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I. O01He cBejeHUA

YripaBieHue nepcoHaoM OpraHu3aLyy 07.003

(HanMeHOBaHYe BUZIa IPO(eCCHOHANTBEHOM e TeTbHOCTH) Kog,

OcHoBHas 11e/1b BU/ja TTPo(eCccoHabHOM esiTe/IbHOCTH:

Ob6ecneuenrie 3¢heKTUBHOTO (GYHKIIMOHUPOBAHUS CUCTEMBI YIIPAB/IeHUs TIePCOHAIOM [I7Isl JOCTH)KEHUS 1ie/iel
OpraHu3aLyu

['pynmna 3aHATHII:

1212 Ynpasstolye TpyL0BbIMU pecypcamu | 2423 CreianucTel B 00/1acTi mozi6opa u
WCII0/Ib30BaHK epcoHasa
2424 CrieramcTel B 006/1aCTH MOATOTOBKU | - -
Y pa3sBUTHA [lepcoHasa
(xop OK3) (HaMeHOBaHue) (xoz OK3) (HauMeHOBaHUe)

OTHeceHue K BHUIaM 9KOHOMUUECKOM AedaTe/JIbHOCTHU:

(kom OKB2/) (HauMeHOBaHWe BUJa SKOHOMUUECKOM /1eATelTbHOCTH)







II. Onucanue TPyAOBBIX (DYHKIHI, BXOAAIINX B MPo¢eccHoHAMbHBIN cTaHAApT (PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHoOHATBHOM IeATe/TbHOCTH)

O600111eHHBIe TPYA0BbIe HYHKLIUN TpyzoBble QYHKIMU
yYPOBEHb
Ko yYPOBEeHb (moxypoBeHb
HavMeHOBaHUe KBa/MMQUKall HauMeHOBaHHe KOZ )
A 14151 KBa/M(uKaLll
15151
A | JokymeHTallMioHHOE 0OecrieueHre 6 BezieHvie oKyMeHTaLMu 110 YYeTy U ABWKEHUIO TlepCoHasa A/01.6 6
paboTHI C TIepCOHAIOM Pa3paboTka THMOBBIX ()OPM JOKYMEHTOB T10 YUeTy U IBW)KEHHIO A/02.6 6
TiepcoHara, COrpoBOsKAeHHe MpoLeAyp 0popMIIeHHs TPYA0BbIX
OTHOLLIEHUH
A JIMMHHCTpUpPOBaHKeE TMPOLIECCOB M IOKYMEHTO000pOTa I10 yUeTy 1 A/03.6 6
JIBIDKEHUIO MIepCOHasa, Npe/CTaB/IeHUI0 JOKYMEHTOB IO MepCOHay B
roCyZiapCTBeHHbIe OpPraHbl
B | [esiTelbHOCTH 1O 00ecreueHu o 6 C6op nHbopMaruy 0 TOTPeOHOCTSIX OpraHU3al|K B TIepCOHase B/01.6 6
NepCcoHaIoM [Touck, mpuBieueHye, moAboOp 1 0TOOP MepcoHana B/02.6 6
AJIMUHUCTpPHPOBaHKE TIPOL[eCCOB 0becrieueHUsl TepCoOHAIoM 1 B/03.6 6
COOTBETCTBYIOLIEro JJOKyMeHTO0o0opoTa
C |esTenbHOCTB IO OLIEHKE M aTTeCTaluu 6 Opranusanus ¥ NpoBefieHre OLeHKU TlepCcoHasa C/01.6 6
repcoHasa Opranu3sainus ¥ NpoBefieHre aTTecTaluy repcoHasa C/02.6 6
AMUHYCTpHpOBaHUE TIPOLIECCOB MPOBeleHUs OL|eHKU U aTTeCTaliuu C/03.6 6
TepCoHasia ¥ COOTBETCTBYIOIIEr0 JOKYMEHTO000pOTa
D |/ledaTe/bHOCTB IO pa3sBUTHIO [IepCOHasa 6 Opranusanus 1 NpoBefieHre MepOoNpUATHAN 10 Pa3BUTHIO U D/01.6 6
TIOCTPOEHHIO MpohecCroHaTbHON Kapbephl IepcoHasa
Opranu3aiusi 00yueHus TiepCcoHara D/02.6 6
Opranusanus afantalyy U CTaXXKUPOBKHU IepCcoHasa D/03.6 6
AIMUHHCTPHUpPOBaHUE TIPOLIECCOB Pa3BUTHS U MOCTPOEHUS D/04.6 6
nipodecCrOHaNbHOM Kapbepbl, 00yueHus, afanTaliy, CTaXXUPOBKU
TiepCoHasIa ¥ COOTBETCTBYIOIIETO JOKYMeHTO0000poTa
E |[edaTesbHOCTh 110 OpraHU3aLyvu Tpya 6 Opranu3sanus orviaThel Tpy/ia epcoHasia E/02.6 6
Y OIUIaThl [IepCcoHana AJIMUHUCTpHpOBaHKe IIPOLIeCCOB OpraHyu3aluu TpPy/a, OIIaThl E/03.6 6




TiepCoOHasa ¥ COOTBETCTBYIOIIEro JOKYMeHTO000poTa

HesATembHOCTH MO0 (POPMHUPOBAHUIO Pa3paboTka KOPIOpaTUBHOW COLIMATLHOM TTOJTUTHKH F/01.6 6
KOpITOpaTHBHOM COI[MabHOU Peasnu3aiiysi KOpnopaTUBHOM COLMabHON TTOTUTUKY F/02.6 6
TTO/TUTAKH AIMUHUCTpPYPOBaHKe NIPOLeCCOB KOPIOPAaTUBHOW COLIMAIbHOU F/03.6 6
TIOJTUTHKY U COOTBETCTBYIOIIETO JOKYMeHTO000pOTa
OrneparLoHHOe yripaBjieHue Pa3paboTka CUCTEMBI OTIEPAIIMOHHOTO YIIPaB/IeHUs TIePCOHAIOM U G/01.7 7
MepPCOHAJIOM U CTPYKTYPHBIM paboToii CTPYKTYPHOTO Mo/ipa3fiesieHrst OpraHu3aliiu
rozipasjesieHieM OpraHusaruu Peanv3ariusi oreparjioHHOTO yTIpaBJ/ieHUsl epCOHaIOM U paboTbl G/02.7 7
CTPYKTYPHOTO MOApa3/iefieHrs OpraHu3alun
Pa3paboTka 1 corpoBoyKzeHue Tipoijecca U(poBU3aLUd U G/03.7 7
aBTOMAaTH3alMy yTpaB/eHUs IepCOHAI0M
AIMUHHCTpPHUpPOBaHUE TIPOLIECCOB OINEepPaLlOHHOrO YIpaB/eHuUs G/04.7 7
TepCcoHaIoM U paboToM CTPYKTYPHOTO TIOZpas/iesieHusi OpraHu3aLliy 1
COOTBETCTBYIOIIIET0 JOKyMeHT0000poTa
Crtparervueckoe yripaBJjieHUe Pa3paboTka crcTeMbl CTPaTerMueCcKoro yrpaB/ieHHs IepCOHaIoM H/01.7 7
NepCOHAIOM OpraHu3aliu
Peanusanys cucteMsl CTpaTernyeckoro yrpasJjeHUs IepCcoHaaoM H/02.7 7
AIMMHUCTpUpPOBaHKE TPOLIeCCOB CTPAaTErnuyecKoro yrpasjieHus H/03.7 7

MepCcoHa/iOM U COOTBETCTBYIOLLIET O AOKYMEHT006OPOT8




IT1. XapakTepucTHKa 00001[€eHHBIX TPYAOBBIX (QyHKIHIA

3.1. O6o01eHHas TpyAoBasa PyHKIusA «J0KyMeHTaLIOHHOEe 00ecreueHre paboThI ¢ MepPCOHATIOM»

HaumeHoBaHue

IokymeHTal[oHHOe obecrieueHre paboThI
C MepCcoHaIoM

YposeHb

Ko A KBa/mMuKaum

IMpoucxosxaeHre 0600IIeHHOM
TPyZAOBOU HyHKIUN

3auMMCTBOBaHO U3

OpuruHan X
OpUrvHama
Kon PerucrpaijioHHbIi HOMep
OpWTHMHA npocecCcOHaNIBLHOTO
a CTaHJapTa

Bo03MO)KHBIE HAUMEHOBAHMUSI
JO/DKHOCTeH, rpodeccuit

CneLManucT 1o oopM/IeHUIO TPY/I0BbIX OTHOLLIEHUM
CrieruaimeT 1o J0KyMeHTaIllMOHHOMY obecrieueHHIo repcoHasia
CnejuanucT 110 repcoHaty

CneyyasauycT 1o Kazpam

TpeboBanus K 06pa30BaHMIO
1 00y4eHuto

CpezHee ripodeccroHaIbHOe 00pa3oBaHKe — MPOTPAMMbI TIOATOTOBKU
CMEL[UA/TMCTOB CPE/IHETO 3BEeHA U JIOTIOJIHUTEIbHOE MPO(heCcCHoHaIbHOe
obpa3oBaHue — MPOrpaMMmbl MPoheCcCHoHaTLHOM MePeroAroToBKYA B 00/1aCTH
yTIpaBJIeHus! IEPCOHAIOM WM B 00/1aCTH JOKyMEHTAIL[HOHHOTO 0becrieueHust
paboTHI C TIepCoOHAIOM

W

Briciiee obpa3oBaHue — 6akamaBpuat

111

Beiciiee obpa3oBanHue (HempoduibHOe) — OaKaJaBpHaT U JOTIOTHUTETbHOe
nipodeccroHabHOEe 00pa3oBaHKe — MPOrpaMMbl IPodeCcCOHAMbHON
TeperioirOTOBKY B 00/1aCTH yTIpaB/IeHHs IIePCOHAIOM WK B 00/1acTH
JIOKyMeHTal[OHHOTOo obecrieueHyst paboThl C IepCOHAIOM

TpeboBaHus K OMBITY
TIPAKTHUeCKO paboThI

He meHee Tpex jieT B chepe yripaB/ieHHs IepCOHA/IOM TIPH HAJIMUKH CPeJHEro
npodeccCroHaIFHOTO 00pa30BaHUs U AOTIOTHUTEILHOTO TTPOGheCCHOHATBEHOTO
obpa3oBaHus — MporpaMM mpodecCcuoHaTbHOM MepernoroToBKYU B 061acTu
yTIpaBJIeHus! IEPCOHAIOM WK B 00/1aCTH JOKyMEHTAIL[HOHHOTO 0becrieyeHust
paboTHI C TIepCOHAIOM

Oco0bble yc/ioBUs JOTTyCKa K
paboTe

[pyrue xapakTepucTUK1

|,Z[Ol'[OJ'IHI/IT(EJ'HaHbIe XdPaKTePUCTHUKHU

HanMeHoBaHHe [0KyMeHTa Ko HanmeHoBaHve 6a30B0M TPYIIIbI, AO/DKHOCTH (TIpOdeccrm)
WU CTieLuaJbHOCTU
OK3 2423. Crier[uanmucThl B 00/1aCTH TI000pa U UCII0/Tb30BaHUs
repcoHasa
ETKC nwm EKC CneryaaicTt 1o Kazpam
MeHexep 110 TilepCcoHany
OKIIOTP 26583 Cnenuyaayuct 1o Kagpam
OKCO 2016 5.38.03.03 YmipaByieHue miepcoHaIoM
5.38.03.02 MeHe>KMeHT

3.1.1. TpypoBas QpyHKIuUsA




Bepnenve fokymeHTalMu 110 yyeTy U YpoBeHb
HaumeHoBaHue A AOKY B ydaery Kop A/01.6 P 6

JBWKEHHUIO TIepcoHaa KBaTMUKALIH
IMpoucxosxaeHre 06001IeHHOM 3aMMCTBOBAHO U3

N OpuruHan X
TPYJOBOH OYyHKIH OpUTHHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a CTaHJapTa

TpyZoBbIe elCTBUSA

C60p ¥ TIpOBepKa JTMYHBIX JOKYMEHTOB pabOTHUKOB

KoHcybTHpoBaHue pabOTHHUKOB T10 BOIIpocaM o) opMIIeHHsT TPYAOBbIX
OTHOILIeHUI

OdopmiieHre JOKYMEHTOB, PeriaMeHTUPYIOIIUX TPY/[0Bble OTHOILIEHUS C
KOHKDPeTHbIM pabOTHUKOM

[MoaroToBKa 1 odopmiieHue 110 3arpocy pabOTHUKOB U JO/DKHOCTHBIX JTHL]
KOIWH, BBIMKMCOK M3 KaJJpOBbIX JOKYMEHTOB, CIIPABOK, MH(OPMALIUX O CTaxe,
NbrOTax, TapaHTHUsX, KOMIIEHCAIIUSIX ¥ UHBIX CBeJIeHUl 0 pabOTHUKAX

Bbijlaya pabOTHUKY IOKYMEHTOB O ero TPYAOBOMU ZiesiTeTbHOCTH

IloBeneHue 10 cBeieHHsI paOOTHUKOB OpPraHM3allMOHHBIX, PAaCHIOPSIAUTETbHBIX U
Ka/IPOBBIX JJOKYMEHTOB OpraHU3aLuu

BeneHue yueTa, mpelyCMOTPEHHOTO TPYZOBBIM 3aKOHOZATe/IbCTBOM PocchiicKou
denepauyu

Perucrpanus, yueT, oriepaTHBHOe XpaHeHHe KaZIpOBbIX JOKYMEHTOB, MO/rOTOBKA
VX K CZjaue B apXvB

PaboTa B KOPIIOpaTUBHBIX U BHEIITHUX WH()OPMAIIMOHHBIX CUCTEMaX U
WCIT0/1b30BaHKe 1[U(POBLIX CEPBUCOB, BLITIOMHSIONMX QYHKIUN BeeHuUs
JIOKyMeHTaLWu 110 JB)KEHUIO U yUeTy repcoHasa

HeobOxopumbie ymeHust

IToKyMeHTHUPOBaTh TPYZOBbIe OTHOIIEHHS Pa3/IMYHbIX KaTeropuii pabOTHUKOB U
CTielMaibHbIX CyObeKTOB TPY/ZOBOTO MPaBa B COOTBETCTBUU C JeMCTBYHOIIUM
3aKOHO/IaTebCTBOM Poccutickoii Pefiepaiiyu, periaMeHTamMu (CTaHjapTaMK)
JIOKyMeHT0000poTa opraHu3aliu

BBISIB/IATE OIIMOKY, HETOUYHOCTH, UCTIPAB/IEHUST U HEIOCTOBEPHYH0 MH(OPMAIHIO
B JIOKyMEHTax, OrpeAe/isiTh MOJIMHHOCTD MpeACTaBIeHHbIX JOKYMEHTOB

PaboTaTh cO crielan3upoBaHHbIMK MH(OPMALIMOHHBIMUA CCTEMaMH U
LM(pOBBIMY CEPBUCAMU T10 BE/IEHUIO yueTa U [IBIKEHUIO TIepCoHasa

BecTH [e/10ByIO TIepemUICKY, 10KyMeHTO000pOT, peryiaMeHTHPOBaHHbIN
3aKoHO/IaTebCcTBOM Poccuiickoit Peziepaliu B 00/1aCTH TPYAOBLIX OTHOIIIEHHUH,
¢ pabOTHHKAMU, BHEIITHUMU KOHTPAreHTaMH U rpakKAaHaMu

Ob6ecrieunBaTh coOMOAeHNe TpeOOBaHHM 3aKOHOZATe/TbCTBA PoccuiicKoi
®deniepaii ¥ KOPIIOPAaTUBHBIX ITOIUTHK B 00/1aCTH 00pabOTKM MepCoHaTbHBIX
JTAHHBIX Y KOH(MUEHI[Ua/IbHOW UH(POPMALIUN

Co0J1r0/1aTh HOPMBI 3THKH /1€JI0BOTO OOIIIeHMS

Heobxoaumble 3HaHUS

[Topsimok oopMieHus:, BeleHUs] U XpaHeH!s! JOKyMEHTOB 10 0()OPMJIEHHIO
TPY/0BBIX OTHOLIIEHUH, 10 yIIpaB/JIeHUI0 [IepCOHATIOM B COOTBETCTBUU C
TpebOBaHUSIMU 3aKOHO/IaTe/IbCTBa Poccutickoli dezepaliunt U KOPIIOPaTHBHBIMU
MOJINTUKaMHU

Lenu 1 3ajauu OpraHu3aliyMy 1o MOCTPOEHUI0 CUCTeMbI 0(pOPMJIEHUS TPY/IOBbIX
OTHOILICHUI

TapudHo-KBaMMPUKaLIMOHHBIE CITPABOYHUKH PaboT U ripodeccuii pabounx u
KBaTM(PUKALIMOHHbIE XapaKTePUCTUKU JIOJDKHOCTeHN CITysKallluX,




ripoeccroHabHbIe CTaHZAPThI

CrieLianu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIUPPOBBIE YCIYTU U
CEepPBUCHI 110 BeJIeHUIO yueTa U JBWKEHUIO MepcoHasna, FPaHULbl UX PUMeHeHUs!

OCHOBHbIe METPUKY M aHAJIMTUUECKHE CPe3bl B 00/1aCTH /IBI)KEHUS U yUeTa
repcoHasa

[MTopsinok oopMeHusl yCTaHOBIEHHBIX 3aKOHO/laTe/IbcTBOM Poccuiickoi
Desepaliuy (POPM OTYETHOCTH B FOCYAaPCTBEHHbIE OpraHbl

TpeboBanus 3akoHO/aTe/ILCTBA Poccuiickoit dezeparuu 1o ohopmMiieHHo
TPYZOBbIX OTHOLLIEHUM, BOMHCKOMY y4eTy, YBeZJOM/IEHUIO U Npe/ICTaB/IeHUI0
OTYETHOCTH B TOCYaPCTBEHHbBIE OPraHbl CTeldabHbIX KaTeropuii paboTHUKOB:
MHOCTPaHHBIX pabOTHUKOB U /L] O3 rpaKAaHCTBa, MHBAINOB, JIML], UMEFOIIUX
rapaHTHM U JIbIOTbl, yCTaHOBJIEHHbIE 3aKOHOZATe/IbHO, U APYTHX CllelManbHbIX
KaTeropum

HopMaTuBHbBIe TpaBOBbIe aKThl, OTIpe/ie/istolirie HOPMbI TPYZOBOTO TIpaBa
Poccutickoii @efeparyu

3akoHozaTenbcTBO Poccuiickoit deneparyiy 06 MHAUBUYATbHOM
(mepcoHU(ULIMPOBAHHOM) yueTe B CUCTeMe 00s13aTe/IbHOr0 TTeHCHOHHOTO
CTpaxoBaHUs

3akoHojaTenbCTBO Poccuiickoit dezepalivii 0 epCOHAMbHBIX JaHHBIX

JlokanbHble HOpMaTHUBHBIE aKThl OpraHK3al[|H, PeryIUpyoLre MopsaoK
oopmieHHsI PaCMOPSAUTENIbHBIX U OPTaHM3al[MOHHBIX JOKYMEHTOB TI0
repcoHany, oOpM/IEHUIO TPY/IOBBIX OTHOILIEHUIA

[TpaBusia BeJieHUs [1e/I0BOM MepenucKy

Hopwmbl 3THKY /1e710BOTO 00IIieHust

Oco0bble yc/1oBUs JI0TTyCKa K
paboTe

[pyrue xapakTepucTUKU

3.1.2. TpypoBasi pyHKIHA

HaumeHoBaHue

ITpoucxosxaeHue 06001eHHOM
TPY10BOM QYHKI[UH

Pa3paboTka THIOBBIX (OPM JOKYMEHTOB
I10 y4eTy U JABWKEHUIO I1epCOoHa/la YpoBeHb
yuery u i p g Kox | A/02.6 P 6
COIPOBOJKZeHMe MpoLeAyp 0QpopMIeHNs KBaM(UKALH
TPY/ZOBbIX OTHOLLIEHU
3aMMCTBOBaHO U3
Opurunan X
OpUrvHana
Koz PerucrpauyoHHbIéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

TpyoBbie felcTBUS

Pa3paboTKa MpoeKTOB JIOKa/IbHbIX HOPMAaTHUBHBIX aKTOB OpPraHU3aliuy,
peryJMpyIUX TPYAOBbIe OTHOIIEHHUs

Pa3paboTKa MpoeKToB JOKYMEHTOB 10 0()OPMJIEHUIO TPY/JOBBIX OTHOLLIEHU C
KOHKPeTHBIM PaOOTHUKOM

[ToaroToBKa npe/i0)KeHui 1Mo ONTUMHU3aLUry (OpM JOKYMEHTOB U
ubpOoBU3aIK JOKYMEHTO000pOTa OpraHu3alyy B 006/1acT 0popMyIeHHs
TPY/IOBBIX OTHOLLIEHU

[ToAroToBKa NMPOEKTOB JOKYMEHTOB I10 MpoLielypaM yrpaB/ieHus [IepCOHAIOM,
ydeTa U JBU)KeHUs IepCcoHasa




[ToAroToBKa 1o 3aMpocy rocy/JapCTBeHHbIX OPraHOB, Mpe/ICTaBUTE/IbHbIX
OpraHoB pabOTHHUKOB OPUTHHAJIOB, BBLIMTHMCOK, KOTHI JJOKYMEHTOB U
rpeJioCcTaB/ieHYe B 3/IEKTPOHHOM BU/ie CBeJIeHUH, perjaMeHTUPYIOLLIUX
TPY/I0Bble OTHOLLIEHUSI ¥ UMEIOIIUX OTHOLLIeHUe K perjiaMeHTal[uu TPY/10BbIX
OTHOIIEeHUH

[ToAroTOBKa 3arpoCcoB B ITOCy/lapCTBeHHbIE OPraHbl U CTOPOHHUE OpraHu3aluu
TSI TIOITBEPXK/I€HUS CBeJleHUl B MHTepecax pabOTHUKOB U paboToaTesist

[ToaroroBka yBeOM/IEHUM, OTYETHOM, CTaTUCTUYECKON U aHAINTUUECKOU
vHGopMaLyy 10 0()OPM/IEHHIO TPYAO0BBIX OTHOILIEHUI

HeobOxopumbie ymeHust

PaboTaTb CO crieraaM3upoBaHHbBIMUA HH()OPMALIMOHHBIMY CUCTEMaMH,
L{M(POBBIMU YCIyraMy U CepBUCaMHU T10 BeJJeHUIO yueTa U JBU)KEeHUIO
repcoHasa, COPOBOXKEHUIO TPYA0BbIX OTHOLIIEHUI

AHanu3upoBaTh JI0KabHbie HOPMaTHUBHBIE aKThI U JOKYMEHTHI 110 0(DOPMJIeHHO
TPY/ZOBbIX OTHOLIEHWH, (POPMUPOBATh MPeJIOKEHUs TI0 UX aKTyaau3aluu U
YJIyULLIEeHUIO

OnpezensTb CTPYKTYPY M COZlep>KaHue, TOTOBUTh MPOEKThI HOPMAaTUBHBIX
JIOKYMEHTOB U [JOKYMEHTOB 110 0()OpPMJ/IEHHIO TPYA0BbIX OTHOLLIEHUI

OdopmsIATh Ka/IpoBble JOKYMEHTHI B COOTBETCTBUM C TPeOOBAHUSIMU
3aKoHolaTebcTBa Poccutickoit defepalivu 1 I0KaabHBIMA HOPMaTUBHBIMU
aKTaMu OpraHu3aLiu

ObGecreurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATETbCTBA POCCHIICKOM
®eiepariyii, KOPIIOPAaTUBHBIX IMOMTHK B 00/1aCTH 00pabOTKH IMepCoOHaTbHBIX
JlaHHBbIX U KOH(UAeHIMaIbHOW MH(pOpMaLUr

Bectu fenoByro repenucky

CobstofaTh HOPMBI 3THKH JIeJIOBOTO 00ILeHHsT

Heobxoumble 3HaHUs

HOpMaTI/IBHLIe IMPpaBOBLIE€ dKThI, OIpee/drolire HOMbI TDYJOBOI'O IpdBd

OCHOBBI apXMBHOI'0 3aKOHO/IaTe/IbCTBA U HOPMATHBHBIE [TPaBOBbIE aKThl
Poccwuiickoii @efepauyu B 061act oopmiieHus1, BeJileHHs1 U XpaHeHHsI
JIOKYMEHTOB 110 0()OPMJ/IEHUIO TPY/IOBBIX OTHOLLIEHUM

3akoHo/aTenbCTBO Poccuiickoit Pezepaliu 00 MHIUBHUYaTEHOM
(mepcoHM(pULIPOBAHHOM) yueTe B CUCTeMe 00s13aTe/IbHOr0 TIeHCHOHHOTO
CTpaxOBaHUs

[Mopsizok oopmiieHNst TIEPBUUHBIX JOKYMEHTOB /151 1iejiel OyXranTepcKoro
yueTa B chepe odopMieHUs TPYJOBBIX OTHOLLIEHUI

TapudHo-KBaMbUKaLMOHHBIE CTIPABOYHUKH paboT U mpodeccuii pabounx u
KBa/IM(PUKAIIMOHHBIE XapaKTePUCTUKH 0/DKHOCTeN Cy KallluXx,
ripoeccrioHa/bHbIE CTaHZAPTHI

TexHosior N1, METOJAbI U METOUKU ITPDOBEJEHUA dHA/IN3d 1 CUCTEMATHU3dlIN
AOKYMEHTOB 1 I/IHd)OpMaL[I/II/I

3akoHoaTenbCTBO Poccuiickoi defepaliiy 0 mepCOHAMbHBIX JaHHBIX

Llenu v 3ajauy OpraHU3aliy 10 MOCTPOEHUI0 CUCTEMbI 0OPMIIEHHS TPYAOBbIX
OTHOILICHUI

JlokanbHble HOpMaTUBHBIE aKThI OPraHM3al[uK B 00/1acTh ohopMieHust
pacropsiiuTeIbHbIX U OpraHU3alMOHHBIX, UH(OPMAIIMOHHO-CIPAaBOYHbIX
JIOKYMEHTOB, PeryJIMpYIOIIUX TPYZOBbIe OTHOLIEHUS

CrieLianu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIMPPOBBIE YCIIYTH U
CEpPBUCHI 110 BeJIeHUI0 YueTa U JBWKEHUIO IepcoHasa, FPaHULbl UX IPUMeHeHUs!

OcCHOBHbIE METPUKH U aHA/TUTUUECKHe CpPe3bl B 00/1aCTU JBW)KEHUS U yueTa
repcoHasna

[TpaBusia BefieHUs [1e/I0BOM MepernucKy




Hopwmbl 3THKH /1e710BOT0 00IIeHust

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.1.3. TpypoBas pyHKIHA

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOU HyHKIUH

AJIMWHUCTpYPOBaHMe TPOLIeCCOB U
JOKyMeHTO000pOTa 110 yUeTy U
YpoBeHb
HaumeHoBaHue JBIDKEHHUIO MIepCOoHasa, NpejCcTaB/IeHUI0 Kog A/03.6 6
KBa/MPUKaIuu
JIOKYMEHTOB 110 TIepCOHaNy B
roCcyiapCTBeHHbI€ OpraHbl
3aMMCTBOBaHO U3
OpuruHan X
OpUrvHama
Kon PerucrpaliioHHbI HOMep
OpUTHHA npodeccroHaNBEHOTO
a cTaHgapTa

TpyzoBbIe felCTBUSA

Opranusauysi JOKyMeHT0000pOoTa 110 yueTy 1 IBM)KEeHHIO MepcoHasia

Opranusanys npe/cTaBieHys JOKYMEHTOB 110 TIePCOHaNy B rOCY/japCTBEHHbIE
OpraHbl

[ToaroToBKa yBefOM/IeHU, OTUETHOM, CTaTUCTUUECKON U aHAJTMTUUECKOMN
rH(MOpMalyH TI0 TTIepCOHaTy

[MoaroroBka nHGOpPMALMK O 3aK/IFOUEHUH TPYA0BOTO UK TPaXk/JaHCKO-
MPaBOBOTO JJOTOBOPA Ha BhIMOJ/IHeHHe PaboT (0Ka3aHue YCIIyT) C TPaKAaHUHOM,
3aMeIIalIIUM [JOJDKHOCTH TOCYJapCTBEHHOM WM MYHULIMTIATBHON CITyKOBI,
repeueHb KOTOPBIX YCTaHABIUBAeTCsl HOPMAaTUBHBIMU MMPaBOBbIMU aKTaMH
Poccurickor @efepanyumn

HeobOxopymbie ymeHust

OdopmsiTe yueTHbIe JOKYMEHTHI, IpeioCTaBisieMble B TOCY/JapCTBEHHbIe
OpraHbl, TIPeZICTaBUTe/TbHbIE OPraHbl PAOOTHUKOB

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBHUHU C TPeOOBaHUSIMU
3aKoHozaTenbCTBa Poccurickont defepaniyy 1 I0KanbHbIMYA HOPMAaTUBHBIMU
aKTaMW OpraHu3aLuu

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, LIM(POBLIMU YC/IyraMy 1
CepBHCaMH I10 BeJJleHHIO yueTa Y IBWKEeHHUIO NlepcoHaa

PabotaTb ¢ MH(MOPMAIL[MOHHBIMUA CCTEMaMH LIU(PPOBLIMU YCIyTaMU U
CepBHCaMH I10 BeJJleHHI0 CTaTUCTUUeCKOW M OTUeTHOM MH(OPMaLMU U aHAJTUTUKU
T10 N1epCoHaIy

dopmupoBaTh NpeJiIoXKeH s TI0 aBTOMaTU3aLvy ¥ LI(POBH3aL{K MPOLeCCOB U
JOKyMeHTO000pOTa 10 YUeTy U JBIKEeHHIO TIepCOHasa, JOKYMEHTOB T10
TiepCoHasy /s IpeJiCTaB/IeHusl B FOCyJapCTBeHHbIe OpraHbl

AHanusupoBaTh NIpaBUIa, MpoLelyphl U MOPSAOK, peryupyroliye rpasa v
00513aHHOCTH rOCy/IapCTBEHHBIX OPraHOB M OPraHK3al[|K 10 Borpocam obMeHa
JIOKyMeHTaLl1el 110 epcoHany

Ob6ecrieunBaTh cOOMIOIeHEe TpeOOBAaHHM 3aKOHOZIATe/TbCTBA PoCcuiicKoi
®desrepaiiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH IMepCOHaTbHBIX
JIAHHBIX ¥ KOH(MUAEHI[Ha/TbHOW UHPOPMALIUN

BecTu fienoByro nepenucky

CobmroiaTh HOPMBI 3THKH [1e/I0BOTO 00IIIeHusT

Heobxoumble 3HaHUs

TEXHOJIOFI/II/I, MeTObl U METOAMKH TTIPOBEAECHUA dHA/IM3d U CUCTEMdTU3dLUU




JIOKyMEeHTOB ¥ UH(QOpMaLU

OCHOBBI JOKYMEHTO000POTa U JOKYMEHTAIJMOHHOTO 00ecrieueHust OpraHu3aljiu

OpraHu3zaloHHas CTPYKTypa OpraHu3aLuu

TapudHo-KBaMUKaIMOHHBIE CIIPABOYHUKK PaboT u mpodeccuii paboumnx u
KBa/IM(PUKALIMOHHbIE XapaKTePUCTUKU JO/DKHOCTEN Cy KalllKX,
nipodeccrioHabHble CTaHAAPThI

CrieLijvanu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIU(PPOBBIE YCIIYTH U
CEepPBUCHI 110 BeJIeHUI0 yueTa U JBYKeHUIO [TepCoHasa, FPaHuLbl UX IPUMeHeHUs!

OCHOBHbIE METPUKU M aHAJTUTUYECKHE CPe3bl B 00/1aCTH JBW)KEHUS U yUueTa
riepcoHasa

HopmatrBHbIe TIpaBOBbBIe aKThI, pETy/TUPYIOIIYe paBa U 0053aHHOCTH
roCy/JapCTBEHHBIX OPTaHOB, MPE/ICTaBUTE/IbHBIX OPraHOB PAOOTHUKOB I10
Mpei0CTaB/IEHUI0 YUETHOM OKYMeHTaLUuU

HOpMaTI/IBHLIe IMPpaBOBLIE€ dKThI, OIpee/drolire HOMbI TDYJ0BOI'O TIpdBd

OCHOBBI apXMBHOT'O 3aKOHO/IaTe/TIbCTBA M HOPMAaTHUBHBIE TTPABOBbIE aKThl
Poccutickori ®@efepaiiuu B 06/1aCTH BeIeHUs JOKYMEHTALIMH 110 TIepCOHaTy

3akoHogaTenbCTBO Poccuiickon ®efepauyy 0 MepCOHAMbHBIX JaHHBIX

JIokanbHBIe HOpMATHBHBIE aKThl OPraHM3auy B 006/1acTH 0pOpMIeHHS
pacropsiiUTeNbHbIX U OpraHW3alOHHBIX, UH(OPMalJMOHHO-CIIPaBOYHbIX
JIOKYMEHTOB, pery/JupyrIIUX TPYZOBble OTHOLLEHMUS

[IpaBusia BefjeHUs [1€7I0BOM TTePenuCKU

Hop™mbI 3THKH /1e/10BOTO OOIIIeHUS

Oco6ble yC/IoBUS AOITyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.2. O600meHHast TpyAoBas GPyHKIHA «/]esATe/TbHOCTH 10 00eCIeueHHI0 epCoOHAIOM»

HanmeHoBaHue

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOU HyHKIUH

HesirenibHOCTB 110 06ecTieueHn o Ko B YposeHb 6
TIepCOHAIOM A KBa/TM(UKALIMH
OpruHan X 3aMMCTBOBaHO U3
OpHrMHaia
Kon PerucrpaliioHHbI HOMep
OpUTHMHa npodeccroHaNBEHOTO
a cTaHziapTa

Bo3Mo)KHBIE HAUMEHOBaHMS
JO/DKHOCTeH, rpodeccuit

Crieiyaiuct 1o oAOopy mepcoHana
CneljManucT 110 nepcoHany
Menexep 110 riepcoHany

TpyzoBbIe 1elCTBUS

TpeboBaHus K 06pa30BaHHUIO
1 00y4eHuto

Briciiee obpa3oBaHue — 6akanaBpyaT

W

Beiciiee obpa3oBanue (HermpoduibHOe) — 6aKasaBpHaT U JOMOTHUTETbHOe
nipodeccroHanbHOe 00pa3oBaHKe — MPOrpaMMbl podecCOHaNbHON
Tepero/iIrOTOBKU T10 HalpaB/IeHHUsIM /lesiTe/IbHOCTH 110 00ecrieueHuro
TIepCoHaIoM

TpeboBaHUs K OTBITY
TIPaKTUYeCKOi paboThbl

Oco6blIe yc/IoBUS AOITyCKa K
paboTe




\/Z[pyme XapaKTepPUCTUKU

,D;OHOJIHI/ITEJIBHLIG XdPaKTePUCTHUKHU

HanMeHoBaHHe [0KyMeHTa Koz HanmeHoBaHre 6a30B0i TPYTIIbI, O/DKHOCTH (TIpodeccrm)
WU CTel[uaJbHOCTU
OK3 2423. CrieLjyamMCcThI B 00/1aCTH TI000pa U UCII0/Ib30BaHKs
riepcoHasa
ETKC niu EKC CrieLuanucT no Kagpam
MeHeKep 110 IepCoOHATy
OKIIOTP 26583 Cnenyaauct 1o Kaapam
OKCO 2016 5.38.03.02 MeHe)KMeHT
5.38.03.03 YmipaB/ieHue nepcoHaaoM

3.2.1. TpypoBas pyHKIUA

HaumeHoBaHue

ITpoucxosxaeHue 06001eHHOM
TPY10BOM QYHKI[UH

C6op nH(bopMaLuH 0 TOTPeOHOCTSIX Ko B/OL6 YpoBeHb 6
OpraHv3aly B TIepcoHare 4 ' KBa/M(UKLH
OpruHan X 3aMMCTBOBaHO U3
OpWTMHana
Koz PerucrpauyoHHbiéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a cTaHzapTa

TpyZoBbIe 1elCTBUS

dopmupoBaHue repeuHell BAKAHTHBIX U TVIAHUPYEMBIX K YKOMIIEKTOBAHUIO
Io/pKHOCTeH (Tipodeccuid, crieliiabHOCTe ) opraHu3alyn

®opMupoBaHUe CaMOCTOSITeTbHO U (U/IM) COBMECTHO C PYKOBOAUTEIEM
COOTBETCTBYIOLLETO TM0/ipa3zienieHrst TpeOoBaHUM K BAKAHTHOM JO/DKHOCTH
(npodeccun) 1 UX KOppeKLUs

AmnHasu3 pbIHKa Tpy/a U TiepCcoHaa OpraHu3aliy 10 MPodUII0 BaKaHTHOM
JIO/KHOCTH (TIpodeccud, CrieliaibHOCTH)

WudbopmrpoBaHue ¥ KOHCYTbTUPOBaHUE PYKOBOUTe el To/jpa3fesieHuil 1
OpraHu3al[|y 110 BOMPOCAM PhIHKA TPYZa U 00ecrieueHus TiepCOHAIOM

Heobxomvmbie ymMeHUst

Cobupatb, aHaIM3UPOBATh M CTPYKTYPUPOBATh WHGMOPMaLyio 06 0c00eHHOCTSIX
OpraHu3aLuy paboT Ha pa3/IMuHbIX yUacTKaxX MPOU3BO/CTBA ¥ HA KOHKPETHBIX
pabourx MecTax C y4eToM Liesiel, 3ajiay, TUIaHOB M CTPYKTYPhl OpraHr3aliu

Cobupath, aHaIM3UPOBATh U CTPYKTYPUPOBATh HHGMOPMaLyio 06 0cOOeHHOCTSIX
¥ BO3MOJKHOCTSIX TIePCOHAa/Ia OPraHU3aLiu

Cobupath, aHaIM3UPOBATh U CTPYKTYPUPOBATh MHGMOPMalyio 06 0COOeHHOCTSIX
PBIHKA TPY/ia, BK/IFOUasi MPe/JI0MKEHHUS YCIIYT T10 TIOMCKY, TPUBJIEUEHHUIO,
roz6opy u oTbopy mepcoHasa

PaboTath B MHPOPMAI[MOHHBIX CUCTEMaX, UCTIOIb30BaTh [U(POBLIE YCIIYTH U
CepBUCHI TI0 cOOpY, aHa/IM3y U CTPYKTYPUPOBAHUIO TIOTPeOHOCTU OpraHK3al[iu B
Kazipax

dopMUpoBaTh Mpe/IoXKeHUs TI0 aBTOMaTU3aluy ¥ LU(POBU3aLIUH OTieparivii 1
nporieccoB cbopa NMoTpeOGHOCTH B TiepCoHase

KoHcynbTHpoBaTh COTPYAHUKOB U PYKOBOZWTeE/IEN OpraHu3aliiy 1o BOIpocam
pbIHKa Tpy/Ja U obecrieueHus TiepCOHAIOM

Ob6ecrieurBaTh COO/TFOZIEHNE TpeOOBaHUI 3aKOHOZATeTbCTBA POCCHICKOM




®esiepariiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH MMepCoOHaTbHBIX
JIAHHBIX ¥ KOH(MUEHI[Ha/TbHOW UH(POPMALIUN

BecTu fienoByro nepenucky

CobmroiaTh HOPMBI 3THKH [1e/I0BOT0 00IIIeHus

Heobxogumble 3HaHUs

TexHonoruu, MeTo/ibl U METOJVKH NPOBe/IeHUs aHa/lu3a U CUCTeMaTH3aln
JIOKYMEeHTOB 1 UH(OopMaLiu

[Topsifok oripesiesieHNsI MePCTIEKTUBHOM U TeKYyIllel ToTpeOHOCTH B IepcoHare

VcTouHnku obecrieueHus OpraHr3aljy 1nepcoHa/ioMm

Opranu3ariysi paboT Ha Pa3/IMUHBIX YYacTKax MPOU3BO/ICTBA, OpPraHU3alliy,
oTpaciv

OO111e TeHIEHIMK Ha PhIHKE TPY/ia B I1€JIOM U B OT/Ie/TbHOM OTpac/iy,
KOHKDeTHOM Tpodeccuu (I0/MKHOCTH, CTel[daTbHOCTH)

OCHOBBI IICUXOJIOTUM U COLJUOJIOTHUHU TPYJdad

OCHOBBI SKOHOMMUKH, OPI'dHU3dLIMN TPYyOdd U YIIDAB/I€EHUA

TapudHo-KBaMbUKALMOHHBIE CTIPABOYHUKH paboT U mpodeccHii pabounx u
KBa/TM(PUKAIIMOHHBIE XapaKTePUCTUKH J0/DKHOCTeN Cy KallluXx,
ripoeccrioHa/ibHbIE CTaHZAPTHI

HOpMaTI/IBHLIe IMMpaBOBbI€ dKThI, OIpeessdrolire HOMbBI TDYAO0BOI'O IpdBad

OCHOBBI apXMBHOT'O 3aKOHO/IaTe/IbCTBA M HOPMATHUBHBIE TTPABOBbIE aKThI
Poccuiickoii @ezepaiiuu B 00/1aCTH BefieHHsT JJOKYMEHTAI[|H 110 TIepCOHATy

3akoHogaTenbCTBO Poccuiickor ®efepaly 0 MepCOHAMbHBIX JaHHBIX

JIoKa/ibHble HOpMAaTHUBHbIE aKThl OpPraHH3aluy, PeryIHpyoLiye MOpsiIoK
noi0opa repcoHana

CrieriuaiM3upoBaHHble HH(OPMAaLMOHHbIE CUCTEeMBI, LU POBbIe YCAYTU U
CepBUCHI B 00s1acTH 0OecrieueHus IepCOHAIOM, TPAHUIIBI UX TTPUMEHeHHsT

OcHOBHBIE METPHUKU B obmactu Ho,q60pa n 0T6opa KdHAWOATOB Hd BAKAHTHEIE
AO/DKHOCTH IJId obecrieueHus HOTpe6HOCTI/I B I1€pCOHaJIe

[TpaBusia BeJjeHus1 [1eJI0BOM TIeperucKu

Hopwmbl 3THKY /1e710BOTO 00IIeHusT

Oco0ble yc/1oBUs OTTyCKa K
pabore

Jpyrue xapakTepuCcTUKU

3.2.2. TpypoBasi QyHKIHA

HaumeHoBaHue

[TpoucxosaeHre 0600IIEHHOM
TPYZA0BOU (HyHKLUU

[Touck, npuBIeueHue, moAbdOp U oTbop YpoBeHb
Kog B/02.6 6
repcoHasna KBa/TU(UKAINN
3alMCTBOBaHO 13
Opurunan X
OpWruHamna
Kon PerucrpalivioHHbIN HOMEp
OpHUTHHA rpodecCroHaIbHOTO
a cTaHzapTa

TpyzoBbIe felCTBUSA

[Touck Bo BHYTPEHHUX U BHEIITHUX UCTOYHMKAX UH(OPMAaLIUY 0 KaHAWJaTaXx,
COOTBETCTBYIOIIMX TPeOOBAHMSAM BaKAaHTHOM IO/DKHOCTH (TIpodheccHH,
CTeLMaIbHOCTH) U UHBIM TIOTPeOHOCTSIM OpraHK3al[iK B TTepCOHaJIe

Pa3melrieHue cBe/ieHUI 0 BaKaHTHOM J0/DKHOCTHU (TIpodeccuu, crieljuaabHOCTH)
B CpeJICTBAaX MaCcCOBOM MH(OpMAIWH, Crieldai3UPOBaHHBIX pecypcax v
cepBHcax




Br160p croco60B 1 MeTO/IOB MPUBJIeUEHHS TIepCOHaIa B COOTBETCTBUU C
TJlaHaMHU ¥ OTPaHUYeHUsIMUA OpraHr3aluu

C6op, corocTaBneHe, CTPyKTYpUpPOBaHKe U NIPOBepKa WHGOPMaLy 0
KaH/M/jaTaX Ha BaKaHTHbIE [JOJDKHOCTH (Tpodeccu, crielidaibHOCTH)

[TpoBenenue cobecesioBaHMil 1 BCTPeU C KaHAW/laTaM{ Ha BaKaHTHbIE
JIOJDKHOCTH (Tpodpeccuy, CrieljuabHOCTH), U3BellleHre KaH u/iaTa U HaHUMareJis
0 pe3y/bTaTax cobece/joBaHus (BCTPeUH)

Or1ieHKa COOTBETCTBUS KaHAWAATOB TpeOOBaHUSM BaKaHTHOM [JOJDKHOCTH U
WHBIM TpebOBaHUsIM OpraHu3aluu (podeccry, CrieraabHOCTH)

[ToAroToOBKa TIpe/IIoXKeHUH 110 (hOpMHUPOBAHHIO OFO/PKeTa Ha MOMCK,
TIpUBJIeUeHHe, 1T0A00p M 0TOOP MepcoHasa

WHudbopMrpoBaHue ¥ KOHCYIbTUPOBaHUE PYKOBOUTe el Tojpa3fesieHuil U
OpraHu3al|y 10 BOMPOCaM TPHBJIeueHUs IepCcoHasa C OLIeHKOM 3aTpar

Heobxoavmbie ymMeHUst

OnpezensiTh KpUTEPUH TTOMCKA, TIPHUBJIeUeHws], TI0j00pa U 0TOopa repcoHasa

CobupaTb, aHaIM3UPOBATh M CTPYKTYPHUPOBATh MH(POPMALMIO 0 KaHAWAATaX U
TIpeJ/IOKeHUsIX Ha PhIHKe Tpy/a

PaboTaThb C MOMCKOBBIMM CUCTEMaMH, MHPOPMAIIMOHHBIMU pecypcaMu 1
UGPOBLIMU CepBHUCAMU B 00/1acTH 06ecrieueHust IepcoHaIoM

®opMUpOBATh TIPe/JIOKEHUsT TI0 aBTOMAaTHU3al[uu 1 LU POBU3aLIUU MTPOLIECCOB
TIOMCKA U MPUBJIeYEHUS TIepCoHasIa

[TpyMeHsTb TEXHOMIOTMU U MeTOAUKU NOMCKa, TIpUBIeYeHus, ogbopa u oTbopa
KaH/M/JaTOB Ha BaKaHTHbIE JO/DKHOCTU (TIpodeccry, CrieliuaJbHOCTH) B
COOTBETCTBUM C UX CreLi(UKOM

KoHcyibTpoBaTh O BONpOCam NpyYBJIeveHus ITlepcoHasa

CocTaBnsTh ¥ KOHTPOJIMPOBATh CTaThH PAacXo/[0B Ha 0becrieyeHre TepCcoHaioM
TSI TIJTAHUPOBaHUS OFO/PKETOB

Ob6ecrieunBaTh coOMOIeHEe TpeOOBAaHHUM 3aKOHOZATe/TbCTBA PoCCHiiCKO
degepaLyi ¥ IOMMTHUK paboTofaresisi B 0671acTH 06pabOTKH MepCoHaTbHBIX
JIaHHBIX W KOH(UeHI[MaIbHOM UH(POPpMaLU

BecTH ZiefioByrO repernvcky

CobmroiaTh HOPMBI 3THKH [1€/IOBOTO O0IIeHusT

Heobxoqumble 3HaHUS

VcTouHuky obecrieueHyst OpraHu3aljiy epCcoHaIoM

TexHosiornm u METOJUWKHU INOUCKA, IMMTPUBJIEYEHNS, no,q6opa u 0T60pa repcoHasia

CucreMbl, MeTO/ibl U (HOPMbI MaTepuaJbHOTO U HeMaTepUaJbHOTO
CTUMYJ/IMPOBaHUs TPya MepcoHana

TexHosoruu ¥ MeTo/ibl OPMHUPOBaHUS Y KOHTPOJISI OFO/PKeTOB OpraHU3al[iuu

TexHosoruu, MeToApl U METOAUKH MPOBEIEHUs aHaIn3a, CUCTeMaTHU3aLuu
JIOKyMEeHTOB ¥ UH(OpMaLu

OpraHu3zalioHHas CTPYKTypa OpraHu3aLuu

[TepeueHb BaKaHTHBIX JO/DKHOCTeN (TIpodeccuid, CrieiaabHOCTeN)

TapudHo-KBaMPHUKALMOHHBIE CITPABOYHUKHY PaboT U rpodeccrii pabounx u
KBa/TU(UKALIMOHHbIE XapaKTePHUCTUKH [JOJDKHOCTeH CITy’KallluX,
ripodeccroHaIbHbIe CTaHAAPThI

METOAI/IKa IMMJIaHUPOBAHUA HOTpE6HOCTI/I OpraHu3alilv B ITIOMCKe U TIPpHUBJ/I€YEeHHUU
repcoHasia

OO01ue TeH/I@HIIMY Ha PhIHKE TPY/la ¥ B OT/eJIbHBIX OTPaC/IsX U BUAAX
rpodeccroHanbHON [leATeTbHOCTH

OCHOBBI IICUXOJIOTUU U COLIMOJIOTUH TPpyda

OCHOBBI SKOHOMMUKH, OPI'dHU3dLIMN TPYOdd U YIIPABJ/IEHUA IT€PCOHA/IOM




CrieLivanu3upoBaHHble MH(OPMAaLIMOHHbIE CUCTEMBI, LIUPPOBBIE YCIIYTH U
CepBHUChI B 00/1aCTH TTOWCKA Y TIPUBJIEUEHHST TIepCOHAsa, TPAHUL[bI UX
TpUMeHeHHsI

OcHOBHBIE METPUKHU U aHAJIMTUYECKHE CPE3bl B 00/1acTH TIOMCKa U IMMpUBJIeHEHUA
repcoHasia

HOpMaTI/IBHLIe MMpaBOBbI€ dKThI, OIIpee/IfarolIre HOPMbBI TDY0BOI'O IIpdBa

OCHOBBI apXMBHOT'O 3aKOHO/IaTe/IbCTBA M HOPMATHUBHBIE TTPABOBbIE aKThI
Poccuiickoii @ezepaiiuu B 00/1aCTH BefieHHsT JJOKYMEHTAI[|H 110 TIepCOHaTy

OCHOBBI HAJIOTOBOT0 3aKOHOAATe/bCTBa Poccuiickon desepanyu

3akoHogaTenbCTBO Poccuiickor ®efepauyy 0 MepCOHAMbHBIX JaHHBIX

JlokarnbHble aKThl OpraHM3aluH, peryIupyolliye mopsjoK obecrieueHust
N1epCOHAIOM

[TpaBusia BefieHUs [1e/I0BOM MepernucKy

HopMmbl 3THKH /1e7I0BOTO 00IIeHus

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.2.3. TpypoBasi pyHKIMA

ITpoucxosaeHue 06001eHHOM
TPYyZA0BOU (HyHKLIMH

A,I[MI/IHI/ICTpHpOBaHI/Ie rnmponeccoB v
OBEeHb
HanmeHoanue obecrieueHus TIEPCOHAIOM U Koa B/03.6 P 6
KBa/TU(UKaIUN
COOTBETCTBYIOIIETO JOKYMEHTO000pOTa
3auMCTBOBaHO U3
OpuruHan X
OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHA rpogecCroHaIbHOTO
a CTaHzapTa

TpyzoBbIe elCTBUSA

AHanu3 1poreccoB JOKyMeHT0000pOTa, JTOKaJIbHBIX JOKYMEHTOB I10 BOTIPOCAM
obecrieueHust I€PCOHATIOM

Benenue nHdopmaiiu 0 BaKaHTHBIX JO/DKHOCTAX (Tpodeccusix,
CTeLMaNbHOCTAX) U KaHAWaTax

ToKyMeHTaI[MOHHOe COTIPOBOXK/IeHHe KaHAW/IaTOB Ha JTarax MoucKa,
MpUBJIeUeHUs], 1o[00pa U 0TOOpa TepcoHaa Ha BaKaHTHbBIE IO/DKHOCTH
(mpodeccuu, crierianbHOCTH), THPOPMUPOBaHKe KaHU/IaTOB O pe3yJibTaTax
otrbopa

IToAroToBKa 3ampoCOB O KaHAWZATaX B FrOCYJapCTBEHHbIE OPTaHbl B CyyYasx,
MpelyCMOTPEHHBIX /IeHCTBYIOIIUM 3aKOHO/JaTe/IbCTBOM PoCCHICKOH
®eneparyu, ¥ 06paboTKa MoTyUeHHbIX CBe/leHUH

[MoaroToBka U 06paboTKa yBeJjOM/IEHHH B TOCY/apCTBEHHbIE OPraHbl,
Mpe/ICTaBUTe/TbHbIE OpraHbl pAOOTHHUKOB TI0 BOTIPOCAM TOMCKA, MPUBJIEUEHNS,
no/ibopa 1 0TObopa nepcoHasa

CompoBoxk/ieHHe JJOTOBOPOB 10 00ecrieueHrI0 OpraHu3aliy IepCcoHaoMm,
BKJIIOUasl TIPe/[BapUTe/IbHBIE TIPOLIeyPhl TIPU MX 3aK/THOUEHUH

HeobxoavmMbie ymMeHUst

ObGecrieurBaTh JOKYMEHTALIMOHHOE COTIPOBOXK/[eHHEe BbIX0/la KaHu/aTa Ha
paboTy u TiepeMelleHHs TTepCcoHasa

OdopmsiATE TOKYMEeHTHI TI0 BOTIPOCaM obecrieueHusi pecypcaMu repcoHaria,
HeoOXOMMBIMU [I7IsI TIPE/IOCTaBJ/IeHUsI B TOCYJapCTBEHHbBIE OPTaHbl,




TIpe/ICTaBUTe/IbHbIE OPTraHbl PAOOTHUKOB

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBUM C TPeOOBaHUSIMU
3aKOHO/jaTenbCTBa Poccutickoit @efepaliuu U I0KaJbHBIMH HOPMaTHBHBIMU
aKTaMU OpraHu3aluu

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, L(POBLIMHU YC/IyraMy U
cepBHMCaMH I10 BoripocaM obecrieueHst IepCOHAsIOM, BefleHUs NoMcKa U yueTa
KaH/IM/IaTOB Ha BaKaHTHbIe JOJDKHOCTH (Mpodeccry, crelaabHOCTH)

q)OpMI/IpOBaTB npeajaioXeHud 110 aBTOMdTHU3allhui U I_[I/I(prBI/IBaL[I/II/I rnponeccoB 1
,ZLOKYMEHTOO6OPOT8 1o obecrieueHuo rnepcoHa/ioMm

[Tpor3BouTh NpeABapyTe/bHbIe 3aKyIIOUHbIe MPoLeAypbl U 0(POPMIISATH
COIMYTCTBYIOLLYIO JOKYMEHTALUIO 10 3aK/IF0UEHUI0 JOTOBOPOB

OpraHu3oBbIBaTh U MPOBOAUTHL KOHKYDPChI, 0(DOPMJISITh M aHATM3MPOBATh
KOHKYDCHYO JJOKYMEeHTaL[1I0

Ob6ecrieunBaTh coOMIOIeHEe TpeOOBAaHHUM 3aKOHOZATe/TbCTBA PoccuiicKoi
®desrepariiv ¥ KOPIIOPATUBHBIX MTOJIUTHK B 00/1aCTH 00pabOTKM IepCoHaMbHBIX
JIaHHBIX W KOH(UeHI[Ma/IbHOM UH(POPpMaLU

BecTu fienoByro nepenucky

CobmroiaTh HOPMBI 3THKH [1€7I0BOTO 00IIIeHusT

Heobxoumble 3HaHUS [Topsimok oopmieHusi, BeZileHUs] U XpaHeHHUsl JOKyMeHTalli1, CBSI3aHHOM C
TIOUCKOM, TIPUBJIEUEHHEM, TI0[J00POM U 0TOOPOM KaH/IUIaTOB Ha BaKaHTHbIE
JIOJDKHOCTH

[Mopsinok dopmMUpoBaHus, BeJleHUs JaHHBIX O IlepCoHasie OpraHr3aLiu, MopsiAoK
Tpe/iCTaB/IeHUs] OTYeTHOCTU

OCHOBBI [JOKYMeHTO000POTa U JOKYMEeHTALMOHHOTO 0becrieueHust

TEXHOJ'IOFI/II/I, MEeTObI U METOAMKH IIPOBEAEHUA dHA/IM3d U CUCTeMaTU3al|UU
AOKYMEHTOB 1 I/IHd)OpMaL[I/II/I

[Topsiok poBeieHrst KOHKYPCOB M 0)OPMJIeHHsI KOHKYPCHOM 10KyMeHTalyn

[Topsiiok npoBeieHUs 3aKyIIOUHbIX MpoLielyp U 0()OpMJIeHUs] COMYTCTBYIOLeN
JIOKyMeHTaLu

OpraHu3alvoHHasi CTPYKTypa OpraHU3alvy ¥ BaKaHTHBIE [JO/DKHOCTH
(mpodeccuu, crieranabHOCTH)

CrierranM3upoBaHHble UHPOPMALIMOHHBIE CUCTEMBI, [IU(PPOBbIE YCIYTU U
CepBHCHI B 00s1acTH 0OecrieueHys TIepPCOHAIOM, TPAHUIIBI UX TTPUMEHeHHs

TapudHo-kBamrKaIMOHHbIE CIIPABOYHUKK PaboT u mpodeccuii pabounx u
KBa/TM(UKALIMOHHbIE XapaKTePUCTUKH [JOJDKHOCTeHN CTy’KalllkX,
ripodecCcrOHabHBIE CTaH/apThl

OCHOBHbIE METPUKH U aHAJTMTUUECKHE CPe3bl B 00/1aCcTh 0becrieueHust
repCcoHaIoM

HOpMaTI/IBHLIe IMPpaBOBLIE€ dKTHI, OIpee/drolire HOMbI TDYJ0BOI'O IpdBd

OCHOBBI apXHMBHOT'0 3aKOHO/IAaTe/IbCTBA M1 HOPMATHUBHBIE TTPABOBBIE AKThI
Poccutickori ®@efepaiiuu B 06/1aCTH BeIeHUs JOKYMEHTALIMH 110 TIepCOHaTy

OCHOBBI HaJIOTOBOTO 3aKOHO/IaTebCTBA Poccutickoli depeparpiu

3akoHogaTenbCTBO Poccuiickon ®efepaliy 0 MepCOHATbHBIX JaHHBIX

JIokasibHBIe aKThl OPraHU3alK, PeryTUPYIOLIHe TIOPSAZ0K MoAO0pa IepcoHaa

[TopsifioK 3aK/HOUeHUst JOr0OBOPOB (KOHTPAKTOB)

[TpaBusia BefieHUs [1e/I0BOM MepenucKy

Hop™mbI 3THKH /1e/710BOTO OOIIIeHUS

Oco0bble yc/1oBUs JI0TTyCKa K
pabore




\/:[pyme XapaKTepPUCTUKU

-

3.3. O6o0meHHast TpyAoBas QPyHKIHA «/]esATe/TbHOCTD 0 OLleHKEe U aTTeCTAal[dH MepCcoHaIa»

HanmeHoBaHue

repcoHasia

[esiTenbHOCTD MO OL|eHKe U aTTecTal[uu

YpoBeHb 6

K
A C KBa/MPUKaIuu

IMpoucxosxaeHre 06001IeHHOM
TPYyZAOBOU HyHKIUH

3anMMCTBOBaHO U3

OpuruHan X
OpUrvHama
Kon PerucrpaliioHHbI HOMep
OpUTHMHa npocecCOHaNIBHOTO
a CTaHJapTa

Bo3Mo)KHBIE HAUMEHOBaHMS
JO/DKHOCTeH, rpodeccuit

CreliMa/IvCT 110 OLleHKe U aTTecTaljuu IepcoHasia
CneriuanucT 110 nepcoHany
Menexep 110 riepcoHany

TpeboBanus K 00pa30BaHMIO
1 00y4eHuto

Beiciiee obpa3oBaHue — 6akanaBpyaT

W

Briciree o6pa3oBanue (HerpoduabHOe) — OaKaaBpyaT U [JOTIOTHUTETbHOe
nipodeccroHasbHOe 0Opa3oBaHKe — MPOrpamMmMbl MpodecCHoHaTbHOU
TeperioirOTOBKY B 00/1aCTH yTpaB/ieHHs IIEPCOHAIOM WK B 00/1aCTH
TIPOBE/IeHNsT OL[eHKHU W aTTeCTall|y NepCcoHana

TpeboBaHUs K OTBITY
TIPaKTHUeCKO# paboThI

Ocobble ycoBust OMYyCKa K
pabore

Lpyrve xapakTepuCTUKA

,D;OHOJIHI/ITEJILHLIE XdPaKTEPUCTHUKHU

HauMeHoBaH e J0KyMeHTa Koz HaumeHoBaHue 6a30BOM TPy, O/DKHOCTU (TIpodhecCrn)
WM CHeLUaabHOCTU
OK3 2423. CrierjyanmmicThl B 00/1aCTH TI000pa U UCII0/Ib30BaHKs
repcoHasna
ETKC wi EKC MeHeKep 10 TIepCcOHany
OKIIOTP 26583 CneyaavcT 1o Kaapam
OKCO 2016 5.38.03.02 MeHe>KMeHT
5.38.03.03 YripaBsieHue TiepcoHaIOM

3.3.1. TpypoBasi pyHKIMA

HanmeHoBaHue
riepcoHasa

OpraHu3zaijysi ¥ TipoBe/ieHre OLIeHKU

YpoBeHb
KBa/MUKaLy

Kog C/01.6 6

IMpoucxoxaerre 06001eHHOH
TPY/10BOM HyHKLIH

3auMCTBOBAHO U3

OpuruHan X
opuryHasa
Koz PerucrpauyoHHbIl HOMep
OpuyruHasn npogeccroHaabHOTo
a CTaHzapTa

TpyZoBbIe elCTBUS

Pa3paboTKa riaHa OL[eHKH [epcoHasia B COOTBETCTBUM C Lie/ISIMUA OpraHU3al[uu
OnpepenieHre peCypcoB, BEIOOP CPe/ICTB U METOZIOB TIPOBe/IEHUsT OL[eHKH




repCcoHa/ia B COOTBETCTBUM C LIeJIAMH OPraHU3adlN

HDOBG,Z[EHI/IE OLI€HKH I1€PCOHaJ/Ia B COOTBETCTBHH C IIJIAHAMMH OPraHU3adliH

ConpoBox/ieHre 10roBOPOB C OpraHu3aLysMy — UCIIOJIHUTEISIMA MepOTIPUSATUN
T0 OL|eHKe TIepCOoHasa, BK/ItoUasi rpeiBapyuTesibHble TPOoLieAypbl MPY X
3aK/IF0UeHUU

KoHcynbTHpOBaHMe repcoHasia 1o BOIPOCaM OLIeHKH

[ToaroToBKa peKkoMeH/jaljii pyKOBO/ICTBY Y TlepCOHa/Ty MO pe3y/bTaTam
MPOBEeIeHHOW OLIeHKU MepCcoHasna

[ToaroToBKa Tipe//ioykeHui 1o (opMUPOBaHUIO OFOZIKeTa Ha OpraHU3alyio U
MIPOBe/IeHre OIIeHKH TepCcoHara

Heobxogumble ymeHUsI

OrnipefiensTh apameTpbl U KpUTEPHH OLIEHKU MepcoHara

PaspabaTbiBaTh Cpe/iCTBA U METO/IbI POBE/IeHNs OLIEHKH TiepCoHasa

BLI,I[E]'IHTI: (OHPEAEJ'IHTL) I'pYIIIIbLI ITEPCOHAJIA AJId TTPOBEAEHNS OLIEHKU

OHpe,I[eJIHTb MOTHBalJMOHHEIE d)aKTOpr MpoBeeHNA OLJ€HKU IMepCOHAJ/Iad

CocCTaB/gTh U KOHTPOJ/IMPDOBATH CTATbM PACXO/Z0B Ha OLIEHKY IM€PCOHA/IA AJIA
IJIaHWUPDOBAHUA 6IO,£[)K€TOB

Ob6ecreurBaTh OPraHU3aLMOHHOE COTIPOBOJKIEHHE OLIEHKH MepCoHasa

ObecreurBaTh COXpPaHHOCTH KOH(H/eHLIMaTbHON MH(POPMAaLX TIPU
TIpOBe/IeHNH OL|eHKH MepcoHasia

OpraHu30BbIBaTh XpaHeHHE JOKYMEHTOB B COOTBETCTBUM C TPeOOBaHUSIMU
TPY/ZIOBOT'0, apXMBHOI0 3aKOHO/aTe/bCcTBa Poccuiickont desepaiuu v
JIOKa/IbHBIMA HODMAaTHBHBIMU aKTaMH OpraHu3aLyn

Cobupatb, aHa/TM3UPOBATh U CTPYKTYPUPOBATh MH(POPMALIUIO O TIPeITIOKEHHSIX
T10 OLleHKe IlepCcoHasia Ha pbIHKe Tpy/ia

HpOI/IBBO,E[I/ITb rnpeaBapuTe/ibHbI€ 3dKYIIOUYHbIE IMTPpOLeyPhI U OCl)OpM]'IHTb
COMYTCTBYIOIIYIO JOKYMEHTALIMIO 10 3aK/TFOYEHHIO JOT'OBOPOB

OHpe,ILeJIHTb ycj10BuUA AJid 3aK/JIFOUEHHWA JOTrOBOPOB Hd OKda3dHHeEe YC/IIYT 110
MMPpOBEAEHWIO OLI€EHKHW IMePCOHA/Id

CucremMaTr3upoBaTth, 00001aTh ¥ AHAIM3UPOBAThL Pe3y/IbTaThl OL[EHKU
repcoHasa

OHOBEH_[aTb 0 pe3yJ/ibTaTaX HpOBE,E[EHHOﬁ OLI€HKU IepCOHa/1 U PYKOBOACTBO

PaboTath B MHQOPMAL[MOHHBIX CUCTEMaXx, UCTIOIb30BaTh LU(POBLIe YC/IYTH U
CepBUCHI TI0 TIPOBE/IEHHUIO OLIeHKH TepcoHasia

®opmupoBaTh Npe/ioKeH!s 110 aBTOMaTH3alyy YU U(PPOBH3aLIMK TIPOLECCOB
OLIeHKM U aTTecTalliy NepcoHaa

Ob6ecrieunBaTh cOOMOIeHEe TpeOOBAaHHUM 3aKOHOZATe/TbCTBA PoccuiicKoi
®desiepariiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH IMepCOHaTbHBIX
JIAHHBIX ¥ KOH(MUAEHI[Ha/TbHOW UHPOPMALIUN

Bectu fienoByro nepenucky

CobmroiaTh HOPMBI 3THKH [1e/I0BOTO 00IIIeHusT

Heobxogumble 3HaHUs

TexHo/IOTUU U MeTO/bI OTIpe/ie/ieHus MPogeCcCUOHa/IbHBIX 3HAaHWUW, YMeHUN 1
KOMIIeTeHLUH

Texnomoruu u MeTO/bI OLI€HKHN JIMUHOCTHBIX Kd4Y€CTB U XdPaKTEPUCTHUK

CucTeMbl, MeTO/bl U (POPMBI MaTepHabHOTO U HeMaTeprabHOTO
CTUMYJIMDOBaHUS TPYZa MepcoHana

TexHosoruu ¥ MeTo/ibl OpMHUPOBaHUS U KOHTPOJISI OFO/PKEeTOB

TexHonMOruu, MeTO/[bl U METOJUKM aHa/Ih3a U CUCTeMaTU3aluu JOKyMEeHTOB U
vH(popMaiu

OcHOBBI 00111eli ¥ COIMAIBHOMN MICUXO0I0THUH, COITMOIOTHN M TICUXOJIOTHH TPYZA




OCHOBBI IPOM3BO/ICTBEHHOMU [/IeATe/TbHOCTH OpraHu3aluu

[MTopsifoK MpoBe/ieHus 3aKYTIOUYHBIX MpoLieyp U 0(hOpM/IeHUS COMYTCTBYOLIE
JIOKyMeHTaLuu

OpraHu3aloHHasi CTPYKTypa OpraHU3alvy ¥ BaKaHTHBIE [JO/DKHOCTH
(mpodeccuu, crieranbHOCTH)

TapudHo-KBaMPHUKALIMOHHBIE CITPABOYHUKHN PabOT U rpodeccrii pabounx u
KBa/M(MKAIIMOHHBIE XapaKTePUCTUKH [JOJDKHOCTEH CITy KallHX,
npodeccrioHanbHble CTaHAapThl

CrieriuaiM3upoBaHHble HH(OPMAaLMOHHbIE CUCTEeMBI, LU(POBbIe YCAYTU U
CepBHChI B 00/1aCTH OL|eHKY TIepcoHasa, TPaHULIbl UX NIPUMeHeHHs

OcCHOBHBIE METPHKHU U dHaJIMTUUeCKHe Cpe3bl B obslactu OLIEHKHU ITepCOHa

HOpMaTI/IBHLIe IMPpAaBOBLIE€ dAKTHI, OIpeAe/garolre HOMbI TDYJ0OBOI'O IIpdBd

OCHOBBI apXMBHOT'0 3aKOHO/IaTeIbCTBA M1 HOPMATHUBHBIE TTPABOBbIE aKThl
Poccutickoii ®@efepaiiuu B 06/1aCTH BeIeHUs JOKYMEHTALUH 110 TIepCOHaTy

3akoHOjaTenbCTBO Poccuiickoit ®eziepaliiy 0 epCOHAMbHBIX JaHHBIX

JlokanbHble HOpMaTHUBHbIE aKThl OpraHK3al{uy, peryjaupyoliye MopsoK OLeHKU
repcoHasa

[TopsifoK 3aK/FOUeHUs! JOTOBOPOB (KOHTPAKTOB)

[TpaBusia BeJjeHUs1 [1e/I0BOM TIepernucKu

HopMmbl 3THKH /1e/10BOT0 0b11ieHus

Oco0bble yc/ioBUS JOTTyCKa K
pabote

[pyrue xapakTepucTHUK1

3.3.2. TpypoBas ¢pyHKIus

HaumeHoBaHue

ITpoucxosxaeHre 06001IeHHOM
TPyZA0BOM HyHKLIMU

Opranusanus u npoBejieHue aTTecTaluu Ko C/02.6 YpoBeHb 6
IepcoHasia A ’ KBa/TU(UKAIAN
Opurusan X 3auMCTBOBaHO U3
OpUrMHana
Kog, PerucrpalioHHBIN HOMep
OpHUTHHa rpodecCHOHaTBHOTO
a CTaHJapTa

TpyzoBble felcTBUs

Pa3paboTKa MpoeKTOB JIOKYMEHTOB, OTIpe/Ie/ISIIOIINX MOPSA0K aTTeCTalun
TepcoHasa, OlleHKa COOTBETCTBYIOIIUX 3aTpaT

OpraHu3alvoHHOe U I0KyMeHTalMOHHOe COTIPOBOJK/eHUe Tpoliecca aTTecTaluu
1 pabOThI aTTeCTALIMOHHON KOMUCCUN

[MToaroToBKa npeoKeHuid 110 OPMUPOBAHUIO OOZKeTa Ha OPraHU3aLfio U
TIpOBeZleHre aTTecTaluu IepcoHasna

[ToaroToBka npezjioXKeHuM Mo pe3y/abTaTaM aTTeCTaljii O COOTBETCTBUHU
pabOTHHKA 3aHMMAaeMOM ZI0/PKHOCTH W/IH BHITIONTHIeMOU paboTe

HeobOxopumbie ymeHust

OrnpefienaTs apameTpsl U KpUTEpUH aTTecTaly IiepcoHasa

OripefiesiiTh U MPUMEHSITh CPeJICTBA U MeTO/bl aTTecTal[uu

BbiienisiTh rpymniibl epcoHasa /ijisi IpoBefieHrsl aTTecTaln

OGecrneunBaTh AOKYMEHTalJUOHHOE COIIDOBOXKAEHKWE aTTeCTALlK ITePCOHAa/Id

CocTaB/isiTh ¥ KOHTPOJIMPOBATh CTaThbHM PACXO/IOB HAa aTTeCTALIMIO TIepCOHAa st
TJIAaHUPOBaHMS OFO/PKETOB

PabotaTh ¢ MHGOOPMALMOHHBIMUA CHCTEMaMH, 1IM(PPOBLIMU YC/IyTaMy




CepBHUCAMHU I10 IIPOBEI€HUIO aTTeCTalMK MMepCOHA/Id

®opMupoBaTh Npe/IoKeHUs 10 aBTOMaTH3alyy U LIU(poBU3aLMuy NpoLecca
aTTecTalMy TlepcoHasa

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUSIMU
TPY/ZI0BOT'0, apXHMBHOI'0 3aKOHO/aTe/bcTBa Poccuiickon ®esepanuu v
JIOKA/IbHBIMU [JOKyMeHTaM{ OpraHu3aLiu

ObGecrnieurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATeTbCTBA POCCHICKOM
®esiepaliii U KOPIIOPAaTUBHBIX MMOIUTHK B 00/1aCTH 00pabOTKM MepCcoHaTbHBIX
JlaHHBIX U KOH(pUAeHIMaIbHOW HH(OpMaLUr

Co0J1r0/1aTh HOPMBI 3THKH /1€JI0BOTO OOIT|eHUS

Heobxoumble 3HaHUS

[TopsiIoK ¥ TeXHOJIOTHS TIPOBE/IeHUsT aTTeCTaly TiepCoHasa

TexHOMOTUU U METO/IbI OTIpe/ie/IeHNs U OLIEHKU MPodecCUOHa/IbHBIX 3HaHHUH,
YMEeHHH U KOMITeTeHLIUM

Cucrembl, METO/IbI ¥ POPMBI MaTepUaTBLHOTO Y HEMaTepPUaTbHOTO
CTUMY/IMPOBAHUS TPY/ia MepCcoHasa

TexHomoruu u MeTO/bI (i)OpMI/IpOBaHI/IH W KOHTPOJIA 61—0,[[)K6TOB

TEXHO]'IOFI/II/I, MeTOAbl U METOAWKH IIPOBEIE€HNA dHA/TW3d U CUCTeMaTHU3allun
AOKYMEHTOB 1 I/IH(bOpMaL[I/II/I

OcCHOBBI TIPOM3BO/ICTBEHHOH ZieSITe/TbHOCTH OpraHU3aluu

OcHOBBI 00111eli ¥ COIMATBHOM MICUXO0IOTHUH, COITMOIOTHN Y TICUXOJIOTHH TPYZA

OpraHu3alvoHHasl CTPYKTypa OpraHU3aluy ¥ BaKaHTHBIE /I0/DKHOCTH
(mpodeccuu, CrieragbHOCTH)

CrieLianu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIMPPOBBIE YCIIYTH U
CepBHUCHI B 00/1aCTH aTTeCTal|uK NepCOHaa, TPaHULIbI UX TIPUMEHEHHST

TapudHo-KBaMbUKALMOHHBIE CTIPABOYHUKH paboT U mpodeccrii pabounx u
KBa/IM(UKAIIMOHHbIE XapaKTePUCTUKH O/DKHOCTeN Cy KallluXx,
ripoeccrioHa/ibHbIE CTaHZAPTHI

OcHOBHBIE METPUKHU U aHAJIMTUYECKHUE CPE3bl B obmactu dTTeCTalliU I1epCOHA

HopmatrBHbIe nIpaBoBbIe aKThl, ONpefe/stolirie HOMbI TPY/JOBOTrO IpaBa

OCHOBBI apXMBHOTO 3aKOHO/aTe/IbCTBA M HOPMAaTHUBHbIE TIPABOBLIE AKThl
Poccutickoii ®@efepaiiuul B 06/1aCTH Be/IeHUs JOKYMEHTALIUH 110 TIepCOHaTy

3akoHogaTenbCTBO Poccuiickor ®efepalyy 0 MepCOHAMbHBIX JaHHBIX

JlokanbHble HOpMaTHUBHBIE aKThl OPraHK3al[|H, PeryIUpyoLL1e MOpsoK
aTTecTalyy TiepcoHasa

[TpaBusia BeJieHUs [1e/I0BOM MepernucKy

Hopwmbl 3THKH /1e710BOTO 00IIieHust

Oco0bble yc/1oBUs J0TTyCKa K
paboTe

[pyrue xapakTepucTUKU

3.3.3. TpypoBas pyHKIUA

HaumeHoBaHue

AZMUHUCTPUPOBaHUE TTPOLIECCOB

TIPOBe/IEHUST OLIeHKH U aTTeCTaljiu
TIepCcoHasia ¥ COOTBETCTBYIOILIETO KBaTMUKALM
JOKyMeHTO00opoTa

YpoBeHb

Koz C/03.6

ITpoucxosxzaeHue 06001eHHOM
TPY10BOM QYHKI[UH

3auMCTBOBAHO U3

Opurunan X
OpHTHMHana

Koz PerucrpauyoHHbIéi HOMep




OpUTHHa rpogeccroHaIbHOTO
a CTaHjapra

TpyZoBbIe 1elCTBUS

AHanu3 rporieccoB 0KyMeHT0000pOTa, JT0KaJIbHBIX JOKYMEHTOB I10 OLIeHKe U
aTTecTally NlepcoHasa

OpraHu3alOHHOe COTIPOBOXK/[€HME MEPOTIPUSTHI TI0 OlIeHKe TIepCoHasia U ero
aTTecTalyn

JloKyMeHTaI[IOHHOe COTIPOBOXK/[eHMe TIPOLiecca U Pe3y/IbTaToB OLeHKH 1
aTTeCcTalyy TiepcoHasa

NubopmupoBaHue repcoHasa 0 pe3y/bTaTaxX OLeHKH U aTTecTaluu

[MoaroToBKa Npe/sIOKeHHIA TI0 pa3BUTHIO TIepCOHAsIa M0 Pe3y/ibTaTaM OLIEHKH U
aTTecTalu

ConpoBox/ieHue J0rOBOPOB Ha OKa3aHWe KOHCY/IbTalMOHHBIX U
MH(OPMaLMOHHBIX YCIYT 10 OLIeHKe M aTTeCcTal[iy NepcoHasna

Heob6xoivMble ymMeHUst

Pa3p86<’:lTbIBaTb n OQ)OPMHHTB AOKYMEHTEHI 110 BOTIPOCaM IIpOBeleHNs OLIEHKHU U
dTTeCTalliy I1epCOHa/Ia

HOAFOT&BJII/IB(’:ITB W TIPOBOAWTH MEPOINPUATHA IO OLI€HKe U aTTeCTaljK
repcoHasia

OdopM/ISTh JOKYMEHTBI TI0 BOTIPOCAM OLIEHKH U aTTeCTalliH MepCoHaa,
Tpe/ICTaB/IsieMbIe B FOCY/IapCTBEHHBIE OPTaHbl, TIPeCTaBUTE/TbHbIE OPraHbl
pabOTHUKOB

AHanu3upoBaTh NpaBUsIa, NpoLielypbl U MOPsIKA NPOBejeHUs OLIEHKU 1
aTTecTal[y lepcoHasa

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBUM C TPeOOBaHUSIMU
TPY/ZI0BOTO 3aKOHO/jaTeNbcTBa Poccuiickoii Pefjepaliuu U JIOKaJIbHBIMU aKTaMU
OopraHu3aLuu

PaboTath ¢ uHGOPMaIMOHHBIMU CHCTEMaMH, LIM(POBLIMU yCIyTaMy U
CepBHCaMH T10 BOMPOCaM aIMUHUCTPUPOBAHUS JOKyMeHT00b0poTa rpu
TIPOBe/IeHNH OLIeHKU Y aTTeCTal[uy NlepcoHasa

dopmupoBaTh Mpe/iIoXKeH s TI0 aBTOMaTU3aluy U LdpoBU3aLIMK MpoLiecca
a/IMUHUCTPUPOBAHUS JOKYMEHTO000POTa IPU TTPOBE/IEHUH OL[eHKH U
aTTecTalyy TiepcoHasa

ObGecrnieurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATETbCTBA POCCHIICKOM
deepal[u ¥ KOPIIOPATUBHBIX TIOJIMTHK paboTo/aTesnst B 0061actu 06paboTKy
TepCoHa/IbHBIX IaHHBIX U KOHGbUeHI[MaIbHOW UH(pOpMaLUU

BecTH fiefoByIo repernucky

CobJro1aTh HOPMBI 3THKH [I€JI0BOT0 OOIIIeHUs

Heobxoqumble 3HaHUS

[Topsimok oopmreHus:, BefjleHUs U XpaHeHUs! J0KYMeHTallMu, CBSI3aHHOU C
TIPOBe/IeHUEM OLIEHKU U aTTeCcTaluy IiepcoHasna

IMopsinok ¢hopmupoBaHysi, BeZieHusi 6a3bl JaHHBIX O TIEPCOHAe OpraHy3aLHy,
TIOPSI/IOK Mpe/iCTaB/IeHUs] OTYeTHOCTH

TapudHo-kBamrKaMOHHbIE CITIPABOUYHUKY PaboT u mpodeccuii pabounx u
KBa/MM(UKaIMOHHbIe XapaKTePUCTUKH [JOJDKHOCTEH CITy KalluXx,
rpodeccroHabHbIe CTaH/iapThl

[TopsifoK NpoBe/ieHHs 3aKYTIOUYHBIX MpoLieyp U 0(hOpM/IEHUS COMYTCTBYHOLIEM
JIOKyMeHTaLuu

[MTopsifoK NpoBe/ieHHs 3aKYTIOUYHBIX MpoLieAyp U 0hOpM/IeHUs COMYTCTBYOLIEM
JIOKyMeHTaluu

OCHOBBI [JOKYMeHTO000POTa U JOKYMEeHTALMOHHOTO 0becrieueHust

OpFaHI/I3aL[I/IOHHaH CTPYKTYPd Oprair3dliii U BAKdAHTHbIE JO/DKHOCTH




(npodeccuu, crielaTbHOCTH)

CrieLianu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIUPPOBBIE YCIYTU U
CepBHUCHI a/IMUHUCTPUPOBAHUS JJOKYyMEHTO000pOTa MPOIeCCOB OL[eHKH U
aTTecTalMy NlepCcoHasa, BeZleH!s yJyeTa KaHJ1/1aTOB Ha BaKaHTHbIE JO/DKHOCTU
(mpodeccuu, crierarbHOCTH), TPAHULIBI MX IPUMEHEHHsT

HOpMaTI/IBHLIe IMMpaBOBbI€ dAKTHI, OIpeesdrolire HOMbBI TDYAO0BOI'O IIpdBad

OCHOBBI apXMBHOT'O 3aKOHO/IaTe/IbCTBA M HOPMATHUBHBIE TTPABOBbIE aKThI
Poccuiickoii @ezepaiiuu B 00/1aCTH BefieHHsT JJOKYMEHTAI[|H 110 TIepCOHaTy

3akoHoJaTenbCTBO Poccuiickor ®efepalyy 0 MepCOHATbHBIX JaHHBIX

TexHonmornu, MeTo/ibl U METOLUKH NPOBe/IeHUs aHa/lu3a ¥ CUCTeMaTr3aly
JIOKYMEeHTOB ¥ UH(OopMaLiu

JlokanibHble HOpMaTUBHBIE aKThl OPTaHW3al[UH, PETYJTUPYIOIIHe MTOPSJ0K OI[eHKU
Y aTTecTalyy MepcoHaa

[Topsif0K 3aK/Ir0YeHNs JOTOBOPOB (KOHTPAKTOB)

[TpaBusia BeZieHUs [1e/I0BOM MepernucKy

HopMmbl 3THKY /1e710BOTO 00IIeH s

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.4. O0001eHHanA TPyAoBasA GyHKIUA «/leATeTbHOCTD M0 Pa3BUTHIO MEePCOHATa»

ITpoucxosxaeHue 06001eHHOM
TPY10BOM QYHKI[UH

YpoBeHb
HanmeHoBaHue [eaTe/IbHOCTD 110 pa3sBUTHIO ITepCoHasIa Koz D 6
KBa/mMuKaum
3aMMCTBOBaHO U3
Opurunan X
OpurvHana
Koz PerucrpauyoHHbiéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

Bo3MoykHbIe HAMMeHOBaHUsI
JIOJKHOCTeH, mpodeccuii

CrieraaucT 1o pa3BUTHIO U 00yUYeHHIO TlepCcoHaa
CrneLjManucT 110 pa3sBUTHIO Kapbepbl ITlepcoHasa
CneljManucT 110 nepcoHany

MeHexep 110 TiepcoHany

TpeboBanus K 00pa30BaHMIO
¥ 00yueHHIo

Beiciiee obpa3oBaHue — 6akanaBpyaT

WM

Briciree o6pa3oBanue (HerpoduabHOe) — OaKaaBpyaT U JOTIOTHUTETbHOe
rpodeccroHabHOe 00pa3oBaHre — IMPOrpaMMbI PO eCcCHOHaTbHOM
TMepero/iroTOBKY B 00/1aCTH yIpaB/ieHHs TIePCOHAIOM WM B 00/1aCTH pPa3BUTHS U
MOCTpOeHUs NpodecCUOHaTbHON Kapbephbl MepcoHasa

TpeboBaHUs K OTBITY
TIPaKTHUeCKOH paboThI

Oco0blie yc/oBUs I0MyCKa K
paboTe

Lpyrve xapakTepuCTUKA

PekomeH/yeTCst IOTIO/IHUTeTbHOE MpodeccroHanbHOe 0bpa3oBaHue —
TIPOTrpaMMbI MOBBIIIeHHsT KBaTM(PUKALIMK B 00/1aCTU yTIpaBJ/ieHUs! IePCOHAIOM
WM 00yueHws, WM Pa3BUTHS TepCoHasa

,D;OHOJIHI/ITEJILHLIQ XdPaKTEPUCTHUKHU




HanMeHOBaHHe [0KyMeHTa Koz HanmeHoBaHre 6a30B0i TPYTIIbI, O/DKHOCTH (TIpodeccrm)
WU CTeLuaJbHOCTU
OK3 2424, CrieL[yaMCThI B 00/1aCTH TIOTOTOBKH U Pa3BUTHUS
repcoHasa
ETKC v EKC MeHne/Kep M0 nepcoHany
OKIIOTP 24063 MeHe/pkep 1o mepcoHamy
OKCO 2016 5.38.03.02 MeHemKMeHT
5.38.03.03 YnipaBiieHue niepcoHanoM

3.4.1. TpypoBas ¢pyHKIusA

HaumeHoBaHue

ITpoucxosaeHue 06001eHHOM
TPYyZA0BOU (HyHKLIMU

Opranusaiys v TipoBefieHre
MEPOIIPUATUHI 10 Pa3sBUTUIO U YpoBeHb
porp p 5 Kox | D/0L.6 P 6
TOCTPOEeHHI0 NpodeCCUOHaTbHOU Kapbepbl KBaTMUKALIH
repcoHasa
3auMCTBOBaHO U3
OpuruHan X
OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogeccroHaIbHOTO
a cTaHjapra

TpyzoBbIe elCTBUSA

[ToAroTOBKA MPOEKTOB JOKYMEHTOB, OTNPe/esIIOIIMX MOPSII0K Pa3BUTHS
TiepcoHasia ¥ MocTpoeHus rnpodeccroHalbHON Kapbephl C OLIEHKOM 3aTpar

Pa3paboTKa 11aHOB NpoecCHoHaIbHON Kapbepbl IepcoHasa

dopmMupoBaHUe KaZpoOBOTO pe3epBa

Opranuzaijysi MepornpUsITUI TI0 pa3BUTHIO U TIOCTPOEHHI0 MpodecCroHaTbHOU
Kapbephbl MepcoHarna

[ToaroToOBKa TIpeyiosKeHui 110 (hOpMUPOBaHUIO OFOZIKETa Ha OpPraHU3alyio U
MIpOBe/leHNe MEepONpHUATHMI MO Pa3BUTHIO M IIOCTPOEHUIO NPOo(eCcCuoHaIbHOU
Kapbepbl NlepCcoHasna

AHanu3 3pheKTUBHOCTU MepONPUSITUI TI0 pa3BUTUIO TIePCOHAsa, MOAr0TOBKa
Tipe/iyioKeHuH 110 pa3BUTHIO

Heob6xoivMble ymMeHUst

AHanu3vpoBaTh YPOBeHb 0011[ero pa3BUTHs U PodeCcCHOHATbHOM
KBa/MM(UKaLMK TIepcoHasia

OnpepensiTb KPaTKOCPOUHBIE U AOTOCPOYHBIe TTOTPeOHOCTH pPa3BUTHS
TiepcoHasia ¥ MoCTpoeHus1 ero rnpodeccroHaabHON Kapbepbl

OrnpefiensiTb KpUTepun (POPMUPOBaHUS KaZpOBOTO pe3epBa OpraHv3alyu

CocTaBnITh VHAWBUYa/IbHBIE T1J/IaHbI KaDBEPHOT'O Pa3BUTHUA TTI€PCOHAJIA

[TpuMeHSITh TEXHOJIOTUHM U MeTO/Ibl Pa3BUTHS TIePCOHAIA U TTIOCTPOEHUST
ripodeccroHaIbHON Kapbepbl

CocTaBnATh Npe/ijIo’KeHUs1 1 KOHTPOJIMPOBAaTh CTaTbU PacX0/l0B Ha MPOrpamMMBbl
Y MepOIpUATHS 110 Pa3BUTHIO ITepCOHasa U MOCTPOEHHUI0 MPOoQeCcCUOHaNTbHON
Kapbepsbl /15 TVIAHWPOBAHKS OI0/KeTOB

OnpezensTs 3¢(heKTUBHOCTh MEPOTIPUSATHI 110 pa3BUTHIO MIEPCOHA/A U
TIOCTPOEHUI0 MPodecCuoHaIbHON Kapbepbl

PaboTatk ¢ MHGOPMALIMOHHBIMHI CHCTEMaMH, LIU(PPOBBIMU YC/IyTaMH U
CepBHCaMHU 10 YIIpaBJ/IeHHIO [1ePCOHAIOM B 00/1aCTH ero pa3sBUTHS U ITOCTPOEHUS
nipo¢eccroHaIbHON Kapbepbl

®opMUpoBaTh Npe/I0XKeHUs 10 aBTOMAaTH3alliy 1 [TU(PPOBH3aLIiY TIPOL[eCCOB




Pa3BUTHS U TIOCTPOEHUS IPOdeCCHOHATBHOM Kaphephl IepcoHasia

Ob6ecrieunBaTh coOMOIeHEe TpeOOBAaHHUM 3aKOHOZATe/TbCTBA PoCcHiicKoi
®desrepariii ¥ KOPIIOPATUBHBIX MTOJIUTHK B 00/1aCTH 00pabOTKM IepCoHaMbHBIX
JIaHHBIX W KOH(pUeHI[MaIbHOM UH(POpMaLU

CobmroiaTh HOPMBI 3THKH [1e/I0BOTO 00IIIeHusT

Heobxoqumble 3HaHUS

Cucrema, crioco0bl, MeTO/bl, THCTPYMEHTBI TIOCTPOeHUsT TIPO(eCcCHOHATbHON
Kapbepbl

MeTo/b1 Oomipe/iesieHus ¥ OLIeHKU TUUHOCTHBIX U TTPO(eCCHOHATbHBIX
KOMIIeTeHLUI

Cucrembl, MeTO/IbI ¥ JOPMBI MaTepUaTBLHOTO Y HeMaTepPUaTbHOTO
CTUMY/IMPOBaHUs TPY/a MepcoHasa

TexHosiorum u MeETO/bI Cl)OpMI/IpOBaHI/IH N KOHTPOJIA 61-0,[[)KETOB

TexHOMIOrUH, MeTO/jbl U METO/IMKH aHa/IN3a U CUCTeMaTU3aLyH JOKYMEHTOB U
vHopMaLu

OcHoBbI poheCcCUOHATBLHOM OpHUeHTal[u!

OCHOBBI [JOKYMeHTO000POTa U JOKYMeHTALMOHHOTO 0becrieueHust

OCHOBBI HpOPBBOACTBEHHOﬁ AeATe/IbHOCTHU OPraHU3aliun

OcHoBBI 00I111eM U COLMATLHOM TICUX0/IOTUH, COIJUOIOTHH U TICUXO0JIOTUH TPy/1a

OpraHu3alvoHHasi CTPYKTypa OpraHU3alvy ¥ BaKaHTHBIE [JO/DKHOCTH
(npodeccuu, crieliaTbHOCTH)

TapudHo-kBamrKaMOHHbIE CITIPABOYHHUKY PaboT u mpodeccuii pabounx u
KBa/MM(UKaIMOHHbIe XapaKTePUCTUKH [JOJDKHOCTeH CITy KalluXx,
rpodeccroHabHbIe CTaH/iapThl

HopMmaTuBHbIe 1paBoBbIe aKThl, OTpeZieisitolie HOMbI TPY/JOBOTO IpaBa

3akoHo aTenbCTBO Poccuiickor ®efepaliiy 0 MepCOHATbHBIX JaHHBIX

JlokasnbHble HOpMAaTHBHBIE aKThl OPraHU3aLvy, peryrpyroLye NopsfoK
pa3BUTHs U TIOCTPOEHUs MPOQeCcCHOHaMbHOM Kaphephl epcoHasa

[Topsif0K 3aK/IH0UeHUs JOTOBOPOB (KOHTPAKTOB)

CrierjuaiM3upoBaHHble HH(OPMaLMOHHbIE CUCTEeMBI, LU POBbIe YCIYTU U
CepBUCHI TI0 yTIPaBJ/IeHUIO IEPCOHA/IOM B 00/1aCTH ero Pa3BUTHS U TOCTPOEHUsI
ripodecCroHaIbHOMN Kapbepbl, FPaHULIbl X TIPUMeHeHUsT

OcCHOBHbIE METPUKH U aHA/TUTUUECKHe Cpe3bl B 00/1IaCTU pa3BUTUS U TIOCTPOEHUS
Kapbephbl TiepcoHasa

HopMmbl 3THKH /1e710BOT0 00IIieHus

Oco0ble yc/1oBUS JOTTyCKa K
paboTe

[pyrue xapakTepucTHUK1

3.4.2. TpypoBasi pyHKIMA

ITpoucxosxzaeHue 06001eHHOM
TPYI0BOM QYHKI[UH

YpoBeHb
HaumeHoBaHue Opranm3anusi 00yueHust lepcoHasa Kog, D/02.6 P 6
KBa/mMuKayum
3aMMCTBOBaHO U3
Opurunan X
OpWTMHana
Koz PerucrpauyoHHbiéi HOMep
OpHUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

TpyoBbie felcTBUS

Pa3paboTKa MpoeKTOB JIOKaIbHBIX aKTOB 10 00yUeHUI0 U Pa3BUTHIO NepCcoHaa C
OLIeHKOM 3aTpaT




Pa3paboTka yueOHBIX T/IaHOB, METOIMYECKUX MaTepHaioB U MPOrpamMmm
o0yueHus repcoHaia

OpraHu3aliysi MeporpHsITHiA TIo 00yUYeHHI0 TiepCcoHaa

IToAroToBKa Npe/|yioyKeHui o GOpMHUPOBaHHIO OFO/PKeTa Ha OpraHU3ariuio
o0OyueHUs TepcoHasa

Ananmu3 3¢ heKTUBHOCTY MEPOTIPUATHIA TI0 00yUeHHIO IepcoHasia

Heob6xoivMble ymMeHUst

Onpe,qen;rrb HOTpe6HOCTI/I B O6y‘-I€HI/II/I CpyIIIl MTepCOHaJ/ia B COOTBETCTBUHU C
Le/sIMA OpraHvu3alii

AmnanusupoBaTh PbIHOK 00pa3oBaTebHbIX YC/IYT U TOTOBUTH Mpe/|I0KeHUs TI0
N0CTaBIIMKAM YCIIyT

OpraHu30BbIBaTh 00yUaroIyie MeporpUsITHs

CocTaB/isiTh ¥ KOHTPOJIMPOBATh CTaThU PACXO/IOB Ha 00yUeHKe TiepcoHara Ajist
TJITAaHUPOBaHMS OI0KETOB

Pa3p36&1TI)IBaTL 1 KOMIIJIEKTOBATH y‘-IE6HO-M€TO,E[I/II—IECKI/Ie MaTepHraJ/ibl

[Tpou3BOANTH OLIEHKY 3PPEeKTUBHOCTH 00yUeHHs MepcoHasa

[Tpou3BoAUTE TIpe/iBapyUTe/IbHbIE 3aKyTIOUYHbIe MPOLieypbl U 0OpM/IeHHe
COMYTCTBYIOLLIEN JOKyMEeHTaL[1H T10 3aK/IF0UeHUI0 JOTOBOPOB

PaboTath ¢ uHGOPMaIMOHHBIMU CHCTEMaMH, LIM(POBLIMU yCIyTaMy U
cepBrcaMH B 00s1acTy 06yuyeHMs repcoHasna

dopmupoBaTh MpejiioXkKeHre TI0 aBTOMaTU3alyy U LU pOBU3al[|M Tpoljecca
o0yueHUs TiepcoHaa

PaspabaTbiBaTh ¥ 0POPMJISITH JOKYMEHTHI I10 MPOL{eCcCaM OpTraHU3al[uu
o0yueHUs TepcoHasa U UX pe3ysbTaTam

Ob6ecrieunBaTh cOOMOIeHEe TpeOOBAaHHM 3aKOHOZATe/TbCTBA PoCcuiicKoi
®desrepaiiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH MMepCoOHaTbHBIX
JIAHHBIX Y KOH(MUAEHI[Ha/TbHOW UH(POPMALIUN

BecTu fienoByro nepenucky

CobmroiaTh HOPMBI 3THKH [1e/I0BOT0 00IIIeHusT

Heobxogumble 3HaHUs

MeTo/ibl, UHCTPYMEHTbI MCC/Ie[JOBAHMS TIOTPEOHOCTH B 00yUeHHU MepCcoHaa

Mertoposorusi o6yueHust

TexHOIOTHH, METO/IbI U METOAUKU aHa/Ii3a U CUCTeMaTH3al[uK JOKYMEHTOB U
vHdopMalu

[MTopsiiok pa3pabOTKH IIAHOB MOATOTOBKH, TE€PETO/ITOTOBKY U TIOBBIIIIEHHS
KBa/TM(UKALINY TIepCOHara, yuebHbIX IJIaHOB U IPOrpaMm

CucreMbl, MeTO/Ibl U (HOPMbI MaTepHaJbLHOTO U HeMaTepUaJbLHOTO
CTUMYJ/IMPOBaHUs TPy/ia MepcoHana

TexHosiorum u MeETO/bI Cl)OpMI/IpOBaHI/IH M KOHTPOJIA 61-0,[[)KETOB

[TopsinoK BefieHMsl yueTa U OTYETHOCTH T10 MOATOTOBKE U TTOBBILIIEHUIO
KBaM(UKaIMK repcoHana

OCHOBBI JOKYMEHTO000POTa U JJOKYMEHTAIJHOHHOTO 00ecrieueHust

OcHoBBI 00111eli ¥ COIMAIBHOM MICUXO0IOTHUH, COLIMOIOTHN U TICUXOJIOTHH TPYZA

TapudHo-KBaMPHUKALIMOHHBIE CITPABOYHUKHN PabOT U rpodeccuii pabounx u
KBa/MM(MKAIIMOHHBIE XapaKTePUCTUKH [JOJDKHOCTEH CITy KallHX,
npodeccrioHanbHble CTaHAapThl

OCHOBHBIe MOJIOXKEHUS TPaXKAAHCKOT0 3aKOHOaTebCcTBa Poccuiickon
®enepariun B chepe 3alUThl HHTE/IEKTyalbHONW COOCTBEHHOCTH

[TopsinoK poBe/ieHHs 3aKYTIOUHbIX TIpoLieAyp U 0hOpM/IeHUs] COMTYTCTBYOIIei
JIOKyMeHTaL[uu

OpraHu3saloHHas CTPYKTypa OpraHu3aLuu




HopMaTuBHbIe 1paBoBbIe aKThl, OMpeeisitole HOMbI TPY/JOBOTO IpaBa

OCHOBBI apXHMBHOI'0 3aKOHO/IaTe/TbCTBA U HOPMAaTUBHbIE MPaBOBbIe aKThl
Poccutickoii @eepaiiuul B 06/1aCTH Be/IeHUsT JOKYMEHTALMH 110 TIepCOHaTy

OCHOBBI HAJIOTOBOT'0 3aKOHO/ATe/IbcTBa Poccuiickon depepanyu

OcCHOBBI 3aKOHOZATe/LCTBA 00 06pa3oBannu Poccutickoit depeparpiu

3akoHojaTenbCTBO Poccuiickoit ®eziepaliii 0 epCOHAMbHBIX JaHHBIX

JIokasnbHBIe HOpMATHBHBIE aKThl OPraHM3alUy, peryanpyloye obyueHre
nepcoHasa

[Topsimok 3ak/ItOuUeHrst JOrOBOPOB (KOHTPAKTOB)

CrieriuaiM3upoBaHHble HH(OPMAaLMOHHbIE CUCTEeMBI, LU POBbIe YCAYTU U
CepBHCHI B 00s1aCTH 00yUeHHs TiepCcoHasa, TPAHULbI UX TTPUMeHeHUsI

OCHOBHbIE METPUKH U aHA/TMTUUECKHE CPe3bl B 00/1acTh 00yueHus repcoHasa

[TpaBusa BeJieHUs [1e/I0BOM MepenucKy

HopMmbl 3THKH /1e/I0BOTO 00IIeHust

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.4.3. TpypoBasi pyHKIUA

HaumeHoBaHue

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOU HyHKIUH

Opranusaiys ajanTtaluid U CTaKUPOBKU YpoBeHb
b LA afarran P Kos | D/03.6 P 6
repcoHasia KBanuprKaluu
3aMMCTBOBaHO U3
OpuruHan X
OpUrvHama
Kon PerucrpaliioHHBI HOMep
OpWTHMHAI nipodeccroHaNIBEHOTO
a CTaHJapTa

TpyzoBbIe eHCTBUSA

Pa3paboTKa M/1aHOB aJlanTalliK, CTA)XKUPOBKY MepCcOHasa C OL|eHKOH 3aTpaT

OpFaHI/I?»aL[I/IH MepOHpI/IHTHﬁ Mo afjarTaliyi, CTA>KUPOBKeE IMMepCOHA/Id

[ToaroToBKa rpezyioKeHui 10 COBepIlIeHCTBOBAaHWIO CUCTEMbI aJjarTaljyu,
CTa>XMPOBKH TlepCoHasia

[ToaroToBKa npeyioykeHui 1o (hOpMUPOBaHUIO OFO/IKeTa Ha OpPraHU3aLyio
aZlanTalyy U CTaKUPOBKU MepcoHasna

Ananu3 3¢gpbeKTUBHOCTU MepOITPUSTHI TI0 aJlarTalliyd U CTa)KUPOBKe TlepcoHasia

HeobOxopumbie ymeHust

OrnipeziesiATh TPyMIIbl TTEPCOHAJA /1S CTaKUPOBKU U aJjaniTaliuu

OnpezensaTb paboure MecTa [ijist TPOBEIEHUS] CTAXKMPOBKU U aflarTaliuy
repcoHasa

CoriacoBbIBaTh MEPOTIPUSTHS T10 a/IaNTAl[A U CTA)KUPOBKE C BO3MOKHOCTSIMU
TIPOU3BO/ICTBA

HpOI/I3BOAI/ITb dHa/IM3 U OLI€HKY pe3y/IbTaTOB aAdllTdliIMh U CTA>KUPOBOK
repcoHasia

CoCTaB/sATh MIPeJIOXKEHHS] U KOHTPOJIMPOBATh CTAaTbH PACXOZ0B Ha IPOrpaMMbI
Y MEPOINPHUATHSA 10 afarTallii U CTaXKUPOBKE IePCOHaa /ISl IaHUPOBaHMSI
OrO/IKETOB

[Tpor3BoguTh OLeHKY 3(PPEeKTUBHOCTHA MEPOTIPUSTUM 10 aJjanTalluu U
CTa)KUPOBKe TepcoHasa

BHeJpsTh crcTeMbl BOB/IeUeHUs TlepCOHaia B KOPIIOPATUBHYIO KYbTYPY

PaboTaTh ¢ MH(GOPMAL[MOHHBIMU CHCTEMaMH, 1(POBBIMHU YC/IyraMy U




CepBUCaMu 110 yIIpaBJ/IEHWIO ITI€epCOHAJ/IOM B obactu aJlalTaliii U CTA>KUPOBKH
repcoHa/ia

®opMupoBaTh NpejioXkKeHre 10 aBTOMaTU3aluu U L(poBU3aL[1 MPOLIECCOB
aZianTalyy U CTaXKUPOBKU MepCcoHasa

Ob6ecreurBaTh COO/TIOZIeHME TpeOOBaHUI 3aKOHOZATeTbCTBA PoCCHIiCKOM
®eepaliuM ¥ KOPIIOPATUBHBIX TIOUTHK B 06s1acTh 06pabOTKU repCcoHabHbIX
JIaHHBIX W KOH(U/IeHI[MaIbHOM UH(QOpMaLUU

BecTu [ie/10By1O TIepemnucKy

Cob6sroaTe HOPMBI 3THUKH [IeJI0BOTO 00IIIeHHS

Heobxoqumble 3HaHUs

MeTozbl afianTaliiy U CTAXKUPOBOK MepCoHasa

TEXHOJ'IOFI/II/I, MeTObl U METOAMKH IIPOBEAEHUA dHA/IM3d U CUCTEMdTHU3al|UX
AOKYMEHTOB 1 I/IHd)OpMaL[I/II/I

[Mopsiziok pa3paboTKM IJIAHOB a/jaNTal[iK ePCOHaa Ha HOBBIX Pab0UMX MecTax,
MO/ICOTOBKU, TIePENOATrOTOBKU U TIOBBIIIIEHUS KBaTU(HUKAI[MK TlepcoHaia u
OpraHu3aluy CTa)KUPOBOK

HOPH/I[OK COCTaBJIeHHsA CMET 3aTPAT Ha a4allTallui0 U CTA>)KUPOBKY I1€pCOHAJ/Ia

HOpH,Z[OK BejeHUA yueTa U OTUYETHOCTHU I10 afallTallii U CTa>)KUPOBKE ITepCOHAJ/Ia

CucTeMmbl, MeTO/bl U (POPMBI MaTepuaJIbHOIO U HeMaTepualbHOrO
CTUMYJ/IMPOBaHUsS TPyZa NepcoHasna

TexHooruu 1 MeTozbl HOPMUPOBAHUS U KOHTPOJISI OFO/IKEeTOB

OCHOBBI OGLL[Eﬁ %1 COHH&HLHOﬁ TICUXO0JIOTUH, COLHUOJIOTUHU U TICUXOJIOTUU TPydd

OpraHu3alyoHHasi CTPYKTypa OpraHu3alvy ¥ BaKaHTHbIE [JO/DKHOCTH
(npodeccuu, crielaTbHOCTH)

TapudHo-KBaMbUKALMOHHBIE CTIPABOYHUKH paboT U mpodeccrii pabounx u
KBa/TM(UKAIIMOHHbIE XapaKTePUCTUKH [JOJDKHOCTeH CITy’KalluX,
ripoeccrioHa/ibHbIE CTaHZAPTHI

CrieLianu3upoBaHHble MH(OPMAaLIMOHHbIE CUCTEMBI, LIUPPOBBIE YCIYTU U
CEepPBUCHI TI0 yTIpaB/IeHUI0 TIepCOHAIOM B MpolLiecce afianTaliid U CTaKUPOBKH,
IPaHULIbI UX TIPUMEHEeHUsT

OcHOBHBIE METPUKHU U aHaJIMTUYECKHE CPE3bl B obmactu rnponeccoB afiafTaljii 1
CTa>KMPOBKHU I1€DCOHAJIa

HOpMaTI/IBHLIe IMMpaBOBbI€ dKTHI, OIpee/drolIre HOMBI TDYAO0BOI'O IIpdBa

OCHOBBI HAJIOTOBOT0 3aKOHOAATe/IbcTBa Poccuiickon desepanyu

3akoHogaTenbCTBO Poccuiickor ®enepalyy 0 MepCOHATbHBIX JaHHBIX

JlokanbHble HOPMAaTHBHBIE aKThl OPraHU3aLvY, PeryIrMpyroLye afanTalui 1
CTa’)KMPOBKY IepcoHana

OCHOBBI JOKYMeHT0000POTa U JOKYMEHTAl[MOHHOTO 00ecrieueHust

[TopsifoK 3aK/Ir0uUeHus JOrOBOPOB (KOHTPAKTOB)

[IpaBusia BefieHUs1 [1e/I0BOM TIePenUCKU

HopMbI 3THKH [1€/10BOTO OOIIIeHUSI

Oco0ble yc/ioBus OITyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.4.4. TpypoBas QpyHKIUsA

Haumenosanue A IMUHUCTpPUPOBaHYe NPOLIeCCOB Koz D/04.6 YposeHs 6

Pa3BUTHS U TIOCTPOEHUST KBa/MUKaL1K1
npodeccroHanmbHON Kapbepbl, 00y4yeHus],




aJlalTaliii, CTa>)KMPOBKU IM€PCOHA/Ia U
COOTBETCTBYIOILIIETO ,E[OKYMeHTOO60pOTa

Hponcxozx,quHe 0000111eHHOM OpurmHan X 3aMMCTBOBAHO U3
TPYZOBOH QyHKUUH OpUrvHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a CTaHgapTa
TpyzoBbIe feliCTBUS ITokyMeHTaI[MOHHOe obecrieueHre pe3ybTaTOB MEPONPUATHM T10 Pa3BUTHIO U

MOCTPOEHHIO TTPO¢eCCHOHATBFHOM Kapbepbl, 00yUueHHto, afianTaluy 1
CTaXUPOBKE TIepCoHasa

[ToAaroToBKa MHAVMBHYaNbHBIX MPe/I0KeHUH Ha OCHOBE pe3y/bTaToB
TIpOBe/IeHNs1 MepOTIPUATHH 10 Pa3BUTHIO U ITOCTPOEHUIO NMPO(deCcCUOHaTbHON
Kapbephbl, 00yueHU0, aflanTalliy U CTaXXKUPOBKe TepCcoHaa

[MToaroToBKa NpesIoKeHHiA TI0 COBEPIIeHCTBOBAHUIO CUCTEM O0yUeHws,
aZlanTalyy U CT&KUPOBKU, Pa3BUTHS U MIOCTPOeHUs MpodeCcCuoHaNbHOM
Kapbepbl NlepcoHana

ConpoBoskJeHue JOTOBOPOB Ha OKa3aHWe KOHCY/IbTal[MOHHBIX,
MHGOPMALIMOHHBIX YCIyT, He0OXOIUMBIX [/l TIPOBe/IeHUs] 00yUeHus], aJjarnTalfiu
Y CTaKUPOBOK, Pa3BUTHS U MIOCTPOEHUs PO eCcCUoHaMbHON Kapbepbl
TiepcoHasa, BK/Itouasi TipejBapuTe/ibHbIe TTPOLeAYPhI TT0 UX 3aKTFOUeHUIO

Heobxoaymble yMeHHst OdopMIATE JOKYMEHTHI 110 BOIIPOCaM TIPOBeieHHs1 00yueHw s, ajanTarjii 1
CT@XUPOBKH, Pa3BUTHS U TIOCTPOEHMsT TIPO(eCcCHOHaMbHOM Kapbephl IIepCcoHala,
TMpe/IoCTaB/IsIeMbIe B TOCYAapPCTBEHHbIE OPraHbl, MPeICTaBUTE/IbHBIE OPTaHbl
pabOTHUKOB

ObGecrieurBaTh JOKYMEHTALIMOHHOE COTIPOBOXK/eHHe 00yUeHUsl, afiarTariu U
CTa’KMPOBOK, Pa3BUTHS U MIOCTPOeHUs podecCOHaIbHON Kaphephl IepcoHasa

AmHanu3vpoBaTh MpaBw/Ia, MPOLeAyPhl U TIOPSIIKU TIPOBe/IeHUs] 00yUeHus],
a/lanTalvy U CTaXKUPOBKU, Pa3BUTHS U TTIOCTPOEHHS MPOdeCcCHOHaTbHOM
Kapbephbl NepcoHana

OpraHu30BbIBaTh XpaHEeHHE JOKYMEHTOB B COOTBETCTBUM C TPeOOBaHUSIMU
3aKoHo/aTenbCcTBa Poccutickoit defepaliiy U I0KaIbHBIMA aKTaMU
OpraHu3aluu

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, L(POBLIMHU YC/IyraMy 1
CepBHCaMH 10 BOIIPOCAM a/IMUHHCTPUPOBAHUS JJOKyMeHTOO0O0pOTa TPOL{eCCOB
o0yueHus1, aflanTali U CTa)KUPOBKH, Pa3BUTHsI U ITOCTPOEHUST
npodeccroHanbHON Kapbephl IlepcoHasa, BeleHHs yueTa KaHUaToB Ha
BaKaHTHbIE J0/DKHOCTHU (Tipodeccuu, crielidanbHOCTH)

dopmupoBaTh MpejioXkKeHre TI0 aBTOMaTU3alyy U LU poBU3aliuu B 061acTu
a/IMMHUCTPUPOBAHUS JOKYMEHTO0O0POTa MPOL[eCCOB 00yUeHus], ajanTal[iu 1
CTa’KUPOBKH, Pa3BUTHUS U TIOCTPOEHUsI TTPO(eCcCHOHATLHOM Kapbephbl, BeZleHuUs
yueTa KaH/1/IaTOB Ha BaKaHTHbIE JO/KHOCTHU (Tipodheccuu, Criel{iaabHOCTH)

Ob6ecrneurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATEIbCTBA PoCCHIICKOM
®enepal[uyl ¥ KOPIIOPATUBHBIX TIOJIUTHK B 00/1acTH 06pabOTKM TepCOHATBHBIX
JIaHHBIX ¥ KOH(UeHI[MaIbHOM UH(POpMaLUU

BecTu fienoByro nepenucky

Cob6srojaTh HOPMbBI 3THKH JIEJIOBOTO OOIIIEeHMST

Heob6xovMble 3HaHUS [Mopsinok odopMeHusi, BeJleHUs U XpaHeHUsI I0KYMeHTAaLMH, CBSI3aHHOU C
cucteMoi 00yueHUsl, alanTalliy U CTa>KUPOBKU, Pa3BUTHS U TTIOCTPOEHUS
rpodeCCOHABLHOM Kapbephl MepcoHasa




[Mopsimok dhopmMupoBaHusi, BefileHUsi 0a3bl JAHHBIX O TIepCOHasie OpraHu3al|H,
TOPSIIOK Mpe/ICTaB/IeHNsI OTYETHOCTH

HopmatrBHbIe TIPaBOBBIE aKThI, PETY/TUPYIOIIYe TpaBa v 0053aHHOCTH
roCyJapCTBEHHBIX OPraHOB M OpraHW3aluM M0 MpeA0CTaB/IeHUI0 YUeTHOM
JIOKyMeHTal1un

HOPH,I[OK O(i)OpMJ'IEHI/IH AOKYMEHTOB, IMMpeACTaB/IA€MbIX B I'OCyJAdpCTBEHHLIE
OpraHbl ¥ MHbIE OPI'dHU3dlIUN

OCHOBBI ,E[OKy'MeHT0060pOTa U JOKYMEHTalJMOHHOI'O obecrieuenus

[Topsiiok npoBejeHUs 3aKYTIOUHbIX MpoLeyp U 0(OpMIIeHUs] COMYTCTBYIOLeN
JIOKyMeHTaLu

OpraHu3aijMoHHasi CTPYKTypa OpraHu3al[ii U BaKaHTHbIe J0/DKHOCTU
(npodeccuu, crielaaTbHOCTH)

TapudHo-kBamMHKaIMOHHbIE CTIPABOYHUKM PaboT u mpodeccuii paboumnx u
KBa/IM(HUKALIMOHHbIE XapaKTepPUCTUKK [JOJDKHOCTEeH CTy’KalllkX,
npodeccroHaIbHble CTaHAAPThI

CrieLivanu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIUPPOBBIE YCIIYTU U
CepBHUCHI B 00/1aCTH aZ/MUHHCTPUPOBaHUS JOKYMEHTOO00POTa 110 BOIIPOCaM
o0yueHus1, alanTalliy U CTa)KUPOBKHU, Pa3BUTHS U TTIOCTPOEHUS
npoeccroHaNbHOU Kapbepkl, BeZleHHs yJyeTa KaHJ1/1aTOB Ha BaKaHTHbIE
JIOJDKHOCTH (T1podeccui, CrielidasbHOCTH), TPaHULIbI UX PUMeHeHUs

HOpMaTI/IBHLIe IMMpaBOBbI€ dAKTHI, OIIpee/drolIre HOMBI TDYAOBOI'O IIpdBa

OCHOBBI apXHMBHOI'0 3aKOHO/IaTe/TbCTBa U HOPMaTUBHbIE MPaBOBbIe aKThl
Poccuiickoii @ezmepariuu B 00/1aCTH BeieHHsT JOKYMEHTAI[|H 110 TIepCOHaTy

OcCHOBBI HAJIOrOBOT'0 3aKOHO/IaTe/IbCTBa Poccuiickoit ®esepariyiu

3akoHo aTenbCTBO Poccuiickor ®efepaliiy 0 MepCOHATbHBIX JaHHBIX

TexHosior N1, METOJAbI U METOUKU IPDOBEEHUSA dHA/IN3d 1 CUCTEMATHU3dlIN
AOKYMEHTOB 1 I/IHd)OpMaL[I/II/I

JIoka/ibHble HOpMAaTHUBHBIE aKThl OPraHU3aluH, PeryIUpYIOLIye MOPsiI0K
Pa3BUTHS U TIOCTPOEHUs TIPO(heCcCHOHANMbHON Kapbepbl, 00y4eHws, a/janTaliiy 1
CTaXUPOBKH TepCOHana

[Topsif0K 3aK/IH0YeHUs JOTOBOPOB (KOHTPAKTOB)

HpaBHna BeJjeHuda ,E[GHOBOﬁ TMepernmcKu

HopMmbl 3THKH /1e7I0BOTO 00ITeHusT

Oco0ble yc/1oBUS J0ITyCKa K
pabore

[pyrue xapakTepucTUKU

3.5. O6001eHHas TpyAoBasa GyHKIUsA «/leATeTbHOCTD 10 OPraHu3aluy TPy/a U OIUIaThI IepCOHaIa»

eATe/IbHOCTD I10 OpraHu3aliyi T aiu YpoBeHb
Haumenoeanue A p 1 PYA Koz E P 6
OTUIaTHI TIePCOHAA KBaM(UKALH
ITpoucxosxzenre 0600111eHHOMN 3auMCTBOBaHO U3
P A . OpuruHan X
TPYZ0BOU (DyHKLIU OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpo¢eccroHaIbHOTO
a cTaH/iapTa

Bo3mo)xHble HaMeHOBaHUs
JIoJKHOCTeH, npodeccuii

CrielianucT 10 HOPMUPOBAHUIO U OTlIaTe Tpyja
Criera/iMCT TI0 OpraHU3alvy 1 orjiaTe TpyJa
CrieraucT 1o KOMIIeHCalUsiM 1 JIbrOTaM
CrieriaiucT 10 NepcoHany




Menexep 110 riepcoHany

TpeboBaHHs K 00pa30BaHUIO
1 00y4eHuto

Briciree obpa3oBaHHe — 6akaaBpuat

W

Beiciiee obpa3oBaHue (HerpoduibHOe) — OaKasaBpHaT U JOTIOTHUTETbHOe
npodeccroHaIbHOEe 00pa3oBaHKe — MPOrpaMMbl IPodeCcCUOHATbHON
MeperoroTOBKY B 06/1aCTH yrpaB/ieHHs IEPCOHANIOM WK B 00/1aCTH
OpraHu3al[i¥ ¥ HOPMUPOBAHUS TPY/ia, CTUMY/IMPOBAHKS U OTIaThI TPy/ia

TpeboBaHus K OMBITY
TIPaKTHUeCKO# paboThI

Oco0ble yc/1oBUS JOITyCKa K
pabore

[pyrue xapakTepucTUKU

PekoMeH/1yeTCsl JOTIOTHUTETbHOE TIpo(eCcCrOHabHOe 00pa30oBaHue —
MIPOrpaMMbI MOBBIIIEHNsT KBATM(PUKALIK B 00/1aCTU yTIpaB/I€HUS ITEPCOHAIOM
W/ OpTaHU3al[iM TPYZA U OTIaThl TIepCoHaa

[JomnonHuTenbHbIe XapaKTePUCTUKU

HauMeHOBaHHE /IOKyMEHTa Koz HaumeHoBaHve 6a30B0ii TPYIINbI, JOHKHOCTH (TTpodeccrn)
VU CIeLuaJbHOCTH
OK3 2423. CreriiamMcThl B 06/1aCTH MoA00pa v UCTIOTb30BaHUS
repcoHasa
ETKC nmu EKC VH)xeHep 0 HOPMUPOBAHUIO TPYZa
OKOHOMHUCT TI0 TPYAY
MeHeKep 110 TilepCcoHany
OKIIATP 26583 CneryaaicT 1o Kazpam
27755 OKOHOMUCT I10 TPYAY
OKCO 2016 5.38.03.01 OKOHOMUKA
5.38.03.02 MeHeKMeHT
5.38.03.03 YmipaB/ieHue nepcoHaaoM

3.5.1. TpypoBas pyHKIMA

HaumeHoBaHue

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

YpoBeHb
Opranusanys orviaThl TpyZa repcoHasa Koz E/02.6 S 6
OpruHan X 3auMCTBOBaHO 13
OpWT'MHaIa
Koz PerucrpalvoHHbIN HOMep
OpUrHHa rpogeccroHaabHOT0
a CTaHJapTa

TpyzoBble felcTBUs

Pa3paboTKa CUCTeMBI OTIaThI TPY/ja TepCOHasIa

dopmupoBanue 6r0pKeTa GoHJA OMIATH TPYQ, CTUMY/IUPYIOIIUX U
KOMIIeHCALJMOHHbIX BbIT/IAT

BHezipeHMe cucTeMbl OM/1aThl TPYZA NepcoHana

[ToAroToOBKa Mpe/|I0XKEHHI TI0 COBEPIIIEHCTBOBAHUIO CUCTEMBI OI/IaThl TPY/a
riepcoHasa

Heob6xoivMble yMeHUst

HpI/IMEHHTB TeXHOJIOT'NH MaTepHaﬂbHOﬁ MOTHBALIMU B YIIPpaBJ/JI€HHWHU IM€PCOHA/IOM

AHanu3upoBaTh COBpeMeHHbIe CUCTeMbI OI/IaThl U MaTepuaibHOU (MOHETapHOM)
MOTHBALMU TPY/a AJIs1 Liesieid OpraHu3aljuu




AHanu3upoBaTh YPOBEHb OIJIaThl TPY/la NepCOHasa Mo COOTBETCTBYHOIIUM
ripoecCHOHATBLHBIM KBaTU(PUKAITUSIM

ITpoBOIUTH MOHUTOPHUHT 3apabOTHOM TUIAThI HA PHIHKE TPY/ia

CocTaBasTh ¥ KOHTPOJIMPOBAaTh CTaThbM PAacX0/|0B Ha OI/IaTy TPyZa IepcoHana
JU1s1 TUTAaHWPOBaHKs Oro/pKeTa

AHanu3vpoBaTh (POPMbI MaTeprasbHOTO CTUMY/IMPOBaHUs, KOMIIEHCaLl1il U
JILIOT B OI/1aTe TPy/ia epcoHasna

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, L(POBLIMHU YC/IyTaMy 1
CepBHUCaMH 10 OIIaTe TPyAa MepcoHana

dopmupoBarth NpejioXkKeHre 10 aBTOMaTHU3aLyu U L poBU3aLiU MPOLIECCOB
OIIaThl TPYZa

CocTaB/iATh POrHO3bl Pa3BUTHS OI/IaThl TPYya NepCcoHasa

Ob6ecrieunBaTh cOOMOIeHEe TpeOOBaHHM 3aKOHOZATe/TbCTBA PoCcHiicKoi
denepal[u ¥ KOPIIOPATUBHBIX TOJIUTHK B 00/1aCTH 00pabOTKM MepCOHATbHBIX
JIAHHBIX ¥ KOH(MUAEHI[Ha/TIbHOW UHPOPMALIUN

BecTH fiefoByro repernucky

CobmroiaTh HOPMBI 3THKH [1€/I0BOT0 00IIIeHus

Heobxoqumble 3HaHUS

@dopMbI ¥ cUCTeMbI 3apabOTHOM M/1aThI, MTOPSIOK COCTABIeHHS OFO/KETOB

Cucrembl, METO/IbI U POPMBI MaTePUATBLHOTO Y HEMaTepPUATbHOTO
CTUMY/IMPOBaHUs TPy/a MepcoHasa

TexHosoruu ¥ MeTo/ibl (HOPMUPOBaHUS U KOHTPOJISI OFOZIKETOB U POH/I0B

[Mopsimok Tapudukamy pabot u pabourx, yCTaHOB/EHHUs JOKHOCTHBIX
OKJIaJIOB, [IOTI/IAaT, HaJ0aBOK U K03 (dHULIMEeHTOB K 3apab0THOM 1yiaTe, pacyeTra
CTUMY/TUPYIOIINX BBITIAT

METO,IU:I onpene/jeHrs YMC/JIeHHOCTH I1epCOHaJ/la

TapudHo-KBaMbUKALMOHHBIE CTIPABOYHUKH paboT U mpodeccrii pabounx u
KBa/TU(HUKAIIMOHHbIE XapaKTePUCTUKH JJOJDKHOCTeH CITy’KalluX,
ripoeccrioHa/ibHbIE CTaHZAPTHI

MeTozp! yueTa 1 aHa/iM3a 1oKasareseii 1o TpyAy v 3apaboTHOM ryiate

TexHo/0rMH, METO/IbI U METO/IMKU NPOBe/IeHNs aHaM3a U cucTeMaTu3aLyu
JIOKYMEeHTOB 1 UH(OopMaLiu

[TonuTHKa ¥ CTpaTervst OpraHu3aLyH 10 MepCoHay

OpraHu3alvoHHasl CTPYKTypa OpraHU3aluy ¥ BaKaHTHBIE /I0/DKHOCTH
(mpodeccuu, crieragbHOCTH)

HopMmaTuBHbIe 1paBOBbIe aKThl, OMpeeistole HOMbI TPY/0BOTO IpaBa

OcCHOBBI HA/IOT'OBOT'0 3aKOHO/IaTe/IbCTBa Poccuiickoit ®esepariiuu

3akoHo aTenbCTBO Poccuiickon ®efepaliiy 0 mepCOHAMbHBIX JaHHBIX

JlokanbHble HOpMaTHUBHBIE aKThl OPraHU3alliy, PeryIupyolliye oriaTy Tpyza

OCHOBBI 3KOHOMHKU TpyAa

OCHOBBI TEXHOJ/IOTUU MPOU3BOACTBA U AeATE€/IbHOCTU OPraHr3aliin

OCHOBBI JOKYMeHT0000pOTa U JOKyMeHTallMOHHOTO 00ecrieyeHust

[TopsifoK 3aK/IrOYeHUs JOTOBOPOB (KOHTPAKTOB)

OcHOBBI 00111eli ¥ COIMAIBHOM MICUXO0IOTHH, COIIMOIOTHN M TICUXOJIOTHUH TPYZA

Crerjan3poBaHHble HHPOPMAaLIMOHHbIE CUCTEMBI, LIU(PPOBLIE YCIYTH U
CepBUCHI B 00/1aCTH OpraHM3aliy U OTUIaThl TPY/ja MepCoHasa, FPaHULbl UX
TIpYMeHeHHUs

OCHOBHbIE METPUKH U aHA/TMTUUECKHE CPe3bl B 00/IaCTH MPOI[ECCOB
obecrieueHust OTJIaTHI TPYZA MepCOHaa

HopMbI 3THKH /1e/10BOTO OOIIIeHUS




Oco0bble yc/ioBHs OTTyCKa K
pabote

[pyrue xapakTepuCTUKU

3.5.2. TpypoBas ¢pyHKIus

IMpoucxosxaeHre 0600IIEHHOM
TPyZAOBOU HyHKIUH

AIMUHHCTPHUPOBaHUE TIPOLIECCOB
YposeHb
HanmeHoBaHue OpraHu3alvy TPy/ia, OIUIaThl IepCoHaaa U Kop E/03.6 6
KBa/mMuKaum
COOTBETCTBYIOLLIETO I,E[OK}’MQHTOO6OPOT{:I
3aMMCTBOBaHO U3
OpuruHan X
OpUrvHama
Kon PervcrpaijioHHbIit HOMep
OpUTHHAT NpodeCcCHOHaTLHOTO
a CTaHJapTa

TpyzoBbIe elCTBUS

TOKyMeHTaI[MOHHOEe U OpraHU3al[MOHHOE COTPOBOXK/[EHHE CUCTEMBI
OpraHM3aL[uM TPY/ia U OTIIaThl TPYZA MepcoHasa

[ToaroroBKa npe/iioKeHU 10 COBEPIIIEHCTBOBAHUIO CHCTEMbl OpraHu3aLuy U
OIUIaThl TPY/a NlepcoHana

[ToaroroBka 1 06paboTKa 3aIIpOCOB U yBeZAOM/IEHUM 0 pabOTHUKAX B
rOCy/JapCTBEHHbIE OPTaHbl, IPe/[CTABUTE/IbHbIE OPraHbl PAOOTHUKOB 110
CHCTeMaM OIUIaThl ¥ OpraHy3alvy TPy/a MepcoHasia

OpraHu3aLoOHHOe U JOKyMeHTALlMOHHOe CONPOBOXK/EeHUe JOrOBOPOB Ha
OKa3aHHWe KOHCY/IbTallMOHHbIX, MHPOPMALIMOHHBIX YCIYT M0 CUCTeMaM OIUIaThl U
opraHusaly TpyZa IepcoHara, BKIrYas IipeJjBapuTe/ibHble MpoLieAypbl 10 UX
3aK/IFOUEeHUI0

Heobxomvmbie ymMeHUst

OdopM/ISTh JOKYMEHThI TI0 BOIIPOCAM OIJIaThl ¥ OpPraHU3alvy TPy/Za MepcoHarna,
Tpe/iCTaB/IsieMble B TOCY/IapCTBEHHbBIE OPTraHbl, TPe/ICTaBUTE/IbHbIE OPTraHbI
paboTHUKOB

AHanv3upoBaTh HOPMaTUBHBIE U METOIUYECKHE TOKYMEHThI M0 BOIIPOCam
OTJIaThl ¥ OPraHM3aLUU TPyZa MepcoHasa

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBUM C TPeOOBaHUSIMU
3aKOHO/jaTenbCTBa Poccutickoit @efjepaliuu U JIOKabHBIMU aKTaMU
opraHu3aLuu

BecTu yueT v peructpauuio JOKyMeHTOB B MH(GOPMAL[MOHHBIX CUCTeMaxX 1 Ha
MaTepHaabHbIX HOCUTEISIX

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, L(POBBIMHU YC/IyraMy U
CepBHCaMH T10 a/IMUHUCTPHUPOBAHHIO JOKYMeHTO000pOTa B 06/1acTH
OpraHu3aly U OIJIaThl TPyZa MepcoHasa

dopmupoBaTh MpejiioXKeHre 10 aBToMaTHh3aLyu U L poBU3aLiuM rpoLecca
a/IMUHHCTPUPOBaHUS JOKyMeHTo060poTa B 06/71aCTH OIJIaThl U OpraHu3aliu

TpyAa

[Tpor3BouTh NpeiBapyTebHbIe 3aKyIOUHbIe MPoLeAyPbl U 0(POPMIISATH
COIMYTCTBYIOLLYIO JOKYMEHTALUIO 10 3aK/IF0UEHUI0 JOTOBOPOB

Ob6ecrieunBaTh cOOMIOIeHEe TpeOOBAaHHM 3aKOHOZIATe/TbCTBA PoCcuiicKoi
®desrepaiiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH IMepCOHaTbHBIX
JIAHHBIX ¥ KOH(MUAEHI[Ha/TbHOW UHPOPMALIUN

BecTu fienoByro nepenucky

CobmroiaTh HOPMBI 3THKH [1e/I0BOTO 00IIIeHusT

Heobxoumble 3HaHUs

HOPH,Z[OK OCl)OpM]I@HI/IH, BeJeHUA U XPAHEHUS JOKYMEHTALMHU 10 CUCTEMadM




OTJIaThl ¥ OPraHM3alUM TPy/a MepcoHasa

HopmatrBHbIe TIPaBOBBIE aKThI, PETYTUPYIOIIYe TpaBa U 0053aHHOCTH
roCy/JapCTBEHHbIX OPTaHOB U OpPraHu3alyu 110 NPe/JOCTaB/IeHUI0 YUeTHOU
JIOKyMeHTal1n

TEXHO]'IOFI/II/I, MeTOAbl U METOAWKH IIPOBEIE€HNA dHA/TW3d U CUCTeMaTHU3allun
AOKYMEHTOB 1 I/IH(bOpMaL[I/II/I

TapudHo-KBaMPHUKALIMOHHBIE CITPABOYHUKHN PabOT U rpodeccuii pabounx u
KBa/M(UKalFOHHbIe XapaKTePUCTUKK [O/DKHOCTeH CITy»Kallux,
npodeccrioHanbHble CTaH/apThl

CrieLijanu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIMPPOBBIE YCIIYTH U
CepBUCHI TI0 aIMUHUCTPUPOBAHHUIO IOKYMEHTO000POTa MPOL[eCCOB OTIaThl U
OpraHu3aluu TpyZa nepcoHasa, FPaHULbl KX TPUMEHEeHUSsT

JlokanbHble HOPMAaTHBHBIE aKThl OPraHU3aLUY, PeryirMpyoLye MopsioK
OIUIaThl, OPraHu3alii ¥ HOPMUPOBAaHUs TPy/ia

OCHOBBI JOKYMeHTO000POTa U JOKYMEHTAIJMOHHOTO 00ecrieueHust

IMopsinok ¢hopmupoBaHysi, BeZieHus1 0a3bl JaHHBIX U MIPe/CTaB/IeHNs] OTYeTHOCTH
T10 CCTeMaM OI1aThl ¥ OpraHu3alvy Tpy/ia repcoHasia

HopmatrBHbIe IpaBoBbIe aKThl, OMNpee/stoliyie HOMbI TPY/JOBOTO IpaBa

OCHOBBI apXHMBHOT'0 3aKOHO/IaTe/IbCTBA U HOPMATHUBHBIE TTPABOBBIE AKThI
Poccutickoii ®@efepaiiuul B 06/1aCTH Be/IeHUs JOKYMEHTAIIUH 110 TIepCOHaTy

OCHOBBI HaJIOTOBOTO 3aKOHO/[aTe/IbcTBa Poccuiickoit Pezepariuu

3akoHo/jaTeNnbCTBO Poccuiickoit Peziepaliiy 0 epCOHAMbHBIX JaHHBIX

[Topsimok 3ak/tOueHurst JOrOBOPOB (KOHTPAKTOB)

[MTopsinoK MpoBe/ieHHs 3aKYTIOUYHbIX TIPoLieAyp U 0(hOpM/IeHUS COMTYTCTBYOIIei
JIOKyMeHTaLl1!

HopMbI 3THKH /1e/10BOTO OOIIIeHUSI

[TpaBusa BeZieHUs [1e/I0BOM MepernucKy

Oco0bble yc/ioBUS OITyCKa K
pabore

Lpyrue xapakTepyuCTUKU

3.6. O6o61eHHas TpyAoBas PyHKIUA «/lesiTeIbHOCTH M0 ()OPMUPOBAHHIO KOPIIOPATHUBHOM

COIMA/TbHON MOJTUTHKI»

HaumeHoBaHue

ITpoucxosxaeHre 06001IeHHOM
TPyZAOBOM (HyHKLIUU

[HesiTennbHOCTD 110 (POPMUPOBAHUIO Ko F YpoBeHb 6
KOPIOPAaTHBHOM COLManbHOM MOJUTUKN 4 KBa/M(HKALH
OpuruHan e 3aMMCTBOBaHO U3
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpHUrMHas nipodeccroHaNBEHOTO
a cTaHzapTa

Bo3MoykHbIe HaMeHOBaHUsI
JOJDKHOCTeH, rpodeccuii

CrieLiManuCT Mo COLMa/IbHBIM IMPOrpaMMaMm

Crepanuct 1o paboTe c rpeCTaBUTeIbHBIMU OpraHaMy PabOTHHKOB
CneLuanucT 1o KOpnopaTUBHOM COLIMA/IbHOW TOJIUTHUKE

Crierja/IuCT 10 NepcoHamy

MeHepkep 110 ITepcoHaLy

TpeboBaHMs K 00pa30BaHUIO
1 00yUueHHUI0

Briciiee o6pa3oBaHue — 6akanaBpyaT
WIn
Beiciiee obpa3oBanue (HempoduibHOe) — OaKasaBpHaT U JOTIOTHUTETbHOe




rpoeccrioHabHOe 00pa3oBaHre — IMPOrpaMMbI PO eCcCHOHaTbHOM
Mepero/IroTOBKY B 00/1aCTH yrpaB/ieHHs TIepCOHAIOM WK B 00/1aCTH
COIL[Ma/TbHOM TTOJTUTHUKH

TpeboBaHus K OTBITY
MPaKTUUECKOM paboThI

Oco6ble yc/ioBUS AOMyCKa K
paboTe

[pyrure xapakTepUCTUKU

PekoMeHIyeTCs IOTIOJTHUTE/IbHOe MpodeccroHabHOe 00pa3oBaHue —
TIPOrPaMMBI MTOBBIIIIEHHST KBaTUGUKALMK B 06/1aCTU yTIpaB/ieHUs TIepCOHA/IOM
WIH COLIMA/IbHOW MOJIUTUKH

[ononHuTtenbHble XapaKTepPUCTUKU

HauMeHoBaH e J0KyMeHTa Koz HaumeHoBaHue 6a30BOM IPYMIIb, O/DKHOCTU (TIpodheccun)
WU CTIeLUaJbHOCTH
OK3 2423. CrieljyamiCcThl B 00/1aCTH TI000pa U UCII0/Ib30BaHKs
repcoHasa
ETKC umu EKC Cnenuyaauct 1o Kaapam
MeHneyKep 10 nepcoHany
OKIIOTP 26583 CneyamvcT 1o Kaapam
OKCO 2016 5.38.03.02 MeHe>KMeHT
5.38.03.03 YripaBsieHue TiepcoHaIOM

3.6.1. TpypoBasi pyHKIMA

PaspaboTka KOpropaTUBHOM COLMAIBLHOMN YpoBeHb
HaumenoBatue P ptiop a Kog F/01.6 P 6
TIOJTUTHKHN KBa/HKaLH

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

3auMCTBOBAHO U3

OpuruHan X
opuryHasa
Koz PerucrpauyoHHbIl HOMep
OopuyruHasn npogeccroHaabHOT 0
a CTaHzapTa

TpyzoBbIe elCTBUS

Pa3paboTKa KOpIiOpaTUBHBIX COLIMA/IbHBIX MPOrpPaMM

Pa3paboTka crCTeMbl BHIIJIAT pabOTHHUKAM COLMA/IBHBIX JIbIOT

Opranusanys B3auMO/IeMCTBUS C TIpe/ICTaBUTeTbHBIMUA OpraHaMi pabOTHHUKOB,
0011{eCTBeHHBIMI OPTraHU3aL[|sIMH, C TOCY/IapCTBEHHBIMH OpraHaMU

[ToaroTOBKA TIpeyI0KeHU 110 (hopMUpOBaHHIO OrO7KeTa B 06/1aCTH
obecrieueHUst KOPIIOPAaTUBHOM COIMATBHOM MTOTUTHKH

HeobOxopumbie ymeHust

Ompe/eniiTh LesieBbie TPYTIITbI TIepCoHasIa A/isi pa3paboTKu
Crelya3UPOBAHHBIX COIMAIBHBIX TIPOTPAMM

HNoBoanTh MHGOPMALMIO O COLMAIBHBIX MTPOrpaMMax [0 LieJIeBbIX TPYIIT
repcoHasa C UCI0/Ib30BaHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHHUKALUN

BbIOMpaTh KpUTepUM U OTPe/IeNiATh YPOBHHU YAOBIETBOPEHHOCTH TIepCOHaa

Hcnonb3oBaTb MaTepHaJ/IbHbIe U HeEMaTepPHaJ/IbHbIe CHMCTEMEI, METOAbI 1 (bOpMI:I
MOTHBALIMU B YITIpaBJ/JIEHHUHU I1€PCOHA/IOM

OmnpefensiTh 00BEMBI CPe/ICTB [I/Isl Pean3aliiy COLManbHbIX TapaHTHH,
KOPIOPAaTUBHBIX JILIOT M UHBIX 37IEMEHTOB KOPIIOPaTUBHBIX COLIMAIbHBIX
riporpamm Jijist GOpMUpPOBaHUsI OFO/I)KETOB




CocTaBnATh ¥ KOHTPOJIMPOBATh CTaThbM PAaCX0/0B Ha COLMA/IbHbIE TIPOrPaMMBI
TSI TIJTAHUPOBaHMS OFO/PKETOB

[Tpowr3BoauTh NpeBapyTe/bHbIe 3aKyTIOUHbIe MpoLeAyphl U 0popmiieHre
COMYTCTBYIOLLEN JOKYMeHTaL[1H T10 3aK/IF0UeHUI0 JOTOBOPOB

PaboTath o crielMau3upoBaHHBIMU UH(POPMAI[HOHHBIMU CUCTEMaMH,
1M(POBBIMU YCIyraMH M CEPBHCAMHU T10 YTIpaB/IeHUIO MIepCOHAIOM B 00/1aCTH
KOPIIOPAaTUBHOW COLIMATbHOM MOJUTHUKU

dopmupoBaTh Mpe/iIoKeH s TI0 aBTOMaTU3aluy 1 L(dPoBU3aLIMK MpoLiecca
pa3paboTKX KOPIOPATHBHOM COLIMAbHOM MOJTUTUKU

Ob6ecrieunBaTh cOOMOeHNe TpeOOBaHHM 3aKOHOZATe/TbCTBA PoccuiicKoi
®enepaiii ¥ KOPIIOPAaTUBHBIX ITOIUTHK paboTo/aTesist B 06/1acTh 00paboTKu
MepCOHABHBIX JAHHBIX U KOHGUAEHIMaIbHON HH(OpMaIu

Bectu fenoByro nepenucky

Co0J1r0/1aTh HOPMBI 3THKH /1€JI0BOTO OOIT|eHHS

Heobxoumble 3HaHUs

[Topsiiok ¥ MeTo/ bl pPa3paboTKM MJIaHOB U MPOrPaMM COLIMATbHOTO Pa3BUTHS
OpraHu3saluu

MeTo/ibl aHa/IK3a BBITOJIHEHUS COLIMAIbHBIX TIPOTPaMM U OmpeZiesieHust UX
9KOHOMHYeCKol 3(h(HeKTUBHOCTH

Cucrembl, METO/IbI U POPMBI MaTEPUATBHOTO Y HEMaTepPUaTbHOTO
CTUMY/IMPOBaHUS TPY/a MepcoHasa

TexHosiornm u MEeTO/bI (bOpMI/IpOBaHI/IH W KOHTPOJIA 6I-O,11)K€TOB

MeTo/ibl MPOBE/IEHUST COLMOIOTUYECKUX UCCIe0BAaHUM, U3yUeHHUs
00I11eCTBEHHOTO MHEHHSI

TexHonoruu, MeTo/ibl U METOJUKH NPOBe/|eHUs aHa/lM3a U CUCTeMaTr3alyn
JIOKyMEeHTOB ¥ UH(QOpMaLU

[MTopsifok MpoBe/ieHus 3aKYTIOUYHBIX MpoLieAyp U 0hOpM/IeHUS COMYTCTBYOLIEM
JIOKyMeHTalu1

OcCHOBBI TIPOM3BO/CTBEHHOM eSITe/TbHOCTH OpraHU3aLuu

OcHOBBI 00111eli ¥ COIMaIbHOM MCUXO0I0THUH, COLJMOIOTHN M TICUXOJIOTHH TPYZA

CTpyKTypa, Lies1, CTpaTerus v MojJMTHUKa OpraHu3aliy 1o nepcoHany

TapudHo-KBaMPHUKALIMOHHBIE CITPABOYHUKHN PabOT U rpodeccuii pabounx u
KBa/M(UKalFOHHbIe XapaKTePUCTUKK [JO/DKHOCTeH CITy Kallux,
npodeccroHanbHble CTaH/AapThl

CrieLianu3upoBaHHble HH(OPMAaLIMOHHbIE CUCTEMBI, LIMPPOBBIE YCIIYTH U
CepBUCHI TIO yTIPaBJ/IeHUIO IEPCOHA/IOM B 00/1aCTH KOPIIOPaTUBHOM COL[MA/TbHOM
TIOJINTUKH, TPaHUIIbl UX TIPUMEHeHUs

OcHOBHBIE METPUKU 1 aHA/IMTHUYECKHE CPe3bl B 00/1aCTH KOPITIOPAaTHBHOM
COIL[Ma/TbHOM TOJTUTHUKH

HopMaTuBHbIe 1paBoOBbIe aKThl, OTpeZie/isitolyie HOMbI TPY/JOBOTO MpaBa

OCHOBBI HAJIOTOBOT'O 3aKOHO/ATe/IbCTBa Poccuiickont desepanyu

HopMaTHBHBIE TIDaBOBBIE aKThI, PETY/IMPYIOLIHe TIpaBa U 00SI3aHHOCTH
rOCyZapCTBEHHBIX OPraHOB, TPe/ICTaBUTETHHBIX OPraHOB PAOOTHUKOB

3akoHojaTenbCTBO Poccuiickoit dezepaliviv 0 epCOHAMbHBIX JaHHBIX

JlokanbHble HOpMaTHUBHBIE aKThl OpraHK3al[|H, PeryIUpyoLLre MopsJoK
(hopMHUpOBaHUSI COL[MAILHON TIOJTUTHKA

[TopsifioK 3aK/toueHus JOrOBOPOB (KOHTPAKTOB)

[IpaBusia BefjeHus [1e7I0BOM TTePenuCcKu

HopMbI 3THKY /1e/10BOTO OOIIIeHUS

Oco0bble yc/ioBHs JJOTTyCKa K




paboTe

Lpyrue xapakTepuCTUKU

3.6.2. TpypoBasi pyHKIMA

HanmeHoBaHue

[TpoucxosxeHre 06001IeHHOM
TPYJOBOH (QYHKLIUM

Peanu3aiusi KOpnopaTUBHOM COLMAbHOU Ko F/02.6 YpoBeHb 6
TIO/IUTUKU A ) KBa/IMUKaLH
OpruHan X 3auMCTBOBaHO 13
OpWTHMHana
Koz PerucrpalvoHHbIN HOMep
OpUTHHas rpodeccroHaabHOTO
a cTaHzapTa

TpyzoBbIe 1elCTBUS

BHezipeH1e KOPIIOPaTUBHBIX COL{MA/IBHBIX ITPOrPaMm

Peasii3alusi CUCTEMBI COIMA/IBHBIX JIBIOT, BBITIAT PAOOTHUKAM C YUETOM
TpeboBaHUI 3aKOHOIaTe/ILCTBA Poccuiickoit Depepariyu

OLeHKa y/[J0B/IETBOPEHHOCTH NepCOHa/a KOPMOPaTUBHOW COL[MaIbHOU
TOJTUTUKOMN

OreHka 3¢ heKTHBHOCTU MepOTPUSATHI KOPTIOPAaTUBHOM COL[MA/IbHOM MOUTUKU

[ToaroToBKa rpe/io)KeHHi 0 COBEPIIEHCTBOBAHUIO MEPOTIPUSITUIA
KOPIIOPAaTUBHOW COLMATbHOM MOJUTHUKA

[ToAroTOBKA TIpe/I/I0XKeHUH 110 (hOpMHUPOBaHHIO OFO/PKeTa Ha peaT3arjvio
KOPIIOPaTUBHOM COLIMATLHON TTOJIUTUKH Y COLIMAbHBIX IMPOrPaMM

Heobxoavmbie ymMeHUst

PaccuuTbIBaTh 3aTpaThl Ha MPOBe/jeHNe CIelaTi3upOBaHHbIX COLMAIbHbBIX
TporpaMm

ITpoBOUTH MOHUTOPHHT YCIIEIIHbIX KOPIIOPATUBHBIX COLIMAIbHBIX IPOrPaMM

[TpoBOAUTL MEPOTIPUSITUSI B COOTBETCTBUM C KOPIIOPATUBHOM COL[MA/IbHOM
[OJIUTHUKOM

OmpefieniiTh LjesieBbie TPYTITBI TIepCOHaA AJIst CO3/IaHus CTIeL[MaTM3UPOBaHHbBIX
COLMA/IbHBIX TTPOTPaMM

OrnpefienaTb KpUTEPUU U YPOBHM YZ0BJIETBOPEHHOCTH NTepCOHAasa

Ornpezieniatb 3heKTUBHOCTh MEPOIIPUSITUIN peaii3yeMoi KOpIiopaTUBHOU
COIL[Ma/TbHOM TMOJIUTHUKH

OpraHu3oBbIBaTh B3aUMO/IeHCTBYE C FTOCYapCTBEHHBIMU OpraHamH,
Mpe/ICTaBUTEIbHBIMIA OpraHaMKi PaOOTHUKOB, OOIT[eCTBEHHBIMH U UHBIMHU
OpraHu3aLUsIMU TI0 BONPOCaM peasii3aljii KOPIopaTUBHOW COLMaIbHOU
TIOJIUTUKHU

AHanu3upoBaTh PhIHOK YCJIYT TI0 OCYIeCTBJIEHUIO COLIUaIbHBIX U
Crielianu3upPOBaHHbIX MPOTPAMM COLIMA/IbHOM MOA/IeP>KKU U/IeHOB 1e/IeBbIX
TPYII U TOTOBUTH MPeJIOXKeHHUs 110 UX MOCTaBLIUKaM

[TponsBouTH Npe/iBapUTe/bHbIE 3aKyIIOYHbIE MPOLieAYPbl U 0QOPMISATH
COMYTCTBYIOLYIO JOKYMEHTaLMIO 110 3aK/F0UeHHIO J0r0OBOPOB

PaboTath co crielaiu3upoBaHHBIMU UH()OPMAI[MOHHBIMU CUCTEMAMU,
IUGPOBLIMU YCTyTaMy M CEPBUCAMHU T10 YIIPABJIEHUIO TTePCOHA/IOM B 00J1aCTH
KOPITOPAaTUBHOM COLIMATbHOM MOJUTUKU

ObGecrnieurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATETbCTBA POCCHIICKOM
desrepariii ¥ KOPIOPATUBHBIX MTOJIUTHK B 00/1aCTH 00pabOTKM IepCoHaMbHBIX
JIaHHBIX U KOH(UAeHIMaIbHON nH(pOpMaLUn

BecTu fienoByro nepenucky




Co0J1r0/1aTh HOPMBI 3THKH /1€JI0BOTO OOIIIeHMS

Heobxoaumble 3HaHUS

MeTo/ibl aHa/IM3a BBIMTOJIHEHHS] KOPIIOPATUBHBIX COLMAIBHBIX TIPOTPaMM U
ompejiesieHUsT UX SKOHOMUUeCKoi 3(PeKTHBHOCTH

CucTeMmbl, MeTO/bl, (POPMbI MaTepHaJbHOIO ¥ HeMaTepyalbHOIO
CTUMYJ/IMPOBaHUS TPyZa MepcoHasna

MeTo/ibl MPOBE/IEHHsI COL[MOIOTUUeCKUX UCC/IeZI0BAaHUM, U3yUeHHUs
0O0II[eCTBEHHOTO MHEHHSI

TexHoMOrny, MeTo/ibl U METOLVKH NPOBe/IeHUs aHa/lu3a U CUCTeMaTr3alin
JIOKYMEeHTOB ¥ UH(OopMaLu

HopMaTHBHBIe TIPaBOBBIE aKThI, PETY/IMPYIOLIHe TIpaBa U 00SI3aHHOCTH
rOCYyZapCTBEHHBIX OPraHOB, TIPe/ICTABUTE/TLHBIX OPraHOB pabOTHUKOB TI0
T1IpeJj0CTaB/IeHUI0 YUeTHOW JJOKyMeHTaluu

[MTopsinok MpoBe/ieHHs 3aKYTIOUHbIX TpoLieAyp U 0hOpM/IeHUS COMYTCTBYIOIIei
JIOKyMeHTaLuu

CTpyKTypa, Liesi1, CTpaTerus v MoJMTHUKa OpraHu3aliu 1o nepcoHany

TapudHo-KBamM(UKaIMOHHBIE CITIPABOYHUKK PaboT u mpodeccuii paboumnx u
KBa/IM(PUKALIMOHHbIE XapaKTePUCTUKU JO/DKHOCTEN Cy KalllKX,
nipodeccrioHabHble CTaHAAPThI

OcHOBBI HPOH3BOACTBQHHOﬁ AeATe/IbHOCTHU OPraHMU3aliun

OCHOBBI OGLL[Eﬁ %1 COHH&HLHOﬁ TICUXO0JIOTUH, COLHUOJIOTUHN U TICUXOJIOTUU TPydd

CrieriaiM3upoBaHHble HH(OPMAaLMOHHbIE CUCTEeMBI, LU(POBbIe YCAYTU U
CepBUCHI T10 YTIPaB/IeHHUIO IEPCOHANIOM B 00/1aCTH KOPIIOPaTHBHOM COLMaIbHON
TMOJIMTUKH, TPAHULIbI UX TPUMEHeHMUs

OcHOBHBIE METPUKU 1 aHAJIMTHUYECKHE CPe3bl B 00/1aCTH KOPITIOPAaTHBHOM
COIL[MA/TbHOM TTOJTUTUKH

HopMmaTuBHbIe 1paBoBbIe aKThl, OTpeZie/istolyie HOMbI TPY/JOBOTO MpaBa

OCHOBBI HAaJIOTOBOTO 3aKOHO/IaTeIbcTBa Poccutickoit depeparpu

3akoHoaTenbCTBO Poccuiickoit defepaliiy 0 mepCOHAMbHBIX JaHHBIX

JlokanbHble akTbl OPraHM3alvU, PeryirMpyolye NopsiAoK BHeJpeHuUs
COIL[Ma/IbHOM TTOJTUTHUKH

[MTopsifoK 3aK/TFOUeHUs JOTOBOPOB (KOHTPAKTOB)

HopMmbl 3THKY /1e7I0BOTO 00ITeHusT

Ocobble ycoBust OMyCKa K
pabore

Lpyrve xapakTepuCTUKA

3.6.3. TpypoBasi pyHKIMA

[TpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

AMUHUCTPUPOBaHUE TIPOLIECCOB
o o YposeHs
HaumeHoBaHue KOPIIOPaTUBHOW COLMaIbHOU MOJIUTUKU U Kop, F/03.6 6
KBa/mMuKaum
COOTBETCTBYHOLIIETO ,E[OKYMEHTOO6OPOT8
3aMMCTBOBaHO U3
OpuruHan X
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHa nipodeccroHaNBEHOTO
a cTaHzapTa

TpyzoBbIe elCTBUSA

HO,I[I’OTOBKa Hpe,Z[J'IO)KEHI/II\/JI 10 Pa3BUTHUIO KOpHOpaTHBHOﬁ COL[HaJIbHOﬁ
TTIOJIMTUKU




[ToaroToBKa Npe/yioyKeHui 1o 0becrieueHNI0 COOTBETCTBHUSI KOPIIOPAaTUBHOM
COLIMa/IbHOU TIOJTMTUKY TPeOOBaHUAM 3aKOHO/JaTe/TbCTBa Poccuiickoi
®denepaliii U yCIOBUSIM PbIHKA TPyAa

JloKyMeHTaLIOHHOe oopMIIeHHe Pe3y/IbTaTOB KOPIIOPAaTUBHOM COLMAaIbHOM
TIOJTUTUKH

[JoKymMeHTal[MOHHOe U OpPraHU3al[MOHHOe COTIPOBOJK/€HHe MepONpUSTUN
KOPIIOPAaTUBHOW COLIMATbHOM MOJUTHUKU

[MoaroToBka 1 06paboTKa 3arpoCcoB U yBejOM/IeHUH 0 pabOTHHKaX B
rocyZlapCTBeHHbIe OpraHbl, TIpe/iCTaBUTe/IbHbIe OpraHbl PAOOTHUKOB T10
BOMPOCaM COI[HA/IbHOM TIOJIMTUKY B OTHOIIEHHUH TIepCoHasia

ConpoBoxk/ieHre JOrOBOPOB 10 OKa3aHUI0 KOHCYJ/IbTallMOHHBIX U
VMH(OPMAaLIMOHHBIX YCIYT 0 peasu3aliii MeponpusiTUiA KOpPIiopaTUBHOM
CoLMa/IbHOM MOJIMTUKY, BKJIIOUas MpeiBapuTe/bHble TIPOLeAypbl IO UX
3aK/IFOYEeHUI0

HeobOxopymbie ymeHust

OdopMSTh JOKYMEHTBI TI0 BOITPOCAaM KOPITOPAaTUBHOM COLMA/ILHOMN MTOJTUTHKHY,
Tpe/I0CTaB/IsieMble B TOCYZapCTBeHHbIe OPraHbl, MPeACTaBUTeIbHbIE OPTaHbI
pabOTHUKOB

AHanv3vpoBaTh NpaBu/Ia, MOPSAJKH, NPOLelypbl KOPIIOPaTUBHOM COLUMaIbHOMN
MOJIUTUKU

ObGecrieurBaTh JOKYMEHTAIIMOHHOE COTIPOBOXK/IEHHUE COLMAbHOM TTOJTUTUKU B
OTHOIIIEHUH TIepCOHasa

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBUM C TPeOOBaHUSIMU
apXMWBHOTO 3aKOHOZATeNbCTBa Poccuiickor ®efepaliiy U T0OKaIbHBIMU aKTaMU
OpraHu3aluu

HpOI/IBBO,E[I/ITb rnpeaBapuTe/ibHbI€ 3dKYIIOUYHbIE IMTPpOLeyPhI U OCl)OpM]'IHTb
COMYTCTBYIOIIYIO JOKYMEHTALIMIO IO 3aK/TFOYEHWIO JOT'OBOPOB

PabotaTh ¢ MH(MOPMAILMOHHBIMUA CCTEMaMH, LI(PPOBLIMU YC/IyraMy 1
CepBHCaMH I10 BONPOCaM KOPIIOPaTUBHOM COLMAIbHOM MOJIMTUKU B OTHOLLIEHUU
repcoHasa

dopmupoBaTh NpejioXKeHre 10 aBTOMaTHU3alyu U L poBU3aLiuM rpoLecca
JIOKYMeHTO000pOTa, CBS3aHHOTO C peann3alieil KOPIopaTUBHOW COI[Ha/TbHON
TIOJIMTHKY

ObGecrneurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATeTbCTBA POCCHIICKOM
®deniepaiii ¥ KOPIIOPAaTUBHBIX ITOIUTHK B 00/1aCTH 00pabOTKM IMepCoHaTbHBIX
JlaHHBIX U KOH(UAeHIMaIbHOW MH(pOpMaLUr

Bectu fenoByro repenucky

CobstofaTh HOPMBI 3THKH JIeJIOBOTO 00ILeHHsT

Heobxoumble 3HaHUs

HOpH,Z[OK OCl)OpM]IEHI/IH, BeeHUA U XpPaHEHUA JOKYMEHTAllUU 110 COL[I/I&JIBHOI‘;I
TIOJINTHUKE B OTHOILIEHWHU TMePpCOHa/ld

HOPHAOK q)OpMI/IpOBaHI/IH, BeeHuda 0a3bl AaHHBIX U IMpeACTaB/IeHHUA OTUETHOCTHU
I10 BOIIpOCaM CO]_[I/IaJ'IbHOI‘/JI TMOJINTUKK B OTHOLIEHWHU IMePCOHAa/Id

TeXHOJ'IOFI/II/I, MeTObl U METOAMKH TIPOBEAEHUA dHA/IM3d U CUCTEMaTHU3dl|UU
AOKYMEHTOB 1 I/IH(I)OpMaL[I/II/I

OcHOBBI ,E[OKy'MeHT0060pOTa U JOKYMEHTalJMOHHOI'O obecrieuenus

TapudHo-kBamrKaMOHHbIE CITIPABOUYHUKY PaboT u mpodeccuii pabounx u
KBa/MM(UKaIMOHHbIe XapaKTePUCTUKH [JOJDKHOCTeH CITy KalluXx,
ripodeccroHabHbIe CTaH/iapThl

[TopsifoK NpoBe/ieHHs 3aKYTIOUYHbIX MpoLieyp U 0(hOpMJIEHUS COMYTCTBYHOLIEN
JIOKyMeHTaLuu

Creran3upoBaHHble MHGOPMAaLMOHHbIE CUCTEMBI, LIU(PPOBbIE YCIYTH U




CEepBHUCEI B obnactu CO].[HEIJIBHOﬁ IMMOJINTUKK B OTHOILLIEHWH IMePCOHAJ/Id, 'PAHHLIBI
UX TIPpUMEHEHUS

HopMaTuBHbIe 1paBoBbIe aKThl, OTpeZie/isitolyie HOMbI TPY/JOBOTO MpaBa

OcCHOBBI apXHMBHOTO 3aKOHO/aTe/IbCTBA M HOPMAaTHUBHbIE TIPAaBOBbIE AKThl
Poccutickoii ®@efepaiiuu B 06/1aCTH Be/IeHUs JOKYMEHTALIMH 110 TIepCOHaTy

OCHOBBI HAJIOTOBOTO 3aKOHO/ATe/IbcTBa Poccuiickon depepanyu

HopmatrBHbIe TIpaBOBbIe aKThl, pery/TUpyolliye rpaBa v 0053aHHOCTH
rOCyZapCTBEHHBIX OPTaHOB, TIPe/ICTABUTE/IEHBIX OPraHOB pabOTHUKOB TI0
TIpeJJ0CTaB/IeHUI0 YUETHOW JJOKyMeHTal[uu

3akoHogaTenbCTBO Poccuiickor ®efepauyy 0 MepCOHAMbHBIX JaHHBIX

JlokasnbHble HOPMAaTHBHBIE aKThl OPraHU3aLUY, PeryirMpyroLye NopsiAoK
BHe/IpeHHsI KOPIIOPAaTUBHOM COLIMA/TbHOM MOJIUTUKUA U COLIMATbHBIX MPOrpaMm

[TopsifioK 3aK/Ir0UeHust JOrOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH /1e7I0BOTO 00IIeHus

[IpaBusia BefieHUs1 [1e/I0BOM TIePenUCKU

Oco0ble yc/ioBUs JOTyCKa K
paboTe

[pyrue xapakTepucTUK1

3.7. O6001enHas TpyaoBas GpyHkiusa «OnepanioHHOe yIIpaB/ieHHe MepPCOHA/IOM H CTPYKTYPHBIM
nojipa3jie/ieHHeM OpraHU3aun»

OmnepaliioHHOe yTipaB/ieHNe IepCoHaIoM
HanveroBanne  |M CTPYKTYPHBIM T10/Ipa3Zie/ieHHeM Ko, G YPOBeH® 7
PYKTYp Apasi A KBa/MUKaLuy
OopraHu3aLyu
IMpoucxoxaerre 06001IeHHOH 3aMMCTBOBaHO 13
P KA B OpuruHan X
TPYJOBOH (QYHKLIUM OpUrvHama
Koz PerucrpauyoHHbIN HOMep
OpUrHHAJ MpodecCcHoHaTLHOTO
a cTaHzjapra

Bo3MoykHbIe HaMMeHOBaHUsI
J0JDKHOCTeH, rpodeccui

PykoBoguTeb CTPYKTYPHOT'O MO/[pa3/eeHust
HauanbHUK CTPYKTYPHOTO TIOAipa3esieHust

TpeboBaHusi K 06pa30BaHHUIO
1 00y4eHuto

Briciiiee o6pa3oBaHue — MarucTparypa

WIH

Briciree o6pa3oBaHue (HempouIbHOe) — MarucTpaTypa U JOTOJTHATE/TEHOe
nipodeccrioHabHOEe 00pa3oBaHKe — MPOrpaMMbl IPodeCcCOHAMbHON
Tepero/iIroTOBKY B 00/1aCTH yIpaB/ieHus TIepCOHA/IOM WK SKOHOMUKH Tpy/ia
WA MeHePKMeHTa

TpeboBaHUs K OTBITY
TIPAKTHUeCKON paboThI

He meHee risATH /1eT B 06/1aCTH yIIpaB/IeHUs TT€PCOHAIOM

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepuCTUKU

[lonoyHUTeNbHbIE XapaKTepUCTUKU

HaumeHnoBaHue AOKYMEHTa

HanmMeHoBaHue 6a30BOM TPYIIIbI, AO/DKHOCTH (TIpOdeccrm)

Koz
WY CIleliuabHOCTH

OK3

1212. Ynpasstolye TpyL0BbIMU pecypcamu




ETKC umu EKC

HauvanbHuK oTgena KaipoB

HauvanbHUK OT/lesia opraHu3alyu 1 OIjiaThl Tpy/ia

HauanbHUK 0TAeJ/Ia MOArOTOBKU KaJipOB

OKII/JITP

24696 HavanbHuk otfiena (ynpaBiaeHUs KaipaMu U TPYZ0BbIMHU
OTHOLLIEHHUSIMH)

24705 HauanbHuk otfena (pyHKIMOHA/IBHOTO B IPOUKX 00/1aCTsIX
JlesiTeIbHOCTH)

OKCO 2016

5.38.04.01 ODKOHOMUKA

5.38.04.02 MeHe>KMeHT

5.38.04.03 YmipaBieHue nepcoHaaoM

3.7.1. TpypoBasi pyHKIHA

HaumeHoBaHue

IMpoucxoxaerre 06001IeHHOH

TPY/10BOM HyHKLIH

Pa3pa60TKa CHCTEMBI OIepalqOHHOT' O
yTpaB/ieHUs [IEPCOHA/IOM U paboToi Kox G/01.7 YpoBeHs 7
CTPYKTYPHOTIO TIOZipa3ze/ieHus ' KBaTMHKALIH
opraHu3saluu
OprruHan X 3auMCTBOBaHO 13
OpurvHana
Koz PerucrpalvioHHbIN HOMep
OpUrHHa npogeccroHaabHOTo
a CTaHJapTa

TpyzoBble felcTBUs

Pa3paboTKa 11aHOB, TIPOrpaMM 1 TIPOLIeAYP YIpaB/ieHus TIepCOHAIOM

[TocTaHOBKa OrepaTyBHbIX Lie/ield TI0 BOMPOCaM yIIpaB/ieHHsl IIepCOHAoM

Pa3paboTka rpeAsioXKeHui 10 CTPYKTYPe To/pa3zeeHus U oTpeObHOCTH B
repcoHase

Pa3paboTka ripe/ijioyKeHui 1Mo obecrieueHH 0 KaipoBoii 6e301MacHOCTH,
obecrieueHHIO NEePCOHAIOM, (JOPMUPOBAHUIO CUCTEM OI[eHKH, Pa3BUTHS,
OpraHu3alvy U OTIaThl TPy, KOPIIOPAaTUBHBIM COLIMAILHBIM ITPOrpaMMaM 1
COI[MAJIbHOM MOJIUTHUKE

Pa3paboTka rpezsioXKeHui 0 3aTpaTax ¥ (OPMHUPOBAHMH OFO/)KeTa Ha TIepCOHa

KoHTposs ucnonHeHust 6ropkeTa (OHZA OTIaThl TPYZAQ, CTUMYJ/IMPYHOLUX U
KOMITeHCALJMOHHBIX BbIMJIAT

Pa3paboTKa npe/ii0’keHui 10 3aK/IFOUeHHI0 JOTOBOPOB B 00/1aCTH yIpaB/ieHus]
MepCoHaJIOM C MOCTAaBLIMKAMH YC/IYT U TIPOBe/IeHHe TTPeBapUTETbHBIX
TIpOLIeZyP TI0 MX 3aK/TF0YEHHIO

HeobOxopumbie ymeHust

OpraHu30BbIBaTh paboTy MepcoHasa CTPYKTYPHOTO TO/Ipa3/esieHust

Onpe,qensn"b 3d/la4H IepCoOHa/ila CTPYKTYPHOT'O rmoApa3ae/jieHrusa uCxoad nu3 LIEHEﬁ
W CTpaTeruv opraHru3aliui

Co3zaBaTth ¥ ONMCHIBaTb OPraHU3al[MOHHYIO CTPYKTYPY, e/, 3a7auu, QyHKIUH
CTPYKTYPHOTO T10/ipa3/ie/ieHust

HpI/IMEHHTb METO/bI YIIpaB/I€HHUA MEXX/TUUHOCTHBIMHA OTHOILLIEHHAMU,
(bOpMI/IpOBaHI/IH KOMaH[, Pa3BUTHA JINAEPCTBa U UCITIOJTHUTE/IbHOCTHU, BbIAB/I€HHA
TaJ/IaHTOB, OTpeAesIeHrs yAOB/I€ETBOPEHHOCTHU pa60T01‘/’I

OrnpefiensiTb, aHanU3UPOBaTh, MO/E/IMPOBATh U BbICTPaUBaTh BHYTPEHHUE
KOMMYHUKAL[MHY TlepCoHasia

PaspabaTbIBaTh NMPOEKTHBIE TIPEJIOKEHUS ¥ MEPOTIPUSITHS TI0 TIOBBIIIIEHUIO
3¢ heKTUBHOCTH PabOTHI ITepCoHasIa




BHeJpsTh cTpaTeruto yrnpas/ieHUs epcoHaIoM

CocCTaB/isATh, PaCCYUTHIBATh, KOPPEKTUPOBATh U KOHTPOJIUPOBATh CTaTbU
pacxo/I0B Ha MepCcoHaJl, pa3pabaThiBaTh Mpe/I0XKeHHs TI0 3aTpaTaM Ha TiepCoHal
J71st hopMupoBaHus 6rofiKeTa

[TpencraBasaTh MHTEpeChl OpraHU3aliy U BeCTH [1eperoBopsbl C
TrpeJiCTaBUTe/IbHBIMA OpraHaMy pabOTHUKOB, B3aUMO/IeHCTBOBATh C
roCy/lapCTBEHHBIMU OPraHU3aLUsIMU

Amnanu3vpoBaTh UH(GOPMAIHIO O TIOCTABIUKaX yCIyT B 06/1aCTH yIipaB/ieHUst
TIepCoHaIoM U 00 yCIOBUSIX 3aK/IF0UaeMbIX JJOTOBOPOB

[Tpor3BouTh NpeABapyTe/bHbIe 3aKyIIOUHbIe MPoLeAypbl U 0(POPMIISATH
COIMYTCTBYIOLLYIO JOKYMEHTALUIO 10 3aK/IF0UEHUI0 JOTOBOPOB

OpraHu3oBbIBaTh U MPOBOJUTHL KOPIIOPAaTUBHbIE MEPOIIPUSTHUS C TIEPCOHAIOM

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, LI(POBLIMU YC/IyraMy 1
CcepBUCaMH IO BOTIPOCaM yTipaB/ieHHsl IepCOHAI0M B YaCTU OMepaljiOHHOT0
yTIpaB/IeHUs IEPCOHA/IOM U PabOThI CTPYKTYPHOTO TO/Ipa3/ieieH st

@dopMUPOBATh MPE/ITIOKEHHUS O peasr3aldi MepoTNpHUSITHIA TI0 0becrieueHH o
He0OX0IMMOT0 YPOBHS KaJJpOBOM Oe301acHOCTH

dopmupoBaTh NpeJiI0XKeHus 0 aBTOMaTU3alvy U Li(poBU3aLiMK MpoLiecca
OTIeparjiOHHOTO YTIPABJIeHus! IePCOHATIOM U paboToi CTPYKTYPHOTO
noJpaszesieHus

ObGecreurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATETbCTBA POCCHIICKOM
®desiepaiiv ¥ KOPIIOPAaTUBHBIX ITOIUTHK B 00/1aCTH 00pabOTKH MepCoHaTbHBIX
JlaHHBbIX U KOH(UAeHIMaIbHOW HH(pOpMaLUr

Bectu fenoByro repenucky

CobstofaTh HOPMBI 3THKH JIeJIOBOTO O0ILeHHsT

Heobxoumble 3HaHUs

MeTto/ibl, crIocOoObI U HHCTPYMEHTBI YIIPaB/IeHUs IEPCOHA/IOM, 00ecrieueHust
KaZIpoOBOM 6e30macHOCTH

]_[e]II/I, CTpaTerud pa3sBuTUA U Ou3Hec-T1aH OpraHv3aljuu

CoupanbHasi IOUTHKA, KOPIIOpPAaTUBHAs KY/IbTYpa, MOJUTHKA YIIpaB/IeHNs
TepCOHaIoM OpraHu3aLuu

MeTO,E[I:I dHa/T1M3d KOJIMYECTBEHHOI'O U KAUYeCTBEHHOI'0 COCTAaBd IMEPCOHA/Id

CucTeMbl CTaHZAPTOB TI0 OU3HEC-TIpoLjeccaM, MpodeccusiM, HopMaM Tpyia

CucreMmbl, MeTO/IbI ¥ JOPMBI MaTepuasbHOTO ¥ HeMaTepHUaabHOr 0
CTUMY/IMPOBaHUs TPY/a MepcoHasa

TexHosoruu ¥ MeTo/ibl OPMHUPOBaHUS ¥ KOHTPOJISI OFO/PKEeTOB

[TopsifoK poBe/ieHHs 3aKYTIOUYHbIX MpoLeAyp U 0(hOpM/IEHUS COMYTCTBYHOLIEM
JIOKyMeHTaLuu

OCHOBbI TPOM3BO/ICTBEHHOM /leATe/TbHOCTH OpraHu3alluu

OcHOBBI 0011Ie#i ¥ COL[UATBHOM TICUXOJIOTHH, COL[UOJIOTHH U TICUXOJIOTUN TPYAA,
KOHOMMKHM TPYyZa, 6e30TacHbIX YCI0BUHN Tpyja

OpraHu3alMoHHast CTPYKTypa OpraHu3aLuu

TapubHo-KBaTMPHUKALIMOHHBIE CITPABOYHHKHK PabOT U rpodeccuii pabounx u
KBa/TU(UKAIIMOHHBIE XapaKTePUCTUKH [JOJDKHOCTEH CITy’KallluX,
ripoeccrioHabHbIE CTaHZAPTHI

CrieriaiM3upoBaHHble MH(GOPMAaIIMOHHbBIE CUCTeMBI, UG POBbIE YCIYTU U
CepBUCHI B 00/1aCTH OTepariiOHHOTO YIIPaB/IeHHs epCOHaIoM U paboToi
CTPYKTYPHOTO TI0/Ipa3/ie/ieHus1, TPAHUI[bl UX TTPUMEHEeHUsT

OCHOBHBIE METPUKHY U aHAJIITUUECKHE CPe3bl CUCTEMBI OTIePaLMOHHOTO
yTIpaBJIeHus! IEPCOHAIOM U pabOoThI CTPYKTYPHOTO MOpa3zeieHust




HopMaTuBHbIe 1paBoBbIe aKThl, OMpeeisitole HOMbI TPY/JOBOTO IpaBa

OCHOBBI apXHMBHOI'0 3aKOHO/IaTe/TbCTBA U HOPMAaTUBHbIE MPaBOBbIe aKThl
Poccutickoii @eepaiiuul B 06/1aCTH Be/IeHUsT JOKYMEHTALMH 110 TIepCOHaTy

OCHOBBI HAJIOTOBOT'0 3aKOHO/ATe/IbcTBa Poccuiickon depepanyu

OCHOBBI MUTPAIIMOHHOTO 3aKOHO/IaTe/IbCTBa Poccuiickoit denepariyy B 06/1aCTH
TIPUBJIEUEHUS U TPY/I0YCTPOMCTBA MHOCTPAHHBIX IPaXkjaH U jui] 6e3

rpak/|aHCTBa

OCHOBBI aIMMHUCTPAaTUBHOTO 3aKOHOZATe/IbCTBa Poccuiickon ®efepanyu B
00/1aCcTH ynpaB/ieHUs TIepCOHAIOM U OTBETCTBEHHOCTH JIO/DKHOCTHBIX JIUL]

3akoHozaTenbCTBO Poccuiickor ®epepaliy 10 3aljUTe NepCOHANbHBIX JaHHBIX

JlokanbHble HOpMaTUBHBIE aKThl OpPraHM3aL[uK B 00/1aCTH YTIpaB/IeHUS
N1epCOHAIOM

[TopsifioK 3aK/Ir0UeHust JOrOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH /1e7I0BOTO 00IIeHus

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.7.2. TpypoBasi QyHKIMA

ITpoucxosaeHue 06001eHHOM
TPYyZA0BOU (HyHKLIMH

Peasnuvi3anys oreparLioHHOTO yTIpaBJIeHuUs
HanveHoBaHve  |TIEPCOHA/IOM U PabOTHI CTPYKTYPHOT'O Kog G/02.7 Yposerb 7
P p PYKTYp ’ KBa/TU(UKaIUN
No/ipa3ziesieHrst OpraHyu3alun
3auMCTBOBaHO U3
OpuruHan X
OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHA rpogecCroHaIbHOTO
a cTaHjapra

TpyzoBbIe elCTBUSA

[11aHMpoBaHMe /1esITeTbHOCTH CTPYKTYPHOTO MO/[pa3/ie/ieHus ¥ IiepcoHasa

OmepaTHBHOE yTipaB/ieHre TePCOHANIOM CTPYKTYPHOTO T0/pa3zie/ieHust
OpraHu3alfuu

PacyeT 3arpar 1o rozpaszesieHrIo 1 MoAr0TOBKa MpeJIoyKeHUH [jist
(dopmupoBaHusi OropKeTa

Pa3paboTKa CcTaH/IapTOB [IesiTe/IbHOCTU TOoAipa3/ienieHus U yHU(PUKaIst
TIPOLIeCCOB

[IpoBefeHre MHCTPYKTaka 10 OXpaHe Tpya

[TocTaHoBKa 3aa4 pabOTHUKAM CTPYKTYPHOTO TIOZpa3fiesieHus], Orpe/ie/ieHre
PecypcoB /1Sl UX BBIITOJHEHHS, KOHTPOJIb UCTIOJTHEHUS

Pa3paboTka npezioXKeHHH 0 YTy YIIeHUIO IToKa3aTesiel 1esTelbHOCTH
noJpaszesieHus

dopmurpoBaHKe 0TUeTOB 0 paboTe CTPYKTYPHOTI'O I0pas/ie/ieHust

HeobOxopumbie ymeHust

OmnpefeniiTh 30HBI OTBETCTBEHHOCTU M 3 PeKTHBHOCTh PabOTHI IepCcoHaa
CTPYKTYPHOTO TIOJpa3ziesieHusi, pactipe/ieNiATh 3a/jaur 1 obecrieunBaTh
MaTepHaIbHO-TeXHUUECKHe PeCcypChl Il UX UCTIOTHEHUS

[TpUMeHSTb METO/IbI OTIEPaTUBHOTO YIIPAB/IEHHS TTePCOHA/IOM OpPraHU3aIl|y,
obecrieueHust Ka/IpoBOii 0€30IMaCHOCTH

KoHTponvpoBats HcIosHeHre NOpyYeHUH U 3a/jay, CBOeBpeMEHHO
KOPPEeKTUPOBATh IJIaHbl U 3a/lauu




OnpepensiTh 1oka3aTesu 3(deKTUBHOCTH paboThI MIepcoHasIa ToZpas/ie/ieHus

Y1ipaBasiTh MOTHBAL[Mel TTIePCOHA/Ia, ero BOB/I€UEeHHOCTbIO U AUCLIUIIMHON
TpyAa

CocCTaB/aTh N/1aHBI [eSITelIbHOCTA CTPYKTYPHOTO 110/ipa3/iesieHrsl OpraHu3aliu

CocTaBnATh, pacCUMTHIBaTh, KOPPEKTUPOBATh U KOHTPOJIMPOBATh CTaTbU
Pacxo/i0B CTPYKTYPHOTO To[pa3zesieHus /st GopMUpOBaHus OI0/PKeTOB

[Tpou3BOAUTEL aHaIU3 TEKYILeN /esTe/IbHOCTH CTPYKTYPHOTO To/ipa3/ie/ieHus: U
BHe/IPSITh MPOLIeAYPhI 10 ee ONTUMU3aLUn

HPEACTEIBJ'IHTI: HMHTEepeChbl OpraHr3dliMi U BeCTH IIeperoBOpPEI C
rocygapCTBeHHbIMK OpraHaMu, IMpeACcTaBUTe/IbHbIMU OPpraHaMKn pa6OTHI/IKOB 13(0)
BOIIPpOCaM IepCoHasia

Bectu MeperoBopel C MOCTaBUIMKAMU YC/IYT T10 YCJIOBUAM 3dK/THOUd€MBIX
A0roBOpoB

HpOI/IBBO,Z[I/ITb rnpeaBapuTe/ibHbI€ 3dKYIIOUYHbIE IMTPpOLeAyPhl U O(i)OpMIIHTb
COIMYTCTBYIOILIYIO JOKYMEHTALIMIO I10 3dK/IOYEHHUIO OT'OBOPOB

ITpoBOUTE ayAUT pe3y/IbTaToB pabOThI C IePCOHAIOM

PaboraTb ¢ MH(MOPMALMIOHHBIMI CUCTEMaMH, [TU(POBBIMU CEPBHCAMH T10
OTepaLMOHHOMY YTIPaBJ/IeHUIO NePCOHAIOM U paboTol CTPYKTYpPHOTO
To/ipaszienieHus

dopmupoBaTh Mpe/iIoXKeHHs TI0 aBTOMaTU3aliy U LM pOBU3aL[|uU
OTIepaLIMOHHOTO YTIpaB/IeHus TIepCOHAIOM U Pab0TOM CTPYKTYPHOTO
ro/jpaszeneHust

Ob6ecrieunBaTh coOMOAeHNe TpeOOBaHUM 3aKOHOZATe/TbCTBA PoccuiicKoi
deepal[u ¥ KOPIIOPATUBHBIX TIOJIUTHK B 00/1aCTH 06pabOTKM MepCOHATbHBIX
JIAHHBbIX Y KOH(MUEHI[Ha/IbHOW UH(POPMAaLIUU

BecTH fiefoByIo repernvcky

Co0J1r0/1aTh HOPMBI 3THKH /1€JI0BOTO OOITeHMS

Heobxoqumble 3HaHUS

Teopuu yrpaB/ieHUs! TIEPCOHAJIOM U ero MOTHBaLUU

®opMbI M METO/IbI OLIEHKH TIepCOHasia ¥ pe3y/ibTaToB UX TPyAa

Texnonoruu OMepaTUBHOI'O YIIpABJ/I€HUA ITI€epCOHA/IOM OpraHr3alivn

CucTeMmbl, MeTO/ibl U (POPMBI MaTepuaJbHOIO U HeMaTepualbHOr0
CTUMYJIMPOBaHUS TPyZa NepcoHasa

TexHosoruu 1 MeTozbl HOPMUPOBAHUS U KOHTPOJISI OFO/IKEeTOB

Merto/ibl yripaB/ieHUs] pa3BUTHEM U 3GEKTUBHOCTBIO OpraHU3alliy, MEeTO/IbI
aHa/TM3a BBITIOJTHEHHSI TUIAHOB U TIPOTPaMM, OTIpe/ie/IeHHs UX SKOHOMHUUECKOU
3¢hheKTUBHOCTH, MeTO/IbI 00ecrieueHUsT KaZ[poBOUM 6€301acHOCTH

OKOHOMMKA TpyJa

Opl"aHI/BaL[I/IOHHO—H_ITaTHaH CTDYKTYPa OpTraHHU3dlIUN

ITonuTrka yripaBJ/ieHHs I1€pCOHAJ/IOM, KOPIIOPATHUBHAA COLIMA/IbHAA TMOJIMTHKG,
KOPIIOpATHBHAA KYJ/IbTYPad

Llesn, cTparerusi pa3BUTHs M OM3HEC-TI/IaH OpraHM3aluy

MeToa¥KM TJIaHUPOBAHUS M TTPOTHO3WPOBAHMs TIOTPEOHOCTH B TIepCOHase

[TopsifoK yperynvpoBaHusi TPYZOBbIX CIIOPOB

TpeboBaHus 1 rpaBUsIia MPOBeZieHKs ayuTa paboThI C IIePCOHAIOM

@®opMBbI COLMAIBHOTO MapTHEPCTBA Y B3aUMO/IeUCTBUS C MPe/|CTaBUTE/IbHBIMU
opraHamul pabOTHHUKOB ¥ MHBIMK OpraHU3aLusiMy

[MTopsinok odopmiieHUsT KaZIpOBBIX JOKYMEHTOB U TIPU/IaHUSI UM FOpUIUUeCKOn
CUJIbI

TapudHo-kBamUKaIMOHHbIE CITIPABOYHUKM PaboT u mpodeccuii paboumnx u




KBa/IM(PUKALIMOHHbIE XapaKTePUCTUKU O/DKHOCTEN Cy KallluX,
ripoeccrioHa/ibHbIE CTaHZAPTHI

[MTopsifok MpoBe/ieHus 3aKYTIOUHBIX TpoLieAyp U 0(hOpM/IeHUs COMYTCTBYHOLEM
JIOKyMeHTal1n

CrieriuaiM3upoBaHHble HH(OPMaLMOHHbIE CUCTeMBI, LM POBbIe YCIYTU U
CEepPBUCHI 110 yTPaB/AeHUI0 [IePCOHAIOM, FPaHULbl KX PUMEHEeHUsI

OCHOBHbIE METPUKH U aHAJTMTUUECKHE CPe3bl CUCTEMBI OTIePAl[MOHHOTO
yTIpaB/IeHusI [IepPCOHA/IOM U PaboThl CTPYKTYPHOTO T0/ipa3/ieieHust

HopmaTuBHbIe paBOBbIE aKThI, OMpeestole HOMbI TPYOBOT0 MpaBa

OCHOBBI apXHUBHOT'O 3aKOHO/IaTe/IbCTBA M HOPMATHUBHBIE TTPABOBBIE aKThl
Poccutickoii ®@efepaiiuu B 06/1aCTH BeIeHUs JOKYMEHTALMH 110 TIepCOHaTy

OCHOBBI HAaJIOTOBOTO 3aKOHO/IaTeIbCTBa Poccuiickoit deseparpiu

OCHOBBI MUTPAI[MOHHOTO 3aKOHO/[aTe/IbcTBa Poccuiickoii Pezepaliuu B 00/1aCTH
TIPUBJIEUEHUS U TPY/JOYCTPONCTBAa MHOCTPAHHBIX Tpak/aH U vl 6e3

rpaXXAaHCTBa

OCHOBBI aIMMHUCTPAaTUBHOTO 3aKOHOZATe/IbCTBa Poccuiickoit denepaniiy B
006/1aCTH yrnpaB/ieHHs TIEPCOHATIOM ¥ OTBETCTBEHHOCTH JO/DKHOCTHBIX JIHL]

3akoHojaTenbCTBO Poccuiickoit ®ezepaliii 0 epCOHATbHBIX JaHHBIX

JIokanbHBIe HOpMATHBHBIE aKThl OPraHM3aiy B 00/1aCTH yTIpaB/ieHus
1IepCoHaIoM

OCHOBBI IPaBOBOI'0 Pery/JUpOBaHUs MOPSAJKA 3aK/IFOUeHUS TPaKAaHCKO-
TPaBOBBIX IOTOBOPOB B COOTBETCTBUM C 3aKOHO/ATe/IbCTBOM Poccuiickoit
®epepalyu

[TpaBusia BefieHUs [1e/I0BOM MepenucKy

HopMbI 3THKY /1e/10BOTO OOIIIeHUS

Oco0bble yc/ioBUs JOTTyCKa K
pabote

[pyrue xapakTepucTUK1

3.7.3. TpypoBas ¢pyHKnus

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOM HyHKIUH

Pa3paboTKa 1 COIpOBOXKEeHHe TIpoljecca
YposeHb
HaumeHoBaHHe LU(ppOBU3ALIMY U aBTOMAaTU3aL[UU Kon G/03.7 7
KBa/mMuKaum
yTIpaBJIeHHs! TIePCOHAIOM
3aMMCTBOBaHO U3
OpuruHan X
OpHUrHMHajAa
Kon PervcTpaijioHHbIi HOMep
OpHUTHHA npoeCCHOHAIEHOTO
a CTaHzapTa

TpyzoBbIe eNCTBUSA

Pa3paboTKa rpe/jI0’KeHuH 10 aBTOMaTH3al[|uK U IU(GPOBU3AIUY TIPOIIeCCOB
yTpaB/ieHus [IepCOHAIOM

dopmMynMpoBaHUe 1ie/iell ¥ 3a/jau aBTOMaTH3aluy ¥ [(POBU3aI[UU B paMKax
cTpaTeruy (PyHKI[UM yTIpaB/IeHHUs TIepCOHAIOM, OO0ITeli CTpaTeruy OpraHy3aluu
1 obecrieueHust Ka/[poBOi 6e301acHOCTH

KoopauHarius 1 3KcnepTr3a pa3paboTKu cxeM MH(GOPMALMOHHOTO 00MeHa,
HOPMAaTHBHO-CIIPaBOUHOUW UH(OPMALIUHY, 3/IeKTPOHHBIX JJOKYMEHTOB U CUCTEM
aBTOMAaTH3aliy MPOLIeCCOB YIIpaB/IeHHs TIePCOHATIOM

KoopauHarysi ¥ 9KcnepTr3a pa3paboTKu cxeM MH(OPMALMOHHOTO 00MeHa,




HOPMaTMBHO-CIIPaBOUHOUW MH(OPMaLMHY, 3/IeKTPOHHBIX JJOKYMEHTOB U CUCTEM
aBTOMAaTU3alMy TIPOLIeCCOB yIpaB/IeHus TIepCOHAIOM

KoopauHaiyst pa3paboTKu U coriiacoBaHre (yHKIMOHATBbHBIX TpeOOBaHUM K
aBTOMAaTH3aluM U LIM(PPOBU3aLMH TIPOLIECCOB yIIpaB/ieHUs TIePCOHAIOM, B TOM
yucsie TpebOBaHMIM K MO/Tb30BaTe/IbCKUM HHTep(delicaM U 11aboHam

Cor/lacoBaHue perjaMeHTOB M MHCTPYKIIMH 110 paboTe ¢ aBTOMaTH3UPOBAHHOMN
cucTeMoi B 00/1aCTH TIPOLIECCOB YIIPaBJIeHUs TTepCOHAIOM

CorpoBoxk/ieHe U (PyHKI[MOHA/IbHAs TIPHeMKa CUCTeM LM(pOBU3aLuM U
aBTOMaTU3allMK TIPOLIeCCOB yTIpaB/IeHus TIepCOHAIOM Ha 3Tarax
TIPOEKTUPOBAHUSI, TECTOBOM UM OMBITHO-TIPOMBIIIEHHOHN 3KCITyaTariuy

Opranu3arusi 00y4yeHusi CrieLidaJMCTOB TI0 yTIPaBIeHUI0 TIepCOHAIOM
WCI0/1b30BaHHMIO CHCTEM aBTOMAaTH3alliy U [IUPPOBU3aLIMK yTIpaBIeHUs
1epCcoHasIoM U NMpodecCcoHaIbHOW TIO/IeP>KKU T0/Ib30BaTesnen

Opranuzaiusi GyHKI[MOHATLHOIO MOHUTOPUHTA PAab0ThI CCTeM aBTOMAaTHU3aluu
1 1[udpOBU3ALINU YTIPaB/IeHUS TIePCOHAIOM U TIPo(deCCHOHATEHOM MOAIePXKKU
[0JIb30BaTenen

BenieHrie MpOeKTHOM, MOJIb30BaTe/IbCKOW U IKCITyaTalldOHHOW 1OKyMeHTaluu
(B 06/acTH GYHKIIMOHABHBIX BO3MOXKHOCTE) Ha CUCTEMbI aBTOMAaTH3aLN U
1rdpoBU3aLMU POLIECCOB yTIpaB/ieHUs IepCOHAIOM

®opmMynupoBaHUe MpeI0KeHNH TT0 MOJIepPHU3aLMUA U Pa3BUTHIO
CYLL[eCTBYIOIIUX CUCTeM aBTOMAaTU3aluU U L{U(POBU3AIUU YITPAB/IEHNUS
TepCOHaIoM

O6ecnieunBaTh COO/IOIeHHE TpeOOBAHMH 3aKOHO/IaTe/IbCTBA PoccHiicKoi
®desrepaiiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH MMepCoOHaTbHBIX
JIaHHBIX U KOH(UAeHIMaIbHOW nH(pOpMaLUr

HeobxoavmMbie ymMeHUst

Cobuparth, aHa/IM3UPOBaTh U CUCTEMaTU3UPOBATh HEOOXOAUMYI0 HH(MOPMALIUIO
JI7Is1 aBTOMaTH3aLUu U LIU(PPOBU3aLiKU TIPOLIECCOB yIpaB/ieHus IepCOHAIOM U
obecrieueHust KaZipoBOii 6e30MacHOCTH

YrpaBnsTh GyHKIMOHATBHBIMYA TPeOOBaHUSIMH, 3TallaMH MTPOEKTOB
aBTOMaTH3aLyy U U poBU3aLIMY yIIpaB/ieHus IepCOHAIOM, U3MEeHeHUsIMHY B
HUX

PaboTath B cucTemMax yripaB/ieHUs TPOeKTaMU, TpeOoBaHUSIMU U JopaboTKaMu
110 HUM

Pa3pabathiBaTh TECTOBbIE U IPUEMOYHBIE CLIEHAPUH JeMOHCTPAIIMOHHBIX U
00yuarolyx MaTepuasioB

OpraH130BbIBaThH U MPOBO/IMTE 00yYaroljie U KOHCY/IbTal[MOHHbIE MEPOTIPUSTHS
7151 TIO/Ib30BaTe el CUCTeM aBTOMaTU3aluU U LM pOBU3aLMU MPOLIECCOB
yIpaB/ieHUs IepCOHAIOM

PaboTath B crcTeMax aBTOMaTU3alMU U UG POBU3AI[|K TTPOLIECCOB YIIPaBJIeHUS
N1epCOHAIOM

['OTOBUTH U 3alUIIATh SKOHOMHUECKHE U KaueCTBeHHbIe 000CHOBaHUS U
3¢ dexThl aBTOMaTU3al[MHU U 1[M(POBU3ALIMU MPOLIECCOB yTpaB/ieHUs TepCOHaIOM

Co06r01aTh HOPMBI STUKH [1e/IOBOTO OOIIIeHUSI

Heobxoqumble 3HaHUS

MeTto/ib1 yripaB/ieHUs! pa3BUTHEM U 3GEKTUBHOCTBIO OpraHU3allid, MEeTO/IbI
aHaJTM3a BBITIOJTHEHHS TVIAHOB U TIPOTPAMM, OTIPe/ie/IeHHs UX SKOHOMHUUECKOU
3¢ heKTHBHOCTH, MeTO/IbI 00ecrieueHusT KaZ[poBOM 6€301acHOCTH

MeTo/ibI OTIeHKU PabOThI CTPYKTYPHBIX TI0/jpa3/ie/IeH|H, pe3yIbTaToB U
3(h(HeKTUBHOCTH iesiTeIbHOCTH

MeTo/ibI TIPOBe/IEHHS ayJUTa U KOHTPOJI/TMHIA OTlepaTUBHBIX YIIPAB/I€HUECKUX
TIPOLIECCOB




TEXHOJ'IOFI/II/I, MEeTObI U METOAMKH IIPOBEAEHUA dHA/IM3d U CUCTeMaTHU3adl[UU
AOKYMEHTOB 1 I/IHd)OpMaL[I/II/I

ITonuTHka yripaBJ/ieHHs I1€pCOHAJ/IOM, KOPIIOPATHUBHAA COLIMA/IbHAA TMOJIMTHKG,
KOPIIOpATHUBHAA KYJ/IbTYPad

TapudHo-KBaMPHUKALMOHHBIE CITPABOYHUKHN PaboT U rpodeccrii pabounx u
KBa/TM(UKALIMOHHbIE XapaKTePUCTUKH [JOJDKHOCTeN CITy’KallluX,
ripodeccroHaIbHbIe CTaHAAPThI

OcCHOBBI yTipaB/ieHus POeKTaMu (TPUMEeHUTeTHHO K TIPoeKTaM B cdepe
YMH(}OPMaI[MOHHBIX TeXHOJIOTHI)

OcCHOBBI TTPOEKTHPOBAHKS 1 TIOCTPOEHUs1 MH(OPMAaLMOHHBIX CUCTEM, OCHOBHbIE
TeXHOJIOTUU U TPEeH/ibl, UMeEIOLII1e OTHOLIeHWe K cepe yrpaB/ieHUs 1epCoHaIoM

OCHOBBI MLIEH3WPOBaHUS POrPaMMHOT0 obecriedyeHusi, 00pa3oBaHus 1ieH Ha
MporpaMMHbIe Cpe/ICTBA M OLIEHKU CTOMMOCTH BraieHus1 MH(OpPMal[MOHHBIMU
crUCTeMaMHU

OcCHOBHBI€ TI0JIO’KEHHS TPaXKJaHCKOT0 3aKOHO1aTelbcTBa Poccuiickoi
denepaliuy B 00/1aCTH UHTE/JIEKTYaIbHOM COOCTBEHHOCTH

Llenu 1 cTparterust pasBUTHsI OpraHu3aLviu

HopmatrBHbIe IpaBoBbIe aKThl, OMNpee/stoliyie HOMbI TPY/JOBOTO IpaBa

OCHOBBI apXHMBHOT'0 3aKOHO/IaTe/IbCTBA U HOPMATHUBHBIE TTPABOBBIE AKThI
Poccutickoii ®@efepaiiuul B 06/1aCTH Be/IeHUs JOKYMEHTAIIUH 110 TIepCOHaTy

OCHOBBI HaJIOTOBOTO 3aKOHO/[aTe/IbcTBa Poccuiickoit Pezepariuu

OCHOBBI aIMMHUCTPATUBHOIO 3aKOHOZATe/IbCTBa Poccuiickoit ®esepaliiy B
obs1acTu yrpaB/ieHUs [IepCOHAIOM U OTBETCTBEHHOCTH [JOJDKHOCTHBIX JIUL]

3akoHo/jaTeNnbCTBO Poccuiickoit ®eziepaliviy 0 epCOHAMbHBIX JaHHBIX

TpeboBaHus 3aKoHO/IaTe/ILCTBA Poccuiickoit desepariy B 06/1aCTH IPUMEHEHHUST
3/IeKTPOHHOM TIOATTUCH

JIokasibHble HOpMAaTUBHBIE JOKyMEHThI OpraHU3aliy B 00/1aCTH yTIpaB/eHuUs
MepCoHaIOM

[TopsiaoK 3aKyTOYHOM [esiTe/IbHOCTH, 3aK/TFOUeHHs U BeZleHUsl JOTOBOPOB
(KOHTPAKTOB)

Hopwmbl 3THKH /ie/10BOro ob11ieHust

Oco0blie yC/1oBUs I0MyCKa K
paboTe

Lpyrve xapakTepuCTUKA

3.7.4. TpypoBas QpyHKIUsA

AJIMUHUCTpPUPOBaHUe IIPOLIeCCOB
OMepalMoOHHOr0 yIIpaBJ/ieHUs TTIepCOHAIOM

Hauverosarue |1 pabOTOM CTPYKTYPHOrO MOZpa3/eseHust Kog G/04.7 ¥posern 7

p PYKTYP Apas/ ’ KBa/mMuKam

OpraHu3aluy U COOTBETCTBYIOIIETO
JOKyMEeHTo00opoTa

ITpoucxosxaeHre 0600IIeHHOM 3aMMCTBOBAHO 13

. OpuruHan X
TPYZAOBO# QYHKLMH OpHUrHMHaja
Kog, PerucrpaljioHHbIit HOMep
OpUrMHas nipodeccroHaNBEHOTO
a CTaHzapTa

\pr,LLOBLIe JeHCTBUS

AHanu3 rporeccoB JOKyMeHT0000pOTa, JIOKa/JIbHBIX JOKYMEHTOB I10 BOTIPOCAM




OTIepALIMOHHOTO yTIpaB/IeHus TIepCOHAIOM U Pab0TOM CTPYKTYPHOTO
ro/ipaszesneHusi, OM3HeC-TIPOIIeCCOB OPraHU3aL[|H, Y OBIeTBOPEHHOCTH
repcoHasa

[loKyMeHTaLIOHHOe odopM/IeHHe Pe3y/IbTaTOB OepaliOHHOTO YIIpaB/ieH!s
repcoHasna v paboTel CTPYKTYPHOTO TIoZ[pa3zienieHus], pe3y/ibTaToB ayjuTa
paboThI C TIepCOHAIOM

[ToaroTOBKA Tpe//Io’KeHUM 10 Pa3BUTUIO CUCTEM OTepaLMOHHOTO YIpaB/ieHus
TepCoHaIoM ¥ PabOThI CTPYKTYPHOTO TIOZIpa3/ie/ieH s, TI0 He00X0UMbIM
KOPPEeKTUPYIOLUM U NTPeBEHTUBHBIM MepaM

Pa3paboTKa CHUCTeMbI aHa/IK3a U KOHTPOJIsi pabOThI TIepCOHasia, MEPOTPUSTHH 110
obecrieueHU 0 KaJpoOBOI 6e301acCHOCTU

KoHTpo/1b, CpaBHEHHE U aHa/IN3 TIPOLIeCCOB B 00/1aCTH OTIepPaTUBHOTO
ynpaBJ/ieHus] [IepCOHA/IOM, Pe3yJ/IbTaTOB yIIpaB/IeHYeCKUX MepOIPUSITUH,
orpeziesieHre (aKTOPOB, BbI3bIBAIOLMX OTK/IOHEHHE OT TJIAHOBBIX MOKa3aTesen

[ToaroToBKa M 00paboTKa 3aMpoCoB, YBeIOMIEHHH, CBeIEHUH 0 pabOTHUKAX B
roCy/JapCTBeHHbIe OpraHbl, PoheCcCHOHATBHBIE CO03bI, 00IIIeCTBEHHbIE
OpraHu3aluu

CornpoBok/ieHHe JJ0rOBOPOB OKa3aHMsl YCI/IyT 10 BOIIPOCaM OIepaTUBHOIO
yTIpaBJIeHHsI IEPCOHANIOM M paboTOoM CTPYKTYPHOTO TMoApaszesieHus], BKIFOUast
npe/iBapuTe/IbHble TIPOLIeAYPhI 110 UX 3aK/THUEHHI0

[ToaroToBKa npeIoKeH i TI0 POPMUPOBAHUIO OFO/)KeTa Ha TIepCOHA
OpraHu3aluu

BeirosiHeHHe TpeOoBaHMI 110 XpaHeHHUI0 MHPOPMAIUY O pe3y/IbTaTax [JerCTBUS
CHCTeM OIepaLjiOHHOTO yTIpaBJIeHHs IEPCOHANOM U paboToi CTPYKTYPHOTO
1o/ipaszeneHus

HeobxoavmMbie ymMeHUst

KoHTponmpoBath MeponpusTys 1o obecrieueHH0 Ka[poOBOM Oe3011acHOCTH,
TpoLIeCChl yIpaB/ieHusi IepCOHAOM MoApas/esieHuid, OonpefensiTh UX
pe3yJ/IbTaTUBHOCTD U BBISB/IATH (DAKTOPHI OTK/IOHEHUM OT IJIaHOBBIX ITapaMeTpPOB

PaspabaTbIBaTh MPOrpaMMBbl OCTKEHUS 1]eJiell U OTIePaTHBHOTO PellieHus 3aJau
ro/ipa3zesieHuit

AmnHan3upoBaTh, pa3pabaTeiBaTh U 0QOPMIISTH JOKYMEHTHI 110 OTIePaTUBHBIM
nporieccam U Ux pesysbTaTam

[TpoBOAUTH ayJUT KaJ|pOBBIX MPOLIECCOB, MPOLIeAYP, OPOpPMIIeHNs KaJJpOBbIX
JIOKYMEHTOB M [JOKYMEHTOB I10 YIIpaBJ/IeHUIO [1ePCOHAIOM

KoHTponupoBaTh pacxofioBaHue O10/)KeTOB Ha TIepCOHa

OdopMATE JOKYMEHTHI 110 OTIePALMOHHOMY YIIPaB/IeHHIO MepCOHaIoM U paboTe
CTPYKTYPHOTO MOJpa3zeneHus, rpe/icTaB/sieMble B TOCy/lapCTBEHHbIe OpraHbl,
TIpe/iCTaBUTe/IbHbIE OPraHbl PAOOTHHUKOB

O6ecrieurBaTh JOKyMEHTAIL[HIOHHOE COTIPOBOXK/I€HHE TI0 CUCTEMaM
OTIePALIMOHHOTO YTIpaB/IeHHs TIepCOHAIOM U pPaboTe CTPYKTYpPHOTO
rofipas/iesieHust

OpraHu30BbIBaTh XpaHeHHe JOKyMEHTOB B COOTBETCTBUU C TPeOOBAHUSIMU
TPY/I0BOI'0 ¥ apXWBHOTO 3aKOHO/|aTeibcTBa Poccuiickoit Pesepaniuu u
JIOKa/IbHBIMU aKTaMH OpraHu3aLiu

KoHTpo/mMpoBaTh UCIIO/IHEHKE JOTOBOPOB IMOCTABIIIMKOB YC/IYT 110 BOITPOCaM
repcoHasna

[Tpon3BoAUTH 3aKyIIOUHbIe TIPOLIeYPbl, 0OPMJISATE U aHA/IM3UPOBaTh
3aKyTOYHYIO JOKyMeHTaL10

ITpoBOAUTE NeperoBOpkI ¥ NPeCTaB/IATh HHTepeChl OpraHv3alyy B
rOCyZapCTBEHHBIX OpraHax, Mpe/CTaBUTeIbHBIX OpraHax pabOTHUKOB IO




BOTPOCaM TiepcoHasa

Bectu fenoByro repenucky

Bectu YUeT U perucTpaliiio 10KyMEHTOB B I/IH(bepMaL[I/IOHHbIX CrUCTeMax M Ha
MaTepHA/IbHBIX HOCHUTEJ/IAX

PabotaTh ¢ MH(MOPMALMOHHBIMUA CUCTEMaMH, 1IM(PPOBLIMHU YC/IyTaMy U
cepBHCaMH B 00/1aCTH OTepPariiOHHOTO YIIPaB/IeHHs TepCOHAIOM B paboToi
CTPYKTYPHOTO T10/ipa3/ie/ieHust

dopMUpOBaTh Mpe/JI0KeHHs TI0 aBTOMATHU3aL[|K 1 LM(POBHU3ALIMH TTpoLiecca
OTIeparjiOHHOTO YTIPABJIeHUs IePCOHAIOM U paboTol CTPYKTYPHOTO
ro/[pa3eneHust

Ob6ecrnieurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATeIbCTBA PoCCHIICKOM
®desrepaiiv ¥ KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKH IMepCOHaTbHBIX
JIaHHBIX U KOH(UAeHIMaIbHOM nH(pOpMaLUr

BecTu fenoByro repenucky

Cob6srojaTh HOPMBI 3THKH JIeJIOBOTO O0IIIeHUsT

Heobxogumble 3HaHUs

CobJro1aTh HOPMBI 3THKH [1€JI0BOT0 OOIIIeHUsT

MeTozp! O1]eHKH paboThbI CTPYKTYPHBIX TIOZpa3/ieNeH i, pe3y/IbTaToB Tpy/a
repcoHasa

Merto/ibl IpOBe/IeHNs ayjUTa U KOHTPOJI/IMHIA OlepaTUBHBIX YIIpaB/eHUeCKUX
NIPOLIeCCOB

@®OopMBI ¥ CUCTEMBI MaTEPUA/TLHOTO ¥ HEMaTepHa/IbLHOTO CTUMYJ/IMPOBaHUS TPYZa
repcoHasna

OCHOBBI JOKYMEHTaI[MOHHOTO 0becrieueHust

[Mopsinok odopmsieHusi, BefieHUsI U XpaHeHUsI JOKyMeHTal[iH 110 CUCTeMaM
OTIePALIMOHHOTO yTpaB/IeHHs TIePCOHAIOM U PaboTe CTPYKTYpPHOTO
riofipa3zesieHust

[Mopsinok dopmupoBaHus, BefileHUst 6a3bl JAHHBIX U MTPeJ0CTaB/IeHUs] OTUeTHOCTU
10 CUCTEMaM OTePal[MOHHOTO yIIPaB/IeHHs IEPCOHAIOM U paboTe CTPYKTYPHOTO
rofipas/iesieHust

TapudHo-KBaMPUKALIMOHHBIE CITPABOYHUKHN PabOT U rpodeccrii pabounx u
KBa/MM(MKAIIMOHHBIE XapaKTePUCTUKH [JOJDKHOCTEH CITy KallHX,
npodeccrioHanbHble CTaHAapThl

HopMaTHBHBIe TIDaBOBBIE aKThI, PETY/IMPYIOLIHe TIpaBa U 00SI3aHHOCTH
roCy/JapCTBEHHbIX OPraHOB U OpraHu3alyy 10 NpejOCTaB/IeHUI0 YUeTHOU
JIOKyMeHTaLuu

[TopsifoK NpoBe/ieHus 3aKYTIOUYHbIX MpoLieyp U 0(hOpMJIEHUS COMYTCTBYHOLIEM
JIOKyMeHTaLuu

ITonuTrka y1ripaBJ/ieHHs I1€PpCOHA/IOM U COLIMa/IbHAsA TOJIMTHKA OPraHrW3dliun

Opl"aHI/BaL[I/IOHHO—H_ITaTHaH CTDYKTYPa OpTraHHU3dlIUN

]_[eJII/I N CTpaTerud pa3sBuTHA OpraHru3aliui

BusHec-nyiad 1 OM3HeC-TpoL[eCChl OpraHU3aLUux

CrierjaiM3upoBaHHble HH(OPMAaLMOHHbIE CUCTeMBI, LM(POBbIe YCAYTU U
CepBHCHI B 00J/1aCTH OTIepaLOHHOTO YIIPaB/IeHHs TIepCOHAIOM U paboToi
CTPYKTYPHOTO IT0/ipa3/ie/ieHus], TPaHuLibl UX NIPUMeHeHHsI

OCHOBHbIE METPUKY Y aHaJIUTUUECKKE CPe3bl CUCTEMbI OMEePALiMOHHOTO
yTIpaBJ/IeHus [IEPCOHA/IOM U PaboThl CTPYKTYPHOTO T0/ipa3ieieHust

HOpMaTI/IBHI:Ie IMpaBOBbI€ AKThI, OITpee/IArole HOMbI TPYAOBOI'O IIpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IaTe/IbCTBA M1 HOPMATHUBHBIE TTPABOBbIE aKThI
Poccwuiickoii efepauyul B 00/1aCTy BeleHUs JOKYMEHTAI|H TI0 TIePCOHATy




OCHOBBI HaJIOT'OBOT'0 3aKOHO/aTe/IbCTBa Poccuiickoit ®esepariyu

OCHOBBI MUTPAI[MOHHOTO 3aKOHO/[aTe/IbCTBA Poccuiickoii Peziepaliuu B 00/1aCTH
TIPUBJIEUEHUS U TPY/I0YCTPOMCTBAa MHOCTPAHHBIX IPaXk/jaH U ui] 6e3

rpaXXAaHCTBa

OCHOBBI aIMMHUCTPAaTUBHOIO 3aKOHOZATe/IbCTBA Poccuiickon ®enepanyu B
ob1acTy yrpaB/ieHUs IepCOHA/IOM U OTBETCTBEHHOCTHU [JOJDKHOCTHBIX JIWL]

3akoHogaTenbCTBO Poccuiickon ®efepaliy 0 MepCOHATbHBIX JaHHBIX

JIoka/ibHble HOPMAaTHUBHBIE JJOKYMEHThI OpraHU3alivi B 00/1aCTH YIIpaB/IeHUs
TIepCOHAIOM

[Topsimok 3ak/t0ueHurst JOrOBOPOB (KOHTPAKTOB)

[TpaBusia BeJieHUs [1e/I0BOM MepenucKy

Hopwmbl 3THKH /1e710BOTO 00IIieHust

Oco0bble yc/ioBUs JIOTTyCKa K
paboTe

[pyrue xapakTepucTUKU

3.8. O6001eHHas TpyaoBasa PyHKIuA «CTpaTernyeckKoe ynpap/ieHHe EPCOHAIOM»

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

YpoBeHb
HaumeHoBaHue CrtpaTternueckoe yripasjieHue I1epCOHaIoM Kog H 7
KBa/TUUKaLUA
3auMCTBOBaHO U3
OpuruHan X
OopuruHana
Koz PerucrpalvoHHbIN HOMep
OpUTMHa npoecCHOHaNTBEHOTO
a cTaHzapTa

Bo3MoykHbIe HaMMeHOBaHUsI
J0JDKHOCTeH, rpodeccui

JvpeKTop 110 repcoHany

JVpeKTop I10 yrpaB/IeHHIO [IepCOHAIOM

3aMeCcTUTe/b JUPEKTOpa I10 YIpaB/IeHUI0 [IepCOHaIoM

3aMeCcTUTe/Ib reHepaJlbHOro JUPeKTopa M0 yIpaBIeHUI0 IIepCOHATIOM

TpeboBanus K 006pa3oBaHKIO
1 00yueHHIo

Beiciiee o6pa3oBaHue — MarucTpaTypa

W

Briciiee obpa3oBanue (HenpohuabHOE) — MaruCTpaTypa U JOTMOJHATETbHOe
ripoeccrioHaibHOe 00pa3oBaHre — ITPOrpaMMbl MPOdeCcCOHaTbHON
TeperioirOTOBKY B 00/1aCTH yTIpaB/ieHus TIEPCOHAIOM WJTA CTPAaTernuecKoro
yTpaBJieHUst

TpeboBaHus K OTILITY
MPaKTUYECKOM paboThI

He MeHee rATH /ieT B 06/1aCTH yIIpaB/IeHKs TIEPCOHA/IOM Ha PYKOBOSIINX
JTOJDKHOCTSIX

Oco0ble yc/ioBUs OTTyCKa K
paboTe

[pyrue xapakTepucTUK1

|,Z[Ol'[OJ'IHI/IT(EJ'IbeIe XdPaKTePUCTHUKHU

HanMeHoBaHHe [0KyMeHTa Ko HanmeHoBaHve 6a30BOM TPYIIIbI, AO/DKHOCTH (TIpOdeccrm)
WU CIIeLMaTbHOCTH
OK3 1212. Yripassisrolyie TpyZAOBbIMU pecypcamu
ETKC nmu EKC 3amecTuTe/Ib JUPEeKTOpa M0 yIIpaB/IeHUIO IepCOHaIOM
OKILATP 25042 HavanbHuK ynpaBiaeHus (CrieLjuajrn3upoBaHHOIO B IPOYMX
OTpac/six)




OKCO 2016 5.38.04.01 DKOHOMUKA

5.38.04.02 MeHe)KMeHT

5.38.04.03 YmipaBiieHue niepcoHaaoM

3.8.1. TpypoBas pyHKIMA

Pa3paboTKa CUCTEMBI CTPATErMYecKoro YpoBeHb
HaumeHoBaHue p p Kog H/01.7 P 7
yTpaBJieHus TIepCOHAIOM OpraHu3al[uu KBaTMUKALIH
IMpoucxosxaeHre 06001IeHHOM 3aMMCTBOBAHO U3
. OpuruHan X
TPYI0BOU (DyHKIIUM OpurHHaia
Kon PerucrpaijioHHbIit HOMep
OpUrMHasn nipodeccroHaNBEHOTO
a cTaHzapTa
TpyZoBbIe 1elCTBUS [TocTaHOBKa CTpaTeruuecKyx liejield B yIipaB/eHUU TIePCOHAIOM B 0becrieueHUH

KaJJpOBOM 0Oe30MacHOCTH

Pa3paboTka KOPIIOPaTUBHOM TMOJIMTUKH, TUIAHOB, TIPOTPAMM, TIPOLIeAYP U
TeXHOJIOTUM yIIpaBJ/IeHus] IepCOHAIOM

Pa3paboTka KOpIIOpaTUBHOM KY/JIbTYPbI U COLMA/ILHOU TIOJTUTUKU, CUCTEM
MOTUBALUHY, 3 (HeKTUBHOCTH, OLIeHKU U pa3BUTHsI TepPCOHaa

(DOPMI/IPOBaHI/Ie CHUCTEMBI OIJIaThl XU OpPraHr3dalJu TPY/a IepCOHasld

Pa3paboTka cuCTeMbl OpraHK3al[MOHHOTO TTPOEKTUPOBAHUS, TJIAHUPOBaHHUE
1oTpeOHOCTH B MepCOHasIe OpraHu3aLyn

Pa3paboTka rporpamMm, MPUHIIUIIOB CTaHAapTU3aLiy, YHU(DUKALIWY,
aBTOMATH3alliy MPOL[eCCOB yTPABJIeHHs IEPCOHANIOM 1 6e30TacHbIX YC/I0BUN

TpyAa

dopmurpoBaHue OrofKeTa Ha TIepCoOHas

Pa3paboTka TeXHOIOTMi ayjuTa paboThl C MePCOHANIOM M KOHTPOJUTHHTA

HeobxoayMbie ymMeHust Pa3pabatkiBaTh CTpaTeruu U MOJIMTUKM yTIPaBJIeHHUs TIEPCOHAIOM, 00ecrieueHust
KaJIpOBOM 0Oe30MacHOCTH

Co3paBaTh U OMUCHIBAaTh OPraHU3aL[MOHHYIO CTPYKTYPY, ey, 3a7auM, (pyHKLUU
CTPYKTYPHBIX IIO/Ipa3zie/IeHui U [JOJDKHOCTHBIX JINL]

[IpyMeHsTb MeTO/bl YTIIPABIEHUST MEXJTMUHOCTHBIMU OTHOILIEHUSIMHU,
(hopMUpoBaHUsI KOMaH/l, pa3BUTHs TUIEPCTBA U UCTIOJTHUTEILHOCTH, BbISIBJIEHUSI
TaJIaHTOB, OTIpe/ie/IeHNs] YI0BIeTBOPEHHOCTU PaboToM

OHpe,I[eJIHTb " dHA/IM3UPOBATh BHYTPEHHHE KOMMYHUKALIKX, MOZ€/TMPDOBATH
MmoBeJieHre I1epCcoHaJ/Ia

[IpencTaBnsSTh UHTEPECH! OPraHM3aliy B FOCYAapCTBEHHBIX OpraHax, BO
B3aMMOZEHCTBUY C TIPe/ICTABUTE/TEHBIMA OPraHaMi pabOTHUKOB TI0 BOIIPOCaM
repcoHasa

CocTaB/sTh, paCCUNTHIBaTh, KODPEKTUPOBATh U KOHTPOIUPOBATh CTaTbU
pacxozi0B Or0/KeToB U JOH/IOB Ha ITPOTPAMMBI 1 MEPOTIPUSITHS TI0 YTIPABJIEHUIO
1epCoHa/IoM OpraHu3alyu

[TpoBOUTH ayIUT U KOHTPOJUTUHT B 00/IaCTH yTIpaB/IeHHUs TIepPCOHAIOM

Pa3pa6aTbIBaTb KOPIIOpATUBHLIE COLIMA/IBHBIE TIPOT'PAMMBI

BecTu rieperoBopsI 10 BOMPOCaM COL[HA/TLHOTO TTapTHEPCTBA C
TIpe/ICTaBUTEIbHBIMIA OpraHaMKi PabOTHUKOB

PaboTath ¢ nH(MOOPMaIMOHHBIMHM CUCTEMaMH, YCJTyTaMH U cepBHUCaMH B 001acTH
CTpaTeruueckoro yrnpasjieHHs [1epCcoHaaioM




dopmupoBaTh Npe/IoKeH s 10 aBTOMaTH3alyy U LIU(QpoBU3aLMy npoLecca
pa3paboTKy cTpaTeruut paboThl C TIepCOHAIOM

OpraHu30BbIBaTH MEPOTIPUSTHS TI0 06ecTieueHHIO BBITIOJTHEHUST TpeboBaHUMA
OXpaHbl TPy/ia B COOTBETCTBUU C [IeHCTBYIOLMM 3aKOHO/IaTe/TbCTBOM
Poccutickoii @efepaliuu v JIOKaJIbHBIMU aKTaMU OpraHu3aljuu

OpraHu30BbIBaTh ¥ MTPOBO/JUTH MEPOIIPUATHS C TIePCOHAIOM B COOTBETCTBUU C
KOPIIOPAaTUBHOW COLIMATbHOM MOJUTHUKON

Ob6ecrieurBaTh cob/IOIeHKe TpeboBaHUM 3aKOHOZATeNbCTBA Poccuiickoi
®enepaliuu ¥ IOMUTHK paboTojaTesisi B o6sacT 06paboTKU repCcoHambHbBIX
JIAaHHBIX ¥ KOH(MUAEHI[Ha/IbHOW UH(POPMAaLIUU

Bectu nenoByto mepenuvcky

Co0Jtr0/1aTh HOPMBI 3THKH [/1€JI0BOTO OOITIeHHS

Heobxoqumble 3HaHUs

MeTo/ibl yripaB/ieHUs1 pa3BUTHEM U 3GEKTUBHOCTBIO OpraHU3alliy, aHaIu3a
BBIMOJTHEHUS T/IAHOB Y TPOTPaMM, OTIpe/ie/IeHUsI UX SKOHOMHUECKOM
3¢bheKTUBHOCTH, MeTO/IbI 00ecrieueHusT KaZpoBOU 6€301acHOCTH

MeTo/p! O1]eHKH paboThbI CTPYKTYPHBIX TIOZpa3/ieNeHui, pe3y/bTaToB Tpy/a
repcoHasa

MeTo/ibl IPOBe/IeHNs ayJUTOB, KOHTPOJIIMHIA yTpaBJIeHYeCKHUX MPOLeCCOB

METOABI dHa/IM3a KOJIMYECTBEHHOI'O U KaUeCTBEHHOI'0 COCTdBA ITepCOHAJ/Ia

METOABI OpPraHM3dlIMOHHOI'O MTPOEKTUPOBAHUA

CucTeMbl CTaH[apPTOB 10 OU3HeC-TIporjeccaM, podeccusiM, HOPMbI TPy/ia

CucTeMbl CTaH[apPTOB 10 OH3HeC-TIporjeccaM, MpodeccusiM, HOPMbI TPy 1a

MeTo/ibl aHa/IM3a COLUAIBHBIX TIPOTPAMM U OTPEe/IeNIEHUS UX IKOHOMHUUECKOH
3¢ b eKTUBHOCTU

TexHosoruK ¥ MeTo/ibl (POPMHUPOBaHUS ¥ KOHTPOJISI OFOZIP>KeTOB Ha IepCcoHas

TpeboBaHust oxpaHbl ¥ 6€30TaCHBIX YCJIOBUM TPya

Llenu, cTparerus, KOprnopaThBHas COLMa/IbHas OJIUTHKA U TIOJIMTUKA 110
repcoHasy, KoOpropaTuBHas Ky/abTypa

OCHOBBI TEXHOJIOTUU TMPON3BOACTBA U AeATe/IbHOCTU OPraHrU3dln

OcHOBBI COLHOJIOTHH, TICUXOJIOTUN U SKOHOMUKH TDPYd

OCHOBBI yripaB/ieHus! COLJaIbHbIM pa3BUTHEM OpraHM3aLuu

MeTo/ibl MPOBE/IEHUsI COL[MOIOTUUeCKUX UCC/IeZI0BAaHUM, U3yUeHuUst
0O0II[eCTBEHHOT0 MHEHHSI

OpraHu3saloHHas CTPYKTypa OpraHu3aLuu

TapudHo-KBaMbUKaLMOHHBIE CTIPABOYHUKH paboT U mpodeccuii pabounx u
KBa/IM(PUKAIIMOHHbIE XapaKTePUCTUKH 0/DKHOCTeN Cy KallluXx,
ripoeccrioHa/ibHbIE CTaHZAPTHI

CrieriaiM3upoBaHHble HH(OPMAaIMOHHbIE CUCTeMBI, LU(POBbIe YCAYTU U
CepBUCHI B 00/1aCTH CTPAaTErNUeCcKOro YIpaB/IeH!s epCOHaIOM, IPaHULbI UX
TIpUMeHeHUs

OCHOBHbIE METPUKHY U aHAJTITUYECKHE CPe3bl CTPAaTernyecKoro yrpaB/ieHust
MepCoHAIOM

HOpMaTI/IBHLIe IMMpaBOBbI€ dKThI, OIpee/drolire HOMbBI TDYJOBOI'O IIpdBad

OCHOBBI apXHUBHOTO 3aKOHO/aTe/IbCTBA 1 HOPMAaTUBHbBIE TIPABOBLIE aKThl
Poccuiickoii @ezepaiiuu B 00/1aCTH BefieHUsT JOKYMEHTAI[|H 110 TIepCOHaTy

OcCHOBBI HaJIOrOBOT'0 3aKOHO/aTe/IbcTBa Poccuiickoit ®esepaiiyuu

OCHOBBI MUTPALIMOHHOTO 3aKOHOZATe/IbCTBa Poccuiickoii defepauyu B 00macTu
TIpUBJIEUEHUS U TPY/I0YCTPOMCTBAa MHOCTPAHHBIX IPaXkjaH U L] 6e3
rpakJaHCTBa




OCHOBBI a/IMMHUCTPAaTUBHOTO 3aKOHO/ZaTe/IbCTBa Poccuiickoit ®esepaliv B
06/1aCcTH yrnpaB/ieHHs1 TIEPCOHAIOM U OTBETCTBEHHOCTH JO/DKHOCTHBIX JTHL]

3akoHO/jaTenbCTBO Poccuiickoit ®ezepaliviy 0 epCOHAMbHBIX JaHHBIX

JIokanbHbIe HOpMATHBHBIE aKThl OpPraHM3aliy B 00/1aCTH yTIpaB/ieHust
1epCoHaIoM

[MTopsioK 3aK/THOUeHUs! JOTOBOPOB (KOHTPAKTOB)

[IpaBusia BeJjeHUs1 [1e/I0BOM TIeperucKu

HopMmbl 3THKH /ie/I0BOT0 0b11ieH s

Oco0bble yc/ioBUS JOITyCKa K
pabote

[pyrue xapakTepucTUKN

3.8.2. TpypoBas ¢pyHkuus

Peanu3zaiiysi cucteMbl CTpaTeruuecKoro YpoBeHb
HaumeHoBaHme B p Kog H/02.7 P 7

yIipaB/ieHUsi IePCOHAIOM KBaTMHKALIH
ITpoucxoxzenre 060011eHHOMH 3auMCTBOBaHO U3

P A . Opurunan X
TPYZ0BOM DyHKLIU OpUrMHana
Kog, PerucrpalioHHBIN HOMep
OpHUTHHas rpodecCHOHaTBHOTO
a cTaHzapTa

TpyzoBble felcTBUs

[TnaHupoBaHUe AeATeIbHOCTH U pa3paboTKa MepOTPUSTH TI0 YIIPAB/I€HHUIO
TepCoHasIoM ZIJisl peaiv3aliiy CTpaTernuecKrx Liesieill opraHv3alyy u
obecrieueHust KaZipoBOi 6€30MacHOCTH

BHezipeH1e NOUTHK, T/IaHOB, IPOTPaMM, MPOLieAYP Y TEXHOIOTHI 110
yTpaB/IeHUI0 TIepCOHATIOM

[TocTpoeHMe OpraHU3aliOHHOM CTPYKTYPBI C YUETOM IIaHOBOU TIOTPEOHOCTH B
riepcoHasie ¥ B3auMO/IelCTBUSL CTPYKTYPHBIX MO/ipaszie/leH’d OpraHu3aliu

BHejpeHre v nogepykaHre KOPIOpPaTUBHOM KY/IbTYPhI U COLIMA/ILHON
TOJINTUKH, CUCTEM MOTUBaLMH, 3()()eKTUBHOCTH, OLIEHKU 1 pa3BUTUS lepCcoHasia

BHezipeHMe U nofi/iep)kaHye CUCTeMbl OPraHU3al|y TPy la ¥ OTUIaThl TIepCcoHasa

YrpaBsnieHve BHeIpeHHEM MPOTPaMM Y TIPUHLUIIOB CTaH/japTU3aLuH,
yHU(UKALIMY, aBTOMATH3al1y TIPOLIECCOB yTIpaB/ieHUs TIePCOHAIOM U
6e30MacHbIX YCIOBUH TPyZa

Opl"aHI/IBaL[I/IH MpoBeAeHus ayArTd U KOHTPOJIJIMHI'Ad B YIIDABJ/IEHUUW T1€PCOHA/IOM

[TocTaHOBKa 3a/iau PyKOBOJUTE/ISIM CTPYKTYPHBIX MTOApa3zesieHUi, orpeesieHre
MaTepuabHO-TeXHUYeCKHUX PeCyPCOB /1Jisl UX BBITIOJTHEHUS

CorslacoBaHue yCJIOBHI 3aK/IF0UaeMbIX OTOBOPOB T10 BOIIPOCaM YIIpaB/IeHHUs
TIepCOHAIOM

Opranu3aliysi IpoBe/ieHUst 3aKYTIOUHBIX MPOLelyp TI0 BOTIPOCaM yIpaB/ieHust
TIepCoHAaIoM ¥ 0OpPMJIEHUsI COTTYTCTBYHOILeH JOKYMeHTALMU 110 HUM

dopmupoBaHue Or0/KeTa Ha TiepCoHal

Pa3paboTka TeXHO/IOTHiA ayjuTa paboThl C TIEPCOHANIOM U KOHTPOJUTHHTA

HpI/IMEHEHI/Ie K paﬁoTHI/IKaM Mep noompeHnsa U JUCIHUITIMHAPDHOT'O B3bICKAHUA

Heobxoavmbie ymMeHUst

[Tpou3BoAWTH aHANU3 [IeSITeNIbHOCTH T10 YIIPaB/IeHHUIO ITePCOHAIOM,
pa3pabaTbiBaTh MOKa3aTenu 3pPeKTUBHOCTH PabOThI

@®opMUpOBaTh MJIaHbI U MEPOTIPUSITHS T10 YTIPaB/IeHHIO [TePCOHAIOM U
obecrieueHHI0 KaZipoBOi 6e301acHOCTH




PaccuuTbiBaTh OFO/KET B 00/1aCTH YTIpaBJ/IeHUS T1€PCOHAIOM

OnpepensiTh 30HbI OTBETCTBEHHOCTH PaOOTHUKOB U TIOZpa3szie/ieHni, CTaBUTh
3aflauv PyKOBOJUTEJISIM TIO/pa3/ie/ieH|i v 00ecrieurBaTh PeCcypcChl AJIs UX
WCTIOTHeHUST

KoHTpopoBaTe 1 KOPPEKTUPOBATh UCTIOHEHUE [TOPyUeHUN 1 3aiau

YripaBnisaTh 3pHeKTUBHOCTBIO ¥ BOBIEUEHHOCTBIO TIePCOHAA, AUCLIUTITMHON
Tpy/a U cobsrozieHreM 6e30MacHbIX YCIOBUM TPyZa

BecTu neperoBopsI 1o BONpocaM COL{Ma/IbHOTO TTapTHEPCTBA U NPe/iCTaBIATh
VHTepechl OpraHu3aliiy B TOCYZapCTBeHHBIX OpraHax, Mpe/iCTaBUTebHbIX
opraHax pabOTHHKOB U OpraHU3alUsIX 10 BOIPOCaM MepcoHasa

PabotaTh ¢ MH(MOPMALMOHHBIMU CHCTEMaMH, L(POBLIMHU YC/IyTaMy U
CepBHCaMH [0 yIpaB/IeHUIO [IepCOHATIOM

[TpoBOUTH ayIUT U KOHTPOJUTUHT B 00/1IaCTH yTIpaB/IeHHUs TIEPCOHAIOM

cDOpMI/IpOBaTID N TIPOBOJXUTL COLIMA/IBHYIO TMOJIMTHUKY W COLIMA/IbHBIE TIPOT'PAMMEI

Bectu MeperoBophl C MOCTABIIUKAMM YC/IYT T10 YC/IOBUAM 3aK/TFOUdE€MbIX
A0roBOpoOB

[Tpon3BoAUTH 3aKyIIOUHbIe TIPOLeYPbl, 0(DOPMJIATE U aHA/IM3UPOBaTh
3aKYIOUHYIO JJOKYMEeHTaL1I0

Ob6ecreurBaTh COO/TIOZIEHNE TpeOOBaHUI 3aKOHOZATETbCTBA POCCHICKOM
®esiepaliii U KOPIIOPAaTUBHBIX IMOIUTHK B 00/1aCTH 00pabOTKM MepCoHaTbHBIX
JlaHHBIX U KOH(UAeHIMaIbHOW HH(OpMaLUr

Co0Jtr0/1aTh HOPMBI 3THKH /1€JI0BOTO OOIT|eHUS

Heobxoqumble 3HaHUs

MeTo/ibl yripaB/ieHUs! pa3BUTHEM U 3GEKTUBHOCTBIO OpraHU3allid, MEeTO/IbI
aHa/I13a BBITIOJTHEHUSI T/IAHOB U MIPOTPAaMM, OTpe/ie/IeHHs] UX SKOHOMUYECKOM
3¢hheKTHBHOCTH, MeTO/IbI 00ecrieueHusT KaZpoBOU 6€301acHOCTH

Opranu3anys yrnpaB/aeHUsi pa3BUTHEM OpraHU3aluu

Teopuu yripaB/ieHUs1 OpraHy3alfield, MOJUTHKA W CTPATeTysl YIIpaBIeHUsI
MepCoHaIOM

[TonvTrKa ynpaB/ieHNs [epcoHaaoM, KOpIopaTMBHasl COLMa/IbHas TOJIMTHKA,
KOpIIOpaTUBHas Ky/l1bTypa

MeTo/ibl aHa/IM3a BBITTOJIHEHUS TIJIAHOB U 3a/jau, OTipe/ie/ieHUs UxX
5KOHOMMYECKOH 3QPeKTUBHOCTU

MeTo/ibl OLIeHKU pe3y/IbTaToB U 3P PeKTUBHOCTU TPy/ia

MeTo/pl BHeJPEHHsI CUCTEMBI yTIpaB/ieHUs 1epCOHAIOM

METOABI OPraHM3alfMOHHOI'0 IIPOEKTHPOBAHUA

OcHOBBI pabOTHI 110 TTPOGheCCUOHATBLHON OPHUEHTAIU

MeTo/IMKHY TUTaHUPOBaHUSI ¥ TIPOTHO3UPOBAHUS MIOTPEOHOCTH B TIepCOHase

Llesu, cTparerust pa3BuTHs U OHM3HEC-TIJIaH OpraHU3al[iu

Teopuu u MeTozbl OpMUPOBaHKs OpeHzia OpraHu3al[uu

TpeboBaHusi oxpaHbl Tpy/ja U 6e30MacHbIX yCI0BUM Tpy/ia

MeToauku pa3paboTKU ¥ BHE[PeHHS JIOKaJIbHBIX HODMaTUBHBIX aKTOB

[TopsiioK 3aK/IH0UeHus TPYJOBbIX JOrOBOPOB, PEry/IMPOBAHKS TPY/IOBbIX CIIOPOB

OcHOBBI COHnOJIornuy, rnCUX0JjIornur, SKOHOMUKHU TPydd U YIIPpdAB/IEHUA
COLIMa/IbHBIM PpA3BUTHEM OPraHKW3allin

MeTo/ibl POBe/IeHHsI COL[MOIOTHUeCKHX UCC/Ie0BaHU, U3y UeHHsT
0O0II[eCTBEHHOT'0 MHEHHSI

TexHonoruu NpoBefieHus ayjuTa U KOHTPOJUIMHIA B YIIPaB/IeHUU NIEPCOHAIOM

[TopsifoK NpoBe/ieHHs 3aKYTIOUYHbIX MpoLieyp U 0(hOpMJIEHUS COMYTCTBYHOLIEN
JIOKyMeHTaLuu




TexHonoruu, ctavgapTu3anusi, yHubrKalys, aBToMaTH3aLys poLieccoB
yIpaB/ieHUs IepCOHAIOM

OpraHu3salMoHHas CTPYKTypa OpraHu3aluu

TapudHo-KBaMPUKALMOHHBIE CITPABOYHUKHN PaboT U rpodeccrii pabounx u
KBa/IM(MKAIIMOHHBIE XapaKTePUCTUKH [JOJDKHOCTEH CITy KalluX,
ripodeccroHabHbIe CTaHAAPThI

CrierjuaiM3upoBaHHble HH(OPMAaLMOHHbIE CUCTeMBI, LU POBbIe YCAYTU U
CepBHChI B 00/1aCTH CTpPAaTeruueckoro ynpas/eHHs IepCcoHaloM, FPaHUL{bl UX
NIpYMeHeHus]

OcHOBHbIE METPHKU U aHAJIMTUYECKUE CPe3bl CTPaTernyeckoro yrpaBJieHust
MepCOHaIOM

OCHOBBI apXHMBHOI'0 3aKOHO/IaTe/TbCTBa U HOPMAaTUBHbIE MPaBOBbIe aKThl
Poccutickoii @eepaiiuul B 06/1aCTH Be/ieHUsT JOKYMeHTALMH 110 TIepCOHaTy

OCHOBBI HaJIOr'OBOT'0 3aKOHO/IaTe/IbCTBa Poccuiickoit ®epepariuu

OCHOBBI MUTPALIMOHHOTO 3aKOHOZATe/ILCTBa Poccuiickoii ®efepanyiv B 061acTu
TIPYB/IeYEeHHs U TPYAO0YCTPOMCTBA MHOCTPAHHBIX I'PakKAaH U uL] 6e3

rpak/jaHCTBa

OCHOBBI aIMMHUCTPAaTUBHOIO 3aKOHOZATe/IbCTBa Poccuiickon ®esepaniyy B
06/1acTH ynpaB/ieHUs TIepCOHAIOM U OTBETCTBEHHOCTH JIO/DKHOCTHBIX JIUL]

3akoHogaTenbCTBO Poccuiickor ®efepalyy 0 MepCOHAMbHBIX JaHHBIX

[TopsifioK 3aK/FOUeHUst JOr0OBOPOB (KOHTPAKTOB)

JlokanbHble HOpMaTHUBHBIE aKThI B 00/71aCTH YIIpaB/ieHUs TIepCOHAIOM

[IpaBusia BefjeHus [€70BOM TTepenucKu

HopMbI 3THKH /1e/10BOTO OOIIIeHUS

Oco0bble yc/ioBUs OTTyCKa K
pabote

[pyrue xapakTepuCTUKU

3.8.3. TpypoBas ¢pyHknus

AJIMUHUCTpPHPOBaHHE TIPOLIECCOB
CTpaTeruueckoro yripaBJjieHUd YpoBeHb
HaumeHoBaHue p yip Kog H/03.7 P 7
epcoHa/ioM U COOTBETCTBYIOLLIET O KBa/MUKaL1u
JOKyMEHT000opoTa
IMpoucxosxaeHre 06001IeHHOM 3auMCTBOBaHO U3
. Opurunan X
TPYZAOBO# GQYHKLMH OpHUrHMHajAa
Kon PervcTpaijioHHbIi HOMep
OpUTHHA NpodecCHOHaTLHOTO
a CTaHzapTa

TpyzoBbIe eNCTBUSA

JloKyMeHTal|MOHHOe 0(hOpMJIeHHe Pe3y/IbTaTOB yIIpaB/ieHus [IePCOHAIOM, ero
ayauTa, paboThl CTPYKTYPHBIX MOpa3zeneHui

JloKyMeHTaljMOHHOe U OpraHu3aLjMOHHOE CONPOBOXK/IeHME CTpaTernyeckoro
yTIpaBJIeHusI IEPCOHANIOM U pab0TOM CTPYKTYPHBIX TO/Ipa3/esieHi

[ToAroTOBKA Tpe//I0XKeHUH 10 Pa3BUTUIO CUCTEM yTIpaB/ieHUs TIepCOHAJIOM,
obecrieueHust KaJpOBOM 06€30TMaCHOCTH, TI0 HEOOXO/JUMBIM KOPPEKTHUPYIOIIUM U
TIPEBEHTUBHBIM MepaM U TI0 TIOBBIIIEeHHO 3(h(eKTUBHOCTH paboThl CTPYKTYPHBIX
TioZipa3ziesieHui

KoHTpoJ1b nporjeccoB B 06/1aCTH yrpaB/ieHNsl IEPCOHAIOM U PaboThbI




CTPYKTYPHBIX MO/pa3/ie/eHHid, CpaBHeHNe U aHa/Iu3 MPOL|eCCOB, pe3y/bTaToB
yTipaB/ieHYeCKUX MepOIpUsTHi, orpe/iesieHre (GaKTOPOB, BbI3bIBAIOIIMX
OTKJIOHEHHE OT MJIAHOBBIX I0Ka3aresen

CornacoBaHue ¥ KOHTPOJIb ZIOTOBOPOB I10 BOIIPOCaM M CUCTeMaM
CTpaTeruueckoro yrnpasJ/ieHus TIepCOHANIOM U paboTe CTPYKTYPHBIX
To/|pa3/iesieHui, OpraHy3aLus NpoLeyp Mo WX 3aK/IH0UYeHHI0

[MToaroToBKa Npei/IOXKEeHHI TI0 00eCTieueHHI0 COOTBETCTBHUS OPraHU3aLiu U
OT/IaThl TPYZA TIepCOHAsIa yCIeITHBIM KOPIIOPATUBHBIM ITPAKTHKAM

Heob6xoivMble ymMeHUst

AmnHanu3vpoBaTh, pa3pabaTbiBaTh U 0(OPMIIATE JOKYMEHTHI TI0 TIpoLieccam U
pe3y/bTaTaM yIpaB/ieHUs TIepCOHAIOM U paboTe CTPYKTYPHBIX MOZpa3zie/eHui

[TpyuMeHSITb MeTO/bl aHa/M3a OM3HEeC-TIPOL[eCCOB OpraHU3aluiy

OripeziesiiTh MPOrpaMMbl JOCTKEHHS 1ieJield 1 pellieHus 3afiau Mozpa3zesieHuit

[TpoBOUTH ayIUT CUCTEMBI YTIPAB/IeHHs TIEPCOHATIOM U CUCTEMbI 0becrieueHust
Ka/IpOBOI 0€30IMaCHOCTH

HpOBO,Z[I/ITL KOHTPOJIVIMHI' CUCTEMBbI YIIpABJ/I€HUA I1€pCOHAIOM

KoHTposmmpoBaTh Oro/i)kKeT Ha TIepCOHA/ U YIIpaB/IeHHe Pacxo/jaMU Ha TiepCoHast

OpraHu30BbIBaTh CONPOBOKJEHKE J0rOBOPOB 10 BOIPOCaM YIIpaB/leHUs
TepCOHaIoM, BK/IFOUasi fpeZiBapyuTesibHble TPOLielyphl M0 UX 3aK/IH0UEHHIO

OpraHu30BbIBaTh 3aKyTNOYHbIe MPOLeypPbl, 0POPM/ISATh U aHaIU3UPOBATh
3aKyTNOYHYIO JOKyMeHTaL1o

KoHTposivpoBaTk ¥ aHaIM3MpPOBaTh BOMPOCKI COLIMAIBLHOTO TTapTHEPCTBA,
JIOTOBOPBI MTOCTABILLMKOB yC/IyT

[IpoBOAUTE MEeperoBOpkI U MpeACTaB/IsITh MHTEPeChl OpraHU3aLuu B
roCy/JapCTBEHHBIX OpraHax, npojeccroHaNbHBIX COH03aX U JPYTUX
TIpe/ICTaBUTE/IbHBIX OpraHaxX pabOTHUKOB W OpPraHU3alUsX 10 BOIIPOCam
repcoHasa

PaboTath ¢ nH(MOOPMaIMOHHBIMH CHCTEMaMH, LIW(POBLIMU yCIyTaMU U
CepBUCaMU 10 YIIPABJ/IEHHIO [1IePCOHATIOM

Ob6ecreurBaTh JOKyMEHTALMOHHOE COTIPOBOXK/I€HHE TIPOLIeCCOB YIIpaB/eHUs
repcoHaoM U paboToit CTPYKTYPHBIX M0/Ipa3ieneHui

OpraHu30BbIBaTh XpaHeHHe JOKYMEHTOB B COOTBETCTBHH C TPeOOBaHUSIMU
TPY/0BOI'0 ¥ apXMBHOI0 3aKOHOaTe/bcTBa Poccuiickoit Pesepanyu U
JIOKa/IbHBIMU aKTaMH OpraHu3aLiu

Ob6ecrieunBaTh cOOMOAeHNEe TpeOOBaHHM 3aKOHOZATe/TbCTBA PoccuiicKoi
®deniepaii ¥ KOPIIOPAaTUBHBIX ITOIUTHK B 00/1aCTH 00pabOTKM IMepCoHaTbHBIX
JTAHHBIX Y KOH(MUEHI[Ua/IbHOW UH(POPMAaLIUU

Co0J1r0/1aTh HOPMBI 3THKH /1€JI0BOTO OOIIIeHHS

Heobxoaumble 3HaHUS

CouanbHasi IOJIMTHKA, KOPTIIOPaTUBHAsK KY/IbTYPa, CUCTEMbl MOTHBALIUU U
3¢ b eKTUBHOCTH yIIpaBJ/ieHus TIePCOHAIOM

Mertozp! ynipaB/ieHus: pa3BUTHEM U 3(PQEKTUBHOCTHIO OpraHu3aliii, MeTO/bl
aHasM3a BBINOJIHEHNS] TVIaHOB Y IIPOrpaMM, OIpeZie/ieHUs KX 3KOHOMHUUeCKOU
3¢ PeKTUBHOCTH, MeTO/IbI 0becrieueHus Ka/[poBOM 6e301acHOCTH

Merto/ib1 IPOBe/IeHNs ayjUTa, KOHTPOJISI OTIePaTUBHBIX YIIPaBaeHUeCKUX
NIPOLIeCCOB, COLIMOJIOTMYeCKUX UCC/Ie[0BaHUM

Bu3Hec-1i1aH ¥ G1U3HeC-TpoLieCChl OpraHU3aliu

bro/pkeTHOe NIpoeKTUpOBaHKe

OpraHu3aLOHHOe TTPOeKTUPOBaHKe

@DopMbl, METO/bI ¥ CUCTEMBI MaTepHaJbHOTO U HeMaTepUaJbHOTO
CTUMYJ/IMPOBaHUs TPy/a MepcoHana




CucTeMbl CTaHZAPTOB MO OM3HEC-TIpolieccam, MpodeccHsiM (CIeIUaTbHOCTSIM),
HOPMBI Tpy/ia

METO,E[I)I dHa/IiM3a KOJIMYeCTBEHHOI'O M KaUeCTBEHHOI'0 COCTdBa ITepCOHAa/Ia

[TosmmTrKa OpraHu3aluy 1o rnepcoHaty

[Mopsinok dhopmupoBaHusi, BefileHUst 6a3bl JAHHBIX U MTPeJ0CTaB/IeHUs] OTUeTHOCTU
10 CUCTEMaM YIIpaBJieHUs TIePCOHA/IOM ¥ paboTe CTPYKTYPHBIX TIOZApa3sze/ieHui

OCHOBBI JOKYMEHTaI[MOHHOTO 0becrieueHust, OpsiIoK 0hOpMIeHHUST
JIOKYMEHTOB, MPe/ICTaB/ISIEMBIX B IOCY/IJapCTBEHHbBIE OPraHbl,
ripodeCCHOHAbHBIE CO03bI, 00I[eCTBeHHbIE OPTraHU3aL[UH

Lenu u cTparerusi pa3BUTHs OpraHU3aLin

[TopsifoK NpoBe/ieHKs 3aKYTIOUYHBIX MpoLeyp U 0(hOpMJIEHUS COMTYTCTBYIOLIEN
JIOKyMeHTaL1n

HopmatrBHbIe TIPaBOBBIE aKThI, pETY/TUPYIOIIYe TpaBa v 0053aHHOCTH
roCyJapCTBEHHBIX OPraHOB M OpraHW3alui Mo MpeA0CTaB/IeHUI0 YUeTHOM
JIOKyMeHTal1!

OpraHu3aloHHas CTPYKTypa OpraHu3al[ii U BaKaHTHbIE JO/DKHOCTH
(npodeccuu, crielidaIbLHOCTH)

TapubHo-KBaTMPHUKALIMOHHBIE CITPABOUYHHKHK PabOT U rpodeccuii pabounx u
KBa/TU(UKAIIMOHHBIE XapaKTePUCTUKH [JOJDKHOCTEH CITy>KallluX,
ripoeccrioHabHbIE CTaHZAPTHI

CrieriaiM3upoBaHHble MH(GOPMAIIMOHHbBIE CUCTeMbI, UG POBbIe YCAYTU U
CepBUCHI B 00/1aCTH a[MUHUCTPUPOBAHMUSI TIPOLIECCOB CTPATErMueCcKoro
yTIpaBJIeHusI IEPCOHANIOM, B 00/1aCTH JOKYMeHTO000POTa, TPaHHULIbI UX
TIpUMeHeHUsI

HOpMaTI/IBHLIe IMPpAaBOBLIE€ dAKTHI, OIpeAe/IgrolIre HOMbI TDYJ0OBOI'O TIpdBd

OCHOBBI apXHUBHOT'O 3aKOHO/IaTe/IbCTBA M1 HOPMATHUBHBIE TTPABOBBIE aKThI
Poccwuiickoii ®efepauiul B 00/1aCTy BeieHUs JOKYMEHTAI|H TI0 TIepCOHaTy

OCHOBBI HAaJIOTOBOTO 3aKOHO/IaTeIbcTBa Poccutickoit depeparpiu

OCHOBBI MUTPAIIMOHHOTO 3aKOHO/IaTe/IbCTBa Poccuiickoit deneparyu B 061acTH
TIPUBJ/IEUEHUS U TPY/JOYCTPONCTBA MHOCTPAHHBIX TpaXk/aH U Jivi] 6e3
rpakJaHCTBa

OCHOBBI aIMMHUCTPATUBHOTO 3aKOHO/IaTebCTBa Poccutickoit defepariiy B
obs1acTu yrpaB/ieHUs IepCOHAIOM U OTBETCTBEHHOCTHU [JOJDKHOCTHBIX JIUL]

3akoHo/jaTeNnbCTBO Poccuiickoit Peziepaliii 0 epCOHAMbHBIX JaHHBIX

JlokanbHble HOpMaTUBHBIE aKThl OPraHM3al[UH B 00/1aCTH YIIPABJ/IEHHUS
repCcoHaIoM

ITopsifoK 3aK/Ir0UeHHs JOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH /1e/10BOTO OOIIIeHUS

Oco0bble yc/ioBUs OTTyCKa K
paboTe

Lpyrue xapakTepuCTUKU

IV. CBEAEHI/IH 00 Opra"Hm3aluAax — pa3pa60anKax HpO(l)ECCI/IOHaJILHOI‘O CTaHAAQPTA

4.1. OTBeTCTBEeHHAs OPraHU3alUs-Pa3paboTUUK

CogeT 10 HpOCl)ECCI/IOHaJ'ILHLIM KBaHHd)HKaHHHM B o0/1acTu y1ipaBJ/ieHHs I1epCOHa/IOM




4.2. HaumMeHOBaHUs OpraHu3anuii-pa3padoTUYNKOB

1 Arpoxongunr «CTEITb», ropog PocToB-Ha-[loHy

2 AO «KoHuepH Pocsneproarom», ropog, Mocksa

3 AO «OMK», ropog Beikca, Hukeropozckasi 061actb

4 Komnanusa «MetasniorHBecT», ropos, Mocksa

5 MOCKOBCKMI1 METPOIO/IUTEH, ropof, MockBa

6 WuctutyT 3ansitocty ¥ npodeccuit PI'AOY BO «HayuHo-uccnenoBaTeibCKuii yHuBepcuTeT «Boiciiiast
LIIKOJIa 9KOHOMUKIW», TOpoj, MockBa

7 HOUY «MHCTUTYT npoecCMOHaNIBHOTO KaJpoBUKa», ropos, MockBa

8 OOOP «Coto3 paboTojaTesneil pakeTHO-KOCMHUECKOW TIPOMBITIIEHHOCTH Poccuu», Topos MockBa

9 OOP «Poccuiickrii cor03 IPOMBILLITIEHHHUKOB U TIpeJTIIpUHUMAaTenei», ropos MockBa

10 ITAO «T'a3nipom HedThb», Topog CaHKT-ITeTepOypr

11 [TAO «PocTtenekom», ropos, Mocksa

12 [TAO «PycI'uapo», ropos KpacHosipck

13 ITAO «Ceepcranb», ropog, Uepernogeri, Bosiorosckast 06/1acTh

14 [TAO A®K «Cuctema», ropos Mocksa

15 CPOO «Accouyaiusi pyKoBoAUTeNel U CreLjuaarCcTOB M0 YIIPaBIeHUI0 Ye0BeYeCKUMU pecypcaMm»,
ropoz, ExatepuHOypr

16 CPOO «Accouumaiusi pyKoBouTesei U CeljuaJiCTOB T10 YIpaB/IeHHI0 ue/loBeYeCKHUMU pecypcaMu»,
ropoz, ExatepuHOypr

17 OI'bY «BHUU Tpyna» Muntpyga Poccun, ropos Mocksa

18 UY «lJeHTp ryiaHUpOBaHUs U UCII0/Ib30BaHUS TPYAOBLIX pecypcos ['asnpoma», ropog Mocksa




