ABTOHOMHAS HEKOMMEPYECKASI OPTAHU3ALIMS
AONOJIHUTEJIBHOI'O ITPO®ECCHOHAJIBHOI'O OBPA30BAHMS
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AOMNOJTHUTEJBHAS MPOG®ECCHOHAJILHASA
OBPA3OBATEJIBHASI IIPOTPAMMA
npodeccHOHAILHOMN NEPEnoaroTOBKH
«¥TIPABJIEHHE INEPCOHAJIOM»

(509 uacos)
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AHHOTALUS

B nocneanue robl NpoH30ULTH CymECTBEHHbIE CABHIH, BHI3BAHHBIE rIyDOKHMH
H3IMEHEHHAMH B cdepe OpraHM3amWH M TpPHMEHEHHS TPYIAAa [0J BIAHAHHEM
CYIIECTBEHHLIX H3MEHEHHWH B ODIIECTBEHHOH W TPaKIAHCKOH JKH3HH, BO3pacTaromeii
POJH TpaBa B YCIOBHAX pPhIHKA, HAYYHO-TEXHHYECKOTO [pOrpecca, HiIMEHHJIACh
AHHAMHAKA, BO3POC/Ia HHTCHCHBHOCTD PA3BHTHA OTHOLICHWH, VCIOKHHINCE COLMATBHEIE
CBA3H, KaK B OKOHOMHYECKOH, Tak M B oOIeCTBEeHHO-MONHTHYeCKOi cdepe. Ju
H3MEHEHHA TPeOYIOT MOBBINEHHS KOMNETEHTHOCTH H KBanu(MKanuH paGOTHHKOB BO
BeeX cdepax obilecTBeHHOH IKH3HHM, WX YMeHHA OBICTPO aJanTHpoBaThes K
H3MEHAIOLIEHCA 00CTaHOBKE, MOBBIIEHHA HX MOIHTHYECKOH H IIPABOBOH KYJILTYPHI.

Jlunamuunoe passutie obmiectsa TpebyeT MOCTOSHHOTO COBEPIIEHCTBOBAHMSA
CHCTEMEI VIIPABJICHHA IKOHOMHKOH KaK Ha MakKpOYpOBHE, TaKk M B paMKax OTIEIBLHOTO
npeanpusTrs. [Ipn 5ToM B cOBpeMeHHBIX yC/I0BHAX NpobieMa YIpaBIeHHsS TEPCOHATIOM
ABNACTCA KIIOYEBOH B IIepecTpodKe CHCTEMBbI YIpaBleHHs moboro IpeanpHATHA
(opranu3auuu, GUPMEI), T.K. HCXOIS M3 YCIOBHIl HOBOM YIPaBIEHYECKOH MapaIurMal,
IEPCOHAT pacCMaTPHBACTCH KAK OCHOBHOH pecypc TNpeaNpHATHA, KOTOPHIM HAJI0
IPAMOTHO YNPABIATE H BKIIA/IBIBATE CPEACTBA B €0 pa3BHTHE.

B yenosusx, koria ocHoBHBIME (aKTOpPaMH KOHKYPEHTOCTIOCOGHOCTH CTAHOBATCS
obecniedenHocTe  paboueil cuiol, cTemeHs e MOTHBAIHH, YIOBJIETBOPEHHOCTH
yCnoBusMH paboTsl, onpenensionme 3pGEeKTHBHOCTE HCIOMB3IOBAHHA NEPCOHANA, BCE
Dosnee BaKHBIMH CTAHOBATCH BOIPOCHI KaK HOBOTO NOHHMAHHS CYIIHOCTH NepcoHana
NpeJNpHATHA, Tak H HOBOIO MNOHMMAHHA CHMCTEMBl YIPABIEHHS [E€PCOHAIOM, e
B3IAHMOJICHCTBHA ¢ JPYTHMH CTPYKTYPHBIMH  2JIEMEHTaMH, o0ecneyHBalonInMH
s dexTHBHYIO paboTy npeanpHATHii.

CoBpeMeHHas cHCTeMa YNIpaB/ieHHs NIEPCOHATIOM — 3TO CHCTEMA HIeH W IPHEMOR
IPPEKTHBHOTO NOCTPOCHHS W YNPABJIEHHA ODPraHW3AIMAMM, CKIAIBIBAIOMASCH 0]
BIIHAHHEM peanHil [e0BOH JKM3HHM pa3BHTBIX CTPaH W BKMOHaomas B cebs TakHe
AIEMEHTEL, KaK: yMeHHe 00painarses ¢ MI0AEMH; MOHCK HEOOXO0IHMBIX MpodiecCHOHANTOB;
o0y4yeHHe COTPYJHHKOB M HX aTTecTaius; oTOOp KamaMaatoB Ha paboTy: H3V4eHHe
NpoecCHOHANBHOM OPHEHTAIIHH IEPCOHANA; OLIEHKA, & TAKIKE PA3BHTHE, NIepeMelieH e |

pOTallks NepcoHaa.



Jlannas nononHuTenbHAs npodeccHOHANBHAA NporpaMMa npogeccHOHAIBHOR
nepenoaroToBku paspaborana 8 AHO IO «TMLIO» B cBA3H C BHeJpeHHEM B
opranuzanusx PO npodeccHoHaIbHBIX CTaAHIAPTOB.

HenonpioBanne  MOIYTBHO-KOMIETEHTHOCTHOTO NPHHIMIIA  [peCTABICHHA
colepiaHHa JONONHHTENBHOH npodeccHonanbHoll nporpaMMel  npodeccHOHANBHOR
MepenojiroToBKH obecneyusaeT BOIMOKHOCTE rHOKOro mnoaxona k (OPMHPOBAHHIO
COOTBETCTBYHOINHX  KOMIETEHIHH y  coymarened, BO3IMOXKHOCTE  pazpaboTKH
HHIHBH/IYAlILHOH TPAaeKTOPHH OCBOEHHA MPOrPaMMbl B 3aBHCHMOCTH OT YPOBHA
MpoecCHOHANBHOI MOTOTOBKH KaX10ro CyliaTes.

Llens nononauTeNnLHOI NpodeccHoOHANLHOM NporpaMMBI:

- NpHOOpETEHHE HOBRIX KOMNETEHIHH HEeoOXoMMMbIX s npodeccHoHATbHO
NesTeNLHOCTH B cthepe YIpaBlIeHus NEPCOHANIAM.

®opma 00ydeHHS — 3a04HadA, C NIPHMEHEHHEM JIMCTAHIHOHHBIX 00pa3oBaTeNbHbIX
texronorui (JIOT) B nomnoM o6beme nporpaMMel.

Pexnm 3ansTHii — Oe3 oTpeIBa OT NPOH3BOJICTEA.

KonnuecTso 4acoB Ha 0CBOEHHE POTPaMMEI H BHJIEI y4eOHOH paboThl

Beero yuebHoil Harpy3ks no nporpamme — 509 gacos.

Cpoxk obyuenns: 509 gac., w3 HUX 4 gac. — HTOroBad arTecTauus (3K3aMeH).

Pexxnm 3ansaThii: 6 yacos B JeHb.

dopma IOKyMEHTa MO pe3yibTATaM OCBOEHHS MPOTPaMMBl — JHIUIOM O

npofecCHOHATBHOMN NMepenoroToRKe.



MNOACHHTEJIbHAS 3AITHCKA

B nocieasne rosl NpoM3ONUIH CYIIECTBEHHBIE CABHIH, BHI3BAHHEIE TTyGOKHME
H3MCHEHHAMH B c(lepe OpraHM3allii W [pPHMEHEHWS TPYIa [OA  BIHAHHEM
CYIIECTBEHHBIX H3MEHEHHH B 00mecTBeHHOH W rpakJaHCKO KH3IHH, BO3pacTalome
pPOJH 1paBa B YCIOBHAX pBIHKA, HAYYHO-TEXHHYECKOTO Mporpecca, H3IMeHHIach
JAHHaAMHKa, BO3POC/Ia HHTEHCHBHOCTh Pa3sBHTHA OTHOLICHHH, YCIOKHHINCh COIHATBHBIE
CBA3M, Kak B OJKOHOMHYECKOH, Tak H B o0OmecTBeHHO-noJHTHYECKOH cdepe. DtH
H3IMEHEHHA TPeOYIOT MOBBINEHHA KOMIETEHTHOCTH M KBamH(HKAamuW paGOTHHKOB BO
BeeX cepax oOWmIECTBEHHOH MHW3HH, HX YMEHHS OBICTpO ajanTHpPOBaThLCH K
H3IMEHAOLIeHCA 00CTaHOBKe, MOBBIIEHHS HX MOJHTHYECKONH H IIPABOBOH KYIbTYDBL.

HuHamuunoe passurHe oOmecTBa TpeGyeT MOCTOSHHOTO COBEPIIEHCTBOBAHHA
CHCTEMBI YIIPABJICHHA JKOHOMHKOH KaKk Ha MakpOYpOBHE, TAK H B paMKax OTIebHOTO
npeanpusATHs. [Ipu 3TOM B COBpeMEHHBIX YCIOBHAX MpobieMa YIpaBieHHs NepCoHaIoM
ABIACTCA KIIOYEBOH B MEpecTpOiiKe CHCTEMBI YNpaBjeHHA MoGOro mnpeanpHaTHs
(opranmsanuH, GHPMBI), T.K. HCXOA8 H3 YCIOBHH HOBOM YIpapIeHYeCKOH napaaurMel,
NEPCOHAN pacCMATPHBAETCA KAK OCHOBHOM pecypc MNpeINpHATHA, KOTOPHIM Hazo
rPaMOTHO YNPABIATE H BKJIA/IBIBATE CPEACTBA B €10 Pa3BHTHE.

