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3anaanupoBaHHble pe3ybTaThl 00yyenus mo QOII 38.03.02 MeneaxMeHT

Kon \ Pe3syabTar 00yyeHus

Ynueepcaﬂbnbte Komnemenuuu

Hcnonwk3oBath (hyHIaMEHTAIbHBIE HAYYHbIE 3HAHUS B cepe MpodhecCuoHaNbHOM
JIeATEIbHOCTH JIJIs1 TOCTAHOBKU M PEIICHHS HOBBIX 3a]1a4

Pl

Ocy1ecTBISITh KOMMYHHKAMU B IPOo(eCCHOHAIBHON Cpejie U B 00I1eCTBE B
P2 1I€JIOM, B TOM YHCJI€ Ha MHOCTPAHHOM SI3bIKE, IPE3CHTOBATh U 3alUIIATh
pe3ynbTaThl MPodecCHOHABHOM e TENbHOCTH

I[CMOHCTpI/IpOBaTB 3HAHUA COLIUAJIbHBIX U 3KOJOTHUYCCKHUX ACIICKTOB
P3 XO03SUCTBEHHOM JESITEILHOCTH, OCBEIOMIICHHOCTD B BOIIPOCAX OXPaHbI 3I0POBbS U
0€30aCHOCTH KU3HEAEATEIHLHOCTH.

AKTHBHO I10JIb30BaThCsl OCHOBHBIMHM METO/IAMHU U CPEJCTBAMH MOIYUYEHUS U
P4 nepepaboTku nHGOpMalMU, HaBbIKaMH PabOThI ¢ KOMIIBIOTEPOM KaK CPEeICTBOM
ynpasieHus: HH(popMaieir Ha COBpeMEHHOM YPOBHE.

CaMoCTOSTEIBLHO YUYUTBHCA U HCHIPCPBIBHO ITOBLIIIATH KBaJ'II/I(l)I/IKaLII/IIO B TCUCHHUC

P5 o
BCETO NMeproia NpopecCHOHATBHON IeATEIIbHOCTH

Ilpogheccuonanvnvie komnemenyuu

[TpuMeHsSTH 3HaHUS OCHOB (DYHKIIHOHUPOBAHHUS SKOHOMHUYECKOW CHCTEMBI Ha
P6 pa3HBIX YPOBHSIX JIJISl AaHAIN3A U MIPOTHO3UPOBAHUS COIIMATbHO-3HAYMMBIX
po0JIeEM U IPOLIECCOB, TPOUCXOJISIINX B OOIIIECTBE.

HpI/IMeHHTb 3HAaHWA SKOHOMUKU ITPCAIIPUATHA JJIA ITIOBBIIICHUA 3(1)(1)6KTI/IBHOCTI/I

P7 XO03HCTBEHHOU JI€ATEIbHOCTH.

P8 [TpyuMeHATh TeOpeTUYECKUE 3HAaHUSI MEHEDKMEHTA B IIPAKTUKE YIIPaBJICHHUS
IpeIpUITHEM
Pa3pa0aTbIBaTh U peaIn30BbIBATh CTPATETUIO YIIPABICHUS YEIOBEUECKUMHU

P9 pecypcamu NpeAnpusiTUs B LENAX PELICHHUS CTPATETUYECKUX U ONepaTUBHBIX 3a7a4
CTpouth cTaHAAPTHBIE TEOPETUUECKNE U IKOHOMETPUUECKUE MOJEIN

P10 HCCJIETyEMBIX MTPOLIECCOB U 0OBEKTOB B LENSIX AP(EKTUBHOIO yIIPaBICHUS
IPEIITPUATHEM.

P11 [TpyMeHSTh HHCTPYMEHTBI MApPKETHHIa M METO/IbI COLIMOJIOTUYECKUX
UCCIIeIOBaHMM 17151 00ecTiedeHnsl KOHKYPEHTOCIIOCOOHOCTU NPEANPHUITHS
ITpyMeHATH METO/IBI y4eTa UMYILECTBA, T0XOA0B, PACXOI0B U PE3YJIBTaTOB

P12 JeSITeIbHOCTH OpraHu3aiui s GOpMUPOBAHUS YUETHOM MMOJIUTHKH,
aHaAJTM3UPOBaATh (PUHAHCOBYIO OTUETHOCTD MPEINPUATHI B LENSIX NPUHATHS
YIPABJICHYECKUX PEIIEHUN

P13 Hcnonp30BaTh IPaBOBBIE HOPMBI B JOKYMEHTUPOBAHUU U YIIPABICHUU
JESITENIbHOCTBIO MPEAIPUSITHUS.

OpraHu30BbIBaTh, YIPABIATh U COBEPILIEHCTBOBATH OU3HEC-TIPOLIECCHI

P14 MPOMBIIUIEHHOTO IPEANPUSITHSL, B TOM YUCII€ TPOU3BOJCTBEHHBIE U
JIOTUCTUYECKHE TPOLIECCHI, B LIEJSIX MOBBIMIEHUS () (HEKTUBHOCTH €r0
(GYHKIIMOHUPOBAHUSI U Pa3BUTHSL.

P15 OpraHu30BbIBaTh U OLEHUBATH 3PPEKTUBHOCTH CO3/1aHUSI HOBBIX OM3HEC-CTPYKTYP
OuenuBath 3QPEKTUBHOCTD U PUCKHU peabHBIX U (PMHAHCOBBIX MHBECTULIUN

P16 IPEIIPUITHS

P17 VYnpaBisaTh onepanoHHON U (MHAHCOBON AEATEIbHOCTBIO IPEANPUATHS IS

obecrieueHus pa3BUTHS U POCTa CTOMMOCTH KarnuTajia COOCTBEHHUKOB
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Pedepar

Beimycknas kBanudukanuonHas pabota comepxkuT 116 crpanun, 17
pUCYHKOB, 18 Tabmuir, 46 NCIOIB30BAaHHBIX HCTOYHUKOB, D IPUIIOKEHUH.

KitoueBbie ciioBa: A€TONPOU3BOJICTBO, JOKYMEHTAIIMOHHOE OOecleueHue
yIOpaBJICHUS, JOKYMEHT, JOKYMEHTOOOOPOT, aBTOMATU3UPOBAHHBIE CHCTEMbI
yIpaBlIeHUs, aKT, HOpMa, MPaBUJIO, TpeOOBaHHE.

OOBeKTOM HCClieIoBaHusl SBIsIETCsS cuctema jaenomnpousBojactea OO0
«YTOJpHAasA KOMITAHUS «3apedyHas.

Llenp paboTbl — COBEPUICHCTBOBAHWE CHCTEMBI JOKYMEHTALIMOHHOIO
oOecrieueHus: yIpaBJICHHUS.

B nmponecce uccnenoBanus NpoBOAWIOCH U3YUEHUE COJEPKAHMS TOHITHI
«JIETIOTIPOU3BOJICTBO» U «JIOKYMEHTAIIMOHHOE OOEeCreYeHne YIpaBiICHUSY,
UCCIIEJOBaHHE HOPMATUBHO — IPaBOBOI 0a3bl COBPEMEHHOTO JIEJIONPOU3BOJICTBA,
IPUHIMIIOB €r0 OpraHU3allMM; W3Y4YEHUE LeNd, 3a7a4, QyHKUUA U Ha3HAUCHHS
CIIy>KOBI JI€JIOMPOU3BOJICTBA; aHAIM3UPOBAIACh cucTema jenonpousBoactsa OO0
«YronbHass KoMmmaHWsl «3apeudHas»; ObUIM BbIPAaOOTaHBl PEKOMEHAALMHU IO
COBEPIIIEHCTBOBAHUIO CUCTEMBI IOKYMEHTAITMOHHOTO 00ECIICYCHHS YIIPABICHUS.

CreneHb BHEAPEHUS: pe3yJAbTaThl KCCIEIOBAHUS W BbIpaOOTaHHBIC
pEeKOMEHauu ObLTM BHEAPEHBI B MPakTUKy padoTel OO0 «YronbHas KOMIAHUA
«3apeyHas.

O6nacTe TpPUMEHEHUS: CHUCTEMa JOKYMEHTAI[MOHHOTO OOecreyYeHus
yrpaieHuss OO0 «YrolibHasg KOMIIAHUA «3apeuHas».

OxoHomuueckass — A((PEKTUBHOCTH/3HAUMMOCTh  PaOOTBHI:  BHEJPEHUE
PEKOMEHTyEMBbIX MEpOTPUSTHM 1o COBEPILIEHCTBOBAHUIO CUCTEMBI
JIOKyMEHTAITMOHHOTO ~ OOECTeYeHUs]  YIPaBJICHHUS  3HAYWUTEIBHO  TOBBICHUT
3G (HEeKTUBHOCT,  (YHKIIMOHUPOBAHUS  JIOKYMEHTOOOOpOTa B  HCCIETyeMOMU

OpraHu3alluu.



OmnpenesieHusi, 0003HaAYEHUSI, COKPALLICHUS, HOPMATHBHBIE CCHLIKH

B nanHOW nMIUIOMHON paboTe MPUMEHSIOTCS CIEIYIONIUE TEPMHUHBI C
COOTBETCTBYIOIIMMU ONIPEACIICHUSIMHU:

JlenonpousBoACTBO  —  3TO OpraHu3alMOHHEIE, TEXHUYECKHE,
uH(QOpPMAIIMOHHBIE,  TEXHOJOTUYECKUE  MEphl,  KOTOpble  OOecneurnBaroT
JOKYMEHTUPOBAHUE BHYTPUOPTaHU3AUOHHBIX TIPOILIECCOB

I'ocynapctBenHnas cucrema JOKYMEHTAI[MOHHOTO oOecrieueHust
yIpaBJIEHUsI — 3TO COBOKYIMHOCTh MPUHITUIIOB U MPaBWI, KOTOPbIE YCTAHABINBAIOT
TpeOOBaHUSI K OpTaHU3allUU JIeJIONPOU3BOJICTBA, CUCTEME PA0OTHI C JOKYMEHTAMU.

JIOKyMEeHT — MaTepuaibHbIii 00BEKT, coJiepKaiuii HHGOPMAIINIO, KOTOpast
co3gaHa M 3aKpeIIeHa YeJIIOBEKOM, 4YTO o0ecneuyrBaeT ee Iepenadyy B
MIPOCTPAHCTBE U BPEMEHH.

biiok — cxembl B3aUMOJICUCTBUSA MOAPA3ACICHUN — IMPOLECCH MEpeaadn
JIOKYMEHTOB Pa3JIMYHOTO YPOBHSI.

JIOKYMEHTOIOTOK — JIBUKEHUE TPYIIT JOKYMEHTOB B paMKaX OpraHu3aluu
B 3aJJaHHBIN TPOMEKYTOK BPEMEHH.

Craryc — XapakTepHCTHKAa JOKYMEHTa, OTpakalolllee €ro COCTOSIHUE B
nporiecce 00pabOTKH.

O0BeM — KOJIMUECTBO JOKYMEHTOB, KOTOPhIE ObUIM CO3/IaHbl WJIM MIPUHSTHI
B OPTaHU3ALMIO B TEUEHHUE OJTHOTO roja.

DJIEKTPOHHBINA IOKYMEHTOOOOPOT — MPOIIECCHl IO 00padOTKE JOKYMEHTOB
B DJICKTPOHHOH (hopme.

[Ipuka3 — mnpaBOBOM akT, KOTOPBIA M3MAET JIUPEKTOP, E€IUHOJIUYHO
NPUHUMAIOIIMNA pelIeHUus] JJi1 pelIeHUs] OINEPAaTUBHBIX M OCHOBHBIX 3ajad,
CTOSIILINX IEPE OPraHU3alueH.

NHCcTpyKIIusi — JOKYMEHT, OTHOCHMBIM K KAaTerOpuuh MPaBOBBIX,

COS}IaBaeMHﬁ opraHaMun ymopaBJICHUA [JId OIPCACIICHUSA IIpaBUJI, KOTOPBIC



PETrYJIUPYIOT Pa3IUYHbIE CTOPOHBI XO3IMCTBEHHOU A TEILHOCTU OpraHU3alliu, e
noApa3aeiaeHui, Cyx0, OTAENOB, TOKHOCTHBIX JIUII, TPaXK/IaH.

JIoroBOp — ATO COTrjalIeHHe JBYX WM HECKOJbKHUX JIHIl 00 YCTaHOBJICHUH,
M3MEHECHUH WIH MPEKPAIICHUU TPAKIAHCKUX TTPaB U 00s13aHHOCTEM.

CoxkpalieHus:

I'OCT P — rocynapcTBeHHbIH (HAIIMOHATIBHBIN) CTaHIAPT.

P® — Poccuiickas @enepanusi.

O3 — denepanbHbIN 3aKOH.

I'K PO — I'paxxpanckuii koaekc Poccuniickoit @eaepannu.

EI'C/] — enqunHas rocy1apcTBEHHAsI CHCTEMA JEJIONPOU3BOICTBA.

I'CAOY — rocynapcTBeHHas CUCTEMa JIOKYMEHTAIlMOHHOTO OOecreyeHus
YIIPaBJICHUS.

OOO — 006111eCTBO C OTPaHUYCHHONW OTBETCTBEHHOCTHIO.

[TAO — nyGam4HOE aKIIMOHEPHOE OOIIECTBO.

VYK — yronpHasi KOMITaHUS.

OKBDJl — oOmepoccuiickuii Kiaccu(UKaTOp BHEITHEAKOHOMUYECKOM
JEATEeIIbHOCTH.

[TV — maxTy4acTox.

OT u I1b — oxpana Tpyna u nmo>kapHas 0€30MacHOCTb.

OKC — otzen kanuTajabHOTO CTPOUTEIHCTBA.

AVII — afMUHUCTPATUBHO — YNPABICHYECKUMN MEPCOHAIL.

150 — mIaHoBO — 5KOHOMUYECKUH OTHET.

OMTC - otnen maTepuagibHO — TEXHHYECKOTO CHAOXKEHMUS.

CD]1 — cucrema 31€KTPOHHOTO IOKYyMEHTOOO0O0pOTA.

OP/1 — opranu3aiinoHHO — pacnopsiAUTENIbHASA TOKYMEHTAIUA.

APM — aBrOMaTH3MpOBaHHOE pabovee MECTO.
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Beenenue

Jlemonmpon3BOACTBO — 3TO OTpaciib JCATEIBHOCTH, B paMKax KOTOPOU
OCYIIECTBIISIETCS. TOKYMEHTUPOBAHUE W OpraHu3amnusi paboThl ¢ OQHUIIHATHLHBIMH
JIOKYMEHTaMH, KOTOPBIE COMPOBOKIAIOT ACSITEILHOCTD JIO0OTO XO3SHCTBYIOIIETO
cyobekTa. Mudopmanus, kotopass GyHKIMOHUPYET B JaHHOU cdepe, HeoOxoauma
JUISL CTaOMJIBHOCTH B ACSTENLHOCTH JIIO0OM OpraHu3allii; OHA SIBJISIETCSI OCHOBOM
JUTSL TIPUHSATHS YIIPABICHYSCKUX PEIICHUH.

B pamkax paemompousBoacTBa (pUKCHUpyeTcs WHGOPMAIUS U CO3Iar0TCS
yCJIOBUS, KOTOpbIE oOecneunBaroT (GopMUpOBaHUE JOKyMEHTOoOOpoTa. [loaTomy
HEIbI0 JCSITEIBHOCTH CUCTEMBI JEJIONPOU3BOJACTBA BCEr/a SIBISETCA CO3JaHUE
JOKyMEHTOB, TI€peladya WX Ha HWCIOJHEHUE, CHUCTEeMaTH3allisl W OpTaHW3aIns
JIOKyMEHTO000pOTa.

JIOKyMEHT — 9TO OOBEKT JeATEeTLHOCTH Cc(depbl IeIoNnpou3BOICTBA,
MO3TOMY 9YacTO TPUMEHSIOT TEPMUH <JIOKYMEHTAIIMOHHOE OOeCIeueHue
ynpasienusi». [lo cyTH JaHHBI TEpMHH SBISETCS CHUHOHMMOM TOHSTHUS
JIETIOTIPOM3BOICTBA, €r0 NMPUMEHEHUE CBS3BIBACTCA C BHEIPECHHUEM B IPAKTHKY
YOPABJICHUS KOMITBIOTEPHBIX M HWH(OOPMAIMOHHBIX CHCTEM, MO3TOMY YacTo
JIOKyMEHTAIIMOHHOE 00€CTeueHne YIpaBJICHHUs BOCIPUHHUMACTCS Kak Ooiee
COBPEMEHHOE TMOHSTHE TIO0 CPAaBHEHUIO C TEPMHHOM JeIOmpou3BoACcTBO. Oba
TEpPMUHA B PAaBHOM CTENIEHU MPUMEHSIOTCS B JIOKYMEHTaX, KOTOPBHIE PETYIHPYIOT

JOKYMEHTallMOHHbIE  Tpoliecchl, Hampumep, «l'ocymapcTBEHHas  cHUCTEMa

JTIOKYMEHTAITMOHHOTO 00€CIICUeHUs yMpaBlIeHus», <« THUIOBas WHCTPYKIUS TIO
JIEJIONPOU3BOJICTBY B MUHUCTEPCTBAX U BenoMmcTBax Poccuiickon denepanum.
JlesiTenbHOCTh OpraHu3alluii  COMPOBOXKIAETCS JIBIDKCHUEM MHOXKECTBA
JOKYMEHTOB — HCXONSAIINX, BXOJAIINX, BHYTPEHHUX, IPH ITOM MOXKHO
OPUEHTHUPOBAThCS W Ha JApPyrue KiacCUpUKAIMK JTOKYMEHTOB. Kaxmpri tum
JIOKyMEHTa WMEET CBOM OCOOCHHOCTH W (hOpMBI pabOTHl C HHUM, a OTPOMHBIC

00BEMBI AOKYMCHTOIIOTOKOB, 0COOEHHO B KPYIIHBIX OpraHu3anugax, IMO3BOJIAIOT
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TOBOPUTh O CJIOXKHOCTSIX, Y3KHX MECTaX, XapaKTepPHBIX /I JaHHOW CQephl.
[losTOMy ycCTpaHEHHE HEJOCTAaTKOB B CUCTEME JEIOMPOM3BOACTBA 3HAUUTEIIHBHO
CIOCOOHO TOBBIIATE A()PEKTUBHOCTh TMPHUHATHS YIPABICHUYCCKUX PEIICHUN |
GYHKIIMOHUPOBAHUE OPTAHU3AIINHN B IIEJIOM.

AKTYyaJIbHOCTh T€MbI BBIITYCKHONU KBaTM(UKAIIMOHHON pabOThI OompeiesieHa
TEM, YTO KaXKJasi OpraHu3aIus J10HKHA YIUTHIBATh CEIU(UKY cBOe pabOTHI Mpu
OpraHu3aluyd JOKyMEHTOOOOpOTa, B CBS3M C YeM HEOOXOAMMO M3y4aTh
OCOOCHHOCTH JBMKCHHS JIOKYMEHTOB M B I[€JIOM IMPOIIECCHI, KOTOPHIE MPOUCXOIAT
B paMKax opraHu3anui npu GyHKIIMOHUPOBAHUM TAHHBIX €UHUII.

Bompockl, cBsi3aHHBIE C  OCOOEHHOCTSAMHM  OpPraHU3allMd  CHUCTEMBI
JICJIONPOU3BOJICTBA M3Y4alOTCd BO MHOTMX JUCHUIUIMHAX: JTOKYMEHTAIlMOHHOE
obOecrieueHue ympaBJieHUs], JCJIIOMPOU3BOJICTBO, apXHWBHOE JEJO, KaJApOBOE JIEIIO,
MEHEDKMEHT W Jp. M3ydeHHio BOIPOCOB, CBS3aHHBIX C (PYHKIIMOHHPOBAHUEM
CHUCTEMBI JICJIONPOU3BOJICTBA, B CBOMX TpYyJax YJCJSIOT BHUMAHUE aBTOPBI
B..AunpeeBa, T.A.beikoBa, JI.A.Bsnosa, W.K.KopneeBa, B.A.Kynpsesa,
H.JI.LEpemuHa, B.C. HNpwutrkosa, E.H.KoxaHoBa, M.H.Koctomapos,
T.B.Ky3nenona, O.A.Jlenexa, O.B.HoBocenosa, A.M.Ilankos, T.C.Porynenko,
A.N.CyBepueBa, W.B.YcmanoBa, K.B.lllectakoBa, B.D.flHkoBas u MHOTHE
JpyTHe.

[lenbto  uWcclenoBaHUSI  SBISIETCS  COBEPIICHCTBOBAHUE  CHUCTEMBI
JTIOKYMEHTAITMOHHOTO 00eCIIeUeHHUs YIIpaBICHHS.

B cooTBeTCTBUM C 11€7IbIO OMIPECIICHBI CIAEAYIONUE OCHOBHBIC 3a/1aUH:

1) PaccMoTpeTh MOHATHS JACIONPOM3BOACTBA W JOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBIICHUS;

2) M3yunth HOpPMATHMBHO —  MPaBOBYlO  0a3y  COBPEMEHHOI'O
JIeJIONIPOM3BO/ICTRA,;

3) M3yuuTh 1M, 3a7a94 ¥ Ha3HAYCHUE CITY)KOBI 1€TI0NPOM3BO/ICTRA,;

4) Ha mpumepe OOO  «YrojapHas  KOMIaHUS  «3apedHas»

IPOAHATIM3UPOBATH CUCTEMY JCIIOIIPOU3BOACTBA,
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5) Ha ocHOBe BBISBICHHBIX MPOOJEM pa3pabOTaTh PEKOMEHIAIUU TI0
COBEPIICHCTBOBAHUIO CUCTEMBI JOKYMEHTAIIMOHHOTO 00ECIIEUeHHS B UCCIIETyEMOM
OpraHU3aIuu.

OOBEKTOM HCCIIeIOBaHUST SBISIETCS cucTeMa jaenonpousBoactBa OO0
«YTOoJpHasg KOMIIaHUS «3apedyHas.

IIpenmeTroM wuccnenoBaHus SBJISIETCS  MPOLECC COBEPIICHCTBOBAHUSA
CHUCTEMBI TOKYMEHTAITMOHHOTO 00ECTICYCHHUSI.

CtpyktypHo paboTa COCTOMT HW3 BBEICHHS, YETBHIpEX pa3/ciioB,
3aKJIIOUCHMS, CITUCKA JINTEPATYPHI, MPUIIOKEHUH.

BBeneHue packpblBaeT aKTyallbHOCTh TE€Mbl HCCJIEAOBAHUS, OMPEIEIseT
eI U 337]a41 UCCIIEA0BaHMs, O0BEKT, IPEIMET U CTPYKTYPY UCCIICTOBAHUS.

IlepBbIii pa3zgen MOCBSIIEH PACCMOTPEHUIO CHUCTEMBI JIEIOMPOU3BOJICTBA
KaK YaCTU CUCTEMbI YIIPABIICHUS] OpPTaHU3aIUECH.

Btopoii  pa3men = cOHEpKUT  pe3ysbTaThl  aHAIW3a  CHCTEMBI
JIEJIOTPOU3BOICTBA B UCCIIEAYEMOM OpraHu3alluu.

Tpetuii pazgen coaepKUT PEKOMEHJAUWUA II0 COBEPIICHCTBOBAHUIO
CUCTEMBbI JOKYMEHTAIIMOHHOTO 00€CTICUEHUS.

YerBepThli pa3zien MOCBAIIEH PACCMOTPEHUIO BOMPOCOB COLUAIBHOU
OTBETCTBEHHOCTH UCCJIEAYEMOIl OpraHu3aluu.

B 3akmouenun copMynupoBaHbl BBIBOJABI W TPEHJIOKEHUS IO TEMe

HCCICOAOBaHUA.
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1 le10npou3BOACTBO KAK YaCTh CHCTEMbI YIIPABJICHHUS OpraHu3anueit

1.1 HopmaTuBHO-nIpaBoBasi 6232 COBPEMEHHOI0 [1eJIONPOU3BOACTBA

JlesiTenbHOCTD JTI000M OpraHM3alliy CBsi3aHa C CO3JaHHEeM U 00padOTKOU
pa3IMYHOrO PoOJa JOKYMEHTOB, KOTOpBIE XapaKTEpU3YIOT €€ YIPaBICHUYECKYIO,
MIPOU3BOJICTBEHHYI0, (DPMHAHCOBYIO U MHYIO JACSTEIBHOCTh. BaXKHBIM 2JIEMEHTOM B
paboTe opraHuzaiuii sBIseTcs UHPOPMALMOHHBIA OOMEH, KOTOPBHIM MPOUCXOIUT
KaK B €€ paMKax, TaK W 3a ee mpenenamu. s Toro, 4ToObl AESITENBHOCTh CaMOM
opraHu3and ObUIa CHCTEMAaTHU3MPOBAaHHOW, B HEH UCHOJB3YyeTCs CHUCTEMaA
JeJOMPOU3BOCTBA.

JlenonponsBoACTBO —  3TO OpraHU3alMOHHBIE, TEXHUYECKUE,
UH()OpPMAIIMOHHBIE,  TEXHOJOTMYECKHE  MEpbl, KOTOpblE  OOECHEeuYHUBaIOT
JOKYMEHTHPOBaHUE BHYTPHOPIaHU3aIMOHHBIX mporeccos [31, €.22].

I'OCT P 51141-98 «/lenonpou3BOJCTBO M apXUBHOE JA€N0. TepMUHBI U
ompefeNneHus» B 4acTh M.2.1 omnpenensieT TEPMUHBI AEIONPOU3BOJACTBO H
JOKYMEHTAIlMOHHOE 00ecTieueHne yIpaBiIeHUsI KaKk CHHOHUMBI, J1aBasl CleIyroliee
OIpeJEICHHE «J1eJIOTPOU3BOICTBO (IOKYMEHTallMOHHOE oOecrieueHue
yIpaBJIeHUs)) — OTpacilb JESATEIbHOCTH, oOecreunBaroniasi J10KyMEeHTUPOBaHUE U
OpraHu3aIio padboThl ¢ OPHUIIMATBLHBIME JOKyMeHTaMm» [15, €.118].

[IpoBenenne wuHOpMAaLMOHHOTO OOMEHA MpearnoiaraeT JAeicTBUS,
CBSI3aHHBIE C YIIPABJICHUEM JOKyMeHTaMH, onpeaenenue yuemy gaer ['OCT P UCO
15489-1-2007 «Cucrema craHgapToB M0 uHGMOpManuu, OUOIMOTEYHOMY U
U31aTeIbCKOMY JIeNly. YmpaBieHue nokymeHTamu. OOuiue TpeOOBaHUS» B YaCTH
n.3.20:  «ymnpaBlieHHE€  JOKyMEHTaMH—  COBOKYINHOCTb  IJIJAHOMEPHBIX U
3 PEeKTUBHBIX JIEUCTBUUA IO CO3JAaHUIO, MKCIOJIb30BAHUIO, XPAHCHUIO U
YHUYTOXXEHUIO JOKYMEHTOB B OpraHM3alMsIX C LEeJIbl0  J0Ka3aTeabCTBa
MIPOBEICHUS IEJIOBBIX (YIIPABICHUECKUX) OTEPALIHIl.

JlanHast cdepa JOCTAaTOYHO CIIOXHAs B CBOEM OpraHU3alMM, AJIS Yero

HEOOXOJIMMO OPHEHTHUPOBATHCS HA IOBBINIEHHE A()PEKTUBHOCTH ACATECILHOCTH
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MPOIIECCOB,  CBSA3aHHBIX C  OpraHm3anueli  WHPOPMAIMOHHOTO  OOMEHa.
JIOKyMEHTHUPOBAaHHE MOATBEPIKIACT COBEPIIICHUE OTEPAIMA B PA3IMIHBIX cdepax
JEATEIIbBHOCTH, MO3TOMY MOXHO TOBOPUTH O TOM, YTO B JIaHHYK) CHCTEMY
OKa3bIBAIOTCS BOBJICUCHHBIMH MPAKTUYECKH BCE COTPYAHUKH OpraHu3aluu.
Opranuzanusi paboThl ¢ JTOKYMEHTaMH B YIPOILIEHHOM BapUaHTE MOXET OBITh
ONKMCAaHa KaK JesTeNbHOCTh, KOTOpas BKIIOYAET HUX OOpabOTKy, XpaHEHHUE H
WCNOJIb30BaHue. [l BBINIOMHEHUST JEUCTBUA B OPraHU3alMsIX CO3JAK0TCA
CTPYKTYpPbl — CHEIMAIN3UPOBaHHbIC TojpasfiencHus. B psge cioyudaeB s paboT
MPUBJICKAETCS OJIMH YEJIOBEK (111 HEOOIBIINX OpTraHU3allnii), KOTOPBIN yrpaBiaseT
CHCTEMOH JIoKyMeHTooOopoTa [16, €.124].

Kak wu mobas npyras JAesTeNbHOCTb, JIEIOMPOU3BOJICTBO  HMEET
HOPMAaTHUBHYIO OCHOBY, UTO MO3BOJISIET OpraHU30BaTh 3PHEKTUBHYIO AEATEILHOCTD
1o JIJIONPOU3BOACTBY B IieioM. HopmaTtuBHO — Metoaudeckas 0aza B cdepe
JICTTONIPOU3BOICTBA To3BosieT [11, €.81]:

1. CoznaBath U oOpMISATH JOKYMEHTBHI, MpHUAaBas UM IOPUIAYECKYIO
CUITY.

2. OpraHu3oBBIBaTh JJOKYMEHTOOOOPOT.

3. ObecneunBaTh XpaHEHUE U MPUMEHEHHUE IOKYMEHTOB.

[Tox HOpMaTHBHON 0a30¥ MOHUMAETCS KOMILJIEKC 3aKOHOB, HOPMAaTUBHO —
MPaBOBBIX aKTOB, METOJUYECKUX JOKYMEHTOB, KOTOpbhle OO0ECIeunBaroT
perlaMeHTallui0  MIPOLIECCOB, CBS3aHHBIX C 1) co3maHueM JOKYMEHTOB,
00paboTKOM, XpaHEHWEM ¢ TPUMEHEHHEM; 2) C JACSTEIbHOCTBIO CIY>KObI
JICJIONPOU3BOICTBA B 1iejioM [22, €.43].

Uctopuueckoi 0COOEHHOCTHIO HOPMAaTHBHOIO pEeryJIMpOBaHUs
JIeJIOTIPOU3BOJICTBA SIBJIAETCS TO, YTO HOPMBI U MpaBuiia, KOTOPHIC CBS3aHBI C
OpraHu3alyen JeJ0MpPOU3BOACTBA, COJIEPKATCA B PA3IMUHBIX 3aKOHOAATEIbHBIX U
HOPMAaTUBHBIX aKTaX, YTO MPEACTABISECT HEKOTOPYIO CIOKHOCTh JJIsl TIOMCKAa U
CUCTEMAaTU3allMM Bcel HyxHOW uHpopmanuu. OTCYTCTBYeT €IUHBIM Opra,

KOTOpBIfI HECCT IIOJHYHO OTBCTCTBCHHOCTH 3a CO3JdaBACMYI0 W IIPHUMCHSICMYIO
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JOKYMEHTAIUIO; OTBETCTBEHHOCTH pacrpeneneHa  MExIy OpraHamu
UCIIONHUTENFHOM BJIAaCTM W yOpaBIEHUS B paMKax (YHKIHOHAIBHBIX
o0si3aHHOCTEN. BombIryio poiib Takke urpaet I'ocyapcTBeHHas apXxuBHasl ciryx0a
Poccun.

K HOopMaTuBHOI 0a3e OTHOCAT:

1. 3akoHoparenbHble akThl PP B cepe ympaBiieHUs NTOKyMEHTaMH U
uHbOpMaIUH.

2. Yxkasbl u pacnopspkenus [Ipesunenta PO.

3. [ocranosnenus [IpaBurenscrBa PO B nenonpousBoacTBe.

4. HopMaTuBHBIE aKThl MUHUCTEPCTB, CIY»KO, ar€HTCTB U Ip., KOTOPbIE
perJaMeHTHPYIOT BOIIPOCHI B cpepe AeTONPOU3BOICTBA.

5. TexHuueckue periiaMeHThl U HAlIMOHAJIbHBIE CTAHIAPTHI.

6. OO6mepoccuiickue KiIacCU(PUKATOPhl TEXHUKO-IKOHOMUYECKON U
colyaabHON HHpOpMaIUK.

/.  YHUpUUUPOBAHHBIE CUCTEMBI JOKYMEHTALIUH.

8. JlokayibHbIE HOPMATHUBHBIE aKThl OpPraHU3aIUI U IPEANPUATHIA.

Kommuieke naHHBIX JOKYMEHTOB HMEET HEPAPXUUECKYIO CTPYKTYpPY, 4YTO

OTPa)KEHO Ha PUCYHKeE 1.
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3akoHbl PO

A 4 A 4

VYkassl [Ipe3unenra PO u HopmatuBHbIe akThI (eaepaabHbIX
nocranoyieHus [IpaBurenscrBa PO

A 4
A

OpraHoB HCIIOJIHUTEILHOMN BIACTH

v v v v

HopmartuBHas Hopmamvshas HopmartuBHas Hopmatvsabie n
JOKYMEHTAIUS JIOKYMEHTALS 15T JOKYMEHTAIUS MCTOIMCCKHC
Uit 0OpMIICHHS OpraHM3alH JUTSL apXUBHOTO JIOKAIBHBIC JIOKYMCHTRT
Y MECTHBIX OPTaHOB
JIOKYMEHTOB JIeTIOTPOVBBOZICTBA XpaHeHUs CHONEMIETERGH
BIIACTU

Pucynoxk 1 — YpoBHM peryaupoBaHusi HOPMaTUBHO — MPaBOBOM 0a3bl

ACIIOIIPONU3BOACTBA

OCHOBHBIM 3aKOHOAATENBHBIM JOKYMEHTOM B HalIEd CTpaHe, KOTOPBIU
perynupyer, B TOM 4ucie U chepy UHPOPMAIMOHHOTO U JIOKYMEHTALIMOHHOTO
oOMeHa, sBisiercss Koncrurynus PO, B kotopoit B yactu 4.4 cT1.29 ykazaHo, 4TO
KOKIbBII HMMEET IpaBO Ha IIOMCK, IMOJY4YEHUE, Iepenady, HIpOU3BOJICTBO U
pacrpocTpaHeHre HHPOPMAIIUK 3aKOHHBIM crtocooom [26, €.154].

JlaHHOE MOJI0KEHUE MOIPOOHO PACKPHITO B eaepanibHOM 3akoHe Ne 149 —
@3 ot 27.07.2006 roga «O6 uHpopmaiuu, UHPOPMAITMOHHBIX TEXHOJIOTHUSIX U O
3aluTe MHQOpMalMU», KOTOPBIA  CONEPKUT 0a30Bble  MOJOXKEHUS IS
OpraHu3aliy JOKYMEHTAIMOHHOTO obOecrneueHus ynpasieHus. B paMkax 3akoHa
COJEPKUTCS TOPSAOK JUIsl OpraHu3aluy  00s3aTeNIbHOTO JTIOKYMEHTHPOBAHMS
nHpopmaiuu, neperoaa nHGopmaru B UHGOPMAIIMOHHBIE PECYPCHI; ONpeecHa
TEPMHUHOJIOTHS; O4YepueHbl OOA3aHHOCTH MPENNPHUATHS MO MPEJOCTABICHUIO
CTATUCTUYECKOW, OTYETHOM W WHOW WHGPOPMAIMK OpraHaM TOCYAapCTBEHHOU

BJIaCTH.
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B pamkax [I'paxmanckoro koaexkca P® yCTaHOBIEHBI OCHOBBI IS
JESATENbHOCTH IOPUANYECKUX JIHUI, a TAKXKE €€ JTOKYMEHTHPOBAHUS, HalpUMED,
TpeOOBAHMS K COJIEPKAHUIO YUPEAUTEIbHBIX U YCTABHBIX TOKYMEHTOB.

Komekc 00  agMUHUCTpPaTUBHBIX  IMPABOHAPYUICHUSIX  OMPEACIISIET
aAMUHUCTPATUBHBIE CAaHKIWH, KOTOPBIE CIEAYIOT 3a HapyLICHHsS IPaBWI IS
XpaHEHUs, yUeTa, UCIIOJIb30BAHUS APXUBHBIX IOKYMEHTOB.

B  pamkax  YromoBHOro - Kojaekca  ONPEIEISETCA  YroJOBHAas
OTBETCTBEHHOCTh 3a HEINPABOMEPHBIC JACHCTBHS, KOTOPBIE HPUMEHSAIOTCA IIO
OTHOILICHHIO K JIOKYMEHTaM U UH(POpMAITIH.

Paznmuunble HOPMATUBHBIE AKTBI TAaKXE COJAEPKAT HOPMBI, KOTOPBIC
YUHUTBIBAIOTCS npu OpraHu3aluu JIEIIOIIPOU3BOACTBA 151 BEJICHUU
JIOKYMEHTOO0OpOTa, Hampumep, 3akoH «O TOBapHBIX 3HAKaxX, 3HaKax
OOCITy>KMBaHUSI ¥ HAMMEHOBAHUSX MECT MPOUCXOXKACHUS ToBapoB», «O0
00s3aTEIBHOM ~ JK3eMIUISIpE  JIOKYMEHTOB», «0O0 dJeKkTpoHHOW 1u@poBoi
noanucuy, «O KOMMEpPUYECKON TalkHE» U TIP.

B Hacrosimee Bpemsi umHbopmars U MHGOPMAIIMOHHBIE TEXHOJOTHUH,
pean3yeMble C TMOMOIIBK) CPEACTB KOMIIBIOTEPHOM TEXHUKH, SIBIISIIOTCS TECHO
B3aMMOCBSI3aHHBIMU DJIEMEHTAaMH, TO9TOMY B JIaHHOW cdepe TakkKe MPUMEHUMBbI
aKThl, YKa3bl, MIOCTAHOBJICHUS, KOTOPHIE PETYIUPYIOT JaHHYIO cdepy, Hampumep,
yka3 IIpesunenta PO «O06 yreepxkaenun [lonoxenus 06 ApxuBHom ¢dounge POy,
nocta”oByienue IIpaButensctBa PO «O6 yrBepxknenun [IpaBun okazaHust yciayr
MOYTOBOM CBA3MY», «O pa3BUTUH €AMHON CUCTEMbI KJIaCCU(UKAIIUUA U KOAUPOBAHUS
TEXHUKO-DKOHOMUYECKOW U COIMaIbHOM uHpOpMamuu» u 1p. JlaHHbIE
HOPMATUBHO — TIPABOBBIE AaKThl WUIPAIOT OTPOMHYIO POJib sl 3(P(HEKTUBHOTO
(GYHKIIMOHUPOBAHMS CUCTEMBI JCJIONPOU3BOICTBA B cTpaHe [18, €.55].

BaxHoe 3HaueHue s OpraHu3alvu CHUCTEMBI JEJIONPOU3BOJACTBA MMEET
PSIT HECKOJIBKUX JOKYMEHTOB [24, C.67].

«'ocypapcTBeHHast CcUCTeMa JOKYMEHTAIMOHHOIO  ol0ecne4veHus:

ynpasjieHusi. OCHOBHbIE MOJIOKEHUA.», YTBEPKICHHasi mnpukazoMm Pocapxusa
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CCCP 25.05.1988 roga Ne33 (nmanee — I'CHHOY). DTOT HOpMATUBHBIN AKT SBJISIETCS
HanOoJiee TIOJIHBIM M3 BCET0 KOMIUIEKCA OTPACIEBBIX aKTOB, KOTOPBIA
periiaMeHTupyeT paboTy ¢ JOKyMeHTaMu. Ero HOpMBI M TpaBujia OCHOBaHbI Ha
MOJIOKEHUSIX «EIMHON TOCynapCTBEHHOM CUCTEMBI AEJIONMPOU3BOACTBAY», KOTOPAs
obua co3gana B 1973 rogy B CCCP. EI'C]/] urpaetr BaxkHyIO pojb B Ipoliecce
ONTUMU3ALUHU MPOLECCOB, KOTOPBIE CBS3aHbI C PEATN3ALNUEH TOKYMEHTAIMOHHBIX
MIPOLIECCOB B SKOHOMHUKE.

I'CAOY — »3T0 COBOKYNHOCTh NPUHUWIIOB W NpPaBUjl, KOTOPBIE
YCTaHABJIMBAIOT TPEOOBAHMS K OpraHU3alliU JEIONPOU3BOJCTBA, CUCTEME PaOOThI
c nokyMeHTamu. Ero menp — obecrieueHusi cucTeMaTu3alud U ynops104Y€HHOCTH
JIOKyMEHTOO0OpOTa,  MOBBIINICHHME  KAayecTBAa  CO3/aBaEMbIX  JOKYMEHTOB,
o0OecrieueHUe YyCJIOBHI, KOTOpPbHIE IMO3BOJIAIOT MPUMEHSTH JOCTHKEHUS HAYKH U
TEXHUKU JUIsI TIOBBIMICHUS S(PPEKTUBHOCTH MPOTEKAHUS JTOKYMEHTAIIMOHHBIX
npoiieccos [23, ¢.91].

«TunoBasi MHCTPYKUHMSI 1O [JeJONPOU3BOJACTBY B (peaepaibHbIX
OpraHax MHCHOJHHUTeJbHON BaacTw» Ne536 or 08.11.2005 roma. Jlannas
WHCTPYKIIMSl  yCTaHaBIMBaeT TpeOoBaHUS K  (YHKIIMOHUPOBAHUIO  CIIYXKO
JIEJIOTIPOU3BOICTBA, OOCCICYCHHUIO MPOTEKAHWSI MH(POPMAIMOHHBIX TPOIIECCOB B
OpraHu3alusX, OpraHu3aluu padOThl C JOKYMEHTaMH B CIYy»0aX, areHTCTBax,
MuHHCTEpcTBax. OHa oTpaxkaeT chnenuduKy MOATOTOBKH JIOKYMEHTAIlMd Ha
dbenepaibHOM ypOBHE; UMEET YBS3Ky ¢ rocyaapctBeHHbIM ctangaptom ['OCT P
6.30-2003 «YHuUUIMPOBAHHBIE CHCTEMBbl IOKYMEHTAIMH. YHHUPHUIIMPOBAHHAS
CHUCTEMa OpraHU3alMOHHO-PACTIOPAIUTEIILHON JIOKYMEHTaluu. TpeboBaHud K
0 OpPMIICHUIO TOKYMEHTOB. ).

