka crcTeMbl BITUIAT paOOTHUKAM CONMATBHBIX JIBIOT

Opranuzaiuss EperoBopoB ¢ Npo(ecCHOHAIbHBIMH  COMHO3aMH W APYTUMH
MPEICTABUTECILHBIMA OpraHaMd PaOOTHUKOB, OOINECTBEHHBIMH OPIraHU3ALUIMH,
B3aUMOJICUCTBHE C TOCYAAPCTBECHHBIMU OpraHaMu
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IMoaroroBka mpemIokeHni 1O (HOPMUPOBAHUIO OFOJKETa B YACTH OOECIICUCHUS
KOPIIOPaTUBHOM COLMAJIBHON MOJUTHUKHU

Heob6xogumeie ymeHus

OmnpenersaTh IeNeBble TPYIIBI TepcoHana JIsl pa3padOTKU CIEIUaTH3NPOBAHHBIX
COIMAJTILHBIX ITPOTPaMM

JoBoauts nH(GOPMAITUIO O CONMATIBHBIX MPOrpaMMax M0 LEIEBBIX TPYMI ITepcoHaIa
C UCITIOJIb30BAHNEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHHUKAIUI

Onpez[eJme KpUTCpUU U YPOBHHU YAOBJICTBOPCHHOCTHU IICPCOHATIA

Hcnonp3oBaTh MaTCpUaJIbHBIC W HEMATCPUAJIbHBIC CHUCTCMbI, MCTOIbI U (bOpMI:I
MOTHUBAIIMU B YIIPABJIICHUU NICPCOHATIOM

Ompenensate 00BEMBI  CPEACTB I peaiM3allid  COLMAJIbHBIX  TapaHTHH,
KOPIIOPATUBHBIX JIBIOT U MHBIX JIEMEHTOB KOPIOPATHBHBIX COIMAIBHBIX MPOrpaMM
1Tl POPMHUPOBAHHSI OIOIKETOB

CocCTaBisATh ¥ KOHTPOJMPOBATH CTAThU PACXOJOB HA COIMATBHBIC MPOTPAMMBI IS
IUTAHUPOBAHUS OFOIKETOB

[Ipon3BoauTh TpeaBapHUTENbHBIE 3aKyIIOYHBIE TIPOIENypl U OodopMIIeHHE
COMYTCTBYIOLIEH JOKYMEHTALUHU O 3aKIIOUYCHHUIO TOTOBOPOB

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOI'O 06H.[€HI/I$I

HeoOxonuMele 3HaHUS

Ilopsmox u MeTonmsl pa3pabOTKH TUTAHOB M TPOTPaMM COLMANBHOTO Pa3BUTHS
OpraHH3aInu

MeToapl aHanu3a BBIIOJHEHHUS COLMAJIBHBIX TNPOTPAaMM M OMNpEHeNieHHS X
9KOHOMHYECKOH 3¢ (HEeKTUBHOCTH

Cucremsbl, METOZIBI U (POPMBI MAaTEPUANTBHOTO M HEMATEPHAIBFHOTO CTUMYIHUPOBAHU
TpyZa IepcoHana

TexHonoruu u METOObI (bOpMI/IpOBaHI/I}I 1 KOHTPOJIA 6IOZ[)KCTOB

MCTOI[I:I MMpOBCACHUA COLHUOJIOTMYCCKUX I/ICCJ'ICI[OBEIHI/II;’I, HU3YUCHHUA O6H.[6CTB6HHOI‘O
MHCHUS

TexHomoruu, MeTOABI W METOAWKH TIPOBENCHUS aHAIW3a M CHCTEMaTH3alluu
JIOKYMEHTOB U HH(pOpMAIIH

[lopsimox mpoBeneHMs 3aKyMOYHBIX MPOLEAYp U O(GOPMIIEHHS COIMYyTCTBYIOLIEH
JIOKYMEHTAINH

OCHOBBI PON3BOJICTBEHHON IEATETLHOCTH OPTaHU3aAINH

OCHOBBI O0IIIEH U COITMATBHOMN TICUXOJIOTHH, COIMOJIOTHH U IICHXOJIOTHH TPYIa

CrtpyKkTypa, IIenu, CTpaTerus U KaapoBas NOJUTHKA OpTaHU3aIiH

TpymoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIIE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbCcTBAa Poccuiickont demeparinu

HopmatuBHBIE mpaBOBBIE  aKThl, pETYIHPYIOIIME TpaBa W O0S3aHHOCTHU
TOCYIapCTBEHHBIX  OPTaHOB, podeCCHOHATBHBIX COI030B U JIpyrux
MPEICTaBUTEIILHBIX OPTaHOB PAOOTHHKOB

3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCOHANbHBIX TaHHBIX

JlokanekHBIE  HOPMATHBHBIE  aKTBl ~ OpraHW3alliH, PETYJIUPYIOIIHE  TOPSIOK
(hopMHUPOBaHUS COIMATEHON TIOJIUTHKH

OCHOBBI TIPABOBOTO perynHpoBaHus Poccuiickoit deneparini MopsaKa 3aKIIOUCHIN
JIOTOBOPOB (KOHTPAKTOB)

HOpMI:I OTHUKHU OCIOBOIO 06IJ_IGHI/IH

bazoBeie OcHOBBI HMH(OPMATHKH, CTPYKTypHOE NOCTpOCHHE HH(POPMALMOHHBIX
CHCTEM M 0COOCHHOCTH pabOTHl C HUIMHU

Jlpyrue xapakTepuCTUKHU

3.6.2. TpynoBasi pyHkums

HaumenoBanue | moJuTHKH

Peanu3zaiiust KOprnopaTuBHOM COIMATBLHON YpoBeHb

Kox | F/02.6 | (momypoBeHs) 6
KBaIM(DUKALIUN

[Ipoucxoxnenue | Opurunan X | 3anMCTBOBAHO U3 |
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| OpUruHaNa \ |
Kong Perucrpanuonnsiit Homep
OpUTHHaIA mpodeccuoHaILHOTO
cTaHaapTa

TpynoBbie 1ecTBUA

Brenpenne KOprmopaTUBHBIX COLMMANBHBIX MPOrpaMM, B TOM YHCIE IO COIHAIBHON
MOJIICPKKE OTACIBHBIX TPy pAOOTHUKOB

Peanuzamus cuCTeMbl COIMANBHBIX JIBFOT, BBHIIUIAT pPAOOTHUKAM C YYETOM
TpeboBaHMit 3aKkoHOMaTeILCTBA Poccuiickoit demeparim

OreHKa YIOBJIETBOPEHHOCTH TIEPCOHANIA KOPIIOPATHBHON COITMATBHON TTOTUTHKON

Onenka 3QEeKTUBHOCTH MEPONPHUITUI KOPIIOPATHBHON COLMAILHON TTOJINTHKH

IToaroroBka mpenIoKEHUN O COBEPUICHCTBOBAHUIO MEPOIIPUSTUN KOPIIOPATUBHON
COIMAJILHOM MOIUTHKHU

IToaroroBka mpemIoKeHHH 10 (GOpMHpPOBaHHMIO OO/DKETa Ha peaau3allHio
KOPIOPATUBHOM COLIMATBLHOM MOTUTUKU U COLIMATBHBIX TPOrpaMM

Heobxomumbie ymMeHUS

HeobOxonuMble 3HaHUS

PaccuutbiBaTh 3aTpaThl Ha IPOBEACHHUE CIEHUATM3UPOBAHHBIX COLUATIBHBIX
porpamMmm

IIpoBOAUTE MOHUTOPHUHT YCIICHUIHBIX KOPIOPATUBHBIX COLUATBHBIX IPOTPaMM
IlpoBoauTh MepompusiTUsI B COOTBETCTBUM C KOPIIOPATUBHOM COIMATBHOMU
MTOJINTHKOM

Omnpenenars IeNeBble TPYIMIBI MEPCOHANA IS CO3MAHUs CIICIHATU3HPOBAHHBIX
COIMATIHLHBIX MTPOTPaMM
Onpeaenats KpUTEPUHU U YPOBHH YAOBIECTBOPEHHOCTH MIEPCOHANA

Ompenenars  3PGEKTUBHOCTE  MEPONPHSITHA — peaTu3yeMOil  KOPIOpaTUBHOM
COLMAJIBHON NTOJIUTUKH

Opranu3oBbIBaTh B3aMMO/ICHICTBUE c roCy/1apCTBCHHBIMH opraHamu,
npo(h)eCCUOHANBHBIMU  COFO3aMHU WM JPYTUMHU TIPEACTABUTENBHBIME  OpraHaMu
pabOTHUKOB, OOIIECTBEHHBIMH M MHBIMU OPTaHU3aIMSMH IO BOIIPOCAM peallu3aliu
KOPIIOPATUBHOM COIMATLHON OTUTHKH

AHanu3MpoOBaTh PBHIHOK YCIYyT 1O COIMAIBHBIM W  CHCIHATU3UPOBAHHBIM
mporpaMmMaM COLMAIbHOM TOMAEPKKH WIEHOB IIeNIeBbIX TPyHNI W TOTOBHTH
MIPEIOKEHNS TI0 WX ITOCTABITHUKAM

[IpousBoauTh mpenBapUTENbHBIC 3aKyMOYHBIE MPOUEAYPHl U O(OPMIISITH
COITYTCTBYIOIIYIO JOKYMEHTAIIHIO 110 3aKII0UYCHHUIO JJOTOBOPOB

Co0rogaTh HOPMBI TUKH JEIOBOTO OOIIEHUS

Bornpock! yripaBieHus COMATLHBIM Pa3BUTHEM OpTaHU3aIH

MeTonpl  aHanmM3a BBITOJHEHUS KOPIOPATUBHBIX COIHUAIBHBIX IPOTPaMM H
OTIpeIeTICHHS X YKOHOMHIECKOH 3(h(PEKTUBHOCTH

CucreMbl, MeTOJIbI, (OPMBI MaTEpPHAIBHOTO M HEMAaTCPHAILHOTO CTHUMYIUPOBAHUS
TpyJla mepcoHana

MeToapl IPOBEACHUS COLMOIOTHUECKUX UCCIIEIOBAHUM, N3yUeHUsT OOIIECTBEHHOTO
MHEHU

TexHomornu, METOABI W METOAWKHA TPOBENEHHUS aHalIW3a W CHCTEMAaTH3alliH
JTOKyMEHTOB U UH(pOpMAITIH

HopMaTuBHBIE TpaBOBBIE aKTHl, pErYJIMPYIOIIAE TMpaBa U  OOS3aHHOCTH
TOCYIapCTBEHHBIX ~ OPTraHoB,  NPOPECCHOHAIBHBIX  COI030B M JAPYTUX
MPEJICTABUTEIBHBIX ~ OPTaHOB  Pa0OTHUKOB MO  MPEAOCTABIICHUIO  YYETHOU
JIOKyMEHTAIUU

[Mopsyiok TpoBENEHHUS 3aKYIMOYHBIX TPOLEAYp U OQOPMIICHHS COIYTCTBYIOIICH
JIOKYMEHTAITHH

CTpykTypa, 1IeTH, CTPaTerusl U KaJIpoBas MOJUTHKA OpraHH3aIiH

OCHOBBI MPOU3BOJCTBEHHOM IEATETLHOCTH OPraHU3alNU

OCHOBBI O0IIIEH U COITUATBHOMN TICUXOJIOTHH, COITMOJIOTHH U IICUXOJIOTHH TPYIa

TpynoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIINE HOPMBI TPYIOBOTO MIpaBa
OCHOBBI  apXMBHOT'O 3aKOHOAATENbCTBA M HOPMATHBHBIC TPABOBHIC  AKTHI
Poccuiickoii @eaepannu, B 4aCTH BEICHUS JOKYMEHTALIMH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENIbcTBA Poccuiickont demeparinu




