006 yTBep>xaeHun npocdeccmoHanbHOro craHpaprta "Cneunanucr
no ynpasJiIeHUI0 NepcoHasNoM"

Mpuka3s * Ne 109H - 07 09.03.2022 - MMHWUCTEPCTBO TPyAa M COLManbHOM 3awuThl - lencTeyeT 6e3 n3meHeHun

MWHWUCTEPCTBO TPYLA N COLUNANBHOW 3ALLNTHI POCCUACKOW ®ELEPALIAN
MPNKA3
MOCKBA

9 mapTta 2022 r. Ne 109H
06 yTBepXXaeHUn NnpoeccnoHanbHOro ctaHgapTa "CneumanncT no ynpasaeHno NepcoHanom"

3aperucTpupoBaH MuHiocTom Poccum 8 anpens 2022 r.
PernctpauunoHHbin Ne 68136

B cooTBeTCTBUM C NyHKTOM 16 MpaBun pa3paboTku 1 yTBEPXAEHNA NPodeCcCnoHa bHbIX CTaHAAPTOB,
YyTBEPXAEHHbLIX NOCTaHoBNeHUeM NpaBuTenbcTBa Poccninckon ®egepaumm ot 22 sHaps 2013 r. Ne 23
(CobpaHue 3akoHopaTenbCcTBa Poccminckonm ®epepaunn, 2013, Ne 4, cT. 293; 2014, Ne 39, cT. 5266),
npuKasblBalo:

1. YTBEpANTL NpunaraemMbli NpoeccnoHabHbIn CTaHAapT "CneunanncT no yrnpaBaeHno nepcoHanom".
2. Mpn3HaTb yTpaTMBLUUM CUay NpuKa3 MnHUCTEpPCTBa TPyAa M COLManbHOM 3alinThl POCCMINCKOM
depepaumm ot 6 okTabpsa 2015 r. Ne 691H "O6 yTBEpPXKAEHWM NMPOGECCNOHANBHOrO CTaHAapTa
"CneumanncT no ynpasaeHno NepcoHanom" (3apernctpuposaH MMHMCTEPCTBOM tOCTULMK Poccuninckom
depepaumm 19 okTabpsa 2015 r., perncTpaunoHHbIA Ne 39362).

3. YCTaHOBUTb, YTO HAaCTOSALWMIA NPUKa3 BCTynaeT B cuay € 1 ceHTabps 2022 r. n aencTeyeT A0 1 ceHTA6pS
2028 .

MuHuncTp A.O.KoTsikoB
YTBepxaeH

npvkasoMm MuHucTepcTBa Tpyaa
N COLMANBHOW 3aLLNThbI
Poccninckon ®degepaunmn

oT 9 mapta 2022 r. Ne 109H

NPO®ECCUOHAJIbHbIA CTAHOAPT
CneuuanncT no ynpaesieHnio NepcoHasiom

559
PernctpauunoHHbIn HoMep

CopepxxaHue

|. Obwue ceeaeHns

Il. OnncaHue TpyAoBbIX PYHKLMIA, BXOASALLMNX B MPOEeCCUOHabHbIN CTaHAaPT (yHKUMOHaNbHAsA KapTa
BMAa NpodhecCnoHa bHON OeATeNbHOCTN)

lll. XapakTepncTmka 0606LLEeHHbBIX TPYLOBbLIX (YHKLMUIA

3.1. O6obuieHHas TpyaoBas pyHKUMA "[okyMeHTaLOHHOe obecneyveHne paboTel C nepcoHasom"

3.2. 0606LeHHas TpynoBas GyHKUNS "[eaTenbHOCTb No obecneyveHnto nepcoHanom”

3.3. O6obuieHHas TpyaoBas pyHKUMA "[eaTenbHOCTb MO OLEHKE 1 aTTecTauumn nepcoHana”

3.4. O6obuieHHas TpyaoBas yHKUMA "[esaTenbHOCTb NO Pa3BUTUIO NePCOoHana"

3.5. O6obuieHHas TpyaoBas pyHKUMA "[eaTenbHOCTb N0 OpraHM3aunmy Tpyaa M onaaTbl nepcoHana”
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3.6. O6obuieHHas TpyaoBas yHKUMs "OeaTenbHOCTb N0 POPMUPOBAHNIO KOPMOPATUBHOW COLIMANbLHON
NONUTUKK"

3.7. O6obLieHHas TpyaoBas pyHKUmMA "OnepaLoOHHOE yNpaB/ieHNe NepCcoHasioM N CTPYKTYPHbIM
nogpasaeneHnem opraHmsaumn”

3.8. 0606LeHHas TpyaoBasa PyHKUMs "CTpaTernyeckoe ynpasaeHme nepcoHanom"

IV. CBeneHunsa 06 opraHunsaumax - paspaboTymkax npodeccnoHanbHOro cTaHaapTa

|. ObLwie cBegeHUn

YnpasneHue nepcoHasiom opraHusaunn07.003
(HanMeHoOBaHMe BUAa NpodeccMoHanbHON aeaTenbHocTM)Koa

OcHoBHa$ Lesib Buaa npodeccnoHanbHon gestensHocTn:0becnevyeHune 3heKTUBHOrO
(PYHKLMOHNPOBAHMA CUCTEMbI YNPaBAeHNS NEPCOHANIOM 41 SOCTUXKEHUS Liesiei opraHn3aumm

pynna 3aHsaTuin:1212Ynpasnsouwme TpyaoBsiMU pecypcammn2423CneunanmncTsl B obnactu nogbopa n
NCNonb30BaHNS NepcoHana

2424

CneuunanucTsl B 061aCTV MOATOTOBKM M Pa3BUTKA MepCoHana --

(kog OK3 1)
(HaumeHoBaHMe)
(kog OK3)
(HaumeHoBaHme)

OTHeceHue K BUAaM 3KoHOMU4eckon geatenbHocTn:01 - 99Bce BMAbl SKOHOMUYECKOW OEATENbHOCTH

(kom OKB3[1 2))
(HauMeHOBaHWe BMAa 3KOHOMUYECKON feaTeNbHOCTH)

1 O6LLEepOoCCUNCKUA KNacCuKaTop 3aHATUNA.
2 O6LLEepOCCMICKUIA KNacCMrKaTop BUAOB IKOHOMUYECKOW AeATENbHOCTN.

II. OnNucaHue TpyaoBbIX PYHKLUMIA, BXOAALMUX B MPORECCUOHANbHbIN CTaHAapT (PyHKUMOHa bHasa KapTa
BMAa NpodhecCnoHabHON SeATeNbHOCTN)

0606LLeHHble TpyLOBble QYHKLMNTPYLOBbIE (DYHKLM

KO4HauUMeHOBaHMeypoBeHb KBalnrKaLnmHamMeHOBaHNEKOAYPOBEHb (MOAYPOBEHb) KBaANGUKaLum

A

[lokyMeHTaLnoHHoe obecneyeHne paboTbl C NEPCOHaNIOM6

BefeHne OOKYMeHTaLUmMuM Mo YY4eTy U ABMXKEHUO nepcoHanaA/01.66

Pa3paboTka TMMNOBbIX HOPM LOKYMEHTOB MO YYETY U ABMXKEHMNIO MEPCOHasa, CONPOBOXAEHME NpoLeayp
ohopMIeHNSt TPYAOBbIX OTHOWEHNNA/02.66

AOMWHUCTPMPOBAHME NPOLLECCOB 1 AOKYMEHT0060pOTa NO yYeTy 1 ABMXKEHUIO MepCoHana, NpeacTaBAeHMNIo
LLOKYMEHTOB M0 MepcoHasny B rocyaapcTBeHHble opraHbiA/03.66

B

JesTensHoCTh No obecnevyeHnto nepcoHanom6

C6op nHtopmaLmy 0 NoTpebHOCTAX OpraHn3aLum B nepcoHaneB/01.66

Mownck, npueneyeHne, nogbop n otbop nepcoHanaB/02.66
AOMNHUCTPUpPOBaHME npoLeccoB obecneyeHns NePCOHaANIOM U COOTBETCTBYIOLLENO

AoKkymeHToobopoTaB/03.66
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C
[eaTeNbHOCTb NO OLLEHKE M aTTecTaumm nepcoHanab
OpraHusauusa n nposefeHue oueHKM nepcoHanaC/01.66

OpraHusaums n nposegeHne atrectaumm nepcoHanaC/02.66

ALMWHUCTPUPOBAHME NPOLECCOB MPOBEAEHNS OLLEHKN 1 aTTeCcTaLnmn NepcoHasa 1 COOTBETCTBYIOLWEro
nokymeHToobopoTaC/03.66

D

[eaTenbHoCTb Mo Pa3BMTUMIO NEPCOHaNab

OpraHun3aums n NpoBefeHMe MeponpuaTUiA No PasBUTUIO 1 MOCTPOEHNIO MPOdECCMOHATbHON Kapbepbl
nepcoHanabD/01.66

OpraHunsaumsa obyyeHns nepcoHanabD/02.66
OpraHusaums agantaunm N CTaXxMpoBky nepcoHanab/03.66

AOMUHNCTPMPOBAHMNE NPOLIECCOB Pa3BUTUS U MOCTPOEHNS NPOECCMOHANbHON Kapbepbl, 06yYeHus,
aganTauun, CTaXXMPOBKM NepcoHasa n COOTBETCTBYIOLEro 4okymeHToobopoTaD/04.66

E

[lesaTensHOCTh NO OpraHM3auny Tpyaa 1 onnatel NepcoHanab

OpraHusauunsa TpyLa nepcoHanak/01.66

OpraHusaums onnaTbl Tpyaa nepcoHanak/02.66

AOMWHNCTPMPOBAHME NPOLLECCOB OPraHn3aum Tpyaa, onaaThl NEPCOHaNa U COOTBETCTBYOLLENO
nokyMmeHToobopoTaE/03.66

F

[esaTensHOCTh MO YOPMUPOBAHMIO KOPMOPATUBHOW COLMANIbHON NOANTUKNG

Pa3paboTka KopnopaTuUBHOI COLManbHON NOAMTUKUF/01.66

Peanunsauma KopnopaTMBHOWN couManbHOM NOAMTUKNF/02.66

AOMWUHNCTPMPOBAHME NMPOLLECCOB KOPMOPATUBHOWM COLMAIbHON NOJUTUKM U COOTBETCTBYIOLLLErO
AoKkymeHToobopoTaF/03.66

G

OnepaunoHHOoe ynpa/ieHne NepCcoHasoM U CTPYKTYPHbLIM NoApa3aeieHnem opraHnsaunm’

Pa3paboTka cucTeMbl ONEPaLMOHHOr0 YNpaBaeHUs NePCOHANOM U paboTbl CTPYKTYPHOrO NOApPa3aeneHmns
opraHmnsaunnG/01.77

Peannsaumsa onepaunoHHOr0 ynpaBJJieHNs NepcoHanoM n paboTbl CTPYKTYPHOIO NoApasaesieHns
opraHmnsaunnG/02.77

Pa3paboTka 1 conpoBOXAeHMe nNpoLecca LnMppoBn3aL MM 1 aBToMaTU3aLNM ynpaBaeHns
nepcoHanomG/03.77

ALMWUHNCTPUPOBaHME NPOLLECCOB OMEePaLMOHHOr0 yrpaB/eHnsa NepcoHanom n paboTel CTPYKTYPHOMO
noapasaeneHuns opraHn3aumm n COOTBETCTBYIOWeEro LoKyMeHToobopoTaG/04.77

H

CtpaTerunyeckoe yrpas/eHue nepcoHanom?

Pa3paboTka cucTembl CTpaTErm4eckoro ynpasaexHmsa nepcoHanomH/01.77

Peannsaumsa cncrtembl CTpaTern4eckoro ynpasseHnsa nepcoHasomH/02.77

AOMUHUCTPMPOBAHME NPOLIECCOB CTPATErMYECKOro yrpaB/ieHns NePCOHasIoM U COOTBETCTBYIOLLEr0
AOoKyMeHToobopoTaH/03.77
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[ll. XapakTepncTuka 0606LeHHbIX TPYA0BbIX (YHKLNIA

3.1. O606LeHHas TpyaoBas hyHKUUS
HanmeHoBaHueJokyMeHTaUoHHOe obecneyeHne paboTbl C NePCOHaNOM
Kon

AYpoBeHb KBannduKaumm

6

MpouncxoxxaeHne 060bLLeHHON TPYyA0BON (YHKLUUNOPUrnHanX3anmMcTBOBaHO 13 OpUrnHaia

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNbHOro CTaH4apTa

B03M0OXXHbIE HaMEHOBaHNS O0HKHOCTEN, npodeccmnCneymannct No 0oPOPMAEHUIO TPYAOBLIX OTHOLLEHWUNA
CneuunanucT nNo LOKYMeHTaunoHHoOMY obecrneyeHunio nepcoHana

CneumanncT no nepcoHany

Cneumanuct no Kagpam

TpeboBaHus k 0bpa3zoBaHuio 1 06y4eHnOCpeaHee NpodeccnoHansHoe obpa3oBaHKe - MPOrpamMMbl
NOArOTOBKM CNeLManncToB CPeHEro 3BEHa U AOMOJHUTENBHOE NpodeccmoHalbHoe obpa3oBaHue -
nporpamMmmbl NPoeccnoHa bHON NepenoaroToBkM B 06,1aCTK ynpaBneHns nepcoHanom nam B 06nactu
LOKYMeHTaunoHHoro obecneyeHuns paboTbl C mepcoHasiom

nnn

Beicwee obpa3oBaHue - bakanaBpuat

nnm

Beicwee obpa3oBaHue (HenpoduabHoe) - bakanaspraTt 1 OMONHUTENBHOE NPOdeCCMOHaNbHOE
obpa3oBaHuMe - NporpamMMbl NPOGECCNOHaNLHOM MNePenoaroToBKM B 061aCTy yNpaBaeHNs NepCOHaIoM Nan
B 06J1aCTV LOKyMeHTaLUuoHHOro obecrneyeHmns paboThbl C NePCOHaNOM

TpeboBaHWA K OMbITY NpakTUYeckon paboTbiHe MeHee Tpex eT B chepe ynpaBieHns NepCcoHasoM npu
HaAN4YMKM CpegHero NpoeccnoHanbHoOro obpasoBaHnsa 1 LOMOJHUTENBHOrO NPOMECCMOHANBHOMO
obpa3oBaHuWs - NporpaMm NpodecCcuoHaNbLHON NepenoroToBkM B 061acTy ynpaBieHns NepcoHaaoM nin B
0b6s1lacTn JoKyMeHTaLUoHHOro obecrnevyeHmns paboThl C NePCOHaNOM

Ocobble ycnosusi nonycka K pabote-

[pyrue xapakTepucTuku-

[ononHNTENbHbIE XapaKTEPUCTUKM

HanmeHoOBaHMe JOKYMeHTa

Kog

HanmeHoBaHme 6a30B0oM rpynnbl, 4OHKHOCTKU (Mpodeccnn) unm cneunanbHoOCTH
OK32423CneumnanncTbl B 06nactu nogbopa v MCcnosb3oBaHNs NepcoHana

EKC 3 -Cneuymannct no kagpam

-MeHexep No nepcoHany

OKNATP 4 26583CneumanncTt no Kagpam

OKCO 5 5.38.03.02MeHe0XMeHT

5.38.03.03YnpaBneHne nepcoHanoMm

3 EQUHBIN KBaNM(MKALMOHHbBIA CMPaBOYHMK SOSDKHOCTEN PYKOBOAMTENEN, CNeLnannucTos n Apyrux
CNyXaLlmx.

4 ObLiepoccuinckmin knaccudukaTop npogeccuin paboumnx, LOMKHOCTEN CAyXKaLLUX U TapudHbIX Pa3psaos.
5 ObLiepoccninckuin knaccudukaTop cneunanbHOCTeNn No 0bpa3oBaHuIo.
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3.1.1. Tpynosasa pyHKUMSA

HavmeHoBaHneBeneHMe OOKYMEHTaLMM MO yYeTy U ABUXEHUIO NepcoHana
Kon

A/01.6YpoBeHb (MoaypoOBEHb) KBaNUgmKaLmm

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNLHOro CTaH4apTa

Tpyanosble genctensaCobop 1 NpoBepKa ANYHbIX JOKYMEHTOB paboTHMKOB

KoHCynbTupoBaHMe paboTHMKOB MO BOMpPOCaM 0DOPMAEHUS TPYLOBbLIX OTHOLIEHWIA

OcopMeHne LOKYMEHTOB, periiaMeHTUPYIOLLMX TPYAOBble OTHOLLEHUS C KOHKPETHbIM PaboTHUKOM
MoaroToBka 1 ochopmMaeHue no 3anpocy paboTHUKOB N LOKHOCTHBIX JIUL, KOMWUIA, BBIMUCOK U3 KaApOBbIX
LOKYMEHTOB, CrIpaBoK, MH(OPMaLIMK 0 CTaxe, IbroTax, rapaHTMAX, KOMMNEHCaLMAX K UHbIX CBEAEHUI O
paboTHUKax

Bblgadva paboTHUKY LOKYMEHTOB O €ro TPYLOBOW AeATeNbHOCTU

JoseneHne Ao cBefeHns paboTHUKOB OpraHM3aLMOHHbIX, PacnopsanTebHbIX U KaLpOoBblX LOKYMEHTOB
opraHu3sauum

BeneHune yyeTa, NnpefyCMOTPEHHOIO TPYAOBbLIM 3aKOHOAATENbCTBOM Poccuiickon ®enepalimm
PerncTtpauus, y4eT, onepaTUBHOE XpaHeHWE KaapoBbIX LOKYMEHTOB, MOArOTOBKA UX K CAAYe B apXuB
PaboTa B KOPNOPaTUBHbLIX U BHELUHUX UH(OPMALMOHHbLIX CUCTEMAX U UCMONb30BaHME LINGPOBLIX CEPBNCOB,
BbIMOMHALLNX (PYHKLMN BEAEHNSA LOKYMEHTALMM N0 ABVKEHUIO U yHeTy nepcoHana

Heobxoanmble yMeHNS[JOKYMEHTUPOBATbL TPYLOBbLIE OTHOLLIEHNSA Pa3INYHbIX KaTeropmin paboTHMKOB 1
cneumnanbHblX CybbekToB TPYAOBOIO NpaBa B COOTBETCTBUM C LENCTBYIOLUM 3aKOHOAATENLCTBOM
Poccninckon ®degepaunmn, periameHTamm (CTaHoapTamMu) 4OKyMeHToobopoTa opraHu3aumnm

BbiBNATL OLWMOKKN, HETOYHOCTU, MCNPABAEHNS N HEAOCTOBEPHYIO MHDOPMALMIO B JOKYMEHTAX,
onpefenaTb NOAJAMHHOCTb NPeACTaBAEHHbIX LOKYMEHTOB

BecTn y4eT n perncTpaunto LOKYMEHTOB B MH(POPMALIMOHHbBIX CUCTEMAX U Ha MaTepuasbHbIX HOCUTENAX
PaboTaTb CO cneumann3mpoBaHHbIMU MHGOPMALMOHHBIMI CUCTEMAMU U LU POBLIMU CEPBUCAMM MO
BELEHWIO y4yeTa 1 ABVXEHUIO NepCoHana

BecTun nenoByto nepenucky, 4OKyMeHTO060pOT, pernamMeHTUPOBaHHbIM 3aKOHOAATENLCTBOM PoCCMIACKON
denepaumm B 061aCTV TPYLOBLIX OTHOLLIEHWIA, C PabOTHMKAMU, BHELLHUMUN KOHTPAreHTamMu 1 rpaxaaHamu
ObecnevnBaTth cobnoeHne TpeboBaHMIN 3aKoHoAaTeNbCTBa Poccuinckon ®efepaum u KOPNopaTUBHbLIX
noAnTrK B 061acTn 06paboTKy NepcoHabHbIX AaHHbIX U KOHDUAEHLUANBLHOW MHGOPMaLIMK

CobntofaTbh HOPMbI 3TUKW [€/10BOr0 06LeHNS

Heobxoamnmble 3HaHMAMOPSA0K OOPMAEHNS, BEAEHUS N XPAaHEHNS OKYMEHTOB MO 0HOPMIIEHUNIO
TPYLOBbIX OTHOLLEHWIA, N0 YNPaBieHNI0 NepCoOHaioM B COOTBETCTBMU C TpeboBaHUAMN 3aKOHOLATeIbCTBa
Poccuinckon degepaumy n KOPNopaTUBHLIMMK MOANTUKAMM

Llenn n 3agaym opraHnsaLmm no NoCTPOEHMUIO CUCTEMbI OPOPMIIEHUS TPYLOBbLIX OTHOLLEHNI
TapuhHo-KBaNMMUKaLIMOHHbIE CMPABOYHMNKMN paboT 1 npodeccuin paboynx n KBanugukaLunoHHbIe
XapakKTepUCTUKKN OO/MKHOCTEN ClyXallmX, NnpodeccnoHanbHble CTaHaapThl

CrneumannsnpoBaHHbie MHHMOPMALMOHHbIE CUCTEMbI, LINGPOBbLIE YCYTU 1 CEPBUCHI MO BEAEHMIO yYeTa 1
ABV)KEHWIO NepCcoHana, rpaHnLbl UX NpUMeEHeHns

OCHOBHbIe METPUKW 1 aHaNUTUYeCKne cpesbl B 061acCTu ABUXKEHMUA 1 y4eTa nepcoHana

Mopsinok ohopMeHNst YCTaHOBJIEHHbIX 3aKOHOAaTeNbCTBOM Poccunckon ®egepauum popm 0TYETHOCTM B
rocynapCTBEHHbIe OpraHbl

TpeboBaHuMa 3aKoHOAaTENbCTBA Poccuinckon Genepauun no oHopMAEHNIO TPYAO0BbLIX OTHOLIEHWIA,
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BOMHCKOMY YYeTy, yBEAOMJIEHNIO N MPeACTaBEHNI0 OTYETHOCTY B FOCYAapCTBEHHbIE OpraHbl CNeunanbHbIX
KaTeropuin paboTHUKOB: MHOCTPaHHLIX PabOTHUKOB 1 NuL, 6e3 rpa)kAaHCTBa, UHBAMAOB, UL, UMEIOLLNX
rapaHTWUM U NbrOThl, YCTAHOBJIEHHbIE 3aKOHOAATESIbHO, U APYrMX CNeLnanbHbiX KaTeropuii

HopmaTurBHbIE NPaBOBbLIE aKThl, ONPeLenstoLme HopMbl TPYAOBOro npaea Poccuinckon ®enepaumm
3akoHogaTenbCcTBO Poccuinckon ®epepaumm 06 nHANBMAYanbHOM (NEPCOHNDULMPOBAHHOM) y4eTE B
cucTeMe 0653aTesIbHOr0 MEHCMOHHOMO CTPaX0BaHNS

3aKoHoAaTenbCTBO Poccuinckon defepaLim 0 NepCoHasbHbIX AaHHbIX

JlokanbHble HOpMaTKBHbIE aKTbl OPraHM3aLun, peryampytolme nopsaok ohopMaeHNa pacnopsanTeNbHbIX
N OpPraHn3aLMOHHbIX JOKYMEHTOB MO NepCcoHany, 0hOPMAEHNIO TPYAO0BLIX OTHOLLEHWIA

Mpasuna BefeHNa 4e0BOW Nepenncku

HopMbl 3TnKKn genosoro obweHns

Opyrue xapakTepucTnkm-

3.1.2. TpynoBas (hyHKLNA

HanmeHoBaHnePa3paboTka TMNOBbIX POPM LOKYMEHTOB MO Y4eTY U ABVXEHWIO MepcoHana,
COMpPOBOXAeHMe npoLesyp 0hopMIEHNS TPYAO0BbIX OTHOLLEHUN

Kon

A/02.6YpoBeHb (MooypoOBeHb) KBaNUgmKaLmm

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurvnHana
PernctpaunoHHbIn HoMep NpoeccMoHaNbHOro CTaHaapTa

Tpynosble gencrensPaspaboTka NPOEKTOB IOKabHbIX HOPMATUBHbLIX aKTOB OpraHM3auumn, peryampyowmx
TPYyZLOBbI€ OTHOLIEHNS

Pa3paboTka NpoeKkToB AOKYMEHTOB MO 0HOPMAEHNIO TPYAO0BbIX OTHOLIEHWNI C KOHKPETHbLIM paboTHUKOM
MoAroToBKa NpeasoXeHnin No oNTUMMU3aLuun GopmM OKYMEHTOB 1 LMdPOBM3aLnM LOKYMeHToobopoTa
opraHusauuny B 06nacTn ohopmaeHnsa TPYLOBbIX OTHOLLEHNIA

MoAroToBKa MPOEKTOB AOKYMEHTOB MO npouefypamM ynpaBfieHUs NepcoHanoM, y4eTa n ABMKeHNS
nepcoHana

MoAroToBKa MO 3aMpoCy rocyAapCTBEHHbLIX OPraHOB, NPeACTaBMTE bHbIX OPraHOB PaboTHUKOB
OPUrNHaNOB, BLIMUCOK, KOMWI OOKYMEHTOB U NPEeAOCTaB/IEHNE B 3/IEKTPOHHOM BUAE CBEAEHUN,
pernaMeHTUpPYIoLWNX TPYLOBble OTHOLLEHUS Y UMEIOLLMX OTHOLEHME K perjlaMeHTauumn TpyLoBbIX
OTHOLUEHWIA

MogroToBKa 3aMpoCoOB B roCyJapCTBEHHbIE OpraHbl U CTOPOHHME OpraHn3aunn 4S8 NOATBEPXKAEHNS
CBedeHun B nHTepecax paboTHUKOB 1 paboTtopatens

MogroToBka yBe4OMAEHUN, OTYETHON, CTaTUCTUYECKON M aHANUTUYECKON MHGOPMaLM N0 0POPMAEHNIO
TPYAOBbIX OTHOLUEHWI

Heobxogumble ymeHUsiPaboTaTb CO CneLunann3mpoBaHHbIMU NHGOPMALIMOHHBIMK CUCTEMaMK, LUKDPOBLIMA
ycnyramu n CepBucammn no BELEHUIO y4yeTa U ABVXKEHUIO NepcoHana, ConpoBOXXAEHUIO TPYA0BbIX
OTHOLUEHWIA

AHaNIM3MPOBaTb JIOKaJIbHble HOPMATMBHbIE aKTbl U LLOKYMEHTbI N0 OPOPMIIEHUIO TPYLOBLIX OTHOLLEHUNA,
hopMUpoBaTb NPESOXKEHNA NO UX aKTyaan3aunm 1 yay4LleHno

OnpepensTb CTPYKTYPY U cofep)XaHne, roTOBUTb MPOEKTbl HOPMATUBHbIX JOKYMEHTOB U LOKYMEHTOB MO
0hOpMIEHNIO TPYAOBbIX OTHOLLIEHWN

OdopMAaTb KagpoBble JOKYMEHTHI B COOTBETCTBUMN C TpeboBaHUAMM 3aKOHOAATeNbCTBA POCCMINCKOM
G)e,n,epau,mm N NOKaJibHbIMN HOPMAaTUBHbLIMW aKTaMW OpPraHh3alnn

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru CTp. 6 1348



ObecneynBaTb cobntoneHne TpeboBaHUIN 3aKoHOAaTeNLCTBA Poccuinckon ®epepaumm, KOpnopaTUBHbIX
noAnTUK B 061acT 06paboTky NEPCOHaNbHbBIX AaHHbIX U KOH(MMAEHUNANLHOW MHADOPMaLIUK

BecTn genosyto nepenucky

CobntoaTb HOPMbI 3TUKW [EeN0BOro 0bLeHNs

Heobxogumble 3HaHMAHOpMaTUBHbIE MPaBOBbIE aKThl, ONpeaenstoLe HopMbl TPYAOBOIro NpaBa

OCHOBbI apXMBHOI0 3aKOHOAATENbCTBA U HOPMAaTMBHbIE MPaBOBbLIE aKTbl Poccminckon depepauun B o6nacTtu
0hOpMIEHNS, BEAEHUS N XPAaHEHNS JOKYMEHTOB MO OPOPMIEHNIO TPYA0BbIX OTHOLLEHWIA
3akoHogaTenbcTBO Poccminckon ®epepaumm 06 nHanBMAYyanbHOM (NePCOHNDULMPOBAHHOM) y4eTE B
cucTeme 0653aTesIbHOr0 MEHCMOHHOMO CTPaX0BaHNS

Mopsagok ohopMaeHNS NEPBUYHBIX JOKYMEHTOB OS5 Lenen 6yxranaTepckoro y4yeTa B cpepe ohopMaeHns
TPYOOBbIX OTHOLLEHWIA

TapuHO-KBanMMUKaLMOHHbIE CNPaBOYHMKIN paboT u npodeccuin paboynx n KBanngukaumnoHHbIe
XapaKTEPUCTUKN LOMKHOCTEN CyXXaLlnX, NpoeccuoHanbHble CTaHOaPThbI

TexHonornu, MeToabl U METOAUKM MPOBEAEHUS aHaM3a U CUCTEMATMN3aLMN LOKYMEHTOB U UHGOpPMaLUK
3aKoHodaTenbLCcTBO Poccminckon ®epgepauy 0 NePCOHaNbHbIX AaHHbIX

Llenn n 3apgayn opraHnsaLmm no NOCTPOEHMIO CUCTEMbI OPOPMIIEHUS TPYLOBbIX OTHOLLEHNI

JlokanbHble HOPMaTMBHbIE aKTbl OpPraHM3auumn B 061acT 0opMAEHNS PacnopAANTENbHbIX U
OpraHn3auUnoHHbIX, UH(GOPMALMOHHO-CNPABOYHbIX OKYMEHTOB, PErYNPYIOLNX TPYAO0BbIE OTHOLIEHMNS
CneunannsnpoBaHHble MHHOOPMALMOHHbIE CUCTEMbI, LIMGPOBLIE YCIYTU N CEPBUCHI MO BEAEHMWIO YYeTa 1
ABVXKEHWIO MepcoHana, rpaHnLbl UX NpMMeHeHns

OCHOBHbIe METPUKN 1 aHANNTUYECKUE Ccpe3bl B 001aCTK ABUXKEHMA 1 YYeTa nepcoHana

MpaBnia BeAeHNS OE0BON Nepenmnuckin

HopMbl 3TuKK genosoro obueHns

[pyrue xapakTepucTuku-

3.1.3. TpyLnoBas (pyHKLNA

HanmeHoBaHMEAOMUHUCTPMPOBAHME MPOLIECCOB 1 IOKYMEHTO0H0pOTa MO YYeTY U OBMXKEHUIO MEPCOHaNa,
NpeacTaBAeHNIO LOKYMEHTOB MO MEPCOHay B FOCYAapCTBEHHbIE OpraHbi

