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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCoH...

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

3apeructpmpoBaHo B MuHtocte Poccum 19 oktabps 2015 r. N 39362

MWHUCTEPCTBO TPYOAA U COLIMAIIBHON 3ALLUTBLI POCCUUCKOW ®EAEPALIUA

NPUKA3
oT 6 okTA6ps 2015 . N 691H

OB YTBEPXXAEHUM NPO®PECCUOHAJIbHOIO CTAHOAPTA
"CNEUMAJIUCT NO YNPABNEHUIO MEPCOHAJIOM"

B cootBeTcTtBUM € nyHKTOM 16 [NpaBun paspaboTku, yTBEpXOEHUS W NPUMEHEHUS NPodeCCUMOHanbHbIX
cTaHOapToB, YTBEPXOEHHbIX nocTaHoBneHuem lpasutenbctBa Poccuiickon ®epepaunmm ot 22 aHusapsa 2013 r. N
23 (CobpaHue 3akoHopaTenbctBa Poccuiickon depepaumm, 2013, N 4, ct. 293; 2014, N 39, c1. 5266),
Np1KasbIBalo:

YTBEpANUTb Npunaraembli npodeccruoHanbHbi cTaHaapT "CneumanucT no ynpaeneHuno nepcoHanom".

MwuHucTp
M.ATOMUITNH

YTBEpPXKOEH

npvkazoM MuHucTepcTBa Tpyaa
1 coumanbHON 3aluThl
Poccunckon denepaunn

oT 6 okTa6psa 2015 . N 691H

NMPO®ECCUOHAIbHbLIN CTAHOAPT

CNEUMANUCT NO YMNPABJIEHUIO MEPCOHAJIOM

559
PernctpaunoHHbIn
Homep
|. Obwue cBegeHus
YnpaBrneHve nepcoHanom opraHu3awmm 07.003
(HaMmeHoBaHwWe BMaa NpogeccuoHanbLHON 4eaTeNbHOCTH) Kop

OcHoBHas Uenb Buaa I'IpO(beCCI/IOHaJ'IbHOIZ neATeNlbHOCTU:

Ob6ecneyeHne apHeKTUBHOTO QYHKLUMOHMPOBAHNSI CUCTEMbI YMNPaBIIEHUS NMEPCOHANoM AN AOCTUMXKEHUS
uenen opraHmsauum

"pynna 3aHATUNR:

KoHcynbTaHTlnioc www.consultant.ru
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCoH...

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

1232 PykoBogutenu nogpasgeneHumn 2412 CneumanucTbl No Kagpam u
(cnyx06) ynpaBnenuns kagpamu v npodopureHTauum
TPYOOBLIMU OTHOLLEHUSIMU

3423 CneumanncTbl KagpoBbIX CIYX0 1 - -
yypexneHuin 3aHaToCcTun

(kog OK3 (HanmeHoBaHuUe) (kog OK3) (HaMmeHoBaHue)
<1>)

OTHeceHue K BUOaM 3KOHOMUYECKON OeATENbHOCTMU:

78.30 [earenbHOCTb N0 Nogbopy nepcoHana npoyas
(kog OKB3[ (HanmeHoOBaHWe BMAa 3KOHOMUYECKON AeATENbHOCTM)
<2>)

Il. OnncaHne TpyaoBbIX YHKUURA,
BXOOSALLMX B NpodheccroHanbHbii cTaHaapT (byHKUMOHanNbHasi kapta
BMAa NpodreCccnoHarnbHOM AeATENbHOCTN)

O606LLeHHble TpyaoBble PYHKLMM Tpyoosble dyHKUUN
Koa HavMeHoBaHue YPOBEHb HavMeHoBaHue kog YPOBEHb
KBanuogu (nogypose
Kaumnm Hb)
KBanmguk
auumu
A [okymeHTaunoHHoe 5 BepeHve opraHusaumMoHHOM n A/01.5 5
obecneyeHne paboTbl pacnopsauTenbHoOn JOKyMeHTauum no
C nepcoHanom nepcoHany
BepeHve gokymeHTaumm no yyeTy u A/02.5 5
OBWKEHUIO KagpoB
AOMUHUCTPUpOBaHME NPOLLECCOB U A/03.5 5
[oKymMeHToobopoTa Nno ydeTy u ABUXKEHUIO
KaapoB, NpeacTaBneHnio JOKYMEHTOB Mo
nepcoHany B rocy4apCTBEHHbIe OpraHbl
B |[eaTenbHOCTb No 6 C6op nHdopmaLmm o NOTpebHOCTSIX B/01.6 6
obecneyeHmno opraHu3auum B nepcoHarne
nepcoHanom
Mownck, npuBneyeHune, nogdop n otbop B/02.6 6
nepcoHana
AOMUHUCTPUpOBaHME NPOLLECCOB U B/03.6 6
OokymeHToobopoTa obecneyeHus
nepcoHanom
C |[deaTenbHOCTb MO 6 OpraHusauus n npoBedeHne OLEHKN C/01.6 6
OLEHKe 1 aTTecTaumm nepcoHana
nepcoHana
OpraHunsauus n npoBegeHne atTectaymm C/02.6 6
KOHcyanaHTnHI-OC www.consultant.ru CtpaHuua 3 13 67
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[ata coxpaHeHus: 08.11.2016

nepcoHana

AOMUHUCTPUpOBaHME NPOLLECCOB U C/03.6 6
[oKymeHToobopoTa npu nposeaeHUn
OLIeHKM 1 aTTecTauumm nepcoHana

D |[OeaTenbHOCTb NO 6 OpraHusauusa n nposegeHne meponpuatuin | D/01.6 6
pasBuTUIO NepcoHana no pasBUTUIO N MOCTPOEHUIO
npodeccnoHanbHON Kapbepbl NepcoHana

OpraHusauusa oby4eHus nepcoHana D/02.6 6
OpraHusauusa agantaLmm n CTaXMpOoBKU D/03.6 6
nepcoHana

AOMWHUCTPUPOBaHUE NPOLLECCOB U D/04.6 6

OOKYMeHTOoOo00poTa Nno pa3BuUTUIO U
npodeccuoHanbHon Kapbepe, 00y4eHuto,
afjanTauum n CTaxknposke nepcoHana

E |[OeaTenbHOCTb No 6 OpraHusauus Tpyga nepcoHana E/01.6 6

opraHusauuuv Tpyaa v
onnaTtbl nepcoHana OpraHusauug onnatbl Tpyga nepcoHana E/02.6 6
AOMUHUCTPUPOBaHUE NPOLLECCOB U E/03.6 6

AOKyMeHTOoOo6opoTa No Bonpocam
opraHvsauuu Tpyaa u onnaTel nepcoHana

F HeareneHocTb No 6 PaspaboTka kopnopaT1BHOMN COLManbHOM F/01.6 6
opraHusauum NONUTUKM
KopnopaT1BHON
couunarnbHoON Peanusauuns kopnopaTuBHOW counansHON F/02.6 6
NOMUTUKM NONUTUKN
AOMUHUCTPUPOBaHME NPOLIECCOB U F/03.6 6

OOKyMeHTooDopoTa no Bonpocam
KopropaTUBHOW coLManbHON NOSIUTUKK

G OnepauunoHHoe 7 PaspaboTka cnuctembl onepaunoHHOro G/01.7 7

ynpasreHue ynpaBneHus nepcoHanom n paboThbl

nepcoHanom u CTPYKTYPHOro noapasaeneHuns

nogpasgeneHnem

opraHusauunn Peanusauns onepaunoHHOro yrnpasneHus G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgeneHus
AOMUHUCTPUpOBaHME NPOLLECCOB U G/03.7 7

AOKyMeHTOo060poTa Nno onepaunoHHOMY
yrnpaerneHu1io NepcoHanomM u paboTe
CTPYKTYPHOro noapasaeneHus

H CtpaTterudeckoe 7 PaspaboTka cnuctembl cTpaTermyeckoro H/01.7 7
ynpasrneHue yrnpaBneHus nepcoHanomM opraHusauuu
nepcoHanom
opraHusaumn Peanusauns cnctemsl ctpaTermyeckoro H/02.7 7

ynpaBrieHusi NepCoHarnomM opraHusaumm
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HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

AOMUHUCTPUPOBaHUE NPOLLECCOB U H/03.7 7
OOKyMeHTOoOobopoTa Nno cTpaTernyeckomy
ynpaBneHuo NepcoHanom opraHusaLmm

[ll. XapakTepuctunka 0606LeHHbIX TPYA0BbIX (YHKLUA

3.1. ObobLeHHas TpyaoBas pyHKUNS

OKYMEHTaLMOoHHOe obecrneyeHune paboTbl C YpOBEHb
HanmeHoBaHue Foxky » P Koa A P 5
nepcoHanom KBanvdgukaumm
MpouncxoxaeHne
P ne . 3anmMcTBOBaHO
0000LLeHHON Tpya0BOM OpwurunHan X
13 opurnHana
OYHKLNK
Kon PernctpaunoHHbIn
opurnHana Homep
npodgeccuoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneumanucT no KagpoBOMY OeNONpon3BoACTBY

JoImKHoCTen, npodeccuin Cneumannct no AOKYMeHTaUMOHHOMY obecneyeHnto paboThbl C NnepcoHanom
Creunannct no JOKYMeHTauMoOHHOMY obecrneyveHnto nepcoHana
Creuuwanuct no nepcoHany

TpeboBaHus K CpegHee npodeccroHanbHoe o0pa3oBaHue - NporpaMmma noaroToBKM
0bpas3oBaHuo 1 06YYEHNIO | CMELManCTOB CPeAHEro 3BeHa

[ononHnTensHoe NpodeccmnoHanbHoe obpasoBaHme - NPorpaMmbl
npodeccroHanbHON NepenoaroToBKX, NPOrpamMmmbl NOBLILLIEHNUS
KBanudumnkauum

TpeboBaHus K ONbITY -
npakTu4eckomn paboTbl

Ocobble ycnosus gonycka
K paboTte

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKn

HavnmeHoBaHMe aokymeHTa Kop HaunmeHoBaHme 6a30Bon rpynnbl, 4OMKHOCTM (Npodeccun) nunu
cneumanbHOCTK
OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYX0 1 yYpeXxaeHWIn 3aHATOCTH
EKC <3> - CneuunanucTt no kagpam
- WHcnekTop no kagpam
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCoH...

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

OKMNATP <4> 27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.1.1. TpynoBas dyHKUMSA

BeneHune opraHnsaunoHHoON n YpoBeHb
HaumeHoBaHve | pacnopsavMTensHON JOKYMEHTaumm no Koa A/01.5 |(nogypoBeHb) 5
nepcoHany KBanudpukaumm
MpoucxoxaeHue TpygoBom 3anMmMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kog PernctpaunoHHbIN
opurMHana HomMep
npogeccuoHansHoro
CcTaHgapTa

Tpyoosble pencteua | ObpaboTka M aHanu3 NocTynaroLLen JOKYMeHTaUmm no nepcoHany

Pa3paboTka 1 ogopmrieHne JOKYMeHTauuu no nepcoHany (NepBuMYHON, YYETHORN,
NniaHOBOW, no coumnanbHoMy obecneyeHuto, OopraHmM3aLnoHHON,
pacnopsianTenbHon)

PeFI/ICTpaLI,Mﬂ, YYEeT M TeKyLlee XpaHeHune OpFaHM3aLI,I/IOHHOI71 7 paCI'IOpFIJJ,I/ITeJ'IbHOIZ
OOKyMeHTauum no nepcoHany

HeobGxoaumele Pa3pabaTbiBaTb NPOEKTbI OPraHM3aLMOHHbIX Y PacnopsSAUTESIbHbIX JOKYMEHTOB MO
yMeHUS nepcoHany

OdopmMnsaTb [OKYMEHTbl B COOTBETCTBUM C TpeboBaHMSAMM  paXKaaHCKOro,
TPYAOBOro 3akoHogartenbcTBa Poccunckon ®depepauum  u - fiokarnbHbIMK
HOPMAaTUBHbIMUW aKTaMy OpraHusauum

Bectn yd4eT n perncrtpaunio OOKYMEeHTOB B I/IH(*)OpMaLI,MOHHbIX cucrteMax " Ha
MaTepunalnbHbIX HOCUTENAX

OpraHu3oBbIBaTb XpaHEHME [OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apxXUBHOro 3akoHodartenscTBa Poccuiickon deaepaumm 1 nokanbHbIMU
HOPMAaTUBHbIMUW aKTaMy OpraHusauum

AHa.I'II/ISI/IpOBaTb OOKYMEHTbl N NepeHOCUTb MH(bopmau,mo B 6asbl OaHHbIX "
OTYeThbl

BbisiBNATL OWNMOKK, HETOYHOCTH, ncnpasneHna n HeaoCToBEepPHYHO I/IH(*)OpMaLI,MI'O B
OOKyMeHTax, onpeaenatb NermtTMMHOCTb JOKYMEHTOB

PaGotaTb ¢ WMHOPMALMOHHBIMU CUCTEMaMU U Gasamu OaHHbIX MO BEAEHWUIO
yyeTa, ABWXEHWIO nepcoHana

CobGnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxoagumble 3HaHus | Mopaaok opopMieHusi, BeAeHWsl U XpaHeHWsl AOKYMEHTOB MO NepcoHany
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

YNpaBneHuto NePCOH. ..

Mopsigok yyeTa ABWKEHMUS KafpOB U COCTaBNEHUS] YCTaHOBIIEHHOW OTYETHOCTU

OcHoBbl JOKyMeHTOO60opOTa M AOKYMEHTaLMOHHOro obecneyeHus

TexHororun, MeToabl M METOAMKM MNPOBEAEHWs aHanM3a W cucTeMaTusaumm
[OKYMEHTOB M MHGpopMaLmm

Mopsagok pacyeTa cTaxa, NbroT, KOMNeHcaL M, ohopMIIEHUS NeHCH paboTHUKaM

CTpyKTypa opraHusauum

TpynoBoe 3aKOHOAATEMbCTBO W MHbIE aKTbl, COAepXalliMe HOPMbl TPYOOBOro
npaea

OcHoBbI ApPXMBHOIo 3akoHopgaTesnbCTBa W HOPMATUMBHbIE NMPaBOBble aKTbl
Poccunckon Cbep,epau,mm, B 4aCTn BeeHNA OOKyMEeHTauun no nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHun3auuu, perynupyrowine  nopanok
Od)OpMJ'IeHI/IFl pacnopaguTenbHbIX U OpraHn3auMOHHbIX JOKYMEHTOB Mo nepcoHany

HopMbl 3TUKM 1 0enoBoro o6LLeHus

Ba3oBble OCHOBbI MH(POPMATMKM, CTPYKTYPHOE MOCTPOEHME WHIOPMALMOHHbLIX
CUCTEM M 0COBEHHOCTM paboThbl C HUMMK

Lpyrue
XapaKTepUCTUKK

3.1.2. TpypoBas yHKUNA

BeneHve JokyMeHTaLumn no yyeTy u YpoBeHb
HanmeHoOBaHWe | ABMXXEHUIO KaapoB Kopg A/02.5 |(nogypoBeHb) 5
KBanudukauum
MpoucxoxaeHne TpygoBon OpuruHan X 3aMMCTBOBaHO
PYHKLMM 13 opurnHana

Kop, PernctpaunoHHbINn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa

TpynoBble AencTems

MoarotoBka MpPOEKTOB  AOKYMEHTOB MO  MpouedypaMm  ynpaBreHus
nepcoHarnoM, y4eTy U ABVXKEHUIO NepcoHana

OpFaHI/I3aL|,I/I$| CUCTEeMbl OBNXEeHNA OOKYMEHTOB Mo nepcoHany

C60p 1 NpoBepKa NMYHbIX JOKYMEHTOB PabOTHUKOB

MoprotoBka u Oq)OpMJ'IeHI/Ie no 3anpocy pa6OTHMKOB N OOJDKHOCTHbLIX L
KOMui, BLINMUCOK U3 KagpoBbIX OOKYMEHTOB, CMNpaBoOK, I/IH(*)OpMaLI,MM O CTaxe,
nbroTax, rapaHTnax, KomneHcaunax n MHbIX CBEOEHUN O pa6OTHMKaX
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Bblgaya paboTHUKY KaapOBbIX AOKYMEHTOB O €ro TPYA0BOW AeATeNIbHOCTH

[oseneHve no cBefeHunda nepcoHana OpraHn3aunoHHbIX,
pacnopaanTenbHbIX U KaapOoBbIX OKYMEHTOB OpraHm3auum

BeneHwne yyeTta paboyero BpemeHun paboTHMKOB

PeFI/ICTpaLI,Mﬂ, y4yeT, onepartnBHoOe XpaHeHue [OOKYMEeHTOB No nepcoHany,
noaroToBKa K caavde nx B apxme

Heobxognmelie yYMeHUaA Pa3pa6aTblBaTb NPOEKTbl KaApOoBbIX AOKYMEHTOB

OdopmnaTb KagpoBble [LOKYMEHTbI B COOTBETCTBMM C TpeboBaHMsMM
TPYAOBOro 3akoHopaTenbctBa Poccunckon ®degepauum w  fokanbHbIMU
HOPMAaTMBHbIMUW aKTaMy OpraHusauum

Bectn yd4eT n perucrtpauuio KagpoBblX OOKYMEHTOB B I/IH(*)OpMaLI,MOHHbIX
cucrtemMmax n Ha matepuarnbHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHEHWE KadpoBbiX [AOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMs MM TPYAOBOrO, apXMBHOIO 3akoHogaTenbcTBa Poccuinckon
denepaumu n nokanbHbIMY HOPMATMBHBIMU aKTamMu OpraHu3auumn

AHa.I'II/ISI/IpOBaTb KagpoBble OOKYMEHTblI U NepeHOCUTb MH(bopmau,vuo B 6asbl
OaHHbIX N OTYeTbI

Pabotate co cneunann3npoBaHHbIMU MHq)OpMaLI,MOHHbIMM cucremamm un
©a3amu gaHHbIX N0 BEAEHUIO yd4eTa 1 OBUXKEHUIKO NepcoHana

PaspabaTbiBaTb  NnaH  KOPPEKTUPOBOK  YCTAHOBIIEHHOTO  Mopsiaka
0ohOpMIIEHUST [OKYMEHTOB MO MEepcoHarly M peanu3oBbiBaTb MPUHATHIE
N3MEHEHUS

KoHTponupoBaTtb npucyTcTBrE paboTHUKOB Ha paboyem MecTe

CobntogaTb HOPMbI 3TUKU OEMOBOro 00LeHus

Heobxoagnmble 3HaHMSA nOpﬂ,EI,OK O(bOpMJ'IeHI/IFl, BeeHUA N XpaHEHNA OJOKYMEHTOB MO nepcoHany

Mopsigok ydveTa [OBWKEHUS KagpoB W COCTaBMEHUS  YCTaHOBJIEHHOW
OTYETHOCTM

Mopsagok pacyeTa cTaxa, NbroT, KOMMeHcauui, OMOPMIMEHUs MNEHCUN
paboTHMKam

CTpykTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKallue HOPMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akoHoAaTenbCTBa U HOPMAaTUBHbLIE MpPaBOBbIE€ aKTbl
Poccunckon CDep,epau,MM, B 4aCTn BeeHNA OOKyMEeHTauun no nepcoHany

3akoHogaTenbcTBO Poccuinckon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

TexHomnoruu, MeToabl U MEeTOOVKWU NPOBEAeHMs aHanMsa u cucremaTusaumm
[IOKYMEHTOB 1 UHCpopMaLImK

KOHcyanaHTnHI-OC www.consultant.ru CtpaHuua 8 13 67

HageXHasa npaBoBas noaaepXxka


http://www.consultant.ru/
http://www.consultant.ru/

Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCoH...

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

NokanbHble HOpMaTUBHbIE aKTbl OpraHW3auuW, pPerynupylolme MnopsiaoK
ocbopMIIEHUSI JIOKYMEHTOB MO NepcoHany

OcHoBbI JOKyMeHTOO60opOTa M AOKYMEHTaLMOHHOro obecneyeHus

HopMbl 3TukM Aenosoro obueHus

BasoBkle OCHOBBbI NHGOPMATUKN, CTPYKTYpHOE NnocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu

3.1.3. TpynoBas yHKUnA

AOMWHWCTPUPOBaHME NPOLECCOB U YpoBEHb
OKYMEHTO060pOTa MO yYeTy U ABUKEHMIO
Haumenosanme |2O%Y P yaety n a Kopg A/03.5 |(nogypoBeHb) 5
KagpoB, NpeAcTaBeHNIO JOKYMEHTOB Mo KBANMCOUKALIM
nepcoHany B rocy4apCTBEHHbIE OpraHbl
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A PYA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHpapTa
TpynoBble AencTBUSA OpraHu3aums gokymeHToo60opoTa Nno y4eTy U OBWKEHNIO KaapOoB

OpraHuzaumst [OKyMeHTooGopoTa Mo NpeAcTaBMeHUo OOKYMEHTOB MO
nepcoHany B rocyjapCTBeHHbIE OpraHbl

MocTtaHoBKa Ha y4eT opraHn3aummn B rocygapCTBeHHbIX opraHax

MoaroToBKa MO 3anpocy rOCYAapCTBEHHLIX OPraHoB, MPOMECCUMOHANbHbBIX
COI30B U [ApYyrux MNpeacTaBUTENbHbIX OpPraHoB PabOTHWKOB OPUIMHAaroB,
BbINUCOK, KOMWIA JOKYMEHTOB

MoarotoBka yBeOOMMNEHWUA, OTYETHOW U CTaTUCTUYECKOW WHopMauum no
nepcoHany

MogroToBka WMHopmMaumn o] 3aKn4eHnm TpyooBoro unm
rpakgaHCcKo-nNpaBOBOro 4OroBopa Ha BhINMOSIHEHWE paboT (Oka3aHue ycnyr) ¢
rPaX4aHWMHOM,  3aMellaBlIMM  OOJDKHOCTW  FOCyAapCTBEHHOM  unn
MYHULMMNANBLHON  CRyX0bl, nepevyeHb  KOTOPbIX  yCTaHaBNMBaeTCs
HOpMaTMBHbLIMU NPaBOBbIMK akTamu Poccuickon denepaunm

Heobxogumble ymeHusi OdopMnsiTh y4eTHble AOKYMEHTbI, NMPeaocTaBnsieMble B rocygapCTBEHHbIE
opraHbl, NPogeccnoHanbHble CO3bl U ApYrne npeacTaBUTErNbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHuAMMU
TPYAOBOro 3akoHogaTenbctBa Poccunckon ®denepauum n  nokanbHbIMU
HOpMAaTMBHBLIMU aKTaMy opraHusawum
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCoH...

