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PaGora mocBsieHa npobieMe co3aHus aAeKBaTHBIX HHCTPYMEHTAIBHBIX CPEACTB IUIAHUPOBAHUS i HHCTPYMEHTAJIBHBIX CPE/ICTB BHIIOIHECHHUS
OTJIENBHBIX PaboT B cHcTeMe OusHec-mponeccoB. IIpencTaBieHa KOHLENIMS HPOLECCO-OPUEHTHPOBAHHON HH(PPACTPYKTYPBI CHCTEMBI
YIpaBleHUsS OHM3HEC-NIPOIeCCaMU, IPEIOKCHBI CPEICTBAa yHpaBIeHHS Takoil HH(pacTpykTypoil. Ha mpumepe CHCTEMBI JJIEKTPOHHOIO
JIOKyMEHTO000pOTa TUIINYHON OpraHH3aIii IPOaHaIN3HPOBAHEI IPEUMYIIECTBA IIPUMEHEHNUS MPEII0KCHHEIX CPEIICTB.

This work is devoted to a problem of creation adgeplanning tools and performing separated jobls o business process management
system. The process oriented infrastructure cormmepf business process management system is evedidA management facility of such
infrastructure is offered. This problem is perfodnen a system of document circulation. An advantafyenplementation such tools is
analyzed.

BoNBIIMHCTBO KPYITHBIX KOMIIAHUN CTAJIKHBAIOTCS C IMPOOJIEMOM OpraHu3annuy paboT IS BBITOJHEHUS IIPOEKTOB,
wiaHoB M T.n. KoppekTHast opraHu3anusi BBINOJIHEHHS IPOEKTA OINpPEAEIsSeT HEe TOJbKO 3(PQEKTUBHOE YIpaBiCHHUE
KHUBBIMH pecypcamu (UCHONHHUTEISIMH M MEHEDKepaMd KOMIIAHHH), HO M TPaMOTHYIO IUIaHHPOBKY BCex Om3Hec-
MPOLIECCOB OPTaHU3AINH, CBSI3aHHBIX C KOHKPETHOM 3aaueil. Eciam Takux 3a7ad MHOTO, TO Ha TIEPBOE MECTO BBICTYMAET
3¢ dexTrBHOE yIpaBiIeHHEe CUCTEMON OW3HEC-TPOIeCCOB, a KOHKpeTHee — 3P (EKTHBHOE YIpPAaBJICHHUE pecypcamu
npeanpuaTus (Kak JIIOABMH, TaK M TEXHHYCCKOH CTOPOHOH KommaHuu). Bo u3bexaHne yOBITKOB MEHEIKMEHT
KOMITaHHH JIOJDKEH OBITh OCHOBAH HA HE JIOITyCKE MPOCTOEB, MEPETPY30K PECYPCOB M pacdeTe BPEMEHH BBIOIHEHUS
MPOEKTA.

B mpouecce nesTenbHOCTH CHCTEMBI OHM3HEC-TIPOLIECCOB JOMHHUPYIOLIYIO POJIb MI'PAcT aHajIW3 OOCTaHOBKHU, B
KOTOpOH OKa3bIBaeTcs 00BEKT OM3HEC-Tpouecca B JaHHBIH KOHKPETHBIM MOMEHT. OT NMpaBUIIBHOTO aHANIN3a 3aBUCHUT
KOPPEKTHOCTh HPHHSTHS PEIICHHUI 10 JaJbHEHIIEMY MPOABIDKCHHIO 00BEKTa B CHCTEME OH3HEc-mporeccoB (Ousnec-
npouecce). PesympraTomM aHanm3a mpoOlieM TaKOro poJa MOLYT CTaTh CMOJCIMPOBAHHBIC ONPEICICHHBIMH
OpPOrPAMMHBIMH CPEICTBAMH CXEMBI BIDKCHHS OOBEKTOB CHCTEMbI OM3Hec-mpoleccoB (OH3HEC-mpolecca), IpYruMu
CJIOBaMH — [UIaHA BBIMOIHEHHS] KPYITHOTO [IPOEKTa U/MITH OTACIBHBIX paboT.

[MpencraBneHHBIl MaTepuan MOCBSLIEH MpOOJeMEe CO3JaHUS aJIeKBaTHBIX HMHCTPYMEHTAIBHBIX CpPEACTB
mnanupoBanust (MUCII) 1 HHCTPYMEHTANBHBIX CPEACTB BbIMOMHEHHsT oTAenbHBIX paboT (MCBOP) B cucteme Ousnec-
MPOLIECCOB.

1. Onucanme nmponecca 1eATeJIbHOCTH THIMYHOMI OpraHu3anvu

VYnpaBieHue KPYMHBIMU MPOCKTAMH, COCTOSIIAMH U3 OOJBIIOTO YKCIa B3aUMOCBS3aHHBIX Pa0OT, COMPSDKEHO C
pELICHUEM CJIOKHBIX MPOOJIeM UIAHUPOBAHMUS, YCTAHOBJICHHS CPOKOB M KOHTPOJISi, OCOOCHHO KOrJa pabOThl JOJKHBI
BBIMOJIHATHCSL B 33JaHHOM mMmoclenoBareiabHOCTH. Korma peus waer o0 YIpaBlICHHHM CHUCTEMOW OHM3HEC-TPOLIECCOB,
MPEIII0IaraeTcs YTO KPYITHBIC, MaJbIe U APYTHE MPOCKTHI, B OPraHU3aI[H OJTHOBPEMEHHO MOXET BECTUCh MHOXKECTBO.

ITpobnemMa COCTOMT B IUIAHHUPOBAHWH, YNPABJICHHH, KOHTPOJIE M MOHHUTOPUHIE ACATENLHOCTH OpraHHU3alHH,
npeanpusiTysi, PUpMbl, BEAOMCTBA U T.1.

[Mon nmesTenbHOCTREO OyJIeM MOHUMATh COBOKYITHOCTh MPOIECCOB, MPOTEKAOINIUX B opranu3anuu. [Iporecc — 3to
JIOBOJIbHO HIMPOKOE TIOHATHE C TOYKH 3PEHUS eI TEIbHOCTH OPraHu3alHu.

[Ipomecc MOXKET OBITH:

- TEXHOJIOTUYECKUH MPOLECC — Ha MPOMBIIIICHHBIX MPEIIPUATUIX;

- IPOrpaMMHBIH MPOIECC — CBsA3aH ¢ 00paboTKol HH(POPMALMK B HEKOTOPOI CUCTEME YIPaBJICHHs Ha IPEANPUSITHH;

- OpraHM3alMOHHBIN MpOlECcC — MPOLECC IUIAHWPOBAHUS ACSTEIBHOCTH MPEANPHATHS, OTACIbHBIX MOAPa3Ie/ICHHH,
OTJCNBHBIX PadoT;

- CTPYKTYPHBIH HPOIECC — PEeOpPraHu3aIus CTPYKTYPbI MpeAnpusTus (MepcoHasia, MPOMBIIUICHHON IESTENbHOCTH U
T.1I.);

- OU3HEC-MPOLECC — IEMb JIOTHYCCKU CBSA3aHHBIX, MOBTOPSIOUIMXCS JCHCTBHIMA, B PE3yIbTaTe KOTOPBIX HCIOJNB3YIOTCS
pecypcehl TpeanpusiTus st nepepadoTku 06bekta (PU3HUECKH WM BUPTYAIBHO) C [ENBIO JOCTHKEHHUS OMPEAeICHHBIX
HU3MEPUMBIX PE3yJIbTATOB WJIH TIPOIYKIHHA VTS YIOBJICTBOPCHHUS BHYTPEHHNX MJIA BHENTHUX TOTpebuTenei [1].
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2. IlpoueccHblii MOAX0 K YNPaBJeHHIO OPraHu3aluei

OcHopononararonieii 6a3oif COBPEMEHHBIX TOAXOJ0B K YIPABJICHHIO SBISETCSA TPOLECCHBIA MOAXO0J, KOTOPHI
npeanonaraeT onpeaeaeHue Habopa OW3HEC-TIPOIECCOB, BHIMOJHACMBIX B OPraHM3allMd, M JajbHEHIIyr paboTy ¢
HUMH.