B ycnosusx, xorna ocHOBHEIME (GakTopaMu KOHKYPEHTOCHOCOBGHOCTH CTAHOBATCSA
obecnieyenHocTs pabodeil cuiof, cTeneHe e MOTHBALHH, YIOBJIETBOPEHHOCTH
ycaosuaMH paboThl, onpenensomue PpPEKTHBHOCTh HCMNONB30OBAHHA NEPCOHANA, BCE
Donee BaKHBIMH CTAHOBSTCS BOIPOCH! KaK HOBOrO NMOHHMAaHHA CYIIHOCTH TeEpCOHANa
NPEANPHATHA, TaKk H HOBOMO IMOHHMAaHHA CHCTEMBI YNpaBIeHHA TEpCOHANOM, ed
BIaUMOJIEHCTBHA C JPYTHMH CTPYKTYPHBIMH  3JIeMEHTaMH, oOecnedHBalolHMH
s pexTHBHYIO paboTy npeanpHATHIA.

CoBpemeHHast cHCTEMa yNpaBlieHHs EPCOHATIOM — 9TO CHCTeMa el W npuéMoB
(p(EKTHBHOrO MOCTPOEHHS W YIpPABICHHS OpPraHH3allisIMH, CKIANBIBAIOMASCA IO
BIIHAHHEM pealnHi NOenoBolf XM3HM pa3sBHTBIX CTpaH H BKMoualomas B cebs Takue
3IEMEHTHI, KaK: yMeHHe 00paiarscs ¢ JIH0/1bMH; MOHCK HeOOXO0AMMBIX MPoeCcCHOHANIOB;
oDydenne COTPYIHHKOB H HX aTTecTalHs; oT0Op KaHmMmaTtoB Ha paboTy; H3ydeHHe
npoecCHOHANLHONR OPHEHTAIIHH IEPCOHANA; OLEHKA, a TAKKE Pa3BHTHE, EPEMENIEHHE H
poTallHA nepcoHaa.

Jlannas nonoaEHTENbHAR npodecCHOHANBHAA NporpaMMa podecCHOHATBHOM
nepenoarotokn paspaborana 8 AHO IO «TMLIO» B cBasm ¢ BHeOpeHHEM B

opranusaimax PO npodeccHoHaNbHBIX CTAHIAPTOB.



Hcnone3opanne  MOIYJBHO-KOMIETEHTHOCTHOTO MPHHIMIA MNpeACTaBIeHHs
COJEPKaHHA JONOJHHTENbHOH npodeccHOHANBHOR nporpaMmMel  npod)eccHOHATBHOE
NEePEnoAroToBKH 0DecneyHBaeT BO3MONKHOCTE THOKOr0 Moaxola K (OPMHPOBAHHIO
COOTBETCTBYIOIIHX  KOMIETCHIMH y  Clyllaresied, BO3MOXKHOCTH  paszpaboTku
HHIHBHIYQTbHOH TPAaeKTOPHH OCBOEHHA MpPOrpaMMbl B 3aBHCHMOCTH OT YPOBHS
npodeccHoHaNBHO MOATOTOBKH Ka¥/I0I0 CIYIIATEIA.

Lens nononauTensHol npodeccHoHANLHOM porpaMMEI:

- NpHoOpeTeHHe HOBBIX KOMIIETEHIHH HeoOXOMMMBIX 118 npodecCHOHATBHOMN
NeATeNLHOCTH B cepe ylpasieHus NepCOHATAM.

HNononuurenbhas npodeccHoOHATbHAS mporpaMma npodeccHOHATBHOM
nepenoarotoekH (panee JIIIIT [III) «Ynpaenenwe nepconanom» ABTOHOMHO#M
HEKOMMEPYECKOH OpraHu3aliK [OMOJHHTENLHOTO MpodlecCHOHANBHOTO obpa3oBaHHs
«Tiomenckuit Mexpernonansaeii Llentp OGyuenns» (manee AHO JIIO «TMIIO»)
pa3zpaboTaHa B COOTBETCTBHH:

Qepepanbroro sakosa or 29.12.2012 r. MNe2730-®3 «O6 obpazosanun B
Poccuiickoii Menepannny»;

[lpukasza Munobpnaykm Poccun ot 01.07.2013 Ned99 «O6 yreepxaenuu
[lopsaka oprasusanMs M ocymecTBieHHs oOpazoBaTenbHOH  JICATENBLHOCTH MO
NONOJHHTENBHBIM NPofEecCHOHANEHEIM IPOrPAMMAM »;

npoeccHoHaNBHBIM cTaHAapTOM «CHEelMaNHCT 10 YIPaBICHHIO MEPCOHATOMY,
YTBEpAKIEH MpHKasoM MunucTepcTBa Tpyda W couHanbHoM saumtel Poccmiickoii
Oenepaunn ot 06.10.2015 r. Ne 691.

K ocBoeHHIO mporpaMMBl  JIONYCKAIOTCH: JIMIA, HMEIONIHE  cpelHee
npoeccHOHATEHOE W (MIM) Beiciiee oOpazoBaHHe, HIH MOJYYAIOIMHE CpeIHEE
npodeccHoHanbHOoe M (HiM) Beiciiee oOpasoBanme. Ilpu oceoemmm JITTIT TIIT
napauie/lkHO ¢ MOJYYEHHEM BBICHIETO HJIH CpelHero npodeccHoHAILHOro obpa3oBaHus
JHILIOM 0 MPO(eCCHOHATBHOH MEepenoroToBKe BELIAETCS OHOBPEMEHHO ¢ MOMYYeHHEM
IHIUIOMA O BEICIIEM HITH CPEHHM NpodeccHOHANBHOM 00pa3oBaHHH.

HopmatuBHEIH CPOK OCBOEHHS NPOrpaMMbl NOBLIIEHHS KBATH(HKAIMME 118 THIL
MMEIOMINX, MOMYYalOUmHX CpejiHee HAM Beicmiee npodeccHoHaibHOe 00pasoBaHHe
cocrasnger 509 yacos.

3Jaja4uu nporpaMMeI;




- MOJy4YeHHE CHCTEMHBIX JOMOMHHTEIBHBIX 3HAHWH, NMPaKTHYeCKHX YMEHHIl,
HABBIKOB, KOTOPhIE MO3BOJIAT OCYHIECTBIATE 3(deKTHBHOE yNpaBieHHE NEPCOHANIOM
B COOTBETCTBHH C COBPEMEHHBIMH TpeDoBaHHAMM;

- O3HAaKOMJICHHE cCiylmareled ¢ KOHHENTYAIbHBIMH MW MeTOAHYEeCKHMH
OCHOBaMH palOThl ¢ MEPCOHANOM INPEINPHATHA, 4 TAKKE OBIAJeHHE OCHOBHBIMH
NPHHIHNAMH H METOJIaMH KaJipoBoH paboTel, HABEIKAMH CHCTEMHOTO (hOpMHpOBaHHA
H MpoBe/leHHA 3P PeKTHBHOMH KaIpOBOH MOIHTHKH;

- npuoOpeTenrie W yriyOleHue TEOPEeTHYECKMX 3HAHHWi, HeoOXOIHMBIX s
Mpo(eCCHOHATBHOrO  BBINOIHEHHS JOMKHOCTHEIX 00sf3aHHOCTEH pYKOBOIHMTENS,
CHELHATHCTa CIYKObI yIIpapIeHHs MePCOHATIOM;

-  COBEPINEHCTBOBAHHE  YMEHHH, HeOOXOMMMBIX U8  BBINOJHEHHS
AOKHOCTHBIX oDazanHocTel HR-Menemkepos;

- Pa3sBHTHE MPAaKTHYECKHX HABLIKOB B PEKPYTHHIE, CEPTH(OMKALMH, OLEHKE H
ATTeCTALHH NEPCOHANA C HCNONB30BAHHEM HHII]EIPME.].T,HDHHHX TEeXHOIOrHI.

- AKTYAIM3ALHA U CHCTeMaTH3anud 0a30BLIX 3HAHMIA;

- IpHOOpeTEHHEe HABBIKOB KaJPOBOI0 MEHEIMMEHTA;

- oDobmenne npuoOpeTeHHBIX YMEHHH H HABBIKOB B IIPOIIECCE OCBOCHHS
Kypca.

ITo oxoHYaHHIO Gﬁ}“{EH}{H Ha OCHOBaAHHH NOIOEHTEIIBHBIX PEIVIIETATOR HTOTOBOH
aTTeCTAllHH MOJYYEHHBIX 3HAHHH, CAYIIATE/AM BBLIAETCH JHILIOM O mpodeccHOHAIBHOI
epPenoiroToBKE yCTaHOBIEHHOro obpa3sua.