Kog

A/03.6YpoBeHb (MoAYPOBEHb) KBaNU(MKaLnm

6

MpouncxoxxaeHne Tpynoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCnoHa bLHOro CTaH4apTa

TpyLoBble gencTBusOpraHusaLmsa JoKyMeHToobopoTa Nno y4eTy U ABMXKEHUIO nepcoHana

OpraHun3aums npeacTaBiieHns LOKYMEHTOB M0 NepcoHasy B rocyAapCTBEHHble OpraHbl

MoAroToBKa yBeAOMAEHWIN, OTYETHON, CTaTUCTUYECKON 1 aHAMTUYECKOW NHOPMaLLMK NO NepCcoHany
MoAroToBKa MHGOPMALIMK O 3aKN0YEHUW TPYAOBOIO UM FpaXkAaHCKO-NPaBoOBOro 40roBopa Ha
BbINOSHEHME paboT (0Ka3aHme ycayr) ¢ rpaXk4aHWHOM, 3aMeLLalowuM AOMKHOCTY FroCyAapCTBEHHOW MK
MYHWLMNANbHON CNTy>K6bl, NepeyeHb KOTOPbLIX YCTaHABIMBAETCA HOPMAaTUBHLIMU NMPABOBLIMU aKTaMu
Poccuickon ®egepalimm

Heobxoavmble yMeHSOGhopMIATb Y4eTHbIE LOKYMEHTbI, MPefoCTaB/sseMble B FOCYAapCTBEHHbIE OpraHbl,
npeacTaBUTE/bHbIE OpraHbl PaboTHIKOB

OpraHun30BbIBaTb XpaHEHUE LOKYMEHTOB B COOTBETCTBIM C TpeboBaHMAMU 3aKoHOAaTeNbCTBA Poccuiickon
depepaunm 1 N0KaNbHbIMU HOPMATUBHBIMW aKTaMmn OpraHn3aLmm

PaboTaTb C MH(OPMALMOHHBIMU CUCTEMAaMU, LMPOBLIMI YCYraMin U CepBMCaMi MO BEAEHUIO yYeTa 1
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LBVKEHMWIO NepcoHana

PaboTaTb C MHDOPMALMOHHBIMU CUCTEMAMM LIMGPOBLIMI YCSIyraMu 1 CepBMCaMK Mo BEAEHMIO
CTAaTUCTUYECKON 1 OTHETHOW MH(OPMALIMUN 1 aHAIMTUKIN MO NepcoHany

®opMMpoBaTL NPELNIOKEHNS MO aBTOMaTU3aLMM U LNDPOBU3aLLINM NPOLLECCOB U AOKYMeHToob6opoTa Mo
yyeTy 1 ABUXKEHUIO NepcoHana, AOKYMEHTOB MO NepPCoHany ANs NpeAcTaBAeHUS B FOCYAapCTBEHHbIE
opraHsl

AHann3npoBaTb NpaBuia, MpoLeaypsl 1 NOPSAOK, PErynpyoLmMe npaBa 1 0653aHHOCTU FrOCYy AapCTBEHHbIX
OpraHoB M OpraHu3aLmmn No Bonpocam obMeHa AOKYMeHTauuen no nepcoHany

ObecnevunBaTth cobnoneHne TpeboBaHMN 3aKoHoAaTeNbCTBA Poccuinckon ®enepanm u KOpPnopaTUBHbLIX
noAnTrK B 061acTn 06paboTKm NepcoHabHbIX AaHHbIX U KOHDUAEHLUANLHOW MHGOPMaLIMK

BecTun nenosyto nepenncky

Cobntopatbe HOPMbl 3TUKU LeN0BOro obLLeHns

Heobxoanmble 3HaHUATEXHOIOMMW, METOAbI U METOANKMN NPOBEAEHNS aHaM3a U CMCTeMaTM3aLmm
JOKYMEHTOB U UHGOpPMaLUK

OcHOBbI LOKYMeHT0o0b60pOTa U AOKYMEHTaLUNOHHOro obecnevyeHns opraHm3auum

OpraHusalumMoHHas CTPYKTypa OpraHmn3auunm

TapuHO-KBaNMMPUKaLMOHHbIE CNPaBOYHMKIN paboT u npodeccuin paboynx n KeanngrKaunoHHbIe
XapaKTEPUCTUKN LO/MKHOCTEN Cy>XXaLlnX, NpoeccuoHanbHble CTaHAapThbI

CneunannsnpoBaHHble MHHOOPMALMOHHbIE CUCTEMbI, LIMGPOBLIE YCIYTU N CEPBUCHI MO BEAEHMWIO YYeTa 1
ABVXKEHWIO MepcoHana, rpaHnLbl UX NpMMeHeHns

OCHOBHbIe METPUKN 1 aHANNTUYECKUE Ccpe3bl B 001aCTK ABUXKEHMA 1 YYeTa nepcoHana

HopMaTuBHbIe MPaBOBbIE aKTbl, PETYMPYIOLLNE NMpaBa 1 06893aHHOCTUN rOCYyAapPCTBEHHbIX OPraHoB,
NpeacTaBMTENbHbLIX OpPraHoB PaboTHMKOB MO NPeAoCTaBIEHNIO YYETHOW LOKYMEHTaLUN

HopMaTuBHbIe NpaBOBbIE aKThl, ONpeaenatoLe HOpMbl TPYAOBOrO NpaBa

OCHOBbI apXMBHOM0 3aKOHOAATENbCTBA U HOPMATMBHbIE MPaBOBbIE aKTbl Poccninickon depepauun B obnactu
BEAEHUS IOKYMEHTaLUN No NepcoHany

3akoHodaTenbLCcTBO Poccminckon depepauy 0 NePCOHaNbHbIX AaHHbIX

JlokanbHble HOpMaTKBHbIE aKTbl OpraHmn3aLuy B 061acTu opopMaeHNs pacnopaanTenbHbIX U
OpraHn3auUnoHHbIX, NHHOPMALIMOHHO-CMPABOYHbIX JOKYMEHTOB, PErYIMPYIOLNX TPYA0BbIE OTHOLIEHNS
MpaBuna BeAeHNA OET0BOV NEPENNCKU

HopMbl 3TnKK aenoBoro obuieHns

Opyrue xapakTepucTnkm-

3.2. O6obuieHHas TpyaoBas yHKLMS
HanmeHoBaHnelesaTeNnbHOCTbL No obecneyeHnto NePCoOHaNoM
Kon

BYpoBeHb KBanugukaumnm

6

MpoucxoxaeHne obobLyeHHON TpyaoBON HYHKLUMOPUrnHanX3aumMcTBOBaHO 13 OpUruHana

Kopn opurvHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

B03MO)XHble HaUMeHOBaHUA BOJHKHOCTEN, npodeccunCneymanncT no nogbopy nepcoHana
CneumanncT no nepcoHany
MeHep)xep no nepcoHany

TpeboBaHma kK obpa3zoBaHmio 1 0byyeHntoBbICLee obpa3oBaHue - bakanaspuaT
nnm

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru CTp. 81348



Bhicliee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENbHOE NPOECCUOHAIbHOE
obpa3zoBaHme - NporpaMMbl NPOGECCMOHANbHOM NEPENOArOTOBKM MO HAaMPaBAeHUAM AeSTENbHOCTY Mo
obecneyeHnto nepcoHanoM

TpeboBaHMA K ONbITY NPaKTUYeCcKon paboThl-

Ocobble ycnosust gonycka kK pabote-

[pyrvne xapakTepucTukun-

JonoNHNTENbHbIE XapaKTEPUCTUKM

HanmeHoOBaHMe JOKyMeHTa

Kogn

HanmeHoBaHme 6a30BoM rpynnbl, 4O/HKHOCTU (Mpodeccnn) unm cneunanbHoOCTH
0OK32423Cneumnannctbl B 0bnactu nogbopa v Mcnosb3oBaHns nepcoHana

EKC

-CneumanuncTt no kagpam

-MeHenxep no nepcoHany
OKMATP26583CneunanucT no Kkagpam
OKCO05.38.03.02MeHegXMeHT
5.38.03.03YnpasneHune nepcoHasoMm

3.2.1. TpynoBas (hyHKLNA

HanmeHoBaHneCbop nHpopmaumm o noTpebHOCTAX opraHu3auny B nepcoHane
Kopn

B/01.6YpoBeHb (NoAYypOBEHbL) KBaNUduKauuu

6

MpouncxoxxaeHrne Tpynoson yHKUUMOpUrnHanX3anMCcTBOBaAHO U3 OpuUrnHana

Kopn opurvHana
PerncrtpauunoHHbI HoMep NpodeccMoHasbHOro CTaHaapTa

TpyZzoBble aencTBUAPOPMUPOBAHME NEPEYHEN BaKaHTHbLIX U NMAAHUPYEMbIX K YKOMMIEKTOBaHNIO
LOKHOCTEN (Npodeccuin, cneumanbHOCTeR) opraHm3aLmm

dopMunpoBaHMe CaMoCTOATESNBHO U (U11) COBMECTHO C PYyKOBOAUTESIEM COOTBETCTBYIOLLEro noapasaesieHns
TpeboBaHWN K BaKaHTHOW LO/MKHOCTY (Mpotheccun) n nx Koppekumns

AHanus pbiHKa TpyAa v nepcoHana opraHn3auum no Nnpon BaKaHTHOW AOKHOCTY (Npodeccun,
cneumnanbHOCTK)

VHdopMupoBaHMe 1 KOHCYIbTUPOBaHUE PYyKOBOAMTENEN NoApa3ieNeHnin U OpraHn3aLmm no Bonpocam
pbiHKa TpyAa n obecrneyeHns nepcoHanom

Heobxonnmble ymeHnsCobrpaTb, aHanM3npoBaTh U CTPYKTYPUPOBaTh MHOPMaLuto 06 0cobeHHOCTAX
opraHu3auum paboT Ha pa3fIMyHbIX y4acTKax NPOV3BOACTBA U Ha KOHKPETHbLIX Paboymx MecTax C y4eToMm
Leneit, 3aAaY, NAaHOB U CTPYKTYPbl OpraHn3auum

CobvpaTb, aHaNM3MPOBaTb U CTPYKTYPUPOBATL MHGOPMaLMo 06 0COBEHHOCTSAX N BO3MOXKHOCTSAX
nepcoHasna opraHu3aumnm

CobvpaTb, aHaIM3MPOBaATb U CTPYKTYPUPOBaTL MHGOpMaLmo 06 0CoBeHHOCTSAX pbiHKa TPyAa, BKAOYas
NpeasioOXXeHNs yCIyr No NOWCKy, NpusnevyeHuto, noabopy n otbopy nepcoHana

PaboTaTb B MHDOPMALIMOHHBIX CUCTEMAX, UCMOb30BaTh LUGPOBLIE YCNYrit U cepBMChI Mo cbopy, aHanu3y un
CTPYKTYPUPOBaHMIO NOTPEOHOCTM OpraHmn3aLmm B Kagpax

®opMMpOoBaTb NPELJIOKEHMUS MO aBTOMaTU3aLMUM 1 LndPoBU3aLMM onepaluil 1 npoueccos cbopa
noTpebHOCTV B NepcoHane
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KOHCYNIbTMPOBaTh COTPYAHUKOB U PYKOBOAUTENEN OpPraHM3aLumn no BoNpocaM pbiHKa Tpyaa u obecneyeHns
nepcoHasiom

Ob6ecneynBaTb cobnogeHne TpeboBaHUN 3aKoHOfaTeNbCTBa Poccuinckon ®epepaum n KOpnopaTUBHLIX
noAnTuK B 06nacT 06paboTKy NePCOHaNbHbIX AaHHBIX U KOH(MMAEHUNANLHOW MHOPMaLIMK

BecTun nenoByto nepenuncky

CobntonaTbh HOPMbI 3TUKK [e0BOr0 06LeHNS

HeOGXOJJ,VIMbIe 3HaHVI$ITeXHOJ'IOFVIVI, MeTobl N METOANKWN NMpoBeneHNA aHaln3a N CUCTeMaTm3aunin
LOKYMEHTOB 1 MH(opMaLmu

MopsLoK onpeneneHns NepcrnekTUBHOM 1 TeKyL e NoTpebHOCTM B NepCcoHane

NcTovHMKN obecneyeHms opraHusaumm nepcoHanaom

OpraHusaums paboT Ha pa3nYHbIX Y4aCTKax Npon3BOACTBa, OpraHM3aunm, oTpacan

O6Line TeHAEHLMM Ha PbIHKE TpyAa B LESIOM 1 B OTAE/IbHON 0TPAC/IM, KOHKPETHOM npodeccum
(moJKHOCTK, CreuanbHOCTN)

OCHOBbI MCUXOSIOr NN K coumnonorunn Tpypna

OCHOBbI 9KOHOMUKW, OpraHu3aumm Tpyaa u ynpassiieHus

TapuHo-KBaNMMUKaLMOHHbIE CNPABOYHMNKMN paboT 1 npodeccuin paboynx n KBanugukaunoHHbIe
XapaKTePUCTUKIN OO/MHKHOCTEN CAyXaLLmX, NpodeccnoHanbHble CTaHAapThI

HopMaTuBHbIE NMPaBOBbIE aKThl, ONpeaenatoLe HoOpMbl TPYA0BOIrO NpaBa

OCHOBbI apXMBHOMO 3aKOHOAATENLCTBA U HOPMAaTMBHbIE MPaBOBble aKThbl Poccminckon depepauun B 06nactu
BeLleHs LOKYMeHTaLmMu rno nepcoHany

3akoHo4aTeNnbCTBO Poccminckon degepaumy 0 NePCoHaNbHbIX OaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OPraHM3aLUuK, peryapytowmne nopsaok nogbopa nepcoHana
CneunanusnpoBaHHble NMHPOPMALIMOHHbBIE CUCTEMBI, LIMGPOBLIE YCIIYr U cepBuChl B 061acTn obecneyeHus
NepcoHasioM, rpaHuLbl X NPUMEHEHNS

OcHoBHble MeTpuky B obnactn nogbopa n oTbopa KaHAMAATOB Ha BaKaHTHbIE OOJHKHOCTY A4
obecneyeHuns noTpebHOCTM B MepcoHane

MpaBnna BeAEeHNSA OE0BON NEPEnnCKn

HopMbl 3TnKK genosoro obueHns

[pyrve xapakTepucTuku-

3.2.2. TpyLnoBas (hyHKLNA

HanmeHoBaHwmelouck, npusneveHune, nogdbop 1 oTbop nepcoHana
Kon

B/02.6YpoBeHb (MoaypoBeHb) KBanUpuKaumum

6

MpoucxoxaeHve TpyAoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

TpyLoBble AeACTBUATONCK BO BHYTPEHHUX U BHELLHWUX UCTOYHMKAX MH(OPMaLMKN O KaHAnAaTax,
COOTBETCTBYIOLWMNX TpeboBaHMAM BakaHTHOW AOJKHOCTK (Npodheccum, CneunasbHOCTH) U UHbIM
noTpebHOCTSAM opraHm3aunm B NepcoHane

Pa3mMelLeHe cBeAEHNI 0 BaKaHTHOW LO/MKHOCTY (Mpodeccuun, cneumnansHoCcTy) B CpeACTBaX MacCoOBOM
nHopMauun, cneunann3mpoBaHHbIX pecypcax u cepercax

Bbibop cnocoboB 1 MeTOA0B NpUBAEYEHUS NEPCOHaNa B COOTBETCTBMU C MSIaHaMU 1 OFPaHNYEHNAMM
opraHu3sauum

Cbop, conocTaBneHmne, CTPYKTYPUPOBAHNE 1 MPOBEPKA UHOPMaLMKN O KaHANAATAxX Ha BaKaHTHbIE
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JA0JDOKHOCTM (Npodheccun, cneunasbHoOCT)

MpoBeneHne cobecenoBaHnin U BCTPEY C KaHAMAATaMMN Ha BakaHTHbIE AO/DKHOCTU (Mpodeccuu,
crneumnanbHOCTK), N3BELLEHNE KaHanAaTa U HaHUMaTeNa 0 pe3ynbTaTax cobecefoBaHms (BCTpeyn)
OLl.eHKa COOTBEeTCTBUA KaHONOAATOB Tpe60BaHVI$IM BaKaHTHOM OOJTIXKHOCTU N UHBIM Tpe6OBaHI/IFIM
opraHusauun (npodgeccum, cneunanbHOCTH)

MoAroToBKa NpPeasioXeHnn no popMmnpoBaHuio 610a)KeTa Ha NOUCK, NpuBaedYeHne, noabop n otbop
nepcoHana

VIHhopMUpOBaHME U KOHCYIbTUPOBaHWE PYKOBOAUTENEN NOAPA3AENIEHNIA U OpraHn3aLMm No Bonpocam
NnpuBAEYEHNS NepcoHana C OLEHKOW 3aTpaT

Heobxoammble ymeHUsONpenensitb KpUTEPUU NOMCKA, NpuBaeYeHns, nogbopa n otbopa nepcoHana
CobupaTb, aHaNM3NPOBATb U CTPYKTYPUPOBATL MHGOPMALINIO 0 KaHAMAATaxX U NPeaoXXeHNaX Ha pPbiHKe
Tpyna

PaboTaTb C MOMCKOBBLIMU CUCTEMAMM, UH(OPMALIMOHHBIMU pecypcaMin 1 LG pPOBLIMK CepBnCcamMm B 0b6nacTu
obecneyeHns NnepcoHaom

dopMnpoBaTh NPEASIOXKEHMS MO aBTOMATU3aLUN 1 LMDPOBM3aLIMM NPOLLECCOB MOUCKA W NPUBEYEHUS
nepcoHana

MpUMeHATb TEXHONOMNK U METOAMNKM NOUCKa, NpuBieYeHns, nogdopa n oTbopa KaHANMAATOB Ha BakaHTHbIE
J0JHKHOCTM (Npodeccun, CneumasbHOCTM) B COOTBETCTBMM C X CMELNGUKON

KOHCyNbTUPOBaTb MO BOMNPOCAM MPUBJIeYEeHNA nepcoHana

CoCTaBNATb M KOHTPOJIMPOBATbL CTaTbM PacxXofloB Ha obecneyeHne NepcoHas oM AN1d NaaHUpoBaHMs
6rooxeToB

ObecnevuBaTth cobnofeHne TpeboBaHW 3aKoHoAaTeNbCTBa Poccuinckon ®efepaum u NOANTUK
paboTtonatens B 06sacTy 06paboTKM NepcoHabHbIX AaHHbLIX U KOH(DUAEHLMANBHOW NHMOPMaLIUK

BecTu nenoByto nepenuncky

Cobntogatb HOPMbI 3TUKK Le10BOro obLeHns

Heobxoamnmble 3HaHMANCTOYHMKN 0BecneyeHnst opraHn3aLny NepcoHaaoMm

TexHonornm n MeToAUKM NonckKa, npuesneyveHns, nogbopa n otbopa nepcoHana

CncteMbl, MeTOAbI 1 POPMbI MaTEPMASIbHONO U HEMAaTEPUAIbHOr0 CTUMYIMPOBAHNS TPyAa NepcoHana
TexHonorum n meToabl GOPMUPOBAHNS N KOHTPONS 6104)KETOB OpraHM3aLum

TexHonoruy, MeToabl U METOAUKN NPOBELEHNSA aHan3a, CUCTeMaTM3aLUN JOKYMEHTOB 1 MH(OpMaLLUK
OpraHn3aLmnoHHas CTPYKTypa opraHm3auum

MepeyeHb BaKaHTHbIX AOJHKHOCTEN (Npodeccuin, cneumanbHOCTEN)

TapuHo-KBanMMUKaLIMOHHbIE CMPABOYHNKK paboT 1 npodeccuin paboynx n KBanugrkaLunoHHbIe
XapaKTEPUCTUKN JOMKHOCTEN CyXKallmx, NpoeccnoHanbHble CTaHaapThI

MeToAnKa naaHMpoBaHNs NOTPEbHOCTM opraHu3aLnn B NOUCKE 1 NpMBEYeHNM NepcoHana

O6LuMe TeHAEHUMM Ha PbIHKE TpyAa U B OTAENbHbIX OTPACAsAX 1 BUAAX NPoeCcCMOHaIbHON AeAaTeNbHOCTH
OCHOBbI MCUXONOTUN N COLMONOTUN TPYLA

OCHOBbI 3KOHOMMWKMW, OpraHu3aumm Tpyaa v ynpasieHnsa nepcoHasiom

CneumannsnpoBaHHble MHHOPMALMOHHbIE CUCTEMbI, LIMGPOBbIE YCAYTU 1 CEPBUCHI B 061aCTN NOWUCKa ©
npvBAEYeHNs NepcoHana, rpaHnLbl UX NPpUMeHeHNs

OCHOBHble METPUKM W aHANIMTUYECKME cpe3bl B 061aCT NOMCKa 1 NMPUBJIEYEHUS NepPCOHana
HopmaTusHbIe NpaBoBbIe aKThl, ONpefensatoLmne HopMbl TPYLOBOro npasa

OCHOBbI apXMBHOM0O 3aKOHOAATENLCTBA U HOPMATMBHbIE MPaBOBbLIE aKTbl Poccminckon dPepepauun B 06nactu
BeLeHNs LOKYMEeHTaLUmMuW Mo nepcoHany

OcCHOBbI HaJIOrOBOr0 3aKoHoA4aTeNbCTBa Poccuinckon ®egepaumm

3akoHoaTenbCcTBO Poccminckon ®epepaLiv 0 NePCOHasbHbIX AaHHbIX

JlokanbHble akTbl OpraHunsaLmm, peryanpyowme nopagok obecnevyeHns nepcoHanom
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MpaBuna BeAeHNs Ae/I0BOI Nepenucku
HopMbl 3TUKK 1eN0BOro obLieHNs

Opyrue xapakTepucTmkm-

3.2.3. TpynoBasa pyHKUUSA

HanmeHoBaHMEASMUHNCTPMPOBaHME NMPOLLECCOB 0becneyeHns NepCcoHasoM N COOTBETCTBYHOLLENO
LoKyMeHToobopoTa

Koz

B/03.6YpoBeHb (MoaypoBeHb) KBanUpuKaumum

6

MpouncxoxxaeHne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBAHO U3 OpuUrnHana

Kopn opurvHana
PerncrtpauunoHHbIi HoMep NpodeCcCMOHalbHOro CTaHaapTa

TpyZoBble fEACTBUSAHANN3 NPOLECCOB LOKYMEHTO060POTa, IOKaNbHbIX LOKYMEHTOB MO BOMPOCaM
obecneyeHns nepcoHanom

BeneHmne nHdopMaLMM 0 BaKaHTHbIX LO/DKHOCTAX (Mpodheccusx, CneunanbHoCTaX) U KaHauaaTax
JOKYMeHTaLMOHHOE CONPOBOXAEHNE KaHANAATOB Ha 3Tanax noucka, npmeneyexHns, nogbopa n otbopa
nepcoHasia Ha BakKaHTHble JO/DKHOCTY (Npodheccun, cneunanbHoCcTn), MHGOPMMPOBaHUE KaHANAATOB O
pe3ynbTaTax oTbopa

MoAroToBKa 3aMpoCoB 0 KaHAMAATaxX B roCyAapCTBEHHbIE OpraHbl B CAy4asx, NpeayCcMOTPEHHbIX
JNEeNCTBYIOLWNM 3aKoHOAaTeNbCTBOM Poccuiickon denepaunn, n 06paboTka NosyveHHbIX CBeAEHNIA
MoaroTtoBka 1 06paboTka yBeAOMNEHMI B rOCYLapCTBEHHbLIE OpraHbl, MPeACTaBUTEbHbIE OpraHbl
paboTHMKOB MO BOMpOCaM Mouncka, NpueaeyeHus, nogbopa n otbopa nepcoHana

ConpoBoXXAeHNe AOroBopoB No obecneyeHnto opraHm3aLny NepcoHanoM, BKIYas NpeaBapuTenbHbie
npoueaypbl Npu X 3aKal04eHnn

Heobxogumble ymeHnssObecneunBaTb JOKYMEHTALMOHHOE CONMPOBOXAEHNE BbIXOAa KaHAMAaTa Ha paboTy
N NepeMeLleHns nepcoHana

OcdopMNATb LOKYMEHTbI MO BONpocam obecneyeHuns pecypcamm nepcoHasna, HeobxoauMbIMn Ans
npenocTaB/IeHNs B rOCYAapCTBEHHbIE OPraHbl, NPeACcTaBMUTENbHbIE OpraHbl paboTHMKOB

OpraHn30BbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMN 3aKOHOAaTENbCTBaA Poccuinckonm
depepaunmn 1 NOKanbHbIMW HOPMATUBHbBIMU aKTaMU OpraHn3aLmm

PaboTaTb C MHOPMALMOHHBIMI CUCTEMAaMK, LMMPOBLIMU YCIyraMn U CEPBUCAMM MO BOMPOCaM
obecneyeHnss NepcoHanoM, BeleHMS NOMCKa 1 yYeTa KaHAMAaTOB Ha BaKaHTHbIE JO/MKHOCTM (Npodeccun,
CneumnanbHOCTK)

dopMrpoBaTb NPEAJIOXKEHNS MO aBTOMaTMU3aUMM 1 LMdPOBU3aLIM MPOLECCOB N AOKYMeHToobopoTa no
obecneyeHnto nepcoHanom

Mpon3BoanTL NpeaBapuTENbHbIE 3aKyMOYHbIe NpoLenypbl U 0QOPMAATL CONYTCTBYIOLWYO LOKYMEHTALMIO
Mo 3aKJIYEHWNIO JOrOBOPOB

OpraHn3oBbIBaTb 1 MPOBOANTb KOHKYPChI, 0OPMAATb 1 aHAIM3NPOBATb KOHKYPCHYIO AOKYMEHTaLNI0
ObecneynBaTb cobntogeHne TpeboBaHUN 3aKoHofaTeNbCTBa Poccunckon ®epepaum n KOpnopaTUBHLIX
noAnTuK B 061acT 06paboTKy NEPCOHaNbHbIX AaHHbIX U KOH(MAEHUMANLHOW MHOPMaLMK

BecTun nenoByto nepenuncky

CobntofaTbh HOPMbI 3TUKW [€10BOr0 06LEeHNS

Heobxonumble 3HaHUATOPAA0K O(OPMIIEHNS, BEAEHUS N XPaHEHNS NOKYMEHTaL NN, CBA3AHHOW C MOUCKOM,
npuBe4yeHnem, noadbopom 1 oT6opoM KaHaMAATOB Ha BaKAHTHLIE NO/HKHOCTH
Mopsaok hopMUpPOBaHKS, BEAEHUS AaHHbIX O NEPCOHAe OpraHu3auun, NopsaoK NpencTaBaeHns
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OTYETHOCTH

OCHOBbI LOKYMeHT0060pOTa U AOKYMEHTALUNOHHOro obecnevyeHus

TexHonornm, MeToabl 1 METOAUKM MPOBEAEHNS aHaM3a U CUCTEMaTU3aL MW LOKYMEHTOB U MHOpMaLUn
Mopagok NpoBefeHns KOHKYPCOB U 0hOPMIIEHNA KOHKYPCHON LOKYMeHTauum

MopsfoK NPOBeAEHMS 3aKynoYHbIX Npouenyp 1 0hopMAEHNS CONYTCTBYIOLLEN OKYMEHTaLUm
OpraHn3aumMoHHas CTPYKTypa OpraHM3aunm 1 BakaHTHbIE AO/MKHOCTM (Mpodeccuun, cneumanbHoOCTm)
CneunanusnpoBaHHble NHPOPMALMOHHbBIE CUCTEMBI, LIUGPOBLIE YCIYrK 1 cepsuckl B 06nactn obecneyeHus
NepCcoHanoM, rpaHunLbl NX NPUMEHEHNS

TapndHO-KBaNNGpUKaLMOHHbIE CIPaBOYHNKKN paboT 1 npodeccuin paboymx n KBannprKaLoHHbIe
XapaKTepUCTUKN LOMKHOCTEN CyXaLlnx, NpoeccuoHanbHble CTaHA4apThb

OCHOBHbIe METPUKN 1 aHANNTUYECKUE cpe3bl B 061acTn obecneyeHmns nepcoHanom

HopMaTuBHbIE NPaBoBbIe aKThl, ONpenesaoLLe HOPMbl TPYA0BOrO NnpaBsa

OCHOBbI @apXVMBHOI0 3aKOHO4ATENLCTBA Y HOPMATUBHbIE NMPaBOBbIe akTbl Poccuinckon Genepauum B obnactu
BeeHUs LOKYyMeHTauuu no nepcoHany

OCHOBbI Ha/IOrOBOIr0 3aKOHOAATEeNbCTBa Poccuinckon Gegepauun

3akoHodaTenbCcTBO Poccminckon ®epepaLui 0 NePCOHaNbHbIX AaHHbIX

JlokanbHble akTbl OpraHu3aLuy, peryaumpytoLme nopsagok nogbopa nepcoHana

MopsiAoK 3aK0YEHNS OOrOBOPOB (KOHTPAKTOB)

Mpasuna BeAeHNS Oe0BOM NePenncku

HopMbl 3TuKK genosoro obueHns

[pyrvne xapakTepucTukun-

3.3. 0606LeHHas TpyaoBas hyHKUUS
HanmeHoBaHueleATeIbHOCTL MO OLEHKe 1 aTTecTauunn nepcoHana
Kopn

CYpoBeHb KBanupukauum

6

MpoucxoxxaeHme 0606LweHHON TPyA0BON DYHKUMMOPUrMHanX3aumMcTBOBaHO N3 OpUruHana

Kopn opurvHana
PerncTtpauunoHHbI HoMep NpodeccMoHabHOro CTaHaapTa

B03MOXXHblE HAaMMEHOBaHWS O0JHKHOCTEN, npodeccnnCneynanncT No OLEHKE 1 aTTecTauumn nepcoHana
CrneumanucT no nepcoHasy
MeHepn»xep no nepcoHany