Jlnst ompeneneHdst TPOIECCHOTO TOAX0Aa K YIPaBIECHHIO HEOOXOAMMO PAaCCMOTPETH TaK HA3bIBAEMBIM I[HKI
PDCA. DroT UMK yOpaBie€HHs HOCUT Ha3BaHWe <«UUKI JlemMuHra» [2], KOTOpBHIA BKIIOYAET YETHIPE IIara;
anupoBanue npoiecca (Plan);seimonnenne nporecca (D0); ananus nokasarenei s¢pdexruBHocTH npouecca (Check);
KoppekTrpoBKa mporecca (Act). [Ipumep GusHec-mporecca, yupasiseMoro Ha ocHoBe 1ukiaa PDCA, nokasan Ha puc. 1
(cranmapr onmcanus IDEFO, BPWin).

PernamenT BN

\' MM - nokasatenu \

e :
[aHHble ans HaHHble npouecca;
Plan BHYTPEHHEro | M3 — nokasarenu
nnaHuposaHus
Mnanosbie AyanT BusHec- |ayauta 3dhcheKTUBHOCTY;
% MnaHupoBaHue nnw s npouecca 1 YK — aaHHble
> nmwnd A npoLecca 1 A3 § YAOBNETBOPEHHOCTH
6v|3Hec-npoueAc1ca Y KNUEHTOB npouecca
A
Y Do Bbixoabl npouecca 1
B BusHec- Y Check -
0, ouecca
XOfbl MPOLY ,| mpouece 1A2 N AHanus
DanHble L 1 1 nn, Ananus BnapensLa
Y/10BNETBOPEHHOCTM na, Guatec- npouecca NameHeHne
KNMEHTOB npoLiecca 1 ayK | (TelEseE Y _Act  no nepconany @
npouecca > Ad N3meHeHne
[ [ % BobinonHexue pernameHToB @
Ananu3 K4 w4 V3meHeHne
KoppekTuposka PyKOBO- no 6usHec- MHPACTPYKTYpbI
nnaxoBbix MM n AuTens npoueccy é >
M3 npouecca 1 npea- A5
\ npusTus * 7y
] SN
WHdpacTpykTypa Otaen ayauta
N PykoBoauTtens
Moapaspenexne Bnaaeneu npouecca MPEANPUATUS

Puc. 1 Busnec-npouecc, Brmovaromuii nukia PDCA: KT — koppeKTupyromune 1eHCTBHS;
IT]] — npexynpexaatonue aeicteus [3]

Iporece, mokaszanubiid Ha puc. 1, coorBercrByer ukiy PDCA u 6a30BbIM TpeOOBaHUSIM MPOIIECCHOTO TOAX0/1a,
chopmynuposanabiv 8 MC MCO 9001:2000 [4]. Ocobennoctu moctpoenuss MC MCO 9001:2000 no3Bossitor
MPUMEHUTH €ro B JIIO00H cdepe NesATenbHOCTH, MPU yIpaBlIcHUH JTI000# opranu3anueii. TpeOoBaHUsS K OMHCAHUIO
MIPOIIECCOB COMIEpKaTCs B pa3l. 5-83toro cranmapra, U3 KOTOPOTO MOYKHO BBIICIIUTH OCHOBHBIC MOMECHTEHI.

Cucrema ympaBlCHHS CKJIAJbIBACTCA, KaK MHHUMYM, W3 JBYX YPOBHEH. YIpPaBICHYCCKHE peleHust
OPUHUMAIOT: a) BBICIIEE pPYyKOBOACTBO («aepBoe nuio») —n. 5.1MC UCO 9001:20006) Bnazgener npoiecca —
PYKOBOJIUTEIH, OTBeUaroIni 3a 3G pekTuBHOCTH mporecca.

Cuctema ynpaBiieHHsi OCHOBaHa Ha 00sI3aTENIbHBIX PErIAMEHTHPOBAHHBIX OOPATHBIX CBSI35X, OMMUCAHHBIX B IHKIIE
PDCA.

Bce atamsr iukina PDCA BBITOTHSIOTCS 10 PETJIAMCHTAM.

[Ipu npoBeieHNN aHAIU3a UCTIONIB3YIOTCS YEThIPE OCHOBHBIX MOTOKA HH(POPMAIHH:

- moKa3zaTesH Ipolecca;

- IOKa3aTeJH MPOIYKTa,

- IOKa3aTelH yIOBJICTBOPCHHOCTH OTPEOUTENS;
- pe3yJbTaThI Ay TUTOB IPOLIECCOB.

Cranmapt TpeOyeT YCTaHOBUTH 93TH IIOKa3aTelIM, METOAMKH cOopa, 00paboTkM WHGpOpMAlMH,  TPAHUIBI
mokazateieil A~ HOPMAadbHOrO XOJa IMpolecca M KPUTCPUH JJsl HPHHATUS KOPPEKTHPYIOIUX JICHCTBHIA.
VYnpasieHdyeckoe perieHre 00 H3MEHEHUH PETIAMEHTOB HITH PECYPCOB TOJDKHO MPUHUMATHCS Ha OCHOBAHHHU CTPOTHX
¢axroB. HeoOX0quMO Ha3HAYUTh OTBETCTBEHHBIX — BIAJEINBIEB IMPOIECCOB, KOTOPHIC YIPABISIOT MPOLECCAMH,
OTBEYAIOT 33 UX PE3YJIbTATUBHOCTh M 00J1aJ1al0T HEOOXOAUMBIMH PeCypcaMi U TMOJHOMOYMsMH. VX B3auMojeicTBHe
JIOJDKHO OBITH OTpeaesieHo U (OpMaTu30BaHO.

Ipuamun PDCA tupakupyeTcs Ha HIKHHE YPOBHH yIpasiieHus (IPUHATHS PELIEHHUS), €CIIH 3TO IEIeC000pa3HO.

Iporiecc, oKa3aHHbIi, HA pHC. 1, COOTBETCTBYET BCEM BBIIICHEPEUHCICHHBIM TPEOOBAHUSIM.

[IpumeHeHue IS yIPaBICHUsI JEITEIbHOCTHIO H PECypCaMi OpraHH3alui CUCTEMbI B3aUMOCBSI3aHHBIX MTPOIIECCOB
HA3bIBACTCS MPOLECCHBIM MOIX0I0M.