®enepanbHblid 3ak0H Ne 125-@3 ot 22.10.2004 roga «O0 apxuBHOM
aesae B Poccuiickoin @egepaunm» MPUMEHSETCA IS PETYJIUPOBAHUSA OTHOLICHHUIN
B cdepe, KOTopasi CBSI3aHa C XPaHCHUEM, YUETOM U UCIOJIb30BAaHUEM JIOKYMEHTOM
ApxuBHoro ¢onma P®D, apXuBHbIX TOKYMEHTOB BHE 3aBUCUMOCTH OT (opMm

coOcTBeHHOCTU. Takke cepa ero AeUCTBUS PacHpOCTPAHIETCS HA OTHOIIEHUS B
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cepe oOpraHuMzalMu apXUBHOTO JOKyMeHTooOopora. Kpome 3Toro 3akoHa B
CTpaHE JEHCTBYET psii HOPMATUBHO — IMPABOBBIX AaKTOB pa3JIMYHOIO YPOBHS,
KOTOpbIE 00ECIIEYUBAIOT COXPAHHOCTh JOKYMEHTOB.

I'OCT P 6.30-2003 «YHu¢uIUpOBaHHbIE CHCTEMbI JOKYMEHTAIIUH.
YHuudpuuupoBanHas cucremMa OPraHU3aANUOHHO-PACTIOPAAUTEIbHON
nokymeHrauuu. TpeOoBanusi Kk 0QOpMIIEHHI0O JOKYMEHTOB.» No65 — cT
03.03.2005 roma. JlaHHbIM cTaHAapT — 3TO HanOoJIee BaKHBIA JOKYMEHT, KOTOPBIT
peryiaupyer cocraBiieHue U 0hopMIIEHHE TOKYMEHTAllUd Ha MPEANPUATUSIX, ObLI
npuHAT DenepasbHbIM areHTCTBOM 10 TEXHUYECKOMY pEryJIHpOBaHUIO U
Metposioruu (panee I'occranmapt Poccun). [peamectBennukamu ganHoro 'OCT
P saBnsimuck B Hactosmee BpeMsa otMmeHeHHble ctanaaptel ['OCT P 6.30-97, TOCT
6.38-72, TOCT 6.39-72.

TpeOoBaHus HACTOSIIETO CTaHAApTa PACIPOCTPAHAIOTCS Ha BCE THUIIBI
OpraHU3allMOHHO-PACIIOPSIAUTENBHBIX ~ JOKYMEHTOB, KOTOpPBIE OTHOCATCA K
YHU(PULHUPOBAHHON CHCTEME OPraHU3alMOHHO-PACTIOPSIAUTENIbHON JOKYMEHTALIHH,
TO €CTh Ha IIOCTAHOBJICHWS, NPHUKA3bl, PACIOPSIKEHUS, MPOTOKOJbI, PEIICHHUS,
aKThl, MHCbMAa ¥ WHBIE JOKYMEHTHI, KOoTopble BkItouatorcss B OK 011-93
«OO01IEepocCuiickuil  KJIIacCU(PUKATOp  yNPABJICHUYECKOW JOKYMEHTanmuw». B
COOTBETCTBHM CO CTAHJAPTOM YCTAHABIMBAKOTCA PEKBU3UTHI JIOKYMEHTA,
TpeOoBaHus K 0(OPMIICHHIO OJIAHKOB, B T.4. U OJaHKU JOKYMEHTOB, HA KOTOPBIX
BocmpousBesieH ['ocynapctBennsiit ['epo PO.

01.07.2003 roma BcTynui B cuiy (denepanbHbiii 3akoH Nel84 — @3 or
07.12.2007 roma «O TEXHWYECKOM PETYJIUPOBAHUN», KOTOPBIA OMPEISITHII
NpPUMEHEHUE B TPAKTUYECKON NEATENLHOCTH TMPUHIUNA JOOPOBOJIBHOCTH
WCITIOJIb30BAHUS HAlIUOHAJIBHBIX, T.€. TOCYJIAPCTBEHHBIX CTAHJIAPTOB, B CBA3U C YEM
B [OCT P 6.30-2003 BHecam HOBYH 3alCh, KOTOpas OIpeesiia
pEeKOMEHIATeNbHBIA XapakTep TpeOoBaHUW akTta. B manHOM ciydae s
oopMIIEHUSI OPTraHU3AI[MOHHO — PACTIOPAIUTETLHON JOKYMEHTALIMKY IPUMEHSIETCS

CAUHBI CTAHIApPT, TO, COOTBETCTBEHHO, TpPeOOBAHUS SBISIOTCS BCE XKE
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o0si3aTenbHBIMU. B psife cayyaeB MOryT HaOMIOAAaTbCS HEKOTOPBIE OTKIOHEHUS,
JI0TTyCKaeMble MpH 0(OPMIICHIH HEKOTOPHIX TUIIOB IOKYMEHTOB.

[ToMuMO NaHHBIX JOKYMEHTOB, B Hallell CTpaHe MPUMEHSIOTCS HOPMBI U
npaBWiia, KOTOpPbIE  PAacHpOCTPAHSIOTCS  HA  HEKOTOpbIE  JIOKYMEHTHI,
periiaMeHTUpyeMbIe CIIeIUaTIbHBIMI HOPMATUBHBIMH MOJIOKEHUSIMHU, B YACTHOCTH,
K HUM OTHOCST OyXTaJITepCKYIO, KaApOBYIO, TOPTOBYIO U HEKOTOPbIE IPYTUE BUIbI
nokyMeHTaiuu. [lepeuncieHnble HOPMAaTUBHO — MPABOBBIE aKThl U METOAMYECKUE
JIOKYMEHTBI SIBJISIFOTCS 0a30M U1l pa3paOOTKU MOJIOKEHUH O AETONPOU3BOJICTBY B
pamkax opranusarmu [27, €.130].

B opranmszanmsx pa3paOaThIBarOTCS JOKYMEHTBHI JJisi TPaMOTHOTO U
3¢ (EeKTUBHOTO BEACHUS JEIONPOU3BOACTBA C YUETOM CHEHU(PHUKU OpPraHU3alUY,
YTO HE JIOJDKHO MMPOTUBOPEUUTH MOJIOKEHHUSIM BBIIICYKa3aHHBIX aKTOB.

B opranuzanuy OCHOBHBIM JOKYMEHTOM, KOTOPBIN IOJIO)KEH B OCHOBY
OpraHM3ally JIEJIONPOU3BOJICTBA, SBIIAECTCS MHCTPYKIMS IO JAEIONPOU3BOJCTRY,
KOTOpasi yCTaHAaBJIMBAeT €IUHBIC NpPaBHJIA, PACHPOCTPaHsAEMbIE Ha MPOIECCHI
cocTaByieHUusI U O(OPMIICHHUS TOKYMEHTOB, a Tarkke pabotel ¢ Humu [18, €.105].
DTOT [OKyMEHT pa3palarblBaeTcsi B KaxAoW opraHuzauuu. HWHCTpyKius,
YUUTHIBasE  CHENU(GUKY JEATeTbHOCTH  OpraHW3allud, BCETJa  yYUTHIBAET
OCOOEHHOCTH COCTaBa JOKYMEHTOB M TEXHOJIOTUH pabOThl ¢ HUMH, IPUMEHSEMbIE
B paMKax OpraHu3anvd. B OCHOBY MHCTPYKIIMH, MPUMEHSIEMOW B OpraHU3allvH,
MOXET ObITh TONOXKeHa «TumoBasi WHCTPYKIUS IO  JEJIOMPOU3BOJACTBYY,
OTIpEETSIONAas CTPYKTYPY U 00IIMe MOMEHTHI, KOTOPBIE SIBJISIOTCSI OMHAKOBBIMU
JUJIS BCEX OpraHu3alvi.

B 1e10M MHCTPYKIHSI TIO JISJIONPOU3BOJICTBY COCTOUT U3 Tpex vacreit [16,
c.47]:

1) OOmue moJ0KEHHS.

2) JloKyMeHTHpOBaHHE YIIPABICHUYECKOM IEATEIbHOCTH.

3) Opranuzanus padoOThI C JOKYMEHTaMH.

K uHCTpyKIIMK MOTYT 100aBISATHCS MPUIIOKEHUS IO MEPE HEOOXOITUMOCTH.
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Kpome wunCcTpykimu B opranmzanusx yrepxkaatorcs «llomoxenus o
clIy’k0€ JTOKYMEHTAIIMOHHOTO O00ECTIeUeHHs YIPABJICHU», KOTOPbIE OMpPEISSIOT
cTaTtyc, (PyHKIUH, IpaBa U 00S3aHHOCTH, & TAK)KE OTBETCTBEHHOCTh CTPYKTYPHOTO
nojApaszaeneHus (Wi pabOTHHUKA), KOTOPBI 00ECleunBacT BeJACHUE MPOIIECCOB B
cdepe NeIonpon3BOJICTBA, a TAKXKE JOJKHOCTHBIE MHCTPYKIMH JUIsl pAaOOTHUKOB
JAaHHOU c(ephl.

Cucrematuzaiusi  JTOKyMEHTOB  3aKpeIUleHa B HOMEHKJIAType,
UCIIOJIb3yeMOM MpU (POPMUPOBAHUU JI€JI, IPOBEJICHUN AKCIIEPTHU3bI, MIepeadn JJIs
xpaHeHus: B apxuB. HoMeHkmarypa nen sBIsSieTCsl 00S3aT€NbHOM IS Kaxaou
opranuzanuu. OOume TpedoBaHus K Hel ompeaessitorest B yacTu 3.4 «OCHOBHBIX
npaBuil pabOThl apXMBOB OpraHU3alUil», KoTopble Obu 0a00peHbl Komneruu
Pocapxwusa 06.02.2002 rona.

CocraBisomiel CUCTEMBbI JI€I0NPOU3BO/ICTBA SBJISAETCA CUCTEMA TEKYILLEro
XpaHEHUs JIe], KOTOpble CUCTEMATU3UPYIOT YK€ HCIIOJIHEHHBIE JIOKYMEHTBHl U
dbopmupytoT ux B aena. g 3TOro MpUMEHSIOTCS HOMEHKIIATYPHI Ael, KOTOpbIE
OPEJCTaBISIIOT COOOM TMEepeyHH 3arojioBKOB JI€J, KOTOpbIE CO3JAlOTCs B
JISIIONPOU3BOCTBE U COAEpKAT YKa3aHUsl Ha CpOKU xpaHeHus. Homenkiatypa aen
BBIMOJIHACT (YHKIIUU YYETHOTO JOKYMEHTa U MOMCKOBOr0 MHCTpyMeHTa. CBoHas
HOMEHKJIaTypa Jell 10 MOoApa3JeleHusM (OopMHUpPYET HOMEHKIATypy Jem
opranm3aruu [31, €.184].

Kpome 3TOro, B opranusanusx MOTYT ObITh HCIIOJIb30BAHBI JTOKYMEHTHI,
KOTOpBIE periaMeHTHpPYIOT paboTy B cdepe aenmompom3BoiacTBa. Hampumep,
TpeOoBaHUS TIO paboTe ¢ JOKyMEHTaMH, K KOTOPBIM OTpaHHuYeH JOCTYTI,

YCTAaHABJIIMBAIOTCA B COOTBCTCTBYIOIUX ITpaBUJIAX.
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1.2 IIpyHUMDBI OPraHU3alMU JOKYMEHTALMOHHOIO o0ecrmeYeHUsl Ha

NnpeAnpUsITHH

Jlenonponus3BoACTBO OOECIEYMBAET JOKYMEHTUPOBAHHE XO3SIMCTBEHHOM
JESTEIbHOCTH, OPTaHu3yeT paboTy C JOKYMEHTaMH, [I03TOMY JOKYMEHTBHI MOTYT
paccMaTpuBaThCs KaK OJJHO U3 CPEACTB OOLICHUS B XO34HCTBEHHOM AESTEIbHOCTH
OpEeanpusITUs, OPUAMYECKH OOOCHOBBIBAIOIIME TIpaBa U 00S3aHHOCTU
KOHTPAareHTOB U BC€X OOBEKTOB, KOTOpPbIE BOBJEYEHBI B  IPOLECC
¢yHkuuonupoBanusi opranusanuu [21, €.88]. JlokymMeHTBI pa3nuyHbIX GOpM U
BUJIOB HOCAT HMH(OpMALMIO, KOTOpas SBISETCS OYEHb BAXKHOU JUIsl JEIOBOM
cepbl, MOITOMY B paMKaxX JIOKYMEHTOB IIO3BOJISET oOecneuuBaTh Iepeaady
uHpopmanuu. ['pamoTHass u >3ddexTrBHas padOThl OpraHU3aLUUA  CIIY>KObI
JIEJIONPOU3BOACTBA 00ECIEeUNBAET CKOPOCTh U KAadyeCTBO  YIPaBIECHUYECKUX
peLIeHU, CHU)KAeT CTENEHb PUCKA.

Okono 98% wuHdopManuu, KoTOopas (PYHKUHOHUPYET B paMKax
opranuzanui, oopmisieTcs B BUAE JOKYMEHTOB, YTO OOECIEUMBAET KOHTPOJb
WCIIOJIHEHHSI JJOKYMEHTOB, PEUICHUE Pa3IM4HbIX BOIPOCOB, aHaIU3a MPOLECCOB,
NPOUCXOAIINX B pamkax opranm3anuu [25, €.70]. JlokyMeHT mo cBoe#t cyTu
BBICTYIIAET KaK MpeaMeT TPyJa, €CIH peub UAeT 00 yInpaBlIeHYeCKUX pabOTHHKAX,
TaK U pe3yibTaT Tpyaa.

MexnayHnaponnas opranuzanuu 1o crangaptuzanuu  (manee — MCO)
OnpenensieT JOKYMEHT Kak 3alMCaHHyl0 HHQOpMalUio, NPUMEHSEMYI Kak
€AMHUILY B JOKYMEHTAI[MOHHBIX MPOLECCaX.

B P® I'OCT 8.04 — 98 onpenensieT TOKYMEHT Kak MaTepUAIbHBIA OOBEKT,
coJiepKaluii MHOpMaIMIo, KOTOopas CO3[aHa M 3aKperyieHa YeJOBEKOM, 4TO
o0ecrnieunBaeT ee nepeaady B IPOCTPAHCTBE U BPEMEHHU.

JIOKYMEHT BBINIOJHSIET HECKOJIBKO (QYHKIMA — HMHPOPMAIMOHHYIO,

OpPTraHU3aIMOHHYI0, KOMMYHUKATHBHYIO, FOPHIUYECKYIO, BOCHUTATEIbHYIO [34,

c.144].
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1. Tak kak JOKyMEHT coaepXuT wuHbopmanuio B  (opme
3a()MKCUPOBAHHBIX (DAKTOB, COOBITUN U ABJICHUH, TO, COOTBETCTBEHHO, MEPBOA U
rJIaBHOW (PyHKIIMEH sBisieTcss nHGOpMaMOHHAs (PYHKIIUS.

2. JloxymeHT criocoOeH OKa3bIBaTh BO3JACHCTBUE HA TPYIIIHI PpAOOTHUKOB
C LIeJIbI0 KOOPAMHAIIMYN UX JCSITEIBHOCTH, B CBSI3H C YEM MOXKHO FOBOPUTH O TOM,
4YTO €My MpUCyIla OpraHu3aluoHHas QyHKIIHS.

3. OOecneunBas B3aUMOJACWCTBHE C BHEIIHEW CpeAOd, JOKYMEHT
BBITIOJIHSIET KOMMYHUKATUBHYIO (DYHKIIHIO.

4. Tak Kak coAep)kaHUE JOKYMEHTa 00JIalaeT IOPUIUIECKON CUIIOH, TO,
COOTBETCTBEHHO, JOKYMEHTY IIPUCYIIA IOpUANIECKas (yHKITHS.

5.  JIokyMeHT crnocoOeH IUCHUIUIMHUPOBATh WCIIOJHUTENSA, TaK Kak
TpeOyeT OT Hero OmNpeAcTeHHON 00pa3oBaTeNbHOW MOJATOTOBKH, BBITIOIHSS
BOCITUTATEIBHYIO (DYHKIIUIO.

Bce 10KyMeHTBI OTHOCSTCS K Pa3IMYHBIM KaTETOPHsIM, TO3TOMY TOBOPST O
CHUCTEME KIacCH(pUKAINK JTOKYMEHTOB, B OCHOBY Ye€ro IIOJIO)KCHBI pPa3INYHBIC
NpU3HaKH. B mpakTuke CyIIecTBYIOT pa3indHbie Kiaccudukammu [20, €.64]:

ITo cmoco0y MOKYMEHTHPOBAHUS BBIJCISIIOT PYKOIMCHBIE, DJICKTPOHHBIC,
rpaduueckue JOKYMEHTHI, a TAKXKe TPYIIbl KWHO U (hOTOJOKYMEHTOB.

ITo cdepe wuCMOAB30BAHUSA MOKHO BBIJCIUTh OPraHU3AIMOHHO —
pacnopsauTeabHbIe, (UHAHCOBBIC, HAYYHO — TEXHWYECKHE, OTYETHO —
CTaTUCTHUYECKHUE JOKYMEHTHI ¥ IOKYMEHTHI TI0 TPY/LY.

ITo comepskaHMIO BBIIEIISAIOT ITPOCTHIE M CIIOKHBIC JJOKYMEHTHI.

Ilo xapakTepy coJep:KaHUsi BBIJCISIOT TICPBUYHBIE W BTOPUYHBIC
JIOKYMEHTBHI.

ITo MecTy cocTaBJIeHHsI BBIICIISIOT BHYTPECHHHUE, BXOISIINAE M UCXOISATITUE
JIOKYMEHTBHI.

ITo rpudy orpaHuveHus BBIJCISIIOT OTKPBITHIE JOKYMEHTHI U JJOKYMEHTHI,
UMeroIue rpud OrpaHUYEHUsS JTOCTYIA, CPEAU KOTOPBIX BBIICISIOT JOKYMEHTHI

JUISL CITYyKEOHOTO TMOJIb30BAaHUS; TOCYIAPCTBEHHYIO TallHYy; TOKYMEHTbI, HMEIOIINE
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rpudbl «KOH(UICHIMATBEHOY», «CEKPETHO», «COBEPIIEHHO CEKPETHO», «0CO00i
BaXXHOCTI.

ITo npoucxokIeHn 0 BBIACIAIOT OQUIHAIBHBIE U JTUYHbIE TOKYMEHTHI.

Ilo ropuguyeckoil cuje BBIICISIIOT OpPUTHUHAIBI, KOMHH, OTIyCKa,
3aBEpEHHbIEC KOIIUU, BBIITUCKU U TyOJIMKATHI.

ITo ¢opme wu3iI0KeHMs BBIICIAIOT HMHIUBUAYaJbHbIE, TpadapeTHbIE,
TUTIOBBIC, TPUMEPHBIE U YHU(DUIIUPOBAHHBIE TOKYMEHTHI.

ITo cpokam HMCIOJIHEHHS BBIJCISAIOT CPOYHBIE U HECPOUHBIE IOKYMEHTHI.

ITo cpokam XpaHeHHUsI BBIACIAIOT JOKYMEHTHI BDEMEHHOTO U TOCTOSTHHOTO
XpaHeHus, a TAK)Ke JOJITOBPEMEHHOTO XpaHEHHS.

Ilo cremenn  00M3aTeJBHOCTH  BBIICTAIOT  MHGOPMALMOHHBIE,
JTUPEKTUBHBIC TOKYMEHTHI.

B pamkax opraHumzanMyd yamie BCEro TOBOPAT O KiacCU(UKAIUU
JOKYMEHTOB Ha TpH OCHOBHbIE rpymibl [14, €.28]:

OpranuzannoHHble AOKYMeHTbI. K HUM OTHOCAT ycTaB, MOJIOKEHUS O
CTPYKTYPHBIX IMOJAPA3JEICHUSX, [IpaBijla BHYTPEHHETO TPYAOBOIO pacnopsijka U
JOJKHOCTHBIC MHCTPYKIIUU paOOTHHKOB.

PacnopsiauresibHble  A0KyMeHTbL. K  HUM  OTHOCAT  yKasbl,
MOCTAHOBJICHHUS, PELLICHUS, IPUKA3bl, YKa3aHUs U PacOPsLKEHUS.

NupopmanuoHHO — cnpaBO4YHbIC JOKYMEHTbI. K HMM OTHOCAT aKThl,
UChbMa, TOKJIa/IHbIE, CITy)KEOHbIE U 00BSICHUTENIbHbIEC 3aIIMCKH, a TAKXKE CIPABKH.

Tax kax mr00ast opraHu3aiysi UMEET OINpeAeNeHHbIE MOTOKH JOKYMEHTOB,
TO, COOTBETCTBEHHO, B MOXXHO TOBOPHTH O TOM, YTO B HEW OpraHH3yeTcs
JOKYMEHTOO0O0pOT, TIOJl KOTOPBHIM B IIEJIOM TOHUMAETCS IBH)KEHUE JTOKYMEHTOB C
MOMEHTa CO3/IaHus (perucTpaiiy, MOCTYIUICHUS B OPTaHU3AINIO) A0 3aBEPIICHUS
UCIIOJTHEHUSI W Tepelayd B apxuB. lICHoSHEHHBIE MOKYMEHTHI B paMKax
JIOKYMEHTOO0O0pOTa MOMEIIAIOTCS B Jiefla, COOTBETCTBYIOIIME HOMEHKIATYpPE JEl.
OTH J1Ba YCJIOBUS SBJSIFOTCS MHUHUMAIBHBIMU JUISS TOTO, YTOOBI MOYKHO OBLIO

TOBOPUTH 00 OpTaHU3AINH JIETOMPOU3BO/ICTBA B paMKaX OpraHU3aIIHH.
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[IpuHIUTIBI, TOJOXKEHHBIE B OCHOBY (DYHKIIMOHUPOBAHUS CHUCTEMBI
JIEIOTIPOM3BOICTBA B OpraHm3aIuu, onpeneistorcs crangaprom SO 15489:2001
«Mapopmansi ¥ AOKYMEHTAlMs. YTPaBICHHUE JTOKYMEHTaMU», KOTOPBIA ObLI
NepeBe/IeH Ha PYCCKUN S3BIK M MPUHAT B (opMe TOCyIapCTBEHHOIO CTaHAapTa
I'OCT P HCO 15489-1-2007 «Cuctema cTaHAapTOB 1O HH(POpPMAIIUH,
OMOMMOTEUHOMY M M3JIaTENbCKOMY JIeNy. YTpaBiieHHe JToKymMeHTamu. OOrmiue
TpeboBanus» [27, €.145].

Oc00EHHOCTBIO COBPEMEHHOI'O YIIPABJICHUSI B CUCTEME JICJIONPOU3BOICTBA
SBIISIETCS. TO, YTO OHO OCHOBAHO HAa MPHHIIUIAX, KOTOPHIE MPHUCYIIH CHUCTEME
MEHE/DKMEHTa KadecTBa. OpueHTHpYsICh Ha [HMKJI yaydymienus JlemuHra
(Inanupyit — Cpenaii — IlpoBepp — JIeHCTBYi) MOXXHO BBIACIATH M ITallbl
yIPaBJICHUS JTOKYMEHTOO00POTOM, KOTOPBIC BKIIIOUAlOT B cedst [24, €.67]:

1. Pa3paboTKy NOJUTHKH, KOTOpas pErjJaMeHTHUPYET MpPOLECChl
JIEJIONPOU3BOICTBA.

2. OpueHTalMI0O Ha 3aKOHOJAATEIbHBIE M HOpPMATHBHBIE TpeOOBaHUS,
peann3yemMble Kak Ha TOCyJapCTBEHHOM, TaK M Ha JIOKAJTbHOM YPOBHSIX.

3.  Anamms 3¢ (HEeKTUBHOCTH (YyHKIMOHUPOBAHUS CUCTEMBI
JIEJIONPOU3BOJCTBA C TMOCIEAYIOIIUM BBIOOPOM MeEp, MO3BOJISIONIMX MPOBOAMTH
yIIy4IIEHUS] U KOPPEKTUPOBKY CUCTEMBI C LIEIbIO MOBBIIIEHUS €€ 3(P(HEKTUBHOCTH.

4. BneceHue 3aI0KyMEHTHUPOBAHHBIX YIYUIICHUH B CHCTEMY.

JIaHHBIA UK, SIBISSCH PETYISIPHBIM, MIPEABSBIISIET BHICOKHE TPEOOBaHUS K
NPOBEICHUIO OO0y4YeHUs U YPOBHIO KBadu(UKAIMU pPaOOTHUKOB, KOTOPbIE
pabotatoT B cdepe Ienonpou3BoJcTBa. Bce 3TO MO3BOJISIET HUHTETPUPOBATH
CUCTEMY JIEJIOTIPOU3BOJICTBA U CUCTEMbI MEHEKMEHTA KauecTBa.

B cucreme memompoun3BOACTBA OCHOBHBIM YYacTKOM JESTEIbHOCTH
SBIISIETCS ~ JIOKYMEHTOOOOPOT,  OXBaTBIBAIOLIMN  MPOIECCHl  MepeMeIIeHUs
JOKYMEHTOB: TIpUeM, IepeAady, pacCMOTpPEHHE, MOJIrOTOBKY, OGOpMIICHHE,
oTnpaBky. B oOCHOBe opraHuzanuud JAOKYMEHTOOOOpOTa JiekKaT CIEayoIIue

IIPUHOUIIBI: OCHTPAIN3allnAg onepaunﬁ; HNCKIIFOUCHHUEC BO3BPATOB NOKYMCHTOB, CCJIM
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OHM HE SBJISAIOTCS  OOOCHOBAaHHBIMM;  TPEABAPUTEIHHOE  PACCMOTPEHUE
JIOKYMEHTOB; OAHOKPATHOCTh PETUCTPALIMH; BBIHECEHUE PE30JIIOLMI; yCTpaHEHHE
HEOOOCHOBAHHBIX COIIACOBAHMM; paclpe/eseHue OMNepaluii ¢ JOKyMEHTaMH IO
KOHKPETHBIM HCIIOJHUTENSAM; JIEJIETUPOBAHME IpaBa MOAINHUCH JOKYMEHTOB;
dbopMHpOBaHUE TOKYMEHTOIIOTOKOB; BBIJICIICHHE HEPETUCTPUPYEMBIX JJOKYMEHTOB;
CO3/IaHHEe CUCTEeMBI peructpaiuu [16, ¢.120].

I[IpuHUUN UeHTpaJIU3alMU oNepauuii, CBA3AHHBIX C NPHEMOM U
OTNPAaBKON JOKYMeHTOB. J[aHHBI MNPUHLUIN YyKa3blBae€T Ha TO, YTO BCE
JIOKYMEHThl BHE 3aBUCUMOCTH OT IPUMEHSEMOro crnoco0a J0CTaBKU (KpoMe
JIOKYMEHTOB, KOTOpbIE MepeAaroTcs no (akcy U KacaroTcs AEATEIbHOCTH TOJIBKO
1oJipa3ziesieHui) JODKHBI ObITh 00pabOTaHbl CTPOTo B CIIy»K0€ J1€JI0MPOU3BOJICTBA
— CeKpeTapeM.

IIpuHUUN HCKJIOYEHHS BO3BPATOB JOKYMEHTOB NPH OTCYTCTBHHU
00ocHOBaHMA. JlaHHBIM NPUHIMI YKa3blBAET HAa TO, YTO JOMYCTHUM BO3BpaT
JIOKYMEHTOB B y>K€ MPONJEHHbIE HHCTAHIIMY TOJBKO TOTIa, KOT/Ia CYLIIECTBYET IS
3TOrO JeJI0Basi HEOOXOAUMOCTb.

Mpunun OpraHu3anuu NpeaIBapuTebHOIO paccMoOTpeHust
NOCTYNHUBIIUX [JOKYMEHTOB /0 Mepelayd HX Ha pe3ojgiounui0. [laHHbIl
OPUHLIMIT YKa3bIBA€T HA TO, YTO IMPEABAPUTEIBHOE PACCMOTPEHHME BBIIEISET U3
OOIIEro KOJUYecTBa JOKYMEHTBI, KOTOpPHIE pPaccMaTpHUBAET HEMOCPEIACTBEHHO
PYKOBOAMTENb, YTO OOYyCIaBIMBA€T WX 3HAYMMOCTh M BaXHOCTh. OcTajbHBIE
JIOKYMEHTBl ~ HAIpPaBJISIOTCS PYKOBOAMTENSAM  MOAPA3NCICHUN, 3aMECTUTEIIO
PYKOBOJUTENS, KOTOpbIE O0JaJal0T COOTBETCTBYIOIIEH KOMIETEHLMEH i
paccMOTpEeHHUs JaHHBIX IOKYMEHTOB.

IIpuHUUN OAHOKPATHOCTH PETUCTPAlMH JOKYMEHTOB, KOTOpbIE
NOCTYNAKT B OPraHM3alMI0 WIHM OTHPABJAITCH M3 Hee. JlaHHBIA NPUHINII
yKa3bIBae€T Ha TO, YTO JOKYMEHTBI, KOTOPBIA MpeIHa3HAYaeTCs] KOHKPETHOMY
JOJKHOCTHOMY JIUITY, PETUCTPUPYETCS B CIIYXKO€ JAEIOMPOU3BOACTBA TOJIBKO OJIUH

pa3, a TMocjJe pPacCMOTPEHHUs TMOBTOPHOW perucrpanuu He Tpedyerca. Ecmu
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JOKYMEHT MOCTYNAeT HEMOCPEACTBEHHON B CTPYKTYPHOE MOJPA3JEeleHHE, TO OH
PETHCTPUPYETCS UMEHHO B HEM, TO €CTh OJJHOKpATHO. Bce 3To roBOpPUT O TOM, YTO
JOKYMEHT B paMKax OpraHH3allid UMEET TOJBKO OJWH PErUCTPALMOHHBIN HOMED,
KOTOPBI TPUCBOEH eMmy JmO0 B CIOyk0e JeIompoM3BOJCTBA, JHMOO B
MOAPA3AECIEHUN.

IIpyHUMII BbIHECEHHS] KOHKPETHBIX Pe30JIIOIUIl, KOTOPHIE MO3BOJISIOT
TOYHO OIPEAENIUTh HCIOJHUTENS, NMOPYYEHHE W CPOK HCHOJHEHUs. Tak Kak
MOCTAaHOBKA PE30JIONUNA Ha JIOKYMEHTE — 3TO OOS3aHHOCTh PYKOBOIUTENS, TO
CeKpeTapb JOJDKEH OTCIEKHBATh COAEPKAHUE PE30JIIOLUUNA, KOTOPbIE JOJIKHBI
ObITh KOHKPETHBI, a (OPMYJIHMPOBKA — MAKCUMAJIbHO TOYHOM, MO3BOJSIOLIEH
ONPEAEIUTD LIENb JECUCTBUN.

HpuHoun ycTpaHeHus HEe00O0CHOBAHHBIX COIJIACOBAHMIA;
NapaJiieJIbHOT0 COIJIACOBAHMSA MO3BOJISIET COKPATUTh BPEMsl, HEOOXOAUMOE JIJIst
COIJIaCOBaHMS JTOKYMEHTA.

IlpuHuMn  JgejlerHpOBaHUsl  PYKOBOJAMTEJeM  NpaBa  MOJNUCH
JOKYMEHTAM 3aMECTUTEIsIM M PYKOBOAMTEJISAIM IOAPA3AeIeHUu. OTO
MO3BOJISIET COKpalllaTh MapLIpyT, YTO B3KOHOMHUT BpeMs, HEOOXOOuMOE st
JBHKEHUS JOKYMEHTOB B XOJI€ MX UCIIOJIHEHHS.

IIpuHOUN BBHINOJHEHUS TeXHHYECKUX omepaumu. IIpenmonaraer, 4ro
(GyHKUMH, CBA3aHHBIE ¢ OOpabOTKOW M mepenavyel JOKYMEHTOB, JOJIKHBI OBITh
peann30BaHbl TEXHUYECKUM IEPCOHAJIOM, & TBOPUYECKHE ONEPALMH, CBSI3aHHBIE C
COJIEp>KaHUEM TOKYMEHTOB, BBITIOJHAIOTCS CLIEUATUCTAMHU U PyKOBOAUTEIISIMH.

IlpuHumn pasaesneHusi JOKYMEHTOB HAa JIOKYMEHTONOTOKH. B cBs3u ¢
3TUM [PUHLWIIOM B OPraHU3alUd BBIICISIOTCS BXOJAIINAE, HCXOASAIIME U
BHYTPEHHHE IOKYMEHTHI.

IlpuHuMn BbIJAEJCHUS] HEPEerMCTPUPYEMBIX JAOKYMeHTOB. Takue
JOKYMEHTBI BBIIEISIOTCS BO BXOJAIIEM JOKYMEHTONOTOKE, OHHM INPEIACTABISIOT

co0Ol JOKYMEHTBI, KOTOpble HE TpeOyIOT HCIOJHEHUSI U HCHOJIb3YIOTCS
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HIPEUMYIIECTBEHHO B CHPABOYHBIX IIETSX. DTU JOKYMEHTHI cpa3y MepeqaroTcs B
CTPYKTYPHBIC MOPA3/ICICHUS.

Takum 00pa3oM, MOKHO YBHIETh, YTO OOJIbIIAss YAaCTh MPUHIIMIIOB CBSI3aHa
C TPOIECCAMU PErHCTPAIMHA JOKYMEHTOB, MO3TOMY HEOOXOIUMO PacCMOTPETh
cucremy peructpaiuu [12, ¢.108].

Cucrema pErucTpaliid — O5TO BaXkKHas YacTh JICJIONPOU3BOICTBEHHOMN
JICSITEIbHOCTH, B pAMKaX KOTOPOU PEIIAIOTCS BOPOCHI:

1. KTo HMEHHO UMEET MPaBO MOAMUCH UCXOSIIUX JTOKYMCHTOB.

2. Kakas wuHCcTaHumst (ypOBEHb PYKOBOJACTBA) TMPH PETUCTPAIUU
JIOKYMEHTOB SIBJISICTCSI IEPBUYHOM.

CymiecTByeT HECKOJIBKO BApUAHTOB MOIIMTUCH UCXOSIIIUX TOKYMEHTOB!

1. JIOKyMEHTbI MOIMHUCHIBACT TOJLKO PYKOBOIUTEb OPTaHU3aIUH.

2. JIOKyMEHTHI MOJIMCHIBAET PYKOBOAMUTENH OPTaHU3AIMU, 3aMECTUTEITH
PYKOBOIMTENS, PYKOBOJUTENH CTPYKTYPHBIX TOJApa3leiCHUl B  pamKax
HPEI0CTABIISIEMbIX KOMITCTEHITUH.

Korma  OOKyMEHTBI  paccMaTpWBAIOTCS  JIMYHO  PYKOBOJHUTEIEM
OpraHM3aliK, TO, COOTBETCTBEHHO, HIMEHHO OH PEIIAaeT BOIMPOCHI, OTPAKacMbIC B
PE30JIIOLIUK, U ONPENeNseT MOPSJAOK JBUKECHUS JOKYMEHTOB. B 3ToMm ciyuae
perucrpaiysi JTOKYMEHTOB COCPEIOTAYMBACTCS B CIIY)KOE JeIOMPOM3BOJICTBA.
Korga mpaBo TOAMUCH HMMEIOT, KPOME PYKOBOAMTEINS, €r0 3aMECTHUTEIH WIHU
PYKOBOJMTEIIM CTPYKTYPHBIX TOJAPA3/CICHU, TO OHU MOTYT HPUHHMATh
CaMOCTOSITCJIbHBIC ~PEIICHHUS ¥, CJCJ0BATEIbHO, PErUCTpalus JTOKYMEHTOB
OCYULIECTBJISIETCS JTMOO B CHYyKO€ JeNOoNnpou3BOACTBA, JHUOO B CTPYKTYPHBIX
nojipa3aencHusX. JlaHHbI BapUaHT B OCHOBHOM IMPHMEHSCTCS B OpPraHU3AIMSX
KPYIHBIX, KOTOPBIC UMEIOT OOIIMPHBINA TEPPUTOPUATBHBIN pazopoc.

Peructpanuss TOKYMEHTOB MOXET OCYIIECTBISThCS B JBYX (hopmax:
TPaAUIIMOHHON WM aBTOMaTW3upoBaHHoi [24, €.165]. B mepBom ciyuae
pEeruCTpainusl OCYIIECTBIIICTCS B KypHaJaX M KapToTekax. Bo BTOpoMm ciydae

MMPUMCHAIOTCA KOMIIBIOTCPHBIC TCXHOJIOTHUH. HNx cToumMocTh JOCTAaTOYHO BBICOKA:,
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MO3TOMY HE BCE OpraHM3allMd CIIOCOOHBI  TO3BOJUTH Ce0€  MOKYIKY
aBTOMATHU3MPOBAHHBIX CHUCTEM 00pabOTku WHPOpPMAIMU, OJHAKO, JIaXke
NPUKJIAJHbIE pelIeHUs 00ecreynBaloT Oojiee TMOKWE M yAOOHBIE MOAXOMBI IS
paboThI C pErUCTPANTMOHHON HHPOPMAITHEH.

PeructpaliioHHbIE HOMEp JOKYMEHTAa MOXET BKJIIOYATh MOPSAKOBBIM
HOMEp JOKYMEHTa, KOJ JIBWKEHHUS JOKYMEHTa W MHbIE COCTABIISIONINE, KOTOPbHIE
MIO3BOJIAIOT 00JIeryaTh MOIX0bI K padoTe ¢ qokymeHntamu [17, ¢.31]. Hampumep,
ko1 144/02 — 14 ykaspIBaeT Ha TO, YTO JAHHBIM JOKYMEHT OBLI 3aperuCcTpUpPOBaH
3a HOMEpOM 144, OTHOCUTCA K KOHKPETHOMY JOJKHOCTHOMY JIAILY, UMEIOLIEMY
kox 02 u noapasaeneHrIo — UCTIOIHUTENI0, UMEIIIEMY Ko 14.

IIpn opraHu3anMu CUCTEMBI PETUCTPALMU JOKYMEHTOB YUYHTBHIBAIOTCS
clIeyroInue mojioxxenus [22, ¢.48]:

Peructpanuss JOKYMEHTOB OCYIIECTBIIETCS IO JTOKYMEHTOIOTOKAM:
BXOJISILEMY, UCXOJAIIEMY, BHYTPEHHEMY.

Bxopsmye 10KyMEHTbI pETUCTPUPYIOTCS B ICHb OCTYIUICHUS, UCXOSIINE
JOKYMEHTBl PETUCTPUPYIOTCA B JIEHb OTIPABICHUSA, B JOBEIACHUE BCEX
PETHCTPUPYEMBIX JOKYMEHTOB MPOU3BOJUTCS B JI€Hb OOpaOOTKM WM, NpHU

pEerucTpaIyy JOKyMEHTa B caMOM KOHIIE paO0y4ero JHs, Ha CISTyIONUUN ICHb.

1.3 Ha3naueHnue, HeJH M 3aJa4M CJIY:KObI [1eJIONPOU3BOJACTBA HA

npeanpuATHU

JIro0ast opraHuzanusi B CBOEH NESITEIHHOCTH IMOCTOSHHO CTAJIKUBAETCS C
OTPOMHBIMU O0BEMaMU JTOKYMEHTOB, KOTOPbIE HEOOXOAuMO 0OpabaThiBaTh, UTO
HaIpPSAMYIO OKa3bIBaeT BIUSHHC Ha 3(P(EKTHBHOCTH JEATCILHOCTH OPTaHHU3aIUH.
Jlenonpou3BOACTBO B OpraHU3alliy 00ECIeYNBACT CUCTEMa CIEIUaTN3UPOBAHHBIX
OTZIEJIOB, K KOTOPBHIM OTHOCAT CIYXOYy yNpaBlIeHUs JejaMu, OO OTHel,
KaHICIAPUIO ® PO JIPYrdX, KOTOpPhie B IIEJIOM HA3bIBAIOT  CITYy)KOOM

ACIOIIPOU3BOACTBA.
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B HacTosiiiee Bpemst 1e10npor3BOACTBO MIPUMEHSIETCS B IBYX (hopMaTax:

1. Kak cTpykTypHOE MOApa3JeieHrne, KOTOpPOe pealn3yeT (QYyHKIUH
JIOKYMEHTAIMOHHOTO 00EeCTICUeHHsI YIIpaBICHUSI.

2. Kak cTpykTypHOE mMoOApa3leieHne, KOTOpoe peanusyeT (yHKUUU
JIOKYMEHTAIIMOHHOTO OO0EeCreYeHus] yMNpaBJIEHUs M COCTOsAIIEe U3 PaOOTHHKOB
CTPYKTYPHBIX TIOJIpa3/ielIeHI, KOTOpbIe OTBEYAIOT 32 BEJICHUE JIEIONPOU3BOICTRA.

CrpykTypa ciykO0bl JeIONPOU3BOACTBA ONPEIEIAETCS B MEPBYIO OYEPEdb
o0beMaMu JTOKYMEHTOOOOpOTa U TEXHOJOTHUSMH, KOTOPbIE MPUMEHSIOTCS IS
pabotel ¢ gokymeHTamu. Ciyx0a IeTonpou3BOJCTBA MOXKET HMETh CIOKHYIO
BHYTPEHHIOIO CTPYKTYpPY, KOTOpas COCTOUT M3 MOJYMHEHHBIX MOJpa3ieicHu, -
TaKhe CIyXObl YacTO Ha3bIBAIOT YIpaBJICHUEM IO paboTe C JOKyMeHTamu. B
HEOOJIbIIMX OpraHu3alusaX CIy>KObl JeJI0MPOU3BOACTBA MOKET HE ObITh, a paboTa
BBITIOJIHAETCSI OJHUM paOOTHUKOM, B OOJBIIMHCTBE CIIy4acB CEKpeTapeM
pykoBoautens [16, ¢.112].