Hdpyrue xapakTepuCTHKI
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3akoHonaTenbcTBO Poccuiickoit denepannu 0 IepCOHANBHBIX TaHHBIX

JlokanpHbIE aKTBl OpPraHU3AIUH, PETYIUPYIOMINE MOPIAI0K BHEIPEHUS COIHATBHON
MOJTUTHKHU

[Topsiok 3aKIr0YEeHUS JOTOBOPOB (KOHTPAKTOB)

HopMEI 3THKH 1eT10BOTO 00IIICHUS

bazoBele OCHOBBI HMH(MDOPMATHUKH, CTPYKTYpHOE IOCTPOCHHE HH(POPMAIMOHHBIX
CUCTEM H 0COOEHHOCTH pabOThI ¢ HUMHU

3.6.3. TpynoBasi pyHkums

AJIMAHUCTPHPOBAHKE MPOIIECCOB U YpoBeHb
HaumeHoBaHue | TOKyMEHTOOOOPOTA IO BOMPOCaM Kon | F/03.6 (TmoypoBeHb) 6
KOPITIOPATHBHOW COIMATILHOM MOTUTHKA KBayuUKaumn

[Ipoucxoxnenue
TPYIOBOH (DYHKIIMH

3anMCTBOBaHO U3
Opurunaan X

OpUTHHAJIA
Kon PeructpaiimoHHsiii Homep
opuruHaia po(heCCHOHATBHOTO
cTaHaapTa

TpynoBble qeHCTBUA

AHanu3 TMPOIECCOB JOKYMEHTOOOOPOTa, JIOKAIBHBIX JIOKYMEHTOB II0 BOIMPOCaM
KOPIIOPAaTUBHOM COLMAJIBHON MOJUTHUKHU

JloxymeHTarmmonHoe  oOpMIICHHE  pE3yNbTaTOB  KOPIOPATHBHOW  COIMAILHOM
MIOJIUTUKHI

HO,Z[FOTOBKEI npe;mome}mﬁ I10 Pa3BUTHUIO KOpHOpaTHBHOﬁ COLIPIaJ'II:;HOﬁ IIOJINTHKH

IlonroToBka pe3yiabTaTOB aHaldu3a COOTBETCTBUS KOPHOPATHUBHOW COIMAILHOMN
MOJIUTUKH TpeOOBaHUSAM 3aKOHOJAATeNbcTBAa Poccuiickoit denmepannd U yCIOBHIM
pBIHKA TpyJa

JloKyMeHTanlMOHHOE W OpPraHHU3aIliOHHOE  COMPOBOXKACHWE  MEPOIPHUATHH
KOPIIOPAaTUBHOM COIUATILHON MTOJTUTUKH

[lonrotoBka u 00paboTKa 3ampocoB MW YBEAOMICHHH O pabOTHHKax B
rOCyJapCTBEHHBIEC OPTaHbl, IPO(ECCHOHANBHBIE COI03bl H IPYTUE MPEACTaBUTEIIbHbIC
OpraHbl padOTHUKOB TI0 BOIIPOCAM COIMAILHOM NOJNTHKY B OTHOIICHHUH IIepCOHAlIa

ConpoBoskJeHre JOrOBOPOB IO OKa3aHUIO KOHCYJIBTAIIMOHHBIX W WH(GOPMAITHOHHBIX
yCIyr 1O MEPONPHUATUAM KOPIOPATUBHOW COLIMANBHON TMONMTHUKHU, BKIIOYAs
MpeABApPUTEIBHBIC MPOLIEAYPHI IO UX 3aKIIFOUCHHUIO

Heobxogumeie ymeHus

OdopMaATh ITOKYMEHTBI IO BONPOCAM KOPHOPAaTUBHOH COLMANBbHOH IOIUTHKH,
IpeNoCTaBiIsieMble B TOCYJApCTBEHHBIC OpraHbl, IPEACTABUTEIbHBIC OPraHbl
pabOTHUKOB

AHanu3upoBaTh TpaBWia, MOPSAKH, TPOLEIYyphl KOPIOPAaTUBHOM COLMAIBHOM
HOJUTUKU

OO0ecneynBaTh JOKYMEHTAIIMOHHOE COIPOBOXKIACHUE CONMAILHON TIOMUTHUKUA B
OTHOLIECHUU NIEpCOHANTA

Opranu3oBbIBaTh XpaHEHHE JIOKYMEHTOB B COOTBETCTBHH C TpPeOOBaHUSIMHU
apxuBHOTro 3akoHonarenbcTBa Poccuiickoi denepani M JOKaJbHBIMU aKTaMU
OpraHu3alnu

HpOI/ISBO,Z[I/ITB MpeaABAPUTCIILHBIC 3aKYIIOYHBIC nmpoucaypbl n 0(1)OpMJ'I$ITI:

COITYTCTBYIOIIYIO JOKYMEHTAIIHIO 110 3aKII0YEHHIO JOTOBOPOB




31

Paborats ¢ I/IH(l)OpMaLII/IOHHbIMI/I cucteMaMu W 0Oa3zamu JaHHBIX 110 BOIIpOCaM
COLIMAILHON MOJINTUKHU B OTHOIIICHUU Ie€pCcoHaia

Bectn yuer m peructpanuio JOKYMEHTOB B WH(OPMAIMOHHBIX CHUCTEMax H Ha
MaTepUATBHBIX HOCUTEIISIX

Bectu genoByro nepenucky

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOI'O 06H.[€HI/I$I

HeoOxonuMele 3HaHUSA

ITopsimok odopMileHHs, BEICHUS M XPaHCHHS [AOKYMEHTAllMHd I10 COLMaJbHOH
MTOJINTUKE B OTHOIIICHUH TIEPCOHAIIA

HOpﬂ,I[OK (bOpMI/IpOBaHI/I}I, BCACHUA OaHka JAaHHBIX U MPEAOCTABJICHUA OTYCTHOCTU 110
BOIpocCaM counaanoﬁ TMOJIMTUKU B OTHOIICHUU ITIEpCOHAIA

TexHomornu, MeETOABI W METONWKH TIPOBENEHUS aHAIW3a M CHCTeMaTH3alluu
JIOKYMEHTOB U HH(pOpMAIIH

OCHOBEI ,Z[OKyMeHTOO60p0Ta U JOKYMCHTAIIMOHHOT'O obecreucHUs

[lopsimox mpoBeneHMs 3aKyMOYHBIX MPOLEAYp U O(GOPMIIEHHUS COMMYyTCTBYIOLIEH
JOKyMEHTaluU

CTpyKTypa OpraHU3aliy U BaKaHTHBIC JOIDKHOCTH (TIpohecCrH, CIIEITHAIIBHOCTH )

pr,I[OBOC 3aKOHOJATCIILCTBO U MHBIC aKThl, COACPKAIIUEC HOPMBI TPYJOBOTI'O IIpaBa

OCHOBBI apXUBHOTO 3aKOHOJATEIBCTBA U HOPMATUBHBIEC MPABOBLIC aKThl Poccuiickoit
®denepannn, B 9aCTH BEACHUS JOKYMEHTAIIMH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENIbcTBAa Poccuiickont deneparinu

HopMaTuBHbIe mpaBOBBIE  aKThl, pETYIHPYIOIIWE TpaBa W 00S3aHHOCTH
TOCYJAapCTBEHHBIX  OpraHoB, mpoecCHOHaTHHBIX COI030B U Jpyrux
MPEJICTABUTENFHBIX ~ OPTraHOB  Pa0OTHWKOB 1O  MPEJOCTAaBICHHUIO  yYETHOH
JIOKYMEHTAITIH

3akoHonaTenbcTBO Poccuiickoit denepannu 0 NepCOHANbHBIX TaHHBIX

JlokanpHble HOPMATUBHBIC aKThl OPraHU3aLUU, PETYIUPYIOIINE TOPSI0K BHEIPCHUS
KOPIIOPATHBHOM COIMANBHO MONUTHKU U COITHAIBHBIX IPOTPAMM

ITopsaok 3aKiTtoUeHUs JOTOBOPOB (KOHTPAKTOB)

HOpMI:I OTHUKHU OCJIOBOIO 06IJ_IGHI/IH

bazoBeie OcHOBBI HMH(OPMATHKH, CTPYKTypHOE NOCTpOCHHE HH(POPMALMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUIMHU

Jlpyrue xapakTepuCTUKU

3.7. O006menHast TpyaoBasi pyHKums

OrnepaloOHHOE YIIPABICHHE IEPCOHATIOM U YpoBeHb
HaumenoBanue pan yip p Kong G p 7

MoJIpa3iCICHHEeM OpTaHU3aluN KBaTH(PHUKAAH
ITpoucxoxaeHue

N . 3auMCTBOBAHO U3
00001meHHON TpynoBoit | OpuruHan X
opurMHaa
GyHKIIH
Kon PeructpaiimoHHsiii Homep
opurHHaa npoQeCcCHOHATEHOTO
CTaHaapTa

Bo3moxHbIe
HaMMEHOBaHHUS
JOJDKHOCTEH, ipodeccuit

PykoBoauTens cTpyKTYypHOTO [TOJpa3iesIeHUs
HavaneHuk CTpyKTypHOTO OApa3AeieHNs

TpeboBanus k
00pa3oBaHMIO U
00y4eHHUI0

Beicmiee 0Opa3oBaHue — CHIEIUATUTET, MATHCTPATypa

JononautensHOe podeccHoHanbHOe 00pa3oBaHie — IPOTrPAMMBI
poheCCUOHANTBHON MEePENOAr0TOBKY B 00JIACTH YIIPABJICHHUS TIEPCOHATIOM,
OTIEPAIIIOHHOTO U TAKTHYECKOTO YIPABIEHHS; POTPaMMBI MTOBBIIIICHHS
KBaJM(pHUKAIIUK B O0JIACTH YIIPABIICHUS TIEPCOHAIIOM, OTICPAIIHOHHOTO U TAKTUYECKOTO
YIpaBICHHS
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TpeboBaHus K OMBITY
MPaKTHYECKOH paObOThI

He menee msatu et B obaactu yrpaBJICHUA ICPCOHATIOM

Oco0Oble ycrmoBus
JIOITycKa K paboTe

Jpyrue xapakTepuCTUKU

JlomonHATENbHBIE XapaKTEPUCTUKH

HaumeHnoBanue qokymeHTa Kon

HanmeHnoBanue 6a30B0¥ rpynibl, TOJKHOCTH
(mpodeccun) wim crienuaIbHOCTH

OK3

1232 PykoBoauTenu noapasaeieHuii (Ciy0) ynpaBieHUs KaapaMu U
TPYZOBBIMH OTHONICHUSIMH

EKC

- Hauanpauk OTACJIa KaIpOB

- Hauanpauk OTACIIa OpraHru3alivy U OIUIAaThl Tpyaa

- Haganpauk oTHena moaroTOBKH KaapoB

- HauanpHuK OT/IEIa COIUAIBHOTO pa3BUTUA

3aBenyromuii (Ha4aIbHUK) OTJICIIOM KaJIpOB

OKII/ITP

24063 | MeHemxkep 1o nepcoHary

3.7.1. TpynoBasi pyHKuIMSA

Pa3paboTka cucTEeMBI OTIEPAITMOHHOTO YpoBeHb
HaumeHoBaHue | yIpaBiaeHHs IEPCOHATIOM B PaOOThI Kom | G/01.7 (oaypoBeHb) 7
CTPYKTYPHOTO TIOAPa3ACICHHUS KBaJTU(UKAIINH