[Ipu BHEAPEHUH MPOIIECCHOTO TOAX0/[a K YIPABICHUIO UCTIOIB3YIOTCS CICIYIONINE METOIUKH:

CO3JIaHUsI CeTH ON3HEC-TPOLIECCOB;
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OTIpeeNICHusl BIa/IelblIeB OU3HEC-TIPOLIECCOB;
MoenrpoBanus (onucanus) OU3HEC-TIPOLECCOB;
periiaMeHTalu Ou3HeC-IPOLECCOB;

yrpasieHus OusHec-mporeccamu Ha ocHoe ukia PDCA;
aynura OM3HEC-TPOIECCOB.

3. KoHuenuus npouecco-opueHTUPOBAHHOI HHPPACTPYKTYPHI CHCTEMbI YIIPaBJIeHHs OU3HeC-
npoueccamu

Konmemnmus mporiecco-oprueHTHPOBaHHOW HH(PPACTPYKTYphl COCTOMT B TOM, UTO JaHHAS CTPYKTypa SBISETCA
JIOTIOJTHUTENNBHBIM apXUTEKTYPHBIM CJIOEM, KOTOPBIM OTBEYaeT 3a YIpaBJICHHE NPOrpaMMHBIMH HHTepdeiicamy,
CBSI3BIBAIONIMMHU  NOJIb30BAaTeNed  NPHIOXKEHHs,  OM3HEC-poLecChl M KOMIIOHEHTH  MH(OPMAIMOHHO-
TEJICKOMMYHHKALOHHBIX CUCTEM.

CornacHo ¢ JaHHOW KoHuernuued mporpammuoe obecredenue ([I0) CIIOKHBIX aBTOMATH3MPOBAHHBIX CHCTEM
ynpasienust (ACY) ctpoutcsi 1 KOHQUTypUpyeTcs: OIOKaMH.

BaXHBIMH COCTABISIOIMMH HHCTPYMEHTAJIBHBIX CPEJCTB peai3alii KOHLEIIUH BEICTYAOT:

1. Crenmanproe 10 ynpaBieHns OU3HEC-TIPOIIECCAMHU, TTO3BOJISIONIEE BRITOHATD Takue ()yHKIINU:

- pa3BopaunBaTh OM3HEC-TIPOIIECCHI;

- TECTHPOBATh OM3HEC-TIPOIIECCHI;

- COBEpIIaTh MOHUTOPUHT OM3HEC-TIPOIIECCOB;

- IJTAHAPOBATh OM3HEC-TIPOIIECCHI;

- KOHTPOJIUPOBATh U KOOPANHUPOBATH X0/ BBIIIOJHEHUS OM3HEC-TIPOLIECCOB.

[TnanupoBanne GM3HEC-TIPOLIECCOB OCYyIEeCTBIsIeTCs ¢ noMouibio 10, koTopoe rno3Bossier:

a) OLCHHUTH OTAEJBHBIC COCTABISIIOIINE (MpoLiecca, MOANPOLIECcCa, ONEPALIH);

0) TOCTPOUTh CPEACTBa IUIAHMPOBAHHA. JIHHEHHbIC TpaduKH, ceTeBble Tpadukd, MUTaH-rpapukd OusHec-

HPOLIECCOB;
B) PACIpPEACIUTh UCTIOIHUTENEH C yI4ETOM UX HATPYIKEH OCTH.
KonTponb — 1omkeH OBITh CHIEHHATBHBIH MEXaHM3M [OJHOTEKCTOBOTO MOHWCKA, KOTOPBIH IOMOTaeT

KOHTPOJIMPOBaTh XOJ| OHM3HEcC-Tpolecca B PEXHME pEaTbHOr0 BpeMEHH. I[IpUMEHMMO IOHATHE «yKa3aTels
COJIeprKaHus» OU3HEC-TpoLecca, KOTOPOE aBTOMATHYECKH OOHOBJISIETCSI Ha JIFOOOM 3Tare ero BbIITOJIHeHUS.

CrnenpanbHas BH3yallbHasi cpela I[O3BOJSAET MOJEIMPOBATh IMOTOKH paboT, TECTHPOBaTh I[OTOKH pador,
TeHEPUPOBATH OTYETHI M BbIJABATH aHAMTUUECKHE MATEPUAIIBI.

IO nomkHO BKJIIOYATHh B CeOsl (PYHKIUIO OMOBEINCHUS aJIMUHUCTPAIMU O COOSX OTHENBHBIX OM3HEC-TPOIIECCOB
(ux moAmporeccoB W omepanuil) — JrOJEH, OTBETCTBEHHBIX 32 X KOPPEKTHOE BBHIMOJHEHHE W KOMIOHEHTHI |T-
UHPPACTPYKTYPHI, OJACPIKUBAIOIINE JaHHBIC OU3HEC-TIPOIECCHI.

2. CneuuaneHoe [1O xoppensimu OW3HEC-COOBITHI W OLIGHUBATh WX BIUSHHE HA PE3YJIbTaThl PaOOTHI
opranm3anuu (BeJOMCTBA) B peaibHOM Maciitabe BpeMEHH.

DTO MO3BOJUT KOHTPOJIHMPOBAThH LEMH COOBITHI THHA «CcOOW MapHIPyTHU3aTOpa — HEMOJIAIKH B CHCTEME — CIaj
MPOYKTUBHOCTH MPUIIOKEHHS — 3aMeJIeHHe OM3HEC-IIpoliecca.

3. Jlioboe mpuiokeHne AO0JHKHO UMETh CIeLHUabHbIe CPEJCTBA ISl YIPABICHUS UM B IIPOLECCE peallM3aluu
Ou3Hec-npolecca MoJIb30BaTeNs
- CpeJICTBA aaNTaliK IPHIOKEHUs K 0COOEHHOCTSIM OU3HEC-TIpoIecca Mmoab3oBaTest (00JacTH);
- CpelcTRa yIpaBICHHUS PIIOKEHHEM (T.€. peai3aiys periaMeHTHPOBAHHBIX MTPOIIECCOB).

Monyinb ynpaBieHust U
HACTPOMKH NPUIIOKCHUS

'

Moynb IIIaHUPOBaHUA U
peanu3anuy GyHKINI

Puc. 2. O06mas cxema CTPYKTYPHAs pealn3aliiy [01X01a

4. CremuansHoe 1O orcnexuBaHus U3MEHEHUH B NMPHIIOKEHHUAX, KOHPUTYPALUSIX U TONOJIOTUH, U UX BIUSHUC
Ha OM3HEC-TIPOIIECCHI.
3.1. lIpunMNuagIbLHbIe 0COOEHHOCTH HOBOI KOHuenmuH. B ycioBusix pocra ckopoctd n3MeHeHui B 6uznece [10
KOPIOPAaTHBHOI'O YPOBHS JI0JDKHO YMETB!
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1. Vopasmsite koHGHUTypammsamu u usmeneHusiMa UT-cpenst (UT — uHOpMAIMOHHBIE TEXHOIOTHH): TEM CaMbIM
obecrieunBaeTcss TPeIOCTaBICHHS pecypcoB WT-uHGpacTpyKTypsl (CEpBEpOB CHCTEM XpaHEHHs, TPOIMYCKHOM
CIIOCOOHOCTH CETH, TPUIOKEHWH) U pealu3allid CHCTEMbl OH3HEC-TIPOIIECCOB IIyTEM MPEJOCTABICHUS UM
COOTBETCTBYIOIINX CEPBUCOB I 00paObOTKU TPaH3aKIUH, COOBITHH | T.II.

