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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

3apeructpupoaHo B MuHtiocte Poccum 19 oktsi6pst 2015 1. N 39362

MWHUCTEPCTBO TPYOA U COLIMATNIbHOM 3ALLUTLI POCCUACKOW ®EOEPALIUK

NPUKA3
oT 6 okTsA6psa 2015 r. N 691H

OB YTBEPXXOEHUUN MPO®ECCUOHAIIbHOIO CTAHOAPTA
"CNEUWMANUCT NO YNPABJIEHUIO NEPCOHAJIOM"

B cootBetctBUM C nyHkTOM 16 [lMpaBun pa3paboTkv, YTBEPXKOEHUS U MPUMEHEHUSA MPOdECCUOHANbHbIX
CTaHOapToB, YyTBEPXAEHHbIX noctaHoBneHuem lNpaButensctea Poccuiickon ®enepauumn ot 22 ausapa 2013 r. N
23 (CobpaHue 3akoHogatenbctBa Poccuiickon depepaumm, 2013, N 4, cr. 293; 2014, N 39, ct. 5266),
NnpuKasbIBato:

YTBEpPAWTb Npunaraemblii NnpodeccrmoHarnbHbii cTaHgapT "Crneumannct no ynpaBneHuio nepcoHanom”.

MuHucTp
M.A.TOMNNWH

YTBEPXKAEH

npukasom MuHucTepcTBa Tpyaa
1 coumnanbHON 3aLmThl
Poccuickon ®egepaumm

OT 6 okTs16psa 2015 1. N 691H

MPO®ECCUOHANBHbIA CTAHOAPT

CMNEUMAIINCT NO YNPABJIEHUIO MEPCOHAIOM

559
PernctpaunoHHbIn
HOoMep
I. O6bwme cBegeHus
YnpaBneHue nepcoHarnom opraHusauum 07.003
(HaumeHoBaHMe BMaa NpodeCCMOoHanbHOM OeATENbHOCTH) Kog

OcHoBHas uenb BMaa HpOd)eCCVIOHaﬂbHOVI ANeATenbHOCTU:

ObecneveHne ahHEKTUBHOTO (PYHKLMOHUPOBAHUSI CUCTEMbI YMpPaBfiEHUS MEPCOHANoM AN OOCTVXKEHUS
Lenen opraHnsauum

"pynna 3aHATUI:

1232 PykoBoautenu nogpasgeneHui 2412 CneunanucTbl No kagpam 1
(cnyx6) ynpaBneHusi kagpamu u npocopueHTauum
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

TPyAOBbIMAN OTHOLLUEHUAMUA

3423 CneumanucTbl KagapoBbIX Ciyx6 u - -
yYpexneHuin 3aHAToCTuH

(kog OK3 (HaumeHoBaHue) (kog OK3) (HaumeHoBaHue)
<1>)

OTHeceHMe K BUaaM 3KOHOMUYECKON AeATENbHOCTH:

78.30 HeaTtenbHoCcTb No nogbopy nepcoHana npoyas
(kog OKB3[ (HavMeHoBaHMe BMAa 9KOHOMMWYECKON AeATenbHOCTH)
<2>)

[I. OnucaHne TpyooBbIX PYHKLMNA,
BXOASALNX B NpoddecCcMoHarnbHbI CTaHaapT (PyHKLUMOHanbHas kKapTa
BMAa NpodeccrMoHanbHoM OeATeNbHOCTH)

0O0606LeHHbIe TPyaoBblE YHKLNA TpynoBble yHKLUA
Ko HanMeHoBaHue YPOBEHb HanMeHoBaHue Ko YPOBEHb
KBanudpm (nopypose
Kaumm Hb)
KBanuguk
auuu
A | JokymeHTaUMOHHOE 5 BeneHuve opraHvMsauuoHHOM 1 A/01.5 5
obecneveHne paboTbl pacnopsauTensHOn JOKyMeHTauumn no
C nepcoHariom nepcoHany
BeneHve gokymeHTaumum no y4eTy u A/02.5 5
OBWXKEHNIO KagpoB
AOMWHUCTPUPOBaHME NPOLLECCOB U A/03.5 5
OOKYMeHTOO00pOoTa No y4eTY U OBMKEHUIO
KaapoB, NpeacTaBNeHno JOKYMEHTOB No
nepcoHany B rocyapCTBEHHbIE OpraHbl
B | OeaTenbHOCTb NO 6 C6op nHopmMauum o NoTpeBbHOCTSIX B/01.6 6
obecneyeHnto opraHusaumm B nepcoHare
nepcoHanom
Mouck, npueneyeHne, nogbop n otéop B/02.6 6
nepcoHana
AOMWHUCTPUPOBaHME NPOLLECCOB U B/03.6 6
AokymeHToobopoTa obecneveHus
nepcoHanom
C |OeaTtenbHocTb NO 6 OpraHu3aumns 1 NpoBeAEHNE OLIEHKM C/01.6 6
OLleHKe 1 aTtTecTaumm nepcoHana
nepcoHana
OpraHu3aums 1 NpoBeAeHne atTecTaumm C/02.6 6
nepcoHana
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

ALOMUHUCTPMPOBaAHME NPOLIECCOB U C/03.6 6
OOKyMeHTOOOO0pOoTa nNpu npoBeaeHnn
OLIEHKM 1 aTTecTaumm nepcoHana

D |OeaTtenbHOCTb NO 6 OpraHusaumns n nposegeHne meponpusatui | D/01.6 6
pas3BuTuio NepcoHana Nno passBUTUIO U MOCTPOEHNIO
npodeccruoHanbHOM Kapbepbl NepcoHana

OpraHusauunsi 0by4eHunss nepcoHana D/02.6 6
OpraHusauns agantauumn N CTaXMpPOBKU D/03.6 6
nepcoHana

ALOMUHUCTPUPOBaAHME MPOLIECCOB U D/04.6 6

[I0KyMeHTO0B0pOoTa Mo PassuTUIo 1
npodpeccroHanbHoON kapbepe, 0BYy4YeHuo,
ajanTauumn 1 CTaXUpoBKe nepcoHana

E [earenbHOCTb NO 6 OpraHusauus Tpyga nepcoHana E/01.6 6

opraHusaunun Tpyaa v
onnaTtbl NnepcoHana OpraHu3auuns onnatbl TpyAa nepcoHana E/02.6 6
AOMWHUCTPUPOBaHME NPOLLECCOB U E/03.6 6

ﬂ,OKyMeHTOO60pOTa no Bonpocam
OopraHu3auun Tpyaa v onnartbl nepcoHana

F [earenbHOCTb NO 6 Pa3paboTka kopnopaTuBHOW COLManbHON F/01.6 6
opraHusaumm NONUTUKN
KopnopaTnBHON
couunarnbHomn Peanunsauusa kopnopaTnBHOM coLmanbHON F/02.6 6
NONUTUKN NONUTUKN
ALOMUHUCTPUPOBaAHME MPOLIECCOB U F/03.6 6

OOKyMeHTOO0OopOoTa No Bonpocam
KoprnopaTnBHOW couManbHON NOMUTUKN

G | OnepaumnoHHoe 7 PaspaboTka cucTeMbl onepalnoHHOro G/01.7 7

ynpasreHue yrnpaBreHusl NepcoHanoM 1 paboTbl

nepcoHanom u CTPYKTYPHOro nogpasaeneHus

nogpasgeneHnem

opraHusaumm Peanusauusi onepauMoHHOro ynpasneHus G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgeneHuns
AOMWHUCTPUPOBaHME NPOLLECCOB U G/03.7 7

[LOKyMeHTO060poTa Mo onepaumoHHOMY
ynpaBneHuio nepcoHanom v paéoTe
CTPYKTYPHOro noapasaeneHus

H Crtpaternyeckoe 7 PaspaboTka cucTemMbl CTpaTermMyeckoro H/01.7 7
ynpasreHue yrnpasreHns NepcoHanom opraHusasmu
nepcoHanom
opraHusaumm Peanusauus cuctembl cTparerm4eckoro H/02.7 7

ynpasrieHuna nepcoHanomM opraHmsaumm

AOMWHUCTPUPOBaAHME NPOLLECCOB U H/03.7 7
AOKyMeHToobopoTa No cTpaTternyeckomy
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

ynpasJieHUo nepcoHarnom opraHm3auunm

[ll. XapakTepucTuka 06006LLEHHBIX TPYAOBbLIX YHKLIMIA

3.1. O6o6LweHHas TpyaoBas yHKUNS

OKYMEHTaLMOHHOe obecneyeHne paboThl ¢ YpoBeHb
HanmeHoBaHne Hoxy H P Kon A P 5
nepcoHanom KBanudukauum
MNpoucxoxaeHne
P kae . 3anmcTBOBaHO
06006LLLEHHOW TPYLOBOM OpwurunHan X
N3 opurmHana
YHKUUK
Kog PernctpaunoHHbIn
opurnmHana Homep
npoceccuoHansHoOro
cTaHgapTa

BosmoxHble HameHoBaHWs | CneumanncT no KagpoBoMy Aernonpon3BoACTBY

AormkHocTen, npodeccnin | CneumanncT no AOKYMeHTaLMOHHOMY obecneyeHnto paboTbl C nepcoHanom
Cneuunanuct no AoKyMeHTaLMoHHOMY obecrneyeHunto nepcoHana
Cneupnanuct no nepcoHany

TpeboBaHus K CpenHee npogeccunoHanbHoe obpasoBaHue - NporpaMmma noaroToBKM
06pa3oBaHMIo U 0OYYEHMIO | CMELMANMCTOB CPpeHEro 3BeHa

[ononHutenbHoe npodeccuoHanbHoe obpa3oBaHne - NPOrpaMmmbl
npodeccruoHanbHOM NEPENOAroTOBKU, NPOrpaMmbl NOBbILLEHWS
KBanudgukauum

TpeboBaHuMA K OnbITy -
npakTuyeckoi paboTl

Ocob6ble ycnosusi gonycka
K paboTe

Lpyrve xapakTepucTuku

[ononHutenbHble XapaKTepUcTukmn

HaunmeHoBaHue fokymMeHTa Koa HanmeHoBaHue 6a30BoW rpynnbl, AOMMKHOCTM (Npodheccun) nnu
cneumanbHOCTK
OK3 2412 CneumnanucTbl No kagpam 1 NpogopueHTaLmMm
3423 Cneumanuctbl KagpoBbIX CNYXX0 1 yYpexaeHui 3aHATOCTU
EKC <3> - Cneumanuct no kagpam
- WHcnekTop no kagpam
OKMATP <4> 27755 OKOHOMWCT No Tpyay
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H

"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no RokymenT npeaocraenex KoxcynstatTrinioc

[ara coxpaHeHus: 28.12.2015

yNpaBIIeHNIO MEPCOH...

22956 MHcnekTop no kagpam

3.1.1. Tpynosas yHKUMA

HanmeHoBaHue

BeneHue opraHv3aLoHHONM U
pacrnopsauTenbHON JOKyMeHTauum no
nepcoHany

YpoBeHb
(nogypoBeHb) 5
KBanudgukauum

Koa A/01.5

MpoucxoxaeHne TpyooBon

YHKLUUK

3anmMcTBOBaHO

OpuruHan X
P N3 opurmHana

Koa
opurmHana

PernctpaunoHHbIn
Homep
npoceccuoHansHoOro
cTaHgapTa

TpyooBble AencTBnA

O6paboTka 1 aHanu3 noctynarLlen JOKyMeHTauum no nepcoHany

Pa3paboTka n ocopmneHne JoKyMeHTauMmM No nepcoHany (NepBUYHON, Y4ETHOMN,
NnaHoBOW, no coumanbHoMy obecneyennto, OpraHn3aLMoHHON,
pacnopsauTenbHON)

PeFVICTpaLI,VIFl, y4yeT N TeKyLlee XpaHeHne OpFaHVI3aLI,VIOHHOl7I n pacnopﬂ,u,MTeanoﬁ
OOKyMeHTauunn no nepcoHany

Heobxoaumble
YMeEHUS

Pa3pa6aTblBaTb NPOEKTbl OPraHN3aunMOHHbIX N pacnopAagnTeribHbIX JOKYMEHTOB MNo
nepcoHany

OdopmnATb AOKYMEHTbI B COOTBETCTBMM C TpeboBaHMAMU
TpyaoBOro 3akoHogatenbctBa Poccunckon ®depepauumn U
HOPMaTUBHbLIMU akTaMn opraHusauum

rpaxmaHcKoro,
noKarnbHbIMU

Bectn ydyeTr n perncrtpaunio OOKyMEeHTOB B VIHC*)OpMaLI,VIOHHbIX cucremax n Ha
MaTepuarnbHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHEHWE [OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPyAoOBOro, apXmMBHOro 3akoHoadatenscTBa Poccuinckon denepaumm 1 nokanbHbIMA
HOPMAaTMBHbLIMW aKTaMn opraHu3awum

AHaJ'IVI3VIpOBaTb OOKYMEHTbl N NepeHOCUTb VIH(*)OpMaLI,VIIO B 0asbl OaHHbIX U
OT4eThI

BbiiBNSATb OLUINMOKM, HETOYHOCTH, ncnpasneHnda n HeaoCToBEPHYHO VIH(*)OpMaLI,VIIO B
OOKyMeHTax, onpeaendartb NermtTMMHOCTb JOKYyMEHTOB

PaboTatbh C VIHCbOpMaLI,VIOHHbIMVI cuctemamm u 6asamMm OaHHbIX MO BeAEHWUo
yyeTa, OBMXKEHUKO nNepcoHana

Cobntogatb HOPMbI 3TUKK AENOBOro ObLLEHMS

Heobxoagumble 3HaHUSA

nOpﬂﬂ,OK OCbOpMJ'IeHVIFl, BeQEeHNA N XpaHEeHUA OJOKYMEHTOB NO nepcoHany

nOpﬂﬂ,OK yyvyeTa ABXEeHUA KagpoB 1 COCTaBI1eHUA yCTaHOBﬂeHHOVI OTYETHOCTU

KoHncynbTtanTtllnioc

www.consultant.ru
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

OcHoBbl 4OKYMeHTOO60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

TexHonorMn, MeToabl M MeTOOAMKA MPOBEOEHUs aHanM3a W cucTeMaTvaauum
[IOKYMEHTOB 1 MHopMaLnm

Mopsinok pacyeTa cTaxa, NbroT, KoMNeHcauuii, oopMIeHnst NeEHCUIn paboTHUKaM

CTpykTypa opraHusaumm

TpynooBoe 3akoHOOATENbLCTBO W WHblE aKTbl, cogepXaliue HOPMbl TPYOOBOrO
npaea

OcHoBbl adpXMBHOro 3akoHoaaTeslbCTBa W HOpMaTMBHbIE T[pPaBOBbIE aKThbl
Poccuiickon CDe/J,epau,MM, B 4aCTu BeeHNA AOKyMeHTaln no nepcoHany

3akoHogaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl  OpraHun3auuu, perynupywuime  nopAaaok
O(bOpMJ'IeHVIﬂ pacnopagnTenbHbIX 1 OPpraHn3auMoOHHbIX OKYMEHTOB MO nepcoHany

HOprI 3TUKM U 0eNoBOro obLLeHus

BasoBble OCHOBbI MH(OPMATUKUA, CTPYKTYPHOE MOCTPOEHME MHGOPMALMOHHbIX
cUCTEeM 1 0COGEHHOCTU PaboTbl C HAMM

Iipyrve -
XapaKTepUCTukmn

3.1.2. TpynoBas yHKUMA

BeneHve gokymeHTauum no y4eTy u YpoBeHb
HanmeHoBaHVe | ABWKEHWIO KaapoB Koga A/02.5 |(nogypoBeHb) 5
KBanudukauum
MpoucxoxaeHne TpyooBon OpurvHan X 3anmcTBOBaHO
dyHKUMM 13 opurnHana
Kog PernctpaumnoHHbIn
opurMHana HOMep
npoceccuoHansHoOro
cTaHgapTa
TpyooBble AencTBnA lMoaroToBKka NPOEKTOB  [AOKYMEHTOB MO  npouedypam  yrnpasneHus

nepcoHariom, y4yeTy n ABMXeHUo nepcoHarna

Opransau,vm CUCTEeMbI OBUXKEHNA OOKYMEHTOB MO nepcoHany

C6op 1 npoBepka NNYHbLIX LOKYMEHTOB pabOTHMKOB

Moarotoska un OCbOpMJ'IeHVIe no 3anpocy pa6OTHVIKOB N OOJDKHOCTHbIX L,
KOMui, BbIMUCOK M3 KagpoOBbIX AOKYMEHTOB, CrNpaBOK, VIH(*)OpMaLI,VIVI O CTaxe,
nbrotax, rapaHTuax, KOMneHcaunax n NHbix cBedeHun o pa6OTHVIKaX

Bbligava pa6OTHVIKy KagpoBbIX JOKYMEHTOB O €ro pr,Cl,OBOVI nNeATelIbHOCTU
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

[oseneHne 0o cBeaeHnd nepcoHana OopraHmn3aunoHHbIX,
pacnopagnTesibHbIX N KaapoBblX AOKYMEHTOB OpraHu3aunmn

Benenve yyeta pabodero BpemeHn paboTHMKOB

PeFVICTpaLI,VIﬂ, ydyeT, onepartnBHoOe XpaHeHue [OOKYMEeHTOB MNo nepcoHany,
noaroToBKa K caaye Ux B apxuB

Heobxogumeble yYMeHUaA Pa3pa6aTblBaTb NPOEKTbl KAaAPOBbIX AOKYMEHTOB

OdopmnATb KagpoBble [OOKYMEHTbl B COOTBETCTBUMM C TpeboBaHMsMU
TpyaoBOro 3akoHogatenbctBa Poccuinckon defepauum n  nokanbHbIMU
HOPMaTUBHbLIMU akTaMn opraHusauum

Bectn y4yeT n perncTtpaumio KagpoBbiX OOKYMEHTOB B VIH(*)OpMaLI,VIOHHbIX
cucremMax n Ha MmatepuaribHbiX HOCUTENAX

OpFaHVI3OBbIBaTb XpaHeHne KaapoBblX [OOKYMEHTOB B COOTBETCTBUM C
Tpe6OBaHVIF|MVI TPyAoOBOro, apxmBHOINo 3akoHOO4AaTesnbCTBa Poccuiickon
CDep,epaLwM M nNokanbHbIMAN HOPMAaTUBHbLIMU aKTaMW OpraHn3auumn

AHaJ'IVI3VIpOBaTb KagpoBble OOKYMEHTbl N NepeHOCUTb VIHC*)OpMaLI,VIIO B 6asbl
OaHHbIX N OTYETbI

PaboTtaTtb co cneunanmn3npoBaHHbIMM VIH(*)OpMaLI,VIOHHbIMVI cucreMmamm un
©asamMu AaHHbIX NO BEAEHUIO ydeTa 1 OBMXKEHUIO NepcoHana

Pa3pa6aTblBaTb nnaH KOPPEKTUPOBOK YCTaHOBJ1EHHOIO nopaaka
O(bOpMJ'IeHVIFl OOKYMEHTOB MO TMepcoHalny W peann3oBbiBaTb MNPUHATBLIE
N3MEHEHNA

KoHTponupoBaTb NpucyTcTBME paboTHUKOB Ha paGoyeM MecTe

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK OCbOpM.I'IeHVIﬂ, BeOEeHNA N XpPaHEeHUA JOKYMEHTOB NO nepcoHany

nOpﬂﬂ,OK ydyeTta [OBUWXKEeHUA KaapoB WU COCTaBlieHUA yCTaHOBﬂeHHOVI
OTHETHOCTU

Mopsgok pacyeTa cTaxa, MbroT, KOMMEHcauun, O(OpPMNEeHUa neHcui
paboTHMKam

CTpykTypa opraHusaumm

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHogaTesnbCTBa U HOPMAaTUBHLIE T[MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTh BeeHNA OOKyMeHTaln no nepcoHany

3akoHopaTenbcTBO Poccuiickon degepaunm 0 nepcoHanbHbIX AaHHbIX

TexHonorMn, MeTodbl U MeTOAUKN NPOBEAEHNS aHanusa u cuctemaTusaumm
[IOKYMEHTOB ¥ MHdopMaLnm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHusauuun, perynumpyrouine nopanaok
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

O(bOpMJ'IeHVIFl OOKYMEHTOB Mo nepcoHany

OcHoBbl 4OKYMeHTO0O60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

HOprI 3TUKK 0EenoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.1.3. TpynoBas yHKUMA

AOMWHUCTPUPOBaHME NPOLLECCOB U YpOBEHb
OKyMEHTOODOpOTa MO YYEeTY U ABUKEHUIO
Haumenosarne |2O%Y P ysery n i Koga A/03.5 |(noaypoBeHb) 5
KaapoB, NpeacTaBNeHno JOKYMEHTOB No KBANMCHUKALIAN
nepcoHany B rocyapCTBEHHbIE OpraHbl
MpoucxoxaeHve TpyaoBom 3ammcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Koa PernctpaunoHHbIn
opurnHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AenCTBUSA OpraHu3aunst LOKyMeHTO0bopoTa Mo y4YeTy U OBWKEHUIO KagpoB

OpransaLl,vm ﬂ,OKyMeHTOO60pOTa no npencraBneHno OOKYMEHTOB IO
nepcoHany B rocyaapCrtBeHHbIE OpraHbl

[NocTaHoBKa Ha y4yeT opraHn3auunm B rocygapCTBEHHbIX OpraHax

MoarotoBka MO 3anpocy rocyaapCTBEHHbIX OpraHoB, MPOJECCUMOHANbHbBIX
COI30B W ApYrMX MNpencTaBUTENbHBIX OpPraHoB pPaGOTHWKOB OpUrMHAroB,
BbIMUCOK, KOMWI [JOKYMEHTOB

MoaroToBka yBeAOMIIEHUMIW, OTYETHOW U CTATUCTUYECKOW WHopMauun Mo
nepcoHany

MNopgrotoBka MHdopMaLun o 3aK14YeHnn TpyaoBOro unm
rpaXxgaHCKo-NpaBoOBOro 4OroBopa Ha BbIMONHEHME paboT (oka3aHue ycnyr) ¢
rpakgaHnHOM, 3amMeLlaBLUUM JOJTKHOCTHU rocyfapCTBeHHOM unm
MYHULIMNanbHON cnyxosl, nepedeHb KOTOpbIX yCTaHaBnuBaeTcs
HOpMaTMBHbLIMW NPaBOBLIMK akTamu Poccuiickon ®eaepauun

Heobxoanmble ymeHust OdopMnsATb y4eTHblEe OOKYMEHTbI, NPeaoCcTaBnsieMble B FOCYAapCTBEHHbIE
opraHbl, NpodeccuoHarbHble Co3bl U Apyrne npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsIMU
TpyaoBOro 3akoHogatenbctBa Poccuinckon defepauum n  nokanbHbIMU
HOPMaTUBHbLIMU akTaMn opraHusauum
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

PabGoTtaTtb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm M 6asamm gaHHbIX NO BEOEHMUIO
ydyeTa n ABMXEeHUKO nepcoHana