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

PaGoTtaTb ¢ MHOPMALMOHHBIMIU cUCTEMaMK U GazamMu JaHHbIX N0 BEAEHUIO
ydyeTa U OBUKEHUIO NepcoHana

Pabotatb ¢ MHHOPMALMOHHBIMU CUCTEMaMU N Ba3amMu JaHHbIX NO BEAEHUIO
CTaTUCTUYECKON M OTYETHOW MHAOPMAaLIMK NO NepcoHany

AHanuaupoBaTb npasuna, npouenypbl U NOPSOOK, perynupyowmne npasa u
0053aHHOCTM TrOCYyAapCTBEHHbIX OpPraHoB W oOpraHuM3auum Mo BOMpocam
obMeHa JoKyMeHTaumen no nepcoHany

Bectn genosyto nepenncky

CobGnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxoaumble 3HaHWSA TexHonorun, metoasl U METOOVKU NPOBEAEHUA aHanMa3a U cucTemaTmaaumm
[OKYMEHTOB 1 MHdOpMaLnK

OcHoBbI JOKyMeHTOO6opOTa U AOKYMEHTaLMOHHOro obecneyeHus

CTpyKTypa opraHusaumm

HopmatueHble npaBoBble akTbl Poccuiickon ®enepaumm, perynupyroLime
npasa n 0693aHHOCTM rocyJapCTBEHHbIX OPraHoB, NPOgeCCUoHanbHbIX
COHO30B U ApYrux NpeacTaBUTenbHbIX OpraHoB paboTHUKOB MO
NpegoCcTaBfeHNo y4eTHON JOKYMeHTaunm

TpynoBoe 3akoHOAATENbCTBO M UHbIE aKTbl, COAepXalle HOPMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOA4ATENLCTBA M HOPMATMBHbIE NPABOBbLIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTaLMM NO NepcoHany

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTUBHBIE aKTbl OpPraHM3aLny, PerynmpytoLme nopsiaok
BeAEHWs JOKYMEHTaLun no y4eTy 1 ABMKEHUIO NepcoHana

Hopmbl 3Tnkn genoBoro o6weHns

BbasoBble OCHOBbI MHPOPMATKKK, MOCTPOEHNA NHAPOPMALIMOHHBIX CUCTEM U
0CcobeHHOCTM paboTbl C HUMMU

Ipyrve xapaKkTepucTMKu

3.2. ObobLeHHas TpyaoBas pyHKUNs

[eatenbHoCTb N0 obecneveHno NnepcoHanom YpoBeHb
HanmeHoBaHune Kon B
KBanudunkaumnm
MpouncxoxgeHue 3
Z N anMCTBOBaHO
0000LLEeHHOM TpyaoBOM OpwurunHan X
13 opurmHana
OYHKLNK
Kon PernctpaunoHHbIn
opurMHana HOoMeEp
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCoH...

HokymeHT npegoctasneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 08.11.2016

npogeccnoHasnbHOro
CcTaHgapTa

Bo3moxHble HanmeHoBaHUS Creuuanuct no nogbopy nepcoHana
JOImKHOCTEen, npodeccui Cneumannct no nepcoHany
MeHexep no nepcoHany

TpeboBaHua k o6pasoBaHuto | Beicliee obpasoBaHue - 6akanaspuat

n obyyeHuto [ononHutenbHoe npodeccnoHansHoe obpasoBaHne - NPorpaMmbl
MOBbILLIEHUS KBanMduKkaumm; nporpamMmmbl NpodeccnoHanbHom
nepenofroToBkn B obnactu novncka n nogbopa nepcoHarna

TpeboBaHus K ONbITY -
npakTu4eckomn paboTbl

Ocobble ycnosusi gornycka K
paboTte

Ipyrve xapaKkTepucTuKu -

JlononHuTenbHble XapakTepucTUKn
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanmcT no ynpaBreHuo NepCcoH. ..

HokymeHT npegoctasneH KoHcynbTaHTlnoC
[ata coxpaHeHus: 08.11.2016

HanmeHoBaHMe gokymeHTa Koa HanmeHoBaHmne 6a30Bon rpynnel, 4OMKHOCTM (Npodeccun) nnm
cneumansHOCTM
OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYXO0 1 yYpeXaeHWIn 3aHATOCTH
EKC - CneuuanucT no kagpam
- MeHepxep no nepcoHany
oKnAaTP 27755 OKOHOMUCT o Tpyay
22956 WHcnekTop no kagpam
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

3.2.1. TpynoBas dyHKUMSA

C6op nHdopmaumm o noTpebHocTAX YpoBeHb
HaumeHoBaHWe | opraHusauuu B nepcoHane Koa B/01.6 |(nogoypoBeHb) 6
KBanudumnkauum
MpoucxoxaeHue TpyooBom 3anMMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kog PernctpaunoHHbIN
opuruHana Homep
npodeccnoHasnbLHOro
CcTaHgapTa
TpyooBble AencTBus AHanuns nnaHoB, cTpaTernm U CTPYKTypbl opraHusaLmm

AHanus ocobeHHoCcTen opraHusauum paboTbl W MpoM3BOACTBA Ha
KOHKPETHbIX paboumx mecTax

Ananus pblHKA Tpyga nNo oOpraHu3auun pa6OTbI Ha aHanorm4yHom
npon3BoACTBE U pa60Lw1x MecTax

dopmupoBaHne TpeboBaHUM K BakaHTHOM AOMMKHOCTU  (Mpodheccun,
cnewumansHOCTU) U UX KOpPeKLMS

AHanus pblHKa Tpyga v nepcoHana opraHusauuu no npodunio BakaHTHON
OOJMDKHOCTU (Mpodheccum, cneumanbHOCTH)

MHd)OpMI/IpOBaHI/Ie N KOHCYIbTUpOBaHNE pyKOBOLI,I/ITeJ'IeVI no,u,pas,u,eneHMﬁ n
OopraHusaumn no BONMpocam pbiHKa Tpyaa B 4acTu obecneyveHuns nepcoHariom

Heobxogumble ymeHus Cobupatb, aHanmsuMpoBaTb W  CTPYKTypupoBaTb WHdopmaumo 00
0COBEHHOCTSAX opraHM3auun paboT Ha pasnUYHbIX y4acTkax NPoM3BOACTBa U
Ha KOHKpPEeTHbIXx pabounMx MecTax C y4yeToM Uerneil, 3agay, MNaHoB U
CTPYKTYpbI OpraHusauum

Cobupatb, aHanuauMpoBaTb W CTPYKTypupoBaTb WHopmaumo 06
0COBGEHHOCTSAX U BO3MOXHOCTAX KaApOBOIro NoTeHumana opraHusaumm

Cobupatb, aHanuauMpoBaTb W CTPYKTypupoBaTb WHopmaumo 06
0COBEHHOCTAX pblHKA TpyAda, BKNOYas NpeanoXeHus ot NpoBanaepoB ycnyr
no Noucky, NnpueneyeHuo, noabopy n otbopy nepcoHana

dopmupoBaTte TpeboBaHMS K BakaHTHOM JOIDKHOCTM  (Mpodheccun,
crneumanbHOCTI) U onNpedensaTb KpUtepum nogbopa nepcoHana

BHocutb KOppeKkTupywuwune ceeneHnda B Tpe6OBaHMF| K KaHaungataM Ha
BaKaHTHblEe OOJTKHOCTU (npocbeccmm, cneu,maanocm)

Monb3oBaTbCA MOMCKOBBIMW CUCTEMaMu U MHAOPMAaLMOHHBIMU pecypcamu
ONs MOHMTOpWMHIa  pblHKa  Tpyda, [paxgaHCKoro W TpydoBOro
3akoHopartenbcTBa Poccuiickon deaepatimm

KoHcynbTupoBaTb MO BOMpocam pblHka Tpyda B 4act obecrneveHus
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

nepcoHarnom

CobGnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxoaumble 3HaHWSA TexHonorun, metoasl U METOOVKN NPOBEAEHUA aHanMa3a U cuctemaTmaaumm
[OKYMEHTOB 1 UHdOpMaLnK

CTpykTypa oOpraHusauuMm U  BaKaHTHble  [OIDKHOCTM  (npodheccuum,
crneymanbHOCTH)

nOpﬂ,EI,OK onpepgeneHuna I'IepCI'IeKTMBHOIZ n TeKyLIJ,el;l I'IOTpe6HOCTM B Kagpax

McTouHMKM oBecneyeHmnst opraHnsaunm Kagpamm

OpraHusaums paboT Ha pasnuuHbIX y4acTkax Mpov3BOACTBA, OpraHM3aLuu,
oTpacnu

O6LwMme TeHAeHUMM Ha pbiHKE Tpyda W B OTAEMbHOW OTpacnu, KOHKPETHOW
npodeccun (GOMKHOCTH, CNeLUmanbHOCTL)

OcCHOBbI NCUXONOMMN U COLLMOIIOTNN TpyAda

OCHOBbI 3KOHOMUKM, OpraHM3aLumn Tpyaa u ynpasneHus

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE akTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTALMM NO NepcoHany

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

NokanbHble HOPMAaTUBHbIE aKTbl OpraHWM3auuu, perynupylowmne nopsigok
nogbopa nepcoHana

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NoOCTPOEHNEe
WMH(POPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMK

[pyrvne xapakTepucTnkm

3.2.2. TpynoBas dyHKUMSA

Mownck, npuBneyeHue, noabop u oTéop YpoBeHb
HaumeHoBaHve |nepcoHana Koa B/02.6 |(nogoypoBeHb) 6
KBanudumnkauum
MpoucxoxgeHne TpygoBon OpuruHan X 3aMMcTBOBaHO
PYHKLMM n3 opurmHana
Kop, PernctpaunoHHbIn
opurMHana Homep
npogeccnoHasnbLHOro
cTaHgapTa
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

TpynoBble AencTems lMonck BO BHYTPEHHUX M BHELLUHMX UCTOYHMKaX MHopMaumMm o KaHguaaTtax,
COOTBETCTBYIOLLE TpeboBaHMAM BaKaHTHOM [OMKHOCTU (NMpodheccun,
cneunanbHOCTK)

Pa3svelleHne cBegeHMn O  BakaHTHOW  [OIDKHOCTM  (mpodheccuum,
creumanbHOCTI) B cpeacTBax MaccoBOW MHGOpMaL MK

Bbl60p crnocoboB 1 mMeToaoB npuBre4vyeHna nepcoHana B COOTBETCTBUMN C
yTBEPXOAEHHBbIMU NiTaHaMu

MpoBepka wuHGpOpMaUMM O KaHAuAaTax Ha BakaHTHble OOIHKHOCTU
(npodheccuu, cneumanbHOCTH)

MpoBeneHne cobecemoBaHuii M BCTPEY C KaHAuWgaTaMW Ha BaKaHTHblE
OOIMKHOCTU (npodheccuu, cneLmanbHOCTU) ¢ obecneyeHnem obpaTHOM CBA3U

OueHka COOTBETCTBUS kaHOAWOATOB TpeboBaHWAM BaKaHTHOW [OOSMKHOCTU
(npodeccuu, cneumanbHOCTH)

MogrotoBka npennoXeHMn no OopMUPOBaHUIO OlompKkeTa Ha  MOWCK,
npuereyeHne, nogdop 1 oTbop nepcoHana

NHbopMmpoBaHne 1 KOHCYNbTUPOBaHWE pykoBoaMTeNei noapasgeneHuin u
opraHu3saummu no Bornpocam npueriedYeHnst NepcoHana ¢ oLeHKow 3aTpat

Heobxogumble ymeHus OnpepenaTb KpuTepum MoucKa, npueBnedveHus, nogbopa un oTtbopa
nepcoHana

CO6I/IpaTb, aHann3npoBaTb U CTPYKTYpUpoOBaTb I/IH(*)OpMaLI,MI'O O KaHOunpaTax
N npennoXxeHnax Ha pbiHKe Tpyaa

Monb3oBaTbCst NOUCKOBBLIMU CUCTEMAMM U MHDOPMALMOHHBIMU pecypcamu B
obnactn obecneyeHnsa nepcoHanom

[MpUMEHSTL TEXHOMOIMM U METOAMKW MOWUCKa, MpuBreYeHusi, nogbopa wu
oTbopa KaHOMOaToB  Ha BakaHTHble  [OMKHOCTMU (npodheccuum,
creumanbHOCTN) B COOTBETCTBME C MX Creundmkom

Mcnonb3oBaTtb cpencrtea obecneyeHuns nepcoHanom, BKItOYas
conpoBoOXaeHne

KoHcynbTrpoBaTb MO BOMpocaM NpuBIiedYeHrst nepcoHarna

CoctaBnate u KOHTpONnnpoBaTb CTaTbM pacxogoB Ha obecneyeHne
nepcoHanom ana nnaHnpoBaHUA OtooxeToB

CobntogaTb HOPMbI 3TUKU OEMOBOro 00LeHus

Heobxognmble 3HaHMSA McTouHnkn obecneyeHms opraHunsauunn Kagpamm

TexHormorMM M MeToOMKM TMoucka, npuBneveHus, nogbopa u oTGopa
nepcoHana

Cuctembl, MeTogbl W OpPMbl MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

TexHonorum u Metoabl POPMUPOBAHUSI U KOHTPOSS BHOIKETOB

TexHonoruu, MeToAbl U MeTOAUKN NPOBEAEHNs aHanusa, cucTemaTtusaumm
[IOKYMEHTOB 1 UHpopMaLImK

CTpykTypa oOpraHusaummM W  BakaHTHble  [OOMMKHOCTM  (npodbeccuu,
cneunanbHOCTK)

OO0wwme TeHOeHUMM Ha pbiHKE TpyAa M B OTAENbHbIX OTpacnsx M Buaax
npogeccnoHanbHON AeATenbHOCTH

OcCHOBbI NCUXONOMMN U COLLMOIIOTrNN TpyAda

OCHOBbI 3KOHOMMKM, OpraH13aLUumn Tpyaa 1 ynpasreHusi nepcoHanom

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE aKTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOZATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTaLMM NO NepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble akThbl opraHusauummn, perynupyrowme nopanok obecneyeHus
nepcoHarnom

HopMbl 3TUKM Aenosoro obLeHus

Bba3oBble OCHOBbI MHOPMATKKKN, MOCTPOEHUS MHAOPMALIMOHHBIX CUCTEM U
ocobeHHoCTU paboTbl C HAMMK

[pyrvne xapakTepucTnkm

3.2.3. TpynoBas yHKUNA

AOMWHUCTPUpPOBaHME NPOLIECCOB 1 YpoBeHb
HanmeHoBaHne | JokymeHTOOOOpOTa obecneveHus Kopg B/03.6 |(nogypoBeHb) 6
nepcoHanom KBanudmkaumm
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A pyA OpwurunHan X
PYHKLMM 13 opurnHana
Kop, PernctpaunoHHbIn
opurnHana HoMep
npodgeccuoHansHoro
cTaHpapTa
TpynoBble AencTBUSA AHanm3 npoueccoB [AOKYMEHTOO00opOTa, mfoKanbHbIX OOKYMEHTOB MO

Bomnpocam ofecrneyeHst nepcoHanom

BeneHne wuHopMaumm O  BakaHTHbIX  OOMKHOCTAX  (Mpodheccusix,
creLumanbHOCTAX) U kKaHauaaTax
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

[oKkyMeHTauMOHHOE COMpOBOXAEHWEe KaHOugaToB Ha 3Tanax Mnoucka,
npueneyeHus, nogbopa n orbopa nepcoHana Ha BakaHTHbIE [AOMMKHOCTU
(npodeccun,  cneumansHOCTK), WH(OpMMPOBaAHME  KaHAMAATOB O
pesynbTatax otbopa

MogrotoBka 3anpocoB O KaHAMAaTax B TOCYyAapCTBEHHblE OpraHbl, B
criyyasix, NpeaoycMOTPEHHbIX AeNCTBYOLWMUM  3aKOHOOATENbCTBOM, MU
00paboTka NpefoCTaBeHHbIX CBEOEHUI

MoarotoBka M 06paboTka yBeAOMIIEHWA B T[OCydapCTBEHHbIe OpraHbl,
npodeccuoHanbHble  Co3bl W ApyrMe  MpeAcTaBuTENbHble  OpraHsbl
paboTHMKOB MO BOMpOcam Mowucka, NpuBneYeHus, nog6opa u oTbopa
nepcoHana

ConpoBoxaeHue [oroBopoB no obecneyvyeHuo opraHmsaLmyM nepcoHarnom,
BKn4Yaa npegBapuTenbHble npouenypbl N0 X 3akno4eHuo

Heobxogumble ymeHusi OGecneunBaTb OOKYMEHTaALMOHHOE COMPOBOXAEHME BbiXOda KaHauaaTta Ha
paboTy M NepemMellieHNs nepcoHana

OdgopmMnsaTb  OOKYMEHTbI MO Bonpocam  obecnevyeHuss  KaapoBbIMU
pecypcamu, Heobxoaumble AN NPefoCTaBfieHMs B rOCYOapCTBEHHblEe
opraHbl, npodeccrMoHarnbHble CO3bl U Apyrve npeacTaBUTESNbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apxmMBHOIO 3akoHopaTtenbcTBa Poccunckon depepaumm wn
nokanbHbIMK akTaMu opraHusauum

AHanuanpoBaTb  [OKYMEHThI " nepeHocuTb MHOpMaLMIO B
MHOPMAaLIMOHHBIE CUCTEMbI M 6a3bl JaHHbIX O KaHauaaTax

Paboratb C MH(*)OpMaLl,I/IOHHbIMM cuctemamm n 6aszamm gaHHbIX Mo Bonpocam
obecneyeHus nepcoHanomMm, BeOeHUKo MNOoucCka n ydeTa KaHOouOaTtoB Ha
BaKaHTHblEe OOJTKHOCTU (npocbeccvm, cneu,maanocm)

MpousBoauTb NpedBapuTesibHbie 3aKynoyHble npoueaypbl U oopMmsTh
CONYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKITOYEHNIO [JOFOBOPOB

OpraHu3oBbIBaTb M MPOBOAMTL KOHKYPCbl, OCOPMASTb WM aHanusMpoBaTb
KOHKYPCHYIO JOKYMEHTaLWI0

Bectn 0EeNoBYK nNepenncky

CobntogaTb HOPMbI 3TUKKU OEMOBOro 00LEeHus

Heobxognmble 3HaHMSA nOpﬂ,EI,OK Od)OpMJ'IeHMH, BeEeHNA N XpaHeHna OOKYyMeHTauuu, CBSA3aHHON C
NMONUCKOM, NnpuBlie4eHUeEM, I'IOD,60pOM n OT60pOM nepcoHana Ha BaKaHTHblE
OOJIKHOCTU

Mopsgok dopmupoBaHusi, BedeHuss 0GaHka [daHHbIX O nNepcoHane
opraHm3aumm u NnpegocTaBneHnst OTYETHOCTM

OcHoBbI JOKYMeHToObopoTa U AOKYMEHTaLNOHHOTO obecneyeHuns

TexHonorun, MeToabl U MEeTOAVKM MPOBEAEHWs aHanMsa u cucTtemaTusaumm
[OKYMEHTOB 1 MHGpopMaLmm
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Mopsagok NnpoBeAeHUs KOHKYPCOB U 0COOPMITEHUS] KOHKYPCHOW JOKYMEHTaLmu

Mopsigok  nNpoBedeHVMst  3aKymoOuyHbIX — npouedyp U odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHusaumm W  BakaHTHble  [OOMMKHOCTM  (npodbeccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKallue HOPMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akoHoAaTenbCTBa U HOPMaTUBHbLIE MPaBOBbIE aKTbl
Poccunckon Cbep,epau,mm, B 4aCTn BeeHNA OOKyMeHTauun no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

JNokanbHble akTbl  OpraHu3auuu, perynupylolMe nopsiaok  nogdopa
nepcoHana

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TuKkM Aenosoro obueHuns

Bba3oBble OCHOBbI MHOPMATKKN, MOCTPOEHUS MHAOPMALIMOHHBIX CUCTEM U
ocobeHHoCTU paboTbl C HAMMK

[pyrvne xapakTepucTnkm

3.3. O606L1eHHas TpyaoBas pyHKLMSA

€ATeNbHOCTb MO OLEHKEe N aTTecTaumm YpoBeHb
HanmeHoBaHue A H H Kop, C P 6
nepcoHana KBanudukauum
MpouncxoxaeHue
P kne y 3anmcTBOBaHO
0606LLEHHON TPYOOBON Opurunan X
13 opurnHana
dyHKUUK
Kop, PernctpaunoHHbINn
opurMHana Homep
npodgeccuoHansHoro
cTaHpapTa
Bo3moxHble HanmeHoBaHus | CneumanucT no oueHke 1 atTecTaumm nepcoHana
JOoImKHOCTen, npodeccum Cneumannct no nepcoHany
MeHexep no nepcoHany
TpeboBaHus k Bobicwee obpasoBaHue - 6akanaspuat
obpasoBaHuio 1 06yyeHuo | lononHuTensHOe npodeccrnoHansHoe obpasoBaHme - NporpamMmbl
NOBbILLEHNS KBaNnudukauum; nporpaMmmbl NPogecCUoHannbHON
nepenoaroToBky B 06nacTy NpoBedeHns OLeHKM nepcoHana
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

TpeboBaHus K ONbITY -
npakTu4eckomn paboTbl

Ocobble ycnosus gonycka K
paboTte

Ipyrve xapaKkTepucTuKu

JlononHuTenbHble XapakTepucTUKn

HanmeHoBaHWe OoKyMeHTa Kopg HanmeHoBaHne 6a30Bon rpynnel, 4OMKHOCTM (Npodeccun)
UMM cneumanbHOCTU
OK3 2412 CneumanucTbl NO Kagpam 1 NpodopueHTaLmm
3423 CneumanncTtbl KagpoBbIX CIYXO U yY4pEeXaeHUN 3aHATOCTH
EKC - MeHexep no nepcoHany
OKMATP 27755 OKOHOMUCT Mo TpyAay
22956 MHcnekTop no kagpam

3.3.1. TpynoBas dyHKUMSA

OpraHusauusi 1 NpoBeAEHNE OLEHKN YpoBeHb
HaumeHoBaHve |nepcoHana Koa C/01.6 |(nogypoBeHb) 6
KBanudumnkauum
lNpouncxoxaeHne TpyaoBon 3anmMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurMHana HOoMeEp
npogeccuoHansHoro
cTaHgapTa
TpyooBble AencTBus AHanu3 CTPyKTypbl, MNNaHOB W BakaHTHbIX [OXHOCTENW (npocdpheccun,

crneumanbHOCTeN) opraHusaumn, ocobeHHocTen opraHu3dauumn paboTbl Ha
pasnun4yHbIX y4acTkax Mpou3BoACTBa U KOHKPETHbLIX paboynx mecTtax

PaspaboTka nnaHa OLEHKM nepcoHana B COOTBETCTBMM C LensMu
opraHusaumm

OueHka AMHaMUKM MPOU3BOAUTENBHOCTU, MHTEHCUBHOCTU 1 3h(DEKTMBHOCTM
TpyAaa Ha pabounx mecTtax

OnpegeneHve pecypcoB, BbIGOp CpeacTB M MeTOLOB MPOBEAEHUS] OLLEHKU
nepcoHana

[NpoBeaeHne oLeHKM NepcoHana B COOTBETCTBUM C NiaHaMun opraHmsaumm

COI'IpOBO)KD,eHVIe norosopoe  C  OopraHusaumnamu - ncnosHnTeENAMmn
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