2. MoaenupoBaTh ¥ afanTupoBaTh W T-cepBUCHI 1O MOTPEOHOCTH OM3HECA B IHHAMMKE: JTOJDKHBI OBITh CPEICTBA
IUTAaHUPOBAHKUA U (OPMHUPOBAHMUS HKETAEMOTO COCTOSIHHS CHCTEMBI, B COOTBETCTBHH C KOTOPHIM OyIET HAaCTPamBaTHCS
cUCTEMA YIPABICHUS KOHPUIYPAIHIMHU.

B manHOM paspese pemaroTcs Takue 3a1adu:

- ompeJieJieHHUe HOBBIX TpeOOBaHMil (C MPUBJICUEHUEM CPEJICTB MOHUTOPHHTA M aHAJIN3A);

- ompejelieHHE ONTHMAIbHBIX H3MEHCHHWH mapamMeTpoB KoH(urypamumu (CpeicTBaMd MOJICIUPOBAHHS U
aBTOMaTHueckoil HacTpoiiku UT-cepBrcos);

- ONTUMH3AIMS 3arPYKEHHOCTH pecypcoB (MyTeM aHaiu3a MapamMeTpOB CEPBEPOB, XPAHWIUI U APYTUX PECYPCOB,
ONITHMHUBAIIMH TIePEPACTIPEICIICHUS PECYPCOB).

3. AnanusupoBath npoctynHbie UT-pecypcehl U peann30BbIBaTh U3MEHEHHs B KOHPUTYpallMi CHCTEMBbI yIIPABICHUS
6usHec-tporieccam, (puc. 3).

% Ha KkoHcone ynpasnexis
0TOBPEKAKTCA AaHHbIe,
KOTOPEIE NO3BONAKT
WHTepdenc cucTembl | | SAMAHUCTDATODY
ynpasneHus " KOHTPONWPOBAETE PecypCkl
3 W MBMEHATL NOBEEHHe
A CHCTeME! KacaTeneHO
pecypcos
“CamnTome!”
3anpoc Ha AHanusatop < MoHuTOP +
M3MEHEHME
pacnpefenaHua A
pecypcos I
|
v |
MnaHupoBLWMK -——————- ] [
pe cypcpoa L Bnok ynpaenenHms |- — — — — — )
T
Hamenenne B | 1
pacnpefeneHii ! AN
pecypcos R espeyempy—— -
A 4 i v ‘
McnonHuTenbHbIA | _ ] —
MoAynb —
'y -
Basza ynpaBnfembiX pecypcoB Basa o6LUMX 3HaHMI
MeTafaHHble MeXaHW3Mbl MOAAePHKKN - NONWTMEN
- TeXHONOrMA
Waenmudmkauma | Xoctel Wureperice: - METPHKM
METPUKS NoNb30B3— AypHanb! - CHMNTOMBI
COCTOAHKME TEenu E!DﬁvbITMR - )‘KYDHaan
KoHGMrypaLmMa thafne! KaHGURYpaLmMm

Puc. 3.0061mas cTpykTypHas cxema ynpaBJIeHHs] CHCTEMOH OM3HeC-TIpOLecCoB

4. Ilpumep NpoBeIeHUsI AHAJIU3A TeKYylllel CUTyalluu B 3a/1aye JOKYMEHT0000poTa TUITHYHOM
OpraHM3aNuu

Jyis mpoBeicHUs aHANIM3a TEKYIICH CUTyalluu B 3a/1a4e JTJOKYMEHTOO0OPOTa TUIIMYHOM OpraHU3alid HE0OXO0AUMO
[I0JTAITHOE BBITIOJIHEHUE TJIaHA!
- TOCTAHOBKA 3aJ]auy aHAJIM3a CUTYaIlNd B 33/1a4e JOKYMEHTOO00POTa;
- HETIOCPEACTBEHHBIN aHAIN3, PE3YIIBTATOM KOTOPOTO MOTYT OBITH TpadMUeCKHe MPEACTABICHUS (THArPaMMBI, CXCMBI,
rpaduKy U T.1.) W/ TEKCTOBBIC ONMMCAHMS PEIICHHs MOCTaBICHHOM 3amaun. JlaHHbIe rpadUuecKue MpencTaBICHUs!
W/WM TEKCTOBBIE OTMCAHMS B paspese 3a1a4n TOKyMEHT0000poTa OYIyT SBIATHCS CTpaTeTHel (ITaHOM) TIPOIBHKCHUSI
JIOKYMEHTa B CHCTEME JOKYMEHTO000pOTa THIMYHON OpraHM3aIluy,
- cocTaBieHne 0a3bl 3HAHMH JTOTHUECKUX MIPAaBWI HA OCHOBAHUH PE3yJIbTATOB IMPOBEICHHOTO aHaNN3a. JlaHHbIe MpaBmia
OyIyT HU YeM HHBIM, KaK MPaBUIIAMH I[IEPEX0jia M3 OJHOTO COCTOSIHUs 0OBheKkTa OH3Hec-mpollecca (B HalleM ciydae
JIOKYMEHTO000pOTa, 00HEKTOM KOTOPOT'0 SBJISETCS JJOKYMEHT) B IPYrO€ COCTOSIHHUE.
- pemienus 3anaun —onucanue VCIT u UCBOP.
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4.1. TlocTaHOBKA 3aJa4M aHAJW3a TeKyllell CUTyaluu IJsi cucTeMbl JokymMeHToodopora B MCII. Ha stame
pa3paboTKN MHCTPYMEHTAIBHBIX CPEACTB TAKOTO POAa HEOOXOIMMO YETKO ONMPENeNUTHCS ¢ BXOAHBIMH JaHHBIMH IS
TUTAHUPOBAHUS PaOOT — HOCTAHOBKOW 3a7auH.

B kadecTBe mpmMepa paccMOTpPHM 3anady JOKYMEHTOOOOPOTa THIMUYHOW opraHW3auud. llpm moimydeHWH WiH
CO3JIaHMM JTIOKyMEHTa CaMOW OpraHu3amuel, JOKYMEHT «CHa0XaeTcs» HEKOTOPHIM PSAOM CBOMCTB — aTpuOyToB. B
CTaHIAPTHOH MTOCTAHOBKE JAHHOHU 3a1add 3alaHbl M aTpuOyTOB JOKYMEHTa. B COOTBETCTBHM 3a/aHHBIMH aTpHOyTaMu
JOKYMEHT OyIeT ABHraTbCsS MapIIpyTOM, OIPEACICHHBIM 3apaHee JIMOO OIpeaesiieMOM B mpolecce padoThl Hal
JIOKYMEHTOM. MapIipyT COCTOUT U3 N OMPECIICHHBIX COCTOSIHUE. [ 3aJaHHOTO JOKYMEHTa TPeOyeTCsl CINITaHMPOBATh
WM HAUTH TAKyl0 CXEMY JBHXKCHHs JOKyMEHTa, IPH KOTOPOHM OOIue 3aTpaThl pecypcoB (BpeMEHU, TEXHUUECKHX U
JFOJICKUX PECYPCOB) OYAyT MUHUMAJIBHBI.