PabGoTtaTtb C VIH(bOpMaLI,VIOHHbIMVI cuctemamm M 6asamm gaHHbIX NO BEOEHUIO
CTaTUCTUYECKON U OTHETHOMN VIHC*)OpMaLI,VIVI no nepcoHany

AHanuaupoBaTb Npasuna, npoueaypbl U MOpAAoK, perynupytowne npasa u
06513aHHOCTM TOCYapCTBEHHbIX OpraHoB M OpraHu3auuu Mo Bompocam
o6MeHa JoKyMeHTaLMel No nepcoHany

Bectn 0ENO0BYIO Nepenuncky

Cobntogatb HOPMbI 3TUKK AENOBOro obLLEeHUs

HeobGxoanMble 3HaHKsA TexHonorun, MeTodbl U MeTOAUKU NPOBEAEHNS aHanusa u cuctemaTusaumm
[IOKYMEHTOB 1 MHdopMaLnm

OcHoBbI JOKyMeHTOO60pOTa M LOKYMEHTALMOHHOIO obecneyeHuns

CTpykTypa opraHusaumm

HopmatueHble npaBoBble akTbl Poccuiickon deaepaumu, perynupyroLimne
npaBa 1 0083aHHOCTM rOCY4apCTBEHHbBIX OpPraHoB, NPOGECCMOHaNbHbIX
COH30B 1 ApYrnx NpeacTaBUTENbHbIX OPraHoB pabOTHUKOB MO
npeaocTaBneHnto y4eTHON AoKyMeHTauum

TpynoBoe 3aKoHOAATENLCTBO U UHbIE aKTbl, CoAepXallue HOpPMbl TPYA0BOro
npaea

OcHoBBbI ApPXMBHOIo 3aKkoHOOaTeNbCTBa N HOPMaTUBHBbIE MPAaBOBbIE aKThbl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA JOKyMeHTaln no nepcoHany

3akoHopaTenbcTBO Poccuiickon degepaunm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpPpMaTUBHbIE aKTbl OpraHnu3auumn, perynmpyrLime nopanok
BeOEeHNA JOKyMEeHTaLn No y4eTy 1 ABMXKXEHUIO nepcoHarna

HOprI 3TUKK 0EeNoBOro obLeHus

BasoBble 0CHOBbI MHGPOPMATUKK, MOCTPOEHUS MHDOPMALIMOHHBLIX CUCTEM U
0COBEHHOCTM paboTbl C HAMU

Lpyrve xapakTepucTuku

3.2. O606LWweHHas TpyaoBas yHKUNS

HarMeHoBaHMe [earenbHocTb Mo obecrneyYeHnto NepcoHanom Kon B YpoBeHb
KBanudukauum
MNpoucxoxaeHne
cBoSueron TpysoRoi | Opurwan X |S2ETReRRo
yHKLMM
Koa PerncTpaumoHHblii
opurnmHana HOMeEp

HagieXHasa NpaBoBas noaaepxka
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

npoceccuoHanbHoOro
cTaHgapTa

Bo3aMOXHble HaMEeHOBaHNS Cneumnanuct no nogbopy nepcoHana
OOIXHOCTEN, npodeccun Cneumanuct no nepcoHany
MeHeoxep no nepcoHany

TpeboBaHus k 0bpa3oBaHuio | Beicliee obpa3oBaHue - bakanaBpuaT

N 0By4eHuto [ononHutenbHoe npodeccruoHanbHoe obpasoBaHne - NporpaMmbi
MOBbILLEHUS KBanuduKaLmmn; nporpaMmMbl NpodeccuoHansHoM
nepenoaroToBkM B 0bnactu novcka 1 nogbopa nepcoHana

TpeboBaHMA K OnbITy -
npakTuyeckoi paboTl

Ocob6ble ycnosusi gomnycka K
paboTte

Lpyrve xapakTepucTuku -
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"O6 yTBepxaeHuu npodpeccmoHanbHoro ctaHgapTa "CneunanucT no ynpaBrieH o NMEPCOH. .. [ara coxpaHeHus: 28.12.2015

[ononHutenbHble XapaKTepUcTukmn

HaunmeHoBaHWe JokyMeHTa Koga HanmeHoBaHue 6a30BoW rpynnbl, AOMMKHOCTM (Npodheccun) nnu
crneuunansHoCTH
OK3 2412 CneumnanucTbl No kagpam 1 NpogoprueHTaLmMm
3423 Cneunanuctbl KagpoBbIX CNYXX0 1 yYpexaeHui 3aHAToCTH
EKC - Cneumanuct no kagpam

- MeHemxep no nepcoHany

oKnaTP 27755 OKOHOMUCT No Tpyay

22956 MHcnekTop no kagpam

3.2.1. TpynoBas yHKUMA

KoHcynbTaHTtlntoc www.consultant.ru
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no

yNpaBIIeHNIO MEPCOH...

C6op nHdbopmaumm o noTpebHoCcTAX YpoBeHb
HaumeHoBaHve | opraHu3aumy B nepcoHane Koga B/01.6 |(nogypoBeHb) 6
KBanudukauum

MpoucxoxaeHne TpyooBon
YHKLUUK

3ammcTBOBaHO
OpwurmnHan X
13 opurnHana
Kog PernctpaumnoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

TpyooBble AencTBuA

AHanus nnaHos., CTpaTernn n CTpykKTypbl opraHmsaummn

AHanus ocobeHHoCTel opraHusauum paboTbl M NPOM3BOACTBA Ha
KOHKPETHbIX pabounx MecTax

Ananus pblHKa Tpyoa nNo OpraHun3auun pa6OTbI Ha aHanorm4Hom
npon3BoacTBeE U pa6oqwx MecTax

dopmupoBaHme TpeboOBaHMM K BakaHTHOM AOMmKHOCTM  (Mpodheccun,
crneunanbHOCTUN) U UX KOPPEKLINSA

AHanu3 pbiHKa Tpyda U nepcoHana opraHusauuMu no npoduno BakaHTHOW
[OIMKHOCTM (Npodbeccun, crneumnanbHOCTH)

VlH(bOpMVIpOBaHVIe N KOHCYINbTUPOBaHue pyKOBOﬂMTeﬂeVI nop,pasp,eneHm?l n
OopraHu3auum no Bonpocam pbiHKa Tpyaa B 4actu obecneyveHus nepcoHanom

Heobxoaumble ymeHus

CobupaTtb, aHanuavMpoBaTb W  CTPYKTypupoBaTb WHdopMauuio o6
0COBEHHOCTSIX OpraHM3auuy paboT Ha pasnMyHbIX y4acTkax Npou3BoacTBa U
Ha KOHKPETHbIX paboynMx MecTax C y4yeToM Lenel, 3adad, MraHoB U
CTPYKTYpPbl OpraHv3auum

CobupaTtb, aHanuavMpoBaTb WU  CTPYKTypupoBaTb  WHdopmauuio o6
0COBEHHOCTSIX M BO3MOXXHOCTSIX KapOBOro noTeHumana opraHmsaumm

CobupaTb, aHanuavMpoBaTb U  CTPYyKTypupoBaTb  MHdopMauuo 06
0COBEHHOCTSAX pblHKa Tpyaa, BKIoYas NPeanoXeHUs OT NpoBaiaepoB ycnyr
Mo NOWUCKy, NpUBIeYeHMo, Nnoadbopy 1 oTbopy nepcoHana

dopmupoBaTb TpebOBaHMA K BaKaHTHOM [OOMKHOCTM  (mpodpeccuu,
crneunanbHOCTU) 1 onpeaensaTb KpuTepun nogéopa nepcoHana

BHocutb KOppeKkTupywuwne ceeaeHnda B Tpe6OBaHVI$| K KaHOugatamMm Ha
BaKaHTHbl€e OOJTKHOCTU (I'IpOC*)eCCVIVI, CI'IeLI,VIaJ'IbHOCTVI)

Monb3oBaTbCs MOMCKOBBIMU CUCTEMaMU U UH(POPMALMOHHBLIMU pecypcamMmum
AN MOHUTOpPUHra  pblHKA  Tpyda, rpaxgaHckoro W TpyaoBOro
3akoHogartenbcTBa Poccuinckon deanepaumm

KOHch'IbTVIpOBaTb no BoOmnpoCaM PpblHKa Tpyda B 4YacTu obecneyeHns
nepcoHariom

KoHncynbTtanTtllnioc

HagieXHasa NpaBoBas noaaepxka
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Cobntogatb HOPMbI 3TUKK AENOBOro obLLEeHUs

HeobGxoanMble 3HaHKsA TexHonorun, MeTodbl U MeTOAUKU NPOBEAEHNS aHanusa u cuctemaTusaumm
[IOKYMEHTOB 1 MHdopMaLnm

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodheccum,
cneumanbHOCTK)

nOpﬂﬂ,OK onpeaeneHusa I'IepCI'IeKTVIBH017I n TeKyLLI,eVI I'IOTpe6HOCTl/I B Kagpax

McTouHmkmn obecneyeHus opraHunsauunm Kagpamm

OpraHusaums paBGoT Ha pasnuuHbIX y4acTkax NpPou3BOACTBA, OpraHusauum,
oTpacnu

OOwue TeHOeHUMM Ha pbiHKE Tpyda M B OTAENbHOM OTpacnu, KOHKPETHOM
npodeccun (OSMKHOCTN, CneunanbHOCTM)

OCHOBbI NCUXOMOrMK U COLIMOITIOrK Tpyaa

OCHOBbI 3KOHOMMUKM, OopraHudauum Tpyaa u ynpasieHusa

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBb! adpXMBHOIo 3akoHogaTesnbCTBa U HOPMAaTUBHLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu BeQeHNA AOKyMeHTaln no nepcoHany

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynumpyrouine nopanaok
nop,6opa nepcoHana

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.2.2. TpynoBas yHKUMA

Mouck, npueneyeHne, nogbop n otéop YpoBeHb
HaumeHoBaHve |nepcoHana Koga B/02.6 |(nogypoBeHb) 6
KBanudgukauum
MpoucxoxaeHne TpyooBon OpurvHan X 3anmcTBOBaHO
yHKLMM 13 opurnHana
Kog PernctpaunoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTaHgapTa
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"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

TpynoBble gencTens Monck BO BHYTPEHHWUX M BHELLUHUX UCTOYHMKAxX MHOpMaLUM O kaHauaarax,
COOTBETCTBYIOWEN TpeboBaHUsIM BakaHTHOM [OOMKHOCTM (npodieccum,
cneumanbHOCTK)

PasmelleHne cBegeHMd O BakKaHTHOM  JOIMDKHOCTM  (Mpodpeccun,
crneunanbHOCTW) B CpeacTBax MaccoBol nHdopmaumm

Bbl60p crnocoboB 1 MeTonoB npuBIrie4eEHNA nepcoHana B COOTBETCTBUAU C
yTBEpPXOAEHHbIMU NitaHaMn

MpoBepka wWHopMaumMnm o0 KaHAMOATAX Ha BakKaHTHble  [OMKHOCTU
(npodheccum, cneumnanbHOCTK)

MpoBeneHne cobecefoBaHMt U BCTpeY C KaHAWAaTaMuM Ha BakaHTHble
OOIMKHOCTM (Mpodhbeccum, cneumanbHOCTK) ¢ obecnevyeHnemM obpaTHOM CBA3N

OueHka COOTBETCTBUSI KaHAMOATOB TPeOGOBaHWAM BaKaHTHOW [OMKHOCTU
(npodheccum, cneumnanbHOCTK)

MoarotoBka nNpeanoXeHuit Mo OPMUPOBaHUIO GroaKeTa Ha  MOWUCK,
npuBnedeHve, noabop 1 oTbéop nepcoHana

MHdbopMUpoBaHne 1 KOHCYNbTMPOBaHWE pykoBoAWUTENei noapasgeneHuii u
opraHusaummu no Bonpocam NpuBeYeHns NepcoHarna ¢ OLEeHKoi 3aTpat

HeobGxoanMble yMeHuUs Onpenensite  KpuTepuu Moucka, npuernedyeHuss, nogbopa u ot6opa
nepcoHana

CO6I/IpaTb, aHanm3anpoBaTtb U CTPYKTypupoBaTtb VIH(*)OpMaLI,VIIO O KaHOuaaTtax
N npeanoxeHuax Ha pbiHKe Tpyda

Monb3oBaTbCs NOUCKOBLIMU CUCTEMAMU U MHADOPMALMOHHBIMU pecypcamMm B
obnacTtu obecneyeHnss nepcoHanom

anIMeHFlTb TEXHONMOrMM M METOAUKM MNOUCKa, NpuBledHeHUd, rlop,6opa n
0T6opa KaHOnaaToB Ha BaKaHTHbIE AOJITXHOCTU (rlpocbeccvm,
cneu,waanocm) B COOTBETCTBUE C UX CI'IGLI,VI(*)VIKOVI

Vcnonb3oBaTb cpencrtea obecneyeHns nepcoHariom, BKIno4ad
conposoxaeHune

KOHch'IbTVIpOBaTb Nno BOMpocaM npueBliie4eHNA nepcoHarna

CocTtaBnaAtb 1 KOHTpOJIMpoOBaThb CTaTbM pacxogoB Ha obecneyeHne
nepcoHanom and nnaHnpoBaHuUsA OomxeToB

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS McTouHmkmn obecneveHus opraHunsauunm Kagpamm

TexHonorm ©n MeToAUKM MoucKa, NpuBnedeHus, noabopa U oTbopa
nepcoHana

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

TexHonormm n metoabl (bOpMVIpOBaHVIﬂ N KOHTpPOIA OrooKeToB
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

TexHonormn, MetToabl U METOAMKN NPOBEAEHWUA aHanusa, cucTematusaumm
[IOKYMEHTOB 1 MHdopMaLnm

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

OG6LiMe TeHOEeHUMW Ha pblHKE Tpyda M B OTAEMbHbIX OTPAacnsX WM Buaax
npodeccroHanbHom AeaTenbHOCTH

OCHOBbI NCUXOMOrMK U COLIMONTIOrK Tpyada

OCHOBbI 3KOHOMMUKM, OopraHu3auum Tpyaa u ynpasiieHuda nepcoHarioMm

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBb! adpXMBHOIo 3akoHogaTesnbCTBa U HOPMAaTUBHLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTh BeeHNA OOKyMeHTaln no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble aKTbl opraHusauumn, perynupyroume nopaaok obecneyeHns
nepcoHariom

HOprI 3TUKK 0EeNoBOro obLeHus

Bas3oBble OCHOBbI MHGOPMAaTUKK, MOCTPOEHMS MHAOPMALMOHHBLIX CUCTEM U
0COBEHHOCTM paboTbl C HAMK

Lpyrve xapakTepucTuku

3.2.3. TpynoBas yHKUMA

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
HanveHoBaHne | gokymeHTooOb60poTa obecneyeHns Koga B/03.6 |(nogypoBeHb) 6
nepcoHanom KBanudukauum
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM 13 opurnHana
Kon PernctpaunoHHbIn
opurnHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTBUSA AHanuM3 npoLeccoB [AOKYMEHTOOOOPOTa, foKanbHbIX [LOKYMEHTOB MO

Bonpocam obecneyeHns nepcoHariom

BeneHune VIH(bOpMaLI,VIVI [0} BaKaHTHbIX  OOJDKHOCTAX (npod)eccvmx,
cneumnan bHOCTFlX) N KaHanaatax

ﬂ,OKyMeHTaLI,VIOHHOG conpoBoXxXaeHne KaHoungatoB Ha J3Tanax noucka,
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

npuBneYyeHnsi, nogdopa M oTOOpa MNepcoHana Ha BakaHTHbIE [OMKHOCTU
(npodheccumn,  cneumanbHOCTU),  MHPPOPMUPOBAHWE  KaHAMOATOB O
pesynbTaTtax oTbopa

MogrotoBka 3anpocoB O KaHAMAaTax B FOCYAApPCTBEHHblE OpraHbl, B
crnyyasx, npedyCMOTPEHHbIX — OEWCTBYIOLMM  3aKOHOAATENbCTBOM, WU
0bpaboTka npeaocTaBneHHbLIX CBEAEHUN

MoarotoBka M 06paboTka YBEOOMIEHWA B T[OCY[AapCTBEHHbIe OpraHbl,
npodeccmoHanbHble  CO3bl U ApyrMe npeacTaBUTEmNbHbIE — OpraHbl
paboTHMKOB MO BOMpOcaM roucka, MpuBriedyeHusl, nogbopa u oT6opa
nepcoHana

COI'IpOBO)K,EI,eHVIe 4orosopos no obecneyeHunto opraHumsauum nepcoHariom,
BKIMo4Yad npeaBsaputenbHblie npouenypbl No Ux 3akini4eHuo

Heobxognmble YMeHUaA ObecneymBatb OOKYMEeHTauMoOHHOE COMnpoBOXAeHWe BbiXOda KaHAuOaTa Ha
pa60Ty N nepemMeLlleHunsa nepcoHana

OdopmnsATb  AOKYMEHTbI MO BonpocaM  obecrieyeHuss  KagpoBbIMU
pecypcamun, HeobxoauMble AN MNpPenocTaBMneHns B roCyAapCTBEHHbIE
opraHbl, NpodeccuoHarbHble Co3bl U ApYrne npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsMU
TPyOOBOro, apxuBHOro 3akoHoaatenbcTBa Poccuiickon denepaunm wu
nokarnbHbIMWM aKkTaMn opraHmnsauum

AHaJ'IVI3VIpOBaTb OOKYMEHTbI n NnepeHoCUTb VIH(*)OpMaLI,VIIO B
I/IH(bOpMaLI,VIOHHbIe cucTeMbl 1 6a3bl AaHHbIX O KaHaMaaTax

PaboTtatb C I/IH(bOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX No Bornpocam
obecneyeHns nepcoHariomM, BeOeHUK0 TOUCKa W Yy4deTa KaHOuOaTtoB Ha
BaKaHTHbl€e OOJTKHOCTU (npocbeccvu/l, CI'IeLI,VIaJ'IbHOCTVI)

MNponssoauTb npeaBapuUTENbHbIE 3aKyrno4Hble npouenypbl u odhopMnATb
CONyTCTBYHOLUYHO OOKYMEHTaLUUO NO 3aKrk4YeHno orosopos

OpFaHVI3OBbIBaTb M NpoBOAUTb KOHKYPChlI, O(*)OpMJ'IFlTb 1N aHanm3npoBaTb
KOHKYPCHYHK OOKYMEHTauuo

Bectn 0ENO0BYIO Nepenuncky

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK OCbOpMJ'IeHVIﬂ, BeOEeHNA N XpaHeHUdA OOKYyMEeHTauuu, CBsi3aHHON C
NMONCKOM, NnpuBIrie4eHnem, I'IOﬂ,60pOM n OT60pOM nepcoHana Ha BaKaHTHblEe
OOJTMKHOCTU

nOpﬂﬂ,OK CbOpMVIpOBaHVIFl, BedeHust 0OaHka [OaHHbIX O nepcoHane
opraHmnsauunn n npeagocrtaBiieHna OT4eTHOCTU

OcHoBbl 4OKYMeHTOO60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

TexHonorun, MeTodbl ¥ MeTOAUKU NPOBEAEHNS aHanusa u cuctemaTusaumm
[I0KYMEHTOB ¥ MHopMaLnm
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

nOpﬂﬂ,OK npoBeaeHna KOHKYpCoB U O(*)OpMJ'IeHVIﬂ KOHKprHOVI LOOKyMeHTauunmn

Mopsinok  npoBedeHUst  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUs
COMYTCTBYIOLLEN JOKYMEHTaLUN

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodheccum,
cneumanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHbLIE T[MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu Be4eHNA OOKyMeHTalnn no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble aKkTbl  OpraHu3auuu, perynupyrowine  nopanok rlop,6opa
nepcoHana

Mopsiaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

BasoBble OCHOBbI MHGOPMAaTUKK, NMOCTPOEHUS MHAOPMALMOHHBLIX CUCTEM U
0COBGEHHOCTM paboTbl C HAMK

Lpyrve xapakTepucTuku

3.3. O606LweHHas TpyaoBas yHKUNS

€ATENbHOCTb MO OLUEHKE N aTTecTaumm YpoBeHb
HanmeHoBaHne A H H Koa C P 6
nepcoHana KBanudukauum
MNpoucxoxaeHne
- - 3anmcTBOBaH
06006LLLEHHOW TPYLOBOM OpwurnHan X 0
N3 opurmHana
YHKLUUK
Kog PernctpaunoHHbIn
opurmHana HOMeEp
npoceccuoHansHoOro
cTaHgapTa
BoamoxHble HaMmeHoBaHUs | CneumanucT Mo OLeHKe U aTTecTauun nepcoHana
DOIMKHOCTEN, Npodheccui Cneumanuct no nepcoHany
MeHepxep no nepcoHany
TpeboBaHus K Bbicliee obpasoBaHue - bakanaspuat
o6pa3zoBaHuio 1 obyyeHnto | lononHuTenbHoe npodeccnoHanbHoe obpa3oBaHme - NporpamMmmbl
NnoBbILLEHMS KBanudmkaLum; nporpaMmmMbl NpodeccroHanbHom
nepenoaroToBkM B 06n1acTy NpoBeAeHMs OLIEHKM NepcoHana
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

TpeboBaHuMA K OnbITy -
npakTuyeckoi paboTel

Ocob6ble ycnosusi gomnycka K
paboTte

Lpyrve xapakTepucTuku

[ononHutenbHble XapaKTepUcTukmn

HanmeHoBaHWe JokymMeHTa Kog HaunmeHoBaHue 6a30BoW rpynnbl, 4OMMKHOCTY (Npodheccum)
nnn cneumansHOCTU
OK3 2412 CneumnanucTbl No kagpam 1 NpogopueHTaLmMm
3423 CneumanucTtbl KagpoBbIxX CNYXX0 1 yYpexaeHui 3aHAToCTU
EKC - MeHepxep no nepcoHany
oKnaTP 27755 OKOHOMUCT no Tpyay
22956 WHcnekTop no kagpam

3.3.1. TpynoBas yHKUMA

OpraHu3auns 1 NpoBeAEHNE OLIEHKM YpoBeHb
HaumeHoBaHve |nepcoHana Koga C/01.6 |(nogypoBeHb) 6
KBanudukauum
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHanbHoOro
cTaHgapTa
TpynoBble AencTBUSA AHanu3 CTPyKTypbl, MMaHOB W BaKaHTHbIX [OIDKHOCTEW (nNpodpeccun,

CHeLLVIaﬂbHOCTeVI) opraHmnsauum, ocobeHHocTen opraHunsauum pa6OTbI Ha
pa3nnYHbIX y4acCTKax npon3BoACcTBa U KOHKPETHbIX pa6qux MecTax

PaspaboTka nnaHa OLEHKM MepcoHana B COOTBETCTBMM C  Lensamu
opraHu3aLmm

OueHKa AUHaMKKN NPon3BoOAUTENBHOCTU, MHTEHCUBHOCTU 1 3h(PEKTMBHOCTU
Tpy4a Ha pabo4ymx Mectax