ITpoucxoxneHue
TPYIOBOH (DYHKIIMH

3anMMCTBOBaHO U3

Opurunan X
OopHTHHaja
Kon Perucrpanuonssiii Homep
opuruHaia rpodeccnoHaTbHOTO
cTaHmgapTa

TpynoBsie necTBUA

AHanu3 yCHEmIHBIX KOPMOPATHBHBIX MPAKTHK IO BOMPOCAM CTPATETHYECKOTO H
OTIEpaTHBHOTO YIIPABJICHHUS IIEPCOHATIOM OpTaHU3aIluU

IlocTanoBka OICPATUBHBIX ueneﬁ I10 BOIIpOCaM yHpaBJICHHA ICPCOHATIOM

Pa3paboTka miaHOB, MpOrpamMM U MPOLEAYP B YIPABICHHH EPCOHAIOM

Pa3paboTka mpemIoKeHUH MO CTPYKTYpe TMOMAPa3CieHUs] U TOTPEOHOCTH B
nepcoHae

Pa3paboTrka npeiokeHui Mo 00ECICYCHHI0 IEPCOHAIOM, (POPMHUPOBAHHIO CHCTEM
OIICHKU, Pa3BUTHUS, OIUIATHl TPYJa, KOPIOPATUBHBIM COIMAIBHBIM TIpOrpaMMaM U
COIIMAJILHOM MOIUTHKE

Pa3pabotka npeanoxeHunit o 3arparax U GOpMHUPOBAHUIO OFOJKETa Ha TIePCOHAT

PazpaboTka npenioxeHuid Mo 3aKIYCHUI0 JIOTOBOPOB IO YIIPABICHUIO TIEPCOHATIOM
C TOCTaBIIMKAMH YCIYT W TPOBEACHHE TNPEIBAPUTENBHBIX NPOIENyp MO HX
3aKITIOYCHUIO

Heobxonumele ymenus

Oprann3oBbIBaTh pabOTy MEPCOHANA CTPYKTYPHOTO MOAPa3IeIeHHS

OHpeI[eJ'DITb 3ala4yu nepcoHajia CTPYKTYPHOTO NOAPA3ACICHUA, UCXOAd U3 ueneﬁ u
CTPATCTHUU OPraHu3alvn

CoznaBaTh W ONMHCHIBATH OPTAaHU3AIMOHHYIO CTPYKTYpY, LENH, 3a7add, (YHKIHN
CTPYKTYPHOT'O TIOJIpa3/IeTICHHS

[IpuMeHSTHh METOBI YIPABICHHUS MEKIUIHOCTHBIMH OTHOIICHUSIME, ()OPMHUPOBAHHS
KOMaH/, pa3BUTHSA JUACPCTBA W HCIIOJHUTENLHOCTH, BBISBICHHUS TaJAHTOB,
OTIpeIeNIeH s YAOBIETBOPEHHOCTH PaboTOil

OHpeI[eJ'DITb, AHAJIN3UPOBATh, MOACIUPOBATL U  BBICTPpAMBATL  BHYTPCHHUC
KOMMYHUKAIMK I€pCOHAJIa
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Pa3pabaTbIBaTh NPOEKTHBIC MPENIOKEHUS U MeponpusTHsa 1o 3¢ dexkTuBHON padoTte
HepcoHasia

BrenpsTs cTpateruio 1no ynpasieHHIO IEPCOHATIOM

CoCTaBysATh, PaCCYNTHIBATH, KOPPEKTHPOBATh U KOHTPOJIUPOBATH CTATHH PACXOI0B
Ha TEpCOHaN, pa3pabarhiBaTh MPEJIOKEHHUs TII0 3aTparaM Ha TEPCOHANT IS
(hopMupoBaHUs OrOIKETA

HpCI[CTaBJ'IHTB HUHTCPECHI OPraHu3ali U BECTU IICPETOBOPLI C HpO(l)eCCI/IOHaJ'IBHBIMI/I
COro3aMun u ApyrumMu MNpEACTAaBUTCIIbHBIMUA OopraHaMu pa6OTHI/IKOB,
B3aPIMO,Z[eI>iCTBOBaTL C ITOCYyJapCTBEHHBIMHU OpTraHHU3alluAMU

AHamM3UpoBaTh WHQOPMAIMIO IO ITOCTABIIMKAM YCIYT B OOJIACTH YIIPaBICHUS
MIEPCOHAJIOM U T10 YCIOBUSIM 3aKJII0YaEMbIX TOTOBOPOB

[IpousBomuTh  NpeaBapUTENbHBIE  3aKYMOYHBIE TMPONEAYpbl U OQOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTAIIHIO 110 3aKII0YEHUIO JJOTOBOPOB

PaGorare ¢ uHQOpPMAaNMOHHBIMH cHCTeMaMd M 0Oa3aMH JaHHBIX IO BOIPOCAM
YIPaBIEHUS IEPCOHAIOM

Opranu3oBBIBaTh ¥ MPOBOJUTH KOPIIOPATUBHBIE MEPOIIPHUATHUS C TIEPCOHATIOM

C06J'IIOI[3TB HOPMBI 3TUKHU ACJIOBOIO 06H.[€HI/I$I

HCO6XOZ[I/IMBIC 3HaHUA

MCTOI[I:I, CIIOCOOBI U HWHCTPYMCHTHBI YIIPAaBJICHUSA IEPCOHATIOM

L[C.TII/I, CTpAaTCrusd pa3sBUTUA U Ou3HeC-IIaH OopraHn3anuu

[TonuTuka yrpaBieHns: IEPCOHATIOM OpPTaHNU3ALNN

MCTOI[I:I aHaJIM3a KOJINYCCTBCHHOTO U KAYECCTBCHHOI'O COCTaBa ICpCoOHAJIa

CucTeMsl cTaHIapTOB 1O OM3HEC-TIpoLieccam, mpodeccusM, HopMam Tpyaa

CucteMsbl, MeTOJIbI U (POPMBI MaTEpPHAIBHOTO U HEMATEPHAIBHOTO CTHMYIHPOBAHUS
TpyJla mepcoHana

TexHonoruu u METOObI (bOpMI/IpOBaHI/I}I " KOHTPOJIA 6IO,Z[)KCTOB

[Mopsiok MpoBefeHUs] 3aKYIMOYHBIX MPOIEAYyp ¥ O(GOPMICHHUS COIMYTCTBYIOIICH
JIOKYyMEHTAIUU

OCHOBEI HpOI/I3BOI[CTBCHHOﬁ ACATCIIBHOCTHU OpraHn3anuu

OcHOBBI 00IIEH M COLMAIBHOW TICHXOJOTHH, COLMOJOTHMH W TICUXOJIOTHH TpPYyJa,
9KOHOMHMKH TPY[la, 0€30MaCHBIX YCIOBHH Tpyaa

CtpyKTypa OpraHu3aIiu

pr,I[OBOC 3aKOHOJATCIILCTBO U UHBIC aKThl, COACPKAIIUC HOPMBI TPYJOBOT'O IIpaBa

OCHOBBI APXUBHOTO  3aKOHOJATCJILCTBA W  HOPMATUBHBLIC IIPABOBBIC  AKThI
Poccuiickoi (Dez[epaum/l, B 4aCTU BCACHHUA JOKYMCHTAIIWUHU IO MICPCOHATY

OcCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit denepanuu

OCHOBBI MUTPallMOHHOIO 3aKoHoOJaTenbcTBa Poccuiickoit denmepanuu, B yacTu
MIPUBIICYCHUS U TPYOYCTPONCTBA MHOCTPAHHBIX TPaXKaH M JIHIl O3 TpaskJaHCTBa

OCHOBBI AIMUHUCTPATUBHOI'O 3aKOHOAAaTCIbCTBA B o0racTu YIIpaBJICHUSA
IEPCOHAIIOM U OTBETCTBCHHOCTHU JOJKHOCTHBIX JIUI]

3akoHonatenscTBO Poccuiickoil deaepaniu Mo 3aliuTe NePCOHATbHBIX JaHHBIX

JlokanbpHbIE HOPMATHBHBIC AKTHI OPTaHU3AINHU B 00IACTH YIPaBICHHUS IEPCOHATIOM

IMopsmok 3aKIr0YeHUS JOTOBOPOB (KOHTPAKTOB)

HOpMI:I OTHUKHU OCJIOBOIO 06IJ_IGHI/IH

bazoBele OCHOBBI HMH(MOPMATHKH, CTPYKTYpHOE TIOCTpOEHHE HH(OOPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMHU

Jpyrue xapakTepuCTUKA

3.7.2. TpynoBasi pyHKuMs

Peanmaum OIICPAITMOHHOTIO YIIPAaBJICHUA ypOBeHI:

HaumeHoBaHue | mepcoHanioM u paboThl CTPYKTYPHOTO Kom | G/02.7 | (momypoBeHB) 7

TToApa3ACTICHUS KBaTH(UKAITAN




ITpoucxoxneHue
TPYIOBOH (DYHKIIMH

TpynoBele neiicTBUS
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3anMMCTBOBaHO U3
Opurunan X

OopHTHHaja
Kon Perucrpanuonnsiit Homep
opuUruHaia poheCCUOHATBHOTO
cTaHmapra

HHaHHpOBaHI/Ie ACATCIIBHOCTU IMOAPA3ACJICHUA U IICPCOHAJIA
OHepaTI/IBHOC YIpaBJIICHUC IICPCOHAJIOM NOAPA3ACIICHUA OpTraHu3aluu

Pacuer 3aTpar mo moapasfeneHUIo U MOATOTOBKA MPEIOKEHUH 11T (OPMUPOBAHUS
OroKeTa
PazpaboTka cTaHIapTOB ACATEIBHOCTH MOAPA3ACICHIS U YHU(DUKAINS IPOIECCOB

[IpoBeneHne HHCTPYKTaXa 110 OXpaHe TpyJa

ITocranoBka 3amad pabOOTHUKAM CTPYKTYPHOTO TIOAPA3ICIICHUS, OMpeAeiieHIe
PEeCypCoB JUIsl UX BBITIOTHEHUS, KOHTPOJIb UCTIOTHEHUSI

AHanu3 IUIAHOB ©  OTYCTHOCTH TIOJYHMHEHHBIX pPabOTHHUKOB, pa3paboTka
TIPEIOKCHHM 10 YITYUIICHUIO TTOKa3aTeNel AesITSIIbHOCTH TOIpa3IeICHIS
dopMHUpoBaHUE OTYETOB O PabOTE CTPYKTYPHOTO MOAPa3ACIICHIS

Heobxomumbie ymeHUS

Heo0OxomuMble 3HaHUS

Ompenenarb 30HBI OTBETCTBEHHOCTH H 3(G(EKTHBHOCTH pabOTHI IepcoHaja
CTPYKTYPHOTO TIOZIpa3fie]ICHus], paclpeielisaTh 3a/1a4d i 00ecIieYnBaTh MaTepHaILHO-
TEXHUYECKUE PECYPCHI JIJISl KX MCIIOJTHCHUS

[IpuMeHS T METOIBI OTIEPATUBHOTO YIIPABICHUS IEPCOHATIOM OpPraHU3aIlluu
KoHTponupoBath UCHOTHEHHWE TOPYYCHHH U 3a7ad, BHOCUTH CBOEBPEMCHHBIC
KOPPEKIINH B IUIAHBI U 331341

Ompenendars mokaszarend 3G HEeKTUBHOCTH pabOThI IIEpCOHAA TTOAPa3ICICHIS
YpaBnsTe MOTUBAIUEH MTEPCOHAIIA, €T0 BOBJICUESHHOCTHIO U TUCITUIUIMHON TPy/Aa