MEpOMnpusSTUA MO  OUEeHKe MepcoHana, BKMYas npeaBapuTenbHble
npoueaypbl Mo UX 3aKIoYeHno

KoHcynbTMpoBaHMe nepcoHana Mo BOMPOCaM OLEHKM, BKMOYas OLIEHKY
saTpat

AHanua pesynbTaTOB OLEHKW MepcoHana, MOAroTOBKa pPeKoMeHaaLni
PYKOBOZACTBY M NepcoHany

lMoarotoBka npennoXeHuin nNo GoOpMUpoBaHuIo GlomKeTa No opraHnsauum u
NpOBEAEHUIO OLIEHKM NepcoHana

HeobGxoammble ymeHus: OnpegenaTe NapameTpbl U KPUTEPUM OLIEHKM NepcoHana

OnpenenaTe W NPUMEHATb CpeacTBa WM MeToAdbl NPOBEAEHUs OLEHKU
nepcoHana

Bblgenstb (onpe,u,enmb) rpynnbl NnepcoHana gna nposeaeHmna OueHKn

OnpegensaTe WHTEHCMBHOCTb TPyAa W 30Hbl MOBbIWEHUS 3MEKTUBHOCTU
nepcoHana

Onpep,enmb MOTUBALIMOHHbIE (*)aKTOpr npoBeaeHna oueHKn nepcoHana

CocTaBnsiTb U KOHTPONMPOBAaTb CTaTbM PAacXOAOB Ha OLEHKY NepcoHana ans
nnaHNpoBaHUsa O04KeTOB

Ob6ecneunBaTtb OpraHM3aLVOHHOE COMPOBOXAEHUE OLIeHKM NepcoHana

Ob6ecneunBatb COXPAHHOCTb KOHMAEHUMANbHOW  MHDOpPMauMM  Npu
npoBeaeHUN OLLEHKM NnepcoHana

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apxMBHOIO 3akoHogaTtenbcTBa Poccunckon dPepgepaumm un
NOKanbHbIMU HOPMAaTUBHBIMU aKTaMy OpraHu3auum

CobupaTtb, aHanuavMpoBaTb W  CTPYKTYpUpoBaTb  MHGOPMaUUO O
NPeanoXeHnsIX No oLEeHKe NnepcoHarna Ha pbiHKe Tpyaa

MpousBoauTb NpedBapuTesibHbie 3aKynoyHble npoueaypbl U ohopMIsThL
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

Onpep,enmb ycnoBua AOnd  3aKrnw4YeHuna OOoroBopoB Ha ycnyrn  no
npoesegeHuto oUueHK nepcoHana

CuctemaTtusmposatb, obobwatb M aHanusMpoBaTb pe3ynbTtaTtbl OLEHKU
nepcoHana

Ob6ecneunBatb 00OpaTHYK CBSA3b MO pe3ynbTaTam MPOBEAEHHOW OLEHKU C
nepcoHasnoM 1 pykoBOACTBOM

Monb3oBaTbCsA NOMCKOBLIMU CUCTEMAaMMU, MHd)OpMaLlMOHHbIMM pecypcamun n
6a3amu gaHHbIX No npoBeaeHnto OLLEHKN nepcoHana

PaspabatbiBaTb pekoMeHAauuMyM Mo pasBUTUIO MepcoHana Ha OCHOBe
NpoBeSeHHON OLIEHKM
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

CobntogaTb HOPMbI 3TUKU OEMOBOro 00LeHus

Heobxoaumble 3HaHUSA TexHonorun n meToabl onpeaeneHuns NpoeccnoHanbHbIX 3HaHUA, YMEHUA 1
KOMMEeTEHL M

TexHonornm n MeToabl OLEHKN IMYHOCTHBIX Ka4yecTB n XapaKTepucTuk

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro M HemaTepuanbHOro
CTUMYNUPOBAHUS TpyAa nepcoHana

TexHonornn n Metoapl (bOpMI/IpOBaHI/IFl N KOHTpONnA OrooxeToB

TexHonorun, MeToAbl U MEeTOAVKM MPOBEAEHWs aHanMsa u cucTemaTusaumm
[OKYMEHTOB 1 MHGpopMaLmm

OcHoBbI 06u.|,e|7| n cou,maanoM ncunxomnormn, counmosiormn n ncmxosiornm
Tpyna

OcHoBbI NPON3BOACTBEHHON AEATENBHOCTU OpraHM3aLmm

Mopsigok  nNpoBedeHVMs  3aKymouyHbIX — npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHusauMum W  BaKaHTHble  OOIMKHOCTM  (npodheccuu,
crneymanbHOCTH)

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE aKTbl, coaepXallue HOpMbl TPYOOBOro
npaea

OcHoBbI ApXMBHOIo 3akoHodaTesllbCTBa U HOpPMAaTMBHbIE MNpPaBOBble aKTbl
Poccuiickon CDep,epau,MM, B 4aCTn BeeHUA OOKyMeHTauun no nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyrwmne nopagok
OUEeHKM nepcoHana

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6ueHns

basoBble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NoCTpOeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.3.2. TpynoBas dyHKUMSA

OpraHusauus u NnpoBeAeHue atTectaumm YpoBeHb
HaumeHoBaHve |nepcoHana Koa C/02.6 |(nogypoBeHb) 6
KBanudumnkauum
MpoucxoxgeHne TpygoBon OpuruHan X 3aMMcTBOBaHO
OYHKLNK 13 opurmHana
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Kop, PernctpaunoHHbIn
opurMHana Homep
npodgeccuoHansHoro
cTaHpapTa
TpynoBble AencTemns AHanu3 CTPyKTypbl, MJIAaHOB W BaKaHTHbIX AOOJMKHOCTen (npodheccun,

creumanbHOCTEN) opraHuM3auumn, OocobeHHOCTEN opraHusauumn paboTbl Ha
pas3nNMYHbIX y4acTkax MPOMU3BOACTBA U KOHKPETHbIX pabounx MecTax

PaspaboTka npoekToB OOKYMEHTOB, onpenendarwmnx nopAanok arrecrtrauun
nepcoHana, ¢ oLeHKoN 3aTpar

ConpoBoxaeHue npouecca aTrectauum u  paboTbl  aTTeCTaLMOHHOMN
Komuccum

MoaroToBka NpeanoXxeHni no opMmnpoBaHnto GroKeTa Ha OpraHn3aLuno 1
npoBedeHne aTtTecTaumm nepcoHana

MoprotoBka nNpednoXeHW O COOTBETCTBMM pabOoOTHUKA  JOIMKHOCTU
(npodeccuu, cneumnansHOCTM) NO pedynbTatam aTTecTauum B COOTBETCTBUM
¢ 3aKkoHoaaTenscTBoM Poccunckon ®enepavinm

Heobxogumble ymeHusi OnpegenaTb napameTpbl U KpUTEPUM aTTecTauum nepcoHana

Onpep,enmb N NPUMEHATb CpeacTBa N MEeTOdbl aTTecTaunn

BbloenaTs rpynnbl nepcoHana ans npoBefeHns atTectauum

Ob6ecneunBatb OOKYMEeHTaunoHHOe conposoxaeHune artrecrtauumm
nepcoHana

CocTtaBnste 1 KOHTpOJ/IMpoBaTb CTaTbM pacxogoB Ha aTtrectauuio
nepcoHana ana nnaHnpoBaHUA OooxeToB

Monb3oBaTbCA WHGOPMALMOHHBIMU pecypcamn ¥ 6asamy  daHHbIX MO
NMpOBeAEHUIO aTTecTauum

Bectn yy4eT n permctpaunto JOKYMEHTOB B MH(*)OpMaLI,I/IOHHbIX cucremax u
Ha MaTtepuaribHbIX HOCUTENAX

OpraHu3oBbIBaTb XpaHEHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apXuBHOro 3akoHopartenbcTBa Poccuiickon ®epepauumn wu
NOKanbHbIMU JOKYMEHTaMN opraHv3aumm

MpousBoauTe nNpeaBapuTenbHble 3aKyrno4yHble npoueanypbl U odopMnATb
COoNyTCTBYHOLYO AOKYMEHTALUMIO MO 3aKM4eHnto 4oroBopos

CobntogaTb HOPMbI 3TUKU OEMOBOro 00LEeHus

Heobxognmble 3HaHMSA nOpﬂ,EI,OK N TeXHOonorna npoBeaeHna atrectaumm

TexHomormn u MeToabl OMNpederieHns u  OueHKU Mpod)eCCUOHarbHbIX
3HaHWN, YMEHUIN U KOMMNETEHLMN

Cuctembl, MeToAbl M (POPMbl MaTEPUANbHOIO U  HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana
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[ata coxpaHeHus: 08.11.2016

TexHonorum u Metoabl OPMUPOBAHUSI U KOHTPOIS BHOIKETOB

TexHomnoruu, MeTodbl U METOAVKW NPOBeAEHNs aHanu3a 1 cucteMaTmsauum
[IOKYMEHTOB 1 UHpopMaLImK

OcHoBbI NPON3BOACTBEHHON AEATENBHOCTU OpraHM3aLmm

OcHoBbl 06LWlen n coumanbHOW MNCUXOMNOrNK, COLUMONONMKM U MNCUXONOrMm
TpyAa

Mopsiook  NpoBedeHUst  3aKymouyHbIX  npoueayp U odopMieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHuM3auMmM W BakaHTHble  [OOIMKHOCTM  (npodheccuu,
creymanbHOCTH)

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, CoAepKallme HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOrO 3akoHoAaTeNnbCTBa U HOPMAaTUBHbLIE MPABOBbLIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTALMM NO NepcoHany

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

NokanbHble HOPMaTMBHbIE aKTbl OpraHW3auuW, Perynupylowme mnopsiaoK
OLIEHKM NepcoHarna

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TukM Aenosoro obLeHus

BasoBble OCHOBBI NHGOPMATUKN, CTPYKTYypHOE nocTpoeHne
NMHPOPMAaLIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu -

3.3.3. TpynoBas yHKUnA

AOMWHUCTPUpPOBaHME NPOLIECCOB U YpoBeHb
HanmeHoBaHWe | AOKYMEHTOOOOpOTa Npy NPOBEAEHUN OLIEHKN Kopg C/03.6 |(nogypoBeHb) 6
M aTTecTaumm nepcoHana KBanudmkaumm
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A pyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodgeccuoHansHoro
cTaHpapTa
TpynoBble AencTBUSA AHanm3 npoLeccoB AOKYMEHTOO060pOoTa, noKanbHbIX JOKYMEHTOB MO OLEHKe

narrectaynm nepcoHana

OpraHusaunoHHoe ConpoBOXAEHUE MEPONPUATUIA NO OLIEHKe nepcoHana v
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[ata coxpaHeHus: 08.11.2016

ero atrecrayum

OdopmneHmne npoLiecca 1 pesynbTaToB aTTecTalum nepcoHana

WHbopmmpoBaHue nepcoHana o pesynbTaTax OLeHKU 1 aTTecTauum

MogroToBka npe,u,no>|<eH|/|171 no pasBuUTUO NepcoHana no pe3ynbTaTtam
OUEHKHN

Conposomp,eHme [orosopos no OKasaHuo KOHCYJ1bTalOHHbIX n
I/IHd)OpMaLI,I/IOHHbIX ycnyr no oueHke n atrectaunn nepcoHarna

Heobxogumble ymeHUsi OGecneunBaTb JOKYMEHTALIMOHHOE COMPOBOXAEHWE OLEHKU U aTTecTaumu
nepcoHana

Od)OpMJ'IFlTb OOKYMEeHTbl NO BOMpoCaM OUEeHKNM U aTtTectaunun nepcoHana,
npenocrtaendemMble B rocyaapCTBeHHbIE OpraHbl, I'IpO(beCCI/IOHaJ'IbeIe
COH3bl 1 Apyrne npeancrtaBuUTeslibHbIE OpraHbl pa6OTHI/IKOB

AHanusupoBaTb MpaBuna, Npoueaypbl U NOpsAKA MPOBEAEHUs] OLEHKU U
aTTecTaumu nepcoHarna

Bectn yy4eT n permctpaunto JOKYMEHTOB B MH(*)OpMaLI,I/IOHHbIX cucremax u
Ha MaTtepuaribHbIX HOCUTENAX

OpraHun3oBbiBaTb XpaHEHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsAMM
TpyaoBoOro 3akoHopartenbcTtBa Poccuitickon denepauum 1M nokanbHbIMU
aKkTamu opraHusaLmm

Bectn genosyto nepenncky

Pabotatb € WHMPOPMAUMOHHBIMM cucTeMamu U 6Gaszamum daHHbIX MO
BOMpocaM NpoBefeHMs1 OLLEHKU U aTTecTauum nepcoHana, BeAeHU0 yveTa
KaHOMOAaTOB Ha BakaHTHbIE JOMKHOCTY (Npodeccun, cneumnansHOCTM)

AHanusmpoBaTb  [OKYMEHTbI U MEepeHocuTb  WHdopmauuio B
MHpOPMALMOHHBIE CUCTEMBI U 6a3bl AaHHbIX

CobnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxoaumble 3HaHuS Mopsagok oopMneHuns, BeAeHNA U XpaHEeHUs AOKyMeHTauun, CBSA3aHHOM C
NpPoBEOEHNEM OLIEHKMN N aTTecTaunn nepcoHana

Mopsapgok dopMupoBaHusl, BedeHWss 0GaHKa [daHHbIX O nepcoHane
opraHm3aumm u NnpegocTaBneHnst OTYETHOCTM

Mopsiook  NpoBedeHUst  3aKyrmouyHbIX  Mnpoueayp U odopMieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

Mopsgok odopmneHus OOKYMEHTOB, npeaocTaBnsieMbIxX B
rocygapcTBeHHble  opraHbl, MpodeccMoHanbHble COH3bl U Apyrue
npeacraBuTeNbHbIE OpraHbl paboTHUKOB

OcHoBbI JOKYMeHToObopoTa M AOKYMEHTaLNOHHOTO obecneyeHus

CTpykTypa oOpraHuM3auMmM W BakaHTHble  OOIMKHOCTM  (npodheccuum,
crneymanbHOCTH)
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no RokymenT npenocraeneH KoxcynetauTrinioc

[ata coxpaHeHus: 08.11.2016

YNpPaBneHuo NePCOH...

TpynoBoe 3akoHOAATENbCTBO U MHbIE aKTbl, COAepKallme HopMbl TPYAOBOIO
npaea

OcCHOBbI apxXMBHOro 3akoHoAaTenbCTBa M HOPMAaTMBHbLIE MPABOBLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHNS] AOKYMEHTALMM NO NepcoHany

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

TexHonorun, MeToAbl U METOAVKM NPOBEAEHNS aHanM3a u cucteMaTmsaunm
[OKYMEHTOB M MHGpopMaLmm

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auuun, perynupyrouwme nopanok
OUEeHKM n atrectaumm nepcoHana

Mopsaok 3aknyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBbI MHOPMaTUKMK, CTPYKTYpHOE nocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM
Opyrve xapakTepucTukn -
3.4. ObobLeHHas TpyaoBas pyHKUNS
eATeNnbHOCTb MO Pa3BUTUIO NepcoHana YpoBeHb
HanmeHoBaHune A P P Kon D P 6
KBanudunkauum
MpoucxoxgeHue
Z o 3anMMcTBOBaHO
0000LLeHHON TpyaoBOM OpwurunHan X
n3 opurnHana
OYHKLNK
Kon PernctpaunoHHbIn
opurnHana HoMep
npogeccuoHansHoro
cTaHgapTa

Bo3MOXHble HanMeHoBaHUS
JoImKHOCTeNn, npodeccuin

CreuunanucT no passuTuio N 0By4YeHuIo NnepcoHana
CreuunanucT no pa3BuUTUIO Kapbepbl NepcoHana
Creuuwanuct no nepcoHany

MeHempkep no nepcoHany

TpeboBaHus K
0obpasoBaHuo 1 06y4EeHNIO

Bbicwee obpasoBaHue

[ononHnTensHOe NpodeccmnoHanbHoe obpasoBaHme - NPorpaMmbl
MOBbILLIEHUS KBanudpukaumm; nporpamMmmsl NpoecCnoHansHom
nepenoaroToBkM B 06nacTu opraHmM3aLMoOHHOro 1 NPpodeCCMOHarbHOro
pas3BuTUSA NnepcoHana

TpeboBaHus K ONbITY
npakTu4eckon paboTbl

Ocobble ycnosusa gonycka K
paboTe

KoHcynbTaHnTtlntoc

HageXHasa npaBoBas noaaepXxka
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKA

HanmeHoBaHmne goKymeHTa Kog HanmeHoBaHune 6a3oBon rpynnbl, 4OMKHOCTY (Npodheccun)
Unu cneuunanbHOCTH

OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm

3423 CneumanncTbl KagpoBbIX CITYX0 1 yYpeXaeHWIn 3aHATOCTH
EKC - MeHepxep no nepcoHany
OKMATP 27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.4.1. TpypoBas yHKUNA

OpraHusauusi 1 npoBeaeHNEe MEPONPUATUIA Mo YpoBeHb
HanmeHoBaHWe | pa3BUTUIO N NOCTPOEHU0 NpodeccnoHansHon | Koga D/01.6 |(noaypoBeHb) 6
Kapbepbl nepcoHarna KBanudmkaumm
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A PYA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npogeccuoHansHoro
cTaHpapTa
TpynoBble AencTems AHanua CTpykTypbl, N1aHOB 1 BakaHCUA OpraHnu3aumm

AHanus ocobeHHocTel paboTbl Ha pasnUYHbIX ydacTkax MpoM3BOACTBA M
KOHKPETHbIX paboynx mecTax

MoaroToBKa MPOEKTOB [OKYMEHTOB, OMNPedensiolimx Mopsaook pasButus
nepcoHana 1 nocTpoeHusi NPodecCMoHarnbHOM Kapbepbl C OLEHKOM 3aTpaT

Pa3paboTka nnaHoB npodeccrMoHanbHOM kapbepbl paboTHMKOB

dopmMupoBaHne KaapoBoro pesepsa

OpraHusaums MeponpuUATUN no pas3BUTUIO n NOCTPOEHMIO
npogeccnoHanbHON Kapbepbl NepcoHana

MogroToBKa NpeanoXxeHnn no opMmnpoBaHnio brogxeTa Ha OpraHU3auunio un
NpoBeAEeHNE MEPONPUATUI NO Pa3BUTUIO U MOCTPOEHMIO NPOdECCUOHANTbHON
Kapbepbl NepcoHana

AHanu3  9pEeKTUBHOCTM  MepOornpuUsaTMA  NO  pasBUTUIO  MNepcoHana,
MOAroTOBKa NPEANOXEHUA MO PasBUTUIO

KoHcynbTaHnTtlntoc
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Heobxogumble ymeHus AHanusnpoBaTb YpOBEHb 0OWero pasBuTUS U NpodecCcnoHanbHoOn
KBanudukauumn nepcoHana

OnpepnenaTbe KpaTKOCPOYHblE W AOMrOCPOYHbIE MNOTPEBHOCTM pa3BUTUS
nepcoHana n NnocTpoeHust ero NpodeccmoHanbHOM Kapbepsbl

OnpenenaTb KpUTepun popMUpPoBaHUSA KaapoBOro pesepsa opraHusauum

CocTaBnsiTb UHAVBUAYAbHbIE MiaHbl KAPLEPHOTO PasBUTHS NepcoHarna

MpUMEHATL TexXHOMorMM 1 MeToAdbl pasBMTUSA MepcoHana M MOCTPOeHMUs
npodpeccroHanbHoN Kapbepsl

CocTaBnsaATb MNPEeAnoXeHUs U KOHTPONMpPOBaTb CTaTbM pPacxodoB Ha
nporpaMmbl ¥ MEponpuATMS MO pPa3BUTUIO MepcoHana M MOCTPOEHUIO
npodeccnoHarnbHON Kapbepbl A NIIaHMPOBaHWS OIOKETOB

Onpepnenate 3dEKTUBHOCTL MEPOMPUATUA MO Pas3BUTUIO NepcoHana u
NOCTPOEHMIO NPOeCCMOHaNbLHOM Kapbepbl

PaGotaTtb C WHMOPMALMOHHLIMW cUCTEMaMM U 6azamMu OaHHbIX MO
nepcoHany

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHus Cuctema, cnocobbl, MeToabl, WHCTPYMEHTbI NOCTPOEHMS
npodeccuoHanbHON Kapbepbl

MeToabl onpegeneHnss U OLEHKM JIMYHOCTHBIX U NpodhecCuoHanbHbIX
KOMMNEeTEeHUNNn

Cuctembl, meToabl W d)OprI mMatepuanbHOro wm HemMaTtepuarnbHOro
CTUMynNMpoBaHuA Tpyaa nepcoHarna

TexHonorun, MeTofbl hOpPMMPOBaHUS U KOHTPOSS BloaKeToB

TexHonoruu, MeToabl U MEeTOOVKWU NPOBEAeHMs aHanMsa U cucTemaTusaumm
[IOKYMEHTOB 1 MHdpopMaLImm

OcHoBbl NpodeccnoHanbHOM opueHTaLmm

OcHoBbI JOKYMeHToObopoTa M AOKYMEHTaLUNOHHOTO obecneyeHuns

OcHoBbI NPON3BOACTBEHHOMN AEATENBHOCTM OpraHM3aLmm

OcHoBbl obLlen 1 counanbHOM MCUXOMOrMKn, COLIMONOTMN 1 MCUXONOrMn
TPyAa

CTpykTypa oOpraHusaummM W  BakaHTHble  [OOMMKHOCTM  (npodpeccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKallMe HOPMbl TPYAOBOIO
npaea

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHW3auuW, pPerynupylolme MnopsiaoK
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

pasBUTUSA U MOCTPOEHUS NPOECCUOHANBHOW Kapbepbl NepcoHana

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TUKM Aenosoro obueHus

basosble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NOCTpoOEeHne
I/IHd)OpMaLI,I/IOHHbIX CUCTEM N OCODEHHOCTU pa6OTbI C HUMIA

[pyrvne xapakTepucTnkm

3.4.2. TpypoBas yHKUNA

OpraHusauns o0y4eHus nepcoHana YpoBeHb
HanmeHoBaHue Kopg D/02.6 |(noaypoBeHb) 6
KBanudunkauum
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A pyA OpwurunHan X
YHKLMM 13 opurnHana
Kopn, PernctpaunoHHbIn
opurMHana Homep
npodgeccuoHansHoro
cTaHpapTa
TpynoBble AencTems AHanu3 pblHKa obpasoBaTenbHbIX YCryr U NoTpebHOCTEN opraHusauuM B

oby4yeHun nepcoHana

PaspaGoTka nnaHoB, METOAMYECKMX Martepuanos, Yy4eBHbIX MNnaHoB U
nporpaMM, MPOEKTOB mOKambHbIX aKTOoB MO OBYYEHWIO U PasBUTMIO
nepcoHara, BKMoYast OLeHKy 3aTpar