OnpepneneHne pecypcos, BbLIGOP CPeACTB M MeTOAOB MPOBEAEHUs! OLIEHKM
nepcoHana

I'IpOBep,eHMe OLEHKM nepcoHalia B COOTBETCTBUM C MNMiiaHaMn opraHm3auunn

COI'IpOBO)K,EI,eHVIe Aoroeopos C  OpraHu3aunamun - NCNONMHUTENAMUN
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"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

MepOHpVIﬂTVIVI Nno OueHKe nepcoHana, BKr4YaAa npeaBaputeribHbie
npouenypbl No Ux 3akrno4eHuro

KoHcynbTpoBaHMe MepcoHana Mo BOMpPOCaM OLIEHKW, BKMOYas OLEHKY
3artpar

AHanu3 pe3ynbTaToB OLEHKU MepcoHana, MOAroToBKa pPeKoMeHAaLmii
PYKOBOZACTBY ¥ nepcoHany

lNogroToBka I'Ipeﬂ,J'IO)KeHVIﬁ no (*)OpMVIpOBaHVIIO OromxeTa no opraHunsauum un
npoBeaeHno OLUEHKN nepcoHana

Heobxogumeble YMeHUaA Onpep,enmb napamMmeTpbl U KpUTepun OLEHKMN NepcoHana

OI'Ipeﬂ,eJ'IFlTb N MNMpUMEeHATb cpeactBa W MeTodbl npoBeaeHUA OLEeHKU
nepcoHarna

BbliaenaTb (OﬂpeﬂeﬂﬂTb) rpynnbl nepcoHana ana nposeaeHna oueHKn

Onpe/:l,enmb MHTEHCUBHOCTb TpyAda U 30Hbl MOBbIWLEHUA Sd)(*)eKTVIBHOCTVI
nepcoHana

Onpep,enmb MOTUBaALUWNOHHbIE d)aKTOpr npoBeaeHna oLueHK nepcoHana

CoctaBnstb n KOHTPOJIMPOBATb CTAaTbM pacxogoB Ha OLEHKY NnepcoHana and
nnaHnpoBaHuaA OroaKeToB

ObecneymBaTtb OpraHM3aLUMOHHOE CONPOBOXAEHME OLEHKN NepcoHana

ObGecneunBatb COXPAHHOCTb  KOHUMOEHUMANbHON  MHOopMauuM  npu
npoBefeHMN OLEHKM nepcoHana

OpraHu3oBbIBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsIMU
TPyOOBOro, apxuBHOro 3akoHoaatenbcTBa Poccuiickon denepaumm wu
nokanbHbIMY HOPMaTUBHBLIMUW akTaMn OpraHn3auun

CobupaTtb, aHanuMaupoBaTb W  CTPYKTypupoBaTb  WHOpMaUuilo O
NpeanoXeHsaX Mo oLieHKe NepcoHana Ha pbliHke Tpyaa

MNponssoanTb npeaBapuUTENbHbIE 3aKyrno4Hble npouenypbl u odhopMnATb
CONyTCTBYHOLUYHO OOKYMEHTaLUMO No 3aKrnn4YeHno orosopos

OﬂpeﬂeﬂﬂTb ycnosma OnA  3aKn4YeHnda OOoroBopoB Ha ycnyrn  no
npoBeaeHno OLUEHKN nepcoHana

CI/ICTeMaTVI3V|pOBaTb, obobwartb u aHanmsmpoBaTtb pe3ylibTaTbl OLEHKA
nepcoHana

ObecneumBatb 00paTHYlO CBA3b MO pe3ynbTaTtam MpPOBEAEHHON OLEHKM C
nepcoHanom 1 pykoBoacTBOM

[Nonb3oBaTbCA MOUCKOBLIMU CUCTEMaMMU, VIHC*)OpMaLI,VIOHHbIMVI pecypcamun n
©asamMu gaHHbIX No npoBeeHno OUEeHKN nepcoHarna

PaspabaTtbiBaTb pekoMeHaauun Mo pas3BUTUIO MepcoHana Ha OCHOBEe
npoBeaEeHHON OLIEHKN
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"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Cobntogatb HOPMbI 3TUKK AENOBOro obLLEeHUs

Heobxoaumble 3HaHUS TexHornoruu n Metoabl onpeaeneHus NPoeccuoHanbHbIX 3HaHUN, YMEHUN U
KOoMMNeTeHLMn

TexHonornm n meToabl OLLEHKN FIMYHOCTHbIX Ka4eCcTB U XapaKTepucTtuk

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMyInnpoBaHua Tpyaa nepcoHana

TexHonorum n metoabl (bOpMVIpOBaHVIﬂ N KOHTPOIA OrooKeToB

TexHonorun, MeTodbl M MeTOOUKN NPOBEAEHNS aHanusa u cucTtemaTusaumm
[IOKYMEHTOB 1 MHdopMaLnm

OcHoBblI o6u.|,e17| n couwaanon ncuxonorumn, counonormm m ncuxonornn
Tpyna

OcHoBBbI I'IpOVI3BOﬂ,CTBeHHOl7I neATeNlIbHOCTU opraHn3auunmn

Mopsinok  npoBedeHUst  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu Be4eHNA OOKyMeHTaun no nepcoHany

3akoHopaTenbcTBO Poccuiickon defepaum 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynumpyrluine nopanok
OLEeHKM nepcoHana

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.3.2. TpynoBas yHKUMA

OpraHusaumsa n npoBeaeHne atrectauum YpoBeHb
HaumeHoBaHve |nepcoHana Koga C/02.6 |(nogypoBeHb) 6
KBanudgukauum
MpovcxoxaeHve TpyooBoWn OpuruHan X 3anmcTBOBaHO
dyHKUMM 13 opurnHana
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Koa PernctpaunoHHbIn
opurmHana HOMeEp
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTBus AHanu3 CTpPyKTypbl, MMaHOB W BaKaHTHbIX [OOIMKHOCTEN (Npodieccun,

crneuuanbHOCTe) opraHu3aummM, OcoGeHHOCTEN opraHu3aumm paboTbl Ha
pasnNUYHbIX y4acTKax MPOM3BOACTBA U KOHKPETHbIX paBGoumx MecTax

Pa3pa60TKa NPOEKTOB AOOKYMEHTOB, onpeaenAarnwmx nopaaok artrecraumm
nepcoHana, ¢ oLeHKoun 3aTpat

ConpoBoxaeHue npolecca aTrectauMm U paboTbl  aTTecTaLVOHHON
Kommuccum

MoaroToBka NpeanoXxeHun No opmMmMpoBaHUI0 BroaXKeTa Ha opraHu3auuio 1
npoeefeHWe aTTecTaumm nepcoHana

MogroToBKa npeanoXeHMn O COOTBETCTBUM  pabOTHMKA  AOMKHOCTU
(npodbeccuu, cneunansHOCTM) NO pesyrbTaTtamM aTTecTaumMn B COOTBETCTBUM
C 3aKoHoaaTenbCcTBOM Poccunckon denepavinm

Heobxogumeble YMeHUaA Onpep,enmb napamMmeTpbl 1 KpUuTepun atrectaunm nepcoHana

Onpep,enmb N NPUMEHATb cpeacTBa N METOAbI aTTECTALIUN

BbliaenaTb rpynnbl nepCcoHana anga nposeaeHnd atrectaunm

ObecneuymBatb OOKYyMEeHTauMoHHOEe conpoBoxXxaexHune artrectauummn
nepcoHarna

CocTtaBnsAte MU KOHTpOJIMpoOBaThb CTaTbM pacxoagoB Ha artrecrtauuto
nepcoHana and nnaHnpoBaHusA OroaxeToB

MNonb3oBaTtbcs VIH(bOpMaLI,VIOHHbIMVI pecypCamun w”n 0aszamMyM OaHHbIX MO
nposeneHunto atrecrauunn

Bectn yyqyeT n permcTtpaunio JOKyMEHTOB B VIHC*)OpMaLI,VIOHHbIX cucremax u
Ha MaTepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsMU
TPyAoBOro, apxuBHOro 3akoHogaTtenbcTtBa Poccuiickon ®epepauun wn
nokanbHbIMU OKYMEHTaMu1 opraHM3asmu

MpousBoauTb nNpenBapuUTEnbHbIE 3aKyrno4Hble npouenypbl n ocdhopMnATbL
CONyTCTBYHOLUYO OOKYMEHTaLUMIO NO 3aKrinin4YeHno orosopos

Cobntogatb HOPMbI 3TUKM AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK N TeXHONOornAa nposeaeHunsa atrecrtaumm

TexHonormm u MeToAbl OnpeadeneHnsl U OueHKN npodeccmoHanbHbIX
3HaHWN, YMEHUI 1 KOMMNEeTEHLMIN

Cuctembl, MeToabl WU (bOprI mMaTtepumanbHOro un HemarepuaribHoro
CTUMyInnpoBaHua Tpyaa nepcoHana
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

TexHonorum n metoabl (bOpMVIpOBaHVIﬂ N KOHTPOIA OrooKeToB

TexHonorMn, MeToabl U METOAUKN NPOBEAEHUsI aHanusa u cucteMaTmaauum
[IOKYMEHTOB 1 MHdopMaLnm

OcHoBBbI I'IpOVI3BOﬂ,CTBeHHOl7I neATeNIbHOCTU opraHn3auunmn

OcHoBbI 00LLEA M couuanbHOM MNCUXOMOrMM, COLMONOrMKM U MCUXONnorum
TpyAa

Mopsinok  MpoBedeHMs  3aKyrouvHbIX — npoueayp UM odopMIIeHUs
COMYTCTBYIOLLEN JOKYMEHTaLUN

CTpykTypa opraHuM3auum W  BakaHTHble  [OMKHOCTM  (npodheccum,
cneumanbHOCTK)

TpynoBoe 3aKkoHOOATENbCTBO U MHblE aKTbl, CoAepXallyue HOPMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOro 3akoHoaaTesibCTBa WM HOPMAaTUBHbLIE MPaABOBbLIE aKTbI
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTaln no nepcoHany

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynupyrowme nopanok
OLEeHKM nepcoHana

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE nocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku -

3.3.3. Tpynosas pyHKUns

AOMWHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HaumeHoBaHMe | 4OKyMeHTOOOOpOTa Npu NPOBEAEHUN OLEHKM Kog C/03.6 |(nopypoBeHb) 6
W aTTecTtaumm nepcoHana KBanudukaumm
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurnHan X
YHKUUK n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTBus AHanu3 npoLeccoB AOKYMEHTOO00POTa, NOKanbHbLIX AOKYMEHTOB MO OLEHKe

narrtectaynum nepcoHana

OpraHVI3aLI,VIOHHOG COMpOBOXAEHNEe MEPONPUATUI NO OLIeHKe nepcoHana u
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ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

ero arrecrauumum

OdbopmnieHmne npoLiecca 1 pe3ynbLTaTtoB aTTecTaLumn nepcoHana

VlH(bOpMVIpOBaHVIe nepcoHara o pe3ylibTaTtax OUueHKN U atTtectaummn

lNogroToBka I'Ipeﬂ,J'IO)KeHVIﬁ no pasBUTUO MNepcoHana no pe3ynbTaTtam
OLEHKHN

COI'IpOBO)Kﬂ,eHVIe 4orosopos no OKa3aHuo KOHCYJ1bTalMOHHbIX n
I/IH(bOpMaLI,VIOHHbIX ycnyr no oueHke n atrectauum nepcoHana

Heobxogumeble YMeHUaA Ob6ecneunBaTtb OOKYMEHTaUMOHHOE CONpoBOXAEHUE OUEHKU U attectaumnmn
nepcoHarna

O(bOpMJ'IFlTb OOKYMEHTbl MO BOMpoCaM OUEeHKM U aTtTeCtauum nepcoHarna,
npenocrtaBndemMble B TOCyOoapCTBEHHble OpraHbl, I'IpOC*)eCCVIOHaJ'IbeIe
COHO3bl U Apyrmne npeacrtaBnUTesibHblie OpraHbl pa6OTHVIKOB

AHaJ'IVI3VIpOBaTb npasuna, npouenypbl U nopAaAnokn nposefeHunAa OUueHKUn “n
artrectauum nepcoHana

Bectn yyqyeT n permcTtpaunio JOKyMEHTOB B VIHC*)OpMaLI,VIOHHbIX cucremMmax u
Ha MaTepuaribHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsMU
TpygoBoro 3akoHogatenoctBa Poccunckon depepauun 1M nokanbHbIMU
akTamm opraHusauuu

Bectn 0ENO0BYIO Nepenuncky

PaboTtatb ¢ VIHCbOpMaLI,VIOHHbIMVI cuctemamm n  6asamMm  AaHHbIX MO
BOnpocamM npoBeaeHna OUeHKM U atTecTtaunmn nepcoHana, BeaeHUo y4deTta
KaHOMAaToB Ha BakKaHTHble OOJTXHOCTU (I'IpO(*)eCCVIVI, CI'IeLI,VIaJ'IbHOCTVI)

AHaJ'IVI3VIpOBaTb OOKYMEHTbI n NnepeHoCUTb Mchopmau,mo B
I/IH(bOpMaLI,VIOHHbIe cucTeMbl 1 6a3bl AaHHbIX

Cobntogatb HOPMbI 3TUKM AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK OCbOpMJ'IeHVIﬂ, BeOEeHNA N XpaHeHUAa OOKYMEeHTauuu, CBSI3aHHOM C
npoBeageHneM OLEHKMN N aTTeCcTaunn nepcoHana

nOpﬂﬂ,OK CbOpMVIpOBaHVIFl, BedeHMsi OaHKa [OaHHbIX O nepcoHane
opraHmnsauunn n npeagocrtaBiieHna OT4eTHOCTU

Mopsinok  MpoBedeHUs  3aKyrnouvHblX — npoueayp UM odopMIIeHUs
COMYTCTBYIOLLEN JOKYMEHTaLUN

Mopsnok odpopmneHus [OKYMEHTOB, npenocTaBnsaeMbIxX B
rocygapCTBeHHble  opraHbl, nNpodeccuoHarnbHble COo3bl U Apyrue
npeacTaBUTENbHbIE OpraHbl PaboTHUKOB

OcHoBbl 4OKYMeHTOO60opOTa 1 AOKYMEHTaLMOHHOro obecneyeHns

CTpykTypa opraHuM3auum W  BakaHTHble  [OMKHOCTM  (npodheccum,
cneumanbHOCTK)
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[ara coxpaHeHus: 28.12.2015

yNpaBIIeHNIO MEPCOH...

TpynooBoe 3aKkoHOOATENbCTBO U MHblE aKTbl, CoAepXallue HOPMbl TPYO0BOro
npaea

OcHoBBbI apXMBHOIro 3akoHoaaTesibCTBa M HOPMAaTUBHbIE MPaABOBbLIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTaLn no nepcoHany

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

TexHonorMn, MeToabl U METOAUKN NPOBEAEHUsI aHanusa u cucteMaTmaauum
[IOKYMEHTOB 1 MHdopMaLnm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynupyrowme nopanok
OLUEHKM 1 aTTecTtaunm nepcoHana

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

bazoBbie OCHOBBI NMHGOPMATHKN, CTPYKTYpHOE NoCcTpoeHne
NMHGOPMALIMOHHBIX CUCTEM M OCOBEHHOCTU paboTbl C HUMK
Opyrve xapakrepucTukm -
3.4. O606LweHHas TpyaoBas yHKUNS
esATENbHOCTL MO Pa3BUTUIO NMepcoHana YpoBeHb
HanmeHoBaHne A P P Koa D P 6
KBanudukauum
MpovcxoxaeHne
p kne . 3aumcTBOBaHO
06006LLLEHHOW TPYLOBOM OpwurmnHan X
13 opurnHana
YHKLUUK
Kog PernctpaumnoHHbIn
opurnHana HOMep
npoceccuoHanbHoOro
cTaHgapTa

Bo3MOXHble HAaUMEHOBaHMWS
OOIXHOCTEN, npodeccun

Cneunanuct no passuTuMio 1 0Oy4YeHUo NepcoHana
Cneupanuct no pasBuUTUIO Kapbepbl NepcoHana
Cneupnanuct no nepcoHany

MeHenxep no nepcoHany

TpeboBaHus K
06pa3oBaHuto 1 06yYeHMIo

Bhicliee obpasoBaHue

[ononHuTenbHoe NpodgeccuoHanbHoe o6pa3oBaHmne - NporpaMmmbl
NOBbILLEHUS KBanudmKaLmm; nporpaMmmMbl NpodeccroHarnsHom
nepenoaroToBKN B 0611acT OpraHn3aLMOHHOTO U NPodeccnoHanbHoro
pa3BUTUA NepcoHana

TpeboBaHuMA K OnbITy
npakTuyeckoi paboTl

Ocobble ycnosusi gomnycka K
paboTte

KoHncynbTtanTtllnioc
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"O6 yTBepxaeHnn npodeccuoHanbHoro ctasaapta "Cneuymanuct no FokymenT npepocTasneH KOHch'II:I>';e;5H1T2I_|;OK1)g
yrnpasreHnto NepcoH... [arta coxpaHeHus: 28.12.

Lpyrve xapakTepucTuku

[ononHutenbHble XapaKTepUcTukmn

HanmeHoBaHWe JoKkymMeHTa Kog HaunmeHoBaHue 6a30Bow rpynnbl, 4OMKHOCTY (Npodheccnm)
Unu cneumanbHOCTU

OK3 2412 CneumnanucTbl No kagpam 1 NPogoprueHTaLmMm

3423 CreumanucTbl KagpoBbIX CNYX0 1 y4peXxaeHnun 3aHATOCTU
EKC - MeHepxep no nepcoHany
oKnaTP 27755 OKOHOMUCT no Tpyay

22956 MHcnekTop no kagpam

3.4.1. TpynoBas yHKUMA

OpraHusauns 1 NpoBeAeHNE MEPONPUSTUIA MO YpoBeHb
HavmeHoBaHWe | pa3BuTUIO N NOCTPOEHUIO NpodeccuoHansHon | Ko D/01.6 |(nogypoBeHb) 6
Kapbepbl nepcoHana KBanudukauum
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHanbHoOro
cTaHgapTa
TpynoBble AencTBUSA AHanu3 CTpyKTypsbl, MIaHOB 1 BaKaHCU opraHu3auuu

AHanua ocobeHHocTeln pa6OTbI Ha pasfnyHbIX y4dacTKax npoun3soacTtBa U
KOHKPETHbIX pa6oqwx MecTax

MoaroToBka MPOEKTOB [OKYMEHTOB, ONpPedensiolmx Mopsanok passuTus
nepcoHarna u NocTPoeHUst NPogeccroHanbHOM Kapbepsbl C OLEHKON 3aTpaT

Pa3paboTka nnaHoB npodeccrMoHansHom kapbepbl paboTHMKOB

dopmMupoBaHne KaapoBoro pesepsa

OpraHusaums MepOonpUATUN no pasBUTUIO n NMOCTPOEHMIO
npoceccuoHanbHOM Kapbepbl nepcoHana

MoaroTtoBka npeanoXxeHuin No GOpMMPOBaHUIO Olo4XKeTa Ha OpraHu3aumio 1
npoBegeHNe MEPONPUATIIA NO Pa3BUTUIO U MOCTPOEHMIO NPOdEeCCUOHarbHON
Kapbepbl NnepcoHana

AHanus  addeKTMBHOCTM  MEpOonpusaTMA MO pas3BUTUIO  MepcoHana,
noaroToBka NpeanoXeHuni No pasBUTUIO

KoHncynbTtanTtllnioc
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ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

HeobGxoanMble yMeHMs AHanuavpoBaTb ypoBeHb OOLLero pasBuTMA U NPOdPECCUMOHANBHO
KBanudukauum nepcoHana

Onpenensitb  KpaTKOCPOYHbIE M [OJITOCPOYHbIE MOTPEOHOCTU pas3BUTUS
nepcoHana n NocTpoeHUs ero NPoeccnoHarnbHOM Kapbepbl

OI'Ipeﬂ,eﬂFlTb Kputepumn CbOpMVIpOBaHVIﬂ KapoBOro pesepsa opraHnsauunum

CocTaBnstb nHounBmayarbHbl€ NiaHbl KAPbEPHOIo pa3BUTUA NepcoHarna

MpUMeHATb TEXHOMOIMM M MeTodbl PasBUTUA NepcoHana W MOCTPOEHWUS
npodoeccroHarnbHo kKapbepbl

CocTaBnstb npeanoXeHmna W KOHTpONMpoBaTb CTaTbM pacxXxogoB Ha
nporpaMmmMmbl U MEPONMPUATUA NO pPa3BUTUO NepcoHana un MnOoCTPOEHUIO
HpOd)eCCVIOHaﬂbHOVI Kapbepbl Ond niaHMpoBaHUA OlomKeToB

Onpenensats 9dEKTUBHOCTL MEPOMNPUATUIA MO pPasBUTMIO MepcoHana u
NOCTPOEHMIO NpodeccnoHanbHON Kapbepbl

Pabotate ¢ VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1M 6asaMm  OgaHHbIX MO
nepcoHany

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobGxoanMble 3HaHWA Cuctema, cnocobbl, MeTOAbI, WHCTPYMEHTBI NOCTPOEHNS
npodgoeccroHarnbHoOM Kapbepbl

MeToaobl onpeoeneHnst U OUEHKM FNUYHOCTHBLIX M NPOdECCUMOHarbHbIX
KOoMMNeTeHLMn

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMyInnpoBaHua Tpyaa nepcoHana

TexHonormn, MeToabl OPMUPOBaHUSA U KOHTPONS GIOMKETOB

TexHonorun, MeTodbl ¥ MeTOAUKN NPOBEAEHNS aHanusa u cuctemaTusaumm
[IOKYMEHTOB 1 MHdopMaLnm

OcHoBbI NpodeccuoHanbHOM OpueHTaumm

OcHoBbl 4OKYMeHTOO60opOTa 1 AOKYMEHTaLMOHHOro obecneyeHns

OcHoBBbI I'IpOVI3BOﬂ,CTBeHHOl7I neATeNIbHOCTU opraHn3auunmn

OcHoBblI o6u.|,e17| n couwaanon ncuxonorumn, counonormm m ncuxomnornn
Tpyna

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodheccum,
cneumanbHOCTK)

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepXKallue HOpMbl TPYA0BOro
npaea

3akoHopaTenbcTBO Poccuiickon defepaumm o NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynumpyrouine nopanaok
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"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

pPa3BUTUA N NOCTPOEHUA HpO(*)eCCMOHaﬂbHOVI Kapbepbl NepcoHana

Mopsaok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EenoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM N OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.4.2. TpynoBas yHKUMA

OpraHusauunsi 0by4eHunst nepcoHana YpoBeHb
HaunmeHoBaHve Koga D/02.6 |(nogypoBeHb) 6
KBanudukauum
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTBUSA AHanu3 pbiHKa obpasoBaTenbHbIX YCMyr M NOTPEOHOCTEN OopraHusauMn B

o6y4yeHnn nepcoHana

Pa3pa60TKa nnaHoB, MeTOoAUYECKUX MaTepunaros, y‘-le6HbIX nnaHoB u
nporpamMmMm, TPOEKTOB JIOKallbHbIX aKTOB MO o6yqumo n pasBuTuo
nepcoHara, BKI4Yas OUueHKYy 3aTpaTt