CocCTaBIATh TUIaHBI AESTETFHOCTH CTPYKTYPHOTO ITOAPA3EIICHUs] OpraHu3allui

CocTaBisTh, pacCCYUTHIBATH, KOPPEKTHPOBATh W KOHTPOIUPOBATH CTATHH PACXOJIOB
CTPYKTYPHOTO TOApa3AeiIeHuUs 11t GopMUpOBaHHsI OFOKETOB

[Ipou3BoauTh aHAM3 TEKYIICH ACSITEILHOCTH CTPYKTYPHOTO TOApPAa3NEICHUS H
BHEJIPATH NPOIICAYPHI 110 €€ ONITUMU3AIIUU

[IpencraBisaTh UHTEPECHl OPraHU3AIMN M BECTH MEPETOBOPHI C TOCYAapCTBEHHBIMH
opraHamu, TNpOQECCHOHANBHBIMUA COI03aMH W JPYTUMH TIPEJICTABUTEIBHBIMU
opraHaMu pabOTHHKOB IO BOIIPOCaM IepCOHAa

Bectu neperoBopsl ¢ MOCTaBIIMKAaMH YCIIYT TIO YCIOBHSIM 3aKITIOYaEMBIX IOTOBOPOB

[lpon3BomuTh  TpenBapUTENBHBIE  3aKyNOYHBIE NPOLEIYphl H  0GOPMIATH
COITyTCTBYIOUIYIO JOKYMEHTALMIO 110 3aKII0YEHHIO JJOTOBOPOB
[IpoBOOUTH ayaWT pe3yabTaTOB PabOTHI C MEPCOHATIOM

Paborate ¢ WHQOPMAMOHHBIMH CHCTEMaMH W 0a3zaMH JaHHBIX IO BOIPOCAM
yIpaBJIeHHS [TEPCOHAIOM

Co0iro1aTh HOPMBI STHKH JIETI0BOTO OOIIEHUS

Teopuu ynpaBieHUs IEPCOHATIOM U €70 MOTHUBALIUU

MeTonpl aHanmu3a BBHIMOJHEHHS TUIAHOB WM 33734, ONpPEJCIICHUS UX 3KOHOMUYECKOU
3 dexTrBHOCTH
®DopMBI 1 METOJIBI OIICHKH IEPCOHANA U PE3Y/IbTaTOB UX TPYJa

TexHoorun OINCPATUBHOTO YIIPABJIICHUSA IICPCOHATIOM OpraHu3aln

CucteMbl, MeTOJIBI U (POPMBI MaTEPHAIBHOTO U HEMATEPHAIBHOTO CTHMYIHUPOBAHUS
TpyJla mepcoHana
TexHoIOTNM ¥ METOIbI (POPMHUPOBAHUS U KOHTPOJIS OI0KETOB

Teopun 1 METOBI YIIpaBIICHUS Pa3BUTHEM TIEpCOHATIA

DKOHOMHMKA Tpyaa
OpraHu3aiMoHHO-IITATHAS CTPYKTYPa OpraHu3alliu
[TonuTuka yrpaBieHUs IEPCOHATIOM U COITUAIbHAS TIOJIUTHUKA OpTaHU3aIiH

Uemnw, cTparerns pa3BuTHs U OM3HEC-TUIAH OPTaHU3AINN

MeToauKH IJIaHUPOBAHUS U IPOrHO3UPOBAHUS IIOTPEOHOCTH B IIEPCOHANE
[Topsanok yperynupoBaHus TPYAOBBIX CIIOPOB




Jpyrue xapakTepuCTHKI

3.7.3. TpynoBasi pyHKuMs
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TpeboBanus 1 MpaBuiIa NPOBEACHUS ayAuTa pabOThI C IEPCOHATIOM

@DopMBI COIMMAIIBHOTO TAPTHEPCTBA M B3aWMOJCUCTBUS C TNPOQecCHOHATEHBIMU
COI03aMU W JPYTUMH  TIPEJICTABUTEIBHBIMH OpraHaMH pabOTHUKOB, M HHBIMHU
OpraHHU3aIHUIMU

[Mopsmok ohopMiIeHHS KaJpOBBIX JOKYMEHTOB U MPUIAHUS UM FOPUIHYSCKON CHITBI

ITopsiiok MPOBEACHHUS 3aKYIMOUYHBIX MpoUeayp U O(OPMIICHHS COMYTCTBYIOIICH
JIOKYMEHTAITIH

TpynoBoe 3aKOHOJIATEIBCTBO U MHBIE aKThI, COJIEPKAIllMEe HOPMBI TPYAOBOTO IIpaBa
OCHOBBI  apXMBHOTO 3aKOHOJATEIbCTBA K HOPMATHBHBIC IIPABOBBIC  AKTHI
Poccuiickoit ®enepannu, B 4aCTH BEJCHUS TOKYMEHTAIIUHU 110 TIEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbcTBA Poccuiickont deneparinu

OCHOBBI MUTPalMOHHOIO 3aKoHOJaTenbcTBa Poccuiickoit denepanuu, B yacTu
MIPHUBIICYCHUS U TPYIOYCTPONCTBA HHOCTPAHHBIX TPakIaH M JIHII O3 rpaskJaHCTBa

OCHOBBI  aIMUHUCTPATHBHOTO  3aKOHOJATEIILCTBA B  0O0JIACTH  YIIpaBJICHUS
MIEPCOHANIOM U OTBETCTBEHHOCTH JTOJKHOCTHBIX JIMII
3akoHonatenbcTBO Poccuiickoit denepannu 0 NepCOHANBHBIX TaHHBIX

JlokanbHBIE HOPMATHUBHBIC aKThI OpraHU3alllui B 4aCTU YIIPABJIICHUA IIEPCOHATIOM

OcCHOBBI TIPaBOBOTO perynupoBanus Poccuiickoit demeparyn mopsaKa 3aKITIOUEHUS
TPakJJaHCKO-TIPABOBBIX TOTOBOPOB
HopMEI 3THKH 1eT0BOTO 00IICHUS

bazoBele OCHOBBI HMH(MOPMATHKH, CTPYKTYpPHOE TIOCTpOEHHE HH()OPMAIIMOHHBIX
CUCTEM H 0COOEHHOCTH pabOThI ¢ HUMHU

AJMUHUCTPUPOBAHUE MTPOIIECCOB U VpoBeHb
OKYMEHTOO00O0pOTa I10 OIIepaliHOHHOM

HaumenoBanue JIOKY P pau y Kon | G/03.7 (moIypOBEHB) 7

YIPaBJICHHUIO IIEPCOHATIOM U padboTe
KBaTM(DUKAIUN

CTPYKTYPHOTO TIOJIpa3ACTICHHS

IIpoucxoxneHue 3arMMCTBOBaHO U3

P A Opurunan X
TPYJIOBOH (YHKIIHH OpHUTHHAJA
Kon Perucrpanuonssiii Homep
opurHHajIa mpodeccuoHaILHOTO

CTaHJapTa

TpynoBsie necTBUA

AHanmM3 MpoIeccoB JOKYMEHTOOOOpPOTa, JOKAIBHBIX JOKYMEHTOB TIO BOIpPOCAM
OTIEPAIIOHHOTO YIPAaBJICHHS MIEPCOHATIOM U PabOThl CTPYKTYPHOTO IMOApa3ciICHYs,
OHM3HEC-TIPOIIECCOB OPTaHU3AINH, YAOBICTBOPEHHOCTH ITEPCOHAA

JlokymeHnTanmmonHoe  oopMieHre pe3yJbTaTOB  OINEPAlMOHHOTO  YIIPaBIECHUS
MEPCOHANIOM H PabOTHI CTPYKTYPHOTO TIOJPA3JICICHNUsI, pe3yIbTaTOB ayIuTa paboThl ¢
[IEPCOHAIOM

[ToaroTroBka mNpeAIOKEHUM IO Pa3BUTHIO CHUCTEM OIEPAIMOHHOTO YIIPABICHUS
MEPCOHANIOM H  Pa0OTBl  CTPYKTYPHOTO TOJAPA3ACICHHS, 110 HEOOXOAMMBIM
KOPPEKTHUPYIOLINM U TPEBEHTUBHBIM MEpaM

Pa3pa60TKa CHUCTCMBI aHaJIN3a U KOHTPOJIA pa60TBI NnepcoHaia

KouTpoinb, cpaBHEHHE M aHAIW3 MPOIECCOB B OOJACTH OINEPATUBHOTO YIPABICHUS
MEPCOHAIIOM, PE3yNIbTATOB YIPAaBIECHUYECKUX MEPONPUATHI, onpenenenrne (HakTopos,
BBI3BIBAIOIINX OTKJIOHEHHUE OT MJIAHOBBIX MTOKa3aTenei

HOZ[FOTOBKa u 06pa60TKa 3aIlpocCoB, yBeZ[OMHCHHﬁ, CBC}.‘[GHI/Iﬁ ) pa60THI/IKaX B
roCyAapCTBCHHBIC OPraHbl, HpO(l)CCCI/IOHaJ'ILHBIe COIO3hI, O6H.ICCTB€HHBI€ OopraHu3aluunu

ConpoBOoXKIeHHE JOTOBOPOB OKa3aHHWA YCIyr IO BOMPOCaM ONEPaTHBHOTO
yIpaBJICHUsI TEPCOHAIOM U paboTe CTPYKTYPHOTO MOJpa3JelicHHus, BKIIOYAs
MpeIBapUTEIbHBIC TPOIIETYPHI IO UX 3aKITFOYCHUIO

[MoaroroBka npemiokeHui Mo GOpMHUPOBAHHUIO OFOKETA HA IEPCOHA OPraHU3aluu
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Brimonnenne TpeOoBaHMII MO XpaHEHHIO WHPOPMALMH O pe3yibTaTax AEHCTBUSA
CHUCTEM OIICPAllMOHHOIO YIPABJIECHUS IIE€PCOHATOM U pabOTbl CTPYKTYpHOI'O
Hopa3ieseHUs

Heobxonumele ymenus

KOHTpOJ'II/IpOBaTI: MMPOLICCChI YIPAaBJICHUSA TIECPCOHAIOM HOI[paBZ[CIICHI/If/’I, OMpEACIATh
HX pC3yJIbTAaTUBHOCTDH U BBIABIIATH (baKTOpI:I OTKJIOHEHHH OT IIaHOBBIX napamMCeTpoOB

Pa3zpabatbiBaTh mporpaMMBl JOCTH)KCHHSA IENed M OMEepaTHBHOTO PEIIeHUs 3a1ad
nojpa3/ieIeHuN

AHnanuzupoBath, pas3pabaTeiBaTh M OQOPMISATH JOKYMEHTHI II0 OIEPaTHBHBIM
IIpoleccaM U X pe3yabTaTaM

[MpoBOAUTE ayAWT KaJpOBBIX MPOIECCOB, TPOLEAYpP, OQOPMIICHUS KaJpOBBIX
JIOKyMEHTOB M JJOKYMEHTOB TI0 YIIPABJICHUIO ITEPCOHAIIOM

KOHTpOJ'II/IpOBaTB pacxoa0BaHUC 6IOI[)K6TOB Ha nepCoOHaI

OdopMIsITh JOKYMEHTHI TIO OINEPAIMOHHOMY VIPAaBICHHUIO MEPCOHAIOM H paboTe
CTPYKTYpHOTO TIOApAa3/EeNeHus, MPEeIOCTaBIsieMble B TOCYIapCTBEHHBIE OpTaHBHI,
MpeICTaBUTENbHBIE OPTaHbl PAOOTHUKOB