OpraHusauns meponpuaTnin no 06y4yeHnto nepcoHana

MoarotoBka NpeanoXeHu no hopMMpPOBaHUIO OHOXKETa Ha opraHuM3auuio
0oby4yeHuns nepcoHana

AHanns adhpeKkTUBHOCTY MepOnpuUATUIA N0 0By4eHU0 NnepcoHana

Heobxogumble ymeHusi AHanusnpoBaTb U onpeaensaTb NOTPeGHOCTH B 06y4eHun rpynn nepcoHana B
COOTBETCTBUM C LIENISIMU OpraHv3auum

Pa3pa6aTblBaTb nnaHbl  NOAroToBKM, nNepenoarotoBkM W NOBbILLEHUA
KBaJ'II/Id)I/IKaLI,I/II/I Kagpos, yqe6Hb|e nnaHbl 1 NporpamMmmbl

AHanusmpoBaTb pbiHOK 06pasoBaTesibHbIX YCHYr M FOTOBUTb NpeasioKeHus
Mo NoCTaBLLMKaM YCyr

OpraHu3oBbiBaTh 0Gy4atoLle MeponpusaTHs

CocTaBnsiTb M KOHTPONMPOBaTbL CTaTbW pacxofdoB Ha obydeHue nepcoHana
Ans NnaHnpoBaHus GrokeToB

Pa3pa6aTblBaTb N KOMMNJNEKTOBATb yqe6Ho-MeTop,|/|qu|<v|e LOOKYMEHTbI
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Mpon3BoanTb oueHKy 3dEKTMBHOCTN 0Oy4eHMs NnepcoHana

npOI/I3BOD,I/ITb npeaBpaputernbHble 3aKyrnodHble npouenypbl U Od)OpMJ'IeHI/Ie
COI'IyTCTByI'OLLI,eI7I OOKYMeHTauunmn no 3aKkrnn4eHno 0orosopos

PaGotaTtb C WHMOPMALMOHHLIMK cUCTEMaMM U 6a3aMu OaHHbIX MO
nepcoHany

PaspabaTbiBatb M 0OpPMISTE [OKYMEHTbl MO MNpoLeccam OpraHvM3auum
06y4yeHns nepcoHana u nx pesynbtartam

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHWs MeTopbl, MHCTPYMEHTbI UCCIieAoBaHNsA NoTPeGHOCTH B 06yYeHnn nepcoHana

MeTogonorusi obyyeHus

TexHonorun, MeToAbl U MEeTOAVKM MPOBEAEHMs aHanMsa u cuctematusaumm
[OKYMEHTOB M MHGpopMaLmm

nOpFl,D,OK pa3p860TKM nnaHoB MOAroToBKU, NMepenoarotoBkM U NOBbILLEHUA
KBaJ'II/Id)I/IKaLI,I/II/I Kagpos, y‘-le6HbIX nnaHoB 1 NporpamMmm

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHI/IFl N KOHTpONnA OrooxeToB

lMopsgok BedeHust yyeTa U OTYETHOCTM MO MOATOTOBKE M MOBbILLIEHUIO
KBanudukauumn nepcoHana

OcHoBbI JOKYMeHToObopoTa M AOKYMEHTaLNOHHOTO obecneyeHus

OCHOBbI TEXHOMNOIMN npounssoacTea U eATeNIbHOCTU opraHmu3aumnmn

OcHoBbl 00Wen 1 coumanbHOM MNCUXONOrMKU, COLMONOMUKM U MCUXONOru
TpyAa

Mopsigok  nNpoBedeHVMs  3aKyMoOuyHbIX — npouedyp U odopMrieHus
COMyTCTBYIOLLIEN AOKYMEHTaLNM

CTpyKTypa opraHusaumm

TpyOooBoe 3aKoHOAATENLCTBO U MHblE aKTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOZATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTaLMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

OcHoBbl 3akoHOgaTenbCcTBa 06 06pasoBaHmMm Poccuinckon denepaunm

3akoHogaTenbcTBO Poccuiickon depepaumm 0 nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTUBHbIE akTbl OpraHusauuu, perynvpymowme obyyeHue
nepcoHana
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Mopsgok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basosble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NOCTPOEHNE
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.4.3. TpynoBas pyHKLMSA

OpraHusaums agantaumm U CTaKUPOBKM YpoBeHb
HaumeHoBaHve |nepcoHana Koa D/03.6 |(nogypoBeHb) 6
KBanudunkauum
MpoucxoxaeHue TpyooBom 3anMMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kog PernctpaunoHHbIN
opuruHana HomMep
npogeccnoHasnbLHOro
cTaHgapTa
TpyooBble AencTBuS AHanu3 ycneLuHbIX KOpnopaTuMBHbIX MPakTUK NO opraHu3auuu agantauuu u

CTaXMpOBKe nepcoHana

Paspa6oTka nnaHoB aganTaumu, CTaXMPOBKU NepcoHarna ¢ OLeHKoi 3aTpat

OpFaHI/ISaLl,I/Iﬂ MepoanﬂTMVl no agantauun, CTaXXnpoBke nepcoHana

MoaroToBKa MpeanoXeHuin No COBepLUEHCTBOBaHWIO CUCTEMbl adanTauuu,
CTaXXMpPOBKM NepcoHana

MogroToBka npeanoXeHun no opMmpoBaHuMio OrogKeTa Ha opraHusauuio
aganTauumn u CTaXKMpOBKU NepcoHana

AHanun3 aeKTUBHOCTM MeponpuUAaTU MO  ajantaumm W CTaXupoBKe
nepcoHana

Heobxogumble ymeHusi OnpegenaTb rpynnbl NepcoHana assi CTaxkMpoBKU U aganTauum

Onpep,enmb pa6oq|/|e MecTa AnAa npoBeaeHnA CTaXUpPOBKU U agantaunmn
nepcoHana

CornacoBbiBaTh MEPONpUATUA afanTauum U CTaXMPOBKN C BO3MOXHOCTAMM
NMPOU3BOACTBA

npOI/I3BOD,I/ITb aHanmM3 u OUEHKY pe3ynbTatoB ajantauum n CTaXMUpOBOK
nepcoHana

CocTaBnsiTb NPeaSyIoKEHUss U KOHTPONUPOBAaTb CTaTbM PacxofdoB Ha
nporpamMmbl ¥ MEPOMNPUSATUS MO adanTaumMn U CTaKMPOBKE MepcoHana ans
nrnaHMpoBaHWs BIOoKETOB
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Mpon3BoauTb OLEHKY 3(P(PEeKTUBHOCTU MeponpuaTMi No agantauum W
CTa)XMpPOBKe nepcoHana

BHeD,pFlTb CUCTEMbI BOBJ1e4eHUsA pa6OTHMKOB B KOPNOPaTUBHYIO KyInbTypy

Wcnonb3oBaTb MHOPMALMOHHBLIE CUCTEMBI M 6a3bl AaHHbIX MO NepcoHany

CobnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxoaumble 3HaHWSA MeToabl aganTaumm U CTaxMpoBoOK

TexHonoruu, MeToabl U MEeTOOVKWU NPOBEAeHMs aHanMsa u cucTemaTtusaumm
[OKYMEHTOB M MHGpopMaLmm

Mopsinok paspaboTkM NNaHoB ajanTauuu nepcoHana Ha HOBbIX pPaGoumx
MecTax, MoAroToBKWM, MNEepenoaroToBkM W MOBbIWEHUs  KBanudukauum
nepcoHana u opraHv3auum CTaXnpoBoK

Mopsigok CcocTaBneHMss CMeT 3aTpaT Ha ajanTauuilo U CTaXUPOBKY
nepcoHana

nOpﬂ,D,OK BeJeHNA y4veTa W OTYHEeTHOCTM Nno afdantTaununm wun CTaXXunpoBKe
nepcoHana

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro UM HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana

TexHonornn n Metoapl (bOpMI/IpOBaHI/Iﬂ N KOHTpONnA OrooxeToB

OCHOBbI TEXHOMNOIMN npounssoacTea U eATesIbHOCTU opraHmu3aunmn

OcHoBbl 00Wen 1 coumanbHOM MNCUXONOrMKU, COLMONOTMUKM U MCUXONOrK
TpyAa

CTpykTypa opraHusaumMum U1  BakaHTHble  [OIDKHOCTM  (npodheccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAePXKaLlyMe HOPMbl TPYAOBOIO
npaea

OcHoBbl Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraH13aLum, perynupyloLlme agantaumio u
CTaXXMPOBKY NnepcoHarna

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHus

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TuKkM Aenosoro obueHuns

basosble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NOCTpoOEeHne
I/IHd)OpMaLI,I/IOHHbIX CUCTEM N OCODEHHOCTU pa6OTbI C HUMIA

[pyrvne xapakTepucTnkm
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

3.4.4. Tpynosas pyHKLMSA

ALMWHUCTPUPOBaHWE NPOLECCOB U
[OKyMeHTO060poTa No pasBuTUIO 1
npodeccunoHanbHon Kapbepe, 0byveHuto,
afjanTauumn N CTaxnpoBKe nepcoHana

YpoBeHb
Koa D/04.6 |(nogypoBeHb) 6
KBanudukaumm

HanmeHoBaHue

MpoucxoxaoeHve TpyooBomn 3anmcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana

Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpynoBble AeicTBUS AHanus npoueccos, NpaBun W MOPSAKOB OpraHvM3auuM npu nNpoBeaeHum
MEpPONpUATUIA MO PasBUTUIO U NPOdeccroHanbHON Kapbepe, 0GY4YeHMIo,
afanTaummn 1 CTaXkMpoBKe nepcoHana

[okyMmeHTaunoHHoe ohopmneHne pesynbTaToB MepOonpuUATUIA MO PasBUTUIO
n npodeccmoHanbHOM Kapbepe, obyvyeHuto, agantaumm u CTaXUPOBKE
nepcoHana

lMogrotoBka wHAMBUOYaANbHbLIX MPEOSIOKEHWA Ha OCHOBE pe3ynbTaToB
NpoBeJeHUs MeponpuATUN Mo pPasBUTUIO U NPOGECCUOHANbHOW Kapbepe,
00y4yeHunto, aganTaumm u CTaXMpoBKe NepcoHana

MoaroToBKa MPeOSoOKEeHW MO COBEPLIEHCTBOBAHMIO CUCTEM OBydeHus,
ajanTtaumMm 1 CTaXMPOBKM, Pa3BUTMS M MOCTPOEHMS NPOdECCUOHAaNbLHOM
Kapbepbl nepcoHana

COI'IpOBO)KD,eHMe [orosopos no OKa3aHuko KOHCYINbTaUMNOHHbIX,
I/IHd)OpMaLI,MOHHbIX ycnyr, HeobGXxoauMbIX  Onsi npoBeaeHnA 06yqu|/|;|,
aganTaunn n CTaXMpoOBOK, pPas3BUTUA U NOCTPOEHUA I'IpO(*)eCCMOHaJ'IbHOﬁ
Kapbepbl MepcoHana, BKMW4Yaa npeaBaputeribHbie npoueanypbl No  UX
3aKIMK4YEeHUIO

BbinonHeHne TpeboBaHUM MO XpaHEHUIO WHGopMaumm o pesynbTaTax
obyyeHus, apanTaumMm U CTaXWPOBKM, pas3BUTUS U MOCTPOEHMS
npodeccrnoHanbHON Kapbepbl NepcoHana

Heobxogumblie ymeHus OdopmMnsTb JOKYMEHTbI NO BOMpOCamM NpoBeAeHUs obydeHus, agantauum un
CTaXUPOBKM, pPa3BUTUA U MNOCTPOEHUs MpodeccnoHanbHON Kapbepbl
nepcoHana, npegocTaBnsiemMble B rocygapCTBEHHbIE opraHbl,
npogpeccroHanbHble  COW3bl M ApyrMe  NpeacTaBUTeNlbHbie  OpraHbl
paboTHMKOB

O6ecneunBaTh JOKYMEHTALMOHHOE COMPOBOXAeHME 0BYyUeHNs, aganTaLmm 1
CTaKMPOBOK, pPasBUTUA U MOCTPOEHUS NPOGECCUOHANLHON  Kapbepbl
nepcoHana

AHa.I'II/ISI/IpOBaTb npasuna, npoueaypbl U nopAgkn nposeneHus o6yquM;|,
aganTaunn mn CTaXnpoBKU, pPa3BUTUA U NOCTPOEHUA I'IpOd)eCCMOHaJ'IbHOﬁ
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[ata coxpaHeHus: 08.11.2016

Kapbepbl nepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
3akoHogartenbctBa Poccuiickon ®depepaunmn M NoKanbHbIMKM - akTamu
opraHusaumm

AHa.I'II/ISI/IpOBaTb OOKYMEHTbI n NnepeHoCnUTb I/IH(*)OpMaLI,MIO B
I/IHd)OpMaLI,I/IOHHbIe cuctembl 1 6a3bl JaHHbIX

BecTu yyeT 1 pernctpauuio JOKYMEHTOB B MH(OPMALMOHHbIX CUCTEMaXx U Ha
mMaTepuarnbHbIX HOCUTENSX

Paboratb c MHd)OpMaLI,I/IOHHbIMM cuctemamm n 6aszamm gaHHbIX MO Bonpocam
o6y'-|eHm;|, agantauunm n CTa>XNPOBKH, pas3BnUTUA n NOCTPOEHNA
FIpO(*)eCCI/IOHaJ'IbHOI;I Kapbepbl nepcoHana, BeAeHnd ydeTa KaHOMOaToB Ha
BaKaHTHblEe OOJTKHOCTU (npocbeccmm, cneumaanocm)

Bectn genosyto nepenncky

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxoaumble 3HaHuSA Mopsagok oopmneHns, BeaeHNs U XpaHeHUa AOKYMEHTauUKn, CBA3aHHON C
cuctemon obydeHus, agantaummM U CTaXMPOBKW, PasBUTUS U NOCTPOEHUS
npodeccrnoHanbHON Kapbepbl NepcoHana

Mopsgok dopmupoBaHus, BedeHWss 0GaHka [daHHbIX O MNepcoHane
opraHmsaumm n NnpegocTaBneHnst OTYETHOCTM

HOpMaTI/IBHbIe npaBoBble akKkTbl, perynupywowme rnpaea u 06a3aHHOCTU
rocyaoapCTtBeHHbIX OpraHoB U oOpraHmM3auumm no npenocraBleHUo yquH0|7|
OOKyMeHTauunmn

Mopsinok ohopMIeHMst JOKYMEHTOB, NPeAoCTaBnseMbIX B FOCYyAapCTBEHHbIE
opraHbl U MHblE opraHnsaumm

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHus

Mopsigok  nNpoBedeHVMs  3aKyMouyHbIX — npouedyp U odopMreHus
COMyTCTBYIOLLIEN AOKYMEHTaLNM

CTpykTypa oOpraHusauMum W  BaKaHTHble  OOMMKHOCTM  (npodheccuu,
creymanbHOCTH)

TpyOooBoe 3aKoHOAATENLCTBO U MHblE aKTbl, coaepXKallue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTaLMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

TexHonoruu, MeToabl U MEeTOOVKWU NPOBEAeHMs aHanMsa u cuctemaTusaumm
[IOKYMEHTOB 1 UHCpopMaLImK

NokanbHble HOpMaTUBHbIE aKTbl OpraHW3auuW, pPerynupylolme MnopsiaoK
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pasBUTUST M MOCTPOEHUs MPOGECCUOHanbHOW  Kapbepbl, 00yYeHus,
afanTaumu 1 CTaXkMpoBKU NepcoHarna

Mopsagok 3aknoyYeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TukM Aenosoro obueHus

BasoBkle OCHOBBbI NHGOPMATUKN, CTPYKTYpHOE NnocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu

3.5. O606LeHHas TpyaoBas pyHKLMSA

esaTenNbHOCTb MO OpraHn3auuu Tpyaa u YpOBEHb
HanmeHoBaHue A P H PYA Kop, E P 6
onnaTbl NepcoHana KBanvdgukaumm
MpoucxoxaeHne
b ne . 3anmcTBOBaHO
0606LLEHHON TPYOOBON Opurunan X
13 opurMHana
dyHKUUK
Kop, PernctpaunoHHbIn
opurnHana Homep
npogeccuoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneumanucT no HOPMMPOBAHMIO U onnarte Tpyaa
JOImKHOCTEen, npodeccui Cneumannct no opraHnsaumm v onnaTe Tpyga
CreuunanucT no KoMneHcaumsam n nerotam
Creuuwanuct no nepcoHany

MeHeoxxep no nepcoHany

TpeboBaHus K Bbicwee obpasoBaHue

obpasoBaHuio 1 06y4eHuto | [lononHuTenbHoe npodeccrmoHanbHoe obpa3oBaHme - MporpamMmbi
npodeccuoHasnbHON NepenoaroToBkM B 061acTy 3KOHOMUKM, HOPMUPOBaHWS
n onnaTbl TpyAa, NporpaMmMbl NOBbILLEHUS KBaNMpukawumm

TpeboBaHusA K onbITy -
npakTu4eckomn paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTnkm

[ononHutenbHble XapaKTepUnUCTukun

HanmeHoBaHWe gokymeHTa Kop HaumeHoBaHme 6a30Bon rpynnbl, 4OMKHOCTM (Npodeccun) nunu
crneumanbHOCTH
OK3 2412 CneumanncTtbl Mo Kagpam n NnpodopueHTaumm
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
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3423 CneumanncTbl kKagpoBbIX CITYX0 1 yYpeXaeHWIn 3aHATOCTH

EKC - WHXeHep Nno HOpMMpOBaHUIO Tpyaa

- TexHuK no Tpyay

- OKOHOMKCT Mo TpyAy

- MeHexep no nepcoHany

oKnAaTP 27755 OKOHOMUCT o Tpyay

22956 WHcnekTop no kagpam

3.5.1. TpynoBas yHKUnA

OpraHuzauus Tpyga nepcoHana YpoBeHb
HanmeHoBaHue Kopg E/02.6 |(nogypoBeHb) 6
KBanudunkauum
lNpouncxoxxaeHue TpyaoBon 3ammcTBOBaHO
P A pyA OpwurunHan X
YHKLMM 13 opurMHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHasnbLHOro
cTaHgapTa
TpyaoBble AENCTBUSA AHanmM3  ycrnelwHbIX  KOpMopaTMBHbIX  MPaKTUK MO  OpraHu3auuu

HOPMMPOBaHWSA  Tpyda AN pasfnuyHbiX  KaTeropuid  mnepcoHana,
0cobGeHHOCTel NMPOM3BOACTBA U AesATENbHOCTM OpraHM3aLum

PaspaboTka cucTembl oOpraHusauum Tpyga nepcoHana wu nopsiaka
HOpPMMPOBaHWs Tpyaa Ha paboynx MecTax C OLIEHKOM 3aTpaT Ha nepcoHan

BHeOpeHue cucTembl opraHuMsauuy Tpyda nepcoHana M KOHTpons Hag
HOPMMPOBaHMEM C  ofpedeneHVeM  TPYAOEMKOCTW,  HOpPMaTUBHOW
YMCNEHHOCTU, rpacnKoB paboT 1 yCcroBuit onnaTtbl TpyAa nepcoHana

BbisiBneHne pe3epBOB MOBLILLEHUS NPOU3BOAWUTENBHOCTM TPyAa M KavyecTBa
HOPMMWPOBaHMS TPyAa, NOATOTOBKA NPeaSIoKEHUA MO N3MEHEHUAM YCIIOBUiA
1 onnatbl TpyAa nepcoHana

MogroToBka NpennoXxeHnn no copmmpoBaHutio OogxeTa Ha opraHM3auuito
TpyAa nepcoHana

OnpegeneHve 3MEKTUBHOCTU paboTbl CUCTEMbl OpraHusauuu Tpyda U
HOPMMVPOBaHWS TpyAa Ha pabounx MmecTax

Heobxognmelie yMeHuaA BHeD,pFlTb mMeToabl paLl,I/IOHaJ'IbHOIZ opraHusaumn Tpyaa

Pa3pabaTbiBaTb MNraHbl OpPraHn3auMOHHbIX Y TEXHUYECKMX MeponpuUsTUii No
NOBbILLIEHMNIO NPOVU3BOAUTENBHOCTU TPyAa

KoHcynbTaHnTtlntoc
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

AHanu3npoBaTb COCTOSIHNE HOPMMPOBaHWS Tpyda, KayecTBO HOPM,
nokasarenen no Tpyay

AHanusmpoBaTb 3(p(eKTUBHOCTL PaboThl CUCTEMbI OpraHusauuu Tpyaa
nepcoHana u HopMUPOBaHUS Tpyaa Ha pabounx MecTax

CoctaBnsate u KOHTpPONMMpOBaTb CTaTbM pacxodoB Ha onnaty Tpyda
nepcoHana gna nnaHnpoBaHUA OooxeToB

PaGotatb C WH(OPMAaLMOHHbIMKW cucTeMamu W Gasamu [OaHHbIX MO
HOPMMPOBAaHWIO 1 OMrnaTe Tpyaa nepcoHana

Pa3pa6aTblBaTb n Od)OpMJ'IﬂTb OOKYMEHTbI NO HanpaBleHUo 0eATerIbHOCTHU

CobntogaTb HOPMbI 3TUKU OEMOBOro 00LeHus

Heobxoanmble 3HaHMSA MeToabl y4yeTa 1 aHanmsa nokasarenen no Tpyay nonnarte Tpyaa

MeToabl onpeneneHus, OLEHKM U CpaBHEHUS  MPOU3BOACTBEHHOIA
WMHTEHCUBHOCTM U HaMpshXeHHOCTW Tpyaa

MeToabl HopMUpOBaHUS Tpyaa

MexoTpacreBble U oTpacreBble HOpMaTWBbl TPYAOBbLIX 3aTpaTt

CoBpeMeHHble (POpPMbl, CUCTEMbI OMMnaTthl U y4eTa MNPOU3BOAUTENLHOCTY
TpyOa nepcoHana

Cuctembl, MeToAbl M (POPMbl MaTEPUANbHOIO U  HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana

TexHonornn n MetToapl (bOpMI/IpOBaHI/IFl N KOHTpONnA OrooxeToB

TexHornoruy, MeToAbl U METOAVKM NPOBEAEHNS aHanM3a u cucteMaTmaaunm
[IOKYMEHTOB 1 UHpopMaLImm

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHus

Mopsagok Tapudukaumm paboT M paboumx, YCTaHOBMNEHUS OOIMKHOCTHbIX
oknagos, gonnart, HagbaBoK M KO3IPUUMEHTOB K 3apaboTHOM nnare,
pacyeTa CTUMYNUPYOLLUX BbiNnat

TapudHo-kBanMdmKaLMOHHbIE CNPaBOYHMKM paboT u npodeccuii paboumx
1 KBanMUKaLNOHHbIE XapaKTePUCTUKN JOIMKHOCTEN CITy>KaLLnX