OpraHu3zaumst MeponpuaTUin No 06y4YeHuto nepcoHana

MoaroToBKa NpeanoXeHun no opMMpoBaHMIO BlogkeTa Ha opraHM3auumio
00y4eHusa nepcoHana

AHanua ahpeKTUBHOCTM MEPOMPUSATUI MO 0OYyYEHMIO NepcoHana

Heobxogumeble YMEeHUaA AHa.I'IVI3VIpOBaTb nonpenendaTtb I'IOTpe6HOCTVI B o6yt4eva| rpynn nepcoHara B
COOTBETCTBUM C LENAMN OpraHn3auunm

Pa3pa6aTblBaTb nnaHbl  MOAroToBKM, nepenoarotoBkM U NOBbILLEHUA
KBaJ'IVI(bVIKaLI,VIVI Kagpos., yqe6Hb|e nnaHbl 1 NporpamMmmbl

AHaJ'IVI3VIpOBaTb PbIHOK O6pa3OBaTeﬂbeIX ycnyr n rotoBuUTb npennoxeHua
Nno nNocCTaBLMKaM ycnyr

OpraHu3oBbIBaTb 0GYy4atoLLe MepornpusaTHs

CocTaBnatb u KOHTPOJIMPOBATb CTaTbW pacxodoB Ha o6yquMe nepcoHana
anda nnaHnpoBaHUA OlooKeTOB

Pa3pa6aTblBaTb N KOMMNJ1EeKTOBaTb y‘-le6HO-MeTOﬂ,VI‘-IeCKVIe OOKYMEHTbI
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"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Mpoun3BoauTb oLeHKy adhdEKTUBHOCTM 0ByYeHMs1 NepcoHana

MpounsBoauTb NpeaBapuTenbHbIe 3aKyrnoyHble Mpoueaypbl M odopMrieHue
COMYTCTBYIOLLIEN OKYMEHTaLUM MO 3aKM0YEHNIO 10rOBOPOB

Pabotate ¢ VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1M 6asaMm  OaHHbIX MO
nepcoHany

Pa3pa6aTblBaTb n Od)OpMJ'IFlTb OOKYMEHTbl MO npoueccamMm opraHusauunm
O6y‘-IeHVIF| nepcoHana n nx pesynbtatamMm

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS MeToqpbl, MHCTPYMEHTbI UCCrnegoBaHuA I'IOTpe6HOCTVI B o6yquvw| nepcoHana

MeToaonorus obyyeHns

TexHonormn, MeTodbl ¥ MeTOAUKU NPOBEAEHNS aHanusa u cucTtemaTuaaumm
[IOKYMEHTOB 1 MHdopMaLnm

nOpﬂﬂ,OK pa3pa60TKV| nmnaHoOB MOAroToBKU, MepenoarotoBkM U MoBblLLEHUA
KBaJ'IVI(bVIKaLI,VIVI Kagpos., y‘-le6HbIX nnaHoB U NporpamMmm

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

TexHonorum n metoabl (bOpMVIpOBaHVIﬂ N KOHTPOIA OrooKeToB

nOpﬂﬂ,OK BeOQeHnA ydeTa M OTYHEeTHOCTU NO noAroToBke U MOBbILLEHUIO
KBaJ'IVI(bVIKaLI,VIVI nepcoHana

OcHoBbl 4OKYMeHTOO60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

OcCHOBbI TEXHOIOMMK npon3BoacTBa U AeATelrIbHOCTU opraHn3auunmn

OcHoBbI 00WEN U couManbHOM MCUXOIOrMK, COLMONIOTMKM U MCUXONornm
TpyAa

Mopsinok  npoBedeHUst  3aKyModHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

CTpykTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepXKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTalnn no nepcoHany

OcHoBbI HAaNoOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

OcHoBbI 3akoHOAaTenbLCTBa 06 obpasoBaHmMn Poccuiickon ®epepauun

3akoHopaTenbcTBO Poccuiickon defepaum o NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynupyroume o6yqume
nepcoHarna
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ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrvne xapakTepucTuku

3.4.3. Tpynosas yHKUMA

OpraHusauns agantalumn N CTaXMPOBKX YpoBeHb
HaumeHoBaHve |nepcoHana Koga D/03.6 |(nogypoBeHb) 6
KBanudgukauum
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurnHan X
yHKLMM n3 opurmHana
Kog PernctpaumnoHHbIn
opurnHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 ycrneLHbIX KOpropaTMBHBLIX MPaKTUK MO OpraHM3auun agantauun m

CTaXXMPOBKe MnepcoHana

Pa3pa60TKa nnaHoB agantaunn, CTaXxKMpoBKU NepcoHana c OLLeHKOM 3arpar

Opransau,Mﬂ MepOHpVIﬂTVIVI no aganTtauun, CTaXXnMpoBKe nepcoHana

lNogroToBka I'IpeﬂJ'IO)KeHVIﬁ Nno COBEPLUEeHCTBOBaAHUIO CUCTEMbLI aganTtauun,
CTa>XMPOBKWM nepcoHana

MoaroToBKa NpeanoXeHun no opMMpoBaHMIO BlogkeTa Ha opraHM3auumio
aganTauun n CTaKMpOBKM NepcoHana

AHanus apeKkTMBHOCTM MEepPonpuATM MO  ajanTaumm U CTaXupoBke
nepcoHana

Heobxogumeble YMEeHUaA Onpep,enmb rpynnbl NnepcoHana ana CtaxmpoBskn 1 agantauum

Orlpep,enmb pa6oqwe MecCTa AnAa npoBeaeHuAa CTaXXMpoBKUM U adanTtauunmn
nepcoHarna

CornacoBblBaTb MEPOMNPUATMA aganTaumn U CTaKUPOBKN C BO3MOXHOCTAMM
npousBoacTea

npOVI3BOﬂ,VITb aHanmM3 Wn OUEeHKYy pe3ynbTaTtoB agantaununm un CTaXnpoBOK
nepcoHarna

CocTaBnstb npeanoXeHma W KOHTpONMpoBaTb CTaTbM pacxXxogoB Ha
nporpamMmmMmbl 1 MEPOMNPUATUA NO aganTaunn U CTaXMpOBKe MnepcoHarna And
nnaHnpoBaHusA OroaKeToB
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ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Mpon3BoauTb OLEHKY 9EEKTUBHOCTM MeponpuaTMA No agantaumm u
CTaXMPOBKE NepcoHana

BHeﬂ,pﬂTb CUCTEMbI BOBIe4YeHus pa6OTHVIKOB B KOPNOpPaTUBHYHKO KyInbTypy

VMicnonb3oBaTb VIH(bOpMaLI,VIOHHbIe cUCTeEMbI M 6a3bl AaHHbIX MO nepcoHany

Cobntogatb HOPMbI 3TUKM AENOBOro obLLEHMS

HeobxoauMmeble 3HaHMS MeToabl agantauuu 1 CTa>XMPOBOK

TexHonorun, MeTodbl ¥ MeTOAUKN NPOBEAEHNS aHanusa u cucTtemaTusaumm
[IOKYMEHTOB 1 MHdopMaLnm

I'Iopﬂp,0|< pa3pa60TKV| nnaHoB agantauunm nepcoHana Ha HOBbIX pa6oql/|x
MecTax, noAaroToBku, nepenoarotoBkM WM TMOBbILLUEHUA KBaJ'IVI(*)VIKaLI,VIVI
nepcoHana n opraHn3aumm CTaXKMpoBOK

nOpﬂﬂ,OK COCTaBlieHMA CMeT 3aTpaT Ha ajantauuio U CTaXXMUpPOBKY
nepcoHana

nOpﬂﬂ,OK BeOJeHNA y4eTta U OTYEeTHOCTU Nno agantTaunn 1 CTaXMpoBKe
nepcoHana

Cuctembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMYyInnpoBaHua Tpyaa nepcoHana

TexHonorum n metoabl (bOpMI/IpOBaHVIﬂ N KOHTPOIA OrooKeToB

OcCHOBbI TEXHOMOMMK npon3BoacTBa U AeATEeNIbHOCTU opraHn3auunmn

OcHoBbI 00LWEN U couMarnbHOM MCUXOINOrMK, COLMONOrMKM U MCUXONornm
TpyAa

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, COAepXKallue HOpMbl TPYA0BOro
npaea

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm o NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHM3aLUum, perynvpylolue agantaumio u
CTaXXMPOBKY MNepcoHarna

OcHoBbl 4OKYMeHTOO60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

Mopsiaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrvne xapakTepucTuku
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3.4.4. TpynoBas yHKUMA

MUHUCTPUPOBaHUE NPOLLECCOB U
ﬁgK MeHTOpO6pOpOTa no ga:l;lBMTMIO " YposeHb
HaunmeHoBaHve y o Ko D/04.6 |(nogypoBeHb) 6
npodpeccrmoHanbHoW Kapbepe, 0byyeHuto, KBANMCHUKALIAN
afjanTtauumn 1 CTaKupoBKe nepcoHana
MpoucxoxaeHve TpyaoBom 3ammcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opurnHana HOMep
npoceccuoHanbHoOro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 npoueccoB, NpaBwuil U MOPSAKOB OpraHu3auuMmM npu NpoBeAEHUM

MEpOMNPUATUIA MO PasBUTUIO U MPOdECCUMOHANBHON Kapbepe, 0BydeHuto,
ajanTauum 1 CTaXKMpOBKe NepcoHana

[okyMeHTaUMOHHOE OhOpMIIEHME Pe3yrbTaTOB MEPONPUSITUIA MO Pas3BUTUIO
N npodeccMoHanbHOM Kapbepe, OOy4YeHWo, agantauum U CTaXUpOoBKe
nepcoHana

lNogroToBka nHamBnayarnbHbIX I'Ipeﬂ,J'IO)KeHVIﬁ Ha OCHOBE pe3ylribTaTtoB
npoBeaeHnA MepOHpMﬂTMVI no pas3BuTnio " HpOd)eCCMOHaﬂbHOVI Kapbepe,
o6yqumo, agantauum n CTaXXMpoBKe nepcoHana

MoarotoBka NpPEeanioXeHUn Mo COBEPLUEHCTBOBAHUIO CUCTEM OOYYeEHWs,
ajanTauMnm U CTaXUPOBKM, pasBUTMSI U MOCTPOEHUA NpodeccroHarnbHoM
Kapbepbl NepcoHana

COI'IpOBO)K,EI,eHVIe 4orosopos no OKa3aHuo KOHCYJ1bTalOHHbIX,
I/IH(bOpMaLI,VIOHHbIX ycnyr, HeobxoauMbIX AOns npoBegeHnA O6y‘-|eHVI$|,
ajantaumm 1 CTaXMpPOBOK, pPa3BUTUA U NOCTPOEHUA HpOd)eCCVIOHaﬂbHOVI
Kapbepbl nNepcoHala, BKMk4Yada npeaBaputesibHbie npouenypbl no  uXx
3aKIM4YeHno

BbinonHeHve TpeboBaHWIA MO XpaHeHWio WHOpMaLMn O pesyrbTarax
o0yyeHusi, apantauuMm U CTaXUPOBKW, pPa3BUTUS U MOCTPOEHUS
npodeccuoHanbHOM Kapbepbl nepcoHana

Heobxoanmble ymeHust OdopmnsATb JOKYMEHTbI MO BOMpocam NpoBeaeHust obydyeHus, agantauum u
CTaXUPOBKM, pPasBUTUS U MOCTPOEHUs NPOdeccHoHanbLHON Kapbepbl
nepcoHana, npegocraensieMble B rocyaapCTBEHHbIE opraHsbl,
npodpeccmoHanbHble  CO3bl W Apyrue  NpeacTaBUTENbHbIE  OpraHbl
paboTHMKOB

ObecneymBatb OOKYMEHTaluMOHHOE conpoBoXaeHune o6yquV|$|, agantauum n
CTaXMPOBOK, pa3BUTUA W1 NOCTPOEHUA HpOd)eCCMOHaHbHOVI Kapbepbl
nepcoHana

AHaJ'IVI3VIpOBaTb npasuna, npouenypbl U nopAanku nposeneHud O6y'~leHl/I$|,
ajantaumm n CTaXnpoBKWU, pPa3BUTUA U NOCTPOEHUA HpOd)eCCMOHaﬂbHOVI
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Kapbepbl NepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsMU
3akoHogatenbctBa Poccuiickon degepaumm M nokanbHbIMA - aKTaMu
opraHmsaumm

AHaJ'IVI3VIpOBaTb OOKYMEHTbI n NnepeHoCUTb Mchopmau,mo B
I/IH(bOpMaLI,VIOHHbIe cucTeMbl 1 6a3bl AaHHbIX

Bectn yyeT u permctpaumo JOKYMEHTOB B VIHC*)OpMaLI,VIOHHbIX cucrtemMmax n Ha
MaTepuarnbHbIX HOCUTENAX

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX No BOrnpocam
o6yquV|;|, agantauunmn n CTa>XNPOBKMH, pa3BnTua n NOCTPOEHNA
ﬂpOd)eCCVIOHaﬂbHOVI Kapbepbl nepcoHana, BeaeHnd yyveta KaHOumaatoB Ha
BaKaHTHbl€e OOJTKHOCTU (npocbeccvwl, cneuwaanocm)

Bectn 0ENO0BYIO Nepenuncky

Cobntogatb HOPMbI 3TUKK AENOBOro obLLEeHMS

Heobxoaumeble 3HaHMS Mopsigok odopmnennsi, BeAEHUS U XpaHEHUS OOKYMEHTauuW, CBA3aHHOMW C
cuctemMoln oOy4yeHusi, aganTaumm M CTaXUPOBKW, PasBUTUSI U MOCTPOEHUS
npodeccruoHanbHOM Kapbepbl NepcoHana

Mopspgok dopmupoBaHUsA, BedeHUA 6aHka [aHHbIX O MepcoHane
opraHu3aUmm 1 NpeaocTaBneHns OTYETHOCTU

HOpMaTVIBHbIe npaBoOBble akKTbl, perynupywwmne npasa Wu 06s13aHHOCTH
rocyaapCTBEHHbIX OpraHOB W OpraHu3auun no npenocrtaBrieHnto yquHon
OOKyMeHTauunmn

nOpﬂﬂ,OK O(bOpMJ'IeHVIﬂ LOOKYMEHTOB, nNpeaocCTaBliAeMblX B roCy4apCTBEHHbIE
opraHbl U NHblEe opraHn3aunn

OcHoBbl 4OKYMeHTOO60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

Mopsinok  npoBedeHUst  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHogaTesnbCTBa U HOPMAaTUBHLIE T[MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTh BeeHNA OOKyMeHTaln no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

TexHonorun, MeTodbl U MeTOAUKN NPOBEAEHNS aHanusa u cuctemaTusaumm
[IOKYMEHTOB ¥ MHdopMaLnm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynumpyrouine nopanaok

KoucyanaHTI'Imoc www.consultant.ru CtpaHuua 33 u3 67

HagieXHasa NpaBoBas noaaepxka


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

Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

pasBnutnma n  MNMOCTPOEHUA HpOd)eCCMOHaﬂbHOVI Kapbepbl, o6yquM;|,
ajantauun n CTaXMpoBKKU NMepcoHana

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE nocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.5. O606LweHHas TpyaoBas yHKUNS

esATeNbHOCTL MO OpraHu3auun Tpyaa u YpoBeHb
HanmeHoBaHne A P H PYA Koa E P 6
onnaTbl NepcoHana KBanudmvkaumm
MpovcxoxaeHne
p kne . 3aumcTBOBaHO
06006LLLEHHOW TPYLOBOM OpwurmnHan X
13 opurnHana
YHKUUK
Kog PernctpaumnoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

BosmoxHble HameHoBaHMA | CneumanncT No HOPMUPOBAHMWIO 1 onnaTe Tpyaa
AOIMKHOCTEN, npodeccui Cneumanuct no opraHv3aumu 1 onnare Tpyaa
Cneupanuct no KOMMeHcaLusMm 1 fbrotam
Cneupnanuct no nepcoHany

MeHenxep no nepcoHany

TpeboBaHus K Boiclwee obpasoBaHue

ob6pasoBaHuto 1 0byyeHuio | [lononHuTensHoe npodeccmoHanbHoe obpa3oBaHue - NporpamMmmbl
npodyeccroHarnbHOM NepenoaroToBkn B 061acTn 3KOHOMUKN, HOPMUPOBAHKS
1 onnaTbl Tpy4a, NporpaMmMbl NOBbLILLEHUS KBanudmkauum

TpeboBaHMA K OnbITy -
npakTuyeckoi paboTl

Ocobble ycnosusi gomnycka K
paboTte

Lpyrve xapakTepucTuku

[ononHutenbHble XapaKTepUcTukmn

HanmeHoBaHWe JoKkymMeHTa Kog HaunmeHoBaHve 6a3oBow rpynnbl, JOMKHOCTM (Mpodheccum) unm
crneunansbHoCTU
OK3 2412 CneumnanucTbl No kagpam 1 NPogoprueHTaLmMm
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3423 CreumanucTbl KagpoBbIX CAYX0 1 y4peXxaeHun 3aHATOCTU

EKC - WHXeHep No HopMUpoBaHUIO Tpyaa

- TexHuk no Tpyay

- OKOHOMKCT Mo Tpyay

- MeHeaxep no nepcoHany

oKnaTP 27755 OKOHOMUCT No Tpyay

22956 MHcnekTop no kagpam

3.5.1. Tpynosas yHKUMA

OpraHusauus Tpyga nepcoHana YpoBeHb
HanmeHoBaHve Koga E/02.6 |(nogypoBeHb) 6
KBanudgukauum
Mpoucx Hue T BOM UMCTBOBaH
poucxoxaeHve TpyaoBo OpuruHan X 3anmcTBOBaHO
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana HOMep
npogeccuoHanbHoOro
cTaHgapTa
TpynoBble AencTBUSA AHanuM3  yCrewHbIX  KOpPMopaTMBHbIX  MPaKTUK MO  OpraHv3aumu

HOpMUpOBaHUA Tpyaa and pPa3fin4HbIX KaTeFOpMVI nepcoHana,
ocobeHHocTEN npon3soacTBa U AeATerIbHOCTU opraHn3auunm

Pa3pa60TKa CuctemMmbl oOpraHmsauun Tpyda nepcoHana wu nopdaka
HOPpMUPOBaHUA Tpyada Ha pa6qux MecCTax C OLEHKON 3aTpart Ha nepcoHarn

BHenpeHue cucTeMbl opraHusauuy Tpyda MepcoHana W KOHTpons Hafg
HOPMMPOBaHWEM C  OfnpedeneHnemM  TPyOdOeMKOCTW,  HOpMaTMBHOM
YNCNEHHOCTU, rpacbukoB paboT 1 YCNoBUiA onnaThl TPyAa nepcoHana

BhisiBneHue pe3epBoB MNMOBbILLIEHNA NPOU3BOAUTENTBHOCTU TpyAa U KadecTBa
HOPpMUPOBaHNA Tpyada, NOAroToBKa HpeﬂﬂO)KeHMVI Nno NSBMEHEHNAM yCJ'IOBVIVI
nonnartbl Tpyaa nepcoHana

MoaroTtoBka npeanoXxeHun No opMUPOBaHMIO BrogkeTa Ha opraHM3auumio
Tpyda nepcoHana

OnpeneneHne 3aEKTUBHOCTU paboTbl CUCTEMbI OpraHu3auuMu Tpyda M
HOPMMPOBaHUS Tpyda Ha paboymx MecTax

Heobxogumeble YMeHUaA BHeﬂ,pﬂTb MeToObl paLlVIOHaﬂbHOVI opraHmsauunm Tpyaa

Pa3pa6aTblBaTb nnaHbl OpraHn3aunoOHHbIX N TEXHUYECKUX MepOHpMﬂTMVI no
NOBbILWEHNKO NPON3BOAUTENTBHOCTU Tpyaa

KoHncynbTtanTtllnioc
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AHanusnpoBaTb COCTOSIHAE HOPMUPOBaHUS Tpyaa, KavyeCcTBO HOPM,
nokasaTenen no Tpyay

AHanuanpoBaTb 3EKTMBHOCTL pPaboTbl CUCTEMbl OpraHusauuyM Tpyaa
nepcoHana v HopMMpPOBaHUS Tpyda Ha pabounx MecTax

CocTtaBndaAtb u KOHTPOJNIMpOBaTb CTaTbM pacxXxo4oB Ha onnarty Tpyaa
nepcoHana gnda nnaHnpoBaHusA oroaxeToB

PaboTtate C VIHCbOpMaLI,VIOHHbIMVI cuctemamm n  6asamMm  AaHHbIX MO
HOPMUPOBaHUIO U onnarte TpyAda nepcoHana

Pa3pa6aTblBaTb n Od)OpMJ'IFlTb OOKYMEHTbI N0 HanpaBlieHNn OeATENIbHOCTU

Cobntogatb HOPMbI 3TUKK AENOBOro obLLEHMS

HeobxoauMble 3HaHMS MeToabl yy4yeTa 1 aHarnmsa nokasartenem no Tpy4Ay v onnarte Tpyaa

MeToabl onpeneneHunda, OueHkKn W CpaBHEHUA I'IpOVI3BOD,CTBeHHOl7I
MHTEHCUBHOCTU N HAaNpAXeHHOCTU Tpyda

MeToabl HOpMUPOBaHWS Tpyaa

Me)KOTpaCJ'IeBbIe M oTpacrneBble HOpMaTUBbl TPYAOBbIX 3aTpaT

CoBpeMeHHble (hOpMbl, CUCTEMbI OMMaThl M ydyeTa MNPOU3BOAMTENLHOCTU
Tpyaa nepcoHana

Cucrtembl, MeToabl WU (bOprI MaTtepumanbHOro wu HemMmartepuaribHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

TexHonormm n metoabl (bOpMVIpOBaHVIﬂ N KOHTPOIA OrooKeToB

TexHonorMn, MeToabl U METOAUKN NPOBEeAEHUsI aHanusa 1 cucteMaTmaaunm
[IOKYMEHTOB U MHdopMaLnm

OcHoBbl 4OKYMeHTOO60pOTa 1 AOKYMEHTALMOHHOro obecneyeHns

Mopsigok Tapudmkaumm paboT M paboymx, YCTaHOBMEHUS LOIMKHOCTHbIX
oknagos, gonnaT, HagbaBok U KO3(UUMEHTOB K 3apaboTHoM nnarte,
pacyeTa CTUMYNUPYIOLLKX BbinNnat

TapudHo-KBanumKaLMoHHbIE CNPaBOYHMKN paboT u npodeccuii paboumx
N KBanM@UKaLNOHHbIE XapaKTepUCTUKN JOSIKHOCTEN CRyXallnx

OcCHOBbI TEXHOIOMMK npon3BoacTBa U AeATEelrIbHOCTU OopraHn3auunmn

CTpykTypa opraHuM3auum W  BakaHTHble  [OMKHOCTM  (npodheccum,
cneumanbHOCTK)