ﬂHl’IJ’IﬂM 0 ]'[pD[]}CI’.‘-CHDHHJIhHGﬁ NEPENOATOTOBKE [TAcT [MpaB0 3aHHMATECA
Olpe/ieNieHHoi Mpo(ecCHOHATLHOH AeATEeNLHOCTBIO H (WIH) BBINONHATL KOHKPETHBIE
TpyaoBbie YHKIHH, I8 KOTOpBIX Onpejelensl obs3aTentHble TpeGoBaHHA K HATHYHIO

KBATH(QHKALMH N0 Pe3y/IbTaTaM [I0MOJIHHTENBHOTO MPOdEeCcCHOHANTBHOrO 00pa3oBaHus,



IVIAHHPYEMBIE PE3YJIbTATBI OCBOEHHUSA IMMPOI'PAMMBI
B pesynsrare ocsoenms mporpamMmbl  ofyuarommiics JomKeH o6aagath

CIEIYIOIMMMH NpodecCHOHATBHBIME KOMIIETEHIIHAMH:

HMETE MIPAKTHYECKHH OMNBIT:

OB6obuieHHbIe TpY10BLIE Tpynoesie hyukimn
(hYHKIHH
Ko HAHMEHOBAHHE YpOBeHb HaHMEHOBaHHE Ko YPOBEHB
keanugm (nomyposens)
KallHH KBATH(HKALIHH
A JIoKyMeHTaUHOHHO 5 Benenwe opranusaumoHHoi 1 A/01.5 5
e obecnieueHue PacnopaaHTENEHOH NOKYMEHTALHH
pabotsi ¢ 0 NepcoHany
MePCOHATOM Benenne nokymenTaumu no yuery AJ02.5 5
H [IBHIKEHHIO KAIPOB
AQMHHHCTpHpOBaHHe npoueccoe | A/03.5 5
noKyMeHTo060pOoTa No y4ery H
JBHKEHHIO KaIpPOB,
MpeACTARIEHHIO JOKYMEHTOR M0
NEpPCOHANy B rocyapcTBEHHbIE
Oprafbl
B JeaTebHOCTE Mo 6 CHop undopmaimu o B/01.6 6
obecneyeHmHio noTpeGHOCTAX OPraHH3aLlHH B
NnepcoHanomM NEPCOHAE
ITouck, npueneyenne, noabop u B/02.6 b
oT0Op nepcoHana
AIMHHHCTPHpOBaHKE NpolieccoB u | B/03.6 6
nokymeHToobopora obecnevenna
[EPCOHATIOM
C JleATensHOCTE Mo 6 OpraHx3alma 1 npoBeIeHHe C/01.6 6
OLEHKE H OLEHKH NepcoHana
aTTecTalMn Opranuzaiia M NpoBeeHHe C/02.6 6
nepcoHana aTTeCTALHH NepcoHana
AIMHHHCTpHpOBaHHe npolieccos u | C/03.6 6
JoKymeHTo0DOpOTA NpH
NPOBEIEHHH OLIEHKH W ATTECTALIMH
nepcoHana
D | JlesrensHocTs no 6 Opranusauus 1 npoBeeHHe D/01.6 il
pPa3BHTHIO MEPONPHATHIA M0 PAIBUTHIO W
nepcoHana NOCTPOEHHIO NPOhECCHOHATLHOM
Kapbephl MepcoHaa
Opranusaumna obyuenns nepconana | D/02.6 6
Opranvzaims aJanTtalum 1 D/03.6 6
CTAMHPOBKH NEPCOHANA
AMHHHCTpPHpOBaHHe npoueccos W | D/04.6 (]
NOKYMEHTOOBOPOTA MO Pa3sBHUTHIO M
npodeccHoHanbHOH Kapbepe,
00YYeHHI0, aNanTalumMH W
CTAKHPOBKE MepcoHaa
| E HeAaTensHocTs no 6 Oprasusauus Tpya nepcoHana E/01.6 ] =
= OpraHM3aLHK OpraHu3auuss omaTel Tpyaa E/02.6 6




TPYa H OIIaTh nepcoHana
nepcoHana AnmuuHCTpHpOBaHKe npoueccos u | E/03.6 6
JokymeHnTooBopoTa no Bonpocam
OPraHH3alHHe TPYIA H OTUIATEI
nepcoHaia
F JlearensHocTs NO PazpaboTka kopriopatusHo#M F/01.6 6
OpraH|3IamuH COUHATEHOHN NOTHTHKH
KOpropaTHBHO#H Peanusaumsa KopriopaTHeHO#H F/02.6 6
COLMATEHOH COLHATEHOH NMOMHTHKH
MOTHTHKH AQMHHHCTPHpOBaHHe npoueccos u | F/03.6 6
NOKYMeHT0000pOTa NO BONpocamM
KOPNOPaTHBHOH COLMATBHOH
MOJIHTHEH
G | OnepaunorHoe PaspaboTka cHcTemBl G/01.7 7
VpaeieHHE ONEPALHOHHOID YTIpABIEHHA
NEPCOHATOM H NepcoHanoM H paboThl
noapasie/ieHHeM CTPYKTYPHOIO NMoApa3ieneHHs
OpraHH3aLHH PeanHsalHa onepauHoHHOTO G/02.7 T
YTIPARIIEHHSA NEPCOHATOM H paboThl
CTPYKTYPHOIO Noapa3jieneHts
AaMuHHCTpHpOBaHKe npoueccos | G/03.7 7
JNOKyMeHToo00poTa Nno
OnepauHOHHOMY YIPABIEHHIO
nepcoHanom H pabote
CTPYKTYPHOTO MOApa3ieneHns
H | Crpareruyeckoe PaspaboTka cHcTeMbl H/01.7
yTIpaBneHHe CTPaTErHYeCcKOro yrnpasieHHs
MNEPCOHATOM NEPCOHAIIOM OpraHH3alWH
OpraHM3almuM Peanusaums cHcTemsl H/02.7
CTPATErH4eCKOro YnpasieHHA
NePCOHANOM OPraHH3IALIMK
AnMHHHCTpHpOBaHHe npoueccos u | H/03.7
JokymenToobopora no
CTpaTerH4eCKOMY YNPaBIEHHIO
[IEPCOHAIOM OPraHH3IaLIHK

1. O6o6mennas Tpynosas GyHKIHA

JlokymenTannonnoe obecniedenne paboTsl ¢ mepcoHanoM

1.1. Tpynosas dyuxuus

Bejienne opraHH3allHOHHO#H W PacTIOPAMTENBHON NOKYMEHTALHH 110 [IEPCOHATY

Tpynoseie
neHcTEHA

O6paboTka H aHANTH3 NOCTYNAIOIIEH JOKYMEHTALMH N0 MEPCOHATY

PazpaGoTka 1 ohopmieHHe TOKYMEHTALIHH 110 NEPCOHATY (NEPBHYHOM, Y4eTHO,
MIAHOBOH, N0 cCOHANBHOMY 0DECNeYeHHIO, OPraHH3allHOHHOMH,
pacnopaaHTensHOM )

Peructpanmsa, y4eT H TeKyllee XpaHeHHE OPraHM3aliHOHHOH H PacnOPAIHTEIBHOH
JOKYMEHTALIHH MO NEPCOHATY

Heobxooumere
YMEHHA

PazpabaTeIBaTe NPOEKTE OPraHH3IALHOHHEIX H PACNOPAIHTENBHBIX JOKYMEHTOB
0 NEPCOHATY

OdopMasTE JOKYMEHTE B COOTBETCTEHH C TpeDOBAHHAMH IPaXIaHCKOrD,
TPYAOBOT0 3aKoHoAaTenscTBa Poceniickoi Menepalii W IOKaILHEIMH
HOPMATHEHRIMH aKTAMH OpPraHH3alHH

BecTH yueT M perHcTpalHio JOKYMEHTOB B HHOPMAIIHOHHBIX CHCTEMAX H HA

9




MATEPHATEHEIX HOCHTEIAX

OpraHH30BLIBATE XPAHEHHE OKYMEHTOR B COOTBETCTBHH C TpedoBRAHMAMMK
TPYAOBOTO, apXHBHOTO 3aKoHOAaTeNbcTBa PoceHiickoi Menepanyn u
JOKANLHEIMH HODMATHBHBIMH AKTAMH OPTaAHH3ALIHH

AHATHIHPOBATH 1OKYMEHTBI H [IEPEHOCHTL HHAOPMALMIO B Ga3kbl TAHHBIX 1
OTHETHI

BeABAATE OLIMOKH, HETOYHOCTH, HCNIPABIEHHS 1 HEJIOCTOBEPHYIO HHPOPMAaLIHIO B
NOKYMEHTaX, ONpee/ifTh JETHTHMHOCTE TOKYMEHTOR

PaGorars ¢ uHpOpMAUMOHHBIMH CHCTEMaMH H Ga3aMH TaHHBIX [0 BEIEHHIO
YUeTa, JEHKEHHIO NepcoHana

CobmoJaTe HOPMBI HTHKH AENTOBOTO 0BLIEHHSA

Heobxonumsie
FHAHHA

[Nopanok oopmiesns, BeleHHs H XpaHEHHA JOKYMEHTOB 110 nepcoHaTy

[lopanok y4eta 1BHKeHHS KALPOR M COCTARIEHHS YCTAHOBIEHHON OTYCTHOCTH

OcHOBEI TOKYMEHTOOBOPOTA H I0KYMEHTALIMOHHOTO O0ecedeHs

TexHoNOrHM, METOMIBI H METOIMKH NPOBE/ICHHS AHANIN3A M CHCTEMATHIaLMN
JOKYMEHTOR H HH(OpMALIHK

Ilopanok pacuera craxka, JIbroT, KOMNEHCALIHIA, othopmaenns newcuil paborHHkam

CTpykTypa opraHHsaium

Tpynosoe 3akoHONATENBCTBO H HHBIE AKTBL, CONIEPAKALLHE HOPMBI TPYA0BOTO
npaea

OcHoBbI apXHBHOTO 3aKOHOIATENLCTBA H HOPMATHEHBIE NpPaBOBkIE AKThI
Poccuiickoii Meepaly, B YACTH BeIEHHSA TOKYMEHTALIMH 10 nepcoHany