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENbHOCTU OpraHmn3aunm

CTpykTypa oOpraHuM3auMmM W BakaHTHble  [OOIMKHOCTM  (npodheccuu,
crneymanbHOCTH)

Ka,qposaﬂ NONMNUTUKa U cTpaTerna opraHmn3auunm

OKoHOMMKa Tpyaa

OcHoBbl 06LWlen n coumanbHOW MNCUXOMNOrNK, COLUMONOINMKM U MNCUXONOrMm
TpyAa
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no Y pen Nata coxpaHeHywﬂ' 08.11.2016
yNpaBfieHnto NepPCOH... AR

TpynoBoe 3akoHOAATENbCTBO U MHbIE aKTbl, COAepKallme HopMbl TPYAOBOIO
npaea

OcCHOBbI apxXMBHOro 3akoHoAaTenbCTBa M HOPMAaTMBHbLIE MPABOBLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHNS] AOKYMEHTaLMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowme nopanok
opraHusaum1 Tpyaa n HOpMUpoBaHUA nepcoHana

Mopsgok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBbI MHOPMaTUKMK, CTPYKTYpHOE nocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu -

3.5.2. TpynoBas dyHKUMSA

OpraHusauns onnatel Tpyaa nepcoHana YpoBeHb
HanmeHoBaHue Kop E/01.6 |(nogypoBeHb) 6
KBanudumnkauum
MpoucxoxaoeHve TpyooBomn 3anmcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodgeccuoHansHoro
cTaHpapTa
TpynoBble AeNCTBUSA AHanu3 ycnewHbIX KOPMopaTMBHLIX MNPaKTUK MO OpraHmsauum CUcTeMb

onnatbl TpyAa nepcoHana

Paspa6oTka cucTembl onnarsl Tpyda nepcoHana

dopmupoBaHne  nnaHoesoro  Giogxeta  cdoHaa  onnatel  Tpyaa,
CTUMYTNUPYIOLLMX U KOMMEHCALMOHHbIX BbIMnaT

BHeapeHue cuctembl onnaThbl TpyAa nepcoHana

MogroToBka npe,qnomeHMﬁ no CoBepLUeHCTBOBAHUIO CUCTEMbI OnnaTbl Tpyaa
nepcoHana

Heobxogumble ymeHusi CocTaBnsiTb M KOHTpPONMpOBaTb CTaTbW pacxodoB Ha onnaty Tpyaa
nepcoHana ans niaHMpoBaHWs GloKeToB U POHOOB

an/IMeHFlTb TEXHOOIrMn MaTepmaanon MoTMBauum B ynpabBlieHUU
nepcoHarnom
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Pa3pabaTbiBaTb  KOHUEMNUMIO TMOCTPOEHUS MOTUBALMOHHBLIX MpOrpaMm
paboOTHMKOB B COOTBETCTBUM C LIENIIMU OpraHm3aumm

AHanu3npoBaTb COBPEMEHHblIE CUCTEMbl oOnnatbl W MatepuarnbHon
(MOHeTapHOI) MOTUBALMM TpyAa ANA Lienen opraHusauum

AHanusmpoBaTb ypoBeHb OnnaTbl Tpyda fnepcoHana rno COOTBETCTBYIOLMM
npodeccuoHarnbHbIM KBanudukaumsam

MpoBOAWTL MOHUTOPUHI 3apaboTHOM NNaThkl Ha pbiHKE Tpyaa

AHa.I'II/ISI/IpOBaTb d)OprI MaTepunanbHOro CTUMynmMpoBaHUA, KOMMeHcauun un
NbroT B onjiate Tpyda nepcoHana

PaGotaTb ¢ MHOPMAaLUMOHHBIMK cucTeMaMu U 6asaMu OaHHbIX Mo onnaTe
Tpyaa nepcoHana

CocTtaBnsaTtb NPOrHO3bl pa3BUTUA onnaTbl Tpyaa nepcoHana

CobntogaTb HOPMbI 3TUKU OEMOBOro 00LeHus

Heobxoaumble 3HaHUSA dopmbl 1 cucTeMbl 3apaboTHOM NnaTbl, NOPSAA0K COCTaBNEHUS 6IoaXeTOB

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana

TexHonorun n metoasl GOPMUPOBAHUS U KOHTPONs BloaxXeToB 1 hoHAoB

Mopsinok Tapudukauum paboT U pabouMx, YCTAHOBMEHUS OOIMKHOCTHbIX
oKknagoB, gonnaT, HagbaBok M ko3ahdMUMEHTOB K 3apaboTHom nnate,
pacyeta CTUMYNMPYIOLLNX BbinnaT

MeToabl onpegeneHnst YNCNeHHOCTU paboTHUKOB

TapuHo-kBanMukaLMOHHbIE CIPaBOYHUKM paboT u npodeccui paboumnx m
KBanMpUKaLMOHHbIE XapaKTEPUCTUKN JOIMPKHOCTEN CryXallmx

MeTogabl yyeTa n aHanmsa nokasarernen no Tpyay v 3apaboTHow nnate

TexHomnoruu, MeToabl U MeToOVKWU NPOBEAeHMs aHanMsa u cuctemaTusaumm
[IOKYMEHTOB 1 UHJpopMaLImm

KagpoBasi nonutuka v cTpaterms opraHmsaumm

CTpykTypa opraHusaumMum UK  BakaHTHble  [OIDKHOCTW  (npodheccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAePXKallyue HOPMbl TPYAOBOIO
npaea

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHn3auunn, perynupyrowme onnaty tpyaa

OCHOBbI TEXHOMNOIMN npounssoacTtea U eATesIbHOCTU opraHmu3aunmn
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[ata coxpaHeHus: 08.11.2016

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHus

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

OcHoBbl 06Leit U coumanbHOW MNCUXOMOTUM, COLMONOrMU U MCUXOMOrum
TpyAa

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NoCTpOeHne
WMH(POPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboThbl C HUMM

[pyrvne xapakTepucTnkm

3.5.3. TpynoBas yHKLMSA

AOMUHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HaumeHoBaHWe | gokyMeHTOOBopoTa no Bornpocam Koa E/03.6 |(nogoypoBeHb) 6
opraHusaumu Tpyga v onnatbl nepcoHana KBanudpukaumm
MpoucxoxaeHue TpyooBom 3anMMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodgeccnoHasnbLHOro
cTaHgapTa
TpynoBble AencTens AHanua npoueccoB [AOKYMEHTOO6OopoTa, foKanbHbIX [OKYMEHTOB MO

BOMnNpocam opraHn3auum onnatbl U Tpyaa nepcoHana

OcbopmneHne JOKyMEHTOB MO BOMpocaM onnathl U Tpyaa nepcoHana

MogroToBka I'IpeD,J'IO)KeHMIZ no Bonpocam onnaTbl U Tpyaa nepcoHana

MoaroToBKa MPEANOXEHUA MO COBEPLUEHCTBOBAHUIO CUCTEMbI Onnathl U
opraHvsauuu Tpyaa nepcoHana

[oKyMeHTaUMoOHHOe U OpraHM3alMOHHOEe  COMPOBOXOEHME  CUCTEMBI
opraHusauum 1 onnaTel Tpyaa nepcoHana

MoprotoBka n obpaboTka 3anpocoB M yBedoMIieHUn O paboTHUKax B
rocyfapCTBeHHblE  OpraHbl, NpodeccuMoHarnbHble  COl3bl WM Apyrue
npeacTaBuUTeNbHblE OpraHbl  pPabOTHMKOB, MO cucTemam onnatbl U
opraHu3auuv Tpyga nepcoHana

ConpoBoXdeHne  OOTOBOPOB MO OKA3aHUIO  KOHCYNbTAUMOHHbIX,
MHPOPMALIMOHHBIX yCryr MO CUCTEMaM OnfaTbl M OpraHusauuu Tpyaa
nepcoHana, BkroYas npeasapuTenbHble NpoLeaypbl Mo UX 3aKMHYEHUIo

Heo6xoanmble ymeHus Ob6ecneunBatb [OKYMEHTaLMOHHOE COMPOBOXAEHWE MEPOMNPUATUIA Mo
onnaTe 1 opraHv3aumun Tpyaa nepcoHana

Od)OpMJ'IFlTb OOKYMEHTbl NnOo BoOnpocam onnatbl U oOpraHM3auun Tpyaa
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nepcoHana, npegocTaBnsiemMble B rocygapcTBEHHbIE opraHbl,
npogpeccroHanbHble  CO3bl M ApyrMe  NpeacTaBUTeNlbHbie  OpraHbl
paboTHMKOB

AHanusmpoBaTb HOpPMaTMBHbIE U METOAMYECKME AOKYMEHTbI MO BOMPOCam
onnaTbl U opraH13auuy Tpyaa nepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHuAMMU
3akoHogartenbctBa Poccuiickon ®epepaunmn M NoKanbHbIMKM - aKkTamu
opraHmsauum

BecTu yyeT 1 pernctpauuio JOKYMEHTOB B MH(OPMALMOHHBIX CUCTEMAX U Ha
mMaTepuarnbHbIX HOCUTENSAX

Paboratb ¢ MH(*)OpMaLl,I/IOHHbIMI/I cuctemamm 1 6asamm gaHHbIX NO cUCTEMam
onnaTbl 1 OpraHn3aunn Tpyaa nepcoHana

MpousBoauTb NpedBapuTesibHbie 3aKynoyHble npoueaypbl U oopMIsThL
CONYTCTBYIOLLYIO OKYMEHTALMIO MO 3aKITYEHNIO [JOFOBOPOB

Bectn genosyto nepenncky

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxoaumble 3HaHWSA Mopanok oopMIeHUsl, BeOEHUS U XpaHEeHUs OOKYMEeHTauuu Nno cuctemMam
onnaTbl U opraHusauuy Tpyaa nepcoHana

HOpMaTI/IBHbIe npaBoBble akKkTbl, perynmpywouwme rnpasa U 06a3aHHOCTU
rocyaoapCTtBeHHbIX OpraHoB U oOpraHmM3auunm no npenocraBlieHU0 yquH0|7|
OOKyMeHTauunmn

TexHonorun, MeToAbl U MEeTOAVKM MPOBEAEHWs aHanMsa u cuctematusaumm
[OKYMEHTOB 1 MHGpopMaLmm

JlokanbHble HOPMAaTMBHbIE aKTbl OpraHuW3auuu, perynupyloliMe Mnopsaok
onnaTbl, OpraH13aLMm 1 HOPMUPOBaHUS Tpyaa

OcHoBbI JOKYMeHToObopoTa U AOKYMEHTaLNOHHOTO obecneyeHuns

Mopsinok (hopMMpOBaHWsl, BedeHuss GaHKka [aHHbIX W NpefocTaBreHus
OTYETHOCTM MO CUCTEMAaM ONfaThbl M OpraHM3auuy Tpyaa nepcoHana

TpyOooBoe 3aKoHOAATENLCTBO U MHblE aKTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MNPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTaLMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

Mopsigok  MpoBedeHWsi  3aKymouHbIX  mpouedyp U odopMrieHus
COMYTCTBYIOLLEN OKYMEHTaLMUM
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HopMbl 3TUKM Aenosoro obLeHus

basosble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NOCTpoOEeHne
I/IHd)OpMaLI,I/IOHHbIX CUCTEM N OCODEHHOCTU pa6OTbI C HUMU

[pyrvne xapakTepucTnkm

3.6. O606L1eHHas TpyaoBas pyHKLMSA

[eaTenbHOCTbL NO opraHu3aLmm YpoBeHb
HanmeHoBaHue . - Kop, F 6
KOprnopaTvBHOW COLMarnbHON MONUTUKN KBanudmkaumm
MpoucxoxaeHue
b kae y 3anmcTBOBaHO
0606LLEHHON TPYOOBON Opurunan X
13 opurnHana
dyHKUUK
Kop, PernctpaunoHHbIn
opurMHana Homep
npodgeccuoHansHoro
cTaHgapTa
Bo3moxHble HanmeHoBaHus | CneumanucT no coumanbHbIM NporpaMmam
OOJMKHOCTEN, npodeccui Cneumannct no paboTe ¢ npeacTaBUTENbHLIMK OpraHammn paboTHMKOB
Cneumannct no KopnopaTMBHOW CoLManbHOM NONMTUKE
Creuuwanuct no nepcoHany
MeHeoxep no nepcoHany
TpeboBaHus K Bbicwee obpasoBaHue
obpasoBaHuio 1 06y4eHuto | [lononHuTenbHoe npodeccrmoHanbsHoe obpa3oBaHme - MporpamMmmbi
npodeccroHanbHON NepenoaroToBKM U NPOrpamMmbl NOBbILLEHNWS
KBanudukaumm B 0651acTu coumanbHbIX Nporpamm
TpeboBaHusA K onbITy -
npakTu4eckomn paboTbl
Ocobble ycnosusi gonycka K | -
paboTe
[pyrvne xapakTepucTnkm -
JononHuTenbHble XapakTePUCTUKM
HavumeHoBaHWe ookymeHTa Kog HaumeHoBaHme 6a3oBon rpynnbl, 4OMKHOCTY (Npodheccun)
UK cneumanbHoCcTH
OK3 2412 CneumanucTtbl Mo Kagpam n NnpodopueHTaumm
3423 CneuunanncTtbl KagpoBbIX CMYXO M YUpEXOAEHUA 3aHATOCTU
EKC - CneumanncTt no kagpam
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- MeHepxep no nepcoHany

OoKnAaTP 27755 OKOHOMUCT o Tpyay

22956 WHcnekTop no kagpam

OKCO - -

3.6.1. TpynoBas dyHKUMSA

PaspaboTka kopnopaTMBHOWM coLnanbHON YpoBeHb
HanmeHoBaHVe | NOMUTUKK Koa F/01.6 |(nogoypoBeHb) 6
KBanudumnkauum

MpoucxoxaoeHve TpyooBomn 3anmcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana

Kon PernctpaunoHHbIn
opurMHana HOoMeEp
npodgeccuoHansHoro
cTaHgapTa

pr,EI,OBbIe nencTeus Ananus yCcnewHbIX KoprnopaTuUBHbIX MPakKTUK NO opraHu3aunn counanbHOro
napTHepCcTBa, coumnanbHOM OTBETCTBEHHOCTU U coUMarbHbIX nporpamm

Pa3paboTka KopnopaTBHbLIX COLMArnbHbLIX MPOrpamm

Pa3pa60T|<a CuUCTeMbl Bbinnat pa60TH|/||<aM coumnanbHbIX NbroTt

OpraHuzauusi nNeperoBopoB C NpodeccroHanbHbIMKM Col3amMun U ApYTrvMU
npeacTaBUTENbHBIMU opraHamu paboTHWMKOB, 06LecTBEHHbIMU
opraHusauusiMm, B3auMoaencTBUe C rocyAapCTBEHHbIMW OpraHamu

MogrotoBka npegnoxeHnn no dopmupoBaHuio Oroopketa B 4acTu
obecneyeHnst KOPNopaTUBHOW COLMANbHOM NOSNTUTUKM

HeobGxoammble ymeHus: OnpegenaTe  UeneBble  rpynnbl  MNepcoHana  Ana  paspaboTku
crneumanuanpoBaHHbIX coLuarnbHbIX NporpamMmm

JloBoanTb MHOpMaLMIO O coumarbHbIX MporpaMmax A0 LeneBbliX rpymnm
nepcoHana ¢ UCnosib30BaHMEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHMUKaLWA

OnpenenaTb KpUTEPUM 1 YPOBHU YOOBNETBOPEHHOCTM NepcoHana

Wcnonb3oBaTb MaTtepuanbHble M HemaTepuasibHble CUCTeMbl, METoAbl U
hopMbI MOTMBaLMM B YpaBiieHUM NepcoHariom

OnpegenaTe 06bembl CPeACTB ANA peanusauuy coumanbHbIX rapaHTuid,
KOPNoOpaTUBHbLIX NbrOT M MHbIX 3NIEMEHTOB KOPMOPAaTMBHbLIX COLMarnbHbIX
nporpamm anst opmMmnpoBaHnsa GroakeTos

CocTtaBnatb U KOHTpOnnpoBaTb CTaTbM pacxogoB Ha counanbHble
nporpamMmmsbl Ana niaHMpoBaHUA OrooxeToB
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MpousBoauTb NpeABapuTesibHble 3aKynoyHble npoueaypbl U odopMieHue
COMYTCTBYIOLLEH AOKYMEHTaLMM MO 3aKIOYEHNI0 JOrOBOPOB

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHWs Mopsigok ¥ MeTodbl pa3paboTkM MNMaHOB WM MpOrpamMm  COLManbHOro
pa3BUTUS OpraHn3aLnm

MeToabl aHanu3a BbINOMHEHNS COLMalnbHbIX NPOrpamMm 1 OnpeaeneHnst nx
3KOHOMMYECKON ahPEKTUBHOCTH

Cuctembl, MeTogbl U d)OprI mMmatepuanbHOro wn HemaTtepuarnbHOro
CTUMynNMpoBaHuA Tpyaa nepcoHarna

TexHonoruym u Metoabl OPMUPOBAHUSI U KOHTPOSS BHOIKETOB

MeToaobl  nNpoBedeHWst  COLMOSOrMYECKUX  UCCNELOBaHUN,  U3YYeHus
0o6LLIeCTBEHHOro MHEHMUS

TexHonoruy, MeToAbl U METOAVKM NPOBEAEHNS aHanM3a u cucteMaTmsauum
[OKYMEHTOB M MHGpopMaLmm

Mopsiook  NpoBedeHUst  3aKyrmouyHbIX  Mpoueayp W odopMieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

OcHoBbl NPON3BOACTBEHHON AEATENBHOCTU OpraHM3aLmm

OcHoBbl 06LWen n coumanbHOW MNCUXOMNOrnK, COUMONONMKM U MNCUXONOrMm
TpyAa

CprKTypa, uenn, ctparterna n KagpoBsad noJiInTuka opraHnsauumn

TpynoBoe 3akoHOAATENbCTBO U MHbIE aKTbl, COAEpKallme HopMbl TPYAOBOIO
npaea

OcHoBbl Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

HopmaTvBHbIe MpaBOBblE aKTbl, perynupylowme npaBa U 00A3aHHOCTU
rocygapCTBEHHbIX OpraHoB, MpodeccMOoHanbHbIX COK30B U OpYrux
npeacTaBuTENbHbIX OPraHoB PaboOTHUKOB

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

JNlokanbHble HOPMAaTMBHbIE akTbl OpraHv3auuu, perynupylolme nopsgok
cbopmMupoBaHusa coumanbHON NOSIUTUKK

OcHoBbl npaBoBOro perynuposaHusi Poccuiickon depepaumm nopsaka
3aKIl0YEHMM 4OroBOpPOB (KOHTPAaKTORB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBsble OCHOBbI MHOPMaTUKMK, CTPYKTYpHOE nocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu -

3.6.2. TpynoBas yHKUNA
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Peannsauunsa kopnopaTnBHOWM coLmanbHOm YpoBeHb
HaumeHoBaHve | NOMUTUKK Koa F/02.6 |(nogoypoBeHb) 6
KBanudumnkauum
MpoucxoxaeHue TpyooBom 3amMMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpyooBble AencTBus BHegpeHne kopnopaTuBHbLIX coUManbHbIX Mporpamm, B TOM 4ucnie Mo

counanbHon nogaepiXXKke otaesbHbIX rpynn paﬁoTHI/IKOB

Peanusauns cuctembl couManbHbIX NbroT, BbinnaTt paboTHMKaAM C y4eToMm
TpeboBaHui 3akoHogaTenscTBa Poccuiickon Peagepaumm

OueHka yOoOBMETBOPEHHOCTM MNepcoHana KopnopaTtMBHOW — couMarnbHOWM
NONUTUKOMN

OueHka 3PEKTUBHOCTM  MEPONPUATUIA  KOPMOPATUBHOM  COLMArbHOM
NONMUTUKN

MoprotoBka  MNpednoXeHwin N0 COBEPLUEHCTBOBAHUIO  MEPONPUATUIA
KOprnopaTUBHOW CoLManbHOM NONNTUKN

MogroToBka npeanoxeHu no copmupoBaHuio GrogxeTa Ha peanusauuto
KoprnopaTMBHOW COLManbHOM NONUTUKA U coLMarbHbIX NporpaMm

Heobxoanmble ymeHust PaccuuTbiBaTh 3aTpaThl Ha NPOBeAeHME Creuuann3npoBaHHbIX COLMarbHbIX
nporpamm

npOBO,EI,I/ITb MOHUTOPUHI yCNELUHbIX KOPNOPaTUBHbLIX CoLMaribHbIX NporpamMmm

MpoBOoaUTL MepPONpPUATUA B COOTBETCTBMM C KOPNOpaTUBHOW COLManbHON
NOSIUTMKON

Onpep,enmb Lernesble rpynnbl nepcoHana anda co3gaHunA
cneunanm3npoBaHHbIX counarbHbIX NporpamMmm

OnpegenaTb KpUTEPUU 1 YPOBHU YAOBNETBOPEHHOCTU NepcoHana

Onpepnenate 3(EKTUBHOCTL MEPONPUATUA peanu3yemMon KopropaTUBHOWM
coumanbHOWN NOMUTUKN

OpraHu3oBbiBaTb  B3avMOAENCTBME C  TOCYAAPCTBEHHBIMU — OpraHamu,
NnpodeccroHanbHbIMU Co3aMK 1 OPYrMMU NpeacTaBUTENbHBIMU OpraHamu
paboTHMKOB, OOLIECTBEHHLIMU W WHBIMW OpraHMsauMsiMM Mo Bomnpocam
peanusaunm KopropaTUBHOWM coumarnbHOW NONUTUKK

AHanusmpoBaTb PbLIHOK YCNyr MO couuanbHbIM U Creunanus3MpoBaHHbIM
nporpammamM CcouuManbHOW NMOAAEPKKM YNEHOB LeneBbIX TPynn U roTOBUTb
NPeAoKeHUs Mo UX NocTaBLyKaM
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yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

MpousBoauTb NpeaBapuUTEnbHblE 3aKynoyHble npoueaypbl U odopMNsATh
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

CobntogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHWs Bonpochkl ynpaBneHusi coumarnbHbIM pa3BUTUEM OpraHusauum

MeToabl aHanu3a BbINOMHEHUS KOPMOPaTMBHBLIX COLManbHbIX NporpaMm u
onpeaenieHns Ux 3KoHoMN4eckomn adpPEeKTUBHOCTHU

Cucrtemsl, MeTobl, (*)OprI MaTtepuarnbHoro n HemMaTepuarbHOro
CTUMYyNMpoBaHuA Tpyaa nepcoHarna

MeTtoaobl  NpPOBEAEHUS  COLMOSIONMYECKUX  WUCCNEeAOBaHWN,  MU3Y4eHust
0obLWecTBEHHOro MHEHUS

TexHomnoruu, MetTodbl U METOAUKN MPOBEAEHUs aHanusa U cucTemaTusaumm
[IOKYMEHTOB 1 UHZpopMaLImm

HopmaTvBHbIe NpaBOBblE akTbl, perynupylwme npaBa U o00a3aHHOCTH
rocygapCTBEHHbIX  OpraHoB, MNpoMecCuoHarnbHbIX COK30B W OpYyrux
npeacTaBuUTENbHBIX OpraHoB paboTHMKOB MO MpegoCTaBiEHN0  YyYeTHOW
OOKyMeHTauumn

Mopsigok  MpOBeAeHUs  3aKyMouyHbIX  Mpouedyp W odopMiieHust
COMYTCTBYIOLLEN OKYMEHTaLMUM

CprKTypa, uenn, ctparterna n KagpoBsad noJiInTuka opraHnsauumn

OcHoBbI NPON3BOACTBEHHON AEATENBHOCTM OpraHM3aLmm

OcHoBbl 06LLEeN 1 counanbHON NCUXONOrMM, COLMONOrNn N NCUXONOrnK TpyAda

TpynoBoe 3akoHOAATENbCTBO M MHblE aKTbl, CoAepKallue HOpMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akKoHoAaTesrlbCTBa W HOPMAaTUBHbLIE MpPaBOBbIE aKTbl
Poccunckon CDep,epau,MM, B 4aCTun BeeHNA OOKyMEeHTauun no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble akTbl OpraHusaumn, perynupylowme nopsgoK  BHeOpeHus
counanbHOM NONMUTUKN

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAaKTOB)

HopMbl 3TuKM Aenosoro obLeHus

BasoBkle OCHOBBbI NHGOPMATUKN, CTPYKTYpHOE NnocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.6.3. TpynoBas yHKUnA
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no

YNpPaBneHuo NePCOH...