Kap,posaﬂ NOJINTUKa U CTpaTernda opraHn3auum

OKOHOMMKaA TpyAa

OcHoBbI 00LLEA M couuanbHOM MNCUXOMOrMM, COLMONOrMKM U MCUXONnornm
TpyAa
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TpynoBoe 3aKkoHOOATENbLCTBO U MHblE aKTbl, CoAepXallyue HOPMbl TPYAOBOrO
npaea

OcHoBBbI adpXMBHOIro 3akoHoaaTesibCTBa WM HOPMAaTUBHbLIE MPaABOBbLIE aKTbI
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTaLn no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynupyrowme nopanok
OopraHun3auun Tpyaa n HopmmpoBsaHua nepcoHala

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI I/IH(bOpMaTVIKVI, CTPYKTYpHOE nocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku -

3.5.2. TpynoBas yHKUMA

OpraHu3auuns onnatbl TpyAa nepcoHana YpoBeHb
HaunmeHoBaHve Koga E/01.6 |(nogypoBeHb) 6
KBanudgukauum
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurnHan X
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 ycrnewHbIX KOPMopaTMBHBIX MPaKTUK MO OpraHmMsauum CUCTEMBI

onnartbl TpyAa nepcoHana

PaspaboTka cucTembl onnatbl Tpyaa nepcoHana

dopmupoBaHne  nnaHoBoro  OogkeTa  cdoHga  onnaTekl  Tpyda,
CTUMYTUPYIOLLIMX U KOMMEHCALMOHHBIX BbinnaTt

BHeﬂ,peHVle CuCTeMbl onraThbl TpyAa nepcoHala

lNogroToBka I'Ipeﬂ,J'IO)KeHVIﬁ no coBepLueHCTBOBaHNID CUCTEMbI OonnaTbl Tpyaa
nepcoHana

Heobxogumeble YMeHUaA CocTtaBnatb MU KOHTPOJIMPOBaTb CTaTbM pacXxodoB Ha onnaty Tpyaa
nepcoHana and nnaHnpoBaHusA O aKETOB U (*)OHD,OB

anIMeHFlTb TEXHOIOrmn MaTepMaanon MoTMBauun B ynpasJlieHUU
nepcoHariom
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Pa3pa6aTblBaTb KOHUENLUNIO  NOCTPOEHUA  MOTUBALUUOHHBLIX TMpOorpamMmm
pa6OTHVIKOB B COOTBETCTBUU C LENAMN OpraHn3auunm

AHanuanpoBaTb COBPEMEHHbIE CUCTEMbI OMNnaTbl W  MaTepuarnbHOW
(MoHeTapHoOI) MOTMBaLMW Tpyda ANs Lenei opraHM3aumnm

AHanuanpoBaTb YpOBEHb OMnaTthbl Tpyda rnepcoHarna rno COOTBETCTBYOLMM
npodeccroHanbHbIM KBanudukaumsam

npOBOD,VITb MOHUTOPWUHT 3apa60TH017| nnatbl Ha pPbIHKE Tpyaa

AHaJ'IVI3VIpOBaTb (bOprI MaTepuanbHOro CtTumynnpoBaHUA, KomneHcauun un
NbroT B onnare TpyAaa nepcoHana

PaGotatb ¢ MHOPMAaLMOHHBIMU cucTeMaMu 1M Gasamu OaHHbIX Mo onnare
Tpyaa nepcoHana

CocTaBnstb MNPOrHO3bl pa3BUTUA onsaTbl Tpyda nepcoHarna

Cobntogatb HOPMbI 3TUKM AENOBOro obLLEHMS

HeobxoauMmeble 3HaHMS (DOprI N CUCTEMDI 3apa60TH017| nnaTbl, NOPAAOK COCTaBIEeHUA OrooKeToB

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

TexHonormn n MmeToabl GOPMUPOBAHUSI U KOHTPONSA BloaXKeToB U (POHA0B

Mopsigok Tapudukaumm paboT M paboumx, YCTAHOBNEHMS LOMKHOCTHbIX
oknagos, gonnart, HagbaBok U Ko3adduumeHTOB K 3apaboTHoM nnarte,
pacyeTa CTUMYNUPYIOLLNX BbinNnaT

MeToabl onpeaeneHnda YMcneHHoCTun pa6OTHVIKOB

TapudHo-KBanumrKaLMoHHbIE CPaBOYHMKM paboT 1 npodeccuii paboymx u
KBanv@uKaLMOHHbIE XapaKTEPUCTUKN OOSIKHOCTEN CryXaLlmnx

MeToabl yy4yeTa 1 aHanmsa nokasaTenen no TPpyAy u 3apa60TH017| nnare

TexHonormn, MeTodbl U MeTOAUKN NPOBEAEHNS aHanusa u cuctemaTusaumm
[IOKYMEHTOB ¥ MHdopMaLnm

Kap,posaﬂ NOJINTUKa U CTpaTerna opraHn3auum

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpPpMaTMBHbIE aKTbl OpraHn3auunmn, perynmpyrowime onnarty tpyaa

OcCHOBbI TEXHOMOMMK npon3BoacTBa U AeATEelrIbHOCTU opraHn3auunmn
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Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

OcHoBbl 4OKYMeHTOO60opOTa 1 AOKYMEHTaLMOHHOro obecneyeHns

Mopsaok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

OcHoBbI 00LEN U couManbHOM MCUMXONOrMK, COLMONOrMKM U MCUXONornm
TpyAa

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE nocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.5.3. Tpynosas yHKUns

AAMWHUCTPUPOBaHKE NPOLIECCOB U YpoBeHb
HanmeHoBaHue |[okyMeHTOOOOpOTa No BOMpocam Koga E/03.6 |(nogypoBeHb) 6
opraHu3aumm TpyAa u onnatbl NepcoHana KBanudmvkaumm
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM 13 opurnHana
Kog PernctpaunoHHbIn
opvrmHana HOMep
npogeccuoHanbHoOro
cTaHgapTa
TpynoBble gencTens AHanus npoueccoB [OKYMeHToobOopoTa, NoKanbHbIX [AOKYMEHTOB MO

BOMpocCaMm opraHunsauum onnartbl U Tpyda nepcoHana

O(bOpMJ'IeHVIe LOOKYMEHTOB NO BONpoCaMm onjatbl U TpyAda nepcoHana

lNogroToBka I'Ipeﬂ,J'IO)KeHVIﬁ no BOnpocam onnartbl U Tpyaa nepcoHana

MoaroToBka I'Ipeﬂ,J'IO)KeHVIﬁ Nno COBEepLUEHCTBOBAHNIO CUCTEMbLI oOnjiatbl U
opraHunsauunn Tpyaa nepcoHarna

,D,OKyMeHTaLI,VIOHHOG n opraHmn3aunoHHoe conpoBoXxaeHne CUCTEMBbI
OopraHu3auum n onrnatbl Tpyaa nepcoHana

MogrotoBka M 06paboTka 3anpocoB M YBeAOMIIEHMA O paboTHMKax B
rocyAapCTBEHHblE  OpraHbl, NPOECCMOHanbHbIE COK3bl W Apyrue
npeacTtaBuUTenbHble opraHbl paboTHMKOB, MO cucTemMam onnatbl U
opraHu3auumn Tpy4a nepcoHana

COI'IpOBO)K,EI,eHVIe 4orosopos no OKa3aHuo KOHCYJ1bTalOHHbIX,
I/IH(bOpMaLI,VIOHHbIX ycnyr no cucrtemam onnatbl U OpraHu3auun Tpyaa
nepcoHara, BKrk4asa npegsapuTeribHble npouenypbl No X 3aKrn4YeHuo

Heobxoaumble ymeHus Ob6ecneunBaTtb [OOKYMEHTALMOHHOE COMPOBOXAEHWME MeponpusaThil Mo
onnare 1 opraHu3aLumn Tpyaa nepcoHana

O(bOpMJ'IFlTb OOKYMEHTbl NoO BOMpocamMm onnatbl U OpraHn3aumm Tpyda
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nepcoHana, npegocraensieMble B rocyaapCTBEHHbIE opraHsbl,
npodpeccmoHanbHble  CO3bl W ApyrMe nNpeacTaBUTENbHbIE  OpraHbl
paboTHMKOB

AHa.I'IVI3VIpOBaTb HOpMaTMBHbIE N MEeTOOUYECKME OOKYMEHTbl Mo BOMNpoCaM
onnartbl N opraHn3aunn Tpyaa nepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsMU
3akoHogatenbctBa Poccuiickon degepaumm M nokanbHbIMA - aKTaMu
opraHmMsaumn

Bectn yyeT u permctpaumo JOKYMEHTOB B VIHC*)OpMaLI,VIOHHbIX cucrtemMmax n Ha
MaTepuarnbHbIX HOCUTENAX

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm M 6asamm JaHHbIX MO cUCTeEMaM
onnartbl N opraHn3aunn Tpyaa nepcoHana

MNponssoauTb nNpeaBapUTENbHbIE 3aKyrno4Hble npouenypbl un odhopMnATbL
CONyTCTBYHOLUYO OOKYMEHTaLUMIO No 3aKrnn4YeHno 4orosopos

Bectn 0ENO0BYIO Nepenuncky

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK OCbOpMJ'IeHVIﬂ, BeOEeHNA N XpaHeHUda OOKyMeHTauun rno cuctemMam
onnartbl N opraHn3aunn Tpyaa nepcoHana

HOpMaTVIBHbIe npaBoOBble akKTbl, perynupywwmne npasa Wu 06s13aHHOCTH
rocyaapCTBEHHbIX OpraHOB W oOpraHu3auun no npenocrtaBrieHnto yquHon
OOKyMeHTauumn

TexHonormn, MeTodbl ¥ MeTOAUKU NPOBEdEHNS aHanusa u cucTtemaTusaumm
[I0KYMEHTOB ¥ MHopMaLnm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrouine nopanaok
onnartbl, OpraHn3aunm n HopMmmnpoBsaHua Tpyaa

OcHoBbl 4OKYMeHTOO60opOTa 1 AOKYMEHTaLMOHHOro obecneyeHns

nOpﬂﬂ,OK (bOpMVIpOBaHVIFl, BeAeHnss GaHka [OaHHbIX WU npegocTaBlieHNA
OTHYETHOCTUM MO CucTtemMam onnatbl U opraHn3aummn Tpyaa nepcoHana

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepXKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHogaTesnbCTBa U HOPMAaTUBHLIE T[PaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTaln no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm o NepcoHanbHbIX AaHHbIX

Mopsiaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

Mopsinok  npoBedeHUst  3aKyModHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN
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HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE nocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.6. O606LeHHas TpyaoBas yHKUNS

eATeNbHOCTb NO opraHu3auum YpoBeHb
HaunmeHoBaHve . o P 4 Kog F P 6
KopnopaTUBHOM coLManbHON NONUTUKA KBanudmvkaumm
MpoucxoxaeHue
p kne _ 3anmcTBOBaHO
06006LLLEHHON TPYLOBOM OpurmnHan X
n3 opurmHana
YHKUUK
Kog PernctpaunoHHbIn
opuruHana HOMep
npogeccuoHanbHoOro
cTaHgapTa
Bo3moxHble HaumeHoBaHus | CneumanucT no coumarnbHbIM NporpaMmmam
OOIXHOCTENn, npodeccun Cneumanuct no paboTe ¢ NnpegcTtaBUTENbHLIMU OpraHaMy paboTHUKOB
CneumanucT no KopnopaTUBHOW COLManbHON NOMUTUKE
Cneupnanuct no nepcoHany
MeHeoxep no nepcoHany
TpeboBaHus K Boiclwee obpasoBaHve
ob6pa3oBaHuto 1 0byyeHuo | [lononHuTensHoe npodeccmoHanbHoe obpasoBaHue - NporpamMmmbl
npodeccuoHanbHOM NepenoaroTOBKM U NPOrpaMmbl MOBbILLEHNUS
KBanudmvkaumm B 06r1actu coumnanbHbiX Nporpamm
TpeboBaHMA K OnbITy -
npakTudeckon paboThbl
Ocobble ycnosusi gonycka K | -
paboTte
Opyrue xapakrepucTukm -
[ononHutenbHbIe XapaKTepUCTUKN
HanmeHoBaHWe JoKkymMeHTa Kog HaunmeHoBaHne 6a30Bow rpynnbl, 4OMMKHOCTY (Npodeccnm)
Unu cneumanbHOCTU
OK3 2412 CneumnanucTbl No kagpam 1 NpogoprueHTaLmMm
3423 Cneunanuctbl KagpoBbIX CNYXX0 1 yYpexaeHui 3aHATOCTU
EKC - Cneumanuct no kagpam
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- MeHeaxep no nepcoHany

oKnaTP 27755 OKOHOMUCT No Tpyay

22956 MHcnekTop no kagpam

OKCO - -

3.6.1. Tpynosas yHKUMA

PaspaboTka KoprnopaTUBHOM coLManbHON YpoBeHb
HaumeHoBaHWe | MOMUTUKK Koga F/01.6 |(nogypoBeHb) 6
KBanudukauum
MpoucxoxaeHve TpyaoBom 3ammcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npogeccuoHanbHoOro
cTaHgapTa
TpynoBble AencTBus AHanu3 ycneLuHbIX KopnopaTUBHbLIX MPaKTUK MO OpraHvM3auun coumnansbHOro

napTHepCTBa, coumnarnbHOM OTBETCTBEHHOCTU N coumanbHbIX nporpamm

Pa3pa60TKa KOprnopaTuBHbIX CouMaribHbIX nporpamMmmv

Pa3pa60TKa CUCTEMBbI BbINnaT pa6OTHVIKaM counanbHbIX NIbroT

OpraHusaumsi NeperoBopoB C NPOGECCUOHANbHLIMI CO3aMU U OPYTMU
npeacTaBUTENbHLIMU opraHamm paGOTHUKOB, 06LLeCTBEHHbIMU
opraHusauvsiMu, B3aumoaencTBue ¢ rocyaapCTBEHHbIMM OpraHamm

MoarotoBka MpeanoxeHWt no dopMupoBaHUiO GlogKeTa B 4acTu
obecrneyeHnsa KopnopaTUBHON coLManbHOM NOMUTUKA

HeobGxoanMble yMeHuUs Onpenensite  LeneBble  TPynnbl  NepcoHana  ans  pa3paboTku
CrneunanmanpoBaHHbIX CoLManbHbIX Mporpamm

[oBogunTb Mchopmau,mo O coumanbHbIX nporpamMmmax OO0 uUeneBbIX rpynmn
nepcoHarna c ncnoribaoBaHMemM NHCTPYMEHTOB BHYTPEHHUX KOMMyHMKaLlMVI

Onpenensitb KPUTEPUM U YPOBHU YOBNETBOPEHHOCTM NepcoHana

VMicnonb3oBaTb mMaTtepuarnbHble N HemMaTepualribHble CUCTEMbl, MEeTOObl U
(bOprI MOTMBaUMn B ynpasrieHMn nepCcoHalioM

Onpenensite 06beMbl CPeACTB ONS peanu3auuy coumanbHbIX rapaHTUl,
KOpPNopaTUBHbLIX JbrOT M MHbIX 3NTIEMEHTOB KOPMOpPaTMBHBLIX CcoLMarnbHbIX
nporpamm ans opMUpoBaHns G1oaKeToB

CocTtaBnatb 1 KOHTpOJIMpoBaTb CTaTtb pacxogoB Ha couuarbHblie
nporpamMmmbl ona niaHMpoBaHUA OroaxeToB

KoucyanaHTI'Imoc www.consultant.ru CtpaHuua 42 us 67

HagieXHasa NpaBoBas noaaepxka


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

Mpuka3 MuHtpyna Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHnn npogpeccmoHanbHoro ctaHgapta "CneyumanmcT no
ynpaBneHno NepPCOoH...

OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

MpounssoauTb NpeaBapuTenbHble 3aKyrnoyHble MNpolenypbl U ogopMIeHue
COMYTCTBYIOLLIEN OKYMEHTaLUM Mo 3aKMYEHNIO 10rOBOPOB

Cobntogatb HOPMbI 3TUKK AENOBOro obLLEeHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK n MeToabl pa3pa60TKV| nnaHoB W nporpaMmmMm couunanbHOro
pa3BnTnA opraHm3auum

MeToabl aHanu3a BbINOSIHEHUSA cOLManbHbIX NporpaMMm 1 onpeaeneHus ux
3KOHOMMYECKON 3PPEKTUBHOCTHU

Cucrtembl, MeToabl WU (bOprI mMaTtepumanbHOro un HemarepuaribHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

TexHonorum n metoabl (bOpMVIpOBaHVIﬂ N KOHTPOIA OrooKeToB

MeToabl  MPOBEAEHUS  COLMONIOMMYECKUX  UCCMEeOOoBaHWN,  U3y4YeHust
0o0LEecTBEHHOr0O MHEHUSA

TexHonormn, MeToabl U METOAUKN NPOBEAEHUsI aHanusa u cucteMaTmaauum
[IOKYMEHTOB 1 MHdbopMaLnm

Mopsinok  MpoBedeHUs  3aKymouvHblX — Npoueayp M odopMIleHUs
COMYTCTBYIOLLEN [OKYMEHTaLUN

OcHoBBbI I'IpOVI3BOﬂ,CTBeHHOl7I neATeNIbHOCTU opraHn3auunmn

OcHoBbI 00LLEA M couuanbHOM MNCUXOMOrMM, COLMONOrMKM U MCUXOonornm
TpyAa

CprKTypa, Lenn, cTtpaterna n Kagposad noJinTtuka opraHn3auunm

TpynoBoe 3aKkoHOOATENbCTBO U MHblE aKTbl, CoAepXallyue HOPMbl TPYA0BOro
npaea

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

HopmaTuBHble NpaBoOBble akTbl, PErynupylollMe npasa U 0653aHHOCTM
rocygapCTBEHHbIX OpraHoB, MNPOJIECCMOHAmNbHbBIX COK30B W OpPYIUX
npeacTaBUTENbHbLIX OpraHoB PaboTHUKOB

3akoHopaTenbcTBO Poccuiickon degepaunm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHM3auUuu, Perynupylolime nopsigok
dopMUpoBaHUA coLmanbHOW NONMUTUKA

OcHoBbl NpaBoBOro perynupoBaHus Poccuiickon ®Pepepaumm nopsigka
3aKITIO4EHNN JOroBOPOB (KOHTPAKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

[pyrve xapakTepucTuku -

3.6.2. TpynoBas yHKUMA
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Peanunsauusa kopnopaTnBHOM coLmanbHON YpoBeHb
HanmeHoBaHWe | MONMUTUKK Koga F/02.6 |(nogypoBeHb) 6
KBanudukauum
MpoucxoxaeHve TpyaoBom 3ammcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaumnoHHbIn
opuruHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTBus BHegpeHne kopnopaTuBHbBIX cCoLMarnbHbIX MporpaMm, B TOM 4ucne no

coumnarnbHomn nogaepXKke OoTaesbHbIX rpynmn pa6OTHVIKOB

Peanunsauus cuctembl coumarnbHbIX IbroT, BbiMnaT paboTHMKaM C y4eToMm
TpeboBaHui 3akoHogaTenbcTBa Poccunckon ®enepauum

OueHKa yOOBMETBOPEHHOCTM MepcoHana KoprnopaTUBHOW  COLManbHON
NONMUTUKON

OueHka 3EKTMBHOCTU  MEpPONPUATUA  KOPMOPATMBHOM  COLMANbHON
NONUTUKN

lNogrotoBka  NpeasiokeHWn MO COBEPLUEHCTBOBAHUID  MEPONpUSATUN
KoprnopaTnBHOW coUuManbHON NOMUTUKN

MoaroTtoBka npeanoxeHun no oOpMUpPOBaHMIO OlomkeTa Ha peanusaumio
KOoprnopaTuBHOW COoLManbHOM NOSIUTUKN U coumnarbHbIX NporpaMmm

HeobGxoavMble yMeHMs PaccunTblBaTb 3aTpaTbl Ha NpoBeAeHMe CreumanvaMpoBaHHbIX coLlpanbHbIX
nporpamm

npOBOﬂ,VITb MOHUTOPUHT YCMNELWHbIX KOPNopaTUBHbIX COLMUalbHbIX NporpamMmm

lNpoBoAUTL MEPONPUATMS B COOTBETCTBMM C KOPNOPaTUBHOM COLMarbHON
NONMUTUKON

OﬂpeﬂeﬂﬂTb Lernesble rpynnbl nepcoHana and co3aaHuA
cneunann3npoBaHHbIX counaribHbIX NporpaMmm

Onpenensitb KPUTEPUM U YPOBHM YOBNETBOPEHHOCTM NepcoHana

Onpegensats 3pEKTMBHOCTL MEPONPUATUA peanua3yemon KoprnopaTuBHON
coumanbHON NONUTUKU

OpFaHVI3OBbIBaTb B3aMMOOENCTBNE C rocyaapCrtBeHHbIMM  OpraHamu,
I'IpO(beCCVIOHaJ'IbeIMVI Ccor3amMn n apyrumm npencrtaButeribHbiIMM opraHamMmum
pa6OTHVIKOB, OOLLECTBEHHBIMA U UHBLIMU opraHnsaunaMm no BoOMnpocam
peanusauunn KOpHOpaTMBHOVI couunarnbHOW NONUTUKN

AHa.I'IVI3VIpOBaTb PbIHOK YycCnyr no couualnbHbiIM W cheynanm3npoBaHHbLIM
nporpammMmam coumnarnbHomn nogaepPXKnM 4neHoB LueneBbiX rpynn m rotoBUTb
npeannoXxeHund no nx nocraBlimnkam
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MNponssoauTb npenBapuUTEnbHbIE 3aKyrno4Hble npouenypbl u odopMnATb
CONyTCTBYHOLUYHO OOKYMEHTaLUMIO NO 3aKriin4YeHno orosopos

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS BOI'IpOCbI ynpasneHuna counarnbHbIM pa3BUTneM opraHmsaunum

MeToabl aHanm3a BbINOMHEHUS KOPNOPAaTUBHbLIX COUManbHbIX NporpaMmm wu
onpeaeneHns Nx 9KOHOMNYeCcKon adbeKTMBHOCTHU

Cucremsil, MeTobl, (bOprI MaTtepuanbHOro n HemMaTepuanbHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

MeToabl  NpoBEAEHUS  COLMONIOMMYECKUX  UCCNELOBaHWA,  U3Y4YeHus
0o0LEecTBEHHOro MHEHUSA

TexHonorun, MeTodbl U METOAMKM MPOBEAEHUS aHanu3a U cucTemaTusaumm
[IOKYMEHTOB 1 MHGopMaLnm

HopmaTuBHble NpaBoOBble akTbl, PerynvpyloliMe npaBa M 06A3aHHOCTU
rocyQapCTBEHHbIX OpraHoB, MNpodeccroHarnbHbIX COK30B U ApPYIUX
NnpeacTaBUTENbHbLIX OpraHoB pPabOTHUKOB MO NpPedoCTaBlEHNI0  YYETHOI
[OKyMeHTaumm

Mopsinok  nNpoBedeHVsi  3aKynoyHbiX — Mpouedyp M odhopMiieHust
COMYTCTBYIOLLEN OKYMEHTaLUN