OCHOBHBIMU TOHATHSAMHU, HEOOXOAUMBIMU Ui (OPMYJIHPOBAHUS 3ala4d O JOKYMEHTOOOOpOTE, SBISIOTCS
MOHATHS, CBSI3aHHBIC C aTpuOyTaMH CaMoOro JOKYMEHTa — TEMaTHKa JOKYMCHTa, THI JOKYMEHTa, CPOYHOCTh
JOKYMEHTa, CEKPETHOCTh JOKyMeHTa (OTmpenelieHHe mpaB JOCTyMa K JOKYMEHTY), OpraHM3amusi, OTKy[a JOKYMEHT
mpwuIen Juo0 e ObUT co31aH.

UCII momxkHbl 06pabaThiBaTh MOCTABICHHYIO MEpell HAMM 3a/1ady W BBIIABaTh ONTHMAIBHBIA (ONMTHMAlbHBIC)
TUIaHBI, TPadUKY peaan3alny 3a1aud (TPaHCTIOPTHOM 3a1a4u, 3aa491 MPOU3BOICTBCHHOTO TUIAHHPOBAHUS U T.1.).

4.2. AHanu3a cUTyallMH B 3aJade JOKYMeHT000opoTa. [InaH peanu3anuy 3agad BKIIOYaeT B ceOsl ONPENCNICHHBIH
Habop padoT, KOTOPHII NMPEICTOUT BBINOIHUTH CUCTEME s JocTikeHus nenu. [lon pabotoil moHMMaeTcs mpoiecc
BBITIOJTHCHHS 3TaIa NPOSKTa C MPHUBJICYCHUEM COOTBETCTBYIOLIMX pecypcoB KoMnanuu [3].

B cucreme A0OKyMEHTOO0OpOTAa KOHEYHOW WEJBIO SBISCTCSA. OTMIPaBICHHE J[JOKyMEHTa B geno (apxus),
HepeHaNpaBJiCHNE JOKYMEHTA B CBSI3H C OIIMOOYHBIM N3HAYAJIBHBIM OIIPE/eJICHUEM aJipecara, OTIIPaBIeHHE JOKYMEHTa
azmpecaty (eciu TOKYMEHT CO3IAaeTCs KaK MCXOMAIIMIA — OTBET HA paHee MPUHATHIA JOKYMEHT). B kadecTBe mpumepa
paccMoTpuM HanboJee OOLIYI0 CXeMY IBHKEHUS JOKYMEHTA B THITHYHOM opraHusaiuy, (puc. 4) [5].

KEIH'I]) OJIEHBIE OITEP AL

JOKyMeHT Ha
KOHTpo.Ie

HavuaneHoe cocTosHIe
(JOKYMEHT €03 JaH/ TI0TyI1eH)

JoKyMeHT
3aperHcTPHPORAH

i
i
JoKyMeHT | JoKyMeHT :
OTIIPABIIEH MPOIHATIBHPOBIH |g .
10 |
i
:

11 / \

JokyMeHT 06padoTaH
[

JoKyMeHT

—| HCIIOJIHEH
G)K‘\,’I\-IE‘HT FAKPBIT \

JoKyMeHT
M0 AH

JOKYMEHT (0TEET)

Co3aaH HCX0 JAINT ’

CosgaH oTIeT

06 o6padoTke

1‘!
= JOKYMEHTA /
4

JoKyMeHT 3aKpBIT I
peIaKTHpOBAHHA

.

13

L KoHeuHoe coCTOSAHIE

(JOKYMEHT OTIPABJIEH B apXIB)

Puc. 4. lnarpamma COCTOSIHUN JOKYMEHTA B CHCTEME JJOKYMEHTOO00POTa TUITMYHOW OpraHu3aIluu

CxeMma JBIDKEHHUsI JOKYMEHTa B JAaHHOM Cllyyae MpEACTaBJICHA AUAarpaMMON COCTOSHHUH JOKyMEHTa B CHCTEME
JIOKyMEHTO000pOTa TUIIMYHOM OpraHu3aliy. B muarpammMe onpeseneHo mecTb COCTOSIHUH, U3 KOTOPBIX TPH COCTOSTHUS
cocraBHble (cocTOsiHUE «/JOKYMEHT Ha KOHTPOJIE», MOKAa3aHHOE KaK MPOCTOE, B ACHCTBUTEIBHOCTH TAKKE SBISCTCS
COCTaBHBIM, HAaNpUMEpP, B HEM BBIACIAIOTCS MOACOCTOSHUS «/IOKYMEHT Ha NMPOMEXYTOYHOM KOHTpose», «J{OKyMeHT
CHSAT C KOHTPOJIS», «JIOKyMEHT MPOCPOUYCH», «{OKYMEHT BBIIIOIHEH» U T.1.).
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Onutiiem nepexo/ipl Ha auarpamme (puc. 4):

1. 3aperucTpupoBaTh JOKYMEHT.

2. Eciu JOKyMEHT UCXOMSIINI, TO €ro OTHPABISIIOT [0 HA3HAYEHHIO.

3. IIpoananu3upoBaTh JOKYMEHT.

4. TlocTaBUTH HOKYMEHT Ha KOHTPOJb (PEIICHHE O TMOCTAHOBKE Ha KOHTPOJH MPHHHUMACTCS HA JTale aHalu3a,
MOCTAHOBKA HA KOHTPOJIb — HE 00s3aTebHA).

5. TlpomexyTouHBIf KOHTPOJHh JOKyMEHTa — Ha JAHHOM JTale KOHTPOJEP BHOCHT 3aMETKH MO TEKYIIEMY
COCTOSTHHIO JIOKYMEHTA.

6. Beimonauts (0TpaboTaTh) JOKYMEHT.

7. Co3zaath OTYET O pe3yNbTaTax BBIIOMHEHHS (0TPaOOTKH) JOKYMEHTA.

8. TloamucaTh OTYET O BBIMOJHEHUH JOKYMEHTA.

9. IlepeciaTb JOKYMEHT C OTYETOM O €TI0 OTPaOOTKE UCIIOIHUTEIISIM.

10. IIpoananu3upoBaTh 00pabOTKY TOKYMEHTA.

11. Hanmcaths OTBETHBIH JOKYMEHT B OPraHH3aLHIO JIMOO YEI0BEKY, OTKY/a OH ObLI IOJTy4eH.

12.3aKpbITh JOKYMEHT JJISl PEIAKTHPOBAHMS.

13. OTrpaBuTH JOKYMEHT B apXHB.

JeiicTBuS, COMPOBOXKIAIOIINE TIEPEXOIBI, MOTYT TPEOOBaTh BHIIOTHEHUS HEKOTOPHIX YCIOBHH.

PaccMoTpuM He0OXOMMBIE TS PELICHHS 33/1a4H1 JTallbl.

Ha nBmxeHne TOKyMEHTOB BIHMAIOT TaK)KE TAKHE 0COOEHHOCTH BECHHS AETIOMPON3BOJICTRA!