O0ecneunBaTh AOKYMCHTAITUOHHOC COIIPOBOXJACHHUEC IO CUCTCMaM OIICPALIMOHHOTO
yYpaBJICHUS ICPCOHATIOM U pa60Te CTPYKTYPHOTO MOAPA3ACIICHUS

OpraHn3oBBIBaTh XpaHEHWE JIOKyMEHTOB B COOTBETCTBHH C TpeOOBaHUIMHU
TPYJOBOTO M apXUBHOI'O 3aKOHOJaTeabcTBa Poccuiickoit denepaiivii M JIOKaJIbHBIMU
aKTaMH OpraHu3aIiuu

KoHTponupoBaTh HCMONHEHHUE JOTOBOPOB TOCTABIIMKOB YCIYr MO BOMPOCAM
MepcoHaa

[Tpou3BOAUTE 3aKyMOYHBIE MPOIETYPHl, OPOPMIISTE ¥ AHATU3UPOBATH 3aKYMOYHYIO
JIOKYMEHTAIUIO

[IpoBonuTh  TWEpPEroBOpHl W  MPEACTABIATH  HMHTEPEChl  OpPraHuU3alud B
rOCyIapCTBEHHBIX Oprasax, Mpo¢eCcCHOHANTBHBIX COr03ax u IPYTUX
MPeICTaBUTENHHBIX OpraHax pabOTHUKOB IO BOIIPOCaM IepcoHaa

Bectn ACJIOBYIO ICPCIIUCKY

Bectn YUCT KU PETUCTpAlIUIO JOKYMCHTOB B I/IH(l)OpMaLII/IOHHBIX CHUCTEMAX H Ha
MaTCpHUAIbHBIX HOCUTEIIAX

PaGorate ¢ WH(GOPMAIMOHHBIMU CHCTEMaMH H 0a3aMH JIaHHBIX IO TIEPCOHANY U
CHUCTEMaM OIEPAIMOHHOTO YIPABJICHUS TIEPCOHAIOM U paboTe CTPYKTYPHOTO
oipa3aeNIeHIs

Co0urogaTh HOPMBI ATHKH JACIOBOTO OOIIECHUS

HeoOxonuMele 3HaHUS

MeTtop! ypaBieHHus pa3BUTHEM U 3(PPEKTUBHOCTHIO OpraHU3aIIH, METO/IbI aHAIH3a
BBITIOJTHEHHUS TUTAHOB U IIPOTPaMM, OTPEISIICHUS] UX IKOHOMHUYECKOH 3(hpeKTHBHOCTH

Metoapl OmEHKHM paboThl CTPYKTYPHBIX IOApa3NeNeHUH, pe3ylbTaToB Tpyaa
HepcoHaia

MeTtoapl mpoBeleHUS ayauTa M KOHTPOJUIMHTA OIEPATUBHBIX YIPaBIECHUYECKUX
MIPOLIECCOB

DOpMBI U CHCTEMbI MATEPHATHLHOTO M HEMATEPHALHOTO CTUMYJIHMPOBAHHS TpPyIa
MepcoHaa

OCHOBBI IOKYMEHTAIIHOHHOTO 00€CIICYCHHUS

[opsinox odopmieHus, BeaeHUS ¥ XpaHEHUS JOKYMEHTAIlMA IO CHCTEMam
OTICPAIIMOHHOTO YIPABICHHUS TMEPCOHAJIOM OpraHM3alMd U padoTe CTPYKTYPHOTO
TOApa3ACTICHUS

[Mopsimox hopmupoBaHUs, BeJICHUS OaHKa JaHHBIX W MPEOCTABICHHUS OTYCTHOCTH TIO
CHUCTEeMaM OIEPAINMOHHOTO YIPAaBJICHUS TMEPCOHAIOM U padoTe CTPYKTYPHOTO
oipa3aesIeHIs

HopmaTuBHBIe mpaBOBBIE aKThl, pETYIHPYIONIME TIpaBa ©  OO0SI3aHHOCTH
FOCYJapCTBEHHBIX OpPraHOB M OpPraHM3alid 10 MPEJOCTABICHUIO YUYCTHOU
JIOKYMEHTaIluU

[lopsimox mpoBeneHus 3aKyHNOYHBIX Mpouenyp H O(OPMIICHHS COMYyTCTBYIOMIEH
JIOKyMEHTAIIHN

ITonmuTuka YIpaBJICHUA ICPCOHAJIOM U COLMAJIbHAA MMOJUTHKA OpraHu3aluu

OpFaHI/I3aLII/IOHHO-IHTaTHa$I CTPYKTYpa OpraHru3anun

Lenu u cTpaTerus pa3BUTHS OpraHU3AIHH

BusHec-1u1an 1 OU3HEC-TIPOIIECCH OPraHU3aIul
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TpyaoBoe 3aKOHOAATENBCTBO M HHBIE AKThI, COJIEPKAIINE HOPMBI TPYIOBOTO IpaBa

OCHOBBI apXMBHOT'O 3aKOHOAATENIbCTBA U HOPMAaTUBHBIC MIPaBOBbIC akThl Poccuiickoi
Ddenepanuu, B YaCTH BEICHUS JOKYMEHTAIMH T10 TIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENLCTBA Poccutickoit deneparnu

OCHOBBI MUTPALIMOHHOTO 3aKOHOAaTeNnbcTBa Poccuiickoit ®depepauuu, B YacTu
MPUBIICYCHUS U TPYIOYCTPOICTBA MHOCTPAHHBIX TPaXKJaH U JHIl 0€3 TpakJaHCTBA

OCHOBBI aIMUHUCTPATUBHOT'O 3aKOHO/IATENbCTBA B 00JIaCTH YIIPABICHUS TIEPCOHATIOM
Y OTBETCTBEHHOCTH TOJDKHOCTHBIX JIUI]

3akoHoaaTensCTBO Poccuiickoit denepanuu 0 NEpCOHANBHBIX JaHHBIX

JlokanbHbIE HOPMATHBHBIC JOKYMEHTHI OpraHM3allid B O0JAcTH  YIPaBIICHHS
MEPCOHATIOM

[Topsimok 3aKTr0UeHUST JOTOBOPOB (KOHTPAKTOB)

HOpMBI OTHUKHU OCI0BOIO O6H.[€HI/I$I

BazoBeie ocHOBBI HMH(MOPMATUKH, CTPYKTYPHOE IIOCTPOEHHE WH(POPMAIMOHHBIX
CHCTEM M 0OCOOCHHOCTH pabOThI C HUIMHU

Jlpyrue xapakTepUCTUKHU

3.8. O006mennas TpyaoBasi pyHKums

CrpaTernueckoe yrpasjacHHE IIEPCOHAIIOM YpoBeHb
HanmenoBanme P yip P Koxn | H P 7

OpraHu3aIIHI KBau(UKaLIIU
ITpoucxoxaeHue

N o 3anMCTBOBaHO U3
00001IeHHON TpymoBok | OpuruHan X
opuTrHHajIa
GyHKIIH
Kon Perucrpanuonnsiit Homep
opurHHajIa mpodeccuoHaILHOTO
cTaHzapTa

Bo3mosxHbie
HaNMEHOBAHHS
JOJDKHOCTEH, ipodeccuit

Bune-npe3unent mno ynpaieHUIO IEPCOHATIOM

JupekTop 1o nepcoHaity

JupexTop mo ympaBiIeHHUIO IEPCOHATIOM

3aMeCTUTeINb TeHEPATLHOT0 AUPEKTOPA MO YIPABICHUIO IEPCOHATIOM

TpeboBanus k
00pa3oBaHHIO U
00y4YEHHUIO

Bricuiee 00pa3oBaHue — CIELUATUTET, MarCTPaTypa

JononuurensHoe npodeccuonaabHoe 00pa3oBaHUe — IPOTrPaMMbI
npodecCHOHANTLHON TIEPETOIrOTOBKH B 00JIACTH YIPABJICHUS IIEPCOHATIOM,
CTPaTErnyecKOro 1 OMEPANOHHOTO YITPABIECHHUS, SKOHOMUKH OpTaHU3aIlHN;
NpOrpaMMbl OBBIILIECHUS KBAIM(HUKAIIMY B 00JaCTH YIPABICHUS IEPCOHATIOM,
CTPaTEermYecKOro U OTEPAIMOHHOTO YIIPaBICHUS

TpeboBaHUs K OIBITY
MPaKTHYECKON pabOThI

He meHee msiTv J1eT B 00J1aCTH yIIPaBIICHHS IEPCOHANIOM Ha PYKOBOJISIINX
JOTKHOCTSIX

Oco0sble ycnoBus
Iomycka K pabore

Jlpyrue xapakTepucTUKU

I[OHOJ'IHI/ITGJ'IBHBIC XapaKTCPpUCTHUKU

HawnmenoBanme 6a30BO# TPYIIITHI, TOKHOCTH
HaumeHnoBanue qokymeHTa Kon
(mpodheccun) niM CeUHATBHOCTH
OK3 1232 PyxoBoauTenu nonpasnenenuii (ciyx0) ynpaBieHUs KaapaMu U
TPYJOBBIMH OTHOIICHHUSMH
EKC - 3aMeCTUTENb TUPEKTOpa 10 YIIPABICHUIO TIEPCOHATIOM
OKIIATP 24063 | Menemkep 1O IepcoHany

3.8.1. TpynoBasi pyHKuMs
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Pa3paboTka cucTeMBI CTPATETHIECKOTO YpoBeHb
HanmMenoBanue | yrmpaBiieHUs IEPCOHATIOM OpPTaHU3AITIH Kox | H/01.7 | (momypoBeHs) 7
KBaJIM(DUKAIAN

ITpoucxoxaeHue
TPYJIOBOH (YHKIIHH

Opurunan X

3anMMCTBOBaHO U3

opuUruHaia
Kon Perucrpanuonnsiit Homep
opuTrHHajIa mpodeccuoHaILHOTO
cTaHzapTa

TpynoBsie necTBUA

AHanmM3 YCIENHBIX KOPIOPATHBHBIX TMPAKTHK IO OPTaHHU3AIUH CTPATETHYECKOTO
YOPABICHUS TMEPCOHANIOM OpraHU3alllM, OPTraHU3ALMOHHOTO MPOCKTHUPOBAHUS U
B3aUMOJICUCTBUSI MOAPA3ACICHUN

TTocTaHOBKa cTpaTernyecKuX 1esieil B ypaBiIeHU! MIEPCOHATIOM

Pa3paboTka KOprnopaTUBHOM MOJUTHKH, TJIAHOB, IPOrPaMM, POLEAYP ¥ TEXHOJIOTHI
0 YIIPABJIEHUIO IIEPCOHAIOM

Pa3paboTka KOpPIOpAaTHBHOHW KyJbTYPhl M  COIHAIBHOW IOJUTHKH, CHCTEM
MOTHBANUH, 3)(PEKTHBHOCTH, OIICHKH U Pa3BUTHS MEpPCOHAIIA

DopMHUpOBaHUE CUCTEMBI OIUTATHI U OPraHU3aluY TPYya

PazpaboTka oOpraHuM3alliOHHON CTPYKTYpBl, IUIAHHPOBAaHHE IOTPEOHOCTH B
IIEPCOHAJIE OPraHU3aLUuI

Pa3paboTrka nporpamm, MPUHIKIIOB CTaHAAPTH3AIMK, YHU(DUKALIMN, aBTOMATH3ALMH
MIPOIIECCOB YIPABJICHUS TIEPCOHAIIOM U 0€30MaCHBIX YCIOBUH Tpyaa

(DOpMI/IpOBaHI/IC 6IOZ[)KeTa Ha MmCpCoHal, TEXHOJIOTHI ayauTa pa60TbI C NepCcoHAIOM
1 KOHTPOJIJIMHT'a