CprKTypa, Lenn, cTtpaterna n Kagposad noJinTuka opraHmn3auunm

OcHoBBbI I'IpOVI3BOﬂ,CTBeHHOl7I neATeNIbHOCTU opraHn3auunmn

OcHoBbI 06LLIEN 1 coLnanbHOM NCUXOMOrMM, COLMONOrMM U NCUXOornm Tpyda

TpynooBoe 3akoHOOATENLCTBO UM MHbIE aKTbl, COAepXKallne HOPMbl TPYOAOBOro
npaea

OcHoBbI adpXMBHOIo 3aKoHoOaTeNnbCTBa WU HOPMAaTUBHbLIE MPaBOBbIE aKTbl
Poccuiickon CDe/J,epau,MM, B 4aCTu BeeHNA OOKyMeHTalun no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble aKkTbl OpraHuvsauuu, perynupyroline nopsaok  BHEAPEHUS
couunanbHOW MONMUTUKN

Mopsiaok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpPHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

[pyrve xapakTepucTuku

3.6.3. Tpynosas pyHKUNs
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AAMWHUCTPUPOBaHKE NPOLIECCOB U YpoBeHb
HanmeHoBaHue |[okyMeHTOOOOpOTa No BOMpocam Koga F/03.6 |(nogypoBeHb) 6
KOPropaT1BHOM COLManNbHOM NOAUTUKN KBanudmkaumm

MpoucxoxaeHve TpyaoBom
YHKLUUK

3aumcTBOBaHO
OpwurmnHan X
13 opurnHana
Kog PernctpaumnoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

TpyooBble AencTBnA

AHanu3 npoueccoB [OOKYyMEHTOO6OpOoTa, JloKamnbHbIX [OKYMEHTOB MO
BOMpOCaM KOprnopaTUBHOWN COLManbHON MONMUTUKM

,D,OKyMeHTaLI,VIOHHOG O(bOpMJ'IeHVIe pe3ynbTaTtoB KOpﬂOpaTMBHOVI couunarnbHom
NOJTINTUKN

lNogrotoBka npeanoXeHWn Mo pPasBUTUIO KOPMNOpPaTUBHOW coumanbHON
NONMUTUKN

MoarotoBka  pe3ynbTaToB  aHanmMsa  COOTBETCTBUS  KOPNopaTUBHOM
coumanbHOM nonNuTUKM TpeboBaHMSIM 3akoHodaTenbcTBa Poccuickon
denepaumm 1 yCnoBuaM pblHKa Tpyaa

[okymMeHTaUMoOHHOEe W OpraHuM3auuoHHOE COMPOBOXAEHWE MepOonpUATUA
KoprnopaTuBHOW coUManbHON NOMUTUKA

MogrotoBka M 06paboTka 3anpocoB M YyBeAOMIIEHMA O paboTHMKax B
rocyAapCTBEHHbIE  OpraHbl, MNPOECCMOHanbHbIE COK3bl W Apyrue
npeacTtaBuUTenbHble opraHbl PaboTHWKOB MO  BOMpPOcaM  CouManbHOM
MOMUTUKM B OTHOLLIEHUM NepcoHana

COI'IpOBO)Kﬂ,eHVIe 4orosopos no OKa3aHuio KOHCYJ1bTalMOHHbIX
I/IH(bOpMaLI,VIOHHbIX ycnyr no meponpuaTtnam KOpHOpaTMBHOVI counanbHO
NONMMTUKN, BKIKOYaaA npeanBaputesnbHbie npoueaypbl No X 3aKnio4YeHUuo

"
n

Heobxogumble ymeHus

OdpopMnATe  AOKYMEHTbI MO  BOMpOCaM  KOpropaTWBHOW  coLuaribHOM
NOSNUTUKN, npegocTaBnsieMble B rocyqapcTBeHHble opraHsl,
npeacTaBUTENbHbIE OpraHbl PaboTHUKOB

AHanunanposaTb npasuna, nopsigku, npoweaypsb! KoprnopaTuBHOM
counanbHOW MONMUTUKU

ObecneuymBatb OOKYMEHTaUMOHHOE CcOonpoBoOXaeHune counanbHON NOSTUTUKK
B OTHOLUEHNN nepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsIMU
apxXuBHOro 3akoHogaTenbcTBa Poccuiickon ®Pepepaumm U fioKanbHbIMU
aKkTamu opraHmsauunm

MNponssoanTb npeaBapuUTENbHbIE 3aKyrno4Hble npouenypbl un odhopMnATb
CONyTCTBYHOLUYIO OOKYMEHTaLUMIO NO 3aKrnin4YeHno orosopos

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX No BOrnpocam

KoHncynbTtanTtllnioc
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couunarnbHOW NOMUTUKM B OTHOLLEHWN nepcoHana

Bectn yyeT u permctpaumo JOKYMEHTOB B VIHC*)OpMaLI,VIOHHbIX cucrtemMmax n Ha
MaTepuarnbHbIX HOCUTENAX

Bectn 0ENO0BYIO Nepenuncky

Cobntogatb HOPMbI 3TUKM AENOBOro obLLEHMS

HeobxoauMmeble 3HaHMS nOpﬂﬂ,OK OCbOpMJ'IeHVIFl, BeOEeHNA N XpaHeHna OKyMeHTauum no coumnanbHon
NOJINTUKE B OTHOLLUEHUN NepCoHana

nOpﬂﬂ,OK CbOpMVIpOBaHVIFl, BeAeHnss GaHka AOaHHbIX W npegocTaBlieHNA
OTHETHOCTU MO BOMpocam coumnanbHON NOSIUTUKN B OTHOLLEHWUN nepcoHana

TexHonorMn, MeTodbl U METOAUKN NPOBEAEHNS aHanusa u cucTtemaTusaumm
[IOKYMEHTOB 1 MHdopMaLnm

OcHoBbI JOKyMeHTOO6OpOTa M LOKYMEHTALMOHHOIO obecnevyeHuns

Mopsinok  npoBedeHUst  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBbI adpXMBHOIo 3akoHogaTesnbCTBa M HOPMAaTUBHLIE T[PaBOBbLIE aKThl
Poccuiickon CDe/J,epau,MM, B 4aCTu BeeHNA JOKyMeHTaln no nepcoHany

OcHoBLI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

HopmaTuBHblE NpaBoBble akTbl, Perynupyroline npaea M 06s3aHHOCTU
rocygapCTBEHHbIX OpraHoB, MpodeccuoHarnbHbIX CO30B U APYruX
npeacTaBUTENbHBLIX OpPraHoB pPabOTHMKOB MO NPedoCTaBlEHNIO y4YeTHOM
[OKyMeHTaumm

3akoHopaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynumpyruine nopanaok
BHEeOpPEHNA KOpHOpaTMBHOVI coumnarnbHOM NONMUTUKN N colmanbHbIX nporpamm

Mopsaok 3aknoyeHns 40roBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.7. O606LweHHas TpyaoBas yHKUNS

HaumeHoBaHue | OnepaunoHHOE ynpaBrieH1e NnepcoHanom u Kon G YpoBeHb 7
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noapasgeneHnemM opraHmsaumm KBanudukauum

MNpoucxoxaeHne
06006LeHHON TpyaA0BON
YHKUUK

3anmMcTBOBaHO

OpwurnHan X
13 opurnHana

Kog PernctpaumnoHHbIn
opuruHana HOMep
npoceccuoHansHoOro
cTaHdapTa

Bo3MOXHble HAaUMEHOBaHMWS
OOIXHOCTENn, npodeccun

PyKOBOﬂ,VITeJ'Ib CTPYKTYPHOIo nogpasaeneHnd
HavanbHuk CTPYKTYPHOIro nogpasgerneHua

TpeboBaHus K
06pa3oBaHuto 1 0ByYeHuIo

Bhicliee obpasoBaHue - cnieLyanuTeT, MarucTpaTtypa

[ononHuTenbHoe NpodgeccuoHanbHoe o6pa3oBaHmne - NporpaMmmbl
npodgoeccroHarnbHoM NepenoaroToBkX B 06nacTu ynpasrieHns nepcoHarom,
onepaLmoHHOrO M TaKTUYECKOTO YNpaBeHUst; MporpamMmbl NMOBbILLIEHUS!
KBanudukauum B 06nacTu ynpasrneHusi nepcoHarom, onepaLmoHHOro 1
TaKTUYECKOro ynpaBreHus!

TpeboBaHuMA K OnbITy
npakTuyeckoi paboTl

He meHee nsaTtu neT B obnacTtu ynpasleHuna nepcoHarioMm

Ocob6ble ycnosusi gomnycka K
paboTte

[pyrvne xapakTepucTuku

[ononHutenbHble XapaKTepUCcTukmn

HanmeHoBaHune OOKYMEHTa

HanmeHoBaHne 6a3oBoli rpynnbl, AOMMKHOCTM (Npoddeccum)
UN1 cneumansbHOCTK

Koa

OK3

1232 Pykosogutenu nogpasgeneHuii (cnyxo6) ynpaBneHus

KagpamMun n TpyaoBbiMn OTHOLLEHUAMUA

EKC

- HauanbHuk otoena Kagpos

- HauanbHuk otgoena OopraHusauumn un onnatbl Tpyaa

- HavanbHKUK oTaena noarotoBky KagpoB

- HavanbHuK oTaena coumansHOro pa3BnTuA

- 3aBenyoLLmii (Ha4arnbHUK) OTAENOM KagpoB

OKNATP

24063 MeHepxep no nepcoHany

3.7.1. TpynoBas yHKUMA

HanmeHoBaHue

PaspaboTka cucTembl onepaLmMoHHOro

Kog G/01.7 |YpoBeHb

i
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yrnpaBneHns nepcoHanom n paboTsbl (nogypoBeHb)
CTPYKTYPHOTO noapasaerneHus KBanudukaumm

MpoucxoxaeHne TpyooBon
YHKUUK

3ammcTBOBaHO
OpwurnHan X
13 opurnHana
Kog PernctpaumnoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

TpyooBble AencTBuA

AHnanus yCnewHbIX KOprnopaTuBHbIX MPaKTUK MO BOMpoCaM cTpaTtern4eckoro
M onepaTtnBHOIO ynpaslieHNA nepcoHarnomMm opraHmsaumn

lNocTaHoBKa onepaTtmnBHbIX uenen no BOMNpocCam ynpaslieHnA rnepcoHarnom

Pa3pa60TKa nnaHoB, nporpamMmm 1 npouenyp B ynpasiieHUn rnepcoHariom

PaspaboTka npeasnioXkeHuin No CTpykType noapasfeneHnst U noTpebHoCcTU B
nepcoHarne

PaspaboTka npeanoxeHuii No oGecneyeHnto nepcoHanomM, hopMUPOBaHIO
CUCTEM OLIEHKW, PasBWUTWsA, onnatbl TPyAa, KOPMoOpaTMBHLIM COLManbHbLIM
nporpaMmMam 1 coLmanbHOM NonuTuKe

PaspaboTka npeanioxeHun o 3atpatax M (hOPMMUPOBaHMIO OlomxeTa Ha
nepcoHan

PaspaboTka npeanoXeHWid Mo 3aKMoYEeHW0 [OroBOPOB MO YMPaBMEeHUo
nepcoHanoM C MocTaBluKamu YCRyr UM NpoBedeHWe npeaBapuTenbHbIX
npoueayp no Ux 3aKnoYeHmo

Heobxogumble ymeHus

OpFaHVI3OBbIBaTb pa60Ty nepcoHara CTPyKTypHOro nogpasaesneHus

Orlpep,enmb 3afayn nepcoHana CTPYKTYypHOro nogpasgeneHud, ncxogda m3
uenen u cTpaTternn opraHmnsauunm

Co3fgaBaTb M ONWCbIBaTb OpPraHW3aLMOHHYI0 CTPYKTYpY, LUEenu, 3adaudu,
yHKUMM CTPYKTYPHOrO noApasaeneHus

anIMeHFlTb MeToadbl  ynpaBleHUnd  MeXIUMYHOCTHbIMM  OTHOLUEHUAMMU,
(bOpMVIpOBaHVIﬂ KOMaHO, pa3BuUtna nugepcrea WU UCNOJTHUTETNIbHOCTMU,
BbIABINEHUA TanaHToB, onpeaeneHna yoosneTBOPEeHHOCTU pa60T017|

OI'Ipeﬂ,eﬂﬂTb, aHanmsampoBaTtb, MogenuposaTtb U BbICTpamBaTb BHYTPEHHUE
KOMMYHUKaLUMn nepcoHarna

PaspabaTbiBaTb NPOEKTHbIE NPEANOXKEHUS U MEPONPUATUS NO b eKTUBHOIA
paboTte nepcoHana

BHenpsATb cTpaTeruio no ynpasreHuo nepcoHanom

CocTaBnsaTb, paccyuTbiBaTb, KOPPEKTUpPOBaTb M KOHTPOMUPOBAaThb CTaTbk
pacxoloB Ha nepcoHan, paspabaTtbiBaTb NpPeasioXeHWs Mo 3atpaTam Ha
nepcoHan ans hopMupoBaHnusa GrogkeTa

KoHncynbTtanTtllnioc
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npeﬂ,CTaBﬂﬂTb MHTEpPECHI opraHmnsauumn n BECTU neperoBopbl C
I'IpO(beCCVIOHaJ'IbeIMVI Co3amMn un gpyrmmun npeacrtaButesibHbIMKU OpraHamMmun
pa6OTHVIKOB, B3anMoOAencTeoBaTtbh C rocyaapCrtBeHHbIMU OpraHn3aunamm

AHanuavpoBaTb MHdOpMaUUO Mo MocTaBlWuUKkaM ycrnyr B obnacTtu
yNpaBreH1si NepcoHarnoMm 1 Mo YCroBusIM 3aKnioYaeMblX JOroBOpOB

MNponssoanTb npeaBapuUTENbHbIE 3aKyrno4Hble npouenypbl u odopMnATb
CONyTCTBYHOLUYIO OOKYMEHTaLUMIO No 3aKrinn4YeHno orosopos

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX Mo BOrnpocam
ynpaslieHuUsa nepcoHarnom

OpFaHVI3OBbIBaTb M NpPpoOBOAUTb KOprnopaTtuBHbIE MEPONPUATUA C NEPCOHAIIOM

Cobntogatb HOPMbI 3TUKM AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS MeToabl, cnocobbl 1 MHCTPYMEHTbI ynpaBlieHUA nepcoHariom

Ll,enw, cTpaTterna pa3Bnutna n Oun3Hec-nnaH opraHmnsauunmn

Monutuka ynpasrieHuna nepcoHanomM opraHmsaumm

MeToabl aHanm3a KonnM4yeCTBEHHOIO U KAYECTBEHHOrO CocTaBa nepcoHana

CucteMbl cTaHgapToB No GusHec-npoLeccamM, npodeccusam, HopMam Tpyaa

Cucrtembl, MeToabl MU (bOprI mMartepuanbHOro w”n HemMartepuaribHoro
CTUMyInnpoBaHua Tpyaa nepcoHana

TexHonorum n metoabl (bOpMVIpOBaHVIﬂ N KOHTpPOIA OrooKeToB

Mopsinok  npoBedeHUst  3aKyModHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

OcHoBB! I'IpOVI3BOﬂ,CTBeHHOl7I neATeNIbHOCTU opraHn3auunmn

OcHoBbI 00LWEN U couManbHOM MCUXOINOrMK, COLMONOrMKM U MCUXONornm
Tpyda, 3KOHOMUKM Tpyada, ©e3onacHbIX yCJ'IOBVIVI Tpyda

CTpykTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHLIE T[MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA JOKyMeHTaln no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccuiickon defepaunm

OcHoBBbI MUrpaumMoHHOINo 3akoHO4aTeENIbCTBa Poccunckon CDeD,epaLI,VIVI, B
4acTn npuerevYeHunsa mn prﬂoyCTpOVICTBa MHOCTPaHHbIX fpaxaaH u nuy be3
rpaxgaHctea

OcHoBBbI aAMUHUCTPATUBHOIO 3aKoHOOaTeENbCTBa B obnactu ynpasleHua
nepcoHanomM 1 OTBETCTBEHHOCTU OOJMXHOCTHbIX JTNL,
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3akoHoaaTenbcTBo Poccuiickoit degepaumn No 3aluMTe MNepCoHanbHbIX
AaHHbIX

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auumm B obnactu ynpaslieHus
nepcoHariom

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

[pyrvne xapakTepucTuku

3.7.2. TpynoBas oyHKUMA

Peanusauusi onepauMoHHOro ynpasneHus YpoBeHb
HanmeHoBaHue |nepcoHanom v paboTbl CTPYKTYPHOIO Koga G/02.7 | (nogypoBeHb) 7
noapasgenexHus KBanudmvkaumm
MpoucxoxaeHne TpyooBon 3anmcTBOBaHO
P e pyA OpwurnHan X
YHKUUK 13 opurnHana
Kog PernctpaumnoHHbIn
opurMHana HOMep
npoceccuoHansHoOro
cTaHdapTa
TpyooBble AencTBnA lMnaHupoBaHWe OeATernbHOCTU NnoapasaeneHus n nepcoHana

OﬂepaTVIBHOG ynpasrieHne nepcoHalrioMm nogpasaerieHnda opraHnsauum

Pacuer 3atpaT no nogpasgeneHvio M MNOArOTOBKa MNPEAnOXeHun Ans
dhopmmpoBaHusa BrogxeTa

Pa3pa60TKa CTaHOapTOB AOeATEelIbHOCTU noapasfenieHna u yHVI(*)VIKaLI,VIFl
npoueccoB

MpoBeOeHne UHCTPYKTaXa Mo oxpaHe Tpyaa

MocTaHoBKa 3agad pa6OTHVIKaM CTPYKTYPHOIO nogpasgeneHna,
onpeneneHne pecypcos And UX BbINONMHEHUA, KOHTPOJIb UCMOTHEHNUA

AHanuM3 nnaHoB W OTYETHOCTU MNOLAYMHEHHbIX pa6OTHVIKOB, pa3pa60TKa
HpeﬂﬂO)l(eHVIVI no yny4ywieHuno nokasarenen 4eaTenbHOCTH nogpasgerneHnd

dopmuUpoBaHme oT4ETOB O paboTe CTPYKTYPHOro NnoapasneneHus

Heobxogumeble YMeHUaA Onpep,enmb 30Hbl OTBETCTBEHHOCTU U SC*JC*)GKTVIBHOCTVI pa6OTbI nepcoHana
CTPYKTYPHOIro noapasgerneHund, pacnpenendtb 3agayvn wun obecneunBaTb
MaTepuaribHO-TEXHUYECKME peCypcCbl ONnA X UCMNONTHEHUA

anIMeHFlTb MeTOAbl onepaTtuBHOIO ynpasiieHna nepcoHanomM opraHnsaumm
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KOHTpOJ'IVIpOBaTb ncnosiHeHne I'IOpy'«-IGHVIVI n 3agad, BHOCUTb
CBOEBpEMEHHbIE KOppeKLU M B MiiaHbl 1 3aga4un

Onpe/:l,enmb nokaszartenu Sd)d)eKTVIBHOCTVI pa6OTbI nepcoHana
noapasneneHna

yl'lpaBJ'IFlTb MOTMBaUMEN nepcoHana, ero BoBjlie4eHHOCTbIO U AnCuUNIMHON
TpyAa

CocTaBnaATb  NnaHbl  OEATENbHOCTU  CTPYKTYPHOrO  noppasferieHust
opraHu3aLmm

CocTaBnsTb, paccyuTbiBaTb, KOPPEKTUPOBATb W KOHTPONMUPOBAaThb CTaTbk
PacxofoB CTPYKTYPHOro noapasaeneHns ans opmMmpoBaHus 6roaxeTos

npOVI3BOﬂ,VITb aHanma TeKyLLI,eVI OEATENIbHOCTU CTPYKTYPHOIO noapasaeneHus
N BHEOPATL npoueaypbl No ee ontuMnsaummn

npeﬂ,CTaBﬂﬂTb MHTEpPECHI opraHmnsauumn n BECTU neperoBopbl C
rocyaapCrtBeHHbIMM OpraHamu, I'IpOC*)eCCVIOHaJ'IbeIMVI cor3amMnm 1 apyrmmm
npegcraBUTENbHbIMU OpraHamMmun pa6OTHVIKOB no BOMNpocCaM nepcoHana

Bectn neperoBopbl C nNoCTaBLWMKaMh YyCnyr no ycrnoBuUAM 3akKro4YaeMbiX
4orosopos

MpousBoauTe nNpeaBapuUTenbHbIE 3aKyrno4Hble npouenypbl ”n odopMnATb
CONyTCTBYHOLUYHO OOKYMEHTaLUMIO NO 3aKrnin4YeHno orosopos

npOBOﬂ,VITb ayouTt pe3ynbTaToB pa6OTbI C nepcoHasrniom

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX No BOrnpocam
ynpaslieHua nepcoHarnom

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS Teopvwl ynpasJieHusa nepcoHanom un ero motuneaummn

MeToabl aHanus3a BbINOMHEHUS MMaHOB W 3ajady, onpeaeneHns  ux
3KOHOMMYECKON 3PPEKTUBHOCTHU

(DOprI M MeTOObl OLLEeHKM nepcoHalla n pe3ynbTtaTtoB UX Tpyaa

TexHonormm onepaTtunBHOro ynpasieHUd nepcoHarioMm opraHmsaunn

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMyInunpoBaHua Tpyaa nepcoHana

TexHonorum n metoabl (bOpMVIpOBaHVIﬂ N KOHTpPOIA OrooKeToB

Teopvwl M MeTodbl ynpaBlieHnd pa3BuTtneM nepcoHana

OKOHOMMKa Tpyada

OpFaHVI3aLI,VIOH HO-WUTaTHaA CTPYKTypa opraHu3auunm

Monutuka ynpasJieHusa nepcoHarniomMm un coumaribHasa nonntmuka opraHnsaunm
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

Ll,enw, cTpaTterna pasBnutna n Oun3Hec-nnaH opraHmnsauunmn

MeTogukun nnaHnpoBaHua 1 NpPorHo3npoBaHnA I'IOTpe6HOCTl/I B NnepcoHarne

nOpﬂﬂ,OK yperynmposaHua TpyaoBbIX CNopoB

TpeboBaHus 1 NpaBuna NpoBeaeHVs ayanTa paboTbl C NepCoHanom

(DOprI counarnbHoro napTHepcTBa n B3aMMOLENCTBUSA C
I'IpO(beCCVIOHaJ'IbeIMVI Co3amMn n gpyrmmmn npeacrtaBuTesibHbIMU OpraHamMmu
pa6OTHVIKOB, N MHbIMN OpraHn3aumnammn

nOpﬂﬂ,OK O(bOpMJ'IeHVIFl KagpoBbIX OKYMEHTOB U npuaaHna M IOpVIﬂ,VI‘-IGCKOVI
cunbl

Mopsinok  npoBedeHUst  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHogaTesnbCTBa M HOPMAaTUBHLIE TPaBOBbLIE aKThl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTaLn no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

