00 yrBepxneHun nNpogecCHOHATBHOI0 CTAHAAPTA
«CrenuaJucT Mo yrnpasJeHHUIO MIEPCOHATIOM))

B cooTtBercTBUU ¢ myHKTOM 16 [IpaBun pa3zpaboTku, yTBEpKICHUS U MPUMEHEHUS
npodeccHoHaNbHBIX CTAaHAAPTOB, YTBEPXKICHHBIX TOCTaHOBIeHUWEM [IpaBuTenbCTBa
Poccuiickoii ®enepanuu ot 22 sHBaps 2013 r. Ne 23 (CobOpaHue 3akoHOAATENbCTBA
Poccuiickoit @eneparuu, 2013, Ne 4, ct. 293; 2014, Ne 39, cT. 5266), mpu K a3 bl B a 10:

YTBepauTh mnpuiaraembiii  MpoQecCHOHANbHBIN  cTaHaapT «CHenuasuct 1o
YIPABJICHUIO IEPCOHATIOM.

Munuctp M.A. Tonunux



NMPO®ECCUOHAINbHbIA CTAHOAPT

CMNEUUAINCT NO YNPABJIEHUIO MEPCOHAIIOM

559
PernctpaunoHHbIn
Homep
I. Obwwe ceBepeHus
YnpaBneHue nepcoHanom opraHusaumm 07.003
(HaumeHoBaHVe BMAa NpodeCcCUOHaNbLHON AEATENBHOCTH) Kog

OcHoBHas uenb Buaa ﬂpO(beCCMOHaﬂbHOVI OeATeNIbHOCTU:

ObecneyeHne ahPeKkTUBHOrO (PYHKLUMOHMPOBAHMS CUCTEMbI YNPAaBREHUsI NMEPCOHANoM Arns OOCTVKEHUS
Lenen opraHusauum

pynna 3aHaTun:

1212 YnpasnsioLne TpyAoBbIMI 2423 CneumanucTtbl B obnacty nogdopa u
pecypcamu MCMOMNb30BaHWs NepcoHana
4416 Cnyxalume no BeieHuUto 2619 CneumanucTbl B o6nacTu npaea, He
KagpoBOM JOKYMeHTauun BXoAsLwune B Apyrue rpynnbi
AreHTbl N0 TPYAOBLIM JOroBOpaM
3333 W Halimy 4313 Cnyxatume no y4yety pva6oqero BPEMEHU
N pacyeTy 3apaboTHoW nnatbl
(kog OK3 (HameHoBaHwMe) (kog OK3) (HanmeHoBaHue)
<1>)

OTHeceHue K BuaamMm 3KOHOMUYECKOW AeATENbHOCTU:

78.30 [earenbHoCTb N0 Noagbopy nepcoHana npoyas
(kog OKB3[ (HaMMeHoBaHMe BUAa 9KOHOMUYECKOW AeATEeNbHOCTH)
<2>)

[I. OnucaHve TpyaooBbIX (PYHKUNA,
BXOOALWMX B NpodeccroHanbHbl cTaHaapT (PyHKUMOHanNbHas kapta
BMaa npodeccnoHanbHOM AesTenbHOCTH)

O606LLEeHHbIE TPpyAoBble OYHKLMK Tpynosble dyHKUUN
Kon HauMeHoBaHne YPOBEHb HauMeHoBaHue Kon YPOBEHb
KBanMgu (nogypose
Kauum Hb)
KBanuduk
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auum

[oKkymeHTaumnoHHoe
odopmneHme
TPYAOBbIX OTHOLLEHUN

BeneHuve AOOKyMeHTauuun no y4yeTty un
OBWXEHUIO KaapoB

A/01.6.1.

6.1.

Pa3paboTka T1noBbIX hopm n
conpoBoxaeHve npouenyp ocopmneHns
TPYZ4OBbIX OTHOLUEHWN.

A/02.6.2.

6.2.

AOMUHUCTPUPOBaHME NPOLIECCOB U
OOKYMEHTOO00pOoTa No y4eTy U ABMKEHUIO
KagpoB, NpeacTaBneHnto JOKYMEHTOB MNo
nepcoHany B rocyfapCTBeHHbIE OpraHbl

A/03.6.2.

6.2.

[leatenbHOCTb No
obecnevyeHuo
nepcoHarnom

C6op nHdopmaLmm o NoTpebHOCTSIX
opraHu3auum B nepcoHarne

B/01.6

Mowck, npuBneyeHne, nogdop n oTbop
nepcoHana

B/02.6

AOMUHUCTPUPOBaHME NPOLIECCOB U
OOKyMmeHToobopoTa obecneveHms
nepcoHanom

B/03.6

[eaTenbHOCTb NO
OuUeHKe n atTectauunmn
nepcoHana

OpFaHVI3aLI,VIﬂ n npoBegeHmne OUeHKn
nepcoHana

C/01.6

OpraHusauusi 1 NpoBeaeHUe aTTecTauum
nepcoHana

C/02.6

AOMWHUCTPYPOBaHUE MPOLIECCOB U
LOKYyMeHToo60poTa Npu NpoBeaeHNM
OLIEHKM 1 aTTecTauum nepcoHana

C/03.6

[eaTtenbHOCTb NO
Pa3BUTUIO NepcoHana

OpraHusaumsi 1 npoBeAeHne MeponpuUsATUN
Mo pasBUTUIO U NMOCTPOEHNIO
npogyeccmoHanbHo Kapbepbl NepcoHana

D/01.6

OpraHu3auumsa obyvyeHus nepcoHana

D/02.6

Opranaau,Mﬂ ajgantauum n CTaXxXmpoBKu
nepcoHana

D/03.6

AOMUHUCTPUPOBaHME NPOLIECCOB U
AOKyMeHToobopoTa No pasBuUTUIo U
npodpeccrmoHanbHon Kapbepe, 0byyYeHuto,
apanTauumn 1 CTaXXUpoBKe nepcoHarna

D/04.6

[eatenbHoOCTb MO
opraHusauun Tpyga u
onnarbl nepcoHana

OpraHusauus Tpyaa nepcoHana

E/01.6

Opranaau,Mﬂ onnartbl Tpyaa nepcoHana

E/02.6

AOMUHUCTPUPOBaHME NPOLIECCOB U
AOKyMeHToo6opoTa no Bonpocam
opraHusauum Tpyaa v onnartbl nepcoHana

E/03.6

JdeaTenbHOCTb NO
opraHusaumm
KoprnopaT1BHON

Pa3paboTka kopnopaTUBHOW coLManbHOM
NONUTUKA

F/01.6

Peanusauna kopnopaTtnBHOM coLmansHOM

F/02.6




counanbHom NONUTUKN
NONUTUKM
AOMUHNCTPUPOBaHWE NPOLECCOB U F/03.6 6
OOKyMeHTOOB0opOoTa no Bonpocam
KOprnopaTUBHOW coLmanbHOM NONNTUKN
G OnepaunoHHoe 7 Pa3paboTka cucteMbl onepaumoHHOro G/01.7 7
yrnpasrneHue ynpaBreHnsi NnepcoHanom 1 padboThbl
nepcoHarnom u CTPYKTYpPHOro nogpasgeneHuns
nogpasgeneHnem
opraHusaumm Peanusauuns onepaunoHHOro ynpasneHusi G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgeneHus
Pa3paboTka n conpoBoXxaeHue npoiecca G/03.7 7
aBToMaTU3aUMu ynpasreHus nepcoHanom
AOMUHNCTPUPOBaHWE NPOLECCOB U G/04.7 7
AOKyMeHTO0obopoTa No onepauuoHHOMY
ynpaereHunto nepcoHanom n padote
CTPYKTYpPHOro nogpasfaeneHuns
H Crtpaternyeckoe 7 PaspaboTka cuctembl CTpaTErMYEeCcKoro H/01.7 7
yrnpasneHune yrpaBneHns NepcoHanoM opraHusawum
nepcoHanom
opraHusauuu Peanusaunsa cuctemsl CTpaTerm4yeckoro H/02.7 7
yrpaBneHns nepcoHanoM opraHusauum
AAMWHMCTPUPOBaHME NPOLECCOB U H/03.7 7
AOKyMeHToobopoTa no cTpaTernyeckomy
yrpaBneHunto NepcoHanoM opraHusauum
[ll. XapakTepucTtunka 0606LeHHbIX TPYA0BbIX (YHKLWUA
3.1. Obo6LeHHas TpygoBas pyHKUNS
OKyMeHTauuoHHoe obecneveHne paboTbl ¢ YpoBeHb
HanmeHoBaHune Hoky 4 P Koa A P
nepcoHanom KBanudukauum
MpouncxoxaeHve
P kne o 3anmcTBoBaHO
0606LLEeHHON TpyaoBON OpuruHan X
13 opurnHana
OYHKLMN
Kopn PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa

Bo3MoHble HanMeHoBaHUs
DOIKHOCTEN, npodeccui

Cneumannct no 0popMMAEHUIO TPYOOBbIX OTHOLUEHUIA.

Cneuunanuct no nepcoHany

Cneuunanuct no LOOKYMEeHTauMOHHOMY obecneyeHnto nepcoHana

TpeboBaHus K
0obpa3oBaHno 1 06y4EeHUIO

Bobicwee ob6pasoBaHMe No HanpaBneHMo NOArOTOBKM "YNpaBneHme

nepcoHanom" unm «MeHegXMeHT» Moo

BbicLLee obpa3oBaHue U AononHuTeNbHoe npodeccroHansHoe obpasosaHne
(npodbeccroHarnbHas nepenoaroToBka) B 06nacTy ynpasneHusi NepcoHanom




UNU JOKYMEHTUPOBaHUSA TPYyOOBbIX OTHOLUEHUN.
[NoBbiWeHne KBanudukauuu.

TpeboBaHuA K onbITy
npakTu4eckomn paboTbl

Ocobble ycnosust gonycka
K pabote

[pyrue xapakrepucTukm

[ononHuTenbHble XapakTepPUCTUKK

HaumeHoBaHve JoKyMeHTa Kog HaumeHoBaHve 6a3o0Bow rpynmnbl, 4OMKHOCTU (Npodyeccum) unm
crneunanbHOCTH

OK3 4416 Cnyxaliune no Be4eHUI0 KagpoBON JOKYyMEHTauum

EKC <3> - CneumanncTt no kagpam
- MeHnenxep no nepcoHany
- WHcnekTop no kagpam

OKNATP <4> 26583 CneumanncTt no kagpam
22956 MHcnekTop no kagpam

3.1.1. TpynoBas yHKUNA

HanmeHoBaHue

BeaeHune AOOKyMeHTauun no y4vyeTy un
AOBWXEHNIO KaapoB

Kopg

MpoucxoxaeHne Tpygosom
dyHKUUK

A/01.6.1

YpoBeHb
(nogypoBeHb)
KBanudukaum
n

6.1.

OpuruHan

3anmcTBOoBaHO
13 opurnHana

X

Kog

opuvruHana

PerncrtpaunoHHbIn
Homep

npodeccnoHansHoro

cTaHgapTa

Tpynosble gelicteus | C60p 1 NpoBepka NMUYHBLIX JOKYMEHTOB paboTHUKOB

KoHcynbTupoBaHne paboTHUKOB B 4acTu 0POpMIIEHNS TPYAOBbIX OTHOLLEHUN.

O(*)OpMJ'IeHI/Ie OOKYMEHTOB, pernamMmeHTUpyrLwmnx TpygoBblie OTHOWEHNA C
KOHKPETHbIM pa6OTHMKOM

MoarotoBka 1 oopmIieHne No 3anpocy PabOTHUKOB M LOMMKHOCTHBIX NNL, KOMWIA,
BbINUCOK N3 KaApOBbIX AOKYMEHTOB, CNPaBOK, MHOPMaLIMK O CTaxe, NbroTax,
rapaHTuaX, KOMMNeHcaunsX U UHbIX CBEAEHMIN O paboTHMKaXx

Bblgaya paboTHUKY JOKYMEHTOB O €ro TPYAOBOW AeATernbHOCTU
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[oseneHve 0o ceefeHus pa6OTHMKOB OopraHm3auUnoHHbIX, pacnopaanTesibHbIX U
KagpoBbIX JOKYMEHTOB OpraHn3aunm

BeneHue yyeTa paboyero BpeMeHu 1 APYrnX BUOOB y4eTa NpeayCcMOTPEHHbIX
3aKoHO4AaTENbCTBOM

PeI'VICTan,VIﬂ, Y4eT, onepaTtnBHoOE XpaHeHne KaapoBbiX AJOKYMEHTOB, MOAroToBKa
MX K caoadve B apxumB

Heobxoaumble
yMeHuA

[okymMeHTMpoBaTb TPYAOBble OTHOLLEHUS Pa3fIMYHbIX KaTeropuii paboTHUKOB U
cneumarnbHbIX CyObeKTOB TPYAOBOro NpaBa B COOTBETCTBUM C AENCTBYIOLLIMM
3akoHopaTenbcTBOM Poccuiickoir ®efgepauun, cogepkaliyum HopMbl TPYA0BOMO
npaBea, U pernameHTamu/cTaHgapTamMmy 4OKyMeHToobopoTa opraHu3auum.

BbisiBNATL OWNGKM, HETOYHOCTU, UCMPaBIIEHUSA N HEAOCTOBEPHYIO HpOpMaLMio B
OOKyMeHTax, onpeaensitb NOANMHHOCTb NPpeaoCTaBNeHHbIX JOKYMEHTOB.

Bectun y4eT u perncrtpaumio JOKYyMEHTOB B VIH(*)OpMaLWIOHHbIX cucremMmax n Ha
mMaTtepualibHbIX HOCUTENAX.

PabotaTb co cneumanuanpoBaHHbIMU MHPOPMaLMOHHBIMK cucTeMamm u 6asamum
OaHHbIX MO BEAEHMIO yYeTa 1 OBWKEHMNIO nepcoHana

BecTu genoByto nepenncky 1 ooopmisaTb oduumasbHbie nucbma.

CobntogaTb HOpMbI 3TUKM 4enoBoro obLweHns ¢ paboTHUKamu, NnpeacTaBUTENSMU
rocyapCTBEHHbIX OPraHoB, NpeACcTaBUTENbHbIX OpraHoB pabOoOTHMKOB.

Heobxogumble 3HaHMSA

3akoHoaaTenbCTBO U MHblIE HOPMATUBHbBIE NPABOBLIE aKThbl, COAePXalLlUMe HOPMbI
TPyQoBoOro npasa.

TpeboBaHus 3aKoHOAATENLCTBA B YacTM 0coBeHHOCTe 0hopMITIEHNS TPYAOBbIX
OTHOLLEHWI, BOMHCKOIO y4yeTa, MOCTaHOBKM Ha crieumarbHbli y4eT, yBedOMIIEHNS
1 NpedocTaBreHns OTYETHOCTM B FOCYAapCTBEHHbIE OpraHbl crneLmanbHbIX
KaTeropuit paboTHUKOB: MHOCTPaHHbIX paboTHMKOB 1 NuL, 6e3 rpaxaaHcTea,
WHBaNUAoB., f1L, MMELMUX rapaHTUM U NbroTbl, YCTAHOBIEHHbIX 3aKOHOAaTENbHO
W Opyrux crneumanbHblX KaTeropui.

Mopsapok opopmneHusi, BegeHUs U XpaHeHUs JOKYMEHTOB Mo odpOpMIEHNIO
TPYAOBbIX OTHOLLEHWI, B 06n1acT ynpaBreHus NepcoHanomM B COOTBETCTBUN C
TpeboBaHVAMN 3aKOHOAATENbCTBA.

MeHcmnoHHoe 3akoHogaTenbcTBO Poccunckon ®enepauum, 3akoHogaTenscTeo PO
006 uHanBuAyansHOM (NepCcoHMMULMPOBAHHOM) yYeTe B cucteme oba3aTensHoro
NMEHCMOHHOIO CTpaxoBaHus

LleJ'II/I M 3agayun opraHn3augumm B 4actm NOCTPOEHNUA CUCTEMBbI Oq)OpMJ'IeHVIﬂ
TPyOoBbIX OTHOLLUEHUN.

JNokanbHble HOpMATUBHBIE aKTbl OpPraHM3auum, perynupyroLue nopsigok
ochbopMIeHNst pacrnopAaUTENbHBIX U OPraHN3aLUMOHHbIX JOKYMEHTOB Mo
nepcoHany, opopMIEHUNIO TPYOOBbLIX OTHOLLEHWIA.

Mopsnok BegeHWs 4enoBoii Nepenmcku, 0OpPMIIEHUS! YCTaHOBIEHHbIX
3aKoHOAATeNbCTBOM POPM OTYETHOCTU B FOCY4APCTBEHHbIE OpraHbl.

Ba3oBble 0CHOBbI MHCPOPMATMKK, CTPYKTYPHOE NOCTPOEHME MHAOPMAaLMOHHbIX
CUCTEM M 0COBEHHOCTM paboThbl C HUMM.

HopMbl 3TUKKN 1 AenoBOro obLLEeHHUs.




Opyrue
XapakTepuCcTUKn

3.1.2. TpypoBas oyHKUNA

HanmeHoBaHue

MpoucxoxgeHme TpyaoBon
OYHKLMN

Pa3paboTka TMnoBbIx hopm u YpoBeHb
conpoBoxgeHne npouenyp opopMneHus Kon | AM02.6.2 (nogypoBeHb) 6.2
TPYOOBbIX OTHOLLEHWH. T | kKBanudmkaum o
"
OpuruHan X 3aMMcTBOBaHO
13 opurnHana
Kon PerncrpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AeNCTBUSA

MogrotoBka NPOEKTOB  [JOKYMEHTOB MO  npoueadypam  ynpaeBreHus
nepcoHarnom, y4eTy 1 ABWKEHWI0 nepcoHana

Pa3spaboTka NpPOEKTOB JloKalnbHbIX HOPMAaTUBHbLIX aKTOB OpraHu3auuu,
perynvpyoLLmMx TpyaoBble OTHOLLEHWS!

PaspaboTka NpoeKkToB JOKYMEHTOB MO OPOPMMAEHUIO TPYAOBbLIX OTHOLLUEHUN
C KOHKPETHbIM p860THI/IKOM

AHanu3 cyLlecTBYOWNX B oOpraHusauuMnm opM [OOKYMEHTOB Ha npeameT
COOTBETCTBUSI 3aa4aM opraHusaLmm

MogrotoBka npegnoXxewHun Mo onTuMmsauum  HOPM  OOKYMEHTOB
paboTtogatens B o6ractv ohopmneHns TpyaoBbIX OTHOLLEHWI

PaspaboTka TunoBbix hopM AOKYMEHTOB B 06niacTu oopMneHust TpyaoBbIX
OTHOLLEHUN

MogrotoBka no 3arnpocy rocyaapcCrtBeHHbIX oOpraHoB, npencrtaBUTENIbHbIX
opraHoB pa6OTHVIKOB opurnHanos, BbIMUCOK, Konumn OOKYMEHTOB,
pernaMmeHTnpyrowmnx TpyaoBbie OTHOLEHUA

MogroToBka 3amnpocoB B FOCYAAPCTBEHHbIE OpraHbl, NPeACcTaBUTENbHbIE
opraHbl, YyYpexaeHWss W opraHusauuu Ons MoATBEPXKOEHUS CBEAEHUA B
NHTepecax paboTHMKOB K paboToaaTtens

OGecneyeHve npeacTaBneHnss JOKYMEHTOB, PerfnaMeHTUpYoWnX TpyaoBble
OTHOLWUEeHNA, B TrOoCydapCTBEeHHble oOpraHbl, npeactaBuUTellbHbIe OpraHbl
paboTHMKOB

MpencTtaBneHMe  MHTepecoB  paboTHMKOB M paboTodaTens B
rocyqapCTBEHHbIX M WHbIX opraHax

[MogrotoBka yBeOOMNEHWUA, OTYETHOW U CTaTUCTUYECKOW WHOopMauuu no
0OPMIIEHMIO TPYAOBbLIX OTHOLLEHWI

HeobGxoammble ymeHusi

AHanuanpoBaTb foKasribHble HOPMaTMBHbIE aKTbl U JOKYMEHTbI MO
0hbOPMITIEHNIO TPYOOBbLIX OTHOLLEHWIA.




PaspabaTtbiBaTb NPOEKTbI JOKYMEHTOB N0 OhOPMIIEHNIO TPYAOBbIX
OTHOLLIEHUI.

OdopmnaTb kKagpoBble AOKYMEHTbI B COOTBETCTBUM C TpeboBaHUAMU
TPYAOBOro 3akoHogaTenbcTBa Poccunckon ®enepaumm n nokanbHbIMU
HOpMAaTUBHBLIMU aKTaMy opraHusauum

O(*)OpMJ'IFITb OTHYETHOCTb U UHblE OOKYMEHTbI, NpeaocTaBiAeMble B
rocyaapCrtBeHHbIEe N UHblE OpraHbl

PaboTaTb co cneumanmanpoBaHHbIMU MHPOPMALMOHHLIMU CUCTEMaMK U
6a3amu faHHbIX N0 BEOEHUIO ydeTa U ABMKEHUIO NepcoHana

Pa3pabaTbiBaTb NiaH KOPPEKTUPOBOK YCTAHOBIIEHHOTO MNopsiaka
0ocbopMIIEHUST OKYMEHTOR MO NepcoHany 1 peanusoBbiBaTe NPUHSATLIE
N3MeHeHUs

CobntogaTb HOPMbI 3TUKN OEITOBOro 00LeHus

Heobxoaumble 3HaHUSA

3akoHOAaTeNbCTBO M MHbIE HOPMAaTMBHbIE NPABOBLIE aKThl, CoAepXaLumne
HOPMbI TPYZAOBOro Npaea.

Mopsinok ocbopMIeHNs, BEAEHUSI U XpaHEHUSI OKYMEHTOB MO 0pOpPMITIEHUIO
TPYAOBbLIX OTHOLLEHWIA, B 06MacTu ynpaBreHusi NepcoHanom B
COOTBETCTBUM C TpeGoBaHMSIMU 3aKOHOAaTeNbCTRA.

TexHonorun, MmeToapl U METOAMKN NPOBEAEHUS aHanMsa U cucteMmaTm3aumm
[OKYMEHTOB ¥ MHOpMaLnu.

OcHoBbl GyxranTepckoro y4yeta u nopsgok oopMIeHNs NePBUYHBIX
OOKYMEHTOB Ans uenen byxrantepckoro yyeta B cdepe odpopmmeHns
TPYOOBbIX OTHOLLUEHWNA.

OCHOBbI apXMBHOIO 3aKOHOA4ATENbLCTBA M HOPMATUBHLIE NPABOBbLIE aKTbl
Poccunckon ®egepaumm, B YacT BeAeHUA JOKYMEHTAUUN N0 0OOPMIEHNIO
TPYOOBbLIX OTHOLLUEHWA.

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHarnbHbIX AaHHbIX.

LleJ'II/I N 3agayvun opraHn3augumm B 4actm NOCTPOEHNUA CUCTEMBbI Oq)OpMJ'IeHVIFI
TPyaoBbIX OTHOLLUEHUN.

NokanbHble HOPMATUBHBIE aKTbl OPraHU3aLumn, perynupyroLLme nopsaok
odhopMINeHUst pacnopaanTENbHbIX U OPraHN3aUMOHHBIX, MH(OPMAaLMOHHO-
CNpaBOYHbIX JOKYMEHTOB, PErYNMPYIOLLMX TPYAOBbIE OTHOLLIEHMS.

Hopmbl 3Tk 1 AenoBoro obLyeHusi, NopsaoK BeAeHUs! Aer0oBOV NePEnUCKN.

lNeHcrMoHHOe 3akoHoaaTenbCTBO Poccunckon ®egepaumn.
3akoHopaTensctBo PP 06 nHamemnayansHOM (NepcoHUULMPOBaAHHOM)
yyeTe B cucteMme 0683aTeNbHOrO NEHCUMOHHOIO CTPaxoBaHWMsI.

Ba3oBble OCHOBbLI MHPOPMATUKK, CTPYKTYPHOE MOCTPOEHUE
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTM PaboThl C HMM.

Ipyrve xapaKkTepucTuku

3.1.3. Tpynosas pyHKLMSA




AOMWHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
OKYMEHTOO000opOoTa MO yYeTY U ABMKEHUIO noaypoBeHb
Hanumenosanme |2o%Y P ysetym i Kog | A/03.6.2. (noayp ) 6.2.
KaapoB, NpeAcTaBNeHNo OKYMEHTOB Mo KBanvdgunkaum
nepcoHany B rocygapCTBEHHbIE OpraHbl n
MpoucxoxaoeHne TpyaoBon 3anmcTBOBaHO
P e pyA OpwurunHan X
dyHKUUK 13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA

OpraHuzaumst LOKyMeHTO060poTa Mo yYeTy U ABMKEHNIO KaapoB

OpraHusaumss OokymeHTOOGopoTa MO MNpeAcTaBreHui [OKYMEHTOB MO
nepcoHany B rocyqapCcTBeHHble opraHbl

MogrotoBka no 3anpocy rocygapCrtBeHHbIX OpraHos, I'IpO(*)eCCVIOHaJ'IbeIX
COH30B U [pyrnx npeacraBuUTesibHbIX OpraHoB pa6OTHI/IKOB opurmHanos,
BbIMMCOK, KOMWi OOKYMEHTOB

MoarotoBka yBeOAOMIEHWUA, OTYETHOW M CTAaTUCTUYECKOW WMHOpMaumm no
nepcoHany

MoprotoBka WHOPMaLMM O 3akMoYeHWM TPYLOBOrO WMAM  FpaXKaaHCKo-
NpaBoBOr0 A0OroBopa Ha BbINOMHEHMe paboT (okasaHue ycnyr) c
rpaXXgaHMHOM,  3aMellaBLUMM  [OIDKHOCTM  FOCYAapCTBEHHOW  Win
MyHULMMNANbLHON  cryX0bl, nepevyeHb  KOTOpPbIX  yCTaHaBNMBaeTCs
HOpMaTMBHbIMU NpaBOBbIMK akTamu Poccuiickon depepaumm

HeobGxoammble ymeHusi

OdbopMnsTb y4YeTHblE OOKYMEHTbI, NMpeaocTaBnsieMble B rocyAapCTBEHHbIE
opraHbl, npodeccrnoHanbHble Col3bl U Apyrne npeacraBUTerbHbIE OpraHbl
paboTHMKOB

OpFaHM3OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUM C Tpe60BaHI/IFIMl/I
TPyaooBOro 3akoHopaTteslbCTBa Poccunckon <De,u,epau,vw| N nokarbHbIMU
HOpMaTMBHbIMU akKTaMn opraHn3auunmn

PaboTtaTb ¢ MHpOPMaLMNOHHBLIMWU cucTeMamMKU U 6aszamu faHHbIX N0 BeAeHUI0
yyeTa 1 OBWKEHUIO NepcoHana

PaboTtaTtb c VIH(bOpMaLI,VIOHHbIMVI cuctemamm 1 6asamum gaHHbIX NO BEOEHMIO
CTaTUCTUYECKON N OTHETHON MH(*)OpMaLI,VII/I no nepcoHany

AHanuaupoBaTtb Npaeuna, npoueaypbl U NOPsiAoK, perynvpylowmne npasa u
00513aHHOCTM TOCYyAapCTBEHHbIX OpPraHoB M opraHu3auun Mo Borpocam
obmeHa okyMeHTaumen no nepcoHany

Bectn genosyto nepenncky

Co6nioaaTe HOPMbI 3TUKW AeN0BOro 0bLLeHUs

Heobxoaumble 3HaHuSA

TexHonoruu, metToabl U METOAMKM NMPOBEAEHMS aHanM3a u cuctemaTusauum
[OKYMEHTOB 1 MHGOpMaLm

OcHosBbl ,D,OKyMeHTOOGOpOTa 1N OOKYMEHTaUuMOHHOIo obecneyeHus




CTpykTypa opraHusaumm

HopmaTtueHble npaBoBble akTbl Poccuiickon ®efepaunn, perynmpyroime
npaea n 0693aHHOCTM rocy4apCTBEHHbIX OPraHoB, NPOdeCcCUoHanbHbIX
COIO30B M ApYrux npeactaBUTenbHbIX OpraHoB paboTHUKOB MO
NpeaoCTaBNEeHMIO YY4E€THOM AOKYMEHTaL MM

TpynoBoe 3akoHOAATENbCTBO M MHbIE aKTbl, CoAepKallye HopMbl TPYAOBOIO
npaBa

OcCHOBbI apXxVBHOr0 3aKOHOAATENbCTBA U HOPMATMBHbIE NPABOBbIE aKThbl
Poccuinckon ®egepauun, B HacTn BeAeHUs JOKYMEHTaLUM No nepcoHany

3akoHoaaTenbcTBO Poccuiickoit denepaummn o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpPpMaTMBHbIE aKTbl OpraHn3auunu, perynmpyrouimne nopanok
BeOJeHUA JOKYMeHTauunn no y4eTy n ABUWXEeHUK0 nepcoHana

HopMbl 3TuKM AenoBoro obLieHns

BasoBble 0OCHOBbI MH(POPMATUKKN, MOCTPOEHUSA UHAPOPMAaLMOHHBIX CUCTEM U
0C0B6EeHHOCTU paboTbl C HUMK

Opyrvue xapakrepucTukm

3.2. Obob6LeHHas TpygoBas pyHKUMS

[earenbHoCTb N0 obecnevyeHno NepcoHanom YpoBeHb

HanmeHoBaHue Kopg B

KBanudmkaumm
lMNpouncxoxaeHue

b kne . 3anmcTBOBaHO
0606LLEeHHON TPyaoBON OpwurunHan X
13 opurMHana
dyHKUUK
Kon PerncrtpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

B03MOXHble HAaMMEHOBaHUS
AoImKHoCcTen, npodeccuit

Cneuuanuct no nogdbopy nepcoHana
Cneuuwanuct no nepcoHany
MeHepxep no nepcoHany

TpeboBaHus k 0OpasoBaHUIO
n obyyeHuto

Bbiclwee obpa3oBaHMe No HanpaBneHno NOAroToBKM "YnpaBneHme
nepcoHanom" nnun «MeHemKMeHT» nMdo

BbicLLee 0bpa3oBaHue 1 JoNonHMTENbHOE NpodeccMoHanbLHoe
obpasoBaHue (NpodreccrmoHanbHas NnepenoaroToska) B obnactu
ynpaBneHusi nepcoHana unu nogbopa nepcoHanom.

MoBbIWweHWe kBanudukaumn.

TpeboBaHus K onbITy
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K




paboTe

[pyrve xapaKTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHne gokymeHTa Koa HanmeHoBaHue 6a3oBon rpynnbl, 4OMMKHOCTM (Npodheccun)

mnnu cneuynanbHOCTN

OK3 2423 CneumanucTtbl B obnacty nogdopa 1 ncnonb3oBaHust
nepcoHana
EKC - CneumanncTt no kagpam
- MeHepxep no nepcoHany
OKMNATP 27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.2.1. TpynoBas dyHKUuSA

C6op nHdopmaumm o noTpebHoCTAX YpoBeHb
HanmeHoBaHuWe |opraHusauum B nepcoHane Kog B/01.6 |(nogypoBeHb) 6
KBanudukaumm

MpouncxoxageHne TpyaoBon
OYHKLMN

3anmMcTBOBaHO
OpwurunHan X
13 opurnHana
Kon PeructpauunoHHbi
opurnHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBuUsA

AHanu3 nnaHoB, CTpaTerum 1 CTPYKTYpbl OpraHn3auum

AHanns ocobeHHocTemn opraHusauunmn pa6OTbI n npoum3sBoactBa Ha
KOHKPETHbIX pa60‘-|l/IX mMecTax

AHanu3 pblHKa Tpyga no opraHu3auum paboTbl Ha  aHanorM4yHom
npon3BoAcTBe U pabounx MecTax

dopmupoBaHme TpebGoBaHMIM K BakKaHTHOM OOIMKHOCTM  (npodoeccun,
cneumanbHOCTU) U UX KoppeKums

AHanus pblHKa Tpyda v nepcoHana opraHu3auun no npoduriio BakaHTHOW
OOJMDKHOCTU (npodheccum, cneLmanbHOCTH)

NHbopMmpoBaHne 1 KOHCYNbTUPOBaHWe pykoBoaMTenel nogpasaeneHuin u
opraHu3aLumm rno Bonpocam pbiHka Tpyda B YacTu obecrneveHuns nepcoHanom

HeobGxoammble ymeHusi

CobupaTtb, aHanusuMpoBaTb W  CTpPYKTypupoBaTb WHdopmauuo o6
0COBEHHOCTSIX OpraHM3auny paboT Ha pasnUYHbIX y4acTkax NpousBoacTBa U
Ha KOHKPETHbIX pabouymMx MecTax C Yy4yeToM Lenei, 3agad, NMaHoB U
CTPYKTYpbI OpraHv3auum
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Cobupatb, aHanuMauMpoBaTb W CTPYKTypupoBaTb WHdoOpMauuio 06
0COBEHHOCTSAX U BO3MOXHOCTAX KaApOBOro NnoTeHunana opraHusaumm

Cobupatb, aHanmMamMpoBaTb W CTPYKTypupoBaTb WHdoOpMaumio 06
0COBEHHOCTAX pblHKA TpyAda, BKNOYas NpeanoXeHus ot NpoBanaepoB ycnyr
no NoucKy, NnpuBneyeHunto, noabopy n otéopy nepcoHana

dopmupoBaTe TpeboBaHMSA K BakaHTHOW  JOJKHOCTM  (Npodeccuu,
crneumansHOCTW) U onpeaensTs Kputepun nogbopa nepcoHana

BHocuTb KoppekTupylowme cBefdeHuss B TpeboBaHMs K kaHOAugatam Ha
BakaHTHbIE€ JOIMKHOCTM (Npodeccum, cneumanbHOCTK)

Monb3oBaTbCA MOUCKOBBIMU CUCTEMaMu U MHGOPMaLNOHHBIMK pecypcamu
ONs MOHMTOpMHIa  pblHKa  Tpyda, r[paxgaHCKoro W TpyAoBOro
3akoHogartenbcTBa Poccuiickon depepaumu

KOHCYJ'IbTI/IpOBaTb no BoOnpocaM pblHKa Tpyaa B 4actu obecneyeHust
nepcoHasriom

CobniogaTe HOPMbI 3TUKKU OEMOBOro 00LeHus

Heobxoaoumble 3HaHMSA

TexHonorun, MeToabl U MeToAVKM NPOBEAEHUS aHanmaa U cucTemaTtusaumm
[OKYMEHTOB 1 MHCpopMaLmm

CTpykTypa opraHmsauMm U1  BakaHTHble  JOJDKHOCTM  (npodeccun,
cneunanbHOCTK)

Mopsiaok onpeaeneHnst NepcnekTUBHOW U TEKyLLEe NoTpeBHOCTU B Kagpax

McTouHmkn obecneyeHns opraHnsaummn kagpamm

OpFaHVI3aLJ,I/IFI pa60T Ha pasyinyHbIX y4acCTKax npomn3BoacCcTBa, OpraHun3auunu,
oTpacnum

O6wme TeHOeHUMN Ha pbiHKE Tpyda U B OTAENbHOW OTPAaCiN, KOHKPETHOMN
npodeccun (4OMKHOCTH, CneLmanbHOCTH)

OCHOBbI NCUXONOMNKU 1 COLMONOTNA Tpyna

OCHOBbI 3KOHOMUKU, OopraHusaumn Tpyaa u ynpasieHud

TpynoBoe 3akOHO4ATENbCTBO M MHbIE aKTbl, cogepKaline HopMbl TPYLOBOro
npaea

OcHOBbI apXMBHOrO 3aKkoHOAAaTeNnbCTBa WM HOPMAaTWBHblE MNPaBOBLIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaLMN No nepcoHany

3akoHopaTenbcTBO Poccunckon Pegepaumm o nepcoHarnbHbIX JaHHbIX

NokanbHble HOpMaTWBHbIE aKTbl OpraHW3auuu, perynupylowme nopsiaok
noabopa nepcoHana

HopMbl 3TMkK 0enoBoro odLeHus

basoBble OCHOBbI I/IH(bOpMaTMKI/I, CTPYKTYpHOE nocTpoeHne
MHd)OpMaLI,VIOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.2.2. Tpynosas pyHKUMSA




HanmeHoBaHune nepcoHana

Mowck, NpuBneyeHve, nogGop 1 oTéop YpoBeHb

Kog B/02.6 |(nogypoBeHb) 6

MpoucxoxaeHue TpyooBon
dyHKUUK

KBanudukaumm
3anmcTBOBaHO
Opwurunan X
13 opurMHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa

TpynoBble AencTBUS

Monck BO BHYTPEHHMX U BHELUHMX UCTOYHMKaX MHopMauun o kaHauaaTax,
COOTBETCTBYIOLWIEN TPeGOBaHUAM BaKaHTHOW [OOMKHOCTM  (Mpodoeccuu,
crneuuanbHOCTH)

PaswelweHne cBegeHMn O  BakaHTHOM  JOIDKHOCTM  (Mpodheccuw,
cneumnanbHOCTW) B CpedcTBax MaccoBow MHopmaLumm

Bbl60p crnocoboB 1 MeToaoB npumBrie4eHna nepcoHana B COOTBETCTBUU C
yTBEepPXAEHHbIMU NMNi1aHaMn

MpoBepka wHGOpMaUMM O KaHOAMAaTax Ha BaKaHTHblE  [JOMMKHOCTM
(npodeccuu, cneumanbHOCTH)

MpoBeneHne cobecenoBaHMii U BCTPeY C KaHAMAaTaMyM Ha BakKaHTHbIE
OOMKHOCTU (Nnpodreccun, cneumansHocTn) ¢ obecnedeHmem obpaTHON CBSA3M

OueHka cOOTBETCTBUSI KaHAuAaToB TpeboBaHWSIM BaKaHTHOW [OMMKHOCTU
(npodeccuu, cneumanbHOCTH)

MogrotoBka npegnoxeHund no OpMMpoBaHMO BlompkeTa Ha  NOUCK,
npueneyeHne, nogdop n otbop nepcoHana

NHopMmpoBaHne 1 KOHCYNbTUPOBaHUE pyKoBoAMTENel noapasaeneHuii u
opraHusaLmu no Bornpocam npuBrieYeHns nepcoHarna ¢ oLleHKol 3aTpar

Heobxogumble ymeHus

OnpegenaTe KpuTepuu nowucka, npusBnedyeHus, nogbopa wu oTtbopa
nepcoHana

CobupaTb, aHanM3npoBaTb M CTPYKTYpUpOBaTh UHGOPMAaLMIO O KaHaMaaTax
N NPEeLNOXEHUsIX Ha pbiHKe TpyAa

Monb3oBaTbCA NOUCKOBBLIMU CUCTEMAMN U VIH(bOpMaLI,VIOHHbIMM pecypCamu B
obnactn obecneyeHuns nepcoHasromMm

[MpUMEHSATb TEXHONOrMM U METOAMKM MNOWCKa, MpuBReYeHus, nogdopa u
otbopa  kaHOMOATOB  Ha  BakaHTHble  JOMXHOCTM  (Mpodheccun,
crneumanbHOCTW) B COOTBETCTBUE C UX cneuundurkomn

Mcnonb3oBaTtb cpeactea obecneyeHust nepcoHarom, BKITHO4adA
conpoBoXxaeHne

KoHcynbTrpoBaTh Mo BoNpocamM NpuBredYeHus nepcoHana

CoctaBnate u KOHTpONMpoBaTb CTaTbM pacxogoB Ha obecneyeHne
nepcoHanom and nnaHnpoBaHUA OtooxeToB




CobntogaTb HOPMbI 3TUKM OENOBOro 0oLWweHus

Heobxoaumble 3HaHMSA

McTouHUKM obecneyenunst opraHunsauunn Kagpamm

TexHonormm wn METOAMKM MoucKa, npuBnedeHnsa, nogbopa u oTbopa
nepcoHana

Cuctembl, MeTodbl M OpMbl  MaTepuanibHOrO U HemMaTepuarnbHOro
CTUMYNMPOBaHUS Tpyaa nepcoHana

TexHonornn n mMetToapl CbOpMVIpOBaHVIﬂ N KOHTPOIA OrompkeToB

TexHonormm, MetToabl U METOAUKM MPOBEAEHMST aHanu3a, cUcTeMaTusaumm
OOKYMEHTOB U MHGOpMaLmm

CTpykTypa opraHusauMum W  BakaHTHble  JOSMKHOCTM  (Mpodpeccuu,
crneuuanbHOCTH)

Obwwme TeHAeHUMW Ha pblHKE TpyAa M B OTAENbHbIX OTpacnsax v Buaax
npodeccnoHanbHoOn AeATeNbHOCTU

OCHOBbI NCUXOSIOTUKN N COLMOSTOTUN TpyAa

OcCHOBbI 3KOHOMUKW, OpraHu3aummn Tpyaa v ynpasneHusi nepcoHanomM

TpyOooBoe 3aKkoHOAATENbCTBO U MHbIE akTbl, CoAepXKallme HOpMbl TPYO4OBOro
npaBa

OcCHOBbI apXMBHOIO 3akoHOAAaTeNbCTBA M HOPMATUBHbLIE MPABOBbLIE aKThl
Poccuiickoit depepauuu, B 4acTu BeleHUsl JOKYyMeHTaLMK Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon Pegepavumm

3akoHoaaTenbcTBO Poccuiickoit denepalmm o nepcoHanbHbIX AaHHbIX

NokanbHble akTbl OpraHM3auuW, perynupylowme nopsigok obecneyeHums
nepcoHanomM

HopMbl 3TUKK AenoBoro obLieHns

BasoBble 0CHOBbLI MHOPMATUKN, MOCTPOEHUA UHAOPMALIMOHHBIX CUCTEM U
0COBEHHOCTN paboTbl C HUMK

Ipyrve xapaKkTepucTuku

3.2.3. Tpynosas pyHKLMSA

AOMWHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HaumeHoBaHve |OokyMeHToobOopoTa obecneyeHus Kog B/03.6 |(nogypoBeHb) 6
nepcoHanomM KBanudmkauum

MpoucxoxaeHue TpyooBom
OYHKLMN

3anmcTBOBaHO
Opwurunan X
13 opurnHana
Kopn PernctpaunoHHbIin
opurnHana HoMmep
npodeccuoHansHoro

CTaHaapTa




TpynoBble AencTeums

AHanus npoweccos ,EI,OKyMeHTOOGOpOTa, NOoKarnbHbIX OOKYMEHTOB O
BOnpocam obecneyeHus nepcoHanom

BeneHne wmHopMaummM O  BaKaHTHbIX  OOMXHOCTSX  (npodpheccusx,
crneumanbHOCTAX) U kKaHaugaTax

JlOKyMEHTaLUMOHHOE COMPOBOXAEHWE KaHOAWAATOB Ha aTanax Mowucka,
npuBreYeHusi, nogbopa M oTOOpa MNepcoHana Ha BakaHTHble OOMMKHOCTM
(npodbeccun,  cneumanbHOCTH),  MHOPMUPOBAHWE  KaHAMOATOB O
pesyrbTaTtax oTbopa

MogroToBka 3anpocoB O KaHAMgaTax B rOCyAapCTBEHHble OpraHbl, B
crnyyasix, NPeAyCMOTPEHHbIX OEWCTBYIOLWMM  3aKoHOOATeNbCTBOM, W
06paboTka NpeaoCcTaBrneHHbIX CBeaeHUi

MoprotoBka n obpaboTka yBeooOMMEeHWM B rocyaapCTBEHHbIE OpraHbl,
npodeccuoHarnbHble  CO3bl U ApyrMe npeacTaBuTernbHblE  OpraHbl
paboTHMKOB NO BOMpOCaM noucka, npueneveHus, nogbopa u oTbopa
nepcoHana

Conposom,quMe Aorosopos Mo obecneyeHnto opraHunsauunm nepcoHasrom,
BKIMHO4Yad npegBapuTeribHble npouenypbl No UX 3aKrn4YeHunto

Heobxogumble ymeHus

OGecneunBaTb QOKYMEHTaALMOHHOE COMPOBOXAEHWE BbIXOAa KaHauaaTta Ha
paboTy 1 NepemMelLeHNs nepcoHana

OdopmnsiTb  AOKYMEHTbI MO Bonpocam  obecneyeHuss  kagpoBbIMU
pecypcamn, Heobxoaumble AnNs NPeAoCTaBneHMs B FOCY4APCTBEHHbIE
opraHbl, NpodeccrMoHarnbHble Co3bl U APYrue NpeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHun3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMU
TPyOooBOro, apxXxvMBHOroO 3akoHogaTenbcTBa Poccuiickon depepaumm 1
nokanbHbIMW akTamMu opraHnsaumm

AHanuaupoBaTb  [OOKYMEHTbI n nepeHocuTb  UHdOopMaLMIo B
MHpOpMaLIMOHHbIE cUCTEMBI 1 6a3bl AaHHbIX O kaHauAaTax

PaboTtaTb ¢ MHpOpMaLMOHHBIMK cucTeMamMmu 1 6azamu JaHHbBIX NO BONpocam
obecneyeHnss nepcoHanom, BEAEHWI0 Moucka M yyeTa KaHAMOaToB Ha
BakaHTHbIE€ JOJMPKHOCTM (Mpodheccum, cneumnanbHOCTM)

MpousBoauTb NpeaBapuTeribHble 3aKyrnoyHble npoueaypbl U oopMNsATh
COMYTCTBYIOLLYIO JAOKYMEHTaLMIO MO 3aKMHYEHNI0 JOTOBOPOB

OpraHns3oBbIBaTb U NPOBOAUTL KOHKYPCbl, OOPMIATb U aHanu3MpoBaTb
KOHKYPCHYIO [OKYMEHTaLuo

Bectun 0EeNOBYO Nepennucky

CobniogaTb HOPMbI 3TUKKU OENOBOro ooLweHus

Heobxogumble 3HaHMSA

nOpﬂ,EI,OK O(bOpMﬂeHMﬂ, BeleHNA N XpaHeHuUsa OOKyMeHTauuu, CBSI3aHHOW C
NMONCKOM, NnpuBJie4eHneMm, I'IO,D,60pOM n 0T60p0M nepcoHana Ha BaKaHTHble
OOJIKHOCTU

Mopsigok copmupoBaHus, BeaeHuss 6GaHka [OdaHHbIX O MepcoHarne
opraHusauuun 1 NpeaocTaBeHUss OTYETHOCTU

OcHoBbI JOKYyMEHTOO60OpPOTa M LOKYMEHTALMOHHOIO obecneyeHust




TexHonoruu, MeTodbl U MeToAWKW NPOBEAEHMs aHanMsa U cucTemaTusaumm
[OKYMEHTOB 1 UHGpopMaLmm

Mopsagok NnpoBeeHUsa KOHKYPCOB 1 0POPMMEHUS KOHKYPCHOM JOKYMEHTaLMm

Mopsigok  MpoBedeHVs  3aKyrMouyHbIX  Mpouedyp W odopMIeHus
COMYTCTBYIOLLEH AOKYMEHTaLMM

CTpykTypa oOpraHusaumm U1 BakaHTHble  JOIDKHOCTM  (mpodheccuu,
cneunanbHOCTK)

TpyOooBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, CoAepKallMe HOpPMbl TPYOOBOIO
npaBa

OcCHOBbI apxMBHOro 3akoHOAaTenbCTBa W HOPMAaTWMBHbLIE MPaBOBLIE aKTbl
Poccuinckon ®egepauun, B YacTn BegeHUs JOKYMeHTaumy no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccuinckon degepaunm

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JNokanbHble akTbl OpraHu3auuu, perynvpylolme nopsaok  nogdopa
nepcoHana

Mopsaok 3aknioYeHnss 4OroBOPOB (KOHTPAKTOB)

HopMbl 3TuKM AenoBoro obLieHns

BasoBble 0CHOBbI MHOPMATUKN, NMOCTPOEHUS MHAPOPMALMOHHBLIX CUCTEM U
0COB6EHHOCTU paboTbl C HUMU

Opyrve xapakrepucTukm

3.3. O606LeHHasn TpyaoBas hyHKUMS

esATenbHOCTb MO OLIEHKE U aTTecTalmm YpoBeHb
HanmeHoBaHue A H H Kopn C P 6
nepcoHana KBanudukaumum
lNpouncxoxaeHue
P kne . 3aMmcTBOBaHO
0606LLEeHHON TpyaoBON OpurvHan X
13 opurnHana
dyHKUUK
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3MoHble HanMeHoBaHUs
DOIKHOCTEN, npodeccui

CneunanncT no oLeHKe 1 atTectalumm nepcoHana
Cneumanuct no nepcoHany
MeHemxep no nepcoHany

TpeboBaHus k
06pa3zoBaHuio 1 00y4YeHUIO

Bbicliee obpa3oBaHMe No HanpaBneHno NOAroToBkM "YnpaBneHme
nepcoHanom" nnun «MeHemxKMeHT» nNMdo

BbicLLee 0bpa3oBaHune 1 JONONHUTENbHOE NPodeCcCMoHanbLHoe
obpaszoBaHue (npodeccroHanbHasi NnepenoaroToBka) B 06ractu ynpasneHus
nepcoHana nnn oLeHKu nepcoHana.




MNoBbiWweHne KkBanudukauum.

TpeboBaHus K onbITy
npakTu4eckomn paboTbl

Ocobble ycnosusi gonycka kK
paboTte

Opyrue xapakrepucTukm

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHue OOKyMeHTa

Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
Unu cneynanbHocTn

OK3 1212 YnpasngwoLime TpygoBbIMU pecypcamm
2423 Cneumanuctbl B obnactu nogbopa 1 ncnosnb3oBaHus
nepcoHana
EKC - MeHepxep no nepcoHany
OKMNATP 27755 OKOHOMWUCT Mo Tpyay
22956 MHcnekTop no kagpam
3.3.1. TpynoBas dyHKUuA
OpraHusauus 1 NnpoBeAeHNE OLEHKN YpoBeHb
HanmeHoBaHue |nepcoHana Kog C/01.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHue Tpygosom OpurvHan X 3aMmMcTBOBaHO
dyHKUUK 13 opuruHana
Kon PerncrtpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUsA

AHanu3 CTPYKTYypbl, MNMAHOB W BaKaHTHbIX JOJbkHOCTen (nMpodheccui,
cneumanbHOCTEN) OpraHv3auuM, OCoBGeHHOCTeW opraHusauum paboTbl Ha
pa3nunyHbIX y4acTkax Npon3BoACTBa U KOHKPETHbIX pabounx mectax

PaspaboTka nnaHa oOUEHKM TMepcoHana B COOTBETCTBMM C  LENsMM
opraHusaumm

OueHka gnHammku npon3sognTesibHOCTN, NHTEHCUBHOCTU U Sd)d)eKTI/IBHOCTM
Tpyoa Ha pa6oq|/|x MecTax

OnpepneneHne pecypcoB, BbIOOp CPeACcTB M METOOOB MPOBEAEHUS OLEHKM
nepcoHana

I'Ipose,u,eHme OLUEHKM nepcoHarna B COOTBETCTBUWM C NilaHamMn opraHmn3auumn

COI'IpOBO)KLI,eHI/Ie [orosopos C opraHusaunamm - ncnonHuTenaMm
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MepOI'IpI/IFlTMIZ Nno oOLeHKe nepcoHana, BKIM4Yada npeaBaputeribHbie
npouenypbl NoO UX 3aKri4YeHnto

KOHch'IbTI/IpOBaHI/Ie nepcoHana no BOMpoCaM OuUeHKW, BKI4Yad OLUEHKY
3artpar

AHanu3 pe3ynbTaToOB OLEHKM MepcoHana, MOAroTOBKA pekoMeHaaumi
PYKOBOACTBY U NepcoHany

MogroToBka nNpeanoxeHun no dopmMmpoBaHnio GrogxeTa No opraHM3aunmn u
NpoBeaEeHUI0 OLEHKM NepcoHana

Heobxogumble ymeHus

OnpegensTe NapameTpbl U KPUTEPUM OLIEHKM NepcoHana

OI'Ipeﬂ,eJ'IHTb n NnpuMeHATb cpeactBa WM MeTodbl npoBeaeHUA OLEHKU
nepcoHana

Bblgenstb (onpeaensaTb) rpynnbl nepcoHana ansi NpoBeAeHUs! OLEHKN

OnpegenaTe MHTEHCMBHOCTb Tpyda W 30HbI MOBbIWEHUS 3(PHEKTUBHOCTH
nepcoHana

Onpep,en;m: MOTMBaLUWNOHHbIE q}aKTOpbl npoBeaeHnAa OUEeHKN nepcoHana

CocTtaBnsitb 1 KOHTpOIMpOBaTb CTaTbM pacxXxoaoB Ha OUEHKY nepcoHana ansa
nnaHnpoBaHuA OroaxeToB

Ob6ecneunBatb opraHn3aunoHHOEe conpoBoOXaeHne OoUueHKN nepcoHana

ObGecneunBaTb COXpPaHHOCTb  KOH(MAEHUMANbHOM  MHGOPMaUuU  npu
NpoBeAEeHUN OLIeHKN NepcoHana

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMMU
TPYAOBOro, apxvMBHOro 3akoHopaTtenbctBa Poccuickon depepauumn 1
noKarnbHbIMY HOPMAaTMBHBIMW akTaMun OpraHmn3aumm

CobupaTtb, aHanuavMpoBaTb W  CTPYKTYpUpoBaTb  WHGoOpMauui o
NpeanoXXeHUsIX No oLeHKe NepcoHarna Ha pblHKe Tpyaa

Mpon3BoauTb NpeaBapUTENbHbIE 3aKymnoudHble npoueaypbl U odopMnsaTb
COMYTCTBYHOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

OﬂpeﬂeﬂﬂTb ycrnoBua AOnd  3aKnw4YeHua OOoroBopoB Ha ycnyru no
npoeegeHunto oLueHK nepcoHana

CI/ICTeMaTVI3VIPOBaTb, o6obwatb u aHanM3npoBaTtb pe3ylbTaTbl OLEHKAU
nepcoHana

ObecneunBaTb obpaTHyl0 CBSA3b NO pe3ynbTataMm MNpOBEAEHHOW OLEHKU C
nepcoHanom u pykoBOACTBOM

MNonb3oBaTbCA NOMCKOBLIMW CUCTEMAMM, VIH(*)OpMaLI,I/IOHHbIMM pecypcamun n
6asamu JaHHbIX Mo npoBeaeHNo OLUEeHKN nepcoHana

PaspabaTtbiBaTb pekoMeHZauMyM Mo pas3BUTUIO MepcoHana Ha OCHOBe
npoBeaeHHON OLIEHKM

Co6nioaaTh HOPMbI 3TUKK AeMN0BOro 06LLeHUs

Heobxoaumble 3HaHuSA

TexHonornn n meToabl onpeaerneHns NnpodeccnoHarnbHbIX 3HaHUIA, YMEHUN U
KOMMNeTeHUnn




TexHonornm n MetToabl OLEHKN NMMYHOCTHBLIX Ka4eCcTB n XapaKTepucTtuk

Cuctembl, MeToabl W OPMbl  MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHUS Tpyaa nepcoHana

TexHonornn n metToapl CbOpMVIpOBaHVIﬂ N KOHTPOIA OrompkeToB

TexHonornm, MetToabl 1 METOAMKN NPOBEAEHNs aHan13a 1 cucteMmaTnsaumm
OOKYMEHTOB U MHGOpMaLmm

OcHoBbl 06Llen K couuanbHON MNCUXONOruK, COLMOMOMUK U NCUXONOrnm
TpyAa

OcHosBebl I'IpOI/I3BO,EI,CTBeHHOI7I OeATernbHOCTU opraHmn3auunm

Mopsignok  MpoBedeHVs  3aKyrmouyHbIX  Mpouedyp W odopMIeHus
COMYTCTBYHOLLEH AOKYMEHTaLMM

CTpykTypa opraHmsauMm U1 BaKaHTHble  JOIDKHOCTM  (npodieccuum,
cneunanbHOCTK)

TpynooBoe 3aKkoHOAATENBbCTBO U MHbIE aKTbl, coaepXKallme HOpMbl TPYOOBOro
npaBa

OcCHOBbI apXMBHOIO 3aKkoHOAAaTeNbCTBA M HOPMATUBHLIE MPABOBbLIE aKThl
Poccuiickoit ®epepauuu, B 4acTu BeleHUsl JOKYMeHTaLuMKU Mo nepcoHany

3akoHopaTenbcTBO Poccunckon egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHblEe HOpMaTuMBHbIE aKTbl OpraHun3auuvu, perynmpyrwwimne nopAagok
OLEHKM nepcoHana

MopsAaok 3akniovYeHnss OroBOPOB (KOHTPAKTOB)

HopMbl 3TMKM AenoBoro obLieHns

basoBble OCHOBBbI NHpopMaTUKu, CTPYKTypHOE nocTpoeHue
NMHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Lpyrve xapaKTepucTuku

3.3.2. Tpynosas pyHKLMSA

HanmeHoBaHue nepcoHana

OpraHusauust U NnpoBeAeHNe aTTecTaumm YpoBeHb

Kog C/02.6 |(nogoypoBeHb) 6
KBanudukaumm

MpoucxoxaeHne Tpygosom
OYHKLMN

3anmcTBOoBaHO

OpurvHan X
13 opurnHana

Kopn PernctpaunoHHbIin
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AencTBUSA

AHanus CTpyKTypbl, MNNaHOB W BakaHTHbIX AOMKHOCTEN (nNpodheccuin,
cneumanbHOCTEN) opraHu3auun, ocobeHHoCcTel opraHusauumn paboTbl Ha




pPa3nnyHbIX y4acCcTKax npomn3BoAcTBa N KOHKPETHbIX pa6oq|/|x MecTax

Pa3pa60TKa NPOEKTOB OOKYMEHTOB, onpenendarlmx nopAagok arrecraunn
nepcoHana, c OLIeHKOM 3arpar

COI'IpOBO)Kﬂ,eHVIe npouecca arrtecraumm wu pa60TbI aTTecTauMoHHOM
KOMuccumn

lMNogroToBka npeanoXxeHnn No opMmnpoBaHMo BlogKeTa Ha opraHu3aumio n
nposefeHWe aTTecTaunm nepcoHana

MoarotoBKka nNpeanoXeHu O COOTBETCTBUM pabOTHUKA  OOJMKHOCTU
(mpodbeccum, cneumanbHOCTK) NO pesynbTaTtaM aTTecTaumm B COOTBETCTBUU
C 3akoHofaTenbcTBOM Poccuickon degepaumm

Heobxooumble ymeHus

OﬂpeﬂeHHTb napamMeTpbl N KpUtepun atrectaumum nepcoHana

Oﬂpeﬂe]’lﬂTb N NPUMEHATb CpeacTBa N MeTOoAbl aTTecTaunn

BblaensTb rpynnbl nepcoHana ans npoBeAeHns atTectaumm

Ob6ecneunBatb AOOKYMEeHTauMnoHHOe conposoxaeHne arrecrtaunm
nepcoHana

CocTaBnATb M KOHTPOMUPOBATb CTaTbM PacXodOB Ha aTTecTauuio
nepcoHana Ans nnaHMpoBaHusl GloIKeToB

Monb3oBaTbCcA MH(OPMaLUMOHHBIMKU pecypcamn M 6asamu  AaHHbIX MO
npoBeAeHuno aTTecTaumm

Bectn y4yeT n pernctpauunto JOKyMEHTOB B I/IHCpOpMaLI,VIOHHbIX cucremax m
Ha MaTtepuaribHbIX HOCUTENAX

OpraHusoBbIBaTb XpaHeHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMU
TPYAOBOro, apxuBHOro 3akoHopatenbctBa Poccunckon ®depepaunn un
NoKanbHbIMY AOKYMEHTaMKN OpraHM3aumm

MpounsBoauTb NpeaBapuTenbHble 3aKyrnoudHble npouenypbl U 0dopMIsTL
COMYTCTBYIOLLYIO JOKYMEHTAaLMIO MO 3aKIYEHNIO JOrOBOPOB

Co6nioaaTe HOPMbI 3TUKU 1€N0BOro 06LLEeHUA

Heobxoaumble 3HaHUSA

rlOpFl,D,OK M TeXHonorua npoeeaeHna atrecrtaunm

TexHomormn W MeToabl ONpedeneHns u  OUeHKU MpodeccuoHarbHbIX
3HaHWN, YMEHUIN U KOMMNETEHL I

Cuctembl, MeToabl M OPMbl MaTeEpUanbHOrO W HemaTepuanbHOro
CTUMYNMPOBaHUA Tpyaa nepcoHana

TexHonorun n MeToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OtomkeToB

TexHonorum, MeTodbl U1 METOAMKM MPOBEAEHUSI aHanM3a u cuctemaTmsaumm
OOKYMEHTOB 1 MHdOpMaLmm

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOI7I OeATeNIlbHOCTN opraHn3auunum

OcHoBbl 006LWENn 1 couuanbHOW MNCUXONOrMnU, COLMONONMMU U MCUXOMOornKn
Tpyna

Mopsinok  NpoBedeHUs  3aKymouyHblIX  Mnpouegyp U odopMIieHust




COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa opraHuM3auMm W  BakaHTHble  OOMXHOCTM  (nNpodpeccun,
crneunanbHOCTK)

TpynoBoe 3akoHOAATENbCTBO M UHbIE aKTbl, COAEpKaLLMe HOPMbl TPYAOBOIO
npaea

OcCHOBblI apXMBHOIO 3akoHOoAaTenbCTBa M HOPMaTUBHbLIE MPABOBbIE aKThbI
Poccuinckon ®egepauun, B YacTn BeAeHWUS JOKYMEHTaUuMy No nepcoHany

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHmu3auuun, perynupyruwine nopanok
OLeHKN nepcoHana

Mopsiaok 3aktoYeHnst 4OroBOpPoOB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

BasoBble OCHOBbI MHbopMaTUKK, CTPYKTYpHOE NOCTPOEHe
MHPOPMALIMOHHBIX CUCTEM U OCOGEHHOCTU PaBoTbl C HAMM

Opyrvue xapakrepucTukm

3.3.3. TpynoBas dyHKUmA

ALMUHUCTPUPOBAHME MPOLIECCOB U YpoBeHb
HanmeHoBaHve |OokyMeHTOoOBopoTa npy NPoBeaEeHMN OLEHKN Kog C/03.6 |(nogypoBeHb) 6
M aTTecTaummn nepcoHana KBanudmkauum

MpoucxoxaoeHne TpyaoBon
OYHKLMN

3anmMcTBOBaHO
OpwurunHan X
13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUsA

AHanmn3 npoLeccoB 4OKYMeHTO060poTa, NoKarbHbIX JOKYMEHTOB MO OLeHKe
M aTTecTaumm nepcoHana

OpFaHVI3aLI,VIOHHoe conpoBoxaeHne MepOHpMHTMVI Nno OLeHKe nepcoHana un
ero arrecrauum

OdpopmrieHne npouecca v pesynbTaToB aTTecTauum nepcoHana

VlHd)OpMMpOBaHI/Ie nepcoHana o pesyrnbTaTtax OUueHKM n atrectaunm

[MogrotoBka npennoXeHWn Mo pasBUTUIO MepcoHana no pesynbTaTam
OLIEHKU

ConpoBoXdeHWe [OMOBOPOB MO  OKa3aHWI0  KOHCYNbTALMOHHBIX U
MHDOPMAaLIMOHHbIX YCIYT MO OLEHKe U aTTecTauum nepcoHana

HeobGxoammble ymeHusi

ObecneunBatb OOKYMEeHTauMoHHOEe conpoBoOXaeHne OUEeHKU 1 atTectauunmn
nepcoHana




O(bOpMJ'lFITb OOKYMEeHTbl No BOMpOCaM OUEeHKM K aTtTectauumn nepcoHana,
npenoctaBndemMble B TrocygapCTtBe€HHbl€ OpraHbl, I'IpO(beCCVIOHaJ'IbeIe
COH3bl N Apyrne npeacrtaBuTelibHble OpraHbl pa6OTHVIKOB

AHanuaupoBaTb npaBuna, npoueaypbl U MOPSAKM NPOBEOEHUSI OLLEHKU W
aTTecTauumn nepcoHana

Bectun y4yeT n pernctpauunto JOKyMEHTOB B VIHCbOpMaLI,VIOHHbIX cucremax m
Ha MaTtepuaribHbIX HOCUTENAX

OpFaHI/ISOBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHVIF|MI/I
TpymoBOro 3akoHogaTtenbcTtBa Poccuiickorn ®depepauum u  nokanbHbIMU
akTamun opraHusauunm

BecTu oenoByto nepenncky

Pabotatb C WHMPOPMAUMOHHBIMM cUCTEMaMM U ©Oaszamu AaHHbIX MO
BOMpOCaM MNPOBEAEHMST OLEHKN U aTTecTauun nepcoHana, Be4eHUo y4veTa
KaHOuOaToB Ha BakaHTHblE AOMKHOCTH (Npodheccumn, cneunansHOCTH)

AHanusnpoBaTtb OOKYMEHTbI " nepeHoCnUTb nHcopmaumo B
WMH(pOPMaLIMOHHbIE cucTeMbI U H6a3bl AaHHbIX

CobniogaTb HOPMbI 3TUKN OET0OBOro 00LeHus

Heobxoaumble 3HaHUSA

Mopsgok odhopmneHus, BeAeHUS U XpaHEHUs1 JOKYMEHTaL MK, CBA3aHHOW C
npoBefeHNeM OLEHKM U aTTecTauumn nepcoHana

Mopsinok dopMMpoBaHWsl, BeaeHuss OaHka [JdaHHbIX O MepcoHarne
opraHusaumu u NpeaoCcTaBNeHNst OTYETHOCTU

Mopsgok  npoBedeHWst  3aKynoudHblX — npoueayp M odopMieHus
COMyTCTBYOLLEN JOKYMEHTaLMK

Mopsagok odopmMneHus JOKYMEHTOB, npegocraBngaemMbiX B
rocygapcTtBeHHble  opraHbl, npodeccuoHanbHble  COo3bl U Apyrue
npencraBuUTesibHblIe OpraHbl paGOTHVIKOB

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIro obecneyeHus

CTpykTypa oOpraHuM3aummM W  BakaHTHble  JOIMKHOCTM  (mpocdpeccuu,
crneunanbHOCTK)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, coaepXKallme HopMbl TPYOOBOro
npaBa

OcHOBbI apxXMBHOTO 3akoHOAaTenbCTBa M HOPMAaTWBHbIE MPABOBbIE aKThbI
Poccuickon ®egepauun, B YacTu BegeHNs JOKYMeEHTaUmMy No nepcoHany

3akoHogaTenbcTBO Poccuiickon ®epepaunmm o nepcoHanbHbIX AaHHbIX

TexHonormu, meToabl N METOAVKMN npoeegeHna aHanmsa n cuctemaTudaumm
LOOKYMEHTOB 1 MH(bOpMaLlMM

JNokanbHble HOPMAaTMBHbIE aKTbl OpraHM3auuW, perynvpytlolie nopsiaok
OLIEHKM 1 aTTecTaummn nepcoHana

Mopsgok 3aknoyeHnsa AoroBopoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLieHus




BasoBble OCHOBbI NUHopmaTmku, CTPYKTYpHOE nocTpoeHune
NMHGOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU paboThbl C HUMK
[pyrue xapakrepucTukm -
3.4. O606LeHHasn TpyaoBas hyHKUMS
eATeNbHOCTb MO Pa3BUTHIO NepcoHana YpoBeHb
HanmeHoBaHue A P P Kopn D P 6
KBanudmkaumm
MpouncxoxaeHune
P KAe . 3aMmcTBOBaHO
0606LLEeHHON TPyaoBON OpurvHan X
13 opurmHana
dyHKUUK
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

Bo3moOXxHble HanmeHoBaHUs
DOIKHOCTENn, npodeccui

CneumanucT no passuTuio 1 06y4eHno nepcoHana
CneumanucT no passuTUIO Kapbepbl MepcoHana
CneumanucT no nepcoHany

MeHnenxep no nepcoHany

TpeboBaHus kK
0bpas3oBaHuno 1 06y4YeHNIO

Bbiclwee ob6pasoBaHMe No HanpaBneHno NOAroToBKM "YnpaBneHme
nepcoHanom" nnun «MeHemKMeHT» nMdo

BbicLLee obpa3oBaHune 1 JoNoNHMTENbHOE NPodeccMoHanbLHoe
obpaszoBaHue (npodeccroHarnbHasi NnepenoaroToBka) B 06ractu ynpasneHus
nepcoHana unu pasButusa unmn obyyeHns nepcoHana.

MoBbiWweHne kBanudukauum.

TpeboBaHus K OnbITy
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka K
paboTte

Lpyrve xapaKTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HavmeHoBaHWe JoKymeHTa Kog HanmeHoBaHne 6a3oBown rpynmnbl, JOMMKHOCTM (npodheccnm)
Unn cneunansHoCcTn

OK3 1212 Ynpasnsowue TpygoBbIMU pecypcamu

2423 CneunanncTtel B obracty nogbopa u UCnosnib30BaHUs
nepcoHana

EKC - MeHexep no nepcoHany

OKnAaTP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam
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3.4.1. TpynoBas yHKUNA

OpraHu3auns u npoBeaeHne MeponpuaTuii no YpoBeHb
HanmeHoBaHMe |pasBuTUIO M NOCTPOEHUIO NpodeccnoHansHon | Kopg D/01.6 |(nogypoBeHb) 6
Kapbepbl nepcoHana KBanudukaumm

MpoucxoxaeHue TpyooBom
dyHKUUK

3anmcTBOBaHO
OpwurunHan X
13 opurMHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA

AHanu3 CTPyKTYpbl, NIIaHOB 1 BakaHCUiA opraHnsaumm

AHanuns ocobeHHOCTeN paboTbl Ha pasNU4YHbLIX yyacTkax MpoOM3BOACTBA U
KOHKPEeTHbIX paboynx mecTtax

MoaroToBKa MPOEKTOB [OOKYMEHTOB, OMpedensiowmnx MNOopsaoK pasButus
nepcoHana 1 NocTpoeHUsi NPOdECCMOHaNbHOW Kapbepbl C OLEHKOW 3aTpat

PaspaboTtka nnaHoB npodeccrmoHanbHON Kapbepbl paboTHMKOB

dopmMrpoBaHKe KaapoBOro pesepsa

OpraHusauus MeponpuaATUin no passuTuio " NOCTPOEHUIO
npodeccnoHanbHON kKapbepbl NepcoHana

MoproTtoBka NpegnoxeHuin No opMupoBaHnio BogKeTa Ha opraHnsaumio 1
npoBefeHne MeponpuUATUIA N0 PasBUTUIO U NOCTPOEHNIO NPOeCCUoHansHoON
Kapbepbl NepcoHana

AHann3 3 EeKTUBHOCTM  MEpOonpuAaTMA N0 pasBUTUIO  MepcoHana,
MOAroTOBKa NPEANIOXEHUA N0 Pa3BUTUIO

Heobxogumble ymeHus

AHanu3anpoBatb ypoBeHb 00Llero passutMa U NpodeccuoHarbLHON
KBanvdukaumm nepcoHana

OnpegensaTe KpaTKOCPOYHbIE W OONTOCPOYHblE MOTPEBHOCTU pPas3BUTUS
nepcoHana 1 NocTpoeHusi ero NpodgeccroHansbHoN kapbepbl

OnpegenaTb KpuTepun HOPMUPOBAHUA KaapOBOro pe3epsa opraHusaLmm

CocTtaBnsaTtb nHansnayarnbHbl€ NilaHbl KAPbEPHOro pa3BUTUA NepcoHana

MpMeHATb TEeXHoNormm n MeToAbl Pas3BUTMS MNepcoHana U MNOCTPOEHMS
npodeccrnoHanbHON Kapbepbl

CocTaBnaTtb npegnoXeHma W KOHTponupoBaTb CTaTbM pacxodoB Ha
nporpaMmbl M MEpPOMpUATMS MO PasBUTUIO MepcoHana W MNOCTPOEHUIo
npodeccroHanbHONM Kapbepbl ANS NNaHMPOBaHNs BIOOKETOB

Onpegenatb 3PEKTUBHOCTL MEPONPUATMIA MO PasBUTUIO MepcoHana u
NOCTPOEHMIO NPOdECCUOHANBHON Kapbepbl

PabotaTb C WHOPMAaLMOHHLIMK cucTtemMamn U 6Gasamm gaHHbIX MO
nepcoHany




CobntogaTb HOPMbI 3TUKM OENOBOro 0oLWweHus

Heobxoaumble 3HaHMSA

Cuctema, cnocoo6bl, meTozbl, WNHCTPYMEHTHI MOCTPOEHMS
npodgeccnoHaneHOn Kapbepbl

MeToabl onpegeneHnss M OLEHKM JIMYHOCTHBIX M NpodecCcroHanbHbIX
KOMMNEeTEeHUNn

CuctemMbl, MeTodbl M OpMbl  MaTepuanibHOrO UM HemMaTepuarnbHOro
CTUMYNMPOBaHUS Tpyaa nepcoHana

TexHonorun, MeToAbl (hOPMMPOBaHKS U KOHTPOSS BloaKeTOB

TexHonormm, MetToabl U METOAMKN MPOBELAEHUSI aHanM3a u cucTtemaTusanmm
OOKYMEHTOB U MHGOpMaLmm

OcHoBbl NpodeccroHarbHON OpueHTaumm

OcHoBbI JOKYyMEHTOOBOPOTa M LOKYMEHTALMOHHOrO obecneyeHust

OcHoBbI I'IpOI/I3BO,EI,CTBeHHOI7I AeATeNbHOCTU opraHmn3aunn

OcHoBbl 00Ler U coumanbHOM MNCUXOMOrMu, COLMOMNOrMM U MCUXONOrnu
TpyAa

CTpykTypa opraHusauMum W  BakaHTHble  JOMKHOCTM  (Mpodpeccuu,
crneuuanbHOCTH)

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HOpMbl TPY4OBOro
npaea

3akoHopaTenbcTBO Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKkTbl OpraHv3auuu, perynupyrowmne nopsaok
pa3BUTUS 1 NMOCTPOEHNS NPOeCCUOHaNbHON Kapbepbl NepcoHana

Mopsaok 3aknioYeHnss OroBOpOB (KOHTPAKTOB)

HopMbl 3TUKK AenoBoro obLieHns

basoBble OCHOBBbI NHpopmaTuku, CTPYKTypHOE nocTpoeHue
NMHOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Ipyrve xapaKkTepucTuku

3.4.2. Tpynosas pyHKLMA

HanmeHoBaHue

IMpoucxoxaeHue TpyooBom
OYHKLMN

OpraHusauus oby4yeHus nepcoHana YpoBeHb
Kog D/02.6 |(nogypoBeHb) 6
KBanudukaumm
3anmMcTBOBaHO
Opwurunan X
13 opurnHana
Kopn PernctpaunoHHbIin
opurnHana HoMmep
npodeccuoHansHoro

CTaHaapTa




TpynoBble AencTeums

AHanus pbiHka obpasoBaTenbHbIX YCNyr U NoTpeBHOCTel opraHusauun B
06y4YeHnn nepcoHana

PaspaboTka nnaHoOB, METOAMYECKMX MaTepuanoB, Yy4ebHbIX NnaHoB W
nporpaMm, TMPOEKTOB fOKasflbHbIX aKTOB MO OOYyYeHW0 U  pasBUTUIO
nepcoHana, BKM4Yas oLeHKy 3atpat

OpraHuzaumsi MeponpuaThii No obyyYeHnto nepcoHarna

MogroToBka npeanoXxeHun no bopMUpoBaHMIO BloQKETa Ha opraHM3aumto
obyyeHusa nepcoHana

AHanns adppeKTUBHOCTM MEPONPUATUIA MO OOYYEHNIO NepcoHana

Heobxooumble ymeHus

AHanusnpoBaTtb 1 onpefensaTb NOTpebHoCTU B 06y4YeHnn rpynn nepcoHana B
COOTBETCTBUM C LIeNSAMN opraHm3auum

PaspabaTbiBaTb NfaHbl MOArOTOBKM, MEPEenoAroTOBKA U MOBbILEHUS
KBanundukauum kagpos, y4ebHble nnaHbl U NporpamMmei

AHaJ'II/I3I/IpOBaTb PbIHOK O6pa3OBaTeJ'IbeIX ycnyr n rotoBuUTb npeanoxeHua
Nno nocTtaBLUMKaM ycnyr

OpraHn3oBbiBaTb 06y4atoLLme MeponpusaTms

CocTaBnsaTtb 1 KOHTpPOJINpOBaTb CTaTbW pacxodoB Ha 06yquV|e nepcoHana
ana nnaHnpoBaHuUaA GromxkeToB

PaspabatbiBaTe 1 KOMNNEKTOBaTb y4ebHO-MeTOoaNYECKME JOKYMEHTDI

Mpoun3BoauTb oLeHKY 3dhpeKTUBHOCTM 0BYyYeHUsI NepcoHana

MpousBoauTb NpefBapuTenbHbIE 3aKynoyHble npoueaypbl U odopmreHne
COMYTCTBYIOLLEW AOKYMEHTaLMM MO 3aKIOYEHWI0 JOFOBOPOB

Pabotatb ¢ I/IH(bOpMaLI,VIOHHbIMVI cuctemamm 1M GasamMm  OaHHbIX MO
nepcoHany

PaspabaTbiBatb M 0OpPMNATE [OKYMEHTbl MO MpoLeccam opraHv3aumm
06y4yeHuns nepcoHana u ux pesynbtatam

Co6nioaaTe HOPMbI 3TUKX A€N0BOro 06LLEeHUS

Heobxoaumble 3HaHUSA

MeToabl, MHCTPYMEHTbI UCCreoBaHUsl NOTPeGHOCTM B 06y4eHMmn nepcoHana

MeTogonorusi obyyeHus

TexHonorun, MeToabl 1 METOAMKM npoBeaeHuna aHanusa n cucrtematTmsayum
OOKYMEHTOB U I/IH(*)OpMaLI,VIVI

Mopsinok pa3paboTkM MNaHOB MOATOTOBKW, NEPENOATrOTOBKA M MOBbILIEHUS
KBanugmkaLuum kaapos, y4ebHbIX MaHoB M Nporpamm

Cuctembl, meToabl WU (bOprI mMartepuarnibHoro um HemaTtepuarnbHoro
CTUMYNMpOBaHUA Tpyaa nepcoHarna

TexHonorum n metoabl GopMMPOBaHMS U KOHTPOIS GoaXeToB

nOpﬂ,EI,OK BeJeHNA y4veTa M OTYHEeTHOCTUM Nno noAroToBke U MOBbILLEHUIO
KBaJ'IVId')I/IKaLI,VIM nepcoHana




OcHoBbI JOKyMeHTOOBOpOTa M AOKYMEHTALMOHHOIO obecneyeHus

OCHOBbI TEXHOMNOMMM npon3BoacTBa U OeATeribHOCTU opraHmn3aunm

OcHoBbl 00Lier U coumanbHOM MNCUXOMNOrMM, COLMOMNOrMM U MCUXONOrnu
TpyAa

Mopsagok  mpoBedeHUs  3akynodHblX — npoueayp M odopmmneHus
COMyTCTBYIOLLEN JOKYMEHTaLuK

CTpykTypa opraHusaumm

TpynoBoe 3aKOHO4ATENbLCTBO M MHble aKTbl, CoAepXalume HOpMbl TPY4OBOroO
npaea

OcHOBbI apXMBHOrO 3aKoHOAATeNnbCTBa WM HOPMAaTWBHbIE MNPaBOBbLIE aKTbl
Poccuiickoit ®epepauuun, B 4acTu BeleHUs AoKyMeHTaLuMK Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTtenscTea Poccuiickon Pegepaumm

OcHoBbl 3akoHogaTenbCcTBa 06 06pasoBaHMm Poccuiickon degepaumm

3akoHopaTenbcTBO Poccunckon Pegepaumm 0 nepcoHarnbHbIX JaHHbIX

JNokanbHble HOpMaTWBHbIE akTbl OpraHusauuu, perynupylowme obyveHue
nepcoHana

Mopsaok 3akniovYeHnss OroBopoB (KOHTPaKTOB)

HopMbl 3TuKM AenoBoro obLieHns

basosble OCHOBBbI NHOPMATUKMK, CTPYKTYpHOE nocTpoeHve
NHMOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Ipyrve xapaKkTepucTuku

3.4.3. Tpynosas pyHKLMSA

HanmeHoBaHue nepcoHana

Opranaau,Mﬂ agantaunm n CTaXXMpoBKU ypOBeHb

Kog D/03.6 |(nogypoBeHb) 6
KBanudukaumm

MpoucxoxaeHne Tpygosom
OYHKLMN

3anmcTBOBaHO

OpurvHan X
13 opurnHana

Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AencTBUSA

AHanus yCneLwHbIX KOpnopaTmMBHbIX MPaKTUK MO opraHunsauunn agantauumn un
CTa)XMpOBKe nepcoHana

Paspa6oTka nnaHoB aganTaumu, CTaXKMPOBKY NepcoHarna ¢ oLeHKoW 3aTpar

OpFaHl/I3aLI,I/IF| MepOI'IpMﬂTMVI no aganTtauun, CTaXXnpoBkKe rnepcoHasna

MoproToBka MNpeanoXeHWin Mo COBEPLUEHCTBOBAHMIO CUCTEMbl ajanTtauuu,




CTaXMpPOBKM nNepcoHana

MoaroToBKka NpeanoXxeHuin no opMUPOBaHUIO GloMKeTa Ha OpraHM3auuio
ajanTauun n CTaXkMpPOBKU NepcoHana

AHanus aeKkTMBHOCTN MeponpuaTUN No aganTtauuMm U CTaXUpPOoBKe
nepcoHana

Heobxooumble ymeHus

Onpe/:l,enmb rpynnbl NnepcoHana ana CtTaXXnpoBkn U agantaunm

OﬂpeﬂeﬂﬂTb pa6oq|/|e MeCTa O5id npoBedeHUA CTaXMUpPOBKU U agantaunmn
nepcoHana

CornacoBblBaTb MEPONpPUATUSA aganTauun U CTaKUPOBKU C BO3MOXHOCTAMMU
npomssoacTea

npOVISBOH,I/ITb aHanm3 1 OUEeHKY pe3ynbTatoB agantaunn n CTaXXnpoBOK
nepcoHana

CocTtaBnsaTtb npegnoXeHma wun  KOHTpoOnupoBaTb CTaTbM pacxodoB Ha
nporpamMmmbl U MeponpuaTna No agantaumm U CTaXMpoBke nepcoHana and
nnaHnpoBaHuA 6|‘0,Cl,)KeTOB

Mpon3BoanTb OUEHKY 3EKTUBHOCTM MeEpONpUATUA No agantaumm u
CTa)KMpOBKe nepcoHana

BHeapsiTb cucTEMbI BOBMeYeHUsl paGOTHMKOB B KOPNOPaTUBHYIO KYNbTYpy

VMcnonb3oBaTtb MHOPMALMOHHBIE CUCTEMBI U 6a3bl AaHHBLIX NO NepcoHany

CobntogaTb HOPMbI 3TUKN OETOBOro 00LEeHUs

Heobxoaumble 3HaHUSA

MeToabl aganTauumn 1 CTaXKMpOBOK

TexHonornn, MetTodbl 1 METOANKN npoeeageHnAa aHannsa n cuncrtematn3auunm
OOKYMEHTOB U I/IH(*)OpMaLI,VIVI

Mopsgok pas3paboTku nnaHoB ajanTauuu nepcoHana Ha HOBbIX paboumx
MecTax, MOAroTOBKW, MEPEenoarotoBkKM W MOBBILWEHUS  KBanudukaumm
nepcoHana n opraHu3auum CTaxKMpoBOK

MopsimoK COCTaBneHWs CMeT 3aTtpaT Ha ajantauMio U CTaXUPOBKY
nepcoHana

I'Iopﬂp,m( BeJeHNA y4yeTa U OTHEeTHOCTU Nno agantaunun Uu CTaXunpoBke
nepcoHana

Cuctembl, MeTogobl W OPMbl  MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMpPOBaHMA Tpyaa nepcoHana

TexHonornn n Metoapl CbOpMVIpOBaHVIﬂ N KOHTpOIA OtomkeToB

OcHoBbI TEXHOMOMMN npoun3BoacTBa U AeATeribHOCTU OpraHn3aunm

OcHoBbl 06Llen 1M couuanbHON MNCUXONOruK, COLMOMOrUK U NCUXONOrnm
TpyAa

CTpykTypa opraHmsauMm U1  BakaHTHble  JOJDKHOCTM  (Mpodheccun,
crneymanbHOCTH)

pr,u,osoe 3akKoHOOAaTeNIbCTBO U UHbIE aKTbl, coAepXallne HOpMbl TPyOaOBOIro




npaea

OcHoBbI HaNoroeoro 3akoHogaTenbcTBa Poccuickon degepaunm

3akoHogaTenbcTBO Poccuickon depepaumm 0 nepcoHanbHbIX AaHHbIX

NokanbHble HOpMaTMBHbIE aKTbl OpraHM3aLmMK, perynupylollme agantauuio u
CTaXXMPOBKY nepcoHana

OcHoBbI ,q0|<ymeHT0060p0Ta N AOKYMEHTaUMNOHHOIo obecneyeHust

Mopsagok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBbI NHopmaTmku, CTPYKTypHOE nocTpoeHue
WH(POPMALIMOHHBIX CUCTEM N 0COBEHHOCTU PaboTbl C HUMK

[Ipyrve xapaKkTepucTuku

3.4.4. TpynoBas dyHKUMSA

HanmeHoBaHue

MpoucxoxgeHwne TpygoBon
dyHKUUK

MVUHUCTPUPOBaHNE NPOLIECCOB U
ﬁgK MeHTopo(?opOTa no Sa:l;lsmmo n YposeHb
y o Kog D/04.6 |(nogypoBeHb) 6
npodeccunoHanbHon kapbepe, 0by4eHuio,
KBanudukaumm
aganTauum n CTaxkmnpoBke nepcoHana
3anmcTBOBaHO
OpurnHan X
13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana HOoMmep
npodeccunoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

AHanu3 npoueccoB, NpaBuil U MOPSOKOB OpraHM3auuu Npu NpoBeaeHun
MepOnpusATUA Mo pasBUTUIO U NpodeccroHanbHON Kapbepe, 00y4YeHuto,
ajanTauun u CTaXkMpoBKe NepcoHana

[okymeHTaunoHHoe odhopmrieHne pesyrnbTaTtoB MeponpuUATUA MO PasBUTUIO
n npodeccmoHanbHOW Kapbepe, obyveHuto, aganTauum U CTaXUpPOBKe
nepcoHana

MoaroToBka MWHAMBUAYANbHBIX MNPEONOXEHWA Ha OCHOBE pe3ynbTaToB
NpPOBEeAEHUs MEpPONPUATUA MO PasBUTUIO U NMPOGECCUMOHANBHONM Kapbepe,
06y4yeHuto, afanTauum U CTaxMpoBKe nepcoHana

MoaroToBka NpeanoXeHWn MO COBEPLUEHCTBOBAHWIO CUCTEM OBGy4YeHus,
ajanTauuMm U CTaXWPOBKW, PasBUTUS U MOCTPOEHUS NPOodeCcCUMOoHarbHOW
Kapbepbl NepcoHana

ConpoBoxaeHne  OOrOBOPOB MO OKa3aHWIo KOHCYMbTALMOHHbIX,
MHPOPMALIMOHHBIX  yCIyr, HeobxoauWMbIX Ans NpoBefdeHusi 0by4yeHus,
agjanTauum Un CTaXWPOBOK, Pas3BUTUS M MOCTPOEHMST NPOdeCcCMOoHanbHOM
Kapbepbl MepcoHana, BKMYas npeaBapuTeNibHble npoueaypbl MO MX
3aKMHYEHUIO




BbinonHeHne TpeboBaHUM MO XpaHEHU WHGopMauum o pesynbTaTtax
o0y4yeHusi, aganTauuMm W  CTaXMPOBKW, pPasBUTMS U MOCTPOEHWUSI
npodeccnoHarnbHON Kapbepbl NepcoHana

Heobxooumble ymeHus

OdopmMnsaTb AOKYMEHTLI MO BONpOCaM NpoBeAeHus obyyeHuns, agantauum m
CTaXWPOBKW, pasBuUTMS U NOCTPOEHWs npocheccuoHanbHOM Kapbepbl
nepcoHana, npepocTaBnsieMble B rocyaapCTBEHHbIE opraHbl,
npodeccuoHarnbHble  CO3bl U ApyrMe npeacTaBuTernbHblE  OpraHbl
paboTHMKOB

O6ecneunBaTh JOKYMEHTALMOHHOE COMNMPOBOXAEHNE 00YYEHMs, aganTaumm u
CTaXMPOBOK, pPasBUTUS W MNOCTPOEHUS NPOGECCUMOHANBHOW  Kapbepbl
nepcoHana

AHanusupoBaTb MpaBuna, NpoLeaypbl U NOpSAKM MPOBeaeHUst obyyeHus,
ajanTauuMm U CTaXWPOBKM, PasBUTUS U MOCTPOEHUST MPOdEeCCUMOHarIbHOW
Kapbepbl nepcoHana

OpraHu3oBbiBaTb XpaHeHMe OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMM
3akoHogaTtenbctBa Poccuiickon ®depepaumm U AOKanbHbIMKA - akTamu
opraHmsauum

AHanunsnpoaTtb OOKYMEHTBbI n nepeHoCUTb NMHpopmaumto B
NMH(pOpPMaLMOHHbIE cucTeMbI 1 6a3bl JaHHbIX

Bectn YYEeT N perncTtpauunto JOKyMmeHTOB B VIH(bOpMaLI,VIOHHbIX cucremMmax n Ha
MaTtepualibHbIX HOCUTENAX

Pa6boTaTtb ¢ MHOPMALMOHHBIMKU cucTeMamn 1 6azamm AaHHbIX MO Bonpocam
obyyeHus, aganTauuMm WU CTaXWPOBKM, pPas3BUTUS W MOCTPOEHMUSA
npodeccnoHanbHON Kapbepbl NepcoHana, BedeHus ydyeTa kaHaMaaToB Ha
BakaHTHbIE JOIMPKHOCTM (Mpodheccnm, cneumnanbHOCTM)

BecTu nenoByto nepenncky

CobniogaTb HOPMbI 3TUKKU OENOBOro 0oLweHus

Heobxogumble 3HaHMSA

Mopsigok odopMneHnsi, BeAeHUS U XpaHEeHWUs] JOKYMeHTauun, CBSI3aHHON C
cuctemMon obyyeHus, aganTauMm U CTaXMPOBKW, Pa3BUTUS U MOCTPOEHUS
npodgeccroHanbLHON Kapbepbl NnepcoHana

Mopsinok  copmupoBaHusi, BeaeHuss 6GaHka [JdaHHbIX O MepcoHarne
opraHu3auumn U NpeaocTaBfeHUsl 0TYETHOCTM

HopmaTuBHble NpaBoOBble akTbl, Perynupylomne npaesa M 006513aHHOCTU
rOCyAapCTBEHHbIX OPraHOB WM OpraHuM3auuu no NpPefoCTaBlEHUO YYETHOM
[OKyMeHTaLumu

I'Iopﬂp,m( Od)OpMJ'IeHMFI LOOKYMEeHTOB, npeaocTtaBlideMblX B roCyqapCTBEHHbIE
opraHbl 1 UHble OpraHn3auunn

OcHoBbI JOKyMEHTOO60pOTa M AOKYMEHTALMOHHOIO obecneyeHuns

Mopsgok  npoBedeHUA  3akynoudHblX — npouedyp UM odopmreHus
COMYTCTBYIOLLIEN JOKYMEHTaL MmN

CTpykTypa opraHusauMum W  BakaHTHble  [OOJMKHOCTM  (Mpodpeccuu,
cneumanbHOCTH)

TpyaoBoe 3akoHOAATENbCTBO U MHbIe aKTbl, CoAepXallimue HOpMbl TPYA0BOro




npaea

OcHOBbI apXxMBHOrO 3akoHOAaTenbCTBa M HOPMaTVBHblE MNpPaBOBble aKThl
Poccuinckon ®egepauun, B YacTn BegeHUs JOKYMeHTaumy no nepcoHany

OcHoBbI HaNoroBoro 3akoHogaTenbcTBa Poccuickon ®enepaunn

3akoHogaTenbcTBO Poccuickon depepaumm 0 nepcoHanbHbIX AaHHbIX

TexHonorun, MeToAbl U MeTOAMKN NPOBEAEHWs aHanMsa u cuctemaTusaumm
[OKYMEHTOB 1 MHCpopMaLmm

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrowme nopanok

pasBuMTUA U NOCTPOEHWs npodeccroHanbHOM  Kapbepbl, 06y4eHus,

agjanTauum 1 CTaXnpoBKU NepcoHana

Mopsaok 3aknioYeHnst OroBOPOB (KOHTPAKTOB)

Hopmbl 3Tkn genoBoro obLeHus

basoBkle OCHOBBbI NHGOPMATUKMK, CTPYKTYpHOE nocTpoeHue

NMH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTM PaboTbl C HUMKU
Opyrve xapakTrepucTumku -
3.5. ObobLeHHas TpygoBas pyHKUMS

eATeNbHOCTb MO OpraHM3auun Tpyga u YpoBeHb
HaunmeHoBaHue A P H pyA Koa E P 6
onnaTbl nepcoHana KBanudukaumm
MpoucxoxaeHune
P ae _ 3aMMcTBOBaHO
0000LeHHON TpyAoBOM OpwurunHan X
u3 opurnHana
OYHKLMN
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccroHanbHoro
cTanfgapTa

Bo3moxxHble HaMmeHoBaHus | CneynanucT No HOPMUPOBAHUIO U onfarte Tpyaa
JOormKHoCTen, npodeccumn Cneumannct no opraHnsaumm 1 onnaTe Tpyaa

Cneumannct no KoMNeHcauusam 1 nbrotam

CreuuwanucT no nepcoHany

MeHeoxep no nepcoHany
TpeboBaHus K Bbiclwuee o6pasoBaHuMe Mo HanpaBneHWto MNOArOTOBKM  «DKOHOMUKAY,
obpasoBaHuio 1 06y4eHnto | "YnpaeneHue nepcoHanom" nnm «MeHemxkmeHT» nmbo

BbiCLLEE obpasoBaHue " OOMONHUTENbHOE npogeccnoHanbHoe

obpasoBaHue (nMpodeccrnoHanbHasi NepenoaroToBka) B 061act SKOHOMMKH,
ynpaBrieHusi nepcoHana Wnv opraHusauuy u onnatbl Tpyaa.
MNoBbiweHWe kBanudukaumn.

TpeboBaHus K onbITy
npakTuyeckon paboThbl

Oco6hble ycrnosus Jonycka k




paboTe

[pyrve xapaKTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHue OOKyMeHTa

Koa HanmeHoBaHmne 6a30BoN rpynnbl, 4OMMKHOCTM (Mpodeccun) unm
crneunanbHOCTH

OKS3

1212 Ynpasnstowue TpygoBbiMU pecypcamm

2423 CneumanucTtbl B obracty nogdopa u Ucnosnb3oBaHUs
nepcoHana

4313 Cnyxawme no y4yety paboyero BpeMeHun n pacyety
3apaboTHoM nnaTbl

EKC

- WHxeHep No HOpMMPOBaHUIO Tpyaa

- TexHwuk no Tpyay

- 3KOHOMUCT Mo Tpyay

- MeHepxep no nepcoHany

oKnaTP

27755 OKOHOMUCT o Tpyay

22956 MHcnekTop no kagpam

3.5.1. TpynoBas dyHKUmA

HanmeHoBaHue

OpraHusauus Tpyaa nepcoHana YpoBeHb

Kog E/02.6 |(nogypoBeHb) 6
KBanvdukaumm

MpoucxoxaeHue Tpygosom
dyHKUUK

3anmMcTBOBaHO

OpvirnHan X
13 opurnHana

Kon PerncrtpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUsA

AHanmM3  ycnewHbIX  KOPMOpaTWMBHBLIX  MPaKTUK N0  OpraHusauum
HOPMUPOBaHWA  TpyAa ANA  pasfuuHbIX  KaTeropuin  nepcoHana,
0cobeHHOCTel NPON3BOACTBA U AeATENbHOCTM OpraHu3auum

Pa3pa60TKa CnctemMmbl OpraHunsauun Tpyda nepcoHana W nopsagka
HOPMUPOBaAHNA Tpyada Ha paGquX MecCTax C OLEeHKON 3aTpaT Ha nepcoHarn

BHeapeHue cucTembl opraHusauuy Tpyda nepcoHana W KOHTpomna Haf
HOPMMPOBaHMEM C  ofpedenieHMeM  TPYAOEMKOCTW,  HOPMaTWUBHOW
YMCIEHHOCTH, rpadMKoB paboT U1 YCroBUiA onnaTbl Tpyaa nepcoHana

BbisiBneHne pe3epBoB NOBLILIEHUS NMPOM3BOAMTENBHOCTU Tpyda M kavyecTea
HOPMMPOBaHUS TPyaa, NOArOTOBKA MPEANIOKEeHUA N0 U3MEHEHUAM YCNOBUI
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nonnartbl Tpyaa nepcoHana

MoaroToBKka NpeasioXeHuid Mo hopMMPOBaHMI0 GIOMKETa Ha OpraHM3auuio
Tpyaa nepcoHana

OnpepeneHve 3hEEKTUBHOCTA paboTbl CUMCTEMbl OpraHusauuMu Tpyaa u
HOPMMPOBaHWs Tpyda Ha paboynx MecTax

Heobxooumble ymeHus

BHeopATe MeToabl paunoHanbHOM opraHmMsauumn Tpyga

Pa3paGaTbIBaTb nnaHbl OPraHn3aunoOHHbIX U TEXHUYECKUX MepoanﬂTMVl no
NOBbILWEHNID NPON3BOANTENIbHOCTU Tpyada

AHanusnpoBaTb COCTOSIHUE HOPMUPOBaHUS Tpyda, KayecTBO HOPM,
nokasaTenen no Tpyay

AHanusmpoBaTb 3(pEKTUBHOCTL pPaboTbl CUCTEMbI OpraHu3auun Tpyaa
nepcoHana u HopMUPOBaHUS Tpyaa Ha pabounx MecTax

CoctaBnate KOHTpONMpoBaTb CTaTbM pacxodoB Ha onnaty Tpyada
nepcoHana gna nnaHnpoBaHUA OrookeToB

PaGotaTb C WHOPMaUMOHHBIMKM cuUcTeMaMuM M GasamMu [aHHbIX MO
HOPMMPOBAaHWIO 1 OMnnaTe Tpyaa nepcoHana

Pa3pa6aTblBaTb n OCbOpMJ'IFITb OOKYMEHTbI N0 HanpaBJieHUo AeATENIbHOCTU

CobniogaTe HOPMbI 3TUKKU OEMOBOro ooLeHus

Heobxoaoumble 3HaHMSA

MeToabl y4eTa v aHanu3a nokasartenen no Tpyay 1 onnate Tpyaa

MeTtoobl onpegeneHusi, OLUEHKM W CpaBHEHUS  MNPOM3BOLCTBEHHOW
WHTEHCUBHOCTU U HaNpsXEeHHOCTU Tpyaa

MeToabl HOpMUpPOBaHUS Tpyaa

Me>|<0TpacneBb|e M oTpacneBble HOpMaTuBbl TPYOOBbLIX 3aTpaTt

COBpeMeHHbIe (*)OprI, CUCTeMbl onnatbl U y4veTa npoun3BOOUTESIbHOCTU
Tpyaa nepcoHana

Cuctembl, MeToabl M OpPMbl  MaTeEpPUanbHOrO W HemaTepuarnbHOro
CTUMYNMPOBaHUA Tpyaa nepcoHana

TexHonornn n MeToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OtomxeToB

TexHonorum, MeTodbl U1 METOAMKM MPOBEAEHUSI aHanM3a u cucteMmaTusaumm
OOKYMEHTOB 1 MHGOpMaLUm

OcHosBbl ﬂ,OKyMeHTOO60pOTa N JOKYyMEeHTaLNOHHOIro obecneyeHus

Mopsook Tapudukaumm paboT M pabounx, YCTaHOBMEHUS OOMKHOCTHbIX
oKnagos, gonnaT, Hag6aBok U koaddULMEHTOB K 3apaboTHoW nnaTe,
pacuyeTa CTUMYNMPYIOLLMX BbiNnaTt

TapudHo-kBannuKaLMoHHbIE CMPaBOYHUKM paboT 1 npodeccuin paboumnx
1 KBannUKaLNOHHbIE XapaKTePUCTUKN AOIMKHOCTEN CryKaLlnx

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENIbHOCTU OpraHmn3auunn

CTpykTypa opraHuM3auMm U  BakaHTHble  [OMKHOCTM  (nNpodpeccun,




crneunanbHOCTH)

Kau,posaﬂ NOJINTUKa U CTpaTernd opraHn3auunm

OkoHOMMKa Tpyaa

OCHOBbI OGUJ,EVI n couwaanon ncuxomnormn, couunonormm m ncuxomnornn
TpyAa

TpynoBoe 3aKOHOOATENLCTBO U MHbIE aKTbl, COAEPXKaLLMe HOPMbl TPYAOBOIO
npaea

OcHOBblI apXMBHOIO 3akoHOoAaTenbCTBa M HOPMaTUBHbLIE MPAaBOBblE aKThbI
Poccuinckon ®egepauun, B YacTn BeAeHUs JOKYMEHTaUmMW No nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®egepaunm

3akoHogaTenbcTBO Poccuickon depepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHblE HOPpMAaTuBHbIE aKTbl OpraHmsauuun, perynumpyrwimne nopAagok
opraHun3auunun Tpyga n HOpMmnpoBaHuda nepcoHana

MopsAaok 3aknio4eHnss LOroBOpoOB (KOHTPAKTOB)

HopMbl 3TVKM AenoBoro obuieHuns

BasoBble OCHOBBbI NHOPMATUKMK, CTPYKTYpHOE nocTpoeHune
NHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMK

[pyrve xapaKkTepucTuku

3.5.2. TpypoBas yHKUnA

HanmeHoBaHue

OpraHuszauust onnaTtbl TpyAa nepcoHana YpoBeHb

Kog E/01.6 |(nogypoBeHb) 6
KBanudukaumm

MpoucxoxaeHne Tpygosom
OYHKLMN

3anmcTBOoBaHO

OpurvHan X
13 opurnHana

Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

AHanus YCNeLwHbIX KOpnopaTMBHbIX MPakKTUK No opraHun3aunn cucTtembl
onnartbl TpyAda nepcoHana

PaspaboTka cucTembl onnaTbl Tpyaa nepcoHana

dopmupoBaHne  nnaHoeBoro  Giomxketa  doHOoa  onnatel  Tpyaa,
CTUMYNUPYIOLLMX N KOMMNEHCALMNOHHbIX Bbinnat

BHeapeHuWe cucTembl onnathl Tpyda nepcoHana

MogroToBka npep,no>|<eHm71 no coBepLueHCTBOBaHNIO CUCTEMbI onnaThbl Tpyaa
nepcoHana




Heobxogumble ymeHus

CoctaBnate u KOHTpPONMMpoOBaTb CTaTbM pacxodoB Ha onnaty Tpyaa
nepcoHana gna nnaHnpoBaHuUaA Olo0aKeTOB 1 Q)OHD,OB

rlpVIMeHFlTb TeXHONnormmn MaTepmaanon MoTuBauunun B ynpasneHnn
nepcoHarnom

Pa3paGaTbIBaTb KOHUEenunMw  noCTpoeHnda MOTUBALUMOHHbIX MporpamMmm
paGOTHMKOB B COOTBETCTBUU C LennaAMn opraHn3aunm

AHanusnpoBaTb COBpPEMEHHble CUCTEMbl oOnnaTtel U  MaTepuanbHOW
(MoHeTapHoN) MOTMBaLUKM Tpyaa ANs uenen opraHnsaumm

AHanusnpoBaTb YpOBEHb OMnaTbl Tpyda MepcoHana no COOTBETCTBYIOLLMM
npodeccroHanbHbIM KBanuuKaumsam

MpoBoanTb MOHUTOPUHT 3apaboTHOW NNaThl Ha pPbIHKE Tpyaa

AHanusmpoBaTb hopMbl MaTepuaribHOro CTUMYNUPOBAHUS,, KOMMNEHcaLUui u
NbroT B onnare TpyAa nepcoHana

Pabotate ¢ MH(pOpMaUMOHHLIMKM cucTeMamy M HGasamu AaHHbIX NO onnarte
TpyAa nepcoHana

CocTaBnsATb NPOrHO3bl pa3BUTUSt ONnaThbl Tpyaa nepcoHana

CobniogaTb HOPMbI 3TUKN OETOBOro 00LWEeHUs

Heobxoaumble 3HaHUSA

dopmMbl U cucTeMbl 3apaboTHOM NaThl, NOPSSOK COCTaBMNEHUS OIOLKETOB

Cuctembl, MeTogbl W OpMbl MaTepuanbHOro UM HemaTtepuanbHOro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonormm n meTodbl POPMUPOBaHUS U KOHTPONS BHO4XETOB 1 (HOHAOB

Mopsinok Tapudgukauum paboT M pabouMx, YCTAHOBMEHUSI OOMKHOCTHbLIX
oknagos, fonnaT, Hag6aBok M koadUUMEHTOB K 3apaboTHoi nnare,
pacuyeTa CTUMYNMPYIOLLMX BbinnaTt

MeToabl onpeaeneHnst YNCNeHHOCTU paboTHUKOB

TapudHo-kBanMduKaLMOHHbIE CPaBOYHUKM paboT u npodeccun padounx n
KBanMuKaLMOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN CyXKaLLmMX

MeTogabl yyeTa n aHanmM3a nokasaTenen no Tpyay u 3apaboTHou nnaTe

TexHonorun, MeToAbl U METOAMKM NPOBEAEHUS aHanM3a u cuctemaTusaumm
AOKYMEHTOB 1 MHGOpMaLmm

Kap,posaﬂ NOJINTUKa U CTpaTernda opraHn3auunn

CTpykTypa opraHmsauMm U1  BakaHTHble  JOJDKHOCTM  (Mpodeccun,
cneunanbHOCTK)

TpyOooBoe 3aKoHOAATENBbCTBO U MHbIE aKTbl, coaepKallme HOpMbl TPYOOBOIo
npaea

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepavnm

3akoHogaTenbcTBO Poccuiickon ®efepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOPMaTUBHBIE aKTbl OpPraHn3aLumn, perynupyroLimMe onnary Tpyaa




OcHoBbI TEXHOMOMMN npon3BoacTBa U geAaATerlbHOCTU opraHmn3agnn

OcHoBbI ,q0|<ymeHT0060p0Ta N AOKYMEHTAaUMNOHHOIo obecneyeHust

Mopsagok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

OCHOBBbI 06u.|,e17| n coumaanon ncuxosnornn, couumonormn mn ncmxonornn
Tpyna

HopMbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBbI NHopmaTmku, CTPYKTypHOE nocTpoeHue
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMK

Ipyrve xapaKTepucTuku

3.5.3. TpynoBas cyHKLMA

ALMUHUCTPUPOBaHWE NPOLECCoB U YpoBeHb
HanmeHoBaHue | gokymeHTOO60pOTa NO BONpocam Kog E/03.6 |(nogypoBeHb) 6
opraHusauuu Tpyda v onnatbl nepcoHarna KBanudgukaumm

MpoucxoxaoeHne TpyaoBon
dyHKUUK

3anmMcTBOBaHO
OpurnHan X
13 opurmHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

TpyooBble AeNCTBUSA

AHanM3 npoueccoB [OKYMEHTOOOOpOTa, NokasnbHbIX [AOKYMEHTOB MO
BOMpOCam opraHv3auum onnaTtel 1 Tpyaa nepcoHana

OdbopmneHue JOKYMEHTOB MO Bonpocam onnatbl 1 Tpyaa nepcoHana

MogroToBka I'Ipe,D,J'IO)KeHVIﬁ no BOMpocam onnartbl 1 TpyAa nepcoHana

MoaroTtoBka MPeanoXeHUA MO COBEpPLUEHCTBOBAHMIO CUCTEMbl onnatbl M
opraHvsauuu Tpyaa nepcoHana

ﬂ,OKyMeHTaU,I/IOHHoe n OopraHn3aunoHHoOe conpoBoOXaeHne CUCTEMDI
OopraHusaumm n onnatbl Tpyaa nepcoHana

MopgrotoBka n obpaboTka 3anmpocoB M yBeAOMNEHMW O paboTHuKax B
rocyfapcTBeHHble  OpraHbl, npodeccuoHanbHble  CO3bl UM Apyrue
npegcrtaBuTesibHble  OpraHbl pa6OTHI/IKOB, no cuctemMam onnartbl n
opraHm3aumu Tpyga nepcoHana

COI'IpOBO)KLI,eHVIe aorosopos no OKa3aHuio KOHCYIbTaUNOHHbIX,
MHd)OpMﬁLLMOHHbIX ycnyr no cucrtemam onjiatel U opraHM3auun Tpyada
nepcoHana, BKn4aa npeasapuTerbHblie npoueaypbl No UX 3aknoyeHno

HeobGxoammble ymeHusi

ObecneunBatb OOKYMeHTaunoHHOe conpoBoXxaeHune MepoanﬂTMﬁ no
onnarte un opraHnsauunn Tpyaa nepcoHana

OcbopmnsiTe  JOKYMEHTbI MO BOMpOcaM onnaTbl U OpraHu3auuu Tpyaa
nepcoHana, npefocTasnsiemMble B rocynapCTBEHHbIE opraHsl,




npodeccuoHarnbHble  CO3bl U ApyrMe MpeacTaBuTernbHble  OpraHbl
paboTHMKOB

AHanusmpoBaTb HOPMaTMBHbIE U MeTOAMYEcKUe OOKYMEHTbl Mo Bomnpocam
onnaTbl U opraH13auum Tpyaa nepcoHana

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMM
3akoHogartenoctBa Poccuirckon ®depepaumm 1 foKanbHbIMW - akTamum
opraHusaumm

Bectu yyeT n peructpaumio JOKYMEHTOB B MH(POPMALMOHHbBIX CUCTEMAXx U Ha
MaTepuasnbHbIX HOCUTENSsIX

PaboTtatb c VIH(bOpMaLI.VIOHHbIMVI cuctemamm u 6asamm gaHHbIX MO cUCTeEMaMm
onnaTtbl U opraHn3auun Tpyga nepcoHana

MpounsBoanTb NpefBapuUTENbHbIE 3aKynodHble npoueaypbl U 0OpPMISTb
COMYTCTBYHOLLYIO JOKYMEHTALMIO MO 3aK/OYEHNIO JOFOBOPOB

BecTtu genoByto nepenncky

CobntogaTb HOPMbI 3TUKN OETOBOro 00LEeHUs

Heobxoaumble 3HaHUSA

Mopsaok odOpMMeHUsl, BEAEHUSI U XpaHEeHUst JOKyMeHTauuM no cuctemam
onnaTbl U opraH13auUun Tpyaa nepcoHana

HopmaTuBHble NpaBoBble akTbl, pPerynvpylolimMe npasa U 00513aHHOCTM
rocyqapCTBEHHbIX OpraHoOB M OpraHuW3auuM Mno MNpedocTaBreHUo yYeTHOW
AOKyMeHTaLun

TexHonorun, meToabl U METOAMKN NPOBEAEHUS aHanM3a U cuctematmsaumm
[OKYMEHTOB 1 MHGOpMaLmm

NokanbHble HOpMaTUBHbLIE aKTbl OpraHW3auuu, perynupyromne nopsaok
onnaTbl, opraHM3aLum 1 HOpMMPOBaHKS Tpyaa

OcHosBbl ,D,OKyMeHTOO60p0Ta 1N OOKYMEHTaUuMOHHOIo obecneyeHust

Mopsinok opMupoBaHusi, BefeHWst GaHKa [daHHbIX W NpefocTaBreHust
OTYETHOCTM MO cucTeMam onnatbl M opraHM3aumm Tpyga nepcoHana

TpyOooBoe 3aKkoHOAATENbCTBO U MHbIE aKTbl, coaepXKallme HOpMbl TPYOOBOro
npaBa

OCHOBbI apxMBHOro 3akoHOAaTenbCTBa W HOPMAaTUBHbIE MPaBOBbIE aKTbl
Poccuickon ®egepauun, B YacTn BegeHNUs JOKYMeHTaumy no nepcoHany

OcHoBbl HanoroBoro 3akoHogaTenbcTBa Poccuiickon eagepauum

3akoHopaTenbcTBO Poccunckon Pegepaumm o nepcoHarnbHbIX JaHHbIX

Mopsaaok 3aknoyeHnsa JoroBopoB (KOHTPaKTOB)

lMopagok  npoBedeHMs  3aKymnoudHblX — npouedyp W odopMieHus
COMYTCTBYIOLLIEN JOKYMEHTaL MmN

HopMbl 3TUKK AenoBoro obLieHns

BasoBble OCHOBBbI NMHpopMaTUKu, CTPYKTYypHOe nocTpoeHune
NMH(OPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMK




Ipyrve xapaKkTepucTuku

3.6. ObobLeHHas TpygoBas pyHKUMS

eATeNbHOCTb MO OpraHu3aLmm YpoBeHb
HaunmeHoBaHve a - P o Koa F P 6
KOpnopaTUBHOW COoLManbHON NOMUTUKN KBanudmkaumm
MpoucxoxaeHune
P Hae . 3aMMcTBOBaHO
0000LeHHOM TpyaoBOM OpwurunHan X
13 opurnHana
OYHKLMN
Kog PeructpauunoHHbin
opurnHana HoMep
npodeccnoHanbHoOro
cTanfgapTa

Bo3MOXHble HanmeHoBaHUs
AOMmKHOCTen, npodeccun

CreuuwanncT no coumanbHbIM Nporpammam

Cneuuanuct no paboTe ¢ npegctaBuTeNbHBIMU OpraHamu paboTHUKOB
CreuunanncTt no KopnopaTMBHOW COLMansHOW NONUTKKE

CreuuanncT no nepcoHany

MeHemxkep no nepcoHany

TpeboBaHus K
0bpasoBaHuio 1 0ByyeHuto

Boiclwee obpasoBaHme NoO HanpaBrneHuio NOAroTOBKM "YnpasneHue
nepcoHanom" nnun «MeHempxmeHT» NMdo

BbiCcLLee obpa3oBaHue 1 AONOMHUTENBHOE NPOdECCUOHANBHOE
obpasoBaHue (npodeccrmoHanbHas nepenoarotToska) B 0bnactu ynpasneHus
nepcoHana nnm KopnopaTMBHOWM CoLNanbHOM NOSIUTUKN.

MoBbliweHWe kBanudukaumn.

TpeboBaHus K onbITy
npakTudeckon paboThbl

Ocobble ycrnoBus gonycka k
paboTte

[pyrne xapakrepucTumkm

JononHutenbHble XapaKTepUCTUKU

HaumeHoBaHne goKkymeHTa Kopn HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
Unu cneumanbHoCTU
OK3 1212 Ynpasnsiowue TpygoBbIMU pecypcamm
4416 Cnyxaliune no BefeHUIo KagpoBon JOKYMeHTauuu
EKC - CneumanncTt no kagpam
- MeHenxep no nepcoHany
oKnaTP 27755 OKOHOMWCT no Tpyay
22956 MHcnekTop no kagpam
OKCO - -
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3.6.1. TpynoBas yHKUNA

HanmeHoBaHue | nonuTmkK

Pa3paboTka koprnopaTUBHOM coLManbHOM YpoBeHb

Kog F/01.6 |(nogoypOBEHb) 6
KBanudukaumm

MpoucxoxaeHue TpyooBon
dyHKUUK

3anmMcTBOBaHO

Opwurunan X
13 opurmHana

Kopn PernctpaunoHHbIn
opurmHana HOMeEp
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBUS

AHanus YCNEeLWHbIX KOpnopaTuUBHbIX NMPAaKTUK NO opraHn3aunnm couunasibHOro
napTHEepPCTBa, coumnanbHON OTBETCTBEHHOCTU N coLMarnbHbIX nporpamm

PaspaboTtka kopnopaTBHbIX CoUManbHbIX MPOrpaMmm

Pa3pa60TKa CUCTEMBbI BbliMnaTt pa6OTHVIKaM coumnanbHbIX NbroT

OpraHusaumst NeperoBopoB C NPodeccroHanbHbLIMKM Col3aMu U APYrMMK
npeacTaBUTENbHBIMU opraHamu paboTHMKOB, 06L1ecTBEHHbIMU
opraHusauvsiMu, B3auMoAeNCTBIE C rocyAapCTBEHHbIMU OpraHamu

MogrotoBka npeanoxeHwi Mo opMmupoBaHuo Olompkera B YacTu
obecneyveHns KopnopaTUBHOM COLManbHOW MNOMUTUKN

Heobxogumble ymeHus

OnpegensaTe  uUeneBble  rpynnbl  MNepcoHana  ans  pas3paboTku
cneumanua3npoBaHHbIX coLluarnbHbIX NporpaMm

JdoBoanTb MHpOpMaLMIo O coumarnbHbiX Mporpammax A0 LeneBbIX rpynn
nepcoHana ¢ UCromnb30BaHNEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHMKALMIA

Oﬂpeﬂ,e]’lﬂTb Kputepumn n yposHu yooBrneTBOPEHHOCTU NepcoHana

Vcnonb3oBaTb MaTepuarnbHble M HemaTepuarnbHble CUCTEMbI, MeToObl U
dopMbl MOTMBALMM B yNpaBieHUn NEPCOHANoM

OnpenenaTb obbeMbl CpPeAcTB AONS peanu3auun coumanbHbIX rapaHTuid,
KOPNopaTUBHBLIX NbFOT WU MHbLIX 3NEMEHTOB KOPMOPAaTUBHBLIX COLMAanbHbIX
nporpamm ans opmMupoBaHnsa GroaxeTos

CoctaBnatb u KOHTpONMpoBaTb CTaTb pacxogoB Ha counalnbHble
nporpamMmmsbl An4a niaHnpoBaHUA GroaKeToB

MpounsBoauTb NpeaBapuTeribHble 3aKynoyHble Mpoueaypbl U odopmneHue
COMYTCTBYIOLLEH OKYMEHTaLMM MO 3aKIYEeHWI0 JOFOBOPOB

Co6nioaaTh HOPMbI 3TUKK OEMN0BOro 06LLEeHUs

Heobxoaumble 3HaHuSA

Mopsgok M MeTodbl paspaboTku MMnaHoB M MporpaMMm  COLManbHOro
pa3BUTUS opraHusaLum

MeToapl aHanu3a BbINOMHEHWUSI COLMalnbHbIX NPOrpamMmm 1 ONpeaeneHnst nx
3KOHOMMYECKON 3hPEKTUBHOCTH




Cuctembl, MeTodbl M (POPMbl MaTepuanbHOro W HemaTepuarnbHOro
CTVMYNUPOBaHUS TpyAa nepcoHana

TexHonorun n metoasl GOPMUPOBAHUS U KOHTPONS BIOMKETOB

MeToapbl nposeaeHunA COLMNONIOrn4ecKmnx nccnegoBaHun, N3y4vyeHunA
06LWeCcTBEHHOIO MHEHUS

TexHonornm, MeToabl U METOAMKN NPOBEAEHUS aHanM3a U cucteMaTusaumm
OOKYMEHTOB U MHGOpMaLmm

Mopsignok  MpoBeAeHUs  3aKymouyHbliX  mpouegyp W odopMIieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I neAaATernbHOCTN opraHn3auunm

OcHoBbl 06Leit 1 coumnanbHOM MCUXOMOrMK, COLMOMOMMU U MCUXOMOrn
TpyAa

CTpykTypa, uenu, ctpaTerns n kagposasi NoNUTUKa opraHu3auum

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, CoAepXKallme HOpMbl TPYOOBOIo
npaBa

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon Pegepaumm

HopmaTuBHble MpaBoOBble akTbl, pPerynupylolme npaea U 06A3aHHOCTU
roCcyqapCTBEHHbIX OpraHoB, MPOGEeCCUOHAmNbHBIX CO30B W OpYruX
npeacTaBUTENbHbIX OPraHoB PaboTHUKOB

3akoHoaaTenbcTBO Poccuiickoit deaepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOpMATMBHbIE akTbl OpraHv3auuu, perynupylowime nopsiaok
dopmunpoBaHusa coLmanbHON NONUTUKK

OcHoBbl npaBoBoro perynuposaHus Poccuiickon depepauny nopsgka
3aKIMYeHM JOTOBOPOB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

basoBble OCHOBbI I/IHCbOpMaTVIKI/I, CTPYKTYpHOE NOoCTpOoEeHNEe
MHd)OpMaLLMOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrne xapakrepucTumkm

3.6.2. TpynoBas dyHKUMSA

HanmeHoBaHne |nonuTuku

MpoucxoxaeHue Tpygosom
dyHKUUK

Peannsauunsa kopnopaTnBHOW coLMansHOm YpoBeHb
Kog F/02.6 |(nogoypOBeHb) 6
KBanvdukaumm
3aMmcTBOBaHO
OpvrnHan X
13 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro

CTaHaapTa




TpynoBble AencTBUS

BHe,qpeHMe KOpNopaTuBHbIX couuaribHbiX nporpaMmm, B TOM 4uUclne no
counanbHon nogaepiKke otaesibHbIX rpynn pa6OTHVIKOB

Peanmsau,vm CUCTEMbI couuManbHbIX NbroT, BbiNNaTt pa6OTHVIKaM C y4dyeToMm
TpeboBaHuii 3akoHoaatenscTea Poccuiickon ®epepavuu

OueHka yOoOBNETBOPEHHOCTM MNepcoHana KopnopaTMBHOM — couuMarnbHOW
NONUTUKON

OueHka 3P(PEKTUBHOCTM  MEPOMNPUATMIA  KOPNOPaTMBHOM  CoUManbHOMN
NONUTUKU

MogroToBka I'Ipeﬂ,J'IO)KeHVIﬁ no coBepLIeHCTBOBaAHUIO MepOHpMﬂTMVI
KOpHOpaTMBHOVI coumnanbHON NOMAUTUKK

MogroToBka npeanoxeHun no copmupoBaHuio GrogXxeTa Ha peanusauuto
KopnopaTUBHOWM COLManbHOM MOMUTUKA N coLMarnbHbIX NPOrpamMm

Heobxogumble ymeHus

PaccunTbiBaTh 3aTpaTbl Ha NpoBeAeHVe CreunuaniaMpoBaHHbIX coLpasibHbIX
nporpamm

npOBO/J.VITb MOHUTOPWUHT yCNneLwHbIX KOpnopaTuBHbIX colMalribHbIX NporpaMmm

MpoBoauTb MeponpusiTUS B COOTBETCTBUM C KOPMNOPaTUBHOM COLMANbHOM
NONMUTUKON

On penenatb Lernesble rpynnbl nepcoHana ansa co3gaHunA
cneunanmn3npoBaHHbIX couuaribHbIX nporpamMmmv

OnpenenaTb KPUTEPUM N YPOBHW YAOBNETBOPEHHOCTUN NEPCOHana

OnpepnenaTb 3(EKTUBHOCTE MEPONPUATUA peannu3yemMonl KopnopaTUBHOWN
coumanbHOM NoONIMTUKK

OpraHns3oBbiBaTb  B3aWMOAEWCTBME C  FOCYAAPCTBEHHbIMW  OpraHamu,
npocheccroHanbHbIMU CO3aM1U U OPYrMMU NPEACTaBUTENBHBIMU OpraHamm
paboTHMKOB, OOLLECTBEHHBIMU W WHBIMW OpraHu3auusiMu Mo BOMpocam
peanu3aunm KopropaTUBHOW coumarnbHOW NOMUTUKU

AHaJ'II/I3I/IpOBaTb PbIHOK Yycnyr no couuanbHbiIM U cneuynanmsmpoBaHHbIM
nporpammam coumanbHomn noanepXkKnu 4YrneHoB uUeneBbiX rpynn U rotoBuUTb
npegnoXeHuma no nx nocrtaBLlmMKam

MpousBoauTb NpeaBapuTenbHble 3akynoyHble npoueaypbl M odopMNSATb
COMYTCTBYIOLLYIO JAOKYMEHTALMIO MO 3aKMYEHNIO JOrOBOPOB

CobniogaTb HOPMbI 3TUKKU OENOBOro ooLweHus

Heobxogumble 3HaHMSA

BOI'IpOCbI ynpaslieHuna counanbHbIM pa3BUTUEM OpraHu3aunn

MeToabl aHanu3a BbINOMHEHMS KOPMOPATUBHBIX COLMarbHbIX MporpaMmMm u
onpeaeneHns Nx 3KOHOMNYECKOM 3PPEKTUBHOCTH

Cucrtembl, MeToabl, OPMbl MarepuanbHOro U  HemaTepuarnbHOro
CTMMYNMPOBaHWA Tpyaa nepcoHana

MeToabl nposeaeHunA coumnonorn4yeckmnx nccnegoBaHun, N3y4eHunq
00LEecTBEHHOrO MHEHUS

TexHonormm, MeToabl U METOANKM nposegeHunA aHanmsa u cucrematu3audumun




[IOKYMEHTOB 1 MHdpopMaLImK

HopmaTuBHble NpaBoOBble akTbl, Perynupylolwmne npaBa M 006513aHHOCTM
rocyQapCTBEHHbIX  OpraHoB, MpPodEeCcCMOHarbHbIX  COH30B U APYrux
npeacTaBUTENbHLIX OpraHoB pPabGOTHMKOB MO MPEedoCTaBEHMI0  YYETHOM
JAOKyMeHTaLun

Mopsigok  MpoBeAeHUs  3aKymouvHblX  Mpouedyp W odopMiieHus
COMYTCTBYIOLLEN AOKYMEHTaLNUM

CTpykTypa, Lenu, ctpaterns u kagposasl NonuTMKa opraHMsauum

OcHoBbI I'IpOI/I3BO,EI.CTBeHHOI7I OeATEeNIbHOCTU OopraHn3aunm

OcHoBbl 06LLel 1 coumanbHON NCUXONOrMKn, CoOLMONorumn 1 NCUxXonornn Tpyaa

TpynooBoe 3akoHOAATENbCTBO M MHbIE aKTbl, coAepXKallumMe HOpMbl TPYAOBOIO
npaBa

OcCHOBblI apXMBHOTO 3akoHOA4ATeNnbCTBAa WM HOPMATUBHLIE NPABOBbIE aKTbI
Poccuiickon ®egepauun, B YacTn BegeHUs JOKYMeHTaumy no nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuinickon degepaunm

3akoHopaTenbcTBO Poccunckon ®egepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble akTbl OpraHusauuMn, perynupylowme nopsaok BHeapeHus
coumnanbHOM NONUTUKK

Mopsiaok 3akroYeHust 4OroBopoB (KOHTPaKToB)

Hopmbl 3Tukn genoBoro obLeHus

Ba3zoBble OCHOBb! MHbopMaTUKK, CTPYKTYpHOE NoCTpoeHue
MHPOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaBoTbl C HAMMU

[pyrne xapakrepucTumkm

3.6.3. TpynoBas dyHKUMSA

AOMWHUCTPUPOBaAHME NPOLECCOB U YpoBeHb
HaunmeHoBaHve |OoKyMeHTOOOOpOTa No Bonpocam Kog F/03.6 |(nogypoBeHb) 6
KoprnopaTUBHOW CoLMansHOM NONUTUKN KBanudukaumm

MpoucxoxaeHue Tpygosom
dyHKUUK

3anmcTBOBaHO
OpvirnHan X
13 opurMHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa

TpyooBble AecTBUSA

AHanm3 npoLeccoB [OOKYMEHTOOOOpOTa, foKasnbHbIX [OKYMEHTOB MO
BOMpOCaM KOprnopaTMBHOM CoLManbHOM NOMNTUKA

[lokymeHTaUnoHHOe ohopMIlIEH e pe3yrbTaToB KOpnopaTMBHOM colnansHom
NOSNNTUKN




MogrotoBka NpeanoXeHUn no pasBUTUIO KOPMNOPAaTUBHOM couMarbHON
NONNTUKN

MoprotoBka  pe3ynbTaTtoOB  aHanu3a  COOTBETCTBUS  KOpnopaTUBHOWN
coumnanbHOM MONUTUKM TpeboBaHMAM  3akoHogaTenbcTBa Poccuinckon
denepaumun n ycnoBuaMm pbiHKa Tpyaa

ﬂ,OKyMEHTaU,VIOHHOG n opraHm3aumoHHOE conpoBoXaeHune MepOI'IpVIFITVIVI
KOpI'IOpaTVIBHOIZ coumnanbHON NOMUTUKN

MoprotoBka n obpaboTka 3anpocoB M yBedoMIieHUn O paboTHukax B
rocyfapCTBeHHble  OpraHbl, NpodeccuMoHanbHble  COoH3bl U apyrue
npeacrtaBuUTENbHbIE OpraHbl  paboTHMKOB MO BOMPOCaM  couunarbHON
MONMUTUKM B OTHOLLEHWM NepcoHana

ConpoBoxaeHne [OOroBOpPOB MO OKa3aHWKO  KOHCYNbTAUWMOHHBLIX U
WH(POPMALIMOHHBIX YCMYr MO MeponpuUATUAM KOPNOPaTMBHOW COLManbHON
NONUTKKK, BKMOYasa NpeaBaputenbHble NpoLeaypbl N0 UX 3aKN0YeHUIo

Heobxogumble ymeHus

OcbopMnsATb  AOKYMEHTbI MO  BOMPOCaM  KOPMopaTUBHOW  coumarbHO
NOSINTUKN, npefocTasnsiemMble B rocyaapcTBEHHblE opraHbl,
npeacTaBuUTeNbHblE OpraHbl PaGoTHUKOB

AHanunsnpoBaTtb npasuna, nopsiaKku, npoueaypsbl KopnopaTuBHON
coumnanbHOM NONUTUKK

Ob6ecneunBatb AOKyMEeHTaUuMOHHOEe conpoBoXaeHne coumnanbHOW NOSMUTUKK
B OTHOLUEHNN nNepCoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYyMEeHTOB B COOTBETCTBUU C Tpe6OBaHI/IFIMVI
apXMnBHOro 3akoHoaaTes1bCTBa Poccuiickon <Dep,epauvw| N noKasnbHbIMU
akTamMun opraHunsauunm

Mpon3BoauTb NpeaBapuTENbHbIE 3aKyrnoyHble MNpoueaypbl U 0OpMNSTb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMIOYEHNIO JOrOBOPOB

Pabotatb c VIHCbOpMaLI,VIOHHbIMM cuctemamm U 6asamMm gaHHbIX Mo Bonpocam
coumnanbHON NOSIUTUKM B OTHOLLEHUN nepcoHana

BecTtu yyeT n peructpaumnio JOKYMEHTOB B MHOPMALMOHHBLIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENSX

BecTtu genosyto nepenucky

Co6nioaaTe HOPMbI 3TUKX A€N0BOro 06LLEeHUS

Heobxoaumble 3HaHUSA

MNopsagok odhopMneHus, BeAeHUs U XpaHeHUs AOKyMeHTaumn no coumasnbHOn
NnoniMTMKe B OTHOLLUEHUN NepcoHana

Mopsinok dopMMpoBaHWsl, BeaeHUst GaHka [OaHHbIX W MPefoCTaBreHUs
OTYETHOCTM MO BONPOCaM coumarbHOW NONUTUKN B OTHOLLEHWUM NepcoHana

TexHonorun, metToabl U METOAMKN NPOBEAEHUS aHanM3a U cuctemaTmsaumm
[OKYMEHTOB 1 MHGOpMaLmm

OcHosBbl D,OKyMeHTOOGOpOTa 1N OOKYMEHTaUuMOHHOIo obecneyeHus

Mopagok  npoBedeHVst  3aKymoudHbix — npouedyp W 0odopMieHus
COMYTCTBYIOLLIEN JOKYMEHTaL MmN

CTpykTypa opraHusauMum W  BakaHTHble  [OOMKHOCTM  (Mpodpeccuu,




cneunanbHOCTK)

TpyOooBoe 3aKoHOAATENbCTBO M MHbIE aKTbl, CoAepXKallme HOpMbl TPYO4OBOIoO
npaea

OcHoOBbI apXMBHOrO 3aKoHOAATeNnbCTBA WM HOPMAaTUBHbIE MPaBOBbIE aKThbl
Poccuiickoit ®epepauuu, B 4acTu BeleHUsl OKyMeHTaLuMK Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuinckon depepaunm

HopmaTuBHble NpaBoBble akTbl, Perynvpylolime npasa M 00513aHHOCTM
rocyqapCTBEHHbIX OPraHoB, MPOGECCUOHAmNbHbIX COW30B U APYrKX
NpeAcTaBUTENbHLIX OpraHOB PaBGOTHWKOB MO MPEdOCTaBMEHUI0 YYeTHOM
AOKYMeHTaLum

3akoHogaTenbcTBO Poccuickon depepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHblEe HOpMaTuMBHbIE aKTbl OpraHun3auunu, perynmpyrwwme nopAanok
BHeOpeHnd KOpHOpaTMBHOVI couunanbHOW NOSIUTUKM N coumanbHbIX nporpaMmm

MopsAaok 3aknioYeHnss OroBOPOB (KOHTPAKTOB)

HopMbl 3TuKK AenoBoro obLieHns

basosble OCHOBBbI NHOPMATUKMK, CTPYKTYpHOE nocTpoeHve
NMHAOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMK
Opyrvue xapakrepucTukm -
3.7. O606LeHHasn TpyaoBas pyHKUMSA
OnepaumnoHHOe ynpasneHne nepcoHanoMm u YpoBeHb
HaumeHoBaHue pa ynp P Kona G P 7
noapasaeneHnemM opraHusaumm KBanudukaumm
IMpouncxoxaeHne
b kne o 3aMmMcTBOBaHO
0606LLEeHHON TpyaoBON OpuruHan X
13 opurnHana
dyHKUUK
Kon PerncrtpaunoHHbIn
opurnHana HoMep
npodeccnoHansHoro
CcTaHdapTa

Bo3MoHble HanMeHoBaHUs
DOIKHOCTEn, npodeccui

PyKOBOﬂ,MTeﬂb CTPYKTYPHOIro nogpasaernieHuns
HavanbHuk CTPYKTYPHOIo nogpasaeneHna

TpeboBaHus K
06pa3zoBaHuio 1 00y4YeHUI0

Bobicwee ob6pasoBaHme (cneuynanuteT, MarucTpaTtypa) no HanpaseHNto
NnoaroToBKN «QKOHOMUKAY, "YNpaBneHne nepcoHanom" unn « MeHemKMeHT»
nnbo

BbicLLee obpa3oBaHue (cneunanuTeTt, MarucTpaTtypa) 1 LONofHUTENbHOE
npodeccuoHanbHoe obpasoBaHue (NpodeccnoHanbHas NepenoaroToBka) B
obracTn 3KOHOMUKM, yNpaBrieHnsi NepcoHana unv MeHeakKMeHTa.
MNoBbiWweHne KBanudukauum.

TpeboBaHus k onbITy
npakTuyeckoi paboTl

He meHee nNaTu net B o6nacTy ynpaeneH1si nepcoHanom




Ocobble ycnosus gonycka K
paboTte

[pyrue xapakrepucTukm

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHne gokymeHTa Koa HanmeHoBaHune 6a3oBon rpynnbl, 4OMMKHOCTM (Npodeccun)

nnn cneunanbHOCTU

OKS3

1212 Ynpasnstowue TpygoBbiMyU pecypcamm

EKC

- HavanbHuk otaena KagpoB

- HavanbHuk otaena opraHusaumm n onnartbl Tpyaa

- HavanbHWK oTAena NnoaroToBKK Kagapos

- HauanbHuKk oTaena counanbHOro pa3BnTuA

- 3aBegyoLmnn (Ha4YanbHUK) OTAENOM KagpoB

OKMnAaTP

24063 MeHepxep no nepcoHany

3.7.1. TpynoBas dyHKUuSA

Pa3spaboTka cuctembl onepaLmoHHOro YpoBeHb
HaumeHoBaHve |ynpaBneHus nepcoHanom n paboTbl Kog G/01.7 |(nogoypoBeHb) 7
CTPYKTYPHOrO nogpasaeneHuns KBanudukaumm

MpouncxoxaoeHne TpyaoBon
OYHKLMN

3anmMcTBOBaHO
OpwurunHan X
13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa

TpynoBble AencTBuUsA

AHanus yCcnelwHbIX KopnopaTUBHbIX MPakKTUK MO BOMpocCaM CTpaTtern4eckoro
M onepaTtnBHOIO ynpaslieHUa nepcoHarioMm opraHnsauum

MocTaHoBKa onepaTtmBHbIX uenemn no BOMnpocCam ynpasJieHnda nepcoHarom

PaspaboTka nnaHoB, nporpamMmm 1 npoueayp B ynpasrieHun nepcoHanom

Pa3paboTka npeanoXxeHuii No CTPYKType noapasgeneHusl u notpebHocTn B
nepcoHane

PaspaboTtka npeanoxeHun no obecnevyeHnto nepcoHanom, hopMMpoBaHNIO
CUCTEeM OUEeHKHW, pa3Butuda, onnatbl TpyAa, KOpnopaTuBHbIM couualibHbIM
nporpaMmmam 1 coumanbHON NOANTUKE

PaspaboTka npeanoxeHuid o 3aTpatax UM dopmMmupoBaHuio GlogxeTa Ha
nepcoHan

Pa3pa60TKa I'Ipe,D,ﬂO)KeHMVI Nno 3aKnw4yeHunto O0rosopos Mo YynpaBlieHUIO
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nepcoHarnomMm C nocTtaBwWmMkaMmn ycnyr un nposeageHne npenBapuUTesibHbIX
npouenyp no nx 3akrnt4eHuro

Heobxooumble ymeHus

OpraHu3oBbiBaTb paboTy nepcoHana CTPYKTYPHOro noapasaeneHuns

Onpep,ensm: 3agayun nepcoHana CTPYKTYypHOro nogpasaerneHunda, ncxogda mi3
uenemn n cTparernn opraHm3auunm

Co3pgaBaTb M OMWCLIBaTb OPraHW3auMOHHYK CTPYKTYPY, LUEenu, 3ajayu,
hyHKLMN CTPYKTYPHOrO nogpasgenexHms

anIMeHFITb MeTodbl  ynpaBneHuna - MeXImyHOCTHbIMW  OTHOLUEHUAMU,
CbOpMVIpOBaHI/IFI KOMaH4, pa3sutna nngepctea WU UCNOJIHUTEITbHOCTH,
BblABJIEHNA TaNlaHTOB, onpeaesieHna ygoBrieTBOPEHHOCTA pa60T017|

Onpep,enmb, aHannanpoBatb, MogenmpoBaTb U BbiCTpamBaTb BHYTPEHHUE
KOMMYHUKauunn nepcoHana

PaspabaTtbiBaTb NPOEKTHbIE NPEASIOKEHNS U MEPONPUSTUA NO IDDEKTUBHOMN
paboTte nepcoHana

BHeﬂ,pFITb cTpaTeruto no ynpasJfieHUO nepcoHaniomMm

CocTtaBnatb, paccyMTbiBaTb, KOPPEKTUPOBATb W KOHTPONMPOBaTb CTaTbu
pacxofoB Ha nepcoHan, paspabaTbiBaTb NPeAnoXeHWs no 3atpatam Ha
nepcoHan ans opMmnpoBaHus brogpxkeTa

npeﬂ,CTaBﬂﬂTb NHTEpPECHI opraHunsauunmn n BeCTn neperoBopbl Cc
I'IpOd)eCCI/IOHaJ'IbeIMI/I COor3amMun 1N apyrmumun npeacraButTesibHbIMM OopraHamun
pa6OTHVIKOB, B3anMMOAENCTBOBATb C rocyaapCrtBeHHbIMU OpraHn3aunamMmm

AHanuanpoBaTb MHGOPMauMiO MO nocTaslWukam ycnyr B obnactu
ynpaBneHnst NepcoHanom 1 no yCrnoBUsM 3aKmoyaeMbiX JOrOBOPOB

Mpon3BoauTb NpeaBapuTEnbHbIE 3akyrnoudHble npoueaypbl U odopMnsaTb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMI0YEHNIO JOrOBOPOB

PaboTtatb c VIHCbOpMaLI,VIOHHbIMM cuctemamm u 6asamm gaHHbIX Mo Bonpocam
ynpasneHna nepCoHasriom

OpraHn3oBbIBaTb M NPOBOAUTL KOPNOPATUBHBLIE MEPOMNPUATUS C NEPCOHANOM

Co6nioaaTe HOPMbI 3TUKX A€N0BOro 06LLEeHUS

Heobxoaumble 3HaHUSA

MeToabl, cnocobbl M MHCTPYMEHTHI YNPaBfeHWs NepcoHanom

LleJ'II/I, cTparerma passutma n OGu3Hec-nnaH opraHmnsauunmn

MNonntuka ynpaelieHua nepcoHarnom opraHmusauunm

MeTofbl aHanmn3a KONM4YeCTBEHHOMO N KA4eCTBEHHOrO cocTaBsa nepcoHana

CvicTeMbl cTaHgapToB no 6usHec-npoLleccam, Npogeccusim, HopMam Tpyaa

Cuctembl, meToabl WU (bOprI mMaTtepuarnbHoro um HematepualibHOro
CTUMYNMpoBaHuA Tpyaa nepcoHarna

TexHonorum n metoabl GopMUPOBaAHMS U KOHTPOIS BoaXETOB

Mopsigok  npoBedeHVs  3aKyrMouyHbIX  Mpouedyp W odopMieHus
COMYTCTBYIOLLEN AOKYMEHTaLMM




OcHosBbl I'IpOI/ISBO,EI,CTBeHHOVI OeATerNnbHOCTN opraHn3auunm

OcHoBbl 00WENn M coumanbHOM MNCUXOMOrMKU, COLIMOMNOMUK M MCUXONOrnn
TpyAa, 3KOHOMUKM Tpyaa, 6e3onacHbIx ycrnosum Tpyaa

CTpykTypa opraHusaumu

TpynoBoe 3aKOHO4ATENbLCTBO M MHble akTbl, CoAepXalume HOpMbl TPY4OBOrO
npaea

OcHOBbI apXMBHOrO 3aKoHOAATeNnbCTBa WM HOPMAaTWBHbIE MNPaBOBbLIE aKTbl
Poccuiickoit ®epepauuu, B 4acTu BeleHUs AOKyMeHTaLuMK Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccuinckon depepaunm

OcHOBbI MWrpauUMOHHOrO 3akoHogaTenbcTBa Poccuiickon Pepepaunun, B
YacTu NPVBMEYEHUs U TPYAOYCTPONCTBA MHOCTPaHHbIX rpaxkaaH u nuy 6es
rpaxgaHcTea

OcHosBebl aAMUHNCTPATUBHOINO 3aKoHoOJaTeslbCTBa B obnactun ynpasneHuna
nepcoHarnom n oTBeTCTBeHHOCTU OOJMKHOCTHbIX Nl

3akoHogaTenbcTBO Poccuiickoin deaepauum no 3aliute nepcoHanbHbIX
OaHHbIX

JlokanbHblEe HOpMaTMBHbIE aKTbl OpraHn3auum B obnactu ynpaBlieHuda
nepcoHasriom

MopsAaok 3akniovYeHnss 4OroBOPOB (KOHTPAKTOB)

HopMbl 3TuKM AenoBoro obLieHns

basoBble OCHOBBbI NHGOPMATUKMK, CTPYKTYpHOE nocTpoeHve
NHMOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Ipyrve xapaKkTepucTuku

3.7.2. Tpynosas (pyHKLMSA

Peannsauunsa onepaynoHHOro ynpasneHus YpoBeHb
HaumeHoBaHve |nepcoHanoM u paboTbl CTPYKTYPHOIO Kog G/02.7 |(noaoypoBeHb) 7
noapasgeneHus KBanudukaumm

MpoucxoxaeHne Tpygosom
OYHKLMN

3aMmcTBOBaHO
OpuruHan X
13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AencTBUSA

nﬂaHI/IPOBaHI/Ie AeATenbHOCTU nogpasgerieHna N nepcoHana

OnepaTuBHOe ynpaerieHve nepcoHanom nogpasgeneHuns opraHusaumum

PacueT 3aTpaT no noapasgeneHuio UM MNOATOTOBKA MNpeanoXeHWn Ons
dopmupoBaHus GlogkeTa




Pa3p860TKa CTaHOapToB AOeATellbHOCTU nogpasfeneHna u yHI/ICbI/IKaLI,I/IFl
npoueccos

MpoBeOeHne NHCTPYKTaxa Mo oxpaHe Tpyaa

MoctaHoBka  3agady  paboTHMKAM  CTPYKTYPHOro  MogpasfeneHus,
onpeaerieHve pecypcoB OJ1si VX BbIMOSTHEHUS!, KOHTPOSIb UCTIONHEHWS

AHanu3 nnaHoB W OTYETHOCTM MOAYMHEHHbLIX PaboOTHMKOB, pa3paboTka
npeanoXeHui No yrny4LleHnio nokasaTenemn 4essTeNbHOCTM NoapasaeneHms

dopmMpoBaHMe OTYETOB O paboTe CTPYKTYPHOrO noapasaeneHns

Heobxooumble ymeHus

OnpenenaTtb 30HblI OTBETCTBEHHOCTM M 3PPEKTUBHOCTN paboThl nepcoHana
CTPYKTYpPHOro nogpasfeneHus, pacnpefensaTs 3agadn u obecneumsBaTtb
MaTepuanbHO-TEXHNYECKME pecypchbl AMst UX UCMOMHEHMS

anIMeHFITb MeTOoObl ONepaTnBHOIO ynpaslieHNA nepCcoHanomM opraHm3aunn

KOHTpOJ’II/IpOBaTb ncnonHeHue nopyquw?l n 3ajad, BHOCUTb
cBOeBpeMeHHble KoppeKunn B niaHbl 1 3aga4un

OnpegenaTe  nokasatenn  3dEKTUBHOCTU paboThbl nepcoHana
noapasaeneHus

YnpaBnAte MOTMBaLMEN NepcoHana, ero BOBMEeYEeHHOCTb0 U AUCLUMNINHON
TpyAa

CoctaBnaATb  nnaHbl  AEATENbHOCTM  CTPYKTYPHOrO  noapasgeneHusi
opraHu3aumu

CocTaBnisiTb, paccyMTbiBaTb, KOPPEKTUPOBAaTb W KOHTPONMPOBaTb CTaTbi
pacxofoB CTPYKTYPHOro noapasgeneHus ans hopMmpoBaHmus GoaKeToB

Mpon3BoanTb aHanm3 TekyLlen 4esTeNbHOCTU CTPYKTYPHOro noapasaeneHus
1 BHeOPsiTb NpoLeaypbl Mo ee ONTUMU3aLnm

MpencTtaBnATb  MHTEpecbl  opraHu3auuM U BECTM  NEPEroBopbl ¢
rocyfapCTBEHHbIMU opraHamu, NpodeCCUOHarnbHLIMIU CO3aMuU U OPYrvMU
npeacTaBUTENbHLIMW OpraHaMu paboTHUKOB MO BOMpPOCcaM nepcoHana

Bectn neperosopbl C NOCTaBLMKaMW YyCnyr no YyCNoBUAM 3aKrk4YaeMblX
[orosopos

Mpon3BoauTb NpeaBapUTENbHbIE 3akyrnoyHble npoueaypbl U O0OPMNSATbL
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMI0YEHNI0 JOrOBOPOB

npOBO/J,VITb ayauT pesynbTaToB pa6OTbI C nepcoHasnom

Pa6oTaTtb ¢ MHOPMALMOHHEIMU cUCTEMaMM 1 6asaMm AaHHbIX N0 BOMpocam
yrnpaBneHusi nepcoHanom

Co6nioaaTe HOPMbI 3TUKK AEN0BOro O6LLEeHNS

Heobxoaumble 3HaHuSA

Teopun ynpaeneHusi nepcoHanoM 1 ero MoTuBaLum

MeToobl aHanu3a BbINOMHEHUST MNa@HOB WM 3ajdad, onpefeneHus  ux
3KOHOMMYECKON 3hPEKTUBHOCTH

dopMbl U METOABI OLIEHKW NepcoHana v pesynbTaTos Ux Tpyaa




TexHonornu onepaTtmnBHOrIo ynpaslieHUA nepcoHaroMm opraHnu3auunm

Cuctembl, MeToabl W OPMbl  MaTeEpPUanbHOTO W HeMaTepuanbHOro
CTUMYNMPOBaHUS Tpyaa nepcoHana

TexHonornn n metToapl CbOpMVIpOBaHVIﬂ N KOHTPOIA OrompkeToB

Teopun n MeToabl ynpaBneHust pasBuMTMeM nepcoHana

3JKoHOMUKa Tpyaa

OpraHu13aunoHHO-LWTaTHas CTPYKTypa opraHnsaumm

Monutuka ynpasJieHnd nepcoHasioM 1 counarnibHad NnoJINTUKa opraHnsauunm

Llenu, ctpaterus pa3sutna n busHec-nnaH opraHnsaumm

MeTogmku nnaHnpoBaHua 1N NPOrHo3npoBaHUA I'IOTpe6HOCTVI B nepcoHane

Mopsinok yperynmpoBaHusi TPYAOBbIX CMOPOB

TpeboBaHus 1 NpaBua NpoBeAeHUs ayamTa paboTbl C epcoHanom

dopmbl couunarnbHOro napTHepcTBa " B3aMMOAENCTBMSA C
npodeccnoHanbHbIMU CO3aMn U APYrMMU NPeacTaBUTENbHBIMU OpraHamu
paboTHMKOB, N MHBIMUW OpraHn3aLmMaIMm

Mopsinok ochopMNEHNs KaapOBbIX AOKYMEHTOB M NpUAaHWUs UM HOPUONYECKOA
CUnbI

Mopsgok  mpoBegeHus  3akynoudHblX — npouednyp M odopmreHus
COMyTCTBYIOLLEN JOKYMEHTaLUK

TpyOooBoe 3aKkoHOAATENbCTBO U MHbIE akTbl, CoAepXKallme HOpMbl TPYO4OBOIo
npaBa

OCHOBbI apXMBHOIO 3aKkoHOAAaTeNbCTBA M HOPMATUBHbLIE MPABOBbLIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI OKYMEHTaUMK No nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTeBa Poccuickon degepavumm

OcHoBbl MUrpauMoOHHOro 3akoHodaTenbcTBa Poccuiickon depepauuun, B
YacTy NpUBMEYEHUS M TPYAOYCTPOMCTBA MHOCTPAHHbIX FpaxaaH u nuy 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHodaTellbCTBa B obnactu ynpasneHuna
nepcoHarom n oTBeTCTBEHHOCTU OOJMKHOCTHbIX NAL

3akoHogaTenbcTBO Poccuiickon ®efepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTuMBHblE aKTbl OpraHM3auum B 4YacTu YynpasJlieHUA
nepcoHanom

OcHoBbl npaBoBoro perynupoBaHuss Poccuiickon ®enepaunn nopsiaka
3aKIIYEHNSA rPaXaaHCKO-NPaBOBbIX [OrOBOPOB

HopMbl 3TUKK AenoBoro obLieHns

BasoBble OCHOBBbI NMHpopMaTUKu, CTPYKTYypHOe nocTpoeHune
NMH(OPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMK




Ipyrve xapaKkTepucTuku

3.7.3. TpynoBas dyHKUMA

PaspaboTka 1 conpoBoxaeHue npouecca YpoBeHb
HanmeHoBaHve |aBToOMaTtM3auuu ynpasreHUs nepcoHanom Koa G/03.7 |(nogoypoBeHb) 7
KBanudukaumm

MpoucxoxgeHue TpyaoBon
OYHKLMN

3anmcTBOBaHO
OpwurunHan X
13 opurmHana
Kog PeructpauunoHHbin
opurnHana HoMep
npodeccuoHansHoro
cTaHgapTa

TpynoBble gencTeuns

AHanus nmMeroLLlecs B OpraHM3aUMmn CUCTEMbI YNpaBreHusl nepcoHanomM ¢
uenblo  pas3paboTkM npeasiokeHWin Mo Co3gaHuid aBTOMaTU3MPOBAHHOM
CUCTEMBbI

CornacoBaHve uUenen M 3agady cosgaHus aBTOMaTM3MpOBaHHOVI CUCTEMDI
ynpasJieHnda nepcoHasiom

CospgaHue WwabrnoHOB 3MeKTPOHHbIX JOKYMEHTOB B 06nactu ynpaBneHusi
nepcoHanoM W onvMcaHue MOrMcTUKM UX [ABWKEHUS B aBTOMaTU3MPOBaHHOM
cucteme

KoHcynbTupoBaHme 1 cornacoBaHWe C COOTBETCTBYHOLLMMYK crieuuanncraMmm
BHYTPU KOMMaHMM UMM opraHu3aunen-noapsaunMkoM  MeToaUKM
aBTOMaTU3aLUN CUCTEMbI YNPABIEHNSI MEPCOHANoOM

Pa3paboTka pernameHToB M UHCTPYKLMIA No paboTe ¢ aBTOMATU3MPOBaHHOM
CMCTEeMOM B MpoLecce yrnpaefieHns NepcoHarom

COI'IpOBO)KﬂeHI/Ie TEeCToBOro JaTana pa6OTbI CUCTEMbl, BblABIieHNEe
OTKMOHEHUI OT NPOEKTHbIX AJOKYMEHTOB.

O6yyeHre cneunanuncToB MO YNpaBfieHWO MNEePCOHaNoM KCNOfb30BaHUI0
aBTOMaTU3MPOBAHHOWM CUCTEMbI YpaBeHUs NepCoHanom

MOHVITOpl/IHF pa6OTbI aBTOMaTl/I?MpOBaHHOIZ CUCTEMBI ynpasieHuna
nepcoHasriom

Heobxogumble ymeHus

CobupaTtb, aHanuMaupoBaTb W CUCTEMaTU3MpoBaTb Heobxoaumylo ANs
peanusauum npoekTa No aBToMaTu3aumm CUCTEMbI YNpPaBeHUs NEPCOHANoOM
NMHpopmaumio.

AHaJ'II/I3VIPOBaTb Tpe6OBaHVIFI 3akoHodaTesNnbCtBa B 4YacCTu ynpaBlieHusd
nepcoHasnom n oueHnBaTb BO3SMOXHOCTb X aBTOMaTn3auunmn

CospaBatb WAabGMOHbI [OOKYMEHTOB, HEOOXOAMMbIX Ansl OCYLLEeCTBIEHUS
npouecca yrnpasneHusi nepcoHarnom

CtaBuTb WCMOMHUTENSAM 3a4a4M C  YETKUMW  KPUTEPUAMW  pELUEHUS.
MpoBepsATb 1 oueHnBaTb paboTy UCnonHUTEnen

PabGoTtaTtb B cuctemax ynpasrneHua Tpe6OBaHI/IF|MVI, ynpaslieHnAa BepCcudamu,




B CUCTeMaX TPeKnHra owmnbok

Pa3pabaTbiBaTb paboune MHCTPYKLUK, MpaBuna, NamsaTK1, pernaMeHTbl

PaspabatbiBaTb TpebGoBaHMA U CLEHapuUu [AEMOHCTPALMOHHBLIX U\MNK
0o6yyaloLWmnx posinKoB.

MpoBoanTb Npe3eHTauun, obydaroLmMe N KOHCYNbTALUOHHbIE MEpPONPUSATUS
ans paboTHMKOB noapasaeneHus

Bectun y4yeT n permcTtpauunto JOKyMmeHTOB B VIHCbOpMaLI,VIOHHbIX cucremMmax u Ha
MaTepualibHbIX HOCUTENAX

Pabotate c wuHdoOpMaUMOHHBIMX cucTeMamM W BGasamum  OaHHbIX MO
nepcoHany n cucTtemMam OonepaumoHHOro ynpaeneHust nepcoHanomMm u pabore
CTPYKTYPHOro noapasaeneHus

CobntogaTb HOPMbI 3TUKN OEITOBOro 00LeHus

Heobxoaumble 3HaHUSA

MeTogpbl ynpaBneHus passutmem n aeKTMBHOCTBIO OpraHu3aumm, MeToabl
aHanu3a  BbINOMIHEHUA  MNMAHOB W MNporpammM,  OMNpedeneHns  ux
3KOHOMMYECKON ah(PEKTUBHOCTH

MeToabl OueHKM paboTbl CTPYKTYPHBLIX NogpasgeneHvii, pesynbTatoB Tpyaa
nepcoHana

MeToapbl npoeseaeHunA ayaunTa n KOHTPOJJIMHIa onepaTtuBHbIX
ynpasJieH4YeCKnX npoLueccoB

TexHonorun, metToabl U METOAWKN NPOBEAEHUS aHanM3a u cuctemaTmsaumm
[OKYMEHTOB 1 MHGOpMaLmm

OcHoBbI yrpaBneHuss npoektamu (NPUMEHUTENbHO K MpoekTaM B cdepe
NHOPMAaLIMOHHBIX TEXHOITOTUI)

3HaHusa B 061acTu NULEH3NPOBAHMS NPOrpaMMHbIX CpeacTB

OcCHOBHble  MOMOXEHWS1  FPaXKOaHCKOro  3akoHodaTenbCTBa B YacTu
WHTENNeKTyanbHoW CO6CTBEHHOCTM

Ll,en|/| N cTpaTterna pas3smutnAa opraHmnsaunm

TpynoBoe 3akOHO4ATENbCTBO M MHble aKTbl, coaepKalume HopMbl TPY4OBOro
npaea

OcHOBbI apXMBHOrO 3aKkoHOAAaTeNnbCTBa WM HOPMAaTWBHblE MNPaBOBLIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaLMN No nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTeBa Poccuickon degepavumm

OcHoBbl MUrpauMoOHHOro 3akoHodaTenbcTBa Poccuiickon depepauuun, B
YacTy NpUBMEYEHUS M TPYAOYCTPOMCTBA MHOCTPAHHbIX FpaxaaH u nuy 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOINO 3akKoHoJaTeslbCTBa B obnactun ynpaBrieHusa
nepcoHariomMm n oTBeTCTBeHHOCTU OOJNKHOCTHbIX NnL

3akoHogaTenbcTBO Poccuiickon ®enepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE OOKYMEHTbI OopraHu3auunn B obnactu ynpasneHua
nepcoHasrom




Mopsagok 3aknoyeHns AoroBopoB (KOHTPAaKTOB)

HopMbl 3TukM Aenosoro obuieHuns

basoBble OCHOBBbI NHopmaTmku, CTPYKTypHOE nocTpoeHue
NMH(OPMALIMOHHBIX CUCTEM U OCODEHHOCTM paboTbl C HUMK

[pyrue xapakrepucTumkm

3.7.4. TpypoBas oyHKUNA

HanmeHoBaHue

MpoucxoxgeHwne TpygoBon
OYHKLMN

AOMUHUCTPUPOBaHME NPOLIECCOB U YpoBeHb
OKYMeHToOoOopoTa No onepalnoHHOM
Aoky P paul y Kog G/04.7 | (noaypoBeHb) 7
yrnpaBneHuo nepcoHarnom n padorte
KBanudukaumm
CTPYKTYPHOro noapasaerneHus
3anmcTBOBaHO
OpwurunHan X
13 opurmHana
Kon PeructpauunoHHbii
opurnHana Homep
npodeccnoHanbHoro
cTangapTa

TpynoBble AencTems

AHanuMa3 npoLeccoB [OKYMEHTOOGOPOTa, rOKanbHbIX [JOKYMEHTOB MO
BOMpPOCaM  OMEpPauMOHHOrO  yNpaBlieHWst  nepcoHanoM W paboTbl
CTPYKTYPHOIO noApasgenexus, 613Hec-npoLeccoB opraHusaumm,
yOOBNEeTBOPEHHOCTM NepcoHana

[lokymeHTaLuoHHOe ohopMIIEHNE Pe3yrbTaToB OnepauoHHOrO yNpaBieHus
nepcoHanoM u paboTbl CTPYKTYPHOrO noApasaeneHuns, pe3ynbTaToB ayauta
paboTbl C NepcoHanom

lNogrotoBka npednoXeHWn MO pasBUTUIO  CUCTEM  OMepauMOHHOro
yrpaBneHna nepcoHanoM u paboTbl CTPYKTYpPHOro nogpasgernieHus, no
HeoOX0AMMbIM KOPPEKTUPYIOLLUM U MPEBEHTUBHBIM Mepam

PaspaboTtka cuctembl aHanm3a n KOHTponsa paboTbl nepcoHana

KoHTponb, cpaBHeHWMe W aHanM3 MnpoueccoB B 06nacTu onepaTUBHOIO
ynpaBreHusi MNepcoHanoM, pe3ynbTaToB YNpaBfieHYECKNX MepPOonpuUATUR,
onpegeneHne aKToOpoB, BbI3blBAOWMX OTKIOHEHME OT  MNaHOBbIX
nokasarenem

MoarotoBka u 06paboTka 3anpoCoB, yBEAOMIIEHUI, CBEOEHUN O paboTHMKax
B rocyfapCTBEHHblE OpraHbl, NPOdECCMOHANbHbIE COHO3bl, OOLLECTBEHHbIE
opraHmsaumm

ConpoBoxaeHne [OOrOBOPOB OKasaHMs YCNyr Mo BoOnpocaM ornepaTtuUBHOro
yNpaBrieHUsi NepcoHanom u paboTe CTPYKTYPHOro noApasaereHuns, BKoYas
npeaBapuTenbHbIe NPOLUEAYpPbl MO MX 3aKMHYEHUI0

MoaroToBka NpeasnioxeHWin no copMupoBaHMIO GlogkeTa Ha nepcoHan
opraHusaumm

BbinonHeHne TpeboBaHUM MO XpaHEHU WHdopmaumm o pesynbTaTtax
OENCTBUS CUCTEM OMNEPALMOHHOIO YMnpaBfieHMsl nepcoHarnoM u paboThbl




CTPYKTYPHOro nogpasaeneHuna

Heobxogumble ymeHUs

KoHTponupoBaTb NpOLECCHl  YNpaBrieHUs MepcoHanoM noapasaeneHui,
onpeaenaTb MX Pe3ynbTaTUBHOCTb M BbISIBNATL (PAKTOPbI OTKIMOHEHWA OT
NnaHoBbIX NapamMeTpoB

PaspabaTtbiBaTb NporpaMmbl JOCTUXEHUS Lieneli U onepaTtMBHOMO peLleHust
3aad noapasaeneHuin

AHanusnpoBatb, paspabatbiBaTb M OOPMNATE  OOKYMEHTbl MO
onepaTMBHbLIM NpoLieccaM 1 UX pesynbTaTam

MpoBoanTb ayauT KaapOoBbIX NPOLIECCOB, NpoLeayp, 0POPMIIeHUs] KaapoBbIX
[OKYMEHTOB 1 [JOKYMEHTOB MO YNpaBfeHWo NepcoHanom

KoHTponupoBaTtb pacxogoBaHue 610oKeToB Ha nepcoHan

OcbopMnsAiTb AOKYMEHTbI MO OMnepauvoHHOMY YMpaBIEHUO MepcoHasrioMm U
pa6oTe CTPYKTYPHOrO nogpasaeneHus, npegocTaBnsieMble B
rocyOqapcTBeHHbIe opraHbl, NpeacTaBuTeNbHbIe opraHbl PaboTHUKOB

ObGecneunBaTb  [OOKYMEHTAUMOHHOE  COMPOBOXAEHME MO  CUCTEMAaM
onepauMoHHOro  yrnpaBrneHuss nepcoHarnom W paboTe  CTPYKTYpPHOro
noapasaeneHus

OpraHu3oBbIBaTb XpaHEHNE OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMMU
TPYAOBOroO M apxvMBHOrO 3akoHogaTenbctBa Poccuiickon depepaumm u
noKanbHbIMW akTamu opraHnsaumm

KOHTpOJ'II/IpOBaTb ncnoJiHeHne OoroBopoB NMocCTaBLMKOB yCnyr no Bonpocam
nepcoHana

Mpon3BoauTb 3aKkynouHble npoueaypbl, OdOpPMNATbL W aHanusupoBaTb
3aKyMOYHYH JOKYMEHTaLMI0

|_|pOBO,EI,I/ITb neperoBopbl “ npencrtaBnATb WHTepeCbl oOpraHusauun B
rocygapcTBEHHbIX OpraHax, MpodeccuMoHanbHbIX COo3ax W Opyrux
npeacTaBuTENbHbIX OpraHax paboTHMKOB MO BOMpocam nepcoHana

Bectun 0EeNOBYIO Nepennucky

BecTtu yyeT n peructpauuio JOKYMEHTOB B MHGOPMALIMOHHBLIX CUCTEMaX U Ha
MaTepuarnbHbIX HOCUTENSIX

Pabotatb C WHMOPMALMOHHLIMKM cucTeMamn U 6Gaszamy  AaHHbIX MO
nepcoHany u cuctemMam onepaLyoHHOro yrpaBrieHns nepcoHanomM v pabote
CTPYKTYPHOrO NnoapasfeneHus

Co6nioaaTe HOPMbI 3TUKX A€N0BOro 06LLEeHUS

Heobxoaumble 3HaHUSA

MeTtopabl ynpasneHus pas3sutuemM N aEKTUBHOCTLIO OpraHu3aunmn, MeToabl
aHanusa BbINOMHEHMS  NMNaHOB W MporpamMMm, onpedeneHns  ux
3KOHOMUYeCcKon ahPEKTUBHOCTU

MeToqbl oueHKN paGOTbI CTPYKTYPHbIX nop,paa,u,eneHMﬁ, pe3ynbTatoB Tpyaa
nepcoHana

MeToabl  npoBeaeHWss  ayauta UM KOHTPOMSIMHra  OrnepaTuBHbIX
yrnpaBrieH4YecKk/x NpoLeccoB

CDOprI n CuctemMmbl MmartepuaribHOro u HematepuarnbHOIo CTUMYyNnmMpoBaHUA




TpyOa nepcoHana

OcHoBbI AOOKyMEeHTaluMNOHHOIo obecneyeHus

Mopsnok oopMNeHUs, BEAEHUS U XpPaHEHUS JOKYMEHTauMu no cucremam
onepaLMoHHOro  ynpaefeHWst nepcoHanom opraHvsaumm u  pabote
CTPYKTYPHOro noapasaeneHuns

Mopsagok dopmupoBaHus, BeaeHuss ©OaHka AdaHHbIX U NpenocTaBfeHus
OTYETHOCTM MO CUCTEMaM OMnepauMOHHOro YMpaBfieHUs MepcoHanom u
paboTe CTpYKTYpHOro nogpasgeneHuns

HopmaTuBHble NpaBoBble akTbl, PerynvpylolimMe npasa U 006513aHHOCTM
rocyqapCTBEHHbIX OPraHoOB M OpraHvM3auuv Mno MpeaoCTaBlIeHWI0 YYEeTHOM
AOKYMeHTaLum

Mopsook  npoBedeHWMst  3akymouvHbIX — Mpoueayp W odopMneHus
COMYTCTBYIOLLEN JOKYMEHTaL MK

MonuTuka ynpaeneHna nepcoHanom n counarnbHada NoNIMTUKa opraHnsauunm

OpraHu3auMoHHO-ITaTHas CTPYKTypa opraHM3auum

Llenu n cTpaTerus passutusi opraHMsaumm

BuaHec-nnaH n 6V|3HeC-I'IpOU,eCCbI opraHmnsauumn

TpynoBoe 3akOHO4ATENbCTBO M MHble akTbl, coaepKalume HopMbl TPY4OBOrO
npaea

OcHOBbI apXMBHOrO 3aKoHOAATeNnbCTBA WM HOPMAaTWBHbIE MNPaBOBbLIE aKThl
Poccuiickoit ®epepauuu, B 4acTu BeleHUsl JOKYMeHTaLuMKU Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuickon Pegepaumm

OcHoBbl MUrpauMoOHHOro 3akoHodaTenbcTBa Poccuiickon Pepepauuun, B
YacTy NpUBMEYEHUS M TPYAOYCTPOMCTBA MHOCTPAHHbIX rpaxaaH u nuy 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHoJaTellbCTBa B obnactun ynpasrneHusa
nepcoHasioMm n otBeTCTBEHHOCTU OOJIKHOCTHbIX N

3akoHopaTenbcTBO Poccunckon Pegepaumm o nepcoHarnbHbIX JaHHbIX

JlokanbHblEe HOpMaTMBHbIE OOKYMEHTbl OpraHnsaumn B obnactu ynpasneHnd
nepcoHasriom

Mopsaok 3aknioYeHnss OroBOpoOB (KOHTPAKTOB)

HopMbl 3TUKM AenoBoro obuieHns

bBasoBble OCHOBbI NHpopMaTUKu, CTPYKTypHOE nocTpoeHue
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Ipyrve xapaKkTepucTuku

3.8. O606LeHHas TpygoBas pyHKUNS

HanmeHoBaHnune | CTtpaTernyeckoe ynpasreHue nepcoHanom Koa H YpoBeHb 7




opraHusaumm kBanudukauum

MpouncxoxaeHue
< . 3anmMcTBOBaHO
0606LLEeHHON TPyaoBON OpurvHan X
13 opurMHana
dyHKUUK
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa

Bo3moxHble HaMmeHoBaHWS | upekTop no nepcoHany
JOIKHOCTEN, npodeccui [vpexTop no ynpaeneHuo NnepcoHanom

3amecTutennb reHepanibHOro AnpekKkTopa no ynpasneHuto nepcoHariom

TpeboBaHus k Boiclwee obpasoBaHue (cneunanuTteT, MarucTpaTtypa) no HanpasBAeHuto
06pa3oBaHuio 1 0BYy4eHUIO | NOArOTOBKM «OKOHOMMUKA, "YnpasneHne nepcoHanom” nnm «MeHegKmeHT»

nmbo BbICLee obpasoBaHue (cneunanuTeT, MarucTpaTtypa) u
AononHuTensHoe npodeccnoHansHoe obpasosaHue (npodeccnoHansHas
nepenoaroToBka) B 0611acTu 9KOHOMMKM, yNpaBneHus nepcoHana unm
MeHeKMeHTa.

MoBbliweHWe kBanudukaumn.

TpeboBaHus K onbITy He meHee naTu net B obnacTtu ynpasneHnsi NnepcoHanom Ha pyKkoBOgSALLMX
npakTu4eckomn paboTbl OOIMKHOCTAX

Ocobble ycnoeusi gonycka kK
paboTte

Opyrve xapakrepucTukm

JononHutenbHble XapaKTepUCTUKU

HaumeHoBaHWe gokymeHTa Kog HaumeHoBaHue 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccun)
UNu cneumanbHoOCTH
OK3 1212 Ynpasnsowue TpygoBbIMU pecypcamMu
EKC - 3amecTuTenb AnpekTopa no yrnpaBneHno NepcoHanom
oKnaTpP 24063 MeHexep no nepcoHany
3.8.1. TpynoBas dyHKUmSA
PaspaboTka cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHWe |yrnpaBneHns nepcoHanoM opraHusauum Koa H/01.7 |(nogypoBeHb) 7
KBanudukaumm
MpoucxoxaeHue TpyooBon OpurvHar X 3aumcTBOBaHO
OYHKLMN 13 opurmHana
Kopn PernctpaunoHHbIi
opurnHana HoMep

npodeccrmoHansHoro
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CTaHOapTa

TpyooBble AeCTBUSA

AHanM3  ycnelwHbIX  KOPMoOpaTMBHbLIX  MPaKTUK MO OpraHusauuu
cTpaTerm4yeckoro yrnpaBneHus nepcoHarnom opraHu3aumu,
OpraHM3aLoHHOro NPOEKTMPOBaHNS U B3aUMOENCTBUSI NogpasaeneHmnn

lMocTaHoBKa cTpaTtern4yecknx Luenen B ynpaslieHnn nepcoHajiom

PaspaboTka koprnopaTMBHOW MONUTMKW, MNIAHOB, MporpaMm, npouenyp u
TEXHOJMOIMI NO YNpaBfeHNo NePCOHaNoM

PaspaboTka kopnopaTUBHON KynbTypbl UM coOUManbHOM MOSUTUKKA, CUCTEM
MOTUBaLUK, 3DPEKTUBHOCTM, OLIEHKM 1 pa3BUTUSI epcoHana

dopmmnpoBaHme cUCTeMbI ONaThl U opraHu3aumm Tpyaa

Pa3paboTka opraHM3auMoOHHON CTPYKTYpbl, MnaHupoBaHue noTpebHocTU B
nepcoHarne opraHusaumm

PaspaboTtka nporpamm, MpPUMHUMNOB CTaHZapTM3auuu,  yHudumkauum,
aBTOMaTM3auuM MNPOLIECCOB yMpaBfieHus nepcoHanom u  GesonacHbix
ycrnoBun Tpyaa

dopmupoBaHne 6GlompkeTa Ha nepcoHan, TexHomnorun ayauta paboTel C
NnepcoHanom n KOHTPOINMHra

Heobxogumble ymeHus

Pa3pa6aTblBaTb cTpartermn n noJIMTUKMN B ynpasiieHNUU NepcoHariom

Co3gaBatb M ONMCbiBaTb OPraHWM3aLMOHHYIO CTPYKTYpY, LUenu, 3agauyw,
(PYHKLMM CTPYKTYPHBIX NoApasaeneHnin u JOMKHOCTHBIX NnL,

MpuMeHsTL  MeToAdbl  YNpaBiEHUss  MEXIUYHOCTHBIMU  OTHOLLEHUSIMY,
dopMUpOBaHMA KOMaHZ, pPasBUTUS NUAepcTBa W UCMOSHUTENbHOCTY,
BbISIBITIEHWSI TanaHToB, onpeaeneHns Y4oBneTBOPEHHOCTH paboTon

Oﬂpeﬂ,e]’lﬂTb N aHanm3mpoBatb BHYTPEHHWE KOMMYHUKauuun, MmooenmpoBaTtb
nosegeHmne nepcoHana

MpeacTtaBnaTb MHTEpechbl opraHM3auum B rocydapCTBEHHbLIX OpraHax, BO
B3aVIMO,EI,eI7ICTBI/II/I C I'IpOCbCOIO3aMVI, MHBbIMU NpencTtaBUTENIbHbIMU OpraHamu
paboTHMKOB NO BOMpOCaM nepcoHana

CocTaBnisiTb, paccyMTbiBaTb, KOPPEKTUPOBAaTb W KOHTPONMpOBaTb CTaTbu
pacxodoB OlmKeToB M (DOHOOB Ha MporpaMMbl M MeponpuaTvs Mo
yrNpaBieHNIO NepcoHanoM opraHusaumm

MpoBoAWTbL ayanT U KOHTPOMMMHI B 06N1acTu ynpaBneHus NepcoHanom

Pa3pa6aTblBaTb KoprnopaTtunBHbIE counaribHble nporpamMmmvbl

Bectu neperoBopbl no Bonpocam counanbHOro napTHepcTBa C
npencraBuUTeNbHbIMU OpraHamMum pa6OTHVIKOB

PaboTtaTb ¢ MHOPMALMOHHBIMK CUCTEMaMK 1 6a3aMu AaHHbIX MO BONpocam
ynpaBreHusi NepcoHanom

OpraHusoBbIBaTb MepPONPUATUSE No obecrnedeHnto BbINOoNHeHUs1 TpeboBaHWi
OXpaHbl Tpyga B COOTBETCTBUM C LEUCTBYIOLUM 3aKOHOOATENbCTBOM
Poccunckon ®egepaumm n nokanbHbIMKU akTaMy OpraHusauum




OpraHu3oBblBaTb U NPOBOANTL MEPONPUATUSI C NEPCOHANom B COOTBETCTBME
C KOpropaTMBHOM CoLManbHOM NOANTUKON

CobnogaTb HOPMbI 3TUKM OENOBOro ooLWweHust

Heobxoaumble 3HaHWSA

MeTtogpl ynpaBneHus pasButveM U 3pPEKTUBHOCTBIO  OpraHv3auuu,
aHanu3a BbIMOMIHEHUA  MfIaHOB W MNporpamMm,  ONpedeneHnss  Ux
3KOHOMMYECKON ah(PEKTUBHOCTH

MeToabl oLeHkn paboTbl CTPYKTYPHLIX NogpasgeneHnin, pesynstatos Tpyaa
nepcoHana

MeToqbl nposeaeHunAa ayanToB, KOHTPOJIITMHIa ynpaBiieH4YeCKMUX npoLeccoB

MeToabl aHanmn3a KONMYeCTBEHHOTO N KA4eCTBEHHOro cocTaBa nepcoHana

CucTembl cTaHZapToOB Mo GU3Hec-npoueccam, Npodeccusim, Hopmbl Tpyaa

Cuctembl, MeTogobl W OPMbl  MaTeEpPUarnbHOTO W HeMaTepuanbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

MeTtogobl aHanmu3a coumarnbHbiX  MpPOrpaMM W OMNpedeneHnss  ux
3KOHOMMYECKON 3hPEKTUBHOCTH

TexHonormm 1 MmeTodbl HOPMMPOBAHUS U KOHTPONS BHO4XKETOB Ha NnepcoHan

TpeboBaHusi oxpaHbl U Ge3onacHbIX YCroBuii Tpyaa

Ll,enm, CTpaTterna n Kagposad NnosfinTuka opraHnsauum

OcCHoBbI TEXHOMNOMMK npon3BoacTBa U geAaATeribHOCTU opraHmn3aunm

OcHoBbI COLMONOTNN, NCUXOSIOTUN U SIKOHOMUKN TpyAa

OcHoBbI ynpasJieHn4a counanbHbIM pa3BuTtnemM opraHun3daumm

MeToobl NpoOBedEHMSI  COLMONOMMYECKMX  UCCRefoBaHUM,  U3y4eHusi
00LLEeCTBEHHOro MHEHUS

CTpyKTypa opraHusaumm

TpyOooBoe 3aKkoHOAATENbCTBO U MHbIE aKTbl, coaepXKallme HOpMbl TPYO4OBOro
npaBa

OCHOBbI apxvMBHOro 3akoHodaTenbCTBa M HOPMaTUBHbIE MPaBOBble aKThbl
Poccuickon ®egepauun, B YacTn BegeHWs JOKYMeHTaumy no nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuiickon eagepauum

OcHOBbI MUrpauMOHHOIO 3akoHodaTtenbcTBa Poccuiickon ®depepauun, B
YacTu MpUBMEYEHUS U TPYAOYCTPOMCTBA MHOCTPAHHbLIX rpaxaaH un nuy 6es
rpaxgaHcTsa

OcHosBbl aAMUHNCTPATUBHOIO 3akoHOdaTesrlbCTBa B obnactn ynpasneHunsa
nepcoHariomMm n oTBeTCTBEeHHOCTUN OOJNKHOCTHbIX L

3akoHogaTenbcTBO Poccuiickon ®efepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTKMBHbIE aKTbl oOpraHunsauun B obnactu ynpaeneHusa
nepcoHanom




Mopsagok 3aknoyeHns AoroBopoB (KOHTPAaKTOB)

HopMbl 3TUKM AenoBoro obLieHns

OcHOBbI UH(POPMATUKKN, CTPYKTYPHOE NOCTPOEHME UHPOPMALIMOHHBIX CUCTEM
N 0COBEHHOCTN paboTbl C HUMM

[pyrue xapakrepucTumkm

3.8.2. TpynoBas yHKUNA

Peanusauns cuctembl cTpaTermyeckoro YpoBeHb
HanmeHoBaHuMe |ynpaBrneHusa nepcoHanom opraHmMsaumm Koa H/02.7 |(nogypoBeHb) 7
KBanudukaumm

MpoucxoxaeHue TpygoBom
dyHKUUK

3anmcTBOBaHO
OpurnHan X
13 opurmHana
Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBUS

MnaHnpoBaHne OeATeNbHOCTU U pa3paboTka MepornpuUsTUA MO yNpaBneHno
nepcoHanoM ansi peanuaaunm cTpaTermyeckrx Lenei opraHmsaumm

BHeapeHue nonNuUTUK, NMaHoB, MNporpaMM, Mpoueayp W TEXHOMOruin Mo
yNpaBneHUo NepcoHarnom

[MocTpoeHme opraHn3aumoHHON CTPYKTYPbl C Y4ETOM MIIAHOBOW NOTPEBHOCTU
B MepcoHare n B3aMMoaencTBUsi CTPYKTYPHbIX NogpasaeneHnin opraHusauum

BHe/J,peHme n nopgaepxaHue KOpﬂOpaTMBHOVI KynbTypbl U counarnbHon
NoNMTUKN, CuUCTeMm MoTuBauuu, SC*)CPGKTVIBHOCTVI, OUEeHKn " pa3BUTUA
nepcoHana

BHe/J,peHme n nogaepXxaHue CcCuUCTeMbl OpraHudauum Tpyaa W onnatbl
nepcoHana

YnpaBneHve BHegpeHWeM MporpaMm U MPUHUMNOB CTaHAapTu3auumu,
yHUMKaUMM, aBToOMaTM3auun MpOLECCOB YMpaBIieHUst MNepcoHanoMm WU
BesonacHbix ycnosun Tpyaa

Opransau,Mﬂ npoBefeHuna ayauta W KOHTponJiMHra B ynpaBJlieHUn
nepcoHasriom

MocTaHoBKa 3ajay  PYyKOBOAUTENSIM  CTPYKTYPHbIX  MogpasgeneHui,
onpegeneHne matepunanbHO-TEXHUYECKUX PECYPCOB ANS UX BbINOMHEHMUS

AHanma oT4eTHOCTHU MO ynpasneHno nepcoHanom u BblidBieHne pecypcosB no
yNydlweHunio AeATeNibHOCTU opraHn3aunm

CornacoBaHvie yCroBuii 3akntoyaeMbix JOrOBOPOB MO BOMPOCaM yrpaBreHus
nepcoHanom

OpFaHl/I3aLI,I/IF| npoBeaeHuna 3aKyno4HbIX npouenyp no sonpocam ynpasleHus
nepcoHasriom un O(*)OpMﬂeHMﬂ COﬂyTCTBYIOLLI,eVI LOOKyMeHTauum no HMM




dopmupoBaHne 6GlmpKeTa Ha nepcoHan, TexHornorun ayauta paboTbl C
NepcoHariomMm n KOHTPOJIMHTa

MpumeHeHne Kk paboTHMKAM Mep MOOLWPEHUS U OUCUUNIIMHAPHOTO
B3bICKaHUs

Heobxogumble ymeHus

MpousBoauTb aHanMa [esaTenbHOCTM MO YNPaBfeHU  MepcoHaroMm,
pa3pabaTbiBaTb NnokasaTenu acpekTMBHOCTM paboThbl

dopmmnpoBaThb NnaHbl U1 MEPONPUSTUS MO YNPaBEHMIO NEPCOHANIOM

PaccuutbiBaTb Ol0gXeT B ob6nacti ynpasJieHNA nepcoHajioM

OnpenenaTe 30HbI OTBETCTBEHHOCTM pPabOTHUKOB UM nogpasaeneHui,
CTaBUTb 3aJayn pykoBoguTensam nogpasgeneHuii n obecneunBaTtb pecypcbl
ONs X UCNONHEeHns

KoHTponupoBaTtb 1 KOPPEKTMPOBATb UCMONHEHME NOPYYEHWiA 1 3ada4

YnpaBnsitbe 3¢pHEeKTUBHOCTLIO U BOBNEYEHHOCTBIO NepcoHana, AMCLUMNINHON
Tpyaa n cobnogeHnem 6esonacHbIX yCnoBui Tpyaa

Bectn neperoBopbl no BOMpocam  couManbHOrO  MapTHepcTBa WU
NPeacTaBnATb WHTEPEChl OpraHuM3auMM B FOCYAapCTBEHHbIX OpraHax,
NpoheccuoHanbHbIX  COK3ax W ApPYrMX NpeacTaBUTENbHbIX — OpraHax
paboTHMKOB, 1 OpraHM3aLMsix Nno BONpocam nepcoHarna

Pabotatb c VIH(bOpMaLI,I/IOHHbIMVI cuctemamm u 6asamMm gaHHbIX No Bonpocam
ynpasJieHndA nepcoHasiom

MpoBoAWTbL ayanT U KOHTPOMMMHI B 06NacTu ynpaBneHus NepcoHanom

dopmupoBaTb ¥ MNPOBOAMTbL couMarnbHyld MONMUTUKY W couuarnbHble
nporpammbi

Bectu neperoBopbl C NoOCTaBLWMKaMu YyCnyr no YycrnoBuUAM 3akKrnko4vaeMblX
[orosopos

Mpon3BoanuTb 3aKkynouHble npoueaypbl, OOpPMNATL U  aHanM3MpoBaTb
3aKYNOYHYO JOKYMEHTaLMIO

Co6nioaaTh HOpMbI 3TUKW AEN0BOro 06LLEeHUS

Heobxoaumble 3HaHUSA

MeTopabl ynpasneHus pas3sutmemM N aEKTUBHOCTLIO OpraHu3aunmn, MeToabl
aHanusa BbINOMHEHMS  NMaHoB W nporpamMm, onpegeneHus  ux
3KOHOMUYeCKon ahPEeKTUBHOCTU

Opransau,Mﬂ ynpasneHna pa3BnuTtnem opraHmsauunm

Teopun ynpaBneHus opraHusauuvein, MNonuTuKa K cTpaTerns ynpasreHus!
nepcoHanomM

MeToobl aHanu3a BbINOMHEHUST MNa@HOB WM 3ajdad, onpefeneHus  ux
3KOHOMMYECKON 3hPEKTUBHOCTH

MeToabl oLeHKN, pe3ynbTaToB 1 3pdeKTUBHOCTM Tpyaa

MeToapbl BHeapeHnA CUCTeMbI yrnpaBlieHNna nepcoHarioMm

OcHoBbI paGoTbl N0 NPOgopUeHTaLUM




MeToguku nnaHnpoBaHMAa U NPOrHoO3npoBaHUA I'IOTpe6HOCTI/1 B nepcoHane

Ll,enm, cTparerna passutma n Ou3Hec-nnaH opraHmnsauunmn

Teopun n meToabl hopMupoBaHMo GpeHaa opraHusaLmm

TpeboBaHusi oxpaHbl U 6e3onacHbIX YCroBuUiA Tpyaa

MeToguku pa3pa60TK|/| N BHEOPEHUA NoKanbHbIX HOPMATUBHbIX akTOB

Mopsigok 3akroyveHus TPyOoBbIX [OrOBOPOB, PErynUpOBaHUS TPYOOBbLIX
CMNopoB

OCHOBbI  COLUMOMOrMK, MCUXONOTNN, SKOHOMUKM TpyAa W ynpaslieHUsa
counarnbHbIM pa3BnuTUeEM opraHmn3auunn

MeToabl npoBeAeHMs  COUMOMOrMYECKUX  UCCNEeAOBaHUN,  U3y4eHus
00LLLeCTBEHHOro MHEHMUS

TexHonornu npoeeaeHnAa ayaumta W KOHTPOJUIMHIa B ynpaBlieHUn
nepcoHasriom

Mopsgok  mpoBegeHus  3akynoudHblX — npouednyp M 0dopmreHus
COMyTCTBYIOLLEN JOKYMEHTaLUK

TexHonoruu, CTaHaapTu3auug, yHMq}VIKaLI,VIﬂ, aBTomMaTtunsauuna npoueccos
ynpasJieHnda nepcoHasiom

CTpyKkTypa opraHusaumm

TpynoBoe 3akOHOAATENLCTBO U MHbLIE aKTbl, COAEpPXaLUMe HOPMbI TPYA0BOMO
npasa

OcHOBbI apXMBHOrO 3aKoHOAATeNnbCTBA WM HOPMAaTWBHbIE MNPaBOBbLIE aKThl
Poccuiickoit depepauuun, B 4acTu BeleHUs JOKYyMeHTaLMKU Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTeBa Poccuickon degepavumm

OcHoBbl MUrpauMoOHHOro 3akoHodaTenbcTBa Poccuiickon depepauuun, B
YacTy NpUBMEYEHUS M TPYAOYCTPOMCTBA MHOCTPAHHbIX FpaxaaH u nuy 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOINO 3aKoHoJaTellbCTBa B obnactun ynpasneHunsa
nepcoHarnom n oTBeTCTBEHHOCTU OOJMKHOCTHbIX Nl

3akoHogaTenbcTBO Poccuiickon ®efepaumm o nepcoHanbHbIX AaHHbIX

Mopsaok 3aknioYeHnss 4OroBOpoOB (KOHTPAKTOB)

JlokanbHblEe HOpPpMaTMBHbIE aKTbl B obnactn ynpasieHnda nepcoHanom

Hopmbl 3TMkK genoBoro obLeHus

Ba3soBble OCHOBBI NHOPMaTUKK, CTPYKTYpHOE nocTpoeHne
MHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Ipyrve xapaKkTepucTuku

3.8.3. Tpynosasa pyHKLMA




A,D,MI/IHI/ICTpI/IpOBaHMe npoLeccosB n ypOBeHb

HanmeHoBaHMe |OOKyMEHTOOOOpOTa MO CTpaTerndeckomy Koa H/03.7 |(nogypoBeHb) 7

ynpasJiEHNIO NepcoHanomMm opraHm3aumm KBaﬂVI(bVIKaLI,VIVI

MpoucxoxaeHue TpyooBon
dyHKUUK

3anmcTBOBaHO
Opwurunan X
13 opurMHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHgapTa

TpynoBble AencTBUS

AHanus npoueccos ﬂ,OKyMeHTOOGOpOTa, JNIOKalibHbIX OOKYMEHTOB MO
BOonpocam ynpasJ/ieHNUda nepcoHarom, 6VI3HeC-I'Ip0LJ,eCCOB opraHusauum,
yAooBJIETBOPEHHOCTU NepcoHana

[okymeHTaunoHHOe OopMIIeHNEe pe3ynbTaToB YNpaBfieHUs MepcoHanoM,
ero ayguta, paboTbl CTPYKTYPHbIX NogpasaeneHnm

[loKyMEHTaLUMOHHOE M OpraHM3aLVOHHOE COMPOBOXOEHWE CTPaTermyeckoro
yrnpaBrieHUsi NepcoHanoM n paboTbl CTPYKTYPHBIX NoapasaeneHuit

MoaroToBka NpeanoXeHWn Mo PasBUTUIO CUCTEM YMpaBrieHUs MePCOHaromM,
No HeoBXOAMMbIM KOPPEKTMPYIOLWMM U MNPEBEHTUBHbLIM MepaM MW Mo
NOBbILLIEHMIO 3DDEKTUBHOCTUN PabOoThbl CTPYKTYPHBIX NOAPa3AeneHuii

KoHTponb npoueccoB B obnactu ynpasneHWss MepcoHanoM u paboTbl
CTPYKTYPHbIX  MOApasdeneHun, CpaBHEHMe U aHanu3  npoLeccos,
pe3ynbTaToB YNpaBfeHYeCKkUx MeponpuaTui, onpepeneHne gakTopos,
BbI3bIBAKOLLMX OTKIOHEHUE OT NMaHOBbIX NoKa3aTenen

CornacoBaHne W KOHTpONb [OFOBOPOB MO BOMpocaM W cuctemam
cTpaTern4yeckoro YyrpaeIieHUst nepcoHanoM U paboTe  CTPYKTYPHbIX
noapasaeneHui, opraHnsaums npoLeayp no 1x 3aknoyeHuo

MogroToBka pe3ynbTaTtoB aHalnn3a COOTBEeTCTBUA OpraHusauunn un onnartbl
Tpyaa nepcoHalrna ycnewHbIM KOpnopaTuBHbIM MpakTUKam

BbinonHeHne TpeboBaHUM MO XpaHEHU WHdopmaumm o pesynbTaTtax
OENCTBUs CUCTEM CTpaTermyeckoro ynpaBneHus nepcoHarnomMm u paboTbl
CTPYKTYPHbIX NoapasgeneHnii

HeobGxoammble ymeHusi

AHanuanposatb, paspabaTtbiBaTb 1 0HOPMSATbL JOKYMEHTbI MO NpoLieccam u
pesynbTataM  ynpaBfeHUss nepcoHarioM W paboTe  CTPYKTYPHbIX
nogpasgaeneHun

MpUMeHATL MeToabl aHanunsa GU3Hec-NpPoLEeCcCcoB opraH13aLmm

Onpegenatb nporpammbl  OOCTWXKEHMS LUenen W peweHus  3agad
nogpasgeneHun

npOBO,D,VITb ayauT CUCTeMbl ynpaBJieHUA nepcoHariom

MpoBOANTL KOHTPOSMHI CUCTEMBI YNPaBMNEHNS epPCOHanoM

KOHTpOJ'II/IpOBaTb OlomkeT Ha nepcoHan wun ynpaslieHne pacxogamun Ha
nepcoHan




OpFaHI/ISOBbIBaTb conpoBoXaeHne OorosopoB Mo BOMpocam ynpaslieHuA
nepcoHasnom, BKro4asa npegBaputesibHble npoueanypbl No UX 3aKri4YeHuto

OpraHn3oBbIiBaTb 3aKynoyHble npoueaypbl, ohopMNATb M aHann3mMpoBaTb
3aKyNOYHYIO JOKYMEHTAaLMIO

KOHTpOJ'IVIpOBaTb n aHannm3npoBaTb BOMNPOCHblI counalibHOro napTHepCTBa,
A0rosopbl NOCTaBLWUKOB yCnyr

MpoBoauTb MeperoBopbl W MNPeacTaBnsATb WHTEpecbl oOpraHv3auumM B
rocyfapCTBEHHbIX OpraHax, npOgecCMOHamnbHbIX COl3ax W ApYyrux
npeacTaBUTENbHbIX OpraHax pPaboTHWMKOB W OpraHM3auusx no Borpocam
nepcoHana

BecTu oenoByto nepenucky

Pabotate c wuHdoOpMaUMOHHBIMXU cucTeMamM W 6asamum  OaHHbIX MO
nepcoHany, CUCTeEMaM ynpaBfieHMs MepCoHanoM U opraHu3auuu
OEeATeNbHOCTU CTPYKTYPHbIX NoapasaeneHnii

ObecneunBaTb  OOKYMEHTALUMOHHOE  COMPOBOXAEHME MNpPOLEeCCOB  NO
ynpaBreHno NepcoHanom n paboTe CTPYKTYPHbIX NogpasgeneHui

OpFaHM3OBbIBaTb XpaHeHne OOKyMEeHTOB B COOTBETCTBUU C Tpe6OBaHI/IFIMVI
TPyAOBOIo M apxXxmBHOIo 3aKoHOAATESIbCTBa Poccuiickom Cbep,epau,mm n
J1IOKaJ1ibHbIMU aKTaMW opraHmn3auunm

CobniogaTe HOPMbI 3TUKKU OENOBOro 00LweHus

Heobxogumble 3HaHMSA

KopnopaTuBHasa KynbTypa, couuarnbHasi NonuTUKa, CUCTEMbl MOTUBALMK U
3 EKTUBHOCTU YNpaBEHNsI EPCOHANOM

MeToapbl ynpaBneHus passutmem n aeKTMBHOCTBIO OpraHu3aumm, MeToabl
aHanusa BbIMOMHEHUSs NI@aHOB W Mporpamm, onpegeneHus  ux
3KOHOMMYECKON 3h(PEKTUBHOCTH

MeToabl npoeegeHnA ayauta, KOHTPOIA onepaTuMBHbIX YynpaBleHYEeCKUX
npoueccos, COUNONOrM4eCKmnx nccnenoBaHum

BbuaHec-nnaH n 6I/I3HeC-I'IpOU,eCCbI opraHmn3auumn

BrogpxeTHOe nNpoeKkTupoBaHne

OpraHM3au,|/|0HHoe npoeKkTnpoBaHne

dopmbl, MeToabl W CUCTEMbl MaTEPUANbHOTO W  HemaTepuanbHOro
CTUMYNMpPOBaHWA Tpyaa nepcoHana

Cuctembl cTaHOoapToB no BusHec-npoueccam, npodeccusam
(cneumanbHOCTAM), HOPMbI TpyAa

MeToabl aHanma3a KonmM4eCTBEHHOIO N KAYeCTBEHHOIO CocTaBa nepcoHana

Ka,u,posaﬂ NONNUTUKa opraHnsaunm

Mopsgok dopmupoBaHWs, BefeHus 0aHka [aHHbIX M NPeAoCTaBfeHMs
OTYETHOCTM MO CMCTEMAM YMNpaBIieHUs NepCcoHanomM U paboTe CTPYKTYPHbIX
nogpasgaeneHun

OcHoBbl  JOKYMEHTaUMOHHOTO  obecneyeHusi, nopsgok  odopMIEHUS
OOKYMEHTOB, npeaocTaBnsieMblx B rocyapCTBEHHbIE opraHbl,




NpodeccroHarnbHble Co3bl, 0BLLIECTBEHHbIE OpraHn3aLmm

LleJ'IVI n cTpaTternda pa3smtnAa opraHmn3auunm

Mopsook  npoBedeHWst  3aKkyrnoudHbIX — mpouegyp WM odopmMiieHus
COMYTCTBYIOLLEN JOKYMEHTaLMN

HopmaTvBHble NpaBOBbLIE aKTbl, PErynupylolmMe npasa W 00S3aHHOCTM
rocy4apCTBEHHbIX OPraHoB M OpraHv3aumvM no MNpPefoCTaBMEHUI0 YYETHOW
OOKYMeHTaLmm

CTpykTypa opraHusaumMum W  BakaHTHble  [JOMKHOCTM  (npodheccuu,
crneuuanbHOCTH)

TpynoBoe 3aKOHO4ATENbLCTBO M MHble akTbl, CoAepKalume HOpMbl TPY4OBOrO
npaea

OcHOBbI apXMBHOrO 3aKoHOAATeNnbCTBa WM HOPMAaTWBHbIE MNPaBOBbLIE aKTbl
Poccuiickoit depepauuun, B 4acTu BeleHUs JOKyMeHTaLuMK Mo nepcoHany

OcHoBbl Hanorosoro 3akoHogaTenscTea Poccuinckon Pegepaumm

OcHoBbI MUrpaLIMOHHOTO 3aKkoHodaTenbcTBa Poccuiickoin depepauun, B
4YacTu NpPUBMEYEHNs U TPYOOYCTPOWCTBA MHOCTPAHHbLIX rpaxaaH u nuu, 6es
rpaxgaHcTea

OcHoBbI aOMUHUCTPATUBHOIO 3akoHodaTeslbCTBa B obnactn ynpasleHuda
nepcoHasioMm n oTBeTCTBEHHOCTUN OOJKHOCTHbIX NNLL

3akoHopaTenbcTBO Poccunckon ®egepaumm o nepcoHarnbHbIX JaHHbIX

JlokanbHblEe HOpMaTMBHbIE aKTbl OpraHn3auum B obnactu ynpaBlieHuda
nepcoHasriom

MopsAaok 3akniovYeHnss 4OroBOPOB (KOHTPAKTOB)

HopMbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBbI NHpopmaTuku, CTPYKTypHOE nocTpoeHue
NMHEOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMKU

Ipyrve xapaKkTepucTuku

IV. CBegeHuns 006 opraHusauusx - paspabdboTymkax
npodeccuoHanbHOro craHgaprta

4.1. OTBeTCTBEHHAA opraHn3aLmsa-paspaboTymk

Obuwepoccuiickoe 06beauHeHne padotogatenen "PoccMiickmin coro3 NPOMbILLITEHHUKOB U

npegnpunHuMmaTtenen

, ropog Mockea

McnonHuteneHbi BULe-npesnaeHT KysbMuH OMmuTpun Bnagummnposud

4.2. HanmeHoBaHuMs opraHM3aumnin-paspaboTynkos

1| AHO "HaumoHanbHOe areHTCTBO pa3BuTus kBanudmkaumin", ropog Mocksa

2 | Accoumaums (Coto3) "Accoumanms KOHCYNbTAHTOB Mo nogbopy nepcoHana”, ropod Mockea




"pynna HeadHunter, ropog Mocksa

3A0 "KPOK MHKOPMOPEWTEN, ropoa Mocksa

WHdopmaLmoHHo-aHanuTudeckuii LeHTp "Kagposein [osop", ropoa Mocksa

MIO "OINMOPA POCCKHIWN", ropoa Mockea

MemyHapo,qHaﬂ accounaumna genoBoro coTpyaHmndecTsa, ropoq Mocksa

HOWY OO "NHcTuTyT NnpodheccuoHansHoro kagposuka”, ropog Mocksa

HIM "Accounauunsa EBponernickoro 6usHeca", ropoa Mocksa

10

HIM "BKK - HaunoHanbHbIN coto3 kagpoBukoB", ropoa Mocksa

11

HIM "MexagyHapogHbin anbaHc "Tpygosas murpauus”, ropog Mocksa

12

HIM "HaumoHanbHasa accoumaumns ooMCHbIX CNELManmMcToB U agMUHUCTPATUBHBLIX paboTHUKOB",
ropoa MockBa

13

HIM MHO "Accoumnauua meHemxkepo Poccumn”, ropoa Mockea

14

HIM CYP3 "HaunoHaneHasa koHdenepauunsa "Pa3sutne yenoseyeckoro kanutana", ropog Mocksa

15

OAO "BOHX" (TAO BBLU), ropog Mocksa

16

OAO "T"a3npom HedpTb-HoBocubupck”, ropog HosocuGupck

17

OAO "ObbeanHeHHas cygocTpouTenbHas koprnopaums”, ropoa Mockea

18

OAQ "P>K[", ropog Mocksa

19

OAOQO "CaxanuH OHepaxun MHeectmeHT KomnaHnu", ropoa KOxkHo-CaxanuHck

20

OAOQ "TaTHedTb" Mmenun B.[. WawwnHa, ropon KasaHb

21

OAO "HayuHo-npou3BoAcTBeHHOe o6beanHeHne "Hayka", ropog Mocksa

22

OO0O "LG Electronics Rus", ropog Mocksa

23

OO0 "busHec lMNcuxonorn SHL Russia & CIS HIM", ropog Mockea

24

000 "UT-CK", ropoa Mockea

25

000 "NMykonn-NnxuHnpuHr", ropog Mocksa

26

OO0 "OKB 3enut", ropoa Mocksa

27

OO0 "MeTponuym TpenguHr", ropog Mocksa

28

00O "Monurpad-3awuta”, ropog Mocksa

29

00O "LleHTp kagpoBbIx TexHonoru - ObydeHune. Ctaxunposku. TpygoycTponcTeo”, ropoa Mockea

30

Poccuiickoe npeacrasutensctBo "Coleman Services UK" ("Koynman CepBucua"), ropog Mocksa

31

ToproBo-npomblwneHHas nanata Poccuiickon ®eaepauun, ropog Mocksa

32

®IBOY BI1O "MockoBCKMI rocygapCTBeHHbIN yHnBepcuteT numern M.B. llomoHocoBa", LLkona
AvpekTopa no nepcoHany, ropog Mockea




33| dIreQYy BIMO MCY, ropog Mockea

34 | ®I'bOY BINO M3CW, ropog Mockea

35| ®I'BOY BINO Cubupckuin rocygapcTBeHHbIN yHuBepcuTeT nyten coobieHus (CIYTC), ropog
HoBocunbupck

36 | #I'BY "Hay4dHo-nccnegosaTenbCknii MHCTUTYT TpyAa M coumanbHOro ctpaxoBaHusa” MuHmuctepcTaa
TpyAa v coumansHom 3awmTtbl Poccuiickon depepaumm, ropog Mocksa

37| ®Ir'Yr "Mourta Poccuun", ropoa Mocksa

38| ®K "Ypancub", ropog Mockea

<1> O6LLEepPOCCUNCKNIA KnaccugurkaTop 3aHATUR.

<2> O6LLepoccuncknii kKnaccugrkaTop B1AOB SKOHOMUYECKOW AEATENbHOCTH.

<3> EAMHbIN KBanMMWUKALMOHHBIA CMPaBOYHMK AOIDKHOCTENM PYKOBOAMTENEW, CneuuannctoB u Apyrux
cry>KaLimx.

<4> Obuwepoccunckmn knaccudukatop npodeccmn pabounx, AOIMKHOCTEW Cchyxawmx W TapudHbIX
pa3psa0s..
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