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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"06 yTBEPXAEHUN NPOdIecCMoHa/IbHOro cTaHaapTa "Cneunanmct [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

3apernctpupoBaHo B MuHtocte Poccum 19 okts6psa 2015 r. N 39362

MWHUCTEPCTBO TPYOA U COLMAIIbHON 3ALMUTLI POCCUANCKOW ®EQEPALIMA

NMPUKA3
oT 6 okTAGps 2015 . N 691H

Ob YTBEPXXOEHUN MPO®ECCUOHAIIBHOIO CTAHOAPTA
"CMEUMWATINCT NO YNPABJNEHUIO NEPCOHATIOM"

B cootBeTcTBMM C NyHKTOM 16 [paBun paspaboTkv, YTBEPXKAEHUA W MPUMEHEHUSA NPOdECCUOHa/IbHbIX
CTaHOapTOB, YTBEPX/AEHHbIX NOCTaHOBAEHMEM MpaBuTenbcTBa Poccuiickoin degepaumm ot 22 sHBaps 2013 r. N 23
(CobpaHue 3akoHogaTenscTBa Poccuiickoii degepaumm, 2013, N 4, cT. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBEpauTh NpuniaraemMblii npoeccnoHanbHblii cTaHaapT "CneunanmcT No ynpas/eHUo NnepcoHasiom”.

MwuHucTp
M.A.TOMUIVH

YTBepxaeH

npukasom MuHucTepcTBa Tpyga
N coLMasibHOM 3aLmnThl
Poccuiickoii egepauun

OT 6 okTA6ps 2015 1. N 691H

NPO®ECCUOHANBbHbLIA CTAHOAPT
CNEUMANUCT NO YNPABNEHWUIO MEPCOHAINIOM

559
PernctpaumoHHbIit
Homep
|. ObLme cBeaeHus
Ynpas/fieHne nepcoHasioMm opraHm3aumm 07.003
(HanmeHoBaHMWe B1Aa npoeccuoHasibHON AeATeIbHOCTH) Kop,

OcHoBHas uesb Buga Npod)eccuoHasibHON AEATENBHOCTH:

O6ecneyeHre adhhekTUBHOIO PYHKLIMOHMPOBAHMS CUCTEMbI YNpaBfieHNs MepcoHasioM ANs AOCTUXEHMUS
Leneii opraHusaumu

pynna 3aHATWIA:

KoHcynbTanTlNKoC
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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H

"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017
1232 PykoBognTenu nogpasgeneHuii 2412 CneupnanncTsl No Kagpam n
(cnyx6) ynpasneHus kagpamu un npodopueHTaunm

TPYAOBbIMW OTHOLLEHUSIMU

3423 Cneunannctbl KaapoBbIX CITYX6 1 - -
YUPEXAEHNI 3aHATOCTU

(kop OK3 <1>) (HaMmeHoBaHwMe) (kop, OK3) (HaMmeHoBaHwue)

OTHeceHue K BUaam 3KOHOMUYECKOW AesTeNbHOCTY:

78.30 [esaTenbHOCTb N0 NoA60PYy NepcoHasna npoyasi

(kog OKB3/4 (HaumeHoBaHVe BMAa 3KOHOMWYECKON AEATENBHOCTN)
<2>)

[l. OnncaHve TpyAO0BbIX OYHKLNIA,
BXOAALMX B NPOJIECCUMOHA/TbHBIN CTaHAapPT (PyHKUMOHaTbHAA KapTa
BMAa NpodreccroHasIbHOM AeATEe/TbHOCTN)

O606LeHHble TPYAOBbIE PYHKLMN TpyaoBble yHKUMN
Ko HavMeHoBaHue ypOBEHb HavMeHoBaHue Koz YPOBEHb
KBasMgu (nopypose
Kauuu Hb)
KBaIMgmk
aumm
A JokymeHTaunoHHoe 5 BepeHune opraHn3aunoHHON 1 A/01.5 5
obecneveHne paboTol pacnopsaguTesibHOi OKYMEeHTauum no
C NepcoHasiom nepcoHany
BepneHne gokymeHTauUn no yyeTy u A/02.5 5
[OBVXEHVIO KaapoB
AAMVHNCTPUPOBaHKE NPOLLECCOB U A/03.5 5
LOKYMEHTO060pOoTa Mo yYeTy U ABMKEHUIO
KafpoB, NpeAcTaBneHno JOKYMEHTOB No
nepcoHasy B rocy4apCTBEHHbIE OpraHbl
B [esaTenbHoCTb No 6 C6op nHcopmaLmm o NOTPeBHOCTSX B/01.6 6
obecneyeHunto opraHusauum B nepcoHasie
nepcoHanom
Mowuck, npueeyeHue, nogobop n oTébop B/02.6 6
nepcoHana
AOMUHUCTPUPOBaHME NPOLLEeCCOoB U B/03.6 6
JOoKymeHToobopoTa obecneyeHus
nepcoHaIom
C [JearenbHoCTb Nno 6 OpraHusauns 1 npoBefeHne OLEHKN C/01.6 6
oueHKe 1 aTTecTaumu nepcoHana
nepcoHana
OpraHusaumsa n nposefeHve arrectaymm C/02.6 6
nepcoHana
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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H

"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017
ALMWHUCTPUpPOBAaHME NMPOLLECCOoB 1 C/03.6 6

[LLOKyMeHTO060pOoTa NP NPOBEAEHNM
OLIeHKM 1 aTTecTauum nepcoHana

D [JearenbHoCTb No 6 OpraHu3auus 1 nposegeHne meponpuatuii | D/01.6 6
passBuTUIO NepcoHana Nno pasBUTUIO U NMOCTPOEHUIO
npodeccrmoHanbHo Kapbepbl nepcoHana

OpraHusauns obyyeHus nepcoHana D/02.6 6
OpraHnsauusa agantaumy U CTaKUPOBKN D/03.6 6
nepcoHana

AOMWUHUCTPUPOBaHME NpPoLLeccoB U D/04.6 6

[OKYMEHTO060pOoTa N0 PasBUTUIO U
npogyeccuoHasibHO Kapbepe, 0by4eHnto,
afanTtaumun 1 CTaxnpoBke nepcoHana

E JeaTtenibHOCTL NO 6 OpraHnsauusa Tpyaa nepcoHana E/01.6 6

opraHusauuu Tpyga u
onnatbl NnepcoHana OpraHusaumsa onnatbl Tpyaa nepcoHana E/02.6 6
AOMUHUCTPUPOBaHME NPoLLeCccoB U E/03.6 6

[LOKyMeHTO060pOoTa Mo BOnpocam
opraHv3aumu Tpyaa v onnatbl nepcoHasna

F JeaTtenbHocTb No 6 Pa3paboTka kopnopaTuBHOI coLmanbHO F/01.6 6
opraHu3aumu NOSINTUKN
KOpnopaTUBHOIA
coumanbHon Peanusauns kopnopatrMBHOW coLuanbHOM F/02.6 6
NOSINTUKN NOSINTUKN
ALMWHUCTPUpPOBaHME NPOoLLeCcCcoB 1 F/03.6 6

[OKyMeHTO060poTa Nno Bonpocam
KOpMopaTUBHON COLUMasIbHON NOANTUKN

G OnepauyynoHHoe 7 Pa3paboTka cucTemMbl onepaumoHHOro G/01.7 7

yrnpaBfieHme yrnpaB/ieHNs NePCOHasIOM 1 paboTbl

nepcoHaIom n CTPYKTYPHOTIO NogpasaeneHunst

nogpasgeneHvem

opraHusauumu Peanusauns onepaunoHHOro yrnpasneHuns G/02.7 7
NnepcoHanom 1 paboTbl CTPYKTYPHOTO
nogpasgenexHns
ALMWHUCTPUpPOBaHME NPOoLLeCcCcoB 1 G/03.7 7

[LOKyMeHT0060pOTa Mo onepayyoHHOMyY
ynpas/ieHnio NepcoHasioM 1 paboTe
CTPYKTYPHOrO nofpasfeneHus

H CTtparternyeckoe 7 Pa3paboTka cMcTeMbl CTpaTernyeckoro H/01.7 7
ynpasrieHune ynpas/ieHNsA NepcoHasioMm opraHmsaumnm
nepcoHasiom
opraHusauum Peannsaunsa cuctemsl CTpaTernyeckoro H/02.7 7

ynpas/ieHUsi NepCoHa/IOM OpraHu3aumm

AOMUHUCTPUPOBaHME NPOoLLeCCcoB U H/03.7 7
[OKyMEHTO060p0oTa No cTpaTernyeckomy
yrnpaBneHNo NEPCOHASIOM OpraHn3aLum
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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT

Mo YNpaB/IEHUIO NMEPCOH...

JokymeHT npepoctasneH KoHcynbTaHTlNAt0C

[ata coxpaHeHus: 20.02.2017

I1l. XapakTepuncTnka 06006LEHHbIX TPYAO0BbIX DYHKL NI

3.1. O6obueHHasa TpyaoBas PyHKUUSA

OKyMeHTaLoHHoe obecneyeHne paboTbl C YpoBeHb
HavnmeHoBaHu A K 5
anmeHosaHne nepcoHasiom OA KBanmgmkaumm
oBoGueIIOr Thyaosoli  |Opurvwan x| SaAMCTB0Bat0
L PYA P 13 opuruHasia
doyHKUMN
Kop, PernctpaumnoHHbIit
opurnmHana Homep
Npo)eCCUOHasTLHOTO
cTaHgapra

Bo3MOoXHble HaMMeHOBaHUS
[OMKHOCTEl, npodheccuii

CrneuvanncT no KaApoBoMy Ae/IoNpou3BOACTBY

CneuuanncT no AoKyMeHTaLMOoHHOMY o6ecrnedeHmnto paboTbl C NepCoHaIOM
CneyuanncT no AoKyMeHTaLMoHHOMY o6ecrnedeHunto nepcoHana

Cneuumannct no nepcoHany

TpeboBaHus K

CpegHee npodgieccroHanbHoe 06pa3oBaHme - nporpamMmma NoaroToBKU
06pa3oBaHuMio 1 06yHEHUIO | CNeLUanMCToOB CpeHero 3BeHa
[JononHutensHoe npogeccrmoHanbHOe 06pa3oBaHue - NporpaMmbl
npocheccnoHasibHOl NepenoaroToBKKW, NPOrpaMMbl NOBbILLEHUS

KBanMgmkauum

TpeboBaHMA K ONbITY -
NpaKkTU4eckon paboTbl

Ocobble ycnosus gonycka
K paboTe

[pyrve xapakrepucTtukm

,ﬂ,OI'IOfIHI/ITe.I'IbH bl XapakKTepUCTUKKn

HavmeHoBaHue foKyMeHTa Kopg, HavmeHoBaHWe 6a30B0i1 rpynnbl, JOMHKHOCTY (Npodheccum) nnm
cneuuanbHOCTH

OK3 2412 Cneyunanuctbl No Kagpam v npogopreHTaLmm
3423 CneuuanncTbl KagpoBbIX CNYX6 U yUpexaeHUn 3aHATOCTU

EKC <3> - CneunanucTt no kagpam
- VHcnekTop no kagpam

OKIATP <4> 27755 OKOHOMMCT No TpyAay
22956 MHcnekTop no kagpam

KOHCYH bTaHTllnt0C www.consultant.ru
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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

3.1.1. TpypoBasi hyHKUMS

YpoBeHb
Kop, A/01.5 |(nomypoBeHb) 5
KBanudurkaumm

BefeHvie opraHM3auMoHHO 1 pacnopsignTesibHO

Hanvienosatne [LOKyMeHTaLumn No nepcoHasy

" 3anmcTBoBaHO
MpouncxoxneHne Tpy[oBOK Opurunan X
doyHKUMN 13 opurnHana

Koa PermctpauyoHHbIi
opuryuHana Homep
npogyeccroHasIbHOTO
cTaHgapTa

Tpynosble gelictBusi | O6paboTka 1 aHaNM3 NocTynawoLeli oKyMeHTaLM1 No NepcoHany

PaspaboTka 1 odpopmiieHne AOKyMeHTaUmm No nepcoHany (NepBUYHON, YYETHOI,
naaHoOBOM, no counasibHomy obecneyeHunto, OpraHun3aLoHHOR,
pacnopsanTesnbHo)

Peructpauusi, yueT v TekyLlee XpaHeHe OpraHnM3aunoHHOK U pacnopaanTesibHol
[LOKyMEHTaLum1 No nepcoHasny

Heo6xoanmble PaspabaTblBaTh NPOEKTbI OPraHM3aLMOHHbIX Y PaciopsaUTE/bHBIX JOKYMEHTOB N0
YMEHUS nepcoHany

OhopMnIsATL  [IOKYMEHTbI B COOTBETCTBMM C TPEGOBaHUSIMK  FPaXJaHCKOro,
TPYJOBOrO 3aKoHogaTenbcTBa  Poccuiickoli  depepaumn 1M NIOKa/IbHbIMU
HOPMATUBHLIMU aKTamu opraH1saLmm

BecTn yyeT u peructpaumio [0KYMEHTOB B WMHDOPMALMOHHBIX CMCTEeMax M Ha
MaTtepuasibHbIX HOCUTENAX

OpraHn3oBbIBaTb XpaHeHWe [OKYMEHTOB B COOTBETCTBUMU C Tpe6oBaHWUSMM
TPYL0BOrO, apXMBHOTO 3aKoHoZaTelbCTBa Poccuiickoli defepauuy U oKasibHbIMU
HOPMaTUBHbLIMI aKTamu opraHu3aLum

AHanun3supoBaTtb OOKYMEHTbI U NEepPeHOCUTb I/IH(*)OpMaLI.I/IPO B 6a3bl OaHHbIX «”
OTYETDbI

BbISiBNSATb OLUNGKM, HETOYHOCTU, UCMIPAB/IEHNS N HEA0CTOBEPHYIO MHChOPMaLMo B
[IOKyMeHTax, onpeaensitb NerMTMMHOCTb [OKYMEHTOB

Pa6oTtatb C MHMOPMALMOHHLIMK CUCTEMaMK U 6asamy AaHHbIX M0  BeAeHUH0
yyeTa, ABWKEHMI0 NepcoHana

CobnogaTtb HOPMbI 3TUKW [e/10BOro obLeHns

Heob6xoaumble 3HaHus | Mopsaok ochopMAEHNs, BEAEHUSI U XpaHEHUS OKYMEHTOB MO NepcoHasty

MopAaokK yyeTa ABUXKEHUA KaZpOB U coCcTaBeHns yCTaHOBﬂeHHOM OTYETHOCTU

OCHOBbI JOKyMEHTO060pPOTa U JOKYMEHTALMOHHOIO 06GecneyeHns

TexHonoruu, Metoabl U METOAWKN TMPOBEAEHUA aHanu3a W cuctemaTusaunu

KoHcynbTaHTINOC
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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

[LOKYMEHTOB 1 MHhopMaLMK

Mopsaok pacyeTa cTaxa, NIbroT, KoMNeHcawuuii, 0hoOpPMIEHUS NEHCHIT PABOTHMKaM

CTpyKTypa opraHusauum

TpyaoBoe 3aKOHOAATENbCTBO U MHbIE aKThl, COAEpPXallye HOPMbl TPYAOBOIO
npasa

OCHOBbl apXMBHOTO 3aKOHOJATeNbCTBA W HOPMATWBHbIE TMPABOBLIE  aKTbl
Poccuiickoil ®egepaunm, B 4acTu BeAeHUsI AOKYMEHTaLMKN NO NepcoHany

3akoHoaaTenbCTBO Poccuiickoit defepauun o NnepcoHasbHbIX AaHHbIX

NlokanbHble HOpPMAaTWBHbIE aKTbl  OpraHusauuu, perynvpylowpe  nopsaok
0DOPM/IEHNS PaCNopAANTENbHLIX Y OPraHM3aLMOHHbIX OKYMEHTOB MO NepcoHasty

HopMbl 3TVKM 1 A€N0BOT0 O6LLEHMS

Ba30Bble OCHOBbI MH(DOPMATVKM, CTPYKTYpHOE MOCTPOEHUE WHGOPMALIMOHHBIX
CUCTEM U 0COBEHHOCTM PaboTbl C HUMU

Apyrne -
XapaKTepUCTMKM

3.1.2. TpypoBas (pyHKUMSA

BefieHne goKyMeHTaumm no yyeTy 1 ABUXEHNIO YpoBeHb
HanmeHoBaHve KagpoB Koa A/02.5 | (nosypoBeHb) 5
LCENEY

7 NMCTBOBaH
MponcxoxaeHve Tpya0Boi OpurHan X 3anMMcTBOBaHoO
doyHKUMN 13 opurMHana

Kop, PerncTpaumnoHHbIi
opurnHana Homep
npocpeccrmoHanbHoro
CcTaHfapTa

TpynoBble AelicTBUS MoaroToBKa MPOEKTOB  [IOKYMEHTOB MO  Mpoueaypam  ynpas/ieHus
NepcoHasioM, y4eTy 1 [BUXKEHUIO NepcoHana

OpraHu3auys CUCTEMbI ABUXEHNS JOKYMEHTOB M0 NepPCoHany

C60op 1 NpoBepKa NINYHbLIX [JOKYMEHTOB PaGOTHUKOB

MoaroToBka 1 ochopMieHNE MO 3anpocy Pa6OTHUKOB WM AO/MHKHOCTHBIX JNL
KOMWIA, BbINNCOK M3 KaZpOBbIX [JOKYMEHTOB, CMPaBOK, MHhopMaLun O CTaxe,
NbroTax, rapaHTuax, KOMNeHcauusaXx 1 UHbIX CBeAeHNl i 0 PaboTHMKAX

Bblgaua paboTHUKY KapOBbIX AOKYMEHTOB O €ro TPYA0BOi1 AesiTe/IbHOCTU

JloBefeHve o cBefAeHus nepcoHana OpraHn3aLUMoHHbIX,
pacnopsanTebHbIX 1 KaJpoBbIX JOKYMEHTOB OpraHM3aLmum

KoHcynbTaHTINOC
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Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

BepneHue yyeta pabouyero BpeMeHU paboTHUKOB

Peructpauysi, yyeT, onepaTtMBHOE XpaHEeHWe [OKYMEHTOB MO nepcoHasty,
NOAroTOBKA K CAaue UX B apxuB

Heo6xoanmble yMeHus Paspab6aTbiBaTh NPOEKTbI KaAPOBbIX AOKYMEHTOB

OchopMrisAiTb  KafpoBble [OKYMEHTbl B COOTBETCTBMW C Tpe6oBaHUSIMU
TPYAOBOr0 3akoHojaTesnbcTBa Poccuiickoit degepaumm U NoKaslbHbIMU
HOPMAaTMBHbIMU aKTaMmn OpraHn3aLum

BecTv yyeT M peructpauuio KafpoBbiX AOKYMEHTOB B WMHGOPMALMOHHbIX
cUCTEMAX M Ha MaTepuasibHbIX HOCUTENAX

OpraHn3oBbIBaTb XpaHeHWe KaapoBbIX [OKYMEHTOB B COOTBETCTBUM C
TpeboBaHNsIMN TPYyAOBOro, apXMBHOMO 3akoHoAaTeNbCTBa Poccuiickoit
denepayn 1 NoKasibHbIMU HOPMATVBHBIMI aKTamy OpraHu3aumm

AHaIM3MpoBaTh KaJpoBble AOKYMEHTbI U MEPEHOCUTL UHhopMaLmio B 6asbl
[aHHBIX 1 OTYETbI

Pabotatb co cneunann3npoBaHHbIMN I/IH(*)OpMaLI'I/IOHHbIMI/I cucremMmavnm m
6azamu AaHHbIX MO BeAEeHNIO yyeTa N ABMXEHNIO NepCcoHa1a

PaspabaTbiBaTb  NaH  KOPPEKTMPOBOK  YCTAHOBMIEHHOTO  Mopsika
0DOPM/IEHNA [JOKYMEHTOB MO MEpPCoHasly M pPeasim3oBbiBaTb MPUHATbIE
N3MeHeHns

KoHTponunpoBatb npucyTcTere paboTHUKOB Ha paboyem mecte

CobnogaTb HOPMbI 3TUKM Ae/10BOro 0bLeHns

Heo6xoanmble 3HaHWsI Mopsiaok 0YOPMIEHNS, BEAEHUS U XPAHEHUS [JOKYMEHTOB N0 NEPCOHAY

MopsiloK ydyeTa [BWXEHUS KadpoB W COCTAB/IEHUS YCTaHOB/IEHHOM
OTUETHOCTM

Mopagok pacyeTa cTaxa, NbroT, KOMMEHcauuin, oopMNeHnss NeHcwui
paboTHMKamM

CTpyKTypa opraHmsaumu

Tpy/a0BOE 3aKOHOAATE/LCTBO U MHbIE aKTbl, COAEPXallie HOPMbl TPYA0BOrO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA WM HOPMATMBHbIE MPABOBblE aKThbl
Poccuiickoil ®egepauum, B HacTu BeAeHUsI AOKYMEHTaLMN No NepcoHany

3akoHoaaTebCTBO Poccuiickoilt defepauun o NepcoHasibHbIX AaHHbIX

TexHonorun, MeToAbl 1 MeTOAVKN NPOBEIEHUs aHanM3a U cucTemaTusaumm
[IOKyMEHTOB 1 MHChopMaLym

JNokanbHble HOPMATMBHbLIE akTbl OpraHu3auuun, Perynvpylowme nopsifok
0POPM/IEHNS [LOKYMEHTOB M0 NEPCOHAY

OCHOBbI fOKYMEHT0060poTa 1 AOKYMEHTALMOHHOIO 0becneyeHns

KoHcynbTaHTINOC
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Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

BasoBble OCHOBBI MHDOPMATVIKK, CTPYKTypHOE MOCTPOEHNe
MH(OPMALIMOHHBIX CUCTEM M 0CO6EHHOCTY Pa6oTbl C HUMU

[pyrve xapakrepucTtukum

3.1.3. TpypoBas qoyHKUMSA

ALMVH/CTPMPOBaHME NPOLECCOB U
LLOKYMEHTO060pOTa MO YUETY U ABUXKEHNIO
KafpoB, NpeACTaBNEHNIO JOKYMEHTOB Mo
nepcoHasy B rocyAapCTBEHHbIE OpraHsbl

YpoBeHb
Kog A/03.5 |(nofypoBeHb) 5
LCENEY

HanmeHoBaHne

7 NMCTBOBaH
MponcxoxaeHve Tpya0BOi OpurHan X 3anMmMcTBOBaHO
doyHKUMN 13 opurMHana

Kop, PerncTpaumnoHHbIii
opurnHana Homep
npocpeccrmoHanbHoro
CcTaHfapTa

TpyaoBble AeiicTBus OpraHusauys 4OKYMeHTO060poTa Mo yYeTy U ABMKEHNIO KapoB

OpraHuzauyss [OKyMEHTOO60poTa MO NPeACTaB/EHNIO [OKYMEHTOB MO
nepcoHaJly B rocyapCTBEHHbLIE OpraHbl

MocTaHOBKa Ha y4YeT opraHu3auun B rocy4apCTBEHHbIX OpraHax

MoaroToBKa MO 3anpocy rocyAapCTBEHHbIX OPraHoB, MPOGECCMOHASbHbBIX
COI30B W [pYrMX NpeacTaBuTe IbHbIX OPraHoB pPab6OTHUKOB OPUrMHAMOB,
BbINNCOK, KOMWA AOKYMEHTOB

MoaroToBka yBELOM/IEHWIA, OTYETHO U CTATUCTUYECKO MHopMauum Mo
nepcoHasny

MogrotoBka  MHdhopmaLym 0  3aK1oYeHuu TPYA0BOroO nnm
rpax4aHCKo-NpaBoBOro 0r0BOpa Ha BbINOSIHEHME paGoT (OKa3aHue ycyr) ¢
rpaXAaHVHOM,  3aMellaBlIMM  AO/DKHOCTWM  TOCYAAPCTBEHHOW  wau
MYHULMNANBHON  CNyX6bl,  MNepedYeHb  KOTOPbIX  ycTaHae/vBaeTcs
HOPMaTUBHbIMI NPABOBLIMU akTamn Poccuiickoit deaepalym

Heobxogumble ymeHns OdopMNATbL YUETHblE [AOKYMEHTbI, NpefocTaBnseMble B rocyapCTBEHHbIE
opraHbl, NnpotheccuoHasibHble COK3bl U ApyrMe npeacTaBuTeslbHble OpraHbl
paboTHUKOB

OpraHn30BbIBaTb XpaHeHe AOKYMEHTOB B COOTBETCTBUU C Tpe6oBaHWUsAMU
TPYAOBOIO 3akoHoAaTeNnbCTBa Poccuiickoli defepaumn M NOKa/bHbIMM
HOPMATUBHLIMU aKTamu opraH13aLum

Pa6oTaTtb ¢ MHhOPMAaLMOHHBLIMX CUCTEMAMKN U 6Ga3amMmn AaHHbIX N0 BeAEHNt0
yyeTa 1 ABWXKEHUIO NepcoHana

Pa6oTaTtb ¢ MHOPMAaLMOHHbIMU cucTeMamMn U 6a3amMi JaHHbIX N0 BeAEeHUH0

KoHcynbTaHTINOC

www.consultant.ru CtpaHuua 8 n3 66
HaeXHas npaBoBas noaaepXxkKa



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

Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

CTaTUCTMYECKON 1 OTUETHOI MHChopMaLMK MO NepcoHany

AHan13npoBaTh NpaBua, NPoLeaypbl U NOPSAOK, perynvpyolime npasa u
06A3aHHOCTM TOCYAapPCTBEHHLIX OPraHoB W OpraHu3auuMu Mo Bomnpocam
obmeHa AoKyMeHTaLvelt o nepcoHany

BecTu penoByto nepenucky

CobnogaTe HOPMbI 3TUKK Ae/10BOro obLeHns

Heo6xoAMMble 3HaHWs TexHonorun, MeToAbl 1 METOAVKN NPOBEMIEHUs aHanM3a U cucTemaTusaumm
[IOKyMEHTOB 1 MHCopMaLmK

OcHoBbI ,CI,OKyMGHTOOﬁOpOTa N OOKYMEHTaUuNOHHOIo obGecrneyeHus

CTpyKTypa opraHusaumu

HopmaTtumBHble npaBoBble akThl Poccuiickoli ®efepauuu, perynvpyrowye
npa.a 1 06513aHHOCTY rOCYAapCTBEHHbIX OPraHoB, NPOthecCHOHasTbHbIX
COH30B 1 ApYrvx NpeAcTaBuUTe NbHbIX OpraHoB paboTHMKOB Mo
NpefocTaBEHUI0 YHETHOM JOKyMeHTaLum

TpyAoBOE 3aKOHOAATE/TLCTBO U UHbIE aKTbl, COAEPXALLME HOPMbI TPYA0BOMO
npasa

OCHOBbI aPXMBHOTO 3aKOHOAATE/TLCTBA U HOPMATUBHbLIE NPABOBbIE aKTbl
Poccuiickoin ®epepauym, B Yacty BeeHWs1 AOKYMEHTALUMN N0 NeEPCOHasy

3akoHogaTenbCTBO Poccuiickon deaepaumm 0 NepcoHasibHbIX AaHHbIX

JlokanbHble HOpMATVBHBIE akTbl OPraHu3aLun, peryvpytole nopsaok
BEZIEHUS JOKYMEHTALMM MO YUYETY U ABUXEHUIO NepcoHana

HopMbl 3TVKM 1€/10BOM0 06LLEHNS

Ba3oBble 0CHOBbI MHHOPMATUKU, NOCTPOEHNUS MHADOPMALMOHHBIX CUCTEM U
0CO6GEHHOCTN paboTbl C HAMM

Lpyrue xapakTepucTukm

3.2. O6006ueHHas TpyaoBas hyHKUMSA

[JesTenbHOCTb N0 06eCneyeHno NepPCoHasIoM YpoBeHb
HanmeHoBaHue Kopg, B KBanMdUKaLN
MpowncxoxaeHve
< " 3aMmcTBOBaHO
06006LLEeHHON TPYL0BOIA OpurvHan X W3 opuUrMHana
doyHKUMN
Kog PeructpaunoHHbIii
opurnHana Homep
npopeccnoHanbHoro
CcTaHzapTta
KOHCYH bTaHTlaroC www.consultant.ru CtpaHuya 9 u3 66
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Mo YNpaB/IEHUIO NMEPCOH...