PaGoTHuku, BxoAsImKe B CIyXO0y JIeTONPOU3BOJCTBA, JEISATCA Ha
PYKOBOAMTEIEH, CIEIIUATMCTOB U TEXHUYECKUX PAaOOTHUKOB.

K pykoBomutensiMm MoOTyT OBITh OTHECEHBI TaKW€ JOJDKHOCTH, Kak
3aBEAYIONIUNA CITYy:KOOHM, HAYAJIbHUK CeKpeTapuaTa, 3aBeyIONIUN apXUBOM H TIp.
UKCIeHHOCTh PYKOBOJIUTENEH B HOpME HE MOXKET ObITh OoJiee 20% 4uciaeHHOCTH
PaOOTHUKOB CITYKOBbI JIETONPOU3BOJICTBA.

K cnemmanucraMm OTHOCST TOMOIIHHMKA pPYKOBOAUTENs, pedepenTa,
apXMBHCTA, WHCIIEKTOpa, CeKperaps, JAOKyMeHToBena u 1mp. CrnenuanucTsl
BBITIOTHSIIOT TEXHUYECKUE M OINEpaTUBHbIE pabOThI, KOTOpas CBS3aHbI C
o0paboTkoli u 0000IIeHHEeM, aHAIH30M HWHOOpPMAIUU, KOTOpasi COJCPKHUTCS B
nokymeHTax. CrielaiucThl IEsITCs Ha JIB€ KaTEerOpHUH: CIICLMAIMCTBI U CTapIlne
CHIEIUAIMCTHI, TIPU 3TOM B HOPME COOTHOIIICHUE MEXIYy HUMH JODKHO OBITh 1:2.
JlJ1s COBpEMEHHBIX YCJIOBHM 00Jiee XapaKTepHO pacHpeesieHue CIeHaTuCTOB 0o

KaTEropusiM, HapuMep, CIEHUAINCT | KaTeropuu, CIeHUaIUuCT 2 KaTErOpHH.
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Pabora ¢ wundopmarueli cBsi3aHa €O MHOXXECTBOM JOTOJHUTEIHHBIX
byHKIMNA: OOCTY)XKMBAaHHEM KOMIIBIOTEPHOW TEXHHUKH, HAOOPOM TEKCTOB
JIOKYMEHTOB, JOCTaBKON JOKYMEHTOB W Tp. [l03TOMY BBIIENSIOT KaTETOPHIO
TEXHUYECKUX HCTIOJHUTEICH, K KOTOPHIM OTHOCAT JEJIONPOU3BOIUTEIICH,
TEXHUUYECKUX CEKpeTapeid, KypbepoB, ONIEpaTOPOB U TIp.

bonpmiass dYacte paOOTHUKOB CHCTEMBI JCIONMPOM3BOJACTBA — OTO
cneruanucThl. CyImecTBYIOT W HOPMATHUBHI TIO OTHOIIEHHUIO K ONTHMAaJIbHOU
YUCICHHOCTH: B MHUHHCTEPCTBAX W BEIAOMCTBAaX UHCJICHHOCTh pPaOOTHUKOB
CHUCTEMBbl JICJIONIPOM3BOJICTBA JIOJDKHA cocTaBisaTh 12 — 15% ot oOmei
YUCJICHHOCTH PAOOTHHUKOB; a JIsl IPEANPUATHNA W OPTaHU3AIUN TPOMBIIIIICHHOCTH
—0,5% [18, c.34].

Cnyx0a Jenonpom3BOACTBA OpPraHU3YET, PYKOBOIUT, KOOPIAUHUPYET,
KOHTPOJIUPYET U peau3yeT paboThl B cdepe JTOKYMEHTAIMOHHOTO O0ecredeHus
ynpasienus [24, ¢.138]. Tunossie GyHKIMH CTyKObl BKIFOUAIOT PA3JIMYHBIC BHJIBI

paboT, cucTeEMa KOTOPBIX OTPAKEHA HA PUCYHKE 2.

DyHKUUHA

TCXHOJOTHYCCKHE OpraHn3alluOHHBIC KOHTPOJIbHBIC METOOUYCCKHUC

Pucynok 2 — HanpaBieHust GyHKLHA, peann3yeMbIX CIIyKO0W Je10MpOr3BOACTBA

B pamkax peanuzaluu TEXHOJOTHYECKMX (YHKUUN BBINOIHIETCA
nepBoHavyaibHas 00paboTKka JOKYMEHTOB; PErHCTpalusl JOKYMEHTOB; BeJICHHE
TeKylield paboThl, CBSI3aHHOW C OOpabOTKOW JOKYMEHTOB; W3TOTOBJICHUE
JOKYMEHTOB; KOTHPOBAaHUE, pa3MHOXKEHHE, THPAXKUPOBAHUE JIOKYMEHTOB;
pa3paboTka 0JIaHKOB; MOJATOTOBKA IOKYMEHTOB K OTIPABKE.

B pamkax opraHuzaldOHHBIX (YHKIUH BBIIOJHSETCS IMOATOTOBKA
BXOJSIINX JOKYMEHTOB K TIepefadye HuX Ha pPacCMOTPEHHE pPYKOBOJCTBY;
CBOEBPEMEHHOE PACCMOTPEHHE JOKYMEHTOB PYKOBOAMTENIEM; KOHTPOJIb XOAa U

CPOKOB paCCMOTPCHHUA TOKYMCHTOB, OPraHHU3alUd XPpaHCHUA JOKYMCHTOB, pa60Ta
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apXxuBa; TOBBIIICHNE KBaJU(PUKALUU PAOOTHUKOB CIYKObI EIONPOU3BOACTBA,
opranu3anus pabo4YMX MECT; JAEJONPOU3BOJACTBA B CBSI3U C OOpaILCHUSIMHU
¢uznyecKux UL U pabOTHUKOB; pa3paboTKa MEPONPUITHIA, KOTOPbIE HAIIPABJIECHbI
Ha COBEPILEHCTBOBAHUE METOJOB pabOThI C JOKYMEHTAMH.

B paMkax KOHTpOJIBHBIX (PYHKIHMM peanu3yeTcs KOHTPOJIb 33 MPaBUIbHBIM
opopmiieHHEM  JOKYMEHTOB; CpOKaMU  HUCHOJHEHHs;  (OPMHUPOBAHUSA
HOMEHKJIATyphl JieJ; 00oO0meHne uH(GOpMalMu O pe3ynbTaTax MCIOJIHEHUS
JOKYMEHTOB; 0O€cCle4eHHe XpaHEHUs [1e]; HCIOJIb30BaHUE HUH(POpMalluu B
JTIOKYMEHTaX.

B pamkax Meroguueckux  (PYHKIMII  BBINOJHSETCS  pa3paboTka
HOMEHKJIATypbl J€JI; MHCTPYKIMH IO JAEJONPOMU3BOACTBY; (POPM JOKaJIbHBIX
HOPMATHUBHBIX JIOKYMEHTOB; IIPOBEICHUE SKCTIEPTU3HI; IPOBEACHUE COBEIIAHUH.

[Io3TOMy MOYHO TOBOPUTH O TOM, YTO LEJBIO AESITEIBHOCTU CITY>KOBI
JIEJIONPOU3BOJCTBA SIBIISIETCS NPOBEACHUE padOT, CBSI3aHHBIX C OpraHMU3alUei,
KOOpJWHAIIMCH, peaar3alueii padoT, CBI3aHHBIX C JICJIOMPOU3BOJACTBOM [16, €.21].

B pamkax nocTtaBieHHOI 1ienu city>k0a JeJI0NpOU3BOICTBA PELIACT 3a4a4u:

1. OOecneyeHue €AMHOTO MOPSAKA JOKYMEHTUPOBAaHUS U MPOLECCOB
OpraHu3ainuu paboThl C TOKYMEHTAMHU.

2. Tlocrpoenue 3(ppeKTUBHBIX TOUCKOBBIX CUCTEM.

3. OcymiecTBiaeHHe KOHTPOJS 3a O0OpabOTKOW JOKYMEHTOB M HX
nepegade B apXuB.

4. TlpoBenenue pabOThI, TO3BOJIAIONIEH COKpaliaTh JOKYMEHTOOOOPOT U
yHUGUUIUPOBATH (POPMBI JOKYMEHTOB.

5. Pa3paboTku MeTOIMYECKUX M HOPMATUBHBIX JOKYMEHTOB, KOTOPbHIE

MO3BOJISIIOT COBEPIICHCTBOBAThH TOKYMEHTOO00POT, (hOPMBI U METOIbI pA0OTHI.

BriBoasl 1o 1 pazaeny.
Jlenonpon3BOACTBO — BaXKHAsi COCTABJISIONIAS KU3HEICITSIHHOCTH JIFOOOM

opraHuzanuu. B Kaxgoil opraHu3aludd CYIIECTBYET OTPOMHOE KOJIMYECTBO
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JIOKYMEHTOB, KOTOPBIE IBUKYTCS 10 OMPEACIICHHBIM HApaBICHHUSIM, OOecTieunBas
CONPOBOXICHUE  XO3SHUCTBEHHOW  JIEATENbHOCTH, TOTOMY  HEO0OXOIHUMO
BBICTPAWBaTh CUCTEMY YMPABICHUS JOKYMEHTOMOTOKaMH, KOTOpas o0ecrneynBaeT
B UTOT'€ 0OOCHOBAHHOE NPHUHITHE YIIPABICHUYECKUX PELICHUH.

B ocHOBe (DyHKIIMOHMpPOBaHUS CHUCTEMBI JCIOMPOU3BOACTBA JIEKUT DS
MPUHIIMIIOB, KOTOPBIE CO3/IaI0T OCHOBY JUJIsi pabOTHI C JIOKYMEHTaMH, MOBBIIIAS
3¢ (dEeKTUBHOCTh yOpaBlieHUs €10. B  opraHuzanuu  BBIACNSIOTCS — TPYIIIBI
OpPraHU3allMOHHBIX, PACHOPSAUTEIBHBIX HM WH(MOPMAIMOHHO — CHPaBOYHBIX
JIOKYMEHTOB, KaXJbld U3 KOTOPBIX UMEET OINPEACIICHHYIO CIEeUH(PUKYy padoThl €
HUMH.

Jlenonpon3BoACTBO — 3TO  peryiaupyemass cdepa  J1€ATEIbHOCTH,
0COOEHHOCTBIO KOTOPOU SIBJISIETCS] TO, YTO HOPMBI U MIpaBujia, KOTOPbIE AEUCTBYIOT
Ha cdepy oOpalieHust JOKyMEHTOB, paCIpPEeICHbI 10 MHOXECTBY HOPMAaTUBHO —
IIPABOBBIX AKTOB KaK (pelepalbHOTO, PErMOHAJIbHOIO M MECTHOIO 3HAa4YeHMs, a
TaK)K€ OTPAYKAIOTCS B JIOKAIBHBIX HOPMATUBHBIX aKTaX OpraHU3alyH.

Opranuzanuss  JODKHA — oOecrieyuBaTh — HOJAXOJbI,  MO3BOJIAIOIINE
COBEPILIEHCTBOBATh CHUCTEMBI JI€JIONPOU3BOJCTBA, YTO TO3BOJISIET BBITOIHSTH
KOOpJMHALUIO, KOHTPOJb M  PEryJupoBaHUE  JOKYMEHTOIIOTOKOB, YTO

COOTBCTCTBYCT MHTCPCCAM OpraHu3alivu.
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2 Ananu3 cucrembl aejsonpousBoacrsa Q00 «¥YrojgbHas KOMIAHUS
«3apeyHas»

2.1 O0masi XxapakTepucTUKa KOMIIAHUM

00O «YronbHas kommnanus «3apednas» (naigee — OO0 «YK «3apeunasn»)

Haxonutcss B KemepoBckoit oOnactu, r.IlonbicaeBo, yn.Maxkapenko, m.2.
Komnanus Obuta 3apeructpupoBana 02.07.1999 roma MexpailoHHOM HaloroBon
uncnekueit ®HC No2 o Kemeposckoii oonactu. Kateropust cyobekra — cpennee
npeanpusitie, ObUIO BKIOYEHO B JaHHyro kareropuio 10.08.2017 roma. Tum
COOCTBEHHOCTU — YacCTHasi COOCTBEHHOCTbh. YUpEAUTEISIMU KOMIAHUU SIBIISFOTCS
00O «HNuteproncanTur» U [TAO «lllaxta «3apeunas».

OcHoBHBIM BHAOM AesTelbHOCTH cornmacHo OKBDOJI sBmsgercs 77.39.22
«ApeHJ1a ¥ TU3UHT TOPHOTO U HE(PTEPOMBICIIOBOTO 000PYI0BaHUS, KPOME ITOTO
3apETUCTPUPOBAHO 16 TOMIOTHUTEIBHBIX BUIOB AEATEIbHOCTH.

OO0mume mnoKa3zaTrenu, XapaKTepU3YIOIIHe

ACATCIBbHOCTh  KOMIIAHHUH,

OTPa)KEHBI HA PUCYHKE 3.

Bbipydka
315 MH P
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20 wnpa P

CTOUMOCTL
0,0p
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i —

-5 MARG o/

10 mnpa

10 Mnpg
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Pucynok 3 — OcnoBable nokazarenn OO0 «YK «3apeunas»

000 «YK «3apeunasi» — poccuiickass KOMIAHMS, 3aHUMAIOIIASCS
yIOpaBJICHUEM TOpeanpusatusaMu no noosue yras. YK «3apeunas» 3anumaer 5
MECTO B CIIMCKE KPYIHEWIIUX NPOU3BOJUTEIEH U SKCIOPTEPOB IHEPTrETUUECKOTO

yria B Poccun. Komnanus sIBIIIETCS POCCHUUCKUM XOJIMHIOM, YIIPABIIIOIIAM
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yTaeA00bIBAIOIIUMHA M BCTIOMOTATEIIbHBIMU MpEanpusaTHsIMUA. Ha ceromHsmHun
JIEHb B COCTaBE XOJIIUHTA CEMb YTIIeA00BIBAIONINX (YEThIPE MECHCTBYIOMNX U TPU
CTpOSIIMECST IIAaXThl) M Psi  BCIIOMOTATENbHBIX MPEANPUATHI, a Takxke
oOoratutenbHas (habpuka.

B cocraBe YK HaxoasTcsi HECKOJBKO IIAXT, oOorartureibHas ¢adpuka u
PSI BCIIOMOTATEIbHBIX OpraHU3aIIA:

1) TIAO «lllaxTa «3apeuHas,

2) IV «OkTs0pbCKUii»,

3) 00O «lllaxTa «AJeKCcHEBCKas,

4) 00O «lllaxta «Cubupckas»,

5) 0OO0O «lllaxToynpasienue «Kaparaiianackoey,

6) OO0O «I'pamortennckue [IDMMy,

7) 00O «I'eopecypce».

YK «3apeunas» skcrnoptupyet 6oiee 90% roroBoro mpoaykra. Cpemau
MOTPEeOUTENeH — KOKCOXMMHYECKHE, DHEPreTHYECKUE W APYTHe IMPOM3BOJCTBA
Ooonee yem B 12 cTpaHax mupa, B ToM uucie B HWcnanuu, BemuxoOputanuw,
Hunepnangax u ap.

YronpHas KOMITaHUS «3apeyHas» I10JIb3yEeTCs penyranuen
JOOpPOCOBECTHOTO TapTHEpa, OE3yNpedyHO BBIMOJHSIOIICTO BCE JIOTOBOPHBIC
oOsi3aTenbCcTBA.  SIpkoe  TMOATBEpXKACHHE  STOMY  —  JIOJITOCPOYHBIC
BHYTPUPOCCUNCKHE U BHEIIIHEIKOHOMUYECKUE KOHTPAKTHI.

XOJNIUHT OPUEHTHUPOBAH HA BBICOKYIO COITMATBHYIO 3alTUIIICHHOCTh CBOUX
COTPYIHHUKOB ¥ OCYIIECTBIISICT IHUPOKYH OJarOTBOPUTEIBHYIO NEATCIBHOCTh B
pernoHe mpucyTCTBUA. ['0noBHOW oduc kommanuu Haxoautcs B T. [lombicaeBo
Kemeposckoit obnactu, gummanst B KemepoBe u Mockse. Ha mpeanpusatusx
VYronbHOUM KOMIIAaHUM «3apeyHas» Tpyaarcs okoso 5500 yenoBexk.

CraHoBlieHHE TPEANPUATHS Hadaloch ¢ mpuodpereHus B 1998 r. OAO
«Illaxta «3apeuHas». baarogaps WHBECTHIIMSIM B MPEANPHUITHE W MOJICPHU3AINH

TEXHOJIOT Ui MMpon3BOACTBA YyAAJIOCh n30exKaTh 3dKPbITUA IMaxXThbl, COXPAHHUTDH
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okosio 500 cymiecTByrommMx paboymx MECT W CO BPEMEHEM NPHBJIEKATh HOBBIX
corpynankoB. B 2003 r. BBeAeHa B OIKCIUTyaTaluio oOoratutenbHas ¢adpuka
MOIIHOCTBIO 2,4 MutH T yrias B roll. B 2004 1. mpuoOpereno OO0 «['pamorenHckue
[IOMM», chnenuanu3upyromieecss Ha MNPOU3BOACTBE METAJUIOKOHCTPYKIUMI,
Kpeneu, peMonTe asurarenei u 1.1. 2007 r. — B coctaB npeanpusatust Bxoaut OAO
«Illaxta «AnekcueBckas». B 2008 r. mpuobpereno OOO «['eopecypey,
3aHMMAIOLIASCS F€0JIOrOpa3Bel0YHbBIMU U OypoBbIMU paboTamu, B 2010 r. — maxra
«OkTsi6pckass». B 2011 r. momydyeHa muieH3us Ha ydacTok «biaromatHbiiiy
Ero3zoBo-KpacHosipckoro  KaME€HHOYTOJbHOrO  mecrtopoxaeHus. B 2013r.
npuoOpeTeHa JUIEH3Us Ha OCBOEHHME YydacTka «3apeuHblii». (OCHOBHBIM
MPOAYKTOM TMPEANPUITUS SBISAETCS KAMEHHBIM Yrojiib pa3HbIX Mapok: [
oboramennbiit kinacc 0-100 mm, I'p kimace 0-200 mm, TOMCI knace 0-50 mm, I'p
kiacc 0-50 mm, I'CHI knace 0-13 MM, [p knace 0-100 mm. Ha sxcniopt uaeT okoio
80% KOHEUHOTO MPOIyKTa. [ TaBHBIMU MOTPEOUTEISIMU SIBIISIIOTCS SHEPTETUUECKHE
npousBoacTBa. Llena Ha yrosp Bapeupyercs oT 20 mo 40 monnapoB 3a TOHHY B

3aBUCHUMOCTH OT MAPKH YI'JIA.

2.2 OpraHuszanusi J0KyMeHT0000pOTa HA PeANPUSITUN

Hoxymentoobopor B OO0 «YK <«3apeunas» mnpeacrasiasieT coOoi
CIIO)KHYIO U Pa3BETBIICEHHYIO CTPYKTYpPY, 4TO OOYCIIaBIMBAET CJIOXHOCTb CaMOii
OpraHu3allid U HAJMYUE CTPYKTYPHBIX MOAPA3IEICHUN, KOTOPBIE MPENCTABIISIOT
co001 OTJeIbHbIE XO3UCTBYIOLINE CYOBEKTHI.

Jist  ommcaHWsl  CyNMIECTBYIONMICH  MOJETM  JOKYMEHTOOOOpoTa B
opraHu3anud OyAeT HCHOJIb30BaH alrOpUTM, MO3BOJISIIOUIMM HE TOJIBKO JAaTh
XapaKTEPUCTUKY CYIIECTBYIOIIEH CHUCTEMBI JIEJIONPOU3BOJCTBA, HO TaKXKe
BBIIIOJIHUTH COOTBETCTBYIOIINI aHAJIN3 U BBISIBUTH Y3KHE MECTA B JAHHON CUCTEME.

Meroauka oOmnucaHus, OLEHKM M aHaldu3a JIOKYMEHTOOOOpoTa B

opranm3anuy COCTOUT U3 TPCX OCHOBHBIX 3TAIIOB.
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1 »3ram. 3aknioyaercs B aHAIM3€ CUCTEMbl JOKYMEHTOOOOpOTa Ha
npeanpuaTid. B paMkKax JaHHOrO »JTama HCCIEAYeTCsl OpraHu3aluOHHAs
CTPYKTypa OpraHU3alliM, BbIIEIECHUWE B HEW MOJApa3AelICeHUd W HUCIOJHUTENEH,
KOTOpPbIE OTBETCTBEHHBI 33 OPraHU3alUI0 JIOKYMEHTOOOOpOTa, OIpEAEIICHUE
CTPYKTYpbl ~ MOAYMHEHHOCTH U  (opmMupoBaHMe JAEUCTBYIOIIEH  MOJEIH
JIOKyMEHTO000pOTa.

2 3ram. 3akirodaercss B NPOBEJEHHWM  aHajau3a  CTPYKTYPHI
JTOoKyMeHTooOopoTa. Ha maHHOM »Tamne JOKyMEHTHI PpYyHIUPYIOTCS MO MPU3HAKY
JOKYMEHTAlIMOHHOTO O0ECHeYeHUs] Ha BXOJAIIUE, MCXOISAIIME W BHYTPEHHUE,
MPOBOAUTCS WX TPYNIUPOBKA IO CTPYKTYPHBIM MOJpa3/ieICHUSIM u
OCYILECTBIISIETCS UX aHAJIN3; BBIMOJHIETCS MOMECSYHAs! TPYNIUPOBKA IOKYMEHTOB
JUTS BBISIBJIEHUS] CE30HHOCTH.

3 3ram. 3akioyaeTcss B BBIpAOOTKE M peaju3alud PEeKOMEHJAIUH,
KOTOpBbIE MPUMEHSAIOTCS B CUCTEME JEJIONPOM3BOJACTBA C LEIBI0 IOBBIIICHUS
3 PEKTUBHOCTU JOKYMEHTAIIMOHHOTO 00€CTICYCHUSI.

Amnanu3 cuctembl JokyMeHToobopora B OO0 «YK «3apeunasy.

Opranuzanusi IpeacTaBisieT cOOOM CIOXKHYIO CTPYKTYPY, Ill€ B XOJIUHT

BXOAUT 7 CTPYKTYPHBIX MOJPa3I€ICHUM, YTO OTPAKEHO HA PUCYHKE 4.

000"VK
' '3apeqHa${' '
il |[ Hztozcros [ 000 M [ 000 000 e 000
"3apeqHa$I" PBCKHN "CI/I61/IpCI<aH" "Teopecypc" "]_uaXI‘OyﬂpaB]]eI_]I/] " A JIeKCHERd "FpaMOIEI/I
e " HCKHEC
"Kaparaiinsckoe” = LOMM"

Pucynok 4 - OpranmuzanuonHnas ctpykrypa OO0 «YK «3apeunas»

CnoXXHOCTh ~ JJOKyMEHTOOOOpOTa B  CTPYKTYPHBIX  MOJpa3JeieHUsIX

ONpeJieieHa KOJMYECTBOM  OTHAENOB, peaM3ylomMUX (YHKIUM B  paMKax

37



MPOM3BOJCTBEHHON JesTeNbHOCTH. Kaxkmoe CTpyKTypHOE MOApa3/eeHue UMEET
COOCTBEHHYIO CTPYKTYpy. OcCyImecTBiseTcss MOCTOSHHBIA JTOKYMEHTOOOOPOT
MEXKTy OpTaHU3AIUSIMHU.

Ha pucynke 5 mpencraBneHa opraHuM3alMOHHAas CTPYKTypa YNPABICHUS

00O «YK «3apeunas».

JrpexTop

cekperapyar 4  apxuB

1 1
SHCPIO - OTIQIITIO
yIparyicHUe (huHaHCOBOE ‘ \ CITyx0a
OTullb OKC yIparyicHAS MCXAHITIOCKDE . paoo Haﬂle %M 0c30IMacCHOCTH

CHHC

I— oten MTC || Oyxramrepust TGXHI/I‘IGCGKEM

| | ympasnenme
SKOHOMUKH

| | ympasnenme
Ka3Ha4JercTBa

— ciTy)x0a cObITa

FOPUIMUECKHI
orzeNn

Pucynok 5 — Opranuzanuonnas ctpykrypa ynpasieauss OO0 «YK «3apeunas»

Kak BuOHO, naHHas CTpyKTypa sBisieTca JiMHEHHOW. HavanpHuku
ynpasieHuil, ciyx0, otnenos (ympaeinenus OT u IIb, OKC, ¢unancosoe
yIOpaBJI€HHE, B3HEPro — MEXaHWYECKOe VIpPaBICHHE, OTHeN Mo padore ¢
NEepCOHAIOM, cly’k0a 0e30MacHOCTH) MOAUYUHAIOTCS aupekTopy. Hampasnenus
BKJIFOYAIOT B C€0s1 IOMOJHUTEIIbHBIE YIIPABIECHUS, CITY>KObI U OTJIETIBI.

B kaxmoM  CTpyKTYpHOM  MOApA3/lCICHUHM  TAKXKe  BBLACISIOT

GyHKIIMOHATBHBIC MTOAPA3ACIICHUS, TIEPEYCHh KOTOPBIX MIPEICTaBIICH B Ta0buIle 1.
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Tabnuna 1 — Opranuzaunonusie cTpykTyphl ynpasienus OO0 «YK «3apeunas

Ne Opranuzanus [Tonpaznenenus
1 OAOQO «lllaxTa ACVII; otnen xanutanibHOro crpoutenscTBa; AVII; ornen
3apeuHas OT u IIb; II20; Oyxrantepus; IOpUIUYECKas CIyk0a; OTAeI

cOnITa; otaen TU3;

MIPOM3BOJICTBEHHBIN KOHTPOJIb U OXpaHa TPY/a; 0TI KaJpoB;
TexHuueckas ciyxkba; yudactok BTb; otmen rnaBHOro
MEXaHUKa; VKII; HIY; TaMOKHS; YXIT;
MapKIICHIEPCKUI OTACI; OTJEN CHAOKEHUSI.

2 LITY «OkTs10pbCcKuit [[TaxToynpaBnenue-2; yuactok BTh-2; ornen I'O u UC; otnen
kanpoB; ydactok OTK; ropumuueckas ciryx0a; oTaen cObiTa;
MapKIIeHIePCKUN OTAel; TexHudeckas ciayxoa; ABK-2; T1290.
3 00O «llaxTa PykoBoacTtBo W Amnmapar; IOpUIAYECKHM OTHEN; OTHeN
Cubupckasn» ACVYII; ornen MTC; otaen IIK u OT; mapkmenaepckuit
OTIIEN; OTHEN TJABHOTO MEXaHWKa; OyXTalTepus;, OTIeI
kanpoB; OKC; yuacrok I1CX; yuactok BTD.

4 OAOQO «llaxTa AVII; ABK; OTK; ygactok Ab.
AJIeKCHEeBCKas»

5 000 [TpousBojcTBEeHHAsT CITy)K0a; TEXHOJIOTHYECKass CIIyk0a;
«IlaxToympaBieHue IOPUANYECKUN OT[IeN; MapKIIeHIepCKO-Te0I0THIecKast
Kaparaiinuackoe» cayxo6a; otnen MTC; Oyxrantepus; SKOHOMUYECKast CIyx0a;

[120; cayx6a OT u IIK; sHepro-mexaHuveckas ciyxo0a;
oTIen 1o paboTe ¢ TEepPCOHANIOM; OTHEN KalUTaIbHOTO
crpoutensctBa; AVIL; ornen ACYTIL ortmen UT; ydactok

BTb; ABK.
6 OAO AVII; 6yxranrepusi; (PHAHCOBO-DPKOHOMUYECKUI OTIEII.
«I"'pamoTenHCKHE
LHOMM»
7 000 «I'eopecype» AVII; Oyxranrepust; prHAHCOBO-9KOHOMUYECKUH OT/EN.

[Ipouecc nBUXKEHHUS] JOKYMEHTOOOOPOTa B OpPraHU3alUU MPOUCXOIUT MOJ
KOHTPOJIEM CEKpeTaps, KOTOPBIA OCYIIECTBISIET KOOPAMHALMIO JABUKEHUS
nokymeHTOB. [Ipu 3ToM 3a co3nanue u 0OpabOTKy TOKYMEHTOB OTBETCTBEHHBIMU
SBJIIFOTCSL PYKOBOJUTENH CTPYKTYPHBIX MOAPA3IAECICHHM.

B opranuzanuu = npuUMeHsieTCs — JICLEHTpalM30BaHHAs  CHCTEMa
JIOKyMEHTOO000pOTa, MPABOM MOJIMUCH JOKYMEHTOB 00jamaroT 1) mupexrop OO0
«YK «3apeunasi», 2) pyKOBOJIUTENIM CTPYKTYPHBIX MOAPA3ACICHUN B paMKax
cBoeil komnerenuuu: ynpasienus OT u IIb, OKC, dbunancoBoro ympasieHus,
HHEPro — MEXaHWYECKOT0 yMpaBJICHUs, OTJeNa 0 paboTe C MEePCOHANIOM, CIYXKObI

oe3onacHocTu. OTACIBHOTO TMOAPA3ICICHUS — CIYXKObI JEIONPOU3BOJICTBA, HET,
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HO  BBLACISAIOT JBa  OTAENa, KOTOpble  OO0ECIEeYMBalOT  OpPraHMU3AIHI0
JIOKYMEHTOIIOTOKOB — CEKpPETApUAT U apXUB.

3a cocraBiieHHE TEKYIIUX JTOKYMEHTOB OTBEYAIOT PAOOTHUKH CTPYKTYPHBIX
nosipazaeneHuit. J{ns hopMupoBaHus CyIIECTBYIOMIEH MOEIN JOKYMEHT0000poTa
Obu omnpenenensl GyHkuuu noapazgenennit B OO0 «VK «3apeuynas», 4To
OTpa)x€HO B TalUIE 2.

Tabmmma 2 — @yaknuu noapaszaenenuit 000 « VK «3apeunasn»

Ne Ilonpa3nenenue Kparkas xapakTepucTika peaqu3yeMbiX QyHKIUN

1 | Ornen OT u I1b OGecneyenne  TpeOOBaHWUH  OXpaHBl Tpylda MW TEXHUKH
0€30MacHOCTH B OpraHu3allid, IPOBEJICHUE aHalIMu3a YCIOBUI
Tpyda, METOIWYECKas IMOMOIIb, IPOBEACHUE WHCTPYKTAXKEH,
paspabotka meponpustuii mo OT u I[1b

2 | OKC PazpaboTka u peanusanus MIaHOB KAalUTAILHOTO CTPOUTEIHCTBA
00BEKTOB, O0EcleYeHne TEXHHYECKOTO HaaA30pa W KOHTPOJIS,
KOOpIWHAIMS  JIEATEIbHOCTH CTPYKTYPHBIX  IMOJpa3/ieiICHHIA,
TUTAHUPOBaHME, pa3paboTKa M YTBEPXKICHHE MPOCKTHO — CMETHOMN
Y TEXHUYECKOU TOKYMEHTallUU

3 | ®dunaHcoBoe Ob6ecnieuenne pUHAHCOBOM NIEATEIBHOCTH OPraHU3ALINN;
yIpaBJcHHUE yIIpaBJIeHUE aKTUBOM, KaIUTAJIOM, MHBECTUIIUSIMH, JICHEKHBIMH
MOTOKaMH, ((MHAHCOBBIMU PUCKaMHU; IJIAHUPOBAHUE, aHATIN3 U
KOHTPOJIb PUHAHCOBOH cepsr; popmupoBanue
MH(pOpPMaIMOHHBIX 0a3

4 | DHepro — | Opranu3allMOHHO — TEXHUYECKOE PYKOBOJACTBO PEMOHTHBIMU U
MEXaHUYEeCKOe 9KCIUTyaTallMOHHBIMU TOAPA3IeIEHUsIMH, TPOBEPKA TEXHUUECKOTO
yIIpaBJICHUE COCTOSIHUS o0opynoBaHus, obecriedeHne  TEXHUYECKOMH

JOKYMEHTaIel, MHBeHTapu3allus, MacnopTU3aLus
5 | Otgen nmo pabore c | KagpoBblii MeHETKMEHT, MpoBeleHHuEe OOyuYeHHUs, MOBBILICHUS

HEPCOHAIOM KBAJIM(pUKAIMK, JOKYMEHTaJIbHOE  O(QOpPMIICHHE  JBMXKEHUS
KaJIpoB, NMpUHATHE 3P(PEKTUBHBIX PEIICHUN B cepe ynpaBieHUs

IIEPCOHAJIOM
6 | Cmyx0Oa Opranuzanys NPOMYCKHOTO peXHMa Ha OOBEKTHI, MPOBEIECHUE
0e30macHOCTH MPOBEPOK, pa3paboTka HMHCTPYKUUH B cdepe obOecrieueHUs

0e301acHOCTH 00BEKTa
7 | AnmMunucTpatuBHBIN | ObecniedeHre aMIHIUCTPATUBHO — YIIPABICHYECKOM paObOTHI
CEKTOp

Kakx mokaspiBaer Tabnuma 2, B KOMIIAHMM B paMKax KaKJoro
nojApa3eiaeHus MPeayCMOTPEHO JOCTATOUYHO OOJIbIIOE KOJUYECTBO JOKYMEHTOB,
UMEIOIMUX crenuuky co3gaHus U o(pOpMIICHHS, YTO 3aBUCUT OT HAIPaBICHUS

JACATCIBHOCTH.
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VYkazaHHbIe TOAPA3ACICHUS KOMITAHUY B3aUMOJCHCTBYIOT KaK C JPYTUMHU
OTJIE€JaMH, TaK U CO CTPYKTYPHBIMHU MOJPa3JEICHUSIMH, I YEro MCHOJIb3YyeTCs
nepeaaya nHopmanuu B JoKyMeHTalIbHOU (hopme. [lepeueHb OTBETCTBEHHBIX JIUI]
3a OpraHU3aIyIo0 JOKYMEHTOO0OpOTa OOLIMPEH, B KAKIOM IOAPA3/EICHUA €CTh
HECKOJBKO PpaOOTHUKOB, KOTOpblE O0OECHeuynBalOT JOKYMEHTOOOOPOT, YTO
OTpaxx€Ho B TabuIE 3.

Tabmuna 3 — OtBercTBeHHBIE 32 JokKyMeHT0000poT B OO0 «YK «3apeunasn»

Ne | Ilogpasnenenue OTBeTCTBEHHbBIE Kareropuun 10KkyMeHTOB
1 | Otnen OT uIlb | PykoBomuTens otaena Hoxymentsl o OT u I1b,
MHCTPYKIMU, PACHOPSKEHUS
2 | OKC PykoBogutens OKC HoxymenTtsl o OKC, norosopa,
Havansnuk otmena MTC B | pacnopskeHus
npesenaax KOMIETECHIINMH
3 | ®duHaHcoBoe I'maBHbII Oyxrantep OUHAHCOBbIE TOKYMEHTHI,
yIpaBJeHHUE ['maBHBII 5KOHOMUCT Oyxraiarepckue JOKYMEHTHI,
Havanenuk ciayx0b1 cObITa IOPUINYECKHE JOKYMEHTBI,
IOpucrtkoHCYBT (OpMBI CTATUCTHYECKOM,
HAJIOTOBOI, OyXranTepcKkon
OTYETHOCTH, PACIOPSKEHUS,
JIOTOBOpA
4 | Duepro — ['maBHBIN HHXKEHED JloroBopa, TOKyMEHTHI MO
MEXAHUUYECKOE HauvanbHUK TeXHUYECKOH caykObl | 00CITy>)KUBAaHHIO 00OPYA0BaHMS,
yIpaBJeHHE rpaduKy, pacopsHKEHUS
5 | Otnmen o HauvanbHuk otnena mo pabote ¢ | PacmopsbkeHus, JOKyMEHTHI IO
pabore ¢ TIEPCOHAIIOM Kajpam
NIEPCOHAJIOM Cekperapb pyKOBOIUTEIS
6 | Cmyx0Oa HavanpHuk cioyx0b1 6e30macHocTy | JloroBopa, pacropsbKeHus,
0€3011aCHOCTH rpaduxu
7 | Anmunuctpanus | JJupexrop JIOKyMEHTBI 110
Cekperapb aIMUHUCTPATUBHOMY
yIpaBJIeHUs, TPUKA3bI,
pacnopsbKeHUs, J0roBopa

Kak mokaspiBaeT Tabiamma 3, T10

GyHKIMH  paccpeoTOYEHBI
noJpa3fesieHusIM, TMPU O3TOM JUPEKTOP KOMIAHUHM JEJIETHUPYET MOJIHOMOYHS
HavYaJbHUKaM OT/ICJIOB U PYKOBOAMTEISM YIIPaBJICHUN B MIpeieiax KOMIETCHIIUN.

B cBs3u ¢ OompmumMu oObeMaMu  IETIOTPOU3BOJICTBEHHONW pabOThl (B
pamMKax paccMaTpHBacMOIO HAIpPaBJICHHS) B KOMITAHWM HCIIOJB3YeTCs JIOKAJIbHAsS
cetb. B Hee BxoauT 500 KOMIBIOTEPOB, B KAaueCTBE CETEBOTO OOOPYIOBAHUS

ucroaszyercss ooopyaoBanue kommanuu CISCO. Cpsa3p Mexay yaaaeHHBIMU
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buznyecKkn NPeanpUATHSIMU OpPraHU30BaHA C MOMOUIbIO ONTHYECKUX KAaHAJIOB

cBs13u. Cxema CBSI3U IJIaBHBIX TOUEK CETH MPEACTABIICHA Ha PUCYHKE 6.

Pucynok 6 — CxeMa CBsI31 TJIaBHBIX TOYEK CETU

Ha pucynke 6 BHIHO, 4YTO CE€Th SBISETCA pacCHOpeleseHHON, OHa
oOecrieunBaeT mepenadyy HWHGOpMALKMKM 10 BCEM HaMpaBiICHUSIM B paMKax
CTPYKTYpHBIX  MOApa3/eieHuil, YTO  OOecrneuyrBaeT  ONEPAaTUBHOCTh U
CBOEBPEMEHHOCTH MEpPeIau BCEX BU0B MH(POPMAIINH U JOKYMEHTOB.

Ceiluac Ha mIaxTax KOMIIAHWHM BHEIPSAETCS M HMCIHOJB3YETCS MHOXKECTBO
COBPEMEHHBIX TEXHOJIOTUM, CPEIU KOTOPHIX:

[[TaxTHas razoaHanuTuyeckasa cucrema «MwukoH 1P». HMcnone3yerca Ha
1axTe «3apeyHas.

[ITaxTHas ra3zoananutuueckas cuctema «Mukon Ill». Ucnons3yercs Ha
o0oratuTenbHOMN (pabpuKe MIaxXThl «3apeuHas.

JI1s1 BBITIOSTHEHUSI TpeOOBaHUN MPOMBIIIUICHHOW O€30MacHOCTH Ha IIaxTax
npuMeHstoTcest  cuctembl nozurmonupoBanus CIII'T-41 u RADIUS. Jlannbre
CHUCTEMBbl TMpeIHa3Ha4yeHbl Ui HAOMIOACHHA 32 MECTOHaXOXKJIEHHEM U

NEepeBIKEHUEM TIepcoHaja B MOA3EMHBIX BBIPA0OTKaX, BHYTPHUIIAXTHOTO
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TpaHCIIOPTA, y4eTa ero padoThl, KOHTPOJISI HATUYHS JIIOJIEH BIIEPEAU IBIKYIIIETOCS
TPAHCTIOPTHOTO CPEJCTBA U OpTraHU3aIUU Ta0EIbHOTO yUeTa.

Ha oOorarurensHoii (aOpuke st ymOpaBieHHs TEXHOJIOTHUUYECKHM
obopymoBaHueM  Hcmoib3yercs  scada-cucrema  Wonderware  Intouch,
MPEACTABIIAIONIUNA COOOM OTKPBITHIH M PACIHIMPSIEMBINM  YEIOBEKO-MAIIMHHBIN
uHTepdeic, KOTOPBIM  TMO3BOJIAET OJHOMY  JHCIETYEpPY C  JIETKOCTHIO
KOHTPOJIMPOBATH MPOLIECC O0OTAIICHHS YTJIs.

B ynpaBieHun akTHBHO UCIIOJIb3YIOTCS MH(OPMAIIMOHHBIE TEXHOJIOTUU:

1.  Microsoft Exchange. ITporpamMmMHOe oOecrieueHre npeHa3HAYCHO IS
oOMeHa COOOLIEHUSIMHA U COBMECTHOM paOOTBHI.

2. Kommnekc mnpoayktoB 1C (byxrantepusi, Toprosns u Cknan,
3apmiara u Kaapsr).

Just  Ttoro, 4YTOOBI MPEACTaBUTH CXEMYy JOKYMEHTOOOOpOoTa Ha
OPEANpUATAA, HAa OCHOBAHUU TMPEJACTABICHHONW WHGOpPMAIMM HEOO0X0IUMO
ompenenuTh  OJOK —  CXeMy  B3aUMOJICUCTBUS  MEXAY  OCHOBHBIMHU
noapazaeneHusaMu OO0 «YK «3apeyHass» W HX BBIXOJ Ha CTPYKTYpHbIE
MOJpa3AeicHus KOMNaHuM. blok — cxeMa B3auMOJCHCTBUS MEXIY OCHOBHBIMU
MOJIpa3IeICHUsIMA TIPEJICTABIIACT COOOM CXEMaTUYHOE OTpakeHue Ou3HeC —
MPOIIECCOB, KOTOPBIE PEATU3YIOTCS B OpraHU3alliy COIJIaCHO perjlaMeHTaluu
paboT B pa3nuYHbIX OTJEHaX.