Heobxogumeie ymeHus

Pa3pabaTbIBaTh CTpaTEeryy U MOJUTHKH B YIPABICHUH IIEPCOHATIOM

CoznaBaTh W ONMHCHIBATH OPTAaHU3AIMOHHYIO CTPYKTYpY, LENH, 3a7add, (YHKIHN
CTPYKTYPHBIX MMOAPA3AEICHII U JOIKHOCTHBIX JIHIL

[IpuMeHSTh METOBI YIPABICHHUS MEKIUIHOCTHBIMH OTHOIICHUSIME, ()OPMHUPOBAHHS
KOMaHJ, pa3BUTUS JUACPCTBA W HCIIOJHUTEILHOCTH, BBISBICHHUS TaJIAaHTOB,
OTIpeIeNIeH s YAOBIETBOPEHHOCTH PaboTOi

OnpenensaTe ¥ aHATU3WPOBAaTh BHYTPEHHHE KOMMYHHUKAIlMH, MOJIEIHPOBAThH
MOBEJCHUE TIEpCOHATA

IlpencTaBasTe UWHTEpECHl OpraHU3allMd B TOCYIJAapCTBEHHBIX OpraHax, BO
B3aMMOJICWCTBUU C TPOQCOI03aMH, HWHBIMH IPEICTABUTEIFHBIMA  OpraHaMHU
PpabOTHHUKOB 10 BOIIPOCAM IepCOHAa

CocCTaBisATh, PacCUUTHIBATh, KOPPEKTUPOBATh U KOHTPOJIUPOBATH CTAaThU PaCcXOJIOB
OrokeToB M (DOHJIOB HA MPOTPAMMBI U MEPOIIPHATHS 10 YIPABJICHHUIO ITEPCOHATIOM
OpraHHu3aInu

HpOBOZ[I/ITB AyAUT U KOHTPOJIJIMHT B obmacTu yipaBJICHUA ICPCOHATIOM

PaspabaTbIBaTh KOPIIOPATUBHBIE COIMATBHBIC TIPOTPAMMBI

BecTH meperoBopsl Mo BOMPOCaM COIHATLHOTO MAapTHEPCTBA C MPEACTABUTCIBHBIMU
opraHaMu pabOTHHUKOB

Paborate ¢ WHQOPMAMOHHBIMH CHCTEMaMH W 0a3zaMH JaHHBIX IO BOIPOCAM
YIPaBIEHHS IEPCOHAIOM

Opranu3oBbIBaTH MEPOTIPUATHS IO OOSCIICUCHUIO BBHITIOJHEHHS TPSOOBAHUN OXpaHbI
TpyAa B COOTBETCTBMHM C JEHCTBYIOIIMM 3aKOHOAATEIhCTBOM Poccuiickoi
denepalivy ¥ TOKAIBHBIMU aKTaMU OpraHU3aluN

Opranu3oBbBIBaTh U MPOBOAUTH MEPOIPHUATUS C TEPCOHATIOM B COOTBETCTBUE C
KOPIIOPAaTUBHOM COLUAIBHON MOJTUTHUKOM

Co0imro1aTh HOPMbI 3THKH J1€JI0BOT0O OOIIECHHUS

HCO6XOZ[I/IMBIC 3HaHUA

MeToabl ympaBlCHHS pa3BUTHEM H I(PQPEKTHUBHOCTHIO OpPTaHHU3Alld{, aHaTnu3a
BBIMIOJIHEHHST  IJTAHOB M TOPOTPaMM,  ONpPEICTCHUS HX  SKOHOMUYECKON
3¢ hekTuBHOCTH
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MeTtoapl OLEHKH Pa0OTBl CTPYKTYPHBIX NOApa3lelicHHH, pe3yJbTaToB Tpyna
HepcoHasia

MeTo/1p1 IPOBEACHNS Ay IUTOB, KOHTPOJUTHHTA YIPAaBICHUYECKUX MPOIIECCOB

MCTOI[I:I aHaJIM3a KOJINMYCCTBCHHOTO U KAYCCTBCHHOI'O COCTaBa ICpCOHAJIa

CucTeMsl cTaHAapTOB MO OM3HEC-TpoueccaM, podeccusiM, HOPMBI TPy1a

CucteMbl, MeTOJIBI U (POPMBI MaTEpPHAIBHOTO U HEMATEPHAIBHOTO CTHMYIHUPOBAHUS
TpyJla mepcoHana

MeTonpl aHalM3a COLNMANBHBIX TPOTPAaMM W OMPEICICHUS KX 3KOHOMHYECKOW
3 dexTrBHOCTH

TexHONMOTUU 1 METOIbI (HOPMHUPOBAHUS U KOHTPOJISL OI0/PKETOB Ha TIEPCOHAI

TpeboBanus oxpaHbl 1 OE30MACHBIX YCIOBHI Tpyaa

L[CJ'II/I, CTpAaTCerud U KaJpoBasd MMOJIUTHUKA OpraHru3allun

OCHOBBI TEXHOJIOTUH IIPOU3BOZCTBA U ACATCIIBHOCTU OPraHru3alin

OCHOBEI COUOJIOIrH, IICUXOJIOTUN U DKOHOMUKHU TPpyda

OCHOBEI yrpaBJICHUA COOUAJIBHBIM Pa3BUTUEM OPraHU3allvun

Metoapl TIPOBEIEHUS COIMOJIOTHICCKUX HCCICAOBAHUM, M3YICHHS OOIIECTBEHHOTO
MHEHUSI

CrpykTypa opraHuzaunuu

TpynoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIIE HOPMBI TPYIOBOTO IIpaBa

OCHOBBI  apXHMBHOTO 3aKOHOJATEIhCTBA W HOPMATHUBHBIE TIPABOBBIE  aKTHI
Poccuiickoit @enepannu, B 4aCTH BEJACHUS TOKYMEHTAIIUHU 110 TIEPCOHAITY

OcCHOBBI HAJIOTOBOTO 3aKOoHOAaTeNbCcTBa Poccuiickoit denepanuu

OCHOBBI MHTPAITMOHHOTO 3aKOHOJATeNbCTBA Poccmiickoit demeparnuu, B YacTH
MIPUBIICYCHUS U TPYJOYCTPONCTBA MHOCTPAHHBIX TPaKIaH U JIHII O3 TpakJaHCTBa

OCHOBEBI AJIMHUHUCTPATUBHOT'O 3aKOHOAATCIbCTBA B obmacTu yYHpaBJICHUSA
IIEPCOHAIIOM U OTBETCTBCHHOCTHU JOJDKHOCTHBIX JIUI]

3akoHomaTeasCTBO Poccniickoif Denepanun 0 IepCOHATBHBIX TaHHBIX

JlokanbHbBIC HOPMATHBHBIC aKThI OpTraHrU3alluu B obmactu ypaBJICHUA ICPCOHATIOM

IMopsmok 3aKIr04YeHUS JOTOBOPOB (KOHTPAKTOB)

Hopwmpr aTHKH 1e10BOTO 00IIIEHUS

OcHOBBI HH(POPMATHKH, CTPYKTYPHOE MOCTPOCHUE HH(OPMAIIMOHHBIX CHCTEM U
0COOCHHOCTH PadOThI ¢ HUMHU

Jlpyrue xapakTepuCTUKHU

3.8.2. TpynoBasi pyHKuMs

Peanuzanust cucteMsl CTpaTernieckoro YpoBenb
HanmMenoBanue | ympaBiieHUs IEPCOHATIOM OpPTaHU3AITIH Kon | H/02.7 | (momypoBeHs) 7
KBaJTU(UKAITUU

ITpoucxoxaeHue
TPYJIOBOH (YHKIIHH

Opurunan X

3anMMCTBOBaHO U3

OopuUruHaia
Kon Perucrpanuonnsiit Homep
opurrHaja mpodeccuoHaILHOTO
cTaHjapTa

TpynoBbie 1ecTBUA

[InanmpoBanne JNEATETFHOCTH M pa3paboTKa MEpPONPHUATHH 1O  YIIPaBICHUIO
TIEPCOHAIIOM TSI peasTi3alliil CTPATETHIECKHX IIeTIeil OpraHu3alIiu

BrenpeHnne NOMUTHK, TUTAHOB, IPOTPAMM, MPOIEAYP U TEXHOJOTHIA M0 YIPAaBICHUIO
MIEPCOHAIOM

ITocTpoeHre OpraHU3alMOHHOW CTPYKTYPbl C Y4€TOM IUIAHOBOW MOTPEOHOCTH B
MEPCOHAJIE U B3aUMOJCHCTBUS CTPYKTYPHBIX MOAPA3ACICHUN OpraHu3aluu
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Bueapenue u noaaepxaHue KOPHOPATUBHON KyJIbTYpPHl M COLIMANBHON MOJIUTUKH,
CUCTEM MOTHBAINH, 3P ()EKTUBHOCTH, OIEHKH U pPa3BUTHS NIEpCOHAIIA

Brenpenne u noanepxaHue CUCTEMBI OPTaHNU3ALMHU TPY/Ia M OTUIATHI ITepcoHaa

YmpasneHue BHEAPEHHEM MPOTpaMM M MPUHIUIIOB CTaHAAPTH3AINH, YHU(PUKAIIH,
aBTOMATH3AIIMH TIPOIIECCOB YIPABIICHUS MEPCOHATIOM M O0€30MaCHBIX YCIOBHU TpyIa
Opranu3zaius NpoBeICHUS ayANTa U KOHTPOJUIMHTA B YIIPABJICHUHU TIEPCOHATIOM

IlocTanoBka 3ala4 PYKOBOAUTCIAM CTPYKTYPHBIX HOILpa3)1€J'ICHPIfI, OIMpeaACJICHUC
MaTCPUAJIBHO-TCEXHUYCCKUX PECYPCOB JJI X BBIITOJTHCHUSA

AHanu3 OTYETHOCTH TIO YHPABICHHUIO MEPCOHAIOM ¥ BBIABIEHHE DPECYpPCOB IO
VIIYYIICHHUIO ISATSIIEHOCTH OPTaHU3aIUN

CormnacoBanue YyCJIOBHM 3aK/II0Ya€MbIX JOTOBOPOB IO BOIPOCAM YIIPaBICHUS
MIEPCOHAIOM

Opranuzaiusi TPOBENCHUS 3aKyNOYHBIX MPOLEAYpP IO BOMPOCAM YIPaBICHUS
MIEPCOHAIOM U 0POPMIICHUS COMYTCTBYIOMIEH JTOKYMEHTAIIUH 110 HUM

dopmupoBanne Oro/pKeTa Ha MEPCOHAN, TEXHOJOTHI ayanuTa paboThl ¢ MEPCOHATIOM
¥ KOHTPOJUINHTA

[IpumeHenne k pabOTHUKAM Mep MOOIIPEHUS U AUCHUIUTMHAPHOTO B3bICKAHUS
[Ipou3BoauTh aHamM3 AESITENHHOCTH IO YNPABICHHUIO MEPCOHAIOM, pa3padaThiBaTh
nokazarenu 3 pekTuBHOCTH PabOTHI

DopMHUPOBaTH IIAHBI M MEPOIIPHUATHS TIO YIIPABICHUIO MTEPCOHATIOM
PaccunteiBaTh OrO/KET B 00JIACTH  YIPaBICHUSI IEPCOHATIOM

Ormpenenars 30HbI OTBETCTBEHHOCTH PAOOTHHUKOB U MOJAPAa3CiICHUN, CTAaBUTh 3a/1a9d
PYKOBOJIUTEIISM TIOIpA3IEICHIA U 00€CTIeUNBaTh PECYPCHI IS X UCITOJTHCHUS
KontponupoBaTs 1 KOppEKTUPOBATH UCTIOTHEHHUE MOPYUCHUH U 3a1a4