TpeboBaHma kK 0bpa3oBaHuMio U 0byyeHntoBbICILIee obpa3oBaHue - bakanaspuaT

nnn

Bbicluee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENBHOE NPOGECCUOHaIbHOE
obpa3zoBaHuWe - NporpaMMbl NPodecCroHanbLHOM NepenoaroToBkn B 061aCTu ynpaBneHnsa NepcoHasoM nam
B 061aCTV NPOBEAEHNS OLIEHKM W aTTeCTallmn nepcoHana

TpeboBaHMA K ONbITY NPaKTU4eCcKon paboThi-

Ocobble ycnosusi gonycka kK pabote-

[pyrue xapakTepucTuku-

[JononHuTenbHbIe XapakKTEPUCTUKN

HavmeHoBaHMe fOKyMeHTa
Kogn
HanmeHoBaHme 6a30BoM rpynnbl, 4O/HKHOCTU (Mpodeccnn) uam cneunanbHoOCTH
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OK32423CneuunanucTbl B 0bnacTtu noabopa 1 MCNosb30BaHNS NepcoHana
EKC-MeHepxep no nepcoHany

OKNATP26583Cneunannct no kagpam

OKC05.38.03.02MeHegXMeHT

5.38.03.03YnpaBneHne nepcoHaioM

3.3.1. TpynoBasa pyHKUUSA

HanmeHoBaHneOpraHmnsaLma n NpoBeAeHME OLIEHKN NepcoHaa
Kog

C/01.6YpoBeHb (NoaypoBeHb) KBaangukaumum

6

MpouncxoxxaeHne Tpyaoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpUrMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNbHOro CTaH4apTa

Tpynosble aencTeusPa3paboTka nNiaHa OLEHKN NepcoHana B COOTBETCTBUM C LIENSMI OpraHm3aumnm
OnpeneneHune pecypcos, BbIbop CPeACTB 1 METOA0B NPOBEAEHUS OLLEHKU NEPCOHaia B COOTBETCTBUM C
LensiMn opraHm3aLmnm

MpoBeneHne OLEeHKN NepcoHana B COOTBETCTBMM C NJlaHaMK OpraHu3aLum

ConpoBOXAEHMNE LOrOBOPOB C OPraHM3aLUsaMm - UCMONHUTENSAMW MEPONPUSATUIA NO OLeHKe NepcoHana,
BKJItOYas NpeABapuTeibHbIE MPOLEayPbl MPY UX 3aKJTHOYEHNN

KoHCynbTMpOBaHMe NepcoHasa no BONPOCaM OLEHKU

MoAroToBKa peKOMeHAaLMNA PyKOBOLCTBY M MepCoHany Mo pesysbTaTaM NPoBeAEHHON OLLeHKI NnepcoHana
MoAroToBKa NPensioXEeHWUA No hopMrUpoBaHUto 6i04)KeTa Ha OpraHn3aLuio U NPOBeAEHNE OLLEHKN
nepcoHana

Heobxogumbie ymeHnaOnpenensaTe NnapaMeTpbl U KPUTEPUM OLLEHKMN NepcoHana

PaspabaTbiBaTb CpeACTBa K METOALI MPOBEAEHNS OLEHKW MepCoHana

BbioenaTb (onpenensdTs) rpynnbl NepcoHana ans NpoBeaeHNs OLLEHKN

OnpepensaTb MOTUBALMOHHbIE (hPaKTOPbl MPOBEAEHNS OLEHKM NepcoHana

CoCTaBNATb N KOHTPOJIMPOBaTb CTaTbW PACXOA0B Ha OLEHKY NMepCoHaNa Asa NiaHMpoBaHNsA Bl0aXeToB
ObecneynBaTb OpPraHM3aLMOHHOE COMPOBOXAEHME OLIEHKW MepCcoHaa

ObecneynBaTb COXPAHHOCTb KOH(MAEHUMANLHON NHGOPMaLIUN NPY NMPOBEAEHUN OLIEHKW NepCcoHaa
OpraHn30BbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMN TPYyLOBOro, apXMBHOIoO
3aKoHoZaTenbCcTBa Poccminckon ®egepaum U NOKaabHbIMW HOPMATUBHBIMU akTaMun OpraHun3aLmm
CobupaTb, aHaNU3NPOBaTb U CTPYKTYPUPOBATb NHGOPMALIMIO O MPEeaNI0KEHMNSAX MO OLEHKE NepcoHana Ha
pbIHKE TpyAa

MNpon3soanTL NpefBapuUTesibHbIE 3aKynoYHble npoueaypbl U 0YOPMAATL CONYTCTBYIOLLYIO LOKYMEHTaLUNIo
Mo 3aKJI4YEeHNI0 JOr0BOPOB

OnpepensTb yC0BMA N5 3aK/I04YEHUS LOrOBOPOB Ha OKa3aHue yCayr No NpoBeAeHUI0 OLEHKIN nepcoHana
CncteMaTn3mpoBaTb, 0606WaTb 1 aHaNN3NPOBaTb pe3yibTaTbl OLEHKM NepcoHana

OnoBellaTb 0 pe3ynabTaTax NPOBeAEHHON OLLeHKN NepCcoHas U PYKOBOACTBO

PaboTaTb B MH(POPMALMOHHbIX CUCTEMAX, UCMOJb30BaTb LINGPOBLIE YCYT 1 CEPBUCHI MO NPOBEAEHNIO
OLIEHKM NnepcoHana

q)OpMI/IpOBaTb npennoXeHnsa no aBToMaTuU3aunm n LLVI(*)pOBVI?ﬁLI,VII/I npoL,eccoB OUEHKN N aTTeCTaunn
nepcoHasna

ObecneynBaTth cobnogeHne TpeboBaHWN 3aKoHOAATENbCTBa Poccuinckon ®efepaunm n KOPNopaTMBHbIX
nosMTKK B 061acTn 06paboTKM NepcoHanbHbIX AaHHbLIX U KOH(MMAEHUMANbHON NHGOPMaLUn

BecTun oenosyto nepenncky
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Cobnt04aTh HOPMbl 3TUKK [1€710BOro 0bLLeHNs

Heobxogumble 3HaHUATEXHONOr MK U MeTOAbI ONPeaesieHNs NPOECCMOHASbHbBIX 3HAHWUIA, YMEHUIA 1
KOMNeTeHUuin

TexHonornm n MeTodbl OLEHKMN IMYHOCTHBIX KaYeCTB U XapaKTepucTuk

CncteMbl, MeTOAbl 1 POPMbI MaTEPMASIbHOO U HEMATEPUaIbHOro CTUMYJIMPOBAHNS TPyAa NepcoHaa
TexHonornu n meTodbl POPMUPOBAHNS N KOHTPOS BIOOXETOB

TexHonornu, MeToabl U METOAUKM aHaM3a U CUCTEMATU3ALNN LOKYMEHTOB U UHAOPMaLUK

OcHOBbI 06LLEN U COLNANBHON NCMXOOM K, COLMOAOr N U NCUXOA0r K Tpyaa

OCHOBbI MPON3BOACTBEHHON AeATENbHOCTU OpraHn3aumnm

Mopsagok NpoBedeHNs 3aKyMoYHbIX NpoLenyp U ohopMaeHNS CONYTCTBYIOLWEN LOKYMEHTaLUN
OpraHn3alLoHHas CTPYKTYpa OpraHM3aLumn 1 BakaHTHbIE A0/MKHOCTK (Npodeccun, cneumanbHOCTK)
TapuHO-KBanMMUKaLMOHHbIE CNPaBOYHMKIN paboT u npodeccuin paboynx n KBanngukaumnoHHbIe
XapaKTEPUCTUKN LOMKHOCTEN CyXXaLlnX, NpoeccuoHanbHble CTaHOaPThbI

CneunannsnpoBaHHble MHROOPMALMOHHbIE CUCTEMbI, LIMGPOBLIE YCYIU 1 CEPBUCHI B 061aCTN OLLEHKU
nepcoHana, rpaHnLbl X NPUMEHEHUNS

OCHOBHble METPUKIN 1 aHANUTUYECKME Cpe3bl B 061aCTU OLLEHKU NepCcoHa

HopMaTuBHbIe NpaBOBbIE aKThl, ONpeaenstoLe HoOpMbl TPYAOBOr0 NpaBa

OCHOBbI apXVBHOI0 3aKOHOJATENLCTBA Y HOPMATUBHbIE NMPaBOBbLIE akThbl Poccuinickon ®enepauumn B obnactu
BEAEHUS OKYMEHTaLUN No NepcoHany

3aKoHo4aTenbCTBO Poccuinckon defepaLim 0 NepCcoHasbHbIX AaHHbIX

JlokanbHble HOPMATMBHbIE aKTbl OPraHM3aLun, PeryampytoLlne nopsaoK OLEHKN NepcoHana
MopsafoK 3aKN04eHUs 4OroBOpoB (KOHTPaKTOB)

MpaBnna BeAeHUs 0eN0BON NEPENUCKIA

HopMbl 3TnKK aenosoro obuieHns

Opyrue xapakTepucTukm-

3.3.2. TpynoBasa pyHKUUSA

HanmeHoBaHneOpraHnsaLma n NpoBefeHne aTTecTalumn nepcoHania
Kog

C/02.6YpoBeHb (NoaypoBeHb) KBaangukaumum

6

MpouncxoxxaeHne Tpynoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCnoHa bLHOro CTaH4apTa

Tpynosble genctensPa3paboTka NPOEKTOB LOKYMEHTOB, ONPEeAENsAoLLNX NOPAAOK aTTecTauny nepcoHana,
OLIEHKa COOTBETCTBYIOLLMX 3aTpaT

OpraHn3aluMoHHOE U OKYMEHTALMOHHOE CONPOBOXAEHME NMpoLecca aTTecTaunm n paboTbl
aTTeCTaUMOHHOM KOMUCCUN

MoAroToBKa NPensioXeHnn No popMmnpoBaHuMio 610a)KeTa Ha OpraHM3aL Mo U NPoBeLEeHME aTTecTaLun
nepcoHana

MoaroToBKa NPensIoXEHNn No pesynbTaTaM aTTecTaunm 0 COOTBETCTBUM PaboTHMKa 3aHMMaeMoW
LO/MKHOCTMW AN BbINOAHAEMOW paboTe

Heobxonumble ymeHusiOnpeaensTe NapaMeTpbl U KPUTEPUM aTTECTaLMM NepcoHasa
OnpenensTb U NPUMEHSTL CPEACTBA U METOAbl aTTecTalmnm

BblaensiTb rpynnbl NepcoHana Aas NpoBefeHns aTTecTauum

ObecneymBaTbh LOKYMEHTALMOHHOE COMPOBOXAEHWE aTTeCTaLMmM NepcoHaa
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CoCTaBNATb W KOHTPOJIMPOBATb CTaTbW PACXOA0B Ha aTTeCTaLWo NepcoHana ans niaHNnpPoBaHUS
6t00)XKeToB

PaboTaTb C MHOPMALIMOHHBIMIU CUCTEMAMMK, LIMGPOBLIMI YCIyraMin 1 CepBUCaMK MO NPOBEAEHMIO
aTTecTauum nepcoHana

dopMmpoBaTb NPEAsIOXKEHNS NO aBTOMaTMU3aUMmM 1 LMMPOBN3aLIMK NMpoLecca aTTecTaumm nepcoHana
OpraHn30BbIBaTb XPaHEHNE NOKYMEHTOB B COOTBETCTBUM C TPeboBaHMAMN TPYLOBOro, apXMBHOIo
3aKoHoJaTenbCcTBa Poccuinckon ®egepaun U NOKabHbIMW LOKYMEHTaMU OpraHM3aLum

ObecneynBaTb cobnoneHne TpeboBaHU 3aKOHOJaTEeNLCTBA Poccuinickon ®epepanm n KOpnopaTUBHbIX
noAnTuK B 06nacTu 06paboTky NepCoOHaNbHbIX AaHHBIX U KOH(MMAEHUNANLHOW MHOPMaLIMK

CobntofaTb HOPMbI 3TUKK Len0BOoro obeHns

Heobxoamnmble 3HaHMAMOPSAAOK U TEXHONOr A MPOBEAEHUS aTTeCTaLMM NepcoHana

TexHonornm n MeToabl ONpefeseHNs N OLEHKN NPOGECCUOHANbHBIX 3HAHWUIA, YMEHWUI N KOMNETEHLUUN
CncteMbl, MeTOAbI 1 POPMbI MaTEPMASILHOO U HEMAaTEPUaIbHOr0 CTUMYIMPOBAHNS TPyAa NepcoHana
TexHonornm n meToabl GOPMUPOBAHNS N KOHTPONS BIOOXKETOB

TexHonornu, MeToabl U METOAUKM MPOBEAEHNS aHaM3a U CUCTEMATU3aLMN LOKYMEHTOB U UHOpMaLUK
OCHOBbI MPOU3BOACTBEHHON LeATeNbHOCTU OpraHn3aunm

OcHOBbI 06LLEN U COLNANTbHON NCMXOOM K, COLMOMOr N U NCUXON0r K Tpyaa

OpraHn3aumMoHHas CTPYKTypa OpraHM3auumn 1 BakaHTHbIE AO/MKHOCTM (Mpodeccunn, cneumanbHoOCTm)
CneunannsnpoBaHHble MHGOOPMALMOHHbIE CUCTEMbI, LIMGPOBLIE YCYTY 1 CEPBUCHI B 061aCTU aTTeCcTauum
nepcoHana, rpaHnLbl X NPUMEHEHNS

TapuHo-KBanMMUKaLMOHHbIE CNPABOYHMNKMN paboT 1 npodeccuin paboynx n KBanngrkaumnoHHbIe
XapaKTepPUCTUKIN OO/MHKHOCTEN CAyXaLLmX, NpodeccnoHanbHble CTaHAapThI

OCHOBHbIe METPUKN 1 aHANNTUYECKUE Ccpe3bl B 001aCTK aTTeCTaLUN NePCoHa

HopMaTuBHbIe NpaBOBbIE aKThl, ONpeaenatoLe HOpMbl TPYAOBOrO NpaBa

OCHOBbI @apXVMBHOI0 3aKOHO4ATENbCTBA M HOPMATUBHbIE NMPaBOBbIE akTbl Poccuinckon ®enepauun B 0bnacTtm
BEAEHUS IOKYMEHTaLUN No NepcoHany

3akoHodaTenbLCcTBO Poccminckon depepauy 0 NePCOHaNbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OPraHM3aLUun, peryampytoLwmne nopsagok atTectTauum nepcoHana
MpaBnna BeAeHNS OEN0BON NEPENUCKIA

HopMbl 3TUKK genosoro obueHns

[pyrvne xapakTepucTukun-

3.3.3. TpyLoBas (hyHKLNA

HanmeHoBaHMEAOMUHNCTPUPOBAHMNE MPOLIECCOB MPOBEAEHMNS OLEHKN 1 aTTecTauum nepcoHana un
COOTBETCTBYIOLWErO AOKYMEHTO0OOPOTA

Kon

C/03.6YpoBeHb (MoaypoBeHb) KBannhukaumnm

6

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHaNnX3anMCTBOBaHO U3 OpuUrnHana

Kopn opurvHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

TpynoBble AeNCTBMSIAHAIN3 MPOLIECCOB AOKYMEHTOOO0POTA, JIOKa/bHbLIX LOKYMEHTOB MO OLIEHKE 1
aTTecTauum nepcoHana

OpraHn3aLMoHHOe CONPOBOXAEHE MEPONPUATUIA MO OLIEHKE NepcoHaNa 1 ero aTTecTauum

[ OKYMEHTaLMOHHOE COMPOBOXKAEHWE NPOLIeCCa U pe3ybTaToB OLEHKW M aTTeCcTalun nepcoHana
MHopMMpoBaHMe NepcoHana o pesysibTaTax OLeHKM U aTTecTauum
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MoAroToBKa NPensIoXKEHWNIA MO Pa3BMTUIO MepCcoHaa Mo pesysbTaTaM OLEHKU N aTTecTauun
ConpoBOXAeHME [OrOBOPOB HA OKA3aHME KOHCY/IbTALMOHHBIX U MHOPMALIMOHHbIX YCIYT MO OLEHKE U
aTTecTauum nepcoHana

Heobxoamnmble ymeHnsiPa3pabaTbiBaTb 1 00OPMIATL JOKYMEHTbI MO BONPOCaM NPOBEAEHNS OLLEHKMN U
aTTecTaunm nepcoHana

MoaroTaBAMBaTb M NPOBOAMTL MEPOMPUATUS MO OLEHKE M aTTeCTaLum nepcoHana

OcopMNATb AOKYMEHTbI MO BOMPOCaM OLEHKMW N aTTeCcTalmMm nepcoHana, npeacTaBisieMble B
roCyAapCTBEHHbIE OpraHbl, NpeacTaBUTeNbHbIE OpraHbl paboTHMKOB

AHanunsnpoBaTb NpaBuia, NPoLeaypbl U MOPSAKN MPOBEAEHUS OLEHKN N aTTeCTaLMm nepcoHana
OpraHn30BbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMN TPYyLOBOro 3aKOHOAATENbCTBA
Poccuiickon ®efepaum 1 NOKabHBIMU aKTaMy OpraHnu3aumm

PaboTaTb C MHOPMALMOHHBLIMU CUCTEMAaMK, LMMPOBLIMU YCSTyraMmn U CEPBUCAMM MO BOMPOCaM
aOMVHUCTPUPOBAHNS OKYMeHTO0O0POTa NpM NPOBEAEHNN OLLEHKM M aTTeCcTalMmn nepcoHana
®opMnpoBaTb NPEAJSIOXKEHNS MO aBTOMaTM3aLMmM 1 LMdpoBU3aLMK NpoLecca aaAMUHUCTPUPOBAHUS
LOKYMeHT0060pOoTa Npv NPOBEAEHUMN OLLEHKU U aTTecTalun nepcoHana

ObecnevnBaTth cobnogeHne TpeboBaHMN 3aKoHOAATENbCTBA Poccuinckon ®efepaunm n KOPNopaTMBHbLIX
noanmTunk pabotogatens B o6nactn 06paboTKM NepcoHanbHbIX AaHHbLIX U KOHPUAEHLMANBHON NHGOPMaLUN
BecTun oenosyto nepenncky

CobntoaTb HOPMbI 3TUKK LeN0BOro obLweHns

Heobxoaunmele 3HaHMAMOPSAAOK OPOPMAEHNS, BEAEHNS U XPaHEHNS OOKYMeHTaLum, CBA3aHHOM C
npoBefeHNEM OLIeHKU 1 aTTecTauumn nepcoHana

Mopsfok hopMupoBaHna, BefeHns 6asbl 4aHHbIX 0 NePCOHane opraHn3auuy, NOpsaoK NpeacTaBaeHuns
OTYETHOCTH

TapndHO-KBaNNGpUKaLMOHHbIE CIPaBOYHNKKN paboT 1 npodeccuin paboymx n KBannprKaLoHHbIe
XapaKTepUCTUKN LOMKHOCTEN CyXaLlunx, NpoeccuoHanbHble CTaHA4apThbI

Mopagok npoBefeHns 3aKynoYHbIX NpoLenyp U ohopMaeHNa CONYTCTBYIOWEN LOKYMEHTaLUN

MopsfoK 0hopMAIEHNS JOKYMEHTOB, NPELOCTaBASEMbIX B FOCYAapCTBEHHbIE OpraHbl, NpeacTaBUTEeNbHbIE
opraHbl paboTHUKOB

OCHOBbI LOKYMeHT0060pOTa U AOKYMEHTALNOHHOr0 obecnevyeHus

OpraHusaLmoHHas CTPYKTYpa OpraHn3aumnm 1 BakaHTHble LODKHOCTY (Npodeccuu, cneumnanbHoCTI)
CneumannsnpoBaHHble MHHMOPMALNOHHbIE CUCTEMbI, LNGPOBbIE YCAYTY U CEPBUCHI aAMUHUCTPUPOBAHUS
LOKYMeHTo060opoTa NpoLeccoB OLEHKN N aTTecTalmMm NnepcoHana, Be4eHns yvyeTa KaHANAATOB Ha
BaKaHTHble LO/HKHOCTK (Npodeccun, cneunanbHOCTK), FPaHuLbl UX NMPUMEHEHNS

HopmaTunBHbIE NPaBOBbLIE aKThl, ONPeLenstoLme HopMbl TPYA0BOro npasa

OCHOBbI @apXVMBHOI0 3aKOHO4ATENLCTBA M HOPMATUBHbIE NMPaBOBbIE akTbl Poccuinckon ®enepauun B 0bnacTtm
BEAEHMNA LOKYMEHTaLUn No nepcoHany

3akoHodaTenbLCcTBO Poccminckon ®epepauy 0 NePCOHaNbHbIX AaHHbIX

TexHonornm, MeToabl 1 METOAUKM MPOBEAEHUSA aHaM3a 1 CUCTeMaTU3aLMK LOKYMEHTOB U MHOpMaLun
JlokanbHble HOpMaTKBHbIE aKTbl OpPraHU3aLnn, peryampyiolime nopsagok OLEeHKW 1 aTTecTauum nepcoHana
MopsioK 3aK0YeHUS OOrOBOPOB (KOHTPAKTOB)

MpaBuna BeAeHNA OE0BOV NEPENNCKU

HopMbl 3TVKKN genosoro obLeHns

[pyrve xapakTepucTuku-

3.4. 0606LeHHas TpyaoBas hyHKUUS
HanmeHoBaHneleaTeNbHOCTb MO Pa3BMTMIO NEPCOHaNa
Kon
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DYpoBeHb KBannpmkaumm
6

MpoucxoxaeHve 0606LLeHHON TPYLOBON PYHKUUNOPUTMHaNX3auMCTBOBaHO 13 OpUriHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpoeccMoHabHOro cTaH4apTa

BO3MOXXHbIe HaVMEHOBaHNA [OJHKHOCTEN, NpodeccmnCnennanncT nNo pa3suTuio 1 oby4eHnto nepcoHana
CneumnanucT no pa3BUTUIO Kapbepbl NepcoHana

CrneumanucT no nepcoHasny

MeHep)xep rno nepcoHany

TpeboBaHuMa kK 0bpa3oBaHuIo U 06yyYeHntoBbICLLIee obpa3oBaHue - bakanaspuaT

nnm

Bbicliee obpa3oBaHue (HenpognabHoe) - bakanaBpuaT 1 AOMNOJHUTENBHOE NPOGEeCCUOHASIbHOE
obpa3oBaHue - NporpamMMbl NPOdPECcCnoHaNbLHOM NepenoaroToBKM B 061aCTy yNpaBaeHNs NepCcoHasioM Nan
B 061aCTV pa3BUTKA 1 MOCTPOEHNS NPOGECCUOHANbHON Kapbepbl NepcoHana

TpeboBaHMA K OMNbITY NpakTU4eckon paboThbl-

Ocobble ycnosusi gonycka kK pabote-

[pyrue xapakTepnCcTUKNPEKOMEHOYETCSH AONONHUTENBbHOE NPOdheCcCnoHabHOe 0bpa3oBaHme - MPOrpamMMmbl
MoBbILLEHMS KBaNMdUKaLuy B 061acTU ynpaB/ieHns NepcoHanom Uamn obyyeHuns, unm pasBuTua NnepcoHana

[JononHuTenbHbIe XapakKTePUCTUKK

HanmMeHOBaHMe OOKYMEHTa

Kopg

HavmeHoBaHme 6a30Bon rpynnbl, 4O/HKHOCTKU (Mpodeccnn) uam cneunanbHoOCTr
0OK32424CneunanncTbl B 061aCTU NOAFOTOBKMW U pa3BUTUS NepcoHana
EKC-MeHenxep no nepcoHasny

OKMNATP26583CneunanncTt no Kkagpam

OKC05.38.03.02MeHegXMeHT

5.38.03.03YnpaBneHune nepcoHanom

3.4.1. TpynoBasa pyHKUNSA

HanmeHoBaHneOpraHmn3auus u NnposefeHne MeponpuaTUin N0 Pa3BUTUIO K NOCTPOEHWIO MPOECCUOHANLHON
Kapbepbl NepcoHana

Kopg

D/01.6YpoBeHb (NofypoBeHb) KBaaudukaLum

6

MpoucxoxaeHvie TpyAoBon yHKUMNOPUrmHanX3anMcTBOBaHO M3 opUruHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeccMoHasbHOro CTaHdapTa

TpyAaoBble AeicTBNAMOArOTOBKA NPOEKTOB AOKYMEHTOB, OMpeAestoLLnX NOPSAOK Pa3BUTUS NepcoHana 1
MOCTPOEHMNs MPOhECCHOHAIbHON Kapbepbl C OLIEHKON 3aTpaT

Pa3paboTka NnaaHoB NpodeccMoHaNbHOM Kapbepbl NepcoHana

®opMMpOBaHME KaApOBOro pe3epsa

OpraHn3aLms MeponpusTii Mo pa3BUTUIO U MOCTPOEHMIO MPOMECCUOHAILHON Kapbepbl NepcoHana
MoAroToBKa NpeasioXXeHunii no hopMMpoBaHmMto 610a)KeTa Ha OpraHu3aLuio U NPoBeLeHNe MEPONPUATIIA MO
PA3BUTMIO 1 MOCTPOEHMIO MPOECCUOHANBHON Kapbepbl NepcoHana
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AHanu3 3pHeKTUBHOCTN MEPONPUATIIA MO PA3BUTUIO NepCoHana, MOAr0TOBKA NPEeAsIOXKEHWNIA Mo Pa3BUTUID

Heobxoanmble yMeHUSAHANN3MPOBaTL YPOBEHb 06LLEr0 pa3BMTMA 1 NPOMECCUOHANLHOW KBalnduKaunm
nepcoHasna

Onpefensitb KPaTKOCPOYHbIE N AONTOCPOYHbIE MOTPEOHOCTM Pa3BUTKA MEPCOHaNa 1 MOCTPOEHNS ero
npocheccnoHanbHON Kapbepsbl

OnpepensTb KpuTepun hopMUPOBaHNA Kaf4pOBOr0 pe3epsa opraHusaunm

CocTaBnATb MHAMBUAYAJIbHbIE MNaHblI KAPbEPHOro Pa3BUTUS NepcoHana

MpUMeHATb TEXHOOMMM U METOAbI Pa3BUTUA NepCcoHaa 1 NOCTPOeHNS NPOheCcCnoHalbHON Kapbepsl
CocTaBnATb NPEASIOKEHNS N KOHTPOANPOBATL CTaTbM PAaCX0L0B HAa NPOrpaMMbl 1 MEPONPUATMA MO
Pa3BUTUIO MEPCoHasia 1 NOCTPOEHMIO MPOGECCUOHANBLHON Kapbepbl ANs NAaHMPOBaHUS B0aKeToB
Onpenenstb 3QPPEKTUBHOCTb MEPOMPUATUIA MO PA3BUTUIO MEPCOHaNa N MOCTPOEHNIO NPOgEeCCNOHATbHON
Kapbepbl

PaboTaTb C MHHOPMALMOHHBIMW CUCTEMaMK, LMMPOBLIMU YCyraMun U cepBrcaMm no ynpasiaeHno
nepcoHanoM B 061aCTh ero pa3BUTUSA U NOCTPOEHUS NPODECCMOHANBHON Kapbepbl

®opMunpoBaThb NPELSIOKEHMNS MO aBTOMATU3aLUN 1 LMMPOBM3aLIM NPOLLECCOB PAa3BUTUS U MOCTPOEHNS
npogeccnoHanbHON Kapbepbl NepcoHana

ObecnevuBaTth cobnofeHne TpeboBaHN 3aKoHOAATENbCTBA Poccuinckon defepauim n KOPNopaTUBHbLIX
noanTuK B 06nacty 06paboTKM NepcoHanbHbIX AaHHbIX U KOHGUAEHUMaNbHOW NHAOPMaLnn

CobntoaTb HOPMbI 3TUKK LeN0BOro obLweHns

Heobxoaunmble 3HaHMACucTeMa, CNOcobbl, METOAbI, UHCTPYMEHTbI MOCTPOEHUS NPOGECCUOHATLHON
Kapbepsl

MeToAbl onpefeneHns U OLLEHKN JINYHOCTHbLIX Y MPOeCCUOHaIbHbIX KOMMNeTeHLN

CncteMbl, MeTOAbI 1 POPMbI MaTEPMASbLHOO U HEMAaTEPUAIbHOr0 CTUMYIMPOBAHNS TPyAa NepcoHana
TexHonornm n MeToabl HOPMNPOBAHNA 1 KOHTPOA 6104XeTOB

TexHonoruu, MmeToabl U1 METOAUKY aHasI3a U CUCTeMaTU3aLmMm LOKYMEHTOB U UHopMaLuun

OcHoBbI NpodeccrnoHanbHON OpMEHTALNN

OcCHOBbI AOKYMeHT0060pOTa N AOKYMEHTALUNOHHOro obecnevyeHus

OCHOBbI MPOU3BOACTBEHHON LeATENbHOCTU OpraHn3aunm

OcHOBbI 06LLEN U COLNANIbHON NCMXOOM K, COLMOOr N U NCUXON0r K Tpyaa

OpraHusaLmoHHas CTPYKTYpa OpraHn3aumnm 1 BakaHTHble LODKHOCTY (Npodeccuu, cneumnanbHoCTI)
TapuHo-KBanMMUKaLMOHHbIE CNPABOYHMNKMN paboT 1 npodeccuin paboynx n KBanngrkaumnoHHbIe
XapaKTePUCTUKN LOMKHOCTEN CyXaLlux, NpoeccuoHanbHble CTaHAapThbI

HopMaTuBHbIE NMPaBOBbIE aKThl, ONpeaenaoL e HopMbl TPYA0BOIO NpaBga

3akoHoaTenbCcTBO Poccminckon ®epepaLi 0 NePCOHasbHbIX AaHHbIX

JlokanbHble HOPMaTVBHbIE aKTbl OPraHM3aLun, peryampytoLlmne nopsaoK pa3BuTUS n NOCTPOEHMA
npogeccuoHanbHON Kapbepbl NepcoHana

MopsLoK 3aKI04eHUs fOroBOPOB (KOHTPAKTOB)

CneumannsnpoBaHHbie MHHMOPMALNOHHbIE CUCTEMbI, LN(POBbIE YCYTU 1 CEPBUCHI MO YNPaBJIEHNIO
nepcoHasoM B 061aCTK ero pa3BuUTUSA U NOCTPOEHUSA NPOMECCMOHANBHOW Kapbepbl, FPaHULbl NX
NpPYMeHEeHNS