AHanu3 (QyHKIUN TOApa3/eNeHul, COCTaB HCIOJHUTEICH W HM3y4YCHHE
MPaKTUYECKUX MPOLIECCOB B OpPraHM3allMM SIBJISJIUCH OCHOBOWM il pa3pabOTKu
OJIOK — CXeMbl B3aMMOJCHCTBUS TOJAPA3JIEICHUN, YTO OTPAXKAET MPOILECCHI
nepegayn JOKYMEHTOB Pa3lIMYHOIO YPOBHsSI, YTO OTpakKeHO Ha pucyHke 7. Kak
MOKa3bIBaeT OJOK — CXeMmMa, MHOTME JOKYMEHTHI BBIXOJAT 3a TIpeiebl
OpraHu3alviy, TMepelaBasch B CTPYKTypHble mnoapaszaeneHusi. (OCHOBHBIE
nH(OPMAITMOHHBIC TTOTOKH, CBA3aHHBIC C UCXOSAIIUMHU JOKYMEHTaMU, TIPOUCXOISAT
Ha YpPOBHE BBICHIUX YpOBHEH: AUPEKTOp (Uepe3 cekperapsi), PyKOBOJIUTEIU

YIOPABJICHHUM, OTJeNa KamuTaabHOTO cTpouTenbeTBa, otaena OT u IIb, ciayxObi

43



0e30macHOCTH W OTAeNa Mo paboTe ¢ mepcoHajaoM. B mocrmeaHux Tpex oTaenax
peIyCMOTpEeHa 00111asi HampaBJIEHHOCTh JOKYMEHTOB, UTO OTPaXXaeT 0COOEHHOCTH
GYyHKIMOHUPOBAHUS pacHpeieIEHHON TEPPUTOPUATIBHO OpTraHU3allii: Ha YPOBHE
TOJIOBHOM OpraHu3aliy pa3pabaThIBAlOTCS HHCTPYKLMH, TOJOXKEHHS, OOIIMe

AJOKYMCHTBI, KOTOPBIC JOBOIATCA A0 COOTBCTCTBYIOIIMX OTACIOB B CTPYKTYPHBIC

ImoApa3aCjaCHUs.
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Lloeoeoprasi u urarcosas paboma,
FOPUOUHECKOE CONPOBONCOEHLE
PucyHok 7 — biok — cxeMa B3auMOAEHUCTBUS MOAPA3ICICHAN

B pamkax kaxaoro ydactka, BbIIEJICHHOIO Ha OJIOK — CXeM€ pUCyHKa 7,
BBIJICJISIFOTCSL OINPEEIICHHBIE ONEpPally, CBA3aHHBIE C JABWKEHUEM JIOKYMEHTOB.
Tak Kak KOJIMYECTBO Y4YaCTKOB OOpabOTKH JOKYMEHTOB U (POpMUpOBaHUS
JIOKYMEHTOTIOTOKOB BEJIMKO, TO Obllla COCTaBJIeHa O0Ilas cXema, MO3BOJISIONIAs

BHUJIETh MApIUTYPhI IBUKEHUS TOKYMEHTOB, UTO OTPA)KEHO HA PUCYHKE 8.
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JloxymeHT
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A I\ :
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Omnepanus

Pucynok 8 — AIropuT™M 10KyMEHTOO00POTa MO OTJAEIbHBIM Y4aCTKaM

noapazaenenuit OO0 «YK «3apeunasn»

B 1menom anroputM QopmMupoBaHHS JOKYMEHTOIOTOKA BKJIIOYAECT
CIICAYIOILME DTAIIbI:

1. ®opmupoBaHHE JOKYMEHTOB OCYIIECTBISETCS B COOTBETCTBYIOUIUX
nmporpaMmax, 4TO MO3BOJISIET aBTOMATWYECKU MpoBecTH onepauuu 2 — 4. B
COOTBETCTBYIOILIEH MporpaMMme BbIOMpaeTcs o0pa3 JOKyMEHTa, TO €CThb €ro
TUTIOBOM OJaHK, MpeaHa3HauyeHHbIN s 3anoiHeHus. Co3gaHue JOKyMEHTa W
3allOJIHEHUE €r0 PEKBU3UTOB MO3BOJSIET COXPAHATH JOKYMEHT B JJIEKTPOHHOM
apXxuBe.

2. ®opmupyeTcs HEMOCPEJICTBEHHO JOKYMEHT, COOTBETCTBYIOIIMA
HEOOXOMMON XO3SUCTBEHHOM WM MPOU3BOJCTBEHHOM onepauun. Hampuwmep,
MIPUKA3, PACTIOPSKEHUE, UHCTPYKIMS, OPAEP, AOTOBOP.

3. OcymecTBasieTcss perucTpanus JTOKyMEHTa B COOTBETCTBYIOIIEM
MOJPA3CIIEHUH, JII 4Yero JOKYMEHTY IIpUcCBauBaercs Homep. Hampumep, B

oyxrantepun dopmupyercs nokymeHT «lIpuxomnbiii xaccoBbiii opaep Nel23y.
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HymMmepanusi TOKyMEHTOB OCYIIECTBIISETCSI aBTOMAaTHUUYECKH B COOTBETCTBYIOIIMX
nporpaMmmax.

4. CoznaHHbIE B porpaMMe JOKYMEHTHI MOMNaJaloT B 0a3y JaHHBIX, YTO
oOecrieunBaeT JOCTYI K HUM Pa3JMYHBIX HCIOJTHUTEICH B COOTBETCTBUHU C
YPOBHEM HX KOMIIETEHIIUH.

5. JIoKyMeHT pacnedarbiBaeTcs U nepeaacTcs Ha MOIHUCh.

Bonee moapoOHas cxema BbIAEHSETCA NI KaKJAOTO TUINA JOKYMEHTOB, C
KOTOPBIM OCYIIECTBIsIETCS paboTa.

[TpumepoMm asiropuT™Ma JTOKYMEHTOO0OpOTa B cpepe ynpaBiaeHUs SIBISIOTCS

AITOPUTMBI ABVKECHHS IIPUKA30B U PACIIOPSKEHUM, YTO OTPAKEHO HA PUCYHKE 9.

Co3nanue PK CornacoBaHue MoanucaHune Perncrpauwma| O3HakomneHue UcnonHeHue

Jopabotk
Cospanme PK ano JopaboTk Q

opPA, 3ameyaHu ano
npUKpenneH am Msameuanm Yeegomn
ne daiina am eHne

AOKyMeHTa AsTOpY B
oTKase

AsTop

Cornacosan| HET

ne npoekTa
LOKYMeHTa

Ha nopa6otk
A p.;yOwaaaHo
ornac
BaHO

PaccmoTp
na eHue

JOKYMEHT oanu
a. aHo

Peructpauma 8
nA 32/, nognuncaHue

BB

Cornacylowme

MoanucaHT

CeKkpeTapb

O3HaKoM. C
AOKYMEHTOM

Cnucok
03HaKom

Ha nopaboTky.

MoayyeHue
3aja44 Ha
MCNONMHEHNE

[ Ot4eT0b
MCMONHEHUH

KoHTpone
UCMONHEHUA

&

WcnonHut
enb

KoHTponep

Pucynok 9 — JIBukeHne pacnopsIuTeNbHbIX JOKYMEHTOB

I[JIH paCHOpHHHTeHBHOﬁ JOKYMCHTAIMH, B YA4CTHOCTH, IIPHUKA30B U

pacnop;mceHm"I, OCHOBHBIMH >TallaMu ABJIAIOTCA:
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Co3nanue mpoekra JOKyMeHTa. [IpoekT NOKyMeHTa CO31aeT CEeKpeTapb
JTVPEKTOPA WUJIU JIMHENHBIA PYKOBOAUTEND.

®opmupoBanue nokyMeHTa. Co3maHue JOKYMEHTAa OCYLIECTBIISIETCS C
NOMOIIbI0  MH(POPMAIMOHHBIX TEXHOJOTHH. B  OCHOBHOM  HCHOJB3YIOTCS
MPUKJIAJHBIEC TPOTPAMMBI UJIM CUCTEMBI YIIpaBJiIeHUs 0a3aMu JaHHBIX.

PaccmoTpenune u cormacoBaHue NOKyMeHTa. JIOKyMEHT mepenaercs s
COTJIACOBAHMS B 3aBUCUMOCTH OT €ro COAEPKAHUSA JIMHEUHBIM PYKOBOIUTEISAM,
COOTBETCTBYIOIIUM CITY>KOaM.

[Tonnucanue pokymeHTa. JIOKyMEHT MOJNUCHIBACT AUPEKTOP (JIUHEUHBIN
PYKOBOJIUTETD).

Perucrpanus noxkymenra. Cekperapb perucTpupyeT JOKYMEHT B XKypHase
BHYTPEHHHUX JOKYMEHTOB.

O3HakOMJICHME  WCIOJHUTENEH C  COIAepKaHMeM JoKyMeHTa. Jo
UCIIOJIHUTEIIEH I10J] NOANMUCH JOBOAUTCA COACPKAHUE NOKYMEHTAa C YKa3aHUEM
CPOKOB ¥ KOHTPOJIMPYIOIINX JIULI.

Hcnonnenne nokymeHTta. KOHTpoJIb OCYHIECTBISETCS Ha3HAYECHHBIMU
JULAMH, O Pe3yJbTaTaX HCHOJHEHHUS IJOKYMEHTAa OCYLIECTBIIETCS IOKiIan. B
cilyuae  HEOOXOIMMOCTH  JOpabOTOK MO  JIOKYMEHTY,  OIpeaessercs
JTIOTIOJITHUTEIIbHBIA CPOK.

@OopMHUPOBAHUE U OTCIEKUBAHUE MTPOLIECCOB JOKYMEHTOB OCYILECTBIISIETCS
B CHCTEME 3JICKTPOHHOTO JOKYMEHTOOOOpOTa, KoTopas ucmnois3oBasack B OO0
«YK «3apeunas». B 1nenom JOKyMEHTHI, KacarOIIHMECs YIPABICHUYECKON
NEeATEIbHOCTH, B CHCTEME MOI CO3/1aBaTh JO00M MOJb30BaTENb B paMKax
KOMIIETEHIIMA B PEIIAEMBIX BOIIPOCaX, HO B LEJIOM YIIPABICHHUE IPOLECCOM
JBM>KCHUSI TAHHOW TPYIIIBI TOKYMEHTOB BXOJWJIO B KOMIIETEHLUIO CEKpETapsl Ha
OCHOBAaHHMH  pacrnopsbkeHuid  pykoBomutens. Ilpomecc  moxkymeHTOOOOpOTa
NPUMEHHUTEIBHO K TPYIIE PacHopsiAUTEIbHBIX JOKYMEHTOB (TIpUKa3bl U

pacnop;mceHHﬂ) 3aKJII0YaJICA B BBIIIOJIHCHHUH CIICAYIOINNX OTAIIOB!
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1. B cucreme OCYImECTBISJICS BBIOOp KAaTeTOpPHHM  JIOKYMEHTA,
HETMOCPEJCTBEHHO JIOKYMEHTa U MPOUCXOJUIIO €Tr0 3al0JIHEHUE B COOTBETCTBUU C
MPEIOCTaBICHHON pYyKOBOAMUTENEM HH(POPMAILIMH, KACAIOIICHCS YNPaBICHYECKUX
nevictBuil. [lepBoHayaIbHO JOKYMEHT OBLI JJOCTYTICH B PEXXUME MTPOCMOTPA.

2. [locne mporecca 3arpy3ku U akTUBU3alUU (paityia JOKyMeHTa COTrIacHO
(GYHKUIUSIM CUCTEMBI JIOKYMEHT MOJy4all CTaTyc «AKTUBHO», HA OCHOBAHHH YErO
YBEIIOMJICHHE O JOKYMEHTE [EpeJaBaioCh COTJIACYIOIIMM JMlaM  (4epes
AIIEKTPOHHYIO MOYTY WIH Yyepe3 QYHKIIMH CUCTEMBI).

3. B pamkax oO0s3aHHOCTEH COTJIACYIOIIWA BBIMOJTHSI CIICTYIOITHC
JEUCTBUS 110 OTHOIICHUIO K JIOKYMEHTY:

CormnacoBaTh — OJIOKUTEIBHOE COTJIACOBAHUE JOKYMEHTA;

J1o6aBUTH — 10OABJICHUE COTIIACYIOIIETO B CIIUCOK COTJIACOBAHMS;

JlenerupoBaTth — nepejiada mpaBa CoriacoOBaHUs IPYTOMY IOIb30BaTENIO;

OTtka3arh — OTKa3 B COIIaCOBAHUH JIOKYMEHTA;

Ha peniensuro — oTmpaBka JOKyMEHTA PELICH3EHTY;

Ha mpaBky — oTIipaBka JIOKyMEHTa Ha IIPaBKY.

4. Ecnm corjsacoBaHue ObUIO TMOJOXUTEIbHBIM, TO OTIPABISUIOCH
YBEJOMJICHHE YTBEPKIAIOIIEMY, KOTOPBIN JOJKEH ObLII O3HAKOMUTHLCS C TEKCTOM
JIOKYMEHTAa, HICTOPUEN COTJIaCOBAHUS U BBINOJHUTH I€UCTBUSA:

YTBEpIUTH — MOJOKUTEIIBHOE YTBEPKICHHUE IOKYMEHTA,;

OTtka3ath — 0TKa3 B YTBEPKIECHUH IOKYMEHTA;

Pezontonust — 106aBUTH TEKCT PE3OTIOLMH IS UCTIOJIHUTEIICH.

5. Ha ocHoBaHuM yTBEp>KIEHHUS JTOKYMEHT Iepe/IaBajicsi COTPYIAHUKY,
KOTOpbI OBUT OTBETCTBEHEH 3a PETUCTpAIMI0 JOKyMeHTa. B opranuzarum
perucTpanvoHHbie (DYHKIIUM BBIMIOJHSIET CeKpeTapb. B ero 3amady Bxojuia
pacnedyaTka JOKyMEHTa Ha OyMaKHBIM HOCHTENb, TIEpelada €ro Ha MOANKCH U
perucrpanus mocjie 3TUX JIEUCTBHM B mporpamme. lIporpamma camoctosTenbHO

nMpucBavBajia HOMEpP JOKYMEHTa, KOTOpBIM CEKpeTapbh pEerucTpupoBaj Ha
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OyMaxHoMm OnaHke. ABTOp JOKyMeHTa (B JaHHOM cCliydae — JIUPEKTOP) MOIydal
YBEIIOMJICHHE O COBEPLIEHHBIX TEUCTBUSAX.

6. B Tom ciydae, ecnu I JOKYMEHTa TpeOOBaIMCh HUCIOJHEHUE U
KOHTPOJIb, WCIIOJHUTENb W KOHTPOJEP, OMPEICICHHBIE IUPEKTOPOM, IMOIydalu
YBEJOMJICHHE O CBOEM HA3HAYEHHUU OTBETCTBEHHBIM 3a MCIIOJIHEHUE W KOHTPOJIb
UCIIOJIHEHUSI JIOKYMEHTa. VICHOMHUTENb pEerucTpupoBall B MpOrpaMMe BCe
JEHCTBHUS, KOTOpbIE KacaluCh XOJa HCIOJHEHHUS JOKyMEHTa, WU TepeaaBal
COOTBETCTBYIOIIIEE YBEOMIICHUE KOHTPOJIEPY.

B pamkax oTdera UCHIOTHHUTENS 00 UCTIOJTHEHUH JOKYMEHTa KOHTPOJIEP:

Ecnu ecTh 3aMevanus 10 MCTIOHEHUIO, OTIIPABIISUT OTYET Ha TOPabOTKY;

Ecnu HeT 3aMeuaHuii 1o MCHOJIHEHUIO, 33Jladya CHUMAJJach C KOHTpPOJIA, a
JIOKYMEHT ToJTy4ain cratyc «VcrmomHeHo.

[Tpumepom moxymeHTOoO00OpOTa B (hrHaHcoBOM ympasiienuu (otnen MTC)
SBJIIETCSI OpPraHU3allvs JOTOBOPHOW pabOThI, B KOTOPOM BBIAEISAETCS HECKOJIBKO
ATaOB M BBIXOJA 3a MpeAeNbl OpraHu3alii IS TPOIECCOB COTIACOBAHUS

AOT'OBOPOB C KOHTPAICHTAMHU, YTO OTPAKCHO HA PUCYHKC 10.

Co3gaHue npoekta CornacoBaHue
CornacosaHue Moanucanune O3HakoMmneHne

Cospganme TKA| CornacosaHue TKA o
Aorosopa pPasHoracum

JopaboTi
ano

[opaboTk
ano [NopaboTka Yeesomn O3sHaKoM/eHKe
3amedaHun
Coagarme PK Cosnanme PK 3amedann | o enre | C [IOKYMEHTOM,
THA am [orosopa am pa3Hornac aBTopy B omnpaska
nsm oTkase KOHTpareHTy

CoTpyaHuk OMTC

HET

CornacosaH
CornacosaH CornacoBaH

We npoeKTa 1e NnpoexTa ne
NoKyMeHTa pasHoriacu

AOKYMeHTa

T — F<> omvas

[T
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uec Corn-Ho
HOHTpareHT
om sHe C3[]
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KoHTpareHT

OA Paccmotp
\ eHune
OKYMEHT

OA a.
T
YBejoMieHue
MpuHATO—
0 NOANUCAHUK

Pucynox 10 — JIBrkeHre TOKyMEHTOB TIPU MPOBEACHUH IOTOBOPHOU paObOThI

Byxrantep | MNognucaHt
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Jlnst paGoTel B KadecTBE OCHOBBI HCIIOJb30Bajiack mporpamma 1C:
ToproBnst U ckian, B KOTOpPoW (OpPMHUpPYETCS ITUTaH 3aKymoK. Bo3MOXHOCTH
CO3JaHusl JIOKYMEHTa peanu3yrorcsi pabotHukoM otaena MTC, koTopsiit
BBITIOJIHSIET CICAYIOIIUE NECUCTBUS:

/. Ha nmnepBoHauanbHOM DJTane COTPYJHHUK, OTBETCTBEHHBIA 32
dbopMupoBaHUEe W BEIACHUE JIOKYMEHTa, BBIOMpAeT BHUJ JIOKYMEHTa, OT YEero
3aBUCUT BBIOOP COIVIACYIOIIMX JIUI[ MO KaTEropusiM. Y TBEPKIAIOUIUM SIBJISIETCS
HavaJpHUK oTaeira MTC.

8. Tlocme momydyeHusi craryca «AKTHBHO» JOKYMEHT IIepeaacTcs IS
COTJIACOBAHMS COTJIACYIOUIMM II0 CIHCKY, KOTOPBIE BBIMOJHSIOT PAaCCMOTPEHHE
JOKYMEHTAa W  pEAIU3yIOT JEWUCTBUS, KOTOPbIE AHAJIOTMYHBI  MPOLECCY
COTJIACOBAHMUSI  PACHOPSAUTEIBHBIX  JOKYMEHTOB, PACCMOTPEHHBIX  BBILIE:
corjacoBaTh, 100aBUTh, JEJIETUPOBATh, OTKa3aTh, Ha PEIIEH3MUIO U Ha npaBky. Ha
OCHOBAHMH PEIIEHUHN COTJIACYIONTUX aBTOP MPU HEOOXOJUMOCTH BHOCUT TIOTIPABKHU
B IOKYMEHT, I10CJIE€ YETO OCYIIECTBIAIOCH TOBTOPHOE COTJIACOBAHHUE.

9. Ecam JgoKyMeHT coOryiacoBaH, TO JIOKYMEHT TMepefaeTcss Juisd
yTBepxkJaeHusT HadanbHUKY oThaena MTC, koTopslid OO yTBEpPKIAET JOKYMEHT
(yTBepauTh), MO0 OTKA3bIBAET B €ro YTBEpXKIAeHUU (0TKazaTh). Ha ocHoBaHumM
pemieHns HadanbHuKa oTAena MTC coTpyaHUK, OTBETCTBEHHBIM 3a CO3JaHUE
JIOKYMEHTOB, (POpMHUPYET AOTOBOP, ONpEesis sl HEro akTUBHBIN CTaTyC, MOCIe
4Yero JOrOBOpP YXOAMT coriacyrommuM jaunaM. Coriacyrolye Takxke, Kak U B
NpeabIAyleM Cclydae, pacCMaTpHUBAIOT TEKCT JOroBopa U 0OECIEeUMBAIOT €ro
COTJIACOBAHME.

10. CruenyrommM »>TamoM Jis COTPYJIHHKA, KOTOPBIM oOecreuynBaeT
BEJICHUE JOTOBOpA, SIBIISIETCS COIVIACOBAHME €r0 C KOHTPAreHTOM, B PE3yJIbTaTe
4yero:

Ecnu koHTpareHT corjaceH C YCJIOBUSIMH JOTOBOpa, TO J00aBIseT
COTJIACOBAHHBIM CKaH JOroBOpa (€Ciu eCThb) M NPHUCBAMBAET JOKYMEHT CTaTyC

«CormnacoBano ¢ KOHTPAarcHTOM. I[OKYMGHT YXOOUT Ha YTBCPIKIACHUC,
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Ecnu y KoHTpareHTa ecTh 3aMe4aHusi 10 IOTOBOpY U coctaiieH [IpoTokon
pasHoriacuii, To 3anmaercsi crtaryc «lloBTopHoe cormacoBanue». JoKymeHT
YXOJIUT Ha IOBTOPHOE COTJIACOBAHUE.

11. Korma mnOJOKHUTEIBHOE COTJIACOBAHUE OOECIEYEHO, TO COTPYIHHK
pacrieyaTbiBaeT JOTOBOp, IIE€pelaeT ero Ha COTJacoBaHHE YTBEPKIAIOIIEMY
(mavyanpHuky otaena MTC), koTopwlii MO0 YyTBEpKIAaeT IJOKYMEHT, JIHOO
OTKAa3bIBACT B YTBEPKACHUU.

12. JlanbHeimue OEHCTBHA COOTBETCTBYIOT OIEPALUSAM HCHOJHEHUS U
KOHTPOJIS TOKyMEHTa, KOTOPBIE XapaKTEePHBI AJIs1 PACTIOPSIIUTEIBHBIX TOKYyMEHTOB,
PacCMOTPEHHBIX BHIIIIE.

Kak BUIHO U3 pacCMOTPEHHBIX IPUMEPOB, MPOLEAYpa TOKyMEHTO000pOTa
MOJTHOCTBIO aBTOMAaTHU3UPOBAaHA, MPH 3TOM COCTAaBJICHHE JOKYMEHTOB M BEJICHHE
OpOLEAYpP, CBSI3aHHBIX C UX MCIOJIHEHUEM, MOYKET OTHOCUTHCS K KOHEUYHBIM
UCIIOJTHUTEISIM, KOTOpbIE HEMOCPEACTBEHHO paboTaloT B IporpaMmax, HO B
npoiecc 00pabOTKU U BBOJAA TOKYMEHTA B JICHCTBUS BOBJIEUEH KPYT JIUL, KOTOPbIE
o0nanaT HEOOXOAMMOM KOMIIETEHIMEeH [uid Toro, uToObl oOecrneyuBaTh
MPOIECCHI, CBSI3aHHBIE C COTJACOBAHHMEM, YTBEP)KICHUEM, HCIIOTHECHHEM U
KOHTpoJsieM JokyMeHTa. K miatdopme cuctemsbl 2JIeKTPOHHOTO JOKYMEHTO000poTa
HOJIKJIFOYAIOTCS  BCE TMPUKIAIHBIE MPOTrPaMMbl, KOTOpBIE MCIONb3YIOTCS B
nearenbHOocTH OO0 «YK «3apedHas», 4TO NMO3BOJIAET ONEPATUBHO IEPENABATH
JOKYMEHTBI, JJIi KOTOPBIX YCTAHaBIMBAIOTCA NPU3HAKH, COOTBETCTBYIOIIME
sTanaM oOpabOTKM M HCHOJHEHus JokyMmeHTa. [IpenmymiectBoM Qopmbl
JOKYMEHTO00O0pOTa, peanu3yeMoil B OpraHM3alliH, SBISIETCS €€ CKOPOCTH;
BO3MOXXHOCTh Tepefauyud HHQOpMAIMM BCEM JHIIAM, KOTOpbIE MOIKIIOYEHBI K

JIOKJIbHOM CCTH; CCBUIKHM Ha TCKYyHIECC COCTOSAHNEC NOKYMCHTA.
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2.3 Knaccupukauusi 10KyMEHTOB, HCIOJIb3yeMbIX B YIPaBJeHYecKOii

H KOMMep‘IeCKOﬁ ACATCJABHOCTH NMPEANIPUATHHA

Knaccudukanus moxkymeHToB, KoTopble wucnoib3yoTcs OO0 «YK
«3apedHasi», OJIOKEHbI B OCHOBY aHaJIM3a CTPYKTYPhI JTOKYMEHTO000pOTA.

Tpanuuuonnas kinaccupuUKauUs JEeTUT JOKYMEHThl Ha TPU OCHOBHBIX
TPYIIIBI, YTO HAXOAWT SIPKOE OTPAKECHUE B JICATCILHOCTH JIOO0TO MPEANPUSITHS, B
T.4. ¥ aHAJIM3UPYEMOTO: BHYTPEHHHE, HCXOsuMe U Bxojsdmue. Kpurepun
OTHECCHHMsI JOKYMEHTOB K TIOJPA3NCIACHUSM OINPEACISIOTCS  CIEAYIOIMUMHU
YCIIOBUSIMHU:

Bxoasmue u BHYTpEHHUE JOKYMEHTHI OTHOCAT K TMOJPA3JCICHUSIM —
VCTTOJTHATEIISIM.

Ucxonsgmuye JTOKyMEHTBI OTHOCSAT K TMOJApa3JeNeHusiM, pabOTHUKH
KOTOPOTO SIBJIAIOTCSI COCTABUTEIISIMHU IAHHOTO IOKYMEHTA.

B npunoxenun B npencraBnena knaccugukanus 1o0kyMmeHToB B OO0 «YK
«3apedHask» 1O Moapa3feeHus M. Tak Kak KOJMYECTBO BHUIOB JIOKYMEHTOB,
UCIIOJIB3YeMBIX B OpraHW3alWM JJIs  OCYIISCTBICHUS KOMMEPYECKOH |
YIPABJICHUECKOW JEATEIBHOCTH BEIWKO, TO B TaONuUIle BBIIEICHBI Hauboyee
Ba)KHBIE U3 HUX.

AHanu3 CTPYKTYphl JOKYMEHTOOOOpOTa OpraHuM3ald B  pas3pese
JIOKyMEHTOB  (BHYTPEHHHUE, HCXOJSIINE, BXOASIIME) SBJISETCS  BaKHOU
COCTaBJISIIONIEH aHaJu3a CUCTEMBI JIOKYMEHTOOOOpOTa M JAENONpPOM3BOJICTBA B
OpraHu3anuy. [pynmupoBKa COOTBETCTBYIOIIHMX JOKYMEHTOB IPOU3BOJIUTCS B
dopme Tabmumpl. Jlms TOro, YTOOBI BBIABUTH 3arpy3kd JTOKYMEHTOOOOpOTa
Pa3TMYHBIMM ITOAPA3ACIICHUSIMH, BBITTOTHACTCS TPYIITUPOBKA TI0 MTOAPA3ACIICHUSIM.

O0beM — 3TO BaKHAs XapaKTEPUCTHUKA JOKYMEHTOOOOpOTa, IMOJ HUM
MOHUMAETCSI KOJIMYECTBO JOKYMEHTOB, KOTOPHIE OBLIM CO3JaHBl WM MPUHSATHI B
OpraHW3allii0 B TCUYCHHE OJHOTO rojaa. J{aHHBIH IMOKa3aTelnbh WCIONB3YETCS IS

pEIIeHHS] BOTIPOCOB, CBSI3AHHBIX C BHIOOPOM (DOPMBI JEIOMPOU3BOACTBA, CHCTEMBI
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AJIEKTPOHHOTO JTOKYMEHTOOOOpPOTa, OTBETCTBEHHBIX JIUI[ M TP., YTO IO3BOJIIET

0omee paOHAJIBHO IOAXOJHMTL K OpraHu3alii CHUCTCMbI ACJIOIPOHU3BOACTBA B

OpraHu3anyu.

B Ttabmume 4 otpaxensl o06beMbl gokymeHToobopota B OO0 «VYK

«3apeunas» B nepuog 2015 — 2017 r.r.

Tabmuua 4 — O6wvembl gokymeHtoobopora B OO0 «YK «3apeunas» B nepuon
2015 —-2017 r.r.

2015 roxn 2016 rox 2017 rox Aobc. T

eMII

I'pynmsr M3MEHeHHE |
JTOKYMEHTOB el YABEC, el YALBEc, exl. ya.eec, % | 2017k P o

% % %
2015, en.

BHyTpeHHue | 2158 11,26 2256 11,19 2080 9,86 -78 -3,61
BXOJISAIITNE 11256 | 58,74 | 12135 | 60,20 | 13180 62,46 1924 17,09
HCXOJISTIHE 7908 41,26 8023 39,80 7923 37,54 15 0,19
HUTOTO 19164 | 100,00 | 20158 | 100,00 | 21103 100,00 1939 10,12

I[J'ISI HarjsitaHoro OTO6pa)KCHI/Iﬂ YACIIBHOI'O BCCA I10 I'pyIIIiaM JOKYMCHTOB B

o0111eM 00beMe JOKYMEHTO000poTa mocTpoeHa auarpamma 3a 2017 roa (pucyHOK

11). Ha pucynke 12 mnpezacraBieHa oOIias JWHAMUKA H3MEHEHUS OOBEMOB

TOoKymMeHTooOopoTa B mepuoj 2015 — 2017 r.r.

B BHyTpEHHHE
B pxoagmue

UCXOSIIIE

Pucynox 11 — Y aenbHbIl Bec JOKyMEHTOOOOPOTA B pa3pese TPy JOKYMEHTOB B

2017 rony, %
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Pucynok 12 - JlunaMuka n3mMeHeHns 00beMOB IOKYyMEHTO000pOoTa

B niepuon 2015 — 2017 r.r., mr.

[IpoBeneHHbIN aHaIM3 MOKAa3bIBACT, YTO HAWOOJBIIAS 10JI1 TOKYyMEHTOB B
TEYCHHE TPEX JIeT MPUXOJUTCS Ha BXOIAILINE TOKYMEHTBHI, YTO OOYCIOBJICHO
CHEU(PUKON NeATEeNbHOCTH OpraHu3allid, KOTOpask HAXOJIUTCS B IOCTOSHHOM
KOHTaKTe C KOHTpareHTaMu, a 3T0 (OpMHUPYET MOTOKU BXOJALIUX JOKYMEHTOB,
JUISL KOTOPBIX OpraHu3alus sIBIsIeTCS McHojHuTenaeM. KolnyecTBO JTOKYMEHTOB
nanHoil rpymnnsl B 2017 roxy cocrasimser 13180 en., B menoMm yBeaudeHHE B
TeueHue Tpex jer coctabisieT 1924 en. wim 17,09%. Ha ucxonsinue TOKyMEHTBI
IPUXOJIUTCS MEHbINAs 4acTh, OOIIMI 00bEM JOKYMEHTOB JaHHOW rpymmsl B 2017
rony cocraBiser 7923 en., ysenumuenue coctaBiuser 15 en. mmm 0,19%.
HecymiecTBeHHOE M3MEHEHHE KOIMYECTBA JOKYMEHTOB JAHHOW TPYMIBI SBISETCS
CJIEICTBUEM COBEPIICHCTBOBAaHUS CHCTEMBI JOCTyHa K JOKYMEHTaM U3
CTPYKTYpPHBIX NOJpa3AEIeHUIl, YTO NO3BOJSET PpPaOOTHUKAM U PYKOBOJCTBY
nojgydaTe HMHpopManuioo u3 cetd. KoiamdyecTBO BHYTPEHHUX JOKYMEHTOB
Hebombimoe — B 2017 roay coctasnser 2080 ex., KOIMYECTBO JOKYMEHTOB JaHHOU
rpyNnbl yMEHbIIWIOCH Ha 78 en. wimm Ha 3,61%, 4TO Takxke CBA3aHO C

COBEpUICHCTBOBAHUEM TEXHOJIOTU Nepeau HHPOpMaLIUU.
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B Ttabmume 5 mnpuBenensl ganHele mo mnoapazaeneHusiM 000 «VYK
«3apeunas» B nepuon 2015 — 2017 r.r.

Tabmuma 5 — OOBeMbl JokymMeHTooOOpoTa Mo mnoxapazaeneHusiM OO0 «YK
«3apeunas» B nepuog 2015 — 2017 r.r.

2015 rox 2016 rox 2017 rox Aoc. T
eMII

I'pynmsr U3MEHECHUE ocTa

JIOKYMEHTOB en. yu$ec, el YII;)I/E»CC, el YII;CC, 2017 p % )
0 0 0 2015, .

IQIEHGH OTw | 204 | 378 | 813 | 403 | 694 | 329 30 4,14
OKC 2298 | 11,99 | 3180 15,78 2895 13,72 597 25,98
dunancosoe
yIpaBeHye 7978 | 41,63 | 9150 45,39 9234 43,76 1256 15,74
DHepro —
MexaHu4deckoe | 4190 | 21,86 | 3596 17.84 4621 21,90 431 10,29
yIpaBjieHHE
Otnen o
pabote ¢ 1498 7,82 1215 6,03 1712 8,11 214 14,29
[IEPCOHATIOM
Cmyx0a
6E30MACHOCTH 552 2,88 408 2,02 638 3,02 86 15,58
AJMUHUCTpAT
HBHBIH CEITOP 1924 | 10,04 | 1796 8,91 1309 6,20 -615 -31,96
Hroro 1%116 100,00 | 20158 | 100,00 | 21103 | 100,00

JUiss ~ HarIsiAHOrO  OTOOpaK€HUsST  yNENbHOTO  Beca  OOBEMOB
JIOKYMEHTO000pOTa B pa3zpese MoapasefeHuid Obl1a MoCTpoeHa COOTBETCTBYIOIIAs

nuarpamma 3a 2017 rog (pucyHok 13).

3,02 6,20 3,29 B Otzen OT u I1b

8,11

HOKC
B duHaHCOBOE yIpaBIeHNE

B DHepro — MeXaHUIECKOE
yIpaBieHHE

B Otaen no pabote ¢
MIEPCOHATIOM

Pucynok 13 - Y aenpHbIN Bec JOKyMEHTO000pOTa 10 ToapasaeieHusM B 2017

roay, %
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Kax BumHO, HAaMOOIBIINI yIETBHBIM BEC BO BCE MEPUOBI IPUXOAUTCS HA
(GbrHAHCOBOE YIIPaBIEHUE, YTO CBSA3AHO:

1) co cnenuduKoil NEATETBHOCTH JAAHHOTO TOJPA3JEICHUS U OOJIBIINM
00BEMOM TEPBUUYHBIX OYXTaITEPCKUX TOKYMEHTOB M JOKYMEHTOB B cdepe
HYKOHOMUKH Y TUTAHUPOBAHUS,

2) ¢ HauOOJBIIUM KOJMYCCTBOM TOAPA3JCICHUM, OTHOCSIIUXCS IO
MOTYMHEHUIO K (PUHAHCOBOMY YITPABJICHHUIO.

B 2017 rogy konm4ecTBO JTOKYMEHTOB JIaHHOM TpyIIbl cocTaBisieT 9324
eq. wiu 43,76% obmiero odbema JOKYMEHTOOOOpOTa, MpPUYEM B JAUHAMUKE
KOJIMYECTBO JOKYMEHTOB JAaHHOTO MOApPa3/ICIICHUs YBEJIMYMBACTCA Ha 1256 en.
win Ha 15,74%, 4TO CBSI3aHO C YBEIMYEHHEM OOBEMOB pealM3alliu YIS U,
COOTBETCTBEHHO, 3aKJIOYCHUEM HOBBIX JIOTOBOPOB, B pe3yJbTaTe Yero
dbopmupyeTcsi 60JbIIee KOJUYECTBO JTOKYMEHTOB. Takke 3HAUUTENICH YJEIbHBIN
BEC JIOKYMEHTOO000pOTa, MPUXOASIIETOCS HAa SHEPTO — MEXaHUYECKOE YIPaBIICHUE:
oOmuii 00beM JAoKymMeHTooOOpoTa cocTaBisier 4621 en. wiu 21,9%, B nuHaMuke
HaOmomaercs yBenuuenue Ha 431 en. wimm Ha 10,29%. Jlonms OKC cocraBiser
13,72% (2895 en.), mpu 3TOM KOJIMYECTBO JOKYMEHTOB MO JAHHON TIpynne H
TUHAMUKa uX u3MeHeHus (yBenuuenue Ha 597 en. wimm Ha 25,98%) cBsizaHo ¢
YBEIMYCHHEM OOBEMOB KaNUTAIBHOTO CTPOUTENHCTBA OOBEKTOB Ha pPAa3HBIX
y4yacTKax opraHuszauuu. Ha moJiro aiMUHUCTPATUBHOTO CeKTOpa nmpuxoaurcs 6,2%
una 1309 en. B 2017 rogy, B IMHAMHUKE KOJUYECTBO JOKYMEHTOB MO JaHHOMY
MOAPA3AEIEHUI0 CHUXkaerca Ha 615 en. mimm Ha 31,96%. Takoe cymecTBeHHOE
W3MEHEHMUSI  KOJIMYeCTBa  PaCHOpPSIAUTENBHBIX  JOKYMEHTOB  CBsi3aHA  C
periiaMeHTaluel OpraHu3alMoOHHBIX MpoleccoB W u3MeHeHuem B 2016 roxpy
OpraHU3allMOHHONW  CTPYKTYpbI;  BHEJIPEHHUEM  CHUCTEMbI  DJICKTPOHHOTO
JIOKYMEHTO000pOTa, YTO OO0JIErYMJIo YIpaBieHuYecKylo paboty. Hesnauurenen
yaenbHbI Bec JokymMeHToB otaenoB OT u I1b (3,29% unu 694 en. B 2017 rony) u

cimy)0b1 6e3onacHocTr(3,02% wim 638 en. B 2017 roay).
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2.4 TpeOoBaHMA K COCTABJIEHHMIO M HCIOJb30BAHHI0O OCHOBHBIX THIIOB

AOKYMEHTOB

[IpoBeneHHBI aHAIN3 MO3BOJIMII YBUIETh, YTO B Ka)KIOM IOJpa3/IeICHUN
MOYHO BBIAECIUTh OCHOBHOM THUII JTOKYMEHTOB, KOJIMYECTBO KOTOPBIX SIBIISETCS
peo0J1aIatoITIM.

AJIMUHUCTPATUBHBINA CEKTOP — ITPUKA3BI.

Otaen OT u I1b, oTaen 6e30nacCHOCTH — UHCTPYKIUH, JKYPHAIIBI.

DUHAHCOBOE yIIpaBJIeHUE — OyXralNTepCKUe TOKYMEHTHI, OTYETHI.

DHepro — Mmexanndeckoe ynpasienue, OKC — akTel, )KypHaibl.

Otnen no paboTe ¢ NEPCOHAIOM — KaIpOBbIE IOKYMEHTBHI.

Bce  1OKyMeHTBI, OTHOCSUIMECS K CHCTEME  paclopsAUTEIbHON
JIOKyMEHTAIUH, pU 0POPMIICHUU OPUEHTUPYIOTCS B Hactosiee Bpems Ha [[OCT
P 6.30 — 2003 «YHu}puiupoBaHHble CUCTEMbI JOKYMEHTAIUU. YHUPUIIUPOBAHHAS
CHUCTEMa OpraHU3alMOHHO-PACTIOPAIUTEIILHON JIOKYMEHTaluu. TpeboBaHud K
OQOpPMJICHUIO JOKYMEHTOB», KOTOPBIM OBLT TNPUHAT U BBEIEH B JICWCTBHE
[Tocranosnenunem ['occranmpapra Poccum ot 3 mapta 2003 r. N 65-cr.

JlaHHBIA JTOKYMEHT YyCTAaHABJIMBAET OCHOBHBIC TPEOOBAHMS K BEJICHUIO
OpPraHU3alMOHHO — PACHOPSAIUTEIbHOW JOKYMEHTALMHM, HA YTO OPUEHTUPYETCS B
CBOEH JeATeNIbHOCTH U cltyx0a aenornpousBojictBa OO0 «YK «3apeunasy.

B cocraB TpeGoBaHuii K O(DOPMIICHHIO JOKYMEHTOB B COOTBETCTBUH C
MOJIOKEHUSIMU CTaHAAPTa OTHOCST:

CocTaB peKBU3UTOB JOKYMEHTOB U TPEOOBAHMS K UX O(DOPMIICHHIO.

TpebGoBanus k OJ1aHKaM TIOKYMEHTOB, PAaCIIOI0KEHNE PEKBU3UTOB Ha HUX.

B Hacrosimiee Bpemsi B OpraHu3allMd TOTOBSTCS K BBEJICHUIO B JIEWCTBHE
I'OCT P 7.0.97-2016 «Cuctema ctanaapToB 1o uHbOpMaIHK, ONOIMOTEYHOMY U
u3aaTebckoMy nieny.  OpraHu3alluOHHO-PACHOPSAUTENbHAS  TOKYMEHTALIUS.
TpeboBanus Kk OQGOPMIICHUIO JTOKYMEHTOB», KOTOPBIA 3aMEHUT JIEUCTBYIOUTUN

craggapt ¢ 01.07.2018 roma. B mamnom I'OCT OymyT ydTeHBI OCOOEHHOCTH
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oopMIICHHUST AJIEKTPOHHBIX JOKYMEHTOB M paboThl ¢ HuMH. [lomokermss ['OCT
OyoyT pacrmpoCTpaHATbCS Ha TMOJOKEHHS, YCTaBbl, IPABWJIA, PEIrJIAMEHTHI,
WHCTPYKLINH, TOCTAaHOBJIEHUS, PACHOPSIKEHUS, PEUICHUs, MPUKA3bl, MPOTOKOJIBI,
aKTbl, JOTOBOPHI, TUChMA U CIPaBKH, B TO BpeMs Kak aeictBytommuid ['OCT P 6.30
— 2003 pacopocTpaHsieTCsi Ha TPUKaA3bl, PACIOPSDKEHUS, PpELICHUs, aKThl,
MIPOTOKOJIBI ¥ NTACHhMA.