Ynpaiars 3QPEeKTHBHOCTHIO ¥ BOBICYCHHOCTBIO TIepcoHalia, TUCIUIUTMHON Tpyaa U
cobiroieHreM O€30TIaCHBIX YCIIOBUH Tpyaa

Bectu meperoBopel 1o BONpOCaM COIHAIILHOTO IMAPTHEPCTBA U IMPEACTABISTH
WHTEpeChl OPraHU3aliK B TOCYIapCTBEHHBIX OpTraHax, MPoeCCHOHANBHBIX COI03aX U
JPYTUX TPEJICTABUTENBHBIX OpraHaX pPa0OTHHKOB, W OpraHH3alusX IO BOIPOCaM
nepcoHasna

Paborats ¢ wHGMOpPMAIMOHHBIMH CHUCTEMaMU ¥ 0a3aMH JaHHBIX IO BOIPOCAM
yIpaBiIeHHS IEPCOHAIOM

[IpoBoAHTE ayIUT M KOHTPOJUIMHT B O0JIACTH YIPABICHHS MTEPCOHAIOM

DopMHUPOBATH U MPOBOIUTH COITHAIBHYIO MIOJUTUKY W COIIMATIbHBIE TIPOTPAMMEBI

Bectu neperoBopsl ¢ MOCTaBIIMKAMH YCIIYT TIO YCIOBHSIM 3aKIFO9aEMBIX IOTOBOPOB

[Tpou3BOIUTE 3aKyMOYHBIE TPOLEAYPHI, OPOPMIISITh U aHAIW3UPOBATH 3aKYMOYHYIO
JIOKYMEHTAIIHIO
Co0imro1aTh HOPMBI STHKH JIETIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

Meroapl  yrpaBicHUS pa3BUTHEM U S(GQPEKTUBHOCTBIO OpraHU3alUH, METOIbI
aHaJiM3a BBITIONIHEHNS TUIAHOB M MPOTPAMM, OMNPEACICHUS WX OSKOHOMHYCCKOMN
3¢ dekTuBHOCTH

Opranuszaius ynpasieHHs pa3BUTHEM OpraHU3aIuN
Teopun ympaBiieHUsT OpraHW3allMel, TIOJIMTUKA W CTpPATeTus yIpaBJICHUS
MIEPCOHAIOM

Merto/pl aHa KM3a BBIMOJHEHHUS TUIAHOB U 3ajad, ONPEIC/ICHUS WX 3KOHOMUYECKON
3¢ ekTuBHOCTH

MeTobl OIICHKH, Pe3yIbTaTOB U 3 (EKTHBHOCTH TPYIa

MeToabl BHEAPCHUS CHCTEMBI YIIPABICHHS IEPCOHATIOM

OcCHOBBI pabOTHI 10 MPO(HOPUECHTALIMH
MeTouKy TIIaHUPOBaHUS M TPOTHO3UPOBAHUS IOTPEOHOCTH B TIEPCOHAE
Hemnu, ctparerus pa3BuTHs U OU3HEC-TUTAH OpTaHU3AIHN

Teopuu u MmeToBI HOpMHUPOBAHUIO OpEHA OPTraHU3AINN
TpeboBanus oxpaHbl 1 OE30MACHBIX YCIOBHI Tpyaa
MeTtoanku pa3pabOTKU ¥ BHEAPEHHUS JIOKATBHBIX HOPMAaTHBHBIX aKTOB

[Topsamox 3aKITI0YeHNs TPYIOBBIX TOTOBOPOB, PETYIUPOBAHUS TPYIOBBIX CIIOPOB
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OCHOBBI COILIMOJIOTUH, TICUXOJIOTHH, YKOHOMHUKHU TPYyIa U YIPABICHUS COIUAIBHBIM
pa3BUTHEM OpraHU3aIUU

MeTtoapl IpoBEeIEHUS COLMOJIOTMYECKUX HCCIENOBAaHUN, N3yuyeHHs OOILECTBEHHOI'O
MHEHUS

TexXHOIOrnN MPOBENCHUS ayANTa U KOHTPOJUIMHIA B YIIPaBJIEHUH IIEPCOHATIOM
[opsimox mpoBeaeHUs 3aKyMOYHBIX MNPOLEAYp U O(OPMIEHHS COIYTCTBYIOIIEH
JIOKYMEHTAINH

TexHnomoruu,  craHaapTH3anus, yHUGUKALKA,  aBTOMATH3alMsg  IPOIECCOB
YIIPABJICHHS IEPCOHAIIOM
CTpyKTypa opraHu3aiuu

TpymoBoe 3aKOHOIATEIHLCTBO U MHBIE aKTHI, COMIEPrKAIe HOPMBI TPYIOBOTO IIpaBa
OCHOBBI  apXMBHOTO 3aKOHOJATENbCTBA K HOPMATHBHBIC IPABOBBIC  AKTHI
Poccuiickoit ®enepannu, B 4aCTH BEJACHUS TOKYMEHTAIIUHU 110 TIEPCOHAITY

OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit denepanuu

OCHOBBI MHTPAITMOHHOTO 3aKOHOJMATENbCTBA Poccmiickoir demeparnuu, B YacTH
MIPUBIICYCHUS U TPYAOYCTPONCTBA MHOCTPAHHBIX TPaKJaH M JIHII Oe3 rpakJaHCTBa
OCHOBBI  aJIMHHUCTPAaTUBHOTO  3aKOHOJATEIhCTBA B  OOJIACTH  YIIPaBIICHUS
MEPCOHAIOM U OTBETCTBEHHOCTH JTOJHKHOCTHBIX JIHII

3akoHomaTeasCTBO Poccniickoit Denepanun 0 IepCOHATBHBIX TaHHBIX
IMopsmok 3aKIr0YeHUs JOTOBOPOB (KOHTPAKTOB)
JlokankHBIC HOPMATHBHBIE AKTHI B 00JIACTH YIIPABICHUS IEPCOHATIOM

Hopmsl 3THKY [1€710BOT0 00LIeHNs
bazoBeie OCHOBBI HMH(OPMATHKH, CTPYKTYPHOE IOCTPOCHHE WH(POPMAMOHHBIX
CHCTEM M 0COOCHHOCTH pabOThl C HUIMHU

3.8.3. TpynoBasi pyHKuust

AJMUHUCTPUPOBAHUE MTPOIIECCOB U VYpoBeHb
HanmMenoBanue | JOKyMEHTOOOOPOTA IO CTPATETHIESCKOMY Kox | H/03.7 (momypoBeHsb) 7
YIPaBICHUIO IEPCOHATIOM OpPTraHU3aIlluu KBaJIM(hUKALIUN

ITpoucxoxaeHue
TPYJIOBOH (YHKIIHH

3anMMCTBOBaHO U3
Opurunan X

opuUruHaia
Kon Perucrpanuonnsiit Homep
opuTrHHajIa mpodeccuoHaILHOTO
cTaHmapra

TpynoBbsie 1eCcTBUA

AHanu3 TPOIECCOB JTOKYMEHTOOOOPOTa, JIOKAJIbHBIX JOKYMEHTOB II0 BOMIPOCAM
VIpaBICHUS TEPCOHAIOM, OW3HEC-TPOIECCOB OpPTaHM3aIllMH, YAOBICTBOPCHHOCTH
nepcoHana

JlokyMeHTalmoHHOEe O(QOpPMIICHHE pPE3YJIbTATOB YIPABICHUS IEPCOHAIOM, €ro
aynuTa, paboThl CTPYKTYPHBIX MOIpa3AeIeHHH

JIOKyMEHTallMOHHOE ¥  OpPraHU3allMOHHOE CONPOBOXKAECHHE CTPAaTETHYECKOrO
yIpaBlieHHs IEPCOHANIOM U pabOThI CTPYKTYPHBIX MOAPA3IEICHUH

IloaroToBKa MPEeNIOXKEHUIH IO PA3BUTHIO CHUCTEM YIPABICHHS MEPCOHAIOM, IO
HEOOXOIMUMBIM KOPPEKTUPYIOIIMM ¥ TIPEBEHTUBHBIM MepaM W II0 TOBBIIICHUIO
3¢ GeKTUBHOCTU pabOTHI CTPYKTYPHBIX MOJAPa3AeIeHUH

KonTtponbs mporieccoB B 00J1acTH YIIPABICHHUS TIEPCOHAIOM B pabOTHl CTPYKTYPHBIX
MoApa3IeicHul, CpaBHEHHWE W aHAIHW3 IPOIECCOB, PE3yJIbTATOB YIIPABICHUECKHX
MEPONPUATHH, OMpeeieHue (aKTOPOB, BHI3BIBAIOINIUX OTKIOHEHHE OT ILIAHOBBIX
MoKa3aTejien

CornacoBanre W KOHTPOJb JIOTOBOPOB IO BOIIPOCAM M CHCTEMaM CTPATETHYECKOTO
yOpaBiIeHUS MEPCOHATIOM W paboTe CTPYKTYPHBIX IOAPA3JEICHUH, OpraHU3alus
MPOLETYp MO UX 3aKITIOYCHHUIO
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IToaroroBka pe3ynbTaTOB aHalu3a COOTBETCTBUSI OpraHU3allMM U OIUIATHl TpyJla
TepCcoHAalIa YCIEITHBIM KOPIIOPATUBHBIM MTPAKTHKAM

Brmmonaenune TpeboBaHWN TO XpaHCHUI0 WHGOPMAIMH O pPe3yJbTaTax ICHCTBUS
CHUCTEM CTPAaTeTHYeCKOTO YIPABICHUS TIEPCOHAIOM U PabOTHl CTPYKTYPHBIX
NoJIpa3AeIeHUH

Heob0xomumbie ymeHUS

Heo0OxomuMble 3HaHUS

AHam3upoBath, paspabareiBaTh H OGOPMIIATH JOKYMEHTBHl TI0 TMpoleccaM u
pe3ynpTaTaM yIpaBiIeHHS MEPCOHAIIOM U PadoTe CTPYKTYPHBIX MOApa3AeIeHH
[IpuMeHSTH METO/IBI aHANIN3a OM3HEC-TIPOIIECCOB OPTaHM3AINN

Onpeaenars MporpaMMbl JOCTIKECHHUS [IEJICH U perieHs 3a1a4 MoApa3IeIcHui
IIpoBOAUTE ayAUT CUCTEMBI YIIPABICHUS IEPCOHATIOM

[IpoBOANTD KOHTPOJUIMHT CUCTEMBI YIIPABICHUS TIEPCOHATIOM
KoHTponupoBath OFO/KET Ha TICPCOHAT U YIIPABICHHUE PACX0JaMH Ha TIEPCOHAT

Opranu3oBBIBaTh  CONMPOBOXJAEHHE JOTOBOPOB IO  BOIPOCAaM  yIIPaBJICHUS
MIEPCOHAIIOM, BKITIOUAsl MPEIBAPUTEIbHBIC IPOIIETyPHI M0 WX 3aKITIOUYEHHUIO
Opranu3oBbIBaTh  3aKyMOYHBICE TNPOIEIYyphl, OGOPMISTH ¥  aHAIM3HPOBATH
3aKyTOYHYIO TOKYMEHTAITHIO

KoHTponupoBath W aHAJIM3UPOBATH BOMPOCH CONMATBHOTO MApTHEPCTBA, JOTOBOPHI
MOCTABIIUKOB yCIyT

IlpoBomuTh  meperoBOpbl U MPEACTABISATH  UHTEPECHl  OpraHu3aluu B
rOCyIapCTBEHHBIX  Oprasax, npoeCCHOHANBHBIX ~ COI03aX W JAPYTUX
NpEeICTAaBUTEIBHBIX OpraHax pabOTHHUKOB U OPraHU3aIHsIX 110 BOIIPOCaM TepcoHaa
Bectu nenoByro nepenucky