3akonoparensctso Poccuiickoll Menepalni o nepcoHabHBIX TaHHbIX

JlokanbHbie HOPMATHBHBIE AKTHI OPraHH3ALIM, PErYIHPYIONTHE MOPAIOK
0(OPMIIEHHA PACTIOPATHTENBHBIX H OPraHHIAUMOHHBIX JOKYMEHTOB 10
nepcoHany

HopMel 3THKH K 1enoeoro obiieHHs

bazoBbie ocHOBBI HH(OPMATHKH, CTPYKTYPHOE NOCTpOeHHE HHPOPMALIHOHHBIX
CHCTEM H 0cobEHHOCTH paboThl ¢ HHMH

1.2, Tpynosas pyHKiHs

Benenne nokyMeHTaluH O yHETY H IABHKEHHIO KaJpOR

Tpynoesie neficraua

[onroToBka MPOEKTOB AOKYMEHTOB M0 MPOLEAYPAM YNPARIEHHS [IEPCOHATOM,
YUETY H JIBHKEHHIO NEPCOHAa

OpraHH3aims CHCTEMbI IBWKEHHSA JOKYMEHTOR 110 NePCOHAy

C6op M npoBepka JIHYHBIX JOKYMEHTOB PaboTHHKOB

[oaroroeka 1 oopmaeHHe No 3anpocy paboOTHHKOB H AOKHOCTHBIX JNLL
KOMHH, BBITHCOK H3 KAAPOBEIX JOKYMEHTOB, CTIPABOK, HHQOPMALIHH 0 cTakKe.
JBIOTAX, FAPAHTHAX, KOMIEHCALMAX M MHBIX CBEJICHHH 0 paboTHHKax

Beiaua paboTHHKY KaIPOBBIX JOKYMEHTOR O €10 TPYAOBOH JeATeTbHOCTH

JloBejieHne 10 CBe/IeHHA NEPCOHANA OPrAHHIALHOHHLIX, PACTIOPAIHTENBHEIX 1
KaJIpOBbIX IOKYMEHTOB OPraHH3aLHH

Benenue yuera paGouero Bpemenn paboTHHKOB

Pernctpaums, yuer, onepatieHoe XpaHeHHe JOKYMEHTOR 110 NEPCOHATY,
NOArOTOBKA K C/IaY€ HX B APXMB

Heobxoaumeie ymenns | PaspabaThiBaTh NPOEKTHI KAIPOBBIX JOKYMEHTOB

OdropMisITs KapoBbie 10KYMEHTHI B COOTBETCTBHH C TPEGOBAHHAMH
TpyaoBoro sakoHoaatenscTea Poceuiickoli ®enepauny v nokaibHbIMK
HOPMATHEHBEIMH AKTAMH OpPraHH3alHHe

BecTu yueT u perueTpaumio KaapoBhIX JOKyMEHTOR B HH(OPMAIHOHHBIX
CHCTEMAX H HA MATePHANbHBIX HOCHTEIAX

Opranu3oBBIBaTE XpaHeHHe KaPOBRIX JOKYMEHTOB B COOTBETCTBHH C
TpeboBaHHAMH TPYIOBOTO, ADXHBHOIO 3aKOHOAATENLCTEA PoccHiicKoi
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d:"ﬁﬂﬂpﬂlﬂ*ll-'l H TOKA/IbHEIMH HOPMATHBHBIMH AKTAMH OPraHH3alHH

AHATM3IMPOBATE KANPOBbIE JOKYMEHTBI H NIEPEHOCHTE HHAOPMALHIO B Hasbi
JIAHHBIX H OTYETHI

Pabotars co cneuMatH3IHPOBAHHBIMH HHOOPMALIMOHHBIMH CHCTEMAMH H
DazaMH 1aHHBIX MO BEJIEHHIO YHETA H IBHKEHHIO NEPCOHAa

JAOKYMEHTOE MO MNEPCOHATY H PEANHIOBBIBATE NMPHHATRIC HAMEHEHHA

PazpabarTkiBaTh MiaH KOPPEKTHPOBOK YCTAHOB/IEHHOIO NOPAIKA OQOPMIEHHS

KoHTpoaHpoBaTe NpHCYTCTEHE paloTHHKOB Ha paboyeM MecTe

Cobmoaars HOpMBI 3THKH JEJIOBOTO OOILEHHS

Heobxoaumeie snanus | Tlopanok oopMIeHHs, BEIEHHS 1 XpaHEHHS JOKYMEHTOR 110 MePCOHATY

[Nopsinok yuera ABHKEHHA KAAPOB H COCTABIEHHA YCTAHOBIEHHON OTHETHOCTH |

[Nopanok pacyera cTaxa, TLroT, KOMNEHCALHH, oOpMIESHHA NeHCHI
paboTHHKaM

CTpyKTYpa OpraHH3aliHH

Tpynosoe 3aKOHOAATENECTBO H HHBIE aKThi, COIEPHAIIHE HOPMbI TPYA0BOTO
npasa

1

OcHOBBI aPXHBHOTO 33KOHOJATENLCTBA H HOPMATHBHBIE NIPABOBbIE AKTHI
Poccuiickoii @enepaliiy, B 4acTH BeICHHA JIOKYMEHTALIMH 110 MEPCOHATY

3axononarenscTBo Poccuiickoii Meepainn 0 NEPCOHANBHBIX JaHHBIX

TexHoMOTHH, METOIBI H METOIHKH MPOBEIEHHA AHAIH3a H CHCTEMATH3ALIHH
JOKYMEHTOB H HHBOpMAaLMK

JlokaibHBIE HOPMATHBHBIE AKTHI OPraHM3aLIMK, PErYIHPYIOIIHE NOPAA0K
O(hOpMIEHHA JOKYMEHTOB 110 MEPCOHATY

OcHoBEI 10KYMeHTOO60POTA M JOKYMEHTALHOHHOTO ofecrneyeHus

HopMbl 3THKH fenoBoro obueHHs

CHCTEM H ocobeHHOCTH paboTei ¢ HHMH

basoeble 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MOCTPOEHHE HH(BOPMALIMOHHBIX

1.3. Tpynosas yHkums

AIMHHHCTPHPOBAHHE MPOIECCOB H JOKYMEHTO000POTA MO YHETY H ABHIKEHHIO KAJIpOB,

NpeACTaBIEHHID TOKYMEHTOB MO MePCOHATY B rOCYIJapCTBEHHEIE Oprafki

Tpynossie
OeHCTBRHA

OpraHu3aiiig JOKYMeHTo000pOTa M0 YHETY M ABHKEHHIO KaIpOB

Opranusaums 10KyMeHTo000pOoTa M0 NPECTABNEHHIO JOKYMEHTOB M0 NEPCOHATY

B rocyJapCTEEHHEIE OpraHbl

[locTaHoBKa Ha yYeT OPraHH3allMK B rOCY1apCTBEHHBIX OpraHax

[NoaroToska no 3anpocy rocyIapcTBEHHBIX OPraHoB, NPOHECCHOHATBHBIX CO30R
H JPYIHX NPelCTaABHTE/IbHBIX OPraHoB pabOTHHKOE OPHIHHANIOB, BEIMHCOK, KOTIHI

JOKYMEHTOB

IoaroToeka yeegomuaeHdi, oTyeTHol 1 cTaTHeTHYecKoH HHbOpMaUKK no
nepeoHany

[NoaroToska HHQOPMALMK O 3aKTIOYEHHH TPYAOBOTO MIH MPasKIaHCKO-NPaBOBOrO
JIOroBROpa HA BEIMONHEHHe paboT (OKasaHWe YCIIyT) ¢ rpasiaHHHOM, 3aMeliaBiiHM

NOJKHOCTH rOCYJAPCTBEHHON HIH MYHHUMNANBLHOMN ciykObl, NepeyeHs KOTOPbIX
VCTAHABITHBAETCH HOPMATHEHEIMH NpaBoBEIME axTaMu Poccuiickoii Denepaim

Heolxonumbie
YMEHHA

OdopMnaTe yHeTHBIE JOKYMEHTBI, NPEIOCTARNAEMEIE B FOCY/IAPCTREHHBIE OPraH.l,

npodeccHoHanbHbIE COW3LL M APYTHE NPeJCTABHTENBHLIE OPraHbl paboTHHKOB

Opraiu3oBbIBATE XPAHEHHE JOKYMEHTOB B COOTBETCTBHM ¢ TPpeGOBaAHHAMH
TpyaoBoro sakoHogarenscTea Pocchiickoi @eaepalii H NOKANbHEIMH
HOPMATHBHBIMH AKTAMH OpraHH3alHH

Pabotare ¢ HHOPMALIHOHHBIMH CHCTEMaMH H 0a3aMH JIaHHBIX 110 BEIEHHIO Y4eTa

H JBHHEHHK NEPCOHATA

PaboTate ¢ HH(pOpMAIIHOHHEIMH CHCTEMAMH H 0a3aMH IAHHBIX 110 BEIECHHIO
CTATHCTHYECKOH H OTYETHOH HH(OPMALIMH MO NEPCOHATY
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AHANTHIMPOBATE NPABHIA, NPOLIEIYPHI H NOPANIOK, PErYIHPYIOLIHE NPaBa H
0053aHHOCTH roCY1apCTBEHHBIX OPraHOB H OPraHH3aLMK MO BoNpocaM obMeHa
JOKYMEHTaLHeH no nepcoHany