B HoBoM ['OCT omnpenenstorcs oOmue TpeOOBaHUSA, MPEABIBISIEMbIE K
CO3JaHUIO JIOKYMEHTOB, IIPU(PTHI U pa3Mephl, MPUMEHsSIEeMbIe i 0(hOPMIICHUS,
UCIIOJIb30BAHUE JIMLEBOM M OOpAaTHOM CTOPOH, HCIOJb30BAHHUE MOJIYKUPHOIO
mpudra. Taxxe HOBbIH ['OCT BBOOUT 4YEThIpE HOBBIX PEKBHU3UTA, KOTOPHIE
HOBJIUAIOT U Ha OCOOEHHOCTH (HOPMHUPOBAHMSI JOKYMEHTOB B IPOrPaMMHBIX
MPOAYKTaX: HAWNMEHOBAHHE CTPYKTYPHOTO IOAPA3NAEIECHUS, NOJLKHOCTh JULA —
JaHHbIE PEKBU3UTHI COOTBETCTBYIOT aBTOPY JOKyMEHTa; Ipu( OrpaHUYEHHUs
JoCTyna U OTMETKa 00 3iekTpoHHOW moanucu. IlepBble 1Ba BuIa PEKBU3UTOB
OyZyT UCIIOJIB30BATHCSA TOJIBKO ISl KOHKPETHBIX TOKYMEHTOB, CO3aHHE KOTOPBIX
OCYLIECTBIISIETCSI CTPYKTYPHBIM MOJAPA3IAECICHUEM WINA JOJDKHOCTHBIM JUIOM. Tak
KaK OoJbIIast 4acTh JOKYMEHTOB MMEET 3JEKTPOHHBIA BUJ, TO COOTBETCTBYIOIINN
pekBU3UT «OTMeTka 00 DdJIEeKTPOHHOW TMOANMCH» OyAeT BKIHOYaTh (pa3y
«JlokyMeHT mnoJamucaH 3JEKTPOHHOW NOJMUCHIO», HOMEpP cepTudukara Kiroua
AIIEKTPOHHOM MOJANUCH, UMsI, OTYECTBO, (PaMIIIMIO Biajaebla cepTudukara, CpoK
nercTBUs cepTUdUKaTa KIIOYa 3JIEKTPOHHOW ToINucU. Beiaenstorcs u apyrue
U3MEHEHHs, KOTophle moApoOHo omwmcanbl B cranmapre ['OCT P 7.0.97-2016,
KOTOPbIA JOCTYNEH JUIsli O3HAaKOMJIEHHMS BO MHOTUMX HWH(GOPMAIMOHHO —
CIIPaBOYHBIX cHucTeMax, Hanpumep, Koncynprantllmroc, ['apantr m mnp. Bce
WU3MEHEHHUs] O03HA4yaloT, YTO OpraHu3alus JoJKHA OyJeT BHECTM HM3MEHEHUs B
MHCTPYKIUIO MO JIEJONPOU3BOJCTBY, O3HAKOMUTH HCIOJHUTENEH HOKYMEHTOB C
U3MEHEHHUSIMHU U OTCJICKUBATh IPABUILHOCTh O(OPMIICHHS JOKYMEHTOB.

Paccmotpum  ocoOeHHOCTH OGOpPMIIEHHST W HCIOJIHEHUS HNPHUKA30B,

o opMIISIEMBIX aIMUHUCTPAITUEN OpTraHU3aIINN.
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[Ipuka3 mpencraBisieT coOON MPAaBOBOM aKT, KOTOPBIM M3AAET AUPEKTOD,
€AUHOJIMYHO NMPUHUMAIOIIUNA PEUICHUS JUIsl PELICHUS ONEPATHUBHBIX M OCHOBHBIX
3aJ1a4, CTOSAIIMUX [epe]] OpraHu3aluei.

IIpuka3sl MOTyT U3AaBaTbCs IO TPEM OCHOBHBIM HAINPABJICHUSAM,

MPE/ICTABICHHBIM Ha PUCYHKE 14.

IIpuxa3ssbl
]
| ] ]
o aAMHUHUCTPATHUBHO - 10 OCHOBHOM 110 JTUYHOMY
X034MCTBEHBIM BOIIPOCAM JEATEIIBHOCTU COCTaBy

Pucynok 14 — Bunbl npuka3os

Hanpumep, npukasbl 10 OCHOBHOM JAESTEIBHOCTU BKJIIOYAIOT CIIECTYIOIINE
CTa/INH:

1) wu3yuYeHHE BOIPOCOB, MMOJrOTOBKA MPOSKTA MTPUKA3a,

2) 0oOCyXIeHUE W TPUHATHE TOKYMEHTA MPU YCJIOBUU HEOOXOIUMOCTH
IPUBJICYEHHSI KOJUIETHAIIBHOTO OpPraHa,

3) coriacoBaHUE TEKCTA MPUKA3a, MOITHCAHKE.

JUist cocTaBiieHusT MPUKa30B MO JAaHHOMY HAIMpaBiICHUIO HCIOJIb3YETCS
bupMeHHBIN OJNIaHK TpeAnpUsTHs, HAa KOTOPOM B TIPOJOJLHOM (QopMmare
pacnoJiaratotcs CIeAyolne peKBU3UTHI:

1. HawumenoBanwe mnpeanpusatus — OOImECTBO C OTPaHUYEHHOU
OTBETCTBEHHOCTbHIO «YTOJIbHAsI KOMITAHUS «3apeuHas.

2. Bup noxymenrta — Ilpukas.

JlaTa, uHAEKC, MECTO COCTABJICHUS.

3

4.  3aroJjioBOK K TEKCTY.

5. HenocpencTBeHHO TEKCT MpHKa3a.
6

[Toamuck u rpudbl corIacoBaHMUS.
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7. Busel.
8. OrmMmerka 00 MCIOJIHEHUMU.
JLitst oopMITeHUsT TIPUKA30B B KOMITAHUW TIPUMEHSIOT JINCTHI (popmaTa A4.

[IpumensieTcs NpoI0JIbHOE PACIIONIOKEHUE PEKBU3UTOB (PUCYHOK 15).

S

SAPEHYHASRA

Yronoran
KoMnNaruna

Pucynox 15 — IIpogonbHOE pacmnookeHne peKBU3UTOB Ha (UPMEHHBIX OJIaHKaX

TekcT nprkasa BKIIOYAET KOHCTATUPYIOIIYIO U PACHOPSIUTEIIBHYIO YaCTH,
KOTOpBIE OTIENSAIOTCS APYr oT Apyra. KoHcTaTupyromas 4acTh — 3TO BBEIICHHE,
KOTOpOo€ 00OCHOBBIBAET CO3JaHUE MIpHUKa3a. PacnopsaurenbHas 4acTh HAUMHACTCS
co cioBa «I[TPUKA3BIBAKO», mocne KOTOpOro pacrojaraetcs TEKCT IpHUKasa.
Hcnonb3yroTcss KOHKpeTHble u 4YeTkue ¢opmynupoBku. Korma B mpukxase
MpeayCMaTPUBAIOTCS ACHUCTBUS JIsl HECKOJIBKUX MCIIOJIHUTENEH, TO TEKCT JETUTCS
HAa TYHKTBI, B K&XJIOM W3 KOTOPBIX YKa3bIBA€TCSd UCIOJHUTENb (WU
UCIIOJIHUTENIEH, €CNU MpeAroiaraeTcsi KOJUIEKTUBHOE wucnojHeHue). Cpoku
UCIIOJIHEHHSI COOTBETCTBYIOT KAaXKJIOMY 3aJIaHUI0, TIPU ATOM CPOK OMNpEeesieTcs
YETKO.

B psine ciiygaeB mpukasbl cojepikaT NPUI0KEHUs, TOTJa B CAMOM TPUKa3e
M3JIAraloTCs TOJBKO OCHOBHBIE BOMPOCHI, @ TEKCT OTPAKAECTCS B IMPUIIOKEHUHU.

Tyga MOryT mnomemarbCsi CXEMbl, CIUCKH, IOJIOXKEHHS, MpaBuia, MHCTPYKLHNH,
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KOTOpBIEC YTBEPKIAIOTCA NpuKa3oM. Ha kaxoe mpuiokeHue B TEKCTE MpUKa3a
JAFOTCS CCBUIKU.

Jlo Toro, kKak NpUKAa3 NPEACTABISACTCS HA MOAIUCh, €ro BU3HPYIOT
3aMHTEPECOBAHHBIE JOJXKHOCTHBIC JIMIA, FOPUCT U 3aMECTUTENIN JUpPEeKTOpa. B Tom
Clly4yae, €ClId JAaHHbIE JHMIA UMEIOT BO3PAXKEHHUS, OHU H3JIAral0T UX B KAYECTBE
OTHEJIBHOTO JIONIOJHEHWA K BH3€, a camMa BH3a HUMEET BHJ «3aMECUYaHUS
npwiaratotcs». Bee 3amedanus pu yCIIOBUM MX 0OOOCHOBAHUS BHOCATCS B MPOCKT
npuKaza, Ipu HEOOXOIMMOCTH MPOBOJUTCS TOBTOPHOE corjacoBaHue. Busa
opopmiisieTcsi B popMe: T0TAKHOCTh, TOANMKUCH, MHULIUAIIBI, (haMUJIUSI, 1aTa.

[Ton BM3aMuM mnOMENIAETCA OTMETKA HCIOJHUTENS JTOKYMEHTa, KOTOpas
BKIIOYAaeT ¢daMuiuio U Homep TenedoHa. B psge ciayuaeB, korjga mpukas
nepenaerca B cTpykrypHbie noapasaeneHus OO0 «YK «3apeunas», BHU3Y JUCTa
opopMiIsieTCss OTMETKAa O PacChUIKE, B KOTOPOW YKa3bIBAIOTCS CTPYKTYpPHBIC
MOJpPa3JACIICHUs U PYKOBOIUTEIH.

JIMpEeKTOp MNOAMMCHIBAET NpPHUKa3, MPU 3TOM €ro MOANWCH MNEYaThIO HE
3aBepserca. [loanmucaHHbIA DK3EMIULIP HOAIIMBACTCA B JEJI0, COAEpIKallee
MEpEUYCHb MPUKA30B II0 OCHOBHOW JAesATENbHOCTU. lIpm 3TOM peructpanus
OCYILECTBIIETCS B JIEHb NOANMCAaHUA Ipukas3a. Korga nmpukas moamnucad, ¢ HETo
CHUMAIOTCA  KONMU M  PACCBUIAIOTCS  PYKOBOJIMUTEINSIM  CTPYKTYPHBIX
MOAPA3AEIEHUM, Ul YETO CEKPETAPh UCIOJIB3YETCS ANEKTPOHHYIO MOYTY.

DHepro—mexanunyeckoe ympasienue, otaen OT wu IIb, wacto
pa3palaThiBAlOT MHCTPYKIHUM, YTO CBS3aHO C PETYISPHBIM U 00s3aTE€IbHBIM
MIPOBEICHUEM MHCTPYKTaxke. NHCTPYKIIMM PETUCTPUPYIOTCA B KYpPHAJIE ydeTa U
pPETUCTPALIMM COOTBETCTBYIOIIMX MHCTPYKLIMH. PaccMOTpUM B KadecTBe Mpumepa
OCOOEHHOCTH pa3padOTKU M MCIOJHEHUS WHCTPYKUUH. WHCTpyKImMM Takxe
pa3pabaThIBAIOT U APYTUE TOJpaA3IeICHUs, HAaIPpUMEp, JOKHOCTHBIE HHCTPYKITUU
pa3pabaThIBalOTCS COBMECTHO oTiesioM KaapoB u otaeiaom OT u I1b.

NHcTpykiust npeactaBisieT coOOM JOKYMEHT, OTHOCHMBIM K KaTeropuu

IIPABOBBIX, CO3JaBAaE€MbId OpraHaMHu YNOPAaBICHUS Uil ONPEACICHUS IIPABUII,
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KOTOpbI€ PEryJUPYIOT PaA3JIMYHbIE CTOPOHBI XO3SWCTBEHHON JESTEIbHOCTU
OpraHu3aIly, €€ MOApa3AeTICHHM, CITyk0, OT/IEN0B, JOKHOCTHBIX JTUII, TPAXKIaH.
Bunbl unctpykuuii, kotopsie pazpadarsiBatotcs B OO0 «YK «3apeunasy,

IIPUBEAECHBI HA PUCYHKE 16.

HNHucrpyknuu
|
1 1 | |
eTYIUPYIOIINe 110
PerYINPYIOL 10 TEXHUKE
JIOJIDKHOCTHEBIE KOHKPETHBIN BUJI SKCIUTyaTaluu
0€e30I1aCHOCTH
EATEIbHOCTH o0opynoBaHus

Pucynok 16 — Bunpl uHCTpyKIHiA

IIpeacraBieHHble BUIBI HHCTPYKLUHU, KOTOPBIE IPUMEHSIOTCS B IIPAKTUKE
paboOThl OpraHu3alliy, HE ABISIIOTCS WCYEPNBIBAIOIIMMH, CYLIECTBYIOT U JIPYrue
Kareropud.  VHCTpYKIMM  yTBEp)KIOAeT  JMPEKTOp  opraHuzauuu. OHH
pPacCMaTpUBAIOTCS KaK JOKYMEHTHI JUINTEIIBHOTO CPOKa AEUCTBHS.

B kauecTtBe nmpumepa paccMOTpuM OCOOEHHOCTH Pa3pabOTKH MHCTPYKILIMMA
no oxpane tpyna (otaen OT wu IIb). Tak kak paboTa B OpraHu3anuud B CHIY
cnenupuK paboThl CBA3aHA C OMACHBIMU W BPEAHBIMU IMPOU3BOJCTBEHHBIMU
(dakTopaMu, OCOOEHHO ISl MPOM3BOJACTBEHHBIX IPOLECCOB, TO OOecreyeHue
OXpaHbl TpyJa M COOJIOJCHHE TEXHUKH O€30IacHOCTH SIBISETCA aKTyaJlbHbIM
BOIIPOCOM B TEKYIIEW JeATeNbHOCTH. OTCYTCTBHE TaKMX WHCTPYKLIMU HE
COOTBETCTBYET TPEOOBAaHUSM TPYJIOBOTO 3aKOHOAATEIbCTBA, HO aHAJIU3 COCTaBa
uHcTpykuuit B otaene OT u IIb nmo3Bonmin onpeaenuTb, YTO HHCTPYKIUU
pa3pabaThIBAlOTCA PEryJsiPHO, MPUCYTCTBYIOT MHCTPYKIIMH, KacalolIuecs BCEX
ACIIEKTOB JEATEIbHOCTH.

NHcTpyKIMy MO3BOJISIIOT MPOBOJUTH MHCTPYKTaXKH, 00y4aTh paOOTHUKOB
0e30MacHbIM METOJAaM U IpHeMaM paboT, OKa3bIBAIOT MEPBYI0 MOMOIIL M IIp.
Oco0eHHOCTBIO pa3pabOTKU MHCTPYKILMMA B chepe oXpaHbl TpyJia SBISIETCS TO, UTO

OHHM pa3palaThIBAIOTCA HE JI1 KOHKPETHOIO YEJIOBEKA, a JUIsl TPYNIbl pAOOTHUKOB,
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KOTOpBIE OTHOCATCA K ONpeAeNIeHHOW MpOoecCHH, TOJKHOCTH HIIM BBITOJHSIOT
ONpENEICHHBIA BUT PAOOTHI.

[Ipu pazpabotke uncrpykuuit crienuanuctel otaena OT u [1b onuparores
Ha:

1. Meroanueckue pEeKOMEHIAUU IO pa3pabOTKe WHCTPYKIHUM 10
OXpaHe TPyaa;

2. TumnoBble HHCTPYKIIUH 110 OXpaHe TPy/aa.

Pa3paboTky uWHCTpyKIui oOecrieunBalOT paOOTHHUKH, 3aHUMAIOIIUE
JOJKHOCTH CIIEIIUATIMCTOB II0 OXPaHe TPYIa.

B uHCTpYKIIMH OTpa)XaroTcsl CIEAYIOIINE PA3IAENbL:

1. OOmme TtpebGoBanus oxpanbl Tpyna. Croma OTHOCAT TpeOOBaHUA,
KOTOpbIE TPEIBABIAIOTCS K BO3pPACTy, 3J0POBBI0 PAaOOTHUKOB, K OOECHEUEHUIO
pPEXKUMOB TpyAa U OTJbIXa, MEPEYEHb ONACHBIX U BPEAHBIX (DPAKTOPOB, HOPMBI
BBI/IaYU CIIELIOACKbI, CIIELI00YBU U CPEICTB MHAUBUIyaJIbHOM 3aIlIUTHI.

2.  TpeboBanus oxpaHbl Tpyna nepen HadamoMm paboTel. Croma OTHOCAT
KOMIUIEKC MEpONPUATUN, KOTOPBIA JOJDKEH BBIIOJHATHCA PaOOTHUKOM IEpesn
HayajoM paboThl, a TAK)KE MOPSIIOK MpUEMa — Mepeadll CMEHBI.

3. TpeGoBanusi oxpansl Tpyda Bo Bpemsi paboThl. Croga OTHOCST
criocoObl y1s1 ©6€30MacHOro BelleHUsl padoT M yKa3aHHUE Ha Colep)KaHue paboyero
MeCTa.

4.  TpeOoBaHus oOXpaHbl TpyJa B aBapUilHbIX cuTyauusax. Croga OTHOCST
BO3MOYKHbIE aBapUWHbBIE CHUTYyallUH, MOPANOK ACHUCTBUU paOOTHUKOB B Ciydae
Bo3HUKHOBeHUsA UC, yBemomieHne pykoBoACTBa O BO3HUKHOBeHMN YC, oka3aHue
MIEPBOU MEIUIIMHCKOMN ITOMOILH IMOCTPAAABIINM.

5. TpeGoBanus oxpaHbl Tpy/ia M0 OKOHYAHUU PAOOTHI.

B 3aBucuMocTH OT cuTyanuu, Ui KOTOpO# pa3padaThIBa€TCd UHCTPYKIIMS,
OHA MOXET COJEP>KATh U WHBIE PA3IEIIBI.

Bce paspaboTaHHble MHCTPYKUHMU B OOSA3aTEIBHOM MOPSIKE MPOXOAST

MPOLIETypy COTJacoBaHUsl ¢ MPO(COr030M, OTIAEIOM OE€30MaCHOCTH, a TAKXKe B
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3aBUCUMOCTH OT COJEpKaHUsl — C MOAPAa3JCICHUsIMH OpPraHHU3aluu, HanpuMmep,
TEXHUYECKOH ciry>k00i. Ilociie 3TOro mpou3BOAUTCS YTBEPKIACHHE HHCTPYKLIHM,
JUISL 4E€TO Ha TUTYJILHOM JINCTE UHCTPYKLIMU CTaBUTCA MIHQ «YTBEpKIa0», AaTa U
NOANKUCH paboTojaTeNsi, T.€. AUPEKTOpa; a TAaKKEe OTMETKa O COIVIACOBAHHMM C
po¢cor30M.

Bce uWHCTpyKLIMM pPETUCTpUPYIOTCS B CHELMAIBHOM JKypHane, (opma
KOTOPOTO Mpe/icTaBlieHa B Ta0uIIe 6.

Tabnuna 6 — ®opma xxypHana yuera unctpykiui no OT u [1b

© o
L = = =
w ) o
EE = S| a -nccqa) c:qu)l
< o= T~ o E SESE R
No 2 = 5) o o ™ O K M O 5 A
< o = S T O = oo oS =k SR =
= > = = 2 0 s H 9 = 5 Q
1/ S =R S K = 2 3 £ g5 g 32
= 0 = M o T 9 85 =S f£9 25 2L 8 >
n s O Q o = Q, 5O A4 Q o
@ ~ o S S = s
= T O < H Q:S Q:
< = =
el > S = g g,
= = =

NHcTpykium pacnedaTeiBarOTCs. KOHTPOJIBHBINA AK3EMILIIP COXPAHSIETCS B
oraenie OT u I1b, a ocranbHble pacneyaThIBAIOTCS B HEOOXOIUMOM KOJIMYECTBE U
pPacCIpOCTPAHSAIOTCA MO NOAPA3ACICHUSM WIM IEPEeNarTCsl B CTPYKTYpHBIE
MOJPa3ACIICHUs, UTO TAKKE PETUCTPUPYETCS B JKypPHAJIE.

Ha ocHOoBaHMM WHCTPYKLUHMI MNPOBOAUTCS WHCTPYKTAX, €r0 pe3yJbTaThl
MOryT olieHuBaTbcs cnennanucroM 1o OT u IIb Ha OocCHOBaHMM TECTOB WU
MPOBEPOYHBIX KAPTOUECK, PE3YJIbTAThl YETO PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM
xKypHane. Hanpumep, npumensiemass B opranuzanuu ¢opma XKP014 «Kypnana
perucTpanuy IO TPOBEpPKE 3HAHUM TpeOOBaHMI OXpaHbl TpyJda pPaOOTHUKOB

opraHu3anuny UMECT BU/I, HpC}ICT&BH@HHBIfI B Ta6J'H/II_IC 7.
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Tabnuna 7 — dopma xypHajna perucTpaluy MO MPOBEpPKE 3HAHHUM TpeOOBaHUM
OXpaHbl TpyJla pa0OTHUKOB OpraHU3aluu

HanmenoBanue
Pesynprar [Ipynunna
[10/1pa3JIeJIeHUs
IPOBEPKU POBEPKU
(ex, y4acTok, . .
Ne 3HAHUU 3HAHUU IToamuce
®.1.0. | HomxHOCTD oTJIed,
n/m (cman/nve cnam) | (ouepemHas,
naboparopus,
Ne BeImanHOrO | BHEOUEpEHAS
MacrTepckas u
) YIOCTOBEPEHUS U T.1.)

JlocTyn K MHCTPYKUMSIM Il paOOTHUKOB OCYILECTBIISIETCS HE TOJBKO BO
BpeMsI MHCTPYKTa)X€d, WX TaKXKE BBIBCIIMBAIOT Ha CHEIUAIBHBIX CTEHAAX IO
OXpaHe TpyJa B OTJeNax U Ha pado4nX MecTax.

Cpoxk neiictBust uHcTpykuuii B chepe OT u IIb — 5 nmer, mocne yero
OCYILIECTBIISIETCA TEPECMOTP HMHCTPYKIMWA. B psne ciiydaeB B OpraHu3aiuu
WHCTPYKIMM TPOJJIEBAIOTCS MO CpOKaM JEWCTBUS, JJISl YErOo BBIHOCHUTCS IMPHUKA3
nupektopa. Torga Ha TUTYJIBHOM JIUCTE WHCTPYKIMU MPOCTABISECTCS OTMETKA
«IlepecMOTpeHO», a TakKe TMOJANUCh U PEKBU3UTHl PAOOTHHKA, KOTOPHIM
OTBETCTBEHEH 3a MEPECMOTP UHCTPYKIINH, a TAK:KE HOBBIA CPOK JEHUCTBUSI.

Takke B MpakTUKEe padOThl HUCIOJIB3YIOTCS AoroBopa. JloroBop — 3To
COTJIAIICHWE JBYX WM HECKOJbKHX JIMIl 00 YCTaHOBJIICHUM, WU3MEHEHUU WIIU
MpPEKpaIleHUH TPaKIAHCKUX TpaB U oOs3aHHOCTed, uTo ompenenser 'K PD. K
HUM TpuMeHstorces nonoxkenus .9 'K P®. JloroBopa odopmisitorcs B
nucbMeHHou gopme. B mpaktuke padoter OO0 «YK «3apeunasny mpuMEHSIOTCS

BUJIBI JOTOBOPOB, IIPEACTABIECHHBIE HA PUCYHKE 17.

Jorosopa
oropopell]  AOTOBOPRLL I oroBop AOTOBOPBL O |15y ppie| [1oroBopei| | 10roBops
aperpi || BosmesmHoro |fp pajiva| | Marepuansroit 1, ©op o xpanenns| | nepesoskn
OKa3aHHs yCIyr OTBETCTBEHHOCTH

Pucynok 17 — Bunbsl 1oroBopoB
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[IpencraBiieHHbIe BUABI JOTOBOPOB HE SIBISIOTCS UCUEPIBIBAIOIIUMHU.

B opraamzanum mnpu  odopmIIeHWH JOTOBOpa B 3arojioBKE BCeraa
yKa3bIBaeTCsl COOTBETCTBYIOIEE HAMMEHOBaHHUE JOTOBOpa (corjacHo puc.l7), a
Takke ero HoMmep. Homep B paMkax [eATEIbHOCTH OpraHU3allid MPUCBaUBaET
MapTHEp — HWHUIMATOpP, NpeaNoXuBIIMKA BapuaHT Tekcrta. Ecimu OO0 «YK
«3apedHas» 3aKII04YaeT JOroBOpa, KOTOPble MMEIOT HOMEp MapTHEpa, TO TaKUM
JIOTOBOPAM TIPUCBAMBACTCS U HOMEP OpraHU3AIMH, YTO OPOPMIISETCS Yepe3 3HAK
«/», MpU ITOM BHYTPEHHHH PErMCTPALMOHHBIM HOMEpP OpraHU3alMH CTABUTCS
nepBbiM. Ompenensercss jJaTa €ro MOAMUCAHUS, YTO SBJISIETCA CJIEICTBHEM
JEUCTBUYN TUPEKTOpa U aIMUHUCTPATUBHOTO CEKTOpa. Takke OmpeaesieTcsi MECTO
3aKJIFOUYEHHS JOTOBOPA.

OO0s3aTeIbHBIM PEKBU3UTOM JJISI JOTOBOpA SIBISIETCS HAUMEHOBAHUE €TI0
CTOPOHBI, YKa3bIBA€TCS B MOJHOW (hOopMe, COOTBETCTBYIOIIEH HAWUMEHOBAHUIO B
roCyJIJapCTBEHHBIX PErUCTpax.

B TekcTe noroBopa onpenenstoTcs CyleCTBEHHbIE YCIOBHS:

1) o mpenmere,

2) yCIIOBHUS B COOTBETCTBUH C 3aKOHOM W IPABOBBIMH aKTaMH, KOTOPBIC
SIBJISTFOTCST 00sI13aTEIBLHBIMHU I KOHKPETHOTO BUJA JOTOBOPA,

3) ycnoBusA, KOTOpbIe OOECIICYMBAIOT COIVIACOBAHUE M0 3asBIICHHIO
CTOPOH.

JloroBopa moJanuchIBaroTCs Mpu JMUHOW BeTpedue aupekropa OO0 «YK
«3apeuyHass» W mnaptHepa. B mpakTuke pabOThl BCe dallle CTald MPUMEHSATHCS
METO/IbI, MPU UCIOJIb30BaHUN KOTOPBIX JOTOBOpa MOJMUCHIBAIOTCS JIEKTPOHHOU
MOANUCHIO U IEPEAAIOTCS MO SIEKTPOHHOM MOYTE.

B nemoM noroBop cocTouT M3 npeamOysibl, coaepikaiie nHpopMaiuo o
CTOpPOHAx JIOrTOBOpa U JOKYMEHTaX — OCHOBAaHMSX; MpeAMETa JI0roBOpa,
COJIepKAIler0 yKa3aHWE Ha CYIICCTBEHHBIC YCJIOBHS, JCUCTBUS, 00s3aTEIHCTBA
CTOpPOH; IpaBa M OOS3aHHOCTU CTOPOH; II€HA W TOPSJIOK pacyeToB (MpH 3TOM B

3aBHCHUMOCTH OT CUTYyallMH JIMOO yKa3bIBaeTcsa 001as cymma ¢ BbiaesneHHbiM HJIC
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WIM TOPSAOK pacyera, a TakKKe BHJl PACUETOB M JIOMOJHUTEIBHBIE YCIOBHS,
HaIllpUMEpP, paccpoyka); OTBETCTBEHHOCTb CTOPOH; 3aKIIOYUTENbHBIE YCIOBHS;
PEKBU3UTHI CTOPOH.

Tak xak JgoroBop mpeamnojaraeT BO3HUKHOBEHHE  (PMHAHCOBBIX
0053aTENbCTB, TO €r0 CIEACTBUEM SIBIISETCA JOKYMEHTAJIbHOE MOJTBEPKIACHHUE O
BBINIOJIHEHUU O00A3aTENIbCTB, JUISI YEero HCIOJIb3YIOTCS aKThl, KBUTAHIIUH,
IJIaTEKHBIE TOPYUYECHUS U TIP.

Perucrpaiiisi J0roBopoB OCYIIECTBISIETCS B COOTBETCTBYIOIIEM JKypHAJIE.

bonpmias 4acTe JOKYMEHTOB, KOTOpbIE MPUMEHSAIOTCS B paloTe
(MHaHCOBOTO yIpaBJeHUs, dSHEPro — MexaHnuueckoro ynpasienus, OKC, otaena
no paboTe C NEepCOHANOM, SBISIOTCA perjJaMeHTHpoBaHHbIMU. UX Qopmbl
UCITOJIB3YIOTCSl HA OCHOBAHHMH aJIbOOMOB YHU(DHUIIMPOBAHHBIX QOpM:

Hist OKC npumensiercsi «Anb0oM yHUGPUIUPOBAHHBIX (HOPM MEPBUUHOMN
YUETHOM JOKYMEHTallMd IO YYeTy pabdoT B KalUTaJIbHOM CTPOUTEILCTBE U
PEMOHTHO-CTPOUTENBHBIX  paboT» (popmbl  yTBepxkaeHbl IlocTaHoBIIEHHEM
['ockomcrara P® ot 11.11.1999 N 100).

Jlist oTaena KaapoB MPUMEHSIOTCS «Y HU(PUUIMPOBaHHbIE (POPMBI KaIPOBBIX
JTOKYMEHTOB» ((pOpMBI YTBEpP)KJICHBI MOCTaHOBIeHHEM [ockomcrata P® or
05.01.2004 Ne 1).

B (unaHCcOBOM yINpaBieHHWU BBIAEISIOT HECKOJIBKO OTHENIOB, MO3TOMY
UCIOJIB3YIOTCSl PAa3IMYHbIE ajJbOOMBI: 1O Y4YETy KAacCOBBIX ONeEpaluii, OCHOBHBIX
CPEIICTB U HEMAaTepUAIbHBIX aKTUBOB, MaTEPHAIIOB, PE3YJIbTATOB MHBEHTaApU3ALUH,
dbopm OyXranTepcKoi OTYETHOCTH U PSIT IPYTHUX.

BeiBog 1o 2 pasneny.

AHaM3 TOKYMEHTOO00pOTa COrJIacHO KiiacCU(UKAIIUK TTO3BOJIAI YBUJIETD,
YTO B L[EJIOM JOKYMEHTOOOOPOT B OpraHU3aIlK PAaCTET, YTO SBISETCS CIEICTBUEM
pacIIMpeHns JEATEIbHOCTH M, COOTBETCTBEHHO, 3aKJIIOUYEHUS HOBBIX JOTOBOPOB,
MPUBJICYCHUS] KOHTPAreHTOB; U3MEHEHUs MacIITaOOB JAESITENbHOCTU; U3MEHEHUs

OpFaHI/ISaHI/IOHH]EJﬁ CTPYKTYPHI. B IICJIOM aHalin3 CXCM JIBMKXCHHA ITOKYMCHTOB
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MO3BOJIMJI YBUJIETh, YTO MPOLECCHl JBHXKEHUS JIOKYMEHTONOTOKOB B IIE€JIOM
ABJISIETCA CTPOrO PErJaMEHTHUPOBAHHBIM, HO OO0Il€e KOIUYECTBO JOKYMEHTOB,
CTPYKTYPHOCTb OpPTaHMU3aIluH, KOJIMYECTBO CTPYKTYPHBIX MOAPA3ACICHUNA CO3/1aeT
CIIOKHOCTH B CHCTEME YIpaBJEHUS JOKYMEHTOOOOPOTOM, HE BCErga CTpPOro
OTIpEJIEIISIET OTBETCTBEHHBIX 32 COCTaBJICHUE JOKYMEHTOB (aBTOPOB), B pE3ysbTaTe
4Yero Ha JIoJIed, KOTOpble OOECNeYMBalOT YMpPaBICHHUE JOKYMEHTOOOOPOTOM B
npenesax CBOe KOMIIETEHIIMH, BO3JIaraeTcsl BICOKask Harpy3kKa, B pe3yJIbTaTre 4Yero
CTpaJlaeT KayecTBO TpyJAa, YpPOBEHb MPOU3BOAUTENBbHOCTU. IIlpuMmeHeHue B
TEKYILIEM JICJIONPOU3BOJACTBE PAa3JIMUHBIX MporpaMM, KOTOphlE HE BcCeraa

BKJItOUEeHBI B CO/l, co31aeT TpyAHOCTH B IIepeiade IOKyMEHTOB.
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3 CoBeplIEHCTBOBaHHE CUCTEMbl JOKYMEHTALIMOHHOIO o0ecreveHust
000 «¥YroabHasi KOMIaHUS «3apedHas»

3.1 OcHOBHBIE IYTH COBEPUICHCTBOBAHUA [1€JI0NPOU3BOACTBA

Onnoit u3 BaxHbIx MpodiieM OO0 « VYK «3apeuynas» sBISETCS 0JTOC
COrJIaCOBaHUE JOTOBOPOB, MPUKA30B, PACMOPSDKEHUM, crenudukanuid v T.J.
CBsizaHO 3TO, B IMEPBYIO OYEpPEdb, C OTCYTCTBUEM KAuE€CTBEHHOW CHCTEMBI
AJIEKTPOHHOTO JTOKYMEHTOOOOPOTa, B CBSI3M C YEM BCE JOKYMEHTBI COTJIACYHOTCS
BPYUYHYIO, uepe3 NOJANHUCh HEOoOXOJMMBIMU corjacyromumu. Hepenko Takoe
corjacoBaHue JIUTcsa Mecsl U 6onee. C y4eToM MacimitaboB NPEANPUSATHS 3TO
CYIIIECTBEHHO CHIKaeT THOKOCTh pabOThI, MEIIAET ONEPATUBHOMY TUIAHUPOBAHUIO
U T.J.

B cBa3u ¢ a3TMM npemsiaraercsi BBEACHUE CHUCTEMBI JIIEKTPOHHOTO
JIOKyMEHTO000pOTa, KOTOpasi MO3BOJIIET PellaTh OCHOBHBIE MPOOJIEMBI, JIJISi YETrO
HEOOXOJMMO TMPOBECTH CPABHEHUE CYLIECTBYIOIIMX CHUCTEM BJIEKTPOHHOIO
JIOKyMEHTOO0OpOTa U BBIOpaTh HamOoJiee TMOAXOAILYI0 JJis TPEANpHUATHS
cucteMmy. B Hacrosiee BpeMsi Ha PbIHKE pa3jIudHbIC Pa3paOOTUMKU MpeiararoT
pa3nuYHbIC BUBI CUCTEM 3JIEKTPOHHOTO JIOKYMEHTOO00pOTa, KOTOphIe 00JagatoT
JIOCTOMHCTBAMU U HEJOCTATKAMM.

Jist  pemieHus  OpoOieM, KOTOpbIE  CYIIECTBYIOT B IPAaKTUKE
nenonpousBoactBa OO0 «YK «3apeunas» pexoMeHayercs ucnoiab3oBaTbh COJI
Paydox, koTopast o iIep)KUBAET CICAYIONUe (QyHKITHH:

1) CcTpyKTypupOBaHHE OWM3HEC-TIPOLIECCHl U aBTOMATH3aIUs YIIPABJICHUE
Ou3Hec-TpoleccaMu MPEANPUSTHS,

2) ymnpaBiCHHE COBMECTHOM JEATEIbHOCThIO pAOOTHUKOB U OpraHU3aIus
BHYTPEHHHUX (DOPYMOB;

3) KOHTPOJb CPOKOB COTJIACOBAHUS U BBIMOJIHEHUS JOKYMEHTOB, 3a/1a4
paclopsDKeHU, pa3rpaHUdYeHue JOCTyma TOJbh30BaTeie K  CUCTEME W

COOOIICHHSIM Ha BHYTPEHHUX (hOpyMax;
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4)

obecrieueHne  3amMIieHHOro  Web-moctym  momp3oBarenmeit K

dbalIoBOMY apXWBY NPEONPUATHS — KaK U3 TJIOOAIBHOW CETH, TaK W BHYTPH

JIOKAJbHOM CETH KOMITAHUU.

Lensto BHeapenuss COJl Ha HpeAnpUATHH SBISETCA IOBBIIICHHUE

3¢ (HEKTUBHOCTH MPOIECCOB YNPABIICHUS 3a CUET:

1)
2)
3)
4)
5)
6)

COKpaIlleHUsI OyMaXHOTO IOKYMEHTOO00pOTa;
MOBBIIIEHUS UCTIOJIHUTEIIbCKON JUCIUTLUINHBL;
COKpAIlIEHUs] BPEMEHH Ha CO3/IaHH€ U MTOUCK JOKYMEHTOB;
UCKJIIOYEHUS MOTEPU JOKYMEHTOB;

MOBBIIIIEHUS B3aMMO3aMEHIEMOCTH COTPYTHUKOB;

YCKOPEHUS JIOKYMEHTO000pOTA.

Jna BHenpenns COJl B OO0 «YK «3apeyHas» HUCIONB30BAICS IUIAH

BHCAPCHUA, STAIIbl KOTOPOT'O € YKa3aHUCM IJINTCIIbHOCTH IIPUBCACHLI B Ta6JII/IHe 8.

Tabnuna 8 — [Tnan padot no BHeapenuto COJ] Paybox 8 OO0 «YK «3apeunasi»

M3MEHEHUH 10 pe3yJabTaTaM COTJIaCOBAHMUS.

Ne Ha3BaHnue 3a1a4un JlIuTeIbHOCTH
1 2 3
1 IIpoexT BHenpenns CIOJI Paydox B «IllaxTa 3apeynasn» 35 nHei
2 OGcnenoBanue no mpoueccam: Bxonsmas, Ucxonsimas 10 yacoB

koppecnonenuus, OP/l, JloroBopHas TOKyMeHTalUs.
O6cnenoBanne npooauTcs B YK.
3 Pa3pa0oTka TeXHH4Y€CKOro 3a/1aHN 10 YKA3aHHBIM B JTale 60 yacoB
o0cJie1oBaHMS IIpoLIeccaM:
4 Onucanue perucTpamoHHbIX GopM; 10 yacoB
S) OnucaHue )XypHaJIOB PErUCTPALMK U HyMepalui JOKYMEHTOB; 8 yacoB
6 Onwucanue npouecca pabotel ¢ Bxoasuumu, Mexonsmmmu 10 gacos
nokymentamu, OPJ;
7 Ornucanune nporecca padbotsl B CO/I ¢ noropopubiMu gjokymentamu; | 10 yacoB
8 Onwucanue GopMm OTYETOB; 4 yacos
9 Onrcanne cxeMbl padOThl YBEOMIICHUN U ar€HTOB; 8 yacoB
10 CornacoBanue T3 ¢ PabGoueii rpymnmoii mpoekra, BHECEHHE 8 gacoB
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[Tpogomkenue TabauIs! 8

1 2 3
11 Hacrpoiika CO/l B paMKax yTBepKAeHHOT0 TEXHHYECKOT0 100 yacos
3a/IaHus
12 Pa3paboTka peructpaniioHHbIX (HOpM; 16 yacoB
13 Orobpaxkenue hopmaTa )KypHAJIOB PETHCTPALIUH 8 yacoB
14 PaspaboTka popmaTa perucTpaiioHHBIX HOMEPOB; 4 yacos
15 Pa3paboTka xecTkux MapiipyToB coriacoBanus (2 - OP/I, 16 yacos
Jlorosopa);
16 Pa3zpabotka otuera «JIuct cormacoBanus» (2 oryera. OnuH 1ys 14 gacoB
OPJ1, onun st JloroBopoB);
17 Pazpabotka otuera «JIuct o3HakoMieHus ¢ [Tpukazomy; 8 yacoB
18 Hacrtpolika areHTa HalmoMUHAHUS O 3aBEPUICHUM CPOKOB 12 yacoB
COT'JIACOBAHUS, 03HAKOMJICHHSI, UCTIOJTHEHUS;
19 OTtpaboTKa yCIOBUH JJI BUJIKETOB TJIABHOM CTPaHUIIbI 4 yacoB
20 ITpoBepka Ha YHUKaJIbHOCTh HAMMEHOBAHMSI KOHTPAreHTa; 8 yacoB
21 TecTupoBanue pa3pabOTaHHBIX 0OBEKTOB. 8 yacoB
22 PasBeptriBanue padboueit 0azpr COJJ
23 Pa3paboTka MeTOIHYECKOro MaTepuasa: 40 yacoB
24 Wuctpykuus no padore B COJ1 Paydox. llaxta 3apeunas 20 gacoB
25 Nuctpykuus no padore B COJ1 Paydox. @unnaisl 20 gacoB
26 KoncyabTaTuBHAsl M MeTOAMYECKAS MO/IEPKKA Moyib30BaTeeii | 90 yacoB
27 [ToaroToBka TECTOBOTO CTEHJIA JUISI TPOBEACHUS O0YUYCHHUS.
[TonroroBka kiacca Jijisi IPOBEACHUS O0yUCHHUSI
28 OO0yuenwue mosp3oBareneit B rpymnmax 10 10 gemnosek - 150 genosek. | 90 gacos

B nponecce peanmsanuu 1uiaHa padoT ObUIO MOATOTOBIEHO TEXHUYECKOE

3aJaHUC IIPOCKTa II0 aBTOMATHU3aAllMHN 6PI3HGC'HpOI_IeCCOB Ha MOpCAIIPpHUATHH,

COri1aCoOBaHHOC C 3aMCCTUTCICM TICHCPAJILHOIO AWPCKTOpPa 110 IIPaBOBbBIM

BOITIpoCaM, 3aMCCTUTCIJIEM I'CHCPAJIBHOTI'O JUPCKTOPA 10 9KOHOMHKEC H (1)I/IHaHCElM )41

HAYaJIbHUKOM IOPUANYECKON CITY>KOBI.