JokymeHT npepoctasneH KoHcynbTaHTlNAt0C

[ata coxpaHeHus: 20.02.2017

Bo3MOXHbIe HAVMEHOBaHUS
[O/MHKHOCTEN, npodheccuii

Cneunanuct no nofbopy nepcoHasna
Cneumannct no nepcoHasny
MeHexep no nepcoHany

TpeboBaHMsA K 06pa30BaHUI0
n 06y4yeHno

Bbiclwee obpa3oBaHue - 6bakanaspuart

[JononHutensHoe npogeccrmoHanbHoe 06pa3oBaHue - NPorpaMmbl
NOBbILLEHMS KBANNGUKALLMKW; NPOrpaMmMbl MPodeCcCnoHasIbHO
nepenoaroToBkM B 06/1aCTK NoMCKa 1 nogdopa nepcoHana

TpeboBaHMs K ONbITY
NpakTU4YeCckon paboTbl

Ocob6ble ycnosust gonycka k
pa6oTte

[pyrve xapakrepucTukm

JononiHutencHble XapaKTepucTtnkmn

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa
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[okymeHT npegoctasneH KoHcynbTaHTAKOC
Jara coxpaHeHus: 20.02.2017

HavmeHoBaHue AoKyMeHTa Kopg, HavmeHoBaHWe 6a30B0i1 rpynnbl, OMKHOCTY (Npodheccum) nnm
cneumanbHOCTH

OK3 2412 CneuyanucTtbl No Kagpam 1 npothopreHTaLmm
3423 CneuuanncTbl KagpoBbIX CYX6 U yUpexaeHnin 3aHATOCTU

EKC - CneuvanucT no kagpam
- MeHexep no nepcoHasy

OKMAaTP 27755 OKOHOMUCT Mo TpyAy
22956 MHcnekTop no kagpam

KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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3.2.1. TpypoBas (hyHKLMS

C60p MHdopMaLmmM 0 NOTPEBHOCTAX OpraHn3aLmm YpoBeHb
HaumeHoBaHue B NepcoHavie Koa B/01.6 |(nosypoBeHb) 6
KBanudurkaumm

3anMcTBOBaAHO
13 opurnHana

MponcxoxaeHve TpyAoBOiA

chyHKLAV OpuvrnHan X

Koa PermctpauyoHHbIi
opurmHana HomMep
npogheccrMoHasIbHOTO
cTaHzapTa

TpynoBble AelicTBUS AHann3 NaHoB, CTPATErMK U CTPYKTYPbl OpraHn3aLmm

AHann3 0cobeHHOCTel opraHmsaumm paboTbl U NpPOM3BOACTBA  Ha
KOHKPETHbIX paboumx mectax

AHa/IM3  pblHKA TpyAa Mo opraHu3aumm paboTbl HA  aHa/IorM4yHOM
NPoM3BOACTBE M pabounx MecTax

dopmMupoBaHMe Tpe6GoBaHWiA K BakaHTHOW AoO/MKHOCTU  (NMpodheccuu,
CMeumanbHOCTM) U UX KOPPEKLMS

AHasIM3 pblHKa TpyAa M NepcoHana opraHmsauun no npodoulo BakaHTHONA
[OJ/DKHOCTK (Npodpeccuu, cneynasbHOCTH)

VHhopMm1poBaHME U KOHCY/TbTYPOBaHUE PYKOBOAMTENEN NoapasgesieHnii u
opraHv3aLmu no Bonpocam pbiHKa TpyZa B YacTi 06ecneyeHnst NepcoHasiom

Heob6xoanmble yMeHWs Cobupatb, aHa/iM3MpoBaTb U CTPYKTYpupoBaTb  MHopmauuio 06
0COGEHHOCTSIX OpraHn3auumn paboT Ha pas3/iMuHbIX yyacTkax NpovM3BOACTBA U
Ha KOHKPETHbIX pabouMx MecTax C Y4eToM Uefeil, 3agay, njaHoB U
CTPYKTYpbl OpraHusauum

Cobupatb, aHa/iM3MpoBaTb U CTPYKTYpupoBaTb  WMHopmauuio 06
0COGEHHOCTSIX 1 BO3MOXHOCTSIX KaIpOBOro NOTEHLMa A OpraHm3aumm

Cobupartb, aHamM3upoBaTb W  CTPYKTypupoBaTb  MHdopmauuio 06
0COBEHHOCTSIX pbiHKA TPYAa, BKIKOYas NpeasiokeHns oT NpoBalifepos ycnyr
no MOMWCKy, NpUBAEYEHNIO, N0ABOPY U 0TOOPY NepcoHana

dopmmpoBaTb TpeboOBaHWA K BakaHTHOW  JO/mKHOCTM  (Mpodheccuu,
crneumanbHOCTN) 1 oNpeaensTb KPUTEpPMM Nogdopa nepcoHana

BHOCUTbL KOppekTupylowye cBefeHust B TpeboBaHWs K KaHaugatam Ha
BaKaHTHbIE AO/MKHOCTY (Mpodheccnu, CneLmansHOCTK)

Mosb30BaThCst MOVMCKOBLIMU CUCTEMAaMK 1 MH(DOPMALMOHHBIMK  pecypcamm
0N MOHWTOPWHIA  pblHKA  Tpyda, TpaxAaHckoro UM TPYAOBOro
3aKoHofaTenbcTBa Poccuiickoii ®egepaumm

KoHcy/bTMpoBaTb MO BOMpOCaM pbiHKA Tpyda B 4acTu oGecneyeHus
nepcoHanomM

KoHcynbTaHTINOC
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Co6/10aaTh HOPMbI 3TUKM [1€/10BOTO 06LLEHNS

HeobxoanMble 3HaHWS TexHonoruu, MeToAbl U METOAMKM NPOBELEHUA aHaNM3a U cucTemaTusaumm
[IOKYMEHTOB 1 MHhopMaL K

CTpykTypa opraHv3auyuMm W  BakaHTHble  AO/MKHOCTM  (Mpoddeccum,
crneymanbHOCTN)

MopsoK onpeaeneHns NepcnekTUBHOM U TekyLleli NoTpe6HOCTU B Kagpax

NcTouHmKM o6ecneyeHunst opraHusalum Kagpamu

OpraHVl3aLl.I/IF| pa60T Ha pa3/InyHbIX y4dYaCTkax Nnpou3BOACTBa, OpraHusauunu,
oTpac/in

O6Lme TeHAEHUMM Ha pbiHKE TPpyAa M B OTAE/bHON OTPac/v, KOHKPETHOW
npocheccun (4O/HKHOCTU, CneUnanbHOCTI)

OCHOBbI NMCKX0/10TUK N COLMOI0TNN TpyaAa

OCHOBbI 9KOHOMVIKM, OpraHn3aLymn TpyAa 1 ynpaeieHus

TpyZoBOE 3aKOHOLATE/BLCTBO U MHbIE aKThl, COAEPXKALLME HOPMbI TPYLOBOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA M HOPMATMBHbIE MPABOBbLIE aKThbl
Poccuiickoit ®egepaunm, B HacTu BeeHUSI AOKYMEHTALIMK N0 NepcoHasty

3akoHoaTenbCTBO Poccuiickoii deaepalimy 0 NepcoHasbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuuW, perynvpyolme nopsaok
nogbopa nepcoHana

HopMbl 3TVKK AE€/10BOr0 06LLEHUS

BasoBble OCHOBBI NHhOpMaTMKK, CTPYKTYpHOE NoCTpOeHne
NHPOPMALMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMK

Jpyrue xapakTepucTyku

3.2.2. TpypoBas hyHKLMSA

Mowck, npuBneyeHne, nogbop n otéop YpoBeHb
HaumeHoBaHuve nepcoHana Kog B/02.6 | (nosypoBeHb) 6
KBanudukaunm
MpoucxoxaeHne TPyL0BOi 3anmcTBOBaHO
doyHKLUMN Opuruxan X 13 opurmHana
Kog PernctpaunoHHblii
opurMHana Homep
npoceccuoHanbLHOro
cTaHgapra
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TpyLoBble fencrTeus Mounck BO BHYTPEHHUX U BHELLHUX UCTOYHMKaX WHGOpMaumMnM 0 KaHaugarax,
COOTBETCTBYIOLLEN TpeboBaHWSAM BakaHTHOW JO/MKHOCTM  (Mpodheccun,
crneymanbHOCTN)

PasmelleHne cBefeHMn O  BakaHTHOM  Oo/mkHOCTM  (npodpeccum,
cnewumasnibHOCTU) B CPEACTBAX MaccoBoi MHhopmaLun

Bbl60p crnoco6oB 1 MEeTO40B MNpuBnevyeHnsa nepcoHasila B COOTBETCTBUU C
yTBEePXAEeHHbIMN N/TaHaAMU

MpoBepka wWHOpMaUMM O KaHAuAaTax Ha BakaHTHble  [O/HKHOCTM
(npodpeccuu, cneymanbHOCTN)

MNpoBegeHne cobecepoBaHuii 1 BCTpeY C KaHAMAATAMM HA BakKaHTHble
LoMmxHOCTU (Npodheccun, cneuyasibHOCTH) ¢ oGecneyeHnem 06paTHOl CBS3N

OueHKa COOTBETCTBUSA KaHAMAATOB TpebOBaHWAM BakaHTHOM [AO/HKHOCTU
(npodheccuu, cneymanbHOCTN)

MoprotoBka nNpeg/iokeHnidi no  OPMMPOBaHUO  OlogpkeTa Ha  MOUCK,
npuBeyeHne, noaobop 1 oT6op nepcoHana

HdopMm1poBaHME U KOHCYTbTPOBaHUE PYKOBOAMTENEN noapasgesieHnii u
opraHv3aLmu no Bonpocam NpuBJ/IeYEHNs NepPCcoHasia ¢ OLEHKOW 3aTpar

Heob6xoaymble yMeHs! OnpenensTb KpUTepuK Moucka, MpuBAedyeHusi, nog6opa U oT6opa
nepcoHana

Co6upatb, aHa/IM3NpoBaTh 1 CTPYKTYPUPOBATb MH(POPMALIMIO O KaHAMAaTax
N NpeSoXeHNsIX Ha pbiHKe Tpyaa

Monb30BaTbCsA NOUCKOBbLIMU CUCTEMaMN N MHOPMALMOHHBLIMU pecypcaMn B
obnactu obecrneyeHnss NnepcoHaIoM

MpUMeHATb TEXHOMOTUM U METOAUKWM MOWCKa, NpUBMAeYeHns, nogbopa wu
oT6opa  KaHAWAATOB  HAa  BakaHTHble  AO/MKHOCTU (npocpeccum,
CrneumasibHOCTM) B COOTBETCTBUE C UX Creumdukoii

Micnonb3oBaTh  cpeAcTBa  o6ecnevyeHus nepcoHasiom, BK/tOYast
COMPOBOXAEHNE

KOHCy]'IbTI/IpOBaTb Nno BOMpocCam npuesiedeHnd nepCcoHasia

CocTaBnATb M KOHTPONMpOBaTb CTaTbW pacxofoB Ha obGecrnevyeHue
nepcoHasioM A/1a NJaHMPOBaHKs GogKETOB

CobnogaTtb HOPMbI 3TUKM 4E/10BOro 06LeHNs

Heo6xoanMble 3HaHWS McTouHukn o6ecneyeHuns opraHusaumm kagpamm

TexHonorMy W METOAMKMA TMOuUcKa, NpuBnedYeHusi, nogbopa u oT6opa
nepcoHana

Cuctembl, MeTofbl M OPMbl  MaTepUasbHOTO 1 HemMaTepuasibHOro
CTVMY/IMPOBaHNA TpyAa nepcoHana

TexHonormy 1 MeTo/ibl DOPMUPOBAHNS U KOHTPONS 6HOAKETOB

KoHcynbTaHTINOC
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TexHonorum, MeTodbl 1 METOAMKU MPOBEAEHNS aHa/u3a, cucTemaTu3auuu
[LOKYMEHTOB 1 MHhopMaLK

CTpykTypa opraHuMsauMmM W BakaHTHble  JO/HKHOCTM  (Mpodheccuu,
cneunanbHOCTH)

O6LWme TeHAEHUMW Ha pbiHKE Tpyda W B OTAENbHbIX OTPacnsax U Buaax
npoceccnoHasibHON AeATeNbHOCTY

OCHOBbI NMCKX0/10TUK N COLMOI0TNN Tpyaa

OCHOBbI 9KOHOMMKU, OpraHu3aLum Tpyaa v ynpas/eHnsl NepcoHasiom

TpyAoBOE 3aKOHOAATENLCTBO U UHbIE aKTbl, COAEpPXaLlMe HOPMbl TPYAOBOrO
npasa

OCHOBbI apXMBHOMO 3aKOHOAATE/IbCTBA U HOPMATUBHbIE MPaBOBbIE aKTbl
Poccwiickoin ®epepauym, B YacTu BeeHUs1 AOKYMEHTAUMN N0 NEPCOHaTY

OCHOBbI HA1OrOBOro 3aKkoHoAaTenbcTBa Poccuiickoin ®egepaunm

3akoHogatenbCTBO Poccuiickoil ®efepauun o nepcoHasbHbIX AaHHbIX

JNokanbHble aKTbl OpraHusaumu, peryaupyloume nopsigok obecneyeHus
nepcoHanomM

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

Ba3oBble OCHOBbI MHHOPMATUKW, MOCTPOEHUA WH(OPMALMOHHBIX CUCTEM U
0C06eHHOCTM paboTbl C HAMU

Jpyrve xapakrepucTtunkum

3.2.3. Tpyposas doyHKUMSA

ALMVHUCTPUPOBaHME MPOLLECCOB U YpoBeHb
HavnmeHoBaHne [OKyMeHToobopoTa obecneyeHns nepcoHaom Kop, B/03.6 | (nopypoBeHb) 6
KBasmdvkaLmm

MpouncxoxaeHne Tpya0BoWA
doyHKUMNN

OpuirHan X 3anmcTBoBaHO
13 opurnHana
Kopg, PernctpaunoHHbiii
opurnHana Homep
npoceccuoHanIbHOro
cTaHgapTa

TpyaoBble AENCTBUS

AHannM3 MpoLeccoB [A0KYMEHTOOG0POTa, /loKaslbHbIX  [JOKYMEHTOB MO
BOMpocam 06ecrneyeHnsi nepcoHasiom

BegeHne uHgoOpMauMM O  BakaHTHbIX  [O/HKHOCTSX  (Mpodheccusix,
cneumnanbHOCTSX) U KaHauaaTax

[lOKyMEHTaLMOHHOE COMPOBOXAEHNE KaHAWAATOB Ha aTanax Moucka,

KoHcynbTaHTINOC
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npuenedveHus, nogbopa n otbopa nepcoHana Ha BakaHTHble [O/HKHOCTM
(npodheccuun,  cneumasibHOCTKN),  MHPOPMUPOBaHME  KaHAUAATOB O
pesynbTartax otbopa

MoaroToBka 3ampocoB O KaHAuAatax B TrOCyAapCTBEHHble oOpraHbl, B
cnyyasix, NPefyCMOTPEHHbIX — [AENCTBYIOLMM  3aKOHOA4ATE/NIbCTBOM, U
06paboTka NpefocTaBEHHbIX CBEAEHNI

MoarotoBka u 06paboTka YBEAOM/IEHWIA B rOCYAAPCTBEHHbIE OPraHbl,
npocheccuoHasnbHble  COH3bI UM Apyrve  npeacTaBUTE/IbHbIe  OpraHbl
paboTHMKOB MO BOMpOCaM MoWcKa, NpWBEYEHUs, nopbopa u oTb6opa
nepcoHana

ConpoBoxaeHne [0roBOpoB Mo obecneyveHnto opraHusaunm nepcoHasiom,
BK/1KO4ad npegBapuTesibHble npouenypbl N0 X 3akK/1t04eHUo

Heob6xoanMble yMeHWs O6ecneunBaTb [JOKyMEHTaLYOHHOE CONPOBOX/EHNE BbiXoJa KaHauaaTa Ha
paboTy 1 NnepemelLeHNs nepcoHana

OdhopMnsATL AOKYMEHTbI MO BOMpocaM 06ecneveHunst kKagpoBbIMK pecypcamu,
HeobXoAMMble AN NPefoCTaB/leHNs B FOCYAApPCTBEHHbIE  OpraHbl,
npocheccuoHasibHble  COH3bl UM gpyrve  NpeAcTaBUTE/IbHbIE  OpraHbl
paboTHMKOB

OpraHun30BbIBaTh XpaHeHVe JOKYMEHTOB B COOTBETCTBUM C TpebGOBaHUAMU
TPYLOBOro, apxvMBHOrO 3akoHogartenbctBa Poccuiickoin ®depepauun 1
NoKaNbHbIMY akTamm opraHu3aLmu

AHaI'II/I3I/IpOBaTb OOKYMEHTbI n nepeHoCuTb I/IHdJOpMaU'I/I}O B
VIHCbOpMaLI,I/IOHHbIe cucTembl 1 6asbl AaHHbIX O KaHAnAaTax

Pa6oTaTb C MH(OPMALMOHHBIMU CUCTEMaMK 11 6a3aMU AaHHbIX Mo BOnpocam
obecneyeHnss NepcoHasiom, BEAEHWIO MOWCKa U yyeTa KaHAMAATOB Ha
BakaHTHbIE [AO/HKHOCTY (Mpodieccui, cneumanbHOCTH)

Mpon3BoauTh NpeABapuTesibHble 3aKynouHble npoleaypbl M 0gOpMASATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/YEHUIO J0rOBOPOB

OpraHn3oBbIBaTb U NPOBOAWTL KOHKYPChbl, OChOpMIATbL M aHaIM3npoBaTb
KOHKYPCHYIO AOKYMEHTaLMIO

BecTv fenoByto nepenicky

CobnogaTtb HOPMbI 3TUKM 4E/10BOr0 06LeHNS

HGO6XO,EI,I/IMbIe 3HaHuA Mopagok O(*)OpM}'IEHI/IFI, BeAEeHNA N XpaHEeHNUA AOOKyMeHTauuu, CBsI3aHHO C
NONCKOM, NMpuBevYeHnem, HOA60p0M n OT60pOM nepcoHasla Ha BaKaHTHblEe
AOJ/DKHOCTU

Mopsook  QopMUPOBaHWS, BeAEHWsI 6GaHka [faHHbIX O  MepcoHase
opraHv3aLmmn 1 NpeaocTaBeHNss OTYETHOCTM

OCHOBBbI JOKYMEHTO060pOTA 1 AOKYMEHTALMOHHOTO o6ecneyeHus

TexHoorMn, MeToAbl 1 METOAVKM NPOBELAEHUA aHanM3a U cucTemaTusauum
[LOKYMEHTOB 1 MHhopMaLu

Mops0K NpoBeAeHUst KOHKYPCOB U 0CpOPMIEHUSI KOHKYPCHOI AOKYMeHTaL

KoHcynbTaHTINOC
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Mopsaok  MpOBeAeHVs  3aKymouHbIX — npouedayp W odhopmiieHus
CONyTCTBYIOLLEN AOKYMEHTaL N

CTpykTypa opraHuMsauMmM W BakaHTHble  JO/HKHOCTM  (Mpodheccuu,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAepXaLlMe HOpMbl TPYA0BOro
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA WM HOPMATMBHbLIE MPABOBbLIE aKThbl
Poccuiickoin ®egepaunm, B HacTU BeeHUsI AOKYMEHTAaLMK MO NepcoHasty

OcCHOBbI HA/IOTOBOrO 3aKoHOAAaTeNbLCTBa Poccuiickoil ®eaepauym

3akoHogaTenscTBO Poccuiickoi degepaumm 0 NepcoHasIbHbIX AaHHbIX

NokanbHble akTbl OpraHusauuy, peryavpylowmue  nopsigok  nogbopa
nepcoHana

MopaaokK 3akyeHnst 40roBopoB (KOHTPAKTOB)

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

Ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHNSI MHAPOPMALMOHHBIX CUCTEM U
0C0B6EHHOCTM paboTbl C HAMU

Jpyrue xapakTepucTyku

3.3. O606ueHHasa TpyaoBas pyHKUNS

eATeNbHOCTL MO OLeHKe 1 atTecTauum YpoBeHb
HavmeHoBaHu A K C 6
anmeHosaHme nepcoHana oA KBanunmkaumm
e osoii | Oprrman x| 3aWeTsosato
L PyA P 13 opuUrMHana
oyHKUMN
Kop, PerncrpaumoHHbIit
opuruHana Homep
NpoecCUoHasIbHOIo
cTaHfapTa

Bo3MOXHble HanmeHoBaHuA | CnielnanmncT No OLUEeHKe 1 atTecTaumm nepcoHasna
[O/MmKHOCTe, npodheccuii Cneunannct no nepcoHasny
MeHe[xep no nepcoHasny

TpeboBaHus K Bbicliee ob6pa3oBaHue - bakanaspuar

06pa3oBaHunIo N 06yYeHno | JononHUTeNbHoe NpodeccnoHasibHoe obpasoBaHue - NPOrpaMmmbl
MOBbILWEHMS KBaIMdUKaLK; NporpaMMbl MPO)ECCUOHAMBHOIA
nepenoaroToBkM B 06/1aCTU NPOBEAEHNS OLLEHKN NepcoHana

TpeboBaHMs K ONbITY -

KoHcynbTaHTINOC
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npakTuyeckoii paboTbl

Ocob6ble ycnosus gonycka K
paboTte

Jpyrve xapakrepuctukum

JononHutensHole XapakTepucTtukn

HavmeHoBaHNe JOKyMeHTa Kop HaumeHoBaHue 6a30Boii rpynnbl, 4o/MKHOCTU (Npoddeccum)
WK cneunasibHOCTM

OK3 2412 CneuunanucTbl No Kagpam 1 npodopmeHTaLmm

3423 CneuuanncTbl KagpoBbIX CNYX6 U yUpeXaeHUn 3aHATOCTU
EKC - MeHepxep no nepcoHany
OKnAaTpP 27755 OKOHOMMUCT Mo Tpyay

22956 MHcneKTop no kagpam

3.3.1. TpygoBas (hyHKLMS

OpraHu3sauusa 1 NnpoBefeHne OLEeHKV nepcoHana YpoBeHb
HaumeHoBaHve Koa C/01.6 | (noaypoBeHb) 6
KBanudurkaumm

n 3anmcTBoBaHO
MpoucxoxaeHne Tpya0BOWA Opurunan X
yHKUNN 13 opurnHana

Koa PermctpauyoHHbIi
opurmHana HomMep
npogheccrMoHaIbHOTO
cTaHzapTa

TpyaoBble AeRCTBUS AHa/IM3 CTPYKTYpbl, MJIaHOB W BakKaHTHbIX A0/DKHOCTEN (Mpodheccuid,
crneumanbHOCTel) opraHuM3aumu, ocobeHHOCTel opraHusauuyM pa6oTbl Ha
pas/IMuYHbIX yYacTkax NPOU3BOACTBA U KOHKPETHBIX paboumx MecTax

PaspaboTka niaHa OLEHKM MepcoHana B COOTBETCTBUM C  LENSIMU
opraHusaumu

OueHKa AVHaMVKN NPON3BOANTETBHOCTU, MHTEHCUBHOCTU U 3hDEKTUBHOCTU
Tpyda Ha pabounx mectax

OnpefeneHve pecypcoB, BbI6Op CPeACTB U METOAOB MNPOBEAEHNS OLEHKM
nepcoHana

lMpoBefeHne oLUeHKM NepcoHasia B COOTBETCTBUM C NMJ1aHaMu opraHusaLnm

ConpoBoxaeHne [0rosopos C opraHusaymnamun - NnenonHnTenAMmn

KoHcynbTaHTINOC
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MeponpuaTUiA N0 OLEHKE MepcoHana, BkIloYas  npeaBapuTesibHble
npoueaypbl Mo UX 3aKYEHNHO

KoHCynbTMpOBaHMe nepcoHasia Mo BOMPOCAM OLEHKW, BK/IOYAs OLIEHKY
3aTpart

AHann3 pes3ynbTaToOB OLEHKM MepcoHana, MNoAroToBka pekoMeHaauuii
PYKOBO/ICTBY W MEPCOHay

MoaroToBka npeasiokeHuid No GOPMMPOBaHNID BHOXETa N0 opraHu3auum u
NPOBELEHMIO OLEHKM NepcoHana

HGO6XO,EI,I/IMbIe YMEeHUA Onpep,enmb napamMmeTpbl N KpUTeEPUN OLLEHKN NMEepPCOoHas1a

