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Mpuka3 MuHTpyaa Poccumn ot 06.10.2015 N 691H [loKyMeHT npeaocTasnieH KoncynbTanTItoc
n n _;
06 yTBepxaeHnn npodeccnoHanbHOro ctaHgapTa "Cneunanucr [laTa coxparenws:: 17.05.2019

MO YNpaBfEHNIO MNEPCOH. ..

3apeructpupoaHo B MuHtocte Poccum 19 oktsiops 2015 r. N 39362

MUHUCTEPCTBO TPYAA U COLUUATIBHOW 3ALLUTLI POCCUACKOWN ®EOEPALIUN

NMPUKA3
oT 6 okTA6ps 2015 . N 691H

Ob YTBEPXXOEHUN NPO®ECCUOHANIBHOIO CTAHOAPTA
"CMNEUWANUCT NO YNPABINEHUIO MEPCOHAIIOM"

B cootBetctBUM c nyHktoM 16 [lpaBun paspaboTku, yTBEpPXKOEHUS W MNpUMEHEeHUs npodeCcCUOHanbHbIX
CTaHOapToB, YTBEPXAEHHbIX NocTtaHoBneHuem lpasutensctea Poccuiickon depepauumn ot 22 gaueapa 2013 r. N 23
(CobpaHnue 3akoHopaTensctBa Poccunckon ®epepaumm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBEpauTb Npunaraembivi npodeccmnoHanbHbii cTaHaapT "CrneumanumcT no ynpaeneHuo nepcoHanom".

MuHucTp
M.A.TOMUITNH

YTBEpXKOEH

npukasom MuHucTepcTBa Tpyaa
1 coumanbHol 3awuThbl
Poccuiickon degepaumm

oT 6 okTs16psa 2015 1. N 691H

NMPO®ECCUOHAIIbHbLIW CTAHOAPT
CMEUMANUCT MO YNPABJIEHUIO NEPCOHAIIOM

559
PerucrpauunoHHbin
Homep
|. Obwue cBeneHns
YnpaBneHne nepcoHanomM opraHusaumnm 07.003
(HanmeHoBaHWe BMAa NPogeCcCMoHanbHOM AeATENbHOCTN) Kog

OcHoBHas Lenb Buaa npodeccuoHanbHo AeaTeNbHOCTH:

Ob6ecneyeHne apdeEKTUBHOIO (PYHKLUMOHMPOBAHWS CUCTEMbI YNpPaBeHUs NepCcoHanoM s AOCTUXKEHUsI
Lenen opraHMsaLmm

Mpynna 3aHaTui:

KoHcynbTaHnTlNKOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

1232 PykoBogutenu nogpasgeneHun 2412 CreuuwanncTtbl No Kagpam K
(cnyx6) ynpaBneHust kagpamu u npodopueHTaLmnm
TPYLOBbIMW OTHOLLEHUAMU
3423 Cneumnanuctbl KagpoBbIX CryX6 K - -
YUpPEXOAEHUIN 3aHATOCTH
(kog OK3 <1>) (HaumeHoBaHue) (kog OK3) (HaumeHoBaHue)
OTHeceHVe K Bugam 3KOHOMUYECKOW AeATENbHOCTU:
78.30 HedatenbHoCTb N0 Nogdopy NepcoHana npoyas
(kog OKB3 (HavMeHoBaHWe BMAa 3KOHOMUYECKOWN AEATENBHOCTN)
<2>)
[I. OnncaHue TpyaoBbIX YHKLUNIA,
BXOAALMX B NPOdeCCUMOHanbHbIN cTaHAapT (PyHKUMOHanbHas kapTa
BMAa NpodeccnoHanbHOM AeATeNbHOCTH)
O6006LeHHbIe TPyAOBLIE PYHKLNM TpyaoBble yHKLMK
Kon HaMmeHoBaHVe ypOBeHb HavmeHoBaHue Kog YpOBEHb
KBanugu (nogypos
Kaumm €Hb)
KBanuduk
auum
A [okymeHTaunoHHoe 5 BeneHve opraHusaunoHHOW 1 A/01.5 5
obecneyeHne paboTbl pacnopsauTenbHON JOKYMeHTaumum no
C NepcoHarnom nepcoHany
BegeHune gokymeHTaumm no yyety u A/02.5 5
OBWXEHUIO KaapoB
AOMWHMCTPUPOBaHME NPOLECCOB U A/03.5 5
AOKyMeHToOoBopoTa no yyeTy 1 ABUKEHUIO
KaapoB, NpeacTaBneHnio JOKYMEHTOB No
nepcoHany B rocy1apCTBEHHbIE OpraHbl
B [earenbHOCTb Mo 6 C6op nHcdopmaLmm o NoTpebHOCTSIX B/01.6 6
obecneyeHuto opraHu3aumm B nepcoHane
nepcoHanom
Mownck, npuBneyenune, nogdop n otTbop B/02.6 6
nepcoHana
AOMUHUCTPUPOBaHME NPOLLECCOB U B/03.6 6
OOKyMeHToobopoTa obecneyeHus
nepcoHanom
C HeaTenbHocTb No 6 OpraHu3aums n npoBeAeHne OLEHKN C/01.6 6
OLEeHKe 1 aTTecTaumu nepcoHana
nepcoHana
OpraHusauns 1 npoBeaeHne aTTectauum C/02.6 6
nepcoHana
KoHcynbTaHTINOC

HafeXHasa npaBoBan noaAepXxkKa
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

AOMWHUCTPUPOBaHWE NPOLECCOB U C/03.6 6
AOKyMeHToo6opoTa npu npoBegeHun
OLIeHKW 1 aTTecTalum nepcoHana

D [esatenbHOCTb MO 6 OpraHusauna n nposegexHne meponpuatui | D/01.6 6
pas3BuTUIO NepcoHana no pasBUTUIO N MOCTPOEHUIO
npodeccuoHarnbHON Kapbepbl NepcoHana

OpraHusaunsa o0y4veHus nepcoHana D/02.6 6
OpraHusauns agantauum u CTaKUpOBKU D/03.6 6
nepcoHana

AOMWHUCTPUPOBaHWE NPOLECCOB U D/04.6 6

[AOKyMeHTO060pOTa MO PasBUTHIO U
npodeccroHansLHoON kKapbepe, 06y4eHuHo,
ajanTauumn U CTaXUpOBKe nepcoHana

E [earenbHOCTb Mo 6 OpraHusauua Tpyaa nepcoHana E/01.6 6

opraHusauuu Tpyaa u
onnarbl nepcoHarna OpraHusauus onnaTel Tpyaa nepcoHana E/02.6 6
AOMWHUCTPUPOBaHME NPOLECCOB U E/03.6 6

AOKyMeHToo6opoTa Mo Bornpocam
opraHvsaumu Tpyaa 1 onnatbl nepcoHana

F [earenbHOCTb Mo 6 Pa3paboTka KoprnopaTUBHOM cOoLMarnbHOM F/01.6 6
opraHusaumm NONUTUKN
KopnopaTuBHON
coumanbHomn Peanunsauusa kopnopaTnBHOW coLmanbHON F/02.6 6
NOMNUTUKN NOMNUTUKN
AOMWHUCTPUPOBaHWE NPOLECCOB U F/03.6 6

,EI,OKYMeHTOO60pOTa no Bonpocam
KOpnopaTUBHOWN coLManbHON NOSTUTMKK

G OnepauunoHHoe 7 Pa3paboTka cuctemMbl onepaumoHHOro G/01.7 7

yrnpaBneHue ynpaBreHus nepcoHanom n paboThbl

nepcoHanom u CTPYKTYPHOro noapasaeneHus

noapasgeneHmem

opraHusaumnm Peannsauunsa onepaunoHHOro ynpasneHns G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasgeneHus
AOMUHUCTPUPOBAaHME NPOLIECCOB U G/03.7 7

AOKyMeHToob0opoTa no onepaumMoHHOMY
yrnpaBneHuto nepcoHanom n pabore
CTPYKTYpPHOro nogpasneneHus

H Crtparernyeckoe 7 Pa3paboTka cMcTembl CTpaTermyeckoro H/01.7 7
ynpaBneHue yrnpaBreHUs NepcoHanomM opraHusaumm
nepcoHanom
opraHusaumnm Peanusauna cuctemsl ctpaTermyeckoro H/02.7 7

ynpasreHna nepcoHanom opraHnsauumm

AOMWHUCTPUPOBaHWE NPOLECCOB U H/03.7 7
AOKYMeHTOOobopoTa no cTpaTternyeckomy
ynpaBsreHuo NepcoHanom opraHnsaumnm

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H

"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

no ynpaBneHno NepCcoH...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Ill. Xapaktepunctmka 0606LLEeHHbIX TPYAOBbIX PYHKLUIA

3.1. O6o6LeHHasn TpygoBas yHKUMSA

KYMEHTALMOHH neyeHm Thl BEHb
HanMeHOoBaHME HokyMeHTauMoHHoe obecneyeHne paboThl ¢ Kon A Ypose 5
nepcoHasnom KBanudmkaumm
Mpouncx HK
088654;4»;%?2 Tpe 1OBOW OpwuruHan X 3auMCTBOBaHO
Y 13 opurnHana
PyHKUNN
Kon PernctpaunoHHbIn
opuruHana Homep
NpodeCCUoHarnbLHOro
cTaHgapTa
BosmoxHble Cneunanuct no KagpoBoMy Aenonpon3BOACTBY
HaVMeHOBaHUs Cneumanuct no JOKyMeHTaumoHHoMy obecnedeHunto paboTbl C NEPCOHANOM
JorkHoCcTen, npodeccun Cneumanuct no JOKyMeHTauMoHHOMY obecneveHunto nepcoHana
CneumanucT no nepcoHany
TpeboBaHus K CpegHee npodeccrnoHansHoe obpa3oBaHue - Nporpamma NoAroToBKU
06pa3oBaHMIo N 00YYEHMIO | CMEeLManncToB CPeaHEro 3BeHa
[ononHntensHoe npodeccnoHansHoe obpasoBaHme - NporpaMmbl
npoceccnoHanbHON NeEpenoAroToBKM, NPOrpaMmbl MOBLILLEHUSA
KBanudukauum
TpeboBaHus K onbITy -
npakTuyeckon padboTol
Ocobble ycnosusi gonycka | -
K paboTe
[Opyrve xapakrepucTuku -
JononHutenbHble XapakTePUCTUKN
HanmeHoBaHve gokymeHTa Koa HaumeHoBaHne 6a3oBow rpynnbl, AOMKHOCTU (Npodyeccun) unm
cneumanbHOCTU
OK3 2412 CneumanucTbl Mo kagpam u NnpodopueHTaumnm
3423 CneuunanncTtbl KagpoBbIX CrYX0 1 yYpexxaeHU 3aHATOCTH
EKC <3> - Cneumannct no kagpam
- WHcnekTop no kagpam
OKIATP <4> 27755 OKOHOMUCT Mo Tpyay
22956 WHcnekTop no kagpam
KoHcynbTaHTINOC
www.consultant.ru CrpaHuua 4 13 66
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

3.1.1. TpynoBas pyHKUMS

BepneHwue opraHnsaumMoHHOM n YpoBeHb
HanmeHoBaHWe | pacnopsiaMTenbHOW AOKYMEHTaUuUn rno Kog A/01.5 | (noaypoBeHb) 5
nepcoHany KBanudmkauum

MpoucxoxaeHne TpyooBOK OpurvHar X 3anmcTBOBaHO
dyHKUMN N3 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npodeccuoHanbHoro
cTaHgapTa

Tpynooeble gevictust | O6paboTka 1 aHanM3 NocTynatowen oKyMeHTaUmmn Nno nepcoHany

PaspaboTtka n ochopmneHne AoKyMeHTaumMm no nepcoHany (NepBUYHON, YYETHOWN,
nnaHoBow, no coumarnsHomy obecneyeHmio, OpraHV3aLMOHHOW,
pacnopsanTensHon)

Pernctpauus, y4eT u Tekylllee XpaHeHne opraHn3aunoHHOM 1 pacnopaguTenbHOn
JOKyMeHTauum no nepcoHany

Heob6xoaumble Pa3pabaTbiBaTb MPOEKTbl OpraHM3aUMOHHbIX UM pacrnopsaMTenbHbIX AOKYMEHTOB
yMeHMsi Mo nepcoHany

OcopMnaTb OOKYMEHTbl B COOTBETCTBUM C TpeboBaHUAMU rpaxkgaHCKoro,
TpygoBoro 3akoHogatenbctBa Poccuiickon ®epepaumm 1 nokanbHbIMU
HOPMaTUBHbLIMW aKTaMy OpraHn3aumm

Bectn yyeT u perncrtpaumio OOKYMEHTOB B WH(OPMALMOHHBLIX CUCTEMAx M Ha
MaTepuanbHbIX HOCUTENSIX

OpraHu3oBbiBaTb XpaHeHMe [OOKYMEHTOB B COOTBETCTBMM C TpeboBaHMSAMU
TPyOoOBOro, apxXMBHOMO  3akoHogaTenbcTBa  Poccuiickon  depepauum  un
NoKalrbHbIMY HOPMATUBHbIMU aKTaMK OpraHn3auunm

AHaJ'II/I3I/IpOBaTb OOKYMEHTbl N NepeHOCUTb Mchopmau,mo B 06asbl OaHHbIX U
OT4HETbI

BbisiBNaTb OWNMOKN, HETOYHOCTH, ncnpaeneHna n HegoCToOBEPHYHO MchopmaLu/uo B
LOOKyMeHTaXx, onpenendartb NermtTMMHOCTb JOKYMEHTOB

PaGotaTb C MHMOPMALMOHHBIMA CUCTEMaMM U GazaMu [daHHbLIX MO BeAeHWHO
yyeTa, OBUXEHMIO NepcoHana

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxogumble Mopsaok ocopmneHns, BeOeHNs U XpaHeHUst LOKYMEHTOB MO NepcoHany
3HaHWA

nOpﬂﬂ,OK y4vyeTa ABXeHUA KagpoB 1 CoCTaBl1eHUA YCTaHOBﬂeHHOVI OTHYETHOCTU

OcHoBbI JOKyMEeHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

TexHonorun, mMeTodbl U METOAMKU npoBeageHna aHanmsa un cucrtematmdadunum

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

OOKYMEHTOB 1 MHOpMaLmn

Mopsigok pacyeTa cTaxa, NbroT, KoMMeHcauuin, oPopPMIEHNS MEHCUIA paBGOTHMKaM

CTpyKTypa opraHusauum

TpyaoBoe 3aKoHOOATENbCTBO W WHblE aKTbl, CoAepXKallue HOPMbl TPYAOBOMO
npasa

OcCHOBbI  apXMBHOIO 3akoHodaTenbCTBa W HOPMAaTMBHbIE MPaBOBblE  aKThbl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaLMK No nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyroume nopanok
Od)OpMJ'IeHVIﬂ pacnopAagnTenbHbIX U OpraHn3auMOHHbIX OKYMEHTOB MO nepcoHany

HopMbl 3Tukn 1 genosoro odeHus

BasoBble OCHOBbI MHMOPMATUKKU, CTPYKTYPHOE MNOCTPOEHUE MHEDOPMALMOHHBLIX
CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Iipyrve :
XapaKTepUcTukun

3.1.2. TpynoBas pyHKUMS

BeneHve gokymeHTaumm no yveTy u YpoBeHb
HaumeHoBaHve | oBMXEHUIO KaapoB Kog A/02.5 | (nogypoBeHb) 5
KBanudmkauum

3anmMcTBOBaHO
13 opurnHana

MpoucxoxaeHne TpyooBown

cDyHKLIAN OpwurunHan X

Kon PernctpaunoHHbIn
opuruHana Homep
npodeccrnoHanbHoro
cTaHgapTa

prD,OBbIe DencTBeus MogroToBka NPOEKTOB  OOKYMEHTOB no npouenypam ynpasJieHuA
nepcoHariom, y4yeTty n OBmxeHuo nepcoHana

OpFaHI/ISaLI,I/Iﬂ CUCTEeMbl OBNXEHNA NOKYMEHTOB MO nepcoHany

C60p 1 npoBepka NMYHbIX AOKYMEHTOB pabOTHUKOB

MoarotoBka u O(*)OpMJ'IeHI/Ie no 3anpocy paGOTHMKOB N OOJDKHOCTHbLIX Nl
KOMW, BbIMUCOK U3 KagpoBbIX OOKYMEHTOB, CMNpaBoK, MHC*)OpMaLI,I/IM O CTaxe,
NbroTtax, rapaHTuax, KoMmneHcaumax n NHbix CcBEOEeHun o pa6OTHVIKaX

Bbigada paboTHUKY kagpoBbIX AOKYMEHTOB O ero Tpy4oBOW AeATernbHOCTU

[JoeeneHne no cBeaeHunA nepcoHana OpraHn3aunoHHbIX,
pacnopaanTesibHbIX N KaapoBbIX JOKYMEHTOB OpraHm3auunn

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

BeneHue yyeta paboyero BpemeHn paboTHMKOB

PeFMCTan,I/IFI, ydyeT, onepatnBHOE XpaHeHWe OOKYMEHTOB MO nepcoHany,
noaroToBKa K cgade nx B apxmB

Heobxoanmble YMEeHUA Pa3pa6aTblBaTb NPOEKTbl KaApPOBbIX JOKYMEHTOB

OdopmMnsaTb KagpoBble [OOKYMEHTbl B COOTBETCTBMM C TpeboBaHMAMM
TpygoBOro 3akoHopatenbctBa Poccuinckon depgepaumm u  nokanbHbIMU
HOPMaTUBHbIMW aKTaMu opraHu3aumm

Bectun y4qyeT n perncTtpaumio KagpoBbiX OOKYMEHTOB B VIH(bOpMaLI,VIOHHbIX
cnctemMax M Ha matepuarnbHbIX HOCUTENAX

OpFaHI/I3OBbIBaTb XpaHeHne KaapoBbiX [OOKYMEHTOB B COOTBETCTBMU C
Tpe6OBaHVI$-|MI/I TPyaoOBOro, apxmBHOrNro 3akKoHo4aTeslbCTBa Poccuiickon
CDep,epau,MM M NOKalribHbIMX HOPMAaTUBHbLIMW aKTaMn opraHmn3auumm

AHanuanpoBaTb kagpoBble OOKYMEHTbI U NepeHOCnTb MHopMaumio B 6asbl
OaHHbIX N OTYETHI

PaGoTtatb CO cneuuanusvMpoBaHHbIMW MHGOPMAaUMOHHBIMU CUCTEMAMK U
Gasamu OaHHbIX MO BEOEHUIO yYeTa 1 ABWKEHUIO nepcoHana

P83pa6aTblBaTb nnaH KOPPEKTNPOBOK YCTaHOBJ1€HHOIO nopagka
OCbOpMJ'IeHVIFI OOKYMEHTOB NO nepcoHalny W pearnn3oBbiBaTb MNPUHATHIE
N3MEHEeHUA

KoHTponupoBaTtb NpucyTcTBME paboTHNKOB Ha paboyeM mecTe

CobntogaTb HOPMbI 3TUKKN 4ENOBOro 00LWEeHNs

Heobxoanmble 3HaHUS HOpH,EI,OK Oq)OpM.I'IeHMﬂ, BeleHNA N XpaHeHnA OJOKYMEHTOB MO nepcoHany

Mopsigok y4yeTa [BWKEHUS KaApoB W  COCTaBfEHWSI YCTaHOBIIEHHOW
OTYETHOCTM

Mopsgok pacyeTa CcTaxa, nNbroT, KOMMeHcauuin, odOopMIIEHUS MEHCUN
paboTHNKaM

CTpyKTypa opraHusaumm

TpyaoBoe 3akOHOAATENLCTBO M MHbLIE aKTbl, COAEpXKaLlUMe HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOrO 3aKOHOAATENbLCTBA W HOPMATUMBHbLIE MPABOBbLIE aKThbl
Poccuiickoin Penepaunm, B YacTu BeAeHUsI JOKYMEHTaLMKU Mo nepcoHany

3akoHopaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

TexHonormn, MeToabl U METOANKN npoBeaeHnAa aHanmi3a n cucrtemMaTmsaumm
OOKYMEHTOB U l/IHq)OpMaLI,VIVI

JlokanbHble HOPMAaTUBHbIE akTbl OpraHu3auuu, perynupylowme nopsgok
ochopmMneHnsi OKYMEHTOB Mo nepcoHany

OcHoBbI OKYMEHTOO60pPOTa M OKYMEHTALWMOHHOIO obecneyeHunst

KoHcynbTaHTINOC
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HopMbl 3Tukn genosoro obLeHus

BasoBble OCHOBBI NHGOPMaTHKK, CTPYKTYypHOE nocTpoeHue
WHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTM paboThbl C HUMK

Lpyrve xapakTepucTmku

3.1.3. TpynoBas pyHKUMS

AOMUHUCTPUPOBAaHME NPOLIECCOB U YPOBEHb
OKYMEHTOo0o00opoTa MO YYETY U ABMKEHUIO
Hanmerosanmne |OKY P ysety m i Kog A/03.5 |(nogypoBeHb) 5
KagpoB, NPeACTaBeHNO JOKYMEHTOB MO KBANMDUKALIN
nepcoHany B rocyapCTBEHHbIE OpraHbl
[NpouncxoxaeHne TpyaoBomn 3anmcTBOBaHO
P e PYA OpwurunHan X
yHKLMM N3 opurvHana
Kon PernctpaumoHHbIn
opurmHana Homep
npodeccuoHanbHoro
cTaHgapTa
TpynoBble AencTBUA OpraHu3auunst OKyMeHToobopoTa Mo y4eTY U ABWKEHNIO KaapOB

OpraHusaumsi OOKyMeHToo6opoTa MO NpPeACTaBreHU0 [OKYMEHTOB MO
nepcoHany B rocy4apCTBEHHbIE OpraHsbi

lMocTaHoBKa Ha y4yeT opraHns3aunm B rocyaapCTtBeHHbIX opraHax

MoaroToBka MO 3ampocy roCyOapCTBEHHbLIX OpPraHoB, MPOdecCHMoHanbHbIX
COK30B W OpPYruX MNpeacTaBUTENbHBLIX OpraHoB PabOTHUKOB OPUIMHAmNoB,
BbIMUCOK, KOMWiA OKYMEHTOB

MogroToBKa yBeOOMMEHUN, OTYETHOWM U CTATUCTUYECKOW WHGOPMauun no
nepcoHany

MoarotoBka MHopmaLnm o] 3aKknioyeHnn TPy4OBOro unm
rpakgaHCKo-NpaBOBOro JOroBopa Ha BbINOMNHEHME paboT (oKkasaHue ycnyr) ¢
rpakgaHuHOM, 3ameLlaBLLnm JOIMKHOCTU rocyaapCTBEHHON unm
MYHMLMNANbHON CNyx0bl, nepeyeHb KOTOPbIX yCTaHaBnmBaeTcs
HOpMaTUBHbLIMM NPaBOBLIMKU akTaMmu Poccuickon denepaunm

Heobxoaumele ymeHus OdbopmnsTe ydeTHble LOKYMEHTHI, MPeAoCTaBMnsieMble B rocyaapCTBEHHbIE
opraHbl, NPodheCcCrMoHarnbHbIe CO3bl U Apyrue npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpFaHl/IG!OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUU C Tpe6OBaHI/IFIMI/I
TPyAooOBOro 3akoHOAdaTesNbCTBa Poccuiickon CDep,epaLwlM N noKanbHbIMA
HOPpMaTUBHbLIMW aKTaMun opraHu3aummn

Pa6oTtaTtb ¢ I/IH(bOpMaLI,I/IOHHbIMI/I cuctemamm 1 6asamm gaHHbIX NO BeAEHMIo
ydyeTa n ABWXeHUK nepcoHana

Pabotatb ¢ MHhOPpMALMOHHBIMK cucTEMaMn 1 6azamMn JaHHbIX MO BEAEHUIO
CTaTUCTMYECKOWN N OTYETHOM MHAOPpMaLUK NO nepcoHany

KoHcynbTaHTINOC
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AHanusupoBaTb NpaBurna, Npoueaypbl U NMopsaokK, perynvpylolie npasa u
006513aHHOCTM TOCYapCTBEHHbIX OPraHoOB M OpraHusauuMu Mo BOMpocam
obmMeHa JoKyMeHTaumel no nepcoHany

Bectn 0enoByko nNepenucky

CobntogaTb HOPMbI 3TUKKN 4ENOBOro 00LWEeHNs

Heobxoanmble 3HaHUS TexHonorun, MeToabl U METOANKN npoBeaeHna aHanmi3a n cucrtemMatTmsaumm
OOKYMEHTOB 1 I/IH(bOpMaLI,I/IVI

OcHoBbI OKYMEHTOO60POTa M OKYMEHTALWOHHOrO obecneyeHnst

CTpyKTypa opraHusaumun

HopmatueHble npaBoBble akTbl Poccuiickon ®epepauun, perynupyroLimne
npaea 1 0683aHHOCTM rocy4apCTBEHHbLIX OpraHoB, NPodeCccuoHanbHbIX
COH30B U ApYrnX npeacTaBUTENbHbIX OpraHoB paboTHMKOB MO
npeaocTaBneHno y4eTHOW AOKYMeHTaLnm

TpyaoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, COAepKaLLe HOpMbl TPYA0BOro
npaga

OCHOBbI apXMBHOIO 3aKOHOAATENLCTBA M HOPMAaTUBHLIE NPABOBbLIE aKTbl
Poccuiickon depepauum, B YacTu BeAeHNs1 AOKYMEHTaL MM No NepcoHany

3akoHopaTensbcTBO Poccuickon deaepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHM3aLun, PerynmpytoLme nopsiook
BeOeHNA JOKYMEHTaLMW Mo y4eTy 1 ABMKEHUIO NepcoHana

HopMbl 3TMKK AenoBoro oblieHns

Ba3zoBkle 0OCHOBbLI MHPOPMATUKKN, MOCTPOEHMA NHPOPMALIMOHHBLIX CUCTEM U
0cob6eHHOCTM paboTbl C HAMU

Lpyrne xapakTepucTrKu -

3.2. O6o0LweHHasa TpygoBas pyHKUUS

HanMeHoBaHMe [eATtenbHOCTb N0 06ecneyYeHnto NepcoHanom Kon B YpoBeHb

KBanudmkauum
[NpoucxoxaeHne

2 . 3anmcTBOBaHO
ggoHiﬂJf:Hom TpyaoBou OpwurunHan X W3 opurvHana
Kopg PernctpaunoHHbIn
opuruHana HOoMeEp
npodeccuoHansHoro
cTaHgapTa
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Bo3amoxHble HaMmMeHoBaHUsA
JormKHoCTen, npodeccuin

Cneumnanuct no noabopy nepcoHana
Cneumnanuct no nepcoHany
MeHeaxep no nepcoHany

TpeboBaHusa kK 06paszoBaHuUio
n oby4yeHunto

Boiclwee obpasoBaHue - bakanaspuaT

JononHutensHoe npogeccrmoHanbHoe obpa3oBaHue - NporpaMmbl
NOBbILLEHMS KBanuukaLumm; nporpaMmbl NpogeccMoHanbHom
nepenoaroToBku B obnacTy noncka u nogbopa nepcoHana

TpeboBaHus K OnbITY
npakTuyeckon paboTol

Ocobble ycrioBus gonycka K
paboTte

Opyrue xapakTepucTrKu

[ononHutenbHble XapaKTepucTtukumn

KoHcynbTaHTINOC

HafeXHasa npaBoBan noaAepXxkKa
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[okyMeHT npegoctasneH KoHcynbTaHTAKOC
[ata coxpaHeHnus: 17.05.2019

HanmeHoBaHWe gokymeHTa Koa HanmeHoBaHmne 6a30BoM rpynnbl, JOIMKHOCTM (Mpodheccumn) unm
cneumanbHOCTU

OK3 2412 CneumanucTbl No Kagpam 1 NnpodopueHTaumm
3423 CreunanncTtbl KagpoBbIX CMYX0 M yYpexXaeHU 3aHATOCTH

EKC - CneumanucTt no kagpam
- MeHepxep no nepcoHany

oKnaTP 27755 OKOHOMWCT No Tpyay
22956 MHcnekTop no kagpam

KoHcynbTaHTINKOC

HapAe)XHas npaBoBas noaaepXKa

www.consultant.ru
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3.2.1. Tpynosas pyHKUMSA

C6op nHdopmaumm o noTpebHoCTAX YpoBeHb
HanmeHoBaHVe |opraHusaumm B nepcoHarne Kog B/01.6 |(nogypoBeHb) 6
KBanudmkaumm

3anmcTBOBaHO
13 opurnHana

lNpoucxoxageHne TpygoBomn

chyHKLIAN OpwurunHan X

Kopn PernctpaunoHHbIn
opuruHana Homep
npodeccnoHarnbHOro
cTaHpapTa

TpynoBble geicTBus AHanus nnaHoB, CTpaTeErMn U CTPYKTYpPbl OpraHn3aumm

AHanns ocobeHHocTen opraHusaumm paboTbl M NpPoOM3BOACTBA Ha
KOHKPETHbIX paboynx mecTtax

AHanus pblHKa Tpyda Mo opraHusaumMum paboTbl Ha  aHanorMyHoMm
Npou3BoACTBE U paboynx mecTax

dopmupoBaHme TpeboBaHUM K BakKaHTHOM [JOMMKHOCTM  (Mpodhbeccum,
crneunanbHOCTH) N UX KOpPeKLns

AHanns pblHKa Tpyda M nepcoHana opraHusauuym no npoduno BakaHTHOW
OOIMKHOCTM (Mpodeccuu, crneLmanbHOCTN)

MHopMupoBaHue 1 KOHCYNbTUpOBaHWE pykoBoauTenen nogpasgesieHun m
opraHusauum rno Bonpocam pbiHka Tpyaa B YacTu obecneveHms nepcoHanom

HeobGxoammble yMeHuUsi Cobupatb, aHanusMpoBaTb W  CTPYKTypupoBaTb WHdopMauuio 06
0COBGEHHOCTSIX OpraHu3aummn paboT Ha pasfMyHbIX y4acTkax Npou3BoACTBa U
Ha KOHKPETHbIX paboymx MecTax C y4eToM Uuenei, 3agad, NriaHoB W
CTPYKTYpPbl OpraHusauum

CobupaTtb, aHanusMpoBaTb W  CTPYKTypupoBaTb WHdopMauuio 06
0COBEHHOCTSIX U BO3MOXHOCTSIX KaApOBOro NoTeHumana opraHusaumm

CobupaTb, aHanusmMpoBaTb W  CTPYKTypupoBaTb WHGopmauuio 06
0COBEHHOCTAX pblHKa TPyAa, BKIoYas NpeanoXeHus OoT NpoBanaepoB yenyr
Mo NMoucKy, Np1BneYeHnto, nogbopy n otbopy nepcoHana

dopmupoBatb TpeboBaHMS K BakaHTHOM  AOMMKHOCTM  (mpodheccum,
crneunanbHOCTW) 1 ONpeaenaTb KpuTepun nogbopa nepcoHana

BHOCUTbL KOppekTupylowme cBegeHust B TpeboBaHUs K kaHauaatam Ha
BaKaHTHble JOMMKHOCTU (Nnpodheccun, cneumansHoCTm)

[Monb3oBaTbCA MOUCKOBLIMU CUCTEMAMU U UH(OPMALMOHHLIMK pecypcamu
ONA  MOHMTOpMHra  pblHKA  Tpyda, T[PaXgaHCKoro W TpyaoBOro
3akoHogaTtenbcTBa Poccunckon degepaumn

KOHch'IbTI/IpOBaTb no BOMNpoCaM pblHKa Tpyda B 4acTtu obecneyeHns
nepcoHasriom

KoHcynbTaHTINOC
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
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CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoaumble 3HaHUS TexHonorun, metToabl U METOAMKM NPOBEAEHUS aHanMs3a 1 cuctemaTmsaumu
OOKYMEHTOB 1 MHOpMaLmn

CTpykTypa oOpraHusauMmM W  BakaHTHble  JOMMKHOCTM  (npodbeccuu,
crneumanbHOCTH)

nOpFIAOK onpeaeneHusA I'IepCI'IeKTl/IBHOIZ n TeKyLLI,eVI I'IOTpe6HOCTM B Kagpax

NcTouHrkM obecnedyeHuss opraHMsaummn kagpamm

OpraHM3aLl,I/IF| pa60T Ha passiMyHbIX y4YacCTKax npom3BoACTBa, OpraHusauuu,
oTpacnun

O6Lwme TeHOeHUMM Ha pblHKE Tpyda M B OTAENbHOW OTPacnuv, KOHKPETHON
npodeccun (QOMKHOCTH, CNeunanbHOCTK)

OCHOBbI NCUXOSTOTNKN U COLMOIIOTNN TpyAa

OCHOBbI 9KOHOMWKW, OpraHu3aummn Tpyaa v ynpaeneHus

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKTbl, COAEpXaLlme HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOFO 3aKOHOAATEeNbCTBA WU HOpPMAaTMBHbIE MPABOBbIE aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI AOKYMEHTaLMK No nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JNlokanbHble HOpPMaTUBHbLIE aKkTbl OpraHU3auuu, perynupyolme nopsaok
nonbopa nepcoHana

HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBBI NHGOPMaTHKK, CTPYKTYypHOE NMocTpoeHune
WHOPMALMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmkm -

3.2.2. TpypoBas yHKUMSA

Mowuck, npueneveHune, nogbop n otéop YpoBeHb
HanmeHoBaHVe | nepcoHana Koga B/02.6 |(nogypoBeHb) 6
KBanudukaumm
MpoucxoxaeHne TpyaoBoW OpuruHan X 3aumcTBOBaHO
dyHKLMM n3 opurnuHana
Kon PerncrpaumoHHbIn
opurnHana Homep
npodeccroHansHoro
cTaHgapTa
KOHCVJ'I bTaHTlntoc www.consultant.ru Crpanuua 13 un3 66
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TpynoBble gencTeums lMouck BO BHYTPEHHUX U BHELLUHUX UCTOYHMKaX MHOPMaUMM O KaHgugartax,
COOTBETCTBYlOLEN TpeboBaHWsIM BakaHTHOW OOIMKHOCTM  (Mpocdhbeccum,
cneumanbHOCTH)

PasvelleHne cBegeHMA O  BaKaHTHOW  [OIMKHOCTM  (npodpeccuu,
crneunanbHOCTK) B cpeacTBax MaccoBon nHdopmaLmm

Bbl60p crnocoboB 1 MeTodoB npuerie4eHNA nepcoHana B COOTBETCTBUU C
yTBEPXAEHHBbIMU NiiaHaMmu

MpoBepka WHopMauMm O KaHOuMgaTax Ha BaKaHTHble [OOJMKHOCTU
(mpodbeccuu, cneumanbHOCTH)

MpoBepeHne cobecenoBaHM M BCTpPeY C KaHAMZATaMW Ha BakKaHTHblE
JormkHocTu (npodeccuu, cneumanbHOCTU) ¢ obecneyeHnem obpaTHOM CBA3N

OueHka COOTBETCTBUS KaHAMAATOB TPebOOBaHWAM BakaHTHOW [OOMMKHOCTU
(npodbeccuu, cneumanbHOCTH)

MoaroToBka nMpeanoXxeHui no dopMMpoBaHMI0 OlogkeTa Ha  MOWUCK,
npueneyeHve, nogdop 1 oTéop nepcoHana

NHdopmupoBaHe 1 KOHCYNbTUPOBaHWE pyKoBOAMTENEn noapasgereHun u
opraHu3aumm no Bornpocam npuBneyYeHns nepcoHana ¢ oueHKon 3aTpart

HeobGxoammble yMeHusi OnpenensTe  KpuTepun Mowcka, NpuUBIeYeHns, nogbopa U oTGopa
nepcoHana

C06I/IpaTb, aHann3npoBaTb U CTPYKTypupoBaTb I/IHd)OpMaLI,I/II'O O KaHOunpaaTax
N npeanoXeHuax Ha pbiHKe Tpyaa

lMonb3oBaTbCA NOUCKOBLIMU CUCTEMaAMMU U MHEDOPMAaLIMOHHBIMW pecypcamu B
obnacTtun obecnevyeHnss nepcoHanom

MpUMEHSTL TEXHOMOrMM M METOAMKM MoucKka, NpuBreveHus, nogbopa wu
oTbopa  KaHOWOATOB  Ha  BakaHTHble  OOMMKHOCTM  (Mpodoeccum,
crneumanbHOCTN) B COOTBETCTBME C UX CneundmKomn

WMcnonb3oBaTtb cpencrtea obecneyeHuns nepcoHarnom, BKIHo4ad
conpoBoxageHne

KoHcynbTupoBaTh No Bonpocam npuBreyeHmsl nepcoHana

CocTtaBnsAtb U KOHTpOJIMpOBaTb CTaTbM pacxodoB Ha obecneveHne
nepcoHarioMm ana nnaHnpoBaHUA OrooKeToB

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxoaumble 3HaHUA NcTouHrKM obecnedyeHuss opraHusaummn kagpamm

TexHonorm n METOAUKN MoumcKa, npueneyeHna, no,u,60pa n 0T6opa
nepcoHana

Cuctembl, meToabl W QOPMbI  MarTepuanbHOro U  HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum n meToabl (bOpMVIpOBaHVIFI N KOHTPOIA OroaxeToB
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TexHomnorun, MeToabl U MeToAMKW MPOBEAEHUs aHanu3a, cucTemaTu3aumu
[OKYMEHTOB 1 UHcpopMaLmm

CTpykTypa oOpraHMsauMm W  BakaHTHble  OOMMKHOCTM  (mMpodoeccum,
crneumanbHOCTH)

O6wme TeHOeHUUN Ha PblHKE Tpyda U B OTAENIbHbIX OTpacndax U Buaax
HpO(*)eCCVIOHaﬂbHOVI OeATeNIlbHOCTU

OCHOBbI NCKMXONOrMK U COLNMONOrNn TpyAa

OCHOBbI 3KOHOMMUKM, opraHunsaumn Tpyaa v ynpasieHnd nepcoHariom

TpyooBoe 3akOHOAATENbCTBO M MHbIE aKTbl, COAEpKaLLMe HOPMbl TPYAOBOrO
npasa

OCHOBbLI apXMBHOIO 3aKOHOOATENbCTBA W HOPMATMBHbIE MNPaBOBbIE aKTbl
Poccuiickon depepauuu, B YacTu BeAeHNUsI LOKYMEHTAL MK NO NepcoHany

OcHoBbl Hanoroeoro 3akoHogartenbcTBa Poccuinckon degepavmm

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble aKTbl opraHusauumn, perynupyrowme nopanok obecneyeHns
nepcoHanom

HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBbI MHPOPMATUKK, MOCTPOEHWUST MHAPOPMALMOHHBLIX CUCTEM U
0C0BOeHHOCTM paboTbl C HAMM

Lpyrve xapakTepucTmku -

3.2.3. TpypoBas dyHKUMSA

AOMUHUCTpUPOBaHKE NPOLLECCOB U YpoBeHb
HanmeHoBaHve | fokymeHToobopoTa obecneveHust Kog B/03.6 |(nogoypoBeHb) 6
nepcoHanom KBanudwvkaumm
Mpouncx Hue T BOW UMCTBOBaH
poucxoxaeHne TpyaoBo OpuruHan X 3anmcTBOBaHO
dyHKUMM “3 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHansHOro
cTaHgapTa
TpynoBble AencTeus AHanu3 npoueccoB [OOKyMeHToobopoTa, IoOKanbHbIX [OKYMEHTOB MO

Bonpocam obecneyeHus nepcoHasnom

BeneHne wuHoOpMaumMmM 0  BakaHTHbIX  OOJDKHOCTAX  (Mpodheccus,
crneumanbHOCTAX) N KaHaugaTax

,D,OKyMeHTaLl,I/IOHHOG conpoBsoxaeHne KaHougaTtoB Ha 3Tanax MNoucKa,
npuBrie4eHn4, nop,6opa n 0T60pa nepcoHana Ha BaKaHTHbl€ OOJIDKHOCTU

KoHcynbTaHTINOC
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(npocbeccumn,  cneumanbHOCTW),  MHMOPMUPOBAHWE  KaHAMAATOB O
pesynbTaTtax oTbopa

MoaroToBka 3amnMpocoB O kKaHAuAaTax B TOCYLAPCTBEHHblE OpraHbl, B
cnyyasix, nNpeayCMOTPEHHbIX [AeWCTBYILWUM  3aKoHOAATenbCTBOM, U
0bpaboTka NpefoCTaBEeHHbIX CBEAEHUI

MogrotoBka un oOpaboTka yBeOOMIIEHWA B TOCYAApCTBEHHbIE OpraHbl,
npodpeccuoHarbHble  CO3bl U Apyre  npeAacTaBuTENbHbIE  OpraHbi
paboTHMKOB MO BOMpPOCaM MNoucka, npueneveHus, nogdbopa u ortbopa
nepcoHana

ConpoBoxaeHne OOroBOPOB Mo OGECneYeHnto opraHu3aunm nepcoHarom,
BKIlOYas NpeaBapuTernbHbIE NPOLEAYPbl MO MX 3aKMHYEHUI0

Heobxoaumele yMeHUaA ObecneunBaTtb OOKYMEeHTauMOHHOEe COMpoBOXAEHMEe BbiXOo4a KaHOouaaTa Ha
pa60Ty N nepemMelleHna nepcoHana

OdopMnsaTe  OOKYMEHTbl MO Bompocam  obecrneyeHust  KaapoBbiMM
pecypcamu, Heobxogumble Ans NPefoCTaBfNeHUss B roCy4apCTBEHHble
opraHbl, NpodeccuoHanbHble COK3bl U Apyrve npeacTaBUTErNbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbiBaTh XpaHEHWE AOKYMEHTOB B COOTBETCTBUMM C TpeboBaHUsiMU
TPyOoBOro, apxvMBHOroO 3akoHopatenbctBa Poccuiickon degepaunm wu
noKanbHbIMW akTaMu OpraHnsauum

AHanusupoBaTb  OOKYMEHTbl M MEpeHocuTb  WHGopMauuio B
MHOPMALIMOHHbIE CUCTEMbI 1 Basbl AaHHbLIX O KaHauaaTax

PaboTtaTb ¢ MHOPMaLIMOHHBIMK cUcTEMamMn U 6asamy JaHHbIX NO BONpocam
obecneyeHnsi NepcoHanom, BEAEHWO MoUCKa W yyeTa KaHAMOATOB Ha
BaKaHTHble AOMMKHOCTM (Nnpodheccun, cneumnansHoOCTK)

np0M3BOD,I/ITb npeaBaputerbHblie 3aKynodHble npouenypbl U OC*)OpMJ'IFlTb
CONyTCTBYHOLUYHO OOKYMEHTALUWMIO MO 3aKIMK4YeH0 4oroBopos

OpraHunsoBbIBaTb U MPOBOAWUTL KOHKYPCbl, OCPOPMIsiTe M aHanu3vMpoBaTb
KOHKYPCHYO [JOKYMEHTaLuIo

Bectn 0eNoBY0 Nepernncky

CobntogaTb HOPMbI 3TUKM OEMOBOro 0bLLeHus

Heobxoavmble 3HaHKS Mopsigok opopMIEHUsi, BeOEHUSI U XpPaHEHWUS OOKYMEHTaLWW, CBA3aHHOMN C
MOUCKOM, MPUBIEYEHNeM, No460poM U OTOOPOM NepcoHarna Ha BakaHTHble
AOJHKHOCTM

Mopsiaok opMMpOBaHWA, BedeHWs OaHka [OaHHbIX O MepcoHarne
opraHusaumu 1 NpPeaoCTaBEHNsl OTYETHOCTU

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

TexHonorun, MeToabl U METOAMKM NPOBEOEHUS aHanusa U cucTemaTusaumm
JOKYMEHTOB 1 UHcpopMaumm

nOpﬂﬁI,OK npoBeaeHnA KOHKYpCOB U O(bOpMJ'IeHMﬂ KOHKprHOVI OOKyMeHTauunmn
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Mopsigok  MpoBedeHUst  3aKynoyHbiXx — mpoueayp U odopMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

CTpykTypa oOpraHMsauMm W  BakaHTHble  OOMMKHOCTM  (mMpodoeccum,
crneumanbHOCTH)

TpyooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, codep)kallue HopMbl TPYAOBOro
npaea

OcHosBbl ApXMBHOIo 3aKoHogaTeslbCTBa M HOPMAaTUBHbIE MNpPaBOBble aKTbl
Poccunckon CDe,qepau,MM, B 4aCTu BeAeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanoroBoro 3akoHogartenbcTeBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble  akTbl OpraHusauuu, perynupylowme nopsigok  noabopa
nepcoHana

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPaKTOB)

HopMbl 3Tuku genoBoro obLeHus

BasoBble OCHOBbI MHOPMATUKK, MOCTPOEHUSA UHDOPMALIMOHHBIX CUCTEM U
0cobeHHOCTM paboTbl C HAMU

Opyrvue xapakrepucTuku -

3.3. O6obueHHasa TpygoBas pyHKUNS

eATenbHOCTb MO OLeHKe U aTTecTaumm YpoBeHb
HanmeHoBaHne A H H Koa C P 6
nepcoHana KBanudunkaumnm
MNpouncx HU
poncxoxaeHne o 3anmcTBOBaHO
0606LLEeHHON TPYOOBON OpuruHan X
N3 opurmHana
DyHKUNN
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHansHOro
cTaHgapTa

Bo3amoxHble HaMmeHoBaHus | CneumanucT no oueHke 1 aTTecTauum nepcoHana
JOormKHoCTen, npodeccuin Cneunanuct no nepcoHany
MeHepyxep no nepcoHany

TpeboBaHusa Kk Bbicwee obpasoBaHue - 6bakanaspuat

ob6pasoBaHuio 1 0byuyeHunio | [lononHuTensHoe npodeccuoHansHoe obpasoBaHme - NporpamMmbl
MOBbILLEHMS KBanUdUkaLumm; nporpammbl npodeccuoHarnsHomn
nepenoaroToBkM B 061acTn NpoBeAeHNs OLEeHKN NepcoHana

TpeboBaHWA K ONbITY -
npakTuyeckon paboTol

KoHcynbTaHTINOC
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Ocobble ycnosusa gonycka K
paboTte

Lpyrne xapakrepucTunkm -

[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHne goKymMeHTa Kog HanmeHoBaHne 6a30Bo rpynmnbl, 4OIMKHOCTU (Npodeccnn)
Unu cneymnanbHOCTH
OK3 2412 CneuunanuncTbl No kagpam v npodopmueHTaumnn
3423 CneuvnanncTtbl KagpoBbIX CIYX0 1 yUpexXaeHU 3aHATOCTH
EKC - MeHepxep no nepcoHany
OKMAaTeP 27755 OKOHOMUCT MO Tpyay
22956 WHcnekTop no kagpam
3.3.1. Tpynosas pyHKUMSA
OpraHusaumsi U NpoBeAEHNE OLEHKM YpoBeHb
HanmeHoBaHve | nepcoHana Kog C/01.6 | (nogypoBeHb) 6
KBanudukaumm
MpoucxoxageHne TpyooBoOn 3ammcTBOBaHO
dyHKUMN Opuruan X N3 opurmHana
Kon PernctpaunoHHbIn
opurnHana HOMep
NpodeCCUOHANBHOIO
cTaHgapTa
TpyooBble AencTBUSA AHanua CTPyKTypbl, MMAHOB W BaKaHTHbIX AOMMKHOCTEN (nNpodeccun,

cneumnanbHOCTEN) opraHM3auuM, ocobeHHOCTel opraHuM3auuM paboTbl Ha
pasnnyYHbIX y4yacTKax MPOM3BOACTBA M KOHKPETHBLIX paboumx MecTax

Paspa60TKa nrnaHa OuUeHKM nepcoHara B COOTBETCTBMM C UenaAMU
opraHmnsauunm

OueHka AMHaMKKN NPOU3BOAUTENBHOCTN, UHTEHCUBHOCTM U 3dh(PEKTUBHOCTM
Tpyda Ha pabo4ymx MecTtax

OnpegeneHve pecypcoB, BbIGOp CPEACTB Y METOAOB NMPOBEAEHUST OLIEHKM
nepcoHana

I'IpOBep,eHme OLUEeHKM nepcoHara B COOTBETCTBUWM C niiaHaMn opraHunsauunm

COI'IpOBO)K,D,eHVIe goroeopos C  opraHMsaunamu - NUCNOJTHUTENAMMU
MGpOI‘IpVIﬂTVIIZ Nno OueHKe nepcoHamna, BKnYaa npegBaputeribHble
npouenypbl No nxX 3akn4eHunto

KOHch'IbTVIpOBaHVIe nepcoHamna no BOMpoCaM OUEHKW, BKIo4Yaa OLUEHKY

KoHcynbTaHTINOC
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3aTpar

AHanus pesynbTaToB OLIEHKU MepcoHana, MoAroToBKa pekoMeHdauui
PYKOBOACTBY ¥ NMepcoHany

MogroToBka npep,no>|<eH|/u71 no d)OpMMpOBaHI/IPO OtooxeTa no opraHusauunm un
npoBeaeHNo OLLIEHKN nNepcoHana

Heobxoaumble ymeHus OnpepnensiTe NapaMeTpbl ¥ KpUTEPUM OLIEHKM NepcoHana

Onpep,enmb N MNpuUMEeHATb cpeacrtea M MeToAbl MnpoBeAeHUA OLEeHKN
nepcoHana

BblgenaTe (onpegensTs) rpynnbl nepcoHana ans nposefeHus OLEHKU

OnpenensiTe MHTEHCUBHOCTb TPyAa M 30HbI MOBbIWEHUA 3(MEKTUBHOCTU
nepcoHana

Oﬂpeﬂ,eﬂﬂTb MOTUBALMOHHbIE (baKTOpI:I npoBeaeHnAa OUeHKn nepcoHana

CocTaBnsATb U KOHTPONMPOBaTb CTaTbM PACXOA4OB Ha OLEHKY NepcoHana ans
nnaHMpoBaHusa GroaKeToB

ObecneuunBaTtb OopraHn3aunoHHOe conpoBOXAEeHNE OLUEHKN nepcoHana

ObecneunBatb COXPaHHOCTb  KOHMAEHUMansHOW uHdOpMauun npu
npoBeaEeHUN OLEHKM NepcoHarna

OpraHn3oBbIBaTb XpaHeHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUSMM
TPyOoOBOro, apxMBHOrO 3akoHogaTenbcTBa Poccuiickon ®degepaumm wn
NoKalrbHbIMY HOPMATUBHbIMWU aKTaMi OpraHn3auunm

CobupaTtb, aHanuavMpoBaTb W  CTPYKTypupoBaTb  WHdOpMaUMO O
NpeanoXeHWsIX No oLeHKe NnepcoHara Ha pbiHke Tpyaa

Mpou3BoanTb NpeaBapuTenbHble 3aKynouHble npoueaypbl U 0OpPMNSATbL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMoYeHUIo JOroBOpoB

Onpenensite  ycrioBusi 01l 3aKMOYEHUS [OOTOBOPOB Ha  yCnyrM Mo
NpOoBeAeHMIO OLiEeHKU NepcoHana

CVICTeMaTI/I3I/IpOBaTb, obobwatb u aHanm3npoBaTtb pe3ylbTaTbl OLEHKU
nepcoHana

ObecneunBatb obpaTHyl0 CBHA3b NO pes3yrnbTataM MPOBEAEHHOW OLEHKU C
nepcoHanoM u pykoBoACTBOM

Monb3oBaTbCA MOUCKOBLIMK CUCTEMAaMK, UHGOPMAaLMOHHBIMU pecypcamn 1
Gasamu OaHHbIX MO NPOBEAEHMWIO OLIEHKWN NepcoHana

PaspabGaTtbiBaTb pekoMeHAaLUMn no pasBUTUIO MepcoHana Ha OCHoBe
NnpoBeaeHHON OLIEHKM

CobntogaTb HOPMbI 3TUKK OEMOBOro obLLeHus
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Heobxoanmele 3HaHWSA TexHonorum n meToabl onpeaeneHns NPodeccMoHanbHbIX 3HaHUA, YMEHUN
M KOMNETEHLWNN

TexHonorum n MmeTobl OLEHKN IMYHOCTHbLIX Ka4yecTB n XapaKTepucTtuk

Cuctembl, meToabl W d)OprI mMatepuanbHOro w”n HemaTtepualbHOro
CTUMYINnUpoOBaHUA Tpyaa nepcoHarna

TexHonorum n metoabl POPMUPOBAHUS U KOHTPONS GroaKETOB

TexHonoruu, MeToabl 1 METOANKN npoBeaeHnAa aHanmia n cmcremMaTmsaumn
LOOKYMEHTOB 1 VIHd)OpMaLJ,I/IVI

OcHoBbl 00Ler U couuanbHOW MNCUXONOrnMK, COLIMONOrMKM U MCUXONOrMn
TpyAa

OcHoBbI NPOU3BOACTBEHHON AEATENBHOCTU OpraHM3aLmm

Mopsaok  MpoBedeHMs  3aKynodHbiX  npouedyp W odhopMrieHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTU  (mpocdheccum,
crneumnanbHOCTK)

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKTbl, COAEpXKallme HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOFO 3aKOHOAATeNbCTBA WU HOpPMAaTMBHbIE MPABOBbIE aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI AOKYMeHTaLmMK No nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHu3auun, perynupyruine nopanok
OLEeHKUM nepcoHarna

Mopsaok 3aknioYeHns 4OroBopoB (KOHTPAKTOB)

Hopmbl 3TukK aenoBoro oblueHns

BasoBble OCHOBBbI NHOPMATUKN, CTPYKTYpHOE NnocTpoeHne
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTM PaboThbl C HAMU

Lpyrne xapakrepucTunkm -

3.3.2. TpypoBasga yHKUNA

OpraHusauus 1 NnpoBegeHue atrectaumm YpoBeHb
HaumeHoBaHve |nepcoHana Kog C/02.6 | (nopypoBeHb) 6
KBanudgukauum
lNpoucxoxaeHne Tpyoosomn 3anmcTBOBaHO
dyHKUMN Opurunan X 13 opuruHana
KOHCVJ'I bTaHTlntoc www.consultant.ru Crpanuua 20 uns 66
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MO YNpaBfEHNIO MNEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Kon PerncrpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHgapTa

TpyooBble AenCTBuUSA

AHanu3 CTpyKTypbl, MNNaHOB W BaKaHTHbIX [JOSMKHOCTEN (npodeccun,
cneumanbHOCTEN) opraHmM3auum, ocobeHHOCTEN opraHu3aumm paboTbl Ha
pasnu4YHbIX y4acTkax Mpon3BoACTBa U KOHKPETHBIX pabounx mectax

PaapaGOTKa NPOEKTOB AOKYMEHTOB, onpenendarlmx nopaaok atrectaunm
nepcoHana, ¢ oLeHKon 3aTpar

ConpoBoxaeHne npouecca atrectaumm u  paboTbl  aTTeCTALUOHHOM
KOMUCCnn

MoaroToBka NpeanoXxeHuin No hopMUpoBaHuio GloaKeTa Ha opraHM3auunto U
npoBeAeHWe aTTecTauum rnepcoHana

MoarotoBka npennoXeHWW O COOTBETCTBUM paboTHMKA  JOSHKHOCTU
(npodheccuu, cneumanbHOCTU) NO pesynbTaTamM aTTecTauun B COOTBETCTBUM
C 3akoHoaaTenbcTBoM Poccuinckon degepaumm

Heobxogumble ymeHus

OnpenenaTb napameTpbl U KpUTEPUM aTTecTauum nepcoHana

Oﬂpeﬂ,eﬂﬂTb N NPUMEHATb CpeacTBa N MeTOAbl aTTecTaunn

BblgensTe rpynnbl nepcoHana ans npoBeAeHns atTectaumm

ObecneunBaTtb LOOKyMeHTaunoHHOoe conposoxaeHne arrTectaunmn
nepcoHana

CoctaBnatb MU KOHTpONMpoBaTb CTaTbM pacxodoB Ha aTtrectauuio
nepcoHana gna nnaHnpoBaHUA OtomxeToB

Monb3oBaTbcs WHPOPMALMOHHBIMKU pecypcamM M 6asaMu [aHHbIX MO
npoBeaeHUo atTecTauum

Bectun yyeT n permctpauntio JOKYMEHTOB B I/IH(bOpMaLI,VIOHHbIX cucremax um
Ha MaTtepualribHbIX HOCUTENAX

OpraHusoBbIBaTh XpaHeHe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUsiMU
TPyOoBOro, apxXuBHOro 3akoHogaTenbctBa Poccuiickon depepaumm wu
NOKanNbHbIMWN AOKYMEHTaMW OpraHu3aumm

MpounssoanTe npeaBapuTenbHble 3aKyno4yHble npoueaypbl M 0POPMISATb
COMYTCTBYHOLLYIO OKYMEHTaLUMIO MO 3aKIM0YEHU0 JOroBOPOB

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LeHus

Heobxoaumble 3HaHUsA

nOpﬂﬂOK N TEXHONOrna npoeeaeHuna atrecraynm

TexHomormm u MeToAdbl ONpedernieHMst U OuUeHKM MpodyeccMoHarbHbIX
3HaHWUN, YMEHNIA N KOMNETEHL MM

Cuctembl, MeToabl M (bOprI mMatepuanbHOro un HematepualibHOro
CTUMYIMpOBaHuA Tpyaa nepcoHara

KoHcynbTaHTINOC
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TexHonorum n metodbl HOPMUPOBAHUSA U KOHTPOMS BHOOKETOB

TexHonorun, MeToabl U METOAMKM NPOBEAEHUS aHanusa u cucteMaTmaauum
AOKYMEHTOB 1 MHpopMaLm

OcHosbl I'IpOI/ISBOJJ,CTBeHHOﬁ neATernbHOCTN opraHn3auunm

OcHoBbl 00Ulel U coLManbHOW MCUXOMOrMK, COLIMOMOTMA N MCUXOMNOrum
TpyAa

Mopsook  npoBedeHWs  3aKynoyHbIX  npouedyp W odopMrieHust
COMYTCTBYIOLLIEA OKYMEHTaLNM

CTpykTypa opraHusauMm W BakaHTHble [OIDKHOCTM  (mpodheccum,
cneumanbHOCTK)

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, CoAepKallue HopMbl TPYAOBOrO
npaea

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA UM HOpMAaTMBHbIE MPaBOBblE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUSI JOKYMEHTaUMK No nepcoHany

3akoHopaTenbcTBo Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHblE HOpMaTMBHbIE akKTbl OpraHunsauun, perynumpyrwine nopanaok
OLIeHKM nepcoHana

Mopsaok 3aknoYeHnss 4OroBopoB (KOHTPaKTOB)

HopMmbl 3TVKu Aenosoro obLieHus

basoBble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpHOE NOCTpOEHNE
VIH(*)OpMaLI,VIOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrue xapakTepucTuku -

3.3.3. TpynoBas dyHKUmMSA

ALMUHUCTPUPOBAHME NPOLIECCOB U YpoBeHb
HanmeHoBaHve | gokymeHTOobopOTa Npu NPpoOBEAEHUN OLEHKM Kog C/03.6 | (noaypoBeHb) 6
W aTtTecTaumu nepcoHana KBanmdmkaumm
Mpowncx HUe T BOW UMCTBOBaH
poucxoxaeHne TpyaoBo OpurvHar X 3anmcTBOBaHO
dyHKUMN 13 opuruHana
Ko PernctpaunoHHbIn
opvrmHana Homep
npodeccuoHansHoro
cTaHgapTa
Tpynosble Aencrens AHanus npoueccos AOKYMeHToo60opoTa, NoKanbHbIX 4OKYMEHTOB MO OLEHKe
M atTecTaumm nepcoHana
OpraHunsaunoHHOe CONPOBOXAEHWE MEPONPUSATUIA NO OLEHKe nepcoHana u
ero atrectauuu
KoHcynbTaHTINOC
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O(*)OpMJ'IeHMe npouecca n pe3ynbTaTtoB atTrectaunm nepcoHana

WHpopmmpoBaHMe nepcoHarna o pesynbTatax OUeHKU 1 atTecTaumm

MoaroToBka MNpeanoXeHWn Mo pasBUTUIO MepcoHana Mo pesynbTatam
OLIeHKM

Conpoaom,qume [orosopos no  OKa3aHuto KOHCYIbTalUNOHHbIX 7
MHd)OpMaLI,I/IOHHbIX ycnyr no oueHke n atrectauum nepcoHana

Heobxogumble ymeHus OGecneunBaTb OOKYMEHTALMOHHOE COMPOBOXOEHWE OLIEHKU M aTTecTaumu
nepcoHana

OcbopMnsATb OOKYMEHTbLI MO BOMpOcaM OLIEHKU M aTTecTauuu nepcoHana,
npedocTaBrnsieMble B TOCYAapCTBEHHble OpraHbl, MpodeccuoHarnbHble
CO03bl 1 ApYyrue npeactaBUTerbHbIe OpraHbl paboTHUKOB

AHa.I'IM3I/IpOBaTb npasuna, npouenypbl 1 NopaaKn npoBeneHnda OUEHKU U
atTectauun nepcoHana

Bectn yyeT 1 perMctpauunio OKYMEHTOB B MH(OPMAaLMOHHBIX CUCTEMAX U
Ha maTepuarnbHbIX HOCUTENSIX

OpraHu3oBbIBaTb XpaHEHWEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUSMM
TpydoBoro 3akoHogartenbcTBa Poccuiickonn degepaumm M noKanbHbIMK
aKTamMmun opraHusauuun

Bectun 0enoByto Nepernncky

PabotaTb C WHOPMaUMOHHLIMW cucTeMamn U 6asamMum  OaHHbIX MO
BOMNpOCaM MpPOBEAEHUS OLEHKU U aTTecTauumn nepcoHana, Be4eHUo ydeTa
KaHOuOaToOB Ha BakaHTHble LOIMKHOCTY (Mpodheccuu, cneumnanbHOCTM)

AHanuampoBaTb  [OKYMEHTbl M MNEPEeHOCUTb  WHJopMauui B
MHPOPMaLIMOHHBIE CUCTEMBI U 6a3bl AaHHbIX

Co6nioaaTth HOpMbI 3TUKK AeN0BOro 0bLLeHUA

Heobxoanmele 3HaHWSA Mopsaok odpopmMneHns, BeAeHUs U XpaHeHnsa OOKyMeHTauun, CBA3aHHOW C
nposefeHneM OLEeHKM U aTTecTauumn nepcoHana

Mopsigok dopmupoBaHWsl, BedeHWss ©GaHka [aHHbIX O MepcoHarne
opraHu3aummn 1 NpeaocTaBreHUss OTYETHOCTU

Mopsook  npoBedeHWs  3aKynodHbIX  npouedyp W odopMreHust
COMYTCTBYIOLLIEA OKYMEHTaLNM

Mopsizok ochopmneHus [OKYMEHTOB, npenocTaBnseMblx B
rocylapCTBeHHble opraHbl, MpodeccroHanbHble COH3bl WU Apyrue
npeacraBuTerbHble opraHbl paGoTHUKOB

OcHoBbl JOKyMeHTO060pOTa M LOKYMEHTALMOHHOrO obecneyeHunst

CprKTypa opraHm3auumn n BaKaHTHbIE OOJIMKHOCTU (npoq)eccww,
cneumaanocm)

TpyOoBoe 3akoHOAATENbCTBO U UHBIE aKThl, CoAepKallne HOpMbl TPYAOBOro

KoHcynbTaHTINOC
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npaea

OcCHOBbI apXMBHOrO 3akoHOOATeENbCTBa M HOPMAaTMBHbIE MPaABOBbLIE aKTbl
Poccuiickonn degepaumm, B YacTy BeAEeHUS AOKYMEHTaUMK Mo nepcoHany

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

TexHonoruu, MeToabl U METOAMKN NPOBEAEHUS aHanusa u cuctemMaTmaauum
OOKYMEHTOB 1 MHGOpMaLmm

JlokanbHble HOpMaTMBHbIE akKTbl OpraHusauun, perynumpyrwine nopanok
OLUEHKM n aTttecrtaumnn nepcoHana

Mopsaok 3aknioveHns 4OroBopoB (KOHTPaKTOB)

HopMbl 3TVKK AenoBoro obLieHus

basosble OCHOBBbI NHOPMATMKN, CTPYKTYpHOE NnocTpoeHne
NHOPMALIMOHHbBIX CUCTEM M OCOBEHHOCTU PaboThbl C HUMU

Lpyrne xapakrepucTunkm -

3.4. O606wWeHHast TpyaoBas pyHKUMSA

HauMeHoBaHVe [eatenbHOCTb N0 pa3BUTUIO NepcoHana Kon D YpoBeHb 6
KBanudmkaumm
ﬂpomcxom%Hme = 3anmcTBOBaHO
0600LeHHON TpyaoBOM OpwurunHan X
13 opurnHana
yHKLMM
Kopg, PernctpaunoHHbIn
opurnHana Homep
npoceccuoHanbHOro
cTaHgapTa

BoamoxxHble HaMmeHoBaHus | CrnieumanucT no passuTuio n obydeHno nepcoHana
AorkHocTen, npodeccun Cneumnanuct no pasBuUTUIO Kapbepbl NepcoHana
Cneumnanuct no nepcoHany

MeHepykep no nepcoHany

TpeboBaHusa Kk Bbiclee obpasosaHue

ob6pasoBaHuio 1 0byyeHunio | [lononHuTeneHoe npodeccuoHanbHoe obpasoBaHme - NporpamMmbl
MOBbILLEHMS KBanudUkaLumm; Nporpammbl npodeccuoHarnsHomn
nepenoaroToBKM B 06/1acTh OpraHnM3aumoHHOro U NpodeccuoHansHoro
pa3BuTUsS NepcoHana

TpeboBaHuA K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosusa gonycka K
paboTte

KoHcynbTaHTINOC
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

no ynpaBneHno NepCcoH...

Opyrvue xapakrepucTuku

JononHutenbHble XapakTepUCTUKN

HanmeHoBaHve gokymeHTa Koa HaumeHoBaHve 6a3oBow rpynnbl, 4OMKHOCTU (Npodheccun)
UnNun cneumansHoCcTH
OK3 2412 CneumanucTbl No Kagpam n NpodopueHTaumm
3423 CneumanucTtbl kKagpoBbIX CNYX0 1 yupexXaeHWUIn 3aHATOCTH
EKC - MeHemxep no nepcoHany
OoKrnAaTP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam
3.4.1. TpypoBasa yHKUNA
OpraHusauust n npoBedeHne MeponpuaTnin YpoBeHb
HavnmeHoBaHue | No pasBUTUIO U MOCTPOEHMIO Kog D/01.6 | (nogypoBeHb) 6
npocheccnoHanbHOM Kapbepbl NepcoHana KBanudgukaumm
lNpoucxoxageHne TpyaoBomn 3anmcTBOBaHO
dyHKUMN Opurunan X 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHarnbHOro
cTaHgapTa

Tpynosble oencTBus

AHanus CTpyKTypbl, NIaHOB U BaKaHCUIA OpraHu3auum

AHanu3 ocobeHHoCTel paboThbl HA Pa3NUYHLIX y4YacTkax NpPOWU3BOACTBA U
KOHKPETHbIX pabounx mecTax

MoaroToBka NPOEKTOB [OKYMEHTOB, OMNpedensiowux MopsaoK pasBUTUS
nepcoHana u NocTpoeHust NPodeCCMoHarbLHOM Kapbepbl C OLIEHKON 3aTpaT

Pa3paboTka nnaHoB npodeccroHarnbHoi kapbepbl paGoTHUKOB

dopMmpoBaHMe KagpoBOro pesepsa

OpraHuszauus MeponpUATUIA no pasBUTUIO n NOCTPOEHNIO
npogoeccroHanbHO Kapbepbl NepcoHana

MoaroToBka nNpeanoxeHuin No opMMpPOBaHMIO BOaXKeTa Ha OpraHn3aLmio 1
npoBefeHne MeponpUATUIA MO Pa3BUTUIO U MOCTPOEHUIO NPOeCCUoHansHON
Kapbepbl NepcoHana

AHanu3  3(PPEKTUBHOCTN  MEpOoNpuUATMA MO PasBUTMIO  MepcoHana,
NnoAroToBKa NpeanoXeHun No pasBuTuIo

KoHcynbTaHTINOC
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[aTta coxpaHeHus: 17.05.2019

Heobxogumeble ymeHus AHanusvnpoBaTb YypoBeHb obuiero passuTus W NPodEeCCUOHaNbLHOM
KBanudmkaumm nepcoHana

Onpenensite  KpaTKOCPOYHbIE W [AONTOCPOYHbIE MNOTPEOHOCTM pasBUTHSA
nepcoHarna 1 NoCTPOeHUsi ero NPOgeCCMoHanbLHOM Kapbepbl

OnpenensTb KpUTepUM hopMUPOBAHUS KaAPOBOro pe3epBa opraHusauum

CocTaBnsTb MHAMBKAYamNbHbIE NNaHbl KAPLEPHOrO Pa3BUTKS NepcoHana

MpUMEHSITE TEXHOMNOMMU M MEeToAbl PasBUTMS MEepcoHana U MOCTPOEHUS
npodeccnoHarnbHON Kapbepbl

CocTaBnATb NpPeanioXeHnss U KOHTPONMpoBaTb CTaTbM PacxodoB Ha
nporpaMmMbl M MeEpPOMNPUATUS MO PasBUTMIO NepcoHana W MOCTPOEHMIo
npodgoeccroHanbHol Kapbepbl AN NNaHUpoBaHus GloakeToB

Onpepensats 3PPEKTUBHOCTE MEPONPUATUA MO Pa3BUTUIO MepcoHana u
NOCTPOEHMIO NPOHECCMOHANBHOM Kapbepbl

Pa6otaTb C WH(OPMALMOHHLIMK cucTeMaMn M 6GasamMu OaHHbIX MO
nepcoHany

CobntogaTb HOPMbI 3TUKK OEMOBOro obLeHus

Heobxogumble 3HaHus Cucrema, cnocobbl, MeTonbl, WHCTPYMEHTbI NOCTPOEHMS
npogeccnoHanbHoON Kapbepsl

MeToabl onpedeneHnss M OUEHKM JUYHOCTHLIX U NpodeccuoHanbHbIX
KOoMMeTeHuun

Cuctembl, meTogbl W OPMbl  MarTepuanbHOro W  HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum, MeToabl (hOPMMPOBaHMS U KOHTPOIS BlooKeToB

TexHonoruu, MeToabl U METOANKN npoBeaeHna aHanmia n cucrtemMaTmsaumn
LOOKYMEHTOB 1 VIH(bOpMaLJ,I/IVI

OcHoBbI NpodheccnoHanbHON opueHTaLmm

OcHosBbl /J,OKyMeHTOO60pOTa N OOKYMEHTaUNOHHOIro obecneyeHns

OcHosBbl I'IpOI/I3BOLlCTBeHHOI7I OeATeNlbHOCTU opraHnsaunn

OcHoBbl 06LLet 1 coumanbHOM MCUXOMOrMn, COLMONMOrMN U MCUXOMNOrum
TpyAa

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTM  (npodheccum,
cneymnanbHOCTK)

TpyooBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, CoAepKallne HopMbl TPYAOBOrO
npaea

3akoHogaTenbcTBO Poccuinckon egepauumn o nepcoHanbHbIX 4aHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl OpPraHusauuW, perynupylowme nopsgok
pasBuTMS 1 NOCTPOEHUS NpodecCnoHanbHOM Kapbepbl NepcoHana

KoHcynbTaHTINOC

www.consultant.ru CrpaHuua 26 uns 66
HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPAaKTOB)

HopMbl 3Tuku genoBoro obLeHus

basosble OCHOBbI VIH(bOpMaTI/IKVI, CTPYKTYpPHOE NOCTpOEHNE
VIHd)OpMaLJ,I/IOHHbIX CUCTEM N OCOBEHHOCTH paGOTbI C HUMIN

Opyrvue xapakrepucTuku -

3.4.2. TpypoBas dyHKUMSA

OpraHusauuns obydeHus nepcoHana YpoBeHb
HavnmeHoBaHue Koa D/02.6 |(nogoypoBeHb) 6
KBanudunkaumm

MpoucxoxaeHne TpyooBow X 3anmcTBOBaHO

urmHan
yHKLMM Op a N3 opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npoceccuoHansHOro
cTaHgapTa
TpyLoBble AenCTBUSA AHanns pbliHKa obpasoBaTenbHbIX YCNyr U noTpebHocTen opraHusauum B

o6yyeHun nepcoHana

PaspaboTka nnaHoOB, METOAMYECKUX MaTepuanoB, Y4YeOHbIX MfaHOB U
nporpaMM, MPOEKTOB rOKanbHbIX akToB M0 O06y4YeHWio U pasBUTUIO
nepcoHana, BKIoYas oLeHKy 3aTpar

OpraHuzaums MeponpusTuii No obyyeHnto nepcoHana

MoarotoBka nNpennoXeHUMn Mo OPMUPOBaAHMIO OloaXKeTa Ha opraHu3auuio
oby4yeHuns nepcoHana

AHanns acppeKTMBHOCTM MEPONPUATUIA MO 0OYYEHUIO NepcoHana

Heobxogumble yYMEeHUA AHaJ'II/I3I/IpOBaTb nonpeaenatb I'IOTpe6HOCTI/I B 06y'~leHMl/I rpynn nepcoHana B
COOTBETCTBUM C LiENTAMUN OpraHmn3aumnn

Pa3paGaTblBaTb nnaHbl NOAroToOBKW, NepenoaroToBkM W NMOBbILLEHUA
KBaJ'IM(*)I/IKaLIMI/I Kagpos, yqe6Hb|e nnaHbl 1 NporpamMmbl

AHanusupoBaTb PbIHOK 0Gpa3oBaTeNbHbIX YCIYTr U FOTOBUTb NPEeariokeHus
Mo NOCTaBLUMKaM yCryr

OpraHu3oBbIBaTh 06y4YatoLLe MeponpusaTHs

CocTaBnsTb M KOHTPONMPOBAaTb CTaTbM PacxXodoB Ha obyyeHue nepcoHana
ANA NnaHnposaHus 6lookeTos

Pa3pa6aTblBaTb N KOMMNJ1EKTOBATb y‘-leGHO-MeTOH,I/I‘-IeCKVIe OOKYMEHTbI

Mpon3BoanTb OLEHKY 3OEKTUBHOCTUN 00y4eHUsa nepcoHana
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

npOI/ISBOD,I/ITb npeaBaputeribHble 3aKyno4Hble npouenypbl U OCbOpMJ'IeHI/Ie
COI'IyTCTBleLLI,GVI OOKYyMeHTauunn no 3aKr4veHno 0oroeopos

Pabotatb ¢ WHGMOPMALMOHHBIMM CUCTEMaMU W Ba3amum daHHbIX MO
nepcoHany

PaspabaTtbiBaTb M 0GOpMIATb AOKYMEHTbI MO MpOLEccam OpraHv3auum
06y4yeHuns nepcoHana u ux pesynbTaTam

CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoaumble 3HaHUS MeToabl, MHCTPYMEHTbI UccrneaoBaHusl NoTpebHOCTM B 06y4eHMn nepcoHana

MeTogonorus obyyeHus

TexHonorun, metToabl U METOAMKM NPOBEAEHUS aHanMs3a 1 cuctemaTmsaumu
OOKYMEHTOB 1 MHOpMaLmm

Mopsigok pa3paboTkM MNaHOB MOArOTOBKW, MEPEenoAroTOBKA U MOBbILLEHUS
KBanudukauum Kagpos, y4eBHbIX NaHoB U NporpamMm

Cuctembl, meToabl W d)OprI mMatepuanbHOro w”n HemaTepualbHOro
CTUMyInUpoBaHUA Tpyaa nepcoHarna

TexHonorum n metoabl POPMUPOBAHUS U KOHTPONS GroaKeToB

nOpﬂﬂ,OK BeJeHNA y4deTta U OTYETHOCTWU MO noArotoBke U MNOBbILLEHUHO
KBaJ'IVI(*)I/IKaLI,VIVI nepcoHana

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOTO obecneyeHns

OCHOBbI TEXHONOMNN npon3soacTtBa U OeATEeNIbHOCTU OpraHmn3aumn

OcHoBbl 00Ler U couuanbHOW MNCUXONOrnMK, COLMONOrMKM U MCUXOIOrmn
TpyAa

Mopagok  nNpoBedeHWss  3aKkymnmodHbIX — npouedyp M OoopMIeHuUs
COMyTCTBYIOLLEN JOKYMEHTaLmMmn

CTpykTypa opraHusauum

TpyaoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, CoAepXallMe HOPMbl TPYAOBOro
npaea

OCHOBbLI apXMBHOIO 3aKoHOOATENbCTBA W HOPMAaTMBHbIE MPaBOBbIE aKTbl
Poccuiickon depepauum, B YacTu BeAeHUs1 OKYMEHTaL MK NO NepcoHany

OcHoBbI HanoroBoro 3akoHogatenbcTBa Poccunckon ®enepavinm

OcHoBbl 3akoHogaTenbLcTBa 00 0OpasoBaHuM Poccuinckon degepaunm

3akoHogaTenbcTBO Poccuinckon degepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMAaTWBHbIE aKTbl OpraHM3auuuv, perynvpyowme obyyeHne
nepcoHana

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPAaKTOB)
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Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrue xapakTepucTmku -

3.4.3. Tpynosas pyHKUMSA

OpraHusaums agantaumm u CTaXKnpoBKu YpoBeHb
HanmeHoBaHve | nepcoHana Kog D/03.6 | (nogypoBeHb) 6
KBanudmkaumm

3anmcTBOBaHO
13 opurnHana

lNpoucxoxageHne TpyaoBomn

chyHKLIAN OpwurunHan X

Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHpapTa

Tpyaosble aencTaus AHanus ycnewHbIX KOpropaTUBHbLIX MPaKTVK Mo opraHusauuMu agantauvu u
CTaXnpoBKe nepcoHana

PaspaboTka nnaHoB aganTauum, CTaXUPOBKM NepcoHana Cc OLEeHKOM 3aTpaT

OpraHu3zauns MeponpusaThii No aganTtaumn, CTaKUPOBKe NepcoHana

MogroToBka npep,nox(eHMM Nno COBEPLUEHCTBOBAHUIO CUCTEMbI aganTtaunu,
CTa)XMPOBKK nNepcoHana

MogroToBka nMpennoXeHWn no opMUPOBaHMIO OloaKeTa Ha opraHu3auuio
afjanTauum n CTaXXnpoBKKN NnepcoHana

AHanua 9aMEKTMBHOCTM MeEPONPUATUA MO aganTaumm W  CTaKMpPOBKE
nepcoHana

Heobxogumble yYMEeHUA Onpep,enmb rpynnbl nepcoHana ana CtTaXxnpoBkn 1 agantauum

OnpepnensaTe paboune MecTa AN NPoBedeHUs CTaXUPOBKU M aganTtaumu
nepcoHana

CornacosbiBaTb MeponpuAaTna agantauum n CTaXXMpoBkKM C BO3MOXHOCTAMU
npon3soacTtea

np0I/I3BO,D,I/ITb aHanmM3 1 OUeHKY pe3ynbTaTtoB agantauun mn CTaXMUpoBOK
nepcoHana

CocTaBnsTb NpeasioKeHUst U KOHTPONMpOBaTb CTaTbM PACXOdOB Ha
nporpaMmbl ¥ MEPONPUSATUS MO ajanTauuy U CTaXWpOBKe NepcoHana Ans
nnaHMpoBaHWs GIOKETOB

MponsBoanTb OUEHKY 3PEPEKTUBHOCTM MEPONPUATMA MO  aganTaumm W
CTaXXUpPOBKe nepcoHarna

KoHcynbTaHTINOC
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BHeﬂ,pﬂTb CUCTEMbI BOBJ1€4EHUA pa6OTHVIKOB B KOPNOPaTUBHYIO KyJbTypy

Mcnonb3oBaTb MHq)OpMaLlVIOHHbIe cuctemMbl 1 6asbl OaHHbIX MO nepcoHany

CobnioaaTh HOpMbI 3TUKM AeN0BOro 06LLEeHUSA

Heobxoaumble 3HaHus MeToabl agantaumm 1 CTaXXMpoBOK

TexHonoruu, MeToabl 1 METOANKN npoBeaeHna aHanmia un cumcremMaTmsaumn
LOOKYMEHTOB 1 VIH(bOpMaLJ,I/IVI

Mopsagok paspaboTku NNaHOB agantaumym nepcoHana Ha HOBbIX paboumx
MecTax, MOArOTOBKW, MepernoaroToBKM U MOBbIWEHUS  kBanudukaumm
nepcoHana u opraHusauum CTaxkMpoBOK

Mopsaok cocTaBneHus cMeT 3aTpaT Ha ajanTaumio U CTaKMUPOBKY
nepcoHana

Mopsamok BedeHWs yyeTa M OTYETHOCTM MO ajantauun U CTaKMpPOBKe
nepcoHana

Cuctembl, meToabl W d)OprI mMatepuanbHOro w”n HematepualnbHOro
CTUMyInUpoBaHUA Tpyaa nepcoHarna

TexHonorum n metoabl POPMUPOBAHUS U KOHTPONS GroaKeToB

OcHoBbI TEXHONOMMN npon3soacTBa U OeATENNbHOCTU OpraHn3aunn

OcHoBbl 00LLEeN M couuanbHOWM MNCUXOMOrUK, COLIMOMOTUKM N MCUXONOrnn
TpyAa

CTpykTypa oOpraHusauMmM W  BaKaHTHble  JOMMKHOCTM  (npodbeccuu,
crneumanbHOCTH)

TpyooBoe 3aKoHOA4ATENbCTBO U MHbIE aKTbl, codepikallne HopMbl TPYAOBOro
npaea

OcHoBbI HanoroeBoro 3akoHogartenbcTeBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuinckon degepauumn o nepcoHanbHbIX 4aHHbIX

JNokanbHble HOPMaTUBHbIE aKTbl OpraHM3aLuK, perynupyloLiMe aganTtauuio 1
CTaXVpOBKY nepcoHana

OcHoBBI ,CI,OKyMeHTOOGOpOTa N JOKYMEHTaUNOHHOIo obecneyeHns

Mopsaok 3aknioYeHnst 4OroBoOpoB (KOHTPAKTOB)

Hopmbl 3TukK aenosoro oblueHns

BasoBble OCHOBBbI NHOPMATUKN, CTPYKTYpHOE NnocTpoeHne
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTM PaboThbl C HAMU

Lpyrne xapakrepucTunkm -

3.4.4. TpypoBasa yHKUNA
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AOMUHUCTpPUPOBaHME NPOLIECCOB U YPOBEHb
OOKYMeHTO000pOoTa No pa3BuUTUIO U
HanmeHoBaHne o Kog D/04.6 | (nogypoBeHb) 6
npodeccuoHarnbHOM Kapbepe, 00y4yeHuto, KBANMDUKALN
agjanTauum n CTaXXMpoBKe NnepcoHana
lNpouncxoxaeHwe TpyaoBon 3anmcTBOBaHO
P A PYA OpwurunHan X
yHKLMM N3 opurmHana
Kon PerncrpaumoHHbIn
opurmHana HoMmep
npodeccuoHanbHoro
cTaHgapTa
TpynoBble 4encTBUA AHanu3 npoueccoB, NpaBuIil U MOPSAKOB OpraHvM3auuu npyv nNpoBedeHuu

MeponpusATUIA MO PasBUTUIO U MNpPodeccMoHarnbHOW Kapbepe, 06y4eHuio,
ajanTtaumu 1 CTaxknpoBKke nepcoHarna

[okyMeHTaUnOHHOE OhOpPMIIEHNE Pe3ynbTaToB MEPONPUSATUIA MO Pa3BUTUIO
n npodeccrmoHanbHOW Kapbepe, 0Oy4eHWo, ajanTaumm U CTaXUpOBKE
nepcoHana

MoaroToBka MHAMBWUAYamNbHbIX MNPEASIOKEHNA Ha OCHOBE pe3ynbTaToB
npoBefeHUs MeponpusATUIA NO pas3BUTUI0 U MPOGECCUOHANBLHON Kapbepe,
oby4yeHunto, aganTaummn 1 CTaXkMpoBKe nepcoHana

MoaroToBka NpPednoXeHUi MO COBEPLUEHCTBOBAHWIO CUCTEM OBYyYeHws,
ajantaumMm U CTaXWpOBKM, PasBUTUSI M MOCTPOEHUs NpodeccroHanbHoM
Kapbepbl nepcoHana

ConpoBoXxgeHne  OOTOBOPOB MO OKa3aHWIO  KOHCYIbTaUMOHHBIX,
MH(OPMALIMOHHBIX  yCIyr, HeobxoAuMMbIX [Ofisi NpoBedeHus 0o6ydeHus,
ajantaumMm U CTaXWpOBOK, PasBUTUSI M MOCTPOEHUs NpodeccroHanbHoM
Kapbepbl MepcoHana, BKMoYasi npeaBapuTenbHble nNpoleaypbl MO KX
3aKI0YEHUIO

BbinonHeHne TpeboBaHuM NO XpaHeHuo wHdopMauMM O pesynbTaTax
06yquV|;|, aganTtauunm n CTaXUpOBKN, pa3BnTuA n NOCTPOEHUA
npoceccuoHansHOM Kapbepbl NepcoHana

Heobxoaumble ymeHus OdopMnATL AOKYMEHTHI MO BOMpOcaM NpoBeaeHUs obydeHns, aganTtauum u
CTaXVpPOBKW, pasBUTUS U MNOCTPOEHUs npodeccuoHarnbHOn Kapbepbl
nepcoHana, npenocraBnsieMble B rocyaapcTBeHHble opraHbl,
npodeccuoHarnbHble  Co3bl W ApyrMe npeacTaBuTeNbHbIE  OpraHbl
paboTHMKOB

Ob6ecneunBatb OOKYMEHTALMOHHOE COMPOBOXAEHUe oby4deHus, agantaumm
N CTaXWPOBOK, pPasBUTUA W MNOCTPOEHUs MpOodeCcCnoHanbLHoON Kapbepbl
nepcoHana

AHanusupoBaTb npaewia, npoueaypbl U MOpPsSOKU NPOBEAeHUs 0By4YeHus,
ajantaumMm U CTaXWpOBKM, Pa3BUTUS M MOCTPOEHUs NpodeccroHanbHoM
Kapbepbl NepcoHana

OpraHn3oBbIBaTb XpaHeHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHWUSIMM
3akoHogaTtenoctBa Poccunckonn degepaumm M nokKasnbHbIMK - akTamu
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opraHusaumu

AHanusupoBaTb  [AOKYMEHTbI " nepeHocuTb NHdOPMALINIO B
MH(OPMALIMOHHbIE CUCTEMBI M 6a3bl AaHHbIX

Bectn y4yeT n permcTtpaumnio JOKyMeHTOB B I/IHC*)OpMaLI,I/IOHHbIX CcuctemMax n Ha
MaTepuarnibHbIX HOCUTENAX

Pa6oTaTb ¢ MHOPMALMOHHBIMK cUCTEMaMK 1 Ba3amm AaHHbIX NO BOnNpocam
obyyeHus1, aganTauMmM U CTaXMPOBKW, pPasBUTMS U  MOCTPOEHUS
npodeccuoHanbHOM Kapbepbl NepcoHana, BeAeHUs yvyeTa KaHAMOaToB Ha
BaKaHTHble JOIMKHOCTM (Npodheccuu, cneumanbHoCTm)

Bectn genosyto nepenuncky

CobnioaaTth HOpMbI 3TUKM AeN0BOro 06LLEeHUA

Heobxoanmele 3HaHWSA Mopsanok odopmrieHus, BeJeHN U XpaHeHUs OOKYMeHTauun, CBA3aHHOM C
cucteMon obyyeHus, agantaumMm U CTaKUPOBKW, PasBUTUS U MOCTPOEHUS
npodeccnoHanbHON Kapbepbl NepcoHana

Mopsgok dopmupoBaHusa, BefeHusi 0OaHka [daHHbIX O MNepcoHane
opraHu3aumn n npenocrtaBiieHNda OTY4ETHOCTU

HopmaTuBHble npaBoBble akTbl, pPerynupyloline npaea M 06S3aHHOCTM
rocy4apCTBEHHbIX OpraHoB W OpraHu3auuMu Mo NpeaoCcTaBleHUo YYeTHOW
JOKyMeHTaLum

nOpFID,OK Oq)OpMJ'IeHI/IFl LOOKYMEHTOB, npefocrtaBideMblX B rocyaapCTBEHHbIE
opraHbl U UHblE€ OpraHn3auunmn

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOTO obecneyeHns

Mopsigok  MpoBedeHMs  3aKynmoyHbiX  npouedyp W odopMrieHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

CTpykTypa opraHmsauMm W  BakaHTHble  JOMKHOCTM  (nmpodpeccum,
cneumnanbHOCTK)

TpyooBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, CoAepKallue HopMbl TPYAOBOrO
npaea

OcCHOBbI apXMBHOFO 3aKOHOAATeNbCTBA U HOpMaTMBHbIE MPaBOBbIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI AOKYMEHTaLUMK Mo nepcoHany

OcHoBbl HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

3akoHoaaTenbcTBO Poccuiickoin denepaumm o nepcoHanbHbIX AaHHbIX

TexHomnoruu, MeToabl U METOAMKM NPOBEOEHNA aHanusa U cucTemaTusaumm
[OKYMEHTOB 1 UHcpopMaLmm

JlokanbHble HOpPMaTUBHbLIE aKTbl OpraHU3auuu, perynupyolme nopsaok
pasBuUTUS U MOCTPOEHUS NPOdECCMOHAaNbHOW  Kapbepbl, 00y4YeHus,
aganTauumn U CTaXMpPOBKM NepcoHana

MopsiAoK 3aKMoYeHUst OroBOpPOB (KOHTPaKTOB)
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HopMbl 3Tuku genosoro obLeHus

BasoBble OCHOBBbI NHdOPMATHKK, CTPYKTYpHOE NnocTpoeHne
WMHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM
Opyrvne xapaktepucTmkm -
3.5. O606LeHHasn TpygoBas yHKUMSA
ATENbHOCTb N raHvsaumm T n BEHb
HanmeHoBaHune ReatentHoc O opraHnsal PyAa Koa E Ypose 6
onnarbl NnepcoHana KBanudmkaumm
Mpowncx HU
og§6uc.l,e(|)-|”|-<f)el7l Tpe [OBON OpurnHan X SaumMCTBOBaHO
Y P 13 opurnHana
dDYHKUNN
Kon PerncrpaumoHHbIn
opurnHana HOMep
NpodeCcCUoHanbLHOro
cTanfgapTa

Bo3MOXHble HaMMeHOBaHNS
DOIMKHOCTEN, npodeccui

Cneumanuct no HOPMMPOBAHUIO M onnare Tpyaa
Cneumanuct no opraHnsauuu n onnarte Tpyga
Creumanuct no KOMNeHcaumsm u nerotam
Cneumanuct no nepcoHany

MeHexep no nepcoHany

TpeboBaHus Kk
00pa3oBaHuno 1 00y4YEeHUIO

Boiclwee obpasoBaHve

[ononHuntensHoe npodeccnoHansHoe obpa3oBaHme - NporpaMmbl
npodeccnoHanbHoON NepenoaroToBkM B 061nacT SKOHOMUKK, HOPMUPOBAHUS
1 onnaTbl TpyAa, NporpaMMbl NOBbLILIEHUST KBanMdukauum

TpeboBaHus K OnbITy
npakTu4eckom paboTol

Ocobble ycnosusi gonycka K
paboTte

Opyrvue xapakrepucTuku

JononHutenbHble XapakTePUCTUKN

HafeXHasa npaBoBan noaAepXxkKa

HanmeHoBaHve gokymeHTa Kog HaunmeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTMN (Npodeccum) nnm
cneumanbHOCTU
OK3 2412 CneumanucTbl Mo Kagpam u NnpodopueHTaumnm
3423 CneumnanucTbl KagpoBblX CMYX6 U yYpexaeHnin 3aHATOCTH
EKC - MHXeHep No HOpMUPOBaHUIO Tpyaa
- TexHuk no Tpyay
KoHcynbTaHTINOC
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- OKOHOMUCT Mo Tpyay

- MeHenoxep no nepcoHany

oKnaTpP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

3.5.1. Tpynosas pyHKUMSA

OpraHusauus Tpyaa nepcoHana YpoBeHb
HanmeHoBaHue Kog E/02.6 |(nogoypoBeHb) 6
KBanudmkaumm

MpoucxoxageHne TpygoBon 3ammcTBOBaHO
P PYA OpwurunHan X
dyHKUMN 13 opurnHana

Kopn PernctpaunoHHbIn
opuruHana HoMep
npodeccnoHarnbHOro
cTaHpapTa

TpynoBble AencTeus AHanM3  ycrellHblX  KOprnopaTMBHbIX  MpakTMK MO opraHusauuu
HOPMUPOBaHUS  Tpyda AN pasnuyHbiX  KaTeropui  nepcoHana,
0cobeHHOCTEN NPON3BOACTBA U AEeATENBHOCTM OpraHn3aumnm

PaspaboTka cucTeMbl oOpraHuMsauuyM Tpyda nMepcoHana W nopsaka
HOPMMPOBaHWS TpyAa Ha pabounx MecTax C OLIEHKOW 3aTpaT Ha nepcoHarn

BHeopeHue cucTembl opraHusauuyM Tpyda nepcoHana W KOHTpona Hapg
HOPMMPOBaHMEM C  oOnpedeneHMeM  TpyOdOeMKOCTM,  HOpMaTUBHOA
YMCnEHHOCTH, rpadnkoB paboT 1 ycrnoBuii onnatel Tpyaa nepcoHana

BuisiBneHue pe3epBoOB NOBbILLEHNA NPONU3BOANTENBHOCTU Tpyada N KavyecTBa
HOPMUMPOBaAHUA Tpyada, NoAroTtoBka npep,nomeHMﬁ Nno N3SMEHEHUNAM yC.I'IOBI/IIZ
nonnartbl Tpyaa nepcoHana

MoaroTtoBka npeanioxxeHun no opMmnpoBaHuio BrogpkeTa Ha opraHM3aLumio
Tpyda nepcoHana

OnpepeneHve addeKTUBHOCTM paboTbl CUCTEMbI OpraHu3auuM Tpyda U
HOPMMPOBaHWA Tpyaa Ha pabounx Mmectax

Heobxogumbie yMeHUaA BHeD,pFlTb MeToabl paLI,MOHaJ'IbHOIZ opraHusauunn Tpyaa

P83pa6aTblBaTb nnaHbl opraHn3aunoOHHbIX N TEXHUYECKNX MepoanﬂTMﬁ no
NOBbILLEHUI0 NPon3BOANUTENIBHOCTU Tpyaa

AHanuavpoBaTb COCTOSIHUE HOPMWPOBaHWS Tpyda, KayecTBO HOPM,
nokasaTenen no Tpyay

AHanuanpoBatb 3(dEKTUBHOCTL pPaboTbl CUCTEMbl OpraHu3auuu Tpyaa
nepcoHana u HopMMpoBaHUA Tpyaa Ha pabounx mectax

CocTtaBnsatb U KOHTpOJNiMpoBaTb CTaTbM pacxodoB Ha onnaTty Tpyda
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

nepcoHana gna nnaHnpoBaHUA OrooxeToB

Pa6otaTb C WHOPMAUMOHHBLIMKM cuCTEMaMU M 6asamy [OaHHbIX MO
HOPMMPOBAaHUIO 1 OnnaTe Tpyda nepcoHana

Pa3pa6aTblBaTb n oq)opmn;m: OOKYMEHTbI N0 HanpasleHUno 0eATelIbHOCTU

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LeHus

Heobxogumble 3HaHus MeToabl ydyeTa 1N aHanmsa nokasarenen no Tpyay n onnarte Tpyaa

MeToabl onpeaeneHusl, OLEHKM W  CpaBHEHUSI  MPOU3BOACTBEHHOIA
WHTEHCUBHOCTU 1 HaMpPshKEHHOCTU Tpyaa

MeToabl HOpMUpPOBaHWA Tpyda

MexxoTpacneBble 1 oTpacneBble HOpMaTUBbLI TPYAOBbLIX 3aTpaT

COBpeMeHHbIe (bOprI, CuCTeMbl onnatbl U y4eTa npon3BogUTENIbHOCTU
TpyAa nepcoHarna

Cuctembl, MeTogobl U OpPMbI MarepuanbHOro U HemaTtepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum n MetToabl OPMUPOBAHUS U KOHTPOSS GHOIKETOB

TexHonoruu, meToabl U METOOMKN npoeeageHna aHannsa n cncremaTtmnsauunm
OOKYMEHTOB 1 VIH(*)OpMaLI,VII/I

OcHoBbl JOKyMeHTOO60pOTa M LOKYMEHTALMOHHOrO obecneyeHuns

Mopsinok Tapudukaumn paboT U paboymx, YCTaHOBMEHUS LOOIHKHOCTHbIX
oknagoB, gonnart, HagbaBok M ko3aduUMEHTOB Kk 3apaboTHoi nnaTe,
pacyeTa CTUMYSIMPYIOLLMX BbinnaT

TapudHo-kBannuKaLMoHHbIE CNPaBOYHUKM paboT 1 npodeccuit pabo4mx
N KBannUKaLNOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN CIyKaLLmX

OcHoBbI TEXHOMOMMN npoun3eoacTBa U AeATeNIbHOCTU OpraHmn3auunm

CTpykTypa oOpraHvM3auMmM W BakaHTHble [OOMKHOCTM  (npodpeccum,
crneumanbHOCTH)

Ka,u,poaaﬂ NOoNMUTUKa N cTpaTerna opraHnsaumn

OKOHOMUKA TpyAa

OcHoBbl 06LEen U coumanbHOW MNCUXONOrMK, COLMONIOTUN W MCUXONOorum
TpyAa

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, CoAepKallue HOpMbl TPYAOBOrO
npaea

OcHOBbI apXMBHOTO 3aKOHOAATEeNbCTBAa UM HOpMAaTMBHbIE MPaBOBblE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUSI JOKYMEHTaUMK No nepcoHany

OcHoBbl Hanorosoro 3akoHopaTenscTeBa Poccuinckon ®egepaumu
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3akoHopaTenbcTBo Poccuinckon Pegepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble HOPMAaTMBHbIE aKkTbl OpraHu3auuu, perynupylolme nopsaok
opraHusauumn Tpyaa v HOpMUPOBaHWA NepcoHarna

Mopsaok 3aknoYeHnss 4oroBopoB (KOHTPaKTOB)

HopMmbl 3TVKu Aenosoro obLieHus

basoBble OCHOBbI MH(*)OpMaTI/IKM, CTPYKTYpHOE NOCTpOEHNE
VIH(*)OpMaLI,VIOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMU

[pyrue xapakTepucTuku -

3.5.2. TpypoBas dyHKUMSA

OpraHusauus onnatbl TpyAa nepcoHana YpoBeHb
HavnmeHoBaHue Kog E/01.6 |(noaoypoBeHb) 6
KBanudukaumm
MNpouncx Hue T BOM MMCTBOBaH
pouCxXoXxaeHue TPyaoBO OpurvHar X 3anmcTBOBaHO
yHKLMM N3 opurmHana
Kopg, PernctpaunoHHbIn
opurnHana HoMmep
NpodeccnoHarnbLHoro
cTaHgapTa
TpynoBble gencTeums AHanu3 ycnewHbIX KOpPMNopaTUBHbIX MPaKTMK MO OpraHu3auunm cucTembl

onnaTel TpyAa nepcoHana

Pa3paboTka cuctembl onnaTbl TpyAa nepcoHana

dopmupoBaHWe  nnaHoBoro  Glogketa  doHaa  onnaTtel  Tpyaa,
CTVMYTMPYIOLLMX Y KOMMEHCALMOHHBIX BbINnaTt

BHeapeHue cuctembl onnaThbl Tpyaa nepcoHana

MogroToBka ﬂpeﬂﬂO)l(eHMVI no coBepLueHCTBOBaHNIO CUCTEMbI onnaTtbl Tpyaa
nepcoHana

Heobxoaumele ymeHus CocTtaBnsiTb M KOHTpoONuMpoBaTb CTaTbM pacxodoB Ha onnaty Tpyaa
nepcoHana Ans nnaHMposaHus 61oXeToB 1 POHO0B

MpUMEHATL  TEXHOMOrMKM  MaTepuanbHOW  MOTUBaLUMM B yNpaBrieHuu
nepcoHanom

Pa3pa6aTblBaTb KOHLUENUMUI  MOCTPOEHNA MOTUBALIMOHHBLIX MporpamMmm
pa60THVIKOB B COOTBETCTBMU C LleNnAMMN OopraHmn3auunm

AHanuanpoBaTb COBPEMEHHbIE CUCTeMbl onnaTel W MaTepuanbHON
(MoHeTapHoW) MOTUBaLMK TPyAa AN Lenen opraHnsaumm

AHanuanpoBaTb YpOBEHb OMNnaTthl Tpyda MepcoHana no COOTBETCTBYHOLLUM
npogeccuoHarnbHbIM KBanmMdukaLmsam
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MpoBoOANTL MOHUTOPUHT 3apaboTHOI NNaThbl Ha pbiHKE Tpyda

AHanuauposaTb POpPMbl MaTepuanbHOro CTUMYNMPOBaHUA, KOMMAEHcauumn m
nNbroT B onnare Tpyda nepcoHana

Pa6oTaTb C MH(OPMALIMOHHLIMU cucTeMaM M 6as3aMu JaHHbLIX MO onfarte
Tpyada nepcoHana

CocrtaBndatb NPOrHoO3bl pa3BUTUA onnaTbl TpyAa nepcoHana

CobntogaTb HOPMbI 3TUKK OENOBOro 00LeHus

Heobxogumble 3HaHus CDOprI N CUCTEMDI 3apa60TH0171 nnartbl, NOPAOOK COCTaBlEHNA GrooxeToB

Cuctembl, MeTogbl U (OpPMbl MaTepuanbHOIO U HemaTepuanbHoro
CTMMYIMPOBaHWSA Tpyaa nepcoHana

TexHonorun n MeToabl GOPMUPOBAHUS U KOHTPONSA BHoaXXeTOB U (DOHA0B

Mopsagok Tapudukaumm pabotT m paboumx, YCTaAHOBIEHUSA [OOSMKHOCTHBIX
oknagos, gonnat, HagbaBok u KoadpmumeHTOB K 3apaboTHoW nnare,
pacyeTa CTUMYNUpPYOLLMX BbINnat

MeToabl onpeaeneHnst YACNeHHOCTU paboTHUKOB

TapudHo-kBannuKaLMoHHbIE CNPaBOYHNKM paboT 1 npodeccuii paboumnx u
KBanumKaLMOHHbIE XapaKTEePUCTUKM JOJDKHOCTEN CryXallumx

MeTogabl yyeTa u aHanusa nokasartenen no Tpyay v 3apaboTHow nnate

TexHonoruu, MeToabl U METOANKN npoBeaeHnAa aHanmia n cumcrtemMaTmsaumn
LOOKYMEHTOB 1 VIH(bOpMaLJ,I/IVI

Kanposaﬂ NoNMMTUKA M CTpaTerna opraHn3aumm

CTpykTypa oOpraHusauMmM W  BaKaHTHble  [JOMMKHOCTM  (npodbeccuu,
crneumanbHOCTH)

TpyooBoe 3aKoHOA4ATENbCTBO M MHbIE aKTbl, codepikallne HopMbl TPYAOBOro
npaea

OcHoBbI HanoroeBoro 3akoHogatenbcTeBa Poccunckon ®enepavnm

3akoHogaTenbcTBO Poccuinckon degepauumn o nepcoHanbHbIX 4aHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHu3auun, perynupytowme onnaTy Tpyaa

OcHoBbI TEXHONOMMN npon3soacTBa U OeATENNIbHOCTU OpraHmn3aumnn

OcHoBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPAaKTOB)

OcHoBbl 00LLeN U couuanbHOWM MCUXOMOrUK, COLIMOMOTMKM N MCUXONOornn
TpyAa

Hopmbl 3TukK aenosoro oblueHns
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basosble OCHOBbI VIH(bOpMaTI/IKVI, CTPYKTYpPHOE NOCTpOEHNE
VIH(bOpMaLJ,I/IOHHbIX CUCTEM N 0COBEHHOCTH paGOTbI C HUMIN

Opyrvne xapakrepucTuku -

3.5.3. TpynoBas dyHKUmMSA

AAMVHUCTPUPOBaHME NPOLLECCOB U YpoBeHb
HanmeHoBaHve | [gokymeHTOOGopoTa No Bonpocam Kog E/03.6 |(nogoypoBeHb) 6
opraHu3aumu Tpyaa v onnaTthbl nepcoHana KBanmdukawmm

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
PyHKLUMN

nrnHan
Op a 13 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpynoBble gencrems AHanu3 npoueccoB [OOKymMeHTOoOBOpoTa, fOKanbHbIX [OKYMEHTOB MO
BOMNpoOCcaM opraHusauum onnatbl U Tpyada nepcoHana

OdbopMrieHne JOKYMEHTOB MO BOMpocam onnaTthl U TpyAda nepcoHana

MogroToBka I'IpG,EI,J'IO)KeHI/Iﬁ no BoOnpocam onnartbl 1 Tpyaa nepcoHana

MoaroToBka MPeOnioXEHW MO COBEPLUEHCTBOBAHUIO CUCTEMbI OMnaTbl W
opraHusaumu Tpyaa nepcoHarna

,D,OKyMeHTaLl,I/IOHHoe n opraHmn3aunoHHOe CconpoBoOXAaeHne CUcTeMbl
opraHu3auunm mn onnartbl Tpyada nepcoHana

MogrotoBka M 0O6paboTka 3anpocoB WM yBeAOMIIEHUMM O paboTHMKax B
rocyfapCTBeHHble  opraHbl, MNpod)eccuoHanbHble CO3bl U Apyrue
npeacTaBuTENbHbIE OpraHbl  paboTHWKOB, MO cUcTeMaMm onnatbl WU
opraHu3aumun Tpyaa nepcoHana

ConpoBoxaeHne  [0OroBOPOB No  okKasaHuio KOHCYbTALMOHHbIX,
MHOPMAaLIMOHHbIX YCyr Mo cucTemMaMm onnaTtbl M opraHusauuu Tpyaa
nepcoHana, BkroYas npeasapuTenbHble Npoueaypbl Mo UX 3aKMHYeHNIo

Heobxoavmble yMmeHusi ObGecneyvBaTb [JOKYMEHTAUMOHHOE COMPOBOXAEHUE MEPONPUSATUA MO
onnaTe v opraHusauuu Tpyaa nepcoHana

OdopMnsaATb [OKYMeHTbI MO BOMpocam onnatbl U opraHusaumn Tpyga
nepcoHana, npegocTaBnsieMble B rocygapCTBEHHbIE opraHbl,
npogpeccroHarnbHble  CO3bl U Apyre  npeAcTaBuTENbHbIE  OpraHbl
paboTHMKOB

AHaJ'II/IBI/IpOBaTb HOpMaTMBHbIE N MeTogun4YecCkne OOKYMEeHTbl No BOMNpocam
onfiaTtbl 1 opraHn3auunm Tpyaga nepcoHana

OpraHu3oBbiBaTh XpaHeHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUsiMU
3akoHogaTtenbctBa Poccuiickon ®degepaumm U NOKanbHbIMKM - aKTaMu

KoHcynbTaHTINOC
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opraHusaumu

Bectn yyeT un permctpauyno JOKyMEeHTOB B VIH(*)OpMaLI,VIOHHbIX CcucremMax n Ha
MaTepuarnbHbIX HOCUTENAX

Pabotatb ¢ I/IHCbOpMaLI,MOHHbIMM cuctemamm M 6asamMmm  AaHHbIX MO
cucrtemMam onnatbl U OpraHn3aunn Tpyaa nepcoHana

MpousBoanTb NpeaBapuTenbHble 3aKynoyHble npoueaypbl U 0OpPMNSATbL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMYEHUIO JOrOBOPOB

Bectn 0eNoBY0 Nepernncky

CobntogaTb HOPMbI 3TUKM OEMOBOro obLLeHus

HeobGxoavmble 3HaHKS Mopsigok ocpopMIeHUsi, BeOEHUS U XpaHEeHWUs1 JOKYMEHTaUMn no cuctemam
onnaTbl U OpraHM3auun Tpyaa nepcoHana

HopmaTuBHble npaBoBble aKkTbl, Perynupyloline npaea W 06SA3aHHOCTM
rocy4apCTBEHHbIX OpraHoB W opraHu3auuMu Mo NpeaocTaBreHuo YYeTHOW
AOKyMeHTaumn

TexHomnoruu, MeToabl U METOAMKM NPOBEOEHNA aHanusa U cucTemaTuisaumm
[OKYMEHTOB 1 UHcpopMaLmm

JlokanbHble HOpPMAaTUBHbLIE aKTbl OpraHU3auWu, perynupyolme nopsaok
onnarbl, OpraHU3aLuyM U HOPMUPOBAHUS Tpyaa

OcHosBbl /J,OKyMeHTOO60pOTa N OOKYMEHTaUNOHHOIro obecneyeHns

Mopsiaok dopMMpoBaHuUs, BefdeHusi GaHka [OaHHbIX W NpefocTaBreHUs
OTYETHOCTM MO cucTeMam onfaThbl U opraHM3aumm Tpyaa nepcoHana

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKTbl, COAEpXaLlme HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOFO 3aKOHOAATEeNbCTBA WU HOpPMAaTMBHbIE MPABOBbIE aKThl
Poccuiickoin denepaunm, B YacTu BeAeHUsI JOKYMEHTaLMK No nepcoHany

OcHoBbI HanNoroeBoro 3akoHogartenbcTeBa Poccunckon ®enepavum

3akoHogaTenbcTBO Poccuinckon degepauumn o nepcoHanbHbIX 4aHHbIX

Mopsanok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

Mopsigok  MpoBedeHMs  3aKynoyHbiX  npouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLUM

HopMbl 3Tuku genosoro obLieHus

BasoBble OCHOBBI NHGOPMaTKKK, CTPYKTYypHOE NocTpoeHune
WMHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmku -

3.6. O606LleHHasn TpygoBas yHKUMSA
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ATENbHOCTb N raHvsaumm BEHb
HanmeHoBaHne RestentsHoc o opranu1sall Kop F Ypose 6
KOpNopaTUBHOW COLMarnbHON NOMMTUKK KBanudmkaumm
Mpowncx HU
pONCXOXAEHNE . 3anmmcTBOBaHO
0606LLEeHHON TPYOOBON OpuruHan X
13 opurnHana
DyHKUNN
Kog PernctpaunoHHbIn
opurnHana Homep
npoceccuoHanbHOro
cTangapTa
Bo3moxHble HanmeHoBaHus | CneumanucT no coumanbHbIM NporpaMmam
JOormKHoCTen, npodeccuin Cneumanuct no paboTe ¢ npeactaBUTENbHBIMKU OpraHamMu paboTHUKOB
Cneumanuct no KopnopaTMBHOW COLMANbHON MNONUTHKE
Cneumnanuct no nepcoHany
MeHemxep no nepcoHany
TpeboBaHus Kk Bbiclee obpasoBaHue
obpasoBaHuio n obyyeHuto | lononHuTensHoe npodeccrMoHaneHoe o6pa3oBaHme - NporpamMmmbl
npodeccuoHanbLHON NepenoaroToBKM U NPOrpaMmbl NOBbILLEHNWS
KBanudukaumm B 06racti coumanbHbIX NporpaMm
TpeboBaHus K ONbITY -
npakTuyeckon paboTbl
Ocobble ycnosus gonycka K | -
paboTte
Lpyrne xapakTepucTukm -
JononHutenbsHble XapakTepUCTUKN
HanmeHoBaHne JoKyMeHTa Kog HanmeHoBaHue 6a3oBon rpynmnbl, 4OMMKHOCTY (Npodeccnn)
UK cneumanbHoOCTH
OK3 2412 CneumanncTbl No Kagpam n NnpodopueHTaumm
3423 Cneuunannctbl KagpoBbIX CMYX0 1 yYpexXaeHU 3aHATOCTH
EKC - Cneumanuct no kagpam
- MeHepxep no nepcoHany
oKnartprP 27755 OKOHOMWCT No Tpyay
22956 MHcnekTop no kagpam
OKCO - -
3.6.1. Tpynosas pyHKUMSA
KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

PaspaboTka kopnopaTUBHOM coLManbHON YpoBeHb
HanmeHoBaHWe | nonutukn Kog F/01.6 | (nogypoBeHb) 6
KBanudukaumm

MpoucxoxaeHue TpyooBow X 3anmcTBOBaHO

urnHan
yHKLMM Op a 13 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHanbHOro
cTangapTa
TpynoBble gencTBus AHanmM3 ycnewHbIX KOpropaTUBHbLIX MPaKTWMK MO OpraHM3auuM coumanbHOro

napTHepCTBa, couunanbHOM OTBETCTBEHHOCTU U coLmarnbHbIX nporpamMmm

PaspaboTka KopnopaTMBHbLIX COLMAnbHbLIX MPOrpamm

Pa3pa60TKa CUCTeMbl Bbinnart pa60THI/IKaM coumnanbHbIX NbroT

OpraHusauusi NeperoBopoB C MpPOgECCMOHaNbHLIMU CO3aMn U APYTvMU
npeacTaBUTENbHBIMU opraHamu paBOTHUKOB, 06L1ecTBEHHbIMU
opraHu3auusMu, B3aumoaencTemne ¢ rocy4apCTBeHHbIMU opraHamm

MogrotoBka npegnoxeHu no ¢opmupoBaHunio Glogketa B 4acTu
obecneyeHnst KopnopaTUBHOM COLMANbHON NOMUTUKM

Heobxoavmble yMeHuUst OnpegensaTe  UeneBble  rpynnbl  MNepcoHana ans  paspaboTku
crneumanuanpoBaHHbIX colparbHbIX NporpaMm

JdoBoanTb MHopMauuio 0 coumanbHbIX NporpaMMax A0 UeneBbiX rpyrnn
nepcoHana ¢ UCrorb30BaHNeM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKaLIIA

Onpenensitb KPUTEPUM 1 YPOBHU YAOBNETBOPEHHOCTM NEpcoHana

VMicnonb3oBaTb MaTtepuanbHble U HemMaTepuaribHble CUCTEeMbl, MeTOdbl U
d)OprI MOTMBaLKnn B ynpaBJiieHUN nepcoHariom

OnpenensaTb 0b6beMbl CPeACTB ANA peanusauuy coumanbHbIX rapaHTui,
KOPNOpaTUBHBLIX NbIOT U WHbIX 3MEMEHTOB KOPNopaTUBHLIX COLMarnbHbIX
nporpamMm Ans opMUpoBaHns GHoaXeToB

CocTaBnsAiTb M KOHTPONMUPOBATb CTaTbM pPacXodoB Ha  coumarbHble
nporpamMmbl AJ1si NaHMPOBaHUS GOaKETOB

npOVI3BOLI,VITb npeaBaputeribHble 3aKyrno4Hble npouenypbl U Od)OpMJ'IeHI/Ie
COI'IyTCTByIOLLl,GVI OOKYyMeHTauumn no 3aKrnn4eHunto 4oroeopos

CobntogaTb HOPMbI 3TUKW OENOBOro ooLweHus

Heobxogumble 3HaHus nOpH,D,OK n MetToabl paapa60TKM nnaHoB W nporpamMmm couunaribHoro
pa3BuTunda opraHm3auunm

MeToabl aHanu3a BbINOMHEHMS coUManbHbIX NPOrpaMm U onpefeneHns ux
3KOHOMUYECKON 3hPEKTUBHOCTHU

Cuctembl, MeTodbl U oOpMbl MaTepuasnibHOrO W HeMaTepuarbHOro

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorun n MeToapl CbOpMVIpOBaHI/IFI N KOHTpPONA OrooxeToB

MeToabl npoBeAeHWst  COUMOMOIrMYECKUX  UCCMNeAoBaHUN,  U3ydeHus
o6LecTBEHHOro MHEeHUs!

TexHonoruu, MeToabl U METOAMKN NPOBEAEHUS aHanusa u cuctemMaTmaauum
OOKYMEHTOB 1 MHGOpMaLmm

Mopsook  npoBedeHWs  3aKynoyHbIX  npouedyp W odopMrieHust
COMYTCTBYIOLLIEA OKYMEHTaLNM

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I 0eATeNnbHOCTU opraHunsauunn

OcHoBbl 00LWEeN M coumanbHOM MCUXOMNOTNN, COLUMONOrMM N MCUXONOrnm
TpyAa

CprKTypa, uenn, cTtparterna n Kagposad noJiInTuka opraHn3auunn

TpynoBoe 3akoHOAATENBCTBO U UHbIE aKTbl, CoAepKallue HopMbl TPYAOBOrO
npaea

OcHoBbl HanoroBoro 3akoHogatenscTBa Poccuinckon deaepaumm

HopmaTuBHble NpaBoBble akTbl, perynupylowme npasa U o6sI3aHHOCTU
rocyfapCTBEHHbIX OpPraHoB, MpPoecCcMoHanbHbIX COH30B W OpYrvX
npeAcTaBUTENbHLIX OPraHoB PaboTHUKOB

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOPMaTWBHbIE aKTbl OpraHW3aLuW, perynupylolimMe Mopsaok
dhopmMmMpoBaHMs colmanbHOM NONUTUKK

OcHoBbl npaBoBoro perynupoBaHus Poccuiickon ®epepauun nopsgka
3aKrnyYeHn JOroBopoB (KOHTPAKTOB)

HopMbl 3TVKu Aenosoro oblieHus

basosble OCHOBBbI NMHOPMATMKN, CTPYKTYpHOE NnocTpoeHne
NHOPMALIMOHHBIX CUCTEM M OCOBEHHOCTM PaboThbl C HUMK

Lpyrne xapakrepucTunkm -

3.6.2. TpyaoBas yHKUNA

Peanunsauusa kopnopaTuBHOWN coumanbHOm YpoBeHb
HanmeHoBaHve | nonutukn Kog F/02.6 | (nogypoBeHb) 6
KBanudgukauum
lNpoucxoxaeHne Tpyoosomn 3anmcTBOBaHO
dyHKUMN Opurunan X 13 opuruHana
KOHCVJ'I bTaHTlntoc www.consultant.ru CrpaHuua 42 uns 66

HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

MO YNpaBfEHNIO MNEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Koga PernctpaunoHHbIn
opvruHana Homep
NpogeCcCMoHanbLHOro
cTaHgapTa

TpynoBble AenNCTBUA

BHe/J,peHme KOpMopaTuBHbIX couuanbHbIX MOporpamm, B TOM 4ucrne no
counarnbHon nogaepKKe oTAaesibHbIX rpynmn pa60THI/IKOB

Peanmsauvm CUCTEeMbl couwuanbHbIX INbroT, BbiNaT p860THI/IKaM C y4dyeToMm
TpeboBaHui 3akoHodaTenbcTBa Poccuiickon degepauumn

OueHka yOooOBNETBOPEHHOCTU MepcoHana KoprnopaTMBHOM  couuanbHOM
NMONUTUKON

OueHka 3(pPeKTUBHOCTM  MeponpUATUA  KOPNOpPaTUBHOW  couuarnbHOM
NONUTUKN

MogroToBka NpeanoOXeHwWW MNO  COBEPLUEHCTBOBAHWID  MEpPOnpusSTUn
KOprnopaTUBHOM COoLManbHON NOMUTUKU

MoaroTtoBka MpeanoXeHWn Mo opMMpoBaHWiO OlogkeTa Ha peanusauuio
KOpPNopaTUBHOM CoLMasibHOM NOMUTUKM M COLMArnbHbIX MPOrpamm

Heobxoanmele ymeHns

PaccunTbiBaTh 3aTpaTbl Ha NPoOBeAeHNe CreumanmMaMpoBaHHbIX coLlmanbHbIX
nporpamm

npOBOJJ,VITb MOHUTOPUHTI YCNELUHbIX KOPNOopaTUBHbLIX coOLMarbHbIX NporpamMmm

MpoBoanTb MeponpusTUS B COOTBETCTBMM C KOPMOPaATUBHOW coLunanbHOM
NMONUTUKON

On penendatb LerneBble rpynnbl nepcoHana ana co3aaHuA
cneunann3npoBaHHbIX couuaribHbIX nporpamMmm

Onpenensite KPUTEPUM 1 YPOBHU YAOBNETBOPEHHOCTM NepcoHana

Onpenenate 3pPEKTUBHOCTL MEPONPUATUI peanu3yemMon KoprnopaTUBHOM
coumanbHON MNONUTUKK

OpraHunsoBbiBaTb  B3aMMOAEWCTBME C  FOCYAAPCTBEHHbIMW  OpraHamu,
npodpeccuoHanbHbIMU COKO3aMU U APYrMMU NPeAcTaBUTENbHBIMU OpraHamu
paboTHUKOB, OOLIECTBEHHbIMA W WHBbIMW OpraHM3aumsMu Mo BOMpocamM
peanv3auum KopnopaTuBHOWM CoLMarnbHOWM NONMUTUKA

AHaJ'II/I3I/IpOBaTb PbIHOK ycnyr no couumanbHbiIM W cneunann3npoBaHHbIM
nporpammam counanbHon nogaepXKu 4YrneHoB ueneBbiX rpynn n rotoBUTb
npennoxeHuma no nx nocrtasLinkam

MpounsBoauTb NpeaBapuTerbHbIE 3aKynodHble npouedypbl U oopMIsTh
COMYTCTBYIOLLYIO AOKYMEHTaLMIO MO 3aKIYEHUIO [OrOBOPOB

CobntogaTb HOPMbI 3TUKX OETOBOro ooLeHus

Heobxogumble 3HaHUSA

BOI'IpOCbI ynpasrieHna couunanbHbIM pa3BuTtnemM opraHmsaunm

MeToabl aHanusa BbINOSIHEHMS KOPMOPATUMBHBIX COLMAanbHbIX MpPOrpaMm u
onpeaeneHns nx aKoHoMmyeckon adhPeKTUBHOCTH

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Cucremsl, mMeToabl, (bOprI MaTtepuarnbHOro n HemMaTepunarnbHoro
CTUMYIMpOBaHUA Tpyaa nepcoHara

MeToabl npoBegeHus COLIMOMNOrnNYecknx  nccrnegoBaHUn, n3yyeHus
00LLEeCcTBEHHOro MHEHUs

TexHonorun, MeToabl U METOAMKM NPOBEAEHUS aHanusa u cucTemaTtusaumu
OOKYMEHTOB 1 MHGOpMaLnm

HopmMaTuBHble NpaBoBble akTbl, perynupylowpe npasa U o06A3aHHOCTU
roCy4apCTBEHHbIX  OpraHoB, MPOgECCUMOHAmNbHbLIX CO30B U APYruX
NpeacTaBUTENbHBLIX OPraHoB PabOTHWKOB MO MPEAOCTaBIIEHUIO YYETHOW
JOKYMeHTaLmnn

Mopsnook  MpoBedeHUs  3aKymouyHblX — MNpoueayp W odoopMiieHust
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa, Lenu, ctpaTerus n kagposasi MoNnTUKa opraHusauum

OcHoBbI I'IpOVI3BOJJ,CTB€HHOl7I AeATeNIbHOCTU opraHmn3aunm

OcHoBbl 06LLEel 1 coumanbHON NCUXONOrMKn, COLMONOrMN U NCUXONorun Tpyaa

TpynoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKaLUMe HOPMbI TPYAOBOrO
npasa

OcCHOBbI apXMBHOMO 3aKOHOAATENbCTBA WM HOPMATUBHbLIE MPAaBOBbIE aKThbl
Poccuiickoit defepaunm, B YacTu BeAeHUSI JOKYMEHTaLMK No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepavym

3akoHogaTenbcTBO Poccuiickon egepaumnmn o nepcoHanbHbIX aHHbIX

JlokanbHble akTbl OpraHusauuu, perynupyrolme nopsaok BHELpPEeHUs
counanbHOM NONMUTUKK

Mopsiaok 3aknoYeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genosoro obLieHus

BasoBble OCHOBB! NHOPMATMKK, CTPYKTYypHOE nocTpoeHne
MHOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrue xapakTepucTmku

3.6.3. Tpynosas pyHKUMSA

AOMUHUCTpUPOBaHKE NPOLLECCOB U YpoBeHb
HanmeHoBaHve | gokymMeHTOObopoTa No Bonpocam Koa F/03.6 | (nopypoBeHb) 6
KOPMOpaTUBHOM coLManbHOW NONUTUKA KBanmdwmkaumn

Mpowmncx HUe T BOM MMCTBOBaH
poucxoxaeHue TPyaoBo OpuruHan X 3anmcTBOBaHO
yHKLMM N3 opurmHana

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

MO YNpaBfEHNIO MNEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Kon PerncrpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHgapTa

TpyooBble AenCTBuUSA

AnHanus nporeccos D,OKyMGHTOOGOpOTa, NOKanbHbIX OOKYMEHTOB nNO
BOnpocam KOpHOpaTMBHOVI couunanbHOW NOMUTUKK

[okymeHTaunoHHoe odopmneHne pe3ynbTaTtoB KOprnopaTUBHOM
coumanbHON NONNTUKU

MogroToBKa MPeAnoOXeHWn MO pPasBUTUIO  KOPNOPAaTUBHOW coumanbHOm
NOMUTUKN

lMogrotoBka  pe3ynbTaTOB  aHanmMsa  COOTBETCTBUSA  KOProOpaTUBHOM
coumanbHonm nonuTUkM TpeboBaHMsAM 3akoHogaTenbcTBa Poccuickon
depnepaumm 1 ycnoBmsiM pbiHKa Tpyaa

[oKkyMeHTaunMoHHOEe U OpraHU3aunoHHOE COMNPOBOXAEHWE MEPONPUSATUI
KOoprnopaTUBHOW coLmanbHOM NONUTUKK

MogrotoBka M 06paboTka 3anpocoB WM yBeAOMIIEHMM O paboTHMKax B
rocyaapCTBEHHbIE  OpraHbl, npodeccuoHanbHble COK3bl W Apyrue
npeacTaBuTenbHblE OpraHbl  paboTHMKOB MO BOMpPOCaM  CcouuManbHON
NOMMUTUKM B OTHOLLEHWUM NepcoHana

ConpoBoxaeHne [OrOBOPOB MO OKa3aHW0  KOHCYNbTAUMOHHbLIX U
WH(OPMALMOHHBIX YCIYr MO MEPONnpUATUAM KOPMOPaTMBHOM COLManbHON
NOMNUTUKK, BKITIOYas npegsapuTenbHble npoueaypbl No UX 3aKnioYeHuto

Heobxoaumble ymeHus

OcdbopMnisATb  AOKYMEHTBI MO BOMPOCaM  KOPMOPaTUBHOW  couuanbHom
NONUTUKM, npefocTaBnsieMble B rocyaapCTBEHHbIE opraHbl,
npeacTaBUTENbHbIE OpraHbl paboTHUKOB

AHanuavpoBaTb  NpaBuna, nopsdku,  npouedypbl  KOpNopaTUBHON
coumarnbHO NMoNUTUKK

Ob6ecneunBaTtb OOKYMeHTauMoHHOEe CconpoBOXAeHue couunanbHOM NOSNUTUKK
B OTHOLLUEHNN NepCcoHana

OpraHu3oBbiBaTb XpaHEHWE AOKYMEHTOB B COOTBETCTBMM C TpeboBaHWUsIMU
apXxMBHOro 3akoHogaTtenbcTBa Poccunckon dPegepaumm M nokanbHbIMU
akTamu opraHusauuu

MpousBoauTb NpeaBapuTeNbHbIE 3aKyMoYvHble Mpoueaypbl M 0opMIsTL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMYEHUI0 JOrOBOPOB

PaboTtatb ¢ MHd)OpMaLLMOHHbIMM cuctemamm U 6asamm gaHHbIX MO BOnpocam
couunanbHOW NOMAUTUKM B OTHOLLEHWN nepcoHana

BecTtu yyeT n peructpauuio JOKYMEHTOB B MHCHOPMALIMOHHBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENSIX

BecTn genosyto nepenuncky

CobntogaTb HOPMbI 3TUKM OENOBOro obLLeHus

KoHcynbTaHTINOC
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Heobxoanmele 3HaHWSA Mopsaok ocopmneHns, BeAeHUs U XpaHeHUs 4OKyMEeHTaLumn no counansHom
NonuUTUKE B OTHOLLEHWUM NepcoHana

Mopsigok ¢hopMupoBaHusl, BefdeHUs GaHka [OaHHbIX W MPEeLOCTaBIEHUs
OTYETHOCTM MO BONPOCAM COLManbHOW NONUTUKA B OTHOLLEHWUM nepcoHana

TexHonoruu, MeToabl U METOANKN npoBeaeHnAa aHanmia n cumcrtemMaTmsaumn
LOOKYMEHTOB 1 VIHd)OpMaLJ,I/IVI

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOTO obecneyeHns

Mopsigok  MpoBedeHMs  3aKynmodHbiX  Mpouedyp W odopMrieHus
COMYTCTBYIOLLIEN LOKYMEHTaLUM

CprKTypa opraHusauunmn n BaKaHTHbIE AOJMXHOCTHN (npoq)eccvm,
cneu,maanocm)

TpyaoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoAepXallMe HOPMbl TPYAOBOro
npaea

OCHOBbLI apXMBHOIO 3aKoHOOATENbCTBA W HOPMAaTMBHbIE MNPaBOBbIE aKTbl
Poccuiickon depepauum, B YacTu BeAeHUs1 OKYMEHTaL MM NO NepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTeBa Poccunckon ®enepavinm

HopmaTuBHble MpaBoOBble aKTbl, PErynupylowne npaBa U 00S3aHHOCTM
rOCY4apPCTBEHHBIX OPraHoB, MPOGEeCCUOHANbHBIX CO30B U APYruX
NpeacTaBUTENbHbLIX OpraHOB PabOTHWMKOB MO NPeaoCTaBMIEHNIO YYETHOW
[OKyMeHTaumu

3akoHopaTenbcTBO Poccuinckon degepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuun, perynupyrouine nopanok
BHEOpPEHNA KOpI'IOpaTVIBHOIZ coumnanbHOW NOAUTUKK U coLmarnbHbIX nporpaMmm

Mopsanok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHue
WMHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrue xapakTepucTmku -

3.7. O6obuweHHasa TpygoBas pyHKUUS

OnepauynoHHoe ynpasrneHne NepcoHarnom u YpoBeHb
HanmeroBare |, oasnenerem oprannsaLm Koa G keanucpukamm | |
MNpovicxoxneHne 3anmcTBOBaHO
0000 EeHHOM TpyaoBOM OpwurunHan X 13 ODUIVHANE
dyHKUMN P
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Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Kon PerncrpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHgapTa

Bo3amoxHble HaMMmeHOBaHUS | PykoBoauTenb CTPYKTYPHOro noapasaeneHus
DOIMKHOCTEN, npodeccui HavanbHWK CTPYKTYpHOro noapasgeneHus

TpeboBaHusa Kk Bbicliee obpasoBaHue - cneynanuteT, MarucTpatypa

ob6pasoBaHuio 1 0byyeHunio | [lononHuTeneHoe npodeccuoHansHoe obpasoBaHme - NporpamMmbl
npodeccuoHarnbHON NepenoaroToBkM B 006MnacTy ynpasneHnsi nepcoHanom,
OMNepaLVoHHOIO U TAKTUYECKOro YNpaBrieHNst; NPOrpaMmbl NOBbILLEHNS
kBanudmkaumm B 06ractu ynpasneH1s nepcoHanom, onepaumoHHOro 1
TaKTU4ECKOro ynpasreHus

TpeboBaHus K onbITy He mMeHee naTv neT B o6nactu ynpasneHusi nepcoHanomM
npakTu4eckoit paboTbl

Ocobble ycnosus gonycka K
paboTte

Lpyrne xapakrtepucTukm -

[lononHuTenbHble XapakTepUCTUKN

HanmeHoBaHWe oOKyMeHTa Kog HanmeHoBaHue 6a3oBon rpynmnbl, 4OMMKHOCTM (Npodeccun)
UnNu cneumanbHOCTH
OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamu v Tpy4OBbIMW OTHOLLUEHUAMU
EKC - HauanbHuk oToena kagpos
- HavanbHuk oTaena opraHu3aumm u onnaTsel Tpyga
- HavanbHuk oTAena NoAroToBKU KaapoB
- HavanbHuk oTaena counaneHOro passutus
- 3aBegytoLmnn (Ha4YanbHUK) OTAENOM KagpoB
OKMAaTpP 24063 MeHemxep no nepcoHany
3.7.1. TpypoBasa yHKUNA
Pa3paboTka cuctembl onepauuoHHOro YpoBeHb
HanmeHoBaHue | ynpaBneHusi nepcoHanom n paboTbl Kog G/01.7 | (nogypoBeHb) 7
CTPYKTYPHOro nogpasaeneHuns KBanudmkaumm
MpoucxoxageHne TpygoBoOK 3ammcTBOBaHO
dyHKLUMN Opuruan X N3 opurmHana
KOHCVJ'I bTaHTlntoc www.consultant.ru Crpanvua 47 uns 66

HafeXHasa npaBoBan noaAepXxkKa


consultantplus://offline/ref=11B0A3E36A9F8DA5AA5CE7ADD0CC068BC5DB2CB28514467E2A4F1BD3DD5551928ACDA20B6B80A2BB0BCFF4CCEF7A360B16CEF783BA611A7CM4WFK
consultantplus://offline/ref=11B0A3E36A9F8DA5AA5CE7ADD0CC068BC5DB2CB28514467E2A4F1BD3DD5551928ACDA20B6B80A2BB0BCFF4CCEF7A360B16CEF783BA611A7CM4WFK
consultantplus://offline/ref=11B0A3E36A9F8DA5AA5CE7ADD0CC068BC5D92CBC8A15467E2A4F1BD3DD5551928ACDA20B6B87A5B50ACFF4CCEF7A360B16CEF783BA611A7CM4WFK
consultantplus://offline/ref=11B0A3E36A9F8DA5AA5CE7ADD0CC068BC5D92CBC8A15467E2A4F1BD3DD5551928ACDA20B6B87A5B50ACFF4CCEF7A360B16CEF783BA611A7CM4WFK
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

MO YNpaBfEHNIO MNEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

Kon PerncrpaumoHHbIn
opurmHana HoMep
NpodeccUoHanLHoro
cTaHgapTa

TpyooBble AenCTBuUSA

AHnanus yCneLwHbIX KOpnopaTUBHbIX NPAaKTUK MO BONpoCaM CcTpaTern4eckoro
M onepaTtnBHOIO ynpasJieHNA nepcoHanom opraHmu3auumm

lMocTaHoBKa onepaTyBHbIX Lierien No BoNpocam ynpasrneHus nepcoHanom

Pa3paboTka nnaHoB, NnporpaMm v npoteanyp B ynpasneHnu nepcoHanom

PaspaboTka npeanoxeHun no CTpyKType nogpasgeneHns n notpebHocTu B
nepcoHane

Pa3paboTka npeanoxeHuidi No obecrneyeHmio nepcoHarnom, opMUpoBaHUIO
CUCTEM OLEHKM, pasBWTWs, OnnaTtbl TPyAa, KOPMopaTMBHLIM COLMarnbHbIM
nporpaMmam 1 coLuanbHON NonuTuKe

PaspaboTka npeanoxeHuii o 3atpaTax U oOpMMUpoBaHuUio GlogkeTa Ha
nepcoHarn

PaspaboTka npeanoxeHWn MO 3akMOYEHU0 OOroBOPOB MO YNpaBreHWUIo
nepcoHanoM C MocTaBLMKaMu YCryr WU npoBedeHVWe npeaBapuTenbHbIX
npoLeayp no Ux 3akrno4eHuo

Heobxogumble ymeHus

OpraHu3oBbiBaTb paboTy NepcoHana CTPYKTYpHOro noapasgeneHus

Onpep,enmb 3ajayn nepcoHana CTPYKTYypHOro nogpasgerneHusd, ncxogda m3
uenen n cTparermm opraHm3auumm

CosnaBaTb M ONUCLIBATb OPraHM3aLMOHHYI CTPYKTYpYy, LUEnu, 3adauu,
PYHKUMM CTPYKTYPHOrO NoapasaeneHms

rlpVIMeHﬂTb mMeTodbl  ynpaBleHnd  MeXINMUYHOCTHbIMW  OTHOLUEHUAMMWU,
(*)OpMI/IpOBaHI/IFl KOMaHg, pas3BUutUA nugepctea U UCMNOJNTHUTENbHOCTH,
BblABNEHUA TanaHToB, onpeaeneHnda yaosneTtBoOpeHHOCTU pa60T0|?1

Onpep,enﬂTb, aHanmanposaTtb, MoAeliMpoBaTb U BbICTpaMBaTb BHYTPEHHME
KOMMYHUKaUnn nepcoHana

Pa3spabaTbiBaTb NPOEKTHbIE NPEANOXKEHNS U MEPONPUATUS MO 3DDEKTUBHON
paboTe nepcoHana

BHeapsATb cTpaTeruio no yrnpasneHuntio nepcoHanom

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTMPOBaTb WM KOHTPONMPOBATb CTaTby
pacxodoB Ha nepcoHarn, paspabaTtbiBaTb MPEAnoXeHusl Mo 3aTtpataMm Ha
nepcoHan ans dopmmnpoBaHus GrogxkeTa

npeﬂ,CTaBﬂﬂTb NHTEpPeEeCHI opraHmnsauunm n BeCTn neperoBopbl C
I'IpO(*)eCCVIOHaJ'IbeIMVI coro3amMn n gpyrumm npencraBuUTesibHbIMM OpraHamMmu
pa60THVIKOB, B3aumMogencraoBaTb C rocyaapCrBeHHbIMU OpraHn3aunamMmn

AHaJ'II/I3I/IpOBaTb I/IHCt)OpMaLI,MIO no nocrtaBwukam ycnyr B obnactu
ynpasJieHnA nepcoHarnomMm 1 no ycrnoBuAm 3akrni4aembliX 0rosopos

KoHcynbTaHTINOC
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Mpou3BoanTb NpeaBapuTenbHble 3aKynouHble npoueaypbl U 0OpPMNSATbL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMoYeHUIo JOroBOpoB

Pa6oTaTb ¢ MHOPMALMOHHBIMK cUCTEMaMK U B6azamy AaHHbIX MO BOMpocam
yrnpaeneHusi nepcoHanom

OpraHMSOBbIBaTb n npoBOaAUTb KoprnopaTtuBHbIe MeponpuaTna C
nepcoHanom

CobntogaTb HOPMbI 3TUKX OEMOBOro obLLeHus

Heobxogumble 3HaHus MeTogabl, cnocobbi 1 MHCTPYMEHTbI yNnpaBJieHUA nepcoHasriom

Llenun, ctpaterns passutns n busHec-nnaH opraHMsauum

Monutuka ynpasJieHnsd nepcoHasriom opraHmsaumm

MeToabl aHanmn3a Konnmy4ecTBEHHOro U Ka4eCTBEHHOMo cocTaBa nepcoHana

CucTeMbl cTaHaapToB No 6uaHec-npoueccaM, Npodeccusm, Hopmam Tpyaa

Cuctembl, meToabl W QOPMbl MarTepuanbHOro W HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorum u Mmetoabl POPMUPOBAHUSI 1 KOHTPOS GHOIKETOB

Mopsaok  MpoBedeHMs  3aKynodHbiX — Mnpouedyp W odopMreHus
COMYTCTBYIOLLIEN AOKYMEHTaLUN

OcHosBbl I'IpOI/I3BOLlCTBeHHOI7I OeATeNlbHOCTU opraHnsaunun

OcHoBbl 06LLet M coumanbHOM MCUXOMOrMn, COLMONMOrMN U MCUXOMNOrum
Tpyda, 3KOHOMMKM Tpyaa, 6e3onacHbiX yCrioBuii Tpyaa

CTpyKTypa opraHusauum

TpyaoBoe 3aKoHOAATENbLCTBO U MHbIE aKTbl, COAEpXaLlme HOPMbl TPYAO0BOMO
npasa

OCHOBbI apXMBHOFO 3aKOHOAATEeNbCTBA WU HOpPMAaTMBHbIE MPABOBbLIE aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI AOKYMEHTaLMK No nepcoHany

OcHoBbI HanoroeBoro 3akoHogartenbcTeBa Poccunckon ®enepavnm

OcHoBbl MUrpauMoOHHOro 3akoHogaTenbcTBa Poccuiickon Pepepaunn, B
4YacTu MpUBMEYEHUS U TPYOOYCTPOWCTBA MHOCTPAHHBIX rpaxaaH u nuy 6e3
rpaxxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHOOAaTENbCTBa B obnactu ynpasrneHua
nepcoHanomM " oTBETCTBEHHOCTU AOJTKHOCTHbIX 1L

3akoHopaTenbctBO Poccunckon degepaumm no 3awmte nepcoHanbHbIX
OaHHbIX

NokanbHble HOPMAaTUBHbIE akTbl OpraHM3auuM B O6nacT ynpasreHus
nepcoHanom

MopsiAoK 3aKnoYeHUst OroBopoB (KOHTPaKTOB)

KoHcynbTaHTINOC
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Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrne xapakTepucTmkm -

3.7.2. Tpynosas pyHKUMSA

Peannsauus onepaunoHHOro ynpaBneHus YpoBeHb
HanmeHoBaHue | nepcoHanom n paboTbl CTPYKTYPHOIO Kog G/02.7 | (nogypoBeHb) 7
nogpasgernieHuns KBanudukaumm

[NpoucxoxgeHne TpygoBon 3anmMcTBOBaHO
P PYAR OpwurunHan X
dyHKUMN N3 opurmHana

Kon PernctpaunoHHbIn
opurmHana HoMmep
npodeccuoHanbHoro
cTaHgapTa

pr,u,osue nencTems nJ'IaHI/IpOBaHI/Ie OeATeNbHOCTUN noapasgesnieHnda n nepcoHana

OnepaTtuBHOe ynpaBneHve NnepcoHanom noapasgaeneHs opraHMsaumm

PacueT 3aTpaT no nogpasdeneHnio U MoAroToBKa NpeariokeHun ans
dhopmmpoBaHus GlogkeTa

PaspaboTka cTaHOapTOB [esTenbHOCTU noApasfeneHvs U yHudukaums
npoLieccoB

MpoBeneHne NHCTPYKTaxa Mo oxpaHe Tpyaa

MoctaHoBKa  3agady  paboTHWKaM  CTPYKTYpHOro  noapasgeneHus,
onpegerneHne pecypcoB Ans UX BbIMOSTHEHWUS!, KOHTPOSIb UCTIONHEHMS!

AHann3 nnaHoB M OTYETHOCTU MOAYMHEHHbIX paboTHMKOB, paspaboTka
NpeanoXXeHnn No yny4dlleHuo nokasaTenen AedaTenbHOCTU nogpasaeneHunst

dopmupoBaHne oT4ETOB 0 paboTe CTPYKTYPHOIo NoapasaeneHus

Heobxogumble ymeHus OnpenensTb 30HblI OTBETCTBEHHOCTU U 3EKTUBHOCTU paboThl NnepcoHana
CTPYKTYPHOrO noApasfeneHus, pacnpegensatb 3agadm u obecnedvBaTtb
MaTepuanbHO-TEXHUYECKNE PECYpPCbl ANS UX UCMONHEHUS

MpYMeHsTb MeToabl ONEPaTUBHOIO yrpaBreHUs NEPCOHANoM opraHu3auum

KOHTpOJ'IVIpOBaTb ncnosrnHeHue nopyquMVl n 3ajau, BHOCUTb
CBOEBpEMEHHbIE KOppeKUunn B niiaHbl N 3aga4qdn

OnpegensTb rnokasaTenu 3phEKTUBHOCTH paboTbl nepcoHana
noapasaenexHust

YnpaensaTe MOTMBaLUMeln nepcoHana, ero BOBMEYEHHOCTbIO N ANCLMMINHON

KoHcynbTaHTINOC

www.consultant.ru Crpanuua 50 uns 66
HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.10.2015 N 691H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO YNpPaBiEHUIO NEPCOH. ..

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

TpyAa

CocTaBnaTb  nfaHbl  OeATeNbHOCTM  CTPYKTYPHOro  noapasfenieHus
opraHusaumu

CocTaBnATb, paccyMTbiBaTb, KOPPEKTMPOBaTb WM KOHTPONMPOBATb CTaTby
pacxooB CTPYKTYPHOro noapasaeneHus Ans dopMmpoBaHns GloaxeToB

Mpoun3soanTb aHanus TeKyLlen [EeATENbHOCTU CTPYKTYPHOTO
nogpasgeneHus u BHeApATb NpoLeaypbl Mo ee onTUMM3aumm

MpeOcTaBnsATb  WHTEPECbl  OpraHuWsauMM W BecTM  MeperoBopbl  C
rocy4apCTBEHHbIMM OpraHamu, NpPogecCUOoHanbHbIMIU COo3aMu U APYTMMA
npeAcTaBUTENbHBIMW OpraHaMu paGoTHUKOB MO BOMpocam nepcoHarna

Bectn neperosopbl C MNOCTaBLWMKaMWU YCIyr no ycrioBusaAM 3akro4aeMblX
aorosopos

Mpou3BoanTb NpeaBapuTenbHble 3aKynouHble npoueaypbl U 0OpPMNSATbL
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMoYeHUIo JOroBopoB

MpoBoaWTbL ayauT pesynibTaToB paboTbl C NepCoHanomM

PaboTtatb Cc MHd)OpMaLI,I/IOHHbIMI/I cuctemamm U 6asamu JaHHbIX MO Bornpocam
ynpaslieHna nepcoHarom

CobntogaTb HOPMbI 3TUKK OEMOBOro 0oL eHus

Heobxogumble 3HaHus Teopvwl ynpasJieHua nepcoHasriom n ero MmotTmsaunm

MeTogbl aHanm3a BbINOMHEHWS MaHOB W 3agad, OnpeaeneHns  ux
3KOHOMMYECKON aDPEKTUBHOCTHU

CDOprI M MeTOoObl OLeHKN nepCoHala 1 pe3ynbTtaTtoB UX Tpyda

TexHonoruu onepaTtuBHOro ynpasiieHNUd nepcoHarnom opraHmsaunm

Cuctembl, MeTogbl W (OpMbl MaTepuanbHOrO W  HemaTepuanbHoro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonorum 1 meToabl CbOpMI/IpOBaHMH N KOHTpONA OroaxeToB

Teopun 1 MeToAbl yNpaBrieHNs pasBMTUEM NepcoHarna

OKOHOMMKA TpyAa

OpraHu3aunoHHo-LITaTHasi CTPYKTypa opraHusauum

Monutuka ynpaslieHnAa nepcoHariomMm 1 counarnbHada NofinTuka opraHn3auum

Lienu, ctpaTterusi pasButusi n GU3HeC-NnaH opraHM3auum

MeToankun nnaHMpoBaHUA " NPOrHoO3nMpoBaHUA I'IOTpe6HOCTI/I B nepcoHane

MopsiAoK yperynMpoBaHust TPYAOBbIX CTIOPOB

TpeboBaHus 1 NpaBuna NposeaeHns ayauTa paboTsl C NepcoHanomM

KoHcynbTaHTINOC
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dopmbl couunarnbHoro napTHepcTBa " B3aMMOJENCTBUSA c
npoceccuoHanbHbLIMU CO3aMu 1 ApYrMMU NpeacTaBUTeNbHbIMU OpraHamm
pabOTHUKOB, M UHBIMW OpPraHU3aLMsaMn

Mopsanok opopmneHnst KagpoBbIX AOKYMEHTOB M NPUAAHUSA UM IOPUONYECKON
cunel

Mopsigok  MpoOBedeHMs  3aKynmoyHbiX — Mnpouedyp W odopMrieHus
COMYTCTBYIOLLIEN fOKYMEHTaLUM

TpyooBoe 3aKoHOA4ATENbCTBO M MHbIE aKTbl, codepiKallne HOpMbl TPYAOBOro
npaea

OcCHOBbI apxMBHOro 3akoHoAaTenbCTBa W HOPMAaTMBHbIE MpaBOBble aKTbl
Poccuiickon ®egepaunn, B YacTn BegeHUs JOKYMeHTaumm no nepcoHany

OcHoBbI HanNoroBoro 3akoHogatenbcTBa Poccunckon ®enepaunm

OcHoBbI MUrpauUMOHHOrO 3akoHogaTenbcTBa Poccuiickon depepauuun, B
4YacTu MPUBMEYEHUS U TPYOOYCTPOWCTBA MHOCTPAHHBLIX rpaxaaH u nuy, 6e3
rpakgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akoHOoOaTesNnbCTBa B obnactun ynpasneHua
nepcoHarnom n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NNL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3aumMm B 4YHacTu ynpaselieHUA
nepcoHanom

OcHoBbl npaBoBoro perynupoBanusi Poccunckon ®epepaumm nopsgka
3aKINIOYEHMS rpaX4aHCKO-NpaBOBbIX JOTOBOPOB

Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WMHPOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMUK

Lpyrne xapakTepucTmkm -

3.7.3. Tpynosas pyHKUMSA

AOMVHUCTPUPOBaHME NMPOLECCOB U YpoBEHb
OOKyMeHToobopoTa no onepalmoHHOMY
Hanmerosatine yrnpaBneHuo nepcoHanom n paborte Koa G/03.7 g;%.%?ﬁf:bzm 7
CTPYKTYPHOro noapasgaeneHusi H
lNpoucxoxageHne TpygoBon 3anmcTBOBaHO
dyHKUMN OpuruHan X 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMep
npodeccnoHarnbHOro
cTaHpapTa
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TpynoBble gencTeums AHanu3 npoueccoB [OOKyMeHToobopoTa, IOKanbHbIX [OKYMEHTOB MO
BOMpOCaM  OMEepaLMOHHOro  ynpaBreHuss nepcoHanoMm 1 paboTbl
CTPYKTYPHOTO nogpasgeneHuns, HusHec-npoueccoB opraHunsauuu,
yAOBMNETBOPEHHOCTN NepcoHana

[okymeHTaunoHHoe odhopmneHue pesynbTaToB onepaunoHHOro
yrnpaBneHuss nepcoHanoM W paboTbl CTPYKTYPHOro noapasgeneHus,
pesynbTaTtoB ayauta paboTbl C NepCoOHanom

MogroToBKa NpeanoXeHurM nNo  pasBUTUIO  CUCTEM  OMepauMoOHHOro
ynpaBneHus nepcoHarnoMm K paboTbl CTPYKTYPHOro noAapasgeneHusi, no
HEOOXOAMMbIM KOPPEKTUPYIOLLUM U MPEBEHTUBHLIM MEpam

Pa3paboTka cucteMbl aHanu3a n KOHTpons paboTbl NnepcoHana

KoHTpomnb, cpaBHeHWe M aHanu3 npoLeccoB B 006MacTu onepaTUBHOIO
yrNpaBrneHuss MNepcoHarnioMm, pes3ynbTaToB YMpaBliEHYECKMX MEPONPUATUN,
onpegeneHne akKTopoB, BbI3bIBAKOLWINX OTKMOHEHME OT  MNIIaHOBbIX
nokasaTernemn

MoaroToBka 1 06paboTka 3anpocoB, yBeAOMIIEHUN, CBEAEHWUI O paboTHUKaX
B rOCY[dapCTBEHHbIE OpraHbl, MPOMECCUOHAarbHbIE COH3bl, 0BLLIECTBEHHbIE
opraHusaumu

ConpoBoxaeHve [OroBOPOB OKasaHWs YCryr no BomnpocaM ornepaTUBHOMO
ynpaBreHusi NepcoHanom 1 pabote CTPYKTYpHOro noApasaeneHus, BKroYas
npeaBapuTenbHble NPoUEeaypb! MO UX 3aKMYEHUIO

MogrotoBka npegnoxeHun no opMUpoBaHUIO OlOgKeTa Ha nepcoHan
opraHusaumm

BbinonHeHne TpeGoBaHWA MO XpaHeHUo WHdopMmauuM o pesynbTaTax
OENCTBMS CUCTEM OMepauVoHHOTO YrpaBrieHWsl MepcoHanoM U paboTbl
CTPYKTYPHOro nodpasaeneHus

Heobxoammble yMeHust KoHTponupoBaTb npouecchl ynpaeMeHWs nepcoHanom noapasaeneHui,
onpeaenaTb UX pesynbTaTVBHOCTb U BbISBMSATL (DAKTOPbl OTKIIOHEHWUI OT
MIaHOBbIX NMapaMeTpPoB

Paspa6atbiBaTh nporpammbl AOCTWKEHUS Lienei U onepaTtMBHOMO peLleHns
3afad noapasaeneHuit

AHanusvnpoBatb, paspabatbiBatb U 0oopMnATE  AOKYMEHTbl MO
onepaTMBHLIM NpoLeccam 1 Ux pesynstatam

MpoBoauTb ayanT KaApoBbIX MPOLLECCOB, NpoLeayp, 0hopMIEHUs KaapOBbIX
AOKYMEHTOB 1 [JOKYMEHTOB MO YNpaBfeHWIo NepcoHanom

KoHTponupoBaTtb pacxogoBaHue 61o0)KeToB Ha nepcoHarn

OdopMrisiTb AOKYMEHTbI MO OMepauMoHHOMY YMpaBrieHWI0 MepPCoHanom U
pa6oTe CTPYKTYpHOro noapasgerneHus, npegocTasnsemble B
rocyaapcTBeHHble opraHbl, NpeacTaBuTerbHble opraHbl paGoTHUKOB

ObGecneuvBaTb  [OOKYMEHTAUMOHHOE  COMPOBOXAEHWE MO  CUCTEMaM
OMEepauUMoHHOro  yrpaBlieHUs1 MepcoHarioM U paboTe  CTPYKTYpPHOro
noapasgeneHus
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OpFaHVI3OBbIBaTb XpaHeHne OOKYMeHTOB B COOTBETCTBUU C Tpe6OBaHI/IF|MI/I
TPyaoOBOro M apxuMBHOro 3akoHOAATelbCTBa Poccurickon CDe/J,epaLu/lM 7
JTOKalnbHbIMW aKTaMn opraHmnsauunm

KoHTponmpoBaTh UCMOSHEHWE AOrOBOPOB MOCTABLUMKOB YCyr Mo BOMpocam
nepcoHana

MpousBoauTb 3aKynoyHble npouedypbl, OMOPMASTE W aHanM3npoBaTb
3aKyMOYHYH0 JOKYMEHTaLMIo

MpoBoOuUTb MeperoBopbl W MPeACTaBnATb MHTEpPechbl OpraHM3auuM B
rocygapCTBEHHbIX oOpraHax, npodgeccUoHanbHbIX Co3ax W ApYrux
npeacTaBUTENbHBIX OpraHax paboTHWKOB MO BOMpocam nepcoHana

BecTtun genosyto nepenncky

Bectn ydqyeT un permctpauyno JOKyMEeHTOB B VIH(*)OpMaLI,VIOHHbIX CcucremMax n Ha
MaTepuarnbHbIX HOCUTENAX

Pabotatb ¢ I/IHCbOpMaLI,MOHHbIMM cuctemamm 1M 6asamMmm  AaHHbIX MO
nepcoHany n cucremam onepaunoHHOro ynpasiieHNUA nepcoHaromMm mn pa60Te
CTPYKTYPHOIro nogpasaerneHus

CobntogaTb HOPMbI 3TUKM OEMOBOro 0bLLeHus

Heobxognmble 3HaHMSA MeToab! ynpasneHns passutmem n dP@EKTUBHOCTLIO OpraHn3auumn, MeToabl
aHanusa  BbINOSIHEHUSA  MMaHOB U MporpaMM,  ornpefeneHns  ux
3KOHOMUYECKoN 3adPdPEKTUBHOCTH

MeToabl oueHKK pa6OTbI CTPYKTYPHbIX no,u,pa3p,eneHvu7|, pe3ynbTatoB Tpyaa
nepcoHana

MeToabl nposeaeHus ayguta n KOHTpOnnnunHra onepaTtuBHbIX
ynpaslieH4eCKUX npoweccos

dopMbl 1 cUCTEMBI MaTepuanbHOrO U HeMaTepuaribHOTO CTUMYIIMPOBaHWMS
Tpyaa nepcoHana

OcHosBbl LOOKYMEHTauMOHHOIo obecneyeHust

Mopsinok ocpopMreHusi, BeOEHUs1 U XpaHeHUs1 JOKYMEHTauUMn no cuctemam
OMEepaLMoOHHOro  yrpaBeHns MepcoHariom opraHu3auumM u  pabote
CTPYKTYPHOro noapasaeneHus

Mopsigok chopMupoBaHusl, BedeHuUs GaHka [OaHHbIX W MPELOCTaBIEHUs
OTYETHOCTM MO CUCTEMaM OMepaLMOHHOro YNpPaBneHUss MepcoHanoMm U
paboTe CTPYKTYpHOro nogapasaeneHus

HopmaTuBHble MpaBoBble akTbl, PErynupylowne npaea U 06S3aHHOCTM
roCy4apCTBEHHBIX OPraHoOB W OpraHu3auuMu Mo NpeaoCTaBlIeHU0 YYEeTHOW
JOKYyMeHTaumm

Mopsigok  MpoBedeHMs  3aKynmodHbiX — npouedyp W odopMrieHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

Monutuka ynpaslieHnAa nepcoHariomMm 1 counarnbHada NnofinTuka opraHn3auum

OpFaHVI3aLI,VIOH HO-LUTaTHaA CTPYKTypa opraHm3auunm
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LleJ'II/I N cTpaTterna pa3Bnutna opraHm3aumn

BuaHec-nnaH n GuaHec-nNpoLecchl opraHn3aumum

TpyooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, codep)kallue HopMbl TPYAOBOro
npaea

OcHosBbl ApXMBHOIo 3aKoHogaTeslbCTBa M HOPMAaTUBHbIE MNpPaBOBble aKTbl
Poccunckon d)e,qepau,vm, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBblI MUrpaumMoHHOro 3akoHogaTenbcTtBa Poccuiickon Pepepaunn, B
4YacTu MpUBMEYEHMS U TPYOOYCTPOWCTBA MHOCTPAHHBLIX rpaxaaH u nuy, 6e3
rpagaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akoHOOaTesnbCTBa B obnactn ynpasneHua
nepcoHanomM " oTBETCTBEHHOCTU AOJTMKHOCTHbIX L

3akoHopaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTuBHbIE OOKYMEHTbl OpraHn3auum B obnactu ynpasrneHua
nepcoHanom

Mopsanok 3aknoyeHnst 4oroBopoB (KOHTPaKTOB)

Hopmbl 3TMKK AenoBoro oblueHns

Baszosble OCHOBBbI NMHopmaTuku, CTPYKTypHOE nocTpoeHve
WMHPOPMALIMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMU

Lpyrne xapakTepucTmkm -

3.8. O60o6LeHHasa TpygoBas pyHKUUS

CrtpaTernyeckoe ynpasneHve nepcoHanom YpoBeHb
HanmeHoBaHne Kopg H 7
opraHusaumm KBanudukauum
I'Ipomcxomm%Hme . 3anMcTBOBaHO
0000 EeHHON TpyaoBOM OpwurunHan X W3 OpUrMHana
dyHKLUMN
Kopn PernctpaunoHHbIn
opuruHana HoMep
npodeccnoHarnbHOro
cTaHpapTa

Bo3moxHble HanmeHoBaHMS | Buue-npeangeHT no ynpaeneHunio NnepcoHarnom

JOImKHOCTEeN, npodeccui [upekTop no nepcoHany

OupekTop No ynpaeBneHuno nepcoHanom

3amecTuTenb reHepanbHOro AMpekTopa no ynpasneHuo nepcoHanomM

KoHcynbTaHTINOC
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TpeboBaHusa Kk Bbiclwee obpasoBaHue - cneynanuteT, MarucrTpatypa

ob6pasoBaHuio 1 0byyeHunio | [lononHuTensHoe npodeccuoHanbHoe obpasoBaHme - NporpamMmbl
npodeccuoHarnbLHON NepenoaroToBkM B 006MnacTy ynpasrneHnst nepcoHanom,
CTpaTerM4eckoro 1 onepaumoHHOro ynpaseHnsi, SKOHOMMWKWN OpraH13auny;
nporpamMmbl NOBLILLEHNS KBanudmkaumm B 06r1actu ynpasneHums
nepcoHanom, crpaTerMyeckoro 1 onepaunoHHOro ynpasneHus

Tpe6OBaHVIﬂ K OnbITy He meHee nATM neT B obnactu ynpasrieHnAa nepcoHasrioM Ha pykoBoAALLMNX
I'IpaKTVI‘-IeCK017I pa60TbI AOOJTXHOCTAX

Ocobble ycnosusa gonycka K
paboTte

Lpyrne xapakrepucTunkm -

[lononHuTenbHble XapakTepUCcTUKK

HanmeHoBaHWe OOKYMeEHTa Kog HanmeHoBaHue 6a3oBon rpynmnbl, 4OMMKHOCTM (Npodeccun)
Unu cneumansHOCTU
OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamu v Tpy4OBbIMW OTHOLLUEHUAMU
EKC - 3amecTuTenb AnpekTopa no ynpaBneHntio NnepcoHanom
OKMAaTP 24063 MeHepxep no nepcoHany
3.8.1. Tpynosas pyHKUMSA
Pa3paboTka cuctembl cTpaTernyeckoro YpoBeHb
HanmeHoBaHVe | ynpaBneHus nepcoHanom opraHusauum Kog H/01.7 | (nogypoBeHb) 7
KBanudmkaumm
MpoucxoxageHne TpygoBon 3ammcTBOBaHO
P A PYA OpwurunHan X
dyHKUMN 13 opurnHana
Kopn PernctpaunoHHbIn
opurnHana HoMmep
npodeccnoHarnbHOro
cTaHgapTa
TpynoBble 4eNCTBUSA AHanu3  ycrnewHbIX  KOpMOpaTWMBHbIX  MPaKTMK MO OpraHu3aumm
cTpaTerm4eckoro ynpaeneHus nepcoHanom opraHusauun,

OpraHM3aLMOHHOro NPOEKTMPOBaHNS U B3aUMOAENCTBUS NoapasaeneHmnn

lMocTaHoBKa cTpaTern4eckmnx Luenen B ynpasrieHun nepcoHasriom

PaspaboTtka koprnopaTvBHOW MNOMUTWUKK, MMIAHOB, Nporpamm, npouesyp u
TEXHOJOrMI NO YNpaBreHNo NepPCoHaNom

Pa3paboTka KoprnopaTWBHOW KynbTypbl M COLMANbHOW MONUTUKU, CUCTEM
MOTUBaALMW, 3PEKTUBHOCTM, OLLEHKM 1 Pa3BUTUSI MepcoHana

CDOpMI/IpOBaHI/Ie CUCTEeMbl onJaThbl N opraHn3auun Tpyna
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Pa3paboTka opraHM3aUMOHHON CTPYKTYpbl, MraHMpoBaHUe MoTpeGHOCTU B
nepcoHarne opraHusaumm

Paspabotka nporpamm, NPUVHUMMNOB CTaHgapTusauun, YyHuUdMKaumw,
aBTOMaTtu3auuM MpoLeccoB YMpaBneHus nepcoHanoM u 6e3onacHbIX
ycrnosun Tpyaa

dopmupoBaHue OlogkeTa Ha nepcoHarn, TexHomoruin ayguta paboTbl C
NepcoHanoM 1 KOHTPOJNMHIa

Heobxogumble yYMEeHUA Pa3pa6aTblBaTb cTpaTternn n NnofIMTUKK B ynpasrieHUn nepcoHasriom

Cos3gaBaTb U OMMCbIBaTb OpraHW3auMOHHYHO CTPYKTYPY, Uenu, 3agayu,
YHKLMM CTPYKTYPHbIX NOAPAa3AeNeHnn U OOMKHOCTHbIX fny

MNpUMeHsATb  MeToAbl  YNPaBfeHUs  MEXIUYHOCTHBIMU  OTHOLUEHMSIMMU,
POpMMPOBaAHUS KOMaHA, pasBUTUS §NMOepcTBa UM UCMONHUTENbHOCTH,
BbISIBITIEHWUSI TAaNaHToB, ONpeaeneHnst YaoBNeTBOPEHHOCTH paboTon

Oﬂpeﬂ,eﬂﬂTb N aHanm3mpoBatb BHYTPEHHWE KOMMYHUKaUuun, MoaennpoBaTb
nosegeHne nepcoHana

npeﬂ,CTaBﬂﬂTb MHTEpeCbl opraHm3auunm B rocygapCTtBeHHbIX oOpraHax, BO
B3aUMOAENCTBUMN C I'IpO(*)COIO3aMI/I, MHbIMU MpeacTtaBuUTernibHbIMM OopraHamMu
pa60THVIKOB no Bornpocam nepcoHana

CocTaBnsaTb, paccyMTbiBaTb, KOPPEKTMPOBAaTb WM KOHTPONMUPOBATb CTaTby
pacxofoB OlmKeTOB M (DOHAOB Ha Mporpammbl M MeponpusiTus no
ynpaBneHuo NepcoHanomM opraHu3asmm

MpoBoaWTbL ayanT 1 KOHTPOMMUHI B 0611acTu ynpaBneHus NepcoHanom

Pa3pa6aTblBaTb KOoprnopaTuBHbIE counalibHbl€ NporpamMmmbl

BecTu neperoBopbl MO BOMpocaM  CoLManbHOTO  NapTHepcTBa C
npeacTaBUTENbHBLIMU OpraHamy PaGoTHUKOB

Pa6oTaTb ¢ MHDOPMALIMOHHBIMK cUCTEMaMK U 6azamiy gaHHbLIX MO BOMpocam
ynpaBfeHusi NepcoHanom

OpraHu3oBbiBaTb MEPONPUSATUSI NO obecneYyeHnto BbiNONHEHUS TpeboBaHui
OXpaHbl Tpyga B COOTBETCTBMM C [AEWCTBYIOLLMM 3aKOHOAATENbCTBOM
Poccunckon denepaumm n nokanbHbIMU akTaMu OpraHmsaumnm

OpraHusoBbiBaTh M NPOBOANTL MEPOMNPUATUS C MEPCOHANOM B COOTBETCTBUE
C KOprnopaTnBHOW coLManbHOM NONNTUKOWN

CobntogaTb HOPMbI 3TUKK OENTOBOro 00LeHus

Heobxognmble 3HaHMSA MeToabl ynpaBneHus pasBuTMeM U APMOEKTUBHOCTLIO  OpraHm3aLmu,
aHanmMsa BbINOMIHEHUSA MMaHOB W MporpaMMm,  onpedeneHus  ux
3KOHOMMYECKOM 3hPEKTUBHOCTH

MeToabl oueHkM paboTbl CTPYKTYPHBLIX NoApasgeneHun, pesynbTaTtoB Tpyaa
nepcoHana

MeTonbl NPOBeAEHUs] ayAMTOB, KOHTPOIIMHIA YPaBIEeHYEeCKMUX NMPOLIECCOB
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MeToabl aHanmn3a Konnm4ecTBEHHOro U Ka4eCTBEHHOMO cocTaBa nepcoHana

CucTembl cTaHAapToB Mo GuaHec-npoueccaM, Npodeccusam, HopMbl Tpyaa

Cuctembl, mMeToabl M (*)OprI mMatepuanbHOro w”n HemaTepualibHOro
CTUMYIMpOBaHUA Tpyaa nepcoHarna

MeTogbl aHanmu3a  couuanbHbIX  NporpaMmM U onpefeneHna  ux
9KOHOMUNYECKON 3PEKTUBHOCTH

TexHonorun n MmeToabl POPMUPOBAHUSI U KOHTPOJS GHOIKETOB Ha NepcoHarn

TpeboBaHusA oxpaHbl U 6e3onacHbIX ycnosui Tpyaa

Lienu, ctpaTterusi n kagpoBasi NoNUTUKA OpraH13aumm

OcHoBbI TEXHOMOMMN npon3BoacTBa U OeATENbHOCTU OpraHn3aumnn

OCHOBbI COLMONOrMK, NCUXOSTOTUN N SKOHOMMUKM TpyAda

OcHosBbl ynpaslieHuna counarnbHbIM pa3BuTtnemM opraHmsaymnm

MeToabl NpOBEdEHMSI  COLMONOrMYECKUX  WUCCNEedoBaHWiA,  U3YYeHus
06LLecTBEHHOro MHEHUS

CTpyKkTypa opraHusaumm

TpyaoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, CoAepXallMe HOPMbl TPYAOBOro
npaea

OCHOBbLI apXMBHOIO 3aKoHOOATENbCTBA W HOPMAaTMBHbIE MPaBOBbIE aKTbl
Poccuiickon depepauum, B YacTu BeAeHUs1 OKYMEHTaLMK No NepcoHany

OcHoBbI HanoroeBoro 3akoHogaTtenbcTBa Poccunckon ®enepavinm

OcHoOBbI MUrpauUMOHHOIO 3akoHogaTenbcTBa Poccuiickon dPepepauumun, B
4YacTu MpUBMEYEHNS U TPYOOYCTPOWCTBA MHOCTPaHHbIX rpaxaaH u nuy 6e3
rpaxgaHcTsea

OcCHoBBI aOMUHUCTPATUBHOIO 3aKoHOOaTesNbCTBa B obnactm ynpasJieHUA
nepcoHarioMm n oTBeTCTBEHHOCTU AOJIKHOCTHbLIX NNL,

3akoHogaTenbcTBO Poccuinckon denepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTWMBHbIE aKTbl OpraHuW3auuM B 06nacTu yrpaefieHus
nepcoHanom

Mopsanok 3aknoyeHnss 4oroBopoB (KOHTPaKTOB)

HopMbl 3Tuku genoBoro odLeHus

OcHoBbl  MHGOPMAaTKKK, CTPYKTYpHOE TMOCTPOEHNEe WMHMOPMALIMOHHBIX
CUCTEM 1 0COBEHHOCTM paboThl C HUMK
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Opyrvue xapakrepucTuku -

3.8.2. TpypoBas dyHKUMSA

Peanusauus cuctemMbl cTpaTernyeckoro YpoBeHb
HavmeHoBaHue | ynpaBreHusi nepcoHarom opraHvM3auum Kog H/02.7 | (nogypoBeHb) 7
KBanudukaumm
Mpouncx Hue T BOW UMCTBOBaH
poucxoxaeHue TpyaoBo OpuruHan X 3anmcTBOBaHO
dyHKUMM “3 opurnHana
Kog PernctpaunoHHbIn
opurnHana HoMep
npoceccuoHanbHOro
cTaHgapTa
TpynoBble AencTBus MnaHnpoBaHWe AesaTensHOCTN U paspaboTka MeponpuaTUA NO YNpaBrieHUo

nepcoHarniomMm ana peann3aunm ctpaterm4eckmux uenemn opraHunsauunmn

BHeapeHue MONWTUK, NfaHoB, MporpamMm, npoueayp W TEXHOMOorMin no
ynpaeseHuo NepcoHanom

MocTpoeHWe opraHM3aLMoHHON CTPYKTYPbI C y4ETOM NiaHOBOWM NOTPEGHOCTY
B MNepcoHane W  B3aUMOOEWCTBUS  CTPYKTYPHbIX  MoApasgeneHuii
opraHusaumm

BHeJJ,peHI/Ie n nogaepxaHue KOpﬂOpaTMBHOVI KynbTypbl W” coumnansHon
NOJINTUKKN, CUCTEM MOTUBALINN, SCbeeKTVIBHOCTVI, OUEHKM ”n pas3BuUTuA
nepcoHana

BHe,qpeHvle n nogaepxaHume CuUCTtemMbl opraHm3auunm Tpyga U onnatbl
nepcoHana

YnpaBneHve BHEOPEHVWEM MporpamMM UM MPUHUMNOB CTaHZapTv3auumu,
YHUMKaLMM, aBTOMaTU3auuM MPOLECCOB YMNpaBrieHWs MNepcoHarniom U
Ge3onacHbIX ycrosuii Tpyaa

OpraHusaumsi npoBedeHUst ayauTa W KOHTPOMMMHIa B ynpaBreHun
nepcoHanom

MocTtaHoBKa 3agav pykoBoAUTENAM CTPYKTYPHbIX ﬂO,D,pa3ﬂ,eJ'IeHMl7l,
onpeneneHne matepmarnbHO-TEXHNYECKNX peCypCoB AJ1d UX BbINOJIHEHUA

AHanus OTYETHOCTU MO YNPaBMEHWI0 NepCoHanoM W BbisiBNeHWe pPecypcoB
No yNydlleHNo AeATeNbHOCTM opraHn3aumum

CornacoBaHne  yCrioBWi  3aK/lloYaeMblXx  [OOTOBOPOB MO  BOMpOcam
ynpaBneHusi NepcoHanom

OpransaLu/lﬂ npoBeaeHuna 3akKyno4HbIX npouenyp no sonpocam ynpasrieHUA
nepcoHasnom un Od)OpMJ'IeHI/IFI COFIyTCTBYIOLLl,eIZ OOKyMeHTauum no HUMmMm

dopmmpoBaHmne OrompkeTa Ha nepcoHan, TexHonormm ayauta paboTbl €
nepcoHanom v KOHTPOJSIINHIa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 17.05.2019

MNpumeHeHne Kk paboTHMKaAM Mep MOOLWPEeHUs U AUCUUNIIMHAPHOTO
B3bICKaHMWS

Heobxogumble ymeHus lMponsBoanTb aHanu3 [eATenbHOCTU MO YNpPaBfieHUIo  nepcoHarnom,
pa3pabaTtbiBaTb nokasaTenu adeKTMBHOCTN paboThl

q)OpMI/IpOBaTb nraHbl 1 MEPONPUATUA NO ynpaBrieHNo NnepcoHarioMm

PaccunTbiBaTh Gl0gXeT B 06ractu ynpasneHus nepcoHanom

Onpep,enmb 30Hbl OTBETCTBEHHOCTU paGOTHI/IKOB n ﬂO/J,pa3ﬂ,eJ'IeHV|l7l,
CTaBUTb 3aayvyn PyKOBOOAUTENAM I'IO,El,pa3JJ,EJ'IeHVII7I n obecneuymBaTtb pecypcCbl
ana nx UcnosiHeHuA

KOHTpOJ‘II/IpOBaTb N KOPppPEKTNpOBaTb NCMONMHEHNE nopyquvn?l 1 3aaad

Ynpaensatb aheKTUBHOCTBLIO M BOBEYEHHOCTBIO NepcoHana, ANCUMninHoOn
Tpyaa un cobniogeHmem 6e3onacHbIX yCroBuim Tpyaa

Bectn neperoBopbl MO BOMpocam  couManbHOrO MNapTHeEpCTBa MU
NPeacTaBnsATb WHTEPECHbl OpraHM3auunm B TOCYLAPCTBEHHbIX OpraHax,
npodpeccroHarbHbIX  cot3ax W ApYrvX NpeacTaBUTENbHbIX — OpraHax
paboTHUKOB, M OpraHn3aumsax No Bonpocam nepcoHana

PaboTtatb Cc VIH(bOpMaLI,I/IOHHbIMI/I cuctemamm U 6asamu gaHHbIX MO Bornpocam
ynpasJieHnAa nepcoHariom

MpoBoaWTbL ayanT M KOHTPOMIUHT B 061acTu ynpaBneHus NepcoHanom

dopmupoBaTb ¥ MNPOBOAUTb COUMANbHYH TMOMUTUKY U  couuanbHble
nporpamMmei

Bectn neperosopbl C NOCTaBLWMKaMWU YCIyr no YycrioBusaAM 3akrovaeMblX
Aorosopos

Mpon3BoanTb 3aKynouHble npoueaypbl, OOPMAATE W  aHanM3uMpoBaTb
3aKYNOYHYI0 JOKYMEHTaLMo

CobntogaTb HOPMbI 3TUKK OENTOBOro 0oLeHus

Heobxoanmele 3HaHWSA MeTogbl ynpaBneHus passutmem n ap@eKTUBHOCTLIO OpraHn3auumn, MeToabl
aHanusa BbINOMHEHUA NMaHoB W MporpaMmMm,  onpedeneHns  ux
3KOHOMMYECKOM 3hPEKTUBHOCTU

OpraHusauusi ynpasneHnsi pasButMemM opraHnsaumm

Teopvwl ynpasrieHuA OpFaHI/I3aLI,VIeIZ, nonnTUKa n ctparterna ynpasleHnd
nepcoHanom

MeToabl aHanusa BbINOMHEHUA NMAHOB W 3adad, onpedeneHna  ux
9KOHOMUNYECKON 3PEKTUBHOCTH

MeToabl oueHKM, pe3yrnbTaToB 1 3EKTUBHOCTM Tpyaa

MeToabl BHepeHnA CUCTeMbl yrnpaBlieHNna nepcoHalnom

OcHoBbl paboTbl N0 NpodopueHTaumnm
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MeToamkn NNaHMpoBaHms 1 NPOrHO3NPOBaHWUS NOTPeBHOCTH B NepcoHane

LleJ'Il/I, cTpaTteruna pa3Bnutmna n Ou3Hec-nnaH OopraHmnsauunmn

Teopun n metoabl opmmpoBaHuto bpeHaa opraHnsaumm

TpeboBaHusi oxpaHbl U 6e30nacHbIX YCroBuiA Tpyaa

MeToaunkn paspaboTku 1 BHeOPEHUSs NOKanbHbIX HOPMATUBHbBIX aKTOB

MopsAooK 3aKmioYeHWss TPYOOBbIX [OTOBOPOB, PErynvpoBaHWsl TPYOOBbIX
crnopos

OcHOBbI  COLMOMNOrMN, MNCUXOSIOrMK, 3SKOHOMMUKMN Tpyoa W ynpaselieHUA
counanbHbIM pa3BnUTUEM OpraHn3aunn

MeToabl npoBedeHWs  COLMOMOMMYECKMX  UCCRedoBaHWW,  U3YyYeHus
o6LecTBEHHOro MHeHus

TexHonorMy npoBedeHUst ayauTa W KOHTPOMSMHIA B ynpasneHuu
nepcoHanom

Mopsaok  MNpoBedeHMs  3aKynodHbiX — npouedyp W odopMreHus
COMyTCTBYIOLLIEN AOKYMEHTaLUM

TexHonorMn, cTaHgapTM3aums, yHUMKauus, aBToOMaTM3auus NpoLEeccoB
ynpaesieHusi epcoHanom

CTpyKkTypa opraHusaumm

TpynoBoe 3akOHOAATENbCTBO M MHbIE aKTbl, COAEpKaLLMe HOPMbl TPYAOBOrO
npasa

OCHOBbI apXMBHOIO 3aKOHOOATENbCTBA U HOPMATMBHbIE MPaBOBbIE aKTbl
Poccuiickon ®epepauuu, B YacTu BeAeHUsI LOKYMEHTAL MM NO NepcoHany

OcHoBbI Hanoroeoro 3akoHogartenbcTBa Poccuinckon degepavmm

OcHOBbI MUrpauUMOHHOro 3akoHogaTenocTBa Poccuiickon depepauumun, B
YacTu NPUBNEYEHUSA U TPYOOYCTPOMCTBA MHOCTPAHHbIX rpaxgaH un nuy 6es
rpaxkgaHcTea

OcHoBBI aAMUHUCTPATUBHOIO 3akoHoOaTesibCTBa B obnactm ynpasrieHusa
nepcoHarioMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NNL,

3akoHogaTenbcTBO Poccuinckon egepauumn o nepcoHanbHbIX 4aHHbIX

Mopsanok 3aknoyeHnst 4oroBopoB (KOHTPAaKTOB)

JlokanbHble HOpMaTMBHbIE aKTbl B obnactn ynpasrneHuna nepcoHasriom

HopMbl 3TMku genoBoro obLeHus

basoBsble OCHOBbI VIH(bOpMaTI/IKVI, CTPYKTYpPHOE NOCTpOEHNE
VIH(bOpMaLJ,I/IOHHbIX CUCTEM N 0COBEHHOCTH paGOTbI C HUMIA
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Opyrvue xapakrepucTuku -

3.8.3. TpynoBas dyHKUmMSA

AAMVHNCTPUPOBaHME NPOLECCOB U YpoBeHb
HaumeHoBaHve | A0OKyMeHTOOGOpOTa No cTpaTernyeckomy Kog H/03.7 | (nogypoBeHb) 7
ynpaBneHuo NEPCOHaNom opraHusauum KBanudumkaumm

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
DyHKLUMN

nrnHan
Op a n3 opurnHana

Kopg, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccnoHarnbLHoro
cTaHgapTa

TpyaoBble AencTBMSA AHann3 npoLeccoB AOKYMEHTOODOOpPOTa, MOKamnbHbIX [LOKYMEHTOB MO
BONpocaMm YynpaBreHus nepcoHanoMm, 6usHec-npoLeccoB opraHusauuu,
yOOBNETBOPEHHOCTU NepcoHana

[okymeHTaunoHHOe odopMIIeHe pe3ynbTaToB YNpPaBIieHNs MepCcoHanom,
ero aygura, paboTbl CTPYKTYPHbIX NogpasgeneHnmn

[loKyMeHTaLMOHHOE U OpraHM3aUMOHHOE COMPOBOXAEHWE CTpaTernyeckoro
ynpaBreHusi NepcoHanomM 1 paboTbl CTPYKTYPHbIX NoapasaeneHuni

MoaroToBKa NpeAnoXeHun No pasBUTUIO CUCTEM YNpPaBreHUs NepcoHarnom,
No HeoBXOOUMbIM KOPPEKTUPYIOLMM U MPEBEHTUBHLIM MepaM U Mo
NOBbILLEHNI0 3PDEKTUBHOCTU PaboTbl CTPYKTYPHbIX NoApasaeneHuii

KoHTponb npoueccoB B obnactu ynpaeneHuss nepcoHanom u paboThbl
CTPYKTYPHbIX — MOApa3fdefieHuil, CpaBHEHME W aHanu3  MpOoLLEeCcCOoB,
pe3ynbTaToB YNpaBfieHYECKUX MEPONpPUATUIA, onpedeneHne akTopoB,
BbI3bIBaOLLNX OTKMOHEHWNE OT NMIAHOBbLIX NOKasaTenen

CornacosaHve u KOHTpPONb O0roeBopoB no BonpocamMm W cuUctemMam
CTpaTerm4eckoro ynpabneHua nepcoHanom u pa60Te CTPYKTYPHbIX
noapas,qeneanZ, opraHu3auua npouenyp nNo Ux 3akn4eHunto

MoproToBka pes3ynbTaToB aHanv3a COOTBETCTBUS OpraHusauuMm u onnarbl
Tpy4a nepcoHana ycreLlHbIM KOpropaTMBHbIM NpakTUKam

BbinonHeHne TpeGoBaHUiA MO XpaHeHUo WHdopMmauuM o pesynbTaTax
OeNCTBMS CUCTeM CTpaTermyeckoro yrpaeIieHUst nepcoHariom U paboTbl
CTPYKTYPHbIX NOApasaeneHuii

Heobxogumble ymeHust AHanuanpoBatb, paspabaTtbiBaTb 1 0OPMISATb JOKYMEHTHI MO NpoLeccam u
pesynbTataM  ynpaBfeHWss nepcoHanom u  paboTe  CTPYKTYPHbIX
nogpasgeneHun

MpUMeEHSATL MeToAbl aHanun3a GUsHec-NPOLIECCOB OpraHn3aLm

Onpepenste nNporpaMmbl  OOCTMXKEHUSI LUENerl U pelleHus  3agad
nogpasgeneHun
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MpoBoaWTbL ayauT CUCTEMbI YNPaBIEHNst NepPCOHAaNoM

HPOBO,D,VITI: KOHTPOJITMHI CUCTEMBbI yNpaBJieHNA NepCcoHariom

KoHTponupoBaTtb OlogxeT Ha nepcoHan W ynpaBrneHue pacxogamum Ha
nepcoHan

OpraHu3oBbIBaTb COMPOBOXAEHWE [OrOBOPOB MO BOMPOCAM YrpaBfieHus
nepcoHarnoM, BKrovas npeasapuTenbHble NpoLeaypbl Mo UX 3aKMioUYeHNIo

OpraHMSOBbIBaTb 3aKyrno4yHble npouenypesbl, OCbOpMﬂﬂTb n aHann3npoBaTb
3aKyno4HYH OOKYMEHTauuto

KOHTpOJ’II/IpOBaTb N aHanumsnmpoBaTb BOMNPOCblI couMaribHOro napTHepcTBa,
00roBopbl NOCTaBLUMKOB yCnyr

MpoBoOWTb MEperoBopbl W MPEACTaBnATb WHTEPEechbl OpraHvM3auuM B
rOCy4apCTBEHHBIX  OpraHax, MpogecCUOHanbHbIX COo3ax W ApYrux
NpeacTaBUTENbHLIX OpraHax paboTHWMKOB WM opraHusauusix Mo Bonpocam
nepcoHana

Bectn genosyto nepenncky

Pabotatb ¢ I/IHCbOpMaLI,MOHHbIMM cuctemamm 1M 6asamm  AaHHbIX MO
nepcoHany, cucremam ynpasJieHuA nepcoHanom n opraHunsauunmn
OEATENTbHOCTU CTPYKTYPHbIX nop,pasp,eneHMVl

Ob6ecneunBatb KagpoBoe [AenonpovM3BOACTBO M OOKYMEHTAUWOHHOEe
COMPOBOXJEHNE MNPOLECCOB MO yMpaBrieHWio nepcoHanom wu pabote
CTPYKTYPHbIX NoapasaeneHui

OpraHu3oBbiBaTb XpaHEHWE AOKYMEHTOB B COOTBETCTBUMM C TpeboBaHWUsIMU
TPyOOBOro M apxvMBHOIO 3akoHogaTenbctBa Poccunckon depepauum wu
noKanbHbIMW akTaMu OpraHnsauum

CobntogaTb HOPMbI 3TUKK OENOBOro 00LeHus

Heob6xoavmble 3HaHKA KopriopaTuBHasa kynbTypa, couuanbHas nonuTvka, CUCTembl MOTUBALIMK U
3P DEKTUBHOCTU YNpPaBreHUsi NepCcoHanomM

MeTtopabl ynpasneHus passmutuem U apPeKTUBHOCTLIO opraHu3aLmm, MeToabl
aHanu3a BbINOMHEHMA  MMaHoB UM nporpaMmmM,  onpefereHns  ux
9KOHOMUNYECKON 3PEKTUBHOCTH

MeTogbl npoBedeHVs1 ayauTa, KOHTPOSsS OmnepaTUBHbIX YrpaBrieHYeCcKmX
NPOLLECCOB, COLMONOTMYECKUX UCCIEeA0BaHNI

BuaHec-nnaH n 6VI3HeC-I'IpOLI,eCCbI opraHmsauunm

BrogxeTHoe npoekTupoBaHne

Opransau,MOH HO€E NMpoeKTupoBaHue

dopmbl, MeTOObl UM CUCTEMbl MaTepuanbHOro U HemaTtepuarnbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

Cuctemsl cTaHaapToB no BGusHec-npoueccam, npodeccusim
(cneumanbHOCTAM), HOPMbI TPyAa
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MeToabl aHanmn3a Konnm4ecTBEHHOro U Ka4eCTBEHHOMO cocTaBa nepcoHana

Kanposaﬂ NoNMMTUKA opraHmnsauunm

Mopsinok dopmupoBaHusi, BeaeHWs OaHka AdaHHbIX W NpeaocTaBreHuUs
OTYETHOCTM MO CUCTEMaM yNpaBrieHUs NEepPCOHanoM 1M paboTe CTPYKTYPHbIX
nogpasgeneHun

OcHoBbl LOOKYMEHTaUuMOHHOIo obecneyeHus, nopAaokK Od)OpMJ'IeHMH
LO0OKYMEHTOB, npegocTtaBlideMblX B rocygapCrtBeHHble OopraHbl,
I'IpO(*)eCCVIOHaJ'IbeIe CO03bl, OOLLECTBEHHbIE opraHunsauumn

Llenu n cTpaTerus passutusi opraHmsaumu

Mopsigok  MpoBedeHMs  3aKynModHbiX  Mpouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLUM

HopmaTuBHble npaBoBble aKkTbl, Perynupyloline npaea W 06SA3aHHOCTM
rocy4apCTBEHHbIX OpraHoB W opraHu3auuMu Mo NpeaocTaBreHuo YYeTHOW
AOKyMeHTaumn

CTpykTypa opraHmsauum W  BakaHTHble  JOMKHOCTM  (nmpodpeccum,
cneunanbHOCTK)

TpyooBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, CoAepKallne HopMbl TPYAOBOrO
npaea

OcCHOBbI apXMBHOFO 3aKOHOAATeNbCTBA U HOpPMAaTMBHbIE MPaBOBbIE aKThl
Poccuiickoin Penepaunm, B YacTu BeAeHUsI AOKYMEHTaUMK Mo nepcoHany

OcHoBbI HanoroBoro 3akoHogaTensctea Poccuinckon Pegepaumm

OcHoBbI MUrpaLMOHHOro 3akoHogaTenbcTBa Poccuiickoit denepauuu, B
YyacTu MNpUBMEYEHUs U TPYAOYCTPONCTBA MHOCTPaHHBIX rpaxaaH u nuu 6es
rpaxaaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHOOATENbCTBa B obnactu ynpaslieHuA
nepcoHasrnioMm " oTBETCTBEHHOCTU OOJKHOCTHbIX J11L

BakoHogaTenscTBO Poccuiickon defepaumm o nepcoHarnbHbIX AaHHbIX

NokanbHble HOPMAaTWUBHbIE akTbl OpraHM3auuM B OBnacT ynpasrieHus
nepcoHanom

MopsiAoK 3aKnoYeHUst OroBopoB (KOHTPaKTOB)

Hopmbl 3TVKM genosoro obLueHns

basosble OCHOBbI MH(bOpMaTI/lKI/I, CTPYKTYpPHOE NOCTpOEHNE
VIH(bOpMaLJ,I/IOHHbIX CUCTEM N OCOBEHHOCTH pa60TbI C HUMIK

[pyrue xapakTepucTuku -

IV. CBeneHns 00 opraHusaumsix - paspabotymnkax
npodeccnoHanbHOro craHgapTa
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4.1. OTBETCTBEHHAs OpraHM3aums-paspaboTymk

Obuwepoccuiickoe 06beauHeHne padotogaTtenen "PoCcCcUMACKMI COHO3 NPOMBbILLITEHHUKOB U
npegnpuHumaTtenen”, ropog Mocksa

cnonHutenbHbin Buue-npesnaeHT Kysbmud Omutpuin Bnagummposmy

4.2. HanmeHoBaHusa opraHm3auun-paspaboTymkos

1| AHO "HaunoHanbHOe areHTCTBO pa3BuTua kBanudukauuin”, ropoq Mocksa

2| Accoupnaunums (Cotos) "Accoumnaums KOHCynbTaHTOB No nogbopy nepcoHana", ropog Mocksa

3| M'pynna HeadHunter, ropog Mockea

4 3A0 "KPOK MHKOPMOPEWTEN, ropoa Mocksa

5| IndopmaumoHHo-aHanuTuyeckunii LeHTp "Kagposbii [losop", ropog Mocksa

6| MI'O "OMNOPA POCCUI", ropog Mockea

7| MexxgyHapogHasi accouumaums AenoBoro cotTpyaHuyecTea, ropod Mockea

8| HOYY AOMNO "NHcTuTyT NnpodeccrmoHanbHoro kagposuka”, ropog Mockea

9| HIM "Accounaumsa Esponenickoro 6usHeca", ropog Mocksa

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

11| HM "MexayHapoaHbii anbsiHe "Tpyaosast Murpaums”, ropog Mockea

12| HM "HaumoHanbHasa accounauunst ooUCHbIX CNELManMCToOB U agMUHUCTPATUBHBLIX pabOTHUKOB",
ropog Mocksa

13| HIM MHO "Accoumnaunsa meHemxepos Poccun", ropog Mocksa

14{ HM CYP3 "HaumoHanbHasa koHdeaepaums "Pa3Bntre YenoBeyeckoro kanutana", ropog Mockea

15{ OAO "BOHX" (TAO BBLU), ropog Mockea

16{ OAQO "Tasnpom HedTb-HoBOCKMOMpPCK", ropoa HoBocmGupck

17| OAO "O6beanHeHHasn cygocTpouTenbHas koprnopauums”, ropog Mocksa

18{ OAO "PXL", ropoa Mockea

19| OAQ "CaxanuH OHepmxun NHBecTtmeHT KomnaHn", ropog, KOxHo-CaxanuHck

20| OAO "TatHedTb" Mmenn B.[0. WawwuHa, ropoa KasaHb

21| OAO "Hay4Ho-npoussoacTBeHHoe 06beanHeHne "Hayka", ropog Mockea

22| O0O0 "LG Electronics Rus", ropog Mocksa
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23| O0O0 "BbusHec MNMcuxonorn SHL Russia & CIS HIM", ropog Mocksa

24/ OO0 "UT-CK", ropog Mockea

25| 000 "Nykonn-UrxuHnpuHr", ropoa Mocksa

26| OO0 "OKB 3enut", ropog Mocksa

27/ 000 "Metponuym TpenguHr", ropoq Mocksa

28| OO0 "Monwurpad-3awmra”, ropog Mocksa

29/ O0O0 "LleHTp kagpoBbix TexHonormi - ObyyeHne. Ctaxxuposku. TpygoycTtponcteo”, ropog Mocksa

30| Poccunckoe npepctasutenbctBo "Coleman Services UK" ("Koynman Cepsucns”), ropog Mockea

31| Toproso-npomeiLneHHas nanata Poccuickon ®egepauun, ropod Mocksa

32| dIre0Y BIMTO "MockoBCcKuIN rocygapCTBeHHbIN yHUBepcuTeT nmeHn M.B. llomoHocoBa", LLkona
AvipekTopa no nepcoHany, ropoa Mockea

33| IOy BIMO MCY, ropog Mockea

34| oIrbQOY BINO M3CW, ropoa Mockea

35| ®Ir60Y BIMO Cubumpckuin rocyaapcTBeHHbIA YHUBEpPCUTET nyTen coobuieHus (CIYTC), ropoa
HoBocunbupck

36| dI'BY "Hay4Ho-nccnegoBaTenbCkMi UHCTUTYT Tpyaa v coumansHoro ctpaxoBaHus" MuHucTepcTea
Tpyda u coumanbHom 3awmTel Poccunckon ®egepaumm, ropog Mocksa

37| ®Ir'Yr "Mouta Poccun", ropoa Mocksa

38| ©K "Ypancub", ropog Mockea

<1> O6LLEPOCCUNCKNI KNaccUUKaTop 3aHSATUN.
<2> O6LLepoCcCUNCKNn knaccurkaTop BUAOB SKOHOMUYECKOW AEATENBbHOCTH.

<3> EauHbIn KBaNMMUKALUMOHHBIN CNPaBOYHUK OOIMKHOCTEN pyKoBOAUTENEW, crneuuanucTtoB U ApYrux
Cny><aLlmx.

<4> Ob6Lwepoccuncknii  knaccudpmkatop npodpeccuii paboumx, OOMKHOCTEN CnyXawmx UM TapUdHbIX
pas3psaoB..
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