[IpoBenenne paboOT OpPHEHTHPOBAHO HA OXBaT BCEX CTPYKTYPHBIX

noapazaeneHuit OO0 «YK «3apeunasy.

B pamkax paboT 0XBaThIBaIOTCS CIEIYIONTUE TIPOIIECCHI:

1) PaGora ¢ Bxoasiueii, Mcxoasimeii KOppecOHACHIIUEH;

2) OpraHu3anuoHHO — PacmopsauTeTbHbIMU TOKYMEHTAMH;

3) Pabota ¢ JOrOBOPHBIMH JTOKYMCHTAMH;
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B Tabnune 9 npuBeneHbl XapaKTePUCTUKN U3MEHEHHI, KOTOPbIE BHOCATCS

B cymecTByonyro COJl B COOTBETCTBHH C YyCTaHABIMBAEMOH TIIaTGOpMOI

Paydox.
Tabnuma 9 — i3MeHeHus B COOTBETCTBHU C BHepeHueM Paydox
Bepcus Nuunumarop Ucnonuutens Onucanue U3MEHEHU !
W3MEHEHUI
1.1. [Tapdenona Typunna A.B. | JloGaBieHa CTpyKTypa OpraHU3aIHii;
AA. W3meHeHbl cxeMbl pabOThI U ONKMCAHUE;
JloGaBieHbl akTyanbHbIe (POPMBI )KYPHAJIOB
perucTpanum;

JloGaBieHbl akTyaabHbIe (YOPMBI JINCTOB
COIJIACOBAHUS U O3HAKOMJICHUS;

1.1. Typuuna A.B. | Otnpasieno Ha cornacoBanue — [laphenoBoii
A.A., Kanemuenko B.C.
1.2. Yamwuna E.B. Typuuna A.B. | Jlo6aBneHsbI ycrnoBus mo (POpMUPOBAHHUIO

CIIMCKA COIVIACYIOIIMX.
JloGaByeH cripaBouyHUK «BuUIbI JOTOBOPOBY.
1.3. Yamuua E.B. Typuuna A.B. | JloGaBieH corimacoBaHHBIH JIUCT K JloroBopy.
JloGaBiensl yBenomiieHus mo Bxoasiemy
JOKYMEHTY. JlOToJIHEHO onucaHue 1o pabote ¢
Hcxonsmmmu nokymeHTaMu u3 Ouinaios.
JloGaBiena Tabauia o CUHXPOHU3ALMHY [10JIEH
Hcxonsmero u Bxoasiero 1okymeHTa.

14. Kpuseix P.B. Typunna A.B. | 3menena cxema pabotsl ¢ JloroBopamus;
Yamuna E.B. H3MeHeH CMCOK COrjacyromux 1o
Kanermuenko JIOrOBOpAaM;

B.C. JloGaBieHbI KaTErOpUH JOKYMEHTOB;

JloGaBneH cnucok cornacyromux no TKA;
M3MeHeH I1CT COrIacoBaHus K JOTOBOPY

1.5. Kanermuenko Typunna A.B. | /loGaBneHune Hymepaluu o KaTeropusim,
B.C. M3MEHEHUE CXEMBI IBHKECHMUSI.
1.6. Kanenuenko Typunna A.B. | JloGaBneHa (GyHKIIMOHAILHOCTH IO POJISIM.
B.C. Jlo6aBiieH JUCT corylacoBaHusl K BHyTpeHHUM
JIOTOBOpam

B cooTBeTcTBMM ¢ MOTPEOHOCTAMH OpraHU3AIMKA B CHCTEMY HEOOXO0IUMO
N00aBIsATh THUIBI JOKYMEHTOB, TNIpejAcTaBieHHble B Tabmuie 10, 4ro ObLIO
OCYILECTBIICHO B npoiiecce peanu3amnuu paoor, CBSI3aHHBIX c

COBCPIHICHCTBOBAHUEM CUCTCMBI 3JICKTPOHHOT'O JIOKyMCHTOO60pOTa.
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Tabmuna 10 - Tlepeyenn kaTeropuii JOKYMEHTOB

Ne Haumenosanue Bxomsamiue Ucxonsamume OP/] HoroBopa
1 | I[Iucemo + +
2 | Ilpukas +
3 | Pacnopsbkenue + + +
4 | JloroBop Ha MOCTAaBKU + + +
5 | JoroBop Ha yciayru + + +
6 | TKA + + "
7 | Cnenuduxanus + + +
8 | JlomomHHTEIBHOE

COTJIAIICHHUE * * +
9 | 3agaua

Takoxe ObLTM 100aBIEHBI Pa3IUYHbIE THIIA JOTOBOPOB.

CnenyromM 3TanoM OblT  MOATOTOBJIEH CHMCOK MOJb30BaTeNled ¢
pa30MBKOI 110 OpraHU3alusaM, MOAPA3ACICHUAM U JOJDKHOCTSIM.

C yueroM MmacmTaba NpeAnpUATUsS KOJUYECTBO COTPYAHHUKOB, KOTOPHIM
HEOOXOJMM JIOCTYIl K CUCTEME 3JIEKTPOHHOTO JOKYMEHTOO00pOTa, MPUOIU3UIOCH
kK otmeTke B 150 wemoek. COJ] Paydox mo3Bossier peann3oBbIBATH THOKYIO
CUCTEMY Ha3HAa4YE€HUs IPaB JOCTYIIA MOJIb30BATENCH HA JOKYMEHT U UX U3MEHEHMUS
B mpouecce o0paboTku AOoKyMeHTa. B xome paboTbl ObUIO CO31aHO HECKOJIBKO
YPOBHEH OCTyNa COTPYJHUKOB K JOKYMEHTaM, a TaK)K€ pa3rpaHUyYeH JIOCTYI Ha
YTEeHUE, UCTIPABICHHUE U yJIaJIeHHE JOKYMEHTOB U CIIPAaBOYHUKOB.

JUist OonblIeil OmepaTHMBHOCTA HACTPOEHA CHUCTEMa YBEIOMIICHHM W
HAallOMUHAHUHM, KOTOpas 4epe3 KOPIOPATUBHYIO JIEKTPOHHYIO MOYTY OTIPABIISET
YBEJIOMIICHHSI TOJIb30BATENSIM CHCTEMBI B CIIy4ae HEOOXOAMMOCTHU BBINOJHEHUS
MU Kakux-mbo neicteuii B COJI.

Crnenyroum 3TanoM pealn30BaHa JIOTHKA MPOIECCOB 0OpabOTKH Bcex
TUIIOB JOKYMEHTOB, COTJlacOBaHHas ¢ pabodeit rpymmoil mpoekta. [locme storo
ObUT TMPOBENEH TECTOBBIM 3alyCK CHCTEMbI, MOATOTOBJIEHA IOKYMEHTALUs IO
paboTe ¢ cucTeMoil, MpoBeAeHO 00yUYeHHe MOJIb30BaTENe U HayaTa MOJHOLICHHAs

9KCILTyaTanus CHCTCMBI.
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3.2 CpaBHeHHEe H AHAJIU3 CHCTEM JIEKTPOHHOI'0 IOKYMEHT0000poTa

Ha pbiHKe mpencTaBiaeHO MOCTATOYHOE KOJWYECTBO CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTO00O0pOTa, KOTOphIe O0O0Jaar0T pPa3lIuYHBIMU  (YHKIIMOHATBHBIMU
XapaKTEpPUCTUKAMU U IIEHOBBIM JIMANa30HOM.

[Ipu ananmu3e ¢QyHKUIMOHAIBHBIX Bo3MokHocTe CDOJ] Heobxoanumo
YUYHUTBIBATh OCOOCHHOCTH:

— peanuzanuu OU3Hec-TpoleccoB paboTel ¢ Bxomgmumu, Mcxopsmmmu
JOKyMEHTaMH, JTOKYMEHTaMHU OpPTraHU3allMOHHO-PACIOPSIUTENIBHOIO XapakTepa U
JIOTOBOPHBIMU JOKYMEHTaMH NpHU ucronb3zoBanun CO/JL;

— olpejesieHue cocraBa paboT mo Hactpoiike cucreMbl COJ] B oObekTax
aBTOMAaTHU3aLINH.

IIpn npoBeneHun oueHku pasznuusHblx COJI, mpeacTaBlIeHHBIX HAa pPBIHKE,
ObLTH BBIIENEHBI crenyromue cucremsl: Jemo, Directum, 1C: JlokyMmeHTO000pOT,
Paydox.

B kadecTBe KpUTEPHEB OLIEHKU MUCIOJIB30BAINCH CIIEAYIOIINE HAPABIICHHUS:

1)  Mogenb GOpMUPYEMOTO IEKTPOHHOTO IOKYMEHTO000pOTA,

2)  OyHKIHMU TOUCKA JOKYMEHTOB,

3)  Peanuzarus 10KyMeHTO00OpOTA,

4)  MapupyTtu3anus J0KyMEHTOB,

5) [Topnepkka NCIOTHUTENBCKOW UCIUILIAHBI,

6) dopmupoBaHue 0a3 Mo KIMEHTaM U KOHTAKTaM,

7)  Benenue cnpaBo4HOI HHpOPMAIINH,

8)  dopmupoBaHHE OTYETOB,

9)  JomosHUTENbHBIE PYHKIIUU CHCTEMBI,

10) ApXHUTEKTypa CUCTEMBI.

Pe3synbrarhl ananuza cpaBHEHUs BbllieykazaHHbIX COJl mpencraBieHBbl B

MIPUJIOKEHUH A.
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Tax xak 11eHa — 3TO BaKHBINA (PAKTOp MPUHATHS YIPABICHUECKUX PEIICHUH,
TO, COOTBETCTBEHHO, OBLIM OIICHEHBHI W (PUHAHCOBBIC 3aTpaThl, CBA3aHHBIC C
npuoOperenueM u BHenpeHuemM COJI. Ha dopmupoBanne nenst Ha COJ]
OKa3bIBAIOT BIUSHUE TEXHUYECKUE U (PYHKIIMOHAIbHBIE TPEOOBAHUS.

K TexHuueckuM TpeOOBaHUSIM OTHOCAT apXUTEKTYPy CUCTEMbI, MEXaHU3MBbI
WHTErPallii, MEXaHU3MBbI 3alUThI, U3MEHAEMOCTh U passutue, HCU.

K ¢ynkunonanbHbIM TpeOOBaHHUSM OTHOCAT pabOTy € JOKYMEHTaMu U
npoyre (PyHKIMOHAJIbHBIE 3a/1a4H.

CpaBrenne COJ] mo neHOBOMY AMAIa3oHy OTPAXKEHO B IPUIOKEHUH b.
IlenoBas ouenka BHeApeHus COJl mo pe3ynbraTaM CpaBHEHHs MUHHMAalbHAs —
1585 ThIC.pYO.

ITo pe3ynbraTam cpaBHEHHUSI ObUT CJelaH BBIOOP B TMOJB3Y CHUCTEMBbI

3JIEKTPOHHOTO JIOKyMEeHT00O0poTa PaydoxX.

3.3 Bueapenne CI/1 u oueHka ee 3(pPeKTUBHOCTH

[Topsinok Hactpoiiku COJl He SABISETCS CTPOrO pPEerJaMeHTUPOBAHHBIM, HO
TEXHUUYECKHUE CIIECIMAIUCTHI MPOBOIAT Psij 00s3aTeNbHbIX padoT. B Tepmunax COJ1
B OCHOBE JII0OOOT0 B3aUMOJCHCTBHS JBYX U 0ojiee COTPYIHHKOB OpraHu3aluu
BCEr/la JICKUT PETHCTpallMOHHAs KapTa JOKYMEHTAa, KOTOPYKO CO34aeT OJWH U3
MOJIH30BaTENICN CUCTEMBbl M OTHPABJISET HA BBIOJIHEHUE APYTHM IOJIb30BATEISIM.
[Ipu co3manmm 00s13aTeIbHO YKA3bIBAIOTCS JIAHHBIC O JOKYMEHTE, TaKUE KaK BU]I,
TEKCT, MpaBa JOCTylla, W €€ MapuIpyT: KaKue I0JIb30BaTeId W B KaKoOu
MOCJIEA0BATEILHOCTH OYIyT BBINIOJIHATH pabOThl Mo 3anaye. Jjisi ymnporuieHus
paboTel ¢ nokymentamu B COJ] mpearycMOTpeHbI TUIIOBBIE TPYIIIBI COTIIACOBAHUS,
OMUCHIBAIOIINE TUIIOBOE B3aWMOJIEHCTBUE MexaAy ydacTHUKamMu B CDOJ[ u
MpeIHa3HAYEeHHBIE JIJI1 MHOTOKPATHOI'O MCITOJIb30BAHMUSI.

[Mpu Bueapennn CDJ] Paydox ObLIM TpPOM3BEACHBI CIECAYIONIUEC BHIBI
pabor:
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OcymiecTBisiiach  HacCTpOMKa  CHEAYIOIIMX  AJIEMEHTOB  CUCTEMBI:
CIIPABOYHUKH, KYPHAJIBI PETUCTPALIMM, KATETOPUUA JTOKYMEHTOB, BUJbI JIOTOBOPOB,
dbopmaTel HOMEpOB, OIpE/ACNICHUE CIUCKA MOJApa3/IeICHUNH U TMOJIb30BaTENe co
BCEMHU PEKBU3UTAaMH, HACTPOMKA PETMCTPALMOHHBIX KapT. PasrpanmuuBamuch
IpaBa JOCTyNa MOJIb30BATENIE CUCTEMBI, ONIPEAEIISUIACH HACTPOMKA YBEIOMIICHUN
Y HallOMUHAHWM, a TAKKE CTAaTYyCOB JOKYMEHTA, 3a/1aBajMCh CPOKU BBITIOJTHEHUS
JOKYMEHTOB, HACTPaUBAJIACH JIOMOJIHUTEIBHBIE BO3MOKHOCTH, OIPEIEIAINCH
GbyHKUIMY U TOTHOMOYHS noJib3oBatenied COJ1, oTYeTHl.

B peructpanimoHHbIM KapTaM OTHOCST: BXOJSIIUE TOKYMEHTBI, UCXOASAIINE
JOKYMEHTBI, OPraHU3alMOHHO — PACIOPSAAUTEIBbHYIO JOKYMEHTALUIO, JOTOBOPHOU
JIOKYMEHT, 3aJa4U.

[lepBoHavyasibHasi HACTPOMKAa CHUCTEMbI, OOECIEUMBAIONIASl BHEAPEHHE K
DKCIUTyaTalHIO, BKJIIFOYAET CIEAYIOLIME 3TAIlbI.

B nynkre «HacTpoiika CHpaBOYHHMKOB)» YKa3bIBa€TCs MOPAIOK BBIBOAA

nosnen B JXKypHane peructpanuu «Bxoasimme JOKyMEHTBD.

Tabmuua 11 - I'paduueckoe oToOpakeHHe XypHalla peructpauuu «Bxonsiue

JOKYMCHTBD)»
Howme >
p Ucxopsmmit

JNIOKYMEHTa Kpatkoe
Opranuzanus HOMEp Hcnonaurens
[ara OIMCAaHuE
Hcxopsmias nata
perucTpanuun

B nynkre «Mcxonsmme TOKyMEHTbD) YKa3bIBA€TCs MOPSALOK BBIBOA MOJIEH

B JKypHane peructpauun «Mcxondmume T0KyMEHTbD).

Tabmuua 12 -  I'paduueckoe oToOpakeHHe TOJIeW >KypHaia perucTpalnuu
«Mcxomsuye JOKYMEHTBI
Kpatkoe ara [Tonpaznenenue
Homep noxymeHnra P A D3l ABTOp
OIIMCAaHUEC perucTpanuun KOHTpaFCHT

B nynkre «OPJ]» yka3piBaeTCs NOpSIOK BbIBOAa mosie B JKypHaiax

peructpanuu «lIpukasem» u «PacnopskeHus».
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Tabmuna 13 - I'paduueckoe oToOpakeHHe TOJEH >KypHala perucTpalnuu
«[1pukasby, «PacmopspkeHuUs»

Howmep

[Hara perucrpanuu
JOKyMEHTa

KoHcrartupyronias yactsb ABTOp

B nynkre «/loroBopsD» yka3blBaeTCs MOPSAIOK BbIBOAA mose B JKypnane
peructpauuu  «JloroBopHble JIOKyMEHTBD» (perucrpupyrorcs JloroBopa u
JIonOJIHUTENbHBIE COTJIAIICHUSA).

Ta6bmuma 14 -  I'paduueckoe oToOpakeHHE TIOJIEH >KypHala perucrpanuu
«/loroBopHbBIE€ TOKYMEHTHD)

Homep noxymeHnra

Jara Howmep Kpatkoe . [Tonpaznenenue
YT1BepKaaromuit
perucTpanuun POAUTENBCKOTO ONMCaHue KonTparent
JIOKYMEHTA

KypHan peructpanmu BXOIAIIUX, HUCXOASAIMX JOKyMeHTOB, OP/I,
JO0roBOpOB oToOpakaeTcss y APM nenonpou3BoauTess.

Hymepanuss IOKYMEHTOB IIPOMCXOIUT B aBTOMATHYECKOM PEKUME.
@opmaThl HOMEPOB MPEACTABIECHBI B IPUIOKEHNH [ .

Paznen «IloapaznencHus W MONB30BATENIM» BKIIOYACT B CEOS KOHEUHBIM
CIIMCOK TMoJbp30BaTenedl mia aBromatuzanuu B COJl. Kaxnaplil 37J€KTpOHHBIN
nokyMeHT B COJl umeer KapTOuKy, KOTOpPass COAEPKUT OCHOBHBIE PEKBU3UTHI
JIOKYMEHTa, HallpuMep, HOMEp M Jara JIOKYMEHTa, TéMa, aBTop. THIl KapTOYKHU
ONPENEIAECTCS U YCTAHABIIMBAETCS aBTOMAaTHYECKU MO BHUJY JOKYMEHTA Ha JTare
co3ganusi nokymenta B COJI. COJl mo3BojisieT peaan30oBbIBaTh THOKYIO CUCTEMY
Ha3HA4YeHUs MpaB JOCTYIA II0Jb30BaTEIEd HAa JOKYMEHT M UX HU3MEHEHHs B
npoiecce 00paboTku JoKymeHTa. CHcTeMa MMEEeT HECKOJIbKO YPOBHEH JocTymna
COTPYAHUKOB K JOKyMEHTaMm. PasrpaHnumBaercs Takke AOCTYIl Ha YTEHHE U
VCIIPABIICHUE WM YIAJIEHNE TOKYMEHTOB U CIIPABOYHUKOB.

Paspemienue Ha BXOX B CHCTEMY JAeTCA IOJIb30BATENsIM, B KAapTOYKE

KOTOPBIX:
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1) oTMeueHO, 4TO IOCTYI K CUCTeMe akTuBH3upoBaH (/la).

2) ecnmM yKa3aHO, 4TO JOCTYIl IpeIocTaBlieH Tojibko mo e-mail (Ja
(rosibko E-Mail)), To maHHBIN MOIB30BaTENIb MOXKET PabOTaTh C CHCTEMON TOJIBKO
ucnosb3yst E-Mail Knuent

3) ecau ykazano (Her (TonbKO Kak poiib)), TO JaHHBIM DKKAYHT MOYKET
UCIIOJIb30BAThCS TOJIBKO KAaK POJIb, T.€. €r0 HEJb3sl UCIOJIb30BaTh HAMPSMYIO IS
BXOJla B cucTeMy. Takod SKKayHT HE HCIOJIb3YeTCsl MpH TMOJCYeTe KOJIMYeCTBa
MOJIb30BATENICH, pa3pelIeHHOro JIMIIEH3UEeH Ha HCMIOJIb30BAHHE CHCTEMbI, HO €ro
MO’KHO OyZIeT UCTIONB30BaTh ISl BXOJa B CHCTEMY KaK POJib.

JlocTyn monp30BaTeNne K JTOKYMEHTaM KaT€rOPU3HPYETCS IO YPOBHSIM
noctyna (pa3fesibHbIA Ha YTEHHE U U3MEHEHUE TOKYMEHTA):

1)  oOIIeTOCTYITHBIMH,

2) s CiyeOHOTO MOJIb30BaHMS,

3) koH(MUICHIHATBHBIH,

4)  TOJNBKO JUIS JIUII, YKa3aHHBIX B JOKYMCHTE.

B cBs3u ¢ Tem, 4TO 0OBEKTAaMU aBTOMATHU3AIUU HECKOJIBKO CTPYKTYPHBIX
nojpa3fesieHuii, ObUl pa3rpaHWYeH JOCTYI IOJIb30BaTeliel K KaTeropusiMm
JIOKyMEHTOB ~ Ka&XJIOTO  IOpHAWYECKOro Jmima. [lpuHnmm  pasrpaHuyeHus
MPE/ICTABIICH B MpuUioxkeHuu /.

[Tynkt «Pabota ¢ posisiMu» ONMHUCHIBAET OCHOBHBIE BO3MOKHOCTU PAOOTHI C
Ponmssmu B COJ] PayDoOX u cnucok posei, ucroib3yemMbix B MpoekTe. BriOpas
pOJIb, TIOJT KOTOPOM OH BXOAWT B CUCTEMY, MOJIb30BaTEh OYAET BXOAUTH MO ATOU
pONBI0 0 TeX TMop, Moka He cHuMeT ee. CIHCOK HCIMONb3yeMbIX pOJIeH:
CHEIUAINCT, COMVIACYIOIIUNA CIY»KOBI, HadaJbHUK, CICIHUAIUCT; HAYAIbHHUK;
r1aBHbIN Oyxrantep; 3am.I'J] mo Dud; punancossiii koHTpoaep YK «3apeunas»;
OTBETCTBEHHBIN HamMeHoBaHue (op.iMila; TIaBHBIM Oyxranrep HammenoBanue

I0p.JIU1IA; HAYAJIbHUK; CTIEIUATIUCT; peructpatop HanmeHnoBanue op.juiia.
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Hnsa onenku s¢dexkruBHocty COJ] HE0OXOOUMO OPHEHTUPOBATHCS HA
JIOCTHKEHHE TIOCTaBJICHHBIX IeJiei, 4YTO OOecrneunBaeT COBEPUICHCTBOBAHHE
IPOLIECCOB B CUCTEME JIETIONPOU3BOJICTBA.

[loctaBneHHble 3a7aud JOCTHTAIOTCA 3a CYET TOTO, YTO CIEIUAIHUCTHI,
3aJIeliCTBOBaHHbIE B cdepe JAOKyMEHTO000pOoTa, oOecrneueHbl HeOoOXOIUMBIMU
(GYHKIUSAMHU, KOTOpBIE CHWXKAIOT TpPyAO3aTpaThl, CBsI3aHHBIE C 00pabOTKOMU
nokyMeHToB. IlepedyeHbp (GyHKIUMH ¢ TMOJTHOMOYUH, KOTOpBIE IMONYy4alOT B
paclopspKeHHE  COTPYIHUKH, Ui KOTOPBIX — ONpEAENIEHbl pOJU  aBTopa,
pPETUCTPATOPa, COIVIACYIOLIEro, YTBEPKAAIOIIET0, HCIOJIHUTENS U KOHTPOJEpA
npuBeAEHBI B TabauIe 15.

Tabnuna 15 — [epedenb QyHKIMI ¥ TOTHOMOYUIN

YyacTHUK [lepeueHs GyHKIIHI, TOJIHOMOYHUI, OTBETCTBEHHOCTH

1 2

ABTOp DOyHKUUM:
1) co3nanue PKK nokymenra;
2) zamonmnenue mojeit PKK — mokymenTta  (BKirouas
CITMCOK COTJIACOBAaHUS U 0a30BbIN CITUCOK PACCHUIKH);
3) nampaBinenue PKK jgokymMeHTa 1O IKM3HEHHOMY IMKIY —|
aktuBanusa PKK noxymenra;
ITonHOMOYMS:
1) cosnanue u coxpanenne PKK mokymenta B CO/I;
2) penaktupoBanue PKK nokymenta, ecnmu PKK mokymenTta He
uMmeert cratycsl: [lognucan, McnionHen, ApXUBHBI;
3) co3maHue MOCIEAHUX BEPCUM JOKYMEHTOB;
4) ynanenne PKK mokymenrta, ecnmu PKK nokymenTta umeeT
cratyc «HeakTuBHBIN».

Perucrparop DOyHKUUM:
1) ocymiecTBIeHHE MpolLiecca PEruCTpaliu JOKyMeHToB B CO/I;
2) TPOCTABICHHUE PETHCTPAIMIOHHOTO HOMEpa U JIaThI,

npucBoeHHbIX B COJI U1l JaHHOTO AOKYMEHTA, HAa OPUTHHANIAX
JIOKYMEHTOB Ha OyMa>KHOM HOCHUTEIE;
IHonHoOMoOYHUA:

1) peructpanus nokymentoB B CO/I;

2) OTKa3 B pETUCTPALMH HEMOANUCAHHBIX JJOKYMEHTOB;

3) mpaBo TpeOOBATH OPUTHUHAIIBI TIOAMUCAHHBIX JOKYMEHTOB,;

4) XpaHEHHE OPUTHHAIOB JOKYMECHTOB B COOTBETCTBUU C
YCTAaHOBJICHHBIMU IIPABUJIAMU apXUBHOTO XpaHEHHS.
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[Tponomkenne Tabmuipt 15

1 2
Cornacyromuii DOyHkuumn:
1) aHanu3 MOKYMEHTAa U NMPUHSITHE PEHICHUS IO €ro COrjiacOBaHUIO
B IIPEJIENIax CBOUX IMOJTHOMOYMI;
2) HampaBlICHHE Ha JTOpabOTKY;
3) dopmynupoBaHHWE 3aMEUaHHMW O  COJACPKAHUIO  W/WIK
0(OPMIICHHIO IOKYMEHTA;
4) 3amoyiHeHHe KOMMEHTapus TIpH oOTkaze ((hopMylIupoBaHuUE]
3aMEUYaHUH 10 COJICPIKAHUIO U/ O(DOPMIICHUIO IOKYMEHTA)
HoHoMoYus:
1) noGaBiieHHE AOTOJIHUTEILHOTO COIJIACYIOLIETO
B CIIMCOK COIJIACOBaHMS;
2) HampaBJICHHE JOKYMEHTa Ha J0paboTKYy;
3) nenerupoBaHue cBOMX pyHKIMH 1 noaHOMOounit B CO/I.
YTBepxaatommn DyHKUMH:
1) nmoamucanue nokymeHToB B CO/] 1 Ha OyMaKHOM HOCHTEIIE
[HotHOMoOYUA:
1) noanuch JOKYMEHTOB,;
2) OTKa3 B MOJIKCH;
3) HampaBJICHHE JOKYMEHTa Ha J0paboTKYy.
Hcnonuurens DOyHKUMH:
1) wucnonHeHue 3aIaHui 110 JOKYMCHTY;
2) TOATOTOBKA OTYETA MO UCIIOJHEHHUIO I KOHTpOJIepa.
HosHoMoYusA:
1) 3ampoc CHATHS 3aJaHUs C KOHTPOJIS MOCJIe UCTIONHECHNUS,
Kontponep DOyHKUUM:

2) KOHTpOJIb UCIIOJHEHHUS 3aIaHHii 110 TOKYMEHTY;

3) HampaBJIeHHE 3a/IaHUs Ha TOPAOOTKY MCIIOJHUTEIIO;

4) ¢dopmynupoBaHHWE 3aMEUaHWW MO  COACPKAHUIO  W/WIH
0hOpMIICHHUIO TOKYMEHTA;

HotHoOMoOYuUA:

1) wampaBieHue 3aJaHus Ha JOPabOTKY;

2) TepeHa3HAYeHUE UCTIONHUTENS 110 3a/IaHHIO;

3) cHATHE C KOHTPOJS 3aJaHusl IO WTOTaM HCIOJHEHUSA W
MPEJIOCTABJICHUS OTYETA OT UCTIOTHHUTEIIS.

[Tpu BHeapenun BeiOpanHoit COJI PaydoX Oyaer oOecrieueHa B MEpBYIO

oucpcap IpiaMasa 3KOHOMHUA CPCACTB. CTOMMOCTD GYMaFI/I, CTOMMOCTb 3KOHOMHHU

pabouero BpeMeHH paOOTHUKOB.

OkoHomusi Oymaru B pyOnsx B wmecsn coctaBuT 13500 py6. (mo

YCPCOAHCHHBIM OLCHKAM, BKIOYAa€CT CTOUMOCTD 6YM3,FI/I, CTOMMOCTL TOHCpA,

aMOPTHU3AIMIO TPUHTEPA, PACXOAbl HA PEMOHT U 00CTY>KUBAaHUE OPITEXHUKH ).
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YcpennenHass OIEHKAa OSKOHOMUM pabO4Yero BPEMEHH COTPYIHUKOB
coctaBisieT 15%. OHa BKIIOYaeT B ceOsl:

DKOHOMHUIO BPEMEHH, KOTOPYIO PAaOOTHHUKH PACXOAYIOT Ha MOBTOPHBIM
MOWCK ¥ WCIOJNh30BAaHWE JIOKYMEHTOB, pPaHEE CO3JaHHBIX M COXPAHSCMBIX B
TPaIUIIMOHHBIX (OyMaXKHBIX) apXUBaX.

VYckopeHue  mpoleccoB  3a  CueT  aBTOMATH3alMM W KOHTPOJIS
WCITOJTHUTEIbCKOU JUCITUTIIMHBI COTPYIHUKOB.

Cpennue MecsuHbIe pacxXo/ibl Ha OHOTO COTPY/IHUKA, 33JIeHCTBOBAHHOTO B
cucreme aenornpoun3Bojicta (B nenoM B OO0 «YK «3apeunas» B TaHHOU cUCTEME
3aICCTBOBAHO 62 4en.), MO JaHHBIM HANPaBJICHUAM COCTABIISIOT OKojio 12000
py0./mMec., TO3TOMY SKOHOMHS COCTaBJISICT:

12000*0,15*62=111600 pyO®.

CymmMmapnas skonomust coctasisieT 111600+13500=125100 py6.

3arpatel Ha mpuoOpereHne W BHeApenue CIJI Paydox cocraBistor
corjgacHo JaHHbIM Tabmuubl 131 585 ThIC.pyO., MO3TOMY CpPOK OKYNaeMOCTH
cocTaBut 12,6 Mec., To ecTb HeMHOTr0 Ooubiie 1 roga. C y4eToM TOTo, 4TO JIaHHAS
cuctemMa o0JagaeT BCEMHU HEOOXOJMMBIMHU OpTaHU3AIlMU TEXHHUCCKHUMH |
(GyHKIMOHATBHBIME BO3MOXKHOCTSIMU, a MO II€HE JCIIEBIIC, YeM aHAIU3UpPyEMbIe
aHAJIOTUYHbBIE CUCTEMBI, €€ BHEIPEHHUE SBISETCS IKOHOMHUYECKH 0OOCHOBAHHBIM H

3 PEKTUBHBIM.
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3AJJAHUE JIJISI PA3JIEJIA
«COILIUAJIBHASI OTBETCTBEHHOCTb»

CTyneHry:
I'pynna L4 (0)
JA-3A3b1 CrpenbiioBy Apremy Hukosaesuuy
[xosa WH)XEHEPHOTO Hamnpasnenue 38.03.02
MIPEeANPUHIMATEIHLCTBA MeHeHKMEHT

YpoBeHb bakanaBpuar

00pazoBaHus

Hcxonnble naHHble K pa3ieny «ConuaabHasi OTBETCTBEHHOCTDbY !

1. Onucanue paboueco mecma (paboueti 30Hvl, | Pabodeit 30HON sBIsieTcss  odHUCHOE
MEXHONI02UYEeCK020  npoyeccd, UCNOb3YeMOo20 | TIOMEIIEHHe B~ OCHOBHOM  oduce
000py008anus) Ha npeoMem 803HUKHOBEHUSL: KOMITaHHH.

— 6peoHbIxX nposeneHul ¢axmopos | Pabouee MECTO IIOJTHOCTBIO
npouU3800CMBEEHHOU Cpedbl COOTBETCTBYET TpeOOBAHUAM
(mMemeoycnosusi, 8pedHbvle Beujecmad, 0€30macHOCTH W TNPUTOJHO  JJIs
oceeuerue, uymbl, ubpayull, BBINIOJIHEHHUST  paboTel.  BricTpoeHa
OJIEKMPOMASHUMHbIE NOJIS, UOHUSUDYIOWUE CUCTEMa OXpaHbl Tpyda HW TCXHUKHA
U3yyeHus u m.o.) 0€30MacCHOCTH.

— OnacHvlx nposigieHull ¢axmopos
NpouU3B0OCMBEHHOU  cpedbl  (MexaHuuieckou
npupoowl, MmepmMuiecKo2o xapakmepa,

NEeKMPULECKOLL, NONCAPHOU NPUPOObL)

— upe3BbIYAUHbIX — cumyayuni  COYUATbHO2O
xapaxkmepa

2. Cnucok 3aKOHOOAmMeNbHbIX u| - TOCT P HCO 26000-2010
HOPMAMUBHLIX OOKYMEHMO8 No meme «PykxoBoaCTBO o COITHAITEHON

OTBETCTBEHHOCTI. Hacrosimmi
CTaHIApPT UJICHTHYCH
MEeXIyHapoaHoMy cra”zapry [ISO
20000-2010 «Guidance on social
responsibility». - TpynoBoil Koaekc

Poccuiickoit deneparum.

- denepanbHOE 3aKOHONATENHCTBO B
cdepe oxpaHsbl Tpya.

IlepeyeHnb BONPOCOB, MO/JIEKANMX UCCTETOBAHNIO, TPOEKTHPOBAHMUIO M Pa3padoTKe:

1. Awnanus axkmopos enympenuell CcoyuarbHoU

OMBEemMCmMEeHHOCIL:
—  NpUHYunvl  KOPNOPAMUBHOU  KYIbMYpbl
uccnedyemou opeanu3ayuLL;

—  cucmemvl  opeaHuzayuu  mpyoa U  e2o
bezonacrocmu;

—  pazsumue 4el08eyecKUx pecypcos  uepes
obyuarowue npozpammol u npocpammol

NnO020MOBKU U NOBLIULEHUSL Keaﬂuqbukauuu;
— cucmemvl COYyUalbHblX zapaHmm? opearuzayuu,

IIposectn aHaiu3 BHYTPECHHEHN
COITMAJILHOM MOJATHKH 000
«YronpHas  KOMIIaHUs  «3apedHasy,
HarpaBJIeHHOMN Ha paboty c

nepcoHanoM. PaccMOTpeTh BOMPOCHI:

- OXpaHbl TPyJa U ero 6€30MacHOCTH;

- METUITUHCKOTO CTPaXOBaHUS;
-03JIOPOBIICHHSI, CTIOPTa M OPTaHU3AIIH
OTJIbIXa COTPYAHHUKOB.

Onucatb BOIPOCHI KaJAPOBOW MOJIUTUKH.
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— OKd3aHue nomouju pa60mHu7<aM 6 Kpumu4ecKux

Omnucartp CUCTEMY coraJIbHbIX

CUMYaYuUsx. rapaHTUi IPeIIpUITHS.
1. Awuanusz ¢axkmopoe enewneli CoyuaIbHOU
0mMEemcmeeHHOCMU: [IpoBectn ananmu3 BHENTHUX (HAaKTOPOB
— cooelicmsue oxpaHe OKpyscaroujeli cpeowl; conuainbHoi  oTBeTcTBeHHOCTH OO0
— g3aumooeticmeue ¢ MECmMHbIM CO0OUeCmEom U «YronpHasi ~ KOMIIaHUs  «3apedHasy,
MeCcmHOU 81ACMbIO; TaKUX KakK:
— CHOHCOPCMBO U KOPNOPAMUBHAS - BOIIPOCHI 0e3onmacHoCTH Ha
b1azomeopumenbHOCMy, IPEIIPUITUH;
— 0mMEemcmeeHHOCMb neped nompeoumenimu - BONPOCHI  OXpaHbl  Tpyda H©
moeapos u yciye (8blnyCcK KauecmeeHHbix OKpY’Karollen Cpebl;
moeapos), - BOTIPOCHI CIIOHCOPCTBA u
— 20MOBHOCMb YUaACMBOBAMb 8 KPUSUCHBIX 0J1arOTBOPUTEIHHOCTH.
cumyayusx u m.o.
2. Ilpasosvie u opeaHu3ayuoOHHvIEe  BONPOCHL
obecneuenus: coyuanbHOU OMEemcmeeHHOCU:
AHanu3 TOpPUHIMUIOB  (OPMUPOBAHUS
— AHanuz npasosvix HOpM MpPy008020
JJIEMEHTOB M CTPYKTYpPBHI IPOrpaMm
3aKoHOOamenbCcmea, . .
KOPIIOPAaTUBHOMN COLIMaTIbHOU
—  Ananusz  cneyuanvhulx  (xapaxmepmuvie 0
. orBerctBeHHOCTH OO0  «YronbHas
uccnedyemol ooracmu 0esimeibHOCmu) npasoevlx
komnanus <«3apeuyHas». OrmnpenencHue
U HOPMAMUBHBIX 3AKOHOOAMENILHBIX AKMO8. .
3aTpaT Ha MPOTPaMMbl  COIUATBHON

— AHanuz 6HympeHHUx HOPMAMUBHBIX OOKYMEHMO8
U peclameHmos — opeawuzayuu 8  obaacmu
uccnedyemou 0esimenibHOCmu.

OTBCTCTBCHHOCTHU IIPCAIIPUATHSA.

Ilepeyens rpaduyeckoro marepuasa:

Ilpu mneobXoOumocmu npeocmagums ICKU3HBIE
epaghuyeckue mMamepuavl K pacuémnomy 3a0aHuIo
(06s3amenvHo 015 CNeYUaIUCmos U Ma2ucmpos)

Tabmuma 16
OpraHH3aLuH.
Tabmuna 17 — CrpykTypa mnporpamm
KCO.

Tabmuua 18 — 3aTpaTsl Ha MEpPOTIPHUATHS
KCO.

Crelikxonaepbl

JlaTa BbIIa4M 3aJaHU4A JJIA pa3/iena o JUHEeHHOMY rpaduky

3agaHue BbI/1aJ KOHCYJIbTAHT:

Yuenas
JlokHOCTH DOUO CTeleHb, MMoanucey JlaTa
3BaHMe
Ct. npenoa.
OCTH U ®enenkona A.C.
3aiaHue NPUHSJ K MCIIOJTHEHUIO CTYAEeHT:
I'pynna PHUO Hoanuce Hara
J-3A3b1 CrpensrioB ApreM Hukonaesnu
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4 ConpajbHaf OTBEeTCTBEHHOCTH

4.1 CymHoOCTh KOPNOPATUBHOM COIHAIBLHOH OTBETCTBEHHOCTH

KopnopatuBHas counanbHasi OTBETCTBEHHOCTh Haydalla UCIIOJIb30BATHCS B
MHUPOBOM cOO0OIecTBe mpuom3nTenbHo B 60-x romax 20 Beka, Korja JTa
KOHIIEIIMS CcTaja aKTUBHO HCHOJIb30BAaThCS HA ACHUCTBYIOIIUX MNPEANPHUATHIX
Kananer u CIIIA. Ha TOT MOMEHT OHa BOCIHPUHUMAJIACh HCKIIOYUTEIbHO B
KadecTBe 3a00Thl PYKOBOJUTENEH O MEepcoHalie, a TaKKe OKa3aHUE COJACHCTBUS
MECTHBIM OpraHoM BiacTu. Emie B 70-€ rogpl o TOM MPUYUHE, YTO YBEIUYMIICS
pOCT OECIOKOMCTBA CO CTOPOHBI JIFOJAEH O COCTOSHHM OKPYKAIOUIEH MPUPOJIbI,
KOpIOpaTHBHAs COIMalIbHAsi OTBETCTBEHHOCTh Hadayia BKJIOYaTh B ceOs elle u
0ECIIOKOMCTBO 00 3KOJIOTMYECKON 0OCTAaHOBKE B CBOEM I'OCYIAPCTBE.

Ha ceromHs 3amagHple CHENMAIMCTBl MEHEIXKMEHTA, paccMaTpuBas
KOPIHOPATUBHYKO COLUAIBHYK) OTBETCTBEHHOCTb, NPEJIararoT HCHOJIb30BAHUE
KoHUenuuu 3P, KOTOpas MpenycMaTpuBaeT TO, YTO PYKOBOAUTEIN KOMITAHUM
OyIyT OJIMHAKOBOE BHHUMAaHHUE YJIENATh padoTe Ha MpUOBLIb, a TaKkke 3a00Te O
COOCTBEHHBIX COTPYJHUKAX, MapTHEpPaxX, KJIMUEHTAX U MEPOINPHUITHUSAM, TJIaBHOU
3a71a4eil KOTOPBIX SIBJISIETCSA FapaHTHs 3alIUThl OKPYKAIOIIEH CPEeIbl.

[TonsiTE KOPIIOPATUBHOM COUMAIBHON OTBETCTBEHHOCTH MOAPA3ACHACTCS
Ha HECKOJIBKO YPOBHEM:

[TepBoiii. IlpemycMmarpuBaeT BBIMOJHEHHE TaKUX 00s3aTENbCTB, Kak
CBOCBPEMEHHAs OIulaTa HaJOroB, 3apIUIaThl COTPYAHHUKOB, a TaKXe IO
BO3MOXHOCTH MPEJAOCTABICHUE PA3IMUHBIX HOBBIX Pa00OYUX MECT.