Onpefensite M NPUMEHSATb CPeAcTBa M MeToAbl MPOBEAEHUS] OLLEHKU
nepcoHana

BblgensaTts (onpeAensTb) rpynnbl nepcoHana Ass NPoBeAEHNS OLEHKN

Onpefensitb MHTEHCMBHOCTb TPyAa W 30Hbl MOBbILLEHUST 3¢hEKTUBHOCTY
nepcoHasna

OI'Ipe,EI,eI'IFITb MOTUBaUNOHHbIE (*)aKTOpr npoeegeHna oueHKn nepcoHania

CoCTaBNATb U KOHTPO/IMPOBATbL CTaTbU PACXO/0B Ha OLLEHKY nepcoHana Ass
NNaHNpPoBaHNs GIOIKETOB

O6ecneunBaTh OpraHuU3aLiOHHOE COMPOBOXAEHWE OLEHKM NepcoHana

ObecneumBaTb COXPaHHOCTb KOHMAEHUMasIbHOM  MHopMauuy  npu
NPOBEEHUN OLIEHKM NepcoHana

OpraHn30BbIBaTb XpaHeHe AOKYMEHTOB B COOTBETCTBUM C TpeGoBaHWSIMU
TPYAOBOrO, apXMBHOMO 3akoHofaTeslbcTBa Poccuiickoii  depepauumn  ©
JIOKa/TbHBIMM HOPMATUBHbLIMM aKTaMn opraHu3aLmm

Cobupatb, aHanM3nMpoBaTb W  CTPYKTYpMpOBaTb  MH(OpMaLu O
npeaJsioXeHusiX Mo OLeHKe NepcoHana Ha pbiHke Tpyaa

Mpou3BoAuTbL NpeaBapuUTesibHble 3aKyno4Hble npoueaypbl U 0OpM/IATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/THUYEHUI0 AOTOBOPOB

OnpefensTb YCNOBMS [/ 3aK/HOYEHUs [0TOBOPOB  Ha  yciyrv o
MPOBEAEHMIO OLIEHKM NepcoHana

CuctematusmpoBatb, 0606wWars W aHaM3MpoBaTb pe3ysibTaTbl OLEHKU
nepcoHana

Ob6ecneumBaTb 06paTHY0 CBA3b MO pe3yfbTaTam MNPOBEAEHHON OLEHKU ¢
NepcoHaoM 1 pyKoBOACTBOM

M0/1b30BaTLCS MOMCKOBLIMI CUCTEMAaMM, MHCDOPMALMOHHBIMU pecypcaMn 1
6a3amu faHHbIX MO NPOBEAEHMIO OLEHKW NepcoHana

PaspabartbiBaTb pekoMeHZauuyM N0 pas3BuTUO MepcoHasla Ha OCHOBe
NpoBeEHHON OLEHKMN

CobnogaTtb HOPMbI 3TUKM [e/I0BOro obLeHns

KoHcynbTaHTINOC
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Heobxoanmble 3HaHWA TexHonorum n MeTogpl onpeaesneHns NPoteCCNOHasIbHbIX 3HAHWIA, YMEHWI 1
KoMneTeHuui

TexHonorum n MetTobl OLEHKM JIMYHOCTHbLIX KAYEeCTB U XapaKTepucTunk

Cuctembl, MeTofbl M QOPMbl MaTEPUaNIbHOTO 1 HemaTepuasibHOro
CTMMYNMPOBaHWA TpyAa nepcoHana

TexHonorum n MeToabl CbOpMI/IpOBaHVIFI N KOHTPO/14 6IO,EI|)KeTOB

TexHonorun, MeToAbl 1 METOAVKN NPOBEEHNS aHanM3a 1 cucTemaTuaLum
[IOKYMEHTOB 1 MHhopMaLK

OcHoBbl 06Lieil 1 counasnibHO NCUXOMOrMK, COLMOMOTMA U MCUXOSOrnn
TpyAa

OcHOBbI |'|p0|/|3BO,D,CTB€HHOI7I 0eATenbHOCTN opraHn3aumnmn

Mopsgok  MpOBeAEHWs  3aKynmouHbiX — npouedyp 1 odhopmsieHus
COonyTCTBYOLLEN AOKYMEHTaL UK

CTpykTypa opraHuMsauMM W  BakaHTHble  JO/HKHOCTM  (Mpodheccuu,
creymasnibHOCTH)

Tpy/a0oBOe 3aKOHOAATE/NbCTBO U HbIE aKTbl, COAEPXaLlie HOPMbl TPYA0BOrO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA M HOPMATMBHbIE MPABOBbIE aKTbl
Poccuiickoil ®egepaunm, B 4acTu BeAeHUsI AOKYMEHTaLMKN NO NnepcoHasny

3akoHogaTenbCTBO Poccuiickoil @efepauum o nepcoHasbHbIX AaHHbIX

JNokanbHble HOpMaTUBHbIE akTbl OpraHu3auun, perynvpylolime nopsaok
OLIeHKV NepcoHana

MopsaoK 3aK/1H0UeHUst 40r0BOPOB (KOHTPAKTOB)

HopMbl 3TVKM 1€M10BOr0 06LLEHNS

Ba3soBble OCHOBbI MHhOPMATMKK, CTPYKTYpHOE MOCTpOeHne
NHOPMALMOHHBIX CUCTEM U OCOBEHHOCTY paboThbl C HAMK

[Jpyrue xapakTepucTyku

3.3.2. TpypoBast (hyHKLMS

OpraHusauus 1 npoBegeHne aTtectayum YpoBeHb
HavmeHoBaHune nepcoHana Kog C/02.6 | (nogypoBeHb) 6
KBanudurkaumm
MpovcxoxaeHne TpyLoBOW 3aMMCcTBOBaHO
yHKUNN Opuruan X 13 opurnHana
Kog PernctpaunoHHblii
opurnHana Homep
NpodeCcCUOHasILHOIO
KOHCYH bTaHTllnt0C www.consultant.ru CtpaHuua 20 13 66
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cTaHgapTa
TpynoBble feincTeus AHann3 CTPYKTypbl, MJAHOB W BakaHTHbIX A0/DKHOCTen  (mpodpeccuid,

crneuyanbHocTeil) opraHmsauum, ocoGeHHocTeli opraHmsauum paboTtbl Ha
Pa3NYHbIX yYacTKax NMPOU3BOACTBA U KOHKPETHBLIX paGoumx MecTax

Pa3paboTka NPOEKTOB AOKYMEHTOB, OnNpeAesisitolmx MopsiAok arTectauuu
nepcoHana, C OLeHKoit 3aTpat

ConpoBoxgeHne npouecca aTtrectayMm u  paboTbl  aTTecTauuoHHOWN
Komuccum

MoaroToBKa NpeanoXeHuin No hopMMPOBaHNI0 6oJKeTa Ha OpraH13aLmio 1
npoBefeHne aTTecTauuy nepcoHana

MogrotoBka nNpea/ioKeHWn O COOTBETCTBUM paboTHMKA  [O/HKHOCTM
(npodheccuu, cneunanbHOCTM) NO pesynbTatam aTTecTaunm B COOTBETCTBUM
C 3aKoHodaTenscTBOM Poccuiickoin depepauum

Heo6xoanmble yMeHMst OnpefensiTb napameTpbl U KpUTEPUM aTTecTauumn nepcoHana

Onpe,qenﬂTb N NMPUMEHATL cpeacTBa U MeTodbl aTTeCTaynn

Bblaensitb rpynnbl nepcoHana ansi npoBefeHust artectauum

O6ecneunBatb OOKyMeHTaluoHHOEe conposoxaeHune atrectaummn
nepcoHasia

CocTaBnATb M KOHTPOMMPOBATb CTaTbM PacXofoB HA aTTecTauuio
nepcoHasna Ans nnaHMpoBaHus 6HoKETOB

Monb3oBaTbCA MHOPMALMOHHBIMK pecypcamn M 6asaMu  AaHHbIX MO
npoBefeHno aTTecTauum

BecTu yyeT 1 permcTpaumio JOKYMEHTOB B MHPOPMALMOHHBIX CUCTEMAxX U
Ha MaTepuasibHbIX HOCUTENSX

OpraHn30BbIBaTb XpaHeHe AOKYMEHTOB B COOTBETCTBUM C TPe6oBaHUAMY
TPYZIOBOTO, apXMBHOrO 3akoHoAaTeNbCTBa Poccuiickoii degepaumy 1
NOKa/TbHBIMW JOKYMEHTaMM1 opraHu3aLmm

MpounsBoauTb MNpeaBapuTesibHble 3aKyrnouyHble npoueaypbl U odhopMAATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO N0 3aK/THUYEHNIO [OTOBOPOB

CobnogaTb HOPMbI 3TUKU 4,e/10BOro 06 eHus

Heob6xoanmble 3HaHWS MopsifoK 1 TEXHOSIOMMSA NPOBEAEHNS aTTecTaumum

TexHonormm n MeToAbl OMNpefeneHns U OUEHKM NPOteCCUOHASTbHbIX
3HaHWI, YMEHUIA 1 KOMMETEHL MW

Cuctembl, MeToAbl M QOPMbl MaTepuasibHOTO W  HeMaTepuasibHoro
CTVMY/IMPOBaHKS TpyAa nepcoHana

TexHonorum u Metoabl HOPMUPOBAHUST U KOHTPOJIS GHOIKETOB

TexHonoruu, MetToabl U METOAUKN NPOBEAEHUA aHa/In3a U cuctemartmsaymm
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[LOKYMEHTOB 1 NHhopMaLuK

OCHOBbI NPOM3BOACTBEHHON AEATENLHOCTY OpraHn3auum

OcHoBbI 00OLLE 1 couMasnbHOW MCUXOMIOTMKU, COLMOMOTMN 1 MCUXOOrnn
TpyAa

Mopsigok  NpPOBEAEHWS  3aKyMouHbIX — Mpouedyp W 0ddopM/eHus
CONyTCTBYIOLEN AOKYMEHTaLUN

CTpykTypa opraHusauum W  BakaHTHble  [AO/MKHOCTM  (Mpoddeccum,
cneymanbHOCTN)

TpyAoBOe 3aKOHOAATE/TbCTBO U UHbIE aKTbl, COAEePXKaLLMe HOPMbI TPYL0BOrO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENLCTBA W HOPMATKBHLIE MPABOBLIE aKTbI
Poccuiickoit ®epepauum, B 4yacTi BeAEHNS AOKYMEHTALMM N0 NEPCOHAY

3akoHogaTenbCcTBO Poccuitickon degepaumm 0 NnepcoHasbHbIX AaHHbIX

NokanbHble HOpMAaTMBHbLIE aKTbl OpraHu3auuW, Peryvpytolme nopsaok
OLIEHKM NepcoHasa

MopsAoK 3aKM0YEHs! AOTOBOPOB (KOHTPAKTOB)

HopMbl 3TVKM AE/T0BOr0 06LLEHMUSI

BasoBble OCHOBbI MHDOPMATMKM, CTPYKTypHOE NoCTpOEHue
MHJYOPMALIMOHHBIX CUCTEM U 0CO6EHHOCTY PaboTbl C HUMU

Jpyrve xapakrepucTtunkum

3.3.3. TpypoBas (hyHKLMA

ALMVHUCTPUPOBaHME MPOLLECCOB U YpoBeHb
HanmeHoBaHue [OKyMeHToo60poTa Npu NpoBeeHNN OLEHKN U Kog, C/03.6 | (noaypoBeHb) 6
aTTecTaumun nepcoHana KBasmdpvkaLmm
7 3aumMmcTBOBaHO
[NpouncxoxaeHne TpyL0BoMn OpuruHan X
doyHKLUMN 13 opurmHana
Kop, PerncrpaunoHHbii
opuruHana HOoMep
npoceccuoHanbHOro
CTaHfAapTa
TpypoBble gelicTens AHa/IM3 NPoLECCOB AOKYMEHTOO60pPOTA, STIOKA/IbHbIX JOKYMEHTOB MO OLEHKe
W atTectauum nepcoHana
OpraHu3aunoHHOe COMPOBOXAEHNE MepPONPUATHIA MO OLEHKE MepcoHana U
ero arrecrauum
OdhopmieHmne npouecca v pesynbTaToB aTTectauum nepcoHana
KoHcynbTaHTINOC
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NHhopMUpoBaHWe nepcoHasia 0 pesysibTatax OLEHKM 1 aTTecTauum

MoAroToBka NPeAsIOKEHUA Mo pasBUTMIO NepcoHana no pesy/nbraram
OLLEHKM

ConpoBoXAeHNe  [OrOBOPOB MO  OKA3aHWK  KOHCY/MbTAUMOHHbIX U
MHPOPMALIMOHHBIX YC/YT MO OLEHKe 1 aTTecTauuy nepcoHania

HEO6XO,CI,I/IMbIe YMEHNA O6ecneunBaTtb OOKyMEeHTaUuMOHHOEe CONpPOoBOXAEHME OUEHKM U aTTectauumn
nepcoHasia

OhopmMAIsiTL AOKYMEHTLI MO BOMNPOCAM OLIEHKM W aTTecTaluu nepcoHana,
npeaocTaB/sseMble B [OCYAApPCTBEHHbIE oOpraHbl, MPOECCMOHa/bHbIE
COI03bl U Apyrue npeAcTaBuUTe IbHbIE OpraHbl pa6oTHUKOB

AHanmsmpoBaTb Npaswusia, NpoLeaypbl U NOpsakM NPOBEAEHUS! OLEHKU W
aTTecTayuy nepcoHana

Bectu ydyeT un permctpayno 4OKYMEHTOB B I/IHCpOpMaLI,I/IOHHbIX cuncremax u
Ha maTtepuasibHbIX HOCUTENIAX

OpraH13oBbIBaTh XpaHeHve JOKYMEHTOB B COOTBETCTBMM C Tpe6oBaHMsSIMU
TPYJOBOro 3akoHofaTenbCTBa Poccuiickoit degepaumn U NOKaslbHbIMU
aKTaMu opraHmsauum

BecTv 1eN10BYI0 Nepeniicky

Pa6oTtaTb C WH(OPMALMOHHBIMM CUCTEMAMW U 6Gasamy  AaHHbIX MO
BOMpocam MPOBEAEHNSI OLLEHKM M aTTecTauuy NepcoHana, BeAeHWH0 ydyeTa
KaHAMAATOB Ha BakaHTHbIE AO/MKHOCTY (Mpodieccnm, cneumanibHoOCTI)

AHaJ'IVI3I/IDOBaTb OOKYMEHTbI n NnepeHoCuTb Mchopmau,mo B
I/Iqu)OpMaLI.I/IOHHbIe cucTemsbl 1 6assbl AaHHbIX

Co6oiaTh HOPMbI 3TUKK 1€/10BOTO 06LLIEHUS

HeO6XO,EI|I/IMbIe 3HaHUA nopﬂ,ﬂ,OK OQDOpMI'IeHI/IFI, BeAEHNA N XpaHeHNA OOKyMeHTauuu, CBSI3aHHOW C
nposeneHnemM OUEHKN N aTTecTaumm nepcoHana

Mopsigok chopMupoBaHusi, BedeHusi 6GaHka [fAaHHbIX O  MepcoHane
opraHusaumun u NpeaocTaBNeHNs OTYETHOCTU

Mopsigok  NpoBeAEHWs  3aKymnouHblX — Npoueayp W oddopmMeHus
CONyTCTBYIOLLEN JOKYMEHTaLUN

Mopsigok opopmMIeHNS [LOKYMEHTOB, npeaocTaB/siemMbIX B
rocyflapCTBeHHble OpraHbl, MPOhecCMOHabHbIe  CO3bl U Apyrue
npeacTaBuTe bHble opraHbl paboTHUKOB

OCHOBbI [JOKYMEHTO060POTA 1 AOKYMEHTALMOHHOTO o6ecneyeHs

CTpyKkTypa opraHusauum W  BakaHTHble  [AO/MKHOCTM  (Mpodeccum,
cneymanbHOCTN)

TpyAoBOE 3aKOHOAATE/TbCTBO U UHbIE aKTbl, COAEepPKaLMe HOPMbI TPYL0BOrO
npasa

OcHoBbI AapXMBHOIo 3akKoHogatesibCTBa M HOPMaTWBHbLIE MPaBOBbIE aKThbl
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Poccuiickoit depepaunum, B HacTu BeeHUsI AOKYMEHTALIMK MO NepcoHaty

3akoHoaaTenbCcTBO Poccuiickoil deaepaliny 0 NepCcoHasIbHbIX AaHHbIX

TexHonoruy, MeToAbl 1 METOAVKM NMPOBEAEHUSI aHa/I3a U cucTemMaTmsaumm
[LOKYMEHTOB 1 NHhopMaLmm

NokanbHble HOpMAaTMBHbLIE aKTbl OpraHu3auuW, perynupylolme nopsaok
OLEHKM 1 aTTecTaumy nepcoHana

MopsAoK 3aKHeHNs A0roBopoB (KOHTPaKTOB)

HopMbl 3TVKM AE/T0BOr0 06LLEHMUS

BasoBble OCHOBbI MHDOPMATMKM, CTPYKTYpHOE NOCTPOEHNE
MHDOPMALIMOHHBIX CUCTEM M 0COBEHHOCTM PaBoThbl C HAMM

[Jpyrue xapakTepucTyku -

3.4. O6o6ueHHasa TpyaoBas pyHKUns

ATENbHOCTb M BUTUWIO N H BeHb
HavmeHosarne | AEATE/IHOCTL M0 pa3suTIio Nepcoxana Kog D Ypose 5
KBanundmkaumm
Qgggcéi.)ﬁﬂeﬁHre OBOIA OpurvHan X 3aMmcTBOBaHoO
" PyA P “3 opuruHana
OyHKL MM
Koa PernctpaunoHHbIi
opurnHana Homep
NPotHeCcCMOHasILHOrO
cTaHgapTa

Bo3MOXHble HanmeHoBaHMA | CneunanucT Nno pasBuMTUI0 U 06YYEHUIO NepcoHasna
[O/MKHOCTe, npodheccuii CneunanncT no pasBnTuo Kapbepsbl nepcoHana
Cneumannct no nepcoHany

MeHexep no nepcoHany

TpeboBaHus K Bbiclwee o6pa3oBaHune

o6pa3oBaHuIo N 06yyYeHNo | JononHUTeNbHOE NpodeccnoHasibHoe obpasoBaHue - NPorpaMmmbl
NOBbILLEHMS KBaNNUKaLMKW; NPorpamMmmbl podeccuoHasibHOMi
nepenoAroToBKM B 06/1aCTN OPraHn3aLoHHOro U NpodeccnoHasIbHOro
pa3BuTusA NepcoHana

TpeboBaHUA K OMbITY -
NpakTU4Yeckon paboTbl

Oco6ble ycnosusa gonycka K
pa6boTte

Apyrve xapakrepucTuku
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LlononHuTenbHble XapakTepucTUKK

HavmeHoBaHue goKymMeHTa Kop, HanmeHoBaHne 6a30BOiA rpynnbl, 4O/MKHOCTM (Mpodieccum)
UNK cneymanbHoCTH

OK3 2412 CneunanncTel No Kagpam n npodpopneHTaLmm

3423 CneuuanucTbl KagpoBbIX CYX6 1 yUpexaeHWin 3aHATOCTU
EKC - MeHexep no nepcoHasly
OKMAaTpP 27755 OKOHOMUCT Mo TpyAy

22956 VHcnekTop no kagpam

3.4.1. Tpyposas dyyHKUMSA

OpraHusauus v nposegeHne MeponpusaTuii no YpoBeHb
HanmeHoBaHue pasBUTUIO U MOCTPOEHUIO NPOECCUOHABHOM Koa D/01.6 | (noaypoBeHb) 6
Kapbepbl NepcoHana KBanmdviKaLmm

3anmMcTBOBaHO
N3 opurnHasia

MpouncxoxaeHne TpyaoBoW

chyHKLAV OpuvrnHan X

Kop, PerncrpaunoHHbiii
opuruHana Homep
npoceccuoHanbHOro
cTaHgapTa

TpyaoBble felicTBuS AHasn3 CTPYKTYpbI, N1AHOB 1 BakaHCWiA opraHu3aumm

AHann3 0cobeHHOCTel paboThbl Ha Pa3/IMUHbLIX yyacTkax MpPoM3BoACcTBa U
KOHKPETHbIX pabounx mectax

MoAroToBka MPOEKTOB AOKYMEHTOB, OMPefensiowmx MnopsifoK pasBuTUs
nepcoHana 1 NoCTpoeHUs NPodIeCCMOHA/TLHOW Kapbepbl C OLEHKONM 3aTpaT

Pa3paboTka nnaHoB npodheccnoHanbHol kapbepbl paboTHUKOB

dopmMmMpoBaHmne KaapoBoro pesepsa

OpraHuzauysi ~ MeponpuaTUiA  No  pasBUTMIO " MOCTPOEHWIO
npogheccroHasibHOl Kapbepbl NepcoHana

MoaroToBka NpeasioXeHuii No hopMUpPoBaHUMIO GIOKETA HA OpraHu3aLnio U
npoBefieHne MeponpusTUiA Mo Pa3BUTUIO U NMOCTPOEHNIO NPOGIECCMOHASILHO
Kapbepbl NepcoHana

AHanns 3(PEeKTUBHOCTM  MEpPonpuUsTMiA N0 pas3BUTMIO  MNepcoHana,
noAroToBKa NPeasI0XKEHNA N0 Pa3BUTUIO

Heobxogumble ymeHus AHanu3npoBaTb YpPOBEHb O06OWEro pasBuUTUS U NPOEeCcCUOHANBHON
KBasMdomkaumm nepcoHana
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OnpepensiTb  KPaTKOCPOUHbIE W [10/ITOCPOYHbIE MOTPEBHOCTU  Pa3BUTUS
nepcoHasia 1 NOCTPOEHMS ero NPOgIECCUOHATbHOI Kapbepsbl

Onpeaensitb KpuTepun hOPMMPOBAHNS KaAPOBOTO pe3epBa opraHn3auum

CocTaBnaTb UHAMBUAYa/IbHbIE NAaHbI KAPLEPHOTO Pa3BUTUSI NEPCOHANA

MPYMEHSATbL TEXHOMOTMN N METOAbl PasBUTUS MepcoHasla M MOCTPOEHus
npocpeccrmoHanbHol Kapbepsl

CocTaBnaTb NPeAsIoKEeHUs W KOHTPONMPOBATb CTaTbM  pPacXofoB  Ha
nporpaMMbl MU MEponpusTAS MO pasBUTMIO MNepcoHasia W MNOCTPOEHUIO
npodheccroHanbHOW Kapbepbl A8 NaHMPoBaHKs GogKeToB

OnpepensTe 3hHEKTUBHOCTL MEPONpPUATMIA MO Pa3BMTUIO MNepcoHana W
NMOCTPOEHMIO NPOECCMOHANIBbHOI Kapbepsbl

Pa6otatb C WH(OPMAUMOHHBLIMU CcUCTEMaMKM W 6Ga3amy  [aHHbIX MO
nepcoHasy

Co6noaTh HOPMbI 3TUKY €/10BOT0 06LIEHUS

Heobxoanmble 3HaHWS Cuctema, cnocobbl, MeTozbl, WHCTPYMEHTHI NoCTPOEHNS
NPOdECCUOHAITLHO Kapbepbl

MeToabl onpedenieHNs W OLEHKU JIMYHOCTHbIX U NPOfheccMoHabHbIX
KOMMNeTeHL i

Cuctembl, MeTofbl M QOPMbl MaTepuanbHOrO 1 HemaTepuasibHoOro
CTVMY/IMPOBaHNA TPyAa nepcoHana

TexHonorum, MeToAbl (HOPMUPOBAHMS U KOHTPOSIS GHOIKETOB

TexHonoruu, MeToAbl U METOAMKM NPOBELEHUA aHaNM3a U cucTemaTusaumm
[IOKYMEHTOB 1 MHhopMaL K

OcHoBbI NPoheccUoHasIbHO OpUeHTaLMK

OCHOBbI OKYMEHTO060pOTa 1 AOKYMEHTALMOHHOTO 06ecneyeHns

OCHOBbI NPOVN3BOACTBEHHOW AEATENbHOCTY OpraHn3aL

OcHoBbl 06Lleit 1 counanbHOM MCUXOMOrMK, COLMOSIOTMA U MCUXOJIOrMK
TpyAa

CTpykTypa oOpraHvM3auyuMm W  BakaHTHble  AO/MKHOCTM  (Mpoddeccum,
crneymanbHOCTN)

TpyAoBOE 3aKOHOAATENLCTBO U UHbIE aKTbl, COAEpPXallMe HOPMbl TPYAOBOro
npasa

3akoHoaaTenbCcTBO Poccuiickoil ®egepauyun 0 NepcoHasibHbIX AaHHbIX

JlokasibHble HOPMATMBHbIE aKTbl OpraHu3auuu, perynvpyrolime nopsizok
pas3BUTKS U NOCTPOEHUS NPOECCUOHASTLHOV Kapbepbl NepcoHana

Mopaaok 3ak/ioyeHnss 40roBopos (KOHTPAaKTOB)
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HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

BasoBble OCHOBBI MHDOPMATHKMY, CTPYKTypHOE NOCTpOEHNe
MHOPMALMOHHBIX CUCTEM U 0CO6EHHOCTY PabOTbl C HUMU

Jpyrve xapakrepuctukum

3.4.2. Tpyposas dyyHKUMSA

OpraHu3auus obyyeHns nepcoHana YpoBeHb
HaumeHoBaHuve Koa D/02.6 |(nopypoBeHb) 6
KBasmdmkaumm

3anmcTBoBaHO
13 opurMHana

MpouncxoxaeHne Tpyao0BoWA

chyHKLIAN OpwuruHan X

Kopg, PerncrpaunoHHbii
opvrmHana Homep
npocheccunoHasibHOro
CTaHfapTta

TpyaoBble AENCTBUS AHann3 pblHKa 0bpasoBaTesfibHbIX YCMYr U MOTPEebHOCTeR opraHv3auun B
00yyeHun nepcoHana

Paspa6oTka naaHOB, METOAUYECKUX MATEPUasioB, Y4YeGHbIX MAaHOB U
MporpammM, MPOEKTOB JIOKa/IbHbIX aKTOB MO O6Y4YeHW0 U  Pa3BUTUIO
nepcoHasna, BKItoYas OLEHKy 3aTpat

OpraHuzauua MeponpusaTuii No 06y4eHnio nepcoHana

MoaroToBka NpeanoXeHuii o GoOpMUPOBaHNIO OHOAKETa Ha OpraHM3auuio
06yuyeHuns nepcoHana

AHaIn3 ahheKTVBHOCTM MEPONPUATHIA NO 0BYYEHNIO NEpcoHaNa

Heob6xoanMmble yMeHUst AHaNM3MpoBaTb 1 onpeaesnsTb NOTPeGHOCTM B 06yUYeHnM rpynn nepcoHana B
COOTBETCTBU C LIE/ISIMW OpraHm3aumum