OcHoBB! MUrpaumMoHHOINo 3akKoHOO4aTeENbCTBa Poccunckon CDeD,epaLI,VIVI, B
4YacTn npuerevyeHuna mn prﬂoyCTpOVICTBa MHOCTPaHHbIX fpaxaaH u nuy be3
rpaxxgaHctea

OcHoBBbI aaAMUHUCTPATUBHOIO 3aKoHOOaTeENbCTBa B obnactu ynpasleHua
nepcoHanomM 1 OTBETCTBEHHOCTU OOJMXHOCTHbIX JTNL,

3akoHopaTenbcTBO Poccuiickon defepaum 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuMm B 4YacTu YynpaslieHUA
nepcoHariom

OcHoBbl npaBoBOro perynupoBaHus Poccuiickon depepaumm nopsigka
3aKMNYeHNs rpaxkaaHCcKo-NpaBoBbIX JOroBOPOB

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrve xapakTepucTuku

3.7.3. TpynoBas yHKUMA

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBEHb

HaunmeHoBaHve AOKyMEHTOO060POTA 110 OMePALIMOHHOMY Koga G/03.7 |(nogypoBeHb) 7
ynpaBneHuio nepcoHanom n pabore KBANUDUKALINM
CTPYKTYPHOro nogpasgeneHus
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurmnHan X
yHKLMM n3 opurmHana
Kog PernctpaumnoHHbIn
opuruHana Homep
npoceccuoHanbHoOro
cTaHgapTa
TpynoBble AencTBus AHanuM3 npoLeccoB [AOKYMEHTOOOOPOTa, foKanbHbIX [LOKYMEHTOB MO
BOMPOCaM  OMEepauMoOHHOro  yrnpaBfneHus  MepcoHanoM U paboThbl
CTPYKTYPHOro nogpasgerneHus, Bun3Hec-npoLeccos opraHusaumm,

yAooBINeTBOPEHHOCTU NepcoHarna

,D,OKyMeHTaLI,VIOHHOG OC*)OpMJ'IeHVIe pe3ynbTaTtoB OonepaunoHHOro ynpasreHus
nepcoHariom un pa6OTbI CTPYKTYPHOIro nogpasaeneHusd, pe3ynbtaTtoB ayguta
pa6OTb| C nepcoHasnom

lNogroToBka I'Ipeﬂ,J'IO)KeHVIﬁ no pa3BUTUIO cucremMm onepaunoHHOro
ynpaslrieHna nepcoHarnomMm U pa6OTbI CTPYKTYPHOIro nogpasaeneHusa, no
HeobxoanMbIM KOPPEKTUPYHLWNM U NPEBEHTUBHLIM MepaMm

Pa3paboTka cuctembl aHanm3a u KOHTpons paboTbl NnepcoHana

KoHTponb, cpaBHEHME W aHanu3 npoueccoB B obnacTn onepaTUBHOIO
yrnpasreHusi MepcoHarioM, pesynbTaToB YnpaBneHYecknx MeponpusaTun,
onpegerneHne akTopoB, BbI3blBAOLNX OTKMNOHEHWE OT  MaHOBbIX
nokasaTenemn

MoarotoBka M 0bpaboTka 3anpocoB, YBeOOMIIEHWI, CBedeHUA 0 paboTHMKaX
B rocydapCTBEHHble OpraHbl, NPodEeCcCUMOoHarnbHble CO3bl, OBLLECTBEHHbIE
opraHusaumm

COI'IpOBO)K,EI,eHVIe 00roBopoB OKasaHud ycnyr no Bonpocam ornepaTtunBHOIo
ynpasJieHna nepcoHariom u pa60Te CTPYKTYPHOIro nogpasaeneHusd, BKno4vas
npeasaputeribHble npouenypbl No UX 3aKrn4YeHnto

MoaroToBka npeanoXxeHun no copmupoBaHuo OrogkeTa Ha nepcoHan
opraHmsaumn

BbinonHeHne Tpe6OBaHVIl7I no XpaHeHuto VIH(*)OpMaLI,VIVI O pesynbTaTax
DENCTBUS CUCTEM onepaunoHHOro ynpasleHuda nepcoHarioMm w” pa6OTbI
CTPYKTYPHOIro nogpasaeneHunsa

Heobxogumble YMEeHUaA KOHTpOJ'IVIpOBaTb npouecchbl ynpaslieHUA nepcoHarioM no,qpas,u,eneHm?l,
onpenendaTb UX pe3ynbTatMBHOCTb U BbIABNATb C*)aKTOpr OTKITOHEHUA OT
NaHOBbIX NMapaMeTpoB

PaspabaTtbiBaTb NporpaMmmMbl JOCTMKEHUS LENnen 1 onepaTMBHOIO pPeLleHns
3adad nogpasgeneHuni

AHanuavpoBaTb, paspabaTbiBaTb U 0OMOPMNATL  OOKYMEHTbI MO
onepaTMBHbIM NpoLeccaM 1 Ux pesynbTaTtam

npOBOD,VITb ayouT KagposbiX npoueccos, npoueanyp, OC*)OpMJ'IeHVIﬂ KaapoBbIX
OOKYMEHTOB 1 JOKYMEHTOB MO ynpaBJlieHNo nepcoHarioMm
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

KoHTponupoBaTb pacxofgoBaHue GogXeToB Ha nepcoHarn

OdpopMnATb [AOKYMEHTbI MO OMnepaLvMoHHOMY YNPaBriEHUIO MepCcoHanoMm u
paboTe CTPYKTYPHOTO noapasaeneHus, npefocTaBnsemMble B
rocygapCTBEHHbIE OpraHbl, NpeacTaBUTeNbHbIE OpraHbl paboTHUKOB

ObecneuymBatb OOKYMEeHTauMnoHHOEe conpoBoxaeHune no cucremam
onepaunoHHOro  ynpasrieHuda nepcoHanomMm U pa60Te CTPYKTYPHOIo
noapasneneHna

OpFaHVI3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUM C Tpe6OBaHVI$|MVI
TPyaOBOro M apxXmBHOIo 3aKoHOO4aTeslbCTBa Poccunckon CDep,epaLwlM n
NoKanbHbIMU aKTaMn opraHmn3auumn

KOHTpOJ'IVIpOBaTb MCNoJIHeHne 0rosopoB NOCTaBLWMKOB yCIyr no Bonpocam
nepcoHana

Mpon3BoauTb 3aKyrnouvHble Mpoueaypbl, OPOPMISTe W aHanM3MpoBaTb
3aKyNnoYHyt0 JOKYMEHTaLMO

MpoBoauTb nNeperoBopbl M NPeacTaBnsATb MWHTEPEecbl oOpraHu3auuM B
rocygapCTBEHHbIX —opraHax, npodeccuMoHarnbHbIX CO3ax W Opyrux
npeacTaBUTENbHBIX opraHax paboTHUKOB MO BoMpocaM nepcoHarna

Bectn 0ENO0BYIO NMNepenuncky

Bectn yyeT u permctpaumo JOKYMEHTOB B VIHC*)OpMaLI,VIOHHbIX cucrtemMmax n Ha
MaTepuarnbHbIX HOCUTENAX

PaboTtatb ¢ VIH(bOpMaLI,VIOHHbIMVI cuctemamm 1M 6asaMm  OgaHHbIX MO
nepcoHany n cuctemam onepavmoHHOro ynpasreHmna nepcoHasriom un pa60Te
CTPYKTYPHOIro nogpasaeneHunsa

Cobntogatb HOPMbI 3TUKM AENOBOro obLLEHMS

Heobxognmble 3HaHMA MeToabl ynpaBneHus pa3sutueM n apPeKTUBHOCTLIO OpraHM3auum, MeToabl
aHanusa BbINOMHEHWs NNaHoB UM MporpaMmMm,  onpeferneHus  ux
3KOHOMMYECKON 3PPEKTUBHOCTHU

MeToabl OUeHKM pa6OTbI CTPYKTYPHbIX nop,pa3p,eneHm7|, pe3ynbTatoB Tpyada
nepcoHana

MeToabl npoBegeHnd ayauTta n KOHTPOJIJTUHIa onepaTtuBHbIX
ynpasJiieH4eCKMX npoLeccoB

®opMbl U CUCTEMbI MaTepUanbHOroO M HeMaTepuansbHOro CTUMYMNMPOBaHUSA
Tpyaa nepcoHana

OcHoBBbI LOOKYMEHTaUuMOHHOIo obecneyeHuns

nOpﬂﬂ,OK OCbOpMJ'IeHVIﬂ, BeOEeHNA N XpaHeHUda OOKyMeHTauun rno cuctemMam
onepaunMoHHOro  ynpaslieHnd nepcoHarioMm  opraHunsauum u“ pa60Te
CTPYKTYPHOIro nogpasaeneHunsa

Mopsanok opMUpOBaHUA, BedeHWs 6GaHka [aHHbIX W MpeaocTaBreHus
OTYETHOCTM MO CUCTEMaM OMepPaLMOHHOrO YrpaBlieHNs MepcoHanoM u
paboTe CTPYKTYpHOro noApasaeneHus
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

HOpMaTVIBHbIe npaBoOBble akKTbl, perynupywwmne rnpasa Wu 06s13aHHOCTH
rocyaapCTBEHHbIX OpraHOB W OpraHu3auun no npenocrtaBrieHnto yquHon
OOKyMeHTauumn

Mopsinok  npoBedeHUst  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

Monutuka ynpasrieHusa nepcoHarniomMm un coumaribHasa nonmtmuka opraHnsaunm

OpFaHVI3aLI,VIOH HO-WUTaTHaA CTPYKTypa opraHu3auunm

Ll,enw N cTpaTterna pa3smtna opraHmn3auunm

BusHec-nnaH u 6VI3HeC-I'IpOLI,eCCbI OopraHunsauunmn

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHLIE T[MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu BeeHNA OOKyMeHTaln no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

OcHoBBbI MUrpaumMoHHOINo 3akKoHOO4aTeENbCTBa Poccunckon CDeD,epaLI,VIVI, B
4YacTn npuerevyeHuna mn prﬂoyCTpOVICTBa MHOCTPaHHbIX rpaxaaH u nuy oe3
rpaxxgaHctea

OcHoBBbI aaAMUHUCTPATUBHOIO 3aKoHOOaTeENbCTBa B obnactu ynpasleHua
nepcoHanomM U OTBETCTBEHHOCTU OOJMXHOCTHbIX JTNL,

3akoHogaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTuBHbIE OOKYMEHTbl OpraHn3auunmn B obnactu ynpaslieHuA
nepcoHariom

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

[pyrve xapakTepucTuku

3.8. O606LweHHas TpyaoBas yHKUNS

Havmerosarme | CTPATEMHECKOE ypaBneHye nepcoHanom Koa H YpoBeHb .,
opraHusaumu KBanuduKaLmum
MNpoucxoxaeHne
0606LLEeHHON TPYAOBOIA OpuruHan X S:VéMEIEg:ﬁ:o
YHKUUK p
Koa PerncTpaumoHHblii
opurvHana Homep
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

npoceccuoHanbHoOro
cTaHgapTa

BoamMoxHble HaMeHoBaHWS | Buue-npesnaeHT no ynpaBneHuio nepcoHarnom

OOIXHOCTEN, npodeccun [OupekTop no nepcoHany

[unpekTop no ynpasneHuo nepcoHanom

3amecTuTenb reHepanbHOro AMpeKTopa Nno ynpaeneHuio NepcoHanom

TpeGoBaHus K Bhicliee o6pa3oBaHue - cneuuannTeT, marucTpaTypa

o6pa3zoBaHuio 1 06yYeHuto | [JononHuTensHoe NpogeccroHanbHoe o6pasoBaHue - NPorpamMmmbl
npodpeccroHarnsHoN NepenoaroToBKu B 06nacTy ynpasneHust NepcoHanom,
CTpaTernyeckoro 1 onepaLmMoHHOro yrpasneHusi, SKOHOMUKM OpraHnsaLum;
nporpaMMbl NOBbILLEHUS KBanUduKaLum B 06nacTv ynpasneHus
nepcoHarnoMm, cTpaTern4eckoro 1 onepaLynoHHOro yrnpasneHus

Tpe6OBaHVIF| K OnbITy He meHee nsaTtu neT B obnacTtu ynpasleHna nepcoHasrioM Ha pykoBoOAALLNX
HpaKTVIHeCKOVI pa6OTbI OOJMKHOCTAX

Ocob6ble ycnosusi gomnycka K
paboTte

[pyrvne xapakTepucTuku

[ononHutenbHble XapaKTepUCcTukmn

HavnmeHoBaHWe ookymMeHTa Kog HaunmeHoBaHWe 6a30Bow rpynnbl, 4OMMKHOCTY (Npodeccnm)
Unu cneumanbHOCTU

OK3 1232 Pykosogutenu nogpasgeneHuii (cnyxo6) ynpaBneHus
Kagpamu v Tpy4OBbIMU OTHOLLEHUSMU

EKC - 3amecTuTeNb AMPEKTopa Mo yrnpaBneHno NepcoHanom

oKngrtrP 24063 MeHepxep no nepcoHany

3.8.1. Tpynosas yHKUMA

Pa3paboTka cuctembl cTpaTermyeckoro YpoBeHb
HavmeHoBaHWe | ynpasreHus nepcoHanom opraHusasmu Kog H/01.7 |(nogypoBeHb) 7
KBanudgukauum
MpoucxoxaeHve TpyaoBom OpuruHan X 3aumcTBOBaHO
YHKUUK n3 opurmHana
Kog PernctpaunoHHbIn
opuruHana HoMep
npoceccuoHanbHoOro
craHgapTa
TpynoBble AencTBus AHanu3a  ycnewHbIX  KOPMOpaTUBHbIX  MPaKTMK MO opraHu3auuu
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

cTpaTtern4eckoro ynpasJieHus nepcoHanom opraHunsauun,
OopraHn3aunoHHOIo NPoOEKTNpPOBaHNA U B3aNMOLENCTBUS nop,pas,qeneHm?l

lNocTaHoBKa cTpaTterm4ecknx uenen B ynpasneHun nepcoHasrom

Pa3pa60TKa KOpHOpaTMBHOVI NoNnnUTUKKA, NnaHoB, nporpamMMm, npouenyp w“
TEXHOMOormn no ynpasJieHMo nepCcoHalioM

Pa3pa60TKa KOpHOpaTMBHOVI KynbTypbl “ coumnanbHOW MOSIUTUKK, CUCTEM
MoTnBaLUun, Sd)(beKTVIBHOCTVI, OLEHKN M pa3BUTUA NepcoHana

(DOpMVIpOBaHVIe CuUCTeMbl onnaTtbl 1 OpraHn3auunm Tpyaa

PaspaboTka opraHusaLMOHHON CTPYKTYpbl, MnaHupoBaHMe noTpebGHocTn B
nepcoHarne opraHu3aumm

PaspaboTtka nporpamMm, nNpYMHUMNOB CTaHZapTu3auuu, yHUdUMKaLuw,
aBTOMaTM3aumMm nNpoLEecCOoB yNpaBreHus nepcoHanom u 6esonacHbIX
ycrnosum Tpyaa

cDOF)MVI[’.)OBaHl/Ie OlogkeTa Ha nepcoHarn, TEXHONOrnm ayouta pa6OTbI C
nepcoHanoM 1 KOHTpPOJUJInHra

Heobxogumble YMEeHUaA Pa3pa6aTblBaTb cTpaTternn n nofinTuKK B ynpasrieHnmn nepCcoHalioMm

Cos3gaBaTb M onucbiBaTb OpraHn3aunoHHYKO CTPYKTYypy, Uuenun, 3anayu,
(byHKLI,I/II/I CTPYKTYPHbIX nop,pasp,eneHMVl N OOJMXHOCTHbIX JTNL,

anIMeHFlTb MeToadbl  ynpaBleHUnd  MeXIUMYHOCTHbIMM  OTHOLUEHUAMMU,
(bOpMVIpOBaHVIﬂ KOMaHg, pa3BuUtna nugepcrea WU UCNOJNTHUTETNIbHOCTMU,
BbIABINEHUA TanaHToB, onpeaeneHna yaoBneTBOPpeHHOCTU pa60T017|

OﬂpeﬂeﬂﬂTb N aHanmsmpoBaTtb BHYTPEHHUE KOMMYHMKaUuun, MmoaenmpoBaTtb
nosengeHme nepcoHana

MpeactaeBnaTe MHTEPECHl OpraHU3aLuMu B rOCYAAPCTBEHHbIX OpraHax, BO
B3aMMOAENCTBUN C NMPoddICO03amMmn, UHBIMU NPEACTaBUTENbHLIMK OpraHamu
paBoTHMKOB MO BOMpocam nepcoHana

CocTaBnsaATb, paccyuTbiBaTb, KOPPEKTUPOBaTb W KOHTPOMMUPOBAaTh CTaTbk
pacxodoB OGOMKETOB UM (OHOOB Ha nporpaMMbl M MeponpusaTAS Mo
yNpaBreHunto NepcoHanom opraHn3aumm

npOBOﬂ,VITb ayonuT N KOHTPOJIITUHT B obnactu ynpaslneHnda nepcoHasriom

Pa3pa6aTblBaTb KoprnopaTtunBHbl€ counaribHbl€ NporpamMmmbli

Bectu neperoBsopbl no Bonpocam counanbHOro napTHepCcTBa C
npegcraBUTENbHbIMU OpraHamMmun pa6OTHVIKOB

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX No BOrnpocam
ynpaslieHua nepcoHarnom

OpraHu3oBbLIBaTb MepPONpUATUSE MO 0OecneYeHnto BbINONHEHUsT TpeboBaHMiA
OXpaHbl TpyAa B COOTBETCTBMM C [AEWCTBYIOLUMM 3aKOHO4ATENbCTBOM
Poccuiickon ®enepaunn 1 nokanbHbIMU akTamMn opraHu3amm
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OokymeHT npegocTtasneH KoHcynbTaHTl 1ntoc
[ara coxpaHeHus: 28.12.2015

OpraHu3oBLIBaTb M MPOBOAUTL MEPONPUATUSA C NEPCOHANOM B COOTBETCTBUE
C KoprnopaTMBHOW couunarnbHOM NONNTUKON

Cobntogatb HOPMbI 3TUKM AENOBOro ObLLEHMS

Heobxognmble 3HaHMA MeToabl ynpaBneHuss pasBuTMEM U 3IMEPEKTUBHOCTBIO  OpraHu3aLmu,
aHanusa BbINOMNHEHWs NNaHoB W MporpaMmM,  onpeferneHus  ux
3KOHOMUYECKON aPPEKTUBHOCTHU

MeToabl OUeHKM pa6OTbI CTPYKTYPHbIX nop,pa3p,eneHm7|, pe3ynbTaTtoB TpyAda
nepcoHana

MeToabl npoBeneHnAa ayquToB, KOHTPOJITNHIA ynpaBlieHYeCKMX npoLeccoB

MeToabl aHanmMsa KonnM4eCTBEHHOIO U KAYECTBEHHOrO CocTaBa nepcoHana

CucTembl CTaHOapToB No buaHec-npoleccamM, NpodeccusiM, HopMmbl Tpyaa

Cucrtembl, MeToabl MU (bOprI mMaTtepuanbHOro w”n HemMartepuaribHoro
CTUMYyInnpoBaHua Tpyaa nepcoHana

Metoabl aHanu3a coumanbHbIX —NporpaMM W onpefeneHns  ux
3KOHOMMYECKON 3PPEKTUBHOCTHU

TexHonormm n metoabl CbOpMVIpOBaHVIFl N KOHTpPOIA OroQKeToB Ha nepcoHan

TpeboBaHMsA oxpaHbl 1 6e3onacHbIX YCroBuin Tpyaa

Ll,enw, cTpaTterna n Kagposas nosiMTuKa opraHmn3auunm

OcCHOBbI TEXHOMOMMK npon3BoacTBa U AeATEelNIbHOCTU opraHun3auunmn

OCHOBbI COLIMONOrMK, NCUXONOrMN U SKOHOMUKN Tpyaa

OcHoBBbI ynpasneHuna counarnbHbIM pa3BUTneM opraHmsaunm

MeToabl NpoBedeHVst  COLMONOTMYECKMX  UCCreqoBaHWi,  U3YyYeHus
0o0LEecTBEHHOr0 MHEHUSA

CTpykTypa opraHusaumm

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHogaTesnbCTBa U HOPMAaTUBHLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTh BeeHNA OOKyMeHTaln no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

OcHoBBbI MUrpaumMoHHOINo 3akoHOO4aTeENbCTBa Poccunckon CDeD,epaLI,VIVI, B
4YacTn npuerevyeHuna mn prﬂoyCTpOVICTBa MHOCTPaHHbIX fpaxaaH u nuy oe3
rpaxxgaHctea

OcHoBBbI aaAMUHUCTPATUBHOIO 3aKoHOOaTeENbCTBa B obnactu ynpasleHua
nepcoHanomM 1 OTBETCTBEHHOCTU OOJMXHOCTHbIX JTNL,

3akoHogaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX
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[ara coxpaHeHus: 28.12.2015

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auumm B obnactu ynpasJieHus
nepcoHariom

Mopsaok 3aknoyeHns 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus

OcHoBbl MHOPMATUKN, CTPYKTYPHOE MOCTPOEHNE MHADOPMALIMOHHBIX CUCTEM
1 0COOEHHOCTM paboTbl C HUMH

Lpyrvne xapakTepucTuku

3.8.2. TpynoBas yHKUMA

Peanusauusa cuctemMbl cTpaTermyeckoro YpoBeHb
HavmeHoBaHWe | ynpasreHus nepcoHanom opraHusawmu Kog H/02.7 | (nogypoBeHb) 7
KBanudgukauum
MpoucxoxaeHve TpyaoBom 3ammcTBOBaHO
P e pyA OpwurmnHan X
YHKUUK n3 opurmHana
Kog PernctpaumnoHHbIn
opuruHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTBus MnaHmpoBaHWe OeATENbHOCTU M pa3paboTka MeponpuaTUA NO yNpaBieHWo

nepcoHanom and peanunsaumnm cTtpaTterm4ecknx uenen opraHmsauunmn

BHep,peHMe NnoNnUTUK, nNnaHoB, nporpamMmm, npoueanyp wu TEXHOMOrMM no
ynpasJieHno nepcoHariom

nOCTpOGHVIe OpFaHVI3aLI,VIOHHOl7I CTPYKTYpPbIl C y4eTOM nnaHoBOWN ﬂOTpe6HOCTl/I
B nepcoHane n B3anMOLENCTBUSA CTPYKTYPHbIX nop,pa3p,eneHvu7| opraHunsauum

BHep,peHMe n nogaepxaHue KOpHOpaTMBHOVI KynbTypbl " coumnarnbHon
NOoJINTUKKN, CuUctemMm MoTUBauun, SC*JC*JGKTVIBHOCTVI, OUEeHKNn " pa3BuUTUA
nepcoHana

BHep,peHMe n nogaepxaHme CUCTEMbl OpraHunsaumm Tpyda W onnatbl
nepcoHana

YnpaBneHue BHeOpEHUEM MporpaMM U MPUHUWMOB CTaHgapTM3auuu,
yHU(MKALUM, aBTOMatU3auuM MpOLECCOB YNpaBMeHUsl MepcoHanom wu
Ge3onacHbIX ycrosuid Tpyaa