AOMWHUCTPUpPOBaHME NPOLIECCOB 1 YpoBeHb
HanmeHoBaHue | AOKyMeHTOOOOpOTa No Bonpocam Kopg F/03.6 |(nogypoBeHb) 6
KOpNopaTUBHOW COLManbHON NOMMTUKM KBanudmkaumm

MpoucxoxaeHve TpyooBomn
OYHKLNK

3anmMcTBOBaHO
OpwurunHan X
13 opurnHana
Kon PernctpaunoHHbIn
opurnHana Homep
npogeccuoHansHoro
cTaHgapTa

TpynoBble AencTems

AHanu3 npoLecCOB [OOKYMEHTOOGopOoTa, JioKamnbHbIX [JOKYMEHTOB MO
BOMpPOCaM KOprnopaTUBHOW COLMAnbHONM MNONUTUKA

[okyMmeHTaunoHHoe odopmMmIieHme pe3ynbTaToB KOPNopaTUBHOW CoLMasnbHON
NONUTUKN

MogrotoBKka NpennoXeHUn no pasBUTUIO KOPMOPATUBHOM couMarbHON
NONUTUKN

lMogrotoBKka  pe3ynbTaTOB  aHanvM3a  COOTBETCTBUS  KOpPMOpaTUBHOM
coumanbHOM nonuTMkM TpeboBaHMAM  3akoHogdaTenbcTBa Poccuiickon
depepaumm n ycnoBmaM pbiHKa Tpyaa

[oKkymeHTaLUMOHHOEe U OpraHM3aLMOHHOE COMPOBOXAEHUE MEepPOonpUsaTUR
KOprnopaTUBHOW CoLManbHOM NONNTUKN

MoprotoBka n obpaboTka 3anpocoB M yBedoMIeHUn O paboTHUKax B
rocyfapCTBeHHblE  OpraHbl, NpodeccuMoHarnbHble  COK3bl WM Apyrue
npeacTaBuUTeNbHblE OpraHbl  paboTHMKOB MO BOMpocaM  couuarnbHOM
NMONUTUKN B OTHOLLEHWUM NepcoHana

ConpoBoxgeHne [OOrOBOPOB MO OKa3aHUI0  KOHCYMbTAUMOHHBIX U
MHAOPMALMOHHBIX YCNYr NO MEPOMNPUATUSM KOPNoOpaTMBHOM coumasibHON
MONMWUTUKKM, BKITHOYas NpegBaputenbHble npoueaypbl Mo NX 3aKM0YEHUH0

Heobxogumble ymeHus

OdopmMnaTb  OOKYMEHTbl NO  BOMPOCaM  KOPMNOpaTMBHOW  couuanbHOMW
MOMUTUKM, npegocTaBnsiemMble B rocygapCTBEHHbIEe opraHbl,
npeacraBuTeNbHbIE OpraHbl paboTHUKOB

AHanuanpoBaTb npasuna, nopsiaKu, npoweaypsbl KoprnopaTusHoOm
coLumnanbHOM NONUTUKK

OGecneunBaTb JOKYMEHTALMOHHOE COMPOBOXAEHWE COLManbHON NOMUTUKK
B OTHOLLEHMW NepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHuAMMU
apXuBHOro 3akoHogaTenbcTBa Poccuiickon depepauumn u  nokanbHbIMU
aKTaMu opraHusaumm

MpousBoauTb NpedBapuTesibHbie 3aKynoyHble npoueaypbl U ohopMIsThb
CONYTCTBYIOLLYIO JOKYMEHTAaLMIO MO 3aKITOYEHNIO [JOFOBOPOB

PaGoTaTtb ¢ MHOPMAaLMOHHBIMU cMCTeMamMu U Gasamu AaHHbIX MO BONpocam

KoHcynbTaHnTtlntoc

HageXHasa npaBoBas noaaepXxka

www.consultant.ru CtpaHuua 46 u3 67

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016



http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

couunarnbHOW NOMIMTMKM B OTHOLLEHUW nepcoHana

Bectn yyeT n peructpaunio JOKyMEeHTOB B I/IH(*)OpMaLI,MOHHbIX cucrtemMmax n Ha
MaTtepunalnbHbIX HOCUTENAX

Bectn genosyto nepenncky

CobnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxoaumble 3HaHuSA Mopsagok ohopMneHns, BegeH s U XpaHeHUs AOKyMeHTaunn no coumnasbHOn
NoNMTMKE B OTHOLLEHNN NepcoHana

Mopsinok hopMMpOBaHWsl, BedeHuss GaHKka [aHHbIX W NpefocTaBreHus
OTYETHOCTM MO BOMPOCaM CoLMaribHOW NMOMUTUKU B OTHOLLEHWM NepcoHana

TexHomnoruu, MeToabl U MeToOVKWU NPOBEAeHMs aHanMsa u cucTemaTtusaumm
[IOKYMEHTOB 1 UHdpopMaLImm

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHus

Mopsigok  nNpoBedeHVMs  3aKymouyHbIX — npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHusauMum W  BaKaHTHble  OOIMKHOCTM  (npodheccuu,
crneymanbHOCTH)

TpyOooBoe 3aKoHOAATENLCTBO U MHblE aKTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OcHoBbI ApXMBHOIo 3akoHodaTesllbCTBa U HOpPMAaTMBHbIE MNpPaBOBble aKTbl
Poccuiickon CDep,epau,MM, B 4aCTun BeeHNA OOKYyMEeHTauun no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

HopmaTtuBHble NpaBoBble akTbl, perynupylolwye npaBa W 06sA3aHHOCTU
rocyQapCTBEHHbIX OpraHoB, MPOMECCUMOHAmNbHbLIX COK30B U ApYrux
npeacTaBUTENbHBLIX OpraHoB pPaBGOTHUKOB MO MNpPeAoCTaBreHuto  y4eTHOW
[AOKyMeHTaLuu

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyrwmne nopagok
BHeOpeHnda KOpI'IOpaTI/IBHOVI coumnarnbHOM NOAUTUKM N coLManbHbIX nporpamm

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE NoCTpoOeHne
WHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboThbl C HUMM

[pyrvne xapakTepucTnkm

3.7. ObobLeHHas TpyaoBas pyHKUNs

HaumeHoBaHue |OnepauvoHHOE yrnpaBneHne nepcoHanom u Kon G YpoBeHb 7
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no

YNpPaBneHuo NePCOH...

nogpasgerneHneM opraHusauum

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

KBanudukauum

MpoucxoxaeHne
0606LLEHHON TPYOOBON
OYHKLNK

3anmcTBOBaHO

OpwurunHan X
n3 opurmHana

Kon PernctpaunoHHbIn
opurMHana HOoMeEp
npogeccuoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHUS
JOImKHOCTEen, npodeccui

PykoBoguTernb CTPYKTYPHOIo NogpasaeneHus
HavanbHUK CTpyKTYpHOro nogpasneneHus

TpeboBaHusa K
0bpas3oBaHuo 1 06y4EeHNIO

Bobicwee ob6pasoBaHue - cneunanuteT, MarucTpatypa

[ononHnTensHoe NpodeccmnoHanbHoe obpasoBaHme - NpPorpaMmbl
npodeccuoHanbHON NepenoaroToBky B 00NacTy ynpasreHns nepcoHanom,
OnepaLnoHHOIO Y TAKTUYECKOro YNpaBrieHNsi; NporpaMmmbl NOBbILLEHNS
KBanudukaumm B obnactu ynpaBneHus nepcoHanom, onepaumoHHOro 1
TaKTMYECKOrO yrnpaBreHusi

TpeboBaHusA K onbITy
npakTu4eckomn paboTbl

He meHee naTtu net B obnactu ynpasneHna nepcoHasriom

Ocobble ycnosusa gonycka K
paboTe

[pyrvne xapakTepucTnkm

[ononHutenbHble XapaKTepUCcTukun

HanmeHoBaHue LOOKYMEHTa

Kog HaumeHoBaHue 6a3oBow rpynnbl, JOMKHOCTKM (Npodeccnn)

nnun cneunanbHOCTU

OKS3

1232 PykoBoautenu nogpasgeneHun (cnyxo0) ynpaeneHusi

KagapamMmun n TpygoBbiMU OTHOLLUEHNAMMU

EKC

- HavanbHuk otaena Kagpos

- HavyanbHuK oTAena opraHvMsaumu 1 onnaTtbl Tpyaa

- HavanbHWK oTAena NoaroToBKM KaapoB

- HavanbHvK oTAena coumnanbHOro pas3suTud

- 3aBeayoLwmnn (Ha4anbHUK) OTAENOM KagpoB

oKnAaTP

24063 MeHepxep no nepcoHany

3.7.1. TpypoBas yHKUNA

HanmeHoBaHue

Paspa6oTka cCTeMbl OnepaLMoHHOo

Kop G/01.7 |YpoBeHb

i

KoHcynbTaHnTtlntoc
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

yrpaBneHns NepcoHarnom n padoTbl (noaypoBeHb)
CTPYKTYPHOrO nogpasgeneHusi KBanudmkaumm
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npogeccuoHansHoro
cTaHpapTa
TpynoBble AencTBUS AHanu3 ycnewHbIX KOprnopaTuUBHbIX NPaKTUK MO BOMpOCaM CTpaTernyeckoro

¥ OMepaTMBHOIO YNpaBreHUsi NepCoHanoM opraHusaumm

MocTaHoBKa onepaTtmnBHbIX uenewn no BOMnpocam ynpaBlieHnA nepcoHanom

Pa3paboTka nnaHoB, NnporpaMm U npoLeayp B ynpasBreHuM nepcoHanom

Pa3paboTka npeanoxeHuii No CTPYKType noapasaeneHvst U notpebHocTn B
nepcoHarne

PaspaboTtka npegnoxeHuin no obecnevyeHuo nepcoHanom, hopmMuUpoBaHUIO
CUCTEM OLEHKM, pasBUTWS, onnaTtbl Tpyda, KOPNopaTUBHLIM COLMarbHbIM
nporpaMmmam 1 coLmanbHON NonUTUKe

PaspaboTka npegnoxeHun o 3aTtpatax U GopMuMpoBaHUIO OrompkeTa Ha
nepcoHan

PaspaboTka npeanoxeHWW MO 3aKMYeHWo [OOroBOpOB MO YNpaBreHuIo
nepcoHanoM ¢ MNocTaBLWMKaMU YCNyr W nNpoBefeHue npenBapuTesbHbIX
npoueayp No Nx 3aKMoYEHUIo

Heobxognmelie yMeHuaA OpFaHI/ISOBbIBaTb pa60Ty nepcoHarna CTPyKTypHOro noapasaeneHna

OnpegenaTbe 3agayn nepcoHana CTPYKTYPHOro NMoapasfieneHusi, ucxoas u3
Liernei n cTpaTernm opraHvMsauum

Co3gaBaTb M OMUCbIBaTb OPraHW3aLMOHHYIO CTPYKTYPY, Lenu, 3ajauu,
YHKUMW CTPYKTYPHOrO noapasaeneHus

MpuMeHsATL  MeTodbl  YMPaBIEHUS  MEXIUYHOCTHBIMU  OTHOLLEHUSIMU,
hOpMMpPOBaHUS KOMaHZ, pasBUTUS JNMOEPCTBA M UCMOJTHUTESIbHOCTH,
BbISIBIIEHUS TANaHTOB, ONpeAeneHuns yaoBeTBOPEeHHOCTU paboToi

Onpep,enmb, aHannanpoBatb, MoAenmpoBaTb U BbiCTpaMBaTb BHYTPEHHUE
KOMMYHUKauunn nepcoHana

Pa3pabatbiBaTb NPOEKTHbIE NPEASIOKEHNST N MEPONPUATUSA NO 3pPEKTUBHOM
paboTe nepcoHana

BHeapsiTb cTpaTervio no ynpaeneHunio NepcoHanom

CocTaBnaTb, paccyUTbIBATb, KOPPEKTMPOBATb W KOHTPONMPOBATL CTaTby
pacxodoB Ha nepcoHan, paspabaTtbiBaTb MPEANOXEHUA MO 3atpaTtaMm Ha
nepcoHan ans gopmupoBaHus GromxkeTta
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

MpencTaBnsATb  MHTEpecbl  OpraHu3auMuM WM BeCTM  MEeperoBopbl €
NpodeccMoHanbHbIMU COlO3aMK U APYrMMK NpeacTaBUTeNbHbIMIY OpraHamu
paboTHMKOB, B3aMMOAENCTBOBATL C roCyAapCTBEHHbLIMU OpraHu3aLUmnsamMm

AHanusupoBaTb MHGOPMauulo Mo MocTaBlMkam ycriyr B obractu
yrNpaBieHnsi NepCcoHarnoM 1 Mo YCroBUAM 3aKIiodaeMbiX JOrOBOPOB

MponsBoauTb npeaBapuTenbHbIe 3aKyno4Hble npouenypbl ” odopMnATL
COoNyTCTBYHOLY AOKYMEHTALUMIO MO 3aKMK4eHnto 4oroBopos

PaGoTaTtb ¢ MHOPMAaLMOHHBIMU cMcTeMamMu U Gasamu AaHHbLIX MO BONpocam
yrnpaBrieHusi NepcoHanom

OpFaHI/I3OBbIBaTb N NpoBOAUTb KOpnopaTuBHblE MePONpUATUA C NnepcoHanom

CobntogaTb HOPMbI 3TUKKU OEMOBOro 00LEeHus

Heobxognmble 3HaHMSA MeToabl, cnocobbl 1 MHCTPYMEHTbI ynpaBlieHNA nepcoHariom

Llenu, ctpaTterusi pasButusi 1 GU3HeC-NnaH opraHv3auum

MonuTuka ynpasrieHna nepcoHarioMm opraHusaumm

MeTofbl aHanmn3a KONMYeCTBEHHOMO U Ka4eCTBEHHOro cocTaBa nepcoHana

CucteMbl cTaHAApTOB Mo GUsHec-npoLieccam, npodeccusam, HopMam Tpyaa

Cuctembl, MeTogbl UM OpMbl  MaTepuanbHOro UM HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana

TexHonornn n Metoapl (bOpMI/IpOBaHI/IFl N KOHTpONnA OrooxeToB

Mopsigok  MpoBedeHWs1  3aKymouHbIX  mpouedyp U odopMrieHus
COMYTCTBYIOLLEN OKYMEHTaLMUM

OcHosBbl I'IpOI/ISBO,EI,CTBeHHOI;I AeATenbHOCTU opraHmn3aunn

OcHoBbl 06LLeit U coumanbHOW MNCUXOMOTUM, COLMONOrMU U MCUXOMOrum
Tpyda, 3KOHOMMKM Tpyaa, 6e3onacHbIX ycrosuin Tpyaa

CTpyKTypa opraHusauum

TpyOooBoe 3aKoHOAATENLCTBO U MHblE aKTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNSI AOKYMEHTALMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

OcHoBbI MUrpaumnoHHOro 3akoHopatenbctBa Poccurickon ®depepauun, B
YacTu MpUBIIEYEHMS N TPYAOYCTPOMCTBA WUHOCTPAHHbLIX rpaxaaH u nuy, 6es
rpaxgaHcTea

OcHosBbl aaMUHNCTPATUBHOINO 3akKoHOOAaTeNbCTBa B obnactu ynpasrieHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX AL,
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

3akoHopaTenbcTBo Poccunckon Pepepauum no 3awmTe nepcoHanbHbIX
[JaHHbIX

NokanbHble HOPMAaTUBHbLIE aKkTbl OpraHuMs3auuuM B o6nacT ynpasrneHus
nepcoHasnom

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TuKkM Aenosoro obLeHus

basosble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NOoCTpoOeHne
I/IHd)OpMaLI,I/IOHHbIX CUCTEM N OCODEHHOCTU pa6OTbI C HUMIA

[pyrvne xapakTepucTnkm

3.7.2. TpynoBas dyHKUMSA

Peanusauns onepaunoHHOro ynpasneHusi YpoBeHb
HaumeHoBaHWe | nepcoHanoM n paboTbl CTPYKTYPHOro Koa G/02.7 | (nogypoBeHb) 7
noapasgeneHus KBanudmrkaumm
lMpoucxoxaeHve TpyaoBon 3aumcTBoBaHO
P A PyA OpwurunHan X
dyHKUNN u3 opurnHana
Kop, PernctpaunoHHbIn
opurnHana Homep
npogeccnoHasnbLHOro
cTaHpapTa
TpynoBble AencTens lMnaHnpoBaHWe oeaTensLHOCTU NoApasaeneHus U nepcoHana

OnepaTvBHOE ynpaBrieHe NepcoHasniom noapasaerieHnst opraHmsaunm

PacueT 3aTpaT no noppasfeneHuio M MOArOTOBKA MNPEennoXeHun Aans
dopmmpoBaHus GrompkeTa

PaspaboTka cTaHOapToB [JesTernbHOCTW noAapasfeneHus u yHMd)MKaLI,I/IFl
npoueccos

MpoBeaeHne MHCTPYKTaxa Mo oxpaHe Tpyaa

MoctaHoBka  3agady  pabOTHMKAM  CTPYKTYpHOro  noapasgeneHus,
onpeaernieHve pecypcoB ONs UX BbIMNOMNHEHUS, KOHTPOIb UCMOMHEHNS

AHanM3 nnaHoB W OTYETHOCTU MOOYMHEHHbLIX paGoTHUKOB, paspaboTka
npeanoXxeHuin No ynyylleHnto nokasartenen eaTensHOCTU NnoapasaeneHms

dopmMrpoBaHe 0TYETOB O paboTe CTPYKTYPHOrO noapasaeneHus

Heobxogumble ymeHusi OnpegensTbe 30HbI OTBETCTBEHHOCTM U 3 (EKTUBHOCTY paboThl NepcoHana
CTPYKTYPHOrO rnogpasfeneHuns, pacnpedensTe 3agadm u obecrnevymBatb
mMaTepuanbHO-TEXHUYECKME PecypCbl AMNs X UCMOMHEHUS

an/IMeHFlTb MEeTObl ONepaTUBHOIO ynpaslieHna nepcoHalomMm opraHmsaunm
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

KoHTponupoBaTb  WCMOMHEHWe  MOPYYeHUid M 3agad,  BHOCUTL
CBOEBPEMEHHbIE KOPPEKLIMM B MiaHbl U 3a4a4n

Onpepenatb nokasaTtesnu ahpeKkTUBHOCTHU paboThbl nepcoHana
nogpasgeneHus

yl'lpaBJ'IﬂTb MOTMBaUMEN nepcoHana, ero BoBlie4eHHOCTbIO U OncumMnInHoOn
TpyAa

CocTaBnsiTb  MNraHbl  AESTENbHOCTU  CTPYKTYPHOTO  moApasgesieHus
opraHusaumm

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTUPOBaTb W KOHTPONMPOBaTb CTaTby
pacxo[oB CTPYKTYPHOro noapasaeneHus Ans opMmpoBaHns GHoIKeToB

Mpoun3BoauTb aHanNM3 TeKyLlen AesTeNbHOCTM CTPYKTYPHOIO NoapasaeneHus
1 BHEAPSTb NpoLeaypbl Mo ee onTumMmusaumm

MpencTaBnATb  MHTEpecbl  opraHM3auMM UM BecTM  Meperosopbl C
rocyqapcTBEHHbIMU opraHamu, NpodEecCUMoHanbHbIMU CO3aMu U OPYruMu
npeacTaBUTENbHBIMU OpraHamy paboTHMKOB MO BOMPOCaM nepcoHara

Bectn neperosopbl C nNoCTaBLWMKaMW YCnyr no YCrnoBuUAM 3akro4aeMblX
0orosopos

MpousBoauTb NpedBapuTesibHbie 3aKynoyHble npoueaypbl U oopMmsTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

npOBO,D,I/ITb ayauT pe3ynbTaTtoB pa6OTbI C nepcoHanom

PaGoTaTtb ¢ MHOPMAaLMOHHBIMU cMCTeMaMu U Gasamu AaHHbIX MO BONpocam
yrnpaBrieHusi NepcoHanom

CobGnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxogumble 3HaHWs Teopun ynpaeneHus nepcoHasnioM 1 ero MoTuesauum

MeToabl aHanusa BbINOMHEHUA MNMaHOB WM 3ajad, onpegeneHuss ux
3KOHOMUYECKOWN 3PPEKTUBHOCTH

dopMbl M METOAbI OLIEHKN NepcoHara v pesynbTaToB UX Tpyaa

TexHonornu onepaTtmneBHOrIo ynpasJiieHUA nepcoHarnioM opraHn3auum

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro M HemaTepuanbHOro
CTUMYNUPOBaHWUS Tpyaa nepcoHana

TexHonoruy u Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

TeOpI/II/I M MeTodbl ynpaBneHna passntnem nepcoHana

OKoHOMMKa Tpyaa

OpFaHlASaLl,I/IOHHO-LLITaTHaﬂ CTPYKTypa opraHunsauunm

MonuTtuka ynpasneHns NepcoHanom u coumnanbHasa nonTuKa opraHusawmm
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yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

Llenu, ctpaTterusi pasButusi 1 GU3HeC-NnaH opraHv3sauum

MeToguku nnaHnpoBaHMAa 1N NPOrHo3npoBaHUA I'IOTpe6HOCTM B nepcoHane

MopsiaoK yperynupoBaHus TPYAOBbIX CMOPOB

TpeboBaHusa n NnpaBuna nposeaeHus ayauTta paboTel C nepcoHanom

dopmbl coumarnbHOro napTHepcTBa " B3aVMMOAencTBus c
npodheccHoHanbHbIMU COlo3amMy M APYrMMK NMpeacTaBUTeNbHbIMIU OpraHamu
pPabOTHMKOB, Y UHBIMUW OpraHMU3aLUaAMU

