Jauublii 1okyMeHT BcTynaer B cuay ¢ 01.09.2022 u xeiicrByer 10 01.09.2028 (myHKT 3).

3apeructpupoBano B Muntocte Poccuu 8 anpesnst 2022 r. N 68136

MHUHHUCTEPCTBO TPYIA U COUMAJIBHOM 3ALIUTHI
POCCHUICKOW ®EJEPALINUA

INIPUKA3
or 9 mapra 2022 r. N 109

Ob YTBEPXKXIAEHUU NIPO®PECCHUHOHAJIBHOI'O
CTAHIJAPTA "CIHHEIIUAJIUCT 110 YIIPABJIEHHUIO
IHEPCOHAJIOM"

B coorBerctBMM ¢ nyHktoM 16 IlpaBun pa3paboTku ©W  yTBEPKICHHS MPOQeCCHOHATBHBIX
CTaHJApTOB, YTBEPKICHHBIX MocTtaHoBieHueM I[IpaButensctBa Poccuiickoit ®enepanuu ot 22
suBapsa 2013 r. N 23 (Cobpanue 3akoHomarensctBa Poccuiickoit ®@eneparmu, 2013, N 4, ct. 293;
2014, N 39, ct. 5266), mpuKa3bIBalo:

1. VrtBepauth mnpuiaraeMblii mpodeccHoHaNbHBIM cTaHaapT "CHenuaasucT 10  YIpaBICHUIO
repcoHaiom".

2. [IpusHaTh yTpaTUBIIMM CUITY NMpUKa3 MHUHHUCTEpPCTBA TPyAa U COLMANbHOM 3amuThl Poccuiickoit
@enepauun or 6 okrabps 2015 r. N 691n "OO6 yTBepxkaeHUM NpodecCHOHATBLHOIO CTaHAAapTa
"CrneuuanucT MO YHPABICHUIO MepcoHaToM" (3aperucTpupoBaH MUHHCTEPCTBOM IOCTULIUU
Poccuiickoit @enepaunu 19 oxtsa6ps 2015 r., perucrpauuonnsii N 39362).

3. YcTaHOBUTH, YTO HACTOSLIMM MpUKa3 BCTynaeT B cuily ¢ 1 centsOps 2022 r. u aeiicrByet 1o 1
ceHTsa0ps 2028 r.

Munucmp

A.0. KOTAIKOB

VTBEPX/I[EH
npuxazom Munucmepcmea
mpyoa u cCoyuanbHou 3auumol

Poccuiickou ®edepayuu

om 9 mapma 2022 2. N 109u
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MNPO®ECCUOHAJIBHBIA CTAHJAPT

CHEIUAJIUCT 11O YITPABJIEHHUIO ITEPCOHAJIOM

| 559 |
Peructpanuonublit
HOMEP
I. O0mue cBegeHu
VYrpaBieHue nepcoHaJoM OpraHu3aluu |O7.003 ]
(HaumMeHOBaHUE BUJA MPO(HECCHOHAIBHON 1€ATEIbHOCTN) Kon

OcHoBHas 11€71b BUJ1a TPOPECCHOHATBHON JIEATSIbHOCTH:

Obecneuenne 3p(HeKTUBHOr0 (PyHKIIMOHUPOBAHUS CUCTEMBI YITPABICHUSI IEPCOHATIOM IS
TOCTH>KEHMS LIEJIEN OpraHu3aliy
I'pynna 3ansTuii:

1212 Yrpasisromue TpyaoBeiMu 2423 CrienyanaucTsl B 00nacTu
pecypcamu MOJITOTOBKH U Pa3BUTHUS
nepcoHasna
2424 CrenuannucTtsl B 001acT - -
0100pa U MCIIOJIb30BaHHUS
nepcoHana
(kox OK3 <1>) (HaMMeHOBaHUE) (xox OK3) (HaMMEHOBaHUE)

OTtHeceHe K BUAAM DKOHOMHUYECKOHN NESITEILHOCTH

01 -99 [Bce BHJIBI SKOHOMHYECKOH IEATEIBHOCTH |
(xom OKBOJT <2>) (HaMMEeHOBaHWE BHJ1a SKOHOMUYECKOH JCSITEIIBHOCTH)

I1. Onucanue Tpya0BbIX PyHKUMHA, BXOAAUIUX B PO eCCHOHAIbHBIN
cTanaapT (PyHKIHOHAJBbHAA KapPTa BUAA NPodecCHOHAIbHOMI
NeATEJIbHOCTH)

O060011eHHBIE TPYIOBBIE HYHKIUU TpynoBble pyHk1MN
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KOO

HaMMCHOBAaHUC

YPOBEHB
KBaTU(DUKAITIH

HanMCHOBAHUC

KOJI

YPOBEHb
(momypoBeHb)
KBaJIM(UKAIIH

/loKkymMmeHTaMOHHOE
oOecrnieueHre padoThl C
[epCOHATIOM

6

Benenue n1okymeHTanuu
[10 YYETY U JBUKEHUIO
epcoHana

A/01.6

6

Pa3paboTka TUITOBBIX
(hopM TOKYMEHTOB TIO
yUeTy U JBUKCHUIO
repcoHalna,
COINIPOBOX/ICHNE
rporeayp ohopMICHUS
TPYIOBBIX OTHOIIEHUI

A/02.6

ATMUHHCTPUPOBAaHUE
[IPOLIECCOB U
TOKYMEHTOO0O0pOTa IO
Y4eTy U JBUKECHHUIO
[epcoHasia,
[peICTaBICHUIO
TTOKYMEHTOB 10
[epcoHaty B
rOCyJIapCTBEHHBIC OpTaHbl

A/03.6

JlesiTeIbHOCTD 1O
00€CTICUCHHUIO TIEPCOHATIOM

CO6op uHdpopMaIuu o
MOTPEOHOCTSX
OpraHu3aIuu B
[epcoHae

B/01.6

[louck, mpuBiedYeHHeE,
noa60p 1 oTOOP
nepcoHasa

B/02.6

AZIMUHUCTPUPOBAHKE
[POLIECCOB O0eCTICUeHUs
[EepCOHAIOM U
COOTBETCTBYIOIIETO
TOKYMEHTO00O0pOTa

B/03.6

JlesTeIbHOCTD MO OIICHKE U
aTTeCTallMy NIepCcoHala

Opranuzanus u
[IPOBEJICHUE OLIEHKH
nepcoHasna

C/01.6

Opranuzanus u
[IPOBE/ICHUE aTTeCTAIlUU
nepcoHasna

C/02.6

AIIMUHUCTPUPOBAHKE
[TPOLIECCOB MPOBEACHUSA
OLICHKU U aTTECTaluu
[epCoHaNa U
COOTBETCTBYIOLLETO
TOKYMEHTO000poTa

C/03.6

HGHTCHBHOCTL 110

Pa3BUTHIO IICPCOHAIA

Opranuzanus u

[IpOBEICHUE

D/01.6




MEPOIPUATHH 11O
[Pa3BUTHIO U TOCTPOCHUIO
poQecCroHaTBHOM
Kapbepbl IepCcoHaIa

Opranu3zanus o0yueHus
repcoHaia

D/02.6

Opranu3anus ajanTaiuu
1 CT2)XHPOBKH IEpPCOHAIIA

D/03.6

AJIMUHUCTPUPOBAHUE
[TPOLIECCOB Pa3BUTHSI U
[TOCTPOCHHUS
podeccruoHanbHON
Kapbepbl, 00 yueHHUS,
aanTaluu, CTaKUPOBKH
repcoHana u

D/04.6

COOTBETCTBYIOLIETO

TOKYMEHT0000pOTa
JlesaTenbHOCTD IO Opranuszanus Tpyaa E/01.6
OpraHu3aluu Tpyaa u repcoHana

OIIJIAaThI IICPCOHAIA

OpraHu3anus orIaThl
Tpyla nepcoHasia

E/02.6

AIIMUHUCTPUPOBAHKE
[TPOLIECCOB OpPraHu3aluN
Tpy/a, OTUIaTHI TIEpCOHAa
11 COOTBETCTBYIOIIETO
TOKYMEHTO00O0pOTa

E/03.6

JlesTeIbHOCTD MO
(hopMUPOBAHUIO
KOPIIOPaTUBHOM
COLIMAIBHOM MOTUTUKH

Pa3paboTka
KOPIIOPAaTUBHOMN
COIIMAJIbHOW MTOJIUTUKHU

F/01.6

Peanuzanus
KOPTIIOPaTUBHOMN
COLMAIIBHOW MMOJUTUKHU

F/02.6

ATMUHUCTPUPOBAaHUE
[TPOLIECCOB
KOpPIIOPAaTUBHOU
COLIMAJILHOW MOJINTUKU U
COOTBETCTBYIOLIETO
TOKYMEHTO000pOTa

F/03.6

OnepamoHHOe
YIpaBJICHUE MEPCOHATIOM U
CTPYKTYPHBIM
[O/Apa3/ieiCcHuEM
OpraHu3aIuu

Pa3paboTka cuctemsl
OIIEPALIMOHHOTO
VIIpaBJICHUS TIEPCOHAIIOM
1 paOOTBI CTPYKTYPHOT'O
[10/Ipa3IeICHIUS
OpraHu3aIiH

G/01.7

Peannzaius
OTIEPAIIMOHHOTO
YIIPaBJICHUS [IEPCOHAIOM

11 pabOTHI CTPYKTYPHOT'O

G/02.7




[0/Ipa3IeICHuUs
OpraHu3aIuu

Pa3paboTtka u
COIIPOBOKACHUE
nporiecca UG pPOBU3ALUA
1 aBTOMAaTU3AIHN
YIIpaBJICHUS TIEPCOHAIOM

G/03.7 |7

AJIMUHUCTPUPOBAHUE
[TPOLIECCOB
OTIEpPAIMOHHOTO
YIIpaBJIEHUS IIEPCOHATIOM
1 pabOTHI CTPYKTYPHOTO
[10/Ipa3/IeICHUs
OpraHu3aluu 1
COOTBETCTBYIOILIETO
TOKYMEHT0000poTa

G/04.7 |7

Crpareruyeckoe 7
YIIpaBJIEHUE TTEPCOHAIOM

Pa3paboTka cucTeMsl
CTpaTEeruuecKoro
yIpaBIeHUS] IEPCOHAIOM

H/01.7 |7

Peanuszanus cucTeMEl
CTPATErUYECKOro
YIIPaBJICHUS IEPCOHATIOM

H/02.7 |7

AIMUHUCTPUPOBAHKE
[IPOLIECCOB
CTPaTErun4ecKoro
YIIPaBJICHUs] [IEPCOHATIOM
Y COOTBETCTBYIOIETO

,Z[OKyMCHTOO60pOTa

H/03.7 |7

I11. XapakTepucTuka 00001IeHHBIX TPYAOBbIX (QYHKIUI

3.1. O0001mIeHHas TPYAOBasA PyHKIUS

HanmenoBanuelokymMmeHTalIMOHHOE
obecrieyeHne paboThI C
[epCOHAIOM

Kon |A YpoBeHb kBanuuKanumn

[Tpoucxoxnenue Opurunran X
000011IeHHO TPY0BOI

byHKIMN

3alMCTBOBAHO
13 OpUTHHAJIA

Kon
OopuUruHaa

Peructparmonuslit
HOMED




podheccruoHaIbHOTO
CTaHJapra

Bo3MoKHbBIE Criennaiauct no oGOpMIEHUIO TPYIOBBIX OTHOIIEHUMN
HaNMEHOBAHUS CrieranucT no JOKyMEHTAIllMOHHOMY 00€eCIeUeHHI0 IepcoHaa
TOJ>KHOCTEH, CrnenuanaucT o nepcoHary

npodeccuii CrienuagucT 1o Kaapam

TpebGoBanus K
00pa3oBaHUIO U
00y4EeHHIO

Cpennee npodeccnoHanrbHOe 00pa30BaHUE - TPOTPAMMEI
[OJITOTOBKH CHEMAIMCTOB CPEAHET0 3BEHA U JOTIOIHUTEIBHOE
podeccroHanbHOE 00pa30BaHue - MPOrpaMMBbl Po(ecCHOHATBHOM
TIEPETIOATOTOBKY B 00JIACTH yIPABJICHUS IEPCOHAIIOM WIU B
00J1aCTH IOKYMEHTALMOHHOTO 00ecnieueHust paboThI ¢ IEPCOHATIOM
VT

Briciiee oOpa3oBaHue - OakanaBpuar

VT

Bricuiiee oOpazoBanue (HenpodmibHOe) - OakanaBpuaT u
ONOJHUTETbHOE POQecCHOHaTbHOE 00pa30BaHUE - POTPAMMEI
npodeccHoHaIbHOM NEPEIOATOTOBKY B 00IACTH yIPABICHUSI
TIEPCOHAJIOM HMJIM B 00JIaCTH TOKYMEHTALMOHHOTO 00eCeYeHNUs
[paboThI C NEPCOHAIOM

TpeboBaHus K OIBITY
[PaKTUYECKOI paboThI

He menee Tpex jieT B cdepe ynpaBiIeHus! IEPCOHANIOM MIPU HATHYHH
CpeIHero mpoQecCHOHATLHOTO 00pa30BaHUS U JOTIOJIHUTEIILHOTO
podeccHoHaAIBEHOTO 00Pa30BaHUS - POTPaMM MPOPECCHOHATHHON
[IePETOArOTOBKY B 00IaCTH yIIPABJICHUSI IEPCOHATIOM WITH B
00J1aCTH IOKYyMEHTAMOHHOTO 00ecnedeHust paboThl ¢ IEPCOHATIOM

Oco0ble ycroBHs
momycka K pabore

JIpyrue -
XapaKTepUCTUKU
JlonoiHUTE/IbHbIE XaPAKTEPUCTUKHU
HanmenoBanue Kon HanMenoBanue 6a30BOii TPYIIIbI, TOJDKHOCTH
JIOKYMEHTA (mpodeccun) uim crenuaTbHOCTH
OK3 2423 CriennanucThl B 00J1acTH TOA00pa U UCTIONB30BaHUS
repcoHaya
EKC <3> - Crienmanuct 1o Kaapam
- MenemKep Mo nepcoHary
OKIIATP <4> 26583 CrienayiucT 1o Kajapam
OKCO <5> 5.38.03.02 |MeHemKMEHT
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5.38.03.03 [Ympassenne nepconanom

3.1.1. TpynoBas pyHkums

HaumenoBanueBenenue noxkymenrtanuu | Kox |A/01.6 YpoBeHb (MO ypOBEHb)
[0 YYeTy U JBUKCHUIO KBaJTU(DUKATTAH
repcoHaia

[Ipoucxoxnenue |(OpuruHal X [3anMcTBOBaHO U3
TPYIOBOM OpUruHaia
byHKIIUN

Kon opurnnana PeructpannoHHbIif
HOMEp
npoQecCHOHaIBLHOTO
CTaHaapTa

TpynoBele 1eHCTBUS

CO0p 1 IpoBepKa JIUYHBIX JOKYMEHTOB paOOTHHKOB
KoHcynbTupoBaHue pabOTHUKOB 110 BOIpocaM 0(pOpMIICHUS
TPYJOBBIX OTHOIICHHU

OdopmiieHre TOKYMEHTOB, PETIIAMEHTHPYIOIINX TPYIOBBIE
OTHOIIEHHS C KOHKPETHBIM PaOOTHUKOM

[lonroToBka u oopmiieHuUE 110 3apocy pabOTHUKOB U
TOJKHOCTHBIX JIML KO, BBIIMCOK U3 KaJIpOBBIX IOKYMEHTOB,
CIPaBOK, HH(POPMAIIMU O CTaXKe, JIbIOTaxX, FAPaHTHUSAX,
KOMIEHCAIUSIX U MHBIX CBEJIEHUI 0 paOOTHHUKAX

Bbiiaua paOOTHUKY TOKYMEHTOB O €0 TPYAOBOM JESITEIbHOCTH
JloBeieHHE 10 CBEICHUS PAOOTHUKOB OpraHU3allMOHHBIX,
PacnopsSAUTEIbHBIX M KaPOBBIX JTOKYMEHTOB OpraHu3aluu
Benenue ydera, mpe1yCMOTPEHHOTO TPYAOBBIM 3aKOHOIATENbCTBOM
Poccuiickoit denepanuu

Peructpanus, y4er, onepaTUBHOE XpaHEHUE KaJPOBBIX JOKYMEHTOB,
[MO/ITOTOBKA UX K C/laye B apXUB

PaboTa B KOPIOPAaTUBHBIX U BHEITHUX HH(POPMALIMOHHBIX CHCTEMAX
1 MCII0JIb30BaHKUE LIU(PPOBBIX CEPBUCOB, BHIOIHAIOMUX (QYHKIIUN
BEJICHUS IOKYMEHTALlMU 0 ABM)KEHUIO U YUETy NepcoHaja

HeoOxoanMbie ymMeHUs

JIOKyMEHTHUPOBATh TPYIOBBIE OTHOLLIEHHS PA3JIMYHBIX KATETOPUIA
PaOOTHUKOB U CIIEUATIBLHBIX CYOBEKTOB TPYAOBOIO IIPaBa B
COOTBETCTBUU C JECUCTBYIOLIMM 3aKOHOIATEILCTBOM PoccHiickoii
Denepanun, permaMeHTaMu (CTaHAapTaMu) JOKYMEHTO000poTa
Opra”Hu3anuu

BEBISBIATE OLHI/I6KI/I, HCTOYHOCTH, UCITPABJICHHUA U HCAOCTOBCPHYIO




H(OpPMaIINIO B TOKYMEHTaX, ONPEAEIISITh MOAITUHHOCTh
[IPEACTABICHHBIX JOKYMEHTOB

Bectu yueT u peructpaiuo 10KyMeHTOB B HH(GOPMALIMOHHBIX
CHUCTEMax U Ha MaTePUAJIbHBIX HOCUTEIISX

PaboTaTh CO CreMaTN3UPOBAaHHBIMHU HH(POPMALIMOHHBIMU
cUcTeMaMH U LU(POBBIMU CEPBUCAMU IO BEJICHUIO yUeTa U
NIBIOKEHMIO NTIEPCOHANIA

Bectu 1em0BYIO MEPENUCKy, JOKYMEHTOO0O0pOT,
[perIaMeHTUPOBaHHBIN 3aKOHOAATENbCTBOM Poccuiickoit denepanuy
B 00JIACTH TPYTOBBIX OTHOIIEHUH, ¢ paOOTHHKAMU, BHEIITHUMU
KOHTpareHTaMu U TpakaaHaMu

O6ecneunBaTh COONIOICHNE TPEOOBAHN 3aKOHOJATEIHLCTBA
Poccuiickoit deaepaninu 1 KOPIOPATUBHBIX MOJTUTUK B 00JIaCTH
00pabOTKM NIEPCOHATBHBIX JAHHBIX U KOH(DUICHIIMAIBHON
nHpOpMau

C06J'IIOI[3.TL HOPMBI 5TUKH JCJIOBOT'O O6H.I€HI/ISI

Heo0OxoanMble 3HAHUS

[lopsimox oopmiieHus, BEACHHS U XpaHEHHs TOKYMEHTOB IO
0(opMIICHHIO TPYIOBBIX OTHOILIEHH, IO YIIPABICHHUIO IIEPCOHAIIOM
B COOTBETCTBHUH C TpeOOBaHUSIMU 3aKOHOAaTeNbCcTBa Poccuiickoit
Degepaliv ¥ KOPIIOPATUBHBIMH MOJTUTHKAMHU

[lenu 1 3a1a4M OpraHU3aIMK 110 TOCTPOEHUIO CUCTEMBI
oopMIIeHHS TPYAOBBIX OTHOIICHHH

TapudHo-kBanuUKAITMOHHBIC CIIPABOYHUKH PadOT U npodeccuid
pabounx 1 KBaTH(PUKALMOHHBIE XaPaKTEPUCTUKU JOIDKHOCTEH
CIIy’KallIUX, TPOpeCCHOHAIBHBIE CTaHIAPTHI

Criennann3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IIU(PPOBBIE
YCIIYTH ¥ CEPBUCHI 110 BEICHUIO YU€Ta U IBH)KEHUIO [IEPCOHAA,
paHUIbl UX IPUMEHEHUS

OCHOBHBIC MCTPUKH U AaHAJITUTHYCCKUC CPC3bI B obnactu JABHKCHUA
M1 y4ucCTa IICpCOHAJIa

[Topsimox oopmIleHHsT yCTaHOBICHHBIX 3aKOHOAATEILCTBOM
Poccuiickoit deneparuu GopM OTYETHOCTH B TOCYIaPCTBEHHBIE
OpraHbl

TpeboBanus 3akoHOAaTENbCTBA Poccuiickoit denepanuu mo

0 OPMIICHHIO TPYIOBBIX OTHOIICHHIA, BOMHCKOMY yUETY,
YBEJIOMJICHHIO U MIPEICTABICHUIO0 OTYETHOCTH B TOCYJIapCTBEHHBIE
OpraHbl CEIUATBHBIX KaTEropuil pabOTHUKOB: MHOCTPaAHHBIX
pPabOTHUKOB U JHI] 0€3 TPa)KAaHCTBA, HHBAIHJIOB, JIUI, HIMEIOIINX
rapaHTHH U JIFOTHI, YCTAHOBJIEHHBIE 3aKOHOAATENBHO, U APYTUX
CIIEUAJIbHBIX KaTerOpuil

HopmaTuBHBIE IPaBOBBIE aKThl, ONPEAEIIAIOLINE HOPMBI TPYJOBOTO
npasa Pocculickon @enepanun

3akoHonaTenbcTBO Poccuiickoit denepanyu 06 HHIUBUIYATBHOM
(mepcoHU(PHUITUPOBAHHOM) yU€TE B CUCTEME 0053aTCIIBHOTO
EHCHOHHOTO CTPAXOBAHUS

3akoHoaarenscTBO Poccuiickoit denepaiiuy o nepcoHanbHbIX
TAHHBIX

JToxaibHbIE HOPMATUBHBIE AKThl OPraHU3aLWN, PETYIUPYIOIIHE




MOPSITOK 0hOPMIICHHUS PACTIOPSTUTEIBHBIX U OPTaHU3AIIHOHHBIX
TOKYMEHTOB IO TIepCcoHaTy, 0(OPMIICHHIO TPYIOBBIX OTHOIICHUN
[IpaBuia BeieHUS J€I0BOM NEPENUCKU

HopMbI 3THKH 71€710BOr0 001IeHNs

JIpyrue -
XapaKTepUCTUKU
3.1.2. TpynoBas pyHKuus
HanmenoBanmePazpaboTka THITOBBIX Kox |A/02.6 YpoBeHb (TIOypOBEHB) (6
(hopM TOKyMEHTOB 110 KBaU(UKAIH
Y4eTy U JBUKECHUIO
[epcoHasia,
COINPOBOX/ICHUE
mpoueayp ohopMIeHUsS
TPYAOBBIX OTHOLIECHHI L
[Ipoucxoxnenue |OpuruHan X [3auMCcTBOBaHO U3
TPYLOBOM OpUruHaia
byHKIMH
Kon opurmnana PeruncrpanmoHHbIN
HOMED
npodeccuoHalIbHOTO
CTaHaapTa

Tpynossie neiictBust  |Pa3paboTka MPOEKTOB JIOKAJTBHBIX HOPMATHBHBIX aKTOB
Opra’Hu3ayu, peryJupyromnnx TpyA0BbIE OTHOIICHUS

PazpaboTka MPOEKTOB JOKYMEHTOB 110 0(OPMIICHHUIO TPYIOBBIX
OTHOMICHHH C KOHKPETHBIM PaOOTHUKOM

[ToaroToBka mpeAyIoKEeHUH MO ONTUMHU3AIMN POPM JTOKYMEHTOB U
U(PPOBHU3AIMHN JOKYMEHTOO00POTa OpraHnu3alui B 00JIacTh
oopMIICHHS TPYAOBBIX OTHOLICHUH

[ToaroToBKa NPOEKTOB JOKYMEHTOB II0 MTPOIETypaM YIPaBICHHS
[EPCOHAJIOM, YUeTa U JBMKEHUs IepcoHalIa

[loaroToBKa Mo 3arpocy rocyapCcTBEHHBIX OPIaHOB,
MPCACTaBUTCIIbHBIX OPTraHOB pa6OTHI/IKOB OPHUI'MHAJIOB, BBIIIMCOK,
KOMWI JTOKYMEHTOB U MPEJOCTABICHUE B HJIEKTPOHHOM BH/JIE
CBEJICHUM, PETJIAMEHTHPYIOIIMX TPYIOBbIE OTHOUIEHUS U UMEIOIINX
OTHOIIICHHE K PErJIaMEHTALIUU TPYAOBBIX OTHOUICHUI
[ToaroToBka 3ampocoB B TOCYJapCTBEHHbIE OpraHbl U CTOPOHHHE
OpraHu3aIuy ISl TOATBEPAKACHUS CBECHNUI B HHTEpPECaX




pabOTHUKOB U paboTOHATEIS

[ToaroroBka yBe1OMIIEHUI, OTYETHOM, CTATUCTUYECKON U
QHAJTUTHICCKON HHPOPMAIIMH 110 0(OPMIICHUIO TPYIOBBIX
OTHOIIICHUI

HeoOxoanMele ymMeHUs

PaboTaTh CO CreMaTN3UPOBAaHHBIMHU HH(POPMALIMOHHBIMU
cucTeMaMu, HU(PPOBBIMU YCIIyTaMH U CEPBUCAMHU 110 BEJCHUIO y4eTa
1 IBM)KEHHUIO NIEPCOHANA, CONPOBOKIEHUIO TPYIOBBIX OTHOIICHUN
AHaIM3UPOBATh JIOKAJIbHBIE HOPMATUBHBIE AKThI U JOKYMEHTHI 110
0(hOpMIIEHHIO TPYIOBBIX OTHOILEHUH, (POPMUPOBATH MPEIIOKEHUS
10 UX aKTyaJu3aluu U YIY4YIIEHUIO

OnpenensaTs CTPYKTYpY U COAEpkKaHUE, TOTOBUTH IPOEKTHI
HOPMAaTUBHBIX JOKYMEHTOB U JJOKYMEHTOB 110 O(OPMIICHHIO
TPYAOBBIX OTHOUIEHUH

OdopMIIATh KaIpOBble JOKYMEHThI B COOTBETCTBUU C TPEOOBaHUAMY|
3aKoHomarenbeTBa Poceniickoit denepanuu v JIOKaJIbHBIMU
HOPMAaTUBHBIMM aKTaMH OpraHU3aluu

OobecneunBaTh COOIOACHNUE TPEOOBaHUI 3aKOHOAATEIbCTBA
Poccuiickoit @enepannn, KOPIOPATUBHBIX MOJUTHK B 00J1aCTH
00pabOTKM NEPCOHANBHBIX TaHHBIX U KOH(PUIECHIINATBHOM
nHpOpMaIuu

Bectu 1e10ByI0 IEpENNUCKY

Co611r0/1aTh HOPMBI ATHKH JIETIOBOT0 OOIIECHUS

HCO6XOI[I/IMLIC 3HaHUA

HopMmaTuBHBIE TPABOBBIE AKTHI, ONPEAEIISIOIINE HOPMBI TPYI0BOTO
rnpaBa

OCHOBBI ApXUBHOT'0 3aKOHO/IATEJILCTBA 1 HOPMATUBHBIE TIPABOBBIC

akThl Poccuiickoit denepannu B o01actu opopMiIeHHs, BEICHUS U

XpaHEHUs! JOKYMEHTOB 10 0()OPMIICHHUIO TPYIOBBIX OTHOIICHUN

3akoHonarenscTBO Poccuiickoit denepanuu 06 MHANBUYATEHOM
(mepcoHUPUIIMPOBAHHOM) yUeTe B CUCTEME 0053aTeIBHOTO
[MEHCHOHHOTO CTPaXOBAHHUS

[opsimok oopmiIeHHsT TEPBUYHBIX JOKYMEHTOB IS LeJIei
OyxraiaTepckoro y4deta B cepe opopmiieHus: Tpy10BBIX OTHOIICHUHN

TapudHo-kBanupUKAIMOHHBIC CIIPABOYHUKU padboT 1 podeccuit
pabounx 1 KBaTH(PUKALMOHHBIE XapaKTePUCTUKU JOJDKHOCTEH
CITy’KalInX, TpoeCCHOHAILHBIE CTaHAAPTHI

TGXHOJ'IOFI/II/I, MCTOABI U METOAUKHA MTPOBCACHUS aHAJIN3a U
CUCTCMATU3allU JOKYMCHTOB 1 I/IH(I)OpMaI_[I/II/I

3akoHoaarenbcTBO Poccuiickoit denepanuu o nepcoHanbHbIX
TAHHBIX

]_IGJ'II/I " 3aJlaur OpraHu3anyvu 1o NoCTpOCHUIO CUCTCMbI
O(I)OpMJ'IeHI/ISI TPYAOBBIX OTHOIIICHUH

JlokasibHbIE HOPMATHUBHBIE aKThl OPraHU3AIMU B 00JIaCTH

0 OpMIICHHS PaCTIOPSAUTEIBHBIX H OPTraHU3aI[MOHHBIX,
nHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, PETryITHPYIOIINX
TPYJOBBIC OTHOIICHUS

Crienanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIC
YCIIYTY M CEPBHCBI 110 BEACHUIO Y4€Ta U JBUKEHUIO IIEPCOHAIIA,

I'paHULbl UX TPUMCHCHU




OCHOBHBIC METPUKHU U aHATUTHUYECKUE CPE3BI B 00JIACTH JIBHKCHHUSI
1 y4yeTa epcoHasa

[IpaBuia BeieHUS J€I0BOM NEPEITUCKU

HopMbI 3THKH 71€710BOr0 001IeHNs

JIpyrue -
XapaKTepUCTUKU
3.1.3. TpynoBas pynkumsi
HanmeHnoBan#e|A IMUHHCTPUPOBAHUE Kox |A/03.6 YpoBeHb (TIOypOBeHB) (6
[IPOLIECCOB U KBaU(UKAIH
ITOKYMEHTOO0O0pOTA TI0
y4eTy U ABUKCHUIO
repcoHalia,
[peICTaBICHUIO
TOKYMEHTOB I10
[epCcoHay B
roCy/1lapCTBEHHbIE
OpraHbl |
[Ipoucxoxnenue |OpuruHan X |3auMcTBOBaHO U3
TPYAOBOI OpUTHHAJA
GbyHKIIUN
Kon opurnnana PerucrpannoHHbIiM
HOMED
poheCCHOHATEHOTO
CTaHaapTa

TpymnoBeie nefictBust  |(Oprasm3anys TOKyMEHTO000pOTa 10 YIETY U IBHIKESHUIO
nepcoHana

OpraHuzanuys IpeacTaBIeHUs TOKYMEHTOB I10 TIEPCOHay B
FOCYJIapCTBEHHBIE OPTraHbI

[ToaroroBka yBeJOMIICHUM, OTYETHOM, CTATUCTUYECKON U
QHAJTUTHICCKON MH(POPMAIIMH 110 TIEPCOHATTY

[ToaroroBka nH(GOpMaLIUK O 3aKIFOYCHUH TPYIOBOTO WU
rpa)KIaHCKO-TIPABOBOT0 JOTOBOPA HA BHITIOJTHEHHE PaboT (OKa3aHue
YCIIYT) C TPKJIAHUHOM, 3aMEIIAIOIINM JTIOJDKHOCTH
rOCy/apCTBEHHOW WJIM MYHUIIUITALHOU CITY»KOBI, IEpEYCHb
KOTOPBIX YCTAHABIMBACTCS HOPMATUBHBIMU ITPABOBBIMHU aKTaMH
Poccuiickoit denepanuu

HeoOxonumeie ymenust [(OGopMIISITh yIeTHBIE TOKYMEHTHI, TPEIOCTABISIEMbIE B




rOCYAApCTBCHHBIC OpraHbl, NIPCACTABUTCIbHBIC OPraHbl pa6OTHI/IKOB

Oprann3oBbIBaTh XpaHEHHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUAMHU 3aKOHOaTeIbCcTBa Poccuiickoit deneparuu u
JTOKaJIbHBIMH HOPMATUBHBIMU aKTaMH OpraHU3aluu

PaboTaTh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIyraMH
1 cepBHCaMHM IO BEJICHHIO YUeTa U IBIYKEHHIO MIepCoHaIa