- HaJIW4YKWe JOIMOJHHUTCIBHBIX YCIOBUH Ha BBIMOJHCHUE OTICIBHBIX ONEpalMid HajJ JIOKYMCHTAMH, HaIpuMmep,
ITOCTaHOBKA JOKYMEHTA Ha KOHTPOJIb, HAJIOXKEHHUE PE30TIONNH, Pa3/ieieHne TOKyMEHTa Ha 9acTH U T.1.;

- 3aBHCHUMOCTh JaJIbHCHIIECTrO HANPABICHUS JBU)KCHUS [OKYMCHTa OT pPE3yJbTATOB BBIMONHCHUS MPEIBIAYIIHX
omepanuii, HaIpuMep, PE3OTIONHS BBIMIECTOSIIETO PYKOBOIUTENS, OTPENeNIIeT UCIOMHUTENEH CIEeIyIOmEero yPOBHS,
KOTOPBIM HYXKHO OTIIPABHUTH JOKYMCHT.

4.3. ®opmupoBaHue 6a3bl 3HAHMIA JIOTHYECKHX NMPABWJ yNpaBjeHUsl JABH:KEHHEM TOKYMEHTOB. DTo Hauboiee
OTBETCTBCHHBIN 3Tarn. HeBepHbIe MpaBmiia, OTCYTCTBUE MPABUII JJISI HEKOTOPBIX CUTYAIUi MPUBOIAT K HENPABUILHBIM
penIeHusM, c60osM B GYHKITMOHHPOBAHUH JOKYMEHTO000pOTa

IIpaBuna umeroT Buj kinay3 XopHa:

Al<— Bl, Bz, ...,Bn

IToapazymeBaetcs, uTo A; BBINOJIHSIETCS, €CJIH BBIIOJIHAIOTCS yenoBus By, By, ..., By,

Haubornee BaxHOM XapaKTEpUCTUKOM, HCIIOIH3yEMOM B MTPAaBHUIIAX YIIPABICHHUS JBIDKEHUEM JOKYMEHTOB, SIBIISICTCS
COCTOSTHHE JOKyMEHTa. BBOIMM INEpEeMEHHYIO COCTOSHHS Z, KOTOpas MOXET NMPUHHMMAaThb 3HA4YE€HUs M3 MHOXKECTBA
{Z (nHawanpHOEe  cocrosiHMe),  Z;(HOKyMEHT  3aperucTpupoBaH),  Zo(IOKyMeHT  oTmpaBieH),  Zz(IOKyMeHT
NPOAHANTU3UPOBAH), ...,Z (KoHeuHOe cocTosinue)}. CormacHo auarpamme (puc. 1), cymectByeT 8 COCTOSIHUIM, B
KOTOPBIX MOXET HAXOAUTHCS JOKYMEHT, M3 KOTOPBIX TPH COCTOsIHUsS — cocTaBHble («JIokymeHT obpabGotan» — Z,
«JIOKyMEHT Ha KOHTpoOJe» — Zy U <«JIOKyMEHT 3aKphIT» — Z). CliemyeT 3aMeTUTh, YTO JaHHAs IUarpamMa sBISeTCS
HEIOJIHOM 1 0TOOpaXkaeT, B KauecTBe IpUMepa, NPOCTOH MyTh JABM)KCHHS JIOKYMEHTA.

Jis mocTpoeHUs aTOMOB JIOTHYECKHX IPAaBHJ TakKe HCIONB3YIOTCS OIpEesIeHHbIC 3HA4YCHHS aTpHOyTOB
JIOKYMEHTA, JUIsl y4eTa KOTOPBIX BBOJUM NepEMEHHBIE:

- mepeMeHHas “BHI’ JOKYMEHTa V, KOTOpas MOKET NPUHHAMATh 3Ha4eHUS W3 MHOecTBa {V ((BHYTpeHHHI
JOKyMeHT), Vo(BXoasmuii JoKyMeHT) u ap.};

- IepeMeHHas “TWI’ IOKyMEHTa a, KOTopas MOXKET IPUHHMATh 3HAaueHus u3 MHOxectBa {A; (cmpaBka), A,
(mopyuenue), Az (3asBieHue), Ay(npukas) u T.1.};

- IepeMeHHas “opranusamus’ (HIM YeOBEK) OTKYJIa JOKYMEHT MPHUILEN 0, KOTOPas MOXKET MPUHUMATh 3HAYEHUS
u3 MHOXXecTBa {O7 (HTYVY «KIIN»), O, (HAY), O3 (BAT «Babauk») u T.1.};

- IepeMeHHast “CpOYHOCTS” JIOKYMEHTA C, KOTOPask MOKET MPUHUMATH 3HaueHHs u3 MHOkecTBa { Cy (cpounsiit), C,
(neotnoxusiit), C3(HecpouHslii)};

- mepeMeHHas “TeMaTHKa’ JOKyMeHTa t, KoTopas MOXeT IPHHHMATh 3HadeHust u3 MHOxecTBa {T1((huHAHCOBBII
nokymeHT), To(6ankoBckue pacueTst), Tz (rocyaapcTBEeHHbII JOKYMEHT) U T.1.}.

PaccmoTpuM nipuMepsI IpaBUII BEIBOAA CHCTEMBL.

st Toro, 4ToOBI IIEpEeBECTH TOKYMEHT W3 COCTOSHUS Zy B OJHO M3 TO/-COCTOSIHUIT COCTOSIHMS Z;, HEOOX0IMMO
9TOOBI OBITH BHITIOTHEHBI OTIPEICIICHHBIC OTIepaii M coOIroaics psaa yeaouid. Hampumep, it nepexona JOKyMEHTa

1
B COCTOSAHHC Zl(«I[OKyMeHT 3apeTUCTPUPOBAH B KYPHAJIC I BXOAAIIUX 06HII/IX ,HOKyMeHTOB») H€06XOHI/IMO, YTOOBI

THUII JOKyMEHTA OBLT «cripaBka» (@ = A), opranusanus, u3 Kotopoii o nocrynui — BAT «Babauk» (0 = Q), 1oKyMeHT
JOJDKEH OBITH cpounbiM (C = (), a TeMaTHKa JOKyMEHTa — OaHKOBCKHME pacdeThl. [ OCYIIECTBICHHUs TAKOTO poja
NEeNCTBUI HAIO COCTABUTH COOTBETCTBYIOIIUE JIOTUYECKHE MIPABUIIA;

- JUIA Tepexofia M3 COCTOSHHS Zy B COCTOSHHE «J[OKYMEHT 3aperdCTPUPOBAH B JKypHAle s BHYTPEHHHX

z0:
HOKyMCHTOB» 1-
_ -0 _ .
(2= Z;) « (v=Vy);
= OJd nepexo,ua N3 COCTOAHUA ZO B COCTOSIHHC «ﬂOKyMeHT SapeFI/ICTpI/IpOBaH B mypHane JJI1 BXOOSAIINX 06HII/IX

zt
,Z[OKyMeHTOB» 1-

(z=Z7) < (a=Ay, 0=0;, ¢=G , t=T));
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- s Tepexoja U3 COCTOSHUS Zg B COCTOSHHE «JIOKYMEHT 3aperucTpHpOBaH B JKypHale A TMEPeXOISIIuX

2,
JOKYyMEHTOB» Z; !

2
(z=27) « (a=Ay, 0=0,, =G, t# T));
- U1 Tiepexojia M3 COCTOSHHUS Zg B COCTOSIHHUE «JIOKYMEHT 3aperHCTpHpOBaH B KypHaJEe I BXOJISIIUX

3
crnenu(puIecKuX J0KyMEeHTOB» Z; !