Mopsagok ohopMneHnsa KagpoBbiX JOKYMEHTOB 1 NPpUAaHNS UM IOpUONYeCcKon
CunbI

Mopsigok  nNpoBedeHVMst  3aKymouyHbIX — npouedyp U odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKallyue HOPMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akoHoaaTenbCTBa U HOPMAaTUBHbLIE MPaBOBbIE€ aKTbl
Poccunckon Cbep,epau,mm, B 4aCTun BeeHNA OOKYyMEeHTauun no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuickon degepaumm, B
YacTu npuBneYeHUs N TPYOOYCTPOMCTBA UHOCTPAHHbIX rpaxaaH u nuy 6es
rpaxgaHcTea

OcHosBbl aAMUHNCTPATUBHOINO 3akKOoHOOAaTeNbCTBa B obnactu ynpasreHua
nepcoHarnomMm n oTBeTCTBEHHOCTUN AOJTKHOCTHbIX UL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHuU3auumMm B YHacTh YynpaBlieHua
nepcoHarnom

OcHoBbl npaBoBoro perynupoBaHust Poccuiickon ®enepaumn nopsiaka
3aKMYEHWS FPpaXKgaHCKO-MPaBOBbIX 4OrOBOPOB

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE NoCTpOeHne
NMHPOPMAaLIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.7.3. TpynoBas dyHKUMSA

AOMWHUCTPUPOBaHWE NPOLECCOB U YpoBeHb

HaumeHoBaHve AOKyMEHTOO6OPOTA 110 ONEPALMOHHOMY Koa G/03.7 |(nogypoBeHb) 7
ynpasreHuno nepcoHarnom n paborte KBANUMKALIMM
CTPYKTYPHOrO nogpasaeneHunst
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

lNpouncxoxxaeHue TpyaoBon 3anmMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHasnbLHOro
cTaHgapTa
TpyooBble AencTBuS AHanuns npoueccoB OoKymeHToobopoTa, nokanbHbIX [JOKYMEHTOB MO
BOMpocaM  OMepaLMOHHOro  ynpasfeHust  nepcoHaroM ©  paboThbl
CTPYKTYPHOro nogpasgenenus, ©un3Hec-npoueccos opraHmsauum,

yOOBIETBOPEHHOCTY NepcoHana

,D,OKyMeHTaLI,I/IOHHOG Od)OpMJ'IeHI/Ie pe3ynbTaTtoB onepaunoHHOro ynpasneHus
nepcoHarnom un pa6OTbI CTPYKTYPHOIro nogpasaeneHund, pe3ynbtatoB ayguta
pa6OTbI C nepcoHanom

MogrotoBka npeasioKeHWn Mo pasBUTUIO  CUCTEM  OMepauUoHHOro
yrpaBneHns nepcoHarioMm u paboTbl CTPYKTYPHOro MoApasgeneHus, no
HeobXoOMMbIM KOPPEKTUPYHOLLUM U NMPEBEHTUBHLIM Mepam

PaspaboTka cucteMbl aHanu3a u KOHTponsa paboTbl nepcoHana

KoHTponb, cpaBHEHWE W aHanmM3 MnpoueccoB B 06nacTu onepaTMBHOIO
yrpaBneHns nepcoHanoM, pes3ynbTaToOB YMpPaBrEHYECKNUX MEPONPUATUN,
onpegeneHne akTopoB, BbI3blBAOLWMX OTKMOHEHME OT  MNMaHOBbIX
nokasaTtenemn

MoarotoBka n 06paboTka 3anpocoB, yBEAOMIIEHUA, CBEAEHUA O paboTHMKaxX
B rOCYAApPCTBEHHbIE OpraHbl, NPOMECCUOHANbHbIE CO3bl, OOLLECTBEHHbIE
opraHu3saumu

ConpoBoX/AeHVe [OrOBOPOB OKasaHUs YCnyr rno BOMpOCaM OnepaTUBHOO
ynpaBeHns nepcoHanom u paboTe CTPYKTYPHOro noapasaeneHusi, Bkhodas
npeaBapuTenbHble NPoUEeAypPbl MO MX 3aKMYEHUIO

MogrotToBka npeanoXeHun no OopMUpoBaHUIO OloopkeTa Ha nepcoHan
opraHmsauum

BbinonHeHne TpeboBaHUM MO XpaHEHUIO WHGopMaumm o pesynbTaTax
OEWCTBUSI CMUCTEM OMEPaUMOHHOrO YNpaBrfeHNs nepcoHanom u paboThbl
CTPYKTYPHOrO nogpasgeneHusi

Heobxognmelie yMeHUaA KOHTpOJ'II/IpOBaTb npouecchbl ynpasleHnda nepcoHarom nop,pas,qeneHMM,
onpenenAatb UX pe3ynbTaTUBHOCTb U BbIABNATb (baKTOpr OTKMOHEHNA OT
NnnaHoOBbIX NapamMeTpoB

PaspabatbiBaTb nporpamMMbl JOCTUXEHUST LieNen 1 onepaTUBHOIO peLleHust
3agay nogpasgeneHnmn

AHanusupoBaTb, paspabaTteiBatb M OpOPMISATb  [OKYMEHTbl MO
onepaTMBHbLIM MpOLeccam ¥ UX pesynbtatam

npOBO,EI,I/ITb ayouT KaaposbixX npoueccos, npoueayp, O(*)OpMJ'IeHI/IFl KaapoBbIX
OOKYMEHTOB U OOKYMEHTOB MO yrnpaBl1eHNO NepcoHarom
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

KoHTponupoBaTb pacxogoBaHve G1oMxeToB Ha nepcoHarl

OcbopMNATb [OOKYMEHTHI MO OrnepauyoHHOMY YMNpaBfieHUo NepcoHanoM u
paboTe CTPYKTYPHOrO nogpasaeneHus, npegocTasnsieMble B
rocyaapCTBEHHbIE OpraHbl, MpeacTaBuTeNbHble opraHbl PaboTHMKOB

ObecneunBatb LOOKYMEHTauMOHHOE conpoBoXxageHune no cuncremam
onepaunMoHHOro  ynpasneHua nepcoHanomMm Mu pa60Te CTPYKTYPHOIo
nogpasaeneHus

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOrO M apXxMBHOIO 3akoHopaTtenbcTBa Poccwuiickon degepaumm wm
NOKanbHbIMU akTaMy OpraHu3auum

KOHTpOJ'II/IpOBaTb ncnofniHeHne orosopoB NOCTaBLUMKOB ycnyr no Bonpocam
nepcoHana

MpousBoauTb 3aKymouHble npoueaypbl, 0GOPMIATL U  aHanM3upoBaTb
3aKyNoOYHy0 JOKYMEHTALMIO

MpoBoguTb neperoBopbl W NPeacTaBnATb WMHTEPeCbl opraHu3auun B
rocygapCTBEHHbIX OpraHax, npodeccuMoHanbHbiX COo3ax W Opyrux
npeacTaBuTENbHbIX OpraHax paboTHMKOB MO BOMpOcam nepcoHana

Bectn 0EeNoBYK nNepenuncky

BecTu yyeT 1 pernctpauuo JOKyMEHTOB B MH(OPMALMOHHBIX CUCTEMaXx U Ha
mMaTepuarnbHbIX HOCUTENSX

Pabotate Cc wWHdoOpMaUMOHHBIMKM cuctemamm u  6asamum [aHHbIX NO
nepcoHany 1 cucteMam onepaumoHHOro yrnpasneHus nepcoHanom u pabore
CTPYKTYPHOro noapasaenexHunsi

CobnogaTb HOPMbI 3TUKM OenoBOro obLeHns

Heobxogumble 3HaHUs MeTogbl ynpaBneHus passutmem n 3 PeKTUBHOCTLIO OpraHn3auumn, meTobl
aHanuMsa  BbIMOSIHEHMS  NNI@HOB M MporpamMM, onpedeneHus  ux
3KOHOMMYECKON ahPEKTUBHOCTH

MeToqbl OLEHKM pa6OTbI CTPYKTYPHbIX no,qpaa,qeneHMM, pe3ynbTaTtoB Tpyaa
nepcoHana

MeTodbl  NpoBedeHUss  ayauta M KOHTPOJUIMHrA  OnepaTuBHbIX
yrnpaBrieH4YeCKMX NPOLECCOB

®opMbl U CUCTEMbI MaTepuanbHOro U HemaTepuanbHOro CTUMYNMPOBaHUA
Tpyaa nepcoHana

OCHOBbI JOKYMEHTaLMOHHOro obecneveHms

Mopsanok odopMIeHVsi, BeeHVUss U XpaHeHUs1 JOKYMeHTauum no cucteMam
onepauuvoHHOro  yMpaBrieHWss MepcoHanoM  opraHuMsaumMn u  paboTe
CTPYKTYpHOro noapasaeneHus

Mopsnok dopMUpOBaHWS, BedeHuss BaHka [OaHHbIX WM NpeaocTaBreHust
OTYETHOCTM MO CUCTEMaM OMepaLMoHHOTO YMpPaBReHUs MNepcoHarnom u
paboTe CTPYKTYPHOro noapasaeneHns
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

HopmaTtuBHble NpaBoBble akTbl, Perynupylowye npaBa W 00sS3aHHOCTU
roCcyqapCTBEHHbIX OPraHoOB M OpraHuW3auuM Mo MNpedoCTaBMeHUI0 yYeTHOW
JAOKyMeHTaLuu

Mopsigok  MpoBedeHWs1  3aKymouHbIX  mpouedyp U odopMrieHus
COMYTCTBYIOLLEN OKYMEHTaLMUM

MonuTuka ynpasrieHUA nepcoHariomMm 1 counanbHada NnonnTuka opraHn3aunm

OpraHu3auMoHHO-ITaTHas CTPYKTypa opraHM3auum

Lle.l'll/l N cTpaTterna pasButna opraHn3aumm

BuaHec-nnaH 1 6usHec-NpoLecckl opraHusaunm

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE aKTbl, coaepXaliue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeAEHNS] AOKYMEHTaLMM NO NepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

OcHoBbI MUrpaumnoHHOro 3akoHopatenbcTBa Poccuiickon ®depepauun, B
YacTu MpUBIIEYEHMS N TPYAOYCTPOWMCTBA WMHOCTPAHHbLIX rpaxaaH u nuy, 6es
rpaxgaHcTea

OcHosBbl aaMUHNCTPATUBHOINO 3akKoHOOAaTeNbCTBa B obnactu ynpasreHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuiickon degepaumm 0 nepcoHanbHbIX AaHHbIX

JNokanbHble HOpMaTUBHbIE JAOKYMEHTHI OpraHvM3auuy B 06nactu yrnpaBfieHust
nepcoHarnom

Mopsagok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

HopMbl 3TuKM Aenosoro obueHus

basosble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NOCTpoOEeHne
I/IHd)OpMaLI,I/IOHHbIX CUCTEM N OCODEHHOCTU pa6OTbI C HUMIA

[pyrvne xapakTepucTnkm

3.8. O606L1eHHas TpyaoBas pyHKLMSA

CrtpaTterndeckoe ynparneHue nepcoHanom YpoBeHb
HaumeHoBaHwe opramsaLm Kon H KBANMbMKALMM 7
Mponcxoxperne 3a1MCcTBOBaHO
0606LLEHHON TPYOOBON Opurunan X 13 ODUMMHANE
dyHKUUK P
Kog PernctpaunoHHbINn
opurMHana Homep
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yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

npogeccnoHasnbHOro
CcTaHgapTa

Bo3moxHble HanmeHoBaHuS | Buue-npe3angeHT no ynpasnieHnio nepcoHanom

JOImKHOCTEen, npodeccui [vpekTop no nepcoHany

[dvpekTop No ynpaeneHnto NnepcoHanom

3amecTuTenb reHepanbHOro AMpeKkTopa no yrnpaerneHuo NepcoHanomM

TpeboBaHusa K Bobicwee ob6pasoBaHue - cneunanuteT, MarucTpatypa

obpasoBaHuio 1 06yyeHuo | lononHuTensHoe npodeccrnoHansHoe obpasoBaHme - NporpamMmbl
npodgeccroHanbHon NepenoaroToBkM B 06nacTu ynpasneHus nepcoHanom,
CTpaTErM4yeckoro u ornepaLyoHHOro yrnpaBeHusl, 3KOHOMUKM OpraHn3auum;
nporpamMmbl NoBbILWEHUS kBanudukaumum B 0dnacTtu ynpasreHus
nepcoHarsniom, CTpaTernyeckoro 1 onepaunoHHOro yrnpasneHust

Tpe6OBaHI/I$| K onbITy He meHee naTtu net B obnactu ynpasneHna nepcoHasrioMm Ha pykoBoAALLMNX
I'IpaKTI/I‘-IeCKOI7I pa60TbI OOJMKHOCTAX

Ocobble ycnosusi gornycka K
paboTte

Ipyrve xapaKkTepucTuKu

[ononHutenbHble XapaKTepUCcTukun

HanmeHoBaHWe gokymeHTa Kog HaumeHoBaHne 6a3oBon rpynnbl, 4OMKHOCTY (Npodheccun)
Unu cneyunanbHOCTn

OK3 1232 PykoBoautenu nogpasgeneHun (cnyxo0) ynpaeneHusi
Kagpamu 1 TpyA0BbIMU OTHOLLEHUSIMU

EKC - 3amecTutenb AnpekTopa rno ynpasneHuno nepcoHanom

OKMATP 24063 MeHemxep no nepcoHany

3.8.1. TpynoBas yHKUNA

PaspaboTka cuctembl CTpaTermM4eckoro YpoBeHb
HavmeHoBaHuWe | yrnpaBneHnsa nepcoHanomM opraHusauum Kopg H/01.7 |(noaypoBeHb) 7
KBanudunkauum
MpoucxoxaeHne TpygoBon OpuruHan X 3aMMCTBOBaHO
PYHKLMM 13 opurMHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npogeccnoHasnbLHOro
cTaHgapTa
TpyaoBble AENCTBUSA AHanu3  ycrewHbiX  KOpPMoOpaTUBHbIX  MPaKTMK MO OpraHu3auuu
KOHcyanaHTnHI-OC www.consultant.ru CtpaHuua 57 us 67

HageXHasa npaBoBas noaaepXxka


http://www.consultant.ru/
http://www.consultant.ru/
consultantplus://offline/ref=7C4BD142AAB9F04B4960B6B602FD946315ACF728A57D7D29D04228E6BC3804C5CB320482B9A562B20DZ7H
consultantplus://offline/ref=7C4BD142AAB9F04B4960B6B602FD946315AEF726AA7C7D29D04228E6BC3804C5CB320482B9A265BC0DZ6H
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

cTpaTerm4yeckoro ynpaeneHus nepcoHarmnom opraHusauum,
OpraHN3aLMOHHOIO NPOEKTUPOBaHUSA U B3aUMOLENCTBUS noapasneneHnii

MocTaHoBKa cTpaTtern4eckmnx uenen B ynpasrieHun nepcoHarom

Pa3paboTka KoprnopaTVMBHOW MONWTWKW, MINAHOB, MporpaMm, npoueayp W
TEXHOMOMMI NO YNpaBfeHno NepcoHanomM

Pa3paboTka kopnopaTMBHOW KynbTypbl U COUMANbHOW MOMUTUMKKU, CUCTEM
MOTMBaLMK, 3PPEKTUBHOCTY, OLEHKN N Pa3BMTUS NepcoHana

q)OpMMpOBaHMe CuCTeMbl onnaTtbl U OpraHn3auun Tpyaa

PaspaboTka opraHM3aLMOHHOW CTPYKTYpbl, NiaHMpoBaHue noTpeGHOCTM B
nepcoHarne opraHvaaumm

PaspaboTka nporpamMm, MPUHUMMNOB CTaHAapTU3auun,  yHUdUKaLun,
aBTOMaTu3auMnm MpoLeccoB YnpaBneHus nepcoHanoM K 6esonacHbIX
ycnosun Tpyga

dopmupoBaHne OlompKETa Ha MNepcoHan, TexHonorMm ayguta paboTbl C
NMepcoHasnoM 1 KOHTPOSMHra

Heobxognmelie yMeHUaA Pa3pa6aTblBaTb cTpaTtermm n noNIMTUKM B ynpasrneHnn nepcoHarom

CosgaBaTb M OMUCbIBaTb OPraHW3aLMOHHYIO CTPYKTYPY, Uenu, 3adauu,
OYHKUMN CTPYKTYPHBIX NoApasaeneHunii n AoMKHOCTHbIX NuL

MpuMeHsATb  MeTodbl  YMPaBMEHUS  MEXITUYHOCTHBIMU  OTHOLLEHUSIMU,
hOpMMpPOBaHUS KOMaHZ, pasBUTUS FNMOEPCTBA M UCMOJTHUTESIbHOCTH,
BbISIBIIEHUS TANaHTOB, ONpeAeneHuns yaoBeTBOPEeHHOCTU paboToii

Onpep,enmb N aHanm3ampoBatb BHYTPEHHUE KOMMYHUKauun, MmogenmpoBaTtb
nosegeHune nepcoHana

MpencTaBnsATb MHTEPECHl OpraHM3auuM B FOCYAapCTBEHHbIX OpraHax, BO
B3aMMOAEWCTBUM C NPOdCo3amMu, MHbIMW NPeACcTaBUTENbHBIMU OpraHamm
pabOoTHMKOB MO BOMpPOCaM nepcoHana

CocTaBnisiTb, paccyMTbiBaTb, KOPPEKTMPOBATb W KOHTPOSMPOBaTb CTaTby
pacxodoB OlmKeToB M POHAOB Ha NporpaMMbl M MeporpusiTus o
yrNpaBfieHUIo NepCoHanoM opraHusaumm

npOBO,EI,I/ITb ayauT U KOHTPOJIINHT B obnactu ynpasrieHna nepcoHarnom

Pa3pabaTbiBaTb KOpnopaTMBHbIE COLMaribHbie MPOrpaMmbi

Bectu neperosopbl no Bonpocam counanbHOro napTHepCTBa Cc
npeacraBuUTeENbHbIMU OpraHamMu pa6OTHI/IKOB

PaGoTaTtb ¢ MHOPMAaLMOHHBIMU cMcCTeMamMu U Gasamu JaHHbLIX MO BONpocam
yrnpaBrieHusi NepcoHanom

OpraHnsoBbiBaTb MEpPONPUATUSA MO ob6ecnevyeHnto BbINONMHEHUA TpeboBaHui
OXpaHbl Tpyda B COOTBETCTBMM C [OEWCTBYIOLIMM 3aKOHOOATENbCTBOM
Poccuiickorn ®epepaumm 1 nokanbHbIMM akTamu opraHusaLmm
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

OpraHun3oBbiBaTb M NPOBOAUTE MEPOMPUATUS C NEPCOHANOM B COOTBETCTBUE
C KOprnopaTMBHOM coumanbHOM MNONTUKON

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHus MeTogbl ynpaeneHus passutMeM U 3PDEKTUBHOCTLIO  OpraHusauuu,
aHanu3a  BbINOMHEHWST NMaHOB M MporpaMmM,  onpefeneHuss  ux
3KOHOMUYECKOWN 3PP EKTUBHOCTH

MeToabl OLEeHKM paboTbl CTPYKTYPHLIX MoapasdeneHnii, pe3ynbTaTtoB Tpyaa
nepcoHana

MeToqbl npoBeaeHna ayauntoB, KOHTPOJIIMHIA yrnpaBiieH4YeCKnx npoueccos

MeTofbl aHanmn3a KONM4YeCTBEHHOMO N Ka4eCTBEHHOro cocTaBa nepcoHana

CucTembl cTaHaapToB Mo GM3Hec-npoLleccam, Npodeccusm, Hopmbl Tpyaa

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro M HemaTepuanbHOro
CTVMYNUPOBAHUS TpyAa nepcoHana

MeTogbl aHanusa coumanbHbIX  MNporpaMMm M onpejeneHus  ux
3KOHOMUYECKOWN 3PPEKTUBHOCTH

TexHonorum n Metoabl GOPMUPOBAHUS U KOHTPOIS GHOIKETOB Ha NepcoHan

TpeboBaHusA oxpaHbl M 6e3onacHbIX YyCnosun Tpyaa

Llenu, ctpaterusi u kagpoBasi NoONMTMKa OpraHM3aLum

OcHoBbl TEXHOMOMMN nponssoacTBa U AeATENbHOCTU OpraHmn3aunm

OCHOBbI COLMOIONNK, MCUXOSTOTUN U SKOHOMUKM TpyAa

OcHosBbl ynpasrieHuna coumarnbHbIM pa3BUTMEM opraHmn3aunm

MeTtoobl NpPOBEAEHMSI  COLMONIOTMYMECKUX  UCCRNEedoBaHUMW,  U3y4eHust
0obLWecTBEHHOro MHEHUS

CTpyKTypa opraHusauum

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE aKTbl, coaepXallue HOpMbl TPYOOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHNS] AOKYMEHTALMM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

OcHoBbI MUrpaumnoHHOro 3akoHopatenbctBa Poccurickon ®depepauun, B
YacTu MpUBIIEYEHMS N TPYAOYCTPOWMCTBA UHOCTPAHHBLIX rpaxaaH u nuy, 6es
rpaxgaHcTea

OcHosBbl aaMUHNCTPATUBHOIO 3akKoHOOAaTeNnbCTBa B obnactu ynpasreHua
nepcoHarnomMm n oTBeTCTBEHHOCTUN AOJTKHOCTHbIX UL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX
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JNokanbHble HOpPMaTWMBHbIE aKTbl OpraHusauMum B OGnacTu yrpaereHust
nepcoHarnom

Mopsagok 3aknoyYeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TukM Aenosoro obueHus

OcHoBbI MHOPMATKKN, CTPYKTYPHOE NOCTPOEHNE MHPOPMALMOHHBIX CUCTEM
N 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu

3.8.2. TpynoBas yHKUNA

Peanusauunsa cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoOBaHuWe | ynpaBneHnsa nepcoHanomM opraHusauum Kopg H/02.7 |(noaypoBeHb) 7
KBanudunkauum
MpoucxoxaeHue Tpyoosom 3anmcTBOBaHO
P A PyA OpwurunHan X
PYHKLMM n3 opurmHana
Kop, PernctpaunoHHbIn
opurnHana Homep
npogeccuoHansHoro
cTaHgapTa
TpynoBble AencTeuns lMnaHnpoBaHne OesATENbHOCTU U pa3paboTka MeponpUSTUN MO yNpaBiEHUIo

nepcoHarnoM Ans peanvsauumn cTpaTermyeckux Lenei opraHnsaumum

BHegpeHMe MOMUTUK, NMaHOB, Mporpamm, npouenyp W TEXHOMOorui mno
yrpaBrieH1o NepcoHarnom