OCHOBHbIe METPUKN 1 aHANNTUYECKUE Ccpe3bl B 061aCT pa3BUTUS U MOCTPOEHUS Kapbepbl NepCcoHana
HopMbl 3TVKKN genosoro obLeHns

[pyrve xapakTepucTuku-

3.4.2. TpypnoBas hyHKLNA
HaumeHoBaHneOpraHunsauus obyyeHuns nepcoHana
Koga

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru Ctp. 191348



D/02.6YpoBeHb (NoAypOBEHL) KBanudmukauum
6

MpoucxoxaeHve TpyAoBon GyHKUMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpoeccMoHabHOro cTaH4apTa

TpyLoBble fencTBUsSPa3paboTka NPOEKTOB NOKaJIbHbLIX aKTOB M0 06y4YEeHMI0 1 pa3BUTUIO NepCcoHana C
OLEeHKOW 3aTpaT

Pa3paboTka y4ebHbIX N1aHOB, METOANYECKNX MaTepranoB n NnporpamMmm obyveHns nepcoHana
OpraHnsaumsa meponpuaTuin no obyyeHnto nepcoHana

MoAroToBKa NpeanoxeHnin No GopMupoBaHnto 6o )KeTa Ha opraHm3aumio obyyeHns nepcoHana
AHanus 3(pheKTUBHOCTY MeponpuaTUiA No obyveHnto nepcoHana

Heobxonvmble ymeHnsOnpenensTb NoTpebHOCTM B 06y4eHMM rpynn nepcoHana B COOTBETCTBUM C LeNAMU
opraHu3saumm

AHanm3npoBaTb PLIHOK 06pa30oBaTeNbHbLIX YCAYF U FOTOBUTbL NPEAJI0XKEHNS NO NOCTaBLLMKAM yCayr
OpraHun3oBbIBaTb 0by4atoLne MeponpuaTus

CoCTaBnsATb M KOHTPOJIMPOBATbL CTaTbM PacXofoB Ha 0byyeHne nepcoHana Aas NiaHWpoBaHus 604 KeTOB
Pa3pabaTbiBaTb M KOMMIEKTOBATbL Y4ebHO-MeToAMYECKMe MaTepraibl

Mpon3BoanTb OLEHKY 3DEKTUMBHOCTM 0ByYeHUst NepcoHana

Mpou3BoANTbL NpefBapnTeNbHbIE 3aKyMNOYHbIe MPoLeaypbl U 0hOpMIEHNE CONYTCTBYOLWEN AOKYMEHTALMN
Mo 3aKJII04EHMIO JOrOBOPOB

PaboTaTb C MHHOPMALMOHHLIMU CUCTEMAMK, LUPPOBLIMK YCAyraMun 1 cepsucamu B 061actu obyyeHus
nepcoHana

®opMMpoBaThL NPELNIOKEHME N0 aBTOMaTU3auun U LngpoBm3auun npouecca obyyeHns nepcoHana
Pa3pabaTbiBaTb M 0CHOPMAATb LOKYMEHTbI MO MPOLECCaM opraHun3aummn obyyeHuns nepcoHana un ux
pesynbTaTaMm

ObecnevuBaTth cobnofeHne TpeboBaHW 3aKoHoAATEeNbCTBa Poccuinckon ®efepaLm u KOpnopaTUBHbLIX
noNMTUK B 061acTi 06paboTKM NepcoHanbHbIX AaHHbIX N KOHUAEHUMANLHON NHGOPMaLK

BecTun genoByto nepenucky

CobniofiaTb HOPMbI 3TUKM BENOBOrO 06LEeHNS

Heobxoamnmele 3HaHMAMeTOAbl, NHCTPYMEHTLI MCCef0BaHNa NOTpebHOCTH B 06y4eHnn nepcoHana
MeTogonorna obyyeHus

TexHonornm, MeToabl 1 METOAUKM aHaM3a U cucTemMaTn3aumm JOKYMEHTOB U UHhopMaLun

Mopsifok pa3paboTKM NaaHOB MOArOTOBKU, MEPENOArOTOBKYM M NOBbILEHWNS KBaAUMUKaLUm nepcoHana,
y4ebHbIX NNaHOB 1 MPOrpamm

CncTemsbl, MeToAbl U POPMbI MAaTEPUASIBHOMO U HEMATEPUANLHOI0 CTUMYIMPOBAHMA TpyAa NepcoHana
TexHonornm n MeToabl HOpMUPOBaHNA 1 KOHTPOSA 6104XeToB

MopagoK BefeHns y4yeTa U OTYETHOCTM MO NOAFOTOBKE M MOBBILLIEHWNIO KBAAU(MKaL MK nepcoHana
OcCHOBbI LOKYMeHT00b60pOTa N AOKYyMEHTaLUNOHHOro obecnevyeHus

OcCHOBGbI 06LLEN 1 COLMANBHOM NCUXONOTK, COLMONOTUN 1 MCUXONOTK TPy Aa
TapndHO-KBaNNGUKaLMOHHbIE CIPaBOYHNUKKN paboT n npodeccuin paboymx n KBannprKaLoHHbIe
XapaKTePUCTUKIN OO/MKHOCTEN CAyXaLLmX, NpodeccnoHanbHble CTaH4apTbl

OCHOBHbIe MOJIOXKEHMA FPpaXXKAaHCKOro 3aKkoHogaTenbCTBa Poccunckon ®efepaumm B cepe 3alLmThl
NHTENNEeKTYaNbHON COBCTBEHHOCTH

Mopagok npoBefeHns 3aKynoYHbIX NpoLenyp U ohopMaeHNA CONYTCTBYIOWEN LOKYMEHTaLUN
OpraHn3aLmnoHHas CTPYKTypa opraHm3auum

HopMaTuBHbIE MPaBOBbIE aKThl, ONpeaenaoLe HoOpMbl TPYA0BOIO NpaBa
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OCHOBbI apXMBHOI0 3aKOHOAATENLCTBA U HOPMATMBHbIE MPaBOBbIE aKTbl Poccminckon Pepepauun B 06nactu
BEAEHUS LOKYMEHTaLUN No nNepcoHany

OCHOBbI Ha/IOrOBOr0 3aKOHOAATEeNbCTBa Poccuinckon Gegepauun

OcHoBbI 3aKOHOZaTeNbCTBa 06 06pa3oBaHUN Poccrinckon depepauun

3akoHodaTenbLCcTBO Poccminckon depepauy 0 NePCOHaNbHbIX AaHHbIX

JlokanbHble HOpMaTKBHbIE aKTbl OPraHn3aLun, peryampytowme obyvyeHne nepcoHana

MopsapoK 3aKN0YeHUS 4OroBOPOB (KOHTPaAKTOB)

CrneunanusnpoBaHHble NHPOPMALIMOHHbBIE CUCTEMBI, LI POBLIE YCIIYr U CEPBUCHI B 061aCTK 00yYeHus
nepcoHasa, rpaHuLbl UX NPpUMeHeHns

OCHOBHbIE METPUKM W aHAIMTUYECKMe cpe3bl B 0bnacTn obyyeHns nepcoHana

MpaBuna BeAeHNA OE0BOM NEPENNCKU

HopMbl 3TuKK genosoro obuieHuns

[pyrue xapakTepucTuku-

3.4.3. TpynoBasa pyHKUNSA

HanmeHoBaHneOpraHmnsaumsa agantaunm 1 CTaXMPOBKMU NepcoHaa
Kon

D/03.6YpoBeHb (NoAypoOBEHL) KBanuduKauum

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurvnHana
PernctpaunoHHbIn HoMep NpoeccMoHaNbHOro CTaHaapTa

Tpyaosblie gencTBnsiPaspaboTka NaaHOB aganTaunn, CTaXKMPOBKK NepcoHana C OLEHKON 3aTpaT
OpraHusaums MeponpusaTUin No agantaunm, CTaXXNPOBKE NepcoHana

MoAroToBKa NPeAIoXKEHN MO COBEPLLUEHCTBOBAHMIO CUCTEMbI aganTauun, CTaXXMPOBKK NepcoHana
MoAroToBKa NpeanoXeHnin No GopMUpoBaHnNto Blo4)KeTa Ha OpraHM3aUnio adanTaunn N CTaXXUPOBKN
nepcoHana

AHanun3 3pHeKTUBHOCTN MEPOMNPUATUIN MO aganTauUnn N CTaXKNPOBKE NepcoHana

Heobxoanmble ymeHnsOnpenensaTb rpynmnbl NepCoHana ANs CTaKMPOBKM U ajanTaunm

OnpepensTb paboyne mecTa 419 NPOBEAEHUS CTAXKMPOBKM U afanTauuy nepcoHana

CornacoBbiBaTb MepOMpUATUS N0 afanTauun U CTaXXKMPOBKE C BOSMOXXHOCTAMY NPON3BOACTBA
Mpon3BoANTb aHaNN3 U OLLEHKY pe3yabTaToB afanTaLnm 1 CTaXXMPOBOK NepcoHana

CocTaBnsiTb NPEANOXKEHNS N KOHTPOJAUPOBATL CTaTbM PAcX040B Ha MPOrpamMMbl U MEPOMPUSATUSA NO
afanTaunn n CTaXXMpPOBKe NnepcoHasla Ana niaaHNpoBaHUA GIOJJ,)KeTOB

Mpon3BoANTb OLEHKY I(PHEKTMBHOCTM MEPONPUATIIA MO afanTauuy U CTaXUpoBKe nepcoHana
BHenpsTb cMCTeMbl BOBSIEYEHUS MEPCOHasia B KOPNOPaTUBHYIO KYNbTypy

PaboTaTb C MHHOPMALMOHHLIMU CUCTEMAMM, LUPPOBLIMY YCAYraMu U CEPBUCAMU MO YNPaBAeHUIO
nepcoHasnom B 06nacTv afjantauum N CTaXKMPOBKIM NepcoHana

®opMMpPoBaTL NPELNIOKEHNE N0 aBTOMaTU3aUUM 1 L poBM3aLMy NPOLECCOB afanTalnn U CTaXXUPOBKU
nepcoHana

ObecnevnBaTth cobnoneHne TpeboBaHMN 3aKoHoAaTeNbCTBa Poccuinckon ®enepaum u KOPNopaTUBHbLIX
noAnTrK B 061acTn 06paboTKy NepcoHaNbHbIX AaHHbIX U KOHDUAEHLUANBLHOW MHGOPMaLIMK

BecTun oenosyto nepenncky

CobntofaTbe HOPMbl 3TUKU LEeN0BOro 0bLLeHNs

Heobxogumble 3HaHMAMeToabl aganTauny u CTa>XNPOBOK rNMepCcoHana
TexHonornm, MeTodbl U METOAVKMN MPOBELEHNSA aHan3a U CUCTeMaTM3aLnm JOKYMEHTOB 1 MHGopMaum
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Mopsifok pa3paboTKM NiaHOB afanTauny NePCoOHana Ha HOBbIX paboynx MecTax, MOArOTOBKMY,
nepenoaroToBKN U NOBLILLEHMA KBAUMUKALLIUN NEpPCOHaNa 1 opraHn3aumnm CTaXXMpoBoK

MopapoK CoOCTaBAEHNS CMET 3aTpaT Ha aganTauunio n CTaXXMPOBKY MepcoHasa

MopsifioK BeAeHUs y4eTa 1 OTYETHOCTU NO aganTaunn 1 CTaXKMPOBKE NepcoHana

CuncTeMbl, MeToabl U (hOPMbl MaTepmMasibHOro U HeMaTepuasbHOr0 CTUMYIMPOBAHUA Tpyha nepcoHana
TexHoNornm n MeToabl HOPMNPOBAHMSA U KOHTPOJA 6104XKETOB

OcHOBbI 06LLEN U COLNANTBHON NCMXOOM K, COLMOMOr N U NCUXOA0r K Tpyaa

OpraHn3aunoHHas CTPYKTypa OpraHM3auumn 1 BakaHTHbIE AO/MKHOCTM (Mpodeccun, cneumanbHoOCTK)
TapndHO-KBaNNGpUKaLMOHHbIE CIPaBOYHNKKN paboT 1 npodeccuin paboymx n KBannprKaLoHHbIe
XapaKTePUCTUKMN OO/MKHOCTEN CAyXaLLmX, NpodeccnoHanbHble CTaH4apThl

CneumannsnpoBaHHbie MHHMOPMALNOHHbIE CUCTEMbI, LMGPOBbIE YCYTU 1 CEPBUCHI MO YNPaBJIEHNIO
nepcoHasioM B npouecce aganTauum N CTaXXKUPOBKKW, FPaHULLbl UX MPUMEHEHNS

OCHOBHbIe METPUKN 1 aHANNTUYECKUE Ccpe3bl B 001aCTV MPOLLECCOB afanTauny U CTa>XMPOBKK NepCcoHana
HopmaTusHbIe NpaBoBbIE aKTbl, ONpeaenstoLmne HopMel TPYLOBOro Npasa

OCHOBbI Ha/IOrOBOIr0 3aKOHOAATEeNbCTBa Poccuinckon Gegepauun

3akoHodaTenbCcTBO Poccminckon ®epepaLui 0 NePCOHaNbHbIX AaHHbIX

JlokasibHble HOPMATKBHbIE aKTbl OpraHu3aumm, peryampyowmne aganTtaumio n CTaXXMPoBKY nepcoHana
OCHOBbI JOKYMEHTO000pPOTa 1 LOKYMEHTALMOHHOro obecneyeHmns

MopsfoK 3aK0YeHUS 0OrOBOPOB (KOHTPaKTOB)

MpaBnnia BeAEHUS OeI0BON NepPEennucKin

HopMbl 3TnKK aenoBoro obuieHns

Opyrue xapakTepucTnkm-

3.4.4. TpynoBas pyHKUUA

HanmeHoBaHMEAAMUHNCTPUPOBAHMNE MPOLIECCOB Pa3BUTUS U MOCTPOEHUS NPOMECCMOHANBHON Kapbepbl,
obyyeHus, agantauum, CTaXKMpPOBKIN NepcoHana 1 COOTBETCTBYIOLLEro LoKyMeHToobopoTa

Kon

D/04.6YpoBeHb (MoAypOBeHb) KBanngrKauum

6

MponcxoxxaeHue Tpyaoson PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpuUrMHana

Kopn opurvHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNbHOro CTaH4apTa

TpynoBble AencTBUAOKyMEeHTaLUVOHHOE 0becneyeHne pesynbTaToB MEPOMNPUSATUIA MO Pa3BUTUIO 1
MOCTPOEHMIO NPOMECCUOHANBLHOW Kapbepbl, 00y4YeHNto, afanTaLun U CTaXXUPOBKe NepcoHana

MoAroToBKa UHAMBUAYASbHBIX NMPENIOKEHWN HA OCHOBE Pe3y/ibTaTOB NPOBEAEHNS MEPONPUATIIA Mo
Pa3BUTUIO 1 NMOCTPOEHMIO NPOMECCUOHANBHON Kapbepbl, 06yYeHMIo, afanTalumn 1 CTaKMpPoBKe NepcoHaa
MoAroToBKa NPEA/0XEHWA MO COBEPLLUEHCTBOBAHMIO CUCTEM 0BYYEHUS, aflanTauun U CTaXKMPOBKMY,
Pa3BUTUS 1 NOCTPOEHMS MPOdeCCOHaNbHON Kapbepbl NepcoHana

ConpoBOXAEHME [OrOBOPOB Ha OKa3aHME KOHCYIbTaLMOHHBIX, MHOPMALIMOHHLIX YCAYT, HE0DX0AMMbIX s
npoBefeHns 00y4eHus, afganTaunm 1 CTaXXKUPOBOK, Pa3BUTKS U MOCTPOEHUS NPOECCMOHANbHOW Kapbepsbl
nepcoHana, BKoYas NpeaBapuTebHble NPoLenypbl Mo UX 3aK0YEHNIO

Heobxonnmele yMeHUSOhOPMASATL JOKYMEHTLI MO BONPOCaM NpoBeieHns obyyeHuns, agantauum u
CTaXXKUPOBKW, Pa3BUTUSA N MOCTPOEHMS NPOdeCCHOHabHON Kapbepbl NepcoHana, NpeaocTaBNseMble B
roCyaapCTBEHHbIE OpraHbl, NpeAcTaBMTENbHble OpraHbl paboTHIKOB

ObecneymBaTh JOKYMEHTALIMOHHOE COMPOBOXAEHME 06yYeHUs, afanTaluy U CTaXKMPOBOK, Pa3BUTUSA 1
NoCTPOEHMUS NMPOGECCUOHANBLHO Kapbepbl NepcoHana
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AHanusnpoBaTb NpaBuaa, NpoLeaypbl U NOPSAKN NpoBeaeHUs 0byyYeHns, aganTaum N CTaKMPOBKMY,
pa3BUTUS N NOCTPOEHMSA NPOdECCNOHANBHON Kapbepbl MepcoHaa

OpraHn30BbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMN 3aKOHOAaTENbCTBa Poccuinckonm
depepaln 1 NOKaNbHBLIMW aKTaMn OpraHu3aunm

PaboTaTb C MHOPMALMOHHBIMI CUCTEMaMK, LMMPOBLIMU YCIYraMn U CEPBMCAMM MO BOMPOCaM
aOMUHUCTPUPOBAHNS AOKYMEHTO0B0pOTa NpoLeccoB 0byyYeHmns, aganTauum n CTaXKMPOBKU, Pa3BUTUS U
NOCTPOEHUs NPOoeCcCUOHaNbHOM Kapbepbl MepcoHana, BeAeHNs y4eTa KaHONAATOB Ha BakaHTHbIE
JA0JHKHOCTM (Npodheccun, cneunasbHoOCT)

dopMnpoBaTb NPEeAJIOXKEHNE MO aBTOMaTU3aLMK 1 LMdpoBu3aumnn B 061acTu agMUHUCTPUPOBAHNSA
LOKyMeHTo0b0opoTa npoueccoB 0byvyeHus, aganTaum U CTaXXMPOBKK, Pa3BUTKSA 1 MOCTPOEHNS
npogeccnoHanbHOM Kapbepsbl, BeAeHUS y4eTa KaHAMAATOB Ha BaKaHTHbIe O/HKHOCTM (Npodeccun,
cneumnanbHOCTK)

ObecnevnBaTh cobnoneHne TpeboBaHMIN 3aKoHoAATENbCTBA Poccuninckon ®eepaum n KOPNopaTUBHbIX
nosMTHK B 0611acTn 06paboTKM NepcoHanbHbIX AaHHbLIX U KOH(MMAEHUMANLHON NHGOPMaLUN

BecTn genosyto nepenucky

CobntoaTb HOPMbI 3TUKW [EeN0BOro 0bLeHNs

Heobxogumble 3HaHMAMNOpPAAOK 0OPMAEHNS, BEAEHNS N XPaHEHNS AOKYMEHTaLNN, CBA3aHHOW C CUCTEMON
oby4yeHus, aganTauumn n CTaXXMPOBKKW, Pa3BUTMA 1 MOCTPOEHNS NPOGEeCCMOHaIbHON Kapbepbl NepcoHana
Mopapok hopMrpoBaHns, BeaeHns 6a3bl JaHHbIX 0 NEPCOHaie opraHn3aLnn, NoPsSAoK NpeacTaBAeHNS
O0TYETHOCTU

HopmaTurBHbIE NPaBOBbLIE aKThl, PEryANpytoLLMe NpaBa 1 0693aHHOCTY roCyAapCTBEHHbIX OPraHoB 1
OopraHu3aunn No NPeaoCTaBAeHNIO YHEeTHON JOKYMEHTauum

Mopagok oopMaeHnsa [OKYMEHTOB, MPeACTaBASEMbIX B FOCYAAPCTBEHHbIE OpraHbl U MHbIE OpraHu3aumm
OCHOBbI LOKYMeHT0060pOTa U AOKYMEHTALNOHHOro obecnevyeHus

Mopagok NpoBefeHns 3aKyMoYHbIX NpoLenyp U ohopMaeHMa CONYTCTBYIOLWEN LOKYMEHTaLUN
OpraHun3aunoHHasa CTPYKTypa OpraHmn3aLmnm N BakaHTHbIE JO/DKHOCTU (Mpodeccnun, cneunansHoCcTr)
TapugHo-KBanMPUKaLMOHHbIE CNPaBOYHMKIN paboT u npodeccuin paboynx n KBanngrKkaumnoHHbIe
XapakTepUCTUKIN OO/MKHOCTEN CyXXaLLmX, NnpodeccnoHanbHble CTaHAapThl

CneumnannsnpoBaHHble MHHOOPMALMOHHbIE CUCTEMbI, LINGPOBLIE YCYTY 1 CEPBUCHI B 061acTu
aOMUHUCTPUPOBAHNS AOKYMeHTO0B0POTa Mo BONpoCcaM 0byyeHus, aganTauun 1 CTaXXMPOBKK, Pa3BUTUS U
NOCTPOEHUS NPOodeCcCnOHaIbHOWN Kapbepbl, BEAEHMS YYeTa KaHANAATOB Ha BaKaHTHbIE AOJKHOCTHU
(mpodheccnu, cneumansHOCTK), FpaHnLbl UX MPUMEHEHMS

HopMaTuBHbIE NpaBoBbIe aKThl, ONpeaenaoL e HopMbl TPYAOBOI0O NpaBsa

OCHOBbI @apXVMBHOI0 3aKOHOA4ATENLCTBA N HOPMATUBHbIE NMPaBOBbLIE akTbl Poccuinckon ®enepauum B 0bnactm
BEAEHUSA LOKYMEHTauun no nepcoHany

OCHOBbI HaNOrOBOIr0 3aKoHOAATeNbCTBa Poccuinckon denepauun

3aKoHodaTenbCcTBO Poccminckon ®epepauy 0 NePCOHaNbHbIX AaHHbIX

TexHonornn, MeTobl U METOAUKN NPOBEAEHNSA aHaAN3a U CUCTEMATU3aLUNN LOKYMEHTOB U UHopMaLnm
JloKkasibHble HOPMATKBHbIE aKTbl OPraHu3aumnm, peryampyowne nopanok pasBuTns u nocTpoeHus
NpoteccMoHa bHON Kapbepbl, 06y4YeHUs, aganTauum 1 CTaXXMPOBKK NepcoHaia

MopsfoK 3aK0YeHUs 0OrOBOPOB (KOHTPaKTOB)

MpaBnna BeAEHNS OEI0BON NEPEenmnucKin

HopMbl 3TUKK aenoBoro obuieHns

Opyrue xapakTepucTnkm-

3.5. O6obuieHHas TpyaoBas yHKLMS
HaI/IMeHOBaHI/Ie,U,eﬂTeJ'IbHOCTb Mo opraHn3aunn Tpyda 1 onaaTbl NepcoHalsia
Koga
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EYpoBeHb KBannpukaymm
6

MpoucxoxaeHve 0606LLeHHON TPYLOBON PYHKUUNOPUTMHaNX3auMCTBOBaHO 13 OpUriHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpoeccMoHabHOro cTaH4apTa

BO3MOXXHbIE HaVMEHOBaHNA [OJHKHOCTEN, NpodeccmnCnenmnannucT No HOPMUPOBAHMIO U ONaTe TpyLa
CrneumanucT no opraHu3aumm n ornsiate Tpyaa

CrneumanucT No KOMMNeHcaLmsam v ibrotam

CneuunanncT no nepcoHany

MeHen)xep no nepcoHany

TpeboBaHma kK 0bpa3zoBaHmMio U 06yyeHntoBbICLWee obpa3oBaHue - bakanaspuaT

nnm

Bbiclee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENBHOE NPOECCUOHabHOE
obpa3oBaHuWe - NPorpaMMbl MPoghecCMoHabHOM NepenoAroToBky B 061acTu ynpaBieHnsa NepCcoHaNoM uim
B 061aCTV opraHn3auny 1 HOPMUPOBAHNA TPYAA, CTUMYMPOBAHMA U onfaTel TPyAa

TpeboBaHMA K ONbITY NpakTU4eckon paboTbi-

Ocobble ycnosusi monycka kK pabote-

Jpyrve xapakTepncTuknPekoMeHayeTCa LONOAHNTENbHOE NPogheccnoHanbHoe 0bpa3oBaHmMe - NPOrpaMMel
NoBbILLEHNS KBaUdUKaLuy B 061acTu ynpasfieHNs NepcoHa oM WK opraHm3aumm Tpyaa v onnathbl
nepcoHana

JononHuTenbHbIe XapakKTEPUCTUKN

HaumeHoBaHWe JOKyMeHTa

Koz

HanmeHoBaHWe 6a30B0W rpynnbl, 4OHKHOCTU (Npodeccnmn) nam cneLmanbHOCTM
OK32423CneuunanucTbl B 0bnactu noabopa 1 MCNonb30BaHNS NepcoHana
EKC-NH>XeHep Mo HOpPMUPOBaHUIO Tpyaa

-9KOHOMUCT Mo TpyLYy

-MeHenxep no nepcoHany

OKMATP26583CneunanuncT no Kkagpam

277559KOHOMUCT Mo Tpyay

OKC05.38.03.013koHOMUKa

5.38.03.02MeHegXMEHT

5.38.03.03YnpaBneHne nepcoHanoMm

3.5.1. TpynoBas hyHKLNA
HanmeHoBaHMeOpraHusaumnsa Tpyaa nepcoHana
Koga

E/01.6YpoBeHb (MOAYpPOBEHb) KBaAU(mKaLnm

6

MpoucxoxaeHve TpyAoBon GyHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHasbHOro CTaHaapTa

Tpynosble aencTersPaspaboTka CMCTEMbl OpraHM3aLMmM 1 HOPMUPOBAHMS TPy ha NepcoHana
BHeapeHMe cncTeMbl OpraH1M3aLmi U HOPMPOBaHWS TPy a NepcoHasna ¢ onpefeseHneM TpyL0eMKOCTH,
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HOPMATUBHOW YUCNIEHHOCTU, rPpadkoB paboT v yCI0BUIA ONIaThl TPyAa NepcoHana

BblsiBNEeHME pe3epBOB MOBLILIEHUS NPOU3BOANTENBHOCTYU TPYla U Ka4eCTBa HOPMUPOBAHUA Tpyaa
MoAroToBKa NPEenSIOKEHWUIA MO U3MEHEHWSM YC/IOBUIA 1 oNaThbl TPyAa NepcoHana

MoAroToBKa NPensioXXeHUiA No hopMrUpoBaHUto 6ioa)KeTa Ha opraHM3auuto Tpyaa nepcoHana
OnpegneneHune 3pheKTUBHOCTM paboTbl CUCTEMBI OpraHn3aL U U HOPMUPOBAHUA TPyAa Ha paboymx MecTax

Heobxoanmble yMeHNSBHeApATb METOALI PaLMOHANbHON OpraHM3aumm Tpyaa

AHann3npoBaTb COCTOSIHNE HOPMMPOBAHWSA TPYAa, Ka4eCTBO HOPM, NMoKasaTenen no Tpyay

AHanm3npoBaTb 3PHEKTUBHOCTL PaboTbl CUCTEMbI OpraHM3auuy Tpya nepcoHana v HOpMUPOBaHKA Tpya
Ha pabounx mecTax

CoCTaBnsATb M KOHTPOJIMPOBATL CTaTbM PAacXOLO0B Ha OMJ1aTy TPyAa NepcoHana ANk NiaHNpPoBaHNA
6r0axeToB

PaboTaTb C MHDOPMALMOHHBIMU CUCTEMAMM, LUGPOBLIMI YCAYraMu 1 cepBucamu B 061aCTu opraHn3aLmm u
onflaTbl TPyZa NepcoHana

®opMMpoBaTL NPELNIOKEHNS MO aBTOMaTU3aLMM U LNDPOBU3ALLINM NPOLLECCOB OpraHM3auum n
HOPMMPOBaHMUA TPYLAa

PaspabaTbiBaTb 1 0OPMAATL AOKYMEHTHLI MO HOPMUPOBAHWIO 1 OMJ1aTe TPyAa NepcoHana

ObecnevuBaTth cobnofeHne TpeboBaHN 3aKoHOAATENbCTBA Poccuinckon defepauim n KOPNopaTUBHbLIX
noanTuK B 06nacty 06paboTKM NepcoHanbHbIX AaHHbIX U KOHGUAEHUMaNbHOW NHAOPMaLnn

BecTtn genosyto nepenucky

Cobntogatb HOPMbI 3TUKK A,e10BOr0 06LLeHNs

Heobxoamnmble 3HaHMAMeTOAbl YYeTa 1 aHa/IM3a NOKasaTesen No Tpyay v onsaTe Tpyaa

MeTonbl onpeaeneHns, OLLEHKN N CPaBHEHMSA NPOU3BOACTBEHHON MHTEHCMBHOCTY M HAaNPS)KEHHOCTKW Tpyada
MeToabl HOPMMpPOBaHNS TpyaAa

MeTonbl onpeaeneHns YACNEHHOCTU NepcoHana

Me)xoTpacneBble U OTpac/eBble HOPMaTKBbLI TPYAOBbLIX 3aTpaT

CoBpeMeHHble hopMbl, CUCTEMbI OMJIaThbl U y4eTa NPOM3BOAMTEbHOCTY TPyAa nepcoHana

CncteMbl, MeTOAbl 1 POPMbI MaTEPMASIbHOO U HEMATEPUaIbHOr0 CTUMYJIMPOBAHNS TPyAa NepcoHaa
TexHonornm n meToAbl POPMMUPOBAHNS N KOHTPOASA BI0OXKETOB

TexHonornu, MeToabl U METOAUKM MPOBEAEHUS aHaM3a U CUCTEMATN3aLMN LOKYMEHTOB U MHGOpMaLUK
OcHOBbI AOKYMeHTo0b60pOTa U 4OKYyMEHTaLNOHHOro obecnevyeHuns

Mopsifok Tapugmkaumm paboT n paboymx, yCTaHOBNAEHUS LO/MKHOCTHBIX OK1aAoB, fAoNaaT, HaabaBok u
K03(POUNLMEHTOB K 3apaboTHON NaaTe, pacyeTa CTUMYANPYIOWMX BbinnaT

TapuHo-KBanMMUKaLIMOHHbIE CMPABOYHNKK paboT 1 npodeccuin paboynx n KBanugrkaLunoHHbIe
XapaKTEPUCTUKIN OO/MKHOCTEN CyXaLLmX, NpodeccnoHanbHble CTaHAapPThbI