— >3 — — —)-
(z=2)) « (a=A, 0=0;, c=G);
- IS mepexoja W3 COCTOSHUS Zy B COCTOSHHE «/OKYMEHT 3aperucTpupoBaH B JKypHalle U HMCXOJSIITIX

4,
JOKYyMEHTOB» Z !

— 54 — —
(z=2}) « (a=hs, c=CQ).
W3 cocTosiHUs Z; TOKYMEHT MOXKET TIEPEHUTH B OJTHO U3 IBYX COCTOSIHUHN — Z, b0 Zs:

4 o
(z= Z) < (z= Z;) — nanmmHas 3amuck 00O3HAYaeT, 4yTO JOKYMEHT nepeiiner B cocrosiHue Z («{oxymeHt

4
OTHPABJIEH»), ECIIU 10 STOTO OH OB 3aPETUCTPUPOBAH B JKyPHAIE JIs HCXOMSAIIUX JOKYMEHTOB (2= Z; ).

Bce ocranbHble JOKYMEHTBI IEPEHIYT B COCTOSIHUE Z3 («<J[OKYMEHT MPOaHAIU3UPOBAH).
OT00pa3zuM cxeMaTHYECKH OJUH W3 BO3MOXKHBIX IUTAHOB TIEPEABIKCHUS JOKYMEHTA U3 HAYaIbHOTO COCTOSIHUA Zg
B KOHEYHOE COCTOsIHUE Z;g (puc. 5), [5].

Zy

!

Zy

!

Z]_n"_ziii—zl’i

Lo !

Zy Ze —» 7y

!

Zyz
PI/IC. 5 HﬂaH (CXeMa) Hepe[[BI/I)KeHI/ISI ﬂOKyMeHTa 13 HAYAJIbHOT'O COCTOAHUSA Zo B KOHCYHOC COCTOsSHHUC ZlO

IMepexoapl MEXIy COCTOSHUSIMH O0O3HAYCHbI HAMPABICHHBIMH CTPEIKAMH, KaXIOMY MEpPEXOAy COOTBETCTBYET
orpe/ieIeHHbIi HA0Op JIOrMYECKUX TPABHIIL.
Ha puc. 5 orobpakeH TpocTeHmnii >KM3HEHHBIH MUK TPHUIIEANIET0 Ha 00pabOTKy MOKYMEHTa: IOKYMEHT

o 1
NOCTYNUII U3 BHEIIHeH opranmszauuu (Zg), 3aperucTpUpOBAH B COOTBETCTBYIOIIEM XKypHane (Z)), mocie aHanusa

JOKYMEHTa Ha Hero Oblla HajoXeHa pe3osronus (Zs); mocie 4ero JOKyMEHT MePECand MCIOIHUTEIIM (Zg), mociie
0TpabOTKK OBLI HAIIMCAH OTYET 00 UCIIOJHEHUH JOKyMeHTa (Z7). OTUeT BMECTE ¢ JOKYMEHTOM IOCTYIIAET Ha MOIIHCH
BBILIECTOAIEMY HadaubCcTBY (Zg). Eciin moKyMeHT moamucaH (a B HalIeM CiIydae dTO Tak), TO OH BO3BpaIlaeTcs Ha
craguio ananusza (Zz), mMocjie 4Yero co3aaercs UCXOMAIMHA TOKYyMeHT (Zig), a Hall JOKYMEHT 3aKphIBACTCA is
penaktupoBanus (Z;;) u moMemaeTcs B apxus (Z;5).

4.4. Onucanue MHCTPYMEHTApHUsl IUIAHMPOBAHUST W BBHINOJHEHHSI OTAEJBHBIX PpadoT B cHCTeMe
JOKYMEHT0000poTa. [yl ajeKBaTHOTO BOCHPHSTUS HEOOXOAMMOCTH CO3JaHHS TAKOTO WHCTPYMEHTApUSl, OIHIIEM
KPaTKO pabOTy CUCTEMBI 3IEKTPOHHOTO JIOKYMEHTO000poTa (HE MPUMEHSS CPEICTBA IJIAHUPOBAHMS).

Cucrema 37eKTpOHHOrO JoKymeHToobopora (CDJ[) — 310 MomHOEe mporpaMMHOe O0ecreueHue, CO3JIaHHOE B
MOMOIIIb J€JI0BOAaM OOJBIINX OpraHu3alii, KOMIAHWH, MUHICTEPCTB U BEJOMCTB, 00ECIEYHBAIOIIEE MTOJHOLEHHYIO
paboTy ¢ JOKyMEHTOM Ha4MHAas OT €ro CO3JaHHs U 3aKaHYHUBAs [TIOMEIIEHUEM JOKYMEHTA B apxuB (B 00IIEM CiTydae).

IMonHoUEHHAs paboTa ¢ JOKYMEHTOM OIPEAENAET TAKHE ITAIIbI;

- perucTpaiys J0KyMEHTa B ONPEAEIEHHOM CIIUCKE KypHAJIE — CO3IaHUE DIIEKTPOHHON KAPTOYKH JOKYMEHTA,

- CO3/IaHMEe OTCKAHUPOBAaHHOTO 00pa3a JOKyMeHTa (eCiId JOKYMEHT IONaj B OPraHU3aluio B OyMa>KHOM BHE) W/uid
no0aBieHdHe K JOKyMeHTy (haiina Jro060oro TekcToBoro (Gopmara (ecid JOKYMEHT MOMall B OPraHU3allui0 B
JJIEKTPOHHOM BUJIE);

- CO3/IaHKE DJICKTPOHHOTO JJOKYMEHTA Ha OCHOBAHUH IIA0JIOHOB JOKYMEHTAM 110 COOTBETCTBYIOIUM THIIAM, IPUHSTHIX
HA JJAHHOM KOHKPETHOM TPEINPUSITHU, MUHUCTEPCTBE, BEJIOMCTBE;

- aHa/u3 JOKYMEHTa — COOTBETCTBYIOIIME JIOAN AHAIU3UPYIOT NPHUIIEIIINN U YXKe 3apPEruCTPUPOBAHHBIA K MOMEHTY
aHaM3a JOKYMEHT M HAKJIAIBIBAIOT PE30JIIOIMK Ha €ro 0TpaboTKy;
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- B pe3yJibTaTe aHallu3a JOKYMEHT MOJKET: OTIIPABHUTCS HA MCHOJHEHNUE MCIOIHUTENSAM, OTIIPABUTCS OOpATHO ajpecary,
OTHPABHUTCS HA KOHTPOJIb, IEPEIPABHUTCS B APYTOM OT/AEN TeKYILEil OpraHu3aluy 1 T.1.;

OTHpaBJIeHHE TOKYMEHTA Ha MONUCH BBIIISCTOSIUM JIULAM,;

OTHpaBJIeHHUE TOKYMEHTA Ha JOKJIAJ COOTBETCTBYIOIINM JIMLIAM OpTraHH3aIHH;

KOHTPOJIb JIOKYMEHTa: TeKyLIMid KOHTpPOJb JOKYMEHTa, Ha3Ha4eHHE OTBETCTBEHHOTO 3a JOKYMEHT, Ha3HaueHHE
KOHTpOJIepa JOKyMEHTa, CHITHE JOKYMEHTa C KOHTPOJIs, IOMETKA BBITIOJIHEHHUS IOKYMEHTA;

MepechUIKa TOKYMEHTA B CHCTEME JOKYMEHTOO00POTa BHYTPH TEKYIIECH OpraHu3aIuy;

3aHECCHHS JOKYMCHTA B JICJIO — OTIPABKA B aPXUB.