Paspa6aTtbiBaTb n/aHbl MNOAFOTOBKW, MEPENOAroTOBKA W MOBbILLEHUS
KBanMdpmKaLum KagpoB, yuebHble niaHbl M NporpamMmbi

AHa/IM31MpoBaTh PbIHOK 06pa3oBaTesibHbIX YCYT U FOTOBUTL MpPeasiokKeHus
Mo NOCTaBLLMKaM YCyr

OpraHun3oBbIBaTh 06yyatoLLye MeponpusTus

CoCTaBNATb U KOHTPO/IMPOBATL CTaTbM PACXOAOB Ha 06yuyeHue nepcoHana
A5 NIaHVPOBaHWS GHOKETOB

P3.3pa6aTbIBaTb N KOMN1eKToBaTb y‘—le6HO-MeTO,D,I/ILIECKI/Ie OOKYMEHTbI

Mpon3BoanTb OLEHKY 3¢hhEKTMBHOCTU 0BYYEHNs NnepcoHana

Mpov3BoaUTL NpeaBapuTe/bHbIE 3aKyrnouyHble npoueaypbl U odopmieHne
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COI'IyTCTByPOLLI,GVI AOKyMeHTaunmn no 3ak/in4yeHno 4oroeopos

Pa6oTaTb C WH(OPMALMOHHLIMA cucTEMaMK W 6Gasamyi  AaHHbIX MO
nepcoHany

Paspab6aTbiBaTe M ODOPMAATL AOKYMEHTbI MO MNpoLeccam opraHv3aumu
06y4eHUs nepcoHana u ux pesynbTaTam

CobnogaTb HOPMbI 3TUKM [e/1I0BOro obLeHns

Heob6xoanmble 3HaHWS MeTofbl, MHCTPYMEHTbI UCC/ieAoBaHNsA NOTPEGHOCTY B 06yUYeHnn nepcoHasna

MeTogonorus obyyeHns

TexHonoruy, MeToAbl 1 METOAVKN NPOBEIEHNS aHanM3a 1 cucTemaTuaLum
[IOKYMEHTOB 1 MHhopMaLK

Mopsiaok pa3paboTky N1aHOB MOATOTOBKM, NMEPENOArOTOBKU W MOBbILIEHNS
KBaIMhuKaLym KagpoB, y4ebHbIX NIaHoB 1 Nporpamm

Cuctembl, MeTofbl M OPMbl MaTepuasbHOr0O 1 HemaTepuasibHOro
CTVMY/IMPOBaHNA TPyAa nepcoHana

TexHonorum n MeToabl PoOPMUPOBAHUST U KOHTPOSIS BHOAXKETOB

Mopsaok BeAeHUst ydeTa M OTYETHOCTU MO MOAFOTOBKE U  MOBbILEHWHO
KBa/IMchukaLum nepcoHana

OCHOBbI [IOKyMEHTO060POTA U [AOKYMEHTALIMOHHOTO 06€ecneyeHus

OCHOBbI TEXHOIOTNN nponssoacTea N AeATENNbHOCTN OpraHmn3aunmn

OcHoBbI 006LLell 1 COLMasIbHON MCUXOMO0TUW, COLMOSIOTUA 1 MCUXO0TUN
TpyAa

Mopsgok  MpOBeAeHVs  3aKynmoyHbiX  npoueayp 1 odhopmiieHus
COnNyTCTBYOLLEN AOKYMEHTaL MUK

CTpyKTypa opraHusaLmm

TpyaoBoe 3aKOHOAATENILCTBO U MHbIE aKTbl, COAepXallie HOpMbl TPYA0BOro
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA M HOPMATMBHbLIE MPABOBbLIE aKThbl
Poccuiickoin ®egepaunm, B HacTU BeeHUsI AOKYMEHTAaLMK MO NepcoHasty

OcCHOBbI HA/IOTOBOrO 3aKoHOAATeNbCTBa Poccuiickoil ®eaepauym

OcHOBbI 3akOHOgaTeNnbCcTBa 06 06pasoBaHun Poccuiickoin degepaunn

3akoHoaaTenbCcTBO Poccuiickoil ®egepauumn 0 NepcoHasibHbIX AaHHbIX

JNokanbHble HOpMAaTVBHbIE akTbl OpraHusauuu, peryavpywme obydyeHue
nepcoHana

Mopaaok 3ak/ioyeHnss 40roBopos (KOHTPAaKTOB)

HopMbl 3TVKM AEe/10BOro 06LEHUS
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Basosble OCHOBBbI NHopMATUKN, CTPYKTYpHOE nocTpoeHne

NHOPMALMOHHBIX CUCTEM U OCOBEHHOCTY paboTbl C HUMK

[Apyrue xapakTepucTyku

3.4.3. TpypoBas (hyHKLMS

OpraHu3auus agantaumm n CTaXUPOBKKX YpoBeHb
HavmeHoBaHune nepcoHana Kog D/03.6 | (noaypoBeHb) 6
KBanudurkaumm

3anMcTBOBaAHO
13 opurmHana

MponcxoxaeHve TpyLoBOiA

chyHKLAV OpuvrnHan X

Koa PermctpauyoHHbIi
opurmHana HomMep
npodheccrMoHaIbHOTO
cTaHzapTa

TpyaoBble AeicTBUS AHa/IM3 yCneLlHbIX KOPNopaTUBHLIX MPaKTUK Mo opraHusauun agantauum u
CTaXMpOBKe NepcoHana

Paspa6oTka nnaHoB agantalum, CTaXMPOBKM NepcoHana ¢ OLEeHKoM 3aTpar

OpraHu3auus MeponpuaTuii No aganTtauum, CTXMPOBKE NepcoHana

MoaroToBka NpeasioXeHuli No COBEPLLUEHCTBOBAHUIO CUCTEMbI afanTauuu,
CTaXMPOBKM NepcoHana

MoaroToBka NpeasiokeHuid No opmMMpoBaHUD BHOMAKETA HA OpraHM3aumio
ajanTaumm n CTaXMpOBKY NepcoHana

AHann3  3PPEKTMBHOCTM MEpPOMNpUATMIA MO aganTauuy U CTaXMPOBKE
nepcoHana

Heob6xoanMmble yMeHUst OnpepfensiTb rpynnbl NepcoHasa Assi CTaXMPOBKU U aganTaumum

Onpepensite pabouvie MecTa A/is NPOBELEHUS CTAXUPOBKA U ajanTtauuu
nepcoHasna

CornacoBblBaTh MEPOMNPUATUA afanTali U CTKUPOBKA C BO3MOXHOCTAMM
Nnpou3BOACTBA

Mpou3BOANTL aHa/IM3 M OLEHKY pe3y/bTaToB ajantauum u  CTaXUMPOBOK
nepcoHana

CocTaBnATb MNpepsioKeHNs M KOHTPOMMPOBaTb CTaTbW pPacxodoB  Ha
nporpammbl U MEPOMPUSTUAA NO adanTaumm U CTaKMPOBKE nepcoHana Ans
nnaHnpoBaHus 6aKeToB

Mpov3BOAUTL OLEHKY 3GIEKTVBHOCTM MeponpusaTuii No  agantauui u
CTaXMPOBKE NepcoHana

BHeapsiTb CUCTEMbI BOB/IEYEHUSI PAGOTHMKOB B KOPMOPATUBHYIO KY/TbTYypY
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Vcnonb3oBaTb I/IHdJOpMaLI,I/IOHHbIe CUCTEMbI 1 6a3bl OaHHbIX MO nepcoHasy

Co6noaTh HOPMbI 3TUKM 1€/10BOT0 06LIEHUS

Heo6xoanmble 3HAHWS MeToabl aganTaLuum 1 CTXNPOBOK

TexHonoruy, MeToAbl U METOAVKM NPOBELEHUA aHaNM3a U cucTemaTusaumm
[IOKYMEHTOB 1 MHhopMaL K

MopsaoK pa3paboTku NaHOB aganTauuu nepcoHasia Ha HOBbIX pPatounx
MecTax, MOAroTOBKW, MepPenoAroToBKM W  MOBbIWEHUS  KBaMmKaLumm
nepcoHasna u opraHM3auum CTaXnpoBOK

MopsiAOK COCTaB/ieHWss CMeT 3aTpal Ha ajantauMio UM CTaKMPOBKY
nepcoHana

MopAadok BegeHWA yyeTa W OTYETHOCTM MO ajantauum N CTaKUPOBKE
nepcoHasia

Cuctembl, MeTofbl M QOPMbl MaTepuanbHOrO 1 HemaTepuasibHoOro
CTVMY/IMPOBaHNA TPyAa nepcoHana

TexHonorum n mMetTogbl (bOpMVIpOBaHVIFI N KOHTPO/14 6IO,EI,)KGTOB

OCHOBbI TEXHOIOTN NMPON3BOACTBA U AeATEeNIbHOCTU OpraHu3aumm

OcHoBbl 06Lieil 1 counasnbHO NCMXONOrMK, COLMOMOMMA U MCUXOSOrnK
TpyAa

CTpykTypa oOpraHuM3auMmM W BakaHTHble  JO/KHOCTM  (Mpodheccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAepXallie HOpMbl TPYA0BOro
npasa

OcHOBbI HA/IOTOBOTO 3aKoHoAATENbCTBA Poccuiickoin deaepaunm

3akoHoaTenbCTBO Poccuiickoii deaepalmy 0 NepcoHasbHbIX AaHHbIX

JloKasibHble HOPMATUBHbIE aKTbl OpraHu3auum, perynpyroLme agantaumo
CTaXMPOBKY NnepcoHasa

OCHOBbI OKYMEHTO060pOTa M AOKYMEHTALMOHHOIO 06ecneyeHns

MopanokK 3ak/ioyeHns 40roBopos (KOHTPAKTOB)

HopMbl 3TVKM AE€/10BOro 06LLEHUS

BasoBble OCHOBBI NHOpMaTMKK, CTPYKTYpHOE NocTpoeHne
NHPOPMALMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMK

Jpyrue xapakTepucTyku

3.4.4. TpypoBas hyHKLMSA
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AAMVHMCTPUPOBaHWE MPOLIECCOB U
[lOKyMeHTO060pOoTa N0 PasBUTUIO 1
npocpeccrmoHancHol Kapbepe, 06yyeHuto,
ajanTaumm n CTax1poBKe NepcoHana

YpoBeHb
Koa D/04.6 | (nopypoBeHb) 6
[CER W ETY

HanmeHoBaHue

7 NMCTBOBaH
MpoucxoxaeHne TpyL0BOiA OpuiruHan X 3aMMCcTBOBaHO
doyHKUMN 13 opuUrMHana

Kopg, PerncrpaunoHHblii
opvruHana Homep
npocheccuoHasbHOro
cTaHfapTa

TpyAaoBble AelicTBUS AHanM3 MpPOLECCoB, MPaBW 1 MOPSIAKOB OpraHM3auMu npu npoBeAeHUn
MeponpuaTUiA No pasBUTUIO U MPOCIECCMOHAILHON Kapbepe, 06yuyeHuto,
ajanTauym n CTaXNPOBKE NepcoHana

JokymeHTaLnoHHoe odhopM/IeHe pe3ynbTaToB MEPONPUATHIA N0 pPasBUTUIO
N npodbeccuoHanbHOM Kapbepe, 00y4YeHuo, agantaumm U CTaKUPOBKE
nepcoHana

MoAroToBka WHAMBUAYa/IbHLIX MNPEA/IOKEHUA Ha OCHOBE pe3y/bTaToB
npoBeAeHnss MeponpusaTWiA No pasBUTUIO KU NpodeccrnoHanbHOl Kapbepe,
06y4yeHunIo, aganTtaummn 1 CTaXXMpoBKe NepcoHana

MoaroToBka NPEAsIOKEHU MO COBEPLUEHCTBOBAHWI CUCTEM O06GYYeHus,
ajantauym U CTaXMPOBKWU, Pa3BUTUS U MOCTPOEHWS NPOPECCUOHATLHOI
Kapbepbl nepcoHana

ConpoBoOXaeHne  [0OTOBOPOB MO  OKa3aHMI0  KOHCY/bTAUMOHHbIX,
MHDOPMALMOHHBIX  YCyr, HeobXoAUMbIX A/ MPOBEAEHUs  0Gy4YeHus,
ajanTtaumMu U CTaXMPOBOK, PasBUTUSI W TMOCTPOEHUSI MNPOCPECCUOHASIBEHON
Kapbepbl MepcoHana, BK/uas MNpefBapuTeNibHble Mpoueaypbl MO KX
3aK/1H04eHNI0

BbinonHeHne TpeboBaHWii MO XpaHeHW WHopMaunM 0 pesynbTaTax
0o6y4yeHMsl, agantaumm U CTaXMPOBKM, PasBUTUA U NOCTPOEHMUS
npodeccnoHasibHON Kapbepbl NepcoHana

Heobxoanmble ymMeHUs OdghopMAsATb AOKYMEHTbI MO BOMpocam NpoBeAEHMS 06yYeHUs, agantaumumn u
CT@XUPOBKW, PasBUTUS U MOCTPOEHMS MPOCECCUOHANIBHON  Kapbepsbl
nepcoHana, npeaocTaB/isieMble B rocyapcTBeHHbIe opraHbl,
npocheccuoHasibHble  COH3bl UM gpyrMe  NpeAcTaBUTE/IbHbIE  OpraHbl
paboTHMKOB

O6ecneurBaTbh AOKYMEHTALMOHHOE CONPOBOXAEHME 0GYUYEHNS, afanTaumm n
CTaXXMPOBOK, Pa3BUTUA W MNOCTPOEHMS NPOCIECCUOHA/ILHON  Kapbepsl
nepcoHana

AHa/IM3MpoBaTh NpaBwuia, Npoueaypbl U NOPSAKU NPOBeAEeHUs] 06yYeHus,
ajanTauyMu U CTaKMPOBKM, PasBUTUSI W TMOCTPOEHUSI MPOCPECCMOHATILHON
Kapbepbl NepcoHana

OpraHu130BbIBaTh XpPaHeHVe JOKYMEHTOB B COOTBETCTBUM C TPeGOBaHUAMU
3akoHogatenbcTtBa Poccuiickoii depepauny M N0Ka/IbHbIMK - akTamu
opraHusaumu
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AHanusuposatb  OOKYMEHTbI n nepeHocuTb WHhopmaLuio B

MHDOPMAaLMOHHbIE CUCTEMbI U 6a3bl AaHHbIX

BecTu yyeT 1 peructpaumio 4OKyMEHTOB B MH(IOPMALMOHHBIX CUCTEMaX U Ha
MaTepuasibHbIX HOCUTENISAX

Pab6oTaTtb ¢ MHGPOPMALUNOHHLIMK CUCTEMaMu 1 6a3aMu AaHHbIX MO BoNpocam
0obyuyeHnsl, agantauMm U CT@XKMPOBKM, pPasBuUTUA U MNOCTPOEHMUSA
npod)eccuoHasibHO Kapbepbl NepcoHasna, BeAeHUs yyeTa KaHAMAaToB Ha
BakaHTHbIe AO/MKHOCTYK (Mpodheccuu, cneunasnbHOCT)

BecTu genoByto nepenunucky

CobnogaTtb HOPMbI 3TUKM Ae/I0BOro obLeHus

Heo6xoAnMble 3HAHWS MopsAoK 0POPMEHNS, BEIEHUSI 1 XPAHEHWST AOKYMEHTALMKN, CBSI3aHHON C
cucTeMoii 06yyeHusi, afanTtauym U CTaXMPOBKW, PasBUTUS U MOCTPOEHWS
npodeccroHanbHOM Kapbepbl NepcoHana

Mopsgok  (QOpMUMpOBaHWS, BefeHWs 6GaHka [JaHHbIX O  MepcoHasle
opraHv3aumu n npefocTaB/ieHNst OTYETHOCTU

HopmaTuBHble NpaBoOBble akTbl, PEryfMpyloliMe npaBa U 0653aHHOCTM
rocylapCTBEHHbIX OPraHoB M OpraHu3auuy fno NpPefoCTaB/IEHUIO YUYETHON
[LOKyMeHTaLmm

Mopsiaok ohopMeHUst OKYMEHTOB, NPeAoCTaBSEMbIX B FOCYapCTBEHHbIE
OpraHbl 1 MHbIe opraHn3auum

OCHOBbI JOKyMEHTO060pOTa U JOKYMEHTALMOHHOrO 06GecneyeHns

Mopsaok  MpOBeAEHWst  3aKymoyHbIX — npouedayp W odhopmiieHus
COMNyTCTBYIOLLEN AOKYMEHTALMUN

CTpykTypa opraHu3auuMm W  BakaHTHble  AO/MKHOCTM  (npodieccum,
cneunanbHOCTH)

TpyZoBOE 3aKOHOLATE/LCTBO U MHbIE aKThl, COAEPXKALLME HOPMbI TPYAOBOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA M HOPMATMBHbIE MPABOBbLIE aKThbl
Poccuiickoit ®egepaunm, B HacTu BeeHUSI AOKYMEHTALIMK N0 NepcoHasty

OCHOBbI HA/IOTOBOr0 3aKoHOAATeIbCTBa Poccuiickoii deaepauym

3akoHoAaTeNbCTBO Poccuiickoii defepaln o nepcoHanbHbIX AaHHbIX

TexHonoruy, MeToAbl U METOAMKM NPOBELEHUA aHaNM3a U cucTemaTusaumu
[IOKYMEHTOB 1 MHhopMaL K

JlokanbHble HOPMAaTWMBHbIE aKTbl OpraHusauun, perynvpyrowme nopsiaok
pasBuUTMS W MNOCTPOEHMS NpPOdeCcCUOHasIbHON  Kapbepbl, 00y4YeHus,
aganTauum 1 CTaXXMPOBKM NepcoHana

MopsaoK 3ak/1HoUeHUst 40roBOPOB (KOHTPAKTOB)

HopMbl 3TVKM 1€10BOr0 06LLEHNS
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Basosble OCHOBBbI NHopMATUKN, CTPYKTYpHOE nocTpoeHne

NHOPMALMOHHBIX CUCTEM U OCOBEHHOCTY paboTbl C HUMK

[Apyrue xapakTepucTyku

3.5. O606ueHHast TpyaoBas PyHKLMS

[JesATenpHOCTb NO opraHnsauun Tpygda u YpoBeHb
E 6
HaumerosaHe |op o nepcoHana Ko KBanudmkaymm
ggggcéz)ﬁﬂ?;re 0BOW OpwuruHan X 3aMMCTBOBAHO
t PyA 13 opurnHana
doyHKLUMN
Kopg, PerncrpaunoHHbiii
opvrmHana Homep
npocheccnoHasibHoro
CcTaHgapTa

Bo3MOXHble HanmeHoBaHMA | CneunanmcT No HOPMUPOBAHMIO 1 onnarte Tpyaa
[OMKHOCTEN, npodheccuin CneumanncT nNo opraHusauum 1 onnate Tpyaa
Cneyynannct no KoMNeHcaumsm u brotam
Cneuvanuct no nepcoHasny

MeHe[xep no nepcoHasny

TpeboBaHuMs K Bbicliee obpa3oBaHme

06pa3oBaHunIo N 06yyYeHno | JononHUTeNbHoe NpodeccnoHasibHoe obpasoBaHue - NPOrpamMmbl
npod)eccuoHasIbHO NepenoaroToBkKM B 06/1aCT 3KOHOMMWKN, HOPMUPOBaHWS
1 onsiaTel TPyA4a, MPOrpaMMbl NOBbILIEHNS KBa/IMQIUKaLUN

TpeboBaHMs K ONbITY -
NpakTU4YecKoin paboTbl

Oco6ble ycnoBums gonycka K
pa6boTte

[pyrue xapakTepucTyku

JononHnTe IbHbIE XapaKTepUCTUKN

HavMeHoBaHWe foKyMeHTa Kog | HaumeHoBaHve 6a30BOW rpynmbl, AO/MKHOCTM (Npodheccnn) nam
cneuuanbHOCTH
OK3 2412 CneunanncTbl No Kagpam n npodopueHTaumnm
3423 CneuunanucTbl KagpoBbIX CYXO 1 yUpexaeHWin 3aHATOCTY
EKC - VH>XeHep No HOpMUPOBaHMIO Tpyaa
- TexHuK no Tpyay
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- SKOHOMMCT MO TPyAY

- MeHemxep no nepcoHasy

OKnAaTP 27755 OKOHOMUCT Mo TpyAy

22956 VHcnekTop no kagpam

3.5.1. TpypoBasi hyHKUMS

OpraHu3sauusa Tpyaa nepcoHana YpoBeHb
HavmeHoBaHue Kopg, E/02.6 |(nomypoBeHb) 6
KBanudrkaumm

3anMcTBOBaAHO
13 opurMHana

MponcxoxaeHve TpyaoBoi

chyHKLIAN OpwuruHan X

Kop, PerncrpaumoHHbIit
opvrnHana Homep
NpoecCUoHasIbHOIo
cTaHfapTa

TpyaoBble AeicTBUS AHanM3  yChelHbIX  KOPMOpaTMBHLIX  MPakTMK MO opraHu3auum
HOPMWUPOBaHWSI  TpyAa A48 Pas3/iMuHbIX  KaTeropuii  nepcoHana,
0COBEHHOCTEN NPOM3BOACTBA U AESTENBHOCTM OpraHu3aLmm

Paspa6oTka CcUCTeMbl OpraHusauuu Tpyda nepcoHasna U nopsigka
HOPMWPOBaHMS Tpya Ha Paboumx MeCTax C OLLEHKOI 3aTpaTt Ha nepcoHan

BHegpeHne cucTembl opraHusauuy Tpyaa nepcoHana W KOHTPOSsS Hag,
HOPMUpPOBaHWEM C  OMnpegefieHneM  TPYLOEMKOCTWM,  HOPMAaTUBHOI
UYNCMEHHOCTHN, rpadimkoB paboT 1 yCoBMiA onnaTbl Tpyaa nepcoHana

BbisiBfieHVE pe3epBOB NOBbILIEHUS MTPOU3BOAMTENILHOCTY TPYAA U KauecTBa
HOPMWPOBaHMWs TpyAa, NOATOTOBKA NPeASIOKEHUI MO U3MEHEHWSIM YC/TOBWUIA
¥ onnaTtbl TpyAa nepcoHana

MoaroToBKa NpeanoxeHuin No hopMUpPoBaHNIO GHOMKETA HA OpraHM3auuio
TpyAa nepcoHana

OnpegeneHne aphekTMBHOCTU paboTbl CUCTEMbI OpraHusaumMm Tpyga wu
HOPMMPOBaHKA TpyAa Ha pabounx MecTtax

Heobxoanmble yMeHNst BHeapaTb MeToAb! paLoHasibHOl opraHusauum Tpyaa

P8.3pa6aTblBaTb niaHbl opraHn3ayUOHHbIX U TEXHNYECKNX Meporlpl/IFITI/IVI no
NOBbILLWEHUO NPON3BOAUTENBHOCT TPpyAa

AHanM3npoBaTb COCTOSIHUE HOPMUPOBaHWS Tpyda, KayecTBO HOPM,
nokasaTenei no Tpyay

AHanuavpoBaTtb 3PMEKTUBHOCTL PaboThl CMCTEMbI OpraHusauumM Tpyaa
nepcoHasia U HOPMMPOBaHWS TPYAA Ha PaboUrx MecTax

KoHcynbTaHTINOC
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Mo ynpaB/EHNIO NEPCOH. .. [arta coxpaHeHus: 20.02.2017

CocTaB/isiTb M KOHTPOMMPOBATb CTaTbM PAacXOfOB Ha onnaty Tpyaa
nepcoHana Ans naaHMpoBaHnsl GHOIKeTOB

Pa6oTtaTb C WHMOPMALMOHHLIMM CcUCTEMaMM U 6asaMu  AaHHbIX MO
HOPMMPOBaHUIO 1 onnaTe TPyAa nepcoHana

PaspabaTbiBaTb 1 0YOPM/IATL AOKYMEHTbI N0 HANpPaBAEHNUIO AesATeNIbHOCTM

CobnogaTb HOPMbI ATUKM Ae/10BOro 06LeHus

Heob6xoanmble 3HaHWS MeTofbl yueTa U aHasIM3a nokasarteneii no Tpyay 1 onnate Tpyaa

MeTOAbI onpepgeneHuna, OuEeHKN n CpaBHEHUA I'IpOI/IBBO,CI'CTBEHHOI‘ﬁ
MHTEHCUBHOCTU M HanpsXXeHHOCTU Tpyaa

MeTozbl HOPMUPOBaHUS TPyAA

Me>|<0TpacneBb|e N oTpacneBble HOpMaTuBbl TPYAOBbLIX 3aTpart

CoBpeMeHHble (POpPMbl, CUCTEMbI OMNiaTbl U ydyeTa NPOW3BOAUTE/TbHOCTU
TpyAa nepcoHana

Cuctembl, MeTofbl M (POPMbl MaTEPUa/IBHOTO U HEMAaTepPUasIbHOro
CTMMYNIMPOBaHKS TpyAa nepcoHana

TexHoorMM 1 MeToab! (DOPMUPOBAHNMS U KOHTPOSS GHOIKETOB

TexHonoruu, MeTofbl U METOAVKM NPOBEEeHUst aHann3a u cucTemMaTmsaumm
[IOKyMEHTOB 1 MHhopMaLK

OcHoBbI ,qOKyMeHTOO60pOTa N OOKyMeHTalNOHHOIo obecneyeHns

Mopspok Tapudpmkauum paboT M paboumx, YCTaHOBAEHWUS [O/HKHOCTHbIX
oKnafoB, gonnaTt, HagbaBokK M Ko3hdUUMEHTOB K 3apaboTHOW nnate,
pacuyeTa CTUMYMPYIOLMX BbiNaaT

TapuHO-KBaNTMNKaLMOHHbIE CNPaBOYHMKN PaboT 1 npodieccuii paboumx n
KBa/IMOMKALMOHHbIE XapaKTEPUCTUKN JO/MKHOCTEN CryXallnx

OcCHOBbI TEXHOTOTUN npomnssoacTea 1N AeATE/IbHOCTU OpraHmn3aunm

CTpykTypa opraHusauum W  BakaHTHble  OO/MKHOCTM  (npodieccum,
cneunanbHOCTK)

KapgpoBas nonuTrka v cTpaTerusi opraHmsaumm

JKOHOMMKA TpyAa

OcCHOBbI 06Lleli 1 couMasibHOW MCUXONOMMN, COLMOMOTMA WU MCUXO0TN
TpyAa

TpyAoBOe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKALLME HOPMbI TPYA0BOTO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA W HOPMATVBHblE MPaBOBblE aKTbl
Poccuiickoit ®egepauum, B 4acTi BeAeHUs1 AOKYMEHTALMK No NePCoHany