OCHOBbI TEXHOIOTUW NPOM3BOACTBA U AEATENLHOCTY OpraHm3auum

OpraHn3alLoHHas CTPYKTYpa OpraHM3aLumn 1 BakaHTHbIE AO/MKHOCTK (Mpodeccun, cneumanbHOCTK)
MonnMTrKa 1 cTpaTerns opraHM3auunmn no nepcoHany

JKOHOMUKaA Tpyda

OcHOBbI 06LLEN U COLNANTbHON NCMXOOM K, COLMOMOr N U NCUXOA0r K Tpyaa

HopMaTuBHbIE MPaBOBbIE aKThl, ONpeaenaoLe HoOpMbl TPYA0BOIO NpaBa

OCHOBbI @apXVMBHOI0 3aKOHOAATENLCTBA N HOPMATUBHbIE NMPaBOBbIE akTbl Poccuinckon ®enepauun B 0biacTtu
BEAEHUSA LOKYMEHTaLUn No nepcoHany

OcCHoOBbI HaJIOroBOro 3aKoHodaTenbCcTBa Poccminckon ®epepaumm

3aKoHoaaTenbCTBO Poccunckon depepaLiim 0 NepCoHasbHbIX AaHHbIX

JlokanbHble HOPMaTKBHbIE aKTbl OPraHM3aLUun, peryampytowmne nopsaoK opraHnsaumm n HOpMUPOBaAHUS
TpyAa nepcoHana

Crneumann3npoBaHHble MHOOPMALMOHHbIE CUCTEMBI, LIGPOBbIE YCAYTU 1 CEPBUCHI B 061aCTW OpraHu3aunm
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1 onnaTbl TPyAa NepcoHana, rpaHuubl UX NPUMEHeHNs

OCHOBHble METPUKIN 1 aHAIMTNYECKME Cpe3bl B 061aCTN NPOLLECCOB OPraHU3aLnn 1 HOPMUPOBaAHMA Tpyda
MpaBuna BeaeHNs OE0BOM NEPENNCKU

HopMbl 3TUKK aenoBoro obuieHns

Opyrue xapakTepucTukm-

3.5.2. TpynoBas (hyHKLNA

HanmeHoBaHMeOpraHusaumnsa onnaTel Tpyda nepcoHasna
Kon

E/02.6YpoBeHb (N0gypOBEHb) KBannduKaLmum

6

MpoucxoxaeHvie TpyaoBon GyHKLMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

Tpynosble aencteusPa3paboTka cMcTeMbl ONiaThl TPyAa nepcoHana

®opmMupoBaHue boaxxeTa hoHAa onaaThl TPYAA, CTUMYIMPYOWMX U KOMMEHCALUOHHBIX BbIMaaT
BHenpeHWe cucTeMbl onnaThl TpyLa NepcoHana

MoAroToBKa NpeasioXKeHnin no CoBEPLIEHCTBOBAHMIO CUCTEMbI OMaThl TPyAa NepcoHana

Heobxogumble yMeHUAMNPUMEHATb TEXHOIOT MW MaTeEPUaIbHON MOTUBALIUN B YNPaBAEHUN NePCOHAsIOM
AHaNM3MpoBaTb COBPEMEHHbIE CUCTEMbI OMNAAThI U MaTepnasbHON (MOHETApPHON) MOTMBaLMK TPyAa Ans
Lenen opraHm3aunm

AHanM3MpoBaTb YPOBEHb OMaThl TPYAa NepCoHasia No COOTBETCTBYOLWMUM NpodeccnoHanbHbIM
KBannpukaLumnsam

MpoBOANTE MOHUTOPWHI 3apaboTHONM NNaThl Ha PbIHKE Tpyada

CoCTaBNATb M KOHTPOJIMPOBaTb CTaTbW PACXOA0B Ha OnaaTy TPyAa NepcoHasa Ans nNJaHMpoBaHWA
bromxeTa

AHann3mpoBaTb POPMbl MaTEPUaSIbHOIO CTUMYIMPOBAHUSA, KOMMEHCALUA 1 NbroT B onJlaTe Tpyaa
nepcoHana

PaboTaTb C MHOPMALMOHHBIMI CUCTEMAaMK, LMMPOBLIMU YCIyraMmn U CEPBUCaMM MO onJiaTe Tpyaa
nepcoHana

dopMnpoBaTb NPeasIOXXEHNE N0 aBTOMaTM3aL MM 1 LM POBU3aLIMA MPOLECCOB OMJiaThl TPyAa
CoCTaBNATb MPOrHO3bl Pa3BMTMA ONaTbl TPyAa NepcoHana

ObecneynBaTb cobnoaeHne TpeboBaHUN 3aKOHOJaTeNLCTBA Poccuinickon ®epepanm n KopnopaTUBHbIX
noaMTHK B 061acTn 06paboTKM NepcoHanbHbIX AaHHbLIX U KOH(MUAEHUMANLHON NHGOPMaLUN

BecTun nenoByto nepenuncky

CobntonaTb HOPMbI 3TUKK [EN0BOr0 06LWEeHNS

Heobxoaunmble 3HaHUADOPMbI U CUCTEMBI 3apaboTHOW NnaThl, MOPSAAOK COCTaBneHns 610aKeToB
CucTeMbl, MeToabl U (hOPMbl MaTepuasibHOro U HeMaTeprasbHOr0 CTUMYJIMPOBaHUA Tpyda nepcoHana
TexHonornm n MeToabl HOPMUPOBAHNSA 1 KOHTPONS 6104XeTOoB 1 (POHLOB

Mopsifok Tapugukaumm paboT u paboymx, yCTaHOBAEHUS LO/MKHOCTHbIX OKa4oB, fLonaaT, HanabasBok u
KO3(h(PULMEHTOB K 3apaboTHOM NaaTe, pacyeTa CTUMYANPYIOLLNX BbINAaT

MeToAbl onpefeneHns YNCIeHHOCTU NepcoHana

TapuhHO-KBaNMMUKALIMOHHbIE CMPABOYHMNKMK paboT 1 npodeccuin paboynx n KBanugukaLumnoHHbIe
XapakTepuUCTUKN OO/MKHOCTEN ClyXXalLmX, NpodeccnoHanbHble CTaHLapThl

MeToAbl y4eTa 1 aHasM3a NokasaTenen no Tpyay v 3apaboTHoM nnaTe

TexHonoruy, MeTodbl U METOAVKN NPOBEAEHNA aHan3a U CUCTEMATU3aLUNN LOKYMEHTOB U UH(opMaLum
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MonnTrKa n cTpaTerns opraHvM3auumn no nepcoHany

OpraHusaLmoHHas CTPYKTYpa OpraHn3aumnm 1 BakaHTHbIE SOHKHOCTY (Npodeccum, cneumnanbHoOCTK)
HopMaTuBHbIE MPaBOBbIE aKThl, ONpeaenatoLe HoOpMbl TPYAOBOIrO NpaBa

OCHOBbI HaNOrOBOIr0 3aKOHOAATeNbCTBa Poccuinckon Genepauun

3akoHodaTenbLCcTBO Poccminckon depepauy 0 NePCOHaNbHbIX AaHHbIX

JlokanbHble HOPMaTVBHbIE aKTbl OPraHM3auuKn, peryapytowue onnaTy Tpyaa

OCHOBbI 9KOHOMUKM TpyAa

OCHOBbI TEXHOIOTUW NMPOM3BOACTBA N AEATENbHOCTY OpraHm3auum

OCHOBbI OKYMeHT0060pOTa U JOKYMEHTALNOHHOr0 obecnevyeHus

MopsLoK 3aKt04eHUs fOroBOPOB (KOHTPAKTOB)

OcHoBbI 06LLEe 1 COLMaNbHOM NCUXONOTNK, COLMONOTUN 1 MCUXONOTK TPy Aa

CneunanusnpoBaHHbIe MHPOPMALMOHHbIE CUCTEMBI, LG POBLIE YCAIYI U CepBMChl B 061aCTV OpraHn3auum
1 onnaTbl TPyAa NepcoHana, rpaHnubl UX NpUMeHeHUs

OCHOBHbIe METPUKM 1 aHaNUTUYeCKue cpesbl B 061acTu npoueccos obecneyveHns onnathl Tpyaa NepcoHana
HopMbl 3TUKK genoBoro obuieHns

[pyrvne xapakTepucTuku-

3.5.3. TpynoBas hyHKLMA

HanmeHoBaHWeAOMUHUCTPUPOBAHME MPOLLECCOB OpraHu3aLmm Tpyaa, onaaTthl NepcoHana u
COOTBETCTBYHOLEr0 AOKYMEHTO0OOPOTA

Kon

E/03.6YpoBeHb (N0AgypOBEHb) KBanndukaLmum

6

MpoucxoxaeHve TpyaoBon GyHKUMMOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHabHOro cCTaH4apTa

TpyLoBble AeACTBUAOKYMEHTALMOHHOE 1 OPraHn3aLMOHHOE COMPOBOXKAEHNE CUCTEMbI OpraHn3aLmum
TpyZa v onnaTthl TpyLa nepcoHana

MoAroToBKa NpeasoXeHnin N0 COBEPLLEHCTBOBAHMNIO CUCTEMbI OpraHM3aLuy 1 onaaTel TPYAa NepcoHana
MoarotoBka 1 06paboTka 3anpocoB 1 yBeLoOMAEHU 0 paboTHUKaX B rOCYAapCTBEHHbIE OpraHbl,
npencTtaBuTesibHblIE OpPraHbl paﬁoTHVIKOB no cncrtemam onaaTbl N OpraHn3alnn Tpyna nepcoHana
OpraHusaLmMoHHOE N OKYMEHTALWOHHOE CONPOBOXAEHNE [,OMOBOPOB Ha OKa3aHMe KOHCYbTaLMOHHbIX,
MHMOPMALMOHHBIX YCJTYT MO CUCTEMaM OMJiaThl M OpraHn3aunm Tpyaa NnepcoHana, BKIoYas
npeaBapuTenbHbIe NpoLeaypbl M0 UX 3aKIYEHNIO

Heobxonnmble yMeHsOhopMAATb LOKYMEHTbI MO BOMPOCaM OMiaThl U OpraHun3aLumn Tpyaa nepcoHana,
npeacTaBAseMble B FOCYJapCTBEHHbIE OpraHbl, NPeACTaBUTeNbHblE OpraHbl paboTHUKOB

AHanun3npoBaTb HOPMATUBHbIE N METOAMYECKIE LOKYMEHTbI MO BONPOCAaM ONaThl M OpraHu3aumm Tpyaa
nepcoHana

OpraHun30BbIBaTb XpaHEHUE LOKYMEHTOB B COOTBETCTBMM C TpeboBaHMSMU 3aKoHOAaTeNbCTBa Poccuiickon
depepaunmn 1 N0KaNbHbIMU aKTaMy OpraHM3auum

BecTu y4yeT v permcTpaumio 4OKYMEHTOB B MHPOPMALIMOHHBIX CUCTEMAX M Ha MaTepuasibHbIX HOCUTENsX
PaboTaTb C MH(OPMALMOHHBIMW CUCTEMaMU, LMMPOBLIMIA YCayraMu 1 CEPBUCaMK MO aAMUHUCTPUPOBAHMIO
LOKYyMeHT0060poTa B 06/1aCTW OpraHn3aummn n onnathl TPyAa nepcoHana

®opMMpoBaTb NPeAsIoXKeHNe No aBToMaTMU3aLUM 1 LG POBU3aLIMKN NpoLlecca aAMUHUCTPUPOBAHNA
LOKYMeHTo060poTa B 06/1aCTK onnaThbl U OpraHu3auum Tpyaa

Mpou3BoANTb NpeBapnTENbHbIE 3aKYMNOYHbIe MPOLEeaypPbl M 0OPMIIATL CONYTCTBYIOLLYIO AOKYMEHTALMIO
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no 3aKJIl04EHNIO OrOBOPOB

ObecnevunBaTth cobnofeHne TpeboBaHMN 3aKkoHoAaTeNbCTBA Poccuinckon ®efepanm u KOpnopaTUBHbLIX
noanMTrK B 061actn 06paboTKn NepcoHanbHbIX AaHHbBIX U KOHMMAEHUMANbHON NHDOpMaLUn

BecTtn penosyto nepenucky

Cobnogatbe HOPMbI 3TUKK Ae10BOM0 06LLEeHNS

Heobxogumbie 3HaHMAlMNOpAA0K 0hOpMAEHNS, BEAEHNSA N XPaHEHNS OKYMEHTaLUN N0 CcMCTeMaM onnaThbl 1
opraHusauuy Tpyna nepcoHana

HopmaTuKBHbIE NPaBOBbIE aKThl, peryanpytoLine npasa 1 0693aHHOCTY roCyAapCTBEHHbIX OPraHoB U
opraHu3auuny No NpPefoCTaBAeHUIO YY4eTHON AOKYMEeHTauum

TexHoNnornm, MeToabl U METOAMKM NPOBEAEHNS aHaM3a U CMCTeMaTM3aLUnn JOKYMEHTOB 1 MHopMaLLMm
TapuhHO-KBaNMMUKALIMOHHbIE CNPABOYHNKMN paboT 1 npodeccuin paboynx n KBanugrkaLunoHHbIe
XapaKTEePUCTMKN LOMKHOCTEN CAyXKaLlux, NpoheccuoHanbHble CTaHAapPThI

CrneumannsnpoBaHHbie MHHOOPMALMOHHbIE CUCTEMbI, LIMGPOBbIE YCAYTU 1 CEPBUCHI MO aAMUHUCTPUPOBAHNIO
NOKYyMeHT0060pOTa NPOLIECCOB OMIaThl U OpraHu3aummn Tpyaa NepcoHana, FpaHuLbl MX NMPUMEHeHNS
JlokanbHble HOpMaTKBHbIE aKTbl OpPraHu3aLny, peryampyroLme nopsagok onnathl, OpraHu3aLmm u
HOpPMMPOBaHWA Tpyaa

OcCHOBbI AOKYMeHT0060pOTa U AOKYMEHTALNOHHOro obecnevyeHus

Mopsifok hopMUpoBaHNS, BeaeHns 6a3bl AaHHbIX U NpeACcTaB/AeHNs 0TYETHOCTM MO CUCTEMAM oMJiaThbl U
opraHusauuy Tpyna nepcoHana

HopmaTuBHbIE NPaBOBbLIE aKThl, ONpeLensoLLme HOpMbl TPYL0BOro npasa

OCHOBbI apXMBHOI0O 3aKOHOA4ATENLCTBA U HOPMATMBHbIE MPaBOBbLIE aKThbl Poccminckon dPepepauun B 06nactu
BEe4EeHMS LOKYMEeHTauum no nepcoHany

OcCHOBbI HaJIOrOBOr0 3aKoHoA4aTeNbCTBa Poccuinckon ®egepaumm

3akoHoaTenbCcTBO Poccminckon ®epepaLui 0 NePCOHasbHbIX AaHHbIX

MopafoK 3aKN04eHUSA 4OroBOPOB (KOHTPaKTOB)

Mopagok npoBefeHns 3aKyNoYHbIX NpoLenyp u ohopMaeHnsa CONyTCTBYIOWEN LOKYMEHTauun

HopMbl 3TVKKN genosoro obLeHns

MpaBnna BeAEeHUS 0eI0BON Nepenmnuckin

[pyrve xapakTepucTuku-

3.6. 0606LLeHHas TpyaoBas hyHKLUS

HanmeHoBaHnelesTeNbHOCTL MO DOPMUPOBAHMNIO KOPMOPATMUBHOW COLIMANbHON MOANTUNKM
Koz

FYpoBeHb KBanngukaumm

6

MpoucxoxaeHve 0606LLeHHON TPYLOBON YHKUUNOPUTMHaNX3auMCTBOBaHO 13 OpUriiHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

B03MOXKHbIe HaUMeHOBaHUA OOJHKHOCTeN, npodeccmnCnenmanncT no counanbHbIM NporpaMmMmam
Cneumanuct no paboTe ¢ npeacTaBUTENbHBIMU OpraHaMmm paboTHMKOB

CneunanncT No KopnopaTUBHOW COLMabHON NOANTUKE

CrneumanucT no nepcoHasy

MeHepn)xep no nepcoHany

TpeboBaHma kK 0bpa3oBaHuMio U 06yyeHntoBbICLLIee obpa3oBaHue - bakanaBpuaT
nnn
Bbicluee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENBHOE NPOGECCUOHaIbHOE
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obpa3oBaHuWe - NporpaMMbl MPOgecCMoHalbHON NepenoaroToBky B 061acTu ynpaBieHnsa NepcoHaioM uim
B 061aCTV coLMansHOM NOIMTUKN

TpeboBaHMa K oMbITY NpakTU4eckom paboThbl-

Ocobble ycnosusi monycka K pabote-

Opyrue xapakTepucTuKnPeKoMeHayeTCs LONOAHUTENbHOE NpodeccroHanbHoe obpa3oBaHme - MporpamMmbl
MOBbILLUEHNS KBann(UKaLmm B 061acTy ynpaBaeHUs NepcoHanoM nimn coumnanbHON NOMTUKM

JonoNHNTENbHbIE XapaKTEPUCTUKM

HavmeHoBaHMe fOKYMeHTa

Kogn

HanmeHoBaHme 6a30BoM rpynnbl, 4O/HKHOCTU (Mpodeccnn) unm cneunanbHoOCTH
0OK32423Cneumnannctbl B 0bnactu nogbopa v Mcnosb3oBaHns nepcoHana
EKC-CneumanucT no Kagpam

-MeHef)xep no nepcoHany

OKMNATP26583Cneunannct no Kagpam

OKCO05.38.03.02MeHegXMeHT

5.38.03.03YnpasneHune nepcoHasom

3.6.1. Tpynosasa pyHKUMSA

HanmeHoBaHnePa3paboTka KOprnopaTUBHOWM COLMANbHON NOJIMTUKK
Kogn

F/01.6YpoBeHb (NofypoBeHb) KBanUpuUKauum

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

KoL opurvnHana
PernctpaunoHHbIn HoMep NpoecCcMoHaNbHOro CTaHaapTa

Tpynosble aencTensPa3paboTka KOPNopaTMBHbLIX COLMANbHbLIX MPOrpaMM

Pa3paboTka cucTeMbl BbiNAaT paboTHUKAM COLManbHbIX NbroT

OpraHusaums B3auMoOAeNnCcTBMSA C NPeACTaBUTENbHbIMU OpraHaMm paboTHMKOB, 06LLECTBEHHbLIMY
opraHu3sauunaMn, C rocyaapCTBeHHbIMU opraHamm

MoaroToBKa NpeasioxXeHnn no opMmnpoBaHuio brog)xeta B o61actn obecneyeHms KopnopaTUBHON
COUMabHOM NOANTUKN

Heobxoamnmble yMeHNsOnNpenensaTb LeneBble rpynnbl NepcoHana ans pas3paboTku cneumann3npoBaHHbIX
couManbHbIX Nporpamm

[oBOAUTbL MHOPMALIMIO O COLMANbHBIX MPOrpamMMax 40 LeSieBbiX rpynmn nepcoHana ¢ UCrnosib30BaHUEM
WNHCTPYMEHTOB BHYTPEHHUX KOMMYHMKaLWIA

BbibrpaTh KpuTEpUK 1 onpeaensTh YPOBHY YA0BIETBOPEHHOCTY NepCcoHana

Vicnonb3oBaTb MaTepualibHble U HEMATEPUabHbIE CUCTEMbI, METOAbI U (HOPMbI MOTUBALIUW B YNPABAEHNN
nepcoHasiom

OI'Ipe,D,e)'IFITb 06BbeMbl CpeacTB onga peaamsaunmn counaabHbIX rapaHTvn7|, KOPMOpPaTUBHbLIX TbIrOT N UHbIX
3/1eMEHTOB KOPMOPaTUBHbIX COLMANbHbIX MporpaMm anst HopMmnpoBaHus 61oaxeToB

CoCTaBAATb W KOHTPOJIMPOBATbL CTaTbM PACX00B Ha COLMAsbHbLIE MPOrPaMMbl AJ1S MJIAHUPOBAHMWS
6t00)XKeToB

Mpoun3BoauTb NpeABapUTEsbHbIE 3aKYMNOYHbIe NPoLeaypbl 1 0hopMSIeHNE CONYTCTBYIOLWEN JOKYMEHTAaLIUN
Mo 3aKJIl0YEHUIO [OrOBOPOB

PaboTaTb CO CneuUmnann3npoBaHHbIMU MHPOPMALIMOHHBIMI CUCTEMaMU, LNGPOBLIMK YCITyramMn U CepBUCAMU
Mo yrnpaBJiIEHUIO NePCOHaNoM B 06,1aCTV KOPNOPATUBHONM COLIMANbHOM NMOJIUTUKI
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®opMnpoBaThb NPELJIOKEHNS MO aBTOMATU3aLUN 1 LMDPOBM3aLIMM NpoLecca pa3paboTKn KOpnopaTUBHOW
coumanbHOM NOANTUKN

Ob6ecneynBaTb cobnogeHne TpeboBaHUN 3aKoHOfaTeNbCTBa Poccuinckon ®epepaum n KOpnopaTUBHLIX
nonuTuk pabotogaTtens B o6nactn 06paboTKM NepcoHanbHbIX AaHHbLIX Y KOHPUAEHLMANBHON UHOPMaLUn
BecTun nenoByto nepenuncky

CobntonaTbh HOPMbI 3TUKK [e0BOr0 06LeHNS

Heobxoamnmele 3HaHMAMOPAAOK U METOALI pa3paboTKM NAaHOB U NPOrpamMM COLMAbLHOMO Pa3BUTMUS
opraHusauum

MeToAbl aHanu3a BbINOJHEHMSA COLMANbHbIX NPOrpaMM 1 onNpefesieHns UX 3KOHOMUYECKON 3h(heKTUBHOCTM
CucTtemsbl, MeToAbl 1 (hOPMbI MAaTEPUANIBHOMO U HEMATEPUANbHOr0 CTUMYIMPOBAHWA TpyAa NepcoHana
TexHonornm n MeToabl HOPMNPOBAHNA U KOHTPOJA 6104KETOB

MeToAabl NPOBEAEHNSA COLMONOrNYECKNX NCCNIeA0BaHNN, N3yYeHuns 0bLeCTBEHHOR0O MHEHUS
TexHonornm, MeToabl U METOAUKM MPOBEAEHNS aHaM3a U CUCTEMaTU3aL MW LOKYMEHTOB U MHOpMaLUn
Mopagok npoBefeHns 3aKynoYHbIX NpoLenyp u ohopMaeHNsa CONyTCTBYIOWEN LOKYMEHTauun
OCHOBbI NMPON3BOLCTBEHHOWN AeATENIbHOCTU OpraHu3aLmm

OcHoBbI 06LLEN 1 COLMANBHOM NCUXONOTNK, COLMOMOTUN 1 MCUXONOTrK TPy Aa

CTpyKTypa, Lenu, cTpaTernsa 1 NoMTUKa opraHv3aunm no nepcoHany

TapuhHO-KBaNMMUKALIMOHHbBIE CMIPABOYHNKK paboT 1 npodeccuin paboynx n KBanugukaLunoHHbIe
XapakTepuUCTUKKN OO/MKHOCTEN ClyXXalLmX, NnpodeccnoHanbHble CTaH4apThl

CneumannsnpoBaHHbie MHHOOPMALNOHHbIE CUCTEMbI, LINGPOBbLIE YCAYTU 1 CEPBUCHI MO YNPaBJIEHNIO
nepcoHasoM B 061aCTV KOPNOPaTMBHOM COLMANbHON NOAUTUKM, FPAHNLLBI X MPUMEHEHNSA

OCHOBHbIe METPUKN 1 aHANUTUYeCKUe cpesbl B 061aCT KOPNopaTUBHOM COLMANbHOM NONTUKN
HopMaTuBHbIE NMPaBoOBbIE aKThl, ONpeaenaoL e HopMbl TPYA0BOI0O NpaBga

OCHOBbI HaNIOrOBOIr0 3aKoHOAATebCTBa Poccunckon denepauun

HopMaTuBHbIE MPaBOBbIE aKThl, PETrYMpPYIOLLME NpaBa 1 06893aHHOCTUN rOCYAapPCTBEHHbIX OPraHoB,
NpeacTaBMTENbHbLIX OpraHoB paboTHMKOB

3akoHodaTenbLCcTBO Poccminckon depepauy 0 NePCOHaNbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpPraHM3aLun, peryampyroLmne nopsaaok GopMmpoBaHna coLmnaibHON
NOJINTUKM

MopsioK 3aK0YEHUS OOrOBOPOB (KOHTPAKTOB)

MpaBunia BeLeHUS 0esI0BON Nepenunuckin

HopMbl 3TVKKN genosoro obLeHns

[pyrve xapakTepucTuku-

3.6.2. TpynoBas hyHKLNA

HanmeHoBaHnePeanusaLmsa KopnopaTUBHON COLMANBHON NOINTUKN
Kon

F/02.6YpoBeHb (MofypoBeHb) KBannUpuKauum

6

MponcxoxxaeHue Tpyaoson PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpuUrMHana
Kopn opurvHana
PerncTtpauunoHHbI HoMep NpodecCcMoHasbHOro CTaHaapTa

Tpynosble fencTeusaBHeapeHne KOpnopaTuBHbLIX COLMANbHbIX NPOrpaMM

Peannsaumsa cuctembl CoUMabHbIX NbroT, BbiMaaT paboTHMKaM C y4eTom TpeboBaHUI 3aKOHO4ATENbCTBA
Poccninckon ®degepaunmn

OueHKa yaoBNeTBOPEHHOCTW NepPCcoHana KopnopaTUBHOWM COLMANbHON NOANTUKON

OueHka 3pPeKTMBHOCTM MEPONPUATIIA KOPNOPATUBHON COLIMAJIbHOWN NOANTUKN
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MoaroToBKa NPeaJsioXXeHnin No COBEPLUEHCTBOBAHMNIO MEPOMNPUSATUN KOPNOPaTUBHOW COLMANbHON MONTUKN
MoAroToBKa NPeasioXeHnn No popMmnpoBaHuMio 6104)KEeTa Ha peann3aLmio KOprnopaTMBHON CoLManbHON
NOJMTUKMN U COLMANbHBIX MPOrpamMmm

Heobxoanmble yMeHUsPaccymTbiBaTb 3aTpPaThl Ha MPOBEAEHNE CNELMaNM3nUPOBaHHbIX COLMabHbIX
nporpamMm

MpoBOANTE MOHUTOPWHI YCMELHbLIX KOPMOPATMBHbIX COLMANbHbLIX MPOrpamMm

MpoBOANTL MEPONPUATMA B COOTBETCTBUM C KOPNOPATUBHOW COLIMANLHON NOJNTUKON

OnpefensTb LieneBble rpynnbl NepcoHana Ans co3faHus cneunann3mpoBaHHbIX COLManbHbIX NporpaMm
OnpenensiTb KPUTEPUN 1 YPOBHU YA0BAETBOPEHHOCTU NEPCOHaNa

OnpefensiTb 3PEKTUBHOCTE MEPOMPUATUI Peasn3yemMon KOPnopaTUBHON COLMANbHON NOAUTUKM
OpraHu30BbIBaTb B3aMMOOENCTBIE C FOCYAapPCTBEHHLIMW OpraHaMu, NPeACTaBUTENbHLIMU OpraHaMm
pPaboTHMKOB, O6LLECTBEHHBIMU 1 UHBIMW OPraHn3aLnsaMmn No BOMNPOCaM peann3auny KOprnopaTnBHON
couMasibHOM NOANTUKN

AHann3npoBaTb PbIHOK YCJIYT MO OCYLLECTBAEHUNIO COLMANbHbLIX U CNELMaNN3MPOBaHHbIX MPOrpamMm
couuanbHON NOAAEPXKKM YIEHOB LieneBbIX Fpynn U FOTOBUTb NPeAsoKeHNs No UX NocTaBLuKam
Mpon3BoanTb NpeaBapUTesbHbIE 3aKYMOYHbIE MPOLEAYpPbl 1 0HOPMAATL COMYTCTBYIOLLYI0 AOKYMEHTALMIO
Mo 3aKJI04YEHUIO LOrOBOPOB

PaboTaTk CO Cneunann3npoBaHHbIMU NHPOPMALIMOHHBIMI CUCTEMaMU, LNGPOBLIMK YCITyraMn U CEPBUCAMU
Mo yrnpaB/ieHUo NepcoHanomM B 061aCT KOPNOpaTUBHOM COLMANBHON NOSINTUKN

ObecnevuBaTh cobnoeHne TpeboBaHW 3aKoHoAATEeNbCTBa Poccuinckon ®efepaLiim u KOpnopaTUBHbLIX
noAnTUK B 061acT 06paboTKM NEPCOHaNbHbLIX AaHHbIX U KOH(MMAEHUMANLHOW MHOPMaLMM

BecTu nenoByto nepenuncky

CobntoaaTbh HOPMbI 3TUKK AEN0BOM0 06LLEHNS

HGOGXOJJ,VIMbIe 3HaHI/I$IMeTO,£I,bI aHaJin3a BbINOJIHEHNA KOPMOPAaTUBHbLIX COLMaJIbHbIX MPOrpaMm n
onpeneneHna nx 3KOHOMU4eCKon 3DHEeKTUBHOCTK

CucTembl, MeTOAbl, (POPMbI MaTEPUAJILHOIO U HEMATEPUANbHOr0 CTUMYIMPOBaHWA Tpyda NepcoHana
MeToAabl NPOBEAEHNS COLMONOMMYECKUX NCCIeA0BaHNN, N3yYeHuns 0bLeCTBEHHOMO MHEHUS
TexHoNornm, MeToabl U METOAMKM NPOBEAEHNS aHan3a 1 cucTemMaTu3aunm JOKYMEHTOB Y MHopMaLmMm
HopmaTurBHbIE NPaBOBbLIE aKThl, PEryanpytoLine npasa 1 0693aHHOCTY roCyAapCTBEHHbIX OPraHoB,
npeacTaBMTe/IbHbIX OpraHoB PaboTHMKOB MO NPefoCTaBAEHNIO YYETHON LOKYMEeHTauun

MopsfoK NPOBeeHNS 3aKyMNoYHbIX Npouenyp 1 0hopMIIEHNS CONYTCTBYIOLEN JOKYMEHTaLMUm
CTpyKTypa, uenu, cTtpaTerus u noanTuKa opraHu3aLum no nepcoHany
TapuHo-KBanMMUKaLIMOHHbIE CMPABOYHNKK paboT 1 npodeccuin paboynx n KBanugrkaLunoHHbIe
XapakKTepUCTUKN OOMKHOCTEN ClyXaLlLmX, NpodeccnoHanbHble CTaHaapThl