Bectu nenoeyio nepenucky

Cobmonare HOPMBI ITHKH A€I0BOrO OBIIEHHS

Heobxonumele
ATHAHHA

Texnonorum, METONB M METOAMKH NPOBENEHHA AHATH3A H CHCTEMAaTH3ALIMH
JOKYMEHTOB H HHOPMALIHH

OcHoBbI 10KYMEHTOOBOPOTA H AOKYMEHTALIMOHHOTO obecreYeHns

CTpyKTYpa OpraHH3alHu

HopmarueHbie npasoesie akThi Poccuiickoii Denepatimm, PETYHPYIOUIHE MpaBa u
00A3aHHOCTH rOCYIaPCTBEHHBIX OPTaHOB, IPOMECCHOHATBHLIX COIO30B H APYTHX
Npe/ICTABHTENLHEIX OPraHOB pabOTHHKOB NO NPeOCTABNIEHHIO YYETHOH
JOKYMEHTALHH

Tpynosoe 3aKoHOJATENHCTBO H HHBIE AKTEI, CONepaalllHe HOPMBI TPYI0BOIO Npaga

OcHOBBI aPXHBHOIO 3aKOHOIATE/LCTBA H HOPMATHBHbIE MNpPaBOBHIC AKTEI
Poccuiickoii @enepaliuu, B 4acTH BEJICHHA JOKYMEHTALIHH M0 nepcoHany

3akononarenseTso Poceriickoii Meepaumu o NepeoHATEHBIX TaHHBIX

JlokanbHbie HOPMATHBHBIE AKTHI OPraHH3ALMH, PErYIHPYIOUINE NOPAIOK BEACHHA
JAOKYMEHTALHH M0 Y4ETY H IBHKEHHIO NEpcoHana

Hopmel 3THKH genosoro obiesus

bazoebie OCHOBLI HHOPMATHKH, MOCTPOEHHA HHOPMALIHOHHBIX CHCTEM H
ocobeHHOCTH paloTsl ¢ HHMH

2. O6o6mennas Tpyaoeas GpyHKIHA

JleaTensHOCTD 110 0DECTIEUEHHIO NEPCOHATIOM

2.1. Tpynoeas dyHKuHS

Cbop urpopmaiuu 0 NOTPeOHOCTAX OPraHM3allHA B NepcoHare

Tpynoesie geficTens

AHAIH3 N1aHOB, CTPATErHH H CTPYKTYPhl OpraHH3alHH

AHanus ocobennocTeil opranusaluu paboTsl H NPOM3BO/ICTEA Ha
KOHKPETHBIX paboyux mecTax

AHanM3 peIHKa TPY/a No oprask3aumMy paboTsl HA AHATIOTHYHOM
TPOH3BOJCTBE H paboOvHX MecTax

Dopmupoeanme Tpebopanuii Kk BakaHTHO no/mkHOCTH (npodeccH,
CNELHATEHOCTH) H HX KOpPpPeKLIHA

AHaNH3 pbiHKa TPY/A H NMEPCOHANA OPraHH3aLMK 10 NPOMHITI0 BaKAHTHO
JOMAKHOCTH (npodeccHH, CNeLHANILHOCTH)

Hudopmuposaine H KOHCYIBTHPOBAHHE PYKOBOHTENEH NoapasencHuii u
OpraHH3aliHKe NO BONPOCAM PhIHKA TPY/IA B YacTH obecneveHHs
NEPCOHANOM

Heobxoaumele ymenns Cobupats, aHATH3HPOBATE H CTPYKTYPHPOBATL HHBOPMALIHIO 06

0cODEHHOCTAX OpraHH3alMH paboT HA PATIHYHBIX YYACTKAX NPOM3BOACTRA
H Ha KOHKPETHBIX pabounx MecTax ¢ v4eToMm Lenei, 3a1a4, MIaHoE |
CTPYKTYPEI OpraHH3aiHH

Cobuparh, aHATHIUPOBATE H CTPYKTYPHPOBATL HHPOPMALIHIO 06
0cOOEHHOCTAX H BOIMOKHOCTAX KAAPOBOTO MOTEHLHANIA OPraHH3aIHK
CobHpars, aHANH3HPOBATE H CTPYKTYPHPOBATE HHGOPMALHIO 00
0coBEHHOCTAX PhiHKa TPY/A, BKIOUaA PEUIOKEHHA OT NPOBaiiiepos
YCIIYT 1o MOKCKY, NpHBJAeYeHH!0, noaGopy 1 otbopy nepconana
®opmHposaTs TpeGoBaHUA K BaKaHTHOM 10MKHOCTH (npodecchy,
CMELHANILHOCTH) M ONIpEIENSTh KpHTepHH noabopa nepeoHana
BHOCHTE KOppekTHpYIOlIHe cBefeHHA B TpeDOBaHKA K KAHIMIATAM Ha
BAKAHTHBIE JIO/IKHOCTH (NPOQECCHH, CNELHATEHOCTH)
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[lonb30BaTECE NOUCKOBBIMM CHCTEMAMH H HH(OPMALIMOHHEIMH PECYPCaMH
ANA MOHMTOPHHIA PhIHKA TPY/Ja, MPaXIaHCKOrO H TPYAOBOrO
3aKoHogaTenecTea Poccuiickoii ®enepaumun

KoHcynbTHpoRaTE 110 BONpOCam peIHKA TPY/AA B 9acTH o0ecneueHns
NEPCOHATOM

CobmoaaTh HOPMBI 3THKH JE0BOT0 0DIIEHHA

Heobxonumele 3Hanng

TEM‘]-OIID["]’IH, METOABI H METOIOHKH NpPOBSICHHA AHANH3A H CHCTEMATH3ALHH
NOKYMEHTOB H HH(DOPMALHH

CTpyKTypa OpraHH3allHH H BAKAHTHBIE JO/DKHOCTH (npodeccun,
CMEeLHANEHOCTH)

Tlopanok onpejeneHns nepernekTHBHON H Tekyiei noTpeGHOCTH B Kaapax

Herounukn obecnederns opraHH3aliMH KajJpamMH

Opranusauns paboT Ha pa3NHYHBIX YHACTKAX MPOM3BOACTEA, OPraHH3allHH,
OTpAaciH

OB1He TEHAEHLHH Ha PbIHKE TPYAA H B OTAENLHON OTPAC/IH, KOHKPETHOI
npodeccHH (JI0KHOCTH, CNELHATBHOCTH)

OcHOBbI NMCHX0JIOMHH H COLIHONOTHH TPYAA

OcHOBHI 3KOHOMHKH, OPTAHH3ALIHH TPY/Ia H VNIpABIEHHS

Tpyaoroe 3aKOHONATENBCTBO H HHBIE AKThI, COAEPHKALIIHE HOPMBI
TPYOOBOIO Npapa

DCHDBH EPXHBHCIFCI JAKOHOMATETRCTEA H HGPMITHBHI:]E HpﬂﬂﬂBhIE AKThI
Poccuiickoit Menepaiiiy, B 4aCTH BeIEHHA JOKYMEHTALMH MO MEPCOHATY

3akounonarenscTeo Poccuiickoi Denepaiivy 0 nepeoHaibHbIX JaHHBIX

JlokaibHble HOPMATHBHBIE AKThI OPraHW3aLMH, PErYIHPYIOIIHE MOPAIOK
noadopa nepcoHana

Hopmsl 9THEM aenosoro obineHus

BaioBrle OCHOBEI HH(POPMATHKH, CTPYKTYPHOE NMOCTPOEHHE
HHPOPMALIHOHHBIX CHCTEM H 0COOEHHOCTH paboThl ¢ HHMH

Jlpyrie xapakTepHcTHKH

2.2. Tpynoeas QpyHkuHA

[lonck, npusnevenne, nonbop 1 otGop nepconana

Tpyaoewie neficTeua

[louck BO BHYTPEHHHX W BHEUIHHX HCTOYHHKAX HH(OPMALIHH O
KaHMaTax, COOTBETCTBYIOmEH TpeOOBAHHAM BAKAHTHOMH JOMKHOCTH
(npodeccHH, CNEUHATEHOCTH)

Pasmewenne ceenennii o pakaHTHOH A0/mKHOCTH (npodeccHu,
CIIELHATEHOCTH) B cpeacTeax MaccoBoil MHGopMaLMK

Bbl'ﬁ-ﬂp crnocoboB H METONOB MPHBJICHCHHA NepCcoHana B COOTBETCTEHH C
YTBEPHAECHHBIMH NIAHAMH

[Tposepka HHGOPMALIMH O KAHIKAATAX HA BAKAHTHBIE JO/UKHOCTH
(npodeccHu, cnenMansHOCTH)

IMposenenHe cobecenosatmii M BCTPeY ¢ KAHAHIATAMH HA BAKAHTHEIE
nomkHoeTH (npodeccuu, cneunansHocTH) ¢ obecneyenuem obpaTHoi
CBA3H

OueHka cOOTBETCTBHA KaHIHIATOB TPpeDOBAHHAM BAKAHTHOH NOKHOCTH
(npodeccHn, cnenHanLHOCTH)

INoaroToBka npemiokeHnH M0 GOPMUPOBAHMIO GIOKETA HA NOHCK,
npusiedenue, noabop M orbop nepcoHana

HudopMupoRaHHE B KOHCYIETHPOBAHHE PYKOBOIMTENEH nojipasieneHuii 1
OPraHH3aLHM 0 BONPOCAM MPHEBIEMEHHA NEPCOHANA ¢ OUEHKON 3aTpaT

Heobxoaumeie ymeHus

OnpenenaTs KPHTEPHH NOKWCKA, NPHBNeYeHKA, noabopa u otbopa
MNEPCOHANA

CobHpaTh, aHATHIHPORATE H CTPYKTYPHPOBaTE HHGOpMalHIo 0
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KaHIHOATAX H NPENNOKEHHAX HA PRIHKE TPVa