I'IOCTpoeHme OpFaHM3aLI,I/IOHHOI71 CTPYKTYpPbIl C y4ETOM nnaHoBoOMn I'IOTpe6HOCTM
B nepcoHane un B3aUMOAENCTBUS CTPYKTYPHbIX no,u,pas,u,eneHMﬁ opraHmn3auumn

BHeapeHne wn nopaepXaHue KOpnopaTMBHOWM KyNnbTypbl W COLMasibHON
MONMWUTUKK, CUCTEM MOTUBaLUUN, 3PPEKTUBHOCTW, OLEHKM U pas3BUTUS
nepcoHana

BHep,peHme M nogaoepXxaHunme CUCTEMbl OpraHunsauun Tpyaa W onnatbl
nepcoHana

YnpaBneHve BHeApeHWem nporpaMM W TMPUHLMIOB CTaHAapTv3aumu,
YHU(MKaUMM, aBTOMaTM3auuMu TMpPOLIECCOB YMpPaBIiEHUst MepcoHanoM WU
Ge3onacHbIX ycrnoBuii Tpyaa

OpraHuzaumsi npoBedeHWs ayauta W KOHTPONNMHra B yNpaBreHuu
nepcoHarnom

MocTtaHoBKa 3agav pykoBoaAUTENAM CTPYKTYPHbIX nop,pasp,eneHMVl,
onpepeneHne matepumanbHO-TEXHUYECKUX peCypCOB AJ1A UX BbIMOJTHEHUA

AHanu3 0TYETHOCTM MO YNPaBEeHUIO NMepPCOHaNoM 1 BbisIBIIEHUE PecypCcoB Mo
YIyYLLEHWIO AeSTENbHOCTU OpraHn3aumm
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CornacoBaHue yCroBuWii 3aKnioyYaembix JOroBOPOB MO BOMPOCaM yrpaBfieHust
nepcoHarnom

OpraHuzaums NpoBeAeHNs 3aKynoYHbIX NpoLleayp No Bonpocam yrnpasereHus
nepcoHanoM 1 opopMIIEHUS] COMYTCTBYIOLLEN JOKYMEHTaLMMN MO HUM

dopmupoBaHne 6GlODKETA Ha nNepcoHan, TexHomorum ayauta paboTbl C
nepcoHaniom U KOHTPOSNUHra

MpumeHeHne K paboTHWKaM Mep MOOWPEHUA U OAUCLUMIIMHAPHOIO
B3bICKaHMs

Heobxoaumblie ymeHus Mpou3BoauTe aHanu3 [OedATenbHOCTM MO YNPaBfEHUID  NepcoHarnom,
paspabaTbiBaTb Nokasatenun adeKTUBHOCTM paboThbl

dopmrpoBaTh NnaHbl U MepoNpUSTHS MO YNpaBleHUo NepcoHanom

PaccuntbiBaTh GlogxeT B o6nacTtu ynpasneHna nepcoHariom

OnpegensaTe 30Hbl OTBETCTBEHHOCTVM PaBGOTHWKOB W  noApasfesieHui,
CTaBWTb 3ajayv PyKOBOAUTENAM MoapasgeneHuin u obecneynBaTb pPecypebl
ANsl X UCMOMHEHNS

KOHTpOJ'II/IpOBaTb N KOPPEKTNPOBATb UCMOJNTHEHNE nopyquw?l n 3agau

Ynpaenatb aheKTUBHOCTLIO M BOBNEYEHHOCTLIO NepcoHana, AMCUUniMHom
TpyAa v cobniogeHnem 6e3onacHbIx yCnosun Tpyaa

Bectn neperoBopbl N0 BOMpoCaM  CoUManbHOrO MapTHepcTBa W
npeacTaBnsiTb  WHTEPEeChbl OpraHu3auMmM B TFOCyOapCTBEHHbIX OpraHax,
npogpeccroHanbHbIX  cot3ax W ApYruX MPefcTaBUTENbHbIX — OpraHax
pabOoTHMKOB, N OpraHn3aLmMsx No Bonpocam nepcoHana

Paboratb C MH(*)OpMaLI,I/IOHHbIMM cuctemamm n 6aszamu gaHHbIX Mo Bonpocam
ynpasneHna nepcoHarnom

MpoBoanTb ayaMT U KOHTPOSIIMHT B 0651acTy yrpaBreHnsl NepcoHanom

dopmupoBaTb ¥ MPOBOAMTL COLMAarnbHYO MOMUTUKY W couuarnbHble
nporpamMmei

Bectn neperosopbl C nNoOCTaBLMKaMW YyCnyr no YCrnoBuUAM 3akKro4aeMbliX
0orosopos

MpousBoauTb 3aKymoyHble nNpoueaypbl, 0GOPMIATL U  aHanM3upoBaTb
3aKyMOYHYI0 JOKYMEHTaUMI0

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHUs MeTogbl ynpaeneHus passmutmem n 3 PeKTUBHOCTLIO OpraHn3auumn, meToabl
aHanuMsa  BbIMOSIHEHMS  NMI@HOB M MporpamMM, onpedeneHus  ux
3KOHOMMYECKON ahPEKTUBHOCTH

OpFaHM3aL|,I/IF| ynpasneHua pasButmemM opraHmsalmnm

Teopun ynpaBreHusi opraHusauuen, MonuTuKa u cTpaTervsl yrnpaefieHust
nepcoHarnom
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MeTtogbl aHanu3a BbINOMHEHUS MMaHOB W 3ajad, OnpederneHnss ux
3KOHOMMYECKON ahPEKTUBHOCTH

MeToabl OLEHKM, pe3ynbTaToB 1 addeKTUBHOCTY Tpyaa

MeTonbl BHeapeHusl CUCTeMbl YripaBiieHWsi NePcoHariom

OcHoBbl paboTbl No NpodopueHTaLmm

MeToavk/ NnaHMpoBaHWs U MPOrHO3MPOBaHKs NOTPEGHOCTY B NepcoHare

Lle.l'll/l, cTparerna pa3Bntma n ©unsHec-nnaH opraHmsauunmn

Teopun n MeToabl OpPMMPOBaHMIO BpeHaa opraHnsaLmm

TpeboBaHusA oxpaHbl M 6e3onacHbIX yCnosun Tpyaa

MeToauku pa3paboTku 1 BHEAPEHWS NOKaSbHbIX HOPMATUBHBIX aKTOB

MopsanoK 3akmoyeHVss TPYOOBbIX [OFOBOPOB, PEryrupoBaHuWA TPYOOBbIX
cropos

OcHoBbl  couunonornm, MNCUXonornn, 3IKOHOMMKM Tpyaa w©n ynpaBneHusa
counanbHbIM pa3BUTUEM OpraHn3aunn

MeTtoobl NpPOBEAEHMSI  COLMOSIOTMMECKUMX  UCCREedoBaHUMW,  U3y4eHust
0obLWecTBEHHOro MHEHUS

TexHonornu npoeeaeHna ayguta W KOHTPOJUIMHIa B yrnpaBleHUn
nepcoHarnom

Mopsigok  MpoBedeHWs1  3aKymouHbIX  mpouedyp U odopMrieHus
COMYTCTBYIOLLEN OKYMEHTaLMUM

TexHonoruu, CTaHaapTu3auu4, yHI/I(bMKaLI,I/Iﬂ, aBToMaTn3auma npoueccos
ynpasneHna nepcoHarnom

CTpyKTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKaLle HOPMbl TPYAOBOrO
npaea

OcHoBbI apXuBHOro 3akoHoAaTenbCTBa U HOPMaTUBHbLIE MPaBOBbIE aKTbl
Poccunckon CDep,epau,MM, B 4aCTn BeeHNA OOKyMEeHTauun no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuickon degepaumm, B
YacTu NpuBNeYeHUs N TPYOOYCTPOMCTBA UHOCTPAHHbLIX rpaxaaH v nuy 6es
rpakgaHcTea

OcHoBbI aAMUHUCTPATUBHOIO 3akKoHodaTeslbCTBa B obnactun ynpasrieHusa
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuiickon denepaumm 0 nepcoHanbHbIX AaHHbIX

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)
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JNokanbHble HOpMaTUBHBIE aKTbl B 0GNaCTU yNpaBreHusi nepcoHanom

Hopmbl 3Tnkn genoBoro o6weHns

basosble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NoCTpOeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.8.3. TpynoBas (pyHKLMSA

AOMWHUCTPUPOBaHWE NPOLECCOB U YpoBeHb
HaumeHoBaHve | OoKyMeHTooBopoTa no cTpaTernyeckomy Koa H/03.7 | (nogypoBeHb) 7
ynpaBsreHno NepcoHarnomM opraHusaumm KBanudmrkaumm
MpoucxoxaeHue TpyooBom 3anMMcTBOBaHO
P A PyA OpwurunHan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurMHana HomMep
npogeccnoHasnbLHOro
cTaHgapTa
TpynoBble AencTens AHanua npoueccoB [AOKYMEHTOO6OopoTa, foKanbHbIX [OKYMEHTOB MO

BOnpocamMm ynpaeJlieHMA nepcoHarom, Ou3Hec-NpoLLeccoB opraHusauuu,
yOOBINETBOPEHHOCTU NepcoHana

J[lokyMeHTaLUMOHHOE Og)OpMIIEHNE pPe3ynbTaToB YMNpaBrieHUss NepcoHanom,
ero ayauTta, paboTbl CTPYKTYPHbIX NoapasaeneHuni

[oKyMeHTaLUMOHHOEe M OpraHv3aLMOHHOE COMPOBOXOEHUE CTpaTernyeckoro
ynpaBreHusi NepcoHarnom 1 paboTbl CTPYKTYPHbLIX NoApasaeneHuit

MogroToBka npe,qnomeHMﬁ no pas3BUTUKO CUCTEM YynpaBlieHUA nepcoHaromMm,
no HeobxognMMbIiM KOppeKkTnpyrwowmm 1 nNpeBeHTUBHbIM MepaM U no
NOBbILLEHUNIO Sd)d)eKTI/IBHOCTM pa60TbI CTPYKTYPHbIX nop,pas,u,eneHMPl

KoHTponb npoueccoB B 06nacT ynpaBreHUst MnepcoHanom U paboTbl
CTPYKTYPHbIX  MoApasferieHuit, CpaBHEHWe U aHanM3  MpoLecCcoB,
pe3ynbTaToB YNpaBfeHYeCKMX MeponpusaTui, onpeneneHne akTopos,
BbI3bIBaOLLMX OTKIIOHEHME OT NIaHoBbIX Nokasartenen

CornacoBaHve W KOHTPONb [JOrOBOPOB MO BOMPOCAM M  CUCTEMaMm
cTpaTernyeckoro yrnpaefieHUss nepcoHanoMm W paboTe  CTPYKTYPHbIX
noapasaerneHunii, opraHusaums npouenyp no Ux 3akmoyeHmo

MoaroToBka pe3ynbTaTtoB aHanun3a COOTBEeTCTBUA OpraHusauun un onnartbl
Tpyaa nepcoHana ycnewHbIM KOpnopaTtuBHbIM NMpakTUkam

BbinonHeHne TpeboBaHUM MO XpaHEHUIO WHGopMaumm o pesynbTaTax
OEWCTBUSI CUCTEM CTpaTerndeckoro yrnpasreHus MepcoHanoMm n paboThbl
CTPYKTYPHbIX NOApasaeneHun

HeobGxoammble ymeHuUst AHanusupoBaTb, paspabaTtbiBaTe U 0hOPMNATL JOKYMEHTbI MO npoLeccam u
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pesynbTataM  ynpaBfieHWst MepcoHanoM U paboTe  CTPYKTYPHbIX
nogpasgeneHun

MpUMeHsATbL MeToabl aHanm3a GU3Hec-NPOLECCOB opraHu3aLum

OnpepenaTe nNporpaMmbl  OOCTWMKEHMS LeNnel W peweHns  3agad
nogpasgeneHun

MpoBoauTbL ayanT CUCTEMbI YNpaBIieHNs EPCOHANIOM

npOBO,EI,I/ITb KOHTPONJIMHI CUCTEMbI ynpaBrieHna nepcoHanom

KoHTponupoBaTb GHODKET Ha MepcoHan M ynpaBfeHue pacxodamu Ha
nepcoHan

OpFaHI/ISOBbIBaTb conpoBoXxaeHne O0roBopoB MO Bonpocam ynpaslieHUA
nepcoHarnom, BKn4asa npeasaputesibHblie npouenypbl No UX 3akKn4YeHunto

OpraHu3oBbiBaTb 3aKyrnovHble Npoueaypbl, 0popMIsATL U aHanmM3upoBaTb
3aKyMOYHYI0 JOKYMEHTaLMIo

KOHTpOJ'II/IpOBaTb N aHann3npoBaTb BOMNPOCHblI couuMarbHOro napTHepCTBa,
00roBopbl NOCTaBLUMKOB yCInyr

MpoBoguTb neperoBopbl W NPeacTaBnATb WMHTEPeChbl opraHu3auun B
rocygapcTBEHHbIX oOpraHax, npodeccuMoHanbHbIX CO3ax W Opyrux
npeacTaBuUTENbHBIX OpraHax paboTHWKOB W opraHusaumsix no Bonpocam
nepcoHana

Bectn genosyto nepenncky

Pabotate Cc wWHdoOpMaLMOHHBIMKM cuctemamm u  6asamum  [aHHbIX NO
nepcoHany, cucTemMam YynpasfeHust nepcoHanoM U  opraHusauuu
OeaTenbHOCTU CTPYKTYPHbIX NoapasaeneHni

Ob6ecneunBatb  KadpoBoe AEeNOMpOU3BOACTBO M [AOKYMEHTaLMOHHOe
COMpOBOX/JEHWEe MPOLECCOB MO yNpaBfieHWio nepcoHanoM u pa6ote
CTPYKTYPHbIX NoapasaeneHuii

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOIrO M apxMBHOIO 3akoHopatenbcTBa Poccuiickon degepaumm wm
NOKanbHbIMU akTaMy OpraHu3auum

CobnogaTb HOPMbI 3TUKM OEnoBOro obLeHns

Heobxogumble 3HaHWSA KopnopaTtuBHas KynbTypa, coumarnbHas Nonutuka, CUCTEMbl MOTMBALUWN U
3hPEKTUBHOCTU yrpaBneHns NepcoHanom

MeToabl ynpasneHus passutmeM 1 3pPeKTUBHOCTBIO OpraHM3aLummn, MeTobl
aHanu3a  BbINOMHEHWST NMaHOB M MporpaMmM,  onpeferneHuss  ux
3KOHOMUYECKOWN 3PP EKTUBHOCTH

MeToabl NpoBefeHWs1 ayauTa, KOHTPOSS OMnepaTMBHbIX YrpaBlieHYECKNX
MPOLIECCOB, COLMONONMYECKUX UCCReL0BaHNM

BuaHec-nnaH 1 6usHec-NpoLecckl opraHu3aunm
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[ata coxpaHeHus: 08.11.2016

BrogxeTHOEe nNpoekTnpoBaHmne

OpraHu3saunoHHoe NPOoeKTUPOoBaHNe

dopmbl, MeTodbl W CUCTEMbl MaTepuanbHOro U  HemaTepuanbHoro
CTVMYNUPOBAHUS TpyAa nepcoHana

Cucrembl CTaHOapToB no HusHec-npoueccam, npodpeccusam
(cneunanbHOCTAM), HOpMbI TpyAa

MeToabl aHanu3a KONMYeCTBEHHOIO U KAYECTBEHHOrO COCTaBa nepcoHana

KagpoBasi nonuTuka opraHusaumm

Mopsagok dopmupoBaHus, BeaeHuss ©OaHka [aHHbIX M NpenocTaBNeHus
OTYETHOCTM MO CUCTEMaM ynpasreHUsl NepcoHanomMm n pabote CTPYKTYPHbIX
nogpasgeneHun

OcCHOBbl  [JOKYMEHTaUMOHHOro  obecrneyeHusi, Nopsidok  odopMIIeHUs]
[OKYMEHTOB, npefocTaBnsieMblX B rocyaapCTBEHHbIE opraHsl,
npodheccroHarnbHble Co3bl, OBLLECTBEHHbIE OpraHn3aLm

Lle.l'll/l N cTpaTterna pa3Butna opraHn3aumm

Mopsigok  MpoBedeHWs1  3aKymouHbIX  mpouedyp U odopMrieHus
COMYTCTBYIOLLEN OKYMEHTaLUM

HopmaTtuBHble NpaBoBble akTbl, perynupylowye npaBa W 06sS3aHHOCTU
roCcyqapCTBEHHbIX OPraHoOB M OpraHuW3auuM Mo NpedoCTaBMeHUI0 yYeTHOW
AOKYMeHTaLum

CTpykTypa opraHusaumMm UK  BakaHTHble  [OIDKHOCTW  (npodheccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO W MHbIE aKTbl, COAepXKaLle HOpMbl TPYAOBOrO
npaea

OcHoBbI apXuBHOro 3akoHoaaTenbCTBa U HOPMAaTUBHbLIE MpPaBOBbIE€ aKTbl
Poccunckon Cbep,epau,mm, B 4aCTun BeeHNA OOKyMEeHTauun no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuiickon degepaumm, B
YacTu MpUBIIEYEHMS N TPYAOYCTPOMCTBA WUHOCTPAHHbLIX rpaxaaH u nuy, 6es
rpaxgaHcTea

OcHosBbl aaMUHNCTPATUBHOIO 3akKoHOOAaTeNbCTBa B obnactu ynpasrieHua
nepcoHarnom n oTBeTCTBEHHOCTUN AOJTKHOCTHbIX L,

3akoHopaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHmn3auum B obnactu ynpasneHna
nepcoHarnom

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

KOHcyanaHTnHI-OC www.consultant.ru CTtpaHuua 65 u3 67

HageXHasa npaBoBas noaaepXxka


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanumcT no
yNpaBfieHnto NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 08.11.2016

basoBble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NoCTpOeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

IV. CBegeHus 06 opraHmsaumsx - paspaboTymnkax
npogeccnoHanbHOro ctaHaapTa

4.1. OTBETCTBEHHAs opraHusaumsi-pas3paboTymk

O6wepoccuinckoe obbeanHeHne pabotogarenen "POCCMIACKMIA COHO3 NPOMbILLIEHHNKOB 1

npeanpuHumMarenen”, ropog Mocksa

WcnonHutenbHbin Buue-npe3naeHT KysbMuH Omutpuin Bnagnmmposuy

4.2. HanmeHoBaHuMsa opraHmM3aumi-pas3paboTynkos

1 | AHO "HaumoHanbHOe areHTCTBO pa3BuTUs kBanudukaumin”, ropog Mockea

2 | Accoumaums (Coto3) "Accoumanms KOHCynbTaHToB No nogbopy nepcoHana", ropog Mocksa

3| IN'pynna HeadHunter, ropog Mocksa

4| 3A0 "KPOK MHKOPMOPEWTEL, ropon Mocksa

5| HopmaumoHHo-aHanutudecknin ueHTp "Kagposbei [Josop", ropoa Mocksa

6| MIO "OMNOPA POCCHIN", ropoa Mockea

7 | MexxgyHapoaHasi accouvalus OenoBoro cotTpyaHmMyecTsa, ropog Mocksa

8| HOYY ANO "MHcTuTyT NnpodeccunoHansHoro kagposuka", ropog Mocksa

9| HIN "Accoumnauma EBponerickoro 6usHeca", ropog Mocksa

10 | HIM "BKK - HauunoHanbHbIN coto3 kaaposukoB", ropo Mocksa

11| HIM "MexayHapoaHbln anbaHc "Tpygosas murpauus”, ropog Mocksa

12 | HIM "HaumoHanbHas accoumaumns oUCHbIX cneumanmncTtoB U agMUHUCTPATUBHBLIX paboTHUKOB",
ropog Mockea

13 | HIM MHO "Accounaunsa meHemxkepoB Poccun”, ropog Mocksa

14 | HIM CYP3 "HauunoHanbHas koHdeaepauns "Pa3sutne yenoseveckoro kanutana", ropog Mocksa

15| OAO "BOHX" (TAO BBL), ropog Mockea

16 | OAO "la3npom HedTb-HoBOCMBUPCK", ropon HoBocnbupck

17 | OAO "ObbeanHeHHas cygocTpouTenbHasa kopnopaums”, ropog Mockea

18| OAO "PX[", ropoa Mockea

19 | OAO "CaxanuH QHepoxu MiHBecTMeHT Komnanun", ropog KOxHo-CaxanuHek
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20| OAO "TatHedTb" nmenn B.[. WawwuHa, ropoa KasaHb

21| OAO "Hay4yHo-npousBoacTBeHHOe obbeanHeHue "Hayka", ropog Mocksa

22| 000 "LG Electronics Rus", ropoa Mocksa

23| 000 "busHec lMNMcuxonorn SHL Russia & CIS HIMT", ropog Mockea

241000 "UT-CK", ropog Mockea

25| 000 "Nykonn-UNrxumHupunr", ropog Mocksa

26 | OO0 "OKB 3enut", ropog Mockea

271000 "MeTtponuym TpenaumHr", ropoa Mocksa

28| 000 "Monwurpad-3awmra”, ropog Mockea

29| 000 "UeHTp kagpoBbix TexHonorun - ObyyeHune. Ctaxuposku. Tpygoyctponctso", ropoa Mocka

30 | Poccunckoe npeactaesutenbctBo "Coleman Services UK" ("KoynmaH Cepeucus"), ropog Mocksa

31| Toproso-npomebiluneHHas nanata Poccuiickon ®epepaumm, ropog Mocksa

32 | ®I'bOY BIMO "MocKkoBCKMIA rocyaapCTBEHHbIN yHUBepcuTeT nMmeHn M.B. JlomoHocoBa", LLkona
AMpekTopa no nepcoHany, ropog Mockea

33| dreOY BIMO MCY, ropog Mocksa

34 | ®I'bOY BIMNO M3CW, ropog Mockea

35| ®I'BOY BINO Cubupckuin rocygapcTBeHHbIM yHUBepcuTeT nyTen coobueHus (CIYTC), ropoa
HoBocunbupck

36 | #I'BY "Hay4dHo-nccnegoBaTenbCKUi MUHCTUTYT TPyAa U coumanbHOro ctpaxosaHma” MuHucTepctea
TpyAa v coumanbHoM 3awmTtel Poccuinckon depepaumu, ropog Mocksa

37| ®r'yrn "Moyra Poccun”, ropog Mockea

38 | K "Ypancub", ropog Mocksa

<1> O6LLEepPOCCUNCKNI KnaccugukaTop 3aHATUN.

<2> ObLLepoccUncknin knaccurkaTop BUAOB SKOHOMUYECKOW AeATENbHOCTH.

<3> EguHbIN KBanMUKALMOHHBLIN CAPaBOYHMK AOMMKHOCTEN PYKOBOAWUTENEW, CneunanuctoB u Apyrux
CnyxaLux.

<4> QO6lwepoccuincknii  knaccudmkatop npodeccmi paboumx, [OIMKHOCTEN ChyXalwmx U TapUHbIX
pa3psiaoB.
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