Bropoii. Ilpenmonaraer oOecriedueHne Kaxjaoro COTPYAHUKA HE TOJBKO
aJICKBaTHBIMU YCIIOBUSAMU TPYJia, HO €UIE W dKU3HH, BCIEACTBUE YETO MPOBOAUTCS
MOBBINICHUE KBATM(PUKAIIUU YPOBHS COTPYJAHUKOB, CTPOUTEIHCTBO JKHJIbS,
MpoBeJicHNe NPO(PIIAKTUYECKOTO JIEYEHHUs, a TaKKe aKTUBHOE YIIyUIlIeHUE

COLIMAIBLHOM Cephl.
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Tperuit. HaubGonee BBICOKMH YpPOBEHb OTBETCTBEHHOCTH, KOTOPBIM M
npeaycMaTpUBaETCs BEAEHUE 01aroTBOPUTEILHON AEATEIbHOCTH.

Pa3ButHe KOpIOpPaTUBHON COLMAJIBHOM OTBETCTBEHHOCTHM BHYTPEHHETO
TUIA TpeAycMaTpuUBaeT cielayroliee: obecriedeHre O€30IacHOCTH  Tpyaa,
HoJJepKaHue CTaOMJIbHON 3apa0OTHOW OIIaThl, MNOJJEPKAHUE COLUAIBHO
3HAYMMOM 3apIulaTel KaXkJAOro0 COTPYIHMKA, IPEAOCTABICHUE JONOJHUTEIBHOIO
COLIMAJIBHOTO M MEIUIIMHCKOTO CTPaxoBaHUS PaOOTHHUKOB, aKTMBHOE DPa3BUTHE
YeJIOBEYECKUX PECYPCOB C HCIOJIb30BAaHHEM OOYyYaloIMX MNPOrpaMM, a TakKkKe
IporpaMM MOJATOTOBKM W JAJbHEWILIEro MOBBIMICHHUS KBalNH(pUKAIMU, TOMOIIb
pa0OTHUKAM B PEIICHUH PA3TUYHBIX KPUTUUECKUX CUTYAIUH.

BHemHsAs KoprnopaTuBHas coLMaibHas OTBETCTBEHHOCTH OpPraHU3aLUU
BKJIIOYAET B ce0s Cllelylollee: akTUBHOE CIIOHCOPCTBO, a TaK)Ke OCYIECTBICHUE
KOPHOPAaTUBHON OJaroTBOPUTENILHOCTH, COJEHCTBHUE OXpaHE OKpyXKarouleu
OpUPOABI, B3aUMOJIEHCTBHE C MECTHBIMU OpTraHaMHM BJACTHU M OOIIECTBOM,
TOTOBHOCTHh IPUHUMATh AKTUBHOE y4AaCTHE B PA3JIMYHBIX KPU3UCHBIX CUTYaILUSX,
o0ecreyeHne OTBETCTBEHHOCTHU 33 MPOU3BE/ICHHBIE YCIYT WM K€ TOBAPHI Mepea

noTpeduTesieM (BbIMTYCK KaueCTBEHHOW MPOAYKIIUN ).

4.2 Ananu3 3¢ QeKTHBHOCTH NMPOrPaMM KOPHOPATHBHON COIMAJIbHOM
OTBETCTBEHHOCTH B KOMIIAHUM

4.2.1 CocTaB CTEHKX0/1epOB KOMIIAHNH

YronpHas KOMMaHug  «3apeyHas» OpPUEHTHUPOBAHA HA  BBICOKYIO
COLMAJIBHYIO 3aIMIIEHHOCTh CBOMX TpyAsmuxcs. l[lakeT conuanbHbIX rapaHnTui
TPYASAIIUXCS Ha Opeanpuarusix KomMmaHuu OIMH M3 CaMbIX CYIIECTBEHHBIX B
KemepoBckoii obmactu. Kommanusi mpuHUMaeT akTUBHOE Y4acTHE B peasin3aliuu
COIMAJIBHBIX TpOrpaMM ¢eaepaibHOTO, O00JIACTHOTO U TOPOJCKOTO 3HAYCHHS,
BHOCUT 3HAUUTEJBHBIA BKJIQJ B PAa3BUTUE pETrHUOHA TMPUCYTCTBUS CBOMX

npeanpuaTuii. BakHbIM HampaBiIeHHUEM JACSTENBHOCTH B cepe COIuaIbHBIX
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IPOTpaMM SIBIIIETCSA COTPYIHUYIECTBO C afMUHHCTpanuel KemepoBckoit obmactu B
paMkax «CoraiieHusi 0 COIMaIbHO-?)KOHOMUYECKOM MapTHepcTBe». ColuaibHO-
skoHOMHYeckue Cornamenuss MexXay OOJIACTHBIMU BIACTIMU M KPYIHBIMU
MPOU3BOJICTBEHHBIMUA KOMIIAHUSIMU TIO3BOJIIIOT COBMECTHO peIllaTh Ba)KHEUIIINE
npoOJeMbl  PETHOHA, YKPEIUISITh COIUANbHYIO CTA0MJIBHOCTb, YJIydllaTh
osarococtostnue ero xkutenel. Ha ceromusmmnuii geHs B OO0 «YK «3apeunas»
JIeaeTCsl BCE BO3MOXKHOE, YTOOBI COTPYAHUKN KoMmaHuu omymmaiy cTaOMiIbHOCTh
W TOTEHUWan pa3BuUTHA. [[1s KoMmaHuM MOTYT OBITh BBIJICJICHBI MTPSIMbIE U
KOCBEHHBIE  CTEMKXOJIJIEPHI. CrpykTypa  CTEHMKXONAEpOB  YIIpPaBICHUS
npeacTaBiieHa B Tabnwuie 16.

Ta6muna 16 — Creiikxonepbl opraHu3aiu

[IpsimMbIe CTEHKXOJIIEPHI KocBeHHbIE CTEHKXOACPHI

1.COTpyAHUKH U YICHBI UX CEMEN 3.Ilencuonepst Komnanuu

2.KuTenu HaceneHHbIX MyHKTOB 4.0Opransl BJIaCTH U MECTHOTO
CaMOYTIPaBIICHUS

K npsmeiM cTelikxonaepaM OTHOCATCS COTpyAHUKH Kommanuu, ais
oOecrieueHUsT YCIOBUM TpyJla M SKU3HENAEATEIBHOCTH KOTOphIX Kommanus
MPOBOJUT  MHOXKECTBO  MEPOIPHUSTUH, KOTOpPbIE TO3BOJSIOT  00ECIEeUUTh
MOTPEOHOCTH JIFOJICH U YJICHOB X CEMEl B ITOJTHOIICHHOM M 00eCIIeUeHHON KU3HHU.
Pabora Ha maxTax cBsi3aHa C BBICOKOUM HAarpy3KOM U pUCKOM JIJIsl )KM3HU, JJI YETO
pykoBojicTBO Kommnanuu mnpeanpuHUMaeT BCE HEOOXOAMMBIE MEpPhl, KOTOPHIC
MO3BOJISIIOT MUHHUMHU3UPOBATH PUCKM MO OTUM HAMNPABICHUSM. YTOJIbHAA
IIPOMBILIJIEHHOCTh — 3TO 3arpsA3HEHUE DKOJIOTMH, IIO03TOMY 3KOJOTHYECKUE
MEpOIPUATHS B OTHOIIEHUH BTOPOW TPYyHIIBI NPSAMBIX CTEUKXOJIAEPOB —
HACEJICHUS, SIBJIAIOTCS TAKKE BAXKHBIMU HAIIPABIICHUSIM MEPOIIPUSITUH.

K BHEmHUM CTEWKXOnAepaM OTHOCAT OpraHbl BJIACTU W MECTHOTO

CaMOYIIpaBJICHUSA, a TaKKE IICHCHUOHCPOB Kommnanun.
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4.2.2

Crpykrypa

NnporpamMmm

KOPIOPAaTUBHOM

OTBETCTBCHHOCTH H UX XaPAKTEPHUCTHKA

Crpyktypa

porpamm

KCO

IIO3BOJIAACT

aTh

COLHAJIBLHOMI

XapaKTEpUCTUKY

MEPOMPUITHIA, KOTOPBIE TPOBOAATCS B JaHHOU chepe (Tabnuua 17)

Tabnuna 17 — Ctpykrypa nporpamm KCO

HaumenoBanue DJIeMEeHT Creiikxonaepbl Cpoxku OKuaeMBblil pe3ynbTaT
MEPONPUITHS peanuzanydu | OT peaau3anuu

IPOTrPaMMBbl | MEPOIIPUSATHS
CHuxenue ConmansHo Hacenenue Perymspuo [loBrIlIeHNE KauecTBa
BEIOpPOCOB OTBETCTBEHHOE | TOpoJa, OpraHbl KU3HU B OKpY’KaroIien
3arps3HAIOIINX MIOBEJICHNE BJIACTH U cpene
BEILIECTB B MECTHOT'O
OKPY>KaIOIIyI0 CaMOYIpaBIeHUS
cpeny
Cobmonenne CouunansHo Opraussl Bnactu 1 | Exemecssiuno | dunancoBbie
HOPMaTHBOB OTBETCTBEHHOE | MECTHOTO OTYHUCIICHUS B
cOpoca MOBe/IeHNE CaMOYIpaBIeHUS pEeruoHaABHBINA U
3arps3HAIOIINX MECTHBIN OI0[DKETHI
BEILIECTB B
OKPY>KaIOIyI0
cpeny
Peanuzauus ObGecrieuenne | COTpyAHUKH ExenneBHo | CHuXEHUE YPOBHS
MIPOTPaMMBI MIPOMBIIIEHH MIPOM3BOJCTBEHHOT'O
«KomruiekcHbIi on TpaBMaTu3Ma,
IU1aH Oe3omacHoCcTH YIIy4IIEHUE 310POBbS
MEpPONPHUATUH 0 | U COOMIOAEHUE pabOTHUKOB
YITy4IICHUIO OXpaHbl TpyJia
COCTOSIHHSA
MPOMBIIUIEHHON
0€30MacHOCTH H
OXpaHbl TPyJaa»
IIporpamMmel ConuanbsHele CoTpynHHKH 1 Exeronno VY nydimeHue 310poBbs
03J10pOBJICHHUS POrPaMMBbI YIEHBI UX ceMei COTPYIHHUKOB
pabOTHHUKOB U
YJICHOB UX CEMEH;
oraTa IyTeBOK
Ha OTJBIX
ITonapku u CormanpHple CoTpyAHUKH U [Ipasaauku u | CoTpyIHUKY TOHUMAIOT
JICHEKHBIE MIPOrpaMMBbl YJIEHBI UX CEMEN | Mpa3gHUYHBl | 3HAYUMOCTh KOMIIAHUU -
BBIIJIATEI, € 1aThbl paboTtonaTens u ero
MaTepuaabHast (robmten) 3a00Ty
MTOMOIIIb, Pa30BHIE
MTOOUIPUTENBHBIE
MIpEeMHHN
Pa6ora bnarorBopute | Opransl Bnactu u | Exeronno ®opMupoBaHUE
brnaroTBopuTensH | JIbHBIE MECTHOT'O MTOJIOKUTEIBHOTO
oro ¢oHzaa MEpPONPHUATUS | CAMOYIPABIECHHUS, UMHJIKA KOMITAHUH
«3apedne» HaceJeHue

ropoza
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Kak BugHO mo paHHbIM Tabmuiel 17, oxpaHa OKpy’Karoled Ccpesl
ABJIAETCS] OJJHUM U3 BaXKHEHUIINX aCIIEKTOB COLMATbHOW OTBETCTBEHHOCTH OM3HECA.
VYronbHas koMnaHus «3apeyHas» HEYKOCHUTEIIbHO HUCIIOHSET BCE SKOJIOTUYECKUE
TpeOoBanus, npuHAThie B Poccun. B Komnanuu Benmercst paspaboTka mporpamMm
COOTBETCTBUSI MEXKIYHAPOJHBIM JKOJIOTHYeCKUM cTaHgaptam. B 2017 rona
npojoibKaeTcs padoTa MO CO3JAAHMIO MPOTPAMM PEKYJIBTUBAIMU M yTHIA3AIUU
YTOJIbHBIX HIaXT C MEPCHEKTUBOM co3aHusl (OH/Ia PEKYIbTHUBAIIMH U YTUIU3ALIUH.

IIporpamma «CHu:KeHne BBIOPOCOB B OKPYXAWINYIO cpexy». B 2017
rogy oOmuid BBIOPOC 3arpsi3HSAIOMIMX BEIIECTB B aTMOC(EpPHBIA BO3IYyX OT
CTAllMOHAPHBIX HCTOYHUKOB, PACMHOJIOKEHHBIX Ha MPEANPUATHSIX YTOIBHOMN
KoMnaHuu «3apeuHasn» coctaBuin 31 146,3 1. OCHOBHBIMHU 3arpA3HSIONIUMU
BEILECTBAMHU aTMOC(EpHOTO BO3/lyXa ABJISIFOTCS yIIEBOAOPOIbI
(MpeuMyIEeCTBEHHO METaH), AUOKCHJ Cepbl, OKCUIBI a30Ta, OKCHJ YIJepoja, U
TBEp/AbIE BEIIECTBA, Ha KOTOpbIE MNPUXOAUTCS cymMmMapHo 99% BbIOpocOB
3arpsi3HsitonMx  BemecTB. CyMma BBIIIAT 3a HEraTMBHOE BO3JIEHCTBHE Ha
okpyxaronryto cpeay B neinom no YK 3a 2017 rox cocraBuna 27 384,25 ThiC.
pyOJieii, B TOM 4uCie 3a 3arpsisHeHue arMocdepHoro Bozayxa — 17 986,96 Teic.
pyOreit, 3a cOpocbl cTtouHbiXx Box — 4 293,65 Teic. pyOseil, 3a pa3mMeleHue
orxonoB — 5 103,64 Tric. pyOIei.

IIporpamma «CoOJiroieHHe HOPMATHBOB COpoca 3arps3HAOIIUX
BelIECTB B OKPYXKAWINYK cpeay». [lmara 3a mnpeBblllleHUE HOPMAaTHUBOB
HETaTUBHOTO BO3JECUCTBUSI Ha OKpyxkawuyw cpeay (83% ot oOimiel cyMmbl)
CBA3aHA B OCHOBHOM C OTCYTCTBUEM M HECBOEBPEMEHHBIM O(OPMIICHHEM
COOTBETCTBYIOIIUX Pa3pCIIUTEIbHBIX JIOKYMEHTOB, a TakKXke JJIUTEeIbHBIMU
CpOKaMM  YCTAHOBJICHHSI  HOPMATHMBOB W  BBIJAYU  YMHOJHOMOYEHHBIMU
rOCyJIapCTBEHHBIMH OpPTaHaMM BIJIACTH pa3pelieHril Ha BBIOPOCHI, COPOCHl U
pasmemnienre oTxoA0B (LY «OkTsa0pbckuity).

Peanu3auusi nmporpammbl «KOMILIEKCHBIA IUIAaH MEPONPHUATHI 110

YJIYYIICHUI0 COCTOSIHMS TPOMBINIJICHHON 0€e30IMaCHOCTH U OXPAaHbI TPYAa».

88



Crpaternueckass 1eib  YTOJBHOW  KOMIIAHWU  «3apedHas» B  00JiacTu
IPOMBINUICHHONW O€30MaCHOCTH W OXpaHbl TpyJa — COXPAaHEHHE >KU3HU U
3I0pOBbsi COTpYAHMKOB Kommnanuu, paOOTHUKOB NPEANPUATAN U MOIPSIHBIX
OpraHu3alvi, BeAyIUX paOOThl HA HAIIUX MPEINPUATHUIX, TOCTOSIHHOE CHUKEHHE
YPOBHSI aBapUMHOCTHU, TpaBMaTU3Ma U MPOPECCUOHAIBHON 3a00JI€BAEMOCTH.

B 2017 romy mnpoW3BOACTBEHHBIE TpaBMbl 3apETrUCTPUPOBAHBI HAa
NpEANPUATUSAX:

OAO «laxTa 3apeuynas» — 11 H1Y «OxTa0pbsckuit» — 11 B T.4. 2 TSK.;

OAOQ «lIlaxTa AnekcueBckas» — 3 B T.4. 1 TsK.;

00O «I'pamotennckue [[DMM» — 2;

000 «YK «3apeynas» — 1.

B Kommnanum peammsyercs «KOMIIEKCHBIM IUIAH MEPOINPUATHA 110
YIYUIICHUIO COCTOSIHUSI TPOMBIIIUICHHONW O0€30MacHOCTH W OXpaHbl TpyAay.
Kowmmnekcnsiit iad Ha 2017 roj Bkitouaet B cebst 10 paznenoB: npoBeTpUBaHUE U
O0oprOa ¢ razom; Oopb0a C MBUIBIO M B3PBIBO3AIINTA; MPOPUIAKTUKA U TYLICHUE
MOA3EMHBIX MO0XAPOB, MPOTHUBOMOXKAPHAS 3alUTa U TOTOBHOCTh K JIMKBUAALUU
aBapuu, OypOB3pbIBHbIE palOThl; JKCIUTyaTallMsi TEXHUYECKHX  CpPEJICTB;
OpraHu3allMoOHHO- TpodriIakTHyeckue meponpusTusi; obecnedenne CU3 u
KOJUUIEKTUBHOM 3aIlNTHL; Je4eOHO-TIPODUTAKTUYECKHE MEpONPUSITHUS,
MPOMBIIILJICHHAS] CAHUTAPUSI.

[InaHoBBIE 3aTpaThl HA BBINOJHEHHE MEPOINPHUATHI KOMILIEKCHOTO IJIaHa
coctaBisuid 354 472,30 Teic. pyOneil, cymma (akTHUECKUX 3aTpaT Ha yIydllIeHHe
YCJIOBUH TpyJla U peaiM3allii0 MEPONPUSITUN O MPOMBIIIIICHHON 0€30MacCHOCTH
cocraBuiia 644 942,22 teicsiu pyOIien.

Ha Bcex maxrax, Bxoasmux B 30HY oTBeTcTBeHHOCTH OO0 «VYK
«3apeyHas, IPUMEHSIETCS CUCTEMA a’POra3oBoro KOHTpoisi « MUKOH—1Py.

B nenom o noapaznenenusm Komnanuu:

OAO «IIlaxrta 3apeunas»: ¢ 2010 roga npumensiercs cucrema «Paguyc—

2», GYHKIIUA CUCTEMBI — OECIPOBOJIHOE IMOJ3EMHOE OTOBelIeHne 00 aBapuu;

89



IIEPCOHAIBHBIN BBI30B ITOA3EMHBIX TPYASAIIMXCS; IOUCK 3aCTUTHYTBIX aBapHEH;
HaOJI0/IEHE MECTOMOJIOKEHUs pabounx B maxte. Ha maxte numeercs TenedonHas
CBsI3b M AyOnupytomias ee paauocssassb ¢ Kemeposckum BI'CO.

1Y «Oxtabpsckuity: B 2017 romy mpoBoawiIMCh pabOTHI MO BBOAY B
AKCIUTyaTallMil0 MHOTO(YHKIIMOHAIBLHOM CHCTEMBbl 0€30MacHOCTH, B COCTaB
KOTOPOH JIOMOJIHUTEIHLHO BOMJET — CHUCTEMa IMPOTHUBOIIOKAPHOM 3alIUTHI Ha 0aze
CUCTEMBI «Muxos—1Py»; cucremMa ONIEPAaTUBHOM, TEXHOJIOTUYECKON
rpoMKoOTOBOpslied W aBapuiiHON cBsizu «2ILITCU—4»; cucrema aBapuiiHOTO
OMOBELICHU M TNepcoHAIbHOTO BbI3oBa «CYBP—I1ID»; cucrema moucka u
oOHapyxxeHust Jojei 3acTurHyThix aBapueil «CIIAC— MHMKOH»; cucrema
HAOJIIOJIEHUSI U ONpEJEICHUS MECTOIOJOKEHUSI IEepCoHaja B TMOJA- 3E€MHBIX
BbipaOoTkax «2CIII'T41»; cucrema reopu3HUECKUX M  CEHCMHYECKHX
HAOJIOZICHUM; CHUCTEMa aBTOMATU3WPOBAHHOTO  YIMPABIEHUS U KOHTPOJS
HAaCOCHBIMHU YCTaHOBKaMH; cucTeMa onepaTtuBHou paguocsszu TIIIC.

OAO «Illaxta AnekcueBckas»: B 2017 roay BBejeHa B pabOTy cucTeMa
«Paguyc—2» u mnoacucrema «Pagny- Ckan»; NpUMEHSETCS TPOMKOTOBOPSIIAs
aBapuiiHas CBS3b C MOJATOTOBUTEIBHBIMU U OUUCTHBIMU 32005iMU — «IIITCH4».

st moBbitieHus: 3((PEKTUBHOCTH PabOThI B BOMPOCAX MPOMBIILICHHON
0€30MMacHOCTH U OXpaHbl TpyJa YTBEpKJleHa U BBejaeHa B aeiictBue «llonauTuka B
obsiactu oxpanbl Tpyaa» npukazoM no Komnanuu Nel82 ot 27.12.2011r. LHensamu
MTOJIMTUKU SIBJISTFOTCS:

—  CHW)XEHHME MPOMU3BOJCTBEHHOIO TpaBMaTU3Ma U NPO(eccCHOHaTbHOM
3a00J1€BAEMOCTH  MOCPEACTBOM JOCTHXKEHHUSI TEXHUYECKM MPUEMIIEMOIO U
HIKOHOMUYECKH OOOCHOBAHHOTO YPOBHS PUCKA;

—  TIOCTOSIHHO€ COBEPIICHCTBOBAaHUE pPaOOYUX MECT [JIsl TOBBIIICHHS
0e30MacHOCTH TPY/la U yIy4dllleHUs MPOU3BOJACTBEHHOMN Cpebl;

—  COOTBETCTBHME OpraHM3ali Tpyda, OOOpPYAOBaHHS U TPOIECCOB
MIPOU3BOJICTBA TPEOOBAHUSM 3aKOHOJATEIHHBIX HOPMATHUBHO- MPABOBBIX AKTOB TIO

OXpaHe TpyJa.
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UneHsl KOJUIEKTHBA — 3TO HauOOJee LEHHBIM pecypc KOMIaHUH, KOTOPHIMA
o0ecreurnBaeT BBICOKOTPOU3BOAUTEIBHYIO Pa0OTy M TOKa3aTeld JEATEIbHOCTH.
s Toro, 4yToObl pabOTHUKHM paboTanu A(PGEeKTUBHO, I HUX JOJDKHBI OBITh
CO37aHbl COOTBETCTBYIOLIME YCIOBHS, 4YTO HAXOAUT OTPAXKEHUE B pPaMKaX
peanu3yeMbIX COUAIbHBIX MPOrPaMM.

IIporpammbl 0310poBJIeHHsI PA0OTHUKOB M YWICHOB MX CeMeid; Omiara
NyTeBOK Ha OTAbIX. PyKOBOJCTBO YIien0oObIBAIONIUX NPEANPUATUN YACNsSeT
OOJbIIIOE BHUMaHWE HE TOJBKO HApaIlMBAHUIO TEMIIOB MPOU3BOJICTBA, HO H
CO3JaHUI0  KOM(OPTHBIX  ycnoBUM  Tpyda. IlodHOCTBIO ~ OTCYTCTBYET
3aJI0JDKEHHOCTh 1O 3apa0OTHOM IUIaTe, €€ YPOBEHb IO CPAaBHEHUIO C JAPYTUMHU
maxtamu Ky3bacca mo-mpexkHemy ocrtaércs BbicOkuM. 3a 2017 ron
CpeaHeMecsiuHas 3apa0oTHasi IjiaTa OJHOr0 PpaOOTHHUKA MO YIJIeAOOBIBAIOIIUM
npeanpusatuaMm Komnanuu cocrasuiia 33 749 pyoineit.

B nononHUTENbHBIN COIMANbHBINA MaKeT paOOTHUKOB MPEINPUATUS BXOIUT
olylaTa MyTEBOK HAa OTHABIX TPYASAIIMXCA M WIEHOB MX CEMEH, BBIIUIATHI I10
Tapu(HOMY COTJAIICHUIO TPH BBIXOJIE HA TIEHCHIO, BBIMIATHI MaTepUATbHOU
MOMOILM K MPa3AHUKAM, BBIMIATHI PA30BbIX MOOIIPUTEIBHBIX MPEMUN PA3THUYHBIM
KaTeropusaM TpyIsALmXxcs 3a JOOPOCOBECTHBIN TPYI.

OOmass cyMMa CONpPOBOXKJEHHUS COLMAIbHBIX MpPOrpaMM IO BCEM
npeanpusatusm Komnanuu 3a 2017 rox coctaBumna okosio 200 mitH. pyo.

Kpome TOro, mmeroT MecTo TpaJUIMOHHBIE MOAAPKHU JIMOO JEHEXHas
BBIIIATA KaXJA0My wieHy KojuiekThBa Ha [lacxy, ko [nro Illaxtépa m HoBomy
lony.

B 2017 romy mo-mpexHeMy yIETSUIOCH  OOJbIIOE  BHUMAaHHE
O370POBUTENBHONW MpOTrpaMMe TPYIAIIUXCS — MEIUIMHCKOMY CTPaXOBAHUIO
(OMC, IMC, cTpaxoBaHuE€ OT HECYACTHBIX CIy4aeB), CAHATOPHO- KYpPOPTHOMY
nedeHnto. CIEeKTp yCIyr N0 CTPAXOBAaHUIO TPYASIIMXCS PETYISPHO PACIIUPSAETCS,
OJs1larosiapsi KOHTPOJIIO HAJl AOTOBOPAMHU CO CTOPOHBI aIMUHUCTPALIMH TPEATPUSITHIA

u nipodcorozHoi opranuzaruu. [Ipeanpusarus Komnanum KOMIEHCHUPYIOT JIeUCHUE
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U TpOoTe3upoBaHHEe 3yOOB CBOMM TpyAsimuMmcs. brarogaps 3akitoueHHOMY
KOJUIEKTUBHOMY J0ToBOpYy, HaunmHas ¢ 2010 roma, Tpyasmuecss npeanpusaTus
MMEIOT BO3MOXHOCTh OTJbIXaTh U MOIPABISTh CBOE 3/I0POBbE 3a mpenaenamMu PO
Ha TeX K€ YCIOBUAX, 4TO W B Poccum, omiaumBas AECATYIO YacTh CTOMMOCTH
MyTEBKHU.

Exerogno paspabaThiBaeTCsi W OCYIIECTBISIETCS MporpamMma JIETHETO
JETCKOrO OTAbIXa. boybllloe BHUMaHHUE YAENSETCS BOINPOCAM HMHCTUTYTA CEMBHU:
paboTHUIIAM, HAXOASIIMMCS B OTITYCKE M0 YXOJy 3a PEOCHKOM J0 TOCTHKEHUS UM
BO3pacTa TPEX JIET BBILJIAYMBAETCS €XKEMECIUHOE mocodue B paszmepe 4,5 Tric. pyo.
Y JIOTIOJTHUTENIBHO TIPU POKJIEHUH BbITIJIaYMBaEeTCs 7,5 ThIC. pyoO.

IIo OTHOLIEHNIO K KOCBEHHBIM CTEMKXOJAEpaM TaKXKe peaqu3yeTcsl 4acThb
nporpamMM,  I[EJIbI0  KOTOPBIX  SIBIIAETCS ~ OOECHeYeHHe  MPOBEIACHUS
0J1arOTBOPUTEIBHBIX MEPOTIPUATHIA.

Padora buarorBopurtenbHoro ¢onaa «3apedbe». YcremHo padoTaeT
OylaroTBOpUTENbHBIN  (HOHI «3apeube» g (HUHAHCUPOBAHUS COLMAIBHBIX
nporpamm ropoaos IlonsicaeBo u JlenuHck—Kysnenkuit. OCHOBHBIMH BHJAMU
nestenpHocTH DOHAA SIBISIETCS OKa3aHHWE OJaroTBOPUTENHLHON MOMOIIM COIJIACHO
pa3paboTaHHBIM IpOTrpamMMam:

—  CouunanbpHas NOJJepXkKa IpaxaaH — aJapecHasl 0JaroTBOpUTENIbHAS
MIOMOIIIb;

—  brnarotBopuTenbHas NOMOLIb  OKJKETHBIM  (HEKOMMEPYECKUM)
00BEKTaM;

— CoumanpHasg MNOAAEPKKA W 3alIATA TPaXIAaH — CONCUCTBHUE B
peann3alury HalMOHAIBHBIX M PETHOHAIIBHBIX MPOTPAMM.

— IIporpamma nyXOBHOTO pPa3BUTHS JIMYHOCTH — OJArOTBOPUTENIbHAS
IIOMOILb PYCCKOM MPAaBOCIABHOU LIEPKBU,

— Ilporpamma  AYXOBHOTO  pPa3BUTHSI  —  [POCBETUTEIIbCKUE

MEpOIPUSATHS.
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[Ipoananu3upoBaB cocta nporpamm KCO VK «3apeunas» MOXKHO
OIPEJENNTh, YTO B COCTABE MPOTrpaMM Mpeo0IaaatoT BHYTPEHHHUE POTPAMMBI, YTO
MO3BOJIIET TOBOPUTHh O TOM, 4TO KoMmmIaHMs O4YeHb LIECHUT CBOMX PaOOTHUKOB U
obecrieunBaeT 3a00Ty HE TOJBKO O HUX, HO M O WIEHaX MX CeMel, YTO MO3BOJISET
(OopMHUpPOBATH MOJOXKUTEJIBHBI UMUK KOMIAHUM B IJ1a3aX >KUTEJIEH TOpOJIOB.
[Tpumepsl nepeurcaeHHbIX MEPOIPUITUN MO3BOJISIIOT YBUJIETh BBICOKUI YPOBEHb
COLIMAJIBHOM OTBETCTBEHHOCTH KOMIIAHUM, KOTOpas CTPEMUTCS HE TOJBKO K

00ecCIeyeHuIo MOAACPKKU BCEX YPOBHEU CTEHKXOIEPOB.

4.2.3 3arparbl Ha peaJu3alMI0 NPOrPaMM  KOPIOPATHBHOM

COLIMAJIbHON O0TBETCTBEHHOCTH

3arpatsl Ha peanuzanuio mepornpustuit KCO npencrasiens! B Tabnuie 18.

Tabnuna 18 — 3arpatel Ha meponpusitust KCO

Croumocth
Mepornpusrtue Enurua Iena PEATH3atii Ha
U3MEpEHUs IUTAaHUPYEMBIii
epuos

CHuxeHue BIOPOCOB 3arpsI3HAIONINX BEIECTB Tic.py6. 2738425 2738425
B OKPYXaIOUIYI0 Cpeay
Cobnronenne HOpMaTHBOB cOpoca
3arpsI3HSIONINX BEIIECTB B OKPYKAIOIIYIO Tric.py0. 29395,16 29395,16
cpeny

Peanuzanus nporpammel «KoMImeKcHbIN T1aH
MEPOIPUATHH 110 YIYUILIEHUIO COCTOSIHUSA
MIPOMBIIIIIICHHOM 0€301MaCHOCTH U OXPaHbI
Tpyaa»

TrIc.py0. 354472,30 354472,30

[Tporpammel 0310pOBIICHUST pAOOTHUKOB U

.. Tric.py0. 938,15 938,15
YJICHOB UX CEME; OIIaTa MyTEeBOK Ha OTJBIX

[Tomapku u eHEKHBIE BHITIATHI,
MaTrepuaibHasi TOMOIIb, Pa30BbIE Tric.py0. 712,55 712,55
MOOIPUTETHHBIC TPEMUHN

Pabota brarorBoputensHoro gonma Tric.py6. 408694,00 408694.00
«3apeunen

Hroro 821596,41 821596,41
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OO6mme 3arpatel Ha peanusanuio nporpamm KCO B 1eoM 3a 1o OYEHb
3HauuTenbHBIC - 821596,41 ThIC.py0. [Ipexme Bcero 3To cBsi3aHO ¢ MaciiTabaMu
nesitenpHocTH Kommnanum.

HawnOounpmnii yienpHbl BEC B CTPYKTYpE 3aTpaT NPUXOJUTCA HA 3aTParThl,
CBsI3aHHBIE C pabOTON OJAroTBOPUTENHLHOTO (DoHIA «3apeube» - Ha JaHHBIC 11U
KoMmmnaHus Tpatut B roj 408694 Teic.py6. Pabora manHoro ¢onma obecrneunBaer
crabuiabHOCTh paboTel komnanuu B cdepe KCO. Taxxke 3HaunTeNlbHA CymMMa
3aTpaT Ha pean3alyio KOMIUIEKCHOTO TIUIaHa IO YIJIYYIIEHHIO COCTOSIHUS
MPOMBIILJICHHOW 0€30MacHOCTH U oXpaHbl Tpyaa — 354472 Teic.pyo.

MosHO TaKkXe YBUAETb, YTO KOMIAHHUS TPATUT OCTATOYHBIE CYMMBI Ha
peanu3almio IporpamMm 03/J0pOBJICHHUS paOOTHUKOB U WIEHOB MX CEMEH, a TaKxke
Ha MOJaPKU U JICHEKHbIE BBIIIATH — cymMmMapHo 1650 Teic.py0./To.

Takum oOpa3oM, MOXXHO YBHJIETh, 4YTO OOBEM JIEHEXKHBIX CPEACTB,
3arpaunBaeMbix Ha KCO, 1ocTaTtouHo 00JbI10H, YTO CBUIETENBCTBYET O PA3BUTUU

JaHHOU c(epbl.

4.3 Pexomenaauuu no copepueHcrsoBannio Mmeponpusatuii KCO

UccnenoBanue mHbOpMaINK, CBS3aHHOW C PACKPBITHEM CYIIIECTBEHHBIX
TeM u mnokazareneit B YK «3apeunas» mokaszan, 4To OoJbllas 4acTh
AHATMTUYECKUX JTAHHBIX OCBEIIAET BOMPOCKHI MPOMBIIIJICHHOM 0€30MacHOCTH TpyJa
M DKOJIOTHU, HA BTOPOM MECTE HAXOSATCA COIMAJIbHBIC MPOOJIEMBI, KacarolIruecs
CHUCTEMbI B3aUMOOTHOIIIEHUH MepCcOoHala, Jajiee — B3aUMOJICHCTBUE U OTHOIICHUS C
OOIIIECTBOM, KOTOPBIE NCKIAPUPYIOTCS B BUAE MPOTPaMM H MPOEKTOB, MIPHU STOM
0e3 aHanK3a U OLIEHKU 3P(HEKTUBHOCTH COLUATBHBIX NHBECTUIIMH.

B VK «3apeunas», kak 1 BO MHOTHX YTOJIbHBIX KOMIIAHHSX, BBISIBICHO
OTCYTCTBUE IIEJIOCTHOCTA TPAKTOBKHM W OTCYTCTBHE€ CHUCTEMbl B OMNpPEACICHUU
MOAXOJ0B K COITMAIbHONW OTBETCTBEHHOCTH, MPU ITOM JIOMUHHMPYIOT OTJICJIbHbBIC

HarpaBjeHus. B koMmanuu ucnoas3yeTcss Habop moKasareneid, KOTOPBIN SIBISETCS
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VHUKQJIbHBIM JIJI1 KOMIAHMU W TIPU ITOM HE TMO3BOJSET COMNOCTaBISAThH
UH(OPMAITUIO ¢ AHAJIOTUIHBIMUA OTYETAMH JIPYTUX YTOJBHBIX KOMIIAHUH.
HopmartuBnoe perynupoBanne KCO HOMKHO OCYIIECTBISTHCS C y4ETOM
OTpacieBOil cnenu(pUKU U BKIKOYATh YCTAHOBIIEHWE KaUECTBEHHBIX MTOKA3aTENeH U
KOJIM4ecTBEHHBIX MHAMKaTopoB onleHkn KCO. Henoyder oTpacneBoit crienuduxu
U WHJMBUIYaJIbHBIX OCOOCHHOCTEH HE TMO3BOJSET YYECTh MOTPEOHOCTH BCeX
3aMHTEPECOBAHHBIX CTOPOH KOMMaHui. [y GopMUpOBaHUs OTYETOB HEOOXOAUMO
UCIIOJIb30BaTh CTAHJAPTHHIE AITOPUTMBI, KOTOpBIE IIO3BOJIAT PACKPHIBATH
CYILIECTBEHHBIC TEMbI U MMPUOPUTETHBIE 3a7a4M, OTpakasi IeJIOBYI0 aKTUBHOCTh IO
Ha0Opy YHHMBEpCAIbHBIX 0A30BBIX MHAMKATOPOB. JTO MO3BOJIUT ONTUMHU3UPOBATH
cbop, mpeaocTaBieHre U aHanu3 uHpopManuu. HeoOXxoaumo Takke MPUMEHSTH

MCTOJUKH COMAJIBHBIX HHBCCTHHHﬁ.

95



3ak/IroueHue

Jlenonpous3BoOACTBO — 3TO OpraHU3alMOHHEIE, TEXHUYECKUE,
UHPOPMAIIMOHHBIE,  TEXHOJOTMYECKHE  MEpbl, KOTOpble  O0ECIeYynuBaIOT
JIOKYMEHTUPOBAHHE BHYTPUOPTraHMU3AIMOHHBIX TpoueccoB. JlanHas cdepa
JIOCTaTOYHO CJIO)KHAasi B CBOEW oOpraHu3aluu, [JJs 4Yero HeoOX0auMOo
OPUEHTHPOBAThCSI Ha TOBBIIICHHE 3((HEKTUBHOCTU NEATEIBHOCTH MPOIIECCOB,
CBSI3aHHBIX C OpraHu3anue nHpopmanoHHoro oomena. 1o HopmaTuBHOM 6a3oi
COBPEMEHHOTO JIEJIONPOU3BOJICTBA MIOHUMAETCSI KOMIUIEKC 3aKOHOB, HOPMAaTHUBHO —
IPaBOBBIX AaKTOB, METOAUYECKUX JOKYMEHTOB, KOTOpbIE OOECIEYHBAIOT
perjaMeHTalMIo MPOLECCOB, CBA3AHHBIX C CO3JJaHHEM JOKYMEHTOB, 00pabOTKOM,
XpaHEHUEM U NPUMEHEHHEM; C JACSITENbHOCTBIO CIY>KOBI AEIIONPOU3BOACTBA B
LEJIOM.

Jlenonpon3BoACTBO 00€CIEUNBAET JTOKYMEHTHUPOBAHHE XO3SHCTBEHHOU
NeATEIbHOCTH, OPraHU3yeT padoTy ¢ JOKYMEHTAMH, TO3TOMY JTOKYMEHThI MOTYT
paccMaTpuBaThCs KaK OJJHO M3 CPEACTB OOLICHUS B XO3AHCTBEHHOM AESITEIbHOCTH
NPEeANpUATUS, IOPUAUYECKH  OOOCHOBBIBAIOUIME TMpaBa W OO0S3aHHOCTH
KOHTPAareHTOB U BceX OOBEKTOB, KOTOpPbIE BOBJEYEHbI B  IPOLECC
GYyHKIMOHUPOBAHUS OpraHM3aluu. Tak Kak Jirobas oOpraHu3anusi HMeEeT
OIpEJETIeHHbIE TOTOKH JTIOKYMEHTOB, TO, COOTBETCTBEHHO, B MOXHO TOBOPHUTH O
TOM, YTO B HEHW OpraHusyercs JIOKyMEHTOOOOpOT, MOJA KOTOPbHIM B LEJIOM
NOHUMAETCSl JBI)KEHHWE JIOKYMEHTOB C MOMEHTa Cco34aHus (perucrpaunuu,
MOCTYIJIEHUSI B OPraHU3allfio) 10 3aBEPIICHUAX UCIIOJIHEHUS U NIepeAadn B apXUB.

J1enonpon3BOACTBO B OpraHu3aLHH obecrieurBaeT cucrema
CHEeUATN3UPOBAHHBIX OT/ENIOB, K KOTOPBIM OTHOCST CIIy>KOy yNpaBlIeHUS JIeJaMH,
OOIIMI OTIEIN, KaHIENSAPUIO U Pl IPYTHX, KOTOPBIE B IIEJIOM HA3bIBAIOT CITY:KOOM
JEJIONPOU3BOCTBA. Opranuzanusi  J0JDKHA ~— o0ecrneuumBaTh  MOJIXOBI,

MMO3BOJAIOINME COBECPIICHCTBOBATH CHCTEMbBI JCIOIMPOU3BOACTBA, YTO ITO3BOJISACT
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BBITMOJIHATh KOOPAMHALIMIO, KOHTPOJIb U PETyJIUPOBAHUE JOKYMEHTOMOTOKOB, UTO
COOTBETCTBYET MHTEpPECAM OpraHU3aLUU.