Ha 3Tanax BBIOJHEHHUS, KOHTPOJIS, OTPAOOTKU TOKYMEHT MOXET MPOXOAUTH 3Tamnbl 1-9 HeoJHOKpaTHO.

ToNBKO YTO MBI OLCHIJIM TTOJTHOIIGHHYIO, HO OTHIOJb HE MOJHYI0 padoty Hax nokymeHntoMm B COJI. Onpenenenue,
HA KaKOW 3Tam W3 JICCSATH BBINICH3JIOKCHHBIX TEPEHTH JTOKYMEHTY, COBEPIIACTCS JIIOABMH Ha MECTaX B PE3yJbTaTe
KPOMOTIUBOIO aHallk3a aTpUOyTOB IOKYMEHTa, C KOTOPBHIMH OH MOCTYMHJ B opraHuzanuio (cm. m.3.1 Tekyriero
JIOKYMEHTA).

Iepedenp aTamoB pabOThl HAJA JOKYMEHTAMH, BBILNICH3JIOKEHHBIX, HE MPETEHAYIOT HA TOJIHBII MepedeHb — U
MPETeHA0BATh HE MOXXET B CBSI3M C TEM, YTO KaXKJOH OpraHu3aluu, MPEIIPUITHIO, MUHUCTEPCTBY HJIH BEIOMCTBY
TIpUCYIIA CBOS creduKa paboThl C TOKYMEHTOM.

UCII npenocTaBisieT cpeicTBa aBTOMaTH3anud paboThl B CHCTeMax MOJOOHOr0 Poja, B JAHHOM KOHKPETHOM
cllyyae — CHCTeMe JOKYMEHTO00OpoTa. ABTOMATH3alMsl HE MOXKET, KOHEYHO, ObITh MOJHOM — TaK Kak AJsl pelieHHs
HEKOTOPBIX CUTyallMid HYXKHA YEIOBCYCCKAs CMCKAJIKa, WHTYUIIHSA, a B HEKOTOPOM CIydyac COBCEM HECTaHIAPTHBIN
MOJIXO/T K PELICHUIO IPOOJIEMBI, a TAKHE KA4eCTBA MPHUCYIHU TOJBKO YCIOBEKY.

OpHako 0a3a 3HAHUIT JOTHYCCKUX MPABWII U TUIAHOB JBHYKEHUS 0OBEKTOB B CHCTEME JOKYMEHTOO00POTa Ha/ICTICHA
COCcOOHOCTRIO CaMO00OyUYaThCs, T.€. JAOOABISATH MPaBHJIA U CTPOUTH MO HUM IUIAHBI aBTOMATHYCCKH, OMHUPAsCh Ha
NEHCTBUS TOJNB30BaTeNicl CHCTEMBI. [Ipy 4acTo MOBTOPSIOMIMXCS IEHCTBHAX MporpaMma MPeIUIoKUT OGOPMUTH
COOTBETCTBYIOIIEE MPABUIIO WK IIPUMEHUTh IUIaH, HOCTPOSHHBIN €0 o Bamim geficTBusIM.

4.4.1. ®opmaau3anys MOAX0Aa K CO3JIAHHI0 MHCTPYMeHTApHUs NJAHUPOBAHMSI B cHCTeMe JOKYMeHT0000poTa.
OyHIaMEHTOM /IS CO3JaHHU HHCTPYMEHTApHUS TAKOTO PoJa CO CTOPOHBI HAIIMCAHUS MPOTPaMMHOTO OyZAeT miatdopma
.NET, co croponsl xpaHeHuss 0a3bl 3HAHWUH JIOTMUECKHX MPABWI, IJIAHOB [BIDKEHUS OOBEKTA B CHCTEME
JokymenToobopora u T.1. Beictynut CYBJT Oracle.

Ha manHBINf MOMEHT JeTanbHEe OCTAHOBHUMCS Ha CO3JAaHWU CTPYKTYPHI 0a3bl JaHHBIX, a KOHKpETHEE 4acTH Oa3bl
JAHHBIX, OTBEYAIOIICH 3a OW3HEC-TIOTMKY MPHIOKCHHS, YTO IIO3BOJNUT B JAJIbHCHIIEM CO31aTh KOPPEKTHBIM
MIPOrPaMMHBIH POIYKT.

B mporiecce co3nanus cTpyKTyphl 0a3bl JaHHBIX MBI OyJIEM ITOJIb30BaThCS CICIYONMMHE MOHATHUAMHE: 0a3a JaHHBIX
(BAO), rabauist BJ1, mosst tabnun BJI, ctpoku Tabnui BJl, mepBUdHbIE KIFOUH, BHEIIHHUE KITFOYH, CCBUIOYHBIC TAOIUIBI.

WHcTpyMeHTapuii, ¢ MOMOIIBI0 KOTOPOro Mbl Oynem «obmarbes» ¢ BJ] Oymer s3pik SQL  (Structured Query
Language) -413bIk CTPYKTYPUPOBAHHBIX 3aIPOCOB.

4.4.1.1. Crpykrypa B/l 1Jisi GU3HEC-JIOTHKH CHCTEMbI 3JIeKTPOHHOI0 T0KyMeHTo0o6opoTa. B mynkre 3.3 Tekyiero
JIOKyMeHTa OblI0 omucaHo (GopmupoBanue 6a3wl 3HaHMd it COJI, Tae MBI ONEpHUPOBATM TEPMHHAMHU. COCTOSHUE,
JIOTUYIECKOE TIPaBWIIO, TUIaH, aTpuOyT. PaccMoTpuM cleayronryro cTpykTypHyIo cxemy B/l Toit yacTw, KoTopast oTBedaeT
3a OusHec-noruky COJI (puc. 6).

PLANS
STATES 1
- NAME
bl S ISOLD
INFO ATTRIBUTES
ISOLD 1
D
PLAN_RULES TABLE_NAME
0 RULES LAY
] ISOLD
IDPLAN _ i
IDRULE :T———y____lnATTmBUTE —
ORDER IDVALUE
1Y ISOLD

Puc. 6. CrpykrypHas cxema BJI sormdeckoit wactu CO/]
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Ha puc. 6 npeacrasiensl 5 Tabiui, opranu3yromux ousHec-imoruxky CO/I:

STATES —rabnuiia-cioBapb, B KOTOPYIO BHOCSATCS BCE COCTOSIHUSI 00BEKTa JJOKYMEHTO000POTa — OKyMeHTa (CM.
3.2.TeKylIero J0OKyMeHTa);

ATTRIBUTES — atpu0yThl HOKyMEHTa, HEOOXOAWMBIC HaM [UIsS MMOCTPOCHHS IUIAHOB IBMKCHHS JTOKYMEHTAa B
C3/J] (cm. 3.3.TekyIero JOKyMEHTa);

RULES —HaGop npasui1, U3 KOTOPBIX COCTOST IIaHbI JABHKEHHS TOKyMeHTa (cM. 3.3.TEKyNIEro JOKYMEHTa);

PLANS - TaGmura-cioBapb, B KOTOPOH XPaHHUTCS I€peUeHb CