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I1. XapakTepucTHka 06001eHHBIX TPYAOBBIX (PyHKIH#

3.1. O6obmennas TpyaoBas PyHKIHA

OKYMEHTAITHOHHOE o0ecneucHue paboThl ¢ '
HarmveHoBaHKe Hoxy an p . Kon A Yposert L6
IEPCOHATIOM KBamadukaLUy | j
: ! =
ITpoucxoxpaeHne odobmieHHoH CTBOBaHO U
P KL e | Opurusan X 3amm 3 |
TpyaoBO# HyHKUIHA | OpHTHHATA -
Kon PerucTpanuoHHLIH HOMEP
OpHIHHANA mpodeccnoHATEHOTO
cTaHaapTa
Bo3smoskHaste Crenuanuct 1o oopMICHUEO TPYIOBEIX OTHOIIEHHIA
HaMCHOBaHHA CHGIII‘IEUIHCT o A0KYMCHTAaOHOHHOMY obecneue IO IIepconana

JoDKHOCTeH, ipodeccrii

CHemaanucT rno nepcoHany
CHenuanucTt Ue Kagpam

Tpebopanus K
o0pa3oBaHAIO U
00yueHHIO

Cpe/iree mpodecCHOHATEHOE 00pa30BaHUE ~ MPOTPAMMEI IOATOTOBKM
CMEIHATIMCTOR CPEAHETO 3BeHA U IOTIOMHUTEILHOE NTPOoPeCCHORATRHOE
o0pa3oBaHHe — IPOTPaMMEI IpodeccHOHANEHON NEPEMOATOTOBKH B
00IIACTH YyHpaBIeHUS EPCOHATIOM UM B 00NacTH JOKYMEHTALHOHHOTO
obecmevenus paboThI ¢ IEPCOHATIOM

WA

Briciee obpasopaHde — Gakanagpuar

WIA

Bricmee obpazosadue (HenporibHoe) — DakanaBpHaT H JONONHHMTENLHOE
npodeccHonanbHOe 06pasopanie — NPOrpaMMEl TPO(ECCHOHATBHOM
HEPEOArOTOBKY B 00NacTy yIpapieHHs IEPCOHATIOM KIIH B 0671acTH
JTOKYMEHTAIIMOHHOTO obecTieucHud paboThl C IEPCOHAIOM

TpebGoBaHHS K ONBITY
IpaKkTHIecKol paboThI

He MeHee Tpex jieT B chepe YIPapICHAs MIEPCOHATIOM IIPH HATHYHH
cpeaHero npodeccHOHAIBHOrC 00Pa30BAHKS M JONOTHATEARHOTO
npodeccHORanbHOT0 06pa3oRaHHs — IPOTPAMM IpodeccHoHATEHOR
TIepEIOATOTOBKY B 0ONIACTH YNIPAaBICHNs IEPCOHATIOM KM B ob1acTi
JZOKYMCHTAIHOHHOTO obecnedenus paboThl ¢ MepCOHANIOM

Ocobkie yCIOBHA
JoImycKa k padboTte

Jpyrue xapakTepHCTHKH

HonoaanTensHbIe XapaKTepHCTHKH

f HaueHoBamHe JOKYMEHTA Kox HapmMenosanne 6a30B0ii MpYIIIEL, A0MKHOCTH (TIpodeccrn) '
WM CTICNMANBbHOCTH
0OK3 2423 CroenpanvcTst B 00nacty nogbopa 1 HCHOIB30OBAHUS
HiepcoHaIa
EKC? - CrenuamicT 0 KagpaM
- Meremkep 10 IEPCOHAILY
OKI1gTP* 26583 Crenuamict mo Kagpamy
OKCO’ 5.38.03.02 | MenepxMenT
1 5.38.03.03 | YnpasneHre IEPCOHATIOM




3.1.1. Tpynosas pyHkuus

i

' Bezenie AOKYMEHRTALHH 110 YUETY U JIBIDKEHUIO . Yposers !
HauMeROBAWNE | pancomana | Kon . A/01.6 | (momyposems) - 6
| KBATUQMKAIMH |
[poucxoxIenue TPYEXOBOH | 3aUMCTBOBAHO H3 |
dyHKLEN , Oparasar X OpUTHHANA | 3
Kon PervcTpalOHHLIA HOMED
OpUTHMHATA npodeccHOHATBHOTO
cTaHaapTa

TpynoBeie ACHCTRHA

C60p ¥ TIPOBEPKa JIMYHBIX JOKYMEHTOB paGOTHHKOB

KoucynpTHpoBanne pa0OTHHKOB 10 BonpocaM oQopMICHMS TPYAOBBIX
OTHOIIEHHUHA

OdopMicHUEe JOKYMEHTOB, DETIIAMEHTHPYIOMMX TPYAOBBIE OTHOMCHHS C
KOHKPETHBIM pabOTHHKOM

IMoaroroska u oopMIieHHE 1O 3amnpocy pabOTHHKOB M TOKHOCTHBIX JIHIL
KOMUii, BBIOINCOK M3 KaJPOBBEIX AOKYMEHTOB, CTIpaBOK, HHGOPMAIIHA O CTAXE,

Brigagza paGOTHHKy JOKYMEHTOB O €T0 TPYIOBO# e TeNLHOCTH

JloBenenne 110 CBEACHNAS paCOTHHKOB OPTaHH3AITMOHHEIX, PACTIOPSANTCIBHEIX 1
KaJPOBHIX JOKYMEHTOB OpTraHH3aIlHH

Begenue  y4era, TpPelyCMOTPEHHOIO  TPYAOBBIM  3aKOHOZATEIBCTBOM
Poccmiickoii Degeparu

PCFI‘ICTpaIHI}I Y4Y€T, ONMCPATHRHOC XPAHCHHE KaJPOBEIX JOKYMCHTOB, HO,E[FOTOBK&
HX K ¢OJa4c B apXHB

PaGoTa B KOPMOPATHBHEIX K BHEITHHX MH(OPMAILIHOHHBIX CHCTEMaxX W
HCIONL30BaHAe [HGPOBEIX CEPBHCOB, BBIIOMHAIONMMX (YHKUHM BeleHUA
JIOKYMEHTAITAY 110 IBVDKEHHIO B YUETY TIepcoHana

Heobxoaumele
YMeHHS

JIOKYMEHTHPOBATh TPY/0BBIE OTHOIUEHUS Pa3IHYHBIX KATErOpHii pabOTHUKOB H

CIEITHAJIBHBIX C}"6'BCKTOB TPYAOBOTC IIpaBa B COOTBETCTBHM C II,BI/ICTBYEOH_‘{HM :

3aKOHOIATENBCTBOM Poccuiickoll @enepaiun, periaMeHTaMu (CTaH,E[apTaMH)
IOKYMEHTO000pPOTa OpraHM3aIliy

BoiseisTh OHOKK, HETOYHOCTH, HCIIPABJIEHKS U HETOCTOBEPHYIO HHDOPMALIHMIO
B JOKYMEHTaX, ONPeeNITh IOUIHHHOCTD NPEICTABICHHBIX [IOKYMEHTOR

Bectn ydeT # permeTpaldio AOKYMEHTOB B HH()OPMALHOHHEIX CACTEMax U Ha
MaTepHaTbHBIX HOCHTEIIX

PaGoTaTe €O CHEMHATHIVMPORAHHBIMH HHQ)OPMAOMOHHEIMH CHCTEMaMH M
UG POBBEIMU CEPBICAMA TI0 BEIEHHIO yUeTa U ABIKCHIIO ICPCOHANA

Bectn genoryio IepenmcKy, HOKyMEHTOOOODOT, periaMeHTUpPOBAHHBIH
raKoHoaaTenECTEOM Poccuiickoit deepann B o6nacTy TPYAOBBIX OTHOIICHUH,
¢ pabOTHUKAMH, BHCITHAMH KOHTPAreHTaMy M IpaxJaHaMu

ObecneanBark cobmogeHne TpeOOBAHHA  3aKOHOMATEILCTBA POCCHHECKOH |

degepanun B KOPIOPATUBHLX HOJUTUK B 00MacTh 00paboTKH HEPCOHANBHEIX
NAaHHEIX ¥ KoH(pUAcHIMATbHOR HEGOpMamK

Cobonath HOPMEI YTHKH JIGTIOBOTO ODIIEHHS

Heo6xoaumMele
3HAHKS

[Topsnox oQopMICHHS, BEAEHHS M XPAHCHHA ZOKYMEHTOB TIO Oq)OpMJIGHHIO
TPYNOBLIX OTHOHICHUH, 10 YIPaBIEHHIO TEPCOHAIOM B COOTBEICTBHH C
TpeGOBAKUAMHE 3aKOHOAATENECTBA Poccuiickoil @eneparii 1 KOpIOpaTHBHBIMH
MOJUTHKAMHA

Lenu ¥ 3aa9M OPraHp3alliy 0O TOCTPOSHHIO CHCTEMBbI 0OPMIICHHS TPYAOBBIX
OTHOMICHHH




KBanpHEKaIMOHHEIE XapaKTePHCTHKA TOIKHOCTe CIyXAIIHX,
npodeccHOHATLHEIE CTAHAAPTEI

Crnenvamm3upoBaHible  HHQOPMAIMOHHBIE CHCTEMBI, TH(POBBIE YCIYIH H
CEPBHCHI I10 BEIENHIO YYETa U ABMKEHHIO IIEPCOHATA, PPAHHUIIB] UX IIPHMCHEHHS

OCHOBHBIE METPHKH M aHAJTHTHYECKHE CPe3bl B OONACTH ABMKEHUA U YUETa
TepcoHana

Hopstnok odOopMIEHHS YCTaHOBIEHHBIX 3aKOHOAATENLCTBOM POCCHHACKOM
Denepanyy $opM OTIETHOCTH B rOCYAapCTBEHHEIE OpTalel

Tpebopanus 3axomonmatenscTBa Poccuiickolt ®@epepamuu no  ofopMICHHIO
TPYJOBEIX OTHONICHHH, BOHHCKOMY Y4eTy, YBEIOMICHHIO W IpPEICTABICHUIO
OTYETHOCTH B IOCYAAPCTBEHHEIE OPTaHbl CIICITHANBHEIX KATETOpHi paGOTHHKOB:
MHOCTPaHHEIX pabOTHIKORE 1 jivr Oe3 rpaKaaHcTBa, HHBAIHOOB, THI, HMEIOINMX
TapaHTHH H JIIOTE], YCTAHOBIEHHEIE 3aKOHOAATENLHO, B APYTHX CHEIMaNBHEIX
KaTeropuit

HopmaTHBHEIC IIpaBOBBIE aKThl, ONPENELIOIIHE HOPMBI TPYIOBOTO IIpaBa
Poccuiickolt ®egepanmm

3aK0oHOIATENLCTRO Poccriickoit Oeaepanuu ob UHJUBHTYAIBHOM
(nepcoHnpUUUpPOBAaHEOM) Y4YeTe B cHCTeMe o00g3aTelNbHOre MeHCHOHHOrO
CTpaxOBaHMA

3akoHoAaTenscTBO PoccHiickol Peaepaiinil 0 NepCcOHANBHBIX TaHHEIX

JloxankHble HOPMATHBHBIE AaKTHl OPTaHW3AIUH, pETYAHPYIOMHUE INOPAIOK
oopMmneHnus pacnopsAMTENsHBIX M OPraHW3ANHOHHBIX JOKYMEHTOB IIO
nepcoHany, 0OpMIIEHHIO TPYAOBBIX OTHOHICHHH

Ilpapunia BegeHUs Xea0BOM MEPEeNHCKH

Hopmer 21Ky aenosoro o0menus

Tlpyrue
XapaKTepHOTHKH

3.1.2. Tpynosan ¢yHKIHAA

Pa3paboTtka THNOBBIX (HOPM JOKYMEHTOR 110 YUETY

HanmMeHoBanne | K ABHIKEHHIO TIEPCOHANA, COMPOBOKIAECHUE - Kon 6
| mponeAyp othopMISHHS TPYIOBBIX OTHOIICHAN ‘ . KBATMHKALTAN [
i 3aHMCTBOBAHO 3
[IpoucxoxmeHne TPy IOBOit | Opurusan X E
PyHKIMR QpHTHHANA i
Koz PerncTpaltHOHHLIN HOMep
OpHTHHANA HpodEecCHOHANBHOTO
cTaHmapTa
Tpynoesie ACHCTBAL PaspaboTka NpOEKTOR JOKANBHLIX HOPMATHBHBIX aAKTOB OPraHM3aLUH,

PECYIHPYIOIAX TPYAOBLIC OTHOIICHAA

PaspaboTka TNPOEKTOB JOKYMEHTOB MO  OgOPMIEHMIO TPYAOBBIX
OTHOIIEHMH C KOHKPETHBIM pabOTHUKOM

TToaroToBKka IPedIOKEHHH DO ONTUMHU3AUAH (GOPM JAOKYMEHTOB M
b pOBH3AIKHA JOKYMEHTO000pOTa OpraHU3aliyi B 00NacTH odopMrcHns
TPYAOBBIX OTHOINEHHH

IoaroTorka MpPOSKTOB JOKYMEHTOB IO IIpolleflypaM  YIIPaBIeHHST
IIEPCOHAJIOM, YUETa M IBHKECHHS NIEPCOHANA

IToaroToBKa MO 3anpocy TOCYAAPCTBEHHBIX OpPTaHOB, IPEACTABUTEABHBIX
OpPré4HOB pabOTHUKOB OPWIVHAIIOB, BBIIIHCOK, KOIHWH JOKYMEHTOB H




IpeAOCTaBIEHAE B 3JIEKTPOHHOM BHIE CBEACHUI, PETNMaMEHTHPYIOUIHX
TPYJIOBBIE OTHOIIEHHS X UMEIOINMX OTHOINEHHE K periaMeHTalliuH
TPY/IOBBIX OTHONIEHUH

ITonroToBKa 3ampocoB B TOCYDAPCTRBCHHEIE OPraHbl M CTOPOHHHE

Opradi3aliy i MOISTREPICHHA CBEIEHHH B HHTC¢poCax paﬁoTHH_KOB 0

paboTopaTens

[ToaroToBKa YBEAOMICHUMH, OTUETHOM, CTATHCTHUCCKON M aHANMTHYCCKOH
HadopMaum 1o oGopMICHNIO TPYIJOBEIX OTHOINEHHH

HeobxoguMeie yMeHHS

PaboTats co CIICIIHAIU3HPOBAHHBIMHK HH(i)OpMaHI/IOHHBHVIH CHCTCMAaMN,

IIH(l)pOBbIMH YciIyraMyu H CepBUCAMH TI0 BEACHHIO YHETA H ,I[BH}KCHH}O
HEpCcoHaNa, COMPOBOKNEHUIO TPYNORBEIX OTHOIUCHU

AHaJ'LPIBIrIPOBaTB JIOKANBHBIC BOPMATHBHBIC AaKTEI H JQOKYMEHTHI IIO

odopMIEHHIO TPYIOBHIX OTHOINEHUH, QOPMUPORATE HPEATOKEHUS 110 HX |

AKTYaIM3AIHU 1 YIYUIIICHHIO

OnpenensaTs CTPYKTYPY H COAep)KaHue, TOTOBHTH MPOEKThl HOPMATHBHBIX ;

TOKYMEHTOB M IJOKYMEHTOB 110 0(OPMIICHHIO TPYAORBIX OTHOIICHUIM

OdopMnare KagpoBble JOKYMEHTH B COOTBETCTBUU C TpeDOBAHUAMHU
3aKOHOJATEIRCTBA Poccutickoit Menepanun H JIOKaJIbHBEIMH
HOPMATHBHBIMH aKTaMH OpPraHu3alli

ObecnieunBath colnroficRne TpeboBaHHi 3aKoHoHaTenscTBa Poccritckoit
Qesepany, KOPHOPATHBHBIX TOMMTHK B o0mactw  obpaboTku
HEPCOHAJILHBIX JAHHBIX H KOH(HASHITMANEHOH HHGOPMAIK

BecTr genoByio Nepernucky

CobmoaTe HOPMBI 3TUKH J€JI0BOro 00ImeRns

HeobxoouMsele 3HAHHA

HOpMaTHBHbIC TIPAaBOBBIC AKTEL, OHPCACIAKNIIHS HOMEBL TPYJOBOTO IIpaBa

OCHOBBI apXHBHOTO 3aKOHOJATENECTBA M HOPMATHBHBIC NPABOBBIC AKTHI
Poccuiickoit ®epepaurm B o0nacTu oOpMIIEHHS, BEICHUR U XpaHEHUS
ZOKYMEHTOB 110 0(OpMIISHHIO TPYJOBHIX OTHOINEHHH

3akonomatenbcTBo Poccmiickoli  Pegepaunr 00 HHIMBHAYAILHOM
(mepconnduIUpoBaHHOM) ydeTe B CHCTEME 00A3aTEIBHOIO NIEHCHOHHOTO
CTPAXOBAHUS

Tlopsgmok  odopMicHMsT  NEPBMYHBEIX  JOKYMEHTOB AN Lenel
BYXTanTepcKoro yvera B chepe odopMienns TpyAOBBIX OTHOIICHMI

TapudHo-kBanupUKAIOHHEIE CTIPABOYHIKU paboT H npodecchii pabounx
H  KBAIH()HKALVOHHBIE XaPAaKTCPUCTHKH  JIOJDKHOCTEH  CllyXKalOuXx,
npodreccuoHaNEHEIE CTAHIAPTEL

TGXHOJIOITIH, METOABI U METOIHKH HPOBEIEHHA aHaIN3a  CACTEMATH3AIEAT
JAOKYMCHTOE H HH[bOpMal_IHH

3akoHogaTenseTBo Poccniickoii Menepaniil o nepcoHanbHBIX JaHHBIX

Henan ¥ 3apauel OpraHMZalMH 10 HOCTPOEHMIO CHCTEMBI O(OPMIICHHN
TPYHAORBIX OTHOHICHHH

JloKanbHBIE HOPMATUBHBIC AKTHI OPraHU3aliH B 06MacTH OQOPMIICHHS
PACHIOPSANTENBHBIX ¥ OPraHM3alHOHHBIX, HHQOPMAMOHHO-CIPABOTHEIX
OOKYMEHTOB, PEIYJIHPYIOLINX TPYAOBLIE OTHOINEHHS

CnemMan3upoBafHEC WHPOPMAMOHHLIE CHCTEMBI, TU(POBEIE YCIIYTH H
CEPBUCHL II0 BCACHUIO Y4eTa W ABHKCHHIO MEpCOHANa, FPaHHIBl UX
TpUMEHEHHA

OCHOBHBIC METPHKH N aHATTHTHICCKHC CPE3BI B 06HEI.CTH OBHKCHHA K YUICTa
nepcoHana

[IpaBuita BeeHUS TEI0BOM IIEPETIMCKH

HopMBI 3THKH JEN0BOrO OOICHHS




: Hpyrae xapakTepuCcTUKH

!
j -

3.1.3. TpynoBasa dynkuns

HaumeHoBaHHE

{IpoucxoxacHue TPYIOBOH
$byHKHEN

| AJIMHHHCTPHPOBAHHIE OPOLECCOB U | | y
- IOKYMEHT0000pOTa [0 YTy U JABMIKEHUTO POBEHb
| HOKY p YTy H A | Kox ! A/03.6 | (noayposess) | 6
 TIEPCOHANA, TIPEACTABNCHHIO JOKYMEHTOR 110 : S —
| IEPCOHANLY B TOCYIAPCTBEHHEIE OPTAHED I
Opyraman X | 3arMCTROBAHO U3
ol QPHTHHRE
Kon PericrpallMOHHLIN HOMED
QpUTHHANA npofleccHOHANBHOTO
CTaHIAPTA

Tpyoosrle neficTBrA

OpraHuzanys JOKyMeHTo000pOTa 10 YUETY H ABMKECHHIO IEPCOHANA

Opranms3anusi  NpeOcTaBICHUA  JOKYMEHTOB [0 [EPCOHANY B
TOCYAAPCTBEHHBIE OPraHEl

TMoaroTopka yBeaOMIIEHMH, OTUETHOM, CTATHCTHYECKOH 1 aHANMTHICCKOH
HH(OPMAIIH 110 TEPCOHATY

TTogroroeka HHQOpMamMK ¢ 3aKMHOYEHUH TPYJOBOTO HIH IPAOKIAHCKO-
IIPAEOBOr0 JIOTOBOpPAa Ha BRIIONHEHHE paboT (OKazaHue YCIyT) ¢
rpaXOAaHMHOM, 3aMEINAOIHM  HOMKHOCTH  TOCYJApCTBEHHOM WM
MYHHIHIAIBGHON  CHY)KOBI, TepeueHb KOTOPBIX  YCTaHaBIHBACTCA
HOPMATHBHBIMH IPABOBEIMHE akTamMu Poccmiickoil Oelepaun

Heo0xonuMele yMeHHS

OdropMnaTh YIETHBIE JOKYMEHTBL, IPEAOCTABIAEMBIE B TOCYIapCTBCHHEBIE
OPTaHEL, NPeJCTABATEIRHEIE Oprarbl pabOTIIHKOB

OpranM30BEBATH XPAHEHHE JOKYMEHTOB B COOTBETCTBHH C TPeOOBAHUIMU
3AK0HOJATEALCTBA Poccuiickoii Denepanun u JIOKANLHEIMH
HOPMATHBHBIMH AKTaMH OpTaHM3aLMH

Pabotath ¢ MHGOPMAIMOHHEIME CHCTCMaMH, IH(GPOBEIMH YCIYraMH H
CepBHCAMY TIO BEJEHHIO YUETa H JBHKCHMUIO IEpcoHana

PabGotath ¢ uEGOPMANEOHHBIMH CHCTEMAMH IH(POBEIMH YCIYraMH H
CEpBHCAMH [0 BEACHMIO CTATHCTHYECKOH M OTUETHOH HMHbOpManuu U
AHANUTHKY 110 MEPCOHATY

®opMHEpOBaTE NPEICKEHH [0 ABTOMATH3AIME H  IH(pPOBU3AlUM
HPOIECCOB W AOKYMEHTo0OOpOoTa N0 YYETYy M JBHXKCHHMIO IEPCOHANA,
AOKYMEHTOE M0 IIePCOHANY I IPEACTABICHUA B TOCYAapcTBEHHEIC

AHaTH3HPOBATH MPaBHia, IPOLEAYPH H IOPAI0K, PEryJIUPYIONIIC Npaka #
OOM3AHHOCTH TOCYAAPCTBEHHBIX OPraHoB H OPraHu3alyM [0 BOIpOcaM
o0MeHa JoKyMeHTalMeH 110 Iepcoyany

O6ecnieuyBaTE coOmOACHHE TpeGORaHNi 3aKOHOIATENLCTBA POCCHHCKOH
degepallid ¥ KOPHNOPaTHBHBIX IONHTHK B ofnactw  o0paborku
[EPCOHANLHBIX JAHHBIX A KOHGHACHIUMATEHON WEOpMalUH

Becty 1en0BYIO IEPETIACKY

CobmoaaTh HOPMEI 3THKH JENIOBOTO 00IEHHS

HeobxoauMble 3HAaHRA

TeXHONOTHH, METOTEL M METOJHKH IIPOBEACHUA aHAITH3A M CHCTeMaTH3AIIH
JOKYMEHTOE U HH{popMallil

OCHOBHl JOKYMEHTOOOOpOTA K JOKYMEHTAIMOHHOTO — ODeCHmeveHHs

| OpraHH3alHH

Opraau3anuoHdast CTPYKTYPa OpraHH3a1ny




10

TapudHo-KBATHPHKANMOHHEIE CHPABOYHHKM paboT 1 npodeccuil pabonx
H  KBaldUKAIOHHBIE XaPAaKTCPUCTHKH AODKHOCTEH  CITY)KAIIMX,
npotheccRoHANEHEIE CTAHAAPTEL

Crienuamm3upoBaHHEe BHGOPMAIIHORHEIE CHCTEMBI, IHPOBEIE YCIYTH H
CEPBUCHI [0 BEJCHMIO ydeTa M ABIDKCHHIO MepCOHANA, [PaHUIHl HX |
TIPHMEHCHHUS

OcHOBHBEIE METPUKH U GHATUTHYCCKHE CPE3BL B 00IACTH JABMKEHUA U yICTa
TiepcoHana

HopMaTHBHBIE TpaBOBBIE AKTHl, PEryMHPYIOINHE Ipasa W 06A3aHHOCTH
TOCYAAPCTBEHHBIX OPraHoB, NPEJICTABHTCNLHLIX OpranoE pabOTHHKOB 110
MPeAOCTARNIEHNIO YIETHOH JOKYMCHTAIIHH

HopMaTuBHbIE TPABOBEIE aKThl, OIPE/EIMIOMHE HOMbL TPYA0BOTO NIpaBa

OCHOBBL APXHBHOTO 3aKOHOJATENCTBA ¥ HOPMATHBHBIC IPABOBHIE AKTHI |
Poccuiickoit Qegepauyu B 00JaCTH BeASHHs JOKYMEHTAIMH 110 TISPCOHAITY

3akonoatenapcTBo Poceriickoll @ezepanini o NepcoOHALHEIX JAHHBIX

JoxanpHEIE HOpMATHMBHBIE aKTHI OpraHW3amuu B obnacTd odopmicHus
PACTIOpPAUTENBHBIX ¥ OPTaHW3AMAOHHEIX, HH(OPMAIMOHHO-CTIPABOYHEIX

I1paruna BeieHHS IETOBON IIEPENHUCKH

HopMBI 3THKH JeT0BOTO OOIIEHHs

JIpyrue XapakTepuCTHKH

3.2. O60o6mennas TpyaoBas GyHKINA

HammMeHoBaHne

{IpoucxoxneHue o000IIEHHOM
TpyaoBoi QYHKIHE

HearensHOCTE 110 06ecmeyeHHIo IIEPCOHAIOM Kox | B . YposeHp I
| KBTHUKALUN
: 3aMMCTBOBAHO M3
Opwrusan X T
OPUTHHANA
Kon PerncTpaumoHHEL HOMED
OpMIMHANA 1poeccHORaNBHOTO

CTAHTAPTA

JOIKHOCTEH, mpodeccuit

Crenmmamict o noabopy nepcoHana
CrempanucT o IEPCOHATY
MeneKep noe mepcoHany

Tpeboranusa x
0Gpa3oBaHHI0 H 00YICHRIO

Briciiee o0pa3oBaHue — DakaaaBpuat

50 151

Bricimee ofpazopanue (HenpoduibHoe) — DaKamaBpHaT U
JOTOIHATETLHOE podecCHOHANBHOE 00pa30BaHNE — IPOrpaMMEI
npodecCHoHaNBHOM epenoAroTOBKH 110 HANPABICHNAM JeATeIBHOCTI
o obecreye A0 NEPCOHAIOM

TpeboBaHus K OTILITY
npaKkTUueckoi paboTel

Ocolpie ycnoBua A0MYyCKa
K paboTe

JpyrHe XapakTepHCTAKY

Jono HUTEILHEIE XapaKTePHCTHKY

HanmenopaHne JOKYMEHTA

Havmenoranne 06a3080H rpyIimel, JOKHOCTH

Kon (npotheccry) KK CHENHANLHOCTH
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' OK3 2423 CrernuamicTtsl B 061acTH moadopa 1 HCIIOIB30BAHNS
HepcoHasa
EKC - . CnenuanmmcT no KagpaM
- Menexep 110 NEPCORAY
 OKITATP 26583 Coenmanucet mo xaapam
OKCO 5.38.03.02 : MenemxMeHT
5.38.03.03 @ VnpasieHne HepcoHATIOM

3.2.1. Tpyaosan pyHKIHA

| C6op unadopMaLid o MOTPeSHOCTSX | Vposens
HaumeHoBaHie | onraypsanyy B HEpCOHATE Kon . B/01.6 . (moxyposens) 6
| | KRATH(HKAIHHT

HpoucxoxaeHne TpyAoROH
hyHKIINH

{ 3aHMCTBORAHO M3

OpuryvHan X .
. OpHTHHAJIA
Koa PerHCTpatMoHHbIH HOMED
OpHTHHANA NpodeCCHOHATEHOTO
cTasfapTa

TpynoBsle neficTBHA

dopMuporaHne  NEpPeYHEH  BAKAHTHLIX W INIAHMPYEMEIX K
VKOMIJIEKTOBAHMIO  AOJDKHOCTeH  (IpodeccHd, — cremuanbHOCTEH)
Oprasu3auMu

DOopMHUPOBAHHE CAMOCTOATENBLHO M (WaM) COBMECTHO ¢ PYKOBOIUTENEM
COOTBETCTBYIOIETO OApa3ieieHud TpeOoBaHui K BAKAHTHOM ZOIKHOCTH
(mpodheccryl) H X KOPPEKIHS

AHanu3 pelHKa TPyAa K (epcoHalla OPragH3amuH 10 IPOQHIIC BAKAKTHOH
HOIGKHOCTH (MpodiecCHH, CHENHMANTBHOCTH)

VudopMuapoBaHAe U KOHCYIBTHPOBAHHE PYKOBOAUTECH MoApaseeHni
M OPTaHM3AIMA NO BOMPOCAM PHIHKA TPY/a M obecleyeHs NePCOHANOM

HeobxonuMele yMeHuUs

| CTPYKTYPhI OpraHH3aiuy

Cobupars, aHAIMMPOBATL H  CTPYKTYPHpOBaTh HHGpopMamuiw 00
0cOOEHHOCTX OpraHnzalii paboT Ha Pa3IMYHBIX YYACTKAX IIPOH3BOACTEA
H Ha KOHKPETHBHIX pafoumx mecTax ¢ y4eToM LefIeH, 3a71ad, IUIaHOB H

Cobuparh, aHATU3UPOBATL U CTPYKTYpHpOBAaTh MHGOPMAIHIO 00
0COBEHHOCTAX ¥ BO3MOXKHOCTAX IEPCOHANA OpTraHN3auMu

CobupaTs, aHAMM3MPOBATH M CTPYKIYpHpOBaTe uHbopMamuio 00
0cOOEHHOCTSIX PHIHKA TPYIa, BKIIOUAS IPCANOKEHHS YCIyT MO MOHCKY,
IpHBJEYCHHIO, TOXO0OPY B 0TOOPY IEepcoHaia

PaGoTaTh B nHOPMALIMOBHbIX CHCTEMAX, HCTIONL30BATh WP POBbIE YCIYTH
¥ CEPBHCH 1O COOpY, AHANMM3Y M CTPYKTYPHPOBAHHIO HOTpeOHOCTH
OpraHu3alyH B Kaapax

MopMupoBaTe NpeIOKEHAN 0 AaBTOMaTH3aldd ¥ IUQPOBH3AIMK
oHepauHil 1 npoueccor cbopa MOTpeOHOCTH B IEPCOHANE

KOHCYISTHPOBATh COTPYJHUKOB M PYKOBOAMTENEH Opranu3aluu IO ;.
BOIIPOCAM PHIHKA TPY/A U o0ecnedeHus Iepcolajjom

Obecneunsarh cobmoneHe TpeOopaHui 3aKOHOLATEIBCTBA Poccmiickoii |
denepaiil M KOPHOPATHBHBIX HOMHTHK B oOmactH  00paborku
TEPCOHANBHBIX AAHHBIX H KOH(HICHIHMATERON HHbOpMaiuy

BecTtu genosyro NEpenucKy

Co06moars HOpMBI THKH JIeNoBoro obmesss

HeobxoaumMele 3HaH#S

TexHOMOTHH, METOB H METOIMKH NpOBeIcHAS aHATH3A H CHCTEMATH3AMHH
JNOKYMEHTOB ¥ HH(pOpMallHK -
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Ilopsiok onpeAencHns MEPCOCKTHRHOH M TeKylleH HOTPEOHOCTH B
IEPCOHATIE

Herounnku obecneuenus Oprasiianiy IepCoOHaIOM

Opraumsanud paboT Ha pa3IMYHEIX YIACTKAX TPOM3BOACTBA, OpraHu3aui,
OTpaciu

OO6Impe TeHASHLMH HA PHIHKE TPyJa B IEIOM H B OTASIBHOH OTpaciu,
KOHKpETHOH mpodeccun (I0MKHOCTN, CIENMHANEHOCTH)

OCHOBBI ICUXQTOTHH H COIMOJIOTHH TPyAA

H KBUMH(PWKATIMOHHEIE XApaKTEPUCTHKH  JODKHOCTEH  ClyKamux,
npoeccuoHanbHEE CTAHIAPTEL

HOpM&THBHBIC TIIPABOBEIE aKTEI, OIIPCACIIAIOIINE HOMBL TPYIOBOIO IIPpABA

(OCHOBBI apXMBHOTO 38KOHONATENECTBA M HOPMATHBHEIC IPABOBLIE aKTEHI
Poccuiickoit Deaepanuu B 061acTH BeACHNA ROKYMEHTAIMH 110 IIEPCOHANY

3axonogarenscTBo Poccuiickoit Gepepauny 0 nepcoHAIBHBIX JaHHBIX

Jlokaneuple HOPMATHBHBIE aKTHl OPraHH3allH, PEryIHPYIOIHEe NOPSIoK
noadopa HepcoHana

Crienmanu3upoBanIble HHPOPMALMOHHBIC CHCTEMB], MU(POBEIE YCIYTH K
cepBuChl B 001acTH 0Geceyen s epCOHAIOM, TPAHHIE] MX IPHMEHEHHA

OcHOBHEIE METPHKH B oOjactn moabopa B oTOopa KamjauIaTOB Ha
BaKaHTHBEC JOMKHOCTH WA obecneueHus IOTpeOHOCTH B IEepCOHale

IlpaBuiia BeAeHUS JIENOBOH IEPENHCKH

HopMEI 9THKH JETOBOTO OOIIEHHSA

Jpyrue XxapakTepuCTHKH

3.2.2. Tpynosasa pynxumns

ITowucK, IpHBIeYeHHe, ToAGOp B 0TOOP | Yposeus

HanMeroBaHHE nepeoHana

Koa: B/02.6 |(momyposens) o

IponcxoxkaeHue TPYNOBOMH
dryHKIWH

pr,t[OBBIé neicTBHA

| KBAMUQUKALKME |

X 3anMCTBOBAHO M3 | !

Opurwsan |
OpHIHHATIA ! ;
Kox PervcTpauHoHHBIH HOMED
OpUruHaNa npodecCUHOHANTEHOTO
CTaHmapTa

[Torck BO BHYTPEHHHX M BHEIMIHMX WCTOYHHKAX HHQOpManuKk o
KaHIHAATaxX, COOTBETCTBYIOIIHX TPeOOBAHUAM BAaKAHTHOH JOIDKHOCTH
(npodeccHH, CIEUMANFHOCTH) H WHBIM NOTPeOHOCTAM OpraHu3alvi B

| ICPEOHATC e
PasMelieHde cBefeHMNH O BakaHTHOM JODKHOCTH  (IIpodeccun,
CIICHHATLHOCTH ) B CpeJICTBax MaccoBOH HHGOpMAIIKH,

CIIERHAM3IRPOBAHHBIX PECYPCax H CEPBHCAX

IIaHAMH 1 OrpaHAYCHIAMHA OpraHd3anui

Bribop cmoco60B B METOAOR NPHBIECYSHHUSA NEPCOHANTa B COOTBETCTBHH €

C6op, COIOCTaBIEHHE, CTPYKTYPHPOBAaHHE M IPOBEPKAa UHPOPMAUUH ©
KAHANOATAX HA BAKaHTHAIE JOIKHOCTH (podieccri, CIEIHATEHOCTH)

[IpoBegenne cobecegopanuii ¥ BCTpeY ¢ KaHIMAATAMM Ha BaKaHTHEIC
JomKHOCTH (npodeccHH, CneNUaNbHOCTH), H3BEINEHUC KaHIHIATa H
HaHUMAaTeis O Pe3yibTarax cofeceJoBaHHA (BCTPEIn)
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O11eHKa COOTBETCTBUA KaHAUAATOB TpeOOBaRMAM BAKAHTHOU JOIDKHOCTH U
MHBIM TpeOOBaHHAM OpraHu3aiun (Npodeccuy, CHENUATBHOCTH)

Ilogrotoeka npeanoxenuid mo Qopmupopannio OOKeTa HA TIOHCK,
IpUBJIeUeHHE, B0A00p U 0T00p nepcoHana

MudopMupoBaHne U KOHCYJIETHPOBAHEE PYKOBOAHTENCH IOApa3Aeenyi ;

H OpraHr3alivi 110 BOIIpoCaM IIPHBIICHCHWS IICPCOHAA C OIECHKOMH 3daTpar

Heof6xoaumbie yMeHHS

OmnpefensTe KpATepUA [OWCKa, IpHBIeYeHHd, Hoxbopa Hu oOTOOpa
HepcoHana

Cofupars, aHaMM3UpPOBATL W CTPYKTYPHPOBAth HHQOPMALHMIO 0O
KaHAFATaX ¥ OPEIIOKeHAIX Ha PEIHKE TPy/ia

PaGoraTs ¢ MOMCKOBBIMHM cUCTeMamu, UH(OPMAIMOHHKEIME pecypcaMu H
I pOBEIMU cepBHCcaMu B 001aCTH oOecevenns TepcOHATIOM

(I)OpMPIPOBaTB HpCAIOKCHHS 110 aBTOMATH3aIHH ¢ I[H(prBHBaHHH
NIPOHECCOR IIONCKa W ITPHUEJICHCHHA NEPCOHAIIA

HpHMCHHTb TEXHOMOIHH B MCTOAHKH ITOHCKA, MPHBICYCHHA, H0,1160pa n

orbopa KapaMAaTOB HAa  BaKaHTHRIE JOMKHOCTHE  (mpodeccuw, i

CHEHANBHOCTH) B COOTBETCTBHH ¢ HX clieTH(HKOH

KOHCYH.BTHPOB&TB 110 BoIpocamM IIPHBJICYUEHHA IIEPCOHANR,

NEPCOHANIOM JIJIA INAHHPOBAHIA 6IOJI)KETOB

CocTaBgTe W KOHTPOIHPOBATE CTATBHM PacXojoB Ha 0OeCIeUYeHHe :

Obccnevnsars cobmoaeHne TpeOOBaHKM 3aKOHOAATEIbCTRA Poccuiickoi
Gdemgepaupn  u  nomuTHK  pabotomatens B obnacte  o6paboTim
NEPCOHANBHBIX JAHHEIX M KOHGUICHIMATEHON HHGOPMalHy

BecTH 1e10ByIO IEPEeNUCKY

CobmonaTh HOPMBI 3TUKH AEI0BOr0 O0IIeHMs

HeobxonumMbre 3panys

Hcrounnkn obecneueHus OpraHuzaliy DepcoHaloM

TeXHONOTHH W METOIMKHM HOMCKA, NpUBICYEHHA, Hoxbopa M ortbopa
HepcoHana

CHCTGMH, MCTOALL H q)OpMBI MarepHanbHOO H HEMATCPRAIBHOTC
CTAMYJHPOBAHHA Tpyda IKpcOgajjla -~~~

TexHomorur ®W MeToABl (GOPMUPOBAHHS M KOHTPOIM OMOIKETOR
OpraHu3anuy

Texnoy0ruHM, METOIE H METOOHKH IIPOBCICHHS AHANIN3A, CHCTEMATH3aluH
JOKYMEHTOE H HH(pOpMalAn

I[TepederHb BaKaHTHBIX JOIDKHOCTEH (podeccHi, CIeuHalbRoCTEH)

Tapuduo-KBaTHPUKATTOHHEIE CIPABOYHIKH padoT M npodeccrii pabognx
H KBAINQHKAITMOHHBIE XapPaKTePUCTHKH JOIDKHOCTEH  CIIy:Kallux,
npodeccHOHATbHEE CTAHAAPTHL

MeTtogrKa NOIAHHPOBAHHS MNOTpeOHOCTH OpraHU3alliH B IIOHCKE H
NpHUBJICICHAN epcoHana

Obme TeHISHOUH Ha phIHKE TPyJa ¥ B OTASHBHEIX OTPAcidxX H BHIAX
mpodecCHOHATLHOR JEATEARHOCTH

OCHOBEI IICHXOJIOTAN U COLIROJIOTHHE TPYAa

OCHOBEI 5KOHOMUKY, OpPTaHM3A0HH TPY/la H YIPaBIeHA] HEPCOHAIOM

Crienvamm3upoeantble THGOPMAIHOHHBIE CHCTEMbl, THQPOBEIE YCIYTH H
CepBHCH B OONACTUH IOHCKA M HPHBIEYCHHA MEPCOHANA, FPAHHUbLI HX
OpPUMEHEHHS

OcHOBHLIE METPMKH H @HANTHYECKHE cpe3pl B 00JacTH IIOHCKa H
HPHBJIEYCHNS NePCoHana

HopMaTHBHEIE TPABOBBIE AKTHL, ONPEACISIOIINE HOPMEI TPYAOBOTO IIpaBa
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Poccuiickoii @enepaunu B 00nacT BeleHNAS JOKYMEHTAIINHE II0 [EPCOHATY
OCHOBEI HATOTOBOTO 3aKOHOJATENbCTBA Poccuiickoii Mepeparun
3axoHogatenscTBO Poceniickoit ®eepanin 0 NepcoOHANBHBIX JAHHLIX
JlokanbHBIC aKTEI OPTaHH3ALUH, PErYIHPYIOIIHE TOPAAOK obecreucHus |
HEPCOHATIOM

IIpaBrna BeieHHA A€I0BOH NePEIHCKH
HopMbl 3Tike genoeoro oOmenns
Hpyrue XapakTepUCTHKH | -

3.2.3. Tpynoeas ¢pyuxuus

AJMUHHACTPHPOBAHHE MPONECCOB 0BeCmeucHUs VpoBeHs
HammenoBanue Q_nepCOHaHOM H COOTBETCTBYIOLIETO Koa' B/03.6 |(momyporens) 6
. IOKYMEHT0000poTa KBATUpUKALEY
B
IlpoHcXxOXKaeHUE TPY ORI Opururar X JarMCTBOBAHO M3
$yHKIEMU OpUTKHANA
Kon PervcTpanoHHEIN HOMER
OpHIHHAIA NpodeccHOHaNEHOTO
cTaHaapTa
TpynoBsle neficTaud AHanH3 IpPOIECCOB JMOKYMEHTOOOOpOTA, JNOKAJIBHLIX JOKYMEHTOB IO

BOMpOCcAM 0OecneueHns MePCOHAIOM
Benenue MHGOPMAIMM O BAaKaHTHBIX JOJBKHOCTAX  (Tpodecchsx,
CHENHANBHOCTSIX ) ¥ KaHArJaTax

JIOKyMeHTaMOHHOE CONPOBOKICHHE KaHJUJATOB HA JTalaX IOHCKa,
HpUBIeUeHUA, Nogdopa W oTOOpa MepcoHala Ha BaKaHTHBIE ZOIKIIOCTH
(mpodeccun, CHeHHANBHOCTH), WH(POPMHPOBAHHE KAHAWAATOB O
pesyapTarax oTbopa

[MoaroToBKa 3alpocOB O KAaHOWAATAX B TOCYAApCTBEHHbIE OPraHbl B
CIIy4asfX, HOpeAyCMOTPEHHHIX  ACHCTBYIOIIMM  3aKOHOHATENBCTBOM
Poccuiickoii Geaepanun, 1 06paboTka NOIyISHHBIX CBeACHUH
IMoarotoBka u oOpaboTka YRETOMIECHWH B IOCYAPCTBEHHBIE OPraHBHI,
NpeACTABUTENLHBIE  OpraHkl  paDOTHUKOB Mo BONpOcaM  IOHCKa,
IpUBIeYeHN, Toabopa i 0TOopa nepcoHana

CollpoBoXKAEHHES JOTOBOPOB 10 obecneueHuo OpraHu3auy NepcoHaIoM,
o BKIIFO4as IIpefiBapUTEbHBIE IPOUEIYPH IIPH MX 3aKIIOUEHNN
HeobxoauMble yMeHUs ObecnednBaTh ZJOKYMEHTALHOHHOS CONPOBOKAEHHE BRIXOAA KaHAMAATa Ha
padoTy 1 IiepeMEHICHHAA TIEPCOHANa

OdopMnaTe AOKYMEHTH 0O Bompocam oDecliedeHHs pecypcaMu
NepcoHana, HeoOXOIUMBIMH AN UPeOCTaBICHHS B rocyJapCTBEHHEIC
OpraHbl, IpeACTaBUTENLHEIC OPraHkl pabOTHUKOB

OpraHu30BHIBATH XPAHEHHE JOKYMEHTOB B COOTBETCTBHH C TPeOOBaHHAMHK
3aKoHOmaTenscTBA  Poccmiickoiik  ®emepamid H - JIOKQIBHBIMH
HOPMATHBHEIMH aKTAMH OpPTraHA3alUH

Pabotare ¢ mHPOPMAUMOHHEIME CHCTEMaMM, UM(POBEIMM yCOYTaMHu U
cepBHCaMH TO BOTpocaM obecrmeveHHsd HepCOHANOM, BEJACHUA IMOHCKA M
y4eTa KaHANJATOB Ha  BaKaHTHBIE JODKHOCTH  (MpodeccHw,
CHEIHANBLHOCTH)

QOopMHPOBATE UPEAIOKECHUS [OO ABTOMATH3ANHN U OHPPOBU3AIIAA
IPOLIECCOB M ZOKYyMeHT0000poTa No 00ecIeYeHUI0 IEPCOHAIOM
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CONYTCTBYIOIIYH) JOKYMEHTALHUIO 10 3AKTFOUEHHIO JIOTOBOPOR
OpraHH30BEIBATE H IIPOBOJUTH KOTIKYPCH, 0(OPMIATE B aHATH3HPOBATH
KOHKYPCHYIO JIOKYMEHTALIHIO

Obecneunpats cobdmosieHre TpeboBaHMi 3aKOHOATENBCTRA PoccHiickoit
Qenepaluy  #  KOPIHOPATHBHLIX TONMMTEK B obnactu  oGpaborku
HEPCOHANBHBIX JAHHBIX H KOHQHASHIHABHOU HH(bOpMAIIH

BecTu JeI0BYIO IEpelucKy

Heobxoaumele 3HAHAA Iopsaok odopMiieHNs, BeIeHHA U XpaHeHH JOKYMCHTAHH, CBA3aHHOM ¢
IIOUCKOM, IIpUBIEYEHHEM, moadopoM u oTOOpPOM KaHAWIATOB HA
BaKAHTHHIE JOIKHOCTH

IMopsinok dopmupoBanms, BeacHHS AAHHEIX O MEPCOHANE OPraHM3alyH,
HOPAJOK MPEACTABICHAT OTIETHOCTH

OCHOBHI IOKYMEHTO000POTa U TOKYMEHTAMOHHOTe obecneueHns
TexHomOrHy, METOIBI H METOIMKY IIPOBEICHIS AHAH3A H CHCTEMATH3All i1
JOKYMEHTOB 1 #HpOpMauu

Iopsinok  mpoBefleHHST KOHKYpPCOB M OQOPMICHHA  KOHKYPCHOM
JOKYMEHTAIUH

[Topsoox  nmpoBejeHus  3aKyNOUHBIX  Ipouesyp M oQOpMICHAA
COIYTCTBYICIIEH NOKyMEHTaLH e _ .
OpraunsanpoHHAs CTPYKTypa OpPTaHH3aHdd M BaKAaHTHEIC JO/DKHOCTH
(mpotdheccuu, CrieHATBHOCTH)

Crenpaim3upoBaHHbe HHOOPMAIIHOHHBIE CHCTEMEI, IIHGPOBLIE YCIYTH H
cepBHCHI B 001acTU 0becleueHrs NePCOHANIOM, TPAHMUITE] HX TPUMEHEHUS
TapudHO-KBAMPHKATHOHHBIE CIIPABOYHUKY paboT U npodeccuit paboumx
U KBANUpUKAIMOHHEIE XapaKTepPHCTHKN JOIDKHOCTEH — CIyKallHX,
TIporeCCHOHAIBHEIE CTAHIAPThI

OCHOBHBIE METPUKH U AHATMTUYECKHE cpe3bl B obnactu obecnedyeHus
ePCOHAIIOM

HopMaTHBHEIE TPAaBOBBIE aKThI, OHpeaesioe BOMEI TPYIOBOTO IIpaBa
OcHOBEI APXMBHOTO 3aKOHOZATENHCTB2 M HOPMATHBHEIC IIPAROBBIC KTHI
Poccniickoii Peaepanuu B 00J1aCTH BeICHIS JOKYMEHTAIUY 110 IEPCOHATY
OCHOBH HAJIOTOBOTO 3aKOHONATENECTBA Poccumiickor Peteparun
3akonoaatensctBo Poccuiickoit Pefiepalliy 0 HEPCOHANBHBIX JAHHEIX
JIoOKaNMBHEIE aKTBl OPraHM3allid, pPeTYIMpYIomHe Nopsaok moabopa
epcoHaNa

[Hops a0k 3aK/1H09EHUs JOTOBOPOB (KOHTPAKTOB)
[IpaBuiia BegeHus Jen0BOH NEPENUCKH

HopMBbI 5THKH AeN0Bore 00IIeH!s
Jpyrue XapakTepHCTHKH | -

3.3. O6o0menHas TpyaoBas PpyHKIHA

E EATCILHOCTE 10 OIIEHKE H aTTCCTAIHKA YpoBeHB
Haumenosanue a o i Kon C p 6
nepcoHana KBaNMU(pHKALHH
H ofmenHoH 3aHMCTBOBAHO M3
l'lponcxoumne He ofofm . Opurusan X
TpyaoBoi QYHKIHN OpHTHHAaNTa
Koz PerucTpaltioHHEBIN HOMED

OpMrHBana npodeccHOHANTBHOLO

CTAHIApPTA
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HAUMEHOBAHHs
JOIDKHOCTEH, podreccrii

CHenpaiucT 110 OLICHKE H aTTECTallHy NEPCOHaAna
Crenuamict 110 nepcoHany
MeHemxep 110 HEPCOHATY

- Tpeboparus K
| 06pa3oBaHmIO H 00YYEHHIO
|

Bricmee oOpazoBaHue — OaKanaBprar

HIH

Beiciree oOpazosanne (HentpodunsHoe) — Gaxanagpuar 0
JIOTIOHHTEIBHOE IPodecCHOHaNEHOE 06pa3oBaHne — IPOTPaMMEL
npodbecCHOHANBHOI IEPEIIOATOTOBKA B O0JIaCTH YIIPABICHUA IEPCOHATIOM |
WM B 00NIACTH MPOBSACHMA OLEHKI U aTTeCTAllHK epconana

TpeboBaHUA K ONBITY
NpaxTHHecKod paboThl

Oco0Ble YCIOBHA NOIYCKA
K paboTe

Hdpyrue xapakTepuCTHKU

JlomoMHUTENBHBIE XapaKTepH

CTHEKHR

i Haumenosaaue 6a30B0H Ipynnbl, JOIDKHOCTH
aMMEHOBAHHC IOKYMEHTA Koz :
(upoteccuy) WK CleUHATBHOCTH
OK3 2423 Coenvanuctsl B 001acTH TO00pa H HCIOAB30BaHAA
nepcoHala .
EKC - Menemkep o niepcoHamy
OKITJTP 26583 Croenmamct 1o KagpaMm
OKCO '5.38.03.02 | MenejpxMeHT
5.38.03.03 | YnpasieHue nepcoHalioM

3.3.1. Tpyoosas Gynxkius

Opranusanys U IpOBEASHHC O1ICHKH ' Vpoeen T
Hanmenogadme mepcoHana  Kox | C/01.6 ' (nomyposems) = 6
H— | xpanupukamae |

MpoucxoxaeHHe TPy AGROH
yHEKULA

3aMMCTBOBAHO H3
X

I Opuresan
| opurgHana | ) |
Kon PerscrpanHoHHbIA HOMED
OpUIHHATS npodeccHOHATBHOIO
cTaHgapTa

Tpyaoseie aefcTBHA

PaspaboTka mnmaHa ONEHKH MEPCOHANA B COOTBETCTBHH ¢ IENSAMH
OpraHu3alyn

OmnpeneseHue PecypeoB, BEIOOP CPENCTE H METOAOB NPOBEACHUS OLCHKH |
IIePCOHANIA B COOTBETCTBAHY € IE/ISAMK OPTaHH3aLHH

HpOBe,I[eHPIe OLEHKY NEPCOHANa B COOTECTCTBHUY € INIAHAMHA OpranM3alHH

ConpoBOKACHAE JOTOBOPOB € OPIaHM3AMAMH -~ UCTHONHUTENAMH
MEPONPUSTHI TO OIEHKE MepCcoHaja, BKIKOYas NPC/BAPUTENLHBIC
MpOLCAYPHI IIPH UX 3aKI0YeHUH

KoHCynsTHpOBaHNUE TIEpCOHANA [10 BONPOCAM OIEHKH

ToAroToBKAa peKOMEHAAMH PYKOBOACTBY U HEPCOHANY IO pe3ylbTaraM
IpOBeACHHOH OEHKHA epcoHana

[ToaroToBKa IpemIokeHuil o HopMHPOBAHHIO OIOKETa HA OPraHU3aLHIo
U IpOoBCACHNE OLCHKY IISpCcOHAIa

HeobxomuMEIe yMEHRSA

Onpegersts NapaMeTphl K KPHTEPHH OLICHKH MepcoHala
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PazpabarbiBats cpeJ:[CTBa ¥ METOIBI MPOBEACHUS OLleHKH HepcoHaa

Brigensats (OTpenendaTs) TPyINEl IEPCOHANa UL IPOBEASHI OUEHKH

OnpeyienaTs MOTVBAIIMOHHBIE (PAKTOPBI IPOBEJACHHS OIICHKH NEPCOHana

CocTaBmaTh H KOHTPOJHPOBATH CTATHH PAcXOIOB HA OIUEHKY HepcoHama
JULA INTAHUPOBAHKS OIOKETOB

ObecneunsaTth Opra’Hu3alHOHHOC CONPOBOMIACHUE OLUCHKH TICPCOHANIA

ObecneunBaTh COXPAHHOCTh KOHOMWICHIHATRHOH WH(pOpMAmEY IpH
IIPOBCICHIH OIICHKH MIepcoHalta

Oprasu30BEIBaTL XPaHeHHe JOKYMEHTOB B COOTBETCTBUHM C TpeOORAHUSIMH
TPYJIOBOTO, APXMBHOIO 3aKOHOJATeNbCTBa Poccuiickod @enepauvu #
JIOKaAbHEIMY HOPMATHBHBIMM dKTAMU OpPTraHH3a0HA

CofbupaTh, dHANH3WPOBATE H CTPYKTYPHPOBaTh HHQpoOpMAlHIO O
TIPEUTOKEHHSX 110 OLIEHKE NIEPCOHANA HA PHIHKE TpyAa

[lpou3BoanTs IpeABAPUTENBHBIE 3AKYTIOUHbIE TIPONEAYPEl H OHOPMIATS !
CONYTCTBYIOIIYIO JOKYMEHTAIHIO 110 3aKIF0YEHHIO IOTOBOPOB "

OripeAenaTs YCOOBUS MU 3aKII0UYEHNS JAOrOBOPOB HA OKAa3aHHE YCIYT IO |
TIPOBEIEHUIO OIEHKH IIepCcoHalIa

CucTeMaTH3UpOBaTh, 0000MATE M AHANH3HPOBATH Pe3yNbTaThl ONCHKA
fnepcoHana

Onosemarts 0 PE3YIBTATAX ]]pOBelIeHHOfI OLICHKH [IEPCOHAT U PYKOBOICTBO

PaboTaTh B HHGOPMAIIMOHHEIX CHCTEMAX, HCIIONB30BAaTh NH(POBLIE YCIYTH
¥ CEPBHCHI 10 IPOBEIICHIIO OUEHKH IEepCcoHaa

GdopMupoBaThH NPEIIOKEHHS O ABTOMATH3AHH U g poBH3aIHH
IPOIECCOB OLEHKH H aTTECTAINH IIEPCOHANA

O6ecnieuuBaTh coOIONCHHE TpeOOBaHMI 3aKOHOAaTeNbCTRA PoccHiCKOM
depepauyi ¥ KOPUOPaTHBHBIX IIONMHTHK B objactu  oOpaboTku
TIePCOHANBHEIX JAHHBIX M KOH(QUIEHNanpHol uHopMauuy

BecTr Ae0BYIO IEPENHCKY

CobmoAaTh HOPMBI 3THKA JEI0BOTO 00IISHHA

Heobxomumseie 3uaang

TeXHONOTHE B METOBI ONIPEACACHUS IPodeccHOHATEHbIX SHAHAM, YMEHHH
H KOMIeTeHITHHA

TexHomorHH 1 METOARI OEHKH JTHIHOCTHRIX KAYCCTB H XapakTEPHCTHK

Cucremsl, MeTOABI H (OPMEI MaTEPHAIBHOTO H HEMATEPHANLHOTO
CTHMYJHPOBAHHSA TPY/IA IEPCOHaE

TeXHOTOrMH U MeTOAbl POPMUPOBAHIS M KOHTPOIL OIOHKETOR

TexHONMOTMH, METOALI M METOJIMKHM aHaiu3a H CHCTEMATH3AIHH
JAOKYMEHTOB H MH(OPMAITHH

OcHoBBI 00Imeil ¥ coUHAaIBHCH NCHXON0THH, COIMOIOTHH H IICHXOI0IuN
Tpyaa

;QCHOBI:-I I'[POHBBOI[CTBGHHOﬁ JCATENIPHOCTH Oprann3alliy

Topsgok MpoBedeHHs 3aKyHOYHBIX Ipomlexyp W OhOpMNCHHA '
CONMYTCTBYIOLICH NOKYMEHTAITHH

OpraHusanoOHHas CTPYKTYpa OpPTaHM3alMK M BaxaHTHBIC JOIDKHOCTH
(npoteccun, CHELHANBHOCTH) '

TapuHO-KBaTAPAKAMHOHHELE CIIPABOMHIKH paGoT 1 npodeccrit paboTmx
¥  KBaIN(UKANMOHHEBIE XApPAaKTEPUCTHKH JOKHOCTEH — CIYKAIHHX,
npodeccHoHaNbHEIE CTAHAPTEL

CHenuanH3HpoBaHEble KHPOPMALIHOHHbIE CHCTEMBE, IM(POBLIC YCIYTH H
cepBuCHL B 061aCTH ONEHKH TIePCOHANa, IPAHHUIE] HX IPUMEHEHH
OcHOBHBIE METPHKY ¥ AHATHTHYECKIE CPE3hl B 00/IaCTH OLICHKH nepCOHa

HopMaTHBHBIE [IPABOBBIE AKTHI, ONPEAEIBIOINMAE HOMbE TPYIOBOTO NpaBa
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OcHOBBI apXMBHOTO 3aKOHOZATENhCTBA U HOPMATHBHEIE NPABOBHIE AKTHI
Poccuiickoit depepannn B 00nacT BeACHUA AOKYMEHTAIMHA 10 IEPCOHATY

3axonogarenscTBo Poccuiickodl Qenepaliyy 0 NepcoOHaIbHRIX JAHHBIX

JHoxanpHbIe HOPMATHBHBIE AKTHI OPraHA3AINH, PEryIHPYIOMIHC TIOPATOK
OICHEH IICpCOHANA :

[Mopstyiox 3aKT0MeHUs JOTOBOPOE (KOHTPAKTOB )

IlpaBrna Begenust 1eM0OBOR IepelMCcKH

HOpPMEI STHKH JEI0BOTO OOIMEHN

Jlpyrue XapakTepUCTHEH

3.3.2. TpyaoBas pyHKUNA

| Opranmsanys i IPOBEICHHE ATTECTAMN | YposcHs
Haumenopanue TepcoHana Koa C/02.6 | (nomypoBeHs) 6
! P KBaTTH(pHKAITHE
K JEHVE 0B ' CTROBAHO M3 ’
TTponcxoxa TpYZHOBO# | S — X | 3anm |
yHKumHs L opuruHana i
Kog PerucTpaiMoHHbLI HOMED
OpHIHHANA npodeccHOHATEHOTO
CTaHnapTa
Tpynosele neicTBHS PazpaboTKa POEKTOB JIOKYMEHTOB, ONPCACIAIONIX IOPSIIOK aTTECTALMN

NepcoHala, OllcHKa COOTBETCTBYIOIIMX 3aTpar

OpraHm3anpoHHoe MW JOKYMEHTAllMOHHOE COMpPOBOKACHHE TpoIecca
ATTECTAIMH H pabOThl ATTECTALHOHHON KOMHCCHH

TMoAroToBKa NpeAnoKeHni 1Mo hopMHPOBAHIIO OI0KETa HA OPraHA3aLII0
| ¥ IPOBEACHHE aTTecTalyM MepcoHana

TloATOTOBKA Mpe/NIOKEHUH 10 Pe3yNbTaTaM aTTeCTauMH ¢ COOTBETCTBUH

HeobxomumMeie yMEHHS

OmnpezensaTs TapaMeTphl U KPUTEPUE aTTECTALMH [TepCOHAA

OmpegeniTe U TPAMEHSITh CPEACTRA M METOALI aTTECTAIlUH

Bri/1eNaTh MpyIsl HepcoHala JUI IPOBEASHUS aTTECTallAM
ObecneunBark  JOKYMEHTAUMOHHOE  CONPOBOXJACIHE — ATTECTALUH
HepcoHana

CoctaBngTk ¥ KOHTPOJAMPOBATL CTaTbU PacxoJ0B HA ATTECTAIMIO
niepcoHaNa A [LIAHUPOBAHHUA OFOJUKETOR

PaboTaTh ¢ HHDOPMAIMOHHBIMEA CHCTEMaMil, ITHQPOBBIMH YCIYTaMH H
CepBHCAMH [0 NPOBEACHHAIO aTTECTAMA HepcoHaa

dopMHpOBATE NPEATOXEHHUS [0 aBTOMATH3AAE H 1udpoBU3almK
npolecca arTecTallK Iepcotana

OpradH30BbIBATE XpaHeHue JOKYMEHTOB B COOTBETCTBHM ¢ TpeOOBARNAME
TPYZOBOTO, APXHBHOTO 3aKOHoJaTelscTBa Poccmickol (Denepaumun u
NOKATBHEIMHA JOKYMEHTaMH OpTaHU3alluH

ObecneunBarh cobogeHne TpeOOBAHMY 3aKOHOAATENLCTBA Poceniickoii |
Qenepalii M KOPIODAaTHBHBIX HOMMTHK B ofnacTa obpaGoTKA
IEPCOHANBHEIX JAaHHBIX H KOHOHAACHINAIBHON M OpMAIHK

CoOmoAaTh HOPMBI 3THKHA JCNOBOro 00IEHHs

HeobxommMele 3HaHig

TTopgIOK | TEXHOIOTHs IIPOBEISHIS aTTCCTAIIME IIEPCOHAA

TexHOJOTHH B METOABl ONpefiefieHHs ¥ ONCHKA IpodecCHOHaIbHBIX
3HAHHUN, YMEHHH U KOMIETEHIIMA

CucreMbl, MeTOAL H (OpPMBI MaTepHAIBHOIO H HEMATEPHANBHOTO
CTEMYTHPOBARNSA TPYy/la NEPCOHANA
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TGXHOJIOI‘HI‘I, MCTOJIEL H METOZHKH  IIPOBCACHUA aHanysa H©

CHCTCMATH3allHH JOKYMCHTOE H HHCI)OpMElIIHH

OcHoBBI leOHBBO,IICTBGHI—IOﬁ HJEATCIBHOCTH OPranH3aliii j

OcHoBEI 00MIeH W COUMANEHON ICHXONOTHH, COIHOJIOTHHE H IICHXOJIOTHH !
TpYy.Ja

Oprarusanuontas CIPYKTYpa OpPTaHH3allid W BaKaHTHBIE JODKHOCTH
(mpoteccun, cienHaNbHOCTH)

Crenuam3upoBaHHbe HHPOPMAITMOHHEIE CHCTEMEL, HM(POBRIE YCIIYTH K
CEepBUCHI B 00JIaCTH aTTeCTALMM JIEpCOHANA, TPAHMIIEl HX IPHMEHEHHA

TapudHo-xBaM{HKanUOHHEIE cmpapouHuky pabdor H  mpodeccuit
pabouHx B KBAIH(HKALMOKHEIE XapAKTEPHCTHKHA TOKHOCTEH CITyKAITHX,
npodecCHOHAIBHbIC CTaHAAPTH

OcuHoBHEIE METPHKH H dHAIHTHHYCCKHC CpE3bl B obmacTu aTTeCTaAllH
IICpecoHa

HOpMaTHBHBIe IIPABOBBIC AKTEL, OIIPEACTIAOINNE HOMEI TPYJOBOTO IIDABR

OcHOBBI apPXHUBHOTO 3aKOHOJATENHCTBA U HOPMATHBHEIC TIPAaBOBBIE AKTHI
Poccmiickoit denepaumn B 00MacTH BeASHHA JAOKYMEHTAllHH TO
HepcoHaly

3axoHomaTenscTEO Poccuiickolt Deaepaliid 0 MepcOHANLHEIX JTAHHBIX

JlokanbHBEIE HOPMATHBHBIE aKTHl OPTaHM3alldl, PeryIHpPYIOIINE HOPAIOK
aTTeCTalluy NepcOHaIa

HpaBHJIa BeICHHA JIeOBO IICPECIIHCKH

HopMel 3THKH AENOBOTO 0ONICHU

Jpyrue xapakTepHCTEKE

3.3.3. Tpyaosasa dpyEKUHSA

Tponcxoxaenne Tpy 20RO
dYMKLIHE

i . : ——
AJIMHHEHCTPHPOBAHHUE MPOLECCOB POBECHUS | Yponexn !
Haumenosanue = OLCHKHM H aTTECTAIMH NEPCOHANA H - Kon C/03.6 ! (momyposenr) | 6
. COOTBETCTBYIOIIETO JOKYMEHTOOO0POTA L ] KBamuuKaun L
. 3aMMCTBOBAHO 3 i o
- OpuruHan X %
; LopurHHANA e e S
Koa PerHcTpaliMOHHEIN HoMep
OpHruHana HpodecCHOHANIEHOTO
cTaHgapTa

TpynoBeIe IeACTBHA

Anamiz HPOHECCOR ,[[OK}’MCHTOO60p0Ta, JIOKAIBHBIX JOKYMCHTOB 110
OIICHKC H aTTCCTallWH IICPCOoHATIA

OpranuzalHOHHOS CONPOBOXKACHUE MEPONPHUITHIL 10 OLeHKE NEPCOHANa
H ero arTecTaluH

I[OKYMCHT&IIHOHHO@ COMMPOBOKICHHEC [IpoLccca H PE3YIILETaTOR OLCHKH H
arrcCTallil nepeoHalla

VrdopMupoBaHre IepcOHAIA O PE3yIbTaTaX OLESHKH H aTTeCTalluu

INogroToeka NpermoXeHu# MO Pa3BHTHIO IIepCoHaNa IO pe3yibTaraM
OLIEHKH ¥ ATTeCTalluu

COHPOBO)KJICHHC JOrOBOPOB HA OKA3aHWE KOHCYJIRTAMHOHHBIX ¢
HH@OPMEI.LIHOHHBD( YCIYT IO OLCHKE H aTTeCTalluH IIepconalla

Heobxoanmeie yMeHIA

Pazpabatbieate U OGOPMIATL JOKYMEHTHI IO BOIPOCAM IIPOBEACHHS
OLICHKY U ATTECTAlMN [IePCOHaIa
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IoArOTaBIMBATE ¥ NPOBOJHTE MEPONDHATHS O OLEHKE W ATTECTAUMH |
nepcoHana ;

OdopMiiTs XOKYMEHTHI [I0 BOIIPOCAM ONECHKH U aTTeCTalUH nepwHaﬂa, |
IpeACTaBIsgeMble B TOCYJAPCTBEHHEBIE OpraHbl, IIPeJCTABUTEIBLHEIE |

AHa/IM3HPOBATE TIPABHIIA, TIPONIEAYPHl H TIOPAAKY MPOBEAEHHAS ONEHKH U |
aTTeCTAlWH [IEPCOHAIA ?

OpranuM30BLIBAaTh XpaHEHHE JOKYMEHTOR B COOTBETCTBHH ¢ TPCOOBAHUAMH | §
TPYAOBOTO 3aKoHojaTenbcTBa Poccmiickodt ®epeparyy 1 JIOKaTbHEIME |

aKTAMHA OPTraHU3aLHN .
Pa6ortate ¢ HHGOPMAIHOHHBIMH CHCTEMaMU, H(POBBIMH YCIIyraMu H%
CEpBHCAMHE 110 BONIPOCAM a[MUHHCTPUPOBAHHS MOKYMEHTO0O0poTa MpH |
IPOBEICHNH ONEHKH U aTTECTallHH IEPCOHana

QopMUPOBATE TIPSIVIOKEHNS IO AaBTOMATH3allMH H [H(POBH3AIMK
npoliecca aJIMUHHCTPUPOBAHHA JOKYMEHTOO0ODOTA IIPH IPOBCACHHK
OUCHKH U aTTecTalWd nepcogata

ObecneuuBats cobmo/ieHNe TpeGoBanuil 3aKOHOIATEABCTBA Poccuiickoit
Menepaniid W KOPIOPAaTHBHEIX [ONHTHK paboTomatend B obnacTu

00pabOTKH NepCOHATLHEIX JaHHBIX M KOH(HACHIHANLHOH HHQODMalMHA
BecTH IenoBYIO TEPENHCKY '

Col10aTh HOPMEL THKH ASTOBOTO 0OINeHus

HeobxomuMbple 3HATK

IMopanok odopMIacHEns, BEAEHN U XPaHEHU JIOKYMEHTALUH, CBA3aHHOM N
TMpOBeJeHHEM OLCHKH H aTTecTallid NepcoHaia

[Topsnok GopMupoBaHMs, BeleHMa Oasel [JAaHHBIX O TMEpcoHAle

Tapudno- KBaJIHl‘l]HKaHHOHHBIe CTIPABOYHHKH paGOT u 1npodeccuii
pabouux ¥ KpaTu(UKaOHHBIE XapaKTEPHCTHKH A0IKHOCTEH CIIyKaIIKX,
npodeccroHaIbHBIE CTAHAAPThI

IMopsgnok nOpoBedeHMs  3aKyMOYHEIX  NPOLEAYp U otdopmteHnA
COMYTCTBYIOIIEH JOKYMCHTAIMU

Topgaok othopMAcHHS JOKYMEHTOB, TPeAOCTARIAEMBIX B
roCyIapCTBEHHEIE OPraHbl, [IPeACTABHTENbHBIE Opraibl pabOTHHKOB

OCHOBBI IOKYMEHTOO00POTA H JOKYMECHTAIIHOHHOTO 00eCICUeH S

OprasmsanpoHHas CTPYKTYpa OpTaHM3allHd H BAKAaHTHEIC AOKHOCTH
(ipotheccrn, CICLNATEHOCTH)

Crenpanus3gposanibie HHGOPMAIMOHHEIE CHCTEMBI, TAPPOBEIC YCIYTH U
CepBUCHI 3IMUHHCTPHPOBAHAA JOKYMEHTO000POTa IIPONECCOB OLICHKA H
aTTeCTAlA IICPCOHANd, BENEHHS Y4eTa KaHAWUJATOB HA BaKaHTHEBIE
AOIDKHOCTH (IpOGeCCHH, CIEUHMATBHOCTH), TPAHUIIB] KX MPIMEHEHHA

HOpMaTHBHBIe IIPaBOBLIC aKThI, ONPEICIAIOILNE HOMEL TPYAOROTO IIpaBa

OCHOBH apXHBHOTO 3aKOHOJATCILCTBA B HOPMATHBHEIC TIPABOBLIC AKTHI
Poccuiickoit ®expepamii B 001acTH  BENCHHS NOKYMCHTALHH  II0
nepcoHaly

3aKoHOAATEILCTRO Poccuiickoi Degepannd 0 NEPCOHATBHEIX JAHHBIX

TexHONOrMH, METOABl W METOJWKH TIPOBEJCHMA aHANA3A H
CHCTEMATH3AIMN JOKYMCHTOR H HH(OPMAIHH

JlokanbHRle HOPMATHBHEIC aKThl OPTaHM3ALMH, PErYIUpPYIONIHe NOPSIOK
OLIEHKH ¥ ATTECTAuM NEPCoHaNa

TTOpPSZOK 3aKIIOUEHHS JOTOBOPOB (KOHTPAKTOB)

IpaBuia BeAeHUs NeNOBOH IEPEIHCKN

HopMBbI 3THKH JIETIOBOTO OOIMIEHHA
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Jpyrue XapakTepuCTHKH

H
1: -

3.4. O0o0mennast TpyaoBas

$ysKous

HammeHoBaHWE

JesATenpHOCTB IO PA3BHTHIO IEPCOHATA

Koxn D

% YpoBeHE 5
| KBanupHKALHN

TTpoucxokaenne 0505 meHHol |

TpYROBO#H (PYHKLMH |

{ 3aHMCTBOBAHO M3

OpHruHan X
{ OpurHHaNa ) _
Kon PerucrpatitOHHEITR HOMED
OpHTHHATA npodecCHOHANLHOTO
cTaHgapTa

BoaMoxubie
HaUMEeHOBaHHUA
JNOJCKHOCTEH, npodeccnit

CrHelHAIHCT 0 Pa3BUTHIO H 00YYEHHIO IEPCOHANa
CpenuamicT 1o pa3sBHTHIO KapeEPhl IEPCOHANA
CrienuanucT 1o HNeEPCoHany

MeHemxep o NEpCOBATY

TpeboBanug x
06pazoBaHuIo U 00YYEHHIO

Bricmee o6pazopanue — Hakanaspuar

HITH

Briciiee o6pazoraune (HempodunpHoe) — OaxanaBpuar 4
ZONONHUTENbHOE podeccHOHANBHOe 00pa30BaHHe — IPOTPaMMbI
npodeccuoHaTEHOM NEPEIOATOTOBKA B 00/1aCTH yIPaBJIeHIA IePCOHANOM %
WM B 061aCTH Pa3BUTHA U MOCTPOCHHA MPo(ieCCHOHANBHOM Kaphephl
epcoHana

TpeboBanus K oneITy
MPaKTH4CECKON paboTh

Ocobbie ycnoBus AOIYCKa
K paboTe

Apyrie XapakTepuCTHKH

PexoMeHAyeTcs A0NOTHUTENBHOS IPodhecCHOHATRHOE 06pa3oBaHue —
IPOrpamMMBbl TOBBIIECHI KBATH(HKALMH B 00JIaCTH YIPABICHAA
IepCOHATIOM HITH 00YUEHHS, MW PA3BUTHA NTepcoHala

I[OHOJ'IHI/ITCJH:HBIC XapaKTepHCTHKH

" HaumeHoBanne 6a30BOi IPYITIbY, JOIKHOCTH
HauMeHOBaHME ZOKYMCHTA Kon
(mpodeccun) UM CIENUATLHOCTH
OK3 2424 Croernpanuctsbi B 001aCTH TOATOTOBKH M PA3BUTHA
nepcoHana

EKC - MeHemxep o TepCOHATY

OKIITP 126583 CrenBamicT 1o Kagpam
OKCO 5.38.03.02 | MenepimenT

5.38.03.03 | YnpasneHHe HEPCOHAIOM

3.4.1. Tpyaosas pyHKOHA

[ o jromm—T

- Oprasusaiind ¥ TpOBEJICHHE MEPONPHATHH 110 '- VpoBens |
HaumeHoBaHue | PA3BUTHIO B OCTPOCHHIO IPOdeCCHOHATBHOH | Kon | D/01.6 | (nomyposens) | 6

_kapbepsl TIEPCOHaAa | | AU |

...... p— pmsmsm e




HponcxoxaeHse TpyAoBoHA
byHKnHM
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. 3aHMCTBOBAHO W3

OpHrHHaz :
; opurdHana
Kon PeructpanpoHHbli HOMED
OpHrvHana npodiecCHOHAABEOTO
CTaHapTa

TpynoBbIe ACHACTBHA

[loaroToBka MpPOEKTOBR JOKYMEHTOB, ONPEACIISIONHX MOPANOK Pa3sBUTHA
IIepCoOHaNa U MOCTPOECHI MPoeCcCHOHANEHOMH Kapbephl C ONECHKOM 3aTpar

PaspaboTka naHOB IpodeccHOHANLHOM Kaphephl IIepcoHana

@OPMHPOBB_HPIG KaJJpoBOTO pE3CPBAa

Opranmzanus  MEpONpHATH MO  pasBUTHIO H  IIOCTPOSHHIO
npodecCHOHANBHOM Kaphephl IEpCOHANA

IMoaroToBka npeanoxenull no GopMEPOBAHUIO GI0MKETa Ha OPrAHH3AIHIO
H JpoBeNcHHE  MEPONpPHATHH 10  pPasBUTHIO M HOCTPOCHHIO

npotheccnoHanbHOH Kapbephl NEPCOHANA

Ananus 3Q¢HhEKTHBHOCTH MEPONPHUATHH [0  Pa3sBHTHIO [ICPCOHANA,
MOATOTOBKA NPEATONKEHUH 110 PAIBATHEO

HeoGxoauMele YMEHUS

ApanusvpopaTh ypOBeHb OOINEro pasBUTHS U IPodecCHOHANBHOH
KBaIHHKalHH [IepcoHalia

OnpezgensTs KpPaTKOCPOYHBIE H JONFOCPOUHEIE NOTPEOHOCTH Pa3sBUTIL
IepcoHala M IIOCTPOSHHA ero IpoeCCHOHANBHOR Kaphephl

CocTaBlIaTh HHIUBAYAIBHEIC IVIAHE! KAPECPHOTO PAZBHTHI IICpCcOHANIA

[IpEMEHSATH TEXHONOTHH M METOIBI PasBHTUS NEPCOHATIA K HOCTPOSHHS
npodiecCHOHANBHOH Kapbephl

CoCTaBmATh TPEIOKCHHA U KOHTPOJIMPOBATh CTATBH PAcXoOfoB Ha
NPOrpaMMEl ¥ MEPONPHATHS O pPa3BUTHIO NEPCOHANA H MOCTPOCHUIO
npodeccnoHAIBHON Kapbephl Ul IUIAaHNpOBaHHA OKDKETOB

Onpejensts 3pheKTHBHOCT, MEPOIPHUATHH IO PasBUTHIO NEPCOHANA W
IOCTPOSHUIO MPOeCCHOHANIEHOH Kapbephl

PaboTath ¢ MHOPMANMOHHEIME CHCTEMAaMH, MH(POBLIMH YCIyTaMH K
CEpBHCAMM IO YIPABICHHIO NEPCOHATOM B OOMACTH €ro pasBUTHA H
MOCTPOEHKS NPO(GECCHOHANBHON KaphEPhI

DopMHpOBATh [PEANOKEHHA [0 ABTOMATH3AMME ¥ UMPPOBH3AUHM
NPOUECCOB PA3BUTUS M IIOCTPOSHHA MpPO(ECCHOHAIBHON Kapbephl
nepcoHaNa

ObecneanBaTh cobmomenye TpeHOBAHAH 3aKOHOAATENLCTBA PoccHUCKOH
Qexepanid M KOPHNOPATHBHBIX [OMMTHK B ofmactu  obpaboTku
MEPCOHANBHEIX JAHHBIX H KOH(OHACHIHATEHOH HEGOpMaIIAH

Co6moaaTh HOPMEL 3THKH JET0BOro oOIEeHHA

HeobxoauMEele 3HaHHA

CucremMa, crocobsl, METO/E], HHCTPYMEHTHI [TOCTPOSHUA
npodecCHOHATBHON Kaphephl

Metompl ompefeneHHs U OIEHKH JIMYHOCTHBIX H npodecCHOHANBHEIX
KOMIIETEHIIHH

CHucrembl, METOAE H (OPMH MAaTepHANLHOTO M HEMATEPHANBHOIO
CTHMYJIMPOBaHMA TPy/a HepcoHana

TexHonoruyu ¥ MeToABL GOPMUPOBAHUS M KOHTPOIS OI0HKETOBR

TexHOmOrMYM, METONHRl W METOAMKH aHaiu3a K CHCTEeMAaTH3allvH
DOKYMEHTOB 1 MH(popMaunu

OcHOBEI IPO(heCCHOHAILHOM OPUCHTAIIHK

OCHOBHI JOKYMEHTOOOOPOTA U IOKYMEHTAIIMOHHOI0O 00eCIe e HIs

OcnoBn! HpOHBBOI[CTBeHHOf‘I JeATCILHOCTH Opranu3allii
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OcHOBEL 00UICH B COMUANBHON IICHXOJOTHH, COLMOIOTHN ¥ ICHXOJOIMH
TpyAa

OpranmsamuoRHas CTPyKTypa OpraHM3aluM W BAKAHTHBIE JOKHOCTH
{(npodeccuu, crieHaIsHOCTH)

TapndHo-kBaTHQHKANMOHHEIC CIPABOYHHKH padoT U npodeccuii pabounx
W KBUIM(PHUKALUOHHBIE XapPAKTEPHCTUKH HOJDKHOCTEH  CHYKAHIMX,
npodreccHOHANBHBIEC CTaHAAPTEL '
HopMaTHBHEIe IPABOBBIE aKTHL, ONPEAEILAIOMHNE HOMEI TRYIOBOTO IIpaBa
3axoHoMaTeNnLCTBO Poccuiickoli Merepaiiy 0 IEPCOHAIBHBIX JAHHBIX
JloxanbHEle HOPMATHBHBIC AKTHI OPTAHWU3ALMH, PETYIHPYIOIIHE MOPAAOK
Pa3BUTHS K IIOCTPOSHUSA NIPO{ecCHOHAIBHOM Kapbephl NepcoHana
IopsaoK 3aK/TIOUEHUS IOMOBOPOB (KOHTPAKTOB)

CrienyaTu3HpoBaHHbE HHPOPMALIHOHHEIE CHCTEMEI, [U(POBEIE YCIYIH U
CEPBHCHl 10 YHOPABICHHIO MEPCOHAIOM B 00JACTH €ro pasBUTHUR H
TTOCTPOCHHA IpOo(eCCHOHANEHON Kaphephl, IPAHHILI HX IPUMEHEHHUS
OCHOBHBIE METPHKH H aHAIHTHYECKHE cpe3bl B OONACTH pa3BHTHA H
TIOCTPOEHUA Kapbephl IepcoHala

HopMBI 3TUKYU J€N0BOT0 OIISHUS

Jpyrae XapakTepucTHKH | -

3.4.2. Tpynosasi ynxkums

. Opraruzanus oGy4eHns EPCOHANa ' VpoBeHs
HaumeHoBargEe i Kom D/02.6 {noaypoBeHb} 6
L KB HKALMH
Ipoucxoxaerue Tpyaogoi Opi X 3aUMCTBOBAHO H3
GYHKLMH OpHIHHATA _
Kox PerucTpanHOHHBIHA HOMED
OpHIUHANA npodeccROHATEHOTO
cTaHIapTa
TpynoBrie acHCTBAA Pa3paboTka MPOEKTOB JIOKAIBHBIX @KTOB MO OOYYEHHIO H PasBHTHIO

TNIepCOHANa ¢ OLEHKOH 3aTpar
Pa3paboTka y4eOHBIX IUIRHOB, METOAHYECKHX MATCPHANOB W IIPOrpaMM
00yueHHS nepcoHana

IoaroTosKa npeanoKeHui mo HOPMHPOBAHMIO OIOIKETA HA OPTaHH3AIMED
o0yJeHHA nepcoHala

Amnariz 3¢ deKTHBHOCTH MEPOTIPHATUH 110 00YUEHHIO IEPCOHANIA
HeobxonouMble yMEeHASL Omnpenenats notpeGHOCTH B 00YYCHHM IPYII HEPCOHANA B COOTBETCTBHH

HO TOCTABUIMKAM YCIIYT
OpraEu3oBEBaTh 00YUAOIINE MEPOTIPHIATHS

CoCTaBIATh U KOHTPOIMPOBATE CTATHH PACXOIOB HA 00yYEHHE EPCOHANa
IS TUIAHHPOBAHHA OIOKETOB

PazpabaTeiBaTh ¥ KOMIUIGKTOBATh YUcOHO-METOIHYECKHE MATEPHAIIE]
[Tpou3BoIMTE OLEHKY 3 heKTUBHOCTH O0YICHHA MEPCOHATA
[Tpon3BOUTE TIpeABapUTENbHbE 3aKyTIOUHEIC IPOLEAYPEL H OQopMIleHHe
COMYTCTBYIOIEH AOKYMEHTALHY N0 3aKTIOUERHIO J0TCBOPOB

Paborark ¢ MEQOPMAIMOHHBIMA CHCTEMAaMHM, IH(QPOBLIMUA YCIYTaMH H
cepBricaMi B 001acTH 00yUeHHs NepcoHaNa
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GopmupoBaTh TPEANOKECHAE N0 ABTOMATH3ANHH H [H(GPOBU3ANMH
npouecca o0y4eHus nepcosana

PaspabatsiBath 1 ODOPMIISTE AOKYMEHTEI TI0 MpOLEccaM OpraHM3anii
00y4eHHs IIEPCOHAJIA M MX pe3yibTaTaM N

Obecrnieunparh cobmoacHne TpeOORaHHHN 3aKoHOAATENbCTBA PocCHiickoi
Depepanii ¥ KOPIOPATHBHBIX TIOMUMTHK B o0mactd  obpaboTku
NEPCOHATEHBIX JAHHBIX ¥ KOH(OHICHIMAIHHONH HHOPMAIHK

Bectu nenoByo IepenucKy

CobmoaaTs HOPMEI 3THKH JIENOBOrO o0IIeH s

HeobGxoanMble 3HaHUS MeTtofpl, HHCTPYMEHTBI HCCHeIOBaHMs noTpeOHOCTH B oO0ydeHuH
HEPCOHATA

Mertomonorus obydyeHns

Texponorum, MeTOABI ¥ METOAHKH aHaJM3a M CHCTeMaTH3alun
AOKYMEHTOB ¥ uidopManmyr e
Iopaaok pazpaboTKH WIAHOB HOArOTOBKH, NEPENOATOTOBKH M IOBEIICHAS
KBaIK(HUKAUFK NepcoHana, yaeOHBIX HIAHOB H TPOrpaMM

Cucrempl, MeToAsl W (OpMBI MaTepHaJbHOrO M HEMaTepHaNbLHOrO
CTUMYJIHpORaHHUA TPyJa lepcoHama '
TexHonorus 1 MeTOIb! GOPMHPOBAHKS H KOHTPOI OIOIKETOB

INopsaox BemeHUA ydeTa ¥ OTYETHOCTH 10 TIOJNOTOBKE M IOBBUICHUIO
KBaA(UKAI[MH HepcoHala _

OCHOBH JOKYMEHTO000POTa H JOKYMEHTALIMOHHOT0 00eCIIeYeHus
OcHOBBI 00IIEH M COIMANLHON ICHXOJIOIMH, COIAOIOIHH U ICHXOIOTHH
Tpyaa

TapudHO-KBaTHGHKAHOHHBIE CIIPAaBOYHAKH padoT U mpodeccuii pabounx
M KBaIN(QHMKAIIMOHHEIC XapaKTePUCTHKH JOOMKHOCTEH  CIIy/KallHX,
npoQeccHOHANbHbIC CTaH/@pTSL e |
OCHOBHBIE TIONOXKCHHSA TPakAAaHCKOTO 3akoHonarenscTsa Poccuiickoil
degepannn B cdepe 3aIMThl HHTEIUIEKTYAIbHOH COOCTBEHHOCTH
IMopsAmoK NpOBENEHHA 3aKYIOYHBIX NpoleXyp H  odopMmicHuA
CONYTCTBYIOIIEH AOKYMEHTAIHN

OpranmsanpoHHas CTPYKTYPa Opradusaliy

HopmaTtressie HpABOBBIE aKThI, OMPE/IEISIONIHE HOMEI TPYIOBOTO IIpaBa
OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA M HOPMATHBHEIC [PABOBHIC AKTHI
Poccuiickoii ®eaepanmu B 001acTH BEICHUA JOKYMEHTAIMY IO HEPCOHATY
QOcHOBBI HATTOTOBOTO 3akoHozareNscTBa Poccuiickolt Pepepanun

(OcHoBE 3aK0HOAATENLCTRA 00 0Opasosannu Poccuiickoll Deaepanuu
3akonoaarensctBo Poccuiickoit Qefepaurn 0 NEpCOHATBHBIX JAHHBIX
JlokanpHEIE HOPMATHBHEIEC AKTHI OPTaHA3ANMH, PErYTHPYIONEE o0y4eHHE
repcoHana

TTopsIOK 3aKIIFOYCHHSL JOTOBOPOB {KOHTPAKTOB)

CHeunanu3npoBanibie HHPOPMATKOHHBIC CHCTEMBI, TH(POBRIE YCTYTH H
| cepBHCHI B 067aCTH 00YICHI IEPCOHANIA, TPAHMIIET IX TIPHMEHCHUS
OCHOBHLIE METPUKH H AaHAIMTHYECKUE Cpesbl B oOmacTH oOydeHms
HepcoHala

ITpaBuna Be/ieHRs AeNOBOH NEPENMCKH

HopMp1 3THKH JIENOBOTO OOIIEHAA

Jpyrue xapakTepUCTHKY -

i




3.4.3. Tpyaosas ¢pyHkuus
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HauMeHoBaHME

Iiporcxoxkaenue TPYROBOR
§)YHKIHY

Oprauuzanud aganTaud i CTaXUPOBKU l YporeHsb !
nepcoHana Kom | D/03.6 (FOAYPOBEHE) ' 6
. . KBATH(HKALINM
~ 3
3
 Opurasian X aNMCTBOBAHO M3
OpUrHHANA :
Koz PeructpaiiioHHLIH HOMep
OpHTHHATA npodieccHCHANLHOTO
cTaHAapTa

prleBBIe AeHCTBUAA

HeoBXOAMMBIE YMEHHSA

Pazpaﬁonca IUIaHOB AdalITallHH, CTAKHPOBKH HepCOHEU'Ia C OHGHKOH 3aTpar

OpFaHHBaI.IHFI MGPOHPH}ITHH IO afanTalHHA, CTAXKHPOBKS IIEPCOHATA

[MoAroToBKa HpeUTOKEHHUH 10 COBEPIICHCTBOBAHHIO CHCTEMBI aIallTALUH,
CTEOKVPOBKH NIEpCOHANA

TToaroToBKa npeaioxeHui 1o YopMUPOBAHAIC OFOHKETA HA OPTAHH3AIIMIO
aJanTallHi K CTAXKMPOBKH HepcoHana

Apamus >(OOEKTHBHOCTE MEPONPHATHH N0 aJalTaufyd W CTAKHPOBKE
nepcoHana

Onpenensn. paboune MecTa I NPOBENCHHA CTAKHPOBKHA U a,uamamm
HepcoHaa

CornacoBeBaTh MEPONPpHATHA IO afganraid #H  CTAXKHPOBKE C
BO3MOKHOCTAMHA NpPOH3BOACTRA

[IpoM3BOIUTE aHATH3 H OIEHKY Pe3yJIbTarTos 4JANTAIIAM M CTKHPOBOK
HepCoHaNa

CoCTaBIATh, TNpENIOKEHHST ¥ KOHTPONHPOBATh CTaThbd DPACXOZOB HA
TIPOrpaMMBI H MEPOTIPUATHA TI0 aJaNTAIHA H CTAXKUPOBKE NEPCOHATA JUIL
[IAHHPOBAHHS OHOJKETOB

TIpor3BouTE OUCHKY 3(EeKTHBHOCTH MEPONpPHATEA IO afalTalhH H
CTAXUPOBKE IEPCOHANIA

| BHe/IpATE CHCTEMBI BOB/IEUCHHSA IEPCOHANA B KopnopaTHBHy}o KynLTypy __________
PaGotaTh ¢ HAGOPMALMOHHEIMH CHCTEMaMH, UHQPOBEIMM YCIyTaMd H
CEepBHCAMH 10 YIPABIEHMIO NEPCOHANOM B 00NacTH ajanTalHd M
CT@XHPOBKH MepcoHana

dopMupoBaTs MPEIOKEHHE [0 ABTOMATH3ALMH K udposmzanmn
TIPOLIECCOB aaNTAlliH M CTAXHPOBKH [epcoHana

Obecmeanparh coOmoacHHe TpeboBaHRH 3aKOHOAATENBCTBA PoCCHHCKOlH
Qefepallid B KOPIOPATHBHLIX INONHTHK B obmactu  ofpaboTku
NEPCOHAIBHLIX JAHHBIX H KOHGQUACHIHATBHOH wadopMalan

Becrtu penopyio mepemuckKy

CobnromaTs HOPMEI STHKH JIEIOBOTO obierns

Heo0OxoquMEIe 3HAHAA

MeTome! aJanTauy H CTAKMPOBOK NIEPCOHATA

TexHOIOrHH, METOABI H METOIVUKH IPOBECHU AHATA3A K CHCTEMATH3 AL
JOXYMEHTOB K HHOOPMAIMI

TlopszioK paspabOTKH [UIAHOB AfIAITALME MEPCOHANA Ha HOBBIX paboumx
MecTax, NMOAFOTOBKH, IEPENO/IFOTOBKH M IOBHUNEHHS KBanu(uKaruu
HepcoHalla W OpraHM3aliy CTRKUPOBOK

[opazok cocTaBmeHHS CMET 3aTpal Ha AJaNTalMio K CTAXKUPOBKY
mepcoHana :

HOpHﬂOK BEICHHY YICTAa H OTYETHOCTH IO allal'ITaHHPI H CTaXHpOBRC

[epcoHalia




CTUMYJIHPOBAHNAS TPYJa NepcoHana !
TeXHOMOTHY B METOEI (HOPMUPOBAHHS U KOHTPOJLI OFOIKETOB

QcHOBEI 00I0EH H COLUANLHOH IICHXOJIOTHH, COIHONOTHH U IICUXOJIOTHH |
Tpyaa

OpraHusauMoHHas CTPYKTYpa OpraHM3aldd M BaKaHTHEE NOJDKHOCTH
(mpotheccuH, CrnelHaTbHOCTH)

Taprdro-KBATHOMKAMOHHEIC CIPABOYHHKHA paboT i mpodeccuii paboumx
A KBAIMQHKAIMOHHEIE XapakTCPUCTHKH JOIDKHOCTEH  CIyXKaWiuX,
npodecCHOHATbHbIE CTAHIAPTHI

Chenuamm3RpoBasHbe HHQOPMANOHHEIS CHCTEMbL, HH(POBBIE YCIYIR H#
CEpPBHCE MO YHOPABICHHWIO [EPCOHANTOM B MNpOLECCe aJanTalud u'
CTAXXHPOBKMU, TPAHHUIIE HX IPHIMCHEHAST

OCHOBHBIE METPHKH ¥ AHANATHYECKHWE CPE3bl B OOJNACTH HPOIECCOB
AIATITAIIME H CTAXHPOBKY NepcoHana

HopMaTHBHBIE NPAaBOBEIS AKTHI, ONPEEILIIOIIHE HOMBI TPYAOBOTO UIpABa

(OcHOBBI HAJIOTOBOT0 3aK0HOAaTeNLCTRA Poccniickoil Denepauun

JlokanbpHBIE  HOPMATHBHBIE AKTBI  OpPTaHM3allid,  PEryidpyrolme

ananTtanyio H CTAXKHPOBKY HNEpCOHATla

OCHOBBI IOKYMEHTOOOOPOTA I IOKYMEHTAHHOHHOTO obecreuenns

TIopsuI0K 3aKJIFOUEHMS JIOTOBOPOB (KOHTPAKTOR)

[paBria BeACHUS AENOBOHA MEPETTHCKY

HopMBl 3THKH JI€I0BOTO 00meH s

Jpyrue XapakTepHCTHKH

3.4.4. Tpynosan pyHKIMA

HammeHoBaHue |

Tpoucx oA NEHHE TPy AOROH
ynxunn

| .
. AIMUHUCTPHPOBAHUE IIPOIIECCOB PABUTHA U ‘ v
o | Yposens
 IOCTPOCHHA OPECCHOHANTEHON KAPLCPEI ! i
; 5 P mpody PHEPEL, | Kon . D/04.6 i(ﬂO,HYpOBeHb) 6
| O0OVUEHHA, aaalTTAIHH, CTaXMPOBKH NCPCOHANA H KBaﬂH(lJHKaum{
| COOTBETCTBYIOIHEr0 JOKYMEHT0000poTa |
Opn X 3auMCeTROBAHO H3
OpHrHHana
Koa PerucrpalMOHHEIR HOMeEp
OpUTHHATA TpofeccHOHANEHOTO
CTAHAAPTA

TpynoBsie ,ueﬁéTBHx

JIoOKyMEHTaHOHHOE ~ OfecheueHHe Pe3yNbTaTOB  MCPOHPUATHH  TIO
PA3BUTHIO W MOCTPOCHHIO NPOdeccHOHATBHOH Kapbephl, OOYHeHHIO,
aJIaNTalMH U CTAKUPOBKE NepcoHaa

IMogroroBka HHIMBUAYAILHEIX NpEANOKEHWH HAa OCHOBE PE3YIBTATOB
[pOBEJEHMs.  MEDONpPHMATHE N0  PasBUTHIO H  [OCTPOCHHIO
npodecCHOHANBHEOH Kapbepsl, OOYYEHHIO, ajanTalWd U CTaKHPOBKE
nepcoHana

TTOArOTOBKA TPENICKEHUH 10 COBEPIUICHCTBOBAHAIO CHCTEM 00ydJeHus,
ANaNTAIMY U CTAKKPOBKY, PA3BHTHA ¥ IOCTPOSHHA IIPOGheccHOHANBHOM
Kapbephl IEpCOHANa

ConpoBokeHde  JOTOBOPOB  HAa  OKasaHWe  KOHCYJIBTANHOHHBIX,
HAGOPMALMOHHEIX YCIYT, HEOOXOMMMBIX U HPOBEACHAN obyueHms,
AJaNTaldy H CTAKHPOBOK, PA3BUTHS M IOCTPOSHMA IPOQecCHOHAIBHOM
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Kapbepsl [EPCOHANA, BKIIOYAs NpeIBApHTENIbHBIE NPOUEAYPHl IO uX |
3aKIIOYCHUIO

HeobxonuMele yMeHHS

OdopMIsSTE TOKYMEHTHI [10 BOIpOCcaM HpOBeAeHHs 00YUCHHUS, aNallTallHH |
¥ CTAXHPOBKH, PA3BMTHS M IOCTPOSRHS NPODECCHOHATEHON KaphepHl i
epcoHana,  NpPeJOCTABIAEMBIE B TOCYIApPCTBCHHBIE  OPraHbl,
TIpe/ICTABITEIbHBIC OPTraHbl pAOOTHHKOB

ObecreunBaTh  AOKYMEHTANWOHHOE  CONMPOROXJACHHE  0OyUeHHI,
afNalTalAu ¥ CTAKHPOBOK, Pa3BHTHA M IOCTPOEHHA MpodeccnoHaIbHOR
Kapbephl HEPCOHANA

AHanTM3upOBaTH TPaBu/a, MPOLEAYPS] H HOPIAKH TpoBeicHHs 00yIeHns,
aJIalTAMH U CTAXKHPOBKH, PA3BUTHI U MOCTPOCSHHA NMpPodiecCHOHAIBHOM
Kaphephl IepcoHana

OpFaHHSOBHBaTI: XpaneHye NOKYMEHTOB B COOTBCTCTBHH c TpeGOBaHHHMH
3aK0HOIaTCABCTBA Poccuiickoit (I)e,uepauHH H JTOKATIBHBIMH aKTaMH
Oprann3aliH

PaGotats ¢ HMHEPOPMAIHOHHBEIMM CHCTEMaMH, LHGPOBBIMH YCIYTaMH H
CEPBHCAMH 110 BOIPOCAM AIMUHMCTPUPOBAHHUA JOKYMEHTO00ODOTA |
npoeccoB 00y4YeHHs, agalTallul H CTAKUPOBKH, PasBATH M MOCTPOCHUS |
npodeccHoHATEHONH Kaphephl IIEPCOHANA, BEACHUA yYeTa KaHIHAATOB Ha

GopMupoBaTE MPEUIOKEHHE IO a.BTOMaTH?.a]_lHH H un@ponnaaunn B
ofnacTH afMHUHHCTPHPOBAHUA JOKYMEHToOGOpPOTa MIPOHECcoB 0OYUeHHH,
aJlanTAlHK H CTAXKPOBKH, PA3BHTHA B HOCTPOCHHA NpodiecCHOHATBHOMK
Kapbepel, BeIEHHA Y4eTa KaHIWAATOB HA BaKaHTHBIE JOJDKHOCTH
(Tpodecchn, CHEUHATLHOCTH)

ObecnieauBats cobmoienue tpebopannii 3akonoaaTenscTea Poccuiickon
dejepallil M KOPHIOPATMBHLIX HOMMTHK B oOnmactd  obpaboTku
HepCOHANBHEIX NaHHHIX M KoHPHIEeHIHANLHOH HH(OPMALTH

Bectu menoByio MepENHCKY

Co0monars HOPMEI STHKH JEI0BOT0 oGLIeHHsT

HeobxoauMele 3HaHHL

IMopsnok ofopMIIEHHA, BEACHAA H XPaHCHHS JOKYMCHTAIUH, CBA3AHHOH C
cucTeMOM 00ydeHHUs, AAANTAUN 1 CTAKUPOBKM, PA3BUTHA H MOCTPOCHHS
mpodecCHOHANBHOM Kapeepbl DepcoRaya,

Tlopsimox  ¢opMHpoBanus, BeleHus ©Oasel JaHHBEIX O HEPCOHA%E
OpraHu3ayy, NOPAIOK NPEACTABIEHHS OTUCTHOCTH

HopMaTHBHHIE IIPABOBRIE AKTHl, PerylMpylolie Hpasa M o0A3aHHOCTH
TOCY/IaPCTBEHHEBIX OPTaHOB W OPraHHW3alldA N0 MPEJOCTARICHUIO YISTHOH
NOKYMEHTauuH

IMopaaok odopMienIs JOKYMEHTOB, npemTaBnﬂeMHx B FOCY/IapPCTBEHHEIC
OpraHel U HHEIE OPraHu3alug

(QcHORH noxymemooﬁopora H JOKYMEHTaIHOHHOI'O obecledeHHA

Iopsgok OpOBEASHWS 3aKYNOYHBIX OpONEAYp H  OQopmIcHHS
COMYTCTBYIOIIEH JOKYMEHTALUN

OprapusaloHnas CTPYKTYPa OPraHK3allid M BaKaHTHBIC JOIDKHOCTH |
(mpodeccun, CHEHHATLHOCTH)

TapudHO-KBATHGHKANUOHHBIE CIPABOTHAKY paboT K npodeccHit paboaux
H KBAIM(UKAIMOHHBIE XApaKTEPHCTUKM JOJUKHOCTeH  CIyXalluX,
npoeCCHOHANBHEIE CTAHAAPTHI

Crenuanu3EpoBanHble MEGOPMALMOHHBIE CHCTEMBI, THQPOBBIE YCIYIH H
cepBUCH B oONacTH AIMHHHCTPHPOBAHMA JOKyMEHTOOOOpOTa 110
BOIIPOCAM OOYHUEHHUs], ANTANTAIMH ¥ CTXMPOBKH, PA3BUTHS H TOCTPOCHH
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podleCCHOHANBHON Kapbepsl, BeACHAS yUeTa KAHIHIATOB HA BAKAHTHLIE |
JOIKHOCTH (podeccHn, CHENNANGHOCTH ), IPAHUIE HX IPHMCHEHHS
HopMaTuBHbIE MpaBoBEle aKThHI, ONPE/IENAIONIHe HOMEI TPYAOBOTO NpaBa
OCHOBLI ApXUBHOTO 3aKOHOJATENHCTBA W HOPMATHBHEBIE MPAaBOBBIC AKTEL

(CHOBHI HAJTOTOBOTO 3aKoHOAaTeIbCTRa Poceniickost Oeepanuu
3axonoaarensCeTBo Poccuiickoi @enepaluu o NepcoHaIbHBIX AAHHBIX
TexHomOrUM, METOJHI U METOAUKY TIPOBEIEHHAS aHAIN3A H CUCTEMATH3AITUH
JOKYMCHTOB U HHPOpMAIHH

JloxanbHBIC HOPMATHEHBIE aKTHl OPraHU3alMH, PEryIUpYIONIHEe NOpANoK
Pa3BHTHS M MOCTPOEHHS MpodecCHOHATEHON Kapbephl, 00ydYeHHs,
aJanTAITHN H CTAKHPOBKH IIEPCOHAIA

TTopsnok 3axMOUEHES A0FOBOPOB (KOHTPAKTOB)

TIpaBuiia BeJeHMs AETOBOH NepelncKH

HopMEI STHKH AeNI0BOro 00enns

Jpyrae xapakTepUCTHKH

3.5. O6o0mennas TpyaoBas ynxuusg

- AomxHOCTEH, npodeccui

- —_ pa— e I e e+ mz i ....................... . . !M..w oo annon
; JlesTeNnbHOCTD O OpraHu3allie TpyJ1a d | * YpoBeHb :
! Ko : i :
Hammenorauue :, a E [Povrat— 6
Hponcromacrne ofobumertof R T ee—— e e e
Opurasan
TPYAoROH PyHKIMM v : OpuIruHang T
Kea PernctpamuoHHbLi HOMED
CPHTHHANA npodyecCHOHANEHOTD
CTaHIAPTA
e e e i et e s s e e e i e
BosmoxHBIe ' CHeHaHCT 10 HOPMHPOBAHNIO H OIUIATE TPpYIa
 HAUMCHOBAHHSA - CnenuanycT o OpraHu3alluy | oIUlaTe TpyAa

" CHenHaiCT N0 KOMICHCAITHSM ¥ JTBrOTaM
! CnenuanvcT oo Hepconany

Tpebopanus K
o0pazoBanuio 1 O0YIEHHIO

Bricinee obpasoBanue — DaxanaBpuar

HLITH

Briciuee o6pazoBanne (HempohHuibsHoe) — OaKkanaBpuar u
JOTIONHMUTEABHOE HPodheccHoHANBHOE 00pa30BaHHE — IPOrPaMMEL
npohecCHOHANEHOH IIEpeNOArOTORKH B 0ONAaCTH YIIPABIICHHS IEPCOHATIOM
WM B 00IaCTH OPraHM3aliy K HOPMUMPOBAHHUS TPYAa, CTUMYIHPOBAHHS |
OIUIATH TPYJa

TpeboBaHUA K OLBITY
HPAKTUIECKOH paboTEI

Ocobple ycoBU4 J0MyCKa
K pabore

Hpyrue xapakTepuCTHKH

PexoMeHAyeTCA QONOJHATENBHOE IPodeCCHOHANBHOE 00Pa30BAHUE —
IIPOrpaMMEI ITOBBIUEHNS KBATA(QHKAIRH B 00/IaCTH YIIPaBICHHS
TIepCOHATIOM HITH OPraHu3allui TPY/A U OIUIATH IepCoHana
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JlomonuuTeNbHble XapaKTEPACTHKH

I __ HaumeHoBaHUe Ha30BOM TPYINIEL, AODKHOCTH
aHMeHOBaHUEe JOKYMEHTA Kon
(npodeccun) WK COCHHATEHOCTH
0K3 2423 CneunaﬂHCTH B 00MacTH no,z[ﬁopa H HCIIONL30BaHUS
HepCOHana

EKC - . VIIKkeHep 1o HOpMHPOBAHHI) TPYAA

- ' DKOHOMHCT 10 TPYAY

- | Merepkep o mepcoHaty
OKITATP 26583 - Cenuanuct Ho KaapaM

27755 IKOHOMHCT 1O TPYAY
OKCO 5.38.03.01 ' BxorOoMHUKaA

5.38.03.02 | MeHeRMEHT N

| 5.38.03.03 | YupasneHue NEPCOHATIOM

3.5.1. Tpyaorast pyHKUHA

Opranusanus TpyZa IIEpcoHana Ypoeetib
HaumenoBanne Kom| E/0l.6 {noypOBEHb) 6

. ! ‘ KBaTHpUKALHN
TponcxoxaeHne TpyIORO#H Oparasan X 3anMMCTBOBAHO 13
(hymuH ) OpurHHaIa —

Kon PerunctpaupoHHEIR HoMep
OpHMrHHana HpodleCCHOHANBHOTO
¢TaHgapTa

Tpynospie AeHCTBHS o
| BHeapeHue CHCTEMBI OPTaHH3aHA K HOPMHPOBAHIS TpyJa mepcoHana ¢
| OTIPEAENCHHEM TPYAOEMKOCTH, HOPMATUBHOM UHCIEHHOCTH, TPaQHKOB

BLISBICHIE DE3CPBOB TOBBIICHHS TPOM3BOAMTENEHOCTH TpyAad H
| KAYeCTBa HOPMUPOBAHHS TPy
TloaroToBka NpeanoXeRuit IO M3MEHEHUSM YCIOBMil H OILIATH Tpy.a
vepeomm,
TloAroToRKa MPEANOXeHEI 10 hOPMAPOBAHTIIO GHOUKETa Ha OPTaHH3AINIO |
pymamepcomasa
‘Onpeernense >(GheKTHBHOCTA pafOTH CHCTEMBI OprAHMIANEE 1
HOpMHpOBaHH}I TpyAa Ha paGoumx mecTax

Heoﬁxonnmme YMEHHA

;AH&J‘IHBHPOB&TB a¢pdpexTHBHEOCTE paboTh CHCTEMBI opraﬂmaunn pozicy
' IepCOHAA U HOPMHpPORaHHUs TpyAa Ha paboumx mecTax. -
COCTaBH}]?Tb H KOHTPONHPOBATh CTATBH PacXod0B Ha OILIATy prna

PaﬁoTaTL c uH(l)opmauHOHHLIMH cHCTEMaMH, LU(POBBIMH yoryraMi ¥ |
 cepBHCaMK B 0071aCTH OPraHu3ally U OIIATH TPy/1a IepcoHaa

d)opMHpoBaTL NPeUIOKEHUS 110 aBTOMAaTH3alUH H thppOBmauHH
| mpoLieccoB OpraHM3aluy ¥ HopMUpoBaHMA TPY®X®
Pazpaﬁa'rman, H O(OPMIATH TOKYMEHTBI [0 HOPMHPOBAHHIO H OMJIATE |
| TpyAa mepcoHala
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| ObecneunBars cobMOIeHAe TPeGOBAHMH 3aKOHO0AATENLCTBA POCCHHCKOH
CDenepanHH H KOPUOPATUBHAIX NOMHTHK B obmnactu oﬁpaﬁomn

MeTO,I[BI onpe,uenemm OHCHKH W CpaBHCHUA HpomBO,ElCTBeHHOH
HHTCHCHBHOCTH 1 HAIPOKCHHOCTH TpyJa

Teannopgn I MeToIHI hopMHEpC

TBXHOHOPHH MCTOAEI u METOOUXKH HpOBCIEeHI‘IH aHaJmaa
. CHCTEMATH3AIlHH JOKYMCHTOR H HH(i)OpMaﬂ,HIrI

Hopﬂﬂ;OK Tapmbm(au}m paGOT U paﬁoqux, yCTaHOBJICHHH AOIDKHOCTHBIX -
- OKJIAZIOB, JIOILIAT, Hai0aBOK ¥ Ko3bdulmenToB K 3apaboTHOH Tarte, .
_pacvera CTHMyNMPYIOWMX BBILIAT '
TaprbHO-KBAT(HKAHOHHEELE CIIpaBO'-{HHKH pa60T m  upodeccuit
paﬁomdx 1 KBAMM(QUKANHOHHEIC XapAKTEPHCTHKH TOJKHOCTEH CITy)KalluX, -

Opl“aHH3aIIHOHHa$I CprK'I'ypa OpFaHH3aI.lHH H BaKaHTHBE HOJDKHOCTH
(npocbeccnn CHIELHABHOCTH) :

Hopmarupnsie IIPaBOBKIE A aKTEL, onpe,aejmromue HOMBI TPYZIOBOI'O npapa
" OCHOBEI apXMBHOIO 3AKOHOJATENBCTEA M HOPMATHBHBIE NIPABOBLIC AKTHI
Poccuifckoit ®Peacpannm B o0nacTH  BeACHHMS JOKYMEHTAIMM IO

JloKasibHEIe HOPMATHBHSIE AKTH OPFAHM3AINH, PETYIMPYIOIHE HOp}II{OK
_OpraHH3alMH ¥ HOPMEDPOBAHAA TPya IepcoHaa

- CrienManusupoBaHHEe HHGQOPMAIHOHHBIE CHCTEMBI, IHQPOBREIEC YCIYTH H |
| CepBHCH! B 00NACTH OpraHM3allM¥ M OIUIATHI TPYJA IIEpcOHaNa, TPaHHIH |
HX UPAMCHCHHA




3.5.2. Tpynosasa ¢ynxkimus
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HaumeHoBanHS

[IpoRcxoxaeHHe TPYIOBOH
¢yHKUIHA

* OpraHu3amug oIUIaTH Tpy/a IepcoHana | Yposews
Kon  E/02.6 (nomyposems) = 6
! kpanudukauud
Opuranan % é3aumcmonanon3 E
| OpuTHHaNa
Kon PervcrpaldoHHENH HOMED
OpHTMHANA npodiecCHOHANBEHOTD
CTanapTa

-

¢ Tpynoseie nefcTBus

Pazpaﬁoma CUCTEMBI OIUTATH TPYAA IlepCOHa.TIa
®opmuporarre OokeTa ¢oHAA ONMMATHl TPYSA, CTHMYJIHDYIONIMX H
KOMIIEHCAITHOHHBIX BLIMIAT _ __ E
 Breapenue cHCTEMET OILIATHL TPY/Ia NEPCOHATA ) §
[ToAroTOBKA TpPE/NIOKEHNH [0 COBEPUICHCTBOBAHHIO CHCTEMBI OILTATHI
TpyJia IepcoHalla

HeobxomumMpie yMEHHS

IIpMEHATs TEXHOIOTHH MAaTCPUANEHOH MOTHBAMH B  YIIPABJICHHH
nepcoHaioM

AHanmu3upoBath COBPCMEHHBIE CHCTEMBI OIUIaThl H  MaTepHANBHOM
(MoHETapHON ) MOTHBAIWE TPYAa AA Ielel oprann3auu

AHa/M3UPOBATH YPOBEHB OINAThl TPY/A IIEPCOHANA IO COOTBETCTBYIOLIAM
npodeccHOHANBHBIM KBabukauam
TIpoBoaKTL MOHKTOPHHI 3apaboTHOH NNATH HA pBIHKE TPy
CocTaBnaTE H KOHTPONHPOBATh CTaTbd pacxoJOB Ha OIUIATY Tpyza.
TEPCOHANA IS INTAHHPOoBanHA OO KETa

AnanusupoBaTh GOpPMEL MaTEpHAILHOIO CTEMYJIMPOBAHHKS, KOMIEHCAUMA
W OBIOT B OIIATE TPYJA Hepconana
PaboTath ¢ MHOPMAHOHHEIMH cucTeMaMH, IE(POBEIMH YCIYTaMH H
CepBHCAMH TIO OIUIATe TPYa IIEPCOHANA

dopMEpPOBaTE TPEIVIOKCHHE IO aBTOMATH3AlMM W LMppoBHzaUMM
IPOLIECCOB OILIATH TPYJia

CocrasnsTh IPOTHO3H PA3BUTHSA OIUIATHI TPYJA IepcoHaIa

Ob6ecneanBars codmoneHue TpeboBaHuil 3aKOAONATENBCTRA Poccnitckoi
defepaniid B KOPUIOPATUBHLIX HOMMTHK B obmactd  obpabortku
IIEPCOHANBLHBIX JAHHBIX ¥ KOHQHACHIHATBHOR HHQOPMALIMH

BecTn [€10BYIO IEPENUCKY

CobmonaTh HOPMBI STHKH JENOBOI0 OOIIEHH

HeobxogumMele sHAHHS

DopMBI B CHCTEMBI 3apaboTHOM NIaThl, IOPALOK COCTABIEHHS OIO/DKETOB
Cucremsl, Metoasl H (OpMEI MATEPHANBHOIO H HEMATEPHAIBHOIO
CTUMY/IMpOBAHHMA TPyJaTiepcoRana
TeXHONOTHH 11 METOAE (POPMHPOBAHIA H KOHTPOIISI OI0/KETOB M (GOH/I0B
[Topazox TapufuKanad paboT B pabodYHX, YCTAHOBICHHA NODKHOCTHBIX
OKJIaZOB, AOIUIAT, HANOaBoK ¥ Kod(duimeHtoB k 3apaboTHOH Inmare,
pacueTa CTUMYJIMPYIOIAX BHIILIAY

Meroapi onpeAeicHUs YHCIEHAOCTH IpCOHamla .~
TapudHo-KBaTH(PUKAIMOHEEIE CIPABOYHHKH paboT U mpodeccrit pa6ormx
H KBaNM(HMKANMOHHBIE XapaKTCPHCTUKH [AOJKHOCTEH — CILYKAllHX,
npoteccuoHaNbHbIE CTAHAAPTHI

| Merojip! yueTa U aHajiu3a noxasarene o Tpyay u 3apaboTHOI Iare
TexXHONOrmw, METOAE H METOAMKH IIPOBEAEHAS AHAIIH3A ¥ CHCTEMATH3AIHH
ZOKYMEHTOE ¥ HHpopMatuu
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Opl"ELHIrI?.aHHOHHaﬂ CTPYKTYpa OpPTaHU3arMd H BaKaHTHBIE I{OHH{HOCTI’If
(mpodeccum, cnenualLHOCTH )

HOpMaTHBH]':Ie HPABOBLIC AKTEL, ONPENC/IIOIINC HOMEI TPYNOBOIO ITpara

OCHOBBI HAJIOIOBOrO 3aKOHOZATeNRCTBA Poccuiickol MDenepannu

3axononarenbeTBo Poccmifickoll Denepanin ¢ DepcOHANBHBIX JAHHBIX

JlokanbHBlE HOPMATHBHBIE AKTHl OPTaHM3AUMH, PErYIHPYIOIMIHE OILIATY

Tpyza »
(OCHOBDI 3KOHOMHKH TpyJa '

OcHOBH TCXHOJIOTHH HPOH3BOACTEA U AEATENEHOCTH OpraHu3aliy

OCHOBHI JOKYMEHTO0GOPOTA H HOKYMEHTAIHOHHOTO O0eCIeUeH s

TopsI0K 3aKMIOYEHNs JOTOBOPOB { KOHTPAKTOB)

OcHoBrl 0010€H ¥ CONMATBPHOM NCHXOJIOTHH, CONMHONOTHH W NCHXOMOIHH
T A e

CrenuamisupoBaHHEE HH(bopmanHOHHme CHCTEME!, DH(PORBIC YCAYTH U
CEPBHCHL B 00JACTH OPTAHH3ANWMH M OIUIATH TpyJa HepcoHaANa, IPaHUITH UX
HPUMEHEHUS

OcHOBHEIE METPUKH M aHAJUTHYECKHE cpe3bl B OONAcTH IIPOLECCOB
obecreueHns OnNaThl TPyAa DepcoHana

HopwMbl 3THKE AeoBoro o0IHeHH

JpyTue XapakTepuCTUKH

3.5.3. Tpynoran pyuxuns

Ipoucxexaenre TpyACBOi
hyHKLMH

ANMUHUCTPUPOBAHHE IIPOLECCOB OPraHU3al[iy | i | YpoBeHs _
Hammenosanne | TpyJa, OIUIATHI HEPCOHANA U COOTBETCTBYIOWIETO | Koa l E/03.6 |(nomyposeus) | 6
; | KBAH{(DHKALMN
JFOKYMEHTOo000poTa | j Quxaman
3aUMCTBORAHO U3
Opurusan X
OpHTHHANLA
Kex Peructpamsonnsiii Homep
OpMTHHANA npodiecCHOHATEHOTO
cTapnapTa

Tpynosle AeACTBUA

 OpraHH3alMH TPYJA H OILIATH TPY/a IepcoHaka

,HOKYM&HT&IIHOHHOG H OpPraHd3alHOHHOE COIIPOBOXKICHHEC CHCTEMBI

IToaroroexa ]]peleIO}KeHHﬁ I COBCPIICHCTBOBAHHIO CHCTEMEI
OpraHH3aliH H OIUIaTEL TPy A IIEpconalld

Tloprotoska 1 06paboTka 3ampocoB W yBeXOMJICHHH o paboTHHKaX B
TOCYAApPCTBEHHBIC OPrafbl, MPEACTABUTENLHEIC OPraHBl PadOTHUKOB MO
CHCTeMaM OMMAThHl U OpraHU3ally TPYyAa Iepconana

Opl"ﬁHl‘B&HHOHHOB H JOKYMCHTAIlHOHHOC COIPOBOKIACHHE MOTOBOPOB Ha
OKaszaHue KOHCYIBTAUHOHHBIX, HH(bOpMaHHOHHBIX YCIYI 11O CHCTEMaM
OIIATEL H OpPTraHHZaAOHH TPyId NepioHania, BKHKOYAA NPEABAPHTEIBHBIC ;
HPOLEOYPHI IO HX 3aKTIOYCHUID

HeobxomumMele yMeHUS

OdopMIATE ZOKYMEHTHI [0 BOIIpOCAM OIUIATHI W OpraHH3alM TpyZa
MepcoHaia,  IPeACTaBiseMble B TOCYAAPCTBEHHBIE  OPraHEl,
IMPEICTABUTENBHEIE Opravnl PabOTHUKOB

AH&HHBHPOB&TL HOPMAaTHBHBIE B METOIHYCCKHEC JOKYMCHTHL 110 BOIIPOCaM
OIUIATE] M OpraHu3aliuy Tpyaa IIEpcoiana
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! Opra.HH3OBHBaTL XpaHeHUE NOKYMEHTOB B COOTBETCTBHH C Tp660BaHH$IMH %
3aKOHOJATeNIbeTBA Poccumiickoit ®exgepallii M NOKANLHBIMH  aKTaMHU |
OpraHu3aIyK :
BecTH yueT H peracTpanuio JOKYMEHTOB B HEQOPMaHONHEIX CHCTEMAX
Ha MaTepHAIBHBIX HOCHTEIAX

PaboTats ¢ MEGOPMAIMOHHEIMU CHCTEMaMH, MU(POBBIMH YCHYTaMH H
CepBMCAMH [0 AJMHHHCTPHPOBAHHIO JOKyMeHToOOOpoTa B 06MacTH
OpraHu3allHA H OIIATHl TPYAA IepcoHaia

DopMHpOBaTh TpPEINOKEHHE [0 ABTOMATH3AUMH M IHPORM3aLME
npouecca aJIMHHHCTPHPOBAHHUS JIOKyMEHT0000pOTa B 0ONACTH OIJIATE U
OpraHu3auy TPyIa

IIpon3BOANTL MpeIBapHTE/bHEIE 3aKYNOYHBIE HPOUEAYPEl B 0HOpMILITE
COMYTCTBYIOLIYIO JOKYMEHTALHIO [0 3aKIIOYEHHIO JOTOBOPOB
Ob6ecneuanBath cobMmoeHNE TPeOOBAHUA 3aKOHOATENBCTRA Poceuitckoi
denepauny M KOPUOPATHBHLIX IMOMHTHK B obmacTH  0o6paboTkm
HEPCOHATLHBIX HAHHBIX 1 KOHOHICHIHATEHOR HHPOPMALHH

Becty aenoBy10 HEPEMACKY

o CoGmoaats HOPMBI 9THKH AEN0BOr0 O0IIeHNs

HeoGxouMble 3HaAHUS T[lopanox oopMIeHHs, BEACHH K XPaHEHAA NOKYMEHTAUHH 10 CHCTEMaM
| oIUIATHL ¥ OPraHU3aAIMM TPY/a lepcoHala

HopMaTHBHbLIEC NPEBOBHIC AKTHI, PETYJIHPYIOMME NpaBa U 00A3aHHOCTH
rocyIapCTBEHHBIX OPFaHOB M OPTaHH3ALMK IO IPEAOCTABICHHIO YUYCTHOH
JIOKyMEHTALUH

TeXHOmoruu, METOABI K METOJUKH [IPOBEICHHUS AHAJIH34 U CHCTEMATH3AlIHA
JNOKYMEHTOB ¥ yH$popMaryy
TapudEO-KBATHQHKAIHOHHLIE CIIPABOYHHKH paboT K npoqjeccun pabouux
¥ KBaIA(QUKAIMOHHBIE XApaKTEPHCTHKH JODKHOCTEH  CITy)KallUX,
mpodiecCHOHANBHEIE CTAHAAPTHI

CenManM3ApOBaHHEIE HHPOPMALIHOHHEIE CHCTEMB], IHGPOBLIE YCIYTH U
CEPBHCHI [10 AMHHHCTPHPOBAHAIO JOKYMEHTO000POTa [POIECCOB OMIAThL
W OpraHu3amuy TPyAa HepcoHana, FPAHHLEL KX IPHMEHEHNS

JlokankHEIE HOPMATHBHBIE aKTH OPraHH3ANUH, PEIYIMPYIOIHE TOPAIOK
OIUIATHI, OPTAHM3AIHH M HOPMUPOBAHMS TPYAQ

' OCHOBBI JOKYMEHTOOG0pOTa H JOKYMEHTALWOHHOTO 00¢CIeUeHHA
Iopsmox ¢opMHpOBaHKSA, BeAcHMs 0ashl AAHHBIX H NPCACTaBJICHHA |
OTHETHOCTH O CHCTEMAM OIUIATH] M OPTraHM3aliHy TPYAa IepcoHana
HopMaTuBHBIE IPAROBEIC aKTHL, ONMPEACIIOIIHE HOMEI TPYIOBOTO NpaBa
OCHOBLI apXHBHOIO 3aKOROJATELCTBA W HOPMATUBHBIC [IPABOBEIC AKThI

'(OCHOBBI HAJIOFOBOTO 3aKOHOIATeNbCTRA Poccriickoll Mefepaiy

3axkoHOIATENbCTBO Poccuiickoit Megepaniy 0 NEPCOHATBHBIX JaHHBIX
TTopamoK 3aKI0UeH s 0T0BOPOB (KOHTPAKTOB)
TIopAZoK  NpoBedeHHs 3aKyNOMHEIX —NPONCAYP H  OQOpPMICHMA
COMYTCTBYIOIIEH JOKYMEHTAIIHU
HopMbl 3THKH ET0BOT0 00IEHAA
ITpaBuna BeJCHH JEIOBOH MEPEIHCKH

JApyrue XapakTepuCTHKA | -
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3.6. OGo0mennas TpyAoBas QyHKIEN

. JedaTeABHOCTE IO (POPMHEPOBAHHIO :

HamMeHOBAHHE | A . (opmrp N i Koa | F Yposers L6
: KOPIIOPATHBHON COHHAJIBHOM TMTOTHTUKH { L | KBaRQHKAIHH

IIporcxoxnerue 06001UEHHOH Opurmman X 3anMCTBOBAHO H3 |

TpyAosOH QYHKIHH i | opMrUHaNa L N

Kox PerscrpalHOHHEIH HOMED
OpHIHHANA TpodecCHOHANBHOTO
¢TangapTa
BosMoxHbe CrenuamicT o CONMATBHEIM IIPOrpaMMam
HaMMEHOBAHHA Cnenuanuct o pabore ¢ NpeCTaBUTEIHHEIMY OpranaMu padOTHHKOB

nomkHOCTEH, npodeccuit | CHenuanucT M0 KOPIOPaTHBHOH COIMATEHOR HOINTHKE
Croenpanict o nepcoHary
Menezpkep 10 NEPCORAILY

Tpebopanus k Bricniee o6pazoBanue — OaxanaspuaT

00pazoBaHHI0 U 00YIEHHIO | HITH

Bricmee ofpasopanne (HepohuneHoe) — 6aKkanaBpuaT u
HOTIONHUTEIBHOE TpodiecCHOHANBHOE 00pa30BaHHe — IPOrPAMMEL
npodecCHOHANBHOM NIEPENOATOTOBKY B 00/IACTH YIPABICHHSA HEPCOHANOM |
WA B 00JIACTH CONUANBHON OMHTHKHA '

TpeGopaHHA K ONBITY -

Ocofpie yCIloRKS JoTyCcKa | -
K padore
JIpyrue XapakTepucTikid | PEKOMEH/IyeTCA AONOTHATENBHOE MTPOJECCHOHATEHOS obpazoBanye —
IpOrpamMMel OBBIIICHH KBaTA(HKAIAK B 06IacTA YIPaBlIeHHAs
HEPCOHATOM Y COLHANLHON ONTUTHKH

i Hammenoranure 6a30Boil MPyIHEL, JOIKHOCTH
HaumMernoBaHKe A0KYMEHTA Kon
(mpodeccHn) AMH CHEIHAIBHOCTH
0K3 2423 CrenraaucTs B 065acTH nmogdopa H HCIONb30BAHNA
mepcoHaTa
EKC ‘- Cremnamict o Kaapam
- | Menemxep no mepcosaty
OKIIJTP 26583 Crenuamuct o xajgpaM
OKCO 5.38.03.02 | MeHeKMEHT
5.38.03.03 | YupaslieHHe DepCOHAIOM

3.6.1. TpynoBas pyHKOHS

o o [mm—
Pa3paboTka KopIOpaTHBHOHR COLHANLHOH YposeHb
HauMeHOBAHME 1 mprrrient | Koa F/01.6 | (nomyposess) 6
; KBATH(HKALMA




IIpowcxoKaeHNE TPYIOBOH
dymxmmy
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X 3aMCTROBAHO U3

Opurunan OpHIHHAJA i
Kon PerncrpaufoHHEIR HOMED
OpHIHHANA MpoPeCCROHAIBHOI O
cTapmaprTa

Tpynoesle gefdicTeus

Oprannsauus  B3aNMOJACHCTBHA ¢ [pelCTABHTENLHBIMH  OpTaHAMH
paboOTHHKOB, OOMECTBEHHBIMA OPraHH3alHsiMH, ¢ TOCYJApCTBCHHAIMH
OpranaMu i

TToaroToBka MpeUIOXKeHAH M0 tbopmnpoaaﬂmo Olomkera B oOnacty
obecneyeHHs KOPHOPATHBIOH COUMANBHOM IIOIUTHKA

Heo0xonuMeie yMEHHA

Onpemenats  LeAeBbIE  TIPYNNBl  IIEPCOHama  And  paspaboTku
CIEUaIA3HPOBAHHBIX COMANBHBIX IIPOTIPAMM

JoBoauTh MHGOPMAIHIO O COIHATBHBIX NPOrpaMMax A0 LEREBBIX TPy
mepcoHana ¢ HCIONB30BAHHEM  HHCTPYMEHTOR  BHYTPEHHMX
KOMMYHHKAIHH

Boifupars, KpUTEpHH H ONPEAENATE YPOBHH YAOBICTBOPEHHOCTH
nepcoHana _
Hcnons30BaTh MaTepHANbHBIC U HEMATepHANLHEIE CHCTEMBL, METOABL H
$hOpMEI MOTHBAIIKH B YIPABICHHH JCPCOHAIOM

OupeznensTs 06beMbl CPEACTB JUIA PEATH3ANMM COUUANBHEIX rapaHTHH,
KOPTIOPATHBHLIX JIbIOT H UHBIX DJIEMEHTOB KOPIOPATHEHBIX COUMATBHBIX

COCTaBIATh H KOHTPOJIMPOBATH CTATLE DAacxXOfOB Ha COIMANBHBIE
IPOrpaMMBbl /19 INAHHPOBAHKS OIOIKETOB

TIpOM3BOIATE MpeIBAPHTENbHBIE 3AKYIOUHEIE TPONENyPbl H OPOPMICHHS

nE(GPOBEIMH YCIYraMH M CEPBHCAMU II0 YOPABICHUIO MEPCOHAIOM B
| 0011aCTH KOPIOPATABHON COUMANEHOA MOMHTHKH

cDOpMHpOBaTB NPETONKEHHA IO AaBTOMAaTH3allAH M UH(bpoBH3alHK
Ipoilecca paspaboTKH KOPIIOPATHBHOM COUHANBHON TOIMTHKY

O6ecneunparh cobmoneaye TpeGopaHmit 3aKOHOAATENBCTBA Poccuickoi
Qegepany ¥ KOPNOPATHBHBIX NOMHTHK paborogaremst B o6macTi
0GpabOTKH IIePCOHANBHEIX AAHHBIX i KOHQHISHIMATbHO! HE(OpMAiH

Bectu nenoByro NEPENHCKY

CobmoaTh HOPMBEI ITHKHU JIEIOBOT0 00IIeHus

HeoOx0oMUMEIE 3HAHHS

ITopanox ¥ MeToAB! paspaloTKm NIAaHOB H IIPOFpaMM COLKATBLHOIO
pa3BHTIA OpraHM3AHK

MeTo 51 aHAT3a BEIIONHEHHS COIMANBHEIX IIPOrpaMM H ONMPEACTICHAA HX
skoHoMIgeckoit 3¢ ek THBHOCTH

CrcTeMbl, METOAH H (OPMBEI MAaTCPHAJIBHOIO M HEMATEPHANLHOTO

MeTOAs IIPOBEJEHMS COLMONOrMUECKHX HCCICNOBAHAM, N3YICHHA
ODILECTBEKHOTO MHCHUS

Texnonoruu, MECTOABL H METOANKIL NpoBEOCHHA ananuia H
CcHCTeMaTH3all J0KYMCHTORB H Hthopmau}m

[Topamok mpoBeNeHHS 3AKYNOYHBEIX MPOLUENYp ¥ o opMIICHA
COIYTCTBYIOIIEH JOKYMEHTaIIMN
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(OCHOEBBI IPON3BOJCTBEHHOM AeqTEJIbHOCTH OpPraHn3alu J.
OcHoBBI 00Mmell B COMUANLHON MCUXOJOTHH, COMHONOTHY H MCHXOOTHH |
TpyZa
CTpyKTypa, eH, CTPaTers 1 NONATHKA OPTaHH3alliH 110 IEPCORATY
TapndHo-KBUTHPHAKAIMOHHEIE CHPaBOYHHKH pabor u mpodecchit
_ pabovnX H KEaanQUKaNHOHHEIE XapaKTEPUCTHKH JOMKHOCTEH CIYKaINUX,
i mpo¢ecCHOHAIBHBIE CTAHAAPTEL
i Cneryanm3upoBanHble HHHOPMALMOHHBIE CHCTEMBL, HH(QPOBEIE YCIYTH H
| CEPBHCH] 10 YMPABNEHWIO MEPCOHANIOM B OONACTH KOPIOPATHBHOM
COUAATLHON TONHTHKHA, TPAHALE HX NPUMEHEHHS

OCHOBHEIE METPUKH W AHAHTHYECKHE Cpe3bl B 00NACTH KOPIOPaTHBHOH
COIHANEHON MOJUTHKH

HopMmaTrBHbi¢ IPABOBLIE AKTHI, CHPEAEIAIOIIE HOME TPYAOBOr0 IIpaBa
(OCHOBREI HAITOTOBOTO 3aKoHOaTenheTRa Poccuiickoit Meaepanyn
HopMmaTHBHBIE€ TPABOBEIE AKTHI, PETYIHPYIOLIME IIPaBa U OOA3AaHHOCTH
TOCYAapCTBEHHBIX OPraHoB, IPEICTABUTENHHBIX OpraHoB pabOTHHKOB *
| 3aX0HOMATENBCTRO Poccuiickoll @deaepanyi ¢ NEPCOHANBHBIX TAHHBIX
JloxaneHbie HOPMATHUBHEIE aKThl OpraHH3alliH, PEryJIUpPYIOLIHE IOPATOK
(OPMHPOBAHAS COUHANEHOHN MOMTHTHKA

[TopsazoK 3aKI09eHAA JOTOBOPOB (KOHTPAKTOB)

[Ipasuna BeAeHUs JeN0BOI NEPENUCKH
HopMBbl 3THKH J€JI0BOTO 00IEHUS
ﬂpyfue XapaKTEpUCTUKH -

3.6.2. TpynoBasa dpyaxuus

— ; , e o
| Peanmsanus KOpOOpaTHBHOMN CoNManbHON [ ',; | Yposens
HamveHoranve | [ONATHKA | Kon | F/02.6 (noaypoBeHb) 6
j b | KBamduKa |
i HWMCTBOBAHO H3
IIpoucxoxcaenne TpynoBol | Opuruman X 3ai
PyHKIHH OpHTHHANA
Kon PerucTpallHOHHBLA HOMEpP
OpHYHHANA MpopeCcCHOHATBHOTO
CTaHJapTa
Tpynoseie nelcTBAS BHeapeHre KOPIOpaTHBHEIX COMMAIBHBIX IIPOrpaMM

Peanu3anysg cHCTEMBI COMUATBHBIX ALIOT, BEIUIAT PADOTHHKAM C YI€TOM
TpeGoBanmii 3akoHoAaTeNbCTBA Poccuiickoit Denepanun

' OmeHKa YAOBJETBOPEHHOCTH II@PCOHANA KOPIOPATHBHOM COIMAIbHOM
TIOJINTHKOM

Ouenka 5¢deKTHBHOCTH MEPONPHATHH KOPHOPATHBHOH COHMATBHON
NOTHTHKY

[MoaroToBKa NpeMIOKEeHHH [0 COBEPIIGHCTROBAHHIO MEPOIPUATUN
KOPIIOPATHBHOH COUMANBHON IIONUTHKA

: TlogroToska mpeayioxeHui o GopMHpOBaHMIO OKO/PKETA HA peaiu3alliio

Hebﬁxonﬂmme YMeHHﬂ PaccuuTrIBaTH  3aTparhl Ha  OPOBENEHHE  COCIMATU3HPOBAHHBIX
COIUANbHBIX NpOrpaMM

I1pOBOJIMTE MOHHTOPHHI YCTEIIHBIX KOPHNOPATHBHBIX  COMHAILHBIX
IpOrpaMM

TTpoBOIMTE MEPOIPUATHS B COOTBETCTBHM C KOPIIOPATHBHOH COIMANbHOH
MONUTHKON




- Onpenenars  UeMeBbIe  IPYOIBl  TEPCOHANA  Jis  CO3JaHES

-: CHNCIHAMAIAPOBAHHEIX CONMATILHBIX TTPOTpaMM

OHPC,I[CHHTB KPUTCPHH H YPOBHH YIOBJICTBOPCHHOCTH IIEPCOHANA

OnpenensaTs 3hGeKTHBHOCTE MEPOTIPUSITUl peaTn3yeMol KOPIIOPATHBHON

| COMMATLHEON NOIMTHKHA

OpPaHHBOBHBEtTB B3aHMOIEHCTBHE € D OCYAAPCTECHHBEIMH  OplaHaMH,

- MPCACTABHTCIIBHBIMA OprandMH paﬁoTHHKOB, OONIECTRCHHAIMA U HHBIMH

| OpraRM3aUHAMI TI0 BOIPOCAM PEANH3AUMK KOPHOPATABHOM COLHATBHOH
- MOJIMTUKH

. AHQJIM3MpOBATHL PBHHOK YCIYT [0 OCYIIECTBACHHK) COLMANBHBIX H

CICITHATIM3HPOBAHHEIX  IPOTpaMM COLIMATBHOH OOACPAKH YWICHOB
OENCBBIX TPYHIT H TOTOBHTE NPEIIOKCHHS IT0 HX IMOCTABIHHKAM '

[Mpon3BOAHTE NPESABAPHTEIBHBIE 3AKYIOYHBIE IIPOLETYPE H OQOPMILITH
CONYTCTBYIOIIYIO JOKYMEHTAHNIO N0 3AKIFOYEHHUIO JOTOBOPOB '

PaGoraTh €O CHCUMANKMIHPOBAHHBIMH HHGOPMAIIMOHHLIMH CHCTEMaMH,
MGPOBBIMH YCIYTaMH M CEPBHCAMH HO YNPaBJICHHUI) TEPCOHATOM B
06acTH KOPIOPATHBHOM COLMATLHON IIONTMTHKH

Obecneunsare coOmoaeHne TpedOBaHMIl 3aKOHOAATENRCTRA PoccHicKol
denepaniy M KOPIOPATHBHBIX HOMMTHK B ofmactw  obpaborku
IEPCOHATLHBIX NaHHBIX K KOH(HICHIaILHON HHQOPMALlNH

Bectn JCTIOBYHY ICPCTIMCKY

- CobmoaaTs HOPMBI 3THKHA JENIOBOT0 001IeHNs

HeobxoauMble 3HaHU

MeToapl anann3a BHIIOIHEHHA KOPIIOPaTHBHEBIX COOHANBHLIX HpOoTpaMM H

ONPENEICHNA NX SKOHOMIYECKOH (P HEKTHBHOCTH

Cucrempl, MeTofAel, (OPMEI MaTepUalbHOIO K HEMarcpHANLHOTO
CTHMYJIMPOBAHAA TPYAa DEPCOHAIA

Metonst NPOBEACHHA COLHOMOIMTCCKIX HCCJ’EC,[[OB&HI’Iﬁ, H3YUCHHA
OﬁmeCTBeHHOI‘O MHCHHA

TeXHOJ'IOl"HH, MeTOIBl H METOHUKH MPOBEIACHNW aAaIH3a H CHCTECMATH3allHHe

 TOKYMEHTOB H HH(opMariim

HopMaTHBHEIE NPABOBHIC aKTBI, PETYIHPYIOIIHE IIpaBa W 0043aHHOCTH
rOCY/IaPCTREHHBIX OPraHoB, MPENCTaBHTEIRHEIX OPTraHOB pabOTHUKOB IO

. IPEJOCTABICHHIO YISTHOH IOKYMEHTAINH

[lopsamok IpOBENEHHS 3aKyNOYHEIX  Opoledyp M OQOpMIEHHS
CONYTCTRYIOLIEH AOKYMEHTALMH

CprKTypa, Lend, CTPATESTHA M IIOTMTHRA OpranH3allbH 110 TIEpCOHaTY

TaputHo-KBaHUKAIHOHHEIE COPaBOUYHEKH paboT u mpodeccuit paboumx
H KBANMM(QUKANMOHHBIE XapaKTePHCTHKH  JOIDKHOCTEH  CIXKAlHX,
DpodeccHoHATLHBIE CTaHIAPTH

(OCHOBEI HPOH3BOICTREHHOHN IESTCTLHOCTH Opranu3ailim

- OCcHOBEI O0IIEH ¥ CONMAIBHON HCHXOMOTHH, COIMMONOIMH H NCHXOIOTHN

Tpyad

CrienpanA3ApoBanible HHPOPMAIHOHHLIE CHCTEME]L, H(POBLIC YCIYTH H
CEpBHCHL IO YIOPABICHHIO MNEPCOHATOM B 0OONMAcTH  KOPIOPATHBHOH
CONHUAJLHOMN MOIMTHKY, TPAHUITE] HX NPUMEHEHH

OCHOBHEBIE METPHKY M aHATHTHYECKHE CPEe3bl B 00NACTH KOPNOPaTHBHON
COLMATBHOH NOTUTHKH

HOpMaTHBHBIC MPaBOBEIC AKTHI, QIIpEACIIAIOIINE HOMBI TpYAOBOTO IMTpaBa

OCHOBHI HAJIOTOBOTO 3aKOHOAaTeNbcTBA Poccuiickoil dexepaliin

3akoHomarenscTBO Poccuiickod Qefepaniy 0 NePCOHANLHEIX JaHHBIX
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COLUMANBHON NOMMTHEKH

Tlopsamox 3aKmoueHns JOTOBOPOB (KOHTPAKTOR)

HopMbI 3THKH JSTOROTO OOIISHHs!

Jpyrue xapakTepUCTHKH

3.6.3. Tpynosas pyrxkuusa

I .
Haumenosauue : COUUAIIBHOH MMOJIMTHKE U COOTBECTCTBYIOIICTO

IMpoucxoxkaeHne Tpyaonoi
$yHrnn

. ATMHHHCTPHPOBAHHE IIPOIIECCOB KOPIIOPATHBHOY | Vposess
| | Kon  F/03.6 |(nomyposens) | 6
. AOKYMEHT0000pOTa | KBanuUKaLmK °
Opursman X 3auMCTBORAKO 13
OPHTHHAIA o
Kon PervcTpallMoHHEIH HOMEp
OpHTHHANA TipotecCHOHAEHOTO
CTaHAAPTA

pr,uoBLlé JeHCTBHS

HD,[[FOTOBK& Hpe,IEJ'lO}KCHIrIﬁ o pazBEUTHIO KOPHOpaTHBHOfI COLHANLHOH
HOJIATHKH

Ilogroropka  mpejyiokeHMH 0 O0ECIEUEHHI0  COOTBETCTBHA
KOPIIOPATHBHOM CONMTbHON MOMUTHKY TpeOOBaHMSIM 3aKOHOAATEIBCTBRA
Poccuiickoil ®enepaiiiy ¥ yCIOBHAM PHIHKA TPYIA

JIOKyMeHTAIIHOHHOE otopMireHne pe3yIbTaTOB KOPIOpaTuBHO#H
COLUMANBHON IOIUTHKH

Tloarotoeka B 00palOTKa 3alpOCOB M YBEIOMIICHHH O paDOTHHKax B
TOCYJAaPCTBCHHBIE OPTaHEL, TPE/ICTABHTENbHBIC OpPraHbl pabOTHHKOB IO
BOIPOCAM COMHANBHON MOJNHTHKE B OTHOINEHHMH NEPCOHAIA

ConpoBOXIEHKE AOTOBOPOB MO OKA3aHHKY KOHCYJBTALMOHHEIX H
HHQOPMALIMOHHBIX YCIYT 0O peami3aldd MEepONpPHATHH KOpHOpPaTHBHOH
COIMANLHOM MONUTHKY, BKIOYAd NPEABAPUTENLHEIE NMPONETYPHl MO HX
3aKIFOUCHUIO

HeobxonuMele yMeHUS

OdopMnaTh AOKYMEHTH! MO BONpPOCAM KOPIOPATHBHOH COLHAMbHOH
NONWTHKH,  OPSAOCTABIAEMblE B TOCYJApCTBEHHBIE  OpraHsbl,
NpeACTABATENILHBIE OpTaHE! pabOTHUKOB

AHanu3vpoBaTh TpaBWIa, NOPAOKH, TPOHERYPHl  KOPIOPATHBHON
COIIHANBHOH NMOJIUTHKH

O0ecneunBars OTOKYMCHTAIIHOHHOEC COTIPOBOXIICHHE COLMHANBHOH
NOMATHKH B OTHOHICHHHA NCPCOHATA

OpraHu30BHIBATH XPAHEHHE IOKYMEHTOB B COOTBETCTBIH C TpeOOBaHUAMH
ApXUBHOTO 3aKOHOHaTenscTBa Poccmitckoit ®enepanuyu U NMOKATHHBEIMH
AKTaMH OpraHH3aliH

[TpoM3BOIUTE IpeABapUTENBHBIEC 3aKyNOYHBIE OPOLEAYPHl U OQOPMIIATH
CONYTCTBYIOIYIO ZOKYMEHTALHIO I10 3aKIIF0YECHHIO JIOTOBOPOB

Pabotate ¢ uuOPMANMOHHBIMH CHCTEMAMH, TH(POBBIME YCIYTaMH H
CEpBUCAMH 110 BONPOCaM KOPIOPATHBHOH COIMANbHOW NOUTHKH B
OTHOLICHUY NEPCOHA/IA

@opMUpOBaTh INPESIOKCHHE 1O aBTOMATH3aUMU H HPOBH3ATIMH
Ipoilecca JOKYMEHTO000pOTa, CBI3aHHOTO C PEATTM3aIUeH KOPIIOPATUBHON
COIIMANLHON TTOJIRTHKH
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Deflepaliy H KOPHOPATHRHEIX HOMMTHK B o0snactH  obpaboTku
NEePCORALHBIX JAHHBIX H KOH(DMISHIHAIbHOH HHpOPMaHH

Bectn ACIOBYIO TIEPETIHCKY

Cobmonats HOPMEL ITHKH JeN0BOr0 o0menns

Heobxomumble 3HAKAA

[Topsmok o¢opMIeHHs, BeACHHS H XPaHCHUS JOKYMEHTAlMH MO
COIMAJIBHON MOIMTHKE B OTHOIIEHNH IIEPCORaNa

[Mopanox ¢oOpMHpoBaHHs, BelcHHs ©asbl OaHHBIX W NPEACTABICHIs
OTHETHOCTH N0 BOIPOCAM CONMAILHOM OIUTHKY B OTHOLICHHH IIEPCOHANA

TeXHOIOTHA, METOIE! I METO/IMKH IIPOBEACHNS ABAMH3a H CHCTEMAaTH3alHH
JOKYMEHTOB M HHOpMANHH

OCHOBHI JOKYMeHTO000pOTa M JOKYMEHTAIIMOHHOTO 00ecieeHHs

TapudHo-KBaIMPHUKAHOHHBIE CHIPABOYHAKH paboT K IpodeccHii paboumx
H XBAIM(PHKAUHOHHBIC XapaKTEPHCTHKH JO/DKHOCTEH  CIy)Kammux,
npodeccHOHANbHBIC CTaHIAPTHL

[Mopsiok  HpOBEASHMsS  3aKYNOYHBEIX Ipomenyp #  odopMieHHs
CONYTCTRBYIONIEH OKYMEHTAIMH

Crnennanu3upoBaHHbie HHHOPMAIHOHHEIE CHCTEME], IHA(QPOBLIE YCIYTH U
CepEHCE B 00NACTH COLHMAIBHOH HONHTHKH B OTHOIICHWM TepcoHana,
TpaHKUbl MX IPUMEHEHUA

OCHOBH apXMBHOTO 3aKOHOAATENILCTBA H HOPMAaTHRHEIC MPABOBLIC AKThI
Poccuiickoit ®enepaiun B 001acTi BEACHHS JOKYMEHTAIUH 110 TIEPCOHATTY

(OCHORBI HAJIOTQBOr'O 3aKOHOIATENLCTBA Poccuiickoi Deaepanuu

HopMaTuBabIE TPABOBHIE AKTHL, PETYIHPYIONIHE NpaBa M O0A3AHHOCTH
rOCYJapCTBECHHBIX OPraHoB, Mpe/ICTABUTENLHEIX OPraHoB pabOTHHKOR IO
OPeIOCTABICHHIO YIETHOH AOKYMEHTAIUH

3akoHogarenscTeo Poccuitckoil Denepallin 0 NEPCOHATBHEIX JAHHBIX

JlokanbHEle HOPMATUBHBIE aKTHI OPraHM3alllH, PEryJupyromue MopsaoK
BHEAPCHUS KOPHOPAaTHBHOM CONMAIBHOH MONMHTHKH H COLMAIBLHBEIX
IporpaMm

TTopsIoK 3aKIIOUCHHS JOTOBOPOB (KOHTPAKTOB)

HopMBl 3THKH JIEI0B0T0 0OIEHHAS

IIpaBmiia BEACHMA NENOBOH NEPEMAUCKH

Jlpyrie XapakTepuCTAKH

3.7. O600menuag TpyAoBas QPyHKIHI
OnepanyoHBEOE YIPaBJIeHHE ISPCOHATIOM H ¢ T
HammenobaiHe = CTPYKTYPHBEIM IIOAPA3NCIECHHEEM Koa i G KBaMM(HKATHE 7
OpraHH3aIHH = |
7, GobweHHOH 3auMCTBOBAHO U3
Hpoucxou JeHre 0000MEeHH Opuranan X
TpyROBOH (GyHKUUH OpHIHHANA
Kon PeructpanHoHHbL HOMED
OpuUryHana MpodecCHOHANBHOTO
CTaHdapTa
- Bo3aMoXHEIE PykoBoauTenh CTPYKTYPHOTO TOAPa3IeICHHs I
HaHMEHOBaHHA HavansE#k cTpYKTYPHOTO TOApa3ICICHIA

| JOJDKHOCTEH, IpodecCri
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Tpebopanus x
00pa30BanHI0 B 00YIEHHIO

Bricimee oGpasopaEne — MarucTparypa

AN

Briciiee ofpazoBanue (HEMPOGHIEHOE) — MarucTpaTypa v
JNOMONHATENLHOE MpodeccuoHanbHOe 00pa3oBaHue — IPOrpaMMbl
npodecCHORANLHON HepenoArOTOBKH B OGNACcTH YIIPABJICHHUS IIEPCOHATIOM
HJIH 3KOHOMHKH TPYJA WM MEHEIDKMEHTa

TpebGoBaHuA K OIBITY
IPaKTHHEECKOH paboTHI

He Menee rTH €T B 00IaCTH YIPABIEHHA NEPCOHATIOM

Ocobple YCIOBHS JOMYCKA
: K paboTe

Jpyrue xapakTepUCTHKH

JlonoIHATETLHBIE XapaKTEPUCTHKY

o Haumenosanue 0a30BoH rpyInbl, JOJDKHOCTH
aNMEeHOBaHKie JOKyMEHTa Kon
________ (DpodpeccHy) MK CHENHATEHOCTH
OK3 1212 Vipapsromue TpYAOBEIMH PeCypcaMu
EKC T HavaneHuK oT/1€51a Kajpos
- HauaneHHK 0TIE/a Opraii3aliy v OILIaTel TPYAa
- HavansHKK 0TA€Ia IOJTOTOBKK KATPOB
OKIITOTP 24690 HavanpHKEK oTAEHa (YIpaBJIeHUa KagpaMH 1
TPYAOBBIMH OTHOIICHUAMK)
24705 Hauansuuk oraena (GyHKIMOHATEHOTO B IPOYHX
001aCTAX JISATENEHOCTH)
OKCO 5.38.04.01 | OxoHOMHKA
5.38.04.02 | MeHemKMEHT
________ 5.38.04.03 | Vpas/enue MepcoHaNoM

3.7.1. Tpyaoras pYHKURHA

. g e r— —

' Pa3zpaboTka cHCTEMEI ONEPAIIOHHOTO |l | YpoBeHs
HammeHORaWne | YIIPABICHHS IEPCOHANOM H paboTol Kon  G/01.7  (momyposens) | 7

. CTPYKTYpPHOIO IOAPa3/icICHIS OpraHusaly E KanHHUKALIHI L
IIpodcxoAACHHE TPYIOROI Opemsan X 3armMCTBOBAHO M3
$VHEIAK | opurHHana

Koa PerucrpallMORHEIH HOMED
OpUTHHATA npodiecCHOHANTEHOTO
CTAHNApTA

| Tpynosele aedcTBuA

Pa3pa6oTka 1aHOB, POTPaMM H OPONENYDP YIPABICHHS MEPCOHATOM

[TocTaHOBKA ONEPATHBHBIX [eiel [0 BOMPOCaM YIPABICHHS IIEPCOHAIIOM

PaspaboTka IpenoXerui 0 CTPYKTYPe NOpasIeTieHAs i MOTPEGHOCTH B |

obeceyeHni0 MepcoHanoM, GOpMUPOBAHMIO CHMCTEM ONCHKH, PasBUTHA,
OpPTaHU3aIAA H OILTATH] TPy /4, KOPIOPATABHBIM COLAAIBHEIM POTpaMManM
W cOUHansHOM moquTRKE _

PaspaGoTka NpejUIOKeHUH O 3aTpaTaXx M (OPMUpPOBAHHE OroikeTa Ha
nepcoHal

Konrponb uenonHeHAd Olokera Gporza omnarel Tpya, CTAMYTHPYIORHX
H KOMIEHCAUVOHHBIX BRILIAT




PaspaboTka upemmokeHHH o0 3aKIOYEHHIO JOTOBOPOB B 00JIacTH
VIOPaBIEHAA [EPCOHATOM C [OCTABHIMKAMH YCIYT ¥ OpOBEIeHUE
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NpEeABaPUTEILHBIX HPOUCAYP N0 HX 3aKIIIOYCHHIO

HeobGxonumele yMeHuUs

neneii 1 CTPATEIrHN OPraHH3alH

Onpenendats 3aga4uy MePCcoHaNa CTPYKTYPHOTO MoapasaeseHus HCX0Is U3

Co3aBaTh ¥ OIHACHIBATE OPraHU3ANMOHHYKO CTPYKTYPY, LeTH, 3ajauu,
(YHKLHA CTPYKTYPHOTO TO/PA3ICISHAS

BLIABJICHHA TAJIAHTOR, OIIpCACIHCHAA YIOBICTBOPCHHOCTH paﬁo’roi‘r

T[IpiMeHATL METOAB YIPABIEHHS MEXTHYHOCTHEIMA OTHOINEHUAMH, |
(GOpMHpOBAaHHS KOM@HI, Pa3sBHTHA JIMACPCTBA M HCIOIHHTENLHOCTH, :

Onpenenﬂb, AHAIIH3HPOBATE, MOJACIIHPOBATE H BRICTPAHEATE BHYTPCHHHEC
KOMMYHHKALHH IICpconana .

PazpabaTriBaTh HPOEKTHEIE MPEAIOKEHA B MEPOLIPHATHS 110 IOBBIICHHIO
3(peKTHRHOCTH PabOTHI IIEpCOHaNa

BHC,T_lp}ITB CTPATCTHIO YIIPABJICHHA NEPCOHANIOM

CocTaBniaTh, pacCURTHIBATh, KOPPEKTHPOBaTh ¥ KOHTPOIMPOBAThL CTATHH

nepcoHall Juig (opMUpOBaHus OI0KETA

PacxooB Ha NEPCORA, pa'}paﬁaTHBﬂTB OPCAMOKCHNAA IO 3aTparaM Ha

HpeL[CTaBIIFITB HHTEPECH OpraHd3aiii #  BECTH IIEPETOBOPBI  C
IIpCACTAaBHTCIBHBIME  OPraHnaMin paﬁoTHHKOB, B3alMOIcHCTBORATE C
FOCYAapCcTBCHHBIMHA Opraop3ajgaMyds

AHaJ'IPBIrIpOBaTB PIH(l)OpMa]IHIO 0 HOCTAaBIIMKAX YCIYI B obnacTu
YIIpaRJICHHAA ICPCOHANIOM H 00 YCHOBHAX 3AKJINYACMBIX JOTOBOPOB

TIpOM3ROAMTE TPEIRAPHTENLHEIE 38KYIIOYHEIE MPOIEAYPhl H O(GOpMIIATE

Opl"ELHIrI?.OBI)IBaTB H OPOBOOHTE KOPHOPATHBHBIC MCEPOIPHITHA C
INEPCOHAIOM

PaGotarh ¢ MH(OPMANMOHHEIMHM CHCTEMAaMH, IH(POBHIME YCIyraMH H
CepBHCAMH O BONOPOCAM  YNPABIEHHSA NEPCOHAIOM B YacTH
OIIEPAMOHHOrO YIOPaBIEHHS TePcoHaNoM |  paboThl CTPYKTYPHOTO
NOJIpa3/IeNICHHUs

GDopMUpOBATh NPEVIOKEHAA © pPeald3allld  MCPONPHATHHA 110
obecIeueHnIo HeoOXOIHMOTO YPOBHA KalpoBoi Ge30nacHoCTH

@opMUPOBATE NPEAIOKEHNA IO ABTOMATH3ANMM W OH(pOBH3aLMH
npoliecca  ONEpPalHOHHOTO  YIOPAaBICHHA IEPCOHAnoM 1| paboTon
CTPYKTYPHOTO NOApa3AENeHUA

Ob6ecnieunBare cobmocHre TpeGoBanuil 3aKoHoAaTeNBCTBA Poccuitckoii

MePCOHANBHBIX, JAHHBIX H KOHPHICHIHATEHOH HH(DOpMAIIHK

®efepani W KOPIOPATMBHBEIX MONHTHK B ofnacTw  06pabOTKH |

Bectu nenoByio nepenucky

Co6moaTh HOPMBL STHKH JAEN0BOT0 OOINCHNS

HeoOxoamveie 3HaRAA

Meroapl, cmoco0nl W MHCTPYMEHTHL  VIIPABICHHSA — TIEPCOHAIOM,
obecriedenns KaapoBoil 6e30acHOCTH :

Ilenu, cTpaTerns pa3sBHTHA M OH3HEC-IIIAH OPTaHHM3AlHN

ConuaneHas MONMUTHKA, KOPNOPATURHAS KYJBTYPA, HOTHTUKA YIIPABICHHS
HEPCOHATIOM OpraHH3aIun

Mero/ik aHaTH3a KOMIHYSCTBEHHOTO H KA4eCTRCHHOTO COCTaBa Nepcoralia

CHCTEMBI CTAHAAPTOB 0 GH3HEC-IIpolleccaM, TpodecchaM, HOpMaM Tpyaa

Cucremsr, MeToAR H (OpMEI MaTEpPUAIBHOIC H HEMATEPHAJIBHOTO

CTEMYNHPOBAHWA TPYOd [IEPCOHATIA
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TeXHOMOrA ¥ METO/IBI (POPMUPOBAHHKS H KOHTPOJI OI0JUKETOB.

Iopsnok TpoBeAcHHS  3aKYIOYHBIX [POUEOYp H ohopmierHs |
COIIYTCTBYIONIEH JOKYMEHTAIIMA

OcHOBEI HpOHSBOI[CTBeHHOﬁ JCATCIBHOCTH Oprainn3alli

OcHOBEI 001eiH ¥ COTMANLHON TICHXOJIOTHH, COLHONOTHA H TICHXOJIOTHH
TPY/Ia, SKOHOMHKH TPya, DE30MacHbIX YCIOBHH TpYAa

OpraiusalonHasd CTpYKTypa Opragusaluy

TapudHO-KBaTHHIKAMOHHBIE CIIPABOYHUKH paboT U podeccuii paboauX |
H KBATH(HKALMOHHBIC XapakTepHCTHKH JODKHOCTEH — CHyXamx, '
MpoGecCHOHATBHBIE CTAHAAPTH

CHennaIu3HpoBaHHble WHGOPMAITMOHHBIE CHCTEMbL, HH(POBBIC YCIYTH H
CEPBHCHL B 06/1aCTH OIEpPallHOHHOTO YIPaBJeHHS NEPCOHANOM H paboTol

OCHOBHBIE METPHKHA H AHATHTHYECKHE CPe3bl CHCTEMBl ONEPAHOHHOIO
VIIPaBJIeHus IEPCOHANIOM H paboThl CTPYKTYPHOIO OAPa3AENCHHS

HOpMaTHBHHC NPaBOBEIC AKTHI, OIIPEACIAOMIEEG HOMEI TRYIOBOI'O IIpaBa

OcHOBBI APXHBHOIC 3aKOHOJATCILCTBA U HOPMATHBHBIC ITPABOBBIC AKTHI

(OcHOBBLI HANOTOBOTO 3aKoHoAaTenseTBa Poccuiickoil Deaepauuun

QOCHOBEI MUIPAIlHOHHOIO 3akonofaTenscTBa Poccuiickolt Qepepanvu B
00NacTy MpHBIEUCHNS H TPYAOYCTPoiicTBa HHOCTPAKHBIX IPAXAAH U JHIL
0e3 rpaKaancTBa

OcHOBEI aAMMHHCTPATHRHOTO 3aKoHOAaTeNscTBa Poccuiickoi Meneparmm
B OONACTH YIpaBicHMS [IEPCOHAIIOM M OTBETCTBCHHOCTH AOMKHOCTHBIX
JIAT

3akoHonarensCTBO Poccuiickol Penepanuu 110 3alIUTE TEPCOHATIBHEBIX
B K e ——— et e ot s

JIokansHEIE HOpMATHBHEIE aKThl OpraHH3aliH B olmactu yOopasiacHHA
NCPCOHATIOM

| TTopsANOK 3aKMIOHEHHS JOTOBOPOB (KOHTPAaKTOB)

HOpMEI 3THKH /IEJIOBOI0 O0IIEHHUST

Hpyrue XapakKTepuCTHKH

3.7.2. Tpynopas pyHxIusa
iy I 1
. Peanmusalii onepalfHOHHOrO YIPABJICHHA ' E
HauMeHoBaHWe | MEPCOHANOM H paboThl CTPYKTYPHOIO Kon' G/02.7 | (nonyposes) |7 |
| nozpaszenenns opraHu3ALEH | KBa/KQAKALH ‘
TpoucxokAeHHE TPYIOBOM Opurnan X 3aHMCTBOBANO M3 §
yHKITHH _ . bpurnHama
Kon PermcTpanuoRHElfi HOMep
OpHIHHATIA npodecCHOHANLHOTO
craggapra

TpyznoBsle AcHCTRHA

[InanrpoBaBHe ACATENBHOCTH CIPYKTYPHOTO IIOAPa3AeIeHHs B NEPCOHATIa

OnepaTHBHOE YIPARNEHHE IEPCOHANOM CTPYKTYPHOTO IIOApPa3fie/eHHs
OpraHA3aLuH

Pacuer 3aTpar IO NOAPA3ACICHUIO M IOATOTOBKA HPEANOXCHUH 1A
bopMHpOBaHUS CIOIKETA

Pa3zpaboTka CTAHAAPTOB [ESTEIBHOCTH TOAPA3ACNEHHA M YHH(AKAIHA
MIPOLECCOB




43

Lot e s———————— e g

[locramopka 3amad  paboTHUKaM  CTPYKTYPHOIO HO,I(paBI[eJ'IEHHE[
OlipeAeNeHIE PecypeoB Ui MX BEIIOIHEHUA, KOHTPONXE MCIIONHEHMS

PazpaboTka npeiIoXkeHUl o YIyYIIeHHIO HOKazaTrenel AedTeNbHOCTH
IoJipasaeieHu

DopMupoBaHKe 0TIETOB O pabote CTPYKTYPHOIO HOAPa3ieneHus

HeobxomuMble yMeHHS

Onpenendrsb 30HB OTBETCTBEHHOCTH H 3O (EKTUBHOCTE pabOTEI ITEPCOHANA |
C'rpylcrypﬁoro DOApa3AcIeH s, PACTIpENeNATs 3a4a49d H 00eCIeYnBaTh |

[IpiMeHATE  METOABI  ONEPAaTHBHOTO  YIPABIEHHA  IIEPCOHATOM |
opraHu3anum, obecreyeHrs KaAporo O€30acHOCTH

KOHTpOJ'[HpOBaTB HCIIOJMHCHHE HOpY‘IeHHf‘I H 3aaad, CBOCBPCMCHHO
| KOPPCKTHPOBATE IUIAHBL M 38141 -

Onpepenates  nokazarenn  3ddexTuBHOCTH paboTel  mepcoHana
NOJpasAcaeHus

ynpaBHHTB MOTHBAIIHEN TNepcoHana, ero BOBACHCHHOCTRIO H JHCLOUITTAHOH
Tpysa N

CocTapiaTh INAaHBl  ACATENLHOCTH CTPYKTYPHOIO  IOAPasRcCeHUA
Oprannui3anin

COCT&BMTB paCC‘IHTBIBaTB KOPPCKTHPOBATE H KOITPOJIMPOBATE CTATHEH

[IponsBoAuT,  aHamM3  TeKylleld  AeATENbHOCTH CprKTypﬂoro
OpasAeaeHns i BHEAPITH TPOUEAYPEL II0 € ONITHMH3AIUN

Hpe,HCTaBJIHTB HHTCPECHl OpTraHH3allid K BECTH IICPCTOBOPBL  C
rocyapCTBCHHEBEIMHA OprafHamMu, IIpeACTaBHTENBHEIMHA OpranaMun
paﬁoTHHKOB 1o BOIIpocaM Nepconala

Bectn OEpEropopsl € MOCTABMMKAMHE YCIIYT 110 YCIOBHAM BaKJ'lIO‘IaeMbIX
A0TOBOPOB

IIpoH3BOAUTH MPEABAPHTEIBHEIC 3aKyHOYHBIE HPONEIYPE: 1 0GOPMIATEH
CONYTCTBYIOIIYIO JOKYMEHTAIHIO 10 3aKJIIOUEHHIO IOTOBOPOB

PaboTaTh ¢ MHPOPMALMOHHEIMU CHCTEeMaM#, MAPOBEIMHE CCPBHCAMU IO
ONEPATMOHHOMY YTIPaBJICHHIO IEPCOHANOM H paboTod CTPYKTypHOrO
IOJIpa3AeneHn s

®DopMHPOBATE UPSATOKEHAS II0 aBTOMATH3AUMH H LH(POBH3AUNM
OLEPAIMOHHOrO YIPaBICHUA MepcoHAloM H padoTOH  CTPYKTYPHOTO
noJpasaeaeHus

ObGecneyuBatk cobmogeHue TpeOoranuil 3aKoRONATENRCTBA Poccuiickoil
Menepayi ¥ KOPIOPATHBHBIX TNOIUTHK B oOmacte  oOpaboTku
TIEPCOHANBHBIX JAHHBIX U KOH(OHICHIMATBHOH HAopMaly

BecTn 1€10BYIO IEPETHCKY

CobmogaTh HOPMBI ATHKY JEJIOBOTO OOILCHMs

HeobxonumMele 3HAHNS

Teoplm YIIpaBJCHHAA NEPCOHAIOM H €0 MOTHBAITHH

(I)OpMI:I A MeTOAbl OICHKH IICPCOHATA H PEIYILTATOR HX TPYIA

TexHOIOTHH ONEPATHBHOIO YHPABICHHS IIEPCOHATIOM OPraHy3allim
CucreMsl, MeTomsl 4 (GOPMEI MaTepHANLHOTO H HEMATCPHANLHOIC
CTHMYJIEPOBAHASA TPy Ja IEPCOHaNa

Texuonoray 1 METOAH (GOPMUPOBAHIL U KOHTpOJIS[ OIOIDKETOB
MeTomsl yOpaBieHHst Pa3sBHTHEM H 3(OQPEKTHBHOCTHIO opraHmauHH

METOALl aHATH2A BRHIONHCHHSA IJIAHOB W TOporpaMM, ONPEACNCHHA HX
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IKOHOMHIIECKOH 3 eKkTMBHOCTH, MeTOABl oOOecHedeHns KaJpoBOMH
be30macHOCTH

JKOHOMUKA TPyAa

OpFaHHBaIIHOHHO—HITaTHaH CTPYKTYPA OpTraHH3aIlHH

[TomuTuKa YUpaBCHHS TEPCOHANOM, KOPHNOpaTHBHAs

CONMAILHAS |
IIONATHKA, KOPTOpaTHBHAL KYIETypa

I_IC.TIH, CTPATCIHA PAa3BUTHA U On3nec-IUIaH Oprann3alny !

MeToauxn ILTAaHHPOBAHNA 1 NPDOTHO3UPOBAHNA HOTpeGHOCTH B OepcoHalie

Hopsaok yperylIupoBaHus TPYAOBEIX CIIOPOR

TpeGopanus 1 paBuIa IpoBeieHNS ayAuTa paboThl ¢ HEPCOHATIOM

QopMEl  COUMANLHOIO  MApPTHEPCTBA M B3AMMOJCHCTBHS ¢
IPEACTARUTENFHBIMA OpraHaMU PaOOTHIKOB M KHBIMH OpIaHH3AlMIMH

[lopsazok odgopMIeEHa KaZpOBBIX JOKYMEHTOR M MIPHIAHHA WM
TOPHANYECKOH CHIIBI

TapudHo-kBanHdEKANMOHHEIE CIPABOYHHKH padoT M podeccHit pabounx

M KBAMHOWKAIIOHHBIE XapaKTepPHCTHKH JOLKHOCTEH  ClIyXKallHx,
1pOdeCCHOHANBHEIE CTAHIAPTHI B |
[Topsnox npoBeAeHMA  3aKyHOYHBIX LPOHEAYp H  OQOPMICHHA

CONYTCTBYIONICH JOKYMEHTAINH

CHGHI‘I&J’IHBHPOB&HHH& HH(lJOpMaIIHOHHBIC CHCTCMEI, IIH(prBBIC YCIIYTH H
CEPBHCEHI IO YIIPABJICHHIO NIEPCOHANIOM, IPAHNLIB WX TIPHMCHCHH A

(cHOBHEBIC MCTPHEKH H aHAMHTHYCCKHE CPE3Bl CHCTEMBI OIICPalHOHHOIO

HOpMﬁTHBHBIe [IpaBOBBIC dKTHI, OIIPCACTIAKINNE HOMEI TPYAOBOI'O IIpaBa

OcHOBEI apXMBHOTO 3aKOHOJATENLCTBA H HOPMATHBHBIE TIPaBOBEIC aKThI
Poccuiickoii Penepariny B 001aCTH BEASHH JOKYMCHTAIUH 110 IEPCOHATY

QOCHOBBI MUTPaLIHOHHOTO 3aKOHOAaTeNnbeTBa Poccmiickoit Penepanuu B
06nacTH IPUBIEYSHUA H TPYJOYCTPOHCTBA HHOCTPEHHBIX IPAXKNEH U JIUI]
Oe3 rpaxxjaHcTea

OCHOBBI aIMHHHCTPATABHOTO 3aKOHOAATENLCTBA Pocchiickol Denepannn
B OOITACTH VIIPABIEHUs IEPCOHANIOM H OTBETCTBEHHOCTH AOJDKHOCTHBIX
JIMLY,

3axonomarenseTso Poccuiickoil depepalliy 0 HEpCOHANBHBIX JaHHEIX

JlokansHble HOPMATHBHBIE GKTH OPrasm3ali B OOJACTH yIpaBICHHS
HEePCOHAIoM

(QcHOBBI TIPaBOBOrC PEryMMPOBAHKA MOPAAKA 3aKIOYSHHS IPAKIAHCKO-
NPaBOBBIX JIOTOBOPOE B COOTBETCTBHH ¢ 3aKOHOAATENbCTBOM Poccuiickoit
Depepanun

[pasuna BeeHIS ICIOBOM NMEPEnUCcKH

HopMEI 3THKH J€I0BOr0 ODIICHAS

Jlpyrue XapaKTepHCTHKH

3.7.3. Tpyaosas dyHxnHg

' PaBPaGOTKa H COIOPOBONICHHUE IIPOIIECCa , VYpoBEHE i
Hammerosamve | [A(POBH3ALAN 1 ABTOMATH3alMK yripasaenns [ Koa . G/03.7  (momyposens) 7 i
| mepcoHaNoM . | KaTapuKaL E %




[TpoxcxoxKaeHHe TPYNOBOM
thyHKIHH
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R el . o s — —

X 3auMCTBOBAHO H3

| Opmrusan OpHCHHATIA l
Koz PerucTpaunoHHbil HOMEp
OpPHTHHATA npodeccHOHANLHOTO
craHgapra

TpyzoBsle AeHCTRIA

PazpaboTka NPEIOKEHHA 110 aBTOMATH3AlAM W UHQPOBA3ALHKH
IPOIIECCOB YIPABIEHHs [IEPCOHATIOM

OOopMYyIHpOBAHME LeNell W 3ajad aBTOMATH3AIMH ¥ LUM(pPOBH3ANMH B
paMKax cTpaTerdnu (yHKIWH YIIPaB/ICHAS MEPCOHANoM, obmeil cTpaTeruu
opraruzaguy H obecricueHus KagpoEoH 0e3011aCHOCTH

Koop/uHau|s # 3KcepTr3a paspaboTKy cXeM MAHOPMAIMOHHOr0 0OMEHa, |
HOPMATHBHO-CIIPABOTHON HMHGOpMALMA, ACKTPOHHBIX JOKYMEHTOB H
CUCTEM ABTOMATH3ALAN TIPOIIECCOR YITPABICHHA HEPCOHATIOM

KoopAMHAIMS H YKCIEPTH3a PA3pabOTKH cXeM HHGOPMAIHOHHOTO 06GMeHa,
HOPMATUBHO-CIPABOYHOH uH(OpManmy, 3MEKTPOHHBIX JOKYMEHTOB H
CHCTEM ABTOMATH3AIMH TIPOLECCOB YIPABIEHUS TEPCOHAIOM :

Koopaunaus paspaboTKe U coracoBaHne QyHKIMORANBHBIX TPeOOBAHMI
K aBTOMATH3AUMH W U(poBH3aIIK MPOLECCOB YNPABICHUA NICPCOHAIIOM,
B TOM 9HCIe TpeOOBaHMil K IIONB30BATENRCKHM MuTEp(eiicam 1 mabionam

CornacosaHie  perjlaMeHTOE ¥ HHCTpykimi mo  pabore ¢
ABTOMATU3MPOBAHHOM CcHCTeMOH B 00JacTH IPOUECCOB  YIPABICHHS
TIePCOHANOM

ConpoRoX/ACHHE U PyHKUMOHATLHAA IPHEMKR CHCTEM UH(QPOBH3AIMH M
ABTOMATH3ANHMH [pPOIECCOB  YNPABJISHHA MEPCOHAIOM Ha  3Tamax
IIPOEKTHPOBAHILA, TECTOBOH ¥ ONLITHO-TIPOMBIIIIEHHOH SKCILTyaTalii

Opranmsanus oO0y4eHHs CICHHATHCTOB IO YIPABICHHIO MEPCOHAIOM
MCIIOJIG30BAHMIO CHCTEM aBTOMATH3AUMH M HU(DDOBM3AINH YIPABICHHA
IePCOHANIOM B NPO(GEecCHOHATBHOM MOIEPKKH T0/b30BaTeNeH

Oprapuzamus  (YHKIHOHATLHOTO — MOHMTOPHHIA — pabOTsL  CHCTEM
apToMaTH3amuM MW UAQPOBH3ANMH  YOPABIEHWA  TNEPCOHANMOM U
1poecCHOHATEHOM MOAIEPHKY NOJB30BATeNCH

BegeHue [pOEKTHON, I[ONB30BATENBCKOM M SKCIUYaTalWoOHHOH
NOKyMEHTalHH (B 0612CTH HYHKIHOHANBHBIX BO3MOXHOCTEN) Ha CHCTEMBI
ABTOMATH3AIHE H [ POBA3ALMH IPOHECCOB YIIPABICHHA NEPCOHATOM

dopMyIApOBAaRUE TIPEUIOKEHHH 110 MOJEPHH3aUMH H  PAsBATHIO
CYIIECTBYIOIIMX CHCTEM aBTOMATH3AIMH M IMQPOBH3AIMH yPABICHHA
HEePCOHANIOM

@efepaup W KOPNOPaTHBHBIX IOMMTHK B obiacth  obpaGork
NEPCOHANBHBIX JAHHBIX U KOHQHIEHHAIbRON HHQOPMAIHH

HeoOxonumMele yMEHHA

Cobuparh, aHaNH3HPOBATD M CHCTEMATH3HPOBATH HEOOXOAHMYHO
vAGOpPMAIIMIO Ul dRTOMATH3AIMH M IW(QPOBM3AIME  NPOLECCOB
yIpapJieHHs NEPCOHANOM K obecrevuenns KajpoBoi 6€30macHoCTH

Yhpapnare  GYHKUMOHANGHEIMA — TpeOOBAHHAMH, 3TanaMH YPOCKTOB
ABTOMATH3AIHMY U IH(POBU3AIMH YIDABICHIA TEPCOHATIOM, H3MEHEHIAMA
B HUX

PaboTaT,b B CHCTEMAX YOPAaBIEHHs MpOeKTaMH, TpeOoBaHdAIMH |
JopabOTKAMHA IO HHM

Pa3pabarsiBaTh TECTOBBIE H IPHEMOYHBIE CLICHAPHHA JEMOHCTPAIHOHHEIX H

| O0YHaIONINX MaTepHanos z
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OpraHW3oBBIBAT: H TIPOBOHTEH o0ydarompue # KOHCY/JhTAIHOHHBIE |
MEpOnpRATysS  JUIL  TOJNB30BATENled  CHCTEM  ABTOMATH3AIlHH U
H(pOBH3AINHE IPOLECCOB YIPABICHHS IEPCOHANIOM

PaoTats B CHCTEMax dBTOMATM3ALME [ NHQPOBH3AMHM NPOIECCOB
VIOpaBjiIeHys epcoHanom

['OTOBHTH M 3aIMINATH 3KOHOMHYECKHE U KAaueCTBEHHBIE 00OCHOBAHUA M
3((peKTLl ABTOMATH3ANHM H IM(POBH3AIMH IPOLECCOB YIIPABICHUA
IEPCOHATIOM

CobimogaTh HOPMEE TUKH AenoBoro obmesws

HeobxonuMele 3HaHuA

Meroasl yipaBieHus pa3BUTHeM H  3((hEeKTHBHOCTBIO opranmauﬂn
METOABI AHANK32 BHINONHEHHWA IUIAHOB H NPOrpaMM, ONpEAcieHHS WX
IKOHOMHYECKOH shdexkTuBHOCTH, MeTONEl o0ecleueHHs KaIpoBOi
6630HaCHOCTH ....................................................................................

MeTOIB! OLEHKH PabOTHI CTPYKTYPHBIX N0/pa3eNeHu, pe3yILTaToR H |
3¢bEKTHBHOCTH ACATENEHOCTH

MCTOI[]:»I TPOBEICHHA ayauTa H KOHTPOJNINHTA OIICPATHEHEBIX
YIPpaBICHUCCKHX IPOIECCOR

TeXHOJIOTHH, METO/TE B METOJUKH IPOBEACHHS aHAIN3a 1 CHCTEMATH3ALHAH |
JOKYMEHTOB ¥ HH(OpMALIHH

TMomuTHKa VIOPaBICHHS NEPCOHANIOM, KOPIOPAaTHBRHAs COLHMANLHAS
IIOJINTHKA, KOPIOPaTHBHAA KYIBTYPa

TapudHo-KpaTUKATHOHHBIE CIIPABOYHHKH paﬁor u ripodeccrii paboamx
n  KBaTHHMKAMOHHBEIC XapaKTEPUCTUKH  JOIDKHOCTEH  CITyXKalllHX,
npodeccHOHATILHBIE CTAHAAPTHL

OCHOBHI YIPaBICHMS [IPOCKTaMA (HPHMEHHTENLHO K NPOEKTaM B cdepe
HHOQOPMALAOHHLIX TEXHOIOTHH)

OCHOBH IPOEKTHPOBAHHA H IOCTPOCHHS " MEQOPMALHOHHBIX CHCTEM,
OCHOBHEIE TEXHOJOMHM M TpPCSHAR, WMEIONIMe OTHOIICHHE K cdepe
VIIparIeHHs ePCOHATOM

OCHOBBI MMIEH3UPOBAHHA IPOTPAMMHOT0 obecTieueH s, oOpa3oBaHus IIeH
Ha IIPOrpaMMHBIC CpeJCTBA K OLEGHKM CTOMMOCTH  BIAJICHHS
AHOOPMAIHOHHEIMH CHCTEMAMHM '

OcHOBHBIE TIOJIOKEHKS TPKAAHCKOrO0 3aKOHOAATENbCTBA PoccHACKOM
®exepanuu B 06IaCTH HHTEUICKTYAIBHOH COOCTBEHHOCTH

Lemu 1 cTpaTerus pa3sBUTHS OpraHH3alHi

HOpMaTIdBHhIC TIIPABOBLIC AKTHI, OTIPESACIIAIOLINE HOMbL TDYJOBOI'O IIPaBa

OCHOEBI apXMBHOTO 3aKOHOIATENLCTBA H HOPMAaTHBHELIE TIPABOBHIE AKTHI
Poccuitckoit degepamn B 007acTy BEASHUS JOKYMEHTAITHH 110 IIEPCOHAITY

OCHOBBI HAJIOTOBOIQ 3aKOHOAATCILCTRA Poccuiickoit ®enepamun
‘OCHOBEI aJIMHHHCTPATHBHOTO 3aKOHOAATeNbCTBA Pocemiickoi (I}e,nepamm
B 00N4CTA YIIpaBiACHHS HEPCOHATOM H OTBETCTBEHHOCTH HODKHOCTHBIX

JIHIT

3axoxomaTenbeTBO Poccuiickoli Penepaliiy o NepeOHanbHBIX JAHHEIX

TpeGoBanus 3aKoHOmaTelbeTBa Poccumiickoit (enepaunn B 00macT
NpPUMEHEHHs! 3IEKTPOHHOH NOIIUCH

JokadbHEIE HOPMATHBHEIE JOKYMCHTHl Opradusanpi B obnactu
YIpaBACHUS TTePCOHLIOM

[Topsinok 3aKymodHOM JEATEIBHOCTH, 3aKIIOYeHHS U BeICHHA JOTOBOPOB.
(KOHTPAKTOB)

HopMbl 3THKH JeN0BOro OOIIEHH

Jlpyrue XxapakTepuCTUKH




3.7.4. Tpynosas ¢pyHKIHS
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HanMenoBanne

AJMMHHECTPAPOEEHHE [IPOLECCOB ONEPAIUOHHOTO |

Iporcxoxaenue TPy oRoHi
dyHKUHE

. i | YpoBeHb .
fOpasJIcHHd HepcoHanoM H paboToil ¢ TYPHOIO ! ‘ P

i; p . ﬂp - P TPYXIYP iKon - G/04.7 | (momyposens) = 7
OZpa3acycHus OpraHu3alliy 1 ! | KBATAHKATH |
COOTBETCTBYIOIET0 AOKyMeHTooOopoTa | ' i

Opwruman X 3aHMCTBOBAHO H3
OpHruHaIa
Koa PerucTpaigioHHLIH HOMED

OpWTHHANG npoflecCHOHANLHOTO

CTAHIAPTA

TpyaoREIe AeliCTBHS

AHAMH3 TIPOLECCOB JOKYMEHTOOOODPOTa, JIOKAIBHEIX JOKYMEHTOB IO
BONPOCAM  ONEPALMOHHOIO YIPAaBleHAd IepcOHamloM H  paboTol
CTPYKTYPHOTO  HOApa3cneHHd,  OM3HEC-POLECCOB  OPraHH3aluu,
YAOBIETBOPEHHOCTH NEpPCOHANA

JlokyMeHTanuoHHOEe  OdopMiIeHHe  pe3yapTaToB  ONEPALMOBHOTO
VIpaBlicHHS MepcoHana H  paboTEl CTPYKTYPHOIO IOApa3IeIeHH,
pe3yALTATOR ayauTa paboThl ¢ HepCcOHAIOM

flomroroeka HpeﬂJ’lO}KCHHﬁ o0  PpPaspHTHIY CHCTEM ONCPalHOHHOIC
YIIPABJICHHA [ePCOHANOM H paGOTI:I CTPYKTYPHOT'O NOApasficjeHud, 1o
HCOGXO,III{MB[M KOPPCKTHPYIONHM H MPECBEHTHUBHEIM McpaM

PazpaboTka CHCTeMBl aHamU3a M KOHTpoad paboTEl  MepcoHala,
MEpONPHATHIA 110 obeceucHIIO KaApoBoH 6e30nacHocTd

KoHTpons, cpasBHEHHE W aHAIN3 HPOLECCOB B 0ONACTH ONEPATHBHOTO
VIIPABICHHSA [EPCOHANOM, PE3YIBTATOB YIPABIECHYECKAX MCPONMPHATHIMA,
omnpesieficANe (PAKTOPOB, BHBHBAIOIIMX OTKIOHEHHE OT TUIAHOBBIX
moxasareJiei

[Mogroropka u oOpaGoTka 3ampocos, yBEAOMICHHH, CBEICHUA O
paboOTHHKAaX B rocyJapcTBeHHBIE OpraHbl, Hpo(eCcCHOHANBHBIC COHO3HL,
001eCTBEHHBIEC OpraHM3alliK

ConposoXeHNe JOTOBOPOB OKa3aHHA YCIYT MO BOIPOCAM ONEPATUBHOIO
VIIPABNCHAS NEPCOHANOM M paboTOR CIPYKTYPHOTO HOAPa3JCIeHU,
BKJIEOUAS IPEABAPUTENBHEIC NPOIEAYPHI 10 HX 3aKITIOUCHHUIO

IToAroToBKa HpeAnoxkeHud no ¢opMEpoBaHHIo Oo/KeTa Ha IMepCoHan
OpraHH3aiuy

Brmmoneenune TpeGoBaEMH 10 XpaHEHWIO HH{OpMalldd O pe3ylbrarax
AEHCTBHA CHCTEM ONEPalHOHHOIG YIPAaBJISHHS TepcoHaloM H paboroi
CTPYKTYPHOTO HOAPA3ACICHIS

HeoOxoauMele yMeHUA

KoHTponmupoBaTh ~ MEpoupusaTds 1o ODECOEHeHHI0  KaJpOoBOH
Ge30MacHOCTH, TMPONECCH YNUPABICHAS IEepCoHATOM HOApa3feneHuH,
ONpeENATE HX PE3YIBTATHBHOCTE M BELIBJIATE (DAKTOPHI OTKIOHEHUH OT
IIJJaHOBLIX NIapaMeTPoB

PaspabaThBaTh MpOrpaMMB] JOCTHKEHHS IIeNeH M OTIEpaTHBHOIO PEIIeHNA
3aj1ad HOApasAeIcHuH

Ananusupopatp, paszpabaroiBaTe ®  OQOPMAATE  JOKYMEHTBL O
OIEPATHBHEIM ITPOLIECCAM U HX Pe3ybTaTaM

IIpoBOAUTE AymMT KaJAPOBEIX IIPOLIECCOB, NPOLECAYP, OQPOPMICHHA
Ka[pPOBLIX IOKYMEHTOB M JOKYMEHTOB 110 YIIPABIEHHUIO NIEPCOHAIOM

KoHTponHpoBaTh pacxofoBaide SI01KETOB Ha HEpCOHAN
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ObopMIATh JOKYMEHTH IO ONECPAIHOHHOMY YIPABICHHIO TIEPCOHANOM 1
pabore  CTPYKTYPHOTO  TIONpA3AENeHHs,  HpPEICTaBNIEMBlE B
rOCYAaPCTBSHHLIE OPTAHE], TIPS/ICTABMTENbHEIE OPradbl PaboTHHKOB

ObGecrieunBaTh AOKYMEHTAIIAOHHOE COHPOBOXKAEHHE TI0 CHCTEMaM
ONEPANlHOHHOTO YIIPABIEHUY IIEPCOHANOM H padoTe CTPYKTYPHOTO
OApa3ACeNnCHI

Oprauv30BHIBaTh XPaHEHHe NOKYMEHTOR B COOTBETCTBUH ¢ TpeOOBaHHAMH
TPYHROBOTO W ApXHBHOTO 3aKOHOAATenbeTBa Poccmiickod (epepanun H
JHOKILHBIMH AKTaMH OpraHH3alHu

KOHTpOIHMpORaTs MCHOJHEHHE JOFOBOPOB IIOCTABINMKOB YCIYL IO
BOMPOCaM NEPCOHANA

[Ipow3BOANTE 3aKyNMOYHBIE IPONEAYPEl, OQOPMIATE M AHATH3UPOBATEH
33KYIIOUHYIO JOKYMEHTAIHIO

HpOBOD}ITB INEPErOBOPEL M NIPEACTABIBITE HHTEPECHL OpI‘aHPI?;EIJ_IPIH B
FOCYHApCTBCHHBIX OpraHax, MPEACTAaBHTCIILHLBIX Opramax paﬁOTHHKOB o
BoOpocaM NEpPCcoHAIA

BecTu NeJIOBYIO IEPETTHCKY

Bectn YHET H PETHCTPAITHIC JOKYMCHTOB B HH(bOpMaHHOHHI:IX CHCTEMAX H
Ha MATEPUAIILHBIX HOCHTCIIAX

PaGorars ¢ uuGOPMAIHOHHBIMHA CHCTEMaMH, UH()POBBIMH YCIYTaMH U
CepBUCAMH B OOJACTH OTIEpaIHOHHOTO YIPaRIECHHs IIEPCOHANIOM H paboToi
CTPYKTYPHOTO UOAPASTCNECHAL o

@OopMHpOBAaTh MPEIIOKECHAS [0 aBTOMaTH3AlMH U [ poBIRAIHA
npoliecca  OTEPalliOHHOTO  YIPABACHHA IEpcoHaloM ®  paboroit
CTPYKTYPHOrO [OJpa3aescHIs]

Ob6ecneanBars cobmonenne Tpebopannii saxoHoxarenscTBa PoccHitckon
Penepanii M KOPHOPATHBHBEIX HOMHUTHK B obrnacty  oOpaboTKu
HEPCOHATBHRIX JAHHBIX H KOH)UACHIHATEHON HHQOPMALHK

Bectn ACHOBYIO TIEPEITHCKY

Co0m0ats HOPMEI 3THKHA JEI0BOTO OOIIEHUS

HCOGXOILPIMBIG 3HAHNA

MeTofpl yIpaBlieHHS pPa3BUTHEM H 3P(EKTUBHOCTHIO OpraHH3aluH,
METOEl AHAIN34 BBHIIONHEHHS ITAHOB W MPOTPAaMM, OIpelcleHHd HX
sKoHOMHUecKOM 3ddexTHBHOCTH, MeTOABl obecneuenus KagpoBOH
6e30TacHOCTH

MeTompl OUEHKH PAOOTHl CTPYKTYPHBIX TOJpas[elieHuil, pPe3yIbTATOB
TpyJia nepcoHana

Meroapl  IpOBENCHHS ~ ayadTa M KOHTPO/UIMHIa — ONEepPAaTHBHBIX
yIIpaBJIeHIeCKUX MPOLECCOB

®0pMH H CHCTEMEI MATEePHANBHOIO H HeMaTepHaanor 0 CTHMYJIHDOBAHHA
Tpyaa Iepconaa

{OCcHOBBI ACKYMCHTAITHOHHOTO oDecncueHuA

ITopsaok ohopMaeHs, BeACHHI U XPAHEHHA JOKYMEHTAIMHA 10 CHCTEMaM
ONEPAIMOHHOTO YHpaBIEeHUA IIEpCOHANOM M paboTe CTPYKTYPHOTO
TOAPA3ACICHUS

IMopsnox dopMupopanus, BeAeHHs 0a3bl JAHHBEIX W IPEAOCTABICHUA
OTHETHOCTH [0 CHCTEMAaM OIEPAIJHOHHOTO YHOPARJICHHS NECPCOHANIOM H
paote CIpyKTypHOTO MoApasfenesws

TapupHO-KBATH(HHKAMNOHHEIE CIPABOYHHAKH paGort u mpodeccnii paGounx
H KBAM(HKAIHOHHBEC XapaKTCPHCTHKH  JOIDKHOCTEH  CHyXalluX,
npothecCHOHATEHBIE CTaHAAPTE
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HopMmaTHBHEIE TIPAaROBEIC AKTEI, PETYJIHPYIOLIHE IpaBa ¥ OOA3aHHOCTH
rOCYAapCTBEHHBIX OPIAaHOB H OPraHv3aluy [0 IPEAOCTABICHHIO YICTHOH
JOKYMEHTAIUK

IMopsamoK I[POBENCHHS  3aKYOYHBIX TNPOUEAYP H  OQopMiIeHUS
CONYTCTBYIONMEH JOKYMEHTalluk

IMommTHKa YIIPpaBJcHHA IIEPCOHANOM H COHANIbHAA ITOJTHTHKA OpFaHHBaHHH

OpFaIHISaHHOHHO-Ll[TaTHaH CTPYKTYpa OpPraHd3ar i

Lley ¥ cTpaTerus pa3BUTUA OpraHH3alHH

br3ncc-mnand ¥ OM3Hec-IpONECCHl OpranMsauvMye

CrienualH3upoBaiHble HHGOPMAITUOHHBIE CHCTEMEL, IHQPOBLIE YCIYTH H
CEPBHCH B 00JIACTH ONEPAIMOHHOTO YIPARJISHUS NEPCOHATOM H paboTol
CTPYKTYPHOTO MOApa3jieleHns, [PAHMLE] X IPUMEHEHHA

OCHOBHBIC METPUKH W aHAIMTHYECKHE CPE3Bl CHCTEMBI ONEPAIMOHHOTO

HOpMaTHBHBIe HpaBOBl:nIC aKTH, Ol]pe,IICJIH}OU.EHC HOMEI TpYIO0BOTO IIPdBa

OcHOBL! apXMBHOTO 3aKOHOAATENLCTBA M HOPMAaTHBHBIE IIPABOBBIE AKTHI
Poccmitcxoi deaepauy B 061a¢TH BEICHHS JOKYMEHTAlMH IO IIEPCOHATY

OCHOBEI HJIOrOBOTO 3aK0HOJATeNkECTBa Poccutickoit ®encpanuu

OCHOBBI MHIPAIIMOHHOTO 3aKoHOAarenbcTBa PoccHiickoi d)cnepaunﬂ B
00acTH MPUBIIEYEHHA U TPYIOYCTPOMCTEA HHOCTPAHHBIX TPaXIaH H AL
fe3 IpaxIaHCTBa

OCHOBEI AIMEHHCTPATHBHONO 3aKOHOJATeNbCTBA Poccuiickoi ®eaepatinu
B 00HacTH YOPaBIEHHS NEPCOHANOM H OTBETCTBEHHOCTH HOMKHOCTHBIX
ML

BaxkoHoaarenecTBo Poccriickolt @encpalviy O NMepCOHANBHEIX JAHHBIX

JloxaneHBIE HOPMATHBHEIC JAOKYMEHTBE OpPraHH3allii B obnacTn

HopsuIOK RAKIIQUEHUS JJOTOBOPOB (KOHTpaKTOB)

HpaBHJIa BCHCHHA TIENOBOM TICPEITHCKA

HopMbI 3THKM J€T0BOTO 00HICHHS

Jpyrue xapakTepHCTHKH

3.8. O6o0imenHas TpyaAoBas PyHKINSA

HaymeHOBAHHE

E CTparernyecKoe yIpap/IcHHE IIEPCOHANIOM | 1oy H VpoBens 7

KBANAGRKALIA

INMpoucxoxkaenne obobIeHHOH

X | 3auMCTBORAHO 13

HIHHA H
Tpyaoeo# GYRKIIE LOP . OpPHIHHANA )
Kox PerncrpanposHel i HOMED
OpHrHHANA npodeccHOHATEBOTO
CTaHIapTa
BosMoxHEIe JupekTop mo nepeoHamy
HaUMCHOBAHUA JAupeKTop N0 YHPaRJICHIIO NEPCOHAIOM

JOIDKHOCTEH, mpodeccuit

3aMecTHTEHb AUPEKTOopa MO YIPABISHHIO 1EPCOHATIOM
3aMeCTHTENb TEHEPANEHOTO JUPEKTOPA 110 YITPABIEHHIO TICPCOHATIOM

TpebopaHus K
00pa3OBaHUIO U 00YUEHHI)

Briciee o0pasopaHue — MarucTparypa

WA

Briciee ofpazoBanre (HENPOQHUIBHOE) — MarUCTparypa u
AOTIOJIHUTENBHOE IIpotheccroHabHOE 00pa3oBaHHe — IPOTPAMMEI
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npodeccHORATBHOM TIEPETIOATOTORKY B 00/IaCTH YIPABICHAS IEPCOHANOM |

MM CTPATCIHYCCKOrC YIIDABJICHHA

TpeboBaHHA K OTIBITY
NpPAKTHYECKOH paboThI

He MeHee Ty et B 0671aCTH YIIPAaBIEHHA MIEPCOHATIOM Ha PYKOBOAAILHX
JOIKHOCTSIX

Oco0BIe YCIOBHS JOIIYCKA
K paboTe

Jlpyrue XapakTepucTiKA

JlomoMHUTENEHEE XapAKTePHCTIKA

HanMenoranue 6a30Boii Tpynnsl, JOTKHOCTH ?’
Haumenopanue 10KyMeHTa Kon
S (podeccuu) MM CIIELHAIBHOCTH
Ok~ 1212 Ypas/BIIOIIAE TPYIOBBIMHA PECYPCAMHA
EKC 3aMecTHTeNb ANPEKTOpPa [0 YIPaBJCHIIO TIEPCOHATOM
OKIIITP 25042 Ha4aapHuk yIrpaBieHns (CleHHATH3NPOBAHHOTO B
IPOINX OTPACIIsX )
OKCO 5.38.04.01 | OxoHOMHKaA
5.38.04.02 | MenemxMeHT
1 5.38.04.03 | Vrpasienue nepconajioM

3.8.1. Tpyaosas pynknus
. PaspaGoTka CHCTEMEI CTPATEIFHYECKOro 1 . Yposens L]
HaumeHoBatie | yyrnap ieHust IEPCOHATOM OPraHy3aii | Koa i H/01.7 | (nomypowems) | 7 |
= B | L | KBUdHKANE
HpoucxoxkaeHne TpyJ0BOMH Opurmsan > 3auMCTBORAHO 3
(hyHKIHH OpHTHHAIA ;
Kon, PerucrpanioHHEL HOMED
OpUTHHANA npodieccHoHaNEAOTO
cTaHIapTa

TpynoBbie NeHCTBEA

ITocTanOBKa CTPAaTerMuecKUX Iened B YAPAaBICHHH MEPCOHANOM U
obecrieueHHH XaqpoBoii 0e30MaCHOCTH

PaspaboTka KOpHOPATHBIION IIOJIHMTHKH, IUTAHOB, npoTpaMM, PONCLYP H
TEXHOIOTHH YIIpaBIeHHs EPCOHATIOM

Pa3pa6oTKa KOPNOPaTHRHOH KyJILTYPhl H COMHANLHON MONHTHKE, CHCTEM
MOTHBAIAH, 3QPEKTHBHOCTH, OICHKY W PasBHTHA IEpCoHaa

@MopMAPOBAHUE CUCTEMBI OILIATH ¥ OPraHuU3alid TPY/ia NepcoHana

PazpaboTKa CHCTEMBI OPraHM3alMOHAOT0 IIPOEKTAPOBAHHU, IITABAPOBAHUE
HOTPeOHOCTH B MEPCOHANE OpTraHU3aIMH

PaspaGoTka mporpaMM, HPHHIMIOB CTAHAAPTH3AIMH, YHADHKALHY,
ABTOMATH3ALMA IIPOHECCOB YIpaBieHUd IepcoHanoM M 0e3omacHbIX
yCIOBHi Tpyaa

@opmupoBanye OIOKETA Ha ICPCOHAT

Pazpaborka TeXHONOTHH ay/uTa pabOTHI C IEPCOHANIOM H KOHTPOJUTMHTA

HeobxoaumMele yMeHUA

PaspaGaTeiBaTh CTpaTeTWH M TNONMTHKA YIPaBRICHUA IEPCOHAIOM,
obecnedeHys KapoBoit 6e30MacHoCcTH

Co3naBaTe ¥ ONMCHBATL OPraHM3EIIMOHHYIO CTPYKTYPY, LEIH, 33/a4u,
(YHKIMH CTPYKTYPHBIX MOAPA3AC/ICHHi U JOIDKHOCTHBIX JIHI]

TIpuMeHATE METONBl  YIPABJEHHA MEX/IMYHOCTHBIMH OTHOIIEHHMAMH,
dOpMHEpOBaHV KOMaHZ, Pa3BHUTHA JIMACPCTBA U HCIONHHTEILHOCTH,
BLIBJICHHS TAJIAHTOR, ONpeIeeHAs YA0BIeTBOPEHHOCTH paboToi
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Ol'lpe,ZICJBITI) i | aHAIH3UPOBATL BHYTPCHHHE KOMMYHHEKAIIHH,
MOJC/IIHPOBATE NMOBCACHHE ITCPCoHaIa

Ipe/cTaBIATh WHTEPECH OPTaHU3alWH B TOCYJAPCTBCHHBIX OPraHax, BO
B3aUMOJEHCTBHH ¢ [PEICTABUTEILHEIME OpraHaMH pPabOTHUKOB 10
BOIIPOCaM MEPCOHANA

CocTasnstth, pacCUMTHIBATH, KOPPEKTUPOBATE U KOHTPOIH OBaTh CTATHH
TPpOJUp
pacxogoe OwmkeToB W (GOHIOB Ha NpOrpaMMBl H MEPONPHATHS IO
YIPABJICHUIO IEPCOHAIOM OPraHu3alliK

ITpoROANTH ayZUT U KOHTPOIUIMHT B 00NACTH YIPaBIICHIA HepCOHa.HOM

PazpabaTsBaTh KOPNOPATHBHEIE COIHANBHBIE TPOTPAMMEI

Bectn HNCPETOROPEL 110 BOOpOCAM  COLHANBHOIC IIAPTHEPCTBA C
HpeACTARHTEIbHBIMH OpIaHaMH paﬁoTHHKOB

PaGotarh ¢ MH(OPMAMOHHBIMH CHCTEMAMH, ycnyraMH " CepBHCa.MH B
00acTH CTPAaTEruuecKoro yIpaBIeHus HEPCOHAIOM

DopMUPOBATL UPCSATOKEHHS II0 aBTOMATH3AMH M UHGPOBH3ALNH
mpoliecca pa3pabOTKy CTPATETHH paboThl ¢ IIEPCORAIOM

OpraHW30BBIBATE ~ MEPONPHATHA 10  OOECHEYCHHIO  BEIMOIHCHHS
TpeboBaHuit OXpaHBI TPyAd B COOTBETCIBHH ¢ JICHCTBYIONIUM
3aKOHOAATETRCTBOM Poccuiickoit Defepalilid W JIOKAIBHEIMH AKTaMH
OpradHu3aliii '

OpFaHHSOBBIBaTB H HpOBO,I[HTB MGPOHpHHTPIﬂ c HepCOHaJIOM B

OGecmeunBaTh COOMONCHHE “TpeGOoBAHMIA 3AKOHOATENLCTEA POCCHHCKOMN
Penepanuu  ®  nonuTHK  pabotomarens B obmactu  00paboTKM
[EPCOHANBHLIX TAHHBIX H KOHQHACHIHAIBHOH HE(pOopMaliuy

Bectu nemoByio nepenucky

Co6moaaTh HOPMBI STHKH AENOBOIO 0OIICHHS

Heobxoaumele 3HAHUA

MeToapl ynpaBleHHA pasBUTHEM H 3QQEKTHBHOCTLIO OpTAaHH3AINH,
aHanu3a BHIMONHEHWA IUIAHOB M [POTPaMM, ONPEACHCHHA KX
3KoHOMHYeckOl J(GEKTHBHOCTH, METOAE OOCCHOEUEHHs KaapoBOH
besomacwoctw

MeToms! ONeHKH paboThl CprKTypHHx HOpasz/icNieHHH, Pe3ylIbTaTOB
TPy/a IepcoHana

MeToasl  TPOBENEHHA  AyAHMTOB, KOHTPOIUIMHTA  YIPABJIEHICCKHX

_ OPOLECCOB

MeToasl ananmM3a KOIWYSCTECHHOrO H KaUeCTBEHHOTO COCTARA IIEPCOHATIA

Meroanl OPra’HA3alHOHEOIC NPOCKTHPOBAHM

CucTeMB! CTAHJAPTOB 110 Hu3Hec-npolieccaM, NpodeccHsIM, HOPMEL TpyJa

Cucremsl, Merogbl H (OpPMBI MAaTEpHallbHOIO M HEMATepHANIBHOTO
CTUMYITHPOBAHKS TPYa NEPCOHaAIA

MeToARl AHANHM3A CONMAIGHLIX NPOrpaMM M ONpEeNesicHH:  HX
IKOHOMHYECKOH 3P PeKTHBHOCTU

TexHOMOTHH H MeTofsl (OPMHPOBAHUS H KOHTPONsA OFOJKETOB HA
TepcoOHal

TpeGopaHus oXpaHbl H OE30MACHBIX YCTIOBHH TPY/a

Ilemn, cTparerns, KOpopaTHRHas CONHANbHAA MOJHTHKA H NOJIHTHKA II0
[epCOHANY, KOPIOPATHBHEAS KYIIBTYpa

(CHOEEBI TeXHOJIOTHHA IPOU3BOJACTEA H ACATCIBHCCTH Oprasd3alii

OCHOBBI COUMOJIOTHH, IICHXO0JIOTHY H 9KOHOMHKH TpyOa

(OcHOBBI YHpaBI¢HHs COLEHAITLHEM DASBHTHCM Opranu3aliH
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obIIecTBEHHOrO MHEHHT

Oprauu3aquoHHas CTPYKTYPa OpraHu3alii

TapubHo-xBATH(HKAMOHHEIE CTIPABOYHHKY paboT U npodeccuii pabounx
I KBUIH(UKAIMOHHBIE XAPAKTEPHCTHKH  JOIKHOCTEH  CiyXammx,
npodecCHOHANTBHEIE CTAHAAPTHL

Crenmanu3upoBaHHbe HHPOPMAIMOHHBIC CHCTEMBL, IIHQPOBBIC YCIYTH H
CEPBUCHL B O0NACTH CTPATErHYCCKOr0 YIPABIEHHS NEPCOHANIOM, TPaHHIUb!
HX IpUMEHEHHS

OcHOBHEIE METpPHKH H AHAIATHYECKHC CPe3bl CTPAaTCrideCKOro
yOpaBICHRAS IICPCOHATIOM

HopMaTHBHbIE MpaBOBBIC aKTHl, ONPEACIIIONIHE HOMBI TPYIOBOTO NIpaBa |

OCHOBHL apXMBHOIO 33KOHOJATEIhCTBA H HOPMATHBHELIC MPABOBBIE AKTHI
Poccniickoit ®egepanmy B 001aCTH BEACHUS JOKYMEHTaMH 110 TISPCOHATY

OCHOBBI HATIOFOBOTO 3aKOHOaTebeTRa Poccutickolt Peaepauum

OCHOBH MHTPAIHOHHOTO 3aKoHOAaTenbcTBa Poccuiickoit (Peaepaunu B
00IaCTH IIPMBACUSHUS M TPYAOYCTPOHCTRa HHOCTPAHHEIX IpakJaH U JIHIL
Oes rpaxtapcTea

OCHOBEI aAMHHHCTPATHBHOTO 3aKoHOIaTenbeTBa Pocchiickoi Oenepannn
B 0bnacTy YIpaBieHMs MEPCOHANOM H OTBETCTBEHHOCTH AOTKHOCTHBIX
AL

JNlokaneHele HOPMATHBHBIE aKTHI OPraHH3alii B OOIACTH YIIPABJIEHHUS
IEPCOHAIOM

Tlops oK 3aKITIFOYEHHS JOIOBOPOB (KOHTPAKTOB)

[Tpapuna BeJeHHA AEIOBOH NCPENHCKU

HopMBI 5THKH AeN0BOro 00meHus

Jpyrue XapakTepHCTHKY

3.8.2. Tpyaosas ¢yHKIHA

IpoucxoxkieHue TpyA0BOH
GyHKIMH

Peanu3anusd cucTeMEl CTPATErHYECKOro | Yposens
HaumeHoBaHKE | yTIpaBIICHAA TEPCOHANOM : Koz ! (nofypoREHD) 7
SR B SUUS—— } KBTI HKALH
. 3aMMCTBOBAHO H3 |
QOpuruHan X - l
i OpHTHBANIA |
Kon PerucTpanoHHEIl HOMEp
OpUTHHANA npodeccHoHATBLHOTO
CTAHIAPTA

TpynoBeie AeHCTBHS

IliagmpoBaHHE JCNTENBHOCTH ¥ paspaboTka MEPONpUATHE 10
VIPABIEHMIO NEPCOHAOM /IS peaTH3allMl CTPATErHYeCcKHX IeNeH
OpraHu3anuy H 00ecIede s KaApoBoh 0e30MaCHOCTH

BHe/peHAe MONATHK, IUIAHOB, NPOrPaMM, IIPOHEAYP H TEXHONOTHU IO
yOpaBIeHAI0 NEepPCOHanoM

[TocTpoeHHE OpraHH3AUMOHHON CTPYKTYphl C YYETOM ILTAaHOBOH
norpe0HOCTH B IepcOHAle M B3aUMOICHCTBHA  CTPYKTYPHBIX
NOJIpasfeNeHui OpraHu3aliu

Brenpenne H noJepKaHME KOPHOPATHBHOM KyibTYpH H COLMANLHOM
TOJMMTUKA, CHCTEM MOTHBALUH, 3(P{EKTUBHOCTH, ONCHKY H Pa3sBHTHA

nepcotana
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Buenperve W mogncp:KaHWE CHCTEMBI OPraHM3alldd TpyJaa U onnaTmé
IepcoHaa '

VipaeiacHre BHEIpEHHEM IpOrpaMM M IIPHHIKOOB CTaHIAPTH3AIMH,
yHHUKAH, ABTOMATH3AWH I[IPOLECCOR YNPARICHHS IIEPCOHAIOM H
Oe30IacHEIX YCIIOBHH TPYJa

Opranmauns IIpOBCICHUA ayJHuTa H KOHTPOIUIMHIa B YIPABICHEH
TTIEPCOHAIIOM

TlocTanoBka 3a/ad pPYKOBOJUTEISIM CTPYKTYPHBIX IOApa3leNeHHH,

Cornacopanue yCAOBHI  3aKIIOYaeMBIX [OrOBOPOB [0 BOMPOCAM
VIPABICHU TePCOHAIOM

Oprauuzauvs TPOBEACHNMS 3aKyIOYHEIX MPOLEAYP IO BOMpocaMm
VIpaBJICHHA TSPCOHATIOM K 0QOpMIISHHS COMYTCTBYIOMIEH NOKYMEHTAINH
MO HAM

GopMupoBaHKe O0JLKETA 12 IEPCOHANT

Pazpa6oTKa TeXHOIOTUH ayanTa paboThI ¢ HEPCOHAIIOM W KOHTPOJUIMHIA

[lpuMmenenne K paboTHWKAM Mep MOOHIPEHHA M JMCIMIHHAPHOTO
BRBICKAHMS

HeobxoauMeie yMeHuA

paspabaThIBaTh IOKa3aTeNH 3¢ HEeKTHBHOCTH PabOTEI

@dopMHUpOBATH [UIAHEI M MEPONPHATHA IIO YIPABICHHIO THCPCOHANOM H
obecnedeHnio Kaaposoil 0e301MacHOCTH :

PaccuuTriBaTh GIOIKET B OONACTH YIpaBJICHHA IEPCOHAIOM

Omnpenenars 30HBI OTBETCTBEHHOCTH paOOTHHKOB HW NOAPa3fICNICHHM,
CTABHTB 3a4a49H PYKOBOIHUTENAM IOApa3ielIeHdi 0 o0ecneunBaTh pecyperl
JUTS1 VX ACTIONHERHS

KOHTpOI]IIpOBaTI: H KOPPEKTHPOBATE HCIIOJIHCHHE nopyquHﬁ H 3aja4

Vopasaste  3PGEKTHBHOCTHIO M BOBJICUYCHHOCTHIO  IePCOH@A,
JAUCHHILTHHON TPpYJa U cobmogeHnem fe30MacHbBIX YCIOBHUI TPYA

Bect meperosopsl MO BOINpocaM COMHANbHOIQ IAPTHEPCTBA H
NpeACTaBIATh HHTEPEChl OPraHM3allii B TOCYAapCTBEHHBIX OpPraHax,
NpEACTABHTENBHEIX OpraHaX paCOTHHKOB M OPraHH3aUMAX IO BOIpocaM
nepcoHaza

PaBoTath ¢ MHGOPMANMOHHEIMH CHCTEMaMH, UA(POBBIMH YCIyraMH H
CEpBACAMH N0 YIIPABJICHAIO IIEPCOHATIOM

[TpoBOMUTE ayAHT H KOHTPOJUIHHT B 00IACTH YIIPARJICHUS IEPCOHATIOM

dopMupoBaTH ¥ NPOBOAUTH COIMANBHYIO TMOJMTHKY H COIHANBHEIS
IIPOTPaMMBbI

Bectn HEPEroBOPE © IMOCTABIUKAMHA YCAYT MO YCIOBHAM J3aKMOYaCMEBIX
JOroBOPOB

TTponsBoAMT, 3aKyNOYHBIE UpOUEAYPEL, O(QOpMIATE ¥ AHATH3UPOBATH
3aKyNOMHYIO JOKYMEHTAIHIO

Obecneunsath cobmoneHre TpeGopanuil 3aKoHOAATENbCTBA POCCHICKOM
denepaupd M KOPHOPATHBHBIX NOMATHK B obnacti  obpaborku
NepCOHANLHABLIX JaHHBIX M KOHQHAeRIMAILHOH HEQOpMALITY

Co6MoaaTe HOPMBI 3THKK AENOBOT0 0OIeHr:A

HeobxogaMele 3naHua

MeToxpl yOpaBIcHHAS PA3sBHTHEM H >(QEKTHBHOCTHIO OpraHH3alnM,
METOABl AHAIM3a BBITOJIHCHMS IUIAHOB H UPOTPaMM, ONPEMCNCHHA HX
SKOHOMHYeCKOH 2(eKTHBHOCTH, MeETOAEl oOecledeHus KaipoBOi
6e30TacHOCTH

Oprapgsaiys yupaBlcHHS Pa3BUTHEM OpraHH3aLMH
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Teopuu ynparieHUs opraHu3aued, NOJMTHKA M CTpaTerds yIpaBicHHS
NepcoHaNIoM

Tonmtyka YOpaBIeHHA [ePCOHATOM, KOPIOPATHBHas COUMaibHas
TOJIATHKA, KOPIOPaTHBHAS Ky/IbTYpa

MeTonsl aHANAZa BBIIONHCHMS ILIAHOB H 3a1ad, OMpENeNCHWA WX
SKOHOMIYECKOH 3B QeKTHBHOCTH

MeToBI OIEHKH pe3ylbTaToB ¥ 3QQEKTHBHOCTH TPYA2

Meroapl BHEJIPECHHSA CHCTEME! YIIPABICHHAA MEPCOHAIOM

Metoant OPrain3allHCHHOrO TPOCKTHPOBAHNA

OcHoBH paboTH 10 NPO(MECCHOHAILHOH OPHECHTAIIHM

MeToauKy IIAaHHPOBAHEA B IEPOTHO3UPOBAHHS HOTpCGHocm B TIEPCOHAIIES

[enu, cTparerus pasBUTHA K OM3HEC-TUIAH OPraHH3ALHK

Teopunu i MeToAb GOPMUPOBaHUA OpPEH/a OpraHU3aliA

TpeGoBanus oxpaHbl TpyAa H He30MacHRIX YCIOBAH Tpyaa

MeToaukn paspaGOTlm H BHCIPCHMA JIOKAJIBHBIX HOPMATHBHBIX aKTOB

Hopsagok 3axMOYeHUs TPYAOBBIX JOTOBOPOB, PETYIMPOBAHHS TPYAOBEIX
CIIOPOB

OcHOBBI COIIMOJIOTHH, NCHXQJIOIMH, >KOHOMHKH TpYId H YHPABJICHHA
COMHAJBHBIM PDASBUTHEM OPYaHH3dHHH

Metoapl IpOBEACHHS COHHOJIOFHHeCKHX HCCIENOBAHUN, H3YUCHHS
o0IIeCTBEHHOTO MHEHHA

Texnonoraun NPOBCACHUA ayauTa M KOHTDONIHHTa B YOPABICHRH
NICPCOHANIOM

Iopsgaok mpoBeacHMA — 3aKYHOYHBIX — OpOLEAYp H O(bopﬂiﬁéﬁﬁ;
COITYTCTBYIOIIEH AOKYMEHTAHE

TexXHONOTHY, CTaHJapTHIALWS, YHU(HKAHE, aBTOMATH3AHUA IIPOIIECCOB
YIDPABICHHA IEPCOHATIOM

Opradu3alioHHas CTPYKTYPa OpraHu3alMHK

TapudHo-KkBaTH(HKAMHOHHIC CLIPABOYHHKH paboT u npodeccuit paboaux
W KBaJWu(HKAIMOHHEIE XapaKTEPHCTHKH NOJDKHOCTEH  CIYXKAIluX,
npotdecCHOHANBHEIE CTAHTAPTEE

CrienHaH3upOBAHHEIE HHQOPMAIHOHHBIC CHCTEMB], IHGPOBEIE YCIYTH U
CEePBUCH B 00NacTH CTPATETHUECKOr0 YIPaBIeHHs NEPCOHAIOM, TPAHUIIE!
HX OpUMEHCHHA

OcHoBHBIC METPUKH W AaHAIIMUTHYECKHE CPE3Bl  CTPAaTerHYCCKOro

‘OcHOBHE apanHoro 3aKOHOJATENBCTBA 1 HOPMATUBHEIE IIPABOBBIE AKThI
Poccuiickoit Gemepanuu B 001acTH BEACHU JOKYMEHTALAH IO TIEpCOHANY

OcHOBHL HAOTOBOro 3aKoHoaTenbcTea Poceniickoll Peacparuu

OCHOBBI MHTPAIMOHHOTO 3akoHoAaTenbcTa Poccuiickoll Penepauuu B
o6NacTH IPHEBJICUYEHUS H TPYAOYCTPOHCTBA HHOCTPAHHBIX TPAKAAH H JIHII
0e3 rpaKancTBa.

OCHOBH a/]MAHHCTPATHBHOTO 38KOHOAATeNbCTBa Poccuiickol Penepaunu
B OOMACTH YIPaBICHUS NEPCOHANOM H OTBETCTBCHHOCTH JOJDKHOCTHBIX
JIHIL

3akoHozaTenbeTBO Poccuiickoi Oeepallik ¢ NEPCOHANIBHEIX JAHHBIX

TTops/ox 3aKJIIOUeHMA JOTOBOPOB (KOHTPaKTOB)

JlokansHbIe HOPMATHBHEIE aKTHI B 00JIaCTH yIPaBICHUA I€PCOHATOM

HopMBbI 3THKH JEI0BOT0 QOINEHIIS

Jpyrue xapakTepHCTHKHA




3.8.3. Tpynosasi ynxkong

TponcxoxAeHNe TPYZOBOH
dryHRITHE

. AZIMUHUCTPUPOBAHHE IPOLECCOB . Vposern
HanMenoBague * CTPATETHUSCKOTO YIIPABICHUS NCPCOHANOM I H/03.7  (nomypopems) : 7
| COOTBETCTBYIOLIETO JOKYMEHTO000pOTA | Kpamupukanp |
T — X 3aUMCTBOBAHO U3
| oprruHANa
Koz PerucTpalMoHHEIH HOMED
OPHTUHANA npodecCHOHAABHOTO
CTaHIapTa

. Tpyzoesle AeHCTBIS

JokymenTannousoe oopMIIeHHE Pe3yIBTATOB YIPABJICHHA NMEPCOHANOM,
€ro ayJauTa, paboThl CTPYKTYPHBIX IIOJpa3acICHHi

JlokyMeHTanuoHHOe H OpradH3alHOHHOE CONPOBOXKICHHE
CTPATErHYeCKOTO YIPABJICHUS IlepcoHaJoM H paboToH CTPYKTYPHEIX
HOgpasAce i

[TogroToBka TpeMIOKEHW 10 PASBUTAI0 CHCTEM  YIPABJICHUA
nepcodanoM, obGecTiedeHns XagpoBold Oe30macHOCTH, N0 HEOOXOAUMEIM
KOPPEKTHPYIOIUHM ¥ MPEBEeHTHBHBIM MEpaM M [0 NOBBILCHHIO
3¢ dEeKTHBHOCTH PaboThl CTPYKTYPHBIX DOAPA3/CICHHN

KouTpoms mpomeccos B 0O0NAcTH YIIPaBNEHHA MEPCOHANOM W PaboThl
CTPYKTYpPHBIX [OAPAsfCNCHHN, CpaBHCHHE H aHAIH3 [POLECCOB,
pe3yNbTATOR YIPABICHUCCKUX MEPONpPHATHEA, ompeneneHue Gakropos,
BBI3LIBAIOINMX OTKIOHCHHE OT IUIAHOBBIX TIOKa3aTesIeH

Cornacosanue ¥ KOHTpOJAs JOTOBOPOB MO BOIPOCAM M CHCTEMAM
CTPATErMYeCKOTO VIPABICHMA IepcoBanoM M paboTe CTPYKTYPHEIX
NoApa3fieNIeH i, OPraHM3anusl NPONeAyp U0 HX AKTIOYCHHAIO

IToaroroBka HPCHJIO}KGHHﬁ IO OOCCIEUSHHAIO COOTBETCTBHA OpranHu3amin
H ONJaTH TpyJa nepcopaia YCIEIHBIM KOPIIOPAaTHBHBEIM IpakTHKaM

Heobxoaumble yMeHHS

AHanmu3uposaTh, pa3padaThIBaTh H 0QOPMIATE AOKYMEHTEI II0 TpoLeccam
A pe3ynbraraM yOpaBicHWS [epCOHAJOM H  paboTe CTPYKTYPHBIX
o ApasgelicHuil

TIpuMEHTEH METOARI AHAH32a OU3HEC-TIPOLIECCOB OPTAHU3ALITH

OmpepensTs OporpamMMsl IOCTIDKEHHS LENeH H pellleHHA 3aiad
moJipa3seiieHHH

[IpoBOAHTE ayAMT CHCTEMBI YUPABJICHHA HEPCOHATOM H CHCTEMEI
obecneaeHus KaApoBok 6e301acHoCTH

ITpOEOMTE KOHTPOJIIHHT CHCTEMBI YIIPABICHIA TIEPCOHAIOM

Kontpomuposarh OIODKET Ha NEpCOHal M YNPABIEHHE pacXoJaMH Ha
nepcoHal

OpTaHHSOBBIBaTB COIPOBOXKACHHS JOTOBOPOB IO BOIIPOCAM YIIPABICHHA
NEPCOHANOM, BRIKOYASA [TPEARAPATCILHEIS HPOLCAYPHI 10 UX 3aKIIKHCHHAI)

OpraHu3oBHIBATh 32KYIIOUHEIE IPONETYPEl, OQOPMISTE ¥ aHANHHPOBATH
3aKYIIOYHYIO JOKYMEHTAHIO

KoHTponupoBaTh ¥ aRald3HpoBaTh BOMPOCH! COLMAIBHOIO IAPTHEPCTRA,
JOTOBOPHI HOCTABIIHKOB YCIYT

IIpoBOAWTEL TEPEroBOPHl H IPEACTABIATs HHTEPECH OPTaHM3AlMYM B
TOCYAAPCTBEHHBIX OprafaX, NPOoQEeCCHOHATBHEIX COH3aX W APYIHX
IpeACTABATENBHEIX OPTaHAX PADOTHHKOB M OPraHM3alifaXx 110 BOIpOCAM
nepcoHana
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PaGoTaTh ¢ MH(OPMAIMOHHBIMH CHCTEMaMH, IH(POBLIMH YCIYTaMH H
CEPBHCAMH TI0 YIIPABJICHHUK) TIEPCOHAIOM

ObecneunBath  JAOKYMEHTAHOHHOE  COIPOBOKACHUC  TPOIECCOR
VIIpaBJIeHHs IEPCOHAIOM H paboToH CTPYKTYPHBIX MOJpas e IeHIH

Opranu3oBBIBATH XPAaHEHHE IOKYMEHTOB B COOTBETCTBHH ¢ TpeOoBaHHsAMU
TPYZOBOTO H apXHBHOIO 3aKOHOJaTenbcTBa Poccuiickod Penepanud u
JOKAJTHHBIMH AKTAMH OPraHH3alid

(ObecricunBate coOmoOaeHHe TpeOOBAHUN 3aKOHOHATENLCTBA PoCCHACKON
dencpallil B KOPIMOPATHBHBIX [OMMTHK B obmactu  oOpaboTku
NePCOBAILHEIX JAHHBIX H KOHOHICHIHATLHOH HH(GOpMany

Cobmonats HOPMBI STHKH JEHOBOr0 00IIEHAA

HeoOxonuMLie 3HAHHI

ConnansHasg NOMMTHKA, KOPIIOPATUBHAA KYIBTYpPa, CHCTEMEI MOTHBALIUY K
5¢peKTUBHOCTH YNIPABIEHIA NEPCOHATIOM

Metoasl ynpasneHds pa3BHTHEM H 3((EKTHEHOCTBIO OpraHM3aLHH,
METOALI aHaiu3a BHIIONHEHHA IUIAHOE H MPOrpaMM, ONpPEACNCHAA HX
SKOHOMHUeCKOM >(eKTHBHOCTH, MeToabl obecnedeHus KaipoBoH
0€30MacHoCTH

MeToapl NpoBeJEHNA ayAWTa, KOHTPOIA ONEPATHBHLIX YIPABICHUSCKAX
MPOIECCOB, COLHOTOTHYECKHX HCCNETOBAHMM

busHec-1aH 1 6H3HGC—H])OHCCC]:I Oprann3aliiun

brojxeTnoe NpOEeKTHPOBAHUC

OpTaHHSaHHOHHOC NMpOCKTHPOBAHHE

@opMBl, METOZEI M CHCTEMBI MATEPHANBHOIO H HCMATCPUATBHOIO
CTHMYJIHPOBaHHA TpyJa NepcoHala

CHcTeMbl ~ CTaHAapToB Mo OuW3HEc-poueccaM,  HpodeccHsiaM
(CrenranbHOCTAM), IOPMEI TPYIA

MeTtoae!l aHANIK3a KOMHYECTREHHOTO H KAY¢CTBEHHOTO COCTABA MEpCcoHana

IlomaTuka OpPra”Hu3aliy 110 NEpCOHany

ITopanox (opMupoBaHHd, BeJcHHS ©6asbl JaHHBIX W MPENOCTABICHHA
OTHYETHOCTH [0 CHCTEMAM YIIPaBIeHHS MepcoanoM 1 paboTe CTPYKTYPHBIX
NoIpa3ac/icHUd

OCHOBEI JOKYMCHTALMOHHOrO oOecnedeHus, NOPSIoK ohopMIeHUs
JNOKYMEHTOB,  IpPEACTAaBIEMBIX B  [OCYZApCTBCHHBIC  OpraHbl,
po)eCCHOHAIIBHBIE COKO3B], 00UICCTBEHHbIC OpraHH3alliy

Temu u cTpaTerus pa3BUTH OPraHU3AIMA

[lopsmok IIPOBENCHHMS  3aKYIOYHBIX  TpoOLEAyp H oopMIeHHS
COITYTCTBYIOLICH AOKYMEHTAITHH

HopMaTHBHEIE IIPABOERE AKTEL, PErylHPYIOIME NpaBa W o0s3aHHOCTH
TOCYJapCTBEHHLIX OPraHoB U OPraHH3aLHi 1O IPEJOCTARICHHI) YIeTHOH
NOKYMEHTAIUH

OprasM3alliOHHas CTPYKTYpa OpPraHM3alpM W BaKaHTHHIE AODKHOCTH
(mpotheccuu, cnenHanEHOCTH)

TapudHO-KBATMUKAIMORHBIE CIIPABOYHIKHA paboT 1 mpodeccuit pabodux
W KBaIMQHKAUMOHHEIE XApPAKTEPHCTHKM JODKHOCTCH  CIIY)Kallux,
NpohecCHOHATPHEIC CTAHAAPTHI

Crienuany3npoBaiHEe HHGOPMALOHEBIE CHCTEMB, IA(PPOBLIC YCIYTH H
CEPBHCH B OONacTH aJAMHHMCTPHPOBAHHS NPOLECCOB CTPATCrMYECKOro
VIPAaBICHM NEPCOHANIOM, B O0JNAcTH AOKYMEHTOOOOPOTA, IPaHMIEI HX
TIPHMCHEHHS

HopMaTUBHEIC IPABOBHIE aKTE], OIpPeAeIsIoMne HOMBI TPYI0BOTO IIpaBa
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OCHOBBI apXMBHOTO 3aKOHOAATEIBCTBA W HOPMATUBHEIC TPABOBBIC AKTH!
Poccuiickoit Denepanun B 000acTH BeleHHA JOKYMEHTAIINM 10 ICPCOHATTY

(OcHOBBI HANOTOBOTO 3aKoHoAatenpcTBa Poccniickoit Peacpanuu

OCHOBH MHTDaIMOHHOrO 3akoHoparenbcrBa Poccuiickol @enepanmu B
00acTH NpUBIEICHUA U TPYAOYCTPOHCTBA HHOCTPAHHBIX TPaXXIAH M JIUI
6e3 rpaxxgaHcTBa

OcHOoBH aAMUHICTPATHBHOTO 3aKoHOAaTenbeTBa Poccuiickoi Qenepanuu
B 067aCTH yIpaBleHUs HNEPCOHAIOM H OTRETCTBEHHOCTH JIOMKHOCTHBIX
ALY

3akoHOzaTENLCTEO Poccuiickoit Menepaliiii 0 IEPCOHANLHEIX TAHHBIX
JloxaneHble HOPMATHBHBIC AKTH OPraHM3aUMM B OONACTH YIPABICHHS
MepCOHANIOM

TopA/I0K 3aKIOUeHAs IOTOBOPOB (KOHTPAKTOB)

Hpyrie XapakKTepUCTHKH | -

IV. CBeaenns o6 opramuzanuax - paspaborankax npodeccnona bHOro CTAaHIApTa

4.1, OTBeTCTREHHAS CPraHU3ANHA-PAIPADOTIHK

Coper 110 ipo)ecCHOHANBHBIM KBATH(PUKALHMSM B O0TacTH YIPABICHUA TIEPCOHATOM

[Ipeacenarens Bydxobnz Amra AlleKCAaHOpOBHA

4.2. HammeHOBAaHHS OpPraHH3ALMIA-pa3paboTIHKOB

1 Arpoxoigusr «CTEIIb», Topoa Pocros-na-Houy ~

2 AQ «Korneps PocareproaroM», ropos Mocksa

3 AO «OMKp», ropox Beixca, Hmxeropojackas o61acTh

4 | Kommaamsa «MeTaIoMHBECT», Topol MockBa
5 MoCKOBCKI METPOIIOJIMTEH, TOPOX Mocxksa

6 UHeTHTYT 3aHATOCTH B Hpodecenii ®TAQY BO «HayaHo-HcCIe10BaTe TbCKAH YHHBEPCHTET

«BBICIIas IIKONA S5KOHOMHAKI», ropo] Mockea

7 | HOUY «Uncrtutyt npodeccroHaIbHOr0 KaapoBHkay, ropoq Mockea
8 0O0O0P «Coros paboTozmarenei PaKeTHO-KOCMHYECKOH poMBmuieHEoCTH Poccuny, ropox Mocksa
19 OOP «PoccHiCKHY COK03 TPOMBIILIEHHHKOB npeNIpHHEMATENeH», ropoa Mocksa

10  [TAQ «I'asnpoM Hedh», ropon Cankr-IletepSypr

11 * TIAO «Poctenexom», ropoq Mocksa

12 ' TIAO «Pycl'uapo», ropog Kpacnodpcek

13 | TTIAO «Cepepcranby, ropog Yepenosen, Bomoroackas oﬁnacn,

14 | TIAO A®K «Cucrema», ropox Mocksa )
15 | CPOO «Acconuanys pyKOBOIUTENEH U CIEIHATIACTOB 110 YIPABICHHIO HETOBEYECKIMIL

pecypcamuy, ropos ExatepunGypr

16 | ®I'BOY BO «MocKoBCKHMi aBHAIMOHHEIN HHCTHTYT (HAMOBTBHEI HCCAEA0BATEIBCKUH
_______ yHUBEpCHTET)», ropos Mocksa - i

17 | ®I'BY «BHUM tpyma» Muntpyaa Poccru, ropoa Mocksa

18 UV «llenTp miaHMpoBaHAs U HCIONB30BAHES TPYAOBBIX pecypcos ["asmpoMay, ropo Mocksa

1 OBmepoccniickHil KNacCR(PHKATOp 3aHATHH.

2 O6mepoccubicKui KTacCHPUKATOP BUACE SKOHOMUIECKOH ASHTEIBHOCTH,

} EMHELH KRATH(UKALHOHHEIH CHPABOTHHK JOTNKHOCTEH PYROBOZUTENEH, CTIEITHATMCTOR M ADYTHX CIIYKamIHX.
4 Ofmepoccwiickmil KtaccHUKaTOp Npodeccuit paboTX, JOIKHOCTEN CAYKAMIX 1 TAPAQHEIX paspsioB.
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5 OGmepoccuiickuii KaccHdUKATOp CTISUHATBHOCTe ] 10 00pa3IoBaHHIO.