B pamkax BKP Obuta mpoananmusupoBaHa cucTeMa JAEJONPOU3BOICTBA
OOO «YronbHass KommaHus «3apedHas». bbUio ompeneneHo, 4To cUcCTEMaA
JICJIONPOU3BOJICTBA B HEU SIBISETCS PACCPEIOTOUYEHHOH, B HEH 3a/elCTBOBAHO
00JIbIIOE KOJIMYECTBO PAOOTHHUKOB OpraHM3alMu. AHaJIW3 JOKYMEHTO0OOpOTa
COTJIACHO KJIACCHU(PUKAIIMU MO3BOJIUI YBUAETH, YTO B IIEJIOM JOKYMEHTOOOOPOT B
OpraHM3alMM PACTET, YTO SIBISIETCS CIEICTBUEM pACIIMPEHUsS JEATEIBHOCTH H,
COOTBETCTBEHHO, 3aKJIOYEHHUS HOBBIX JOTOBOPOB, MPHUBICYEHUS KOHTPAreHTOB;
WU3MEHEHUS] MacIITa00B JAESTEIIbHOCTH; U3MEHEHUSI OPTAHU3AMOHHBIA CTPYKTYPHI.
[Ipoueccsl  OBMKEHUS  JOKYMEHTONOTOKOB B  IIE€JIIOM  SIBIIETCSA  CTPOTO
pErjlaMeHTUPOBAaHHBIMHU, HO OO0Ilee KOJUYECTBO JTOKYMEHTOB, CTPYKTYPHOCTH
OpraHM3aliy, KOJUYECTBO CTPYKTYPHBIX MOPA3IEICHUM CO3/1aeT CIOXKHOCTU B
CUCTEME YIpPABJICHUS JIOKyMEHTOOOOPOTOM, HE€ BCErJa CTPOro OIpeaessieT
OTBETCTBEHHBIX 3a COCTABJIICHHE IJOKYMEHTOB (aBTOPOB), B pE€3yJbTaTe YE€ro Ha
Jr0AEH, KOTOpble OOECHEeUMBAIOT YINpaBICHHE JOKYMEHTOOOOPOTOM B Ipeneiax
CBOEI KOMIIETEHLIUH, BO3JIAraeTCs BHICOKAs HArpy3Ka, B pe3yJIbTaTe Yero CTpagaeT
KayecTBO TpyJa, YPOBEHb MNPOU3BOAUTENBHOCTH. OIHONW M3 Ba)KHBIX MpPoOJIEeM
00O «YK «3apeuHas» sBIs€TCA OJTOE COINIACOBAaHUE TOTOBOPOB, MPHUKA30B,
pacnopsbkeHuid, cnenudukanuii 1 T.4. CBsi3aHO 3TO, B MEPBYIO OuYepelb, C
OTCYTCTBHEM KAau€CTBEHHOW CHUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO00pOTa, B CBS3U
C 4eM BCE JIOKYMEHTBI COrJacyloTCsi BPYUHYIO, Y€pe3 MOJANUCh HEOOXOIUMBIMU
cornacyromuMu.  OTCYyTCTBHE TaKOW CHCTEMBI B YCJIOBHSIX IOBCEMECTHOIO
BHEJPEHUsI WH(POPMALIMOHHBIX TEXHOJOTHI HETaTUBHO CKa3bIBAJIOCh Ha TMOKOCTH
NPEANPUATUS, YCIOXKHSIO M 3aMEJIsIO COIJIacOBaHUE JOTOBOPOB, 00pabOTKY
BXOJSIIINX U UCXOJSAIIUX [TUCEM, BBIITOJIHEHUE IPUKA30B, PACHIOPSHKEHUN U T. 1.

Ha ocHoBanum ananusza npeayiaraemMbix Ha pbiHKe COJ] Obuta BeIOpaHa
cucrema Paydox. Ilocie ananusza comepaHus, (yHKIMOHATA M TEXHHYECKUX

OCOOEGHHOCTEM CHCTEMBI ObliIa IMOATOTOBJICHA TCXHUYCCKAA HNOKYMCHTAIUA,
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npoBejieHa paboTa 1o pa3zpaboTKe M BHEAPEHUIO CUCTEMBI, POU3BEACHO O0yUeHHe
nosip3oBarenieil. BHenpeHwe  cHCTEMbl  3JIEKTPOHHOTO  JAOKYMEHT00OOpoTa
3HAYUTEIBHO MOBBICKIIO 3PHEKTUBHOCTh PabOTHI MPEANPUITHS, COKPATUB BpeMs
COTJIaCOBaHUS JJOTOBOPOB U CHEIU(UKAITHIA.

Onenka s¢¢extuBHoctu COJ1 Paydox nokassiBaeT, 4to BHeapenue COJ]
B MpPaKTUKy palbOThl OpraHU3alud, IKOHOMHYECKH IeJecoo0pa3Ho. DTO JaeT
3HAYNTEIBHYI0 DKOHOMHIO, OOCCICUYMBACT pPEATM3AIUI0 OCHOBHBIX (DYHKITUI

pa6OTHI/IKOB JJIS1 IIOBBIICHUS Ka4CCTBA I[OKYMGHTOO6OPOT8..
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IIpuioxkenune A

CpaBHeHue pyHKuMOHAAa pasanyHbix CI/]

XapaKkTepucTMKH CHCTEMbI

Heno

DIRECT
UM

1C:J10

PayDox

q)yHK[II/lH CUCTECMBbI

Mogaean IJEKTPOHHOT0 TOKYMCHTA

ITonnep:xka pa3IMYHBIX TUIIOB JOKYMEHTOB (IO CTPYKTYpE)

Okcnopt/VIMIIOPT CTPYKTYPHI UCIIOJIB3YEMBIX JOKYMEHTOB

Honuepmxa COCTaBHBIX TOKYMCHTOB

PemakTop perucTpannoHHBIX KapTO4eK

PeFI/ICTpa].[I/Iﬂ JAOKYMCHTOB Ha OCHOBC PYYHOI'O BBOJa

PeFI/ICTpa].[I/Iﬂ JAOKYMCHTOB Ha OCHOBC CKaHUPOBAHUS U
pacno3HaBaAHMs TCKCTA

Perucrpanust JOKyMEHTOB Ha OCHOBE HH(OPMAITHH, TOIYIEHHON
u3 VIHTEpHET 1 110 3/IeKTPOHHOH 1MouTe

Co3nanue 1 XpaHeHue M1a0JOHOB JTOKYMEHTOB

Peructpanust JOKyMEHTOB Ha OCHOBE I1a0JIOHOB IOKYMEHTOB

Peructpanyst kKoH(UASHIMAIBHBIX JOKYMEHTOB

KonTponb Bepcuit 10KyMEHTOB

Benenue crienupukanyii UCoib3yeMbIX TOKYMEHTOB

ABTOMaTHYECKH pacyeT peKBU3UTOB B CrIeH(pUKAIIUAX
JIOKYMEHTOB

Benenue uctopuu 10KyMEHTOB

IMonck 10KyMeHTOB

DopmMupoBaHUEe KPUTEPHEB NTOUCKA/0TOOpa TOKYMEHTOB

IMowuck nen (cocTaBHBIX TOKYMEHTOB)

TTouck JOKYMCHTOB 110 KJ'IaCCI/I(i)I/IKaTOpaM, TEMaTHKaM

I1oJIHOTEKCTOBBIN OUCK I/IH(I)OpMaLlI/II/I B IPUCOCANHCHHDBIX
(I)af/'max, CO3JaHHBIX PA3JIMIHBIMU TCKCTOBBIMHU PEAAKTOPAMHU

ATpI/I6yTI/IBHBII71 IOUCK IO MOJIAM 3JIEMEHTOB PECTUCTPALIMOHHBIX
KapTO4CK, B TOM YHUCJIC U CHCL[I/I(l)I/IKaLII/IﬂM

HHTCJ’IJ’IeKTyaJ’IBHHﬁ ITOMCK I10 JTFOOBIM JIOTHYECKUM BBIPpAKCHUAM
PETUCTPALMOHHBIX KapTOYCK PA3HBIX TUIIOB

[onck TOKyMEHTOB, TPEOYIONIMX BU3bI WIIH YTBEPKIACHHS
COTpYAHUKA

ITouck JOKYMEHTOB € HACTYIAIOLIUM CPOKOM HCIIOJIHEHUS U
MPOCPOUYEHHBIX

ITouck KOHTPOJHPYCMBIX JOKYMCHTOB

Tlouck BHOBB MOCTYNIMBIIUX JOKYMCHTOB

Peanuzanusi J0KyMeHT0060POTA

YBenomiieHue COTPYAHUKOB O HATMIUH/TIOCTYTUIEHUN
JIOKyMEHTOB (peanu3ariis MOIIICKH)

IIpuem u perucrpanus BXOoAsIIEN JIEKTPOHHON
KOPPECTIOHCHIINH (ITOYTOBBIX COOOIIEHHH, (haKCOB)

Peructpanus u oTipaBka UCXOASAILEH 3JIEKTPOHHON
KOPPECTIOHCHIINH (ITOYTOBBIX COOOIIEHHUH, (haKCOB)
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DIRECT

XapakTepuCTHKH CHCTEMbI Hemno UM 1C:10 PayDox
Ilepenaya KOpPECIOHAEHIIMY HA PETUCTPALIMIO U UCIIOJIHEHHE + + + +
JloBenenre MH(GOPMAIMHU 10 CBEJICHUS COTPYAHUKOB + + + +
VY4er u pacchlika UCXOSIIeH KOPPECTIOHICHIIUN + + + +
ABTOMaTH3UpPOBaHHAs PacChUIKa JOKYMEHTOB Ha COIJIaCOBaHMUE, + + +
MOANUCAHUE U O3HAKOMJICHHE
[ToaroroBka »JeKTPOHHOM U OyMasKHOI BEpCUM JOKYMEHTOB s | + + + +
MOAITHCAHUS
CornacoBaHne JOKyMEHTOB + + + +
YTBep)KZ[eHI/Ie JOKYMCHTOB + + + +
Hanosxenue 31€KTpOHHBIX NOANKCEN U PE30IIOLMM Ha + + + +
JIOKYMCHTBI
Peructpauus u pacchuika MOANKUCAHHBIX TOKYMEHTOB + + + +

PeFI/ICTpa].[I/Iﬂ 1 KOHTPOJIb UCIIOJHCHUA KAXKAO0I'O ITYHKTa
JAOKYMCHTa

[Moaneprkka pacnpocTpaHeHHs OMTyOIUKOBAaHHBIX TOKYMEHTOB

ABTOMAaTHYECKOE CIIMCAHUE JOKYMEHTOB U X apXUBaLUsl, C
COXpaHEHHEM BO3MOXKHOCTH OCTYyNA K apXUBUPOBAHHBIM
JIOKYMEHTaM

Pabora c 00bsBIeHHAMY (ONIEpaTUBHOM HHpOpManUe A
COTPYAHUKOB)

MapumpyTuzanusi A0OKyMeHTOB

CBobosiHas nocyeoBaTeIbHasi MapIIPyTH3aLUs JOKYMEHTOB +

CBo6osiHas napajuleabHas MapUIpyTH3aIs JOKYMEHTOB +

CBo0OoHas MTOCIEe0BaTENbHO-TIApAIICNIbHAS MAPIIPY TH3AINST + + +
JIOKYMEHTOB

KoHTposb 10CTaBKM TOKYMEHTA/TIOPYIEHHS UCTIOTHUTEIIIO + + +
(cBoOOIHAS MAapUIPYTH3aLUsl ¢ KOHTPOJIEM MCIIOJHEHHS)

KoHTposs npodTeHns JOKyMEHTa/IOpYUeHHs HCIIOTHUTEIEM + + +
(cB0OOIHAS MapIIPYTU3AIKS C KOHTPOJIEM UCTIOTHEHMSI)

KoHTpoIb BBINOTHEHUS TOPYYEHHS UCTIONHUTENIEM (CBOOOIHAS + + +
MapIIPyTU3aLHs C KOHTPOJIEM HCIIOJIHEHMS)

MounuTopHHT opydeHus (CBOOOJHAS MapIIPyTHU3AIHS C + + + +
KOHTPOJIEM HCTIOJIHEHHS)

N3BeuieHne o HapyIeHUU CPOKOB UCTIOJNHEHHUS IOPYUYEHHUS + + + +
(cBO0OOIHAS MapIIPYTU3ALKS C KOHTPOJIEM UCTIOTHEHMSI)

[IpocMoTp ncTopun MapupyTa JOKyMEHTa/IOPydeHUS + + +
ITonTBep:x1eHIe UCTIONHEHHS TOPYUYCHHUH (KOHTPOJIb KauecTBa +

BBINOJIHECHHS) -

JKecTkast mocietoBaTenbHas MapHIpyTH3ays JOKYMEHTOB + + + +
Kectkas napaiiesbHas MapLIpyTU3anus JOKYMEHTOB + + +
JKecTtkas nocienoBaresbHO-TIapaiebHas MapUIPyTU3aLUs + + + +

JIOKYMEHTOB

Kectkas yciioBHas MaplIpyTU3aLus JOKYMEHTOB

IIpoBepka ypoBHs JOCTYyTIa HCIIOIHUTEIEH B IIpoLecce
MapIIpyTHU3aIiH JOKYMEHTOB

ABTOMaTHUYECKAas MyOIUKAIMs JOKYMEHTOB T10 3aBEPIICHUIO
MapuIpyToB

PegakTop MapuipyTHBIX cXeM (TEKCTOBOH/TpaduyuecKii)

Joonpenenenue mapuipyTa JOKyMEHTOB OTBETCTBEHHBIMU
10JIb30BATEISIMU

Hcnons3oBanue madI0HOB MapLUIpyTOB
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DIRECT

XapakTepuCTHKH CHCTEMbI Hemno UM

1C:10 PayDox

YipasieHre MapIIpyTOM B PEKHME PEAILHOTO BPEMEHU -I + + +

MMoanepaxka HCNOIHUTEIbCKOM JUCHUIVINHBI

®opMUpOBaHKE NOPYUEHUH, 3a5IBOK, 3aIIPOCOB U NaMSITOK +

DopMUpPOBaHKE TPYNIIOBEIX NOPYUEHU I

DOopMUPOBAHKE PETYISAPHBIX IOPYUECHUN

Iloanepxka Lenovek nopydeHui

®opmupoBaHUe MTA0IOHOB OPYICHUH

KoHTposab ucnonHenrs JOKYMEHTOB U MOPY4YEHUN + + + +
KoHTpoIb BBIIIOJIHEHUSI KOHTPAKTOB + + + +
Brigaua HartoMuHaHUI O KOHTPOJILHBIX JOKYMCHTAX, + + + +

MOPYUYCHUAX U CPOKAX UX MCIIOJHCHUA

Perucrpanus v KOHTPOJIb UCIIOJHEHUS KaXX/10T0 ITyHKTa
JIOKYMEHTa

KiaueHTBI 1 KOHTAKTBI

Benenue xkapToTeku KIMEHTOB OpraHU3aluu + + + +

Benenne na(opMaIiiz 0 KOHTAKTax ¢ KIMCHTAMH OPTaHU3aIIH + + +

IMoxnep:kka qeMOBBIX KOHTAKTOB M COOBITHIA, CBI3aHHBIX C + + +
KJIIMEHTAMH

[TnannpoBanye OyayIINX KOHTAKTOB M KOHTPOJb MX BBIIOJHEHHUS + + +

Benenne cnpaBoyHoii nHpopMauuu

Benenne CIIpaBOYHHKA OpraHU3alluNu (OpraHI/ISaHI/IOHHaﬂ + + + +
CTPYKTypa)

Benenue cnpaBouHHKa COTPYAHUKOB OpraHU3aluu + + + +

Benenne cnpaBouHHKa-pyOpHUKaTOpa JOKYMEHTOB + + + +

Benenne cipaBOYHHKOB THIIOB TOKYMEHTOB M THUIIOB OIIEpaInit + + +

Benenne cripaBOYHHKOB KOHTPAreHTOB (MIPEAIPUSATHS-KITUCHTEL U | + + + +
COTPYAHUKH)

®opMHUpPOBaHUE 0TYETOB

Hcnonp3oBaHue BCTPOSHHOTO KOHCTPYKTOpa (TeHEepaTopa) + + + +
OTYETOB

[ToaroroBka crnpaBoK, CBOJIOK U CIIMCKOB IO IOKYMEHTaM, + + + +
TEMaTUIECKUM pyOpHKaM

DopMHUPOBAHKE OTYETOB MIPOU3BOJBLHOTO COCTaBa U CTPYKTYPbI + + + +
110 chopMHPOBAaHHON 1TOI00PKE TOKYMEHTOB

®opMHUpPOBaHUE CIPABOK IO THUIIAM JIOKYMEHTOB, O + + + +
HCIIOJTHUTEIISM, II0 KOHTPOJIEpaM

Kommexcnas OIICHKAa COCTOAHHUA NCJI B OTHOIICHUHN
HCIIOJTHHUTEIIECKOM JUCHHUITIINHBI

JlomonHUTENbHBIE (YHKIIMH CHCTEMBI

Yuer (l)ﬂHaHCOBl)lX U IVIATEKHBIX TOKYMEHTOB

dopMupoBaHre GUHAHCOBBIX M MJIATEIKHBIX TOKYMEHTOB
OpraHu3aIuu

ITnanupoBanue Or0HKETa OpraHu3aluy OyAYIINX NEPUOIOB

OrieHka BIUSHUS pa3padaTbiBaeMbIX (MHAHCOBBIX U TIATEKHBIX
JIOKYMEHTOB Ha OF0JKETHI OYAYIIUX NTEPHOIOB

NuTerpanus ¢ 1C
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DIRECT
XapakTepuCTHKH CHCTEMbI Hemno 1C:10 PayDox
VYyer OanaHca maTexel Mo (GUHAHCOBBIM U IUIATSKHBIM +
JOKYMEHTaM
ApPXUTEKTypa CHCTEMBI

CTpoeHue cHCTEMBI
MHoros3bIKOBast NOJJICPKKA + + +
MopynbHOCTB + + +
IToanepsxka Internet-TexHonoruu Jlts + + +

MOUCK
a

Tonnepxusaembie CYB/] MS MS SQL MS SQL | MS SQL
SQL Server, Server,
Server Oracle Access
)
Oracle

MacmTadupyemMocTb CHCTEMbI + + + +
Pa3BuBaemMoCTh CHCTEMbI + + + +
OTKpBITOCTH CHCTEMBI
Hasnume oTKpbITHIX HHTEpdECOB + + + +
WHTerpanus ¢ kopropaTuBHbBIM web-caiiTom -I + +
MHrerpanus ¢ KOpIOpaTUBHOM 3JEKTPOHHOM MOYTOM + + + +
WuaTerpanus ¢ 0pUCHBIMA TPUIOKECHUSIMH + + + +

WHTerpanus ¢ kopnopaTUBHBIMU NpriiokeHussMu 1 CYBJ] + + + +
YnpasisieMocThb cUCTeMbI
IMonnep>xka HEeHTpaIN30BaHHOHN YCTAHOBKH U HACTPOHKHU + + +
CHCTEMBI IO JIOKAJIBHOU CETH
IMonnep>xka HeHTpaIN30BaHHOHN YCTAHOBKH U HACTPOMKHU + + +
cucreMbl yepes Internet/Intranet
PacnpeneseHHOCTH cUCTEMBbI
[Tonneprkka TeppUTOpUATIbHO-YNAJIEHHBIX MOApa3AeIeHUI + + + +

IMoanepxka yaaneHHbIX (MOOMIBHBIX) MONb30BaTeNnei (B on-line | + + + +
pexxume)

[Moanepskka pacrpeeaeHHbIX 0a3 JaHHBIX + + + +
3amMIeHHOCTh CHCTEMBbI
[Topneprkka 3alIMTHI HA YPOBHE ONEPAIMOHHOMN CUCTEMBI + + + +
ITonnepsxka 3a1UThl HA YPOBHE NPOTOKOJIOB UCIIOJIb3YEMBIX + + + +
CYB[

[Moanepsxka 3amuThl HA ypoBHE Hcoyib3oBanus D11 + + + +
IToxnep:kka 3aIIUTHI HA YPOBHE HCIIOIB30BAHUS +
KpUNTOrpa)iIecKuX arOpuTMOB
Tlonnepsxka 3amuThl HA YPOBHE aBTOPHU3ALIMH M10JIb30BaTENeH + + + +
CUCTEMBI
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Hpuioxenne b

CpaBaenue COJl no ueHOBOMY AHANIA30HY

Iloka3aTenp - TpeGoBaHME K CHCTEMe DIRECTUM 1C:/loxymeHT0000pOT PayDox
1 2 3 4 5 7
TexHuyeckue TpeOOBAHUS
APXHTEKTYpa CHCTEMBbI
BosmoskHOCTB 3KCIuTyaTanny Ha 150 400 000 + 587 000 1 185 000
10JIb30BATENEH
KimeHt cepBepHas cucrema 50 000 + 84 000 B COCTaBe
Bo03MO0XHOCTE HCTIOIB30BaHus B KauecTBe bJ] MS +
SQL 2014
B03MO0XHOCTB HCIIOIB30BAHUS MHOXKECTBA +
opraHuzanuil
[onnepxka ymaneHHBIX (MOOIHHBIX) 60 000 + 60 000
moJyik30Baresel (B on-line pexmme)
MexaHu3MBbl HHTETPALHH CHCTEMbI
Hamnge Web HHCTpYMEHTOB JIJIsl HHTETPALUU +
Hanmmane mexanmsma ntHerparun ¢ 1C:YIIII mo 600 000 + 300 000 300 000
JIOKyMEHTa
Hanuune mexanu3ma utHerpaimu ¢ Web caiitom +
Hannuue mexanusma utHerpaiuu ¢ MS +
Exchenge u Outlook
Hannune mexanu3ma utaerpaimu ¢ MS Outlook +
Hanmnumne mexannsma ntHerpanuu ¢ PayDox no 600000 | + 600 000 100 000
nokymenra (Tpebosanue YK)
Hannumne kouBexktopa MS Office +
Hanuune xousekropa PDF | Gpeg +
MexaHU3MBbI 3ALUTHI CHCTEMBI
ITonnepsxka 3alUTI HA YPOBHE ONIEPALIUOHHON +
CHCTEMBI
IMoanepikka 3alUTHL HA YPOBHE MPOTOKOJIOB +
ucnons3yemsix CYB/]
[Moanepikka 3aIUTHl HA YPOBHE UCIIOJIb30BAHUS +
QI
[Nonnepskka 3alUTHI HA YPOBHE UCIIOIB30BaHUS B + 30 000 B COCTaBe
KpUNTOTpaQpUIECKUX aNTrOPUTMOB cocTaBe
[Monnepskka 3alMTHL HA YPOBHE aBTOPU3AIHH +
TOJTb30BATENICH CHCTEMBI
H3MeHsieMOCTH 1 Pa3BUTHE CHCTEMBI
Hanuame pyccKoro/aHTIIHICKOTO S3BIKA B SI3BIKE +
MIPOTPaMMHPOBAHHUS
[onnepkka NEHTPATU30BAHHONW YCTAHOBKH U +
HACTPOUKH CHCTEMBI 110 JIOKAILHOU CeTH
[onnepkka NEHTPATU30BAHHONW YCTAHOBKH U +
HACTpOHKH cucTeMsl uepe3 Internet/Intranet
Heo06x01nMOCTh B JOCTYIHOCTH Pa3padoTINKOB +
HCH cucremsl
Hanuuue cripaBouHMKa OpraHU3aliu +
(opranm3annoHHas CTPYKTypa)
Hanuuue cipaBovyHUKA COTPYIHUKOB +
OpraHu3aiiu
Hanuuue cripaBouHMKa COTPYTHUKOB THIIOB U +
BHJIOB JOKYMEHTOB
Hanuuue cipaBouHMKa KOHTPAreHTOB (JIaHHbIE +
KOHTPareHTOB M KOHTAKTHBIX JIUIY)

DyHKIMOHAJIbHBbIE TPe0OOBAHUS

Padora ¢ noxyMeHTaMHu
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IMonnep:kka pa3IUYHBIX THIIOB JOKYMEHTOB (I10
CTPYKTYpE)

OkcropT/MIMIIOPT CTPYKTYPHI UCTIONIB3YEMBIX 40 000
JOKYMEHTOB
IMoanmepKKa COCTaBHBIX JOKYMEHTOB
PemakTop perncTpannoHHBIX KapTOUeK
Peructparust JOKyMEHTOB Ha OCHOBE PyYHOTO
BBOJIA
Perucrparus TOKyMEHTOB Ha OCHOBE 50 000
CKaHMPOBAHUS U PacIIO3HABAHMSA TEKCTa
Peructparust JOKyMEHTOB MOTYYEHHBIX U3
WHTEpHET U 10 ANEKTPOHHON OYTE
Co3pmanue 1 XpaHeHue m1abJI0HOB JOKYMEHTOB
Peructparyst JOKyMEHTOB Ha OCHOBE IIa0JIOHOB
JOKYMEHTOB
Peructpaiyst KOHQUACHIMANIBHBIX JOKYMEHTOB
KoHTponb Bepcuil JOKYMEHTOB
Benenne cienudukanuii NCIIOIB3yeMBbIX
JIOKYMEHTOB
Benenue nctopun T0OKyMEHTOB
[MTonck nOKyMEHTOB 1o KiaccudukaTopam,
TeMaTHKaM
[ToaHOTEKCTOBBII MOUCK HH(POPMAIHH B
MIPUCOETMHEHHBIX (ainax
ATpHOYTHBHBIH TIOKCK IO TOJISIM JIEMEHTOB
PETUCTPAIIMOHHBIX KapTOUeK
WHTennekTyaibHBIN TOUCK 110 JIFOOBIM
JIOTHYECKUM BBIPAXKCHUSIM
ITpoune pyHKIMOHANBHBIE 3a1a4H
Hanmuune monynst st + 80 000 B COCTaBe B COCTaBe
ynpasyeHus: Koppecnonaennueit
Hanmamne momyns s +
OpraHW3aIIH A€M U YIPaBICHUS]
XpaHEHHEM JJOKYMEHTOB
Hanmawe momyns mis + 300 000 B COCTaBe B COCTaBe
ynpasiuenusi JloroBopamu
Hanmune momynst uist +
ynpasnenus [Ipukazamu u
BHYTPEHHEH JOKYMEHTalMEH
Hanwmumne naCcTpyMEHTOB +
HCTIOTHUTENIHON AUCITUTITIHBI
(3agaun)
Hanuune uHCTpyMEHTOB +
OpraHu3aIy OM3HEC-TIPOIIECCOB
2 090 1.p. 1751 T.p. 1 585 T.p.
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Ipusioxenue B

Kaaccupuxanus nokymenToB B Q00 «YK «3apeunas»

No | Tlompazaenenue DOyHKIUU Ucxonmsmne Bxomsmue Buyrpennue
1 2 3 4 5 6
1 | Otnen OTullb | YopaBnenueckas | [IporpamMmsbl, KypHallbl peructpanuu, WHCTpyKiuH, | Pacnopsokenuss  u | [IpaBuna BHYTPEHHETO
NeSTeIbHOCTh IJIaHbI, MATEPUAJIBI ATTECTALINU, AKThI: MPUKa3bl TPYAOBOTO  pacropsiaka,
[Iporpamma BBOJHOTO MHCTPYKTaXKa 110 OXpaHe Tpyaa JOJIKHOCTHBIE
JKypHan perucrtpauyu BBOJHOIO HHCTPYKTaXka. WHCTPYKIIUH,
WNHcTpykiuu 1o oxpane Tpyna st Bcex npodeccuid u pacropsKeHus,
pabounx MecT MOJIOKEHUS, CIy>KEOHbIE,
[Tnan paboThl KOMUTETA (KOMUCCHH) IO OXpaHE TPyIa JOKJIaJTHBIE 3aIIUCKU
[Inan opraHn3anMOHHO-TEXHUYECKUX MEPONPUITHI 1O
YIIYUYILICHHUIO YCIOBUW U OXpaHbl TpyAa
Jluynple  KapTOYKM  yyeTa  BBIIAYM  CPENCTB
WHIUBUTyaJIbHOW 3aIlIUTHI.
Matepuansl 1o arrectaud  pabodyMx MeCT IO
YCIOBUSM TpyJa
[1naH TpOTHUBOMOXKAPHBIX MEPOIIPUATUI
AKTBI IPOBEPKU COCTOSIHUSI OXPaHBI TPY/Ia U Jp.
2 | OKC VYnpasnendeckas | O6muii xypHas paboT, KypHall yuyeTa BbIIIOJIHEHHbIX | Jlorosopa, Pacniopsxenus,
NEeSATEIbHOCTh paboT, aKkT 0 ciaye B IKCIUTyaTallli0 BpeMEHHOTO (He pacmlopsDKeHUs | | CIy)KeOHbIe,  JOKJIaTHbIC
Kommepueckast | TUTYIBHOTO) COOPYKEHHUS, aKT MPUEMKH 3aKOHUYEHHOTO | TIPUKa3bI 3aMUCKU
NesATEIbHOCTh CTPOUTENILCTBOM 00BEKTA, aKT MIPUEMKHU 3aKOHYCHHOTO

CTPOUTENILCTBOM 00BEKTa IPUEMOYHOM KOMUCCUEH, aKT
O IPUOCTAHOBJICHUU CTPOUTENBLCTBA, aKT O
IPUOCTAHOBJICHUH MTPOEKTHO-U3BICKATEILCKUX PadoT
10 HEOCYHIECTBIIEHHOMY CTPOUTENIBCTBY, Pa3pEIICHUs
Ha CTPOUTENLCTBO, pa3pellieHns Ha BBOJ 0OBEKTa B
DKCILTYaTaluIo U JIp.
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dunancosoe
yIpaBJICHHUE

VYnpasiendyeckas
NeSITeIbHOCTh
Kommepueckas
NEeSITeIbHOCTh

Kommiekc Oyxrantepckux 10kyMeHTOB: [IpuxoaHbIid
KacCCOBBIM OpJIEp, PACXOAHBIN KaCCOBBIN OpED,
HaKJIaJHast, CYeT — (PaKTypa, pacueTHO — IUIaTeXKHAs
BEJIOMOCTb, aKT PUEMKH — ITepeIadll 00bEKTOB OCHOBHBIX
CPEICTB, BEIOMOCTh HAUHCIICHUSI aMOPTH3aIlUH, TOBAPHO
— TpaHcHopTHas HakiajaHas, pacuer @CC u ap.

OTtueTsl prHAHCOBOM (OYXTanTepCcKON OTYETHOCTH):
Oyxrantepckuii OaaHc, 0T4eT 0 (HHAHCOBBIX
pe3ynbTaTax U Ip., CTaTUCTUYECKUE OTUYETHI, OTUYETHI B
HAJIOTOBBIC OPTaHbl, BHEOIOKETHBIE (DOH/IBI

Kommiekc
OyXranTepcKkux
JTOKYMEHTOB

Pacniopsikenusi, aBu3o0,
ciryxeOHbIe, JOKIJIaTHbIC
3aITUCKH

DHepro —
MEXaHHYECKOE
yIpaBJICHUE

VYnpaneHueckas
NeSTeTbHOCTh
Kommepueckas
NeSTeIbHOCTh

JloroBopa, aKThl O BBIIOJHEHUH pPabOT, HapsSAbl Ha
BBIIIOJIHEHWE paboT, Trpaduku mpoBeaeHus pador,
nacropra oOBEKTOB, IUIAHBI, MPOCKTHAs JIOKYMEHTAIIHS,
KypHajabl ~ y4deTa, HWHCTPYKIMH 1O  OSKCIUTyaTaluu
SHEPrOyCTAaHOBOK, HapsA/bl — JOMYCKHU, ONEpaTHUBHBIN
KypHajl;, OSKypHal1 ydera paboT 10 HapsjgaMm H
PACTIOPSDKEHUSIM; KYpPHAJ PEJICHHOMN 3alIUThl, aBTOMaTUKH
U TEJIIEMEXaHUKH; JKYpHAJl ydeTa 3JIeKTPOOOOpYIOBaHUS;
KaOeNbHBIH  JKypHQJI,  MECTHas  HMHCTPYKIHMS IO
MPEAOTBPALIEHNUI0O W JUKBUAAIMU aBapuid; TepeyYeHb
CIIO)KHBIX  ONEPAaTUBHBIX  MEPEKIIOUeHUi;  OmaHKU
MIEPEKIIFOUECHUHN U .

OTtyeTnl
NoApa3IeICHUM

Pacniopsixenust,
HOJIOKEHHUS,  CIIy>)KEOHBIE,
JOKJIaJIHbIE 3aUCKU

Otnen o
pabore c
MEPCOHAIIOM

anaBnqueCKaﬁ
JACATCIBHOCTD

[lpuka3zel MO JMYHOMY COCTaBY, O>KypHJIbl ydeTa |
peructpann, TPYAOBBIC KHUXXKH, TpPYAOBBIC JOroBopa,
KOIIMM MPUKA30B M0 JMYHOMY COCTaBY, JIMUHbIE KaPTOUKH
pabOTHUKOB, JHUYHBIE Jesa pabOTHUKOB, Taleiab y4yera
pabouero BpeMeHH

[Ipukassl
OCHOBHOM
JEATEIIbHOCTH
OpraHu3aIu

o

Pacnopsixenus,
CITyKeOHBIE,
3aUCKH,

JOKJIaJTHbIE
KYpHaJIbL:
perucrparus TPYIOBBIX
JIOTOBOPOB,  PETUCTPALIUA
MIPUKA30B O MIPUEME U Tp.
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Cnyxba VYnopasnendeckas | Paciopsbkenuss 1no  obecrneueHUI0  0€30MacHOCTH [Tonoxxenue 00  otnene
0€30MacCHOCTH JeSITEIbHOCTD 00BEKTOB 3aLUTHI. pEeXKHMMa U OXPAHBI.
I'paduku paboT cimyxOb1 6€30MMaCHOCTH. [Tonoxxenne 0  cekTope
AKTBI OCMOTpa OOBEKTOB OXpaHBbI. pexxuma.
[TonoxxeHue 0  cekrope
OXpaHBI.
[TonoxxeHue o cHenUaTLHOM
OTJeE.
[Tonoxxenue 0  Trpymnmne
MKEHEPHO-TEXHUYECKON
3aIUTHIL.
[Tonoxxenue 0 rpymnme
6e30macHOCTH BHEIITHEH
JIESITETTLHOCTH.
AnmuHHCTpanus | YpaBieHuecKas IIpuka3sl 1O  OCHOBHOM
JeSITeTbHOCTD NESITETPHOCTH W JTHYHOMY

COCTaBYy, pacropsKeHus,
IIoAIIMCHU Ha JOKYMCEHTAax
MOAPAa3ACIICHUN
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Ipuiaoxenue I'

dopMaT HOMEpPOB

Kareropus
JIOKYMEHTA

[Tpumep popmara
HOMEpa

Pacmmdposka

2

3

4

Bxomsmue
JIOKYMEHTBI

BJI/1113-2017-2

BJI — cokpaiiieHue kaTeropuu 10KyMeHTa;
I3 — cokpaienre opraHu3ali B KOTOpon
pEerucTpupyercs JOKyMEHT;

2017 — Texymmii TO;

2 — MOPSIAKOBBINA HOMEP

HUcxonsamme
JIOKYMEHTBI

[poext NCX/I1I3-
2017-2
NCX/1113-2017-2

Jo perucrpanuu Mcxoasmero nucbMa emy
NPUCBAaNBACTCS MPOSKTHBIA HOMEP.
PaccuuThIBaeTCs 1o aHAJIOTUYHOMY TIPABUITY.
NCX — cokpallieHue KaTeropuu J0KyMEHTa;
13 — cokpalieHre opraHu3aluuu B KOTOpOu
PETHCTPUPYETCS TOKYMEHT;

2017 — Texymwmii TO;

2 — IOPS,IKOBBIA HOMEP

[Ipuka3

[Ipoexr
IMTPUKA3A/II3-
2017-2
I[MTPUKA3/1113-2017-
2

Jlo MOMEeHTa perucTpanuu J0KyMEHTY
MIPUCBAaUBACTCS MPOSKTHBIA HOMep. Pacuer
HOMEpA MPOXOUT MO0 AHATIOTUYHOMY MPABUITY.
[TPUKA3 — kaTeropusi JOKyMeHTa;

13 — cokpalieHre opraHu3aluuu B KOTOpOu
pErucTpUpyeTcs JOKYMEHT;

2017 — rexymmii TO;

2 — MOPSIAKOBBIA HOMEP

Pacniopsixenue

PACII/11I13-2017-3

Jlo MOMEHTa perucTpalnuu JOKyMeHTY
MIPUCBAMBACTCS MPOCKTHBIN HOMEP.

PACII — cokparieHne KaTeropuu JOKyMEHTa,
III3 — cokpaienre opraHu3alui B KOTOPOH
pErucTpupyeTcs JOKYMEHT;

2017 — Texymwmii TO;

3 — MOPSIAKOBBIN HOMEP

Horosop
MOCTaBKH

TIOTOBOP.II/III3-
2017-2

JOI'OBOP.II — HanMeHOBaHNE KaTErOPUHU
JIOKYMEHTA;

III3 — cokpaienre opraHu3alui B KOTOPOH
PETUCTpUpPYETCS JOKYMEHT;

2017 — Texymwmii TO;

2 — IOPSIAKOBBIM HOMED.

HoroBop ycayru

JOT'OBOP.V/1I3-
2017-2

JOI'OBOP.Y — HanMeHOBaHME KaTErOpUu
JIOKYMEHTA;

[II3 — cokpailieHre OpraHu3aluy B KOTOPOil
pErucTpUpyeTcs JOKYMEHT;

2017 — rexkymuii ToxI;

2 — IOPS,AKOBBIM HOMED.

BryTrpennuit
JI0OTOBOP

BH.JIOT OBOP/I113-
2017-2

BH.JIOT'OBOP — HannmeHOBaHME KaTETOPUH
JIOKYMEHTA;

113 — cokpailieHre OpraHu3aluy B KOTOPOM
PETUCTPUPYETCS JOKYMEHT;
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2017 — Texymmii rop;
2 — IOPS,AKOBBIM HOMEP.

Homnomuurensuoe | JOIT/1113-2017-2 JOII — cokpaiieHrue KaTeropuu J0KyMEHTa;
COTIJIallIeHue 113 — cokpamienne opraHu3aiy B KOTOPOi
PETUCTPUPYETCS TOKYMECHT;

2017— Texymmii rox;

2 — TIOPSIAKOBBIA HOMEP.

Crneuuduxammst | JOT'OBOP.IVII3- | JOI'OBOP.I1 — HaumeHOBaHHE KaTETOPUHU
2017-2/CIIEK. 01 JIOKYMEHTA;

I3 — cokpaienre opranu3alui B KOTOpOon
pEerucTpupyercs JOKyMEHT;

2017 — Texymmii TO;

2 — MOPSIAKOBBIN HOMED.

CIIEK — cokpaiiieHrue KaTeropuu JIOKYMEHTa;
01 - mopsiaKOBBIN HOMED CIICIU(PUKALIIH

TKA TKA/III3-2017-002 | TKA — Bua 1OKyMEHTa;

113 — cokpaieHre opraHu3alui B KOTOPOr
pEeTUCTPHUPYETCS TOKYMEHTA;

2017 — rexymuii rof;

1 — nopsiaKOBBIN HOMED
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Hpuioxenne |

Hepapxus kaTeropui

Haumenosanue
OpraHu3alu

Kareropus
JIOKYMEHTA

[IpaBa nocrymna

2

3

4

Kommanus

Bxongiue
JIOKYMEHTBI

Perucrtpatopsl, Ciucox 03HaKOMJICHUS],
Ucnonuutens, Kontponep. JlonoiHUTEIbHBIE
M0JIb30BATENM — MpaBa BbIaeT Perucrparop.

Ucxonsmue
JIOKYMEHTBI

Astop PK, Cornacyromiue, Y TBepKIat0INM,
Peructparop, JlonoiHUTENbHBIE IOJIB30BATENH —
noctyn BeigaeT Arop PK, YTBepxkaaronuii,
Peructparop.

IIpukasbl

Agtop PK, Cornacyrormiue, Y TBepKIat0MIni,
Perucrpatop, Mcnonuaurens, Kontpoep,
JlonoHUTEIBHBIE MOIB30BATENN — IOCTYII
BbiaeT ABTop PK, YTBepxkarommuii,
Perucrparop.

Pacnopsixenust

Astop PK, Cornacyromue, Y TBepKIaroui,
Perucrparop, Mcnonuurens, Kontpourep,
JlononHUTENbHBIE MOJIB30BATENN — TOCTYI
BoiiaeT ABTop PK, YTBepxnarommii,
Peructparop.

Horosop

Agtop PK, Cornacyrormiue, Y TBepKIar0Ini,
Perucrparop, Mcnonuurens, Kontpoep,
JlonoHUTETBHBIE TTOB30BATENN — IOCTYII
BbiiaeT ABtop PK, YTBepxnaromuii,
Peructparop.

bunnan 1

Bxongmue
JIOKYMEHTBI

Peructparops! (rpynna «Peructpatopsl ®uinana
1), Criucox o3naxomiienus (Ilonb3oBarenu
®unuana 1), Ucnonuutens (ITons3oBarens
@unuana 1), Kontponep (Ilonb3oBarens @unuana
1), lononHUTENBHBIE TTOJIB30BATENN — JOCTYII
BoiaeT ABTop PK, VTBepknarommii,
Perucrparop.

Ucxonsgmme
JIOKYMEHTBI

Astop PK (Ilonb3oBarens @unnana 1),
Cornacytromue (ITonp3oBatenu @unuana 1 u
Komnanumn), YBepxkaatomuii (ITons3oBarens
@uimana 1 nnn Komnanum), Perucrparop
(rpynna «Peructparopsl ®@unuan 1),
JlononHUTENBHBIE IOJIB30BATENN — IOCTYI
BeiaeT ABTop PK, VTBepknarommii,
Perucrparop.

[Ipuka3zbr

Astop PK (ITonb3oBarens @unnana 1),
Cornacytomue (ITonp3oBatenu @unuana 1 u
Komnanum), YTBepxkaatommii (ITons3oBarens
@umana 1 nnmn Komnanum), Perucrparop
(rpynna «Peructparopsl ®@unuan 1)
Wcnomuutens (ITonszoBatens Ounnana 1),
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Kontponep (ITons3oBatens @unuana 1),
JlomomHUTEIHHBIC TIOB30BATENN — IOCTYI
BbiaeT ABTop PK, YTBepxkarommii,
Perucrparop.

Pacnopsixkenus

Asrop PK (ITone3oBatens ®unmana 1),
Cornacytomue (ITonb3oBatenu Gunuana 1 u
Kommanun), YTBepxaaronuii (ITonb3oBaTens
Ounuana 1 win Komnanun), Perucrpatop
(rpynma «Peructpatopsl dunuan 1)
Wcnonnutens (ITonpzoBatens @unuana 1),
Kontponep (ITons3oBarens @unuana 1),
JlonosHUTEIbHBIE MOIB30BATENN — IOCTYII
BbiaeT ABTop PK, YTBepxkarommii,
Perucrparop.

Jorosop

Agtop PK (IToas3zoBarens @ununana 1),
Cornacytomue (ITonb3oBatenu Gunuana 1 u
Komnanumn), YBepxkaarommii (I[Tons3oBarens
Ounnana 1 wim Komnanun), Perucrpatop
(rpynna «Peructparopsl_ ®unman 1),
Ucnonuutens (ITonpzoBarens @unuana 1),
Kontponep (ITons3oBarens @ununana 1),
JlomoTHATETBHBIC TIOJTE30BATEIH — JIOCTYI
BbiaeT ABTop PK, YTBepxkarommuii,
Perucrparop.

116