[Tonb30BaTECA NOMCKOBBLIMH CHCTEMAMH H HHPOPMALIMOHHBIMH pecypcaMH
B 001acTH obecnevueHna nepcoHantom

[IpHMeHATE TEXHONOTHH M METOIHKH MOMCKA, NpHBJieYeHus, noabopa v
01G0pa KaHAMIATOB Ha BAKAHTHBIE NOKHOCTH (npodeccuy,
CMNELHANLHOCTH) B COOTBETCTEHE C HX crielHuKoi

Hcenonssoeate cpencrea ofecnedenns nepcoHanom, BKIOYAn
COMPOROAIIEHHE

KOHCYILTHPOBATE M0 BOMPOCAM NPHBIIEYEHHA NEPCOHANA

CocTaBnaTL H KOHTPONHPOBATE CTATEM PACXOJIOB HA OGECHeYeH e
MEPCOHANOM JUIA IUIAHHMPOBAHHA GIOKETOR

Cobmoaars HOPMBI THKH JEI0BOT0 00IIEHHA

Heobxonumele sHaHmns

Hetounnkn obecnieyeHHA OpraHH3aLMK Kaapamu

TexHonoruu 1 METOIMKH NMOKMCKA, MPHBJIEYEHHs, Noadopa 1 otbopa
nepcoHana

CueTembl, MeTOBI H HOPMLI MATEPHATEHOTO M HEMATEPHAJILHOTO
CTHMYJIHPOBAHHA TPY/a NepcoHana

Texnonorum v MeTobl GOPMHPOBAHHA H KOHTPONA GHHKETOR

Texnonoruu, MeTOILI H METOMKH MPOBEICHUA AHANTH3A, CHCTEMATHIALIMH
JOKYMEHTOB H HHpOpMALIHH

CTpyKTypa OpraHH3auMH M BaKaHTHBIE IOJUKHOCTH (npodeccy,
CIIELHANBHOCTH)

OBuMe TeHIEHIIHK HA PBIHKE TPYAA H B OTAENBHBIX OTPACIAX H BHAAX
NpofecCHOHANLHOH 1eSTENBHOCTH

OCHOBBI NCHXOMOTHH H COLIMOJIONHH TPY/a

OcHOBBI 5KOHOMHKH, OPraHH3ALHH TPY/IA H YIIPABIEHHS NIEPCOHAIOM

Tpynoeoe 3ak0HONATEILCTBO H HHBIE AKTHI, COAEPIHKAILHE HOPMBI
TPYOOBOrO Npasa

OcHOBbI apXMBHOIO 3AKOHOJATENECTBA H HOPMATHBHbIE NIPABOBBIE AKTHI
Poccuiickoii esepaumu, B 4acTH BeICHHA JOKYMEHTALIHH 110 NEPCOHATY

OcHoBBI HANIOrOBOTO 3aKoHojaTenbeTea Poccuiickoii Menepaumu

3akononarenscteo Poccuiickoil Penepaumn o nepeoHANbHBIX JAHHBIX

JlokanbHbie aKTl OPraHH3aLHH, PErYJIHPYIOLLHE NOPANOK obecnedeH s
MEPCOHANOM

Hopmel atHkH nenosoro obmerns

ba3oBkle OCHOBLI HHOOPMATHKM, MOCTPOEHHS HHOPMALIMOHHBIX CHCTEM M
0CcOOEHHOCTH paboThl ¢ HHMHK

2.3. Tpynosas QpyHKims

AJIMHHHCTPHPOBAHHE NIPOLIECCOB H JOKYMeHT0060poTa 06ecneueHns nepeoHanom

Tpvoossie gelicTEHA

AHaNH3 NPOLECCOB NOKYMEHTOOBOPOTA, IOKANBHBIX JOKYMEHTOB 110

BOMpoCcaM obecneveHHs NEPCoHaIOM

Benenue mHdopMaiim 0 BakaHTHBIX T0/DKHOCTAX (NpodeccHsx,

CHELHANBHOCTAX ) H KAHIHATAX

JlokymeHTalHOHHOE COMPOBOMICHWE KAHIMIATOR Ha ITANAX NOMCKA,

npuenedeHns, noabopa v orbopa nepcoHana Ha BAKAHTHBIE N0JKHOCTH

(npodieccun, cneuHanbHoCTH ), HHGOPMHPOBAHHE KaHIMIATOR O
YIIbTaTax othopa

IloaroToeka 3anpocos 0 KaHIMAATAX B rOCYAPCTBEHHBIE OPraHbl, B

CIY4adX MpeayCMOTPEHHBIX NeHCTBYIOLMM 3aKOHOATENLCTEOM H

ofpaboTKa NpelocTABIEHHBIX CBeIeHHI

[loxgroroeka u 06paboTka YBENOM/IEHHI B rOCY1apCTBEHHEIE OPTaHE,
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NpodlecCHOHABHBIE COIO3bI H IPYTHE NPEACTABHTENbHBIE OPraHbl
pabOTHHKOB 10 BOTIPOCAM NOKCKA, NPHEJIeYeHns, noaGopa 1 otGopa
nepcoHana

ConporoskaeHHe JOroBOPOR 1Mo 0becneyeHHIo OPraHn3aliMi NepCoHATOM,
BKJIFO4AA NpeaBapHTEIBHbIE NPOLETYPH MO HX 3AKTIOYEHHID

Heobxoaumeie ymenus

OfecneunraTe NOKYMEHTALHOHHOE CONPOBOAJIEHHE BHIXONA KAHIHAATA
Ha paboTy M nepeMelIeHHs NepcoHana

OdopMmasTs 10KYMEHTEI IO BOTIpocam obecnedeHHs KalpoBbIMH
pecypcaMH, HEOOXOHMBIE 118 NPEOCTABIEHHS B FOCYIaPCTBEHHBIE
OpraHel, NpoecCHOHANBHBIE COK3LI H IPYTHE NPe/ICTABUTENBHbIE
opraHsl pabOTHHKOB

OpraHH30BbIBATH XPaHEHHE OKYMEHTOB B COOTBETCTBHH C
TpeboBaHHAMH TPYI0BOIO, ApXHBHOTO 3akoHoaaTenbeTea Poccniickoit
QeqepaliiH H TOKANBHBIMH AKTAMH OPraHH3alHK

AHATH3NPOBATH JOKYMEHTHI H MEPEHOCHTL HH(OPMALIHIO B
HHPOPMAaLIHOHHBIE CHCTEMBI H 6a3Bl NaHHBIX 0 KAHIMIATAX

PaGotate ¢ HH(OpMAaLMOHHEIME CHCTEMaMK H 6a3aMH JaHHBIX N0
BOMpocam ofecneyeHHs NePCoHAIOM, BEICHHIO MOHCKA H yHeTa
KaHIHIATOR HA BAKAHTHBIE JIOJDKHOCTH (NPOGECCHH, CNELHATBHOCTH)

[IponssoauTs NpeaBapHTE/BHEIE 3AKYNIOYHBIE IPOLEAYPBI H ODOPMISTE
CONMYTCTBYIOLIYIO JOKYMEHTALMIO 110 JAKTIOYEHHIO OTOBOPOB

OpraHH30BEIBATE H MPOBOJMTE KOHKYPCHI, OOPMIATL M aHATH3IHPOBATH
KOHKYPCHYIO IOKYMEHTALIHIO

Bectu aenosyio nepenucky

CobMioaaTs HOPMBI 3THKH [Ie10BOr0 00LIeHHs

| Heobxoaumele 3HaHma

Tlopanok odopmnenns, BeleHHA H XPaHEHHA A0KYMEHTALIMM, CBAIAHHOH
C MOMCKOM, NPHBJIEYEHHEM, 110100poM 1 0TOOPOM NEepcoHania Ha
BAKAHTHBIE [IOJHKHOCTH

llopanok popmuposanus, Benenns 6aHka aHHBIX O MEPCOHANTE
OPraHH3alHH H NpeoCTaRIeHHA OTHETHOCTH

OcHoBb 10KYMEHTOOBOPOTA H IOKYMEHTALHOHHOTO obecrevyeHmns

Texnonorum, METO/IBI H METOMKH NPOBEIACHHS AHATH3A H
CHCTEMATH3ALHH JOKYMEHTOB H HHOpMaLIHK

[Nopanok npoBeneHHs KOHKYPCOB H OOPMICHHS KOHKYPCHOI
JOKYMEHTALIHH

[lopanok nposeneHHA 3aKYMOYHBIX NPOLEAYP H OfOPMIEHHS
COMYTCTBYIOLEH JOKYMEHTALHH

CrpykTypa OpraHM3aliiHi W BaKaHTHBIE NO/DKHOCTH (NPodeccHH,
CMELHATEHOCTH)

Tp}fm}me JAKOHOIATENBCTBO H HHBIE AKTHI, CONEPHAIIHE HOPMBI
TPYAOBOTO Npasa

OcHOBBI APXHBHOTO 3aKOHOAATENLCTEE H HOPMaTHBHEIE NMPpaB0BLIC AKThI
Poccuiickol @eepalyu, B 4aCTH BEJEHHA TOKYMEHTALIMH 11O NEPCOHATY

OcHoBBI HANOrOBOTO 3aKOHOAaTeNBCTRA Poceuiickoil denepaimu

3akononarenscTro Poccuiickoii Denepaiinm 0 nepcoHAIBHBIX AaHHBIX

JlokanbHbie aKThl OPraHH3allHH, PEryJIHPYIOLIHe NOPAaoK noabopa
nepcoHana

[lopsnoK 3aK1I04YEHHA JOTOBOPOE (KOHTPaKTOR)