OCHOBbI NPON3BOLACTBEHHOWN AeATeNIbHOCTU OpraHu3aumm

OcCHOBbI 06LLIEN U COLNANTbHON NCMXOOM K, COLMONOr N U NCUXONOr K Tpyaa
CrneumannsnpoBaHHble MHHMOPMALNOHHbIE CUCTEMbI, LUGPOBLIE YCJIYT 1 CEPBUCHI MO YMPaBJIEHUNIO
nepcoHanom B 061aCTV KOPNOPaTUBHOW COLMANIbHON NOANTUKN, TPaHWLbl UX MPUMEHEHNS
OCHOBHbIe METPUKN 1 aHaNUTUYeCKue cpesbl B 061aCT KOPNopaTUBHOM COLMANbHOM NONTUKN
HopmaTuKBHbIE NPaBOBbIE aKThbl, ONpefenstoLme HopMbl TPYL0BOro npasa

OCHOBbI Ha/IOrOBOIr0 3aKOHOAATeNbCTBa Poccuinckon denepauun

3aKoHo4aTenbCTBO Poccuinckon ®efepaLim 0 NepCcoHasbHbIX AaHHbIX

JloKasibHble aKTbl OpraHu3aunm, peryampyowmne nopsaaok BHeAPEHNS CoLMaibHON NOANTUKI
MopsLAOK 3aKI04YeHUs fOrOBOPOB (KOHTPAKTOB)

Hopmbl 3Tukn fenosoro obuieHns

[pyrue xapakTepucTuku-
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3.6.3. TpynoBasa pyHKUUSA

HanmeHoBaHNeAOMUHNCTPUPOBAHME NPOLIECCOB KOPMOPATUBHOW COLMANbHON NOJIMTUKMN U
COOTBETCTBYOLLLEro 4oKkymMmeHToobopoTa

Kopn

F/03.6YpoBeHb (MoaypoBeHb) KBannpuKauum

6

MpouncxoxxaeHne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBaAHO U3 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeccMoHasbHOro CTaHaapTa

Tpynosble gencTenalloaroToBKa NpensioXXeHnn no passMTo KOPNopaTUBHOM COLMANbHON NOANTUKN
MoaroToBka npefnoxeHuin no obecneyeHMo COOTBETCTBUSA KOPMOPATUBHON COLMANBLHON NOAUTUKM
TpeboBaHNAM 3aKoHO4aTenbCTBa Poccuiickon ®enepauun n ycioBusaM pbiHka Tpyaa
[loKyMeHTaLOHHOEe ohopMIeHNe pe3yibTaToB KOPNOPaTUBHON COLIMAbHON NOANTUKN
[lOKyMeHTaLNOHHOe 1 OpraHn3aLuoHHOE COMPOBOXKAEHNE MePONPUATUA KOPNOPaTUBHON COLMAIbHON
NOJINTUKM

MoaroTtoBka n o6paboTKa 3anpocoB 1 yBeLoMIeHU 0 paboTHMKaX B roCyAapCTBEHHbIE OPraHbl,
npeacTaBuTeNbHble OpraHbl PaboTHNKOB NO BOMPOCaM COLMaIbHOW NOANTUKM B OTHOLLEHWU MepcoHana
ConpoBoXaeHne L0roBOPOB MO OKa3aHWIO KOHCYJIbTaLUNOHHBLIX U MHOPMaLMOHHbIX YCIyr Mo peasiv3auuu
MeponpuaTUIA KOPNOPaTUBHON COLMANbHON NOANTUKK, BKJIOYas NpeaBapuTebHbIe Npouenypbl No nx
3aKJII0YEHNI0

Heobxonnmele yMeHUSOhOPMAATL LOKYMEHTbI MO BOMPOCAM KOPMOPaTUBHOWM COLMANbHOM NOUTUKMA,
npefocTaBfiseMble B FOCYAapCTBEHHbIE OpraHbl, MpeAcTaBUTENbHbIE OpraHbl paboTHNKOB
AHann3npoBaTb NpaBua, MOPALKM, NPoLEenypbl KOPMOPaTUBHON COLMANIbHOM MNOJIMTUKM

ObecneymBaTh LOKYMEHTALMOHHOE COMPOBOXAEHME COLMAJIbHOM NMOANTUKN B OTHOLLEHMU MepcoHana
OpFaHVI3OBbIBaTb XpaHeHne JOKYMEHTOB B COOTBETCTBUN C TpGGOBaHI/IﬂMI/I AdPXMBHOI0 3aKOHOOATENIbCTBaA
Poccuiickon ®epepaumu 1 N0KabHbIMU akTaMy OpraHn3aLnm

Mpon3BoanTb NpefBapuTeNbHbIE 3aKyNOYHbIE MpoLeaypbl U 0POPMATb COMYTCTBYIOLWYIO LOKYMEHTaLNIo
Mo 3aKJ/0YEHNIO LOrOBOPOB

PaboTaTb C MHHOPMALMOHHBIMU CUCTEMAMM, LPPOBLIMK YCAYraMmn 1 cepBucamu no BONpocam
KOPMOPaTMBHOW COLMAIbHON NOANTUKM B OTHOLLEHUW NepcoHana

®opmMmpoBaTh NPeRioXKeHNe No aBToOMaTU3auuy n LndpoBm3auum npouecca LOKyMmeHToobopoTa,
CBSI3@aHHOrO C peasin3aunen KopnopaTUBHOM COLMANbHON NOANTUKK

ObecnevuBaTth cobnofeHne TpeboBaHW 3aKoHoAATeNbCTBa Poccuinckon ®efepaLim n KOpnopaTUBHbLIX
noAnTrK B 061acTn 06paboTKM NepcoHasibHbIX AaHHbIX U KOHDUAEHUUANbHOW MHMOPMaLMK

BecTun penoByto nepenucky

CobntogaTb HOPMbI 3TUKU Ae0BOro obueHuns

Heobxoamnmble 3HaHMAMOPSA0K OOPMAEHNS, BEAEHUS U XPaHEHNS OOKYMEHTALMMN N0 COLMANbHON
NOJINTUKE B OTHOLLEHWW NepcoHana

Mopsifok hopMUpPOBaHNS, BeaeHns 6a3bl AaHHbIX U NPeACcTaB/AeHNs 0TYETHOCTM MO BOMPOCaM COLMabHOM
NOJINTUKMN B OTHOLLIEHUWN NepPCoHana

TexHoNornm, MeToabl 1 METOAMKM NPOBEAEHNS aHaIM3a U CMCTEMaTM3aUNM JOKYMEHTOB 1 MHOpMaLMm
OCHOBbI OKYMeHT0060pOTa 1 AOKYMEHTALNOHHOr0 obecnevyeHus

TapugHo-KBanMMPUKaLMOHHbIE CNPaBOYHNKIN paboT u npodeccuin paboynx n KBanngrKaumnoHHbIe
XapaKTEPUCTMKN LO/MKHOCTEN Cy>XaLnX, NpoecCcuoHanbHble CTaHAAPThI

Mopsagok NpoBeAeHNs 3aKyMOYHbIX NpoLenyp U 0hoOpMIEHNS COMYTCTBYIOLWEN LOKYMEHTALUN
CrneunanusnpoBaHHbIe NMHPOPMALIMOHHbBIE CUCTEMBI, LIMGPOBLIE YCNTYTW U CEPBUCHI B 061aCTV COLMabHOW
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NOJINTUKMN B OTHOLLUEHUWN NepCoHana, rpaHunLbl NX NpUMeHeHns
HopMaTuBHbIe NpaBOBbIE aKThl, ONpeaenatoLe HOpMbl TPYAOBOr0 NpaBa

OCHOBbI @apXVMBHOI0 3aKOHO4ATENLCTBA M HOPMATUBHbIE NMPaBOBbIE akTbl Poccuinckon ®enepauum B 0bnactm
BeOeHNA JOKYMeHTaLlnk no nepCoHany

OCHOBbI HaNOroBOro 3aKoHoAaTeNbLCTBa Poccuinckon depepauun

HopmaTrBHbIE NPaBOBbLIE aKThl, PEryANPYIOLLME NpaBa 1 06593aHHOCTY roCyAapCTBEHHbIX OPraHoB,
npeacTaBUTENbHbIX OPraHoB PaboTHUKOB MO NPeAOCTaBAEHNIO YHETHON LOKYMEHTaLUN
3aKoHo4aTeNbCTBO Poccminckon degepauy 0 NeEPCOHaNbHbIX OaHHbIX

JlokanbHble HOPMaTVBHbIE aKTbl OpPraHM3auun, peryampyroLne nopsaLok BHeapeHns KoprnopaTUBHON
CouManbHOM MONTUKN 1 COLMANbHbIX MPOrpaMm

MopsifoK 3aK0YeHNS OOrOBOPOB (KOHTPaKTOB)

HopMbl 3TuKK genosoro obuieHuns

MpaBnna BeAEeHUS 0eI0BON Nepenmnuckin

[pyrue xapakTepucTuku-

3.7. 0606LeHHas TpyaoBas hyHKUUS

HavmeHoBaHneOnepaunoHHOe ynpaBieHne NepCoHasoM U CTPYKTYPHbIM NoApa3aeneHnem
opraHusauunmnkon

GYpoBeHb KBanngukaLmnm

7

MpoucxoxxaeHme 0606LweHHON TPyA0BON DYHKLUMOPUrMHanX3aumMcTBOBaHO N3 OpUruHana

Kopn opuruHana
PerncTpauunoHHbI HoMep NpodecCMoHaibHOro CTaHaapTa

B0O3MOXXHble HAMMEHOBAHWS LOJKHOCTEN, NpotheccninPykoBoaUTENb CTPYKTYPHOrO Noapa3aenieHmns
HavanbHUK CTPYKTYPHOro noapa3aeneHuns

TpeboBaHuMsa kK 0bpa3zoBaHuMIo U 0byyYeHUOBLICLLIEe 0bpa3oBaHMe - MarucTpaTypa

nnm

Bbiclwee obpasoBaHme (HenpoguabHOE) - MarucTpaTypa 1 ONOJHMTENbHOE NpodecCnoHalbHoe
obpazoBaHmWe - NPOrpaMMbl NPOGECCMOHaIbHOM NEPenoaroToBKY B 061aCTU yNpaBieHns NePCoHaNoM uin
9KOHOMWKIN TPYAA UM MEHELKMEHTa

TpeboBaHMA K ONbITY NpakTM4yeckon paboTbiHe MeHee NATU NeT B 061aCTK yNpaBaeHNs NepCcoHaioM
Ocobble ycnosusi gonycka kK pabote-

[pyrune xapakTepucTukun-

[ononHNTENbHbIE XapaKTEPUCTUKM

HavMeHoBaHVe fOKyMeHTa

Kon

HanmeHoBaHme 6a30B0 rpynnbl, 4OHKHOCTU (NPodeccnmn) nam cneumanbHOCTM
OK31212YnpasnstoLme TpyLOBbIMU pecypcamm

EKC-Ha4anbHVK oThena Kaapos

-HavyanbHVK oTAena opraHm3auum v onnaTel Tpyaa

-HavyanbHWK oTAena NoaroToBKM Kagpos

OKNAOTP24696HavancHmK oTaena (ynpasaeHns Kagpamu n Tpy40BbIMM OTHOLIEHUAMN)
24705Ha4vanbHuK otaena (PyHKUMOHANLHOrO B MPoYmMx 061acTax AeaTenbHOCTH)
OKCO05.38.04.013koHoMuKa

5.38.04.02MeHeaXMeHT

Cka4aHo Ha canTe «3aKoHbl PO» — https://actrf.ru CTp. 331348



5.38.04.03YnpasnieHne nepcoHasom

3.7.1. TpynoBas hyHKLMA

HanmeHoBaHMePa3paboTka cuCTeMbl ONepaLMoOHHOr0 yNpaBieHUs NnepcoHanoM 1 paboTon CTPYKTYpPHOro
nofpasfeneHns opraHnsaumm

Kon

G/01.7YpoBeHb (MoaypoOBeHb) KBaINKaLUn

7

MpoucxoxaeHvie TpyAoBon yHKUMNOPUrmHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro cTaHdapTa

TpynoBble aeicTBUsiPa3paboTka NnaHOB, MPOrpamMm 1 npoueayp ynpasieHns nepcoHasom

MocTaHOBKA OMepaTMBHbIX Liesieil Mo BONpocaM yrnpaBfieHUs NepcoHanom

Pa3paboTka NpeanoXXeHun no CTPYKType noapasaesieHns n noTpedbHoCTK B NepcoHane

Pa3spaboTka npennoxxeHmin no obecneyeHnto kagposon besonacHocTn, obecnevyeHno NepcoHanoMm,
(hOPMMPOBAHNIO CUCTEM OLLEHKW, Pa3BUTUSA, OPraHM3aLnmn 1 onfaTbl TPyAa, KOPNOPaTMBHbLIM COLIMAbHbIM
nporpamMmam 1 CoumnaabHOM NOANTUKe

Pa3paboTka npenno)xeHuin o 3aTpaTax u popMmnpoBaHun Broa)keTa Ha NepcoHan

KOHTpOob UCNONHEHUs Blo)keTa hoHAa OnaaThl TPYAa, CTUMYIUPYIOLUX U KOMMEHCALMOHHbLIX BbINIaT
Pa3paboTka npenso)eHnin no 3akyYeHno 4OroBopoB B 061aCTy ynpaBaeHns NepcoHaniom C
nocTaBLUMKaMK yCayr 1 NnpoBefeHne npefsapuTesibHbIX npoLenyp no ux 3ako4eHuto

Heobxogumble ymeHNsOpraHn3oBbiBaTb paboTy nepcoHana CTPYKTYPHOro noapa3aeneHns

OnpenensiTb 3afa4un NepcoHana CTPYKTYPHOro NoapasaefieHns NCxons us Lenen u cTpaTernm
opraHusauun

Co3paBaTb 1 ONMCbIBaTb OPraHN3aLUMOHHYI0 CTPYKTYPY, Lenn, 3a4a4n, QyHKLUN CTPYKTYPHOIo
nogpasfeneHuns

MpuUMeHATb METOAbl YNPABAEHNSA MEXANYHOCTHLIMW OTHOLLEHUAMK, (POPMUPOBAHNS KOMAHA, Pa3BUTUS
NINAEPCTBA U UCMONHUTENIbHOCTHW, BLISIBNIEHNS TaNlaHTOB, ONpefe/ieHNs YA0BIeTBOPEHHOCTH paboTon
OnpepensTb, aHaAN3NPOBaTb, MOAEIMPOBATL M BbICTPanBaTh BHYTPEHHNE KOMMYHUKaLMK NepCoHana
PaspabaTbiBaTb MPOEKTHbIE MPEAJSIOXKEHNS N MEPOMPUATIA MO NMOBLILLEHNIO 3(PEKTUBHOCTU PaboThl
nepcoHana

BHeapsATb CTpaTerunto ynpassieHnsa nepcoHasiom

CocTaBNATb, PaCcCYNTLIBATb, KOPPEKTMPOBATL N KOHTPOJMPOBATL CTaTbW PAacXo40B Ha NepcoHar,
pa3pabaTbiBaTb NpeaNoXKeHns No 3aTpaTaM Ha NepcoHan ons popMmupoBaHus bogxeTa

MpencTaBnsATb MHTEPECHI OPraHn3aLnn 1 BECTU NEPEroBopbl C NPeACTaBUTENbHBIMI OpraHaMu
paboTHMKOB, B3aMOAENCTBOBATb C rOCYAAaPCTBEHHBLIMU OpraHu3aLmaMm

AHanM3MpoBaTb MH(OPMaLMIO O MOCTaBLYMKax ycnyr B 061acTy ynpaBaeHns NepcoHasiom 1 06 ycnoBmax
3aKJIl04aeMbIX LOrOBOPOB

Mpon3BoanTbL NpeaBapuTENbHbIE 3aKyMOYHbIe NpoLenypbl U 0QOPMAATL CONYTCTBYIOLWYO LOKYMEHTALMIO
Mo 3aKJIDYEHUIO [OrOBOPOB

OpraHn3oBbIBaTb 1 MPOBOAUTL KOPrOpaTMBHbIE MEPOMPUATUS C MEPCOHANOM

PaboTaTb C MHPOPMALMOHHBIMI CUCTEMAMU, LNGPOBLIMK YCITyraMi U CEPBUCAMIK MO BOMPOCaM yrpaBJieHns
NnepcoHasioM B YaCTW ONepaLoHHOro yNpaBJ/ieHUs NepcoHanoM 1 paboTbl CTPYKTYPHOrO NoapasaeneHuns
®opMMpoBaTb NPEAJIOXKEHNS O peannsaumm meponpuaTnin no obecnevyeHnto HeobxoaANMOro ypoBHs
KaapoBoi 6e3onacHOCTM

dopMrpoBaTb NPEAJIOXKEHNS NO aBTOMaTMU3aUMM 1N LMdPOBU3aLIM NpoLEecca onepaLMioHHOro yrpaBaeHns
nepcoHasioM 1 paboTon CTPYKTYPHOro noapasaesieHms
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ObecnevnBaTth cobnoneHne TpeboBaHMIN 3aKoHoAATEeNbCTBA Poccuinckon ®enepaum u KOPNopaTUBHbLIX
noAuTuK B 06nacTu 06paboTky NepCcoHanbHbIX AaHHBIX U KOH(MMAEHUMANLHOW MHOpMaLLMK

BecTn genosyto nepenucky

CobntoaTb HOPMbI 3TUKW [EeN0BOro 0bLeHNs

Heobxogumble 3HaHMAMeToabl, CNOCOOLI U MHCTPYMEHTLI YyNpaB/eHns NepcoHasioM, obecneyeHns KaapoBoi
6e3onacHoCcTyn

Llenn, cTpaTernsa pa3sutus n busHec-nnaH opraHnsauum

CoumanbHas NOANTUKA, KOPNOpaTMBHAA KyabTypa, NOANTUKA YNpaBAeHNS NepCcoHa oM opraHu3aunm
MeToAbl aHann3a KoJIM4eCTBEHHOr0 1 Ka4eCTBEHHOr0 CoCTaBa nepcoHana

CncteMbl CTaHAapTOB Mo BUsHec-Npoueccam, npodeccnsam, HopMam Tpyaa

CncteMbl, MeTOAbl 1 hOPMbI MaTEPMASIbHONO U HEMAaTEPUaIbHOr0 CTUMYIMPOBAHNS TPyAa NepcoHana
TexHonornm n metToAbl GOPMUPOBAHNS N KOHTPONS BI0OXETOB

Mopsagok NpoBeAeHns 3aKyMoYHbIX NpoLenyp U ohopMaeHNa CONYTCTBYIOWEN LOKYMEHTaLUN
OcCHoOBHI I'IpOVI3BO,£I,CTBeHHOI7I 0eAaTeNlbHOCTU opraHn3auunmn

OcHoBbI 06LLEN U COLMNANTbHON NCMXOOM K, COLMOAOrNN N NCUXOAOr N TPyAa, SKOHOMUKN TPy Aa,
6e30nacHbIX YCI0BUIA Tpyda

OpraHusaunoHHasa CTPyKTypa opraHusaymnm

TapuhHO-KBaNMMUKALIMOHHbBIE CMIPABOYHNKK paboT 1 npodeccuin paboynx n KBanugukaLunoHHbIe
XapakTepuUCTUKKN OO/MKHOCTEN ClyXXalLmX, NnpodeccnoHanbHble CTaH4apThl

CneumnannsnpoBaHHbie MHGOOPMALMOHHbIE CUCTEMbI, LMGPOBLIE YCYTY 1 CEPBUCHI B 061acTu
OMepaLMoHHOro yrnpaBaeHUs NepcoHanomM n paboTon CTPYKTYPHOrO NoApa3feneHmns, rpaHuLbl nx
NpPYMeHEeHNS

OCHOBHbIe METPUKN 1 aHANNTUYECKUE CPe3bl CUCTEMbI OMEPALIMOHHOI0 YNPaBaeHNs NepCcoHanoM 1 paboThbl
CTPYKTYPHOro nogpasfaeneHms

HopMaTuBHbIE MPaBOBbIE aKThl, ONpeaenatoLe HoOpMbl TPYA0BOIO NpaBa

OCHOBbI apXMBHOMO 3aKOHOAATENLCTBA U HOPMATMBHbIE MPaBOBble aKThbl Poccminckon depepauun B 06nactu
BEAEHUS LOKYMEHTaLUN No nepcoHany

OcCHOBbI HaJIOroBOro 3aKoHoAaTenbCTBa Poccminckon ®egepaumnm

OCHOBbI MUIpPaLMOHHOI0 3aKoHOAaTeNbCTBa Poccninckon Gegepauun B 061aCT NPUBIEYEHUS 1
TPYOOYCTPOMCTBA MHOCTPAHHbLIX FpakaaH 1 nny 6e3 rpaxxaaHCcTBa

OCHOBbI a/MMHUCTPATMBHOIO 3aKOHOAATEeNbCTBa Poccuinckon ®epepaumm B 06nacTu ynpaBneHms
NepcoHasoM U OTBETCTBEHHOCTW AOJHKHOCTHbIX UL,

3akoHo4aTeNnbCTBO Poccminckon degepaumm No 3anTe NepcoHaabHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpPraHM3auumn B 061acTn yNpaB/ieHUs NepcoHanom

MopsiaoK 3aK0YEHUS OOrOBOPOB (KOHTPAKTOB)

HopMbl 3TnKK aenoBoro obuieHns

Opyrue xapakTepucTrkm-

3.7.2. TpynoBasa pyHKUUSA

HanmeHoBaHnePeanusaumsa onepaLoHHOro ynpasaeHns nepCcoHanoM n paboTbl CTPYKTYPHOMO
nofpasfeneHns opraHnusauunu

Kon

G/02.7YpoBeHb (NoAypoBeHb) KBanngmkalmum

7

MpouncxoxxaeHne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBAHO U3 OpUrnHana

Kopn opurvHana
PerncTtpauunoHHbI HoMep NpodeccMoHasibHOro CTaHdapTa
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TpyZnoBble aeicTBUsANNaHMPOBaHNE AEATENLHOCTY CTPYKTYPHOMO NoApa3aeneHmns n nepcoHana
OnepaTunBHOEe yNpaB/ieHNe NepCOHaIOM CTPYKTYPHOIro NoApa3aesieHns opraHusanmm

PacyeT 3aTpaT No noapasaeneHunto 1 NOAroTOBKa NPeAsIoXKeHN ans hopMnpoBaHms boaxeTa
Pa3paboTka CTaHAapTOB AEATENBHOCTU NOAPa3AENEHNS U YHUDUKALMA NPOLIECCOB
MpoBefeHne NHCTPYKTaxa no oxpaHe Tpyaa

MocTaHoBKa 3a4ay paboTHUKAM CTPYKTYPHOrO NoApa3feneHuns, onpeaeneHne pecypcoB ans mx
BbIMOJIHEHNS, KOHTPOJIb MCMOJIHEHNSA

Pa3paboTka npeanoXXeHnin No yay4yleHUo NokasaTenen geaTenbHOCTU Nogpa3aeneHmns
dopMurpoBaHMe 0THYETOB 0 paboTe CTPYKTYPHOro Noapa3aeseHuns

Heobxogumble ymeHnsOnpenensite 30Hbl OTBETCTBEHHOCTY U 3PPeKTUBHOCTL paboTbl MepcoHana
CTPYKTYPHOro noapa3saeneHus, pacnpefensitb 3agayn n obecneynBaTb MaTePMabHO-TEXHNYECKNE
pecypchl AN UX UCNOSTHEHUS

MpyMeHATb METOAbI ONEPATMBHOIO yrpaBaeHNs NepCcoHa oM opraHusaunm, obecnevyeHmnsa KagpoBom
6e3onacHoCcTuK

KOHTpoAnpoBaTb UCMOJIHEHNE MOPYYEHMIA U 3a4a4, CBOEBPEMEHHO KOPPEKTUPOBATL MAaHbl 1 3a4a4u
OnpepensTb NokasaTenn aHeKTMBHOCTY pPaboTkl NepcoHaNa noapasneneHns

YnpaBnsATb MOTUBALMEN NepCOHaNa, ero BOBJIEYEHHOCTbIO U ANCLMMIMHON Tpyda

CocCTaBnATb NAaHbl 4eATEeNbHOCTU CTPYKTYPHOro noapasfaeneHns opraHnsaumnm

CocTaBnATb, paccynUTbIBaTb, KOPPEKTUPOBATL N KOHTPOJIMPOBATL CTaTbl PAaCX0A0B CTPYKTYPHOI 0
nogpasgeneHns ona gopmmposaHma 6oaxeTos

Mpon3BOANTL aHaN3 TEeKYLLEN AeATEeNbHOCTU CTPYKTYPHOrO NoApasaeseHnsa 1 BHeAPSATb NpoLeaypsl no
ee onTMMM3aLun

MpeLcTaBNATb MHTEPECH! OpraHn3aL M 1 BECTW NeperoBopbl C roCyAapCTBEHHbLIMY OpraHamu,
npeacTaBUTENbHbIMK OpraHammn paboTHMKOB NO BONPOCaM NepcoHasa

BecTn neperoBopbl C NOCTaBLMKaMK YCAYr MO YCJ0BUSM 3aK/04aeMbIX 4OrOBOPOB

MNpon3soauTh NpefBapuUTesibHbIE 3aKynoYHble npouenypbl U 0YOPMAATL CONYTCTBYIOLLYIO LOKYMEHTALUNIo
Mo 3aKJIO4YEHUNI0 AOrOBOPOB

MpoBoaAnTb ayauT pe3ysibTaToB paboThl C MEPCOHAJIOM

PaboTaTb C MHOPMALMOHHBIMIU CUCTEMAaMK, LMMPOBLIMU CEPBUCAMM MO ONEPaLMOHHOMY YNPaBAEHMIO
nepcoHasioM 1 paboTon CTPYKTYPHOro noapasaeseHmns

dopmMupoBaTb NPensoKeHNa No asToMaTU3aLUnm 1N LMGPPoBMU3aLLIMN OnepaLMoOHHOro yrpasiaeHns
nepcoHanom n paboTon CTPYKTYPHOrO NogpasaeneHuns

ObecneynBaTth cobnogeHne TpeboBaHMIN 3aKoHoAaTEeNbCTBA Poccuinckon ®efepaum u KOPNopaTUBHbIX
noaMTKK B 061acTn 06paboTKM NepcoHanbHbIX AaHHbLIX U KOHMMAEHUMANbHON NHGOPMaLUN

BecTun oenosyto nepenncky

CobntofaTb HOPMbI 3TUKW LeNoBOro obweHns

Heobxogumble 3HaHMATeopnn ynpaBieHNa NepcoHaaoM 1 ero MoTuBaLnm

®opMbl 1 METOAbI OLEHKM MepcoHana n pes3ynbTaToB UX Tpyaa

TexHoNnorny onepaTMBHOIO yrnpaBeHNs NepPCoHas oM OpraHu3aunn

CncteMbl, MeTOAbl 1 hOPMbI MaTEPMASIBHONO U HEMAaTEPUAIbHOr0 CTUMYIMPOBAHNS TPyAa NepcoHana
TexHonornm n MeToabl HOPMNPOBaHNA 1 KOHTPOA 6104XeTOB

MeTonabl ynpaBneHns passutmem n 3PeKTUBHOCTLIO OpraHM3aLnmn, MeTobl aHaan3a BbiNOJHEHUS MJIaHOB
1 NporpaMmM, onpeneneHns Nx SKOHOMNYeCKon 3 hEeKTNBHOCTM, METOALI 06ecnevyeHns KaapoBo
6e3onacHoCcTun

JKOHOMUKaA Tpyaa

OpraHn3alLOoHHO-LLITaTHasa CTPYKTYpa opraHu3aumnm

MonnTrKa ynpasaeHna NepCcoHasoM, KOpropaTMBHasa coumanbHasa NOAUTMKA, KOPNopaTuBHas KynbTypa
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Llenn, cTpaTernsa pa3sutus n 6rusHec-niaH opraHn3auum

MeToanKM NNaHNPOBaHUS 1 MPOrHO3MPOBaHNA NOTPEBHOCTN B NepcoHane

MopsapoK yperyampoBaHus TPyAOBbIX CMOPOB

TpeboBaHMA 1 NpaBuia NPoBeAeHNS ayauTa paboTbl C NepCcoHa oM

®opMbl COLMANLHOIro NapTHEPCTBA U B3aUMOLENCTBUSA C MPeACcTaBNTENbHbIMU OpraHaMu paboTHMKOB 1
WHBIMW OpraHn3aumnamm

Mopsagok ohopMAEHNS KaApOBbIX 4OKYMEHTOB 1 NPUAaHNA UM IOPUANYECKOW CUNbI
TapuhHO-KBaNMMUKALIMOHHbBIE CMIPABOYHMNKMK paboT 1 npodeccuin paboynx n KBanugrkaLunoHHbIe
XapaKTEPUCTUKN JOMKHOCTEN CyXXalmx, NpoeccnoHanbHble CTaHAapThI

Mopsagok NpoBeAeHNs 3aKyMOYHbIX NpoLenyp U ohopMaeHMA CONYTCTBYIOLWEN LOKYMEHTaLUN
CneumannsnpoBaHHbie MHHMOPMALNOHHbIE CUCTEMbI, LMGPOBbIE YCYTU 1 CEPBUCHI MO YNPaBJIEHNIO
NepcoHasioM, rpaHuLbl NX NPUMeHeHUs

OCHOBHbIe METPUKN 1 aHANNTUYECKUE CPe3bl CUCTEMbI OMEPALIMOHHOI0 YNpPaBaeHNs NepCcoHanoM 1 paboThbl
CTPYKTYPHOro nogpasfaeneHms

HopMaTuBHbIE NMPaBOBbIE aKThl, ONpeaenatoLe HoOpMbl TPYA0BOIO NpaBa

OCHOBbI @apXVMBHOI0 3aKOHOJ4ATENLCTBA U HOPMATUBHbIE NMPaBOBbIE aKTbl Poccuinckon ®enepauun B 06iacTu
BeLleHNs LOKYMEeHTaLmMuW rno nepcoHany

OcCHOBbI HaJIOrOBOr0 3aKoHoAaTenbCTBa Poccminckon ®egepaumm

OCHOBbI MUrpPaLMOHHOI0 3aKoHOAaTeNbCTBa Poccninckon Gegepauun B 061aCT NPUBIEYEHUS 1
TPYOOYCTPOMCTBA MHOCTPAHHbLIX FpakaaH 1 nny 6e3 rpaxx4aHCcTBa

OCHOBbI alMVHNCTPATNBHOIO 3aKOHOAaTeNbCTBa Poccuinckon ®epepaumm B 061acTn ynpasneHms
NnepcoHasioM 1 OTBETCTBEHHOCTU LO/IKHOCTHbLIX JNLY

3aKoHo4aTeNnbCTBO Poccminckon degepaumm 0 NePCOHaNbHbIX OaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpPraHM3auun B 061acTn yNpaB/ieHUs NepcoHanoM

OCHOBbI MPaBOBOr0 PEryIMpPoBaHNA NOPAAKa 3aKIYEHUS FPaXK 4aHCKO-MPaBOBbIX 40rOBOPOB B
COOTBETCTBMUM C 3aKOHOA4ATENbCTBOM Poccumnckon ®egepauunm

MpaBnia BeAEHNSA OEI0BON NEPEnnuCcKin

HopMbl 3TUKK genoBoro obuieHns

Opyrue xapakTepucTukm-

3.7.3. TpyLnoBas (hyHKLNA

HanmeHoBaHnePa3paboTka 1 CONPOBOXAEHME NpoLecca LMGPoBM3aLMM 1 aBTOMATU3aLUN yNpaBaeHuns
nepcoHanomKopn

G/03.7YpoBeHb (MoaypoOBEHb) KBaUGMKaLUm

7

MpoucxoxaeHve TpyaoBon GyHKUMNOpUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaumnoHHbI HoMep NpodeccMoHabHOro cTaH4apTa

TpyLoBble aencTBusPa3paboTka npesnoxXeHnin No aBToMaTM3aLmMm n LugpoBmusaLmMm NnpoLeccos
yrpaBJieHNs NepcoHasoM

dopMynupoBaHne Lenen 1 3agay aBToMaTM3aLnm 1 LnupoBM3aLmMm B paMkax CTpaTerum yHKLum
ynpaBfieHnsa nepcoHasaom, obLien cTpaTernyn opraHmsaumm n obecneyeHns kagposon 6e3onacHoOCTK
KoopaunHaumsa n skcnepTusa pa3paboTku cxem MHGHOPMaLMOHHOR0 0bMeHa, HOPMaTUBHO-CMPABOYHON
NH(OPMaLNK, INEKTPOHHbLIX LOKYMEHTOB U CUCTEM aBTOMATU3aL MU NPOLECCOB YrpaBieHNs NepcoHa oM
KoopavHaums n akcnepTn3a pa3paboTkm cxeMm nHdopMaunoHHoro obMeHa, HOPMaTMBHO-CMPAaBOYHON
NH(OPMaLNN, INEKTPOHHbLIX LOKYMEHTOB U CUCTEM aBTOMATU3aL MU NPOLECCOB YrpaBAeHNS NepcoHaoM
KoopavHaumns pa3paboTkm 1 cornacoBaHune GyHKLMOHa bHbIX TpeOOBaHMNI K aBTOMATM3aLMN 1
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LM pPOBM3aLMN NMPOLECCOB YNpPaBieHNa NepCoHalioM, B TOM Yucse TpeboBaHuUi K NoJib30BaTENbCKIM
nHTepgeicam n wabnoHam

CornacoBaHue pernaMeHToB U MHCTPYKLUWIA No paboTe C aBTOMaTU3MPOBaHHOM CMCTeMon B 061acTm
NpPOLECCOB YNpaB/eHUs NepCoHaNoM

ConpoBoXAeHMe 1 (hyHKLIMOHaNbHas NpMeMKa CUCTeM LUGPOoBM3aLMN 1 aBTOMAaTM3aLMmn NPoLeccoB
yrpaBJieHWs NepPCOHasIOM Ha 3Tanax NPOeKTUPOBaHUS, TECTOBON 1 OMbITHO-MPOMbILLIIEHHON 3KCMlyaTaumm
OpraHun3aums oby4yeHns CneLmasncToB Nno yrnpasaeHWo NePCOHANOM NUCMOJIb30BaHNIO CUCTEM
aBTOMaTM3aLuMm 1 UM pPOBM3aLIMUN YNPaBAEHNA NEPCOHANIOM U MPOdeCcCUOHaNbHON NOAAEPKKN
noJib3oBaTtesien

OpraHun3aumns QyHKLUUOHANbHOr0 MOHUTOPMHIa paboTkl CUCTEM aBTOMATM3aLMU 1 LLMGPOBM3aLIAM
yrpaBfieHWs NePCOHaNoM 1 NPoeCcCnoHanbHON NOAAEPKKMN NOJb30BaTeNEN

BeZieHre NpOeKTHOM, N0/Ib30BATEIbCKON 1 IKCMAyaTaLlNOHHON AoKyMeHTauuu (B obnactu
(OYHKLMOHANbHbBIX BO3MOXHOCTEW) Ha CUCTEMbl aBTOMaTM3aL MM 1 uncpoBM3aLLMN MPOLLECCOB yNpaBieHns
nepcoHanom

®opMyniMpoBaHme NpeasoXeHUn Mo MOLEPHM3ALMNA N Pa3BUTUIO CYLLECTBYIOLLMX CUCTEM aBTOMaTU3auum u
LMhpoBM3aLMM yripaBaeHns nepcoHas oM

ObecnevuBaTth cobnofeHne TpeboBaHW 3aKoHoAATeNbCTBa Poccuinckon defepaLim n KOpnopaTUBHbLIX
noAnTrK B 061acTn 06paboTKmM NepcoHasibHbIX AaHHbIX U KOHDUAEHUUANbHOW MHhOPMaLMK

Heobxogumble ymeHnsCobupaTtb, aHanM3nMpoBaTh U CUCTEMATU3NPOBATbL HEOOX0AMMYO MHOPMaLMIO AN
aBTOMaTU3aLMM 1 LNGPOBM3aLMMN NPOLLECCOB YNpaBieHNs nepcoHanom 1 obecnevyeHmnsa KagpoBom
6e3onacHoCTK

YnpaBasTb QyHKLUOHANbHbIMK TpeboBaHUAMK, 3TanaMm NPOEKTOB aBTOMaTU3aLNN 1 LNGPOBM3aLUN
yrnpaB/ieHns NepCcoHaNoM, U3MEHEHNAMMN B HUX

PaboTaTb B cMCTeMax ynpaBiieHns NpoekTamu, TpeboBaHuAMN 1 gopaboTkaMm No HUM
PaspabaTbiBaTb TECTOBLIE N MPUEMOYHbIE CLIEHAPUMN LEMOHCTPALMOHHBIX 1 00yYaloLWMX MaTepranoB
OpraHn3oBbIBaTb 1 MPOBOANTL 06yYatoLLNeE 1 KOHCYbTALMOHHbIE MEPONPUATUS AN N0oNb30BaTeNeN
CMCTEM aBTOMaTU3aLMM 1 LNGPOBM3aLUN NPOLLECCOB YNPaBJIEHUS NepCcoHaNoM

PaboTaTb B CMCTEMax aBTOMaTM3aLMM U LGPOBU3aLMN NPOLLECCOB YNPaBAEHNS NEPCOHAIOM
[0TOBWTH M 3aLlMLLATh SKOHOMUYECKME U KavyeCTBeHHble 060CHOBaHNA 1 3(PDEKTbI aBTOMaTM3aL NN U
LM POBU3ALLIMM NPOLECCOB YNpaBeHUs NEPCOHANOM

CobntoaTb HOPMbI 3TUKW LeN0BOro obLweHns

Heobxoaunmele 3HaHMAMeTOAbl YNPaBAeHNS pa3BUTMEM 1 3(MEKTUBHOCTLIO OpraHM3aLnm, MeToAbl aHanmn3sa
BbINOJIHEHWA MIAHOB U NPOrpamMm, onpefeseHns nX 3KOHOMUYECKON 3PMEKTUBHOCTH, MeTObI
obecneyeHns kanposon 6e3onacHOCTH

MeToAbl oLeHKM paboTbl CTPYKTYPHbIX NOAPa3AeneHnin, pe3ynbTaToB U 3PMEKTUBHOCTY AeATeNIbHOCTU
MeToAbl NpoBeAeHNs ayanTa U KOHTPOJIMHIA ONepaTUBHbIX YrpaB/ieHYeCKX NpoLeccos

TexHonoruu, meToabl U1 METOAUKY MPOBEAEHUSA aHaIM3a 1 CUCTeMaTU3aLmMn LOKYMEHTOB U MHopMaLun
MonnTuka ynpasfeHns NepcoHasioM, KopnopaTnsHas colmalibHas NosMTKa, KopropaTuBHas KyabTypa
TapndHO-KBaNNGUKaLMOHHbIE CIPaBOYHUKKN paboT n npodeccuin paboymx n KBannuprKaLMoHHbIe
XapaKTepUCTUKN LOMKHOCTEN CyXaLlux, NpoeccuoHasnbHble CTaHa4apThbl

OCHOBbI ynpaBieHns npoekTaMu (NMPUMEHNTENBHO K MpoeKkTaM B cpepe MHPOPMaLMOHHbLIX TEXHOJIOMMA)
OCHOBbI MPOEKTUPOBAHUA U MOCTPOEHUSA NHDOPMALIMOHHBLIX CUCTEM, OCHOBHbIE TEXHOJIOTUW U TPEHAbI,
MMeloL e OTHOLLEHWNE K Cdhepe ynpassieHNs nepcoHa oM

OCHOBBbI IMLLEH3MPOBaHKA NporpaMMHoro obecneyveHmns, 0bpas3oBaHna LeH Ha NporpaMMHble CpeacTBa U
OLLeHKM CTOMMOCTM BAaAEeHUS MHDOPMALMOHHBIMW CUCTEMaMU

OCHOBHbIe NOJIOXXEHMS FPAXKAAHCKOr0 3aKoHoAaTenbCTBa Poccuinckon ®epepaumm B obnactu
NHTENNeKTyanbHON COBCTBEHHOCTH
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Llenn n cTpaTernsa pa3suTus opraHusaunm

HopmaTurBHbIE NPaBOBbLIE aKThl, ONPeLenstoLme HopMbl TPYA0BOro npasa

OCHOBbI apXMBHOIO 3aKOHOAaTeNbCTBA U HOPMATUBHbIE NPaBoBble akTbl Poccminckon depepauun B obnactu
BEeAEHMA LOKYMEHTaLUUn No nepcoHany

OCHOBbI HaNOroBOro 3aKoHoAaTeNbLCTBa Poccuinckon depepauun

OCHOBbI alMUHNCTPATMBHOIO 3aKOHOAaTeNbCTBa Poccuiickon Pegepaumm B 06nacTu ynpasaeHns
NepcoHasioM 1 OTBETCTBEHHOCTY LO/MKHOCTHbIX JNLL

3aKoHo4aTeNbCTBO Poccminckon degepauy 0 NeEPCOHaNbHbIX OaHHbIX

TpeboBaHuns 3aKoHOAaTENLCTBaA Poccminckon Pepepaunn B 061aCT NPUMEHEHUS SNEKTPOHHON NOAMNCH
JlokanbHble HOpMaTKBHbIE JOKYMEHTbl OpraHm3aLum B 06nacTu ynpasneHmsa nepcoHasom

MopsLAoK 3aKyNOYHON AeATENbHOCTY, 3aK/0YEHUS N BeAeHWS LOroBOPOB (KOHTPaKTOB)

HopMbl 3TVKK genosoro obLeHns

[pyrue xapakTepucTuku-

3.7.4. TpynoBasa pyHKUNSA

HanmeHoBaHWEAOMUHUCTPUPOBAHME MPOLLECCOB ONEPaLMOHHOr0 ynpasaeHns NnepcoHanom n paboton
CTPYKTYPHOro noapasfesnieHns opraHu3auny n COOTBETCTBYOLWeEro AokyMeHToobopoTaKos
G/04.7YpoBeHb (NofypoBeHb) KBanudukaumm

7

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana
Kopn opurvHana
PerncTpauunoHHbIn HoMep NpodecCnoHaNbHOro CTaH4apTa

TpynoBble AeCTBUSAHANN3 NPOLIECCOB [OKYMEHT00060pOTa, SI0KasbHbIX JOKYMEHTOB MO BOMPOCAM
onepaLynoHHOro yrnpaB/eHUs nepcoHasoM 1 paboToi CTPYKTYPHOro noapasaeneHus, busHec-npoLeccos
opraHu3aunu, yoBJeTBOPEHHOCTW NepcoHana

[loKyMeHTaLnoHHOEe 0hopMJIeHNE Pe3y/IbTaTOB OMEPaLIMOHHOr0 YNpaBieHsa nepcoHana n paboThl
CTPYKTYPHOro noapa3aeseHusi, pesy/ibTaToB ayanTa paboTbl C nepcoHaiom

MoaroToBKa NpensioXeHnin No pa3BUTUIO CUCTEM OMEPaLIMOHHOI0 YrpaBieHUs NepCcoHanoM 1 paboThl
CTPYKTYPHOro noapasaesneHuns, no Heo6XoANMbIM KOPPEKTUPYIOLLIMM 1 NPEBEHTUBHBIM MepaM
Pa3paboTka cucTeMbl aHa M3a v KOHTPONA paboThl NepcoHana, MeponpusaTuiA No obecneyeHuno KaapoBom
6e3onacHoCcTuK

KOHTpPOJb, CPAaBHEHME 1 aHanN3 NPOLIECCOB B 061aCTV ONEPaTUBHOIO YNpPaBIEHUS NEPCOHAIOM,
pe3ynbTaToB YrNpaBJieHYECKUX MEePONPUATUIA, onpefeneHne (hakTopoB, Bbi3blBAIOLLNX OTKIOHEHWE OT
MAaHOBLIX NMOKa3aTenei

MoaroToBka 1 06paboTKa 3anpoCcoB, YBEAOMEHUN, CBEIEHUA 0 pabOTHMKAX B rOCYAapPCTBEHHbIE OPraHbl,
npoteccmoHasbHble CO3bl, 0OLLIECTBEHHbIE OpraHn3aLun

ConpoBOoXXAeHne AOroBOPOB OKa3aHus yCayr Mo BOMNPOCaM OMepaTUBHOMO YNpaB/ieHNs NepcoHa oM 1
paboTon CTPYKTYPHOr0O NoapasfesieHnsi, BKaoYas npeaBapuTesbHbIe NPoLeaypbl Mo NX 3aKA0YEHNIO
MoaroToBKa NpennoxeHnin No GopMnpoBaHnto Bloa)KeTa Ha NepcoHan opraHn3auun

BbinosiHeHne TpeboBaHU MO XpPaHeHWo NHGOPMaLIUK 0 pe3ynbTaTax AENCTBUS CUCTEM OMNepPaLMOHHOro
yrnpaB/ieHnsl NepcoHanoM 1 paboTol CTPYKTYPHOro noapasaenieHns

Heobxogumble yMeHUSKOHTPOAMPOBaTL MeponpusaTus no obecneyeHnto kagposon 6esonacHocTwy,
npoLecchl ynpasieHna NepcoHas oM nogpasfeneHnil, onpefensaTb UX pe3ySibTaTUBHOCTb U BbIABAATb
(hakTopbl OTKAOHEHWA OT MJIaHOBLIX NapaMeTpoB

PaspabaTbiBaTb MpOrpaMMbl LOCTVXXEHNS LieJIel 1 onepaTUBHOMO pelleHns 3a4a4y nogpasfeneHni
AHanusnpoBaTb, pa3pabaTbiBaTb 1 0OPMAATEL JOKYMEHTHI MO ONepaTUBHbLIM NPOLLeccaM U Nx pesynbTaTaM
MpoBoAUTbL ayANT KaapOBbIX MPOLECCOB, NpoLeayp, 0hopMAEeHNS KaLpOBbIX JOKYMEHTOB 1 JOKYMEHTOB M0
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yNpaB/eHNIO MePCOHAIOM
KoHTponunpoBaTh pacxofoBaHue 6104XeTOB Ha NepcoHan

OcdopMNATb LOKYMEHTbI MO ONepaLnoOHHOMY YNPaBAEHMIO MEPCOHANIOM 1 paboTe CTPYKTYPHOro
nofpasfeneHuns, npeacTaBaseMble B roCylapCTBEHHbIE OpraHbl, NPeACTaBUTENbHbIE OpPraHbl paboTHMKOB
ObecneynBaTbh 4OKYMEHTALMOHHOE CONPOBOXAEHME N0 CUCTEMAM ONepaLnoHHOro yrnpasieHuns
nepcoHanom un paboTe CTPYKTYPHOrO Noapa3fneneHmns

OpraHu3oBbLIBaTbh XpaHeHNe 4OKYMEHTOB B COOTBETCTBMMU C TpeboBaHUSMUN TPYA0BOr0 Y apXUBHOIO
3aKoHoAaTenbCTBa Poccuinckon ®enepaunm 1 NoKaabHBIMIU aKTaMU OpraHu3aumm

KOHTpOnpoBaThk UCMONHEHME AOrOBOPOB MOCTABLLMKOB YCYT MO BOMpPOCaM NepcoHana

Mpon3BoANTb 3aKyMnoYHble Npouenypbl, 0POPMANATL U aHANM3UPOBATh 3aKYMNMOYHYIO LOKYMEHTaLMo
MpoBoANTL NEPErOBOPLI M NPEACTaBAATE MHTEPECH! OPraHn3aL MM B roCyJapCTBEHHbLIX OpraHax,
npeacTaBMTe/bHbLIX OpraHax paboTHMKOB MO BOMpocam nNepcoHana

BecTun oenosyto nepenncky

BecTu yyeT 1 perncTpaumnto LOKYMEHTOB B MH(OPMALMOHHbBIX CUCTEMAX U Ha MaTepuasbHbIX HOCUTENAX
PaboTaTb C MHPOPMALMOHHBIMI CUCTEMaMU, LNGPOBLIMK YCITyraMn U CepBUCaMn B obnacTu
OMepaLMoHHOro yrpaBaeHNs nepcoHanoM 1 paboTon CTPYKTYPHOro NoApa3aeneHuns

®dopMunpoBaTh NPELSIOKEHMNS MO aBTOMATU3aLUN 1 LMMPOBM3aLLIMM NpoLLecca onepaLMoHHOro yrnpasieHus
nepcoHanoM 1 paboTol CTPYKTYPHOro noapa3aeeHuns

ObecnevuBaTth cobnofeHne TpeboBaHWN 3aKoHoAATENbCTBa Poccuinckon defepaLm n KOpnopaTUBHbIX
noanTuK B 06nacTy 06paboTKM NepcoHanbHbIX AaHHbIX U KOHGUAEHLMANbHOW NHAOPMaLnn

BecTtn genosyto nepenucky

Cobntogatb HOPMbI 3TUKK A,e10BOr0 06LLeHNs

Heobxogumble 3HaHUAMeTobl yripaBneHUs pa3BuTMeM 1 3hPeKTUBHOCTLIO OPraHM3aLumn, MeToabl aHaan3a
BbINOJIHEHWS MAHOB W NPOrpamM, onpeaeneHns nx 3KOHOMN4ecKom 3hHeKTUBHOCTN, METOAbI
obecneyeHns Kagposon HeszonacHoOCTH

MeToabl OLLeHKU paboTbl CTPYKTYPHbIX MOApa3AeeHnin, pe3ynbTaToB TPyAa NepcoHaa

MeTobl NpoBeAEHNA ayANTa U KOHTPOJUIMHIA ONepaTMBHbLIX yrpaBieHYeCcKnx npoLeccos

®OopMbl 1 CUCTEMbI MaTEPUAJSIBHOIO 1 HEMaTepmaabHOro CTUMYIMPOBaHNA TpyAa nepcoHana

OCHOBbI OKYMEHTaLMOHHOro obecneyeHns

Mopagok ohopMaeHns, BEAEHUSA N XPaHEHNS LOKYMEHTaLUM N0 CMCTEMAM OMepaLMoHHOr0 ynpaBieHUs
nepcoHasom u paboTe CTPYKTYPHOro noapasnesieHuns

Mopsagok hopMmpoBaHns, BegeHns 6a3bl faHHbIX 1 MPefoCcTaBAeHNS OTYETHOCTY MO CUCTEMaM
OMepaLMoHHOro yrnpaBaeHUs nepcoHaaoM 1 paboTe CTPYKTYPHOrO NoApa3aeneHmns
TapuHO-KBaNMMPUKaLMOHHbIE CMPaBOYHMKIN paboT u npodeccnin paboynx n KBannrKkaumnoHHbIe
XapaKTepUCTUKIN OO/MKHOCTEN CAyXalLmX, NnpodeccnoHanbHble CTaH4apThl

HopMaTuBHbIe NpaBOBbIE aKTbl, PErYMPYIOLLME NMpaBa K 0693aHHOCTY FOCYAAaPCTBEHHbIX OPraHoB 1
opraHu3auuny No NpefoCTaBAeHNIO YHeTHON AOKYMEHTauum

Mopagok npoBefeHns 3aKynoYHbIX NpoLenyp u ohopMaeHnsa CONyTCTBYIOWEN LOKYMEHTauun
MonnTrKa ynpasiieHns NepcoHasioM 1 counasbHas NoJUTUKa opraHnsaumnm

OpraHn3aLMoHHO-LITaTHaa CTPYKTypa opraHu3aumnm

Lenun n cTpaterns passuTus opraHusaumm

BusHec-nnaH 1 6rU3Hec-NpoLecChl opraHn3aLun

CneunanusnpoBaHHble NHPOPMALMOHHbLIE CUCTEMBI, LMGPOBLIE YCIYr 1 CEPBUCHI B 061aCTK
ornepaunoHHOro ynpasaeHna NnepcoHanom n paboTon CTPYKTYPHOrO Noapa3aeNieHuns, rpaHnLbl nx
NpYMeHeHNs

OCHOBHble METPUKIN W aHAJIMTUYECKME CPe3bl CUCTEMbI ONEPaLMOHHOr0 YNPaBAeHNs NepcoHanoM n paboTbl
CTPYKTYPHOIro noapasaeneHns

HopmaTusHbIe NpaBoBbIe aKTbl, ONpeaenstoLmne HopMel TPYLOBOro Npasa
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OCHOBbI apXMBHOI0 3aKOHOAATENLCTBA N HOPMATMBHbIE NMPaBOBbIe akThl Poccuinckon ®epepaumnm B obnactu
BEAEHUS LOKYMEHTaLUN No nNepcoHany

OCHOBbI Ha/IOrOBOr0 3aKOHOAATEeNbCTBa Poccuinckon Gegepauun

OCHOBbI MUrPALMOHHOI0 3aKoHOAATeNbCTBa Poccuinckon ®enepaum B 061aCT NpUBAEYEHNS 1
TPYAOYCTPONCTBA MHOCTPAHHbIX FpaxaaH u any, 6e3 rpa)kaaHcTBa

OCHOBbI aIMVHUCTPATNBHOIO 3aKOHOdaTeNbCTBa Poccuinckon ®epepaumm B 061acTu ynpasieHms
NepcoHasoM U OTBETCTBEHHOCTW AOJIKHOCTHbIX UL,

3aKoHo4aTeNbCTBO Poccminckon degepauy 0 NeEPCOHaNbHbIX OaHHbIX

JlokanbHble HOpMaTKBHbIE JOKYMEHTbI OpraHm3auum B 061acTu ynpaBneHsa NepcoHasom
MopsAfoK 3aKN04eHUS 4OroBOpoOB (KOHTPaKTOB)

MNpaBunna BeAeHNs 0eN0BOW NepPenmckm

HopMbl 3TuKK genosoro obuieHuns

[pyrue xapakTepucTuku-

3.8. O6obuieHHas TpyaoBas MyHKLUMS
HanmeHoBaHneCTpaTermyeckoe yrnpasieHue nepcoHanomkKon
HYpoBeHb KBanudukaumm

7

MpoucxoxaeHve 0606LLeHHON TPYLOBON PYHKUUNOPUTMHaNX3auMCTBOBaHO 13 OpUriiHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro cTaHdapTa

B0O3MOXXHblE HAMMEHOBAHWS [OKHOCTEN, NpodeccninJMpekTop no rnepcoHany
OUpeKTop No ynpaBfeHUo NepcoHanom

3aMecTuTeNb AMPEKTOPa MO YNPaB/IeHNIO NepCcoHa oM

3aMecTuTeNb FreHepasibHOro AMPEKTOPA MO YNPaBIEHNIO NepCoHaIoM

TpeboBaHuMsa kK 0bpa3zoBaHuMIo U 0byyYeHUOBLICLLIEe 0bpa3oBaHMe - MarucTpaTypa

nnm

Bbiclwee obpasoBaHme (HenpoguabHOE) - MarucTpaTypa 1 ONOJHMTENbHOE NpodecCnoHalbHoe
obpazoBaHmWe - NporpaMMbl NPOdECCUOHANLHOM MNEPEenoaroTOBKM B 061aCTu yNpaBaeHNs NepCoOHaNoM nan
CTpaTern4yeckoro yrnpasieHus

TpeboBaHuWs K OMbITY NpakTU4eckon paboTbiHe MeHee NaTu fieT B 061aCTW ynpasieHns NepcoHa oM Ha
PYKOBOALLUMX AOJHKHOCTSAX

Ocobble ycnosusa gonycka K pabote-

[pyrve xapakTepucTuku-

JononHuTenbHbIe XapakKTePUCTUKN

HanmeHoBaHMe JOKyMeHTa

Kopn

HanmeHoBaHme 6a30BoM rpynnbl, 4OHKHOCTKU (Mpodeccnn) uam cneunanbHoCTn
OK31212Ynpasnswowme TpyLOBbIMU pecypcamMu

EKC-3amecTnTenb AUpeKTOpa Nno ynpasaeHMo NepcoHa oM
OKNATP25042HavanbHuK ynpaBneHus (Cneumnann3npoBaHHOr0 B MPOYMX OTPaCasX)
OKC05.38.04.013koHOMUKa

5.38.04.02MeHeaXMeHT

5.38.04.03YnpasneHne nepcoHasoMm

3.8.1. TpyLnoBas (hyHKLNA
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HanmeHoBaHnePa3paboTka cucTeMbl CTpaTernyeckoro ynpasieHns NepcoHasoM opraHunsaunmkon
H/01.7YpoBeHb (NoAYypOBEHb) KBaUduKaLmum
7

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Kofn opuruHana
PernctpaunoHHbIn HoMep NpoecCcMoHaNbHOro CTaHaapTa

TpynoBble AencTBUsMNOCTaHOBKA CTPAaTErMYECKMX Liesieid B yNpaBieHUI NepcoHaioM 1 obecneyeHunm
KaZpoBoW 6e3onacHoCTH

Pa3paboTka KOpPMopaTMBHOWN NOAUTWKK, MIAHOB, MPOrpamMM, MPOLEnyp ¥ TEXHONIOrUIA yNpaBieHus
nepcoHanom

Pa3paboTka KOpnopaTWBHOW KybTYpbl U COLMALHOM NOSMTUKN, CUCTEM MOTUBALMN, SPHEKTUBHOCTM,
OLIEHKM 1 Pa3BUTUS NepcoHana

®opMMPOBaHME CUCTEMBI OMaThl U OpraHM3aLuy Tpyaa nepcoHana

Pa3paboTka cMCTEMbI OpraHnW3aLUOHHOr0 MPOEKTUPOBAHWS, MaHNPOBaHME NOTPeBHOCTH B NepcoHane
opraHu3auum

Pa3paboTka NporpamMm, MPYHLUWMOB CTaHAAPTU3aLUMK, YHUGDUKALMM, aBTOMATU3aLMUN MPOLLECCOB
yrnpaB/ieHnsi NepcoHanoM 1 6e30nacHbIX YCI0BUA TpyAa

®opMupoBaHue brofKeTa Ha NepcoHan

Pa3paboTka TexHoMornin ayanTa paboTbl C MEPCOHANIOM 1 KOHTPOJIIUHTA

Heobxoaunmble ymeHUsiPa3pabaTbiBaTb CTPATErny U NOANTUKM YNPaBAeHUs NepCcoHanoM, obecrneyeHuns
Kagposon 6e3omacHOCTM

Co3LaBaThb 1 OMUCHIBATb OPraHW3aLMOHHYI0 CTPYKTYPY, Lenn, 3aga4m, PyHKLNN CTPYKTYPHBIX
nofpasfeneHnin u SOSHKHOCTHbIX JNLY

MpUMeHATL MeToAbl yNPaBAeHNA MEXJIMYHOCTHBIMU OTHOLIEHUSAMK, (DOPMUPOBAHNS KOMaHL, Pa3BUTUS
NNAEpPCTBa U UCMONHUTENLHOCTHU, BhISBNIEHNS TaNlaHTOB, ONpPeLe/eHns YA0BIETBOPEHHOCTH paboTon
OnpefensTb Y aHAaNU3MPOBATb BHYTPEHHNE KOMMYHUMKaLMK, MOAENNPOBaThL NOBEAEHNE NnepcoHana
MpencTaBnsTb MHTEPEChl OpraHn3aLnmn B rOCyAapCTBEHHbIX OpraHax, BO B3auMOLEeNCTBUN C
npeacTaBMTeNbHLIMU OpraHaMu paboTHMKOB NO BONPOCaM NnepcoHana

CocTaBnsiTb, PaCCHUTHIBATb, KOPPEKTMPOBATL Y KOHTPOMPOBaThL CTaTb/ PacxofoB 6104 XeToB U hOHLO0B
Ha NPorpammsl 1 MePONPUATUS NO YNPaBAEHMIO MEPCOHANIOM OpraHn3auun

MpoBOAUTL ayANT N KOHTPOJINHT B 06/1aCTW ynpaBaeHUs nepcoHanom

Pa3pabaTbiBaTb KOpNoOpaTUBHbLIE COLMAJIbHBLIE MPOrPaMMbI

BecTv neperoBopkl Mo BONPOCaM COLMabHOro NapTHepCTBa C NpeAcTaBUTEeNIbHbIMW OpraHamMmu paboTHNKOB
PaboTaTb C MHHOPMALMOHHBIMU CUCTEMAMM, YCAIyraMm 1 cepBmcamu B 0bnacTn cTpaTerm4eckoro
ynpaBneHns nepcoHasom

®opmMumpoBaTh NPELIOKEHNA MO aBTOMaTU3aLnM U LPoBU3aLnM npoLecca pa3paboTku cTpaTernm
paboTbl C NepcoHanoM