PaGotaTh ¢ THPOPMAIIMOHHBIMU CHCTEMaMU [IUPPOBBIMU yCIIyraMu
11 CEpBUCAMH 110 BEJICHUIO CTATUCTUYECKON U OTUYETHOMN
MH(pOpPMALMY ¥ aHAIUTUKY 110 IEPCOHATY

DopMHUPOBATH TPEIIOKESHHUS TI0 ABTOMATH3AIIUN U ITU(DPOBU3AITIT
[IPOIIECCOB M JOKYMEHTO0O0POTA 0 YUeTy U JIBUKECHHUIO IIEpCOHaa,
TOKYMEHTOB 10 ITEPCOHAILY JJIs PEJCTABICHUS B TOCYAapPCTBEHHBIE
Oprasbl

AHaJIM3MPOBATH MPABUJIA, IPOLEAYPHI U MOPSAI0K, PETYIUPYIOLIUE
[IpaBa 1 00s13aHHOCTH I'OCYJapPCTBEHHBIX OPraHOB U OpraHU3aLUH 110
BornpocaM 0OMeHa JOKYMEHTAIMEe! M0 MepCoHaIy

OobecneunBaTh cOOIOACHNE TPEOOBAaHUN 3aKOHOAATEIBCTBA
Poccuiickoit @enepanny 1 KOPIOPATUBHBIX MOJIUTHUK B 00J1aCTH
00pabOTKM NEPCOHANBHBIX TaHHBIX U KOH(PUIECHIINATBHOM
nHpOpMaIuu

Bectu 1e10ByI0 IEpENNUCKY

Co611r0/1aTh HOPMBI ATHKH JIETIOBOT0 OOIIECHUS

HCO6XOI[I/IMLIC 3HaHUA

TexHOJI0rnK, METObl U METOAMKHU IIPOBEACHUS aHAJIN3a U
CHUCTeMaTH3allM1 JOKYMEHTOB U HH(OpMaINH

OCHOBBI JIOKYMEHTOO00POTa ¥ JOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS
OpraHu3aIluu

OpraHu3aloHHas CTPYKTypa OpraHu3aliu

TapudHo-kBanuUKAITMOHHBIC CIIPABOYHUKH PadOT U npodeccuid
pabounx 1 KBaMH(PUKALMOHHBIE XapaKTePUCTUKH JOJDKHOCTEH
CIIy’KallIuX, TPOpEeCCHOHAIBLHBIE CTaHIAPTHI

Criennann3upoBaHHble HH(OOPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIIYTH ¥ CEPBUCHI 110 BEJICHUIO YU€Ta U JIBH)KEHUIO [IEPCOHAA,
CpaHUIbl UX TPUMEHEHUS

OCHOBHBIE MCTPUKH U AaHAJIUTHYCCKUC CPE3bI B obnactu JABHKCHUA
M1 y4ucCTa IICpCOHAJIa

HopMaTuBHBIE TpaBOBBIE aKThl, PETYJINPYIOIIKE IIPaBa U
00513aHHOCTHU IOCYAapCTBEHHBIX OPTaHOB, MPEJCTaBUTENIbHBIX
OpraHoB pabOTHHUKOB IO MPEJAOCTABICHUIO YYETHON TOKYMEHTALUU

HopMmaTuBHBIE ITpaBOBBIE aKThI, ONPEAEIIAIOIINAE HOPMBI TPYAOBOIO
paBa

OCHOBBI APXUBHOT'O 3aKOHO/IATENIbCTBA K HOPMATHUBHBIC MPABOBHIC
akThl Poccuiickoii deaeparyy B 00J1aCTH BEACHUS JOKYMEHTAIIMHN
MO MepCcoHATy

3akoHoaarenscTBO Poccuiickoit denepanuy o nepcoHanbHbBIX
TAaHHBIX

JlokasibHbIE HOPMATHUBHBIE aKThl OPraHU3aIMU B 00JIaCTH
0 OpMIICHUS PACTIOPSIIUTEIHHBIX U OPTraHU3AI[HOHHBIX,
WHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, PETYIHPYIOIINX




TPYIOBBIE OTHOLLICHUS

[IpaBuiia BeieHNs 1€710BON NEPENUCKH

HOpMBI 9THKHU OCJIOBOI'O 06H_ICHI/I}I

J/Ipyrue
XapPaKTCPHUCTHUKN

3.2. O0001meHHas TpyaoBass PyHKIMSA

HaumenoBanue)/lesTeIbHOCTD 1O
00€eCIedYeHnI0 EPCOHATIOM

Kon YpoBeHb KBanuhUKauu

[Tpoucxoxnenue
000011IeHHO TPY0BOI

byHKIIMN

3alMCTBOBAHO
13 OpUTHHAJIA

Opurnran X

Konx Peructpanmonusiit
OpHUTHHAIA HOMEp
poQeCcCuOHAIBHOTO
CTaHaapTa

Bo3MmoxxHEIE
HaMEHOBaHUS
ITOJDKHOCTEH,
npodeccuii

Crnenpanuct 1o noadopy rnepcoxana
CrienuaimucT 1o Kaapam
MeHemKep 1o epcoHary

TpeboBanus K
00pa3oBaHUIO U
00y4EeHUIO

Briciiee oOpa3oBanue - OakaiaBpuar

1201071

Bricuiee oOpazoBanue (HenpodmiibHOe) - OakanaBpuaT u
OTMOJTHUTEIBbHOE MPO(ecCHOHAIBHOE 00pa30BaHUE - IIPOTPAMMBI
po(heCCHOHALHOM MEePETIOTOTOBKU B 00JIACTH YITPABIICHUS
[epCOHAJIOM HJIU B 00J1aCTH TOKyMEHTALIMOHHOTO 00€ecTIeueHus
[paboThI C NEPCOHAIOM

TpeGoBaHUs K OIIBITY
PAKTUYECKOI pabOThI

OcoObIe ycIIoBUS
orrycka K pabote

JIpyrue
XapaKTECPHUCTHUKN




JlonoJIHUTEIbHbIE XaPAKTEPUCTUKHU

HanmenoBanue Kon HaumenoBanue 6a30Boii rpynibl, 10KHOCTH
JIOKYMEHTA (mpodeccun) uim crenuaTbHOCTH
OK3 2423 CrieninanucThl B 00J1acTH TOA00pa U UCTIONB30BaAHUS
nepcoHasna
EKC - Crienmanuct 1o Kajapam
- MenemKep no nepcoHary
OKIJATP 26583 Crenuanict no Kajgpam
OKCO 5.38.03.02 |MeHemKMeEHT
5.38.03.03 |[YmpaBiieHue nepcoHaioMm
3.2.1. TpynoBas pynkumsi
HanmenoBanne/Coop nndopmaiuu o Kox |B/01.6 VYpoBeHb (MO1ypOBEHD)
MOTPEOHOCTAX KBaNU(UKAIIH
OpraHu3aIui B
repcoHase
[Ipoucxoxnenne |OpuruHan X |[3auMcTBOBAHO U3
TPYIOBOM OpUTrvHaia
GbyHKIIUN

Kon opurnnana PeructpannoHHbIi
HOMEp
po¢eCCHOHATBHOTO
CTaHaapTa

TpynoBeie 1eUCTBUS

DopMHUpOBaHUE NTEPEYHEN BAKAHTHBIX U INIAHUPYEMBIX K
YKOMIUIEKTOBaHHIO TOJDKHOCTEH (MpogeccHii, criennanbHOCTEN)
OpraHu3anuu

DopMUpOBaHUE CAMOCTOSITEIBHO U (MJIM) COBMECTHO C
PYKOBOJUTENIEM COOTBETCTBYIOIIETO OApa3/ieeHusl TpeOOBaHUMN K
BaKaHTHOM JOJDKHOCTH (Ipodeccrin) U UX KOPPEKIHs

AHanmu3 pbIHKa TPyAa U MEepCOHaNa OpraHu3aluy 1o NpoduiIo
BaKaHTHOM JTOJKHOCTH (TIpodeccuu, CrielnaabHOCTH)

NubopMupoBaHne 1 KOHCYJIbTUPOBAaHUE PYKOBOIUTENIEH
[0JIpa3/ieJIeHUi 1 OpraHn3alliy 110 BOIIPOCcaM pbIHKA TpyZa U
o0OecreyeHns epcoHaIoM

Heo6xonnmMeie ymeHUs

CoOupath, aHATM3UPOBATH M CTPYKTYPHPOBATH HHPOPMALIUIO 00



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

0COOEHHOCTSIX OpraHu3aluy padoT Ha Pa3IUYHbIX yUaCTKax
POM3BOJICTBA U HA KOHKPETHBIX pab04YMX MECTaxX ¢ y4eTOM LeJeH,
3a/1a4, JIAHOB U CTPYKTYPhl OpraHu3aluu

CoOupath, aHATU3UPOBATH U CTPYKTYPHPOBATH HHPOPMALIUIO 00
0COOCHHOCTSIX ¥ BO3MOXKHOCTSIX TIEPCOHAIA OPTaHU3aLUH

ColOupaTh, aHAIU3UPOBATH U CTPYKTYPUPOBATH HHGOPMAITHIO 00
0COOCHHOCTSIX PBIHKA TPYJa, BKJIIOYAS MPEATOKEHUS YCIYT 0
MMOMCKY, MPUBJICUCHUIO, TIOJO0PY U OTOOPY MepcoHaia

PaboTtaTh B HH()OPMAITMOHHBIX CUCTEMAX, UCTIOJIB30BaTh MU(PPOBHIS
YCIYTH ¥ CEPBUCHI 110 cOOpY, aHATN3Y U CTPYKTYPUPOBAHUIO
MOTpeOHOCTH OpraHM3aIMy B KaJipax

DopMHUpOBaATE MPEIOKECHUS 110 ABTOMATU3AIMU U [IU(DPOBU3AIAN
orepanuii ¥ mporeccoB cOopa NOTPeOHOCTH B EPCOHAIIE

KoHCYnbTUPOBaTh COTPYAHUKOB U PYKOBOJUTENEH OpraHnu3aluy 1o
BOIPOCAM PhIHKA TPY/a U 00ecledeHnsl IEPCOHAIOM

ObecnieunBaTh COOMIOICHHE TPEOOBAHMIA 3aKOHOIATEIILCTBA
Poccuiickoit denepariny U KOPIOPATUBHBIX IMOJUTHK B 00JIaCTH
00pabOTKH IEPCOHATBHBIX JAaHHBIX U KOH(PUICHINATEHOMI
nHbOpMaIun

Bectu 1enoByro nepenucky

Co0:1101aTh HOPMBI 3THKH JCJIOBOT'O OOIICHHS

HeoOxoaumble 3HAHUSA

TGXHOJ'IOFI/II/I, MCTOABI U METOAUKHA MTPOBCACHUSA aHAJIM3a U
CUCTCMATU3aAlUN JOKYMCHTOB 1 I/IH(I)OpMaI_[I/II/I

[lopsiok ornpeenenus NepcneKTUBHOM U TeKyllel MoTpeOHOCTH B
epcoHae

VcTounnkn o0ecrieueHNsI OpraHU3alyy IIEPCOHATIOM

Opranuzanus paboT Ha Pa3IMYHBIX Y9acTKaX MPOU3BOJICTBA,
OpraHu3alu, OTPaCIIU

OO01He TeHICHIINN Ha PBIHKE TPY/a B 1IEJIOM U B OTIEIHHOU
0Tpacyii, KOHKPETHOHN mpodeccuul (TOIKHOCTH, CIICIIUATBHOCTH)

(OCHOBBI IICUXOJIOTHH 1 COMOJIOTHHU TpyHa

OCHOBEI OKOHOMUWKHU, OpraHu3allvv TpyJda U YIIPABJIICHUA

TapudHo-kBaTU(HUKAITMOHHBIC CIIPABOYHUKH PadOT U Mpodeccuid
paboumnx 1 KBaTU(UKAIMOHHBIC XapaKTEPUCTUKH JOJIKHOCTEH
CIIy’KalIUX, TPOPECCHOHAILHBIE CTaHIAPTHI

HopMaTuBHBIE ITpaBOBBIE aKThI, ONPEAEIIAIONINE HOPMbI TPYAOBOTO
npaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCIILCTBA U HOpMaTI/IBHLIe HpaBOBLIe
akThl Poccuiickoit Deaeparii B 00J1aCTH BEACHUS JOKYMEHTAIIMHI
[10 epCcoHATy

3akoHoaarenscTBO Poccuiickoilt denepanuy 0 NepcoOHaNbHbBIX
TAHHBIX

JToxasibHBIE HOPMATUBHBIE aKThl OPraHU3aALNN, PETYIUPYIOIIHE
MOpsIOK MO00pa MmepcoHana

Criennanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIIYTH U CEPBUCHI B 00J1aCTH 00ECTICUCHUSI TIEPCOHATIOM, TPAHUIIBI

X IIPUMCHCHU




OCHOBHBIE METPUKHU B 007aCTH 110A00pa U 0TOOpa KaHAUIATOB HA
BaKaHTHbIE TOJHDKHOCTHU JJIs1 00ecTeYeHUs TOTPEOHOCTH B IIEPCOHAE

[IpaBuia BeieHUS J€I0BOM NEPEITUCKU

HopMmbl 5THKH 1€7T0BOTO OOIIEHNUS

JIpyrue
XaPaAKTCPHUCTUKNU

3.2.2. TpynoBas pyHKuust

Haumenosanuelllouck, npusieudenue, Kon [B/02.6 VYpoBeHb (0ypOBEHb)

mox0op u oToop KBaU(UKAIH
epcoHasia

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3

TPYLOBOM
byHKIMH

OpUruHaja

Kon opurmnana PerucrpannoHHbIN
HOMED
npo¢ecCroHaIBFHOTO
CTaHzapTa

TpynoBbie 1eCTBUS

[lovick BO BHYTPEHHHX M BHEIIHUX UCTOYHHKAX MHPOPMAILIUHU O
KaHIMaTaX, COOTBETCTBYIOIIMX TPEOOBAHMSIM BaKaHTHOU
TOJDKHOCTH (TMpodheCCHH, CIIEUATbHOCTH) U HHBIM TTOTPEOHOCTSIM
OpraHu3aluy B IEPCOHATIE

PazmMelieHre CBeIeHU 0 BAKAHTHOMN JI0JDKHOCTH (TIpodeccu,
CIIEIUAJILHOCTH) B CPEJICTBAX MAacCOBOM MH(MOpMAITUH,
CHeNHaIN3UPOBAHHBIX PECYPCax U CepBUCAX

Bb100p cioco00B U METO/I0B MPHUBIICUCHHUS IEPCOHANA B
COOTBETCTBHUH C IUITAHAMH U OTPaHHYCHUSIMHI OpPTraHU3aIMU

CO6op, cormocTaBiieHHEe, CTPYKTYPUPOBAHHE U TIPOBEPKA
MH(pOpMaIUY O KaHIUJAaTaX HA BaKaHTHBIC JOJHKHOCTH (Tpodeccuu,
CIIeIUATEHOCTH )

[TpoBenenue codecer0BaHU U BCTPEY C KaHAUAaTaMH HA
BaKaHTHbIE TOJDKHOCTH (TIpodeccuu, CelranbHOCTH ), U3BEICHUE
KaHJMJaTa 1 HAaHUMATeJsl 0 pe3yabpTaTax codeceoBaHMs (BCTPEUN)

O1eHKa COOTBETCTBUS KaHAUJATOB TPEOOBAHUSAM BaKaHTHOM
TOJDKHOCTH M MHBIM TPEOOBaHUSAM OpraHu3anuu (mpodeccum,
CHEIMAJIbHOCTH)

[loaroToBka nmpeIokeHuit mo GopMrupoBaHUIo OIOKETA HA TTOUCK,

npuBJICYCHHE, TOI00p U OTOOP MepcoHaa




HpopMHUpOBaHNE W KOHCYIBTUPOBAHUE PYKOBOJUTEIICH
[10Ipa3IeIEHUN U OpraHU3aly 110 BOIIPOCAM IPUBIICUCHHUS
[IepCOHaNA ¢ OLICHKOU 3aTpaT

HeoOxoanMeie ymMeHUs

OnpenensiTh KpUTEPUH MOKCKA, TPUBJICUEHHS, I0J00pa U 0TOOpa
nepcoHasa

CobupaTh, aHAIU3UPOBATH U CTPYKTYPUPOBATH HHPOPMAITHIO O
KaHIMJaTaX U MPEAJIOKCHUX Ha PhIHKE TPyAa

PaboTaTh ¢ MOMCKOBBIMH CUCTEMaMH, HH()OPMAITHOHHBIMH
pecypcaMu ¥ IU(PPOBBIMU CEPBUCAMH B 00JIaCTH 00ECTICUeHUS
[epCOHAIOM

dopMUpOBaTh MPEIJIOKECHUS TI0 aBTOMATH3AIMU ¥ AP POBU3AIIUH
[IPOIIECCOB MOKMCKA U MPUBJICYCHHUS MEPCOHAIA

HpI/IMeHﬂTI) TCXHOJIOTMU U MCTOAWKHU IMOUCKA, ITPHUBJICYCHNA,
noa0opa u 0TOOpa KaHAUAATOB HA BaKaHTHBIE TOJDKHOCTH
(mpodeccun, crnenuanbHOCTH) B COOTBETCTBUU C UX CHELMPUKOM

KoHCcynpTHpoBaTh 0 BONpocaM NPUBJIEUYEHUS [IEPCOHAA

CocCTaBIATh U KOHTPOJIMPOBAThH CTAThH PACXOJIOB HA OOECTICYeHNE
MePCOHAJIOM /ISl TUIAHUPOBAHUS O10[)KETOB

O6ecmeunBaTh COONMIOICHUE TPEOOBAHNI 3aKOHOIATEIHLCTBA
Poccuiickoit @enepanuu 1 MOJIUTHK padboToaarens B 00JgacTu
00pabOTKM MEPCOHATBHBIX JAaHHBIX U KOH(DHICHIIMAIBHON
nHpOpMaIu

Bectu JACJIOBYIO INICPCIUCKY

Co61t01aTh HOPMBI ATHKH JI€JIOBOTO OOIIECHUS

Heo0OxoanMble 3HAHUS

lcToynnKy oOecreueHus OpraHnu3aluu IICpCOHAIIOM

TexHoOrnM 1 METOAMKY TOMCKA, TPUBIICUCHHUS, TO100pa U 0TOOpa
nepcoHana

CucteMbl, METOIbI U (HOPMBI MATEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAaHU TPyJla NEpCOHaIa

TexHonoruu u MeTo 6l HOPMHUPOBAHUS U KOHTPOJIS OI0JIKETOB
OpraHu3anuu

TexHOoI0ruu, METOAbl U METOAMKY IIPOBEICHUS aHAJIN3A,
CUCTeMaTH3all1 JOKYMEHTOB U HH(OpMAINH

OpranuzalilioOHHAasi CTPYKTypa OpraHu3aluu

[lepeueHs BaKaHTHBIX JIOJDKHOCTEH (TIpodeccuid, ciennaabHOCTEN)

TapudHo-kBanudrKaMoOHHBIE CIPABOYHUKHU paboT U mpodeccuii
pabounx 1 KBaNN(UKAIIMOHHBIC XapaKTEPHUCTUKH JJOTDKHOCTEH
CIIy)KallIuX, NpodecCHOHATBHBIE CTAHAAPTHI

MeToauKa IUIaHUPOBAHUS TOTPEOHOCTH OpraHU3alU B TIOUCKE U
[TPUBJICYEHUH NIEPCOHAIIA

O6HII/IG TCHACHIUHW HA PBIHKC TpyJa U B OTACJIbHBIX OTPAC/IAX U
BHIaX HpO(I)eCCHOHaHBHOﬁ JACATCIIBHOCTH

(OCHOBBI TICUXOJIOTHH U COMOJIOTUHN TpyAa

OCHOBBI 9KOHOMUKH, OpPraHU3alUy TPy/a U YIIPABICHUS
IePCOHAJIOM

Criennanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE

YCIIYTH ¥ CEPBUCHI B 00JIACTH MOMCKA U MPUBJICYCHUS [TEPCOHATIA,




I'paHUIbl UX MTPUMCHCHU

OCHOBHBIE METPUKHU U aHATUTHYECKUE CPE3bl B 00JIACTH MOUCKA U
MPUBJICYCHHS TIEPCOHAJIA

HopMaTuBHBIE ITpaBOBbBIE aKThI, ONPEAEIIAIONINE HOPMbI TPYAOBOTO
paBa

(OCHOBBI ApXUBHOI'0 3aKOHO/IATENILCTBA K HOPMATUBHBIE MPABOBbBIE
akThl Poccuiickoit Deaeparii B 00J1aCTH BEACHUS JOKYMEHTAIIHI
[10 IIEPCOHAIY

(OCHOBBI HAJIOTOBOT'O 3aKOHOAATeNbCcTBa Poccuiickoit denepanun

3akoHomarenbcTBO Poccuiickoi deaepanun 0 IepCOHaATbHBIX
TAHHBIX

JloxayibHBIE AKTBI OpraHU3alMH, PETYIUPYIOLIUE TOPAT0K
oOecTieueHnsI MepCOHATIOM

[IpaBuiia BeeHUS J€JI0BOM NEPENTUCKU

HopMmbl 5THKH J1€7T0BOTO OOIIEHUS

JIpyrue -
XapaKTePHCTHKH
3.2.3. TpynoBas pyHKuust
HaumeHnoBanue|A IMUHHCTPUPOBAHUE Kon [B/03.6 YpoBeHb (OypOBEHb)
[POIIECCOB OOeCTIeYeHHUs KBaJTH(pHUKAIIUA
MEPCOHATIOM U
COOTBETCTBYIOIIETO
TOKYMEHTOO0O0pOTa
[Ipoucxoxnenue |OpuruHan X [3auMCTBOBaHO U3
TPYAOBOM OpUrMHAJIA
byHKIMH

Kon opurmnana PeruncrpanmoHHbIN
HOMED

npo¢eCcCUoHaIBLHOTO

CTaHzapTa

TpynoBbie 1eCTBUS

Ananmms IMpoueccCcoB ,Z[OKYMCHTOO60p0Ta, JIOKaJIbHBIX TOKYMCHTOB I10
BOIIpOCaM obOecrieueHust NEpCoOHAJIOM

Benenue nHGpOpMaLuu 0 BAKaHTHBIX JTOJDKHOCTSX (Tpodeccusix,
CIEUAIbHOCTSX) M KaHAWAATaxX

,HOKyMeHTaHHOHHOG COIIPOBOXKACHUEC KaHANAATOB Ha dTalax
TIOMCKa, IPUBJICUYCHU, 1'[0,[1601)8. n 0T6opa IepCcoHala Ha BAKAHTHBIC

TOJKHOCTH (Tpodeccru, CnenuagabHOCTH), HHPOPMUPOBAHUE




KaHJIUIATOB O pe3yJabTaTax 0Toopa

[loaroroBka 3anpocoB O KaHAUATaX B FOCYJaPCTBEHHBIE OPraHbl B
CITy4asix, IPeAYCMOTPEHHBIX JACHCTBYIOIIUM 3aKOHOAATEIILCTBOM
Poccuiickoit @enepannu, 1 00pabOTKa NOTYYEHHBIX CBEJCHHUN

[lonroroBka u 06paboOTKa yBEAOMIICHUH B rOCyJapCTBEHHbIE
OpraHbl, IPEACTaBUTEIIbHBIE OPraHbl PAOOTHUKOB MO BOIIPOCAM
MoMCKa, IpUBJIEYEHUS, T0A00pa 1 0TOOpa NepcoHana

ConpoBok/IeHHE JOTOBOPOB 110 00ECTICYEHUIO OPTaHU3AIIH
[epcoHaIoM, BKITIOYas MpeaBapuTeIbHbIe MPOIeAYyphI MPU X
3aKITFOYCHUN

Heo6xonuMele ymMeHUst

OObecneunBaTh TOKYMEHTALMOHHOE COITPOBOXKICHHUE BBIX0O/1a
KaH/11aTa Ha paboTy ¥ IepeMENIeHUs IIepcoHaIa

OdopMIIATE TOKYMEHTHI 110 BOIIPOCaM 00€CIIeYeHHUs pecypcaMu
riepcoHaa, He0OXOAUMBIMH IS IPEJOCTABIICHUS B
rOCYAApPCTBCHHBIC OPraHbl, IPCACTABUTCIIbHBIC OPraHbl pa6OTHI/IKOB

Oprann3oBbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU 3aKOHOIaTebCTBa Poccuiickoit deneparuu u
ITOKaJIbHBIMH HOPMATUBHBIMU aKTaMH OpraHU3aluu

PaGoTaTh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIIyraMH
Y CEpBHCAMH 110 BOIpocaM o0ecTiedeH s IEpCOHAIOM, BECHUS
MOWCKa M yueTa KaHIU/IaTOB HA BAKAHTHBIE JODKHOCTH
(mpodeccun, cnenuaIbHOCTH)

dopMUpOBaTh MPEIJIOKEHNUS TI0 aBTOMATH3AINUU ¥ U POBU3AITUH
[POIIECCOB M JJOKYMEHTO000pOTa 110 00ECIICYCHHUIO IEPCOHATIOM

[Ipon3BOANTE IpEIBAPUTEIbHBIE 3aKYIIOYHBIE MPOIIEAYPHI U
0(QOPMIISTH COMYTCTBYIONIYIO JOKYMEHTAIIUIO 110 3aKJIF0UEHUIO
TOrOBOPOB

OpraHu30BbIBaTh U IPOBOUTH KOHKYPCHI, 0POPMIISATh U
QHAJIM3UPOBATh KOHKYPCHYIO TOKYMEHTAIHIO

O6ecmeunBaTh COOTIOICHUE TPEOOBAHNH 3aKOHOJATEIHCTBA
Poccuiickoit @enepaninu 1 KOPIOPATUBHBIX MOJTUTUK B 00JIaCTH
00pabOTKM IEPCOHANBHBIX JAHHBIX U KOH(DUICHIIMAIBHON
nHpOpMaIu

Bectu 1enoByro nepenucky

Co0:110/1aTh HOPMBI DTHKH JCJIOBOT'O OOIICHHS

HeoOxoanuMele 3HAHUS

[Topsimok opopmieHust, BeCHUS U XpaHSHHsI TOKYMEHTAIIUH,
CBSI3aHHOM C TIOMCKOM, MPUBJICUYEHUEM, TOAOOPOM U OTOOPOM
KaHJMIATOB HAa BAKAHTHBIE TIOJHDKHOCTH

[lopsimokx popMupoBaHus, BEACHHsS TaHHBIX O IEPCOHAE
OpraHu3aluy, NOPSAJOK NPEJICTABICHHS] OTYETHOCTU

OCHOBEI )IOKYMGHTOO60p0Ta U TOKYMCHTAIITHUOHHOT' O obOecrieueHHst

TexHoMOrNKU, METOBI U METOAUKY NIPOBEICHUS aHAIU3a U
CHCTEMaTH3aIl1 JOKYMEHTOB U HH(opManuu

[lopsiiok poBeieHUs] KOHKYPCOB U 0(hOpMIICHUS KOHKYPCHOM
TOKyMEHTalluu

[Topsimok MpoBeieHNs 3aKyIOYHbIX TPOLEyp U 0hOpMIICHUS
COIYTCTBYIOILIECH JOKYMEHTALIUU




Opranu3anroHHas CTPYKTypa OpraHU3allii U BAKAHTHBIC
OJKHOCTH (Tpodeccun, CenanTbHOCTH)

Crenuain3upoBaHHble HHPOPMAITUHOHHBIE CUCTEMBI, TUPPOBBIC
YCIIYTH ¥ CEPBUCHI B 00JIACTH 00ECIICUCHHUS IEPCOHAIOM, TPAHUIIBI
WX TPUMEHCHUS

TapudHo-kBanupUKaAIMOHHBIC CIIPABOYHUKU padboT 1 mipodeccuit
pabounx U KBanu(UKAIUOHHBIE XapaKTEPUCTUKH JOIKHOCTEN
CIIy’KalInX, TpopeCCHOHAIBHBIE CTAHIAPTHI

OCHOBHBIC METPUKH U aHAJIUTHYECKUE CPe3bl B 00J1aCTH
o0ecrieyeHns: NEPCOHATIOM

HopMaTuBHBIE ITpaBOBBIE aKThl, ONPEAEIIAIOIINE HOPMBI TPYAOBOIO
paBa

OCHOBBI ApXUBHOI'0 3aKOHO/IATENILCTBA M HOPMATUBHBIC MPABOBHIC
akThl Poccuiickoit denepanuu B 001acT BeJCHUS TIOKYMEHTALIUN
10 TIepPCOHATY

OCHOBBI HAJIOTOBOT'0 3aKOHO1aTeNbeTBA Poccuiickoit denepanuu

3akoHoaarenbcTBO Poccuiickoit denepaiiuy o nepcoHanbHbBIX
TaHHBIX

JlokasibHbIE aKThl OPTaHU3AINH, PETYIUpPYIOLIUe MOPSA0K moadopa
repcoHana

[TopsimoK 3aKITt0UEHUs TOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCACHUA HCHOBOﬁ MCPCINCKU

HopMbI 5THKH [1€10BOT0 O0IIeHHS

JIpyrue
XAPAKTCPHUCTUKU

3.3. O0001mIeHHAas1 TPYAOBas PyHKIUS

HaunmenoBanue|/lesTebHOCTD MO OIEHKE U Kon YpoBeHs kBanudukanumn |§

ATTCCTAllMN ICPCOHAJIA

IIpoucxoxnenue
0000IICHHOM TPYIOBOM

GyHKIIH

Opurunan X [3aMMCTBOBaHO
13 OpUTHMHaIa

Kon PerucrpannonHslii
OpUTHHAJIA HOMED
pohecCHOHAIBEHOTO
CTaHIapTa

Bo3MmoxHbBIE
HaMEHOBaHUS

CIIenraIncT II0 OICHKE M aTTeCTaIluU nepcoHalia
CHGI_II/IaJ'II/ICT 110 ICPCOHATY




TOJKHOCTEH, MeHeKep o IepcoHaTy

npodeccuii

TpebGoBaHus K Briciiee oOpazoBanue - bakajgaBpuar

00pa3oBaHUIO U 15M078

00y4EeHHIO Briciiee oOpa3oBanue (HenpopuibHOe) - GakaiaBpuaTr u

TOTIOTHUTEBHOE PO eCcCHOHATEHOE 00pa30BaHUE - TPOIPAMMBbI
podeccoHaIbHON ePEeNOATrOTOBKY B 00JIACTH YIIPABICHHUS
MEPCOHAJIOM WIIM B 00JIACTH NIPOBEICHUS OIICHKH U aTTECTAIlNN
nepcoHasna

TpebGoBaHuUs K OIBITY

IPAKTHUUECKON paboThI
OcoOble yclioBust -
norycka K padore

JIpyrue -
XapaKTePUCTUKU
JlonmoTHUTE/IbHbIE XaPAKTEPUCTHKH
Haumenosanue Kon HanMenoBanue 6a30BOi IPYIIIBI, TOJDKHOCTH
JIOKYMEHTA (mpodeccun) UM CrenuaTbHOCTH
OK3 2423 Crnenuanuctsl B 001acTH MoAOOpa U MCTIONb30BaHUS
nepcoHasna
EKC - MeHepKep 1o NepCoHAITy
OKIIATP 26583 CrienuayiicT 1o Kajapam
OKCO 5.38.03.02 |[MeHeKMEHT
5.38.03.03 |YnpaBieHue nepcoHaioMm
3.3.1. TpynoBas pyHkums
HanmvenoBanue/Opranuzamnus u Kox |C/01.6 YpoBeHb (MOypOBEHD )
MIPOBE/ICHUE OLICHKH KBaJTU(DUKATIAH
repcoHaia
[Ipoucxoxnenune |OpuruHan X |[3auMcTBOBaHO U3
TPYIOBOM OpUruHaia
byHKIIUN

Kon opurnnana PeructpaiimoHHbIN


https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

HOMeEp
npoQecCHOHaIBLHOTO
cTaHgapTa

TpynoBeie neiictBusi  [Pa3zpaboTka IuiaHa OLIEHKH MEPCOHANa B COOTBETCTBUU C LIETSIMU
OpraHu3aluu

OrnpeneneHne pecypcoB, BEIOOP CPEACTB U METOJIOB TIPOBEICHHMS
OIICHKU MEPCOHAJIa B COOTBETCTBUHU C LIEJSIMUA OpraHu3aIuu
[IpoBeneHue OLIeHKH MepCOHaNa B COOTBETCTBUU C IJIaHAMU
OpraHu3aluu

ConpoBOKI€HUE T0TOBOPOB C OPTaHU3ALUSIMH - UCTIOJIHUTEISIMU
MEpOIIPUATHI 10 OLIEHKE MepCcoHaa, BKIItoYasi IpeaBapUTeIbHbIe
[po1ieIyphl MPHU UX 3aKITIOYEHUN

KoHcynpTHpoBaHuE NepcoHaIa 0 BOIPOCaM OLIEHKH
[loaroroBka peKOMEHIaluii pyKOBOJICTBY U IIEPCOHAILY 110
pe3ysbTaTaM NpoBEACHHON OLIEHKH MepcoHasa

[ToaroToBka npeiox)eHuii Mo GopMUPOBAHUIO OFOHKETa Ha
OpraHU3alMI0 U POBEACHUE OLIEHKH IIEpCOHaa

HeoOxonumbie ymenus (OnpeaensTh NapaMeTpbl M KPUTEPHH OIIEHKHU MepcoHalia
Pa3pabaTbiBaTh CpeICTBA M METOBI MPOBEACHHSI OLIEHKH MepCcoHalIa
Briienste (onpenensTh) rpymnibl IepcoHaia it IPOBEISHUs
OLICHKHU

OnpenensiTh MOTUBAIMOHHBIE (PAKTOPHI TPOBEICHUS OLICHKH
repcoHanta

CocTaBisITh 1 KOHTPOJIUPOBATH CTAThH PACXOJ0B HA OLIEHKY
nepcoHaa JJis MIaHUPOBAaHUSI OI0JKETOB

ObecnieunBaTh OPraHU3AIMOHHOE COMPOBOKIACHUE OLICHKU
repcoHana

OObecrneunBaTh COXPAaHHOCTHh KOHPHIECHIINATBHON HH(DOPMAIIH TTPH
POBEJICHUH OIIEHKU NepCcoHaa

Opranu3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUHU C
TpeOOBAaHUSIMU TPYOBOTO, APXUBHOTO 3aKOHOIATEIHCTBA
Poccuiickoit @eaepanuu U JOKAIbHBIMU HOPMAaTUBHBIMHU aKTaMHU
OpraHu3aluu

CobupaTh, aHATU3UPOBATh U CTPYKTYPUPOBATH HHPOPMAIHIO O
[Ipe/IJI0’KEHUSIX 110 OLIEHKE MepCcoHaa Ha PhIHKE TpyJia
[Ipon3BOUTH NpeaBapUTEIbHbIEC 3aKYITOUHbIE IPOLIETYPhI U
0(hOPMIIATH COMYTCTBYIOIIYIO JOKYMEHTALIUIO MO 3aKIFOYCHUIO
TOrOBOPOB

OnpenensTs yCIoBUS AJIs 3aKJII0UEHUs JOTOBOPOB HA OKa3aHUE
yCJIYT IO TPOBEICHUIO OLICHKHU IIEpPCOHAJIA

CucreMaTU3UpoOBaTh, 00001aTh U AHATU3UPOBAThH PE3YIIbTAThI
OLICHKH [IepCOHAJIa

OnoBemaTs 0 pe3yabTaTax MPOBEIECHHON OILIEHKU MEPCOHAN U
PYKOBOJICTBO

PaGoTaTh B M”HGOPMAITMOHHBIX CUCTEMAaX, UCIIOIb30BaTh IIU(PPOBHIC




YCIIYTU ¥ CEPBUCHI 110 MPOBEACHHIO OLIEHKU NIEpCOHAIA

DopMUPOBATH MPEIIOKECHHS 10 ABTOMATU3AINUN U [TUPPOBU3ALNN
[IPOLIECCOB OLICHKH U aTTECTALMK IIEPCOHAIIA

O6ecneunBaTh COOJIIOICHNE TPEOOBAHNH 3aKOHOJATEIHCTBA
Poccuiickoit @enepannu 1 KOPIOPATUBHBIX TOJIUTUK B 00IaCTH
00pabOTKM EPCOHATIBHBIX JAHHBIX U KOH(DHICHIIMAIBHON
HpOpMaIu

BecTtu 1e10BYIO IEPENNUCKY

C06.IIIOI[3.TL HOPMBI 5TUKH JCJIOBOT'O O6H_IGHI/IH

Heo0xoauMble 3HAHUS

TeXHOIOTHH U METOIbI OIIpeielieHUs MPO(PECCHOHAIBHBIX 3HAHUM,
YMEHHI 1 KOMIIETEHIUI

TexXHOIOTUH U METObI OLIEHKH JIMYHOCTHBIX KAa4eCTB U
XapaKTePUCTHK

CucreMbl, METOIbI U (HOPMBI MAaTEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAaHUS TPyJla NEpCOHAIA

TexHonoruu u MeTo 16l HOpPMUPOBAHMSI ¥ KOHTPOJIS OIOIKETOB

TexHOoI0rnu, METOAbl U METOAMKYU aHAIN3a U CUCTEMATU3ALUN
TOKYMEHTOB U MH(OpMallUU

(OCHOBEBI O0IIICH M COLMAILHON ICUXOJI0THHU, COLIMOJIOTHH 1
MICUXOJIOTHH TPYJa

(OCHOBEI HpOHSBOI{CTBGHHOﬁ JACATCIIbBHOCTH OpraHu3allin

[lopsiok mpoBeAeHMsI 3aKyIIOYHBIX MpoLeyp U oopmiieHus
COINYTCTBYIOIIECH JOKYMEHTALUU

OpranuzaloHHas CTPYKTypa OpraHU3allii U BaKaHTHBIC
OJDKHOCTH (TpodhecCcru, CIIeUaTbHOCTH)

TapudHo-KkBamMpUKaMOHHBIE CIIPABOYHUKHU pa0OT U MpodeccHii
PaboYMX 1 KBATM(HUKAIMOHHBIE XapaKTEPUCTHKH JOJKHOCTEH
CIIy’)KalluX, NpoecCHOHATBFHBIE CTAaHAAPTHI

Crienanu3upoBaHHble HH(OPMAIIHOHHBIE CUCTEMBI, IN(POBBIC
YCIYI'H U CEPBUCHI B 00JIACTH OLICHKH NEPCOHANA, IPAaHULIbI UX
[IPUMEHEHHUS

OCHOBHBIE METPUKHU U aHATUTHYECKUE CPE3bI B 00IACTH OLIEHKU
MepcoHa

HopMmaTuBHBIE ITpaBOBBIE aKThl, ONPEAEIIAIONINE HOPMbI TPYAOBOTO
rpaBa

(OCHOBBI APXUBHOI'0 3aKOHO/IATEJIbCTBA K HOPMATUBHBIE MPABOBbBIE
akThl Poccutickoii Deaepari B 00J1aCTH BEACHUS JOKYMEHTAIIMHI
[10 epCcoHATy

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHanbHbIX
TAHHBIX

JToxasibHBIE HOPMATUBHBIE aKThl OPraHU3aLWN, PETYIUPYIOIIHE
MOPSOK OLICHKH [TEpCOHAJIA

[TopsiTok 3aKIIt0YEHUs JOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCACHUA I[C.]'IOBOI71 MCPCINCKU

HopMBbl STHKH J1€7I0BOTO OOIICHUS

JIpyrue
XaPaAKTCPHUCTUKNU




3.3.2. TpynoBas pyHkums

HanmenoBanue/Opranuzamnus u Kox |C/02.6 YpoBeHb (MO1ypOBEHB)
[IPOBEJICHUE aTTECTAllUU KB (DUKATIAH
repcoHanta

[Ipoucxoxnenue |OpuruHan X [3auMCcTBOBaHO U3
TPYAOBOM OpUTrHHaIa
byHKIMH

Kon opurnnana PeructpanimoHHbIN
HOMED
npo¢eCcCroHaTBLHOTO
CTaHmapTa

TpynoBble 1EUCTBUS

Pa3pa60TKa MMPOCKTOB NOKYMCHTOB, OIIPCACIIAOIINX ITOPATOK
ATTCCTAllMN ICPCOHAJA, OLICHKA COOTBETCTBYIOIIMX 3aTpaT

OpFaHI/I3aHI/IOHHO€ U JOKYMCHTAIIMOHHOC COMPOBOXKACHUC IMTPOLECCA
ATTCCTAll 1 pa6OTBI aTTeCTaHHOHHOﬁ KOMHCCHHU

[ToaroToBka npeiox)eHnit Mo GopMUPOBAHUIO OFOHKETa Ha
OpraHu3alMIo U NPOBEJACHUE aTTECTAI[MU NTIEPCOHAIIA

[ToaroToBKa MPEUIOKEHUH MO Pe3yJIbTaTaM aTTECTAIUU O
COOTBETCTBUH pa6OTHI/IKa 3aHUMaeMOu JOJIPDKHOCTH UJIU
BEITIOTTHSEMOM paboTe

Heo6xoauMele ymMeHUst

OHpeZ[eHSITB MapaMCTPbl U KPUTCPUHN aTTCCTALIUU TICPCOHAJIA

OHpe,Z[eJ'IHTB U IPUMCHATDL CPCACTBA U MCTOAbBI aTTCCTAlITNN

BI)I,Z[GJ'I?ITB T'pynIiel I€pcoHajia 11 IPOBECACHUA aTTCCTAllUU

O6ecmeunBaTh JOKYMEHTAITMOHHOE COMTPOBOXKICHUE aTTECTAIIUN
repcoHana

CocCTaBiATh U KOHTPOJUPOBATh CTAThU PACXO0B Ha aTTECTALIUIO
repcoHaia Juisl INIaHUPOBaHUS OIOJKETOB

PaboTath ¢ ”HPOPMAIIMOHHBIMU CHCTEMaMU, IU(POBBIMU yCITyraMu
Y CEpBHCAaMH IO NTPOBEJICHUIO aTTECTALIMN IIEPCOHAJIA

(I)OpMI/IpOBaTB IPCAJIOKCHUS 110 aBTOMATU3alluu U I_[I/I(l)pOBI/ISaHI/II/I
[MPOILCCCa aTTCCTAllNM IICPCOHAJIa

OpraHu3oBbIBaTh XpaHEHNUE JOKYMEHTOB B COOTBETCTBUH C
TpeOOBaHUSAMU TPYAOBOT0, APXMBHOI'O 3aKOHOAATEIbCTBA
Poccuiickoit denepanuu 1 JIOKAIBHBIMUA JOKYMEHTAMHU
OpraHu3aluu

O6ecneunBaTh COONIOICHUE TPEOOBAHUI 3aKOHOIATEIHLCTBA

Poccuiickoit @enepanuy 1 KOPIOPATUBHBIX MOJUTHUK B 001aCTH




00pabOTKM EPCOHANBHBIX JJAHHBIX U KOH(PHACHIIMAIBHON
MHpOpMaLIUU

Co0:1101aTh HOPMBI 3THKH JCJIOBOT'O OOIICHHS

HeoOxoanMele 3HAHUA

HOpSI}IOK 1 TCXHOJIOTHA IMPOBEACHUA aTTCCTAllMU IICPCOHATIA

TexHOIOTUH U METOBI OTIPEICTICHUS U OTICHKU MTPO(EeCCHOHATBHBIX
3HAHWI, YMEHUN U KOMIIETEHLIMI

CucteMbl, METOIbI U (HOPMBI MATEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHU TPyJla IEpCcoHaIa

TexHonoruu u MeTobl HOPMUPOBAHUSI ¥ KOHTPOJIS OIOIKETOB

TexHOMOrnK, METObl U METOAMKHU MTPOBEICHUS aHAIN3a U
CUCTeMAaTH3allMH1 JOKYMEHTOB U HH(OpMAINH

(OCHOBBI POU3BOJICTBEHHON JIEATEILHOCTH OPraHU3aINH

(OCHOBBI O0IIIEH U COMAILHOM ICUXOI0THH, COLIMOJIOTHH 1
[CUXOJIOTUU TPyJa

OpranuzaloHHasi CTPYKTypa OpraHU3alliy 1 BAKAHTHBIE
OJDKHOCTH (podhecCcr, CIIeUaibHOCTH)

Crienanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIC
YCIYT'M U CEpBUCHI B 00JIACTH aTTECTAL[MM EPCOHAa, TPaHUILIbI UX
[IPUMEHEHUS

TapudHo-kBanudrUKaMmOHHBIE CIIPABOYHUKHU pabOT U podeccHii
pabounx 1 KBAIN(HUKAIMOHHBIE XapaKTEPHCTHKH JOIDKHOCTEH
CIIy)KaluX, NpodecCHOHATBbHBIE CTAHAAPTHI

(OCHOBHBIC MCTPUKHU U AaHAJIUTHUYCCKUC CPC3bI B o0JracTu aTTeCTalnnu
[CpCOHA

HopMmaTuBHBIE ITpaBOBbBIE aKThl, ONPEAEIIAIONINE HOPMbI TPYAOBOTO
paBa

(OCHOBBI apXMBHOI'0 3aKOHOJATEIbCTBA U HOPMATUBHBIE IIPABOBBIC
akThl Poccuiickoii @enepanuu B 00JaCTH BeICHUS TOKYMEHTALIUT
110 IEPCOHAILY

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHaNbHbIX
TaHHBIX

JToxasibHbIE HOPMATUBHBIE aKThl OPraHU3aLUN, PETYIUPYIOIIHE
[OPSZIOK aTTECTALUN IIEPCOHAIIA

[IpaBuia BeieHUS J€I0BOM NEPENTUCKU

Hopwmbl 5THKH 1€7T0BOTO OOIIEHUS

JIpyrue -
XapaKTePUCTHKH
3.3.3. TpynoBasi pyHKIUSA
HaumeHnoBanue|A IMUHHCTPUPOBAHUE Kon |C/03.6 YpoBeHb (0ypOBEHb)

[IPOLIECCOB MPOBEACHUS KBaJU(DUKAITIH
OIICHKU W aTTECTAIlUN
repcoHaia u




COOTBCTCTBYIOLICTO
HOKYMCHTOO60pOTa

IIpoucxoxnenune |OpuruHan X [3auMCTBOBaHO U3
TPYIOBOM OpUTrvHaia
GbyHKIIUN

Kon opurunnana PeructpanimoHHbIN
HOMED
podecCuoHAIBHOTO
cTaHgapTa

TpynoBble 1eUCTBUS

AHaTU3 IPOLIECCOB JOKYMEHTOO00POTA, JOKAJIBHBIX JOKYMEHTOB I10
OLIEHKE U aTTecTalluy N1epcoHaa

Opranu3anoOHHOE COMPOBOXKACHUE MEPOIIPUSITHI MO OLIEHKE
NEPCOHAJIA U €T0 aTTeCTalluU

Z[OKYMeHTaHI/IOHHOG COIIPOBOKIACHHUC IIpOoLECCa U pE3yJIbTaTOB
OLICHKU 1 aTTCCTAllMU IICPCOHAJIa

MudopmMupoBaHne mepcoHana o pe3ysbTraTax OlEeHKH M aTTeCTAIlH

[loaroroBKa MpeUIoKEHUI 110 Pa3BUTHUIO IIEPCOHAIA 110
pe3yJIbTaTaM OLEHKH U aTTeCTalluu

COHpOBO)K}IeHI/Ie JO0roBOPOB HA OKAa3aHUC KOHCYJIbTAIITMOHHBIX U
I/IH(I)OpMaI_II/IOHHLIX YCIYT 1O OOCHKC U aTTCCTAlUU NICPCOHATIA

HeoOxoaumbie yMeHUS

PazpabaTbiBaTh U OPOPMIIATH JOKYMEHTHI 110 BOIIPOCAM MPOBEACHUS
OLICHKH U aTTECTALIMY NIEPCOHAa

HOI[FOTaBHI/IBaTL " MMPOBOAUTH MCPOIIPUATHA IO OLUCHKC 1
ATTCCTAlMU IICPCOHAJIA

O(bOpMJ'IHTB JAOKYMCHTBI I10 BOITPOCaM OLCHKH U aTTCCTAllUN
[CpCcoHalia, NpCACTABIACMBIC B TOCYAAPCTBCHHBIC OPraHbI,
[MPCACTABUTCIIbHBIC OPIaHbl pa6OTHI/IKOB

AHAIU3UPOBATH MPaBUIIA, IPOLIETYPhI U MOPSAIKH IPOBEICHUS
OIICHKU Y aTTECTallMy NepCoHalia

Oprann30BbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU TPYAOBOTO 3aKOHOAATENHCTBA Poccuiickoi
Denepalu 1 JJOKAJIbHBIMU aKTaMH OpraHu3aluu

PaboTaTh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIyraMH
1 CepBHCAMHU 0 BOIIPOCAM aJMHUHUCTPHPOBAHHUS
TOKYMEHTO000pOTa MPH MIPOBEACHNUH OLIEHKH U aTTeCTalluU
nepcoHasia

DopMUPOBATH TIPEIIIOKEHUS TI0 ABTOMATH3AIIUU U ITU(DPOBU3AITIT
mporecca aJIMUHUCTPUPOBAHUS TOKYMEHTOO00pOTa MPHU
[POBE/ICHNUY OIIEHKHU U aTTECTAIIMU NIEpCOoHaa

OO6ecnieunBaTh COOTIOICHUE TPSOOBAHHI 3aKOHOAATEIILCTBA
Poccuiickoit denepaliiy 1 KOPIOPATUBHBIX MOJUTHK pabOTOAATENS
B 00s1acTH 00pabOTKH MEPCOHATBHBIX JAHHBIX H
KOH(DHICHIIMAIBHON HH(DOpMaIUn




BecTtu n1enoByro nepenucky

Co01r0/1aTh HOPMBI ITHKH JIEJIOBOTO OOIICHUS

HCO6XOI[I/IMLIC 3HaHUA

HOpSII[OK O(bOpMJ'ICHI/IH, BCACHUA U XPAHCHUA NJOKYMCHTAIIUU,
CBSI3aHHOM C IMPOBCACHUEM OIICHKHU M aTTCCTAllUM IICPCOHAIA

[lopsimox ¢popmupoBanus, BeAeHHs 0a3bl TaHHBIX O EPCOHANE
OpraHu3aliy, NOPsJ0K NPEJCTABIECHUS OTYETHOCTH

TapudHo-kBanuduKaMOHHBIE CIPABOYHUKHU pabOT U Mpodeccuii
pabounx 1 KBaTH(PHUKAIMOHHBIC XapaKTEPUCTUKH JODKHOCTEH
CIIy)KallluX, NpoecCHOHATbHBIE CTAHAAPTHI

[Topsimox mpoBeACHHUSI 3aKyIIOYHBIX MpoLeayp U ohopmiieHus
COINYTCTBYIOIIECH JOKYMEHTAIIUU

[Topsimox oopmiieHUsT JOKYMEHTOB, ITPEIOCTABISIEMBIX B
rocy/iapCTBEHHBIE OPTaHbl, PEJACTABUTENbHbIE OpraHbl pA0OTHUKOB

OCHOBBI TOKYMEHTOO00OPOTAa U JJOKYMEHTAITMOHHOTO 00eCIIeUeHUs

OpraHuzalioOHHasi CTPYKTypa OpraHu3aluy 1 BAKaHTHbBIE
MOJKHOCTH (Tpodeccrn, CeanTbHOCTH)

Crnienanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE
YCIIYTU ¥ CEPBUCHI aIMUHUCTPUPOBAHUS TOKYMEHTOO00pOTa
[IPOLIECCOB OLIEHKH U aTTECTALMK IIEpPCOHAIIA, BEICHUs y4eTa
KaH/IMJaTOB HAa BAaKaHTHBIE JOJKHOCTH (Tpodeccuu,
CHELUATbHOCTH), IPAHULIBI UX IPUMEHEHUSI

HopmaTtuBHBIE IPaBOBBIE aKThl, ONPEAEIIAIOLINE HOPMBI TPYJOBOTO
paBa

OCHOBBI ApXUBHOT'0 3aKOHO/IATEJILCTBA 1 HOPMATUBHBIC TIPABOBBIC
akThl Poccuiickoit denepanuu B 0071acT BECHUS TOKYMEHTALIUN
[10 TIEpCOHAITY

3akoHoaarenscTBO Poccuiickoit denepanuy o nepcoHanbHbIX
TaHHbIX

TexXHOIOrnH, METOAbI U METOAMKY ITPOBEICHUS aHAIN3a U
CHCTEMaTH3alll1 JOKYMEHTOB U HH(opManum

JIokanbHbBIE HOPMATUBHBIC aKThl OPraHu3aluu, peryjiupyromuc
MOPAJOK OLICHKW W aTTCCTAllMK ICPCOHAJIA

[lopsi1oK 3aKIIF0OYEHUS JOTOBOPOB (KOHTPAKTOB)

[IpaBuiia BeieHNs 1€710BON NEPENUCKH

HopMmbl 5THKH J1€10BOT0 OOIIEHHUS

JIpyrue
XapaKTepUCTUKU

3.4. O0001IeHHAs TPYAOBasA PyHKIUSA

HanmMenoBanue/leATeIbHOCTD 110 pa3BUTHIO Kon E YpoBeHb KBaNU(UKAIIH E

repcoHana




[Ipoucxoxnenue
0000111eHHOH TPY0BOI

byHKIMN

Opurunan X [3aMMCTBOBaHO
13 OpUTHHAJIa
Kon Perucrpannonuslii
OpUTHHAaNa HOMED
podecCHOHAIBEHOTO
CTaHzapra

Bo3mosxHbBIE CrienuaincT Mo pa3BUTHIO U 00YUEHUIO ITepcoHaa
HAaVMEHOBAHUS Crenuanuct 1o pa3BUTHUIO Kapbephl IEPCOHAIA
TOJIKHOCTEH, CrienuaiucT Mo nepcoHaty

npodeccuii MenepKep 1o nepcoHaly

TpebGoBaHus K
00pa3oBaHUIO U
00yUeHUIO

Briciiee oOpa3zoBanue - bakanaBpuar

120078

Briciiee oopa3zoBanue (HenpopuiibHOe) - OakaiaBpuaTr u
TOTIOJTHUTEIFHOE MPO(hEeCCHOHATFHOE 00Pa30BaHUE - IPOTPAMMBI
podeccHoHaIbHON ePENOATOTOBKY B 00JIACTH YIIPABICHHUS
[epCOHAJIOM MJIH B 00JIACTH Pa3BUTHS M TOCTPOCHUS
podeccroHabHON Kapbephl epcoHalia

TpeboBaHUs K OIBITY
PAKTHYECKON paboThI

OcoObIe yCIToBUS
onycka K pabore

[pyrue PexoMeHyeTcs JOMOIHUTENbHOE MPOEeCcCHOHATbHOE 00pa30BaHKe

XapaKTePUCTUKU - POTPAMMBI TIOBHITIICHHS KBATH(DHUKAITNH B 00JIACTH YIIPABIICHUS
[epcoHaIoM WM 00YYeHUs, WIH Pa3BUTHUS MIEpPCOHAA

JlonoJIHUTeIbHbIE XAPAKTEePUCTUKH
HanmenoBanue Konx HaumeHnoBanue 6a30Boii rpynibl, 1OKHOCTH
JIOKYMEHTa (mpodeccun) UM cnenuaTbHOCTH
OK3 2424 CrienayiucThl B 00J1aCTH TTOATOTOBKHU M Pa3BUTHS
nepcoHasna

EKC - MeHepKep 110 IEPCOHATY

OKIIATP 26583 Crnenayiuct 1o Kajapam

OKCO 5.38.03.02 |MeHemKMEHT
5.38.03.03 |YmpaBneHue nepcoHaioM

3.4.1. TpynoBasi pyHKumst



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

HaunmenoBanue/Opranuzamnus u Kox |D/01.6 YpoBeHb (OypOBEHB)
[MPOBEJICHUE KBaTH(UKATTIT
MEPOIPUATHH 110
Pa3BUTHIO U TTOCTPOCHHUIO
npodeccruoHaNbHON
Kapbephl IIepcoHasa

il

[Ipoucxoxnenue |OpuruHan X [3auMCcTBOBaHO U3
TPYAOBOM OpUTrHHaIa
byHKIMH

Kon opurnnana PeructpanimoHHbIN
HOMED
npodecCuoHaIBHOTO
CTaHJapTa

TpynoBbie 1eCTBUS

[ToaroToBka MpOEKTOB JOKYMEHTOB, ONPEICIISIIONIUX MTOPSAI0K
[Pa3BHUTHS MTEPCOHAA U IOCTPOCHUS MPO(HEeCCHOHATEHON Kapbephl C
OLICHKOM 3aTpar

PazpaboTka naaHoB NpodeccHoHaNIbHOM Kapbephl IEpCOHAIA

DopMHUpoBaHUE KaJPOBOTO pe3epna

Oprasu3zanys MEPOIPHUATHI MO PA3BUTHIO U TOCTPOEHUIO
npodeccroHaIbHON Kapbephl epcoHalia

[ToaroToBka nmpeuiokeHuit mo popMupoBaHuio OrKeTa Ha
OpraHU3aLUI0 U MPOBEACHUE MEPOIIPUATUN IO PA3BUTHUIO U
[OCTPOEHHIO MPO(EeCCHOHAILHON Kapbhephl IEPCOHANA

AHanu3 3 PEeKTUBHOCTH MEPONPUATHIA IO Pa3BUTHIO [IEPCOHATIA,
[TOITOTOBKA MPEJIOKEHUH 10 Pa3BUTHIO

HeoOxoanMelie ymMeHUs

AHaTU3UPOBATh YPOBEHH OOIIETO Pa3BUTHA U NMPO(PECcCHOHATBHOM
KBaJIM(UKALMU TIEpCOHaa

OnpenensiTh KpaTKOCPOUYHBIE U I0JITOCPOYHBIE TOTPEOHOCTH
[pa3BUTHS IEpCcOHAa U TOCTPOSHHS €ro NpodhecCHoHaNbHOM
Kapbepbl

Onpenensith KpuTepuu GOPMUPOBAHUS KAIPOBOTO pe3epBa
OpraHu3aIum

CoCTaBIISITh WHIAWBUAYAJIBbHBIC IIJIAHBI KAPBECPHOT'O PAa3BUTUA
repcoHana

[IpyMEHSTHh TEXHOJIOTUU U METO/IbI Pa3BUTHSI IIEPCOHANA U
NOCTPOEHMS MPOPECCHOHATBHON Kapbepbl

CocTaBIATh NPEJIOKEHNS U KOHTPOJIMPOBATh CTAThU PACXOA0B HA
[IPOrpaMMbl U MEPOIIPHUATHS 110 Pa3BUTHIO MIEPCOHAIA U
MOCTPOCHUIO MPO(ecCHOHANBHOM Kapbephl IS IJIaHUPOBAHUS

OIOIKETOB




Onpenensith 3 (HEKTUBHOCTH MEPONIPUSATHI 110 PA3BUTHIO
epcoHaja U NOCTPOCHUIO NPO(ecCHOHATbHON Kapbhephl

PaGotath ¢ H”HPOPMAIIMOHHBIMH CHCTEMaMU, IU(DPOBBIMU yCITyraMu
1 CepBUCAMH T10 YIPABICHHIO IEPCOHAIOM B 00JIACTH €T0 Pa3BUTHUS
U IOCTPOEHUS TPO(eCCUOHATLHOM Kapbephl

DopMupOBaTh NPEJIOKEHUS 110 aBTOMATH3alMU U LU(POBU3ALIUU
[IPOIIECCOB PAa3BUTHUS U MOCTPOEHUSI MPO(HECCHOHAIBHON Kapbephl
nepcoHasna

O6ecmeunBaTh COOTIOICHUE TPEOOBAHNH 3aKOHOIATEIHCTBA
Poccuiickoit @enepanuy 1 KOPIOPATUBHBIX MOJTUTHUK B 001aCTH
00pabOTKN EPCOHATBHBIX JAHHBIX U KOH(DHUICHIIMAIBHON
nHbOpMaIu

C06.IIIOI[3.TL HOPMBI OTUKH JACJIOBOTO O6H.[CHI/I$I

Heo0xoauMble 3HAHUS

Cuctema, cioco0bl, METO/Ibl, THCTPYMEHTBI IOCTPOCHHUS
podeccrnoHabHOMN Kapbephl

MGTOI[BI OMpCacCICHUA U OUCHKU JIMYHOCTHBIX U
HpO(beCCI/IOHaJ'IBHBIX KOMHeTeHHI/Iﬁ

CucreMbl, METOJIbI U (HOPMBI MAaTEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIUPOBAHUS TPYJla epcoHaa

TexHonoruu u MeTo1bl HOpPMUPOBAHMSI ¥ KOHTPOJIS OIOIKETOB

TexXHOJI0ruH, METObl U METOAMKYU aHAIN3a U CUCTEMATU3ALUN
TOKYMEHTOB U MH(OpMallun

OcHOBBI IPOHECCHOHATLHOW OPUCHTAITUN

OCHOBBI JIOKYMEHTO000POTA ¥ TOKYMEHTAIIMOHHOT'O 00€CIICUCHHS

OCHOBEI HpOI/I3BO[[CTBeHHOI71 ACATCIIBHOCTH OPraHu3aliuu

OCHOBBI OOIIIEH U COIMATTLHON TICUXOJIOTHH, COITHOJIOTHH U
[ICUXOJIOTHH TPyAa

Opranu3anroHHas CTPYKTypa OpraHU3allii U BAKAHTHBIC
MOJKHOCTH (Tpodeccun, CneranTbHOCTH)

TapudHo-kBanudrKaMoOHHBIE CIPABOYHUKHU pabOT U Mpodeccuii
pabounx 1 KBaTH(PUKAIMOHHBIC XapaKTEePUCTUKH JOIDKHOCTEH
CIIy)KalluX, NpoecCHOHAIbHBIE CTAHAAPTHI

HopmaTuBHBIE IPaBOBBIE aKThl, ONPEEIISAIOLINE HOPMBI TPYJOBOTO
npaBa

3akoHoaarenscTBO Poccuiickoit denepanuy o nepcoHanbHbBIX
TAHHBIX

JlokasibHbIE HOPMATHUBHBIE aKThl OpPraHU3aINH, PETyIUPYIOLIUe
[OPSAOK PA3BUTHS U IOCTPOEHUS MPO(PeCcCHOHAIBHON Kapbephl
repcoHana

[TopsiTOK 3aKJIFOUEHHS TOTOBOPOB (KOHTPAKTOB)

Criennann3upoBaHHble HH()OPMAIMOHHBIE CUCTEMBI, IIU(PPOBBIE
YCIYT'H U CEPBUCHI 110 YIIPABICHUIO IIEPCOHAIOM B 00JIaCTH €TI0
[pa3BUTHS U IOCTPOEHUS MPOo(ecCHOHAIbHON Kapbephl, TPaHUIIbI UX
[IPUMEHEHUS

OCHOBHBIE METPUKH U aHATUTUUECKUE CPE3BI B 00JIACTH Pa3BUTHS U
OCTPOECHUS Kapbephl IEPCOHANA

HopMmbl 5THKH 1€7T0BOTO OOLIEHUS




JIpyrue -
XaPaKTCPHUCTUKNU

3.4.2. TpynoBas pyHKuust

HaumenoBanueOpranusanus ooyuenus | Kox |D/02.6 YpoBeHb (I0ypOBEHB)
nepcoHasna KBaJIH(pUKaLUU
[Ipoucxoxaenue |[OpuruHai X [3auMCcTBOBaHO U3
TPYIOBOM OpUruHaia
byHKIIUN

Kon opurnnana PeructpannoHHbIif
HOMEp
npoQecCHOHaIBLHOTO
CTaHaapTa

Tpynossle neiicTBus  |Pa3paboTka MPOEKTOB JIOKAIBHBIX aKTOB 10 00YYEHUIO U PA3BUTHIO
[epcoHalIa ¢ OLIEHKOM 3aTpar

Pa3paboTka yueOHBIX MIIAHOB, METOJAMYECKUX MAaTEPHUATIOB U
MporpaMM 00ydeHHs IepcoHaa

Opranu3anys MEponpusITUH 0 00YUEHHIO IEpCOHATIA

[lonroroBka mpennoxxeHuit o GpopMUpOBaHHIO OIOIKETa Ha
OpraHu3anuio 00y4YeHus IepcoHaa

AHanu3 > QEeKTHBHOCTH MEPONPUATHIA IO 00YUEHHIO NTepcoHaIa

Heo6xonumeie ymenust |OnpenessiT HOTpeOHOCTH B 00y4eHHH TPYIII TIEpCOHANa B
COOTBETCTBHUH C IIEISIMUA OpraHU3aIiH

AHAIU3UPOBATh PHIHOK 00pa30BaTEIbHBIX YCIYT U TOTOBUTH
[IPEJI0KEHUS 110 TIOCTABIIMKAM YCIIyT

OpraHI/I3OBI>IBaTb o6yt1a10111ne MCPOIIPpUATHUSA

CocTaBisATh U KOHTPOJIIMPOBATH CTAThbH PACX00B Ha 00yueHue
nepcoHaa Jisl INIAHUPOBAHHUS OIOJKETOB

MaTCPHAJIbL

PazpabaThiBaTh 1 KOMILIEKTOBATH Y4€OHO-METOJUUECKIE

[Tpon3BoaUTE OLICHKY 3P (HEKTUBHOCTH OOYUEHHsI TIEpCOHAa

TOrOBOpPOB

[Ipon3BOUTE NpeaBapUTEIbHBIE 3aKYITOUHbIE MPOLIETYPhI U
oopMieHHEe COMTYyTCTBYIOLIEH JOKYMEHTAIUH 10 3aKIIOUEHHIO

PaGoTaTh ¢ MHPOPMAITMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCITyraMH
U cepBUCaMU B 00s1acTH 00y4eHHs epcoHasa

dopMUpOBaTh MPEIIOKECHUE TI0 ABTOMATHU3AINU U TU(PPOBU3AIIH
npoiecca 00yueHHs IepcoHaa




Pa3pabaTbiBaTh 1 0QOPMIIATE JOKYMEHTHI IO MpOLieccaM
OpraHu3aluy 00yueHHsl IepcoHala U X pe3ysibTraTam

O6ecneunBaTh COOIIOICHUE TPEOOBAHNH 3aKOHOIATEIHCTBA
Poccuiickoit @enepannu 1 KOPIOPATUBHBIX NOJIUTUK B 00IaCTH
00pabOTKH MEPCOHATIBHBIX JAHHBIX U KOH(PHICHIMAIBHON
MHpOpMALIUU

Bectu ACJIOBYIO INICPCIIUCKY

Co061110/1aTh HOPMBI ITHKH JIETIOBOTO OOIIEHUS

HCO6XOI[I/IMLIG 3HaHUA

MeTopl, FHCTPYMEHTBI HCCIIEI0BAaHHS IOTPEOHOCTH B 00y4YECHHH
nepcoHana

MeToo0s10r1s 00ydeHus

TexHOMOruK, METOAbl U METOIMKHU aHAIN3a U CUCTEMATHU3AIII
TOKYMEHTOB U MH(pOpMaLIUU

[lopsimox pa3paboTKH MJIaHOB MOATOTOBKH, EPETIOATOTOBKHU U
MOBBIIICHHS KBATH(DUKAIIUH IEPCOHANA, YICOHBIX TUTAHOB U
nporpaMm

CucreMbl, METOJIbI U (HOPMBI MAaTEPUATBHOTO U HEMATEPHAIBHOTO
CTUMYJIMPOBAaHUs TPyJia IEPCOHAIA

TeXHOJIOTMM 1 METOABI Q)OpMHpOBaHI/ISI 1 KOHTPOJIA 6I-O,Z[)KCTOB

HOprI[OK BCACHUS YUCTA U OTYCTHOCTH I10 ITOATOTOBKE H
ITOBBIIICHHIO KBaJII/I(I)I/IKaHI/II/I NepcoHalia

OCHOBBI JOKYMEHTO000POTA 1 TOKYMEHTAIIHOHHOTO 00eCTIeYeHNUsI

OCHOBBI O0IIICH U COLMAIBHOM IICUXOJIOTUH, COLIMOIOTHH 1
TICUXOJIOTHH TPYia

Tapudno-kBanupuKaMOHHbIE CIIPABOYHUKH paboT U npodeccuil
pabounx 1 KBaTM(PUKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH
CJIy’KallluX, IPO(EeCCHOHAIBHBIE CTAHAAPTHI

OCHOBHBIE MOJOXKEHUS IPakJaHCKOI0 3aKOHOJaTEIbCTBA
Poccuiickoit @deaepanuu B chepe 3aluThl HHTEIUIEKTyaTbHON
COOCTBEHHOCTHU

[lopsiiok mpoBeAeHMsI 3aKyIIOYHBIX MpoLEeyp U oopmiieHus
COIYTCTBYIOLIEH JOKYMEHTAUU

OpranuzaliioHHasi CTPYKTypa OpraHu3aluu

HopMmaTuBHBIE ITpaBOBBIE aKThl, ONPEAEIIAIONINE HOPMbI TPYAOBOTO
rpaBa

(OCHOBBI ApXUBHOI'0 3aKOHO/IATEJIbCTBA U HOPMATUBHBIE IIPABOBbBIE
akThl Poccuiickoit Deaepariy B 0071aCTH BEACHUS JOKYMEHTAIIMHI
[10 epCcoHATy

OCHOBBI HAJIOT'OBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OCHOBBI 3aKOHO/IaTEILCTBA 00 0O0pa3oBanuu Poccuiickoi
Denepannn

3akoHoaarenscTBO Poccuiickoit denepanuu 0 nepcoOHaNbHbBIX
TaHHBIX

JlokabHBIE HOPMATUBHBIE AKTHl OPTraHU3aINY, PETYIHPYIOIINe
oOyueHue nepcoHaa

[Topsi1oK 3aKIJIFOUEHMSI TOTOBOPOB (KOHTPAKTOB)

CHeI_II/IaHI/ISI/IpOBaHHLIe I/IH(I)OpMaI_II/IOHHLIe CUCTCMBI, I_[I/I(ppOBLIe




YCIIYTU ¥ CEPBUCHI B 00J1aCTU 00yUYeHUS IIEPCOHAA, TPAHULBI UX
NpUMEHEHHUs

OCHOBHBIE METPUKHU M aHAJTUTUYECKUE CPE3bl B 00J1aCTH 00yUeHHUS
nepcoHana

[IpaBusa BeeHuUs 1€JI10BOU NIEPEIUCKU

HOpMBI 9THUKHU OCJIOBOI'O 06H_ICHI/I}I

JIpyrue -
XapaKTEPUCTHKU
3.4.3. TpynoBas pyHkums
HaumenoBanune/Opranusanus aganraiuu| Kon [D/03.6 VYpoBeHb (MOAYpPOBEHb)
1 CTaXHPOBKH KBaJH(PHUKAIINN
nepcoHasa
Ipoucxoxaenue |[OpuruHai X [3auMcTBOBaHO U3
TPYIOBOM OpUTrvHaia
GbyHKIIUN

Kon opurnnana PerucrpannoHHbIif
HOMEp

po¢heCCHOHATEHOTO

CTaHIapTa

TpynoBbie 1EUCTBUS

PazpaboTka MIaHOB aJJaNTalliy, CTAXKUPOBKU NIEPCOHANA C OLIEHKOM
3aTpar

Opranuzaiys MEpONpHUsITHI MO aJlalTalliK, CTAXXKUPOBKE NepCcoHaIa

HOI[FOTOBKa Hpe)IJ'IO)KCHI/Iﬁ 110 COBCPIICHCTBOBAHNIO CUCTEMBI
aJlalTalfiy, CTAXKUPOBKHU IICPCOHAJIA

[lonroroBka mpeanoxkeHuit mo GopMUPOBaHHIO OIOIKETa Ha
OpraHU3aIMIo aJanTalliy U CTAKUPOBKH MEpCcoHaa

AHanu3 > PEeKTHBHOCTH MEPOTIPUSATHIA MO aJanTallul 1
CTa)XMPOBKE IEPCOHANA

Heobxoaumbie ymeHUs

OHpC,Z[eJ'IHTL I'pynnbl IIEpCoHalIa JJI1 CTAXKUPOBKH U aJldallITallN

OnpenensTs paboyne MecTa AJisl IPOBEACHUS CTAXUPOBKU U
aJanTanuy nepcoHaa

CortacoBBIBaTh MCPOIPUATHA I10 aJalITalluh U CTAXKUPOBKE C
[BOSMOXXHOCTSIMHU ITPOU3BOACTBA

HpOI/I3BOI[I/ITI) AHAJIN3 1 OLUCHKY PE3YJIbTAaTOB aAallTallul U
CTAXXHUPOBOK IICpCOHAJIa

CoCTaBIIATh MNPCIAJIOKCHUA U KOHTPOJUPOBAThL CTATbH PaCXo0a0B Ha
[MPpOrpaMMbl U MCPONIPHUATHUSA IO aAallTalluid U CTAXKUPOBKEC




TICPpCOHAJIa OJI IIJIAHUPOBAHUSA 6IOIL)I(€TOB

[Tpon3BOIUTH OIICHKY 3P PEKTUBHOCTHA MEPOTIPUATHIA IO aIalTalluN
U CTaXKMPOBKE IEPCOHAA

BHe)IpHTB CUCTCMBbI BOBJICUCHUS nepCOHana B KOpHOpaTI/IBHYIO
KYILTYPY

PaboTaTh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIyraMH
11 CEpBHCAMH I10 YIPABIECHUIO IEPCOHAIIOM B 00J1aCTH afanTaluu U
CTa>KMPOBKH IEPCOHAIIA

qDOpMHpOBaTL OpEAJIOKCHUC 110 aBTOMATU3alluu U I_[I/I(I)I)OBI/IBH.I_II/II/I
MMPONCCCOB aJanTallvui U CTAXKUPOBKHU IICPCOHAJIA

O6ecnieunBaTh COONIOICHUE TPEOOBAHMIA 3aKOHOIATEIILCTBA
Poccuiickoit @enepanuu 1 KOPIOPATUBHBIX OJUTHK B 00J1aCTH
00pabOTKM EPCOHATBHBIX JAHHBIX U KOH(PHUACHIIMAIBHON
nHbOpMaIun

Bectu 1enoByro nepenucky

Co0:1101aTh HOPMBI 3THKH JICJIOBOT'O OOIIICHHS

HeoOxoanMele 3HAHUS

MeTO,I[BI azanraigyuy U CTAXXHUPOBOK IIEPCOHATIA

TCXHOJ’IOFI/II/I, MCTOABI U METOAUKHA MTPOBCACHUSA aHAIN3a U
CUCTCMATHU3allUN JOKYMCHTOB U I/IH(l)OpMaI_[I/II/I

HOpH,I[OK paBpa6OTKI/I IJIAHOB aAgallTallkur IICPCOHAJIa Ha HOBBIX
pa60q1/1x MCCTax, MOAroToBKU, NCPCIIOATOTOBKHN M ITOBBINICHU A
KBaJ'II/I(bI/IKaHI/II/I ICpCOHAJIA U OpraHnu3aniu CTAXKMUPOBOK

[Topsimok cocTaBiIeHMsI CMET 3aTpaT Ha aJaNTaluio U CTAXKUPOBKY
nepcoHana

HOpSII[OK BCACHUA yUCTa U OTYCTHOCTHU I10 agallTallu U CTaAX KUPOBKE
[CpCOHAJIA

CucreMbl, METOJIbI U (HOPMBI MaTEpUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHMs TPyJla NEPCOHAIA

TexHonmoruu u MeToibl HOpMUPOBAHMSI ¥ KOHTPOJIS OI0IKETOB

OCHOBBI OOIIIEH U COIMANBEHOM MCUXOJIOTHH, COITMOJIOTHHU U
[ICUXOJIOTHUH TPyAa

Opranu3anuoHHas CTPYKTypa OpraHU3allii U BAKAHTHBIE
OJDKHOCTH (PO eCCHH, CIIeITUATbHOCTH)

TapudHo-kBanupUKAIMOHHBIC CIIPABOYHUKN padboT 1 podeccuit
pabounx 1 KBaTH(PUKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH
CIIy’KallInX, TPoeCCHOHATLHBIE CTaHAAPTHI

Criennann3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, LIU(PPOBBIE
YCIIYTU ¥ CEPBUCHI 110 YIIPABJICHUIO [IEPCOHATIOM B IIPOLIECCE
aJanTally U CTAKUPOBKH, IPAHUIBI UX IPUMEHEHUS

OCHOBHbBIE METPUKHU U aHAJIMTUYECKHE CPe3bl B 00JIaCTU MPOIIECCOB
aJanTaluy U CTAKUPOBKH MEPCOHAA

HopMmaTuBHBIE TpaBOBBIE aKThI, ONPEAEIIAIOIIAE HOPMBI TPYAOBOIO
paBa

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNbeTBa Poccuiickoit denepanumn

3akoHoaarenscTBO Poccuiickoit denepaniuy o nepcoHanbHbIX
TAaHHBIX

JlokasibHbIe HOPMATHBHBIE aKThl OPraHU3AlMH, PETYIUPYIONINE




QIanTaIMio ¥ CTAXUPOBKY MEpCOHANA
OCHOBBI IOKYMEHTO000POTA ¥ JOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS
[Topsi10K 3aKIIIOYEHHUs JOTOBOPOB (KOHTPAKTOB)

[IpaBua BeeHUs 1€JI10BOU NIEPEIUCKU

HopMbI 3THKH €TT0BOTO OOIIEHMSI

JIpyrue -
XapaKTePUCTUKU
3.4.4. TpynoBasi pyHKUMS
HanmMeHnoBanne|A IMUHUCTpUPOBaHUE Koxn [D/04.6 YpoBeHb (01ypoBeHb) (6
MTPOIIECCOB PA3BUTHSI U KBaJTM(DUKATTAH
[MOCTPOCHHUS
poQecCroOHaATBHOM
Kapbepbl, 00ydeHHS,
aIanTaluy, CTAKUPOBKH
repcoHana u
COOTBETCTBYIOIIETO
TOKyMEHTO0000pOoTa ]
[Ipoucxoxnenne |OpuruHan X [3auMcTBOBaHO U3
TPYIOBOM OpUTrMHaia
byHKIIUN
Kon opurnnana PeructpannoHHbIM
HOMED
po¢heCCHOHATBEHOTO
CTaHaapTa

Tpynossle neiictBus  |JIoOKyMeHTAaIIMOHHOE O0ECTIeYeHHE PE3YIbTaTOB MEPONPHUATHIA IO
Pa3BUTHUIO U TTOCTPOSHUIO MPO(HECCHOHATILHOM Kaphephl, 00YICHHIO,
aJanTally U CTA)KUPOBKE NEpcoHasa

[lonroroBka MHAMBUAYAIBHBIX [IPEIJIOKEHUN HA OCHOBE
[PE3yJIBTaTOB IIPOBEICHUS MEPOIIPUATHH 110 PA3BUTHIO U
[IOCTPOSHHIO NMPO(HECCHOHAIBHON Kapbephl, 00YUEHHI0, aJalTalluu
VI CTa)KUPOBKE IEpCOHANIA

[loaroToBKa MPEIOKEHUI IO COBEPIIEHCTBOBAHUIO CUCTEM
00y4yeHHUs, alanTallui U CTAXXKUPOBKH, Pa3BUTHUS U TOCTPOCHUS
podeccroHaIbHOM Kapbephl EpcoHaa

ConpoBOKI€HUE T0TOBOPOB Ha OKAa3aHUE KOHCYJIbTallMOHHBIX,
MH(POPMAIIMOHHBIX YCIIYT, HEOOXOIUMBIX JUISl TPOBEIACHUS
oOyueHus1, alanTaluu U CTAXKUPOBOK, PA3BUTHS U TIOCTPOEHUS




podecCHOHATBHOM Kapbephl EPCOHAA, BKITFOYAs
Npe/IBapUTEIILHBIC TPOIICYPHI 10 UX 3aKITFOUCHUIO

Heobxoaumbie ymeHuUs

O opMIATH TOKYMEHTHI 110 BOIPOCAaM MPOBeACHUS 00ydeHus,
aJanTaluy U CTAXXUPOBKH, PA3BUTHUS U IOCTPOECHUS
npoeccuoHalbHOM Kapbephl IEpCOHAlIa, IPEOCTaBISIEMbIC B
roCy/IapCTBEHHBIC OPTaHbI, PEJACTABUTEIHLHBIC OPTaHbl pA0OTHUKOB

ObecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKACHUE 00YICHUS,
aJanTaluy U CTAKUPOBOK, Pa3BUTHS U MTOCTPOCHUS
podeccroHalbHON Kapbephl epcoHalia

AHaJIM3UPOBATh IPaBUIIA, IPOLIEYPHI U OPSAIKH ITPOBECHUS
oOyueHus1, aIanTalluy U CTAKUPOBKH, Pa3BUTHS U MOCTPOCHUS
podeccroHalbHON Kapbephl epcoHalia

Oprann30BbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU 3aKOHOIaTenbCTBA Poccuiickoit deneparuu u
JIOKQJIbHBIMU aKTAMU OPraHu3aluu

PaGotath ¢ ”HPOPMAIMOHHBIMY CHUCTEMaMU, IU(PPOBBIMU YCIyTaMu
1 CEpBHUCaMHU IT0 BOIIPOCaM aJIMUHUCTPUPOBAHUS
TOKYMEHTO000pOTa MPOLIECCOB O0YUCHHMSI, aJafTal[UH U
CTa>KUPOBKH, PA3BUTHA U IOCTPOEHUS PO(ECCHOHAIBHOM Kapbephl
nepcoHaa, BeCHHs yueTa KaHIUIaTOB Ha BAKAHTHBIE JOKHOCTH
(mpodeccun, cnenuaibHOCTH)

DopMUpOBaTH MPEJIOKEHUE 110 ABTOMATHU3ALNU U TU(PPOBU3AINH B
00JIaCTH aIMUHUCTPUPOBAHHS JOKYMEHTOO0O0POTa IPOLIECCOB
00y4YeHHs, aIaN Tl U CTAXKUPOBKH, PA3BUTHUS M MOCTPOCHHUS
npodeccroHaIbHOM Kapbephl, BEICHHS yieTa KaHAHaTOB Ha
BaKaHTHBIE TOJDKHOCTH (Tpodeccru, CrIerMaaIbHOCTH)

O6ecmeunBath COOIIOICHUE TPEOOBAHUI 3aKOHOJATEIHCTBA
Poccuiickoit @eaepaninu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH
00pabOTKM EPCOHATBHBIX JAHHBIX U KOH(PUACHIIMAIBHON
HpOpMaIu

Bectu ACJIOBYIO IICPCIUCKY

Co0:1101aTh HOPMBI DTHKH JCJIOBOT'O OOIICHHS

HeoOxoanMele 3HAHUA

[Topsimok opopmieHust, BeCHUS U XPaHSHHsI TOKYMEHTAIINH,
CBSI3aHHOMW C CUCTEMOI 00yueHUsl, aAanTalyi U CTaXKUPOBKH,
[pa3BUTHS U NOCTPOEHHUS MPO(decCHOHATLHON Kapbephbl IepcoHalia

[lopsimox popmupoBaHus, BeAeHHs 0a3bl JTaHHBIX O IEPCOHANE
OpraHu3alyy, NOPs 0K NPEACTABICHNS OTYETHOCTH

HopmaTuBHBIE IPaBOBBIE aKThl, pETyIUpPYIOLINE IpaBa U
00513aHHOCTHU F'OCYAapCTBEHHBIX OPTaHOB U OPTraHU3alMHU T10
PEIOCTABJICHNIO YUETHON JOKYMEHTAUU

[lopsimox oopmiieHUs: JOKYMEHTOB, IPEICTABISIEMBIX B
roCcyJapCTBEHHBIC OPTaHbl U UHBIE OPraHU3alNN

OCHOBBI IOKYMEHTO000POTa M TOKYMEHTAIIMOHHOTO 00eCIIeYeHHUS

[lopsi1oK poBeIeHUs 3aKyIOYHBIX NPOLEAYpP U OhOPMIICHHUS
COITYTCTBYIOIIEN TOKYMEHTALIMH

OpraHuzaloHHasi CTPYKTypa OpraHu3alluy 1 BAKaHTHbBIE
TOJDKHOCTH (PO eccuy, CeNUaIbHOCTH)

TapudHo-KkBaTU(UKAIMOHHBIC CIIPABOYHUKH padboT 1 nipodeccuit




pabounx u KBaJu(UKaLUOHHbIE XapaKTEPUCTUKH JOJIKHOCTEN
CIIy)KallluX, Npo¢ecCHOHATBbHBIE CTAHAAPTHI

Crienanu3upoBaHHble HH(OPMALIMOHHBIE CUCTEMBI, LIU(POBBIE
YCIYTH U CEPBUCHI B 00JIACTH aIMHUHUCTPUPOBAHUS
NTOKYMEHTO000pOTa 110 BOIpocaM 00ydueHHMsl, aAanTaluy 1
CTaKUPOBKH, Pa3BUTHS U TIOCTPOCHHUS IPOPECCHOHATTLHON Kapbephl,
BEJICHUS yUyeTa KaHAUJAaTOB Ha BaKaHTHBIE TOJDKHOCTH (mpodeccun,
CHEIMAJIbHOCTH), TPAHUIIbl UX TPUMEHEHHUS

HopmaTuBHBIE PaBOBBIE AKThI, ONPEACIAIONINE HOPMBI TPYIOBOTO
paBa

OCHOBBI apXUBHOT'O 3aKOHOJATENIBCTBA 1 HOPMATUBHBIE IIPABOBBIC
axTbl Poccuiickoit denepannu B 001acT BEJEHUS TOKYMEHTaLUN
10 MIEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBA Poccuiickont denepanun

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHanbHbIX
TAaHHBIX

TexHonornu, METObI U METOJUKY IPOBECHUS aHAIN3a U
CHCTEMaTH3aIl1 JOKYMEHTOB U HH(opManuu

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3aLlUU, PETYIHPYIOIINE
MOPSIOK Pa3BUTHSI U MOCTPOCHUS MPO(ECcCHOHABHOM Kapbephl,
00yueHus, alanTallii U CTAKUPOBKH ITEpCOHasa

[Topsiiok 3aKIIF0UEHMS TOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BEJICHUS JIET0BOM MCPCIHUCKA

HopMbI 5THKH [€10BOT0 00IIeHUS

JIpyrue

XaAPAKTCPHUCTHUKN

3.5. O0o01meHHas TpyaoBass PyHKIUMS

HaI/IMCHOBaHI/IeHeHTeHLHOCTB I10 OpraHu3anuu KO,I[ ypOBeHB KBaJ'II/I(bI/IKaI_II/II/I ﬂ

TpyJa u

OIJIaThI IEPCOHAJIA

[Ipoucxoxnenue
0000111eHHOH TPY0BOI

byHKIUN

Opurunan X [3aMMCTBOBaHO
13 OpUTMHAIA

Kon PerucrpannonHslii
OpUTHHAJIA HOMED
pohecCHOHAIBEHOTO
CTaHIapTa

[BozmosxHBIE

ICrienmanucT 1o HOPMHPOBAHMIO U OILTATE TPY/A




HANMEHOBAHUS CrnenuanucT o OpraHu3aliy U oIIaTe Tpyaa
TOJDKHOCTEH, CrieranucT Mo KOMIEHCALUSAM U JIbroTaM
npodeccuit CrienuaiucT Mo nepcoHaty

MeHeKep 10 epCoHaTy

TpeboBanus k Briciiee oOpa3zoBaHue - bakanaBpuar
00pa3oBaHUIO U Tn
00y4EeHHIO Briciiee oOpa3oBanue (HenpopuibHOe) - GakaiaBpuar u

TOTIOTHUTEIBHOE TPO(EeCCHOHATIbHOE 00pa30BaHuUE - TPOrPaMMBbI
podeccoHabHON ePEeNOATrOTOBKY B 00JIACTH YIIPABICHHUS
MEPCOHAJIOM WIIM B 00JIACTH OPTaHU3AIlMH 1 HOPMHUPOBAHUS TPYAA,
CTUMYJIUPOBAHMS U OIUIATHI TPy

TpeGoBaHus K OIBITY |-
IPAKTHYECKON pabOoThI

OcoOble ycIioBus -
onycka K pabore

[pyrue PexoMeHyeTcst JOMOIHUTENbHOE MPodeccHOHaATbHOE 00pa3oBaHKe
XapaKTepUCTUKU - IPOTPaMMBI TOBBIIICHNS KBATHU(PHUKAIIMNA B 00JIACTH YIIPaBICHUS
[EPCOHAJIOM WJIM OPTaHM3alMU TPYJa U OILIATHI IEpCcoHaa

JlONOJIHUTEJIbHbIE XAPAKTEPUCTUKHU

HaumenoBanue Kon HaumeHnoBanue 6a30BOi rpyIMIIbl, TOJDKHOCTH
JIOKYMEHTA (mpodeccun) uimm crenuaabHOCTH
OK3 2423 CrieniayiucThl B 00J1aCTH 1TO00PA W UCTIONH30BAHUS
repcoHaia
EKC - HxeHep 10 HOPMUPOBAHMIO TPYZAA

- DKOHOMMCT 110 TPYLY

Menekep 1o nepcoHany

OKIIATP 26583 CrienyayincT 1o Kajapam

27755 DKOHOMHCT T10 TPYAY
OKCO 5.38.03.01 [DxoHOMHKA

5.38.03.02 |[MeHemKMEHT

5.38.03.03 |YnpaBieHue nepcoHaiom

3.5.1. TpynoBas pyHkums

HanmenoBanue/Opranuzamus Tpyaa Kon [E/01.6 YpoBeHb (OypOBEHb)
repcoHana KBaJH(PHUKAITNN



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

HpOI/ICXO)K)IeHI/IC OpI/IFI/IHaJ'I X [(3aMMCTBOBaHO M3

TPYIOBOM
GbyHKIIUN

OpHUrMHajIa

Kon opurnnana PerucrpannoHHbIif
HOMEp
npodeccuoHAIEHOTO
CTaHIapTa

TpynoBbie 1€UCTBUS

Pa3paboTka crucTeMbl OpraHu3allid 1 HOPMUPOBAHUS TPpyIa
[epcoHasIa

BHenpeHue cucteMbl OpraHU3aliiil 1 HOPMUPOBAHUA TPYAa
[EpPCOHAJIA C ONPEAEICHUEM TPYJOEMKOCTH, HOPMaTUBHOMN
UHCIIEHHOCTH, TpadKoB paboT U YCIOBHIl OIUIATHI TPY/Ia MepcoHaia

BrIsiBIIeHHE pe3epBOB MOBBIIEHUS TPOU3BOAUTENBHOCTH TPYJa U
KauecTBa HOPMUPOBAHUS TPYyJa

[ToaroToBKa MPEIOKEHUH M0 U3MEHEHHSIM YCJIOBUN M OTUIATHI
TpyJa nepcoHana

[TonroroBka mpeaoKeHui mo GopMUPOBAHHIO OFOKETA HA
OpraHu3aIvIo TPy/a NMepCcoHaIa

OnpeneneHue 3PPEKTUBHOCTH pabOThI CUCTEMbI OpraHU3ALUU U
HOpPMUPOBAaHUS TPyJa Ha pabo4YNX MecTax

HeoOxoaumMelie ymMeHUs

BHeapsATh METOIBI pallMOHAJIBHOW OpraHu3aluy Tpyaa

AHaTU3UPOBATH COCTOSIHUE HOPMUPOBAHUSA TPY/la, KAU€CTBO HOPM,
[oKazaTesiell o Tpyay

AHaMU3UpoBaTh 3PHEKTUBHOCTH pAOOTHI CHCTEMBI OPTaHU3AIIH
TpyJla HepcoHaIa 1 HOPMUPOBAHUS TPY/la HAa pabOYHUX MecTax

CoCTaBIsITh U KOHTPOJIUPOBATH CTATHH PACXOJI0OB HA OILIATY TPYAQ
[epcoHaia Juisl IJIaHUPOBaHUS OFOJKETOB

PaGoTaTh ¢ HHPOPMAITMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH yCITyraMH
1 CepBUCAMHU B 00JIACTH OpraHM3allMH U OIJIAThl TPY/AA NEepCoHaa

DopMUpPOBaThH MPEIIOKEHHS 110 aBTOMATU3ALIUN U U(PPOBU3ALIUN
[IPOIIECCOB OpPraHU3allii 1 HOPMHUPOBAHUS TPYJia

PazpabaThiBaTh U OPOPMIIATH JOKYMEHTHI 10 HOPMUPOBAHUIO U
oIiaTe TpyJa nepcoHaia

O6ecrneunBaTh COOJIIOICHIE TPEOOBAHUH 3aKOHOATEIHCTBA
Poccuiickoit @enepannu 1 KOPIOPATUBHBIX OJIUTUK B 00JIaCTH
00pabOTKM MEPCOHATBHBIX JAaHHBIX U KOH(DHICHIIMAIBHON
nHpOpMau

Bectu ACJIOBYIO IICPCITUCKY

Co06r01aTh HOPMBI 3THKH JICJIOBOTO OOIIICHHSI

Heo0xoanMble 3HAHUS

MeTo b1 yde€Ta U aHaJIn3a rokazateneit mo TPYAY U OIJIATC TpyHda

MCTO,I[I:I OIpEacIICHUA, OUCHKH U CPaBHCHUA HpOHSBO,Z[CTBCHHOﬁ

MHTCHCHUBHOCTU U HAIIPSIPKCHHOCTHU TPYyAad




MeToabsl HOpPMUPOBAHMS TPYAA

MeToanl OMnpeacJICHUA YMCJIICHHOCTU ICPCOHAJIA

MC)KOTpaCJ'ICBBIC 1 OTPACJICBLIC HOPMATHBLI TPYAOBLIX 3aTpPaT

CoBpeMeHHbIE (POPMBI, CUCTEMBI OIIATHI U y4YeTa
IPOM3BOANTEIFHOCTH TPY/A epcoHalIa

CucreMbl, METOIbI U (HOPMBI MaTEpUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/Ja IEPCOHAJIA

TexHonornu u MeTo 16l HOPMHUPOBAHUS M KOHTPOJISI OFOIKETOB

TexHOMOrNM, METOBI U METONUKY NIPOBEICHUS AHAIN3a U
CHCTEMaTH3alll1 JOKYMEHTOB U HH(opManuu

OCHOBBI IOKYMEHTO000POTa ¥ TJOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS

[lopsinok Tapudukanyuu padboT U pabounx, yCTaHOBICHHUS
TOJIPKHOCTHBIX OKJIAJ0B, JAOIJIaT, HaA0aBOK U KO3 HUIIUEHTOB K
3apa0OTHOI 1U1aTe, pacueTa CTUMYJIUPYIONIUX BBIILIAT

TapudHo-kBanudrKaMOHHbBIE CIPABOYHUKHU pabOT U mpodeccuii
pabounx 1 KBaTH(PHUKAIMOHHBIC XapaKTEPUCTUKU JODKHOCTEH
CIIy)KallluX, NpoecCHOHATbHbIE CTAHAAPTHI

(OCHOBBI TEXHOJIOTHH IMPOU3BOJICTBA U JCATCIIbBHOCTH OPpTraHU3allin

OpraHu3aiMoOHHas CTPYKTypa OpraHU3allii 1 BAaKaHTHBIC
MOJKHOCTH (TIpodeccru, CenanTbHOCTH)

[losMTHKa U CTpaTerus OpraHu3aluu 10 ePCOHAILY

JKOHOMMKA TpyJia

(OCHOBBI 00IIIEH U COLMATILHON IICUXOI0THH, COLIMOJIOTHH U
[ICUXOJIOTUU TPyAa

HopMaTuBHBIE ITpaBOBBIE aKThI, ONPEEIISIONINE HOPMbI TPYOBOIO
npaBa

(OCHOBBI apXUBHOT'0 3aKOHOJATEJIbCTBA U HOPMATUBHBIE IIPABOBBIC
axThl Poccuiickoit denepannu B 001acT BEJEHUS TOKYMEHTaLUN
110 IEPCOHAILY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibeTBA Poccuiickoit deneparuu

3akoHoaarenscTBO Poccuiickoit denepannu o nepcoHatbHbIX
TAaHHBIX

JlokajbHble HOPMATUBHBIE aKThl OPraHU3ALUH, PETYIUPYIOIIUE
[OpsI0OK OpraHU3allMi 1 HOPMUPOBAHUS TPy/ia epcoHaia

Crienanu3upoBaHHbIe HH(OPMAIIHOHHBIE CUCTEMBI, IU(POBBIC
YCIYI'H U CEPBUCHI B 00JIACTH OPraHU3ALIMH U OILJIaThl TPyAa
[epCcoHaIA, TPAHUIIBI UX IPUMEHEHUS

OCHOBHBIE METPUKHU U aHAJTMTHUYECKUE CPE3bl B 00JIACTH MPOIIECCOB
OpraHu3alii 1 HOPMUPOBAHUS TPYAA

[IpaBuiia BeieHUS J€JI0BOM NEPENTUCKU

HopMmbl 5THKH J1€7T0BOTO OOIIEHHUS

J/Ipyrue
XaPaKTCPHUCTUKNU

3.5.2. TpynoBas pyHKuusi




HaunmenoBanne/Opranusaius omjiaThbl Kon |[E/02.6 YpoBeHb (OypOBEHB)

Tpy/aa nepcoHaia KBaTH(UKATTIT
[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpHUrMHAaIIA
byHKIMH

Kon opurnnana PeructpanimoHHbIN
HOMED
npo¢eCcCUOHaATBFHOTO
cTaHJapTa

TpynoBbie 1eCTBUS

Pa3paboTka cucTeMbl OIUIAaThI TPY/A MepcoHana

dopmupoBaHue OromKeTa GoHIa OIUIaTHI TPYAa, CTUMYIUPYIOLIUX
Y KOMIIEHCAIIMOHHBIX BBITIJIAT

BuenpeHne cucTeMsl OILIATHI TPYAA IIEpCOHANIA

[ToaroTOBKa MPEIOKEHUI IO COBEPIICHCTBOBAHUIO CHCTEMBI
OILTATHI TPY/Ia IepcoHaa

HeoOxoanMbie yMeHUs

[[puMEHATH TEXHOJIOIMU MaTEPUAIIBHON MOTUBALIUU B YIIPABICHUHU
[1EPCOHAIOM

AHATU3UPOBATH COBPEMEHHBIE CUCTEMBI OIJIAThl M MaTepUATbHOMN
(MOHETapHOW) MOTHBAIIMU TPYAA JJIs LIEJICH OpraHu3aIuu

AHaIM3UPOBaTh YPOBEHb OIUIATHI TPYJa MEpCcoHalIa Mo
COOTBETCTBYIOUIMM IPOGECCHOHAIBHBIM KBaTH(PUKALUIM

[IpoBOANTH MOHUTOPHHT 3apabOTHOM IJIaThl HA PHIHKE TPYAA

CocTaBIATh U KOHTPOJIIMPOBATh CTAThbH PACXOJI0B HA OILIATY TPya
[epcoHasa Juis IUIAHUPOBAHUS OrO/IKeTa

AHanmu3upoBaTh (HOPMbI MATEPUATBHOTO CTUMYJIMPOBAHUS,
KOMITEHCAIMI 1 JIbTOT B OIUIaTe TpyJa MepcoHana

PaboTaTh ¢ HHPOPMALIMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCITyraMH
Y CEpBUCAMH I10 OILIATE TPYAA MEPCOHaa

DopMUpoBaTh MPEIOKEHHUE M0 aBTOMATH3aUHU U IU(DPOBU3ALUU
POLIECCOB OIUIATHI TPYJA

CocTaBJisITh IPOTHO3BI PA3BUTHS OILJIATHI TPY/la IEPCOHANA

ObecneunBaTh COOIOACHNE TPEOOBaHHI 3aKOHOIATEIHCTBA
Poccuiickoit denepaliny 1 KOPIOPATUBHBIX MOJUTHK B 00JIaCTH
00pabOTKH EPCOHAITBHBIX JAaHHBIX U KOH(PUICHIHATEHOMI
nHpOpMaIuu

BecTu 1e10ByI0 IEpEenuCcKy

Co0:1101aTh HOPMBI 3THKH JCJIOBOT'0 OOIICHHS

Heo0xoaumMble 3HAHUS

DOpMBI U CUCTEMBI 3apabOTHOM TIIATHI, MOPSIOK COCTABICHUS
OIOKETOB

CucreMbl, METOJIbI U (HOPMBI MAaTEPUATHHOTO M HEMATEPHAILHOTO




CTUMYJIMPOBAHUS TPyJla NEpCoHaIa

TexHOMOTHH U METOIBI (POPMHUPOBAHUS ¥ KOHTPOJIS OFOJKETOB U
(hoH0B

[lopsinox Tapudukanuu paboT u paboumx, yCTaHOBIEHUS
TOJDKHOCTHBIX OKJIAJI0B, JOIUIAT, HAJJ0ABOK M KOA(PPHUIIUEHTOB K
3apa0O0THOM I1aTe, pacueTa CTUMYJIUPYIOIIHUX BBIILIAT

MeTOJII)I ONpeaAcJICHUA YUCIICHHOCTH ICPCOHAJIA

Tapudno-kBanupuKaMOHHbIE CIIPABOYHUKH paboT U npodeccuit
pabounx 1 KBaTH(PUKALMOHHBIE XapaKTEPUCTUKU JOKHOCTEH
CILy’KalllUX, IPO(QECCHOHAIBHBIE CTAHAAPTHI

MeToabl yueTa U aHajIu3a MoKa3aTesei mo Tpyay 1 3apadoTHOM
riare

TexHOMOrNK, METOBI U METOJUKY NIPOBEICHUS AHAIN3a U
CHCTEMaTH3alll1 JOKYMEHTOB U HH(opManuu

[lomTHKa U cTpaTeryusi OpraHu3aluy o NEPCOHATY

OpranuzaniMoHHasi CTPYKTypa OpraHu3alui U BaKaHTHbBIE
OJDKHOCTH (podheCcCr, CIIeUaTbHOCTH)

HopMaTuBHBIE ITpaBOBbBIE aKThl, ONPEAEIIAIONINE HOPMbI TPYAOBOIO
npaBa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBA Poccuiickoit deneparuu

3akoHOaTeNIbcTBO Poccuiickoit denepaiiiu 0 MepCOHATbHBIX
TAHHBIX

JloxasibHbIE HOPMATUBHBIE aKThl OPraHU3alUU, PETYIUPYIOLIHE
oIuIaTy Tpyjaa

(OCHOBBI 5KOHOMHKH TpyZa

(OCHOBBI TEXHOJIOTHH MPON3BOACTBA U ACATCIIbHOCTHU OpTraHHU3allun

OCHOBBI JIOKYMEHTO000POTA ¥ JOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

[lopsi10K 3aKIIFOUEHUS 1OTOBOPOB (KOHTPAKTOB)

OCHOBBI OOIIIEH U COIMATLHOM TICUXOJIOTHH, COITHOJIOTUH U
[ICUXOJIOTUU TPyJa

Criennainn3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIYT'H U CEPBUCHI B 00JIACTH OPraHU3aLMH U OILJIaThl TPyAa
[epCcoHaIA, TPAHUIIBI UX IPUMEHEHUS

OCHOBHbBIE METPUKU U aHAIMTUYECKUE CPE3BI B 00JIACTH IPOLIECCOB
o0ecrieyeHus OIIaThl TpyAa epcoHaa

HopMbI 3THKH J1€7TI0BOTO OOIIEHUS

JIpyrue -
XapaKTePUCTUKU
3.5.3. TpynoBas pynkums
HanmMenoBanne|A IMUHUCTpUPOBaHUE Kon |[E/03.6 YpoBeHb (OypOBEHb)

MPOIIECCOB OpPraHU3alUN KBaJTU(DUKATTAH
Tpy/a, OTIATHI




epcoHasa u

COOTBETCTBYIOILLETO
TOKYMEHTOO0OpOTa

[Ipoucxoxnenue |OpuruHan X |3auMcTBOBaHO U3

TPYAOBOI OpUTHHANA

byHKIMH

Kon opurmnana PerucrpanmoHHbIN
HOMEp
po(hecCHOHAIEHOTO
CTaHzapTa

TpynoBbie 1eCTBUS

JIOKyMEHTallMOHHOE U OPraHU3allMOHHOE COIIPOBOXKACHHUE CUCTEMBI
OpraHu3alUy TPyAa U OIUIATHI TPYJa EPCOHAJIA

[loaroToBka npeaIoKEHUN 0 COBEPUIEHCTBOBAHUIO CUCTEMBI
OpraHHu3alMy U OIUIAThl TpYJa epcoHaa

[ToaroToBka u 00pabOTKa 3aIIPOCOB U YBEJIOMIICHUH 0 paOOTHHUKAX B
rOCyJapCTBEHHBIC OPTaHbl, IIPEICTABUTEIILHBIC OPraHbl pAOOTHUKOB
10 CHCTEMaM OILIATHl M OpPraHU3aliK TPy IIepcoHaa

OpraHu3aloOHHOE U TIOKYMEHTALMOHHOE CONPOBOXKACHHE
TOTOBOPOB HA OKa3aHHUE KOHCYIbTAIIMOHHBIX, HH()OPMAIIMOHHBIX
YCIIYT TI0 CUCTEMAM OILIaThl M OpraHu3alluy Tpyia NepcoHania,
BKJIIOYAsl IPEIBAPUTENbHBIEC MTPOLIETYPHI IO UX 3aKIIOUYEHUIO

Heobxoaumbie ymeHuUs

OdopMIIATE TOKYMEHTHI 110 BOIIPOCAM OILIAThl M OpraHU3aLUuU
TpyZla IEepCOHANA, IIPEACTaBIsIEMbIE B TOCYAAPCTBEHHbIE OPIaHBlI,
[peCTaBUTEIIbHbIE OPTaHbl PAOOTHUKOB

AHaNIM3UPOBATH HOPMATUBHBIE M METOAMYECKHE TOKYMEHTHI O
BOIIpOCAaM OILIATHI U OPraHU3alliy TpyAa NepcoHana

Oprann3oBbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU 3aKOHOIaTenbCTBa Poccuiickoit deneparuu u
JTIOKQJIbHBIMHM aKTAMU OPraHU3aluu

Bectu YUCT U pErucTpalnto 10KyMCHTOB B I/IH(I)OpMaI_[I/IOHHBIX
CHUCTCMAX WU HAa MAaTCPHUAJIBHBIX HOCUTCIIAX

PaGoTaTh ¢ MHPOPMAMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIIyraMH
U CepBUCAMU TI0 aIMUHUCTPUPOBAHUIO JOKYMEHTO000pOTa B
00JaCTH OpraHu3alliy 1 OIUIAThl TPYJa NepcoHalia

DopMUpOBaATH MPEIIOKESHHUE IO ABTOMATH3AIIUU ¥ IU(DPOBU3AITUU
mporecca aIMUHUCTPUPOBAHUS TOKYMEHTO000poTa B 00J1aCTH
OIUIaThl U OPraHU3alNK TPyAa

[Ipon3BOUTE NpeaBapUTEIbHBIE 3aKYIIOUHBIE POLIEYPHI U
0(OPMIIATH COMYTCTBYIOILYIO JOKYMEHTALIUIO IO 3aKIIF0YEHUIO
TOrOBOPOB

ObecnieunBaTh COOMIOICHUE TPEOOBAHMIA 3aKOHOIATEIILCTBA
Poccutickoii @enepaiuu 1 KOPIOPATUBHBIX MOJTUTHK B 00JIaCTH

00pabOTKH IEPCOHAITBHBIX JAHHBIX U KOH(PUICHINATLHOM




H(popManuu

BecTtu 1€10BYyI0 IEPENNCKY

C06J'IIO,[[8.TL HOPMBI 5TUKH JCJIOBOT'O OGH.ICHI/IH

Heo0xoauMele 3HaHUS

[Topsimox oopmiieHus, BEACHUS U XpaHEHUS JTOKYMEHTAILIUU 110
CHCTEMaM OIUIAThl M OPraHU3AIMK TPyJla IepcoHana

HopmaTuBHBIE IPaBOBBIE aKTHI, PETYJIHPYIOLIUE IIpaBa U
00513aHHOCTH FOCY/IaPCTBEHHBIX OPraHOB M OPTaHU3ALIUH 110
[PEJOCTABICHUIO YYETHON TOKYMEHTAIUH

TGXHOJIOFI/II/I, METOAbI U MCTOAWKHU IMPOBCACHUA aHAJIW3a U
CUCTCMATHU3alU JOKYMCHTOB U I/IH(1)OpMaI_[I/II/I

TapudHo-kBanuUKAITMOHHBIC CIIPABOYHUKH padboT 1 mipodeccuit
pabounx 1 KBaTH(PUKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH
CIIy’KalInX, TpopeCCHOHAIBHBIE CTAHIAPTHI

Criennann3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIIYTU ¥ CEPBUCHI 110 a/IMUHUCTPUPOBAHUIO JOKYMEHTO0OOpOTA
MPOIIECCOB OIUIATHI U OpraHU3allMU TPy/a NepcoHalia, TPaHUIIbl KX
NpUMEHEHHUS

JlokasibHbIE HOPMATHUBHBIC aKThl OPTaHU3AINH, PETYIUPYIOLTUE
[OPSAJIOK OIJIAThl, OPTaHU3AIMY U HOPMUPOBAHUS TPy

OCHOBBI TOKYMEHTOO0OPOTAa U JJOKYMEHTAIIMOHHOTO 00eCIIeueHus!

[Topsimok popMupoBaHus, BeACHHs 0a3bl TaHHBIX U MPECTABICHUS
OTYETHOCTH 10 CUCTEMAaM OIUIaThl U OpraHu3aliy Tpyaa nepcoHaia

HopmaTuBHBIE IPaBOBBIE aKThl, ONPEEIIAIOLINE HOPMBI TPYJOBOTO
paBa

OCHOBBI APXUBHOI'0 3aKOHO/IATEJILCTBA K HOPMATUBHBIC MPABOBBIC
akThl Poccuiickoii deaepariii B 001aCTH BEACHUS JOKYMEHTAIIMHI
[10 IepCOHATY

(OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbCcTBa Poccuiickoit denepannn

3akoHonarenbcTBO Poccuiickoin @enepanu 0 NEpCOHAIBHBIX
TaHHBIX

[lopsiioK 3aKIIF0OYEHUS JOTOBOPOB (KOHTPAKTOB)

[TopsiOK TPOBEACHMSI 3aKYIIOYHBIX MPOIeTyp U ohopmIiteHuUs
CONYTCTBYIOIIEH JOKYMEHTAIIUU

HopMmbI 5THKH 1€7T0BOTO OOIIEHUS

[IpaBuiia BeJieHHs 1€710BON NEPENUCKH

JIpyrue -
XapaKTepUCTUKU

3.6. O000meHHasA TPYAOBas (PyHKIMSA
HanmenoBanmue/ledaTebHOCTD 1O Kon |F VYpoBeHb KBanupuKaum

(bopMHpPOBAHHUIO
KOPIIOPATUBHOM COIIMATIBLHOMN
[OJINTUKH




IIpoucxoxnenue
0000111eHHOH TPYI0BOI1

byHKIIH

3anMCTBOBAaHO
13 OpUTHHAJIA

Opurunan X

Kon Perucrpannonnslii
OpUTHHAJIA HOMED
podhecCuOHAIBHOTO
cTaHzapra

Bo3MoxHEBIE
HaNMCHOBAaHUS
TOJDKHOCTEH,
npodeccuii

Crienuaiuct Mo coUalIbHBIM IIporpaMmam

Criennaiuct mo padore ¢ npeAcTaBUTEIbHBIMU OpraHaMH
pPabOTHUKOB

CrienuaiycT Mo KOpmopaTUBHON COIMANLHOM MOJIUTUKE
CrienaiicT 1o nepcoHany

MeHekep 1o nepcoHany

TpeboBaHus K
00pa3oBaHUIO U
00yUeHUIO

Briciree oOpa3oBaHue - OakanaBpuar

T

Briciiee oOpazoBanue (HernpoduibHoe) - OakanaBpuaT u
OTTOTHUTEIBHOE TTPodecCHoHaNbHOE 00pa30BaHUE - TPOTPAMMEI
npodeccroHaIbHOM NePEeoArOTOBKY B 00IaCTH yIPaBICHUS
[IEpCOHAJIOM WJIM B 00JIACTH COIMAIBHON HOIUTHKH

TpeOoBaHUS K ONBITY
NpaKTHYECKOI pabOThI

OcoObIe ycIIoBUS
momycka K pabore

Jpyrue PekoMeHTyeTCs JOMOIHUTENBHOE MPOPECCHOHATBHOE 00pa30BaHMe
XapaKTePUCTUKH - MPOTPaMMBbI TTOBBIICHHSI KBaTM(DUKAIIUN B 00JIACTH YIIPABICHUS
[IepCOHATIOM WJIH COITMAIIBHOM MOUTHUKH

JlonoJiHuTE/IbHbIE XaPAKTEPUCTHKHU
HaunmenoBanmne Kon HanMeHnoBanue 6a30BOi TPYIIIbI, TOJDKHOCTH
JIOKYMEHTA (mpodeccun) WM CrenuaIbHOCTH
OK3 2423 CrienuanucThl B 00J1aCTH TO00pa M UCTIONB30BaHUS
repcoHaia
EKC - Crnenuanuct 1no Kkajapam
- MenemKep no nepcoHay
OKITIATP 26583 Crienuaiuct 1o Kajapam
OKCO 5.38.03.02 |[MeHemKMeEHT



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

5.38.03.03 [Ympassenue nepconanom

3.6.1. TpynoBas pyHkuus

HaumenosanuePa3pabotka Kon [F/01.6 YpoBeHb (MO ypOBEHb)

KOPIIOPATUBHOMN KBaJTU(DUKATTAH
COIMAJIbHOW MOJTUTUKU

IIpoucxoxnenue |OpuruHan X [3auMCcTBOBaHO U3
TPYIOBOM OpUruHaia
byHKIIUN

Kon opurmnana PerucrpannoHHbIil
HOMEp
npoQecCHOHaIBLHOTO
CTaHaapTa

TpynoBele 1eHCTBUS

Pa3paboTka KOPIOPATUBHBIX COIMATBHBIX MPOTPAMM

Pa3paboTka crCTEMBI BHITUIAT PAOOTHUKAM COITUAIBHBIX JIbIOT
Opranu3zaiys B3auMOICHCTBHS ¢ IPEICTaBUTEIILHBIMHU OpraHaMu
paOOTHUKOB, OOIIECTBEHHBIMH OPTaHU3AIUSIMU, C
roCyJIapCTBCHHBIMH OpraHAMU

[ToxroToBKa MpeIIoKeHUH 1Mo (OPMUPOBAHHIO OF0JKETa B 00JIACTH
o0ecredeHnst KOPIOPaTHBHON COIMATBLHON MOJUTUKU

Heo6xoauMeie ymMeHUst

OnpenensTs HelIeBbie TPYIIBI IepcoHaa 1 pa3paboTKu
CHEIMAIM3UPOBAHHBIX COIMAIBHBIX TPOrPaMM

JloBOANTH HH(OPMALIMIO O COLIMATIBHBIX MpOrpamMmax J0 HEeIeBbIX
IpYTII IepCOHANa ¢ UCIIOJIb30BAHUEM WHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaIN

BeIOMpATh KPUTEPUU M ONIPEICIISTh YPOBHHU YIOBJICTBOPSHHOCTH
repcoHana

cnionp30BaTh MaTepuaIbHbIe 1 HEMAaTePHAIbHBIE CUCTEMBI,
MeTOJIbI ¥ (DOPMBI MOTHBAIIUH B YIIPABJICHUH MTEPCOHATIOM
OrnpeaensiTh 00bEMbI CPEJICTB ISl peaau3alii COUaTbHbBIX
rapaHTUi, KOPIOPATUBHBIX JILIOT U UHBIX 3JIEMEHTOB
KOPIIOPATUBHBIX COMHAIBHBIX TPOTPamMM JJisi (GOPMUPOBAHHS
OIOKETOB

CocCTaBIIATh U KOHTPOJIIMPOBATH CTAThH PACXOJ0B HAa COLIUAJIBHBIC
pOrpaMMBbl JUIsl INIAHUPOBAHUS OIO/IPKETOB

[Ipon3BOaUTE NpeaBapUTEIbHBIE 3aKYIIOUHBIE POLIETYPHI U
o opMIIEHHE COMMYTCTBYIOLICH TOKYMEHTALIUU MO 3aKII0YESHUIO

TOrOBOpPOB




PaGoTaTh cO crienManTu3upOBaHHBIMA WHPOPMAMOHHBIMA
cucTeMaMy, HU(GPOBBIMU YCIIyTaMH U CEpPBUCAMHU 110 YIPABJICHUIO
[epCcoOHAJIOM B 00JIaCTH KOPIIOPATUBHOU COIMATILHOM MOJTUTHKU

DopMUPOBATH MPEIOKECHHS 10 ABTOMATU3AINN U [IHPPOBU3ALINN
nporecca pa3paboTKH KOPIOPATUBHON COLMATBHON MOJTUTHKI

O6ecrneunBaTh COOJIIOICHIE TPEOOBAHNH 3aKOHOIATEIHCTBA
Poccuiickoit @enepanuu 1 KOPIOPATUBHBIX MOTUTUK paboTOAATENS
B 001acTH 00PaOOTKH NMEPCOHATBHBIX JaHHBIX U
KOH(UIEHITMAIBHON HHpOpMAaIiH

BecTtu 1€10BYyI0 IEPENNUCKY

C06.IIIOI[3.TL HOPMBI 5TUKH JCJIOBOT'O O6H_IGHI/IH

Heo0xoauMble 3HAHUS

HOpﬂ,I[OK 1 MCTObI pa3pa60T1<H IJIaHOB U IIpOrpaMm COIHAJIbHOI'O
[Pa3BUTHA OpraHU3allun

MeToabl aHaTU3a BBIMOJIHEHUS COLIMANIBHBIX MPOTPAMM U
ornpezesieHus] UX SKOHOMHYECKOHN 3P PeKTHBHOCTH

CucreMbl, METOJIbI U (HOPMBI MATEPUATHHOTO M HEMATEPHAIBHOTO
CTUMYJIMPOBAHUS TPyJla NEpCOHAIA

TexHonoruu u MeTo 16l HOpPMUPOBAHMS ¥ KOHTPOJIS OIOIKETOB

MeTo/ bl TPOBEICHHUS COIIMOTIOTMUECKUX UCCIET0BaHNMN, H3yUeHUS
0OIIIECTBEHHOTO MHEHUSI

TGXHOHOFI/II/I, MCTOAbI U MCTOAWKHU IMPOBCACHUA aHAJIN3a U
CUCTCMATHU3allUU NOKYMCHTOB U I/IH(l)OpMaI_[I/II/I

[Topsimox MpoBeACHHSI 3aKYIIOYHBIX MPoLeayp U ohopmieHus
COINYTCTBYIOIIECH JOKYMEHTAIIUU

OCHOBEI HpOHSBOHCTBeHHOfI ACATCIIBHOCTH OPraHu3aliuu

OCHOBBI OOIIIEH U COIMATTLHON TICUXOJIOTHH, COITHOJIOTHH U
[ICUXOJIOTHH TPyAa

CTpyKTypa, LeIH, CTPATErusl ¥ MOJIUTHKA OpraHU3aluu 10
epcoHaILy

TapudHo-kBanudrKaMOHHBIE CIPABOYHUKHU pabOT U mpodeccuii
pabounx 1 KBaTH(PHUKAIMOHHBIE XapaKTePUCTUKH JODKHOCTEH
CIIy)KalluX, NpoecCHOHAIbHBIE CTAHAAPTHI

Criennann3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IIU(PPOBBIE
YCIIYTH U CEPBUCHI 110 YIIPABJICHUIO [IEPCOHATIOM B 00JIaCTH
KOPIOPATUBHOM COIMANTbHON MOJUTHKY, TPAHUIIBI KX TPUMEHEHUS

OCHOBHbBIE METPUKU U aHAIUTUYECKUE CPE3bI B 00J1aCTH
KOPIIOPATUBHOM COLIMATIbHON MOJIMTUKH

HOpMaTI/IBHBIe IMMPaBOBBLIC AKThbI, OIPCACIAONINEC HOPMBI TPYIOBOT'O
paBa

(OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBA Poccuiickoit deneparuu

HopmaTuBHBIE IPaBOBBIE AKTHI, PETYJIHPYIOLIUE IIpaBa U
00513aHHOCTH FOCY/IaPCTBEHHBIX OPraHOB, NPEICTaBUTEIbHBIX
OpraHoB paOOTHHKOB

3akoHoaarenscTBO Poccuiickoit denepanuy o nepcoHanbHbBIX
TAaHHBIX

JIokanbHbBIE HOPMATUBHBIC aKThl OPraHu3alluu, peryjiupyromumec

MOPSIOK (POPMUPOBAHUS COIMATLHOM MOJIMTUKH




[lopsi1oK 3aKIIF0OYEHUS JOTOBOPOB (KOHTPAKTOB)
[IpaBuiia BeieHNs 1€710BON NEPENUCKH
HopMbl 5THKH 1€7I0BOTO OOIEHUs

J/Ipyrue

XapPaKTCPHUCTHUKN

3.6.2. TpynoBas pynkuus

HaunmenosanuePeann3anus Koxn [F/02.6 YpoBeHb (OypOBEHB)

KOPIIOPATUBHOMN KBaTH(UKAITIT
COLMAJIbHOW ITOJIUTUKHU

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3

TPYAOBOM
byHKIIIN

OpUTHHANA

Kon opurnnana PeructpannoHHbIil
HOMEp
po¢heCCHOHATEHOTO
CTaHIapTa

TpynoBele 1eUCTBUS

BrenpeHne KoprnopaTuBHBIX COLMAIBHBIX MPOrPaAMM

Peanm3aiiusi CHCTEMBI COLMATBHBIX JIbTOT, BBHITUIAT PAOOTHHKAM C
ydaeToM TpeOoBaHMI 3aKOoHOAaTeNbCcTBA Poccuiickoit denepannn
O1ieHKa Y0BJIETBOPEHHOCTH MEPCOHAIa KOPIOPATUBHOM
COLMAJIBHOW TTOJIUTUKOMN

Onenka 3¢ (HeKTUBHOCTH MEPOTIPUATUN KOPIIOPATUBHOM
COLMAJIBHON MOJUTUKHU

[loaroToBKa NMpEIIIOKEHUI 110 COBEPLIIEHCTBOBAHUIO MEPOIIPUATUI
KOPIOPATUBHOM COIMATIbHOW MOJIMTHKU

[ToaroToBka npeaiox)eHuii mo GopMUPOBAHUIO OFOHKETa Ha
[peAM3aLMI0 KOPIIOPATUBHOM COLIMATBHON NOJMTUKHA U COLIMATIbHBIX
nporpamMm

Heobxoaumbie ymeHUs

PaccunThIBaTH 3aTPAThl HA IPOBEIECHUE CIIELIMATN3NPOBAHHBIX
COLIMAJIBHBIX IPOIPAMM

[IpOBOAUTE MOHUTOPHUHT YCIEIIHBIX KOPIIOPATUBHBIX COLUAIBHBIX
[IPOrpaMm

[IpoBOANUTH MEPOTIPUITHUS B COOTBETCTBHH C KOPITOPATUBHOM
COLIMAJILHOMN ITOJIMTUKON

OHpeI[eJ'ISITB HCJICBBIC I'PYHIIBI IICPCOHAJIA AJIA CO3JaHUS
CHICHUAJIM3UPOBAHHBIX CONUAJIBHBIX IIPOrpaMm

OnpenensiTh KpUTEPUH U YPOBHM YAOBIETBOPEHHOCTH MIEPCOHANA




Onpenensaith 3 (HEKTUBHOCTH MEPOIIPUATHI pean3yeMoit
KOPIIOPATUBHOMN COLMAJIBHOMN MOJIUTHKHU

OpraHu30BbIBaTh B3AaMMOAEHCTBUE C TOCYJAPCTBEHHBIMU OpraHaMH,
[pEICTaBUTEIHHBIMU OPTaHaMU PAOOTHHUKOB, OOIIIECTBEHHBIMU U
MHBIMU OpraHU3alMsIMU 110 BOIIPOCAM pealn3aluyi KOpIopaTUBHOMN
COIMAJILHOM MMOTUTHUKH

AHaTU3UPOBATH PHIHOK YCIYT MO OCYIIECTBICHHUIO COIIUATBHBIX U
CHEHAIM3UPOBAHHBIX POTPAMM COIMAILHOM MOAJIEPIKKH YICHOB
[1€JIEBBIX TPYII U TOTOBUTH MPEJIOKEHUS 110 UX MOCTABIIUKAM

[Ipon3BOUTE NpeaBapUTEIbHBIE 3aKYIIOUHBIE POLIETYPHI U
0(OPMIIATH COMYTCTBYIOIIYIO JOKYMEHTALIMIO MO 3aKIIIOYEHHUIO
I0rOBOPOB

PaboTaTh CO CrelMaTN3upPOBaHHBIMU HHPOPMALIMOHHBIMU
cucteMamu, HU(POBBIMU yCIyraMHl U CEPBUCAMMU T10 YIIPABICHUIO
[IEPCOHAJIOM B 00JIACTH KOPIIOPATHUBHOM COIMAIBHOMN MOJIMTHKH

ObecneunBaTh cOOIOACHNE TPEOOBAaHU 3aKOHOAATEILCTBA
Poccuiickoit @enepaninu 1 KOPIOPATUBHBIX MOJIUTUK B 00J1aCTU
00pabOTKM NEPCOHANBHBIX IaHHBIX U KOH(PUIECHIINATBHOM
H(pOopManuu

Bectu 1e10ByI0 IEpENNUCKY

Co06:1101aTh HOPMBI 3 TUKH JCJIOBOT'0 OOIICHHS

Heo0xoaumMblie 3HAHUS

MeTo/1bI aHAJTN3a BBIMOJTHEHUS KOPTIOPATUBHBIX COITMAIBHBIX
IporpaMM U OIpeieJICHUs] X IKOHOMUYEeCKoH 3((heKTUBHOCTH

CucreMbl, METOJIbl, (HOPMBI MaTEpUATBHOTO U HEMAaTEPHAILHOTO
CTUMYJIMPOBaHMS TPYAA NEPCOHATIA

MeTo bl TPOBEICHHS COIIMOJIOTHUECKUX UCCIICTOBAHMIMA, H3yUCHHUS
0OIIIECTBEHHOTO MHEHUSI

TGXHOJ'IOFI/II/I, MCTOAbI U MCTOAUKHU IIPOBCACHUA aHAIN3a U
CUCTCMATHU3allUN JOKYMCHTOB U I/IHq)OpMaI_[I/II/I

HOpMaTI/IBHHC IMPAaBOBLIC AKTHI, PETYIIUPYIOLINE IIpaBa U
00s3aHHOCTH rocyaapCTBCHHBIX OpraHoOB, IPCACTABUTCIIbHBIX
OpraHoOB paGOTHI/IKOB 110 MMPCAOCTABJICHUIO yquHOﬁ JOKYMCHTAaIlU

[lopsimox mpoBeAeHHsI 3aKyIIOYHBIX MPOoLEeAyp U OpopMIIeHHUs
COIYTCTBYIOIIEH JOKYMEHTAIUU

CTpyKTypa, LeJIU, CTPATEr s U TIOJIMTUKA OPTraHU3al|K 10
[epcoHary

Tapudno-kBanupuKaMOHHbIE CIIPABOYHUKH paboT U npodeccuit
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH
CJLy’KallluX, Ipo(eCCHOHAIbHBIE CTaHIAPTHI

OCHOBEI HpOHSBOHCTBeHHOfI JACATCIBbHOCTH OpPraHu3aliuu

(OCHOBEBI O0IIICH M COLMAILHON ICUXOJI0THHU, COIIMOJIOTHH 1
MICUXOJIOTHH TPY/a

Criennann3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, LIU(PPOBBIE
YCIYTH U CEPBUCHI TI0 YIIPABICHHUIO IEPCOHAIOM B 00J1aCTH
KOPIOPATUBHOM COLMATbHON MOJUTHKY, TPAHHIIBI KX IPUMEHEHUS