Hopmbl 3THEH AenoBoro obleHHs

ba3zopbie OCHOBB! HHPOPMATHKH, NOCTPOSHHA HHOOPMAILIHOHHBIX CHCTEM
H 0cODEHHOCTH paboThl ¢ HHMH

3. O6oOmennas Tpyaosas GyHKIHA

JleATenbHOCTE MO OLIEHKE H ATTECTALIHH MEePCOHANA
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3.1. Tpynosas pyHKIHS

Opraauszanus 1 NpoBecHAE OEHKH NepcoHana

Tpvnoesie neHcTBHA

AHATH3 CTPYKTYPBI, TUIAHOB H BAKAHTHBIX JO/LKHOCTEH
(mpotdeccuii, cneunansHocTel) opranu3aumy, ocobeHHOCTE
opraHusalny paboTel HA Pa3IMYHBIX Y4ACTKAX MPOHIBOACTEA H
KOHKpPeTHBIX pabo4yHx mecTax

PaspaboTka niaHa oLEHKH NEpPCOHaia B COOTBETCTBHM C LIETSIMH
OpraHyd3aLHyH

Ouexka THHAMHKH NPOH3BOIHTENBHOCTH, HHTEHCHEHOCTH H
athdexTHBHOCTH TpyIa Ha paGounx mMecTax

Onpenenensne pecypcos, BRIGOP CPEACTE H METOOB NPOBEICHHA
OLIEHKH MEepcoHana

[IpoBeieHHe OLIEHKH NEPCOHANIA B COOTBETCTBHH € [LIAHAMH
OpraH|3alHK

Conpopox/ieHHe JOrOBOPOB € OPraHM3aLMAMH - HCIOJIHHTEIAMH
MEPOTIPHATHI MO OLIEHKE NEPCOHANA, BKIOYAN TPe/IBAPHTENLHEIE
NPOLEAYPhI MO HX 3aKTIOYEHHIO

KoHCyMbTHPOBaHKE NEPCOHANA M0 BONPOCAM OLIEHKH, BEIFOYAN
OLIEHKY 3aTpar

AHANIH3 Pe3yNbTATOB OLEHKH NEPCOHANA, MOArOTORKA
PEKOMEHIALHHA PYKOBOJACTEY H NEPCOHATY

[Noaroroeka npeioxkenuii no Gopmuposanmio GiowKeTa Mo
OpraHH3aLMH H MPOBEJEHHIO OLEHKH MEPCOHANA

Heobxoaumele ymeHHsA

Onpenenars napaMeTpsl H KPHTEPHH OLIEHKH NepcoHana

Grrpe;[anm H NMPHMEHATE CPEACTEBA H METOIkI NpoBEIcHHA OLEHKH
nepcoHaia

BeinensTs (onpenensaTs) rpynnel nepcoHana as npopeleHHs
OLIEHKH

OnpenensTe HHTEHCHBHOCTE TPY/IA H 30HbI NOBLIIIEHHA
st PeKTHBHOCTH NepcoHana

OnpenensaTs MOTHBALIMOHHBIE (AKTOPBI NPOBEIEHHA OLEHKH
nepcoHana

CocTanaTh H KOHTPOJIHPOBATE CTATEH PACXO0B HA OLEHKY
NEPCOHANA N4 TUIAHHPOBaHKA DI0KETOR

Obecneynparh OPraHH3IaLHOHHOE CONPOBOKIEHHE OLIEHKH
NiepCoHana

ObecneunBats coxpaHHOCTE KOHDHAEHUMATEHOH MHpOPMaLIHK
NIPH NMPOBEIeHHH OLIEHKH NEPCoHANa

Oprann3oBEIBaTE XpaHEHHe JOKYMEHTOR B COOTBETCTBHH C
TpeGOBAHHAMH TPYIOBOT0, APXHBHOIO 3aKOHOAATE/ILCTBA
Poccuiickoii Menepalivi ¥ IOKANBHBIMH HOPMATHBHEIMH aKTAMH
OprasHH3aLMH

Cobupate, aHATH3HPOBATL ¥ CTPYKTYPHPOBATL HH(OPMALHIO O
NpeUIOKEHHAX I10 OLIEHKE NEPCOHANa Ha PhIHKE Tpyaa

[1poH3BOAKTE NpeaBapHTENbHEIE 3aKYNOYHbIE NPOLEAYPH H

OhOpMAATE COMYTCTRYIOLIYIO AOKYMEHTALIHIO MO 3AKIFOMEHHIO
[OroBopos

Onpenenars YCAOBHA U4 3AKTIOYEHHA 1OTOBOPOB HA YCJIVIH 110
NPOBEJEHHID OLEHKH NepeoHana

CrecremaTHIHpoBaTh, 00061aTh H AHAIH3HPORATSL PE3YIBTATHI
OLIEHKH MepCcoHana

Obecneunears ofpaTHYIO CBA3b M0 PE3YILTATAM NPOBEIEHHORH
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OLIEHKH € NEPCOHANOM H PYKOBOACTRBOM

[Nonk3oeaTecs MOHCKOBLIMA CHCTEMaMH, HH(BOPMALTHOHHBIMH
pecypcami H 6azaMu JaHHBIX 110 NPOBEIEHHIO OLIEHKH NepcoHana

PazpabarsiBaTs pekoMEHIALIMM 10 PA3BHTHIO NEPCOHATA HA OCHOBE
MPOBEAEHHOH OLEHKH

Cobmonars HOpMEI 3THKH Jen10B0ro obieHHa

Heobxoaumele 3Hanmsa

TexHonorun 1 MeTo/ILl OnpeaeneHus NPoQeccHOHATEHEIX IHAHHH,
EeHHMH H KOMNEeTeHIIHi

TexHonorHH B METO/ILI OLIEHKH JTHYHOCTHBIX KA4ECTB H
XAPAKTEPHCTHE

CreTembl, MeTOBI W POPMEI MATEPHATLHOTO H HEMATEPHAJIBHOIO
CTHMYJIHPOBAHHA TPY/Ia NepcoHana

TexHonoruu u meTonsl GOPMHPOBAHHA H KOHTPO/A GIOIKETOR

TexHonoruu, METOMIBI ¥ METOAMKH NPOBEICHHA AHATH3A H
CHCTEMATH3aLHH JOKYMEHTOB U HH(OpMALIHK

OcHoebl 001IEH W COLMATEHOMN NMCHXOIOrHH, COLHOMOTHH H
NCHXONOTHH TpYaa

OCHOBBI NPOH3BOACTBEHHOMN JEATENEHOCTH OPraHH3ALHH

INopsnok nposenenus 3aKyNOYHBIX NpoUeayp H odopMmieHns
COMYTCTRYIOUIEH JOKYMEHTALIHH

CrpykTypa OpraHM3aliiH H BAKAHTHEIE JO/KHOCTH (NpodeccHH,
CNELHANBHOCTH)

Tpynosoe 3akoHOaTENBCTBO M HHBIE AKTHI, COAEPIKALIHE HOPMBI
TPYAOBOTO NpaBa

OcHOBBI APXHBHOTO 3aKOHO/IATENLCTBA H HOPMATHBHBIE TIPABOBLIE
akThl Poccuiickoii Menepaumy, B 4acTH BeleHHA JOKYMEHTALIHH 10

nepcoHaTy

3akoHonarenscTeo Poccuiickoi Menepaumn o nepcoHaibHbIX
NAaHHBIX

JlokankHkle HOPMATHBHEBIE AKThI OPraHH3ALIMH, PETYIHPYIOLLHE
MOPAACK OUEHKH NepcoHana

[lopsnok 3aKioueHHs NOroBOpoR (KOHTPAKTOB)

Hopmel 3THKH fenoBoro obieHns

basoesie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE NOCTPOEHHE
HHGOPMALIHOHHBIX CHCTEM H OCODEHHOCTH paboThl ¢ HUMH

3.2. Tpynosaa dyukums

Oprannsanus H NpoBeJICHHE aTTECTAIHH EPCOHANA

| TpynoBeie neficTaus

AHaNH3 CTPYKTYPHI, IUIAHOB H BAKAHTHEIX JO/DKHOCTEH
(npodeccuii, cneunansHoOCTe) OpranH3aumu, ocobeHHoCTE#H
opraHmsauny paboTel HA PA3NIHYHBIX YHACTKAX NPOHIBOACTEA H
KOHKPETHBIX paboumx MecTax

PaspaboTka npoekToB JOKYMEHTOR, ONpeaefioNnIHX NOPAaoK
4TTECTALIHH NMEPCOHANA, ¢ OLIEHKOH 3aTpar

ConpososieHue npougcca aTTecTalHH | paboThl
ATTECTALIHOHHOH KOMHCCHH

[loaroToska npeanoxkennii no dropmuporanmio Gr0/GKETa HA
OPra’HH3alHIo M NPOBeieHHe ATTECTALMH NIEPCOHATA

[loaroToeka npeanoxeHuii o COOTBETCTBHH paboTHHKA
JOKHOCTH (MpodieccHH, CNEUMATLHOCTH) MO pe3yaLTaTaM
ATTECTALIHH B COOTBETCTBHH C 3aK0HOOATENLCTBOM PoccHiicko

Denepanyn

Heobxoaumeie ymenus

Onpenensars napaMeTpbl H KPUTEPHH aTTECTALIMH MEPCOHAA
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OnpenensTe ¥ NPHMEHATH CPEICTRBA H METOJIBI ATTECTALIMH