Opransau,Mﬂ nposefeHuna ayamta W KOHTpOMJiMHra B yrnpaBlieHUn
nepcoHariom

MocTaHoBKa 3agad pykoBoanTendamMm CTPYKTYPHbIX HOﬂpﬁSﬂeﬂeHMVI,
onpeneneHne MmarepunarnbHO-TEXHNYECKMX peCypCcoB AJ14 UX BbIMNOJTHEHUA

AHanus3 oT4eTHOCTN NO ynpaslieHno nepCcoHalrioMm u BbidBrieHmne pecypcoB no
yny4dleHuno 0eATeribHOCTU opraHn3aummn
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CornacoBaHue ycrnoBui1 3aknioyaemMbix [0roBOpOB Mo BONpocam yrnpasieHus
nepcoHanom

Opransau,Mﬂ npoBefeHna 3aKyrnodHbIX npouenyp no sornpocam ynpaslieHUA
nepcoHariom 1 O(bOpMJ'IeHVIFl COI'IyTCTBy}OLLI,eﬁ LOOKyMeHTauum no HMM

(DOpMVIpOBaHVIe OlogkeTa Ha nepcoHarn, TEXHOIOorn ayouTta pa60TbI C
nepcoHanoM 1 KOHTpOJUJInHra

I'IpwmeHeHme K pa6OTHVIKaM Mep noouwpeHna wn AaucunniinHapHoro
B3bICKaHUA

Heobxognmble ymeHus MpousBoauTb aHanu3 [eATenbHOCTM MO yNpaBfeHU  MepcoHanoM,
pa3pabatbiBaTb NnokasaTtenn aoeKTMBHOCTN paboThl

(DOpMVIpOBaTb nrnaHbl U MepornpuATUA No ynpasneHnio nepcoHariom

PaccuuntbiBaTh Gl0gxeT B obnactu ynpasJieHusa nepcoHarom

Onpep,enmb 30Hbl OTBETCTBEHHOCTU pa6OTHVIKOB n nop,pa3p,eneHm7|,
CTaBUTb 3aayn pyKoBoaUTENAM nop,pa3p,eneHm7| n obecne4ymBaTtb pecypcChbl
anda nx ncnonHeHusa

KOHTpOJ'IVIpOBaTb N KOPPEKTNpOBaTb UCMOJTHEHNE I'IOpy‘-IGHVIVI 1 3aaad

YnpaBnsaTe apheKTUBHOCTHIO U BOBIIEYEHHOCTbLIO NEpPCoHana, AMCLMMITMHON
Tpyaa u cobnitofeHnem 6e3onacHbIx YCroBuin Tpyaa

Bect neperoBopbl MO BOMpPOCaM  COLMAnNbHOrO  MapTHepCcTBa U
NpeacTaBnsaTb MHTEpPECbl oOpraHM3auuM B TrOCYAapCTBEHHbIX OpraHax,
npodeccuMoHanbHbIX  CO3ax W  ApYrMx MNpeacTaBUTENbHbLIX — OpraHax
pabOTHMKOB, 1 OpraHn3aumMsx No BonpocamM nepcoHana

PaboTtatb C VIHCbOpMaLI,VIOHHbIMVI cuctemamm 1 6asamm gaHHbIX No BOrnpocam
ynpaslieHua nepcoHarnom

npOBOﬂ,VITb ayonuT N KOHTPOJIITUHT B obnactu ynpasleHnda nepcoHariom

dopmupoBaTb U MNPOBOAWTL COLMAnNbHYO MOMUTUKY W couuarnbHble
nporpammei

Bectn neperosopbl C nNocCTaBLWMKaMn YyCnyr no ycrnoBuUdAM 3akro4aeMbiX
4orosopos

Mpon3BoauTb 3aKymnouvHble Mpoueaypbl, OPOPMISTe W aHanM3MpoBaTb
3aKynoYHyto JOKYMEHTaLMo

Cobntogatb HOPMbI 3TUKM AENOBOro 0bLLEHMS

Heobxognmble 3HaHMA MeToabl ynpaBneHus pa3sutueM n apPeKTUBHOCTLIO OpraHM3auum, MeToabl
aHanusa BbINOMHEHWs NNaHoB UM MporpaMmMm,  onpeferneHus  ux
3KOHOMMYECKON aPPEKTUBHOCTU

Opransau,Mﬂ ynpasJieHUa pa3Butuem opraHmsauum

Teopvwl ynpasiieHus OpFaHMSBLlMeVI, NoNnnTUKa n cTpaterna ynpaBlieHUsA
nepcoHariom
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MeToabl aHanus3a BbINOMHEHUS MMaHOB W  3ajady, onpeaeneHns  ux
3KOHOMUYECKON aPPEKTUBHOCTHU

MeToabl OLeHKN, pe3ynbTaToB U 3PEKTUBHOCTA Tpyaa

MeToabl BHepeHnA CUCTeMbl yrnpaBrieHNUa nepcoHariom

OcHoBbl paboTbl Mo NpodopueHTaLMm

MeTogukun nnaHnpoBaHUa 1 NporHo3npoBaHnA I'IOTpe6HOCTl/I B nepcoHarne

Ll,enw, cTpaTterna pasBnutna n Oun3Hec-nnaH opraHmnsauunmn

Teopvwl n MeToabl CbOpMVIpOBaHVIIO 6peH/J,a opraHunsauum

TpeboBaHMsA oxpaHbl 1 6e3onacHbIX YCroBuin Tpyaa

MeTogukun pa3pa60TKV| N BHEOPEHNA JTOKallbHbIX HOPMATUBHbIX aKTOB

MopsanoK 3akmiYeHUs TPYOOBbIX [OrOBOPOB, PeryrnuMpoBaHus TPYOOBbIX
CcrnopoB

OcCHOBbI  COLMONOMNN, MCUXONOrMK, 3KOHOMUKU Tpyda W ynpasneHua
counanbHbIM pa3BUTUEM OpraHmn3aunm

MeToabl  NpoBeOeHVst  COLMONOTMYECKMX  UCCIeqoBaHWi,  U3yYeHus
0o0LEecTBEHHOr0O MHEHUSA

TexHonormm nposefeHuna ayauta W KOHTPOMJIMHra B ynpaBlieHUn
nepcoHariom

Mopsinok  npoBedeHUst  3aKyModHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN JOKYMEHTaLUN

TexHonoruu, CTaHOapTu3auund, yHI/I(bI/IKaLI,VIﬂ, aBToMaTtun3auma npoueccos
ynpaslieHua nepcoHarnom

CTpykTypa opraHusaumm

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHbLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu Be4eHNA JOKyMeHTaun no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

OcHoBBbI MUrpaumMoHHOINo 3akoHO4aTeENbCTBa Poccunckon CDeD,epaLI,VIVI, B
4YacTn npuerevyeHunsa mn prﬂoyCTpOVICTBa MHOCTPaHHbIX rpaxaaH u nuy oe3
rpaxxgaHctea

OcHoBBbI aAMUHUCTPATUBHOIO 3aKoHOOaTeENbCTBa B obnactu ynpasleHua
nepcoHanomM 1 OTBETCTBEHHOCTU OOJMKXHOCTHbIX JTNL,

3akoHogaTenbcTBO Poccuiickon defepaumm 0 NepcoHanbHbIX AaHHbIX

Mopsiaok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)
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JlokanbHble HOpMaTuMBHbIE aKTbl B obnactu ynpasneHuna nepcoHarom

HOprI 3TUKK 0EeNoBOro obLeHus

basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpHOE NnocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrvne xapakTepucTuku

3.8.3. Tpynosas pyHKUns

AAMWHUCTPUPOBaHKE NPOLIECCOB U YpoBeHb
HanmeHoBaHMe |[ooKyMeHTOODOOpOTa No cTpaTernyeckomy Koga H/03.7 |(nogypoBeHb) 7
ynpaBneHunio NepcoHanomM opraHmsauum KBanudvkaumm
MpoucxoxaeHve TpyaoBom 3aumcTBOBaHO
P e pyA OpwurnHan X
yHKLMM 13 opurnHana
Koa PernctpaunoHHbIn
opvrmHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble gencTens AHanus npoueccoB [OKYMeHToobopoTa, foKanbHbIX [AOKYMEHTOB MO

BOnpoCamMm ynpasneHnda nepcoHarnom, 6M3Hec-npou,eccos OopraHusauuu,
yAooBINeTBOPEHHOCTU NepcoHarna

[lokyMeHTaLUMoHHOEe OgOpPMIIEHNE Pe3ynbTaToB YMpaBreHUs NepcoHarnom,
ero ayauTa, paboTbl CTPYKTYPHbIX NoapasneneHuni

,D,OKyMeHTaLI,VIOHHOG M OopraHu3aunMoHHOE COonpoBOXaeHne cTpaTtern4eckoro
ynpasJieHuaA nepcoHanom u pa6OTbI CTPYKTYPHbIX nop,pa3/:|,eneHvu7|

lNogroToBka npep,no>|<eHvu7| no pa3BuUTUO CUCTEM YynpaBlieHNA nepcoHaloMm,
no HeobxoouMbIM KOppekTMpyowmmMm 1 MnNpeBeHTUBHbIM MepaM U 1o
NOBbILLIEHNIO Sd)(beKTVIBHOCTVI pa6OTbI CTPYKTYPHbIX nop,pa3p,eneHm7|

KoHTponb npoueccoB B obnactu ynpaBneHusi NepcoHanom U paboThbl
CTPYKTYPHbIX  MoApa3fenieHuii, CpaBHEHMe W  aHanu3  MNpOoLEecCoB,
pe3ynbTaToB YMpaBreHYecknx MeponpusTUA, onpeneneHve akTopos,
BbI3bIBaOLLMX OTKINOHEHME OT MaHOBbIX NoKasaTenen

CornacoBaHve wu KOHTPOJ1Ib O0roBopoB no Bomnpocam U CUCTEMaM
CTpaTtern4eckoro ynpasJiieHna nepcoHaroMm U pa60Te CTPYKTYPHbIX
nop,paap,eneHMVl, OopraHusauusa npouenyp no nx 3aknn4eHuo

MoaroToBka pe3ynbTaTtoB aHanum3a COOTBEeTCTBUA OpraHm3aunm n onnartbl
TpyAda nepcoHarna ycnewHbiM KOpnopaTuBHbIM NPaKTUKamM

BbinonHeHve TpebGoBaHUA MO XpaHEHWo MWHGOPMaLMM O pesyrbTaTax
[OENCTBUA CUCTEM CTPaTErMyeckoro ynpasBreHusi nepcoHanom U paboThbl
CTPYKTYPHbIX NoApasaeneHuni

HeobGxoavMble yMeHUs AHanuanpoBaTb, pa3pabaTtbiBaTb 1 0POPMIIATL AOKYMEHTLI MO NpoLeccam u
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pesynbTataM  yMnpaBfeHus  nepcoHarioM W paboTe  CTPYKTYPHbIX
nogpasgeneHnn

MpUMeHATbL MeToAbl aHann3a 6U3Hec-NPOLEeCCoB opraH13aLum

Onpengensats nporpamMmbl  OOCTWXKEHUSI LEeneln U  pelleHns 3agad
nogpasgeneHnn

npOBOﬂ,VITb ayouT CUCTeMbl ynpaslieHUA nepcoHariom

npOBOﬂ,VITb KOHTPOJIJTMHI CUCTEMbI yMNpaBlieHNUdA nepCcoHariom

KOHTpOJ'IVIpOBaTb OtoaxeT Ha nepcoHan wun YynpaeleHne pacxogaMn Ha
nepcoHarn

OpFaHVI3OBbIBaTb conpoBsoXxaeHne AO0rosopos Mo Bomnpocam yrnpaslieHusA
nepcoHariomM, BKI4asa npeasapuTeribHble npouenypbl N0 X 3aKnn4YeHuo

OpraHu30BbIBaTb 3aKyrnoyHble MpoLenypbl, 0opMIsSTb U aHanM3MpoBaTb
3aKyNoYHyto JOKYMEHTaLMIO

KOHTpOJ'IVIpOBaTb N aHann3npoBaTb BOMNPOCblI couuaribHOro napTHepCTBa,
00roBopbl NOCTaBLUMKOB yCIyr

MpoBoauTb nNeperoBopbl W NPeacTaBnsATb MHTEPEecbl opraHu3auuM B
rocygapCTBEHHbIX —oOpraHax, npodeccuMoHarnbHbIX CO3ax W Opyrux
npeacTaBUTENbHBLIX OpraHax pPabOTHMKOB M OpraHM3auusx Mo BoMpocam
nepcoHana

Bectn 0ENO0BYIO Nepenuncky

PaboTtatb ¢ VIH(bOpMaLI,VIOHHbIMVI cuctemamm 1M 6asaMm  OaHHbIX MO
nepcoHany, cucremam ynpasrieHus nepcoHanom n opraHunsauum
OEATENIbHOCTU CTPYKTYPHbIX no;:lpa3/:|,eneHvu7|

ObGecneunBaTb KagpoBOe [OEronpouM3BOACTBO M [JOKYMEHTaLMOHHOE
COMPOBOXAEHWE TMPOLECCOB MO YMPaBEHUID MNepcoHanoM U paboTe
CTPYKTYPHbIX NoJpasaeneHuni

OpFaHVI3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUM C Tpe6OBaHM$|Ml/I
TPyaOBOro M apxXmBHOro 3akKoHOO4aTeslbCTBa Poccunckon CDep,epaLwlM n
NoKanbHbIMW akKTaMn opraHmn3auumn

Cobntogatb HOPMbI 3TUKK AENOBOro 0bLLEHMS

HeobxoauMmeble 3HaHMS KOpI'IOpaTVIBHaﬂ KynbTypa, couuaribHaa MnoJinTuka, CUCTtemMmbl MoTuBauunm ”
Sq)C*)GKTVIBHOCTVI ynpasJieHusA nepcoHarnom

MeToabl ynpaBneHus pa3sutueM n apeKTUBHOCTLIO OpraHM3auum, MeToabl
aHanus3a BbINOMHEHWs NMNaHoB W MporpaMmMm, onpefeneHus  ux
3KOHOMMYECKON aPPEKTUBHOCTHU

MeToabl nposefeHuna ayauta, KOHTPOJiA onepaTuMBHbIX YyrpaBl1eHYeCKnUxX
npoueccoB, COUNOITOrM4ecKmnx nccnegosaHuin

BusHec-nnaH u 6VI3HeC-I'IpOLI,eCCbI OopraHunsauunmn
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BrogxxeTHoe n pOoeKTnpoBaHmne

OpraHu3auUnoHHoe NPOoeKTUpPOoBaHue

(DOprI, mMeToabl U CUCTEMbI MatepuaribHoro wn HematepuanbHOro
CTUMyInunpoBaHua Tpyaa nepcoHana

Cuctembl cTaHgapToB no Br3Hec-npoLieccam, npodeccusam
(cneumanbHOCTAM), HOPMbI TpyAa

MeToabl aHanmsa KonNMYeCTBEHHOrO U KAYECTBEHHOro COCTaBa nepcoHana

Kap,posaﬂ NOJINTUKa opraHn3auunmn

Mopsimok dopMupoBaHusl, BedeHust GaHka AaHHbIX W NpeaocTaBNeHus
OTYETHOCTM MO CUCTEMAM YMpaBfieHUs NEPCOHanoM 1 paboTe CTPYKTYPHbIX
nogpasgeneHnn

OCHOBbI  [OKYMEHTaLMOHHOTO  obecneyveHusi, nopsgok  0dopMIIEHUS
OOKYMEHTOB, npeaocTaBnseMbIX B rocyapCTBeHHbIE opraHbl,
npodeccuoHanbHble COoH3bl, 0OLECTBEHHbIE OpraHM3aLmm

Ll,enw N cTpaTterna pa3smtna opraHmn3auunm

Mopsinok  npoBedeHUs  3aKyMoyHbIX  MNpoueayp WM 0dOpMIIEHUS
COMYTCTBYIOLLEN OKYMEHTaLUN

HOpMaTVIBHbIe npaBoOBble akKTbl, perynupywwmne npasa Wu 06s13aHHOCTH
rocyaapCTBEHHbIX OpraHOB W oOpraHu3auun no npenocrtaBrieHnto yquHon
OOKyMeHTauunmn

CTpykTypa oOpraHmsaummM UM BakaHTHble  [OIDKHOCTM  (npodeccum,
cneumanbHOCTK)

TpynooBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, COAepKallue HOpMbl TPYA0BOro
npaea

OcHoBBbI adpXMBHOIo 3akoHopgaTesnbCTBa U HOPMAaTUBHLIE [MPaBOBbIE aKTbl
Poccuiickon CDep,epau,MM, B 4aCTu Be4eHNA OOKyMeHTaLn no nepcoHany

OcHoBbI HAaNOroBoro 3akoHogatenbcTea Poccunckon ®enepaunm

OcHoBBbI MUrpaumMoHHOINo 3akKoHOO4aTeENbCTBa Poccunckon CDeD,epaLI,VIVI, B
4YacTn npuerevyeHunsa mn prﬂoyCTpOVICTBa MHOCTPaHHbIX fpaxaaH u nuy be3
rpaxxgaHctea

OcHoBBbI aAMUHUCTPATUBHOIO 3aKoHOOaTeENbCTBa B obnactu ynpasleHua
nepcoHanomM 1N OTBETCTBEHHOCTU OOJMKXHOCTHbIX JTNL,

3akoHogaTenbcTBO Poccuiickon defepaumm o NepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHun3auumm B obnactu ynpasJieHus
nepcoHariom

Mopsiaok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

HOprI 3TUKK 0EeNoBOro obLeHus
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basosble OCHOBbI VIHCbOpMaTVIKVI, CTPYKTYpPHOE nocTpoeHne
I/IH(bOpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMMN

Lpyrvne xapakTepucTuku

IV. CBeneHust 06 opraHnsauusx - pa3paboTymkax
npodpeccrmoHanbHOro ctaHgapTa

4.1. OTBeTCTBEHHasa opraHu3aLus-paspadboTymk

O6uwepoccuinckoe obbeamHeHne pabotoaartenei "POCCUACKMIA COKO3 MPOMbILLITIEHHMKOB U
npeanpuHumarenen”, ropogq Mocksa

VcnonHuteneHbIn BULe-npesvaeHT KyseMuH Omutpuit Bnagumuposuy

4.2. HanmeHoBaHus opraHM3auunin-pa3paboTymkoB

1| AHO "HauuoHanbHoe areHTCTBO pa3BuUTUS kBanudukauun", ropog Mocksa

2 | Accoumauus (Coros) "Accoumaums KOHCYNbTaHTOB No noabopy nepcoHana", ropoa Mocksa

3| Npynna HeadHunter, ropog Mocksa

4| 3A0 "KPOK MHKOPIMOPEWTEQ, ropoa Mocksa

5| MHdopmaLmoHHo-aHanuTudeckun LeHTp "Kagposbin Josop", ropon Mocksa

6| MO "OINOPA POCCKHI", ropon Mockea

7 | MexxgyHapoaHasa accoumalmsa enoBoro coTpyaHudecTsa, ropog Mocksa

8 | HOYY AONMO "UHctuTyT npodeccmnoHanbHOro kagposuka”, ropoa Mocksa

9| HINM "Accounaumns EBponelickoro 6usHeca", ropog Mocksa

10| HIM "BKK - HaumoHanbHbIM coto3 KagpoBukos", ropoa Mocksa

11 | HIM "MexayHapoaHbiv anbsaHc "Tpyaosas murpaums”, ropog Mocksa

12 | HINM "HaumoHanbHas accoumaumst oUCHbIX CneumanmcToB U aaMUHUCTPATUBHBIX pabOTHUKOB",
ropog Mocksa

13 | HIM MHO "Accouunauus meHegxepoB Poccun”, ropog Mocksa

14 | HIM CYPQ3 "HaumoHanbHas koHdbeaepaums "Pa3BuTue YenoBedeckoro kanutana", ropog Mocksa

15| OAO0 "BOHX" (FTAO BBL), ropog Mockea

16 | OAO "T'asnpom HedpTb-HoBOCKMOMpPCK", ropoa HoBocmbupck

17 | OAO "ObbenmHeHHasa cygocTpouTenbHas kopropaums”, ropoa Mocksa

18 | OAO "PXX[", ropoa Mocksa

19| OAO "CaxanuH QHepaxn NHuBectmeHT Komnanu", ropog KOxHo-CaxanuHck
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20| OAO "TatHedTb" MMeHu B.[. LawwnHa, ropoa KasaHb

21 | OAO "Hay4Ho-npoun3BoacTBeHHoe 06beanHernne "Hayka", ropoa Mocksa

22| 000 "LG Electronics Rus", ropoa Mocksa

23| 000 "busHec lNcunxonorn SHL Russia & CIS HIM", ropoa Mocksa

241000 "NT-CK", ropog Mockea

25 | 000 "Nykonn-UNxnHnpuHr", ropog Mockea

26 | OO0 "OKB 3enut", ropog Mocksa

27| 000 "MeTtponuym TpenguHr", ropog Mockea

28| 000 "Monurpad-3awmTa”, ropoa Mocksa

29 | O0O0 "UeHTp KagpoBbix TexHororuni - O6ydeHne. CtaxupoBku. TpygoycTponcTeo”, ropoa Mocksa

30 | Poccuiickoe npeactasutenscteo "Coleman Services UK" ("KoynmaH Cepsucuna"), ropog Mockea

31| Toproso-npomMbilneHHasa nanaTta Poccuinckon ®egepaunn, ropog Mocksa

32| ®I'bOY BI1O "MockoBCkuii rocygapCTBeHHbIV yHuBepcuTeT umenHn M.B. JlomoHocoBa", Lkona
AnpekTopa rno nepcoHany, ropog Mocksa

33| ®I'bOY BIMO MCY, ropoa Mocksa

34 | ®I'bOY BIMO M3CH, ropog Mockea

35 | PI'BOY BINO Cubupckmin rocygapCTBEHHbIN yHUBepcUTeT nyTen coobueHust (CIYTIC), ropoa
HoBocnbupck

36 | #I'BY "Hay4Ho-uccnegoBaTenbCKMn MHCTUTYT TPyAa M coumanbHoro ctpaxoBaHus" MuHuctepctea
TpyAda u coumansHoun 3awuTel Poccuinckon deanepaumum, ropog Mocksa

37| ®ryn "Mouyra Poccuu", ropos Mocksa

38 | PK "Ypancub", ropog Mockea

<1> OOwwepoccuickui knaccudukaTop 3aHATUNA.

<2> O0uwepoccuickui knaccudukaTop BUAOB SKOHOMUYECKOW AeATENBHOCTN.

<3> EOuHbIA KBanUMUKaAUNOHHBLIN CNPaBOYHMK [AOMKHOCTEN PYKOBOAUTENEW, CreuuanucToB N Apyrux
cny>aimx.

<4> O6Lwepoccuncknii  knaccudmkatop npodeccuii paboumx, AOMKHOCTEN ChyXawux W TapUgHbIX
pa3psiaoB.
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