OpraHu3oBbIBaTb MePONpUATUA No obecneyveHnIo BeINOHEHNA TpeboBaHMA 0XpaHbl Tpya B COOTBETCTBUU
C OeNCTBYIOWMM 3aKOHO4aTeNbCTBOM Poccuinckon ®efepaunv 1 IOKaAbHbIMWA aKkTaMu opraHm3aLnum
OpraHu3oBbIBaTb ¥ MPOBOANTL MEPONPUSATMA C NEPCOHANOM B COOTBETCTBUMU C KOPNOPATUBHON COLMAbHON
NOJINTUKOW

ObecnevuBaTth cobnofeHne TpeboBaHWN 3aKoHoAaTeNbCTBA Poccuinckon ®enepaum u NOANTUK
paboTtonatensa B obnactn 06paboTkM NepcoHanbHbIX AaHHbLIX N KOH(PUAEHUMANLHON NHOPMaLLMK

BecTn genosyto nepenucky

Cobnogatbe HOPMbI 3TUKK Ae10BOM0 06LLEeHNS

Heobxogumble 3HaHMAMeTOAbl yNpaBAeHNs pa3BUTUEM U 3PPEKTUBHOCTLIO OpraHn3aLmm, aHanamsa
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BbIMOJIHEHWS MJIAHOB 1 MPOrpamM, onpeaeneHuns nx SKOHOMN4ecKkom 3MHEKTUBHOCTU, METOAbI
obecneyeHns kagposon 6eszonacHOCTH

MeTogabl oLeHKN paboTbl CTPYKTYPHbIX MOAPa3AeneHunin, pe3ynbTaToB TPyAa NepcoHana

MeToAbl NpoBefeHNa ayANTOB, KOHTPOJUIMHIa YMpaBiieHYeCKnX npoLLeccos

MeToabl aHann3a KoIMYeCTBEHHOr0 N Ka4eCTBEHHOr0 COCTaBa NepcoHasa

MeToabl OpraHM3aLMOHHOro0 NPOEKTUPOBAHNS

CncTeMbl CTaHAapTOB Mo BusHec-nNpoueccam, Nnpodeccnsam, HoOpMbl Tpyaa

CucTteMbl, MeTodbl 1 (hOPMbl MaTEPUNASIbHONO 1 HEMAaTEPMaJIbHOMO CTUMYIMPOBaHNSA TPpyda NepcoHana
MeToAbl aHanu3a coumanbHbIX NPOrpaMM 1 onpeLeneHns NX SKOHOMUYeCKon 3pdeKTUBHOCTH
TexHonornm n meToabl POPMUPOBAHNS N KOHTPONS BI0OXKETOB Ha NepCoHan

TpeboBaHMAa oxpaHbl 1 6e30nacHbIX YCI0BUA Tpyaa

Llenn, cTpaTerus, KopnopaTnBHas counanbHas NOJNTUKA U NOAMTKKA MO NepCcoHasy, KopnopaTuBHas
KynbTypa

OCHOBbI TEXHOIOTUW NPOM3BOACTBA U AEATENLHOCTM OpraHm3auum

OCHOBbI COLMONOrMW, MCUXONOTNN N SKOHOMUKK TPy Aa

OCHOBHbI yrnpaBiieHna counaJibHbIM pa3BUTUEM OpPraHn3alnn

MeToabl NPoBeAEeHNS COLMOOMNYECKMX NCCIeA0BaHUN, N3y4YeHns 06LLEeCTBEHHOrO MHEHUS
OpraHun3aunoHHasa CTPyKTypa OpraHu3aumnm

TapuHO-KBaNMMPUKaLMOHHbIE CNPaBOYHMKIN paboT u npodeccuin paboynx n KeanngrKkaunoHHbIe
XapaKTEPUCTUKN JO/MKHOCTEN CyXKallmX, NpodeCcCUoHa bHble CTaHAapThI
CneunanusnpoBaHHbIe NHPOPMALMOHHBIE CUCTEMBI, LNGPOBLIE YCIYr 1 CEPBUCHI B 061aCTK
CTpaTernyeckoro ynpasaeHnsa NnepcoHasoM, FpaHnLbl MX MPMMEHeHNA

OCHOBHble METPUKMK 1 aHANUTNYECKNE CPe3bl CTPATErnyeckoro ynpasaeHns nepcoHanom
HopMaTuBHbIe NpaBOBbIE aKThl, ONpeaensatoLe HoOpMbl TPYAOBOrO NpaBa

OCHOBbI apXMBHOI0 3aKOHOAATENLCTBA N HOPMATMBHbIE NMPaBoOBbIe akThl Poccuinckon ®egepaumnm B obnactu
BEAEHUS LOKYMEHTaLUN No nNepcoHany

OCHOBbI Ha/IOrOBOr0 3aKOHOAATeNbCTBa Poccuinckon Gegepauun

OCHOBbI MUrPALMOHHOI0 3aKoHOAATeNbCTBa Poccuinckon ®enepaumm B 061acTn NpUBAEYeHNs 1
TPYAOYCTPONCTBA MHOCTPAHHbIX FpaxaaH u any, 6e3 rpa)kaaHcTBa

OCHOBbI aIMVHNCTPATNBHOIO 3aKOHOdaTeNbCTBa Poccuinckon ®epepaumm B 061acTu ynpasieHms
NepCcoHasoM U OTBETCTBEHHOCTW AOJHKHOCTHbIX UL,

3aKoHo4aTeNbCTBO Poccminckon Pegepauy 0 NEPCOHaNbHBIX OaHHbIX

JlokanbHble HOpMaTKBHbIE aKTbl OpraHM3auuy B 061acTn ynpaBieHns nepcoHanom

MopafoK 3aKN04eHUS 4OroBOPOB (KOHTPaKTOB)

MNpaBunna BeAeHNs 0eN0BOW NepPenmnckm

HopMbl 3TnKK genoBoro obuieHuns

[pyrve xapakTepucTuku-

3.8.2. TpynoBasa pyHKUNSA

HanmeHoBaHnePeannsaumns cCMCTeMbl CTPAaTErMYeCKoro ynpasaeHmsa nepcoHasomKon
H/02.7YpoBeHb (N0AYypOBEHL) KBanudmuKkaumum

7

MpoucxoxaeHvie TpyAoBon yHKUMMOPUrmHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpaunoHHbIi HoMep NpodeccMoHabHOro cTaHdapTa

Tpynosble gencTensalnaHnpoBaHue OeATENLHOCTM M pa3paboTka MeponpuaTWIA NO ynpaBiaeHUIo
NnepcoHasioM a5 peannsauumn CTpaTernyecknx Lenem opraHnsauum n obecnevyeHnsa KaapoBom
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6e3onmacHoCTK

BHenpeHue NoAnTMK, NAaHOB, MPOrpaMM, NPOLEAYP U TEXHONOr I N0 YNPaBAEHNIO NEPCOHAN0M
MocTpoeHne opraHM3aunoHHON CTPYKTYPbI C YH4E€TOM MJIaHOBOW NOTPebHOCTM B MepcoHane un
B3aMMOLENCTBUSA CTPYKTYPHbIX NoApa3aeneHnid opraHmsanmum

BHefpeHue 1 nofLepxaHne KopnopaTUBHOW KybTYpbl U COLMANBHON NOJIMTUKA, CUCTEM MOTUBALLUN,
3hheKTUBHOCTKN, OLLEHKN N Pa3BUTUSA NepCcoHana

BHenpeHue 1 nogLepxaHvne CUCTEMbI OpraHM3aLnm TpyLa v onaaTbl NepcoHana

YnpasneHve BHeApeHWeM NporpaMM 1 NpUHLMNOB CTaHAapTU3aLmMmn, yHUMMKaLMKM, aBToMaTn3aumum
MpPOoLECCOB YrpaB/eHUs NepcoHanomM 1 6e30nacHbIX yCI0BMIA Tpyaa

OpraHusaums npoBefeHNs ayanuTa U KOHTPOJIMHIA B YNPaBAeHUM NepCoHanoM

lMocTaHOBKa 3a4ay PYKOBOAUTENSAM CTPYKTYPHbIX NofApa3fesieHni, onpefeneHme MatepranbHo-
TeXHWYECKNX PeCYpPCOB A1A UX BbINOAHEHMNS

CorniacoBaHue yCJIOBUIA 3aK/l04aeMbIX JOrOBOPOB MO BOMPOCaM yrnpasiaeHWs nepcoHasiom
OpraHusaums npoBeLeHNs 3aKynoyHbIX NpoLueayp no BONpocaM yrnpasieHUs nepcoHanoM n ohopMaeHus
COMyTCTBYIOLEN JOKYMEHTaLNUW N0 HUM

®opmupoBaHue brogxeTa Ha NepcoHan

Pa3paboTka TexHonormm ayauta paboTel C NEPCOHANIOM U KOHTPOJIINHIA

MpumeHeHne K paboTHNKaM Mep NOOLPEHNS U AUCLUUMINHAPHOMO B3bICKaHWA

Heobxoamnmele ymeHUAMNpPon3BoaANTL aHann3 AeATENbHOCTY MO YyNpaBieHno NepcoHanom, paspabaTbiBaTb
nokasatenun 3hheKTUBHOCTY paboThbl

®opMUpoBaTh NJaHbl U MEPOMPUSATIA MO YNPaBIEHNIO NEPCOHANOM 1 06ecneyeHnIo KaapoBoWi
6e3onacHoCTK

PaccuuTbiBaTb 6l04XeT B 061aCTM ynNpaBieHNs NepcoHaiom

OnpepensiTb 30Hbl OTBETCTBEHHOCTY PabOTHUKOB 1 NoApa3feNieHnn, CTaBUTb 3a4a4u PYKOBOAMTENAM
noapasneneHuin n obecneynBaTb Pecypcbl A X UCMOJTHEHNA

KOHTpoMpoBaTb 1 KOPPEKTUPOBATL UCMOJIHEHME NOPYYeHUA 1 3aaad

YnpaBnaTh 3hHeKTUBHOCTLIO U BOBAEYEHHOCTLIO NEPCOHANa, AMCUUMIUHON Tpya n cobnopeHmem
6e30nacHbIX YCI0BUIA Tpyda

BecTn neperoBopbl N0 BOMNPOCaM COLMANbHOrO NapTHEPCTBA W NPeACTaBAATb MHTEPECH OpraHu3auun B
rocyapCTBEHHbIX OpraHax, NpeacTaBMTE/bHBIX OpraHax paboTHMKOB 1 OpraHM3aumax no Bonpocam
nepcoHana

PaboTaTb C MHHOPMALMOHHLIMU CUCTEMAMM, LUPPOBLIMU YCAYraMu U CEpPBUCaMU MO YNpPaBaeHUo
nepcoHanom

MpoBOAUTL ayANT N KOHTPOJIMHT B 06/1aCTW ynpaBaeHUs nepcoHanom

®opMUpoBaTh U NPOBOAUTL COLMANBHYIO MOANTUKY W COLMAbHBIE MPOrpaMMbl

BecTn neperoBopbl C NOCTaBLUMKaMK YCIYr MO YCNOBUAM 3aKJ/I04aEMbIX LOrOBOPOB

Mpon3BoaNTb 3aKyMnoYHble Npouenypbl, 0POPMANATL U aHANN3MPOBATL 3aKYMOYHYIO LOKYMEHTaLNIO
ObecnevunBaTth cobnoneHne TpeboBaHMIN 3aKoHoAaTeNbCTBa Poccuinckon ®enepaum u KOPNopaTUBHbLIX
noAnTrK B 061acTn 06paboTKy NepcoHabHbIX AaHHbIX U KOHDUAEHLUANBLHOW MHGOPMaLIMK
CobntofaTbh HOPMbI 3TUKW [€/10BOr0 06LeHNS

Heobxoaunmele 3HaHMAMeTOAbl YNPaBAEHNS pa3BUTMEM M IO(MEKTUBHOCTLIO OpraHM3aumnm, MeToAbl aHann3sa
BbINOJIHEHWA MIAHOB U NPOrpamMm, onpefeseHns nX 3KOHOMNYECKON 3PMPEKTUBHOCTN, METObI
obecneyeHuns kaaposon 6ezonacHOCTH

OpraHu3saumsa ynpasieHus pa3BuTneM opraHmsauum

Teopun ynpasneHns opraHusaumnei, NoJMTuKa 1 ctpaTerns ynpasieHns NepcoHasiom

MonnTurKa ynpassiieHWs NepcoHasioM, KopropaTnBHasa coumanbHaa NoMTUKa, KOPNopaTUBHas KyJibTypa
MeToAbl aHanM3a BbINOJIHEHWSA MJIAHOB W 3aflay, onpeaefieHNa NX 3KOHOMUYeCKoN 3DHEKTUBHOCTM
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MeTonbl OLeHKWN pe3ynbTaToB M 3PHEKTUBHOCTM TPy Aa

MeTonbl BHEAPEHWNS CUCTEMbI YIPaBIEHNSA NEPCOHANIOM

MeToAabl OpraHM3aLnoHHOr0 MPOEKTUPOBaHNSA

OcHoBbI paboTbl N0 NPOGheCCNoHaIbHON OpUeHTauun

MeToanKM NNaHNpPoOBaHUS 1 MPOrHO3MPOBaHNA NOTPeBHOCTU B NepcoHane

Llenn, cTpaTernsa pa3sutus n BrusHec-niaH opraHn3auum

Teopun 1 meToabl hopMmpoBaHUs bpeHaa opraHn3auum

TpeboBaHMA oxpaHbl Tpyaa 1 6e3onacHbIX YCI0BMIA Tpyda

MeTOJJ,I/IKI/I pa3pa60TKV| N BHeJpeHNA NOKaJIbHbIX HOPMATUBHbLIX aKTOB

MopsaaoK 3aKN04eHNs TPYAOBbIX 4OrOBOPOB, PEryanpoBaHus TPyA0BbIX CNOPOB

OCHOBBbI COLMONOr W, MCUXOSIOTW, SKOHOMUKM TPYyAa U YyNpPaBAeHNS COLMAIbHLIM Pa3BUTUEM OpraHn3aumum
MeToAabl NPOBEAEHNS COLMONOrMYECKNX NCCNIeA0BaHUN, N3yYeHuns 0bLeCTBEHHOMO MHEHUS
TexHoNornM NPOBEAEHNS ayaAnTa N KOHTPOJUIMHIA B YNPaBJIEHNN NEPCOHAN0M

Mopsapok NpoBeAeHNs 3aKyMOYHbIX NPOLEenyp U 0hOPMIEHNS COMYTCTBYIOLWEN LOKYMEHTALUN
TexHonornm, CTaHaapTM3aums, yHUuKaumus, aBToMaTM3aLms NpoLeccoB ynpaBiieHNs NepcoHa oM
OpraHu3aunoHHasa CTPyKTypa opraHu3aumm

TapugHo-KBanMMPUKaLMOHHbIE CNPaBOYHMKIN paboT u npodeccuin paboynx n KBanugrKkaumnoHHbIe
XapaKTEPUCTMKN LO/MKHOCTEN CyXKaLnX, NpoecCuoHanbHble CTaHAaPThI
CneumnannsnpoBaHHble MHGOOPMALMOHHbIE CUCTEMbI, LINGPOBLIE YCYTK 1 CEPBUCHI B 06nacTu
CTpaTern4yeckoro ynpasJsieHNs NepcoHanoM, rpaHuLbl X NPUMEHEHMNS

OCHOBHble METPUKMK 1 aHANUTUYECKNE CPe3bl CTPaTErnyeckoro ynpasiaeHns nepcoHanom

OCHOBbI @apXMBHOMO 3aKOHOAaTeNbCTBA U HOPMATUBHbIE NMPaBoBble akThbl Poccminckon depepauun B o6nactu
BEAEHMA LOKYMEHTaLUN Mo nepcoHany

OCHOBbI HaNOroBOro 3aKoHoOAaTeNbLCTBa Poccuinckon depepauun

OCHOBbI MUrPaLIMOHHOI0 3aKoHOAATeNbCTBa Poccuinckon ®enepaunm B 061aCT NpUBAEYEHNS 1
TPYLOYCTPOMCTBA MHOCTPAHHbLIX FpakAaH 1 nuy 6e3 rpaxx4aHCTBa

OCHOBbI alMMHUCTPATMBHOIO 3aKoHOA4ATeNbCTBa Poccuinckon ®enepaunm B 061acTu ynpasBaeHms
nepcoHasioM N OTBETCTBEHHOCTW AO0JIXXHOCTHbIX JTNLL,

3akoHodaTenbLCcTBO Poccminckon depepauy 0 NePCOHaNbHbIX AaHHbIX

MopsiaoK 3aK0YeHNS OOrOBOPOB (KOHTPAKTOB)

JlokanbHble HOPMaTMBHbIE aKTbl B 061aCTU yrnpaBaeHNs NepCcoHa oM

MpaBuna BeAeHNA OET0BOV NEPENNCKU

HopMbl 3TnKK aenoBoro obuieHns

Opyrue xapakTepucTnkm-

3.8.3. TpyLoBas pyHKUUA

HanmeHoBaHMEAOMUHNCTPUPOBAHME MPOLLECCOB CTPATErMYeCcKoro ynpasaeHuns nepCcoHanoMm un
COOTBETCTBYOLLEro AokyMeHToobopoTaKoa

H/03.7YpoBeHb (N0AYypOBEHL) KBanudmuKaumm

7

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHaNnX3anMCTBOBaHO U3 OpuUrnHana

Kopn opuruHana
PerncTpaunoHHbIA HoMep NpoeccMoHaNLHOro cTaHhapTa

TpyaoBble 4eNcTBNALOKYMEHTALNOHHOE ODOPMIIEHNE Pe3ynbTaToB yNpaBiaeHNs NepcoHasoM, ero ayanTa,
paboTbl CTPYKTYPHbIX NoApa3aeneHni

[loKyMeHTaLNOHHOE 1 OpraHn3aLMOHHOE COMPOBOXKAEHNE CTPAaTErMYECKOro YnpaB/ieH!s NepcoHanoMm u
paboTol CTPYKTYPHbIX NoApa3aeneHuii
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MoAroToBKa NPeAaoXeHWn MO Pa3BUTUIO CUCTEM yMNpaB/eHNs NepcoHanoM, obecneyeHns KaLpoBon
6e30MacHOCTKW, N0 HEOBXOANMBLIM KOPPEKTUPYIOLLMM N MPEBEHTUBHBIM MEPaM 1 MO MOBbILLEHWIO
3(pHeKTMBHOCTN paboThbl CTPYKTYPHLIX MOAPa3aeNeHun

KoHTponb npoueccos B 061acTu ynpaBfieHns NepcoHanom 1 paboTel CTPYKTYPHbIX NOAPa3aeneHunin,
CpaBHEHMEe 1 aHann3 NPoLEeccoB, pe3y/ibTaToB YNPaBJeHYECKMX MeponpuaTuin, onpeaeneHne GakTopos,
BbI3bIBAIOLLMX OTKJIOHEHWE OT MJIAHOBLIX NoKa3aTesnen

CornacoBaHue 1 KOHTPOAbL AOrOBOPOB MO BOMPOCaM U CMCTEMaM CTpaTernyeckoro ynpasneHums
nepcoHanom n paboTe CTPYKTYPHbIX NOAPa3AeNeHNIA, OpraHM3aLmns NpoLeyp no nx 3akao4eHunto
MoaroToBKa NpensioxXeHun no obecnevyeHno COOTBETCTBMA OpraHn3aLny 1 onaaTthl Tpyaa nepcoHana
yCMeLwWHbIM KOPMOPaTMBHbLIM NPaKTUKaM

Heobxoanmble yMeHUSAHaNN3MPOBaTb, pa3pabaThiBaTe U OPOPMAATL AOKYMEHTbI MO MNpoLLeccam 1
pe3ynbTaTaM yrnpaBaeHns NepcoHanoM n paboTe CTPYKTYPHbIX NOLpa3aeneHunin

MpuMeHATb MeTOAbl aHa/M3a B3HeC-NPOLLEeCCOB OpraHn3aLun

OnpenensTb NpoOrpaMMbl AOCTUXKEHNSA LLIESIEN W peLLIeHNs 3a4a4y noapasneneHnin

MpoBoAnTb ayAUT CUCTEMbI YNPaBAeHUS NepCoHaNoM n cucteMbl obecnedyeHns kagposon 6e3onacHoOCTU
MpoBOANTb KOHTPOJIIMHE CUCTEMbI YNPABAEHNS MEPCOHAIOM

KoHTponunpoBaTh BI04XXET Ha NepcoHasn 1 ynpaBfieHne pacxofaMu Ha NepcoHan

OpraHu30BbIBaTb CONMPOBOXAEHNE AOrOBOPOB MO BOMNPOCaM YNpaBaeHMs MepCoHaoM, BKYas
npenBapuTenbHbIE MPOLEAYPbl MO UX 3aKIYEHNIO

OpraHu30BbIBaTb 3aKyMno4HbIe Npouenypbl, 0POPMAATL U aHANN3MPOBATh 3aKYMNOYHYO OKYMEHTALNIO
KOHTpONMpoBaThb M aHaM3MpPOBaTb BOMNPOCHI COLMANLHOI0 MapTHEPCTBA, AOMOBOPbI MOCTABLLMKOB YCIYT
MpoBoAnTbL NEPErOBOPbI M NPEACTaBAATL UHTEPECH! OpraHu3aLmMmn B rocyJapCTBEHHbLIX OpraHax,
NpoteCcCcoHabHbLIX COK3ax U APYrMxX NPefcTaBUTENbHbIX OpraHax paboTHUKOB 1 OpraHn3auusx rno
BOMpOCaM rnepcoHana

PaboTaTb C MH(OPMALIMOHHBIMIU CUCTEMAMM, LIMGPOBLIMI YCIyraMin 1 CEpBUCaMK MO YNpaBJIeHNO
nepcoHanom

ObecneynBaTbh OKYMEHTALMOHHOE CONPOBOXAEHME NPOLECCOB YrpaBieHUs nepcoHanoM n pabotow
CTPYKTYPHbIX NOApa3aeNeHni

OpraHu3oBbLIBaTbh XpaHeHNe 4OKYMEHTOB B COOTBETCTBMMU C TpeboBaHUSMU TPYA0BOr0 Y apXUBHOIO
3aKoHo4aTenbCTBa Poccuinckon ®enepaunm 1 NoKaabHBIMIU aKTaMU OpraHu3aumm

ObecnevunBaTth cobnoneHne TpeboBaHMN 3aKoHoAaTeNbCTBA Poccuinckon ®enepanm u KOPNopaTUBHbLIX
noanTrK B 061acTn 06paboTKm NepcoHabHbIX AaHHbIX U KOHDUAEHUUANLHOW MHGOPMaLIMK
CobntoaTb HOPMbI 3TUKW [eN0BOr0 06LWEeHNS

Heobxoaunmele 3HaHMACOLManbHaa NOANTUKA, KOPNOpPaTUBHAsA KyJibTypa, CUCTEMbI MOTUBALLAN U
3(pPeKTMBHOCTM YNpaBJieHNA NepCcoHasioM

MeToAbl yripaB/iieHs pa3BUTUEM N IPPEKTUBHOCTLIO OPraHn3aL M, MeTo4bl aHaM3a BbIMOJIHEHWA NIAHOB
1 NporpamMmM, onpefeneHns Nx 3KOHOMUYeCKon 3hHeKTUBHOCTM, MeTOAbI obecnevyeHns KagpoBon
6e3onacHoCTK

MeToAbl NpoBeeHnsa ayamnTa, KOHTPOIS onepaTUBHbLIX YpaBJieHYeCKUX NPoLLeCcCoB, COLMOIOrNYecKmnx
nccnenoBaHum

BusHec-nnaH 1 bru3sHec-NpoLecchl opraHn3aLnm

Brog)keTHoe NpoekTnpoBaHme

OpraHu3aLmMoHHOE NPoeKTNpoBaHme

®opMbI, METOAbI Y CUCTEMBI MaTEPUAJILHOr0 Y HEMaTepraabHOro CTUMYIMPOBaHWA TpyLa nepcoHana
CucTeMbl cTaHAApTOB Mo busHec-npoLeccam, npogeccnam (CneunanbHOCTAM), HOPMbI TPy Aa

MeToAbl aHann3a KoJIM4eCTBEHHOr0 1 Ka4eCTBEeHHOro CoCTaBa nepcoHasna

MonuTuka opraHusaLmMm no nepcoHany
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Mopsifok hopMUpoBaHNS, BeaeHns 6a3bl AaHHbIX U MPeAOoCTaBEHNS OTYETHOCTM MO CUCTEMAM yrnpaBJeHNs
nepcoHanom n paboTe CTPYKTYPHbIX NoApa3aeneHni

OCHOBbI JOKYMEHTaLMOHHOro obecneyeHns, Nopsagok ohopMaeHns 4OKYMEHTOB, MPeLCTaBASEMbIX B
rocyaapCTBEHHbIE OpraHbl, NpodeccnoHanbHble CO3bl, 06LLECTBEHHbIE OPraHM3aLun

Llenn n cTpaterus pa3suTna opraHnsaumnm

Mopagok npoBefeHns 3aKynoYHbIX NpoLenyp U ohopMaeHNA CONYTCTBYIOWEN LOKYMEHTaLUN
HopMaTuBHbIe NpaBOBbIE aKTbl, PErYAMPYIOLLME NMpaBa K 0693aHHOCTN FOCYAAaPCTBEHHbIX OPraHOB 1
OopraHu3auuni No NPefoCTaBAEHNIO YHeTHON JOKYMEHTauum

OpraHm3aunoHHasa CTPYKTYypa OpraHmn3aLmnm N BakaHTHbIE JO/DKHOCTU (Mpodeccnmn, cneunansHoCcTr)
TapugHo-KBanMUKaLMOHHbIE CIPaBOYHMKIN paboT u npodeccuin paboynx n KBanngrKaumnoHHbIe
XapakTepUCTUKN OO/MKHOCTEN CyXalLmX, npodeccnoHanbHble CTaH4apThl

CneumnannsnpoBaHHbie MHHOOPMALMOHHbIE CUCTEMbI, LIMGPOBLIE YCYTY 1 CEPBUCHI B 06nacTu
aOMVHNUCTPUPOBAHNS NPOLECCOB CTPAaTErM4eCcKoro ynpassieHNs nepcoHanom, B 0bnacTtu
LOKYMeHT0060p0Ta, FPaHULbl MX MPUMEHEHNS

HopMaTuBHbIE NMPaBOBbIE aKThl, ONpeaenatoLe HoOpMbl TPYA0BOIO NpaBa

OCHOBbI apXMBHOMO 3aKOHOAATENLCTBA U HOPMATMBHbIE MPaBOBble aKThbl Poccminckon depepauun B 06nactu
BEAEHUSA LOKYMEHTaLUN No nepcoHany

OcCHOBbI HaJIOrOBOr0 3aKoHoAaTenbCTBa Poccminckon ®egepaumm

OCHOBbI MUrpPaLMOHHOI0 3aKoHOAaTeNbCTBa Poccninckon Gegepauun B 061aCT NPUBIEYEHUS 1
TPYOOYCTPOMCTBA MHOCTPAHHbLIX FpakaaH 1 nny 6e3 rpaxx4aHCcTBa

OCHOBbI aMMHUCTPATMBHOIO 3aKoHOAATeNbCTBa Poccuinckon ®epepaumm B 06nacTu ynpaBneHms
NepcoHasoM U OTBETCTBEHHOCTW AOJHKHOCTHbIX UL,

3aKoHo4aTeNnbCTBO Poccminckon degepaumm 0 NePCOHaNbHbIX OaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpPraHM3auun B 061acTn yNpaB/ieHUs NepcoHanoM

MopsiaoK 3aK0YEHNS OOrOBOPOB (KOHTPAKTOB)

HopMbl 3TnKK aenosoro obuieHns

[pyrue xapakTepucTunku-
IV. CBegeHunsa 06 opraHusaumsax - pa3paboTynkax NnpodhecCcnoHaabHOro CTaHgapTa

4.1. OTBeTCTBEHHAs OpraHM3auns-pa3paboTImk
CoBeT Mo npogeccnoHanbHbIM KBanudukaumam B 061acTu ynpasnaeHns nepcoHasiom
MpencepnatensBy4ykosu4y Anna AnekcaHapoBHa

4.2. HanmeHoBaHUSs opraHm3aunii-pa3paboTymkos

1ArpoxonguHr "CTEMNb", ropon PocToB-Ha-[oHYy

2A0 "KoHuepH PocaHeproaTom", ropog MockBa

3A0 "OMK", ropog Bbikca, Huxeropoackas obnactb

4KomnaHua "MeTtannonHeect", ropos MockBsa

5MockoBcKkuin MeTponoanTeH, ropos Mockea

6UHCTUTYT 3aHaTOCTY 1 npodeccuin ®FAQY BO "HayyHo-nccnefoBaTeIbCKUN yHUBEPCUTET "BhiCLias
LWKOJIa 3KOHOMUKIK", ropof, MockBa

7HOYY "MIHCTUTYT npocheccmoHasibHOro Kagposuka', ropos Mockea

8000P "Coto3 paboTogaTenen pakeTHO-KOCMUYECKON MPOMbILLIEHHOCTH Poccumn”, ropoa MockBa
900P "PocCHCKKIA COKO3 MPOMbILLIEHHMKOB M NpeanpuHumaTenen”, ropod Mockea

10MNAO "la3npom HedTb", ropon CaHkT-MeTepbypr

11MAO "PocTenekom", ropoa MockBa

12MAO "Pyclnpgpo", ropon KpacHoapck

13MAO "CeBepcTanb", ropon Yepenoseu, Bonoroackas obnactb
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14MAO A®K "Cuctema", ropoa Mocksa

15CPOO "Accoumauns pykoBoguTesien n CneunanncTos No ynpaBaeHUIo Ye10BeYeCKMy pecypcamm’,
ropog EkatepuHbypr

160Ib0Y BO "MOCKOBCKMIA @aBUALMOHHBIA MHCTUTYT (HaLWOHabHbIA NCCNefoBaTeNbCKUI YHUBEPCMTET)",
ropog MockBa

170rBY "BHUW Tpyna" MuHTpyaa Poccum, ropos Mocksa

184Y "LleHTp nnaHMpOBaHUS U UCNOJIb30BaHMA TPYAOBLIX pecypcoB asnpoma”, ropos MockBa
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