(OCHOBHEBIE MCTPUKH U AaHATIUTHYCCKUC CPE3bI B obnactu

KOPIIOPATUBHOM COLMAIbHON MMOJUTUKHU




HopmaTuBHBIE PaBOBBIC aKThI, ONPEEIAIONINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOJ1aTesibeTBA Poccuiickoil deneparuu
3akoHO1aTeNbcTBO Poccuiickoi denepannu 0 MepCOHATBHBIX
TaHHBIX

JlokanbHbIE aKThl OPraHU3aLMHU, PETYIUPYIOLIUE TOPSIOK
BHEJIPEHUS CONMATBLHON MOJTUTHKA

[lopsi1oK 3aKIIF0OYEHUS JOTOBOPOB (KOHTPAKTOB)

HopMbl 3THKH 71€710BOr0 001IeH s

JIpyrue -
XapaKTepUCTUKU
3.6.3. TpynoBasi pyHKumst
HaumeHnoBanue|A IMUHHCTPUPOBAHUE Kon |F/03.6 YpoBeHb (TIOypOBEHB) (6
MPOLIECCOB KBaJU(UKAINH
KOpPIIOPAaTUBHOU
COLIMATILHOU MOJIUTUKU U
COOTBETCTBYIOIIETO
TOKYMEHTO000pOoTa H
[Ipoucxoxnenune |OpuruHan X |[3auMcTBOBaHO U3
TPYLOBOM OpUTrvHaia
byHKIIUN
Kon opurnnana PeructpanimoHHbIN
HOMEp
npodeccroHalIbHOTO
CTaHjaapTa

Tpynoseie nerictBust  ([IogroroBka npeasioKeHUN 110 Pa3BUTHUIO KOPIIOPATUBHON
COLIMAJILHOW MOJINTUKA

[ToaroToBKa MpeIOKEHUN IO 00ECTIEYEHUIO COOTBETCTBUSA
KOPIIOPaTUBHOM COLMATBHOM MOTUTUKH TPeOOBAHUAM
3aKoHoaaresnbeTBa Poccniickont denepanuy 1 yCIoBUsM PhIHKA
Tpyaa

JlokyMeHTalMoHHOE 0(OpMIICHHE PE3yIbTaTOB KOPIIOPATUBHOM
COLMAJIbHOW ITOJTUTUKHU

/IOKyMEHTalMOHHOE U OPTraHU3aLMOHHOE COITPOBOKICHUE
MEpONPUATHI KOPITOPATUBHOM COLMATIbHOMN MOJUTUKH

[lonroToBka n 006pabOTKa 3aMpOCOB M YBEIOMJICHUH O paOOTHHKAX B
rOCyJapCTBEHHbIE OPTaHbl, IPEJCTABUTEIbHBIC OPTaHbl PAOOTHUKOB




10 BOIIpOCaM COIII/IaJ'II)HOI\/JI IOJIMTUKW B OTHOIICHHWHU TIECPCOHAJIA

ConpoBOKI€HUE T0TOBOPOB IO OKA3aHHUIO KOHCYJIBTAllUOHHBIX U
MHGOPMALIMOHHBIX YCIIYT MO peanu3alii MEpONpUsTUI
KOPIIOPATUBHOM COLIMATIbHOM MTOJUTUKH, BKIKOYAs
[IpeIBapUTENIbHBIE TPOLEYPHI 10 UX 3aKIIFOYEHHUIO

Heobxoaumbie ymeHus

OdopMIIATE JOKYMEHTHI TI0 BOIIPOCaM KOPIOPATUBHOMN COITHATIBHON
[MOJIMTUKH, TIPEIOCTABIIsIEMbIE B TOCY/1APCTBEHHBIE OPTaHbl,
[pe/IcTaBUTEIbHBIE OPTaHbl pAOOTHUKOB

AHAJIM3UPOBATH MIPaBUJIa, TOPSIKH, MPOLIEAYPhl KOPIOPATUBHOM
COLIMAILHOMN ITOJIUTUKHU

OOecneynBaTh AOKYMCHTAIITMOHHOC COITPOBOKACHUC COILIMAJIbHOM
MMOJIMTUKKW B OTHOIICHWHU IIEPCOHAJIA

OpFaHI/ISOBI)IBaTI) XpaHCHHUEC JOKYMCHTOB B COOTBCTCTBUU C
Tpe6OBaHI/I$IMI/I APXHUBHOI'O 3aKOHOAATCIILCTBA Poccuiickon
d)e)lepam/m 1 JIOKAJIBHBIMU aKTaMM OpraHru3allun

[Ipou3BOAUTE NIPEABAPUTEIIBHBIE 3aKYIIOYHBIE IPOLIEAYPHI U
0(OPMIIATH COMYTCTBYIOILYIO JOKYMEHTALIUIO IO 3aKIIIOYECHUIO
JIOTOBOPOB

PaGoTaTh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIIyraMH
Y CEpPBHCAMH TI0 BOIIPOCAM KOPIIOPATUBHON COIIMATBHON TTOJIUTHKA
B OTHOIICHUU TepCOHAIA

DopMUPOBaTH MPEIJI0KEHNE TI0 ABTOMATU3ALNUU U HU(PPOBU3ALIUH
npolecca JJ0KyMEeHTOo000pOTa, CBSI3aHHOTO ¢ peaau3anuen
KOpPIIOPATUBHOW COLMATIbHOM ITOJIUTUKH

ObecnieunBaTh COOMIOICHUE TPEOOBAHMIA 3aKOHOIATEILCTBA
Poccuiickoit denepaliiy 1 KOPIOPATUBHBIX MOJUTHK B 00J1aCTH
00pabOTKU IEPCOHANBHBIX JAaHHBIX U KOH(PUICHITHATEHOMI
H(pOopManuu

BecTtu n1enoByro nepenucky

Co0:1101aTh HOPMBI 3 THKH JCJIOBOT'O OOIICHHS

Heo0xoaumMble 3HAHUS

[Topsimox oopmiteHus, BEACHUS i XpaHEHUS JJOKYMCHTAIIUN 110
COIMAJIbHOW MOJIMTHKE B OTHOLLIEHUHU NTEPCOHANA

[lopsimox ¢popMupoBaHus, BeZeHUs 0a3bl JaHHBIX U MPECTaBICHUS
OTYETHOCTH 110 BOTIPOCAM COITUATBHOMN MOJTUTUKHN B OTHOIIIEHUHN
repcoHana

TGXHOJ'IOFI/II/I, MCTOABI U METOAUKHA MTPOBCACHUS aHAJIN3a U
CUCTCMATU3allU JOKYMCHTOB 1 I/IH(I)OpMaI_[I/II/I

OCHOBBI IOKYMEHTO000POTa ¥ JOKYMEHTAIIMOHHOT'O 00eCIIeYeHHUS

TapudHo-kBanuprKamoHHbIE CIPABOYHUKHU paboT U podeccuii
pabounx 1 KBaH(PHUKAIMOHHBIE XapaKTEPUCTUKN JODKHOCTEH
CIIy)KallluX, NpoecCHOHAIbHbIE CTAHAAPTHI

[lopsimox mpoBeAeHHSI 3aKyIIOYHBIX MpoLeyp U ohopmiieHus
COINYTCTBYIOIIEH JOKYMEHTAIUU

Crienanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIC
YCIIYTH M CEPBUCHI B O0JIACTH COIMAIBHOM MOJIUTHKH B OTHOIICHHH
nepcoHaa, TPAaHHUIBI UX TPUMEHEHHS

HopmaTuBHBIE PaBOBBIE AKThI, ONPECISIONINE HOPMBI TPYIOBOTO
npaBa




OCHOBBI apXUBHOT'O 3aKOHOJIaTENbCTBA U HOPMATUBHBIE IIPABOBBIE
akThl Poccuiickoii denepaiuu B 0071acTH BeIEHUS TOKYMEHTALUU
10 IEPCOHAY

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNbeTBa Poccuiickoit denepanumn
HopMaTuBHBIE IIpaBOBBIE aKThl, PETYJIHUPYIOIINE IIPaBa U
00513aHHOCTH rOCYIapCTBEHHBIX OPraHOB, IIPEICTABUTEIbHBIX
OpraHoB pabOTHHUKOB 110 NPEJAOCTABICHHUIO YYETHON TOKYMEHTALUU
3akoHoaarenscTBO Poccuiickoit denepaniuy o nepcoHanbHbBIX
TAHHBIX

JlokanpHBIE HOPMATUBHBIE aKThl OPraHU3ALNN, PETYIHPYIOIIUE
[OPsAI0OK BHEAPEHUS KOPIIOPATUBHOMN COLMAIBHOMN MOJIUTHKH U
COIMAJIBHBIX POrPAMM

[lopsi 10K 3aKIIF0OYEHUS 1OTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1€710BOr0 001IEHNS

[IpaBuia BeeHUs 1€10BOU NIEPEUCKU

J/Ipyrue -
XapaKTEePUCTUKU
3.7. O6001meHHas TPyAOBasA PyHKIMUS
HaunmenoBanueOnepaioHHOE yIpaBieHHe Kon |G| VYposens kBamuduxammu |/
MEPCOHATIOM U CTPYKTYPHBIM
[0/Ipa3/ieJIeHueM OpraHu3aluu
IIpoucxoxnenue Opurunan X [3aMMCTBOBaHO
00001ICHHOW TPYTIOBOM 13 OpUTHHAJIA
byHKIIH
Kog Peructpannonssiit
OpUTHHAaNa HOMED
npodecCHOHATBLHOTO
CTaHJapra
Bo3moxHbIE PykoBoauTENb CTPYKTYPHOIO IMOAPA3AEICHUS
HalMEHOBAHUS HauanbHUK CTPYKTYPHOTO MOAPA3IeIICHUs
TOJDKHOCTEH,
npodeccuii
TpeGoBaHus K Briciiee oOpa3zoBaHue - MarucTparypa
00pa30BaHUIO U I
00y4EHHIO Briciiee oOpa3oBaHue (HenpouIbHOE) - MarucTpaTypa u




TONOJHUTEIBHOE MPO(ecCHOHATPHOE 00pPa30BAHUE - IIPOTPAMMBI
npogeccCHOHATBHOM NMEePEenoArOTOBKY B 00JaCTH YIpaBIeHUs
[IepCOHAJIOM WJIM SKOHOMMKH TPYyJa WK MEHEI)KMEHTA

TpeboBaHus K OIBITY
[PAKTUYECKOI paboThI

He meHee natu et B 00JaCTH YIPaBIEHUS IEPCOHAIOM

Oco0ObIe ycIIoBUS
norycka K padore

Jlpyrue -
XapaKTepUCTUKU
JlonoTHUTE/IbHbIE XAPAKTEPUCTUKH
HaumenoBanue Kon HaumeHnoBanue 6a30B0Oii rpynibl, JOKHOCTH
JIOKYMEHTA (mpodeccun) uimm crnenuaabHOCTH
OK3 1212 Y pasiisitonie Tpy10BBIMH pecypcamMu
EKC - HavanbHuK OTA€7a KaApOB
- HauanpHUK OT/J€N1a OpraHu3alliy 1 OIUIATHI TPy/Aa
- HauanbHUK OTJ€1a HOATOTOBKH KaJpOB
OKTIATP 24696 HauanpHuk oTnena (ynpasieHUs KaapaMu U
TPYZIOBBIMH OTHOIICHUSIMH )
24705 HauanpHuk otnena (QyHKIHMOHATBEHOTO B MPOYUX
00J1aCTSAX AeITEIHHOCTH)
OKCO 5.38.04.01 [DxoHOMHKA
5.38.04.02 [MeHemKMEHT
5.38.04.03 |YnpasieHne nepcoHaIoMm
3.7.1. TpynoBas pyHkums
HanmenoBanuePa3zpaboTka CUCTEMBI Kon |G/01.7 YpoBens (MoaypoBeHs) |7
OTIEepPAIMOHHOTO KBaJIM(UKALIH
YIIpaBJICHUS TIEPCOHAIOM
1 pabOTOM CTPYKTYPHOTO
[0Ipa3/IeICHUs
OpraHu3aluu o
[Ipoucxoxnaenue |OpuruHan X [3auMCTBOBaHO U3
TPYIOBOM OpUruHaia
byHKIIUN

Kon opurnnana PeructpaiimoHHbIN



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

HOMeEp
npoQecCHOHaIBLHOTO
cTaHgapTa

Tpynossle neiictBust  |Pa3paboTka MmiIaHOB, IPOTrPaMM M MPOLEAYP YIIPABICHHS
[EpPCOHAIIOM

[locTaHOBKA ONEPATUBHBIX LIEJIEH IO BOPOCAM YIIPABICHUS
[epCOHAIOM

PazpaboTka npeioKeHul o CTpyKType MoApa3ieieHus u
NOTpeOHOCTH B IEPCOHATIE

Pa3paboTka npeaioxkeHuil Mo 00ecneyeHn o KaapoBoil
0€301acHOCTH, 00ECIIEYSHHUIO NTEPCOHAIOM, (POPMHUPOBAHUIO CHCTEM
OLIEHKH, Pa3BUTHS, OPTaHU3ALIMU U OIUIAThI TPY/a, KOPIOPATUBHBIM
COLIMAJIBHBIM IPOTrpaMMaM M COIMATIbHOM MOJUTHKE

PazpaboTka npeoxeHui o 3aTpaTax 1 GopMUpOBaHUU OrO/IKETa
Ha MepCoHAaI

Kontpomns ucnonHenus 6roxeTa (hoHaa OIIIaTh Tpy/a,
CTUMYJUPYIOIIMX ¥ KOMIIEHCAI[IOHHBIX BBIILIAT

PazpaboTka nmpeaoKeHnui 1Mo 3aKIF0YSHHUIO JOTOBOPOB B 00J1aCTH
YIIpaBJIEHUs! IEPCOHAJIOM € TIOCTABILMKAMH YCIYT U IPOBEACHUE
[pEIBAPUTENBHBIX MPOLEAYP MO UX 3aKIIOYCHUIO

Heo6xoanmeie ymenus [(OpraHn30BBIBaTh paOb0OTY MEPCOHANA CTPYKTYPHOTO MOIpa3AeIeHHS
OmnpenensTh 3a1a41 NEPCOHANA CTPYKTYPHOTO MOIPa3/IeICHUS
MCXO0J1s U3 1IeJIeH U CTpaTeruy OpraHu3aliu

Co31aBaTh U ONKMCHIBATh OPraHU3ALMOHHYIO CTPYKTYPY, LIENH,
3agaun, QYHKIMH CTPYKTYPHOTO MOAPA3IeICHHS

[TpuMeHATh METOBI YIIPABICHHUS MEXITMYHOCTHBIMU OTHOLICHUSIMH,
(hopMHUpOBaHUS KOMaHI, Pa3BUTHS JIHIEPCTBA M UCTIOJTHUTEIBHOCTH,
BBISIBIICHUS] TAJTAHTOB, ONIPENICIICHHUS YI0BIETBOPEHHOCTH paboToOi
OnpenensiTh, aHAIN3UPOBATh, MOJEIUPOBATH U BBICTPAUBATh
BHYTPCHHHE KOMMYHHKAIIUU TIEPCOHANA

PazpabaThiBaTh MPOEKTHBIC MPEATIOKEHHS U MEPOTIPHUSITHS IO
MOBBIIIEHUIO 3 PEeKTUBHOCTH PabOTHI NEPCOHATIA

BHeapsATh cTpaTeruio yrnpasjieHus IEPCOHAIOM

CocTaBiATh, PACCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJINPOBATH
CTaThbU PacXo/I0B HA MEPCOHAN, pa3pabaThIBaTh MPEITIOKECHUS IO
3aTpaTtaM Ha nepcoHai Juisg GopMupoBaHus OOIKeTa
[IpencraBisTh HHTEPECHl OPraHU3aLUK U BECTU IIEPETOBOPHI C
[IpEeICTaBUTEIbHBIMUA OpraHaMy paOOTHUKOB, B3aMMO/IEHCTBOBATH C
roCyJapCTBEHHBIMH OPraHU3aLUIMU

AHamM3upoBaTh HH(OPMALMIO O TOCTABIIMKAX YCIYT B 001acTH
yIIpaBJICHUs] IEPCOHAJIOM U 00 YCIOBHSX 3aKJII0YAaEMBIX IOTOBOPOB
[Tpou3BOIUTH NpeIBApUTEIbHbIE 3aKYTOYHBIE TPOLIETYPHI U
0(OPMIISATH COMYTCTBYIONIYIO TOKYMEHTAIIUIO TIO 3aKITFOYCHUIO
TOrOBOPOB

OpraHu30BbIBaTh U IPOBOJIUTH KOPIIOPATUBHBIE MEPONIPUSITHS C




[epCOHAIOM

PaGoTaTh ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIIyraMH
W CepBHCAMH TI0 BOIIPOCAM YIIPABIICHHUS IIEPCOHATIOM B YaCTH
OIIEPALIMOHHOTO YIPABJICHUS IIEPCOHATIOM U Pa0OTHI CTPYKTYPHOTO
HOApa3/IeIeHUs

DopMUPOBATH MPEIIOKEHUS O PeaTU3alui MEPOIIPUATHI 110
00ecrieueHHI0 He0OX0AMMOT0 YPOBHS KaJpOBOH 6€30M1aCHOCTH

DopMUPOBaTh MPEJIOKEHUS TI0 aBTOMATH3aIMK U HU(POBU3ALIUU
[poliecca oneparroHHOr0 YIpaBIeHHUs MepCOHAIOM U paboToi
CTPYKTYPHOTO NOAPA3/IEICHUS

ObecneunBaTh cOOMIOACHNE TPeOOBaHHI 3aKOHOAATEIHCTBA
Poccuiickoit @eaepannu 1 KOPIOPATUBHBIX MOJIUTUK B 00J1aCTH
00pabOTKM NEPCOHANBHBIX TaHHBIX U KOH(PUIECHIINATBHOM
H(pOopManuu

Bectu 1enoByro nepenucky

Co01r0/1aTh HOPMBI ITHKH JIETIOBOTO OOIIECHUS

Heo0xoaumMblie 3HAHUS

MeTo/1bl, CIOCOOBI U HHCTPYMEHTHI YIIPABIECHUS IEPCOHAIIOM,
o0ecrieueHHs KaapoBoi 6€30MaCHOCTH

[lenu, cTparerus pa3BUTHs U OM3HEC-TIAH OPTaHU3AINH

ConuasibHas MOJINTUKA, KOPIIOPATUBHAS KYJIbTYpa, MOJIUTUKA
YIIPaBJICHKs] IEPCOHATIOM OpraHU3aluu

MeTop! aHaHM3a KOJTMYECTBEHHOTO U KaYeCTBEHHOT'O COCTaBa
nepcoHana

CucTeMbl CTaHAApPTOB 10 OM3HEC-TIpolieccam, mpodeccusM, HopMaM
Tpyaa

CucreMbl, METOJIbI U (HOPMBI MATEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHUs TPyJia IEpCOHaIa

TeXHOJOrMU U METOABI (I)OpMI/IpOBaHI/ISI 1 KOHTPOJIA GIOI[)KCTOB

[lopsimok MpoBeACHHSI 3aKYIIOYHBIX MPoLeyp U oopmiIeHus
CONYTCTBYIOIIEH JOKYMEHTAIIUU

OCHOBEI HpOHSBO)ICTBeHHOI;’I ACATCIBbHOCTH OpraHu3aluu

(OCHOBEBI O0IIICH U COLMAILHON IICUXO0JI0THU, COLTUOJIOTHH U
MICUXOJIOTHH TPY/a, SKOHOMHKH TPyJia, 0€30MaCHbIX YCIOBHH TPyaa

OpranuzallioOHHAasi CTPYKTypa OpraHu3aluu

Tapudno-kBanupuKamOHHbIE CIIPABOYHUKH paboT U npodeccuit
pabounx M KBAIU(UKALMOHHBIE XapaKTEePUCTUKU JOIKHOCTEH
CILy’KallluX, IPoeCCHOHAIbHBIE CTaHJaPThI

Criennann3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIYT'H U CEPBUCHI B 00JIACTH ONEPALIMOHHOTO YIPABICHUS
[IepCOHAIOM U padOTOI CTPYKTYPHOIO IOIpa3iesIeHus, TPaHUIIbl UX
[IPUMEHEHUS

OCHOBHBIE METPUKH U aHAIMTUYECKHE CPE3BI CUCTEMBI
OTEpPALMOHHOTO YIIPABJICHUS IEPCOHATIOM U pabOThl CTPYKTYPHOTO
10JIpa3AcIICHUs

HopmaTuBHBIE IPaBOBBIE aKThl, ONPEEIIAIOLINE HOPMBI TPYJOBOTO
npasa

OCHOBEI APXUBHOI'0 3aKOHOAATCIILCTBA U HOPMATHUBHBIC ITPABOBLIC




akThl Poccuiickoit deaeparii B 00JaCTH BEACHUS JOKYMEHTAIIMHI
0 MepCOHATy

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNIbcTBA Poccuiickoit deneparuu
OCHOBBI MUTPAIIMOHHOTO 3aKOHOJIaTeNIbcTBa Poccuiickoi
Ddenepanuu B 00JaCTH NPUBJICYCHUS U TPYAOYCTPOICTBA
MHOCTPAHHBIX TPaXKAaH M JIUI 0€3 rpak/IaHCTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOIaTeNbcTBA Poccuiickoii
Deneparuu B 00J1aCTH YIPABICHUS IEPCOHAIIOM M OTBETCTBEHHOCTH
ITOJDKHOCTHBIX JIUI]

3akoHomarenbcTBO Poccuiickoit deneparu 1mo 3amure
[epCOHAIBHBIX TAHHBIX

JlokaabHBIC HOPMATUBHBIE aKThl OPraHU3alUK B 00JIACTH
YIIPaBJICHHSI TIEPCOHATIOM

[TopsiioK 3aKIIFOUEHMS] TOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 71€710BOr0 00IIEHNS

J/Ipyrue -
XapaKTepUCTUKU
3.7.2. TpynoBas pyHkums
HaunmenosanuePeann3anus Kon |G/02.7 YpoBeHb (OypoBeHB) |/
ONEPALMOHHOTO KBaJIM(UKALIMK
yIIpaBJICHHSI IEPCOHATIOM
11 pabOTHI CTPYKTYPHOT'O
[0/Ipa3IeICHUS
OpraHu3aIuu H
[Ipoucxoxnenue |OpuruHan X [3auMCcTBOBaHO U3
TPYAOBOH OpHUrMHAIIA
byHKIMH
Kon opurnnana PeructpanimoHHbIN
HOMED
npodeccroHalIbHOTO
CTaHmapTa

Tpynossie neiictBust  |[[lmaHupoBaHue AEATEIFHOCTH CTPYKTYPHOTO MOAPAa3AEICHUS U
repcoHasa

OmnepaTUBHOE yIIPaBICHUE IEPCOHAIIOM CTPYKTYPHOTO
NOApa3/IeIeHus OpraHu3aluH

Pacuet 3aTpaT 1o MOApa3/IEICHHIO U MOArOTOBKA MTPEIOKESHUH IS
(dhopmupoBaHus OIOKETA




Pa3paboTka cTraHAapTOB EATEIBHOCTH MOAPA3ICICHUS U
yHU(UKAIHS TPOLIECCOB

[IpoBeeHne MHCTPYKTaXKa MO OXpaHe TpyJa

[locTaHoBKa 3aa4 pabOOTHUKAM CTPYKTYPHOIO IIOJpPa3IeJIeHus,
OIIPEEIICHUE PECYPCOB JIJISl MX BBINOIHEHUS], KOHTPOJIb UCIIOJHEHUS

Pa3pa60TKa HpeIlHO)KCHI/Iﬁ M0 YJIYyUHICHUTO MoKa3aTenei
ACATCIBHOCTH TOAPA3ACIICHUA

DopMUpOBaHUE OTUETOB O PabOTE CTPYKTYPHOIO MOAPA3AEICHUS

HeoOxoanMbie ymMeHUs

OmnpenensiTh 30HbI OTBETCTBEHHOCTH M 3()(HEKTUBHOCTH paObOTHI
[IEPCOHAJIa CTPYKTYPHOI'O MOAPa3EICHUs, PACIPEAEIATD 3a0a4l 1
oOecreunBaTh MaTepUaIbHO-TEXHUUECKHUE PECYPCHI IS MX
VICIIOJIHCHUS

[TpuMEHATh METO/IbI OTIEPATHBHOTO YIPABICHUS TIEPCOHATIOM
OpraHu3aIum, 00ecreueHrs KapoBOil 0€30MaCHOCTH

KoHTpoIMpOBaTh UCIIOJIHEHNE IOPYYEHUN U 3a/1a4, CBOEBPEMEHHO
KOPPEKTUPOBATH IUIAHBI U 3a/1a41

OrnpenensiTh mokazarenau 3G HEKTUBHOCTH pabOTHI ITEpCOHAIA
[oIpaseICHUS

YIIpaBiisiTe MOTUBALMEN IIEPCOHAIIA, €70 BOBJICYEHHOCTBIO U
ACIIUIUIMHOM Tpy/Ja

CocTaBIIsITh IJIaHbI AESITEILHOCTH CTPYKTYPHOTO MOAPA3IEICHUS
OpraHu3anuu

CocTaBNsATh, PACCUNTHIBATH, KOPPEKTUPOBATH U KOHTPOIUPOBATH
CTaThH PACXOJ0B CTPYKTYPHOTO TOApA3ACICHUS IS (POPMUPOBAHUS
OIOIKETOB

[Ipon3BOIUTH aHANN3 TEKYILEH AeSITEeIbHOCTH CTPYKTYPHOTO
[OApa3ACJICHNs] M BHEAPSTH MPOUEAYPHI [0 €€ ONTUMHU3ALNU

[IpencTaBiasTh MHTEPECH OPraHU3ALUU U BECTH IIEPETOBOPBHI C
rOCy/lapCTBEHHBIMU OpPIaHaMHU, IPEICTAaBUTEIbHBIMUA OpraHaMu
a0OTHHMKOB IO BOIIPOCAM IepCcoHaIa

Bectu MEpEroBOPLI € MOCTABIIUKAMH YCIIYT 110 YCIIOBUAM
3AKJIIO9aCMBIX TOT'OBOPOB

[Ipon3BOAUTE IpEIBAPUTEIIBHBIE 3aKYIIOYHBIE POLIEAYPHI U
0(OPMIIATH COMYTCTBYIONIYIO JOKYMEHTALIUIO MO 3aKIFOYCHUIO
TOTOBOPOB

[IpoBOIUTH ayIUT PE3yIbTATOB PAOOTHI C IEPCOHAIOM

PaboTaTh ¢ HHPOPMATMOHHBIMU CHCTEMaMH, IIU(POBBIMH
CepBHCAMHU I10 OTIEPAOHHOMY YIIPABICHUIO TIEPCOHAIIOM H
paboTOM CTPYKTYPHOTO MOAPA3AEIECHUs

DopMUpPOBaTH MPEJIOKEHUS TI0 aBTOMATU3ALMU U LU(PPOBU3ALIIH
OIIEPALIMOHHOrO YIPABJIECHUS [IEPCOHAIOM U PabOTON CTPYKTYPHOTIO
[10/1pa3eIeHUs

ObecmneunBaTh cOOMIOACHNE TPEOOBaHMIA 3aKOHOAATEIHCTBA
Poccuiickoit denepariny 1 KOPIOPATUBHBIX MMOJUTHK B 00J1aCTH
00pabOTKU IEPCOHATBHBIX JAHHBIX U KOH(PUICHIINATLHOMI
nHbOpMaIu

BecTtu 1en0Byr0 nepenucKy




Co0:1101aTh HOPMBI 3THKH JCJIOBOT'O OOIICHHS

Heo0xoaumMblie 3HAHUS

Teopuu ynpasieHus NEPCOHATIOM M €T0 MOTUBALIMU

q)OpMLI 1 MCTOABI OLICHKHU IICPCOHAJIA Y PE3YJILTATOB UX TPYyJdad

TexXHOJIOrK ONIEPATUBHOIO YIIPABICHUS IEPCOHAJIOM OpraHu3anuu

CucreMbl, METOIbI U (HOPMBI MATEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPyJla NEpCoHaIa

TexHonoruu u MeTo1bl HOPMUPOBAHMS ¥ KOHTPOJIS OIOIKETOB

MeTob! yIpaBiIeHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3aIiH,
METO/IbI aHAJIM3a BHIITOJIHEHUS IUTAHOB U ITPOTPAMM, OTIPE/ICIICHHS
X YKOHOMHUYECKOH 3((hEeKTUBHOCTH, METOBI OOECTIEUeHNUS
KaJJpOBOI 0€30MaCHOCTH

DKOHOMUKA TpyJia

OpraHu3allMOHHO-IITaTHAs CTPYKTYpa OpraHu3alyu

[lonuTuKa ynpaBiaeHUs IEPCOHAIOM, KOPIOPaTUBHASI COLlMANIbHAS
[IOJIMTHUKA, KOPIIOPATUBHASL KYJIbTYypa

HeJ’II/I, CTpATCTrUA pa3sBUTHUA U Ou3Hec-IUIaH OpraHu3alvn

MeToIUKH TUTaHUPOBAHUS U TIPOrHO3MPOBAHUS TOTPEOHOCTH B
TIepcoHae

[lopsiIOK yperyiaupoBaHys TPYAOBBIX CIIOPOB

Tpe6OBaHI/I$I 1 1IpaBUJia IIPOBCACHUA ayaIUTa pa6OTBI C IICPpCOHAJIOM

(I)OpMBI COMAJIBHOT'O MMAapTHECPCTBA U BBaHMOﬂCﬁCTBHﬂ C
MMPCACTAaBUTCIIbHBIMU OpraHaMu pa6OTHI/IKOB 1 UHBIMH
OpTraHu3allusIMU

[Topsimox oopmiieHUs: KaApPOBBIX JOKYMEHTOB U MPHUAAHUS UM
FOPUANYECKON CUIIBI

TapudHo-kBanupUKaMOHHBIE CIPABOYHUKHU pa0OT U Mpoeccuii
pabounx 1 KBaNN(UKAIMOHHBIC XapaKTEPHUCTUKH JJOJDKHOCTEH
CIIy)KallluX, NpodecCHOHATBHBIE CTAHAAPTHI

[Topsiiok poBeieHUs 3aKyMOYHBIX MPOLEAYpP U 0hOpMIICHHUS
COIYTCTBYIOLIEH JOKYMEHTALUU

Criennainn3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIIYTY ¥ CEPBHCBI 110 YIIPABIICHUIO IIEPCOHATIOM, IPAHULIBI UX
[IPUMEHEHHUS

OCHOBHBIe MCTpI/IKI/I 1 aHAJIUTHUYCCKHC cpe3f,1 CHUCTCMBI
OIIEPAIIMOHHOTO YIIPABJICHUS TIEPCOHAIIOM U Pa0OThI CTPYKTYPHOTO
[101pa3IeaCHUS

HopMaTuBHBIE ITpaBOBbBIE aKThl, ONPEAEIIAIONINE HOPMbI TPYAOBOIO
npasa

(OCHOBBI apXUBHOT'0 3aKOHOJATENbCTBA 1 HOPMATUBHBIE IIPABOBBIC
akThl Poccuiickoit ®denepannu B 001acT BEJEHUS TOKYMEHTALUN
110 IEPCOHAILY

(OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibeTBa Poccuiickoit deneparuu

OCHOBBI MUTPAILIMOHHOTO 3aKOHOJIaTeNIbcTBa Poccuiickoi
Ddenepanuu B 00JaCTH NPUBICYCHUS U TPYAOYCTPOHCTBA
MHOCTPAHHBIX I'PAXJIaH U JIMI O€3 rpaXk1aHCTBA

OCHOBBI AIMUHUCTPATUBHOTO 3aKOHOATENhCTBA Poccuiickoi

Gbe,uepaulzm B 00JacTu YIIpaBJICHHUA IICPCOHATIOM U OTBECTCTBCHHOCTU




TOJDKHOCTHBIX JIUIT

3akoHoaarenscTBO Poccuiickoit denepanuy o nepcoHanbHbBIX
TAHHBIX

JloxabHBIE HOPMATUBHBIC aKThI OpraHu3alliu B o0Jract
yIIpaBJI€HUs IEPCOHAIOM

OCHOBBI IPaBOBOTO PErYIUPOBAHUS TOPSAAKA 3aKJIFOUEHUS
TpaXIaHCKO-IIPABOBBIX JOTOBOPOB B COOTBETCTBUU C
3akoHOnaresbcTBOM Poccuniickoit denepanuun

[IpaBuiia BejeHNs 1€710BON NEPENNUCKH

HopMbl 5THKH 1€710BOT0O OOIIEHUS

JIpyrue -
XapaKTEPUCTUKU
3.7.3. TpynoBas pyHkums
HanmenoBanme|PazpaboTka u Kox |G/03.7 YpoBeHs (MoypoBeHs) |7
COINIPOBOX/ICHNE KBaJH(pHUKAIUN
nporiecca U POBU3AINN
1 aBTOMATHU3aLNN
yIIPaBIICHUS TIEPCOHAIOM
[Ipoucxoxnenune |OpuruHan X |3auMcTBOBAHO U3
TPYLOBOM OpUTrvHaia
byHKIIUN

Kon opurnnana PeructpaiimoHHbIN
HOMED
npodeccCuoHaIBHOTO
cTaHzapTa

TpynoBeie 1eHCTBUS

Pa3zpaboTka MpeIoKeHUH 110 aBTOMATU3AIIUH U TP POBU3AIIMN
[TPOIIECCOB YIPABJICHHS IEPCOHATIOM

DopMynMpoBaHKE 1I€JIEH 1 3a/1a4 aBTOMATH3alMKA U IUPPOBU3AIIUN
B paMKaX CTpaTeruu GyHKIUU yIpaBICHHS MepCOHAIOM, 001Iei
CTpaTerny OpraHu3aIu U 00ecreueHus KaIpoBoil 0€30MacHOCTH

KoopauHatus u SKcrepTu3a pa3padoTKu cXeM HH(POPMAIIHOHHOTO
oOMeHa, HOpMaTUBHO-CIIPABOYHON MH(POPMALINH, STIEKTPOHHBIX
ITOKYMEHTOB M CHCTEM aBTOMAaTH3aIIMU MPOIIECCOB YIIPaBICHUS
ePCOHAIOM

KoopauHaius u skcrepTu3a pa3padoTKu cxeM HH(POPMAIIMOHHOTO
00OMeHa, HOpMaTUBHO-CIIPAaBOYHON MH(POPMALIUH, JIEKTPOHHBIX

JNOKYMCHTOB 1 CUCTCM aBTOMATHU3AIlNHN ITPOLCCCOB YIIPABJICHUA




[epCOHAIOM

KoopauHarus pa3paOOTKu U cOriacoBaHue () yHKIIHOHATBHBIX
TpeOOBaHUI K aBTOMATU3AIMHU ¥ [IU(PPOBHU3AIIUN TTPOIIECCOB
YIpaBJICHUS TIEPCOHATIOM, B TOM YHUCJIEe TPeOOBaHUMN K
0JIb30BATEILCKUM MHTEp(deiicam 1 1madaoHam

CoracoBaHue periaMeHTOB U MHCTPYKITUHN IO paboTe C
ABTOMATU3MPOBAHHOW CUCTEMOM B 00JIACTH MPOLIECCOB YIIPABICHUS
[epcoHaIoM

ConpoBokJeHue 1 PyHKIMOHAIbHAS TPHEMKA CUCTEM
U(POBU3ALMH U aBTOMATHU3AILIUHU TIPOLIECCOB YIIPABICHUS
[epCOHAJIOM Ha 3Tanax MpoeKTHUPOBaHUs, TECTOBON U
OIIBITHO-NIPOMBIIIUIEHHOH 3KCIUTyaTalluy

Opranuzanus o0y4eHHs CIEIMAINCTOB M0 YIPaBICHUIO
MEPCOHAJIOM UCTIOJIb30BaHUIO CHCTEM aBTOMATH3AIMH U
[U(POBU3ALMH YIIPABICHUS IEPCOHAIIOM U POPECCUOHATBHON
MOJIIEPAKKH MOJIb30BATEIICH

Opranuzanus QyHKIHOHATEHOTO MOHUTOPUHTA PAOOTHI CUCTEM
ABTOMATHU3AINH U TUGPOBU3AINH YIIPABICHUS TIEPCOHAIOM U
po¢eCcCHOHATBHOM MOICPIKKH MOIh30BaTEICH

BeneHne NpoeKTHOH, M0JIb30BATENIBCKOM U OKCIUTYyaTalluOHHOU
moKyMeHTaIuu (B 007acTH ()yHKIIMOHATBHBIX BO3MOYKHOCTEH) Ha
CHCTEMBI aBTOMATH3AIMH U U()POBU3ALINH MTPOLIECCOB YITPABICHHUS
EePCOHATIOM

DopMynupoBaHHEe MPEUIOKEHUH 110 MOIEPHU3ALIUU U PA3BUTHIO
CYIIECTBYIOIINX CUCTEM aBTOMATH3AIMH U IH()POBU3ALUU
yTIpaBJICHUsI IEPCOHAIOM

O6ecneunBaTh COOTIOICHUE TPEOOBAHNH 3aKOHOIATEIHCTBA
Poccuiickoil @enepanuy 1 KOpIOPATUBHBIX MOJIUTUK B 00J1aCTH
00pabOTKH NMEPCOHATBHBIX JAHHBIX U KOH(PHUICHIMAIBHON
nHpOpMaIuu

Heo6xoaumMelie ymMeHuUst

CoOupatp, aHaTM3UPOBATH U CUCTEMATU3UPOBATH HEOOXOAUMYIO
MH(OPMAIHIO I aBTOMATH3ALUH U IU(POBU3ALIUH IIPOLIECCOB
yIIpaBJICHUs! IEPCOHAJIOM U o0ecTiedeHHs KapoBoi 0€30MacHOCTH

YrpaBiATh (yHKIMOHATBHBIMU TPEOOBAHUAMH, STAllaAMU IPOEKTOB
ABTOMATHU3alMK U HUGPOBU3ALMH YIIPABICHUS IEPCOHAIIOM,
M3MEHEHUSMU B HUX

PaGoTath B cucTeMax yrpaBJieHUs IPOCKTaMH, TPEOOBAHUSIMU U
mopaboTKaMH 110 HUM

Pa3pabaTbiBaTh TECTOBBIE U IPUEMOYHBIE CLIEHAPUU
NIEMOHCTPAIIMOHHBIX U 00YYaIOUIMX MaTepPHUajIoB

Opranu3oBbIBaTh ¥ MPOBOAUTH 00y4YaIOIINE U KOHCYIbTAlIUOHHBIE
MEPOTIPUATHSI IJIs TTOJIH30BATENECH CUCTEM aBTOMATH3aLUU U
1 pOBU3AIMH MTPOLIECCOB YITPABICHUS IEPCOHATIOM

PaboTaTh B ccTeMax aBTOMAaTH3alMK U [IU()POBU3ALIUY ITPOLIECCOB
YIPaBJICHMSI IEPCOHATIOM

['OTOBHUTH U 3aIUIIATH YKOHOMUYECKUE U KAYCCTBCHHBIC
00ocHOBaHUS 1 d(PPEKTH aBTOMATH3ANK U U (DpOBU3AITUT

[TPOLIECCOB YIIPABIICHUS IEPCOHATIOM




Co0:1101aTh HOPMBI 3THKH JCJIOBOT'O OOIICHHS

Heo0xoaumMblie 3HAHUS

MeTob! yIpaBIeHUs pa3BUTHEM U YPPEKTUBHOCTHIO OpraHU3aINY,
METO/Ibl aHAJIM3a BHIIOJHEHHS TUIAHOB M IPOTPaMM, OINIPEICICHUS]
X YKOHOMHUYECKOH 3((hEeKTUBHOCTH, METOABI 0OECTICUCHNUS
Ka]pOBOii 0€30IaCHOCTH

MeToabl OIIEHKH Pa0OTHI CTPYKTYPHBIX MOApa3/IeICHUN,
€3yNbTaToB U () (HEKTUBHOCTH AESITENLHOCTU

MeToabl TPOBEACHUS ayIUTa U KOHTPOJUIMHTA ONEPaTUBHBIX
yIpaBIeHUYECKUX MPOIECCOB

TCXHOJ’IOFI/II/I, MCTOABI U MCTOAWKU IMPOBCACHUA aHAIN3a U
CUCTCMATU3allUN JOKYMCHTOB 1 I/IH(I)OpMaI_[I/II/I

[lonuTrka yIpaBJICHHUA IICPCOHAIOM, KOPIIOPAaTUBHAA COLMATIbHAA
I[NOJIMTUKA, KOPIIOPATUBHAA KYJIbTypa

TapudHo-kBanuprUKaMOHHBIE CIIPABOYHUKHU padOT U MpodeccHii
PaboYMX 1 KBATM(HUKAIMOHHBIE XapaKTEePUCTHKH JOIDKHOCTEH
CIIy)KallluX, NpoecCHOHATBbHBIE CTaHAAPTHI

OCHOBBI yIIpaBJICHHS MPOCKTaMH (IPUMEHUTEIHHO K TPOEKTaM B
cthepe nHOOPMAITMOHHBIX TEXHOJIOTHI)

OCHOBBI IPOEKTUPOBAHUS U TIOCTPOEHUSI HHPOPMAIITMOHHBIX
CHUCTEM, OCHOBHBIE TEXHOJIOTUHU ¥ TPEH/IbI, UMEIOIINE OTHOIICHUE K
cdepe ynpapieHUs IEPCOHAIOM

OCHOBBI JINLIEH3UPOBAHUSI POrPaMMHOT0 00€CTIeUeHMS],
00pa30BaHus 1IEH Ha IPOrpaMMHBIE CPEJICTBA U OLIEHKH CTOMMOCTH
BiaeHNsI HTHPOPMAIIMOHHBIMU CUCTEMAMHU

OCHOBHBIE TIOJIOKEHHS TPAXKIAHCKOT'O 3aKOHOIATEILCTBA
Poccuiickoit @enepanuu B 001aCTH HHTEIUIEKTyaIbHON
COOCTBEHHOCTH

Llesn 1 cTparerus pa3BUTUS OpraHu3alyn

HopmaTuBHBIE PaBOBBIE aKThI, ONPEACISIONINE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXUBHOT'O 3aKOHOJATENIBCTBA U HOPMATUBHBIE IIPABOBBIC
axTbl Poccuiickoit denepannu B 001acT BEJEHUS TOKYMEHTALUN
10 MIEPCOHAILY

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBA Poccuiickon denepannn

OCHOBBI aIMMHUCTPATUBHOI'O 3aKOHOAATENbCTBA Poccuiickoi
Denepanuu B 00JaCTH YIPaBICHUs IEPCOHATIOM U OTBETCTBEHHOCTH
TOJIPKHOCTHBIX JIUIT

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHanbHbBIX
TAaHHBIX

TpeboBanus 3akoHOAaTENbCTBA Poccuiickoit denepanuu B 001acTu
MPUMEHEHUS SJICKTPOHHON MOANNCH

JlokajbHbIe HOPMATHBHBIE JOKYMEHTBI OpraHU3aluy B 00JIaCTH
YIIPaBJICHUS IIEPCOHAIOM

[lopsiiok 3aKynO4YHOM NeATENbHOCTH, 3aKIIIOYEHUS U BEJICHUS
TOrOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU OCJIO0BOI'O 06H_ICHI/I}I

Jlpyrue




|XapaKTepI/ICTI/IKI/I |

3.7.4. TpynoBas pyHkums

HanmMeHnoBanne|A IMUHUCTpUPOBaHUE Kon |G/04.7 YpoBeHb (MO ypOBEHb) 7]
[IPOLIECCOB KBaJH(pHUKAINN
OIIEPAIIMOHHOTO

YIpaBJeHUS IEPCOHAIOM
1 pabOTOM CTPYKTYPHOTO

[10pa3/ICIICHUS

OpraHu3aIuu u

COOTBETCTBYIOLIETO

TOKYMEHT0000pOoTa o
[Ipoucxoxnenune |[OpuruHan X [3auMCTBOBaAHO M3
TPYIOBOM OpUTrvHaia
byHKIIUN

Kon opurnnana PerucrpannoHHbIM
HOMEp
po¢heCCHOHATBEHOTO
CTaHIapTa

TpynoBble NeHCTBUS  |[AHAJIN3 MPOIECCOB TOKYMEHTOO00POTA, JIOKAJIBHBIX JIOKYMEHTOB IO
BOIIPOCAM OIEPAIIOHHOTO YIPaBICHUS EPCOHANIOM U paboToit
CTPYKTYPHOTO TOJIpa3/ieJeHus, ON3HEC-TPOLIECCOB OPTaHU3AIIH,
yJIOBJIETBOPEHHOCTH MEPCOHANA

JlokyMeHTaIMoHHOE 0(OpMIICHHE PE3yJIbTaTOB OMEPALIMOHHOTO
yIIpaBJICHUs TIepCOHaIa U paboThI CTPYKTYPHOTO MOApPA3IEICHUs,
[pe3yJbTaTOB ayAuTa paboThl C MEPCOHAIOM

[loaroToBKa MPEIOKEHUIN IO PA3BUTHIO CHCTEM OIEPALlMOHHOTO
YIIpaBJICHUS IEPCOHAIIOM U pabOThI CTPYKTYPHOT'O OPA3/IeICHuUS,
110 HEOOXOAMMBIM KOPPEKTUPYIOUIUM U IPEBEHTUBHBIM MEpaM
Pa3paboTka crucTeMbl aHau3a U KOHTPOJISI pabOThI ITEpCOHAIa,
MEpPONPUATHI IO 00ECTIEYECHHIO KaJIPpOBOM O€30M1aCHOCTH
KoHTposb, cpaBHEHHE U aHAIHU3 MPOIIECCOB B 001aCTH
OTIEPATUBHOTO YIPABICHHS MIEPCOHATIOM, PE3yJIbTaTOB
YIIpaBICHUYECKUX MEPONPUITUH, ONIpeieNiecHHe (PaKkTOpOB,
BBI3BIBAIONIMX OTKIOHEHHE OT TUIAHOBBIX MOKa3aTesei
[ToaroroBka u 06paboTKa 3aPOCOB, YBEIOMJICHUH, CBEJICHUH O
pabOTHUKAX B TOCYapCTBEHHBIE OpraHbl, MPOpECCUOHATLHBIC
CO03bI, 00IIECTBEHHBIE OpraHU3aLUN




ConpoBOJK/ICHHE TOTOBOPOB OKa3aHHs YCIYT IO BOIIPOCAM
OIIEPATHBHOTO YIPABJIECHUS IEPCOHAIIOM U PaOOTOH CTPYKTYPHOTO
[0/Ipa3/IeTICHNUS, BKITIOYas MPEIBAPUTEIIBHBIC TIPOLIEYPHI 110 UX
3aKITIOUYEHHIO

[lonroroBka mpeanoxxeHuit o GpopMUpOBaHHIO OIOIKETa Ha
epCOHAJ OpraHu3aluu

BrimonHeHne TpeGoBaHU 10 XpaHEeHUI0 HHPOPMAIIUHU O
pe3ynbTaTax JeHCTBUS CUCTEM ONEPALMOHHOTO YIIPABICHUS
[EpPCOHAJIOM U pabOTOH CTPYKTYPHOTO MOPa3aEICHUs

Heo6xoanMelie ymMeHUs

KoHTpoarpoBaTh MepOnpHusTHS 10 00eCIeUeHHIO KaIpOBO
0€3011aCHOCTH, IIPOLIECCHI YIIPABIEHHSI IEPCOHAIOM MOIpa3/IeIeHUH,
OTIPENIENATh UX Pe3yJbTaTUBHOCTD U BBISBIATH (DaKTOPHI
OTKJIOHEHHUH OT IJIAHOBBIX IAPaMETPOB

Pa3pabaTbiBaTh IpOrpaMMbl JOCTHXKEHUS 1I€JIel U ONEepaTUBHOIO
CLICHUS 3a/1a4 N0Apa3eICHUN

AHanTU3UpoBaTh, pa3padbaTbiBaTh U 0POPMIIATH JOKYMEHTHI IO
OIepaTUBHBIM IIPOIECCaM U UX pe3ylIbTaTaM

[TpoBOANTH ayIUT KaIPOBBIX MTPOIIECCOB, MPOIIETYP, ODOPMIICHUS
KaJIPOBBIX JOKYMEHTOB U JOKYMEHTOB 10 yIPaBJICHHUIO MIEPCOHATIOM

KOHTpOJ'IPIpOBaTB PACXOJOBAHUC 6I-O,Z[)K€TOB Ha IICPCOHAJI

ObopMIATH TOKYMEHTSHI 110 ONEPALIOHHOMY YIPABICHHUIO
[epCOHATIOM U padoTe CTPYKTYPHOTO MOAPA3ICICHHUS,
peJicTaBIsieMble B TOCYJapCTBEHHbBIE OPTaHbl, IPE/ICTABUTEIbHbBIC
opraHbl paOOTHUKOB

OO0ecneynBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHE IO CHCTEMaM
OIIePalMOHHOTO YIIPABJICHUS IEPCOHAIOM H pad0Te CTPYKTYPHOTO
o/jpa3aeIeHus

Oprann3oBbIBaTh XpaHEHHUE IOKYMEHTOB B COOTBETCTBUU C
TPeOOBAHUSIMU TPYAOBOTO M ApXUBHOTO 3aKOHOIATEIIbCTBA
Poccuiickoit Denepanny U JOKAIbHBIMU aKTAMU OpPraHu3aluu

KOHTpOJ'IPIpOBaTL HUCIIOJIHCHUC JOTIOBOPOB NMOCTABHIUKOB YCIIYT I1O
BOITpOCaM IIE€pCoOHAIA

[Tpon3BOIUTH 3aKyOYHBIE TIPOLIEAYPHI, 0(OPMIIATE U
AHAJIU3UPOBATH 3aKYNOYHYIO JOKYMEHTALIUIO

[IpoBOANTH MEPETOBOPHI U MPEICTABIATH HHTEPECHl OpTraHU3aIluHU B
rOCYIapCTBEHHBIX OpraHax, MPeICTaBUTEIBHBIX OpraHax
[pabOTHUKOB MO BOIPOCAM MepcoHasa

BecTtu nenoByto nepenucky

Bectu yueT u peructpanuio 10KyMEHTOB B HH(GOPMALMOHHBIX
CHUCTeMaX U Ha MaTEePHAIBHBIX HOCUTEISIX

PaboTaTh ¢ MH()OPMAIMOHHBIMU CUCTEMAaMH, IIU(PPOBBIMH yCIyraMH
1 cepBUCAaMHU B 00JIACTH ONEPALMIOHHOIO YIPABICHUS EPCOHATIOM U
ab0TOM CTPYKTYpPHOT'O HOJpa3/IeIeHuUs

dopMUpOBaTh MPEIIOKEHUS TI0 ABTOMATH3AINUU ¥ TUPPOBU3AITUH
poliecca ONepaoHHOTO YIPABJICHUS IEPCOHATIOM U paboToi
CTPYKTYPHOTO TOJIpa3IeICHHs

O6ecmeunBaTh COOIIOICHUE TPEOOBAaHUI 3aKOHOATEIHCTBA

Poccuiickoil denepaninu 1 KOPNOPATUBHBIX MOJIUTUK B 00J1aCTU




00pabOTKM EPCOHANBHBIX JJAHHBIX U KOH(PHACHIIMAIBHON
MHpOpMaLIUU

Bectu f1enoByro nepenucky

Co0:1101aTh HOPMBI D THKH JCJIOBOT'O OOIICHHS

HeoOxoanMele 3HAHUA

MeTo/TbI YIIpaBICHUS Pa3BUTHEM U 3((HEKTHBHOCTHIO OpTaHU3aIIH,
METO/Ibl aHATTN3a BBIMOJTHEHUS [JIAHOB U TIPOTPaMM, OTpeIeTICHHS
X YKOHOMHYECKOH d(PPEKTHBHOCTH, METOBI 00CCTICUCHHS
KaJIpoBOI 0€30MacCHOCTH

MeTob!l OLIeHKH paboThl CTPYKTYPHBIX MOJIpa3/ieeHUH,
pe3yJIbTaTOB TPYJla NEpPCOHAIA

MeTOIlLI MMPOBCACHUA ayJUTAa U KOHTPOJUIMHI'A OIICPATUBHBIX
YIIPABJICHYCCKHUX ITPOLCCCOB

DOpMBI M CUCTEMBI MATEPUAIILHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAaHUs TPyJla NEPCOHAIA

OCHOBBI IOKYMEHTAIIHOHHOTO 00€CTIeUeHUS

[lopsinok opopmieHus, BEACHUS U XpaHEHUsI JOKYMEHTAIMH 1O
CHUCTEMaM OIEPaLMOHHOI0 yIIPaBJICHUs IEPCOHATIOM U paboTe
CTPYKTYPHOTO I1OAPA3/1E€IECHUS

[lopsinok hopmMupoBaHus, BeieHUs 0a3bl JaHHBIX U NPE10CTABICHUS
OTYETHOCTH 110 CUCTEMAM ONEPAMOHHOIO YIPABJIECHUS IIEPCOHAIOM
1 paboTe CTPYKTYPHOTO MOApa3aeIeHHs

TapudHo-kBaTu(UKAITMOHHBIC CIIPABOYHUKH PadOT U npodeccuid
pabounx U KBaTU(UKANMOHHBIC XapaKTEPUCTUKH JOJIKHOCTEH
CIIy>KaIlIUX, TPOpECCHOHATBLHBIE CTaHIAPTHI

HopmaTuBHBIE PAaBOBBIE aKThl, PETyIUpPYIOLINE IpaBa U
00513aHHOCTHU I'OCYAapCTBEHHBIX OPTaHOB U OPTraHU3alMHU I10
NpEeOCTaBICHUIO YUETHON TOKYMEHTAIUU

[lopsimox mpoBeAeHMsI 3aKyIIOYHBIX MpoLeyp U oopmiieHus
COINYTCTBYIOIIEH JOKYMEHTALIUU

[lonuTrka ynpaBiaeHUs TEPCOHATIOM U COIMANbHAS TTOTUTHKA
OpraHu3aIuu

OpraHu3allMOHHO-IITaTHAs CTPYKTYpa OpraHu3alyu

Llesn 1 cTparerus pa3BUTUS OpraHu3alyn

busHec-m1aH 1 OM3HEC-TIPOLIECCHI OPraHU3aAIUT

Crieranu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE
YCIIYTH ¥ CEPBUCHI B 00JIACTU ONEPAIIHIOHHOTO YIPaBICHUS
MePCOHAJTIOM M pabO0TOH CTPYKTYPHOTO MOAPA3IICIICHUSI, TPAHHUIIBI HX
PUMEHEHUS

OCHOBHBIC METPUKH U aHAIMTUYECKUE CPE3BI CUCTEMBI
OIIEPALIMOHHOTO YIPABJICHUS IIEPCOHATIOM U PabOThI CTPYKTYPHOTO
[1OApa3ACIICHUS

HopMmaTuBHBIE ITpaBOBbBIE aKThl, ONPEACIIAIONINE HOPMbI TPYAOBOIO
MpaBa

(OCHOBBI ApXMBHOI'0 3aKOHO/IATENILCTBA K HOPMATUBHBIE MPABOBbBIE
akThl Poccuiickoit @eaeparii B 00JaCTH BEACHUS JOKYMEHTAIIUN
[10 [IEPCOHAIY

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNbeTBA Poccuiickoit deneparuu




OCHOBBI MUTPAIIMOHHOTO 3aKOHO1aTenbcTBa Poccuiickoit
Denepanun B 00J1acTH NPUBJICYEHUS U TPYAOYCTPOICTBA
MHOCTPAHHBIX TpakJaH M JUI 0€3 rpakJaHCTBa

OCHOBBI aIMMHUCTPATUBHOI'O 3aKOHOAATENbCTBA Poccuiickoit
Denepanuy B 00JaCTH YIPaBICHUs IEPCOHAIOM U OTBETCTBEHHOCTH
TOJDKHOCTHBIX JIUIT

3akoHoaarenscTBO Poccuiickoit denepanuy o nepcoHanbHbBIX
TAHHBIX

JlokanbHbIE HOPMaTUBHBIE JOKYMEHTBI OpraHU3aluy B 00J1aCTH
YIIPaBJICHUsI IIEPCOHATIOM

[lopsiioK 3aKIIF0UEHHS JOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCACHUA HGHOBOﬁ MCPCIINCKU

HopMmbI 5THKH J1€7T0BOTO OOIIEHUS

JIpyrue
XAPAKTCPHUCTUKN

3.8. O0001mIeHHas TPYyAOBas PyHKIUS

HanmenoBanue/Ctparernueckoe yrnpaBjieHue Kon |H YpoBeHb kBaupuKauu
[1EPCOHAIOM

[ ]

IIpoucxoxnenue
0000IICHHOM TPYIOBOM

byHKIIH

Opurunan X [3aMMCTBOBaHO
13 OpUTrHMHaJIa

Kog Peructpannonssiit
OpHTHHAJIA HOMeEp
podhecCHOHAIBHOTO
CTaHAapTa

Bo3MoKHEIE
HAaMMCHOBAaHUS
TOJDKHOCTEH,
npodeccuii

/TrupekTop 1o nepcoHany

/IupeKTop 1o ynpasiIeHUIO IEPCOHATIOM

3aMecTuTeNb JUPEKTOPA MO YIPABICHUIO IEPCOHATIOM
3amMecTUTENb F€HEPaIbHOTO IUPEKTOPA MO YIIPABICHUIO

[epCOHAIOM

TpeboBanus K
00pa3oBaHUIO U
00y4IEeHUIO

Briciiee oOpazoBaHue - MarucTpaTypa

VT

Briciiee oOpazoBanue (HEMpoUIBLHOE) - MAaTUCTPATYpa U
OTIOTHUTETBHOE TIPOohecCHOHaIbHOE 00pa30BaHue - MPOTPAMMEBI
podecCroHaTBLHOM MEePETOATOTOBKH B 00JIACTH YIIPABJICHHS




TICPCOHAJIOM MJIN CTPATCTUYCCKOI'0 YIIPaBJICHUA

TpeboBaHUs K OIBITY
[PAKTUYECKOI paboThI

He menee natu et B 00JaCTH ypaBiIeHHUs IEPCOHAIOM Ha
[PYKOBOSIINX JTOJKHOCTAX

Oco0bIe ycroBuUs -
norycka K pabote

JIpyrue -
XapaKTEPUCTHKU
JlonoTHUTE/IbHbIE XAaPAKTEPUCTUHKH
HaumenoBanue Kon HanmenoBanue 6a30B0ii IpyIIIbL, TOJKHOCTH
JIOKYMEHTA (mpodeccun) uimm crnenuaabHOCTH
OK3 1212 Y pasiisitoniye Tpy10BBIMH pecypcaMu
EKC - 3amMecTuTeh JUPEKTOPa MO YIPABJICHUIO IEPCOHAIOM
OKTIJATP 25042 HauanpHuK ynpasieHus (CrenUaIn3upOBaHHOTO B
MPOYMX OTPACIsX)
OKCO 5.38.04.01 [DxoHOMMKaA
5.38.04.02 |[MeHemKMeEHT
5.38.04.03 |YnpasieHne nepcoHaIoM
3.8.1. TpynoBas pynkuus
HaumenoBanuePa3zpaboTka cUCTEMBI Kon [H/01.7 VYpoBens (moaypoBeHs) |7
CTPATETUYECKOTO KBaJIM(UKALIMU
YIIpaBJICHUs IEPCOHAIOM
OpTaHU3aINH
[Ipoucxoxnenue |OpuruHan X |3auMcTBOBaHO U3
TPYLOBOM OpHUrMHAaIIA
byHKIMH

Kon opurmnana PerucrpanmoHHbIN
HOMEp
npo¢eCcCUoHaTBLHOTO
CTaHzapTa

TpynoBbie 1eCTBUS

[TocTaHOBKA CTPATErHYECKUX IIEJICH B YIIPABICHHH TIEPCOHAIOM H
oOecreyeHnn KaapoBoi 6€301acHOCTH

Pa3paboTka KOprOpaTUBHON MOJIUTHKH, IJIAHOB, IPOTPAMM,



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

[IPOLIEAYP U TEXHOJIOTMH YIIPABJIEHUS IEPCOHAIIOM

Pa3paboTka KOpHOPATUBHON KYJIBTYpPbl U COLUAIBHOMN MOJIUTHUKH,
CHCTEM MOTHUBALMHU, 3(PPEKTUBHOCTH, OLICHKU U PA3BUTHUSA
[epcoHana

DopMHUpPOBAaHUE CUCTEMBI OILIATHI M OPTaHU3ALUU TPY/Ja IEPCOHAIIA

Paspa60TI<a CUCTCMbI OPTaHU3ALIUOHHOI'O ITPOCKTUPOBAHNA,
MJIAHUPOBAHUC HOTpe6HOCTI/I B IICPCOHAJIC OpraHnu3aln

Pa3paboTka nporpamm, NPUHLIMIIOB CTaHAAPTU3ALNH, YHU(DHUKAIIH,
ABTOMAaTH3alM{ IPOLIECCOB YIPABICHUS IEPCOHANIOM U O€30MaCHbIX
YCJIIOBHM Tpya

DopmupoBaHue OI0KETa HA IEPCOHAII

PazpaboTka TeXHOJIOrui aynuTa paboThl ¢ IEPCOHATIOM U
KOHTPOJUINHIA

Heobxoaumbie ymeHuUs

Pa3pabaTbiBaTh CTpaTEruy U MOJUTHKHU YIIPABICHUS IEPCOHATIOM,
oOecrieueHns KaapoBoi 0€30MacHOCTH

Co3zaBaTh ¥ ONUCHIBATH OPraHU3ALMOHHYIO CTPYKTYpPY, LENH,
3anaun, QyHKIUU CTPYKTYPHBIX MOJpPa3AeICHUIN U JOIKHOCTHBIX
Mizii

HpI/IMeHﬂTB METOAbI YIIPABJICHUA MCKINIYHOCTHBIMHA OTHOIICHUAMU,
@)OpMI/IpOBaHI/IS{ KOMaH/, pa3sBUTHA JUACPCTBA U UCITOJITHUTCIIBHOCTH,
BLISIBJICHUS TAJIAHTOB, OIIPCACIICHUSA YAOBJICTBOPCHHOCTHU pa60T0171

OHpeI[eJ'IHTL H aHAJIU3UPOBATh BHYTPCHHUC KOMMYHHUKAIIUH,
MOJCJIMPOBATH NOBCACHUC IICPCOHAJIA

HpeI[CTaBJ'ISITL HHTCPEChI OpraHru3ali B roCyJapCTBCHHBIX
opraHax, BO B3aUMOJICHCTBUH C MPEACTABUTEIBHBIMU OpraHaMu
[pPabOTHUKOB IO BOIIPOCAM MEPCOHAA

CocTaBisITh, paCCUNTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH
CTaTbU PacXxo/10B OI0KETOB U (POHJIOB HA MPOrPaMMBbI U
MEpPONPUITHS 110 YIPABICHUIO IEPCOHAIOM OpraHU3aAIUU

[IpoBOIUTH ayIUT U KOHTPOJUIMHT B 00JIACTH YIPABICHUS
[1EpCOHAIOM

Pa3pabaTpiBaTh KOPIIOPATUBHBIC COIMATIBLHBIE POTPAMMBI

BecTu neperoBopsl 110 BOIPOCAM COLIMAIBHOIO MapTHEPCTBA C
[IpeICTABUTEIbHBIMUA OpraHaMi paOOTHUKOB

PaboTaTh ¢ HH()OPMALIMOHHBIMU CUCTEMAaMH, YCIIyTaMH U
cepBUCaMU B 00JIaCTU CTPATErMYECKOr0 YIIPABIEHUSI IEPCOHAIOM

DopMUPOBATH MPEIIOKECHHS 110 ABTOMATU3AINN U TH(PPOBU3ALINN
nporecca pa3paboTKU CTpaTeruu paboThl ¢ NEPCOHATIOM

Opra"u30BbIBATH MEPOIIPUATHS 110 00ECTICUCHUIO BHITOJIHEHUS
TpeOOBaHUI OXpaHbI TPYAa B COOTBETCTBUU C JCHCTBYIOLIIM
3akoHO1aTeNIbcTBOM Poccuiickoit denepanniul ¥ JIOKaIbHBIMU
AKTaMH OpraHU3aluu

OpraHu3oBbIBaTh U IPOBOAUTH MEPOIIPHUATHS C IIEPCOHAIIOM B
COOTBETCTBUU C KOPIIOPATUBHOM COIIMATILHON MOJTUTHUKOMN

O6ecmeunBaTh COOIIOICHIE TPEOOBAHNH 3aKOHOJATEIHCTBA
Poccuiickoit @enepanuu 1 MOJIUTHK paboTtoaarens B 00J1acTu

00pabOTKM IEPCOHATBHBIX JaHHBIX U KOH(DHACHIIMATBHON




H(popManuu

BecTtu 1e10ByI0 IEPENUCKY

C06J'IIO,[[8.TL HOPMBI 5TUKH JCJIOBOT'O OGH.ICHI/IH

Heo0xoauMele 3HaHUS

MeTob! yIpaBiIeHus pa3BUTUEM U APPEKTUBHOCTHIO OpraHU3allly,
AHAJIN3a BBITIOJIHCHUS IIJIAHOB U nporpaMM, OHpe)IeJ'IeHI/ISI nux
PKOHOMHUYECKOH 3(PPEKTUBHOCTH, METOIBI O0ECTICUCHUS KaIPOBOM
0€30I1aCHOCTH

MeTo bl OLIEHKH pabOThI CTPYKTYPHBIX MOApPa3IeIeHHH,
€3yJIbTAaTOB TPYyJA IEpCcoHasa

MeTo1pI TPOBEACHUS ayJUTOB, KOHTPOJUIMHTA YIPaBICHUECKIX
IPOIIECCOB

MeTo bl aHaIM3a KOJTMYECTBEHHOTO U KaUeCTBEHHOTO COCTaBa
nepcoHana

MeTo/1bl OpraHU3allMOHHOT0 TPOEKTUPOBAHUS

CucTeMbl CTaHAPTOB 10 OM3HEC-TIpoIieccam, MpohecCusiM, HOPMBI
Tpyaa

CucteMbl, METOIbI U (HOPMBI MATEPUATHHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPyJla EpcoHaIa

MeTo/bI aHaTN3a COLUATBHBIX POTPAMM U OTIPEACIICHUS UX
PKOHOMUYECKOH 2((HEKTUBHOCTH

Texnosoruu 1 MeToAb! GOPMUPOBAHUS U KOHTPOJISI OIOKETOB Ha
epcoHa

TpeboBanus oxXpaHbl U OE30MACHBIX YCIOBUM Tpya

Llenn, cTparerus, KOpPIOpaTUBHAs COLIMANIbHAS ITOJTUTUKA U
[TOJINTHKA IO MEPCOHAITY, KOPIOPAaTUBHASI KYJIbTYypa

(OCHOBBI TEXHOJIOTHH MPON3BOACTBA U ACATCIIbHOCTHU OpTraHHU3allun

OCHOBEI COMOJIOTHUH, ICUXOJIOT'M U DKOHOMUKH TPpydad

(OCHOBEI YIpaBJICHHUA COIMAJIbHBIM PA3BUTHUCM OpraHru3allnun

MeTo/ bl TPOBEICHHUST COIIMOIOTMUECKUX HCCIETOBaHNMN, H3yUeHUS
0OII[ECTBEHHOTO MHEHHUS

Opranu3allioOHHAasi CTPYKTypa OpraHu3aluu

Tapudno-kBanupuKaMOHHbIE CIIPABOYHUKH paboT U npodeccuit
pabounx M KBAIU(UKALMOHHBIE XapaKTEePUCTUKU JOIKHOCTEH
CIIy)KalluX, NpoeccroHaJIbHbIE CTaHIAPTHI

Crienanu3upoBaHHbIe HH(OPMAIIHOHHBIE CUCTEMBI, IU(POBBIC
YCIYI'H U CEPBUCHI B 00JIACTH CTPATETNYECKOT0 YIPABICHUS
[I€pCOHAJIOM, I'PAHHIIBI UX IPUMEHEHHMS

(OCHOBHBIC MCTPUKHU U AaHAJIUTHYCCKUC CPE3bI CTPATCTUICCKOT'O
YIIpaBJICHUS IICPCOHAIOM

HopMmaTuBHBIE ITpaBOBbBIE aKThl, ONPEACIIAIONINE HOPMbI TPYAOBOTO
MpaBa

OCHOBBI apXI/IBHOFO 3aKOHOAATCIILCTBA U HOpMaTI/IBHLIe HpaBOBLIe
akThl Poccuiickoit deaeparii B 00J1aCTH BEACHUS JOKYMEHTAIIMH
[10 IepCOHATy

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

(OCHOBEI MUT'PAIIMOHHOI'O 3aKOHOAATCJILCTBA Poccuiickoit

Denepanuu B 00JIACTH PUBJICUCHUS U TPYIOYCTPOHUCTBA




MHOCTPAHHBIX IpakJaH U JuI 0€3 rpakJaHCTBa

OCHOBBI aIMMHUCTPATUBHOI'O 3aKOHOAATENbCTBA Poccuiickoi
Denepanuy B 00JaCTH YIPaBISHUs IEPCOHAIOM U OTBETCTBEHHOCTH
TOJDKHOCTHBIX JIUIT

3akoHoaarenbcTBO Poccuiickoit denepanuu o nepcoHanbHbIX
TAHHBIX

JlokasibHbIe HOPMATHBHBIE aKThl OPraHU3alMK B 00J1aCTH
YIIPaBJICHUsI IEPCOHATIOM

[TopsimoK 3aKITFOYEHUS TOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCACHUA HGHOBOﬁ MCPCIINCKU

HopMmbI 5THKH 1€7T0BOTO OOIIEHUS

JIpyrue
XAPAKTCPHUCTUKNU

3.8.2. TpynoBas pynkums

HanmvenoBanmePeanu3anus cucteMbl Kox |H/02.7 YposeHs (MoypoBeHs) |7

CTPATErUYECKOro KBaU(UKAIH
YIpaBIeHUS IEPCOHAIIOM

[Ipoucxoxnenue |OpuruHan X [3auMCcTBOBaHO U3

TPYLOBOM
byHKIMH

OpUrMHaja

Konx opurmnana PeruncrpanmoHHbIN
HOMED
npo¢eCcCroHaTBFHOTO
CTaHzapTa

TpynoBble neicTBUs

[[1anupoBaHue NeATEIBHOCTH U pa3paboTKa MEPONPUATHI TIO
YIIPaBJIEHUIO EPCOHAIIOM ISl pealu3ali CTpATErNYECKUX LieTe
OpraHu3aIuy 1 obecreyeHus KaJpoBoi OE30MacCHOCTH

BHenpeHue MoJUTHK, TUIAHOB, POTPaMM, MPOLIETYP U TEXHOJIOTUI
110 YIPABIEHHUIO IEPCOHAIOM

[locTpoeHne OpraHu3allMOHHON CTPYKTYPHI C Y4ETOM IIJIAHOBOM
NOTPeOHOCTH B NIEPCOHAJIE U B3aUMOJIEHCTBUS CTPYKTYPHBIX
MOApa3ICICHUI OpraHU3alI

BuenpeHue u noanepkaHue KOpIOpaTUBHON KYJIbTYPhI U
COLMAJIbHOW NOJUTUKH, CHCTEM MOTHBALINH, 3()(HEKTUBHOCTH,
OLICHKU U Pa3BUTHs IIEpCOHATA

BHC,[[pCHI/IC U NOAACPKaHNUEC CUCTEMbI OPraHU3aliuu TpyAaa U OIUIAThI

nepcoHana




YpapiieHue BHEAPEHUEM IPOrpaMM U MPUHIUIIOB
CTaHJapTU3aLMH, YHUPHUKAIIMY, aBTOMATHU3alU1 TIPOLIECCOB
YIIpaBJICHUs! IEPCOHAJIOM U 0€30IaCHBIX YCIOBUH TpyAa

OpFaHI/ISaHI/DI IMPOBCACHUA ayJUTa U KOHTPOJUIMHIA B YIIPABJICHUN
ICPCOHAIIOM

[locTaHoBKa 3a/1a4 pyKOBOJUTEISM CTPYKTYPHBIX IOJIpa3/iesieHuH,
onpeJieJIeHue MaTePUAIbHO-TEXHUUECKUX PECYPCOB ISl UX
BBITIOJTHEHUS

CornacoBaHue yCJIOBUH 3aKI0OYAEMBIX JIOTOBOPOB MO BOMPOCAM
YHPaBJICHHS IEPCOHATIOM

Opranuzanys IpoBeIeHUs 3aKyIIOYHBIX MPOLEAYP IO BOIIPOCaM
YIIpaBJICHUs IEPCOHAIOM U O()OPMIIEHHUS COITyTCTBYIOLIEH
TOKYMEHTAIUH 110 HUM

DopmupoBaHue OIOKETa HA MTePCOHAT

Pa3paboTka TexHONOrUil ayauTa paboThl C IEPCOHAIOM U
KOHTPOJIJIMHIa

[IpuMmeHeHne Kk pabOTHUKAaM Mep MOOLIPEHUS U AUCIUIIIIMHAPHOTO
B3bICKaHUS

Heobxoaumbie ymeHuUs

[Tpon3BOANTH aHATN3 NEATEIBHOCTH 10 YIIPABICHUIO TIEPCOHATIOM,
a3zpabaTbIBaTh MokazaTenu 3hHeKTHBHOCTH paboThHI

DopMUPOBATH IIAHBL U MEPONIPUATHS IO YIIPABICHUIO MIEPCOHATIOM
11 00€CTICUCHHIO KaJIpOBOM 0€301MaCHOCTH

PaccunThIiBaTH OFOJKET B 00JIACTH YITPABJICHHS ITEPCOHATIOM

OmnpenensiTh 30HBI OTBETCTBEHHOCTH pa0OTHHUKOB U MO/Ipa3elieHUH,
CTaBUTh 33Ja4d PYKOBOJUTEISAM MOAPA3IeICHUNA U 00eceunBaTh
[peCypChl I UX UCIIOJIHEHMSI

KoHTpoIMpoBaTh U KOPPEKTUPOBATH UCIIOJHEHUE TIOPYUCHUN U
3a1a4

YpaBisaTh 3¢ (EKTUBHOCTHIO M BOBJIEYEHHOCTHIO IEPCOHAA,
TMCIMTUIMHON TpyJia ¥ cOOJI0AeHnEM 0e30MacHbIX YCIOBUM Tpyia

Bectu MEPpETroBOPLI 11O BOIIPOCAM COLUAJIBHOI'O IMapTHCPCTBA U
MIPCACTABIATh MHTCPECHI OpraHu3aly B roCyaapCTBCHHBIX OpraHax,
MPCACTABUTCIIbHBIX OpTraHax paGOTHI/IKOB " OpraHu3anuigax 1o
BOITpOCaM IEpCoOHAJIa

PaGotaTh ¢ ”HPOPMAIIMOHHBIMU CHCTEMaMU, IU(PPOBBIMU yCIyraMu
11 CEPBHCAMH I10 YIPABIEHHUIO IEPCOHAIOM

[IpoBOANTH ayIUT M KOHTPOJUTMHT B 00JACTH YIIPaBICHHUS
[epcoHaIoM

DopMUPOBATH U IPOBOJUTH COIUATBHYIO OJUTHUKY U COI[UATbHBIC
pOrpaMMbl

Bectu neperoBopsl ¢ NOCTaBUIMKAMU YCIYT MO YCIOBHUSIM
3aKJIF0YaEMbIX IOTOBOPOB

[Ipon3BOIUTH 3aKyMOYHBIE TPOLIEAYPHI, 0OPMIIATE U
AQHAJIM3MPOBATH 3aKYNIOYHYIO JOKYMEHTALUIO

O6ecmeunBaTh COOIIOICHIE TPEOOBAHNH 3aKOHOJATEIHCTBA
Poccuiickoit @eaepaninu 1 KOPIOPATUBHBIX MOJTUTUK B 00JIaCTH

00pabOTKM IEPCOHATBHBIX JaHHBIX U KOH(DHACHIIMATBHON




H(popManuu

Co06:1101aTh HOPMBI 3THKH JEJIOBOT'0 OOIICHUS

HCO6XOI[I/IMLIC 3HaHUA

MeTob! yIpaBiIeHus pa3BUTHEM U APPEKTUBHOCTHIO OpraHU3allly,
METOJIbI aHAJN3a BBITIOJTHEHUS TUIAHOB U MIPOTPaMM, OTIpeIeTICHHS
X YKOHOMHUYECKOM 3()(hEeKTUBHOCTH, METOBI 0OECTICUECHHUS
KaJpOBOI O€301aCHOCTH

OpraHu3anys yrpaBJICHUS! pa3BUTHEM OpTraHU3alnu

Teopuu ynpaBieHUsl OpraHu3alKei, NOJIUTHKA U CTPATET sl
YIIpaBJICHHS IEPCOHAIIOM

[lonuTnka YyIIpaBJICHHUA IIEPCOHAIOM, KOPIIOPAaTUBHAA COLMATIbHAA
I[NOJIMTUKA, KOPIIOPATUBHAA KYJILTYypa

MGTOI[LI aHaJIn3a BBINIOJIHCHUA IIJNIAHOB U 3a/1a4, OMPCACIICHUA UX
PKOHOMUYECKON 2 (HEKTUBHOCTH

MeToabl OIICHKH PE3YJIHTaTOB U Y()PPEKTUBHOCTH TPY/Ia

MeTo/1bl BHEIPEHMSI CUCTEMBI YIIPABICHUS IEPCOHAIOM

MeTOI[I)I OpPraHru3alilMOHHOI0 IMPOCKTUPOBAHWA

OcHOBBI paOOTHI MO IPOHECCHOHATLHOW OPUCHTAITUN

MeToaMKH TUTAaHUPOBAHMS U TIPOTHO3HPOBAHMUS TOTPEOHOCTH B
[EepCOHAJIE

[lenu, cTparerus pa3BUTHs U OM3HEC-TIAH OPTaHU3AINH

Teopuu u MeTo1b1 popMUpOBaHUs OpeHAa OpraHu3alun

TpeOGoBaHus oxpaHbl TpyAa U 6€30NaCHBIX YCIOBUH Tpyia

MeTOIlI/IKI/I p33pa6OTKI/I W BHCAPCHUSA JTOKAJIbHBIX HOPMATUBHBIX
AKTOB

[lopsiToK 3aKIIF0OUEHUS TPYIOBBIX JIOTOBOPOB, PETYIUPOBAHUS
TPYJOBBIX CIIOPOB

OCHOBEI COHOJIOTHH, IICUXOJIOTUH, SKOHOMHKHU Tpyaa U
YIIPABJICHHUA CONMAJIBHBIM PA3BUTHUEM OpraHu3allin

MeTOI[BI HpOBeILeHI/Iﬂ COIMUOJIOTUYCCKUX I/ICCHCHOBaHI/II\/JI, I/ISYLIGHI/DI
0OLI[ECTBEHHOTI0O MHEHHUS

TexHosornu NpoBeICHUS ayIUTa U KOHTPOJUIMHIA B YIIPaBICHHN
[epCOHAIOM

[TopsiOK TIPOBEACHMSI 3aKYIIOYHBIX MPOIIeIyp U oopmiteHus
CONYTCTBYIOIIEH JOKYMEHTAIIUU

TexHomoruu, craHaapTH3aWs, YHU(PUKAIHS, aBTOMATH3AINS
[IPOIIECCOB YIIPaBJICHUS IEPCOHAIOM

OpranuzaliioHHasi CTPYKTypa OpraHu3aluu

TapudHo-kBanuduKamoHHBIE CIPABOYHUKHU pabOT U MpodeccHii
pabounx 1 KBaMN(UKAIMOHHBIC XapaKTEPHUCTUKH JJOIDKHOCTEH
CIIy)KalluX, NpodecCHOHATbHBIE CTAHAAPTHI

Crnienuanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE
YCIIYTH ¥ CEPBUCHI B 00JIACTU CTPATETUUYECKOTO YIIPABIECHUS
[epCOHAJIOM, IPAHUIIBI UX IPUMEHEHUS

(OCHOBHBIEC METPUKH U aHAIMTUYECKUE CPE3BI CTPATETHYECKOTO
YIPaBJICHHSI IEPCOHATIOM

OCHOBEI APXUBHOI'0 3aKOHOAATCIILCTBA U HOPMATHUBHBIC ITPABOBLIC

akThl Poccuiickoit denepanuu B 001acT BEJCHUS TOKYMEHTALIUN




10 IEPCOHAILY

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTenbeTBa Poccuiickoit denepanumn
OCHOBBI MUTPAILIMOHHOT0 3aKOHO1aTeNbecTBa Poccuiickoit
Denepanuu B 00J1aCTH MPUBJIEUEHUS U TPYI0OYCTPONCTBA
MHOCTPAHHBIX IPaX/1aH M JHI Oe3 rpaXkJ1aHCTBA

OCHOBBI aIMMHUCTPATUBHOI'O 3aKOHOAATENbCTBA Poccuiickoi
Denepanuu B 00J1aCTH YIPABIEHUS IEPCOHAIIOM M OTBETCTBEHHOCTH
TOJKHOCTHBIX JINIT

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHanbHbIX
TAaHHBIX

[lopsi10K 3aKIIF0OYEHUS 1OTOBOPOB (KOHTPAKTOB)

JlokanbHbIE HOPMATHBHBIE aKThI B 00JIACTH YIPABJICHUS
[IEPCOHAIOM

[IpaBuiia BeieHUS J€I0BOM NEPENUCKU

HopMbl 3THKH 1€710BOT0O O0ILEHUs

JIpyrue -
XapaKTEePUCTUKU
3.8.3. TpynoBas pyHKuus
HaumeHnoBanue|A IMUHHCTPUPOBAHUE Kon [H/03.7 VYpoBeHb (M01ypoBeHb) |/
[IPOLIECCOB KB (DUKAIIIH
CTpaTEeruuecKoro
YTIpaBIICHUs IEPCOHAIOM
11 COOTBETCTBYIOLLIETO
TTOKyMEHTO0000poTa ]
[Ipoucxoxnenune |OpuruHan X |[3auMcTBOBAHO U3
TPYAOBOM opUTHHaIa
byHKIIUN
Kog opurnnana PerucrpaiioHHBIN
HOMEp
po¢heCCHOHATEHOTO
CTaHJapTa

Tpynossie neiicteus  |JlokymMeHTanmmonHoe opopMiIeHHEe Pe3ylIbTaTOB YIPaBICHUS
[EpCOHAJIOM, €r0 ayAANTa, paboThl CTPYKTYPHBIX NOApa3AeIeHUN
JIOKyMEHTallMOHHOE U OPraHU3allMOHHOE COIIPOBOXKICHHE
CTPATETHYECKOTO YIPABJICHUS MIEPCOHANIOM U PabOTOM CTPYKTYPHBIX
opa3eICHUI

[loaroToBka NpeIoKEHNN 0 Pa3BUTHIO CUCTEM YIPABJICHUS




repcoHaioM, obecrieueHus KaJapoBoil 6€30MacHOCTH, 10
HE00XO0IMMBIM KOPPEKTUPYIOIIUM U MPEBEHTUBHBIM MEpaM H I10
MMOBBILICHUIO 3PPEKTUBHOCTH PabOThI CTPYKTYPHBIX
Opa3IeICHUI

KoHTposib npoiieccoB B 001aCTH yIpaBIeHUs IEPCOHATIOM U pabOThI
CTPYKTYPHBIX IIOJpa3/eJIeHNI, CPaBHEHUE U aHAJIN3 IIPOLIECCOB,
[PE3yNIbTAaTOB YIPABICHYECKUX MEPOTIPUATHH, ONIpeieTICHIe
(haKTOPOB, BRI3BIBAIOIINX OTKJIIOHEHHE OT TIAHOBBIX TMOKa3aTenen

CoriacoBaHue M KOHTPOJIb IOTOBOPOB IO BOIIPOCAM M CHCTEMaM
CTPaTEruuecKoro yrnpaBlieHUs IEPCOHATIOM U paboTe CTPYKTYPHBIX
[OoApa3AesICHHI, OpraHu3anus MpoleIyp 1Mo uX 3aKJIH0UYCHUI0

[TonroTroBKka MpeanoKeHui Mo 00eCIeYeHUI0 COOTBETCTBUS
OpraHU3alvy U OIJIAThl TPY/la EPCOHANIA YCIEIIHBIM
KOPIIOPATUBHBIM ITPAKTUKAM

Heo0xoauMele yMeHUs

AHaTU3UpOBaTh, pa3padaTbiBaTh U 0GOPMIIATH JOKYMEHTHI IO
[poLeccaM U pe3ysibTaTaM YIpaBJIeHUs IEPCOHATIOM U paboTe
CTPYKTYPHBIX ITOAPA3ACIICHUN

HpI/IMeHHTB MCTO/JbI aHAJIM3a 6I/I3HeC-Hp0HCCCOB OpraHu3alnun

OnpeaensaTe NporpaMMbl JOCTUKEHHUS LIeJIEH U pelIeHUs 3a1a4
MOApa3ICICHHUI

HpOBOI[I/ITB AyJAUT CUCTEMBI YIIPABJICHUA IMIEPCOHAIIOM U CUCTEMBIL
oOecTeueHUs KaHpOBOﬁ 0€e30IacHOCTH

HpOBOI[I/ITB KOHTPOJUIMHI' CUCTEMBI YIIpaBJICHUA IICPCOHATIOM

KoHTpOoIMpoBaTh OFO/KET Ha TIEPCOHAI M YIIPABICHUE PAcX0JaMu
Ha MepcoHa

OpraHu3oBbIBaTh CONPOBOKIEHUE IOTOBOPOB 10 BOIIPOCaM
YIIPABJICHHsSI IIEPCOHAIIOM, BKJIIOYas IIPEABAPUTEIIBHBIE IIPOLIETYPbI
10 UX 3aKII0YEHUIO

OpraHu30BbIBaTh 3aKyIOYHbIE TPOLEAYPHI, OPOPMIIATH U
QHAIM3HPOBATH 3aKYIMOYHYIO JJOKYMEHTAIUIO

KoHTponupoBaTh ¥ aHAIU3UPOBATH BOIIPOCH! COLUATBHOIO
NapTHEPCTBA, JOrOBOPHI MOCTABIIMKOB YCIYT

[IpoBOINTE MEPErOBOPHI U MPEACTABIATh NHTEPECHl OPTaHU3ALUHU B
rOCYIapCTBEHHBIX OpraHax, Mpo(ecCHOHATBHBIX COI3aX U JPYTUX
[pe/ICTaBUTEIBHBIX OpraHax pabOTHUKOB U OpraHU3alUAX 110
BOIIpOCcaM MEpCcoHasa

PaboTaTh ¢ MH(POPMALMOHHBIMU CHCTEMaMH, LIU(PPOBBIMH yCIyraMu
11 cepBUCAMM 110 YIIPABICHHIO IEPCOHAIOM

OObecrneynBaTh JOKyMEHTALMOHHOE CONPOBOXKIEHHE ITPOLIECCOB
yIIpaBJICHUs] IEPCOHAIIOM U PabOTOM CTPYKTYPHBIX MOAPA3ICICHHUM

Oprann3oBbIBaTh XpaHEHHE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBAHUSIMHU TPYAOBOTO M APXUBHOTO 3aKOHO/IATEIbCTBA
Poccuiickoit denepanuu U JOKAIbHBIMU aKTaAMU OpraHU3aluu

O0becneunBaTh cOOIOACHNE TPEOOBaHUI 3aKOHOAATEIbCTBA
Poccuiickoil @enepaninu 1 KOPIOPATUBHBIX MOJIUTUK B 00J1aCTU
00pabOTKM NEPCOHANBHBIX TaHHBIX U KOH(DUIECHINATBHOM
nHpOpMauu

Co0:1101aTh HOPMBI 3TUKH JCJIOBOT0 OOIICHHS




Heo0xoaumMble 3HAHUS

ConuasibHas OJINTUKA, KOPIIOPATUBHAS KYJIbTYpPa, CUCTEMBI
MOTHUBAIMU U 3()(PEKTUBHOCTH YIIPABICHHSI IEPCOHAIOM

MeTo/bl yIpaBiieHHs Pa3BUTHEM U 3(PPEKTUBHOCTHIO OpraHU3aIlnH,
MCTOAbI aHAJIM3a BBIIIOJHCHHUS IJIAHOB U ITPOrpaMm, OIMpECACIICHUA
MX 9KOHOMHUYECKOH 3 (HEKTUBHOCTH, METO/IbI 00CCIICUCHHS
KaJIpOBOI 0€30MacHOCTH

MeTtoanl MPOBCACHUA ayJUTa, KOHTPOJIS OIICPATUBHBIX
YITPABJIICHYCCKHX MMPOUECCOB, COONNOJIOTUICCKUX I/ICCJ'IGIIOBaHI/Iﬁ

busHec-TuTaH 1 OM3HEC-TIPOIIECCHI OPTaHU3aAIUN

bropKeTHOE MPOEKTUPOBAHUE

OpraHuzaloHHOE TPOEKTHPOBAHNE

DOopMBbI, METOJIBI K CUCTEMbI MAaTEPUATILHOTO U HEMATEPHUAIBHOTO
CTUMYJIMPOBAaHU TPyJla IEpCcoHaNa

CucTeMbl CTaHIAPTOB MO OU3HEC-TIpoIieccaM, MpodeccusiMm
(cnenManbHOCTSAM), HOPMBI Tpy/ia

MeTo bl aHaJIM3a KOJIMYECTBEHHOTO U KAUeCTBEHHOTO COCTaBa
repcoHana

[lomTHKa opraHu3aluy MO NEPCOHAILY

[lopsimox popMupoBaHus, BeACHHs 0a3bl TaHHBIX U MPEAOCTABICHHS
OTYETHOCTH IO CUCTEMAaM YIpaBIeHUS EPCOHAIIOM U paboTe
CTPYKTYPHBIX MOJPaA3ACICHUN

OCHOBBI JOKYMEHTAIIHOHHOTO 00ECTIeUeHHUsI, TTOPSIOK 0(hOPMIICHUS
TOKYMEHTOB, ITPEICTABIIAEMBIX B TOCYJapCTBEHHBIE OPTaHbl,
podecCHOHAIbHBIE COI03bI, 00IIECTBEHHBIE OpPraHU3aINN

Llesn 1 cTparerus pa3BUTUs OpraHU3alUN

[Topsimok MpoBEACHHSI 3aKYIIOYHBIX MPoLeyp U ohopmiIeHus
CONYTCTBYIOIIEH JOKYMEHTAIIUU

HopmaTuBHBIE TPaBOBBIE AKTHI, PETYJIHPYIOIIUE IIpaBa U
00513aHHOCTH FOCYIaPCTBEHHBIX OPraHOB M OpraHU3aLUH 110
[IPEJOCTABICHUIO YYETHON TOKYMEHTAIIUH

OpraHuzaloHHasi CTPYKTypa OpraHu3allii U BaKaHTHBIE
TOJDKHOCTH (MTpOoheccuy, CeNnaIbHOCTH)

TapudHo-kBaTU(HUKAITMOHHBIC CIIPABOYHUKH PadOT U Mpodeccuid
paboumnx 1 KBaTU(UKAIMOHHBIC XapaKTEPUCTUKH JOJIKHOCTEH
CIIy’KallIuX, NPOpEeCCHOHAIBLHBIE CTAHIAPTHI

Criennain3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, ITU(PPOBbIE
YCIYT'H U CEPBUCHI B 00JIACTH a]MHHUCTPUPOBAHUSI IIPOIIECCOB
CTpaTEeruuecKoro yrnpaBleHUs IEPCOHAIOM, B 001acTu
TOKYMEHTO000pOTa, TPAHUIIBI HX PUMEHEHUS

HOpMaTI/IBHBIe IMMPaBOBLIC AKThbI, OIPCACIAONINEC HOPMBI TPYAOBOT'O
paBa

(OCHOBBI APXMBHOT'O 3aKOHOJATEIbCTBA U HOPMATHUBHBIE IIPABOBHIE
akThl Poccuiickoit denepanuu B 001acT BECHUS TOKYMEHTALIUN
[10 IIepCOHAIY

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENbCTBA Poccuiickon denepanun

OCHOBBI MUTPAILIMOHHOTO 3aKOHO1aTenbcTBa Poccuiickoit

Deneparuu B 00J1aCTH MPUBJICUCHUS U TPYIOYCTPONUCTBA




MHOCTPAHHBIX IpakJaH 1 JUI 0€3 rpakJaHCTBa

OCHOBBI aIMMHUCTPATUBHOI'O 3aKOHOAATENbCTBA Poccuiickoi
Denepanuy B 00JaCTH YIPaBISHUs IEPCOHAIOM U OTBETCTBEHHOCTH
TOJDKHOCTHBIX JIUIT

3akoHoaarenbcTBO Poccuiickoit denepanuu o nepcoHanbHbIX
TAHHBIX

JlokasibHble HOPMATHBHBIE aKThl OpraHU3aIK B 00J1aCTH
YIIPaBJICHUsI IEPCOHATIOM

[TopsimoK 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

HopMbI 3THKH J1€TTIOBOTO OOIIEHUS

JIpyrue
XAPAKTCPHUCTUKNU

IV. CBenenus 00 opranusanusx - paspadoTuukax
npo¢ecCHOHAIBLHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs] OPraHM3aNMA-Pa3padoOTYNK

CogeT 1o mpo¢eCCHOHAIBHBIM KBATH(HUKALMSAM B 00JIACTH YIIPABICHHSI IEPCOHATIOM

[Ipencenarens ByuxoBuu Anna AnekcaHipoBHa

4.2. HammMeHOBaHUS OPraHU3aluii-pa3padoTYNKOB

1 |Arpoxongunr "CTEIIB", ropox PocroB-Ha-/lony

2 |AO "Konnepn Pocaneproatom", ropos Mocksa

3 |AO "OMK", ropoxa Brikca, Huxeroposckas 061actb

4 [Kommanus "MertamnonnBect", ropog Mocksa

5  |[MoCKOBCKMI1 METpOIIOJIUTEH, ropoa MockBa

6 |[Uuacturyt 3anstoctu u npodeccuit PI'AOY BO "HaydHo-ucCie10BaTEIbCKHIA
yHUBEpCUTET ""BbIciias mKoia 53KOHOMUKHU'", ropoa MockBa

7 [HOUY "HuctutyT npodeccuoHanrbHOro KaapoBuka', ropo Mocksa

8 |OOQOP "Coro3 paboToaaTeneit pakeTHO-KOCMHUYECKOM pombInuieHHocTH Poccun”,
ropo Mocksa

9  |OOP "Poccuiickuii cOI03 MPOMBIIIIEHHUKOB U NpeanpuHumaresneit”, ropog Mocksa

10 [[TAO "T"aznpom HedT1h", TOpox CankTt-IleTepOypr

11 [[TAO "Poctenexom", ropoag Mocksa

12 [[TAO "PycI'unpo", ropon KpacHosipck

13 |[TAO "Cesepcrasp", ropon Yepenosen, Bonoronckas o0macts

14 [[TAO A®K "Cucrema", ropox Mocksa




15 |CPOO "Acconuanust pyKOBOAUTENEH U CIIELUATIUCTOB MO YIPABICHUIO YEJIOBEUECKUMU
ecypcamu'", ropost ExarepuaOypr

16 |®I'bBOY BO "MockoBckuil aBUAIMOHHBIA HHCTUTYT (HAITMOHAIBHBIN
1CCIIeI0BaTENIbCKUM YHUBEpCUTET)", ropoa MockBa

17 |®I'bY "BHUMU tpyna" Muntpyaa Poccun, ropon Mocksa

18 [UVY "LlenTtp miaaHupOBaHUS U UCIOIB30BAHUS TPYAOBBIX pecypcoB ["aznmpoma", roposa
MockBa

<1> O6mepoccuiickuii kK1acCuUKaTop 3aHATHH.
<2> OO0mepoccuiickuii KiiaccuuKaTop BUI0B SKOHOMUYECKON JeATETLHOCTH.

<3> Eaunblii KBaNMM(UKAIMOHHBIN CIPABOYHHUK JIOJDKHOCTEH PYKOBOJMTENICH, CIENUATUCTOB U
JpYTrUx CIyXalluX.

<4> O6mepoccuiickuii kiaccudukarop npodeccuit padbounx, TOHKHOCTEH CITYy)KaIUX U TapuPHBIX
pa3psaoB.

<5> OO6mmepoccuiickuii kKi1accuuKaTop CrenruanbHOCTEH M0 00pa30BaHHIO.
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