Bbifie1ATh rPYNNbl NEPCOHANA Ui IPOBEAEHHS aTTECTALIHH

ObecneunBaTh J0KYMEHTALMOHHOE CONMPOBOMKIIEHHE ATTECTAIHH
nepcoHana

CocTapnaTs H KOHTPOIHPOBATE CTATHH PACXO/I0B HA ATTECTALIMID
NepcoHana [Uis UIaHHPOBaHHS GI0KeTOR

[Nlonszorarecs HHGOPMALIMOHHBIMH PeCYpcaMH M GazaMH JaHHBIX
Mo NpOBEIEHHIO ATTECTALIHH

BecTH yueT M perucTpanHio I0KyMeHTOE B HHPOPMALIHOHHBIX
CHCTEMAX H HA MATEPHAILHEIX HOCHTENAX

OpraHH30BBIBATE XPaHEHHE JOKYMEHTOB B COOTBETCTBHH C
TpeboBaHHAMH TPYAOBOTO, APXHEHOTO 3aKOHOJATENLCTRA
Poccuiickoii @esepaumu 1 TOKATEHBIMH JTOKYMEHTaMH
OpraHH3atHe

[1pon3BOAHTE NpeBapHTENBHEIE 3aKYNOYHbIE IPOLIEIYPSI H
OhOPMAATE COMYTCTRYIOUIYIO JOKYMEHTALIHIO N0 3aK/IHOYEHHIO
NOTOBOPOB

Cobntonate HOPMBEI 3THKH JIENIOBOTO 0OIIEHHA

Heobxoaumeie 3HaAHHA

[TopAnoK H TEXHOIOrHS NPOBEIEHHS ATTECTALHM

TexHONOrHH H METO/IBI OTpE/IE/IEHHS H OLIEHKH
npodeccHOHANBHBIX THAHWI, YMEHHH H KOMNETeHLW

CucreMsl, METOMIB H (DOPMBI MATEPHATLHOTO H HEMATEPHATEHOTO
CTUMYJIMPOBAHUA TPYa MEpPCoHANa

Texnonorun 1 MeTo/Is HOPMHPOBAHHA H KOHTPOIS BIOTKETOR

TexHONOrHHK, METO/IbI H METOIHKH TIPOBE/ICHHA aHATH3A H
CHCTEMATH3ALHH JIOKYMEHTOR H HHOPMALIMH

OcHOBBI NPOH3BOACTEEHHOH JEATEBHOCTH OPraHH3alHK

OcuHosbl 061e# H COUHANBHON NECHXOMOTHH, COLMONOIHH M
TICHXONIOTHH TPY 1A

[Nopanok nposeneHH 3aKYNOYHBIX MPoLELYP H OdOpMICHHA
COMYTCTBYIOIIEH JOKYMEHTALHH

CrpykTypa opraHu3alMH H BAKAHTHbIE JO/DKHOCTH (npodeccun,
CHELHATEHOCTH)

Tpynoeoe 3aK0HOAATENLCTBO H HHBIE AKTb, CONEPHAKALIHE HOPMbI
TPYAOROIO Npapa

OcHOBBI apXHBHOTO 3aKOHOJATENLCTBA H HOPMATHEHbIE
npasoeble akTel Poccuiickoii MenepaliMu, B 4acTH BeeHHSA
MOKYMEHTALIHH N0 NEPCOHATY

3akonoparenscteo Poccuiickoil Penepaumn o nepcoHabHBIX
JAHHBIX

JlokaneHble HOPMATHBHBIE AKTHI OPraHH3ALIHH, PErYJIHPYIOLIHE
NopAJoK OLUEHKH NMEPCOHAA

[lopanok 3akmoYeHHs 1OroBOPOB (KOHTPaKTOR)

HopMel 3THKH JenoBoro obinesHs

ba3oBkIe OCHOBEI HHAOPMATHKH, CTPYKTYPHOE NOCTPOCHHE
HHPOPMALHOHHBIX CHCTEM H 0CODEHHOCTH paboThI ¢ HHMH

3.3. Tpynosas pynxius

AJIIMHHHCTPHPOBaHHE MPOLECCOB H JOKYMEHTOOOOpPOTa NpH NPOBEICHHH OLEHKH W

aTTeCTallHH MepcoHana

Tpyaoesie gefcTEHA

AHAIH3 MPOLIECCOB NOKYMEHTOO00POTA, TOKANILHBIX JOKYMEHTOR 10
OLIEHKE H ATTECTAllHH NepcoHana

Opranu3allHOHHOE CONPOBOM/IEHHE MEPOTIPHATHI 10 OLIEHKE
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NEPCOHA/IA U €ro aTTeCTAlHH

Ogopmrenne npoliecca H pe3yIbTATOB ATTECTALHH NEPCOHAIA

Hudopmuposanne nepconana o pesyabTaTax OLEHKH H ATTECTALIMH

||

[NoaroToeka npennoKeHHH MO PAIBHTHIO NEPCOHANA MO Pe3yIETATAM
OLIEHKH

ConpoeoxaeHHe 10roBOPOB N0 OKA3AHMIO KOHCY/IbTALMOHHBIX H
HHPOPMALIHOHHBIX YCIYT 10 OLEHKE M ATTECTALIMM NEPCOHANa

Heobxonnumeie ymenus

O6ecneynBars J0KYMEHTALMOHHOE CONPOBOMIEHHE OLIEHKH H
aTTECTALIHH NEPCOHANA

OchopMAATE JOKYMEHTEI NO BONPOCAM OLIEHKH H aTTECTALIHH
NEepPcoHANa, NMPeJOCTaBIAeMBIE B FOCY 1aPCTBEHHBIE OPraHbl,
NpoQeccHOHaNBHbIE COI03bI H APYTHE NPEACTABHTENLHEIE OPraHsl
paboTHHKOB

AHATH3MPOBATE NPABHNA, NPOLELYPEI H NOPAAKH NPOBEISHHSA
OLEHKH M aTTeCTallH¥ NepcoHana

BecTu yuer H perucTpanMio J0KyMeHTOB B HH}OPMALIMOHHBIX
CHCTEMAaX H HA MaTEPHANbHBIX HOCHTEAX

OpraHH30BbIBaTE XpaHEHHE JOKYMEHTOB B COOTBETCTBHH C
TpeboBaHHAMH TPYI0BOTO 3aKOHOAaTebLCTRA PoccHiickoi
Denepaumi M NOKANBHBIMM AKTAMH OPTraHH3alHKH

Bectn nenoeyio nepenucky

PabotaTe ¢ HH(DOPMALIMOHHEIMH CHCTEMaMH M Ga3aMH JaHHBIX 110
BOTIPOCAM MPOBEACHHA OLEHKH H ATTECTallHH NEPCOHANA, BEAEHHIO
Y4era KaHIHIATOB HA BAKAHTHEIE NOIKHOCTH (npodeccun,
CIELHATBHOCTH)

AHAIHIUPOBATE JOKYMEHTHI H MEPEHOCHTH HHPOPMALIHIO B
HHPOPMALIHOHHBIE CHCTEMBI H 6a3B1 IAHHBIX

CobmonaTe HOpMBI ITHKH AENI0OBOro 0BUIEHHS

Heobxonumele 3Hanna

llopanok odopmnenns, BeneHH U XpaHEHHA TOKYMEHTALIHH,
CBA3aHHOH C NMPOBE/IEHHEM OLIEHKH H ATTECTALMH NEpCoHana

[lopanok hopmuposanns, Benenus GaHka JaHHEIX O NepcoHalle
OPra’H3aliK K NPeOCTARIEHHA OTUETHOCTH

[Nopanok npoeeneHHa 3aKYNOYHBIX NTPoLEAYP H odopMIEHHS
COMYTCTRYIOUIEH NOKYMEHTALMH

INopanok odopmIeHHs OKYMEHTOB, NPEAOCTABIAEMBIX B
rocylapcTBEHHbIE OPraHbl, MPO(ECCHOHANLHBIE COKO3BI H IPYTHE
MpeICTABHTE/BHBIE OpraHbl pabOTHHKOR

OcHoBBbI JOKYMeHTO0G0POTA H JOKYMEHTALMOHHOrO obecneveHns

CrpykTypa opraHH3aLMK W BaKaHTHBIE 10KHOCTH (npodecch,
CMELMAILHOCTH)

Tpynoroe 3aKOHONATENBCTBO H HHBIE AKTHI, COepaallHe HOPMBI
TPYOOBOIO Npasa

OcHOBBI apXHBHOIO 3AKOHOATE/NBCTBA H HOPMATHBHBIE MPABOBbIE
akthi Poccuiickoii Penepaimn, B 4acTH BeJCHHA NOKYMEHTALIHH 110
NepCoHAy

3akoHonarenscteo Poccuiickoil @enepaliny o nepcoHanbHBIX
JAHHBIX

TexHonoOrHH, METO/IBI H METOHKH MPOBEIEHHA aHATH3A H
CHCTEMATH3ALMH JOKYMEHTOB H HHOpMaLHH

JlokanbHble HOPMATHBHBIE AKTHI OPrAHH3aLIHK, PEryIHPYIOIIHEe
NOPAAOK OLEHKH H aTTECTALHM NepcoHana

[Nopsanok 3akmo4eHHs 10roBOPOB (KOHTPAKTOR)

Hopmel 3THKH nenosoro obmenus

bazoBbie 0CHOBEI HHOPMATHKH, CTPYKTYPHOE NOCTPOEHHE
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