OcCHOBbI HA/10rOBOroO 3aKkoHoZaTenbcTBa Poccuiickoin degepaumm

KoHcynbTaHTINOC
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3akoHoAaTeNbLCTBO Poccuiickoin defepalym o0 NepCcoHasIbHbIX AaHHbIX

JNlokanbHble HOPMAaTMBHbLIE aKTbl OpraHu3auuW, Peryivpylolime nopsaok
opraHusaumu Tpyaa 1 HopMUPOBaHWS NepcoHana

Mopsafok 3akoyeHns 4oroBopoB (KOHTPAaKTOB)

HopMbl 3TVKM AE/10BOr0 06LLEHMUSI

BasoBble OCHOBbI NHOpMaTUKK, CTPYKTypHOE NnocTpoeHne
NHPOPMALIMOHHbBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMMU

Jpyrue xapakTepucTyku -

3.5.2. TpypoBas dhyHKLMSA

OpraHusauusa onnatbl Tpyaa nepcoHana YpoBeHb
HavmeHoBaHune Kog E/01.6 |(nogypoBeHb) 6
KBanudurkaunm
7 3anmcTBOBaHO
lMpouncxoxaeHve TpyLosoun OpuruHan X
doyHKUMM 13 opurnHana
Kog PernctpaunoHHbIii
opvruHana Homep
npodeCcCnoHasILHOIo
CTaHfapTta
TpyLoBble fencTeus AHanM3 ycnelHbIX KOPNOpaTMBHbIX MNPaKTUK MO0 OopraHv3auun CUCTeMbl
onnaTbl TpyAa nepcoHana
Pa3paboTka cuctemsbl onaTel TPyAa nepcoHana
dopmupoBaHMe  nnaHoBoro  6Gwmketa  poHAa onnatsbl Tpyaa,
CTUMYNIVPYIOLLMX N KOMMEHCALMOHHBIX BbIMaTt
BHeapeHve cuctemsbl onnartbl Tpy4a nepcoHasna
MoaroToBka NpeaioXeHuii N0 COBEPLUEHCTBOBAHMIO CUCTEMbI OniaThbl Tpyaa
nepcoHana
Heobxogumble ymeHus CocTaBnATb M KOHTPO/MpOBaTb CTaTbM pacxofoB Ha onnaty Tpyga
nepcoHana s naaHMpoBaHus 6104KeToB 1 (hOHA0B
MNPYMEHsATb  TEXHOMIOTMM  MaTepuasibHON  MOTMBaUMM B yrNpaB/ieHum
nepcoHanom
Pa3pabartbiBaTb KOHUENUWMIO MNOCTPOEHUS MOTUBAUMOHHBLIX  Mporpamm
paboTHUKOB B COOTBETCTBUM C LLE/IAMU OpraHu3aumm
AHanm3npoBaTb COBPEMEHHbIE CUCTEMbl oOnfatbl W MaTepuasibHOM
(MOHeTapHo) MOTUBaUMW TpyAa 415 Leei opraHnsanmm
AHanusnposatb YPOBEHb On/iaTbl Tpyga MepcoHasia no COOTBETCTBYHOLLUM
KoHcynbTaHTINOC
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npodheccrMoHasbHbIM KBa/IMthUKaLmusm

MpPOBOANTL MOHUTOPUHT 3apaboTHOV NNaThbl HA PbIHKE Tpyda

AHaIM3npoBath (hopMbl MATEPUA/IBHOTO CTUMY/IMPOBAHMS, KOMMEHCALUMA 1
NbIOT B Onjiate TpyAa nepcoHana

Pa6oTaTth ¢ MHPOPMALIMOHHLIMU CUCTEMaMK U Ga3ami AaHHbIX Mo onnate
TpyAa nepcoHana

CocTaBnATb NPOrHO3bl PA3BUTUSI ONNaThl TPyAA NepcoHana

CobnogaTb HOPMbI 3TUKM Ae/1I0BOro obLeHns

Heobxogumble 3HaHUS dopmbl 1 cucTeMbl 3apaboTHOI NNaThl, NOPSA0K COCTaB/IEHMS BIOAKETOB

Cuctembl, MeTofbl M QOPMbl  MaTeEPUaNbHOTO ¥ HeMaTepuasibHOro
CTVMY/IMPOBaHNA TpyAa nepcoHana

TexHonoruy 1 MeToibl HOPMUPOBAHNS U KOHTPONS 6H0AXKETOB U (POH/I0B

Mopagok Tapudmkaumm paboT u paboumx, YCTAHOBMEHWUS [AO/HKHOCTHbIX
oknagos, ponsaT, HagbaBok U KoahdmumeHToB K 3apaboTHOW nnarte,
pacyeTa CTUMY/IMPYIOLLMX BbinaaT

METO,EI'bI onpeaeneHna YACNEeHHOCTHU pa6OTHI/IKOB

TapudHO-KBaNIMNKaLMOHHbIE CNPABOYHMKN PaboT 1 npodieccuii pabounx u
KBa/IMOMKALMOHHbIE XapaKTEPUCTUKN AO/MKHOCTEN CyXaLLmX

MeTogpl y4eTa 1 aHa/m3a nokasartesneii no Tpyay v 3apaboTHoi nnarte

TexHonoruy, MeToAbl U METOAVKM NPOBELEHUA aHaNM3a U cucTemaTusaumm
[IOKYMEHTOB 1 MHhopMaL K

KagpoBasi nonuTvka n ctpaTervsi opraHmsauum

CTpykTypa opraHuMsauMM W  BakaHTHble  JO/HKHOCTM  (Mpodheccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENILCTBO U MHbIE aKTbl, COAepXallie HOpMbl TPYA0BOro
npasa

OcCHOBbI HA/IOTOBOTO 3aKoHoAATENbCTBA Poccuiickoin deaepauum

3akoHoaTenbCTBO Poccuiickoii deaepalmy 0 NepcoHasbHbIX AaHHbIX

JNokanbHble HOpMATMBHBIE aKTbl OpPraHn3aLun, peryvpylowye onnaty Tpyaa

OCHOBbI TEXHOIOTN NPON3BOACTBA U AeATEeNIbHOCTN OpraHu3aumm

OcHoOBbI AOKyMGHTOOﬁOpOTa N OOKyMeHTaunOHHOIo obecneyeHnst

Mopsi0K 3aKM0YEHNS OTOBOPOB (KOHTPAKTOB)

OcHoBbl 06Leil 1 counasnbHO NCUXOMOrMK, COLMOMOTMA U MCUXOSOrnK
TpyAa

KoHcynbTaHTINOC
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HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

BasoBble OCHOBBI MHDOPMATHKMY, CTPYKTypHOE NOCTpOEHNe
MHOPMALMOHHBIX CUCTEM U 0CO6EHHOCTY PabOTbl C HUMU

Jpyrve xapakrepuctukum

3.5.3. TpypoBas (hyHKLMSA

ALMVHUCTPUPOBaHME NMPOLLECCOB U YpoBeHb
HanmeHoBaHune [OKyMeHTOoo60poTa no Bonpocam opraHusaumnm Kog, E/03.6 (noaypoBeHb) 6
Tpyaa n onnatbl nepcoHas1a KBaJ'II/ICbI/IKaLI'VII/I
n 3anmMcTBOBaHO
[NpoucxoxaeHne TpyL0Bomn OpuruHan X
doyHKLUMN N3 opurnHasia
Kop, PernctpaunoHHbiii
opvrnHana HOMep
npocdeccuoHanbHOro
CcTaHfapTa
TpypoBble gelicTens AHanu3 MpoueccoB [AOKYMEHTO060pOTa, JIOK&/IbHbIX LOKYMEHTOB MO
BOMpocam opraHusaumn onaartbl U Tpyaa nepcoHasna
OdhopmMneHve 4OKYMEHTOB MO BoMNpocam onsathl U TpyAa nepcoHana
MoaroToBKa NpeasioXeHnin No Bonpocam onnaTbl U Tpyaa nepcoHana
MoaroToBka MPeA/IOKEHWU A MO COBEPLUEHCTBOBAHUID CUCTEMbI OMniaTthl U
opraHusauunn Tpyaa nepcoHana
JokymeHTauMoHHoe W1  opraHu3aunoHHOE  COMPOBOXAEHWe  CUCTEMbI
opraHusaumm 1 onnatbl Tpyha nepcoHana
MoprotoBka M 06paboTka 3anpocoB M yBEAOM/IEHUA O paboTHMKax B
rocyapCTBEHHblE OpraHbl, MPOJIECCMOHA/IbHbIE  COK3bl W Apyrue
npeacTaBuTeNbHbIE OpraHbl pPaboTHWKOB, MO CUCTEMaM onnatbl W
opraHusaummn Tpyaa nepcoHana
ConpoBoxaeHne  [00OroBOpPOB no oKasaHuio KOHCYNbTAUNOHHBIX,
MH(OPMALMOHHBIX YCMIYr MO CUCTEMam onnatbl WM opraHMsaumMmM Tpyaa
nepcoHana, BkawYyasa npeasaputesnbHble npoueaypbl Mo nx 3aknioyeHnio
Heobxogumble ymeHus O6ecneunBaTb [AOKYMEHTALMOHHOE COMPOBOXAEHME MepONpuATUA  No
onsare n opraHusauumn Tpyga nepcoHana
OchopMnATb JOKYMEHTblI MO BOMpocam onfaatbl WM opraHusaumMuM Tpyaa
nepcoHana, npegocrasnsemble B rocygapCcrBeHHble opraHsl,
npoceccuoHasibHble COK3bl W ApyrMe  npeacTaBUTENbHbIE  OpraHbl
paboTHUKOB
AHanmM3mpoBaTb HOPMaTMBHbIE M MeToAMYeckme OOKYMEHTbl Mo BoOnpocam
onnartbl 1 opraHnsauun Tpyaa nepcoHasna
KoHcynbTaHTINOC
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OpraHun3oBbIBaTh XpPaHeHVe JOKYMEHTOB B COOTBETCTBUM C TPeGOoBaHMSMU
3aKkoHogaTenbCcTBa Poccuiickoin  degepauyy M NOKa/IbHBIMU - aKTaMm
opraHusaumu

BecTu yueT 1 peructpaumio JOKYMEHTOB B MH(IOPMALMOHHBIX CUCTEMAX U Ha
MaTeprasibHbIX HOCUTENISX

Pa6oTaTb C MHGIOPMALIMOHHLIMM CUCTEMAMI 1 6a3aMK aHHbIX N0 CcUCTEMAM
onnatbl U opraHM3auum Tpyaa nepcoHana

Mpon3BoaUTL NpeABapuTesibHbIE 3aKyrnouHble npouedypbl 1M OhOPMASTb
CONYTCTBYIOLLYHO AOKYMEHTALMIO N0 3aK/UYEHNIO JOrOBOPOB

BecTv enoByto nepenicky

CobntogaTb HOPMbI 3TUKN A€/10BOr0 06 EeHUs

Heo6xoAnMble 3HaHWS MopsaoK OPOPMIEHNS, BEAEHUSI U XPAHEHWS AOKYMEHTAUMKU MO CUCTEMaM
onniaTbl M opraHu3auum Tpyga nepcoHana

HopmaTvBHble MpaBOBble akTbl, Perynupyloume npasa W 0653aHHOCTU
rocyapCTBEHHbIX OPraHoB W OpraHU3auMy Mo NpeAoCcTaB/IEHNID YYETHOI
AOKYMEHTaLWK

TexHonorun, MeToAbl 1 METOAVKN NPOBEEHUS aHanM3a 1 cucTemaTualmm
[IOKYMEHTOB 1 MHhopMaLK

JNlokanbHble HOPMATMBHbLIE akTbl OpraHW3auuu, Perynvpylowme nopsifok
onnaTbl, OpraHM3aummn U HOPMMPOBaHNSA TPyAa

OCHOBbI OKYyMEHTO060pOTa M AOKYMEHTALMOHHOTO 06ecneyeHns

Mopsigok chopmypoBaHUs, BeLEHUs GaHka [JaHHbIX U NpPefocTaBeHUs
OTYETHOCTM MO cUCTEMaM OnJaThbl U OpraHU3aLuu Tpyaa nepcoHana

TpyAoBOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKALLME HOPMbI TPYA0BOIO
npasa

OCHOBbI apXMBHOMO 3aKoHOJATe/IbCTBA W HOPMAaTWBHbIE MPaBOBblE aKTbl
Poccuiickoin ®epepauym, B YacTy BefeHusi AOKYMEHTaLUMK NO NepcoHasy

OcHOBbI HA/10roBOro 3aKkoHogaTenscTBa Poccuiickoii Pepepaumn

3akoHoaaTenbCTBO Poccuiickoit ®egepauymn 0 NepcoHasibHbIX AaHHbIX

Mopanok 3ak/ioyeHns 40roBopos (KOHTPAKTOB)

Mopsaok  MpoBefdeHus  3aKymoyHbIX  npouedayp W odhopmiieHus
CONyTCTBYIOLLEN AOKYMEHTALUN

HopMbl 3TVKM AEe/10BOro 06LEHUS

BasoBble OCHOBBI MHhOPMaTUKMY, CTPYKTYypHOE MOCTPOEHNE
MHPOPMALMOHHBIX CUCTEM 1 0CO6EHHOCTM PaboThl C HUMU

Opyrvie xapakTepucTikui

KoHcynbTaHTINOC
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3.6. O6006LIeHHast TpyaoBas PyHKLMSA

JeAatenbHoCTb Mo opraHusaumm YpoBeHb
o o F 6
Hanviexosarne KOprnopaTuBHOM COLMaIbHON MONTUKN Koa KBanumkaymm
ggggcéﬁﬁp‘o;ime OBOW OpwuruHan X 3aMMCTBOBAHO
Ll PYyA 13 opurmHana
PyHKLUMN
Kop, PerncrpaunoHHbii
opuruHana Homep
npocdeccuoHanbHOro
cTaHfgapTa

Bo3MOXHble HanmeHoBaHMSA | CneunanmcT No coumabHbIM NporpaMmam

[OMKHOCTENR, npodheccuin Cneumanuct no pabote ¢ npeAcTaBUTENbHbIMW OpraHammy paboTHMKOB
CneumanncT no KOpnopaTMBHOWN CoLManbHOM NONNTUKE

Cneuvanuct no nepcoHasny

MeHexep no nepcoHasny

TpeboBaHMs K Bbicliee obpa3oBaHune

06pa3oBaHunIo N 06yyYeHNo | JononHUTeNbHoe NpodeccnoHasibHoe obpasoBaHue - NPOrpamMmbl
npod)eccuoHasIbHO NepenoaroToBKM U NPOrpaMmbl NOBbILLEHNS
KBanudmkaumm B 06/1aCTU coumasibHbIX Nporpamm

TpeboBaHMs K ONbITY -
npakTU4eckol paboTsl

Ocobble ycnosus gorycka K
paboTte

[Apyrue xapakTepucTyku

LlononHuTenbHble XapakTepucTUkm

HavmeHoBaHue goKymeHTa Kopg, HanmeHoBaHne 6a30BOiA rpynnbl, 4O/MKHOCTM (Npodieccui)
NN cneynanbHoOCTH

OK3 2412 CneunanncTel No Kagpam 1 npodpopueHTaLmm
3423 CneunanncTbl KaapoBbIX CAYXO 1 yupexaeHWin 3aHATOCTH
EKC - Cneuunannct no kagpam

- MeHemxep no nepcoHasy

OKnAaTP 27755 OKOHOMMUCT Mo Tpyay

22956 VIHCneKTop no Kagpam

OKCO - -
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3.6.1. Tpypoas hyHKLMS

Pa3paboTka KopnopaTUBHO coLmasnibHO YpoBeHb
HavmeHoBaHne NMOSNTUKN Kopg, F/01.6 |(nomypoBeHb) 6
KBanudurkaumm

3anMcTBOBaAHO
13 opurnHana

MponcxoxaeHve TpyAoBOiA

chyHKLAV OpuvrnHan X

Koa PermctpauyoHHbIi
opurmHana HomMep
npogheccrMoHasIbHOTO
cTaHzapTa

TpynoBsble AEVICTBI/IFI AHanNn3 ycnewHbIX KOpnopaTnBHbLIX NPaKTUK Mo opraHusauMm counasibHOro
napTHepcTBa, cou,maanoM OTBETCTBEHHOCTU M COUMa/IbHbIX NporpamMmm

Pa3paboTka KopnopaTMBHbIX COLMasIbHbIX MPOrpamm

Pa3pa60TKa CUCTeMbl Bbinnat pa6OTHI/IKaM CoUunasibHbIX JIbIOT

OpraHusaLus NeperoBopoB € MPOtECCMOHA/IbHBIMU COO3aMKU U APYTMMU
npeacTaBUTe TbHbIMU opraHamu paGOTHVKOB, 06LL1eCTBEHHbIMU
opraHusauvsiMu, B3auMoeincTBre C rocy4apCTBEHHbLIMU OpraHamu

MoarotoBka npeasioXeHnii no  hopMmMpoBaHU0  GoMpKeTa B 4acTu
obecrneyeHns KOpnopaTUBHOI COLMaTbHOW MNOANTUKN

Heobxoavmble yMeHNst Onpenensit  UefeBble  TPynnbl  MepcoHana  Ans pa3paboTku
CNeuMan3npoBaHHbIX COLMasIbHBIX NPorpamm

JOBOAUTL VMHGIOPMALMIO O COLMasIbHLIX MporpamMmmax Ao LeneBbIX rpynn
nepcoHasia ¢ UCrosib30BaHNEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHVKaLWIA

OnpefensiTb KPUTEPUN 1 YPOBHU YI0B/IETBOPEHHOCTM NepcoHana

VMicnonb3oBaTb MaTepuasibHble U HemMaTepuasibHble CUCTEMbI, MEeToAbl U
CpOprI MoTuBaunn B ynpaBJsieHUN NnepCcoHas1IoM

Onpefensitb 06beMbl CPeACTB AN peai3auuy CouMasibHbIX TapaHTuid,
KOPNOPAaTUBHBLIX fIbIOT U UHbIX 3/IEMEHTOB KOPMOPATMBHBLIX COLMAbHbIX
nporpaMm Ass hopM1poBaHust GIoAKETOB

CocTaB/fisiTb M KOHTPO/IMPOBaTb CTaTbyW PaCXOAOB Ha  CoUMasibHble
nporpammbl AJisi NaHUPOBaHUS GIOAKETOB

Mpon3BoaUTL NpeaBapuTESIbHbIE 3aKyNOYHblE Npoueaypbl M 0(DOPM/IEHNE
CONyTCTBYIOLLEl AOKYMEHTALMM MO 3aK/THUYEHNIO JOTOBOPOB

CobnogaTb HOPMbI ATUKM Ae/10BOro 06LeHUs

HeobxoanMble 3HaHWS Mopsigok M MeTofbl pa3paboTkM MJaHOB U MporpamMmM  COLMAIbHOMO
pasBUTWSI OpraHm3aumm

MeToabl aHanIM3a BbINO/IHEHUA COLMasIbHLIX NporpamMm 1 onpeesieHnsa ux

KoHcynbTaHTINOC
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3KOHOMMYECKOI 3DEKTUBHOCTH

Cuctembl, MeToAbl M POpPMbl MaTepuanbHOTO U HeMaTepuasibHOro
CTMMY/IMPOBaHKS TpyAa nepcoHana

TexHonoruM 1 MeTos! (DOPMUPOBAHNS N KOHTPOSS BHOAKETOB

MeTogpl  NPOBEAEHWs  COLMOSIOTMYECKUX  UCCMeA0BaHUA,  U3y4YeHus
06LeCTBEHHOr0 MHEHUSA

TexHonoruu, MeTofbl U METOAVKM NPOBEEeHUst aHan3a u cucTemMaTmsaumm
[IOKyMEHTOB 1 MHhopMaLK

MopsigoK  NPOBEAEHWS  3aKYMOuYHbIX  Mpouesyp U 0dopM/IeEHUs
CONyTCTBYIOLLEN LOKYMEHTaLUK

OcHOBbI I'IpOI/ISBO,EI,CTBEHHOVI AEeATENIbHOCTU opraHnsauunn

OcHOBbI 06LUeli 1 couMasibHOW MCUXONOTMN, COLMONOTMA WU MCUXO0TN
TpyAa

CTpyKTypa, uenu, ctpaTerns U kagposasi NonnTrka opraHnsauum

TpyAoBoe 3aKOHOAATENILCTBO U MHbIE aKTbl, COAEPXKALLMe HOPMbI TPY0BOrO
npaea

OCHOBbI HA/TOrOBOTO 3aKoHOAATEbCTBA Poccuiickoin denepaumm

HopmaTvBHble NpaBOBble akTbl, Perynupylolpue npaBa U 0653aHHOCTY
rOCYyAapCTBEHHbIX OpPraHoB, MNPOECCUOHAIbHLIX COH30B U APYrUX
npeACTaBUTE IbHbIX OPraHOB PaGOTHVKOB

3akoHogaTenbCcTBO Poccuitickon degepaumm 0 NnepcoHasbHbIX AaHHbIX

NokanbHble HOpMAaTMBHbLIE aKTbl OpraHu3auuW, Peryvpytolme nopsaok
thopMrpOBaHUS COLMAsTLHOM NOMUTHKM

OcHOBbI MPaBOBOrO perynupoBaHua Poccuiickori defepauuy  nopsigka
3ak/1l04EHMN [,OTOBOPOB (KOHTPAKTOB)

HopMbl 3TVKM AE/T0BOr0 06LLEHMUS]

BasoBble OCHOBbI MHDOPMATHKMY, CTPYKTypHOE MOCTPOEHNEe
MHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaBoThl C HAMMU

Apyrve xapakrepucTuku -

3.6.2. TpynoBas (pyHKLMA

Peanunsauusi KopnopaTtMBHOW COLMAsIbHON YpoBeHb
HanmeHoBaHue NOJSINTUKN Kop, F/02.6 (noaypoBeHb)
[CEN e
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[ata coxpaHeHus: 20.02.2017

MpovcxoxaeHne TpyLoBoOW
yHKUNN

3anMcTBOBaAHO
OpurnHan X
P 13 opurnHana
Koz PernctpaunoHHbii
opvrnHana HOMep
npoceccuoHanbLHOro
cTaHfapTa

TpyaoBble AeRCTBUS

BHegpeHWe KOpMopaTVBHbLIX COLMasIbHBIX MporpaMM, B TOM 4uc/ie Mo
couManbHO NoaaepXKKe OTAENbHbIX FPynn PaGoTHUKOB

Peanmsauus cucTembl COLMa/IbHBIX fIbrOT, BbIMJAT paGoTHUKAM C y4eToM
Tpe6oBaHuit 3aKkoHoaTeNnbCTBA Poccuiickoii deaepatimm

OueHka y[oB/IETBOPEHHOCTM MNEepcoHasia KOPMopaTuMBHON  COLMasIbHOM
NOJINTUKOIA

OueHka 3(h(heKTUBHOCTM MeEpPONpuUsATUA  KOPNOpPaTUBHOW  couuasibHOl
MOSITUKU

MoaroToBka NpeAsiOKEeHWA MO COBEPLUEHCTBOBAHUIO  MepPOnpuUsTUl
KOpNopaTUBHOIA coLanbHON NOIMTUKM

MoproToBka NpeanoxeHuii No POPMMPOBaHUI0 BlogkeTa Ha peanusauumio
KOpNOpaTUBHO COLMAasbHOM NOMUTUKA U COLMaTbHBLIX MPOrpamm

Heob6xoavmble yMeHWsI

PaccunTbiBaTh 3aTpaThl HA MPOBEAEHNE CMNELMATN3NPOBAHHBIX COLMABbHBIX
nporpaMm

MpPOBOANUTL MOHUTOPUHI YCMELHbIX KOPMOPATMBHbIX COLMasIbHBLIX NPOrpamm

MpoBOAMTL MEpPONpUATMA B COOTBETCTBUM C KOPMOPATMBHON COLMa/IbHO
NONTUKOM

Onpep,enmb uenesble rpynnbl nepcoHasia ansa Co3gaHunA
cneynanmn3npoBaHHbIX counasibHbIX NporpamMmm

Onpefensitb KPUTEPUN 1 YPOBHM YI0B/IETBOPEHHOCTM NepcoHana

OnpegensaTtb 3(OEKTUBHOCTL MEPONPUATUI peasin3yemMoii KopnopaTUBHOWA
couManibHON NONTUKK

OpraHu3oBbIBaTb B3aMMOAENCTBME C  [OCYAAapCTBEHHbIMW  OpraHamu,
npocheccuoHasibHbIMU CO3aMu U APYTUMIU NPeLCTaBUTE/IbHbIMW OpraHamu
paboTHUKOB, OOLUECTBEHHLIMA W WHbLIMWM OpraHu3auusMM no Bonpocam
peanunsauum KOpnopaTUBHOL COLManbHOM NONTUKA

AHaNM3MpPoBaTb PLIHOK YCAYr MO COUMasIbHbIM U Cheuuasin3vpoBaHHbIM
nporpaMmam CoLvasibHOW NoAAepXKU USIeHOB LeNeBbiX Pynn U roTOBUTb
NpesIoXeHns No UX NocTaBLUKaM

Mpoun3BoauTb MNpeaBapuTesibHbIe 3akyrnouyHble npoueaypbl U OOPMAATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/TH0UYEHNIO AOTOBOPOB

CobnogaTb HOPMbI 3TUKU ,e/10BOro 0bLeHus

Heobxogumble 3HaHUS

Bonpocsbl ynpaeneHusi coumasibHbIM Pa3BUTMEM OpraHmn3aLmim

KoHcynbTaHTINOC
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MeToAbl aHanu3a BbIMNOSIHEHNUS KOPMOPATUBHbLIX COLMasIbHbIX MporpamMm u
onpegeneHns nx 3kKOHOMMUYECKON 3hhEKTMBHOCTU

Cuctembl, MeToAbl, (UOPMbl  MaTepuasibHOTO 1 HemaTepuasibHOTo
CTVMY/IMPOBaHNSA TPyAa nepcoHasna

MeToAbl  MPOBEAEHMS  COLMOMOTMYECKUX  MCCiefoBaHWUiA,  U3yyeHusi
061L,eCTBEHHOIO MHEHWS

TexHonoruy, MeToAbl U METOAVKM NPOBELEHUS aHa/IM3a W cucTemaTmsaumm
[OKYMEHTOB 1 NHhopMaLK

HopmaTvBHble NpaBOBble akThbl, PEryvpylolMe npaBa W 06583aHHOCTU
rOCylapCTBEHHbLIX OpPraHoB, MPOIECCMOHA/ILHBIX — COW30B U ApYruX
NpeAcTaBUTESIbHbIX OpraHoB pPabGOTHWKOB MO MNPefOCTaB/IEHUID  YYETHOW
JOKyMeHTaLum

MopsigoKk  MpoBeAeHWs1  3aKymouyHbIX — Mpoueayp U odpopmMIeHNS
CONyTCTBYIOLEN AOKYMEHTaLUN

CTpyKTypa, uenu, cTpaTerns u kaaposasi NoNnTUKa opraHnsaumm

OcHoBbI HpOMSBO,D'CTBEHHOVI AEeATE/IbHOCTU opraHunsaunn

OCHOBbI 06LLIEl 1 coUMasibHON NCUXOMOTUK, COLMOMOTUIN 1N NCUXONOrnn Tpyaa

TpyaoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKALLME HOPMbI TPYAOBOMO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoit degepauum, B 4acTi BeAEHUS AOKYMEHTaLMMU No NepcoHany

OcHOBbI HA/10rOBOr0 3aKkoHogaTenscTBa Poccuiickoii Pepepavmn

3akoHoaaTenbCTBO Poccuiickoil ®eaepauymn 0 NePCoHasIbHbIX AaHHbIX

JlokasnibHble aKkTbl OpraHusauuv, perynupylowme nopsgok  BHeApeHUs
couMasibHON NONTUKK

MopsfoK 3akyYeHns A0roBopoBs (KOHTPaKTOB)

HopMbl 3TVKM AENOBOr0 O6LLEHMUS

BaszoBble OCHOBBI MHhOPMaTHKMY, CTPYKTYypHOE MOCTPOEHNME
MHPOPMALMOHHBIX CUCTEM 1 OCOBEHHOCTM PaboThl C HUMMU

Opyrvie xapakTepucTikun

3.6.3. TpynoBas hyHKUMSA

ALMUHCTPUPOBaHKE NPOLLECCOB 1 YpoBeHb
HanmeHoBaHune [OKyMeHTO060poTa No Bonpocam KoprnopaTuBHOI Kopg, F/03.6 | (noaypoBeHb)
COUMasIbHOW NOANTUKN KBasmdprkaumm
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[ata coxpaHeHus: 20.02.2017

MpovcxoxaeHne TpyLoBoOW
yHKUNN

3anMcTBOBaAHO
OpurnHan X
P 13 opurnHana
Koz PernctpaunoHHbii
opvrnHana HOMep
npoceccuoHanbLHOro
cTaHfapTa

TpyaoBble AeRCTBUS

AHa/IM3 MpPOLIECCOB  [OKYMEHTO060pOoTa, J/IoKasIbHbIX  [OKYMEHTOB MO
BONPOCaM KOprnopaTUBHOI COLMasIbHOR NONUTUKM

JOoKymMeHTaunoHHOoe ohopMNIEHNE pe3yNbTaToB KOPNOpPaTUBHON CoLMasibHOM
NOINTUKN

MoprotoBka NpeanoOXeHWii No pasBUTMIO  KOPNOPaTUBHOW  COLMasTbHONA
NONNTUKN

MoaroToBka  pe3ynbTaTOB  aHa/nM3a  COOTBETCTBUS  KOPNOpaTUBHON
couMansHoW  nonuTMkM  Tpe6GoBaHWsIM  3akoHoAaTesibecTBa  Poccuiickoii
deaepaumn 1 ycrioBMsIM pbiHKa Tpyaa

JIOKyMEHTaUMOHHOE U OpraHM3alOHHOE COMPOBOXAEHUE MeponpuaTuii
KOpNopaT1BHOIA coLyanbHOM NOIMTIKM

MoarotoBka M 06paboTKa 3anpocoB M YBeAOM/EHWI A O paboTHMKaX B
rocyapCTBEHHbIE OpraHbl, NPOECCUOHa/IbHbIE  COK3bl W Apyrue
npeactaBuTeflbHblE OpraHbl pabOTHMKOB MO BOMpOcaM  COLMasibHONA
NO/INTUKM B OTHOLLEHMM NepcoHana

ConpoBOXAeHNe  [O0roBOPOB MO  OKA3aHWI  KOHCY/NbTALMOHHbIX
MHPOPMALIMOHHBIX YCAYT MO MeponpuaTMSIM KOPNOPaTUBHOW CcoLMasibHO
NONUTUKK, BK/lOYasi NpeBapuTebHbIEe NPOLEAYPb! MO UX 3aK/THUEHUIO

n
7z

Heobxogumble ymeHus

OchopMnsATe  JOKYMEHTbI MO BOMPOCAM  KOPMOPATUBHON  couuasibHONA
NONNTUKN, npeaocTaensiemble B rocyaapCTBeHHble opraHsl,
npeacTaBuTesbHbIE OpraHbl PA6OTHUKOB

AHanusnpoBaTb  NpaBwuna, MNOpsAKW,  MNpoueaypbl  KOpNopaTUBHOWA
coUMasibHON NONTUKK

O6ecneuvBaTthb AOKYMEHTaLMOHHOE CONPOBOXAEHNE COLMANbHOW MOMNTUKM
B OTHOLUEHWW nepcoHasna

OpraHu130BbIBaTh XpPaHeHVe JOKYMEHTOB B COOTBETCTBUM C TPeGOoBaHMSIMU
apXMBHOIO 3aKoHogaTenbcTBa Poccuiickoli depepaunn U NOKaSIbHbIMM
aKTaMun opraHmsauum

Mpov3BoaUTL NpeABapuTesibHbIE 3aKyrnouHble npouedypbl M OhOPMASTb
COMYTCTBYHOLLYH AOKYMEHTALMIO MO 3aK/YEHNIO JOrOBOPOB

Pa6oTtath C I/IH(*)OpMaU.I/IOHHbIMI/I cuctemamm 1 6aszamm OaHHbIX MO BOMpocam
COLI,I/I&U'IbHOI7I NOJZINTUKN B OTHOLLEHNN NEePCOHas1a

BecTun yueT 1 pernctpaumto AoKYMEeHTOB B MHCDOPMALMOHHbIX CUCTEMAX M Ha
MaTepuasibHbIX HOCUTENAX

BecTtn genosyto nepenncky

KoHcynbTaHTINOC
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Co6/10aaTh HOPMbI 3TUKM [1€/10BOTO 06LLEHNS

Heobxoanmble 3HaHWS MopsiAoK 0ChOpPMIEHUS, BEIEHUS N XPAaHEHUS JOKYMEHTALMMN NO COLMabHOM
NOSINTUKE B OTHOLLIEHWM NepcoHana

Mopsigok chopmypoBaHUs, BeLEHUs GaHKka [JaHHbIX U NpPefocTaBeHUs
OTYETHOCTM MO BOMPOCaM CoLuasibHOM NOIUTUKY B OTHOLLEHUM NepcoHana

TexHo/orMn, MeToAbl U METOAVKM NPOBELAEHUS aHaNM3a U cucTemaTuauum
[LOKYMEHTOB 1 MHhopMaLu

OCHOBbI [IOKyMEHTO060POTA U [AOKYMEHTALIMOHHOTO 06ecneyeHus

Mopsaok  MpOBEAEHVs  3aKymouHbIX  npoueayp W ochopmiieHus
CONyTCTBYIOLLEN AOKYMEHTaL N

CTpykTypa opraHuM3auMmM W  BakaHTHble  JO/HKHOCTM  (Mpodheccuu,
cneumnanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAePXaLlMe HOpMbl TPYA0BOro
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA WM HOPMATMBHbLIE MPABOBbLIE aKThbl
Poccuiickoil ®egepaunm, B HacTU BeeHUsI AOKYMEHTaLMK MO NnepcoHasty

OcCHOBbI HA/IOTOBOrO 3aKoHOAATeNbCTBa Poccuiickoil ®eaepauym

HopmaTuBHble NpaBoBble akTbl, Perynmpylolie npasa UM 0683aHHOCTM
roCy/lapCTBEHHbLIX OpPraHoB, MNPOECCUOHA/IbHLIX COH30B W [ApYruX
npeAcTaBUTE/bHbIX OpPraHOB PaBOTHMKOB MO NPEeAOCTaB/IEHWI0  YUYETHOI
[OKyMeHTaLum

3akoHogaTenscTBO Poccuiickoi degepaumm 0 NepcoHasIbHbIX AaHHbIX

JNlokanbHble HOPMATMBHbLIE aKTbl OpraHuW3auuun, perynvpylowme nopsigok
BHEAPEHUS KOPMOPATUBHON COLMasTbHON NONUTUKM 1 COLMasIbHBIX MPOrpaMm

MopaaokK 3akyeHnst 40roBopoB (KOHTPaKTOB)

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

BasoBble OCHOBBI MHhOPMAaTHKMY, CTPYKTypHOE NoCTPOEHNe
MHDOPMALIMOHHBIX CUCTEM U 0CO6EHHOCTM Pa6oThl C HAMU

Jpyrue xapakTepucTyku

3.7. O6o6ueHHasa TpyaoBas pyHKUnS

OnepaunoHHOe ynpasfieHne NepcoHasIoM 1 YpoBeHb
HanmeHosaHve noapaszaenieHnemM opraHu3aumm Koa G [CEN Y !
[NpoucxoxaeHue
0606LLEeHHO TPYA0BOA OpurvHan X 3?':')“"3:332;‘:0
PyHKUMN P
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"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Mo ynpas/ieHUIO0 NEPCOH... [lata coxpaHeHus: 20.02.2017
Kop, PerncrpaunoHHbiii
opurnHana Homep
npocheccuoHanbHOro
cTaHgapTa

Bo3MoxHble HaMMeHoBaHNA | PykoBoauTeNb CTPYKTYPHOrO nogpasaeneHuns
[OMKHOCTER, npodheccuin HauanbHWK CTPYKTYpPHOro noapasaeneHms

TpeboBaHus K Bbicliee o6pasoBaHue - cneunanmTeT, Maructpartypa

o6pa3oBaHu1Io 1 06yyYeHNo | JononHUTeNsHoe NpodeccnoHasibHoe obpaszoBaHue - NPorpaMmmbl
npocheccnoHanbHO NepenoAroToBKM B 06/1aCTU yNpaBeHUsi NepcoHasIoMm,
onepavlyMoHHOro 1 TaKTUYECKOTO YNpaB/IeHNs; NPOrpaMmMbl MOBbILLEHUS
KBasMdpmkaLmmn B 0651aCTv ynpaBieHnsi nepcoHasioM, onepaLoHHOro 1
TaKTMYECKOro yrnpaB/ieHUst

Tpeb6oBaHMs K ONbITY He meHee nsTv neT B 0611acTy ynpasB/ieHns nepcoHasioM
npakTuyeckoli paboTsl

Oco6ble ycnosusa gonycka K
pa6boTte

Apyrve xapakrepucTuku

JlonosiHNTeNbHbIE XapaKTepUCTUKN

HanmeHoBaHMe JOKyMeHTa Kop, HanmeHoBaHne 6a30BOiA rpynnbl, 4O/MHKHOCTM (Mpodieccni)
NN cneynanbHOCTH

OK3 1232 PykoBogutenu nogpasgeneHuii (Cnyx6) ynpasneHus
Kagpamu 1 TpyA0BbIMU OTHOLLEHUAMU

EKC - HauvanbHuK oTaena kagpos

- HauanbHuK oTAena opraHusauum 1 onnatbl Tpyaa

- HauanbHUK oTAena nofroToBKM KaapoB

- HavanbHUK oTAena coLnasibHOro PasBUTUS

- 3aBeayHoLLmMii (Ha4aslbHUK) OTAE/I0M KaapoB

OKnAaTP 24063 MeHexep no nepcoHasty

3.7.1. TpypoBsas dhyHKUMSA

Pa3paboTka cuctembl onepaymMoHHOro YpoBeHb
HanmeHoBaHue ynpas/ieHusi NepcoHasiom 1 paboTbl CTPYKTYpHOro | Kop G/01.7 | (nopypoBeHb) 7
nogpasfeneHuns Ksasimdovkaumm
KOHCYH bTaHTINioC www.consultant.ru CtpaHuya 47 un3 66

HaeXHas npaBoBas noaaepXxkKa


consultantplus://offline/ref=0BAF0CBD52AC08F383B89AB9EDB0129E3790F0B30CE8A4929474468ECD606B6123C13CE8DA40C30207M2M
consultantplus://offline/ref=0BAF0CBD52AC08F383B89AB9EDB0129E3790F0B30CE8A4929474468ECD606B6123C13CE8DA40C30207M2M
consultantplus://offline/ref=0BAF0CBD52AC08F383B89AB9EDB0129E3792F0BD03E9A4929474468ECD606B6123C13CE8DA47C40C07M3M
consultantplus://offline/ref=0BAF0CBD52AC08F383B89AB9EDB0129E3792F0BD03E9A4929474468ECD606B6123C13CE8DA47C40C07M3M
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpuka3 MuHTpyga Poccum ot 06.10.2015 N 691H
"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC

Mo YNpaB/IEHUIO NMEPCOH...

[ata coxpaHeHus: 20.02.2017

MpovcxoxaeHne TpyLoBoOW
yHKUNN

3anMcTBOBaAHO
OpurnHan X
P 13 opurnHana
Koz PernctpaunoHHbii
opvrnHana HOMep
npoceccuoHanbLHOro
cTaHfapTa

TpyaoBble AeRCTBUS

AHann3 ycneLHbIX KopnopaTuUBHLIX NPaKTUK MO BONpocam CTpaTernyeckoro u
onepaTtuBHOro yrnpas/sieHnd nepCoHas1oM opraHmnsaunn

MocTaHoBKa onepaTuBHbIX Liefei No Bonpocam ynpas/ieHusi NepcoHasiom

Paspa6oTka niaHoB, NporpamMmM 1 NpoLeayp B ynpaB/iEHUN NEPCOHAIOM

Pa3paboTka npeanoxeHnin No CTPYKType nogpasfenieHns n noTpebHoCTn B
nepcoHane

PaspaboTka npeg/ioxeHuii No o6ecneyeHnto nNepcoHasioMm, )opMMpoBaHNIO
CUCTEM OLEHKM, pasBuUTUsA, onnaTbl TpyAa, KOPMNOpPaTUBHbLIM COLUManbHbIM
nporpaMmam 1 couuansHON NonTuKe

PaspaboTka npeanoxeHuii 0 3aTpatax M opMUpOBaHUO OGlomkeTa Ha
nepcoHan

Pa3pa60TKa I'Ipe,D,ﬂO)KEHI/IVI no 3akK/lYeHno A0roBopoB No ynpaBeHUO
nepcoHasioM C nocCTaBLWUWKaMn YyCnyr 1 npoBeaeHne npeasaputesibHbIX
npoueayp no nx 3akniyeHno

Heobxogumble yMeHMs

OpraHu13oBbIBaTb PaboTy NepcoHasia CTPYKTYPHOro noapasaesneHust

OnpefensTb 3a4ayn nepcoHana CTPYKTYpHOro NoApasfesnieHnsl, UCXoas W3
Lieneii u cTpatern opraHmsaum

Co3gaBaTb M ONWCLIBATb OPraHU3aUMOHHYIO CTPYKTYpY, Lenu, 3agauqu,
PyHKUMN CTPYKTYPHOTO NoapasaeneHus

MPUMEHSATb  MEeTOoAbl YMNpaBMeHUs  MEX/IMYHOCTHbIMWM  OTHOLUEHUSIMU,
hopMMpOBaHMS KOMaHA, pasBuTUS NMAEPCTBA U UCMOJSIHUTENIbHOCTY,
BbISIB/IEHUS] TANAHTOB, ONpeAesieHns yA0BeTBOPEHHOCTY PpaboTol

Onpepensitb, aHaIM3MPOBaTh, MOAENMPOBATbL U BbICTpauBaTh BHYTPEHHWE
KOMMYHVKaLMy nepcoHana

PaspabaTblBaTb NPOEKTHbIE NMPEASIOKEHNS U MEPONPUSTUS N0 3DDEKTUBHON
pa6oTe nepcoHana

BHeapsiTb cTpaTternio no ynpaeseHno NepcoHasiom

CocTaBnATb, paccuuTbiBaTb, KOPPEKTMPOBATb M KOHTPOAMPOBATb CTaTby
pacxofoB Ha NepcoHasl, pa3pabaTtbiBaTb MNPeASIOKEHUS MO 3aTpatam Ha
nepcoHan ans opmmnpoBaHus brogxeta

MpeacTaBnsATb  WHTEPEcbl  OpraHusauum UM BECTU  MeperoBopbl  C
npoghecCcrMoHa/IbHBIMM COK3aMU 1 APYTMMK NPEACTaBUTE/IbHBIMW OpraHamMu
paGoTHMKOB, B3aMMOZECTBOBATb C FOCYAAaPCTBEHHbIMY OpraHu3aLsiMu

KoHcynbTaHTINOC
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AHa/M3vpoBaTb MHOpMaUMKd MO  MocTaBwykam yciyr B 06/actu
ynpas/fieH1si NEPCOHASIOM U MO YC/IOBKSIM 3aK/H04aEMbIX LOTOBOPOB

Mpou3BoauTb NpefBapuTesibHble 3aKyno4Hble npoueaypbl U 0dOpMAATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/UYEHNIO [JOFOBOPOB

Pab6oTaTtb ¢ MHGPOPMALUNOHHLIMK CUCTEMaMu 1 6a3aMu AaHHbIX MO BoNpocam
ynpaBfieHUsi NepcoHasIom

OpFaHVIBOBbIBaTb M NpoBOANTb KOpNopaTuBHbIE MEPONPUATUA C NepCcoHa/IOM

Co6noaTh HOPMbI 3TUKM €/10BOT0 06LLEHUS

HeO6XO,CI,I/IMbIe 3HaHUA MeTogpl, crnocobbi 1 MHCTPYMEHTbI ynpaB/ieHUA NnepcoHa/iom

Lienw, cTpatervsi passuTist U GU3HeC-nnaH opraHnsaLmm

Monutnka ynpaBsieHna rnepcoHasioMm opraHmnsaumm

MeToAbl aHann3a KoNMYeCTBEHHOIoO 1 KAYeCTBEHHOIO cocTaBa nepcoHana

CucTembl CTaHZAPTOB Mo GU3Hec-npoueccamM, Npodeccusim, HopMam Tpyaa

CucTtembl, MeToabl W (IOPMbl  MaTepUasibHOIO U HemaTepuanbHOro
CTUMY/IMPOBAHUS TPYAA NepcoHasna

TexHonoruy u MeToasl HOPMUPOBAHNS U KOHTPOSSI BHOAKETOB

Mopsaok  MpoBefdeHus  3aKymoyHbIX — npouedyp W odhopmsieHus
CONyTCTBYIOLLEN AOKYMEHTALUN

OCHOBbI NPOV3BOACTBEHHOI AEATENbHOCTY OpraHu3aL

OcHoBbI 06LLel ¥ COUMaNIbHOI MCUXOMOTUW, COLMOMIOTMA U MCUXOMOTN
TPyAa, 3KOHOMUKM TpyAa, 6e30nacHbIX YCIoBuWiA Tpyaa

CTpyKTypa opraHmsauum

TpyAoBOE 3aKOHOAATENLCTBO U UHbIE aKTbl, COAEpPXaLlye HOPMbl TPYAOBOro
npasa

OCHOBbI apXMBHOMO 3aKOHOAATE/IbCTBA U HOPMATUBHbIE MPaBOBbLIE aKTbl
Poccwiickoin ®epepauym, B YacTu BeeHUs1 AOKYMEHTAUMN N0 NEPCOHaTY

OCHOBbI HA1OrOBOro 3aKkoHoAaTeNbcTBa Poccuiickoin ®egepaunm

OCHOBbI MUrpPaLMOHHOTO 3aKoHoAaTenbCTBa Poccuiickoii defepauuu, B
yacTV NPUBMIEYEHNS N TPYLOYCTPOWCTBA UHOCTPAHHBIX TpaxaaH u vy 6es
rpaxgaHcTaa

OcHOBbI aAMUHNCTPATUBHOIO 3akKoHOA4aTe/IbCTBa B obnactu ynpaB/ieHus
nepcoHasioM n OTBETCTBEHHOCTN AOJ/IXHOCTHbIX L,

3akoHogaTenbCcTBO Poccuiickoin depgepaunmn no 3awmte NepCOHasIbHbIX
JaHHbIX

JloKaslbHble HOPMAaTMBHbIE aKTbl OpraHusaumMM B 061acTU  ynpaB/eHus
nepcoHasiom
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MopsAaoK 3aK/1H0UeHUst 40roBOPOB (KOHTPAKTOB)

HopMbl 3TVKM 1€M10BOr0 06LLEHNS

Ba3soBble OCHOBbI MHpOPMATMKK, CTPYKTYpHOE MOCTpOeHne
MH(OPMALMOHHBIX CUCTEM U OCOBEHHOCTY paboTbl C HAMK

[Jpyrue xapakTepucTyku

3.7.2. TpypoBasi (hyHKLMS

Peanunsauus onepawlmoHHOro ynpasseHus YpoBeHb
HanmeHoBaHne nepcoHasiom n paboTbl CTPYKTYPHOro Kop, G/02.7 | (nogypoBeHb) 7
nogpasgenexusi KBasmdprkaumm

3anMcTBOBaAHO
13 opurMHana

MponcxoxaeHve TpyaoBoi

chyHKLIAN OpwuruHan X

Kop, PerncrpaumoHHbIit
opvrnHana Homep
NpoecCUoHasIbHOIo
cTaHfapTa

TpyaoBble AeicTBUS MnaHvpoBaHve AesTeNIbHOCTM NoApasAeNeHns u nepcoHana

OnepaTtuBHOE ynpaBs/ieHe NepcoHasioM NoApPasae/IeEHNs opraHu3aLmm

PacueT 3aTparT no nogpasfeneHvio U NOAroTOBKa nNpeasioxeHuii ans
hopmMmupoBaHus broopxkeTa

Paspa6oTka CTaHAapTOB AeATeNbHOCTVM noAapasfenieHnss U yHudmkaums
npoueccos

MpoBeAeHNe NHCTPYKTaXKa Mo OXpaHe Tpyaa

MocTaHoBKa  3agay  paboTHMKaM CTPYKTYPHOrO nogpasfeneHus,
onpegenieHve pecypcoB A/1s1 UX BbINO/THEHWUS, KOHTPOSIb UCMOMHEHWS

AHanM3 MMaHOB M OTYETHOCTM TMOAYMHEHHbIX pPabOTHUKOB, paspaboTka
NpeanoXeHnii No ynyyllueHuno nokasatesnei AeaTenbHOCTY NnoapasaeneHns

dopMMpoBaHMe 0TYETOB 0 paboTe CTPYKTYPHOTo noapasaeneHus

Heobxogumble yMeHMs Onpeaensitb 30Hbl OTBETCTBEHHOCTU 1 3DPEKTUBHOCTMN PaboTbl NepcoHana
CTPYKTYPHOrO nogpasfesnieHnsi, pacnpefenstb 3agads u obecneumsBaTb
MaTepuanibHO-TEXHUYECKNE PECYPCHI ANS1 UX UCNOSTHEHUS

MpUMEHsATL MEeTOAbI ONEPATUBHOIO YNpaB/IeHUsl NEPCOHANIOM OpraHu3aLum

KoHTponiMpoBaTb UCMNOSTHEHNE nopyquMﬁ n 3aga4y, BHOCUTb CBOEBPEMEHHbLIE
KOppeKunn B niaHbl 1 3agavn

OnpepensaTs  nokasatenu ahchekTnBHOCTM paboTbl nepcoHana
nogpasgenexust

KoHcynbTaHTINOC
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YnpasnaTbe MOTMBALUMEl NepcoHasia, ero BOBMIEYEHHOCTbIO U AUCLUM/INHON
TpyAa

CocTaBnATb  NnaHbl  AEATENIbHOCTM  CTPYKTYPHOTO  nogpasfesieHus
opraHmsaumu

CocTaBnaTb, paccunTbiBaTb, KOPPEKTUPOBAaTb M KOHTPO/IMPOBATL CTaTbi
pacxoAoB CTPYKTYpPHOro noapasaeneHuns Ansi QOpMUPOBaHUs G104KETOB

Mpov3BOAUTL aHAN3 TEKYLLEN AeSTeNbHOCTU CTPYKTYPHOTO noapasaeneHns
1 BHeAPATb NpoLeaypbl Mo ee onTMMmu3anum

MpeAcTaBnsiTb  WMHTEPEChbl  OpraHusauMnm U BECTU  MEeperoBopbl ¢
rocyaapCTBEHHbIMI OpraHaMu, NpodeccuoHasibHbIMK Col3am U ApYrumin
npefcTaBUTe/IbHbIMU OpraHamy paGoTHVKOB MO BOMpOcam nepcoHana

BecTv neperosopbl C MOCTaBLUMKAMMU YC/Yyr MO YC/MOBUAM 3aK/oyaeMbixX
[lI0TOBOPOB

Mpon3BoaUTL NpeABapuTesibHbIe 3aKyrnouHble npouedypbl 1M OOPMASTL
CONYTCTBYIOLLYHO AOKYMEHTALMIO N0 3aK/YEHNIO JOrOBOPOB

MpoBoAWTb ayanT Pe3ynbTaToB PaboTbl C NePCOHANIOM

Pa6oTaTtb ¢ MHG)OPMALUNOHHLIMK cUcTeEMaMu 1 6a3aMu AaHHbIX MO BoNpocam
ynpaBfieHUsi NepcoHasIom

Co6/0aaTh HOPMbI 3TUKM [1€/10BOT0 06LLEHNS

Heob6xoanmble 3HaHWs Teopun ynpasneHysi NepCoHasIOM 1 ero MOTUBALIMY

MeToabl aHanMsa BbINO/IHEHUSA MAAHOB W 3afjad, onpefeneHns  ux
3KOHOMUYECKON 3h(hEeKTMBHOCTM

®opMbl 1 METOABI OLIEHKM NepcoHasnia U pesy/ibTaTtoB Ux Tpyaa

TexHOMorMy onepaTBHOIO YNPaB/IEHNS NEPCOHAIOM OpraHu3aLum

Cuctembl, MeTofbl M QOPMbl  MaTepuasbHOrO ¥ HemaTepuasibHOro
CTVMY/IMPOBaHNA TPyAa nepcoHana

TexHonorum n MeToabl POPMUPOBAHUST U KOHTPOSIS BHOAXKETOB

Teopun 1 METOAbI YNIpaB/IEHUS pa3BUTUEM NepcoHana

OKOoHOMUKA Tpyaa

OpraHu3aLUMoHHO-ITaTHAst CTPYKTypa opraHusauum

MonnTrKa ynpae/ieHns NePCOHasIOM M CoLasibHan NoiMTuKa opraHusalm

Lle.l'll/l, CTpaTternd passutma n 6usHec-nnaH opraHusaumnm

MeToAMKM NSIaHMPOBaHMS U NPOrHO3MPOBaHUsl NOTPEBHOCTU B NepcoHasie

MopsAoK yperyimpoBaHust TpyA0BbIX CNIOPOB

TpeboBaHMA 1 NpaBuia NpPoBeAeHns ayamTa paboTbl C MePCOHa/IOM
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"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
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dopmbl counasibHoro napTHepcTea n B3aVMO/encTBNA c

NpoghecCcMOoHa/IbHBIMM COK3aMU 1 APYTMMK NPEACTaBUTE/IbHBIMU OpraHamMu
pabOoTHMKOB, U MHLIMW OpraHn3aLUaMm

Mopsaok 0hopMIEHUS KaAPOBbIX AOKYMEHTOB U NPUAAHUS UM HOPULNYECKO
CUnbl

MopsAaok  MpoBefieHVst  3aKymodHbIX  npouedyp W odhopmsieHus
COMYTCTBYIOLLEN AOKYMEHTALMN

TpyZoBOE 3aKOHOLATE/BLCTBO U MHbIE aKThl, COAEPXKALLME HOPMbI TPYLAOBOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA M HOPMATMBHbIE MPABOBbLIE aKThbl
Poccuiickoit ®egepaunm, B HacTu BeeHUsI AOKYMEHTALIMK N0 NepcoHasny

OCHOBbI HA/IOTOBOr0 3aKoHOAATebCTBA Poccuiickoii ®eaepauym

OCHOBbI MUrpaLMOHHOIO 3akoHogaTtesnibcTBa Poccuiickoit degepauumn, B
yacTun NPVB/IEUEHMSI N TPYAOYCTPONCTBA NHOCTPAHHbIX TpakaaH u vy, 6es
rpaxkgaHcTea

OcHoBbI aAMUHNCTPATUBHOIO 3akKoHOAaTE/IbCTBa B obnactu ynpaB/ieHus
nepcoHasIoM " OTBETCTBEHHOCTN AOJ/IXHOCTHbIX JINL,

3akoHoaTenbCTBO Poccuiickoii deaepalimy 0 NepcoHasbHbIX AaHHbIX

JloKaslbHble HOpMaTMBHbIE akTbl OpraHu3auuy B 4acTu  ynpas/ieHust
nepcoHasiom

OcHOBbI MpPaBOBOro perynMpoBaHus Poccuiickoli ®egepaumn  nopsaka
3aK/THOUEHMS TPaXAaHCKO-NPaBOBbIX AOTOBOPOB

HopMbl 3TVKM Ae/10BOro 06LEHUS

BasoBble OCHOBBI MHhOpMaTUKMY, CTPYKTYypHOE MOCTPOEHNE
MHPOPMALMOHHBIX CUCTEM 1 0COBEHHOCTM PaboThl C HUMU

Opyrvie xapakTepucTikui

3.7.3. TpynoBasi (hyHKUMSA

A,D,MI/IHVICTpI/IpOBaHVIe npoueccos n y
H [OKyMeHToo60poTa no onepaumoHHOMY K G/03.7 poBEHb 7
anmeHosanne ynpaB/iEHNIO NEPCOHA/IOM 1 paboTe CTPYKTYPHOro oA ) (nopyposeHb)
nogpasaeneHuna KBaﬂMq)MKaU'MM
MpoucxoxaeHne TPyL0BOiA 3aMMCTBOBaHO
yHKUNN Opuruxan X 13 opurnHasna
Kog PernctpaunoHHbiit
opurMHana HoMmep
NpPodIECCUOHAITLHOTO
cTaHgapTa
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"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT [JokymeHT npegocTasneH KoHcynbTaHTIAtOC
Nno ynpas/IEHNIO NMEPCOH... [ata coxpaHeHus: 20.02.2017
TpyLoBble fencTeus AHa/IM3 npoLeccoB AOKYMEeHTO060poTa, JIOKa&U/lbHbIX  [OKYMEHTOB MO
BOMpOCaM  OMepaLvoHHOro  ynpasfieHNss nepcoHasioM 1 paboTbl
CTPYKTYpHOro nogpasaeneHus, 6u3Hec-npoLeccos opraHunsaumu,

YA0BNETBOPEHHOCTU NepcoHana

[loKyMeHTaUMoHHOe odopMIIEHNE Pe3y/IbTaTOB ONepaLyoHHOro yrnpaB/ieHus
nepcoHanomM 1 pa6oTbl CTPYKTYPHOTO NoapasaeneHns, pesynbtaToB ayauTa
paboThbl C NepcoHasIoM

MoaroToBka MNpeAsniokeHWid No  pasBUTUI0O  CUCTEM  OMepaLMoHHOro
YNpaB/IeHUs1 NepcoHa/loM U paboTbl CTPYKTYPHOrO MoApasfesnieHws, o
Heo6XxoAVMbIM KOPPEKTUPYIOLLIMM U NMPEBEHTMBHLIM Mepam

Pa3paboTka cucteMbl aHanIn3a 1 KOHTPoNA paboThl NepcoHana

KOHTpONb, cpaBHEHVWe M aHanmM3 npoueccoB B 06/71acTM  onepaTuBHOIO
yrnpaBneHus NepcoHasioM, pe3ynbTaToB YNpaBfeHYEeCKUX MeponpusTuii,
onpefeneHne (OakTOpoB, BbI3bIBAMOLIMX OTKJOHEHME OT  MAHOBbIX
nokasartenei

MoaroToBka M 06paboTKa 3anpPocoB, YBEAOM/IEHWUIA, CBEAEHUIA O pabOTHUKaxX
B rOCY[apCTBEHHbIE OpraHbl, NPOGECCUOHa/IbHbIE COH3bl, O6LLECTBEHHbIE
opraHusaymm

ConpoBoXaeHe AOrOBOPOB OKasaHUA YCMyr Mo BOMNpPOcam OnepaTvBHOrO
ynpas/fieHUsi NEPCOHA/IOM 1 paboTe CTPYKTYPHOTO noApasAeneHusl, BkIoyas
npeaBapuTesbHble NpoLeaypbl MO UX 3aK/UEHNIO

MogroToBka npeasioxeHuii no chopmupoBaHuio 6HOM4KeTa Ha nepcoHasn
opraHmsaumu

BbinonHeHne Tpe6oBaHWI MO XpaHEHWIO WHGIOpMauuKM O pesynbTaTax
[EeiCTBAS CUCTEM OMEPALMOHHOTO YMpPaB/iEHWS MEPCOHA/IOM M paboThl
CTPYKTYPHOrO nofdpasaeneHus

Heob6xoaymble yMeHs KOHTponMpoBaTb NPOLIECCHI yNpaB/ieHUs NepcoHasioM MoApasaeneHuii,
onpefensaTb UX PesynbTaTVBHOCTL U BbIABAATL (PAKTOPbI OTKIOHEHWIA OT
N1aHOBLIX NapamMeTpoB

PaspabaTbiBaTh NPoOrpaMMbl AOCTUKEHUS Liesieli 1 onepaTUBHOMO peLLIeHUs
3aaad noapasaeneHuii

AHanm3npoBaTtb, paspabatbiBatb U OCWOPMASIT  AOKYMEHTbI MO
onepaTyBHbLIM NpoLeccam 1 nx pesysbtartam

MpoBoAUTL ayauT KaApoBbIX NPOLIECCOB, Npoueayp, 0OPMIEHNA KaLpPOBbIX
[IOKYMEHTOB 1 [JOKYMEHTOB M0 YNPaB/EHNIO NepCOHa/IOM

KOHTpONMpoBaTb pacxofoBaHVe GHOIKETOB Ha NepcoHa

OchopMnIATL AOKYMEHTbI MO OMEPaLMOHHOMY YNpPaB/IEHUID NEPCOHASIOM U
pabote  CTPYKTYypHOrO noapasaeneHus, npeaocTaB/IsieEMble B
rocyapCTBEHHbIE OpraHbl, NPeACTaBUTE IbHbIE OpPraHbl PAGOTHUKOB

O6ecneuvBatb  [JOKYMEHTALMOHHOE  COMPOBOXAEHWE MO  CUCTEMAM
ornepauMoHHOr0 ynpaBfiEeHWs MepcoHa/ioM U paboTe  CTPYKTYpPHOro
nogpasgeneHus
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OpraHn30BbIBaTb XpaHEHWE AOKYMEHTOB B COOTBETCTBUM C TpeGOBaHWSIMU
TPYLOBOTO ¥ apXMBHOTO 3akoHofatenbcTBa Poccuiickoli ®epepauyn u
NOKaSIbHBIMW aKTaMu opraHu3aLum

KOHTpo/MpoBaTh UCNOMHEHWE JOrOBOPOB NOCTAaBLLUMKOB YC/yr MO BOMpocam
nepcoHasna

Mpon3BOAUTL 3aKynouHble MpoLedypbl, O0OPMAATbL W aHaIU3NPOBATb
3aKyMOYHYI0 [OKyMEHTaLIO

MpoBOAUTL NeEperoBopbl M MNPEACTaBsATb  WHTEPECbl OpraHusauum B
rocyflapCTBEHHbIX OpraHax, npoeCcCMOHaNbHbIX COo3ax W ApYrux
npeAcTaBuUTeNbHbIX OpraHax paboTHMKOB MO BOMPOCaM nepcoHana

BecTu nenoByto nepenuncky

BecTv y4eT 1 perucTpaumio oKyMEeHTOB B MHGDOPMALIMOHHbIX CUCTEMAX U Ha
MaTepuasibHbIX HOCUTENAX

Pa6otaTb C WH(OPMALIMOHHBLIMU CUCTEMaMK U 6Gazamy  [aHHbIX MO
nepcoHasny 1 cucTeMam onepaLyoHHOro yrpas/eHns nepcoHasiom n paéoTe
CTPYKTYpPHOro noapasfeneHus

Co6/0aaTh HOPMbI 3TUKM [1€/10BOT0 06LLEHNS

Heobxogumble 3HaHUSA MeTogb! ynpasneHus pa3sutvem n adeKTVBHOCTLIO OpraHm3aumun, metoapl
aHanM3a  BbINOMIHEHMA  NJIAHOB W nporpamm,  OnNpefesnieHns  Ux
3KOHOMMYECKOW 3dDCheKTUBHOCTM

MeTofbl OLEHKM paboTbl CTPYKTYPHbIX NoApasfeneHnii, pesynbTatoB Tpyaa
nepcoHana

MeTogpl  NpPOBEAEHUS  ayauTa W KOHTPOJUIMHIA  OnepaTuBHBbIX
ynpas/ieHYeCKUX NPOLECCOB

®OpMbI U CUCTEMbI MaTePUasIbHOTO U HemaTepuasibHOro CTUMY/IMPOBaHWS
TpyAa nepcoHana

OCHOBbI JOKyMEHTALMOHHOrO 06ecneyeHus

MopsaoK OPOPMIIEHNS, BEAEHUSI U XPAHEHWS AOKYMEHTAUMKU MO CUCTEMaM
OMepauyoHHOTO  YMPaB/iEHNsT MEPCOHA/IOM  opraHuM3aumm 1 paboTe
CTPYKTYPHOrO nogpasfieneHus

Mopsaok chopmypoBaHus, BefeHUss GaHka [AaHHbIX U NpefocTaBneHUs
OTYETHOCTM MO CUCTEMAM OMEPaLMOHHOTO YNpPaBfieHWs NepPCoHas/IoM ”
paboTe CTPYKTYpPHOro nodpasaeneHns

HopmaTvBHble MpaBOBble akTbl, Perynupyloume npasa W 0653aHHOCTU
rocyapCTBEHHbIX OpPraHoB W OpraHU3auuy Mo NpeAoCTaB/IEHNID YYETHOI
AOKYMEHTaLWK

Mopsdok  MpoBefeHWs  3aKymodHbiX  npouedyp W odhopMsieHus
CONyTCTBYIOLLEN AOKYMEHTALUN

Monutnka ynpaBsieHna nepcoHasioMm 1 coumasibHasA NosinTukKa opraHn3aumnm

OpraHu3aLyoHHO-LITaTHAasA CTPYKTypa opraHu3aumim

KoHcynbTaHTINOC
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Lennn CTpaTrerna passntmna opraHmsaynn

BusHec-nniaH n 6U3HeC-NPOLLECCHI OpraHM3aLymn

TpyAoBOE 3aKOHOAATENLCTBO U UHbIE aKThl, COAEpPXaLlMe HOPMbl TPYAOBOro
npasa

OCHOBbI apXMBHOMO 3aKOHOAATE/IbCTBA U HOPMATUBHbIE MPaBOBbLIE aKTbl
Poccuiickoin ®epepauym, B YactTy BeeHUsi AOKYMEHTAUMN N0 NEPCOHaTY

OCHOBbI HA/1OrOBOro 3aKkoHoAaTebcTBa Poccuiickoin ®egepaunm

OCHOBbI MUrpPaLMOHHOTO 3aKoHoAaTenbCTBa Poccuiickoii defepauuu, B
yacTV NPUBMIEYEHNS U TPYLOYCTPOWCTBA UHOCTPAHHBIX TpaxaaH u vy 6es
rpaxgaHcTaa

OcHOBbI aAMUHNCTPATUBHOIO 3akKoHOA4aTe/IbCTBa B obnactu ynpaB/ieHus
nepcoHasIoM N OTBETCTBEHHOCTN AOJ/IXHOCTHbIX JINL,

3akoHogaTenbCTBO Poccuiickon degepaumm 0 nepcoHasibHbIX AaHHbIX

JlokasnbHble HOpMaTMBHbIE OOKYMEHTbLI OpraHn3auun B obnactu ynpas/ieHus
nepcoHasiom

MopsiA0K 3aKN0YEHNS OTOBOPOB (KOHTPAKTOB)

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

BasoBble OCHOBBI MHDOPMATHKMY, CTPYKTypHOE NOCTpOEHNe
MHOPMALIMOHHBIX CUCTEM U 0CO6EHHOCTY Pa6oTbl C HUMU

Jpyrve xapakrepucTtunkum

3.8. O6o6LueHHada Tpygosas pyHKUnS

CTparernyeckoe ynpasfieHne nepcoHanom YpoBeHb
H 7
HaumeHosaHue opraHu3aumu Koa KBamdpmkaLmm
I‘Ipomcxom,qevae < 3anmcTBoBaHO
0606LLEeHHON TPYL0BOiA OpurvHan X W3 opuUrvHana
PyHKUMN
Kog PernctpaunoHHblii
opvruHana Homep
npocheccuoHanbHOro
CTaHfapTa

B0O3MOXHble HAaMMEHOBaHKs | Buue-npe3naeHT no ynpasieHnto NepcoHasiom

[O/MKHOCTel, npodpeccuii [AvpekTop no nepcoHany

[VpeKTop Mo ynpaseHno NepcoHasiom

3amMecTuTe b reHepasibHOro AMPEKTOPA MO YNpPaB/EHNI0 NepPCoHaiom

KoHcynbTaHTINOC
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TpeboBaHus K Bbicwee o6pa3oBaHue - cneynannuTeT, MarucTparypa

06pas3oBaHunio 1 06yyYeHM0 | JonosTHUTEeIbHOE NPOdIECCMOHa/IbHOE 06pa3oBaHune - MPorpaMmb
npodeccnoHasibHOM NepenoAroToBkM B 061acTn ynpaB/ieHns NepPCoHasIoMm,
cTpaTernyeckoro 1 onepawyvoHHOro ynpasieHUsi, 3KOHOMVKW OpraHu3aLuu;
nporpamMmmbl NMOBbILEHWA KBasMbukaumm B 061acTi ynpas/ieHums
nepcoHaioM, CTPaTermMyeckoro 1 onepaLyuoHHOro ynpasneHus

Tpe6oBaHus K ONbITY He meHee NaTu neT B 061acTh ynpaBneHnsi NepcoHasioM Ha PyKOBOASLIMX
npakTuyeckoii paboThbl [IOJIKHOCTSIX

Ocobble ycnosus gonycka K
paboTte

[Jpyrue xapakTepucTyku

LlononHuTenbHble XapakTepUcTUKK

HanmeHoBaHMe AOKyMeHTa Kop, HavnmeHoBaHne 6a30BOiA rpynnbl, 4O/MHKHOCTU (Npodieccni)
NN cneynanbHoOCTH

OK3 1232 PykoBogutenn nogpasgeneHuii (cnyx6) ynpasneHus
kagpamv 1 TpyAOBbIMU OTHOLLEHUAMU

EKC - 3amecTutens gupekTopa no ynpas/ieHNo NepcoHasioM

OKnAaTP 24063 MeHepxep no nepcoHasny

3.8.1. TpypoBas (hyHKLMA

Pa3paboTka cucTeMbl CTpaTerniyeckoro YpoBeHb
HanmeHoBaHune ynpas/ieHs NepcoHasIoM opraHusauum Kop, H/01.7 | (noaypoBeHb) 7
KBasmdvkaumm
7 nMcTBOBaH
MpoucxoxaeHne Tpya0BoOWA OpurHan X 3anmcTBOBaHO
PyHKUMN 13 opurnHana
Kopg, PerncrpaunoHHblii
opuruHana Homep
npocheccuoHanbHOro
craHpapra
TpyLnoBble gelicTens AHann3  ycrewHbIX  KOPMOPaTMBHbLIX  NPaKTUK Mo opraHusauuu
cTpaTernyeckoro ynpasnieHus nepcoHasiom opraHusaummn,
OpraH13auMoHHOro NPOEKTMPOBaHNS U B3anMOAeNCTBIS noapasaeneHui
MocTaHOBKa cTpaTternyecknx weneii B ynpasaeHUn nepcoHasiom
PaspaboTka koprnopaTvBHOM NOAUTMKW, NIAaHOB, MporpaMm, Mpoueayp W
TEXHO0rWiA N0 yNpaB/IeHNIO NEPCOHA/IOM
Pa3paboTka KoprnopaTuBHOI Ky/bTypbl M COUWa/IbHOM MOMUTUKA, CUCTEM
MOTUBaLMN, 3PPEKTUBHOCTU, OLEHKN 1 pa3BUTUS NepcoHana
KoHcynbTaHTINOC
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(DOpMI/IpOBaHI/Ie CuUCTeMbl onsiaTbl N opraHn3auun Tpyga

Pa3paboTka opraHv3aLMoHHOV CTPYKTYpbl, NJaHMpOBaHWe MoTPe6HOCTU B
nepcoHasie opraHusaLmn

PaspaboTka nporpamm, NPUMHUMNOB  CTaHgapTu3auun,  yHudmKaumu,
aBTOMaTu3auuyM MNpOLLECCOB YNpaBfieHNss MepcoHas/IoM U 6e30nacHbIX
yCnoBuin Tpyaa

dopMupoBaHMe GlOMKeTa Ha MepcoHasl, TEXHosoruii ayguta paboTbl C
NepCcoHasIOM U KOHTPOJI/IUHTA

H606XO,EI,I/IMbIe YMEeHUA PaSpa6aTblBaTb cTparerun n NnoJINTUKK B ynpas/ieHUN NepcoHas/iom

Co3faBatb M OMUCbIBATb OPraHU3aUMOHHYI CTPYKTYPY, LUenu, 3ajauu,
OYHKLMM CTPYKTYPHbIX NoapasaeneHunii n oHKHOCTHBIX SN

MpUMEHATbL  MEeToAbl  YNPABMEHNUS  MEX/IMYHOCTHBIMU  OTHOLUEHUSIMU,
hOpMMPOBaHUST KOMaHZ, PasBuUTUAS JIMLEPCTBA U UCMOJSIHATEBHOCTY,
BbISIBNIEHUSI TA/IAHTOB, ONpeaesieHus yA0BNeTBOPEHHOCTU PaboToil

Onpep,enmb N aHa/in3npoBaTtb BHYTPEHHME KOMMYHUKaUun, MogenimpoBaTtb
nosegeHne nepcoHasla

MpeacTaBnsATb MHTEPEChl OpraHuM3alui B rocy/lapCTBEHHbIX OpraHax, BO
B3aUMO/eicTBUM C NPoddCo03amMmn, UHbIMKU MPEeACTaBUTE/bHBIMW OpraHamMu
paboTHIKOB MO BOMpocaM nepcoHana

CocTaBnATb, paccunTbiBaTb, KOPPEKTUPOBaTb M KOHTPO/MIMPOBATL CTaTbi
pacxofoB 6HOMKXeTOB M (POHAOB HA MNpOrpaMmbl U MeponpusTus  No
ynpas/ieHMo NePCOHA/IOM OpraHu3aLum

npOBO,qMTb ayanuT N KOHTPOJIJIUHT B obnactu ynpaB/ieHnA nepcoHasiom

Paspa6atbiBaTb KOpnopaT/BHbIE CoLMasibHbIe NporpaMmsl

Bectu neperoBopbl N0  BOMPOCaM  COUMA/ILHOTO  MApTHEPCTBA  C
npeacTaBUTe/IbHbIMW OpraHaMy paGoTHUKOB

Pa6oTaTtb C MHOPMALMOHHBLIMU CUCTEMaMM 1 6a3amu AaHHbIX MO BONPOCaM
ynpaBfieHusi NEPCOHA/IOM

OpraHun3oBbIBaTb MEPONPUSATMS MO 0O6ECNEYEHNIO BbINONHEHNUST TpeboBaHWii
OXpaHbl TpyAa B COOTBETCTBMU C [EWCTBYHOLWMM 3aKOHOA4ATE/IbCTBOM
Poccuiickoin ®egepauun 1 nokasibHbIMK akTamu opraHusauum

OpraHn3oBbIBaTb Y NPOBOANTL MEPONPUATMS C NEPCOHA/IOM B COOTBETCTBUE
C KOPNOpaTMBHOW coLuanbHOM NOMMTUKON

CobnogaTb HOPMbI 3TUKM Ae/1I0BOro obLeHns

Heobxoaumble 3HaHUSA MeToabl ynpasneHus pasButMeM U 3D(EKTUBHOCTLIO — OpraHusauuu,
aHa/M3a  BbIMOJIHEHUS NNAHOB M NporpamMMm,  onpefeneHvs  Ux
9KOHOMUYECKON 3chdhekTMBHOCTHU

MeTozp! OLEHKN paBoThbl CTPYKTYPHLIX NoApasfeneHunii, pesynbtatoB Tpyaa
nepcoHana

KoHcynbTaHTINOC
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MeToapl nposeaeHna ayanuTtoB, KOHTPOJI/TUHIa yrnpaB/1eH4YeCKMnX npoueccos

MeToAbl aHann3a KoNMYeCTBEHHOIoO 1 KAYeCTBEHHOIO cocTaBa nepcoHana

CucTemMbl CTaHAAPTOB MO GU3HEC-npoueccam, NPoeccusiM, HOpMbI Tpyaa

Cuctembl, MeToabl M (IOPMbl  MaTepUasibHOIO U HemaTepuanbHOro
CTUMY/IMPOBAHUS TPyAa NepcoHasna

MeTogbl aHanmMsa  coumasibHbIX  MNporpaMm M ONpegenieHns  ux
35KOHOMMYECKOW 3¢p(heKTUBHOCTH

TexHomorMM u MeToabl (POPMUPOBAHNS U KOHTPOSI BGHOMKETOB HA NEPCOHAT

TpeboBaHMs oxpaHbl 1 6e30nacHbIX YCN0BWIA Tpyaa

Lle.l'll/l, cTpaTterna n Kagposas nosiMTuKa opraHmnsauynn

OCHOBbI TEXHO/IOTMN NPOU3BOACTBA U esiTE/IbHOCTU OpraHm3aLmm

OcCHOBbI coumonormn, NCUXosiorMn N AKOHOMUMKK Tpyaa

OCHOBbI YNpaB/fieHUsi CoLMasibHbIM Pa3BUTUEM OpraHM3aLum

METO,EI'bI npoeeaeHus COUMONOrn4YeCKnxX I/ICC]'Ie,qOBaHI/II\/JI, n3yvyeHuna
O6LLI.€CTB€HHOFO MHEHUA

CTpyKTypa opraHmsaumm

TpyAoBOE 3aKOHOAATENLCTBO U UHbIE aKThl, COAEpPXallye HOPMbl TPYAOBOro
npasa

OCHOBbI apXMBHOMO 3aKOHOAATE/IbCTBA U HOPMATUBHbIE MPaBOBbLIE aKTbl
Poccuiickoin ®epepauym, B YacTu BeAeHUs1 AOKYMEHTAUMN N0 NEPCOHaTY

OCHOBbI HA1OrOBOro 3aKkoHoAaTebcTBa Poccuiickoin ®egepaunm

OCHOBbI MUrpPaLMOHHOTO 3aKoHoAaTeNbCTBa Poccuiickoii defepauuu, B
yacTV NPUBMIEYEHNS N TPYLOYCTPOWCTBA UHOCTPAHHBIX TpaxaaH u vy 6es
rpaxgaHcTaa

OcHoOBbI aAMUHNCTPATUBHOIO 3akKoHOA4aTe/IbCTBa B obnactu ynpaB/ieHus
nepcoHasioM n OTBETCTBEHHOCTN AOJ/IXHOCTHbIX L,

3akoHogaTenbCcTBO Poccuiickoin deaepaumm 0 NepCoHasIbHbIX AaHHbIX

JlokasnibHble HOpMaTMBHbIE aKTbl OpraHunsaunm B obnactu ynpasnieHuna
nepcoHasiom

MopsiA0K 3aKN0YEHNS OTOBOPOB (KOHTPAKTOB)

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

OCHOBbI MHGYOPMATUKN, CTPYKTYPHOE NOCTPOEHUE MHDOPMALMOHHbIX CUCTEM
1 0COBEHHOCTU PaboTbl C HAMU

Jpyrve xapakrepuctunku
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[ata coxpaHeHus: 20.02.2017

3.8.2. TpypoBas (hyHKLMS

Peanunsauusi cuctemel cTpaTernyeckoro YpoBeHb
HanmeHoBaHne ynpas/ieHus NepcoHasioM opraHu3sauun Kop, H/02.7 | (nopypoBeHb) 7
KBanudurkaumm

MpovcxoxaeHne TpyLoBOW
PyHKUNN

3anMcTBOBaAHO
OpurnHan X
P 13 opurnHana
Kog PernctpaunoHHbiit
opvrnHana HOMep
npoceccuoHanbLHOro
cTaHfapTa

TpyaoBble AeACTBUS

MnaHMpoBaHye AeaTeNbHOCTU 1 pa3paboTka MeponpusaTUii No ynpasieHuo
NepcoHasIoM A1 peanin3auum CTpaTernuyeckmx Lenei opraHusaumm

BHeapeHne nonvTuK, NAaHoB, Nporpamm, npoueayp W TexHosoruid no
ynpaB/fieHUo NEPCOHAIOM

MocTpoeHne opraHn3aLMoHHON CTPYKTYPbI C YH4ETOM M/1aHOBOM NOTPEBGHOCTY
B NepcoHasie U B3aMMOAENCTBUA CTPYKTYPHbIX MOApa3fesieHnin opraHmsaumm

BHegpeHue v noAagepXaHue KOpPNOPaTUBHOW Ky/fbTypbl M COLMa/IbHON
MOSITUKN, CUCTEM MOTMBAUUM, I3PMEKTUBHOCTU, OLEHKM U  pas3BUTUSA
nepcoHana

BHegpeHne 1 nopaepxaHwe CcUCTEMbl oOpraHusauMn Tpyga W onnathl
nepcoHasia

YnpaBneHwe BHeApPeEHMEM nMporpamm W MNPUHUMMNOB  CTaHZapTusaumu,
yHUpMKauumM, aBTOMaTM3auuMM MPOLECCOB YyMpaBfieHUsT MNEPCOHa/IOM 1"
6e30nacHbIX YC0BUI Tpyaa

OpraHu3auusi NpoBefieHUs ayauta W KOHTPO/IMHFA B YNpaB/ieHuu
nepcoHasioMm

MNMocTaHoBKa 33fay  PYKOBOAWTENSIM  CTPYKTYPHbIX  MoApasfeneHui,
onpefeneHve MaTepuasibHO-TEXHUUYECKUX PECYPCOB /1S UX BbINO/THEHUS

AHaNIM3 OTYETHOCTU NO YrNpaBAEHNIO NEPCOHAIOM U BbIsIB/IEHWE PECYPCOB MO
YNYULIEHWIO [esTe/IbHOCTU OpraHn3aLmm

CornacoBaHue yC/i0B/iA 3aK/I04aeMbIX 4OTOBOPOB MO BONPOCaM yrnpas/ieHNs
nepcoHasioMm

OpraHu3auyst NPoBeAEHNSA 3aKyNOYHbIX MPOLEAYP MO BONpOcaM yrnpaB/ieHNs
NepcoHasIoM U 0(POPM/IEHNS COMYTCTBYIOLLEW AOKYMEHTALMN MO HUM

dopmmpoBaHne OGlogKeTa Ha NepcoHasl, TEXHOMOMMA ayauTa paboTbl C
NepCcoHaIOM W KOHTPOJI/IMHIa

MpuMeHeHWe K paboTHMKaM Mep TMOOLWPEHUS W AUCLUNIMHAPHOO
B3bICKaHs

KoHcynbTaHTINOC
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Heobxoaumble ymMeHus Mpon3soanTb aHaIM3 [eATeNbHOCTU MO YNpas/IEHUIO  NEepPCOoHaIoM,

paspabartbiBaTb Nokasaresim aPGEeKTUBHOCTM PaboThbI

q)OpMMpOBaTb naaHbl 1 MEPONPUATNA NO ynpaB/IEHNIO NEPCOHa/TIOM

PaccunTbiBaTh 6I0LKET B 06/1CTU yNpaBAEHNS NEPCOHA/IOM

OnpefensiTb  30Hbl OTBETCTBEHHOCTW pPabOTHUMKOB W  MoapasaeneHui,
CTaBWTb 3a4a4v PyKOBOAMTENSIM NodpasfenieHnii 1 o6ecneunsatb Pecypchbl
[UN1S1 X UCTIOTHEHNS]

KOHTpONMpOBaTb 1 KOPPEKTMPOBATL UCTIONIHEHME MOPYUeHUii 1 3aaa4

YnpaBnaTb 3hPEKTUBHOCTLIO U BOB/IEYEHHOCTbIO MEPCOHANa, AWCLUNIMHON
TpyZa u cobnogeHmem 6e3onacHbix yC0BuUin Tpyda

Bectu neperoBopbl N0 BOMpPOCaM  COLMa/ILHOTO — MapTHEpPCTBA U
NPeACTaBNsTb WMHTEPEChl OpraHM3auuyM B TFOCYAAPCTBEHHLIX —OpraHax,
MPOeccoHa/IbHBIX — CO3ax W APYrMX  NPEeACcTaBUTESIbHbIX — OpraHax
pabOTHUKOB, N OpraHM3aLusax no Bonpocam nepcoHana

Pa6oTaTtb C MHOPMALMOHHBLIMU CUCTEMaMM 1 6a3amu AaHHbIX MO BONPOCcaM
ynpaB/fieHUsi TEPCOHA/IOM

MpoBoAWTb ayAMT U KOHTPOJI/IMHI B 061aCTU YNpaB/ieHUsi NepCoHaIoM

®opMupoBaTb ¥ TMPOBOAWTL COLUASIbHYID MOSIMTUKY U COLMa/IbHbIE
nporpamMmsi

BecTv neperosopbl C MOCTaBLUMKAMU YC/YT MO YC/MOBUSM  3aK/oyaeMbixX
[I0TOBOPOB

Mpon3BOaUTL 3aKkynouHble npoueaypsbl, OOPMASTb U aHaIM3MPOBaTb
3aKyNOYHYH0 LOKYMEHTALMIO

CobnogaTb HOPMbI 3TUKM Ae/1I0BOro obLeHns

Heobxoaumble 3HaHUSA MeTogbl ynpasneHus pa3sutvem n adOeKTVBHOCTbLIO OpraHm3aumun, Metoapl
aHa/M3a  BbIMOJIHEHUS NNAHOB M NporpamMMm,  onpefeneHvs  Ux
9KOHOMUYECKON 3chdhekTMBHOCTHU

OpraHu3auus ynpaenieHusi passuTMeM opraHn3anmm

Teopun ynpasneHus opraHmsaqmeVl, NnosINTUKa N cTpaterna  ynpabB/ieHUA
nepcoHasiom

MeTogbl aHanMsa BbINO/IHEHMS MAHOB W 3afady, OnpefeneHns  ux
3KOHOMUYECKON 3DEKTUBHOCTH

MeTozpb! OLEHKU, PE3Y/bTATOB U 3PEKTMBHOCTY TpyAa

MeTo/ibl BHEIPEHMSI CUCTEMBI YNIPABIEHNSI NEPCOHAIOM

OcHOBbI pa6oThbl N0 NPOdYOPUEHTALMN

MeToarKn NNaHNMpOBaHUA 1 MPOrHO3MPOBaHNS NOTPEOHOCTN B NepcoHasne

Llenn, cTparerna passnutma n Gu3Hec-nnaH opraHusaumm

KoHcynbTaHTINOC
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Teopun 1 MeToAbl POPMUPOBaHMIO BPEHAA OpraHn3aLum

TpeboBaHMs oxpaHbl 1 6e30nacHbIX YCNoBWiA Tpyaa

MeToauvkun pa3pa60TK|/| N BHEAPEHNA JIOKa/IbHbIX HOPMAaTUBHbIX aKTOB

MopsifoK 3aK/oYeHnss TPYAOBbIX [10rOBOPOB, PEry/IMpoBaHNs TPYAOBbIX
CcrnopoBs

OCHOBbI  COLMO/IOMMK, MCUXOMOTUM, 3KOHOMUKM Tpyda W yrpaBieHus
coumasibHbIM pa3BUTUEM OpraHu3aL

METO,EI'bI npoeeaeHus CouMoNorn4yeCKknx I/ICC]'Ie,qOBaHI/II\/JI, n3yvyeHuma
O6LLI.€CTB€HHOFO MHEHUA

TexHonorMy NpoBEAEHVs ayauTa W KOHTPO/IMHTA B YNpaB/IEHWM
nepcoHasiom

Mopsgok  MpOBeAEHWs  3aKynmouHbiX — npouedyp 1 odhopmsieHus
COonyTCTBYOLLEN AOKYMEHTaL UK

TexHonoruu, CTaHOgapTulauua, yHI/IdJI/IKaLI'I/IH, aBToMatmMsauna npoueccos
ynpaBJ/ieHnA nepcoHas/ioM

CTpyKTypa opraHmsaumm

TpyAoBOE 3aKOHOAATENLCTBO U UHbIE aKThl, COAEpPXaLlMe HOPMbl TPYAOBOro
npasa

OCHOBbI apXMBHOMO 3aKOHOAATE/IbCTBA U HOPMATUBHbIE MPaBOBbLIE aKTbl
Poccuiickoin ®epepauym, B YactTu BeAeHUs1 AOKYMEHTAUMN N0 NEPCOHaTY

OCHOBbI HA1OrOBOro 3aKkoHoAaTeNbcTBa Poccuiickoin ®egepaunm

OCHOBbI MUrpaLMOHHOTO 3aKoHoAaTenbCTBa Poccuiickoii defepauuu, B
yacTV NPUBMIEYEHNS N TPYLOYCTPOWCTBA UHOCTPAHHBIX TpaxaaH u vy 6es
rpaxgaHcTaa

OcHOBbI aAMUHNCTPATUBHOIO 3akKoHOAaTe/IbCTBa B obnactu ynpaB/ieHus
nepcoHasIoM N OTBETCTBEHHOCTN AOJ/IHXHOCTHbIX JINL,

3akoHogaTenbCcTBO Poccuiickoin deaepaumm 0 NnepcoHasIbHbIX AaHHbIX

Mopaaok 3ak/ioyeHnss 40roBopos (KOHTPAaKTOB)

JNokanbHble HOpMaTUBHbIE akTbl B 061aCTU YNPaBIeHUsi NepCcoHaIoM

HopMbl 3TVKM AE€/T0BOr0 06LLEHUS

BasoBble OCHOBBI MHhOPMAaTHKMY, CTPYKTypHOE NoCTpOEHNe
MHDOPMALIMOHHBIX CUCTEM U 0CO6EHHOCTM Pa6oThl C HAMU

Jpyrue xapakTepucTyku

3.8.3. TpynoBsas dhyHKLMSA

KoHcynbTaHTINOC
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"O6 yTBEPXXAEHMN NPOGIECCMOHANBHOTO CTaHAapTa "CneyumanmcT

Mo YNpaB/IEHUIO NMEPCOH...

JokymeHT npepoctasneH KoHcynbTaHTlNAt0C

[ata coxpaHeHus: 20.02.2017

ALMVHUCTPUPOBaHME NMPOLLECCOB U YpoBeHb
HavnmeHoBaHve [OKyMeHTOO60pOoTa No CTparernyeckomy Kop, H/03.7 | (nogypoBeHb) 7
ynpas/IeHMI0 MepCcoHaIoM opraHu3aumm KBanudvkaunm

MpouncxoxaeHne Tpyao0BoWA
doyHKLUMN

3aumMcTBOBaHO
OpuvrnHan X
P 13 opurmHana
Kop, PerncrpaunoHHbii
opuruHana Homep
npocdeccuoHanbHOro
cTaHfgapTa

TpypoBble gelicTens

AHann3 MpoLeccoB [A0KYMEHTO060p0Ta, /loKaslbHbIX  [JOKYMEHTOB MO
BOMpocam ynpaefieHns MepcoHasioM, 6U3HeC-MPOLECcCOB  OpraHu3aLumu,
y10B/IETBOPEHHOCTM NepcoHana

[lokymMeHTauMoHHOe OhopMsIeHNEe pe3ynbTaToB yNpas/ieHUs NepPCOHasIoM,
ero ayauta, paboTbl CTPYKTYPHbIX NoApasgeneHuni

[oKyMeHTaLMOHHOE N OpraHn3alVoHHOE COMPOBOX/AEHWE CTpaTernyeckoro
ynpaBfieHUsi NEPCOHA/IOM 1 paboTbl CTPYKTYPHBIX NoApa3AeneHuii

MoAroToBKa NPeasioXeHnin No pasBUTUIO CUCTEM yNpaB/ieHWsl NepCcoHasIoM,
No HEeo6XOAMMbIM KOPPEKTUPYIOLWMM 1 NPEBEHTUBHbIM MepaM U MO
MOBbILLEHNI0 3IIEKTMBHOCTM pab0oThl CTPYKTYPHbLIX NoApasaeneHuii

KoHTponb npoueccoB B 067acTu  ynpaB/ieHMs NepcoHasioM U paboThbl
CTPYKTYPHbIX — MOApasfeneHwil, CcpaBHeHWEe 1 aHain3  MpoLeccos,
pe3ynbTaToB yMnpaBfieHYeCcknX MeponpusaTuiA, onpegeneHne HakTopos,
BbI3bIBAOLLMX OTK/IOHEHNE OT N/IaHOBbLIX NOKasaTesnei

CornacoBaHne W KOHTPO/b [OrOBOPOB MO BOMPOCAM W cucTemam
CTpaTernyeckoro ynpae/ieHusl MepcoHaioM W paboTe  CTPYKTYPHbIX
noapasaeneHunii, opraHmsalmns npoeayp no Ux 3ak/IUeHNo

MoaroToBka pe3ysbTaToB aHa/M3a COOTBETCTBWS OpraHusauuyu 1 onsathl
Tpy4a nepcoHasna ycnelHbIM KOPropaTUBHbLIM NpakTkam

BbinosnHeHne TpeGoBaHWii MO XpaHeHWlo uHdopMmauuu o pesynbTaTtax
[leficTBMSI CMCTEM CTpaTerMyeckoro ynpas/ieHUs MepcoHasioM U pa6oThbl
CTPYKTYPHbIX NogpasaeneHunii

Heobxogumble yMeHus

AHanmanposaTb, pa3padartbiBaTb 1 0DOPMAATbL AOKYMEHTbI MO NpoueccaMm U
pesynbTataM ynpaBfieHWss MepcoHas/ioM W paboTe  CTPYKTYPHbIX
noapasgenexuii

MpPUMEHSTb METO/Ibl aHaNM3a GU3HeC-NPOLLECCOB OpraHn3aLn

OnpegensTb nporpamMmbl  JOCTWXKEHMS Ueneil W pelleHns  3agad
nogpasgenexuii

MpoBoAWTL ayMT CUCTEMbI YIPAB/IEHNS] NEPCOHASIOM

npOBO,qMTb KOHTPOJI/TMHT CUCTEMBbI yNpaB/ieHNA NepPCOHa/I0OM

KoHTponupoBaTtb GOKET Ha MepcoHasl M YnpaB/eHWMe pacxojamy Ha

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa
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nepcoHasi

OpraHu3oBbIBaTb COMPOBOX/EHWE [OTOBOPOB N0 BOMpPOCaM YnpaB/eHus
nepcoHasIoM, BKoYasi npeasapuTe/ibHbIe NPoLeaypPb! Mo UX 3aKUEHNHO

OpraHn30BbIBaTb 3akyrnouHble npoueaypbl, 0pOpMIATE M aHaNM3npoBaTb
3aKyNOYHYH0 JOKYMEHTALMIO

KOHTpO]'II/IpOBaTb N aHam3npoBaTb BOMPOCblI COUMa/IbHOIO napTHEePCTBa,
40rosopbl NOCTaBLWKMKOB yCnyr

MpoBOAMTL MNEperoBopbl U MNPEACTaBNATb WHTEPEChbl OpraHMsauum B
roCyflapCTBEHHbIX OpraHax, npPoOMECCMOHa/bHLIX CO3ax W APYruX
npeacTaBUTE IbHLIX OpraHax pPaboTHUMKOB M OpraHusauusix Mo Bonpocam
nepcoHana

BecTu 1eN0ByI0 Nepenicky

Pa6otatb C WH(OPMAUMOHHBLIMU CcUCTEMaMU W 6Ga3amy  [aHHbIX MO
NnepcoHasly, CUCTEMaM YMpaB/iEHWsl MEepCoHasIoM U opraHv3aumu
LeATEeNbHOCTU CTPYKTYPHbIX NoApa3aeneHuii

O6ecneunBath KalpOBOE AENONPOU3BOACTBO M [AOKYMEHTaLMOHHOe
COMNPOBOXAEHME MNPOLIECCOB MO YNpaB/ieHU0 NepcoHasioM W paboTe
CTPYKTYPHbIX NoapasaeneHuii

OpraHn3oBbIBaTh XpPaHeHVe JOKYMEHTOB B COOTBETCTBUM C TPeGOoBaHMUAMU
TPYJOBOrO U apxXMBHOTO 3aKoHojaTenbcTBa Poccuiickoli depepauun u
JIOKa/NbHbIMM aKTamMy opraH13aLmm

Co6noaTh HOPMbI 3TUKY €/10BOT0 06LLEHUS

Heobxoaumbie 3HaHMSA KopnopatuBHas KynbTypa, couvasibHas MoAUTUKa, CUCTEeMbl MOTMBaLUW K
3hdhekTMBHOCTM ynpasneHns nepcoHanom

MeToabl ynpasneHus passutmem n atpheKTUBHOCTLIO OpraHm3aumm, MeToabl
aHan3a  BbINOMIHEHMA  MNMAHOB W nporpamm,  ONpefesieHns  Ux
3KOHOMUYECKO 3h(hEeKTMBHOCTM

MeTofbl NPOBEAEHUs ayauTa, KOHTPO/S ONepaTuBHbLIX YMpaBeHYECKNX
MpPOLIECCOB, COLMO/ONMYECKMX NCCEN0BaHUIA

BusHec-nnaH 1 6U3Hec-nNpoLecchl opraHn3aLuum

BrogxeTHoe NpoekTnpoBaHue

OpraHn3auyoHHOe NPOoeKTpoBaHmne

®opMbl, MeToAbl W CUCTEMbl MaTepuasibHOr0O W HemaTepuasibHOTo
CTVMY/IMPOBaHNA TpyAa nepcoHana

Cucrtemsl cTaHaapToB no 6Gun3Hec-npoLeccam, npocpheccusim
(cneumanbHOCTAM), HOpMbI TPyAa

MeToapbl aHann3a KoNMYeCTBEHHOIO 1 KaYeCTBEHHOro cocTasa nepcoHasia

KazpoBas NonmTuka opraHm3atm

KoHcynbTaHTINOC
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Mopagok chopMMpoBaHusl, BeAeHusi GaHka fAaHHbIX W NpeaocTaB/IeHUs
OTHYETHOCTM MO CUCTEMAM YNpaBfEHNSI NEPCOHA/IOM U paboTe CTPYKTYPHbIX
nogpasaenexHuii

OCHOBbl  IOKyMEHTaLMOHHOTO ~ o6ecrneyeHnsi, NopsifoK  0dpopMIIeHUs
AOKYMEHTOB,  MNpPEeAoCTaB/IsieMblX B [OCY[AAPCTBEHHblE  OpraHbl,
NPOIECCHOHASIbHBIE COHO3bI, 0BLLECTBEHHbIE OpraH13auum

Llenn n ctpaTternsa passutusa opraHmsalmm

Mopsgok  MpOBeAEHWs  3aKymouHbiX  npouedyp W odhopmiieHus
CONyTCTBYOLLEN AOKYMEHTaL UK

HopmaTuBHble NpaBoOBble akTbl, PErysMpyloliMe npaBa UM 0653aHHOCTM
roCcyJapCTBEHHbIX OPraHoB M OpraHu3auuy fno NpPefoCTaB/IEHUIO YUYETHON
[LOKyMeHTaLmm

CTpykTypa opraHuMsauMmM W BakaHTHble  JO/HKHOCTM  (Mpodheccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXaLLMe HOPMbl TPYA0BOro
npasa

OCHOBbI apXMBHOTO 3aKOHOAATE/IbCTBA M HOPMATMBHbLIE MPABOBbLIE aKThbl
Poccuiickoil ®egepaunm, B HacTu BeeHUsI AOKYMEHTALMK NO NepcoHasty

OcCHOBbI HA/IOTOBOrO 3aKoHOAAaTeNbCTBa Poccuiickoil ®eaepauym

OCHOBbI MUTPaLMOHHOIO 3akoHogaTenbcTBa Poccwuiickoin degepaunn, B
4yacTun NpUBNEYEHNS U TPYLOYCTPOACTBA MHOCTPAHHbIX rpaxaaH u vy, 6e3
rpaxgaHcTsea

OcHoBbI aAMUHNCTPATUBHOIO 3akKoHOo4aTe/lbCTBa B obnactu ynpaB/ieHus
nepcoHasioM N OTBETCTBEHHOCTU AO/DKHOCTHbIX SNl

3akoHoaaTenbCcTBO Poccuiickoil ®egepauumn 0 NepcoHasibHbIX AaHHbIX

JNokanbHble HOPMATKBHbIE aKTbl OpraHusauuu B 06/1acTU  yNpaB/ieHus
nepcoHasioMm

Mopaaok 3ak/ioyeHnss 40roBopos (KOHTPAaKTOB)

HopMbl 3TVKM AEe/10BOro 06LEHUS

BasoBble OCHOBBI MHhOpMaTHKUY, CTPYKTYypHOE MOCTPOEHNE
MHPOPMALMOHHBIX CUCTEM 1 0OCO6EHHOCTM PaboThl C HUMU

Opyrvie xapakTepucTriku

IV. CBefgeHnsi 06 opraHnsaumsix - paspaboTumkax
npocheccuoHasibHOro cTaHgapTa

4.1. OTBEeTCTBEHHAs OpraHn3aLusi-pa3paboTumk

KoHcynbTaHTINOC
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O6uepoccuiickoe 06beanHeEHNEe paboTogaTeneli "Poccuiicknii coro3 NPOMBbILLIEHHNKOB W

npeanprvHumaTeneit”, ropog Mockea

VicnonHutenbHbIl BUUe-npesvnaeHT KysbMud mutpuii Bnagnmmposmy

4.2. HanmeHoBaHUs opraHm3auunin-paspaboTymkoB

1| AHO "HaumoHa/lbHOe areHTCTBO pasBMTUS kBanudmkaumii', ropog Mockea

2| Accoumauus (Coro3) "Accoumanmsa KOHCY/IbTaHTOB Mo nog6opy nepcoHana’, ropog Mocksa

3 Npynna HeadHunter, ropog Mockea

4 3A0 "KPOK VIHKOPIMOPEWTEL, ropoa Mocksa

5 NHhopmaunoHHo-aHannTuieckunin ueHTp "Kagpossblii losop", roposa Mockea

6 MIFO "OMNOPA POCCHNIN", ropos Mocksa

7| MexayHapogHas accoupauus AenoBoro coTpyAHUYecTsa, ropos Mockea

8 HOYY AMNO "MHCTUTYT npodieccroHasIbHOro kaaposuka', ropos Mocksa

9 HIM "Accouymnauymnsa EBponeiickoro 6usHeca", ropog Mockea

10/ HM "BKK - HauuoHasbHbIA coo3 KaapoBrkoB", ropog Mocksa

11 HIM "MexayHapoAHblin anbsHc "TpygoBas murpauus”, ropog Mocksa

12/ HM "HaumoHasibHas accoumaums OPUCHbIX CNeuuanncTos 1 aMUHUCTPATUBHbIX PA60THUKOB",
ropoz Mocksa

13 HIM MHO "Accounauus MmeHegxepos Poccuun', ropog Mocksa

14 HIM CYP3 "HaunoHanbHasa koHdpenepauns "Pa3sute YyenoBeyeckoro kanutana”, roposn Mocksa

15 OAO "BAHX" (TAO BBL), ropoa Mocksa

16/ OAO "Tasnpom HedhTb-HoBOCKMOMPCK", ropos HoBocmbupck

17| OAO "Ob6beanHeHHasa cygocTpouTesnibHas koprnopaums”, ropod Mocksa

18 OAO "P>XA4", ropog Mocksa

19 OAO "CaxanivH SHepaxun NHueecTtmeHT KomnaHn", ropog, FOxHo-CaxasimHCK

20 OAO "TaTHepTb" nmeHn B.A. WawmnHa, ropos KasaHb

21{ OAO "Hayu4Ho-npou3sBoAcTBEHHOE 06beanHeHne "Hayka", ropog Mockea

22 000 "LG Electronics Rus", ropog Mocksa

23 OO0 "BusHec Meuxonorn SHL Russia & CIS HIM", ropog Mocksa

24 000 "UT-CK", ropos Mocksa

25000 "Nykoitn-NrxmnHmpnHr', ropog Mocksa

KoHcynbTaHTINOC
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26/ OO0 "OKB 3eHnut", ropoa Mocksa

27,000 "MeTponuym TpengunHr", ropog Mocksa

28/ 000 "Monuvrpag-3awuTa”, ropos Mocksa

29 OO0 "LleHTp KagpoBbIX TeXHOMOrniA - ObydeHne. CTaxXMpoBKKU. TpyA0yCTPONCTBO", ropog Mocksa

30| Poccuiickoe npegctaButenscTBo "Coleman Services UK" ("KoynmaH Cepsucus"), ropog Mocksa

31{ Toproeo-npomslleHHas nanata Poccuiickoin ®epepauun, ropog Mocksa

32 dIre0Y BIMO "MOCKOBCKMi1 rOCy[apCTBEHHbIN yHUBEPCUTET MMeHn M.B. JlomoHocosa", LLkona
JvipekTopa no nepcoHasy, ropog Mocksa

33 ®re0y BI1O MCY, ropog Mocksa

34 IOy BINO M3CW, ropog Mocksa

35 ®re0Y BIMO Cubmpckuii rocyaapcTBEHHbI YHMBEpPCUTET NyTeit coobuleHns (CryYTMC), ropoa
Hosocubupck

36| IrbY "HayuHo-uccnegoBatenbCkuii UHCTUTYT TPyAa 1 coLuMabHOro CTpaxoBaHmsa" MuHMcTepcTea
TpyZa u counasnbHol 3awmnTel Poccuiickoii ®epepaumu, ropos Mocksa

37, dryrn "Mouta Poccun", ropoa Mocksa

38 PK "Ypancub", ropog Mocksa

<1> O6LLEPOCCUNCKNIA KTacCUUKATOP 3aHSTUIA.
<2> O6uiepoccuiicknii knaccugmkaTop BUA0B SKOHOMUYECKOW AeATENIbHOCTU.
<3> EAuHbIN KBaNMUKALMOHHbIA CNpPaBOYHMK OO/MKHOCTEN PyKOBOAWUTENEN, CNeunannctoB n  Apyrux

CnyxalLLmx.
<4> Obuepoccuiicknii knaccugukaTop npogeccuin pabounx, OO/MKHOCTEN ChAyXawmx u TapudHbIX
pa3psaos.
KoHcynbTaHTINOC
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