Paborats ¢ wHGOPMANMOHHBIMH CHCTeMaMH M 0a3aMH JAaHHBIX IO IIEPCOHAIY,
CHUCTeMaM YIpaBJICHHS TEPCOHAIOM M OPTaHW3allMU JAEATEIHbHOCTH CTPYKTYPHBIX
NoJIpa3AeIeHUH

OO6ecmeynBaTh KaapoBOE JIEIONMPON3BOACTBO U JTOKYMEHTAIIMOHHOE COTIPOBOXKICHUE
MIPOIIECCOB IO YIIPABJICHHUIO IIEPCOHATIOM 1 PabOTe CTPYKTYPHBIX MOApa3aeIeHUH
Opranu3oBbIBaTh XpaHCHHWE JIOKYMEHTOB B COOTBETCTBUH C TpPEeOOBaHHUSAMU
TPYZOBOTO U apXMBHOTO 3aKOHOAATENbCcTBA Poccutickoii denepannu U TOKATBHBIMA
aKTaM¥ OpTraHu3aIiu

Co0mrogaTh HOPMBI TUKH JEJIOBOTO OOIIEHUS

KopnopatuBHass KynbTypa, COLMaJbHAs TOJNUTHKA, CHUCTEMBl MOTHBAIUUd H
3(DGEKTUBHOCTH YIIPaBICHUS TIEPCOHATIOM

MeTonpl ynpaBieHUS pa3BUTHEM W IPQPEKTHBHOCTHIO OpPTraHU3allMd, METOJIbI
aHaJM3a BBITIOJHCHHUS IUTAHOB M TPOTPaMM, OIPEISICHUS WX SKOHOMHUYECKOU
3 dexTrBHOCTH

MeTo/1p1 IPOBEACHUS ayAUTa, KOHTPOJIS OTIEPATHBHBIX YIIPABIEHYECKUX TPOIIECCOB,
COIIMOJIOTUYECKUX UCCIICIOBAaHUI
Busnec-muian u OU3HEC-TPOIIECCHl OpraHu3aluu

BroxeTHOE TPOEKTUPOBAHUE
Opranu3aiMoHHOE MIPOCKTUPOBAHUE

@DopMbl, METOABI U CUCTEMbl MAaTEPUAIILHOI'O M HEMAaTE€PUAIbHOIO CTUMYJIUPOBAHUS
TpyZAa IepcoHana

CucrteMbl CTaHAApPTOB MO Ou3Hec-mpoueccaM, mpodeccusM (CHeHUaIbHOCTIM),
HOPMBI TpyAa

MeToap! aHanu3a KOJIMYECTBEHHOTO U KaUECTBEHHOTO COCTaBa IiepcoHasa

KaﬂpOBaH IMMOJINTUKA OpraHru3aluun

[Mopsok popmMHupOBaHUSI, BeleHHs OaHKA JaHHBIX U PEIOCTABICHUS OTYETHOCTH TI0
CUCTEMaM YIMPaBJICHUS NIEPCOHAIOM U Pa0OTE CTPYKTYPHBIX MOIPa3ACICHHMA

OCHOBBI JIOKYMCHTAIIHOHHOTO O0ECIICUEHHUS, MOPSI0K OQOPMIICHUS JOKYMEHTOB,
NpPEZIOCTABISIEMBIX B TOCYAAapCTBEHHBIE OpraHbl, MNPOQECCHOHATIBHBIE COO3bI,
0OIIIECTBEHHBIC OpraHU3aIiH

Uenu u cTpaTerus pa3BUTHS OpraHU3aINH

[Mopsiok  MpoBefeHUsT 3aKYIMOYHBIX MPOIEAYyp ¥ O(OPMICHHUS COIYTCTBYIOIICH
JIOKyMEHTAIUU
HopMaTuBHBIE TIpaBOBBIE  aKTBl, pETYIUPYIOIME TMpaBa ©  OOS3aHHOCTH
TOCYIapCTBEHHBIX OPraHOB M OpraHu3alid TI0 TMPEAOCTABICHUIO YYETHOU
JIOKyMEHTAIUU
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CTpyKTypa OpraHu3aiyy U BAKaHTHBIC TOJDKHOCTH (TPOECCHH, CIICIIHATLHOCTH)

TpynoBoe 3aKOHOAATENHCTBO M WHBIE AKTHI, COJIEPIKAIIE HOPMBI TPYIOBOTO IIpaBa
OCHOBBI  apXMBHOTO 3aKOHOJATEIbCTBA K HOPMATHBHBIC IIPABOBBIC  AKTHI
Poccuiickoit ®enepannu, B 4aCTH BEJACHUS TIOKYMEHTAIIUHU 110 TIEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAATENbCTBA Poccuiickont demeparinu
OCHOBBI MUTPAllMOHHOIO 3aKoHoOJaTenbcTBa Poccuiickoit denepanuu, B yacTu
MIPHUBIICYCHUS U TPYIOYCTPONCTBA HHOCTPAHHBIX TPaskaH M JIHII O3 rpaskJaHCTBa

OCHOBBI  aIMUHUCTPATHBHOTO  3aKOHOJATEIILCTBA B  0O0JIACTH  YIIpaBJICHUS
MIEPCOHANIOM U OTBETCTBEHHOCTH JTOJKHOCTHBIX JIMII
3akoHonaTenscTBO Poccuiickoit denepannu 0 NepCoOHANbHBIX TaHHBIX

JlokanbpHbIe HOPMATHBHBIC AKTHI OPTaHU3AINHU B 00TACTH yIPaBICHHUS IEPCOHAIOM
IMopsmok 3aKIr0YeHUs JOTOBOPOB (KOHTPAKTOB)
HopMEI 3THKH 1e70BOTO 00IICHUS

bazoBele OCHOBBI HMH(MOPMATHKH, CTPYKTYpHOE TIOCTpOEHHE HH(OOPMAIIMOHHBIX
CHCTEM B 0COOEHHOCTH pabOThI ¢ HUMU

1V. CBeaennsi 00 opraHu3zanusix — pa3padorunkax npogeccuoHaJbLHOr0 CTaHAapPTA

4.1. OTBeTCTBEeHHAS OPraHU3ANUA-PA3PA0OTIUK

Oo61epoccuiickoe o0benuHeHHE padoToaaTeneit «PocCUiCKUi COI03 MPOMBIIIIJICHHUKOB U MPEANPUHUMATEICH,

ropoa Mockaa

HcnonHuTenbHbINA BULIEC-IPE3UACHT Ky3pmun JImutpuii Bnagumuposny

4.2. HammeHoBaHMs OPraHU3aluii-pa3padoTYuKOB

AHO «HanumonanbsHoe areHTCTBO pa3BUTHS KBanudHKauuii», ropog Mocksa

Accormanus (Coro3) «Accoruarysi KOHCYJIBTAaHTOB 0 TO00PY IepcoHana», ropox Mocksa

I'pynma HeadHunter, ropox Mocksa

3A0 «KPOK MHKOPITOPEUTE/I, ropox Mocksa

WNndopmannonno-ananuruaeckuii neHtp «Kaapossriii Jlozop», ropoq Mocksa

MI'O «OITIOPA POCCHW», ropox Mocksa

MC)KZ[yHapO,I[HaH acconuanua ACJI0BOro COTpyAHHUYCCTBA, TOpPOJg Mockaa

HOUY JITO «MHCTUTYT TpodeCCHOHATEHOTO KaapoBUKay, Topol MockBa

OO INOO| U WN -

HII «Accommanms EBponetickoro 6mu3zHeca», ropoa Mocksa

=
o

HIT «BKK — HarmonanbsHbIH cO103 KaapoBUKOBY, Topo] MockBa

=
=

HIT «MexnyHaponHsblii anbsiHe «TpynoBast Murpanus», ropog Mocksa

=
N

MockBa

HIT «HannonansHast accornuanus oQHCHBIX CICIHAINCTOR M aJIMHHUCTPATUBHBIX PAOOTHUKOBY, TOPOJI

13 | HIT MHO «Accormmanus meHemkepoB Poccuny, ropox Mocksa

14 | HII CYPD «HanmonanpHas koHbpenepanus «Pa3BuTue yenoBeyeckoro Kanuranay, ropoq Mocksa

15 | OAO «BJIHX» (I'AO BBII), ropox Mocksa

16 | OAO «I"a3znmpom HedTh-HoBocHOUpCcK», ropoa HoBocubupck

17 | OAO «O0beauHEeHHAS CYIOCTPOUTENIbHAS KOPIIOpaIusi», ropoa Mocksa

18 | OAO «PX]I», ropox Mocksa

19 | OAO «Caxanun DHepmxu MuBectmenT Kommanuy, ropog KOxxHo-CaxanuHck

20 | OAO «TatHedTs» umenu B. . lamuna, ropos Kasaus

21 | OAO «HayuHo-mpou3BozcTBeHHOE 00beauHeHne «Hayka», ropox Mocksa

22 | OO0 «LG Electronics Rus», ropox Mocksa

23 | OO0 «busnec Ilcuxomorn SHL Russia & CIS HII», roponq Mocksa

24 | OO0 «UT-CK», ropox Mocksa

25 | OO0 «Jlykoin-UmxkuHUpUHDY, TOpoa MocKkBa

26 | OO0 «OKB 3enut», ropox Mocksa

27 | OO0 «Ilerponmuym Tpeitaunr», ropoa Mockea

28 | OO0 «Ilonurpad-3amuTa», ropog Mocksa
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29 | OO0 «lUentp kampoBbix TexHOIOrui — O0yuyenne. CtaxxupoBku. TpyaoycTpoHCTBO», TOpol MockBa

30 | Poccwmiickoe mpencraButenbctBo «Coleman Services UK» («Koynman CepBucusy), ropog Mocksa

31 | Toproso-mpoMbiiieHHas nanata Poccuiickoit denepanuu, ropox Mocksa

32 | ®I'BOY BIIO «MockoBCKui rocyaapcTBeHHBIN yHUBepcuTeT iMeHu M. B. JlomoHnocoBay, I11koma
JUPEKTOpA MO NepcoHaly, ropoJ Mocksa

33 | ®I'bOY BIIO MCY, ropox Mocksa

34 | ®I'bOY BIIO M3OCH, ropoax Mocksa

35 | ®I'BOY BIIO Cubupckuii rocynapcTBeHHbI yHHBEpcUTET myTeit coodienus (CI'YIIC), ropon
Hosocubupck

36 | ®I'BY «HayuHo-HcCcnen0BaTENBCKUI HHCTUTYT TPYAa U COLMANBHOTO CTPaxoBaHUs» MUHHUCTEpCTBA
TpyJAa U colluanbHO# 3amuThl Poccuiickoit dexnepainuu, ropoa Mocksa

37 | ®I'VII «Ilouta Poccuun», ropox Mocksa

38 | ®K «Ypancub», ropoq Mocksa

! O6mmepoccuiicknii KIaccnpukaTop 3aHATHIA.

2 O06mepoccHiCKmii KTacCU(pUKATOp BUJOB SKOHOMHUYECKOH JESITeITLHOCTH.

3 Enuubiii KBanmu(UKaIMOHHBIA CIIPABOYHHK JOJDKHOCTEH PYKOBOIUTENEH, CIICIIMANNCTOB U IPYTHX CIIYXKAITHX.
* O6mepoccuiickuii kmaccuduKaTop npodeccuii pabounx, JOIKHOCTEH CIyKaIIuX ¥ Tapu(HBIX pa3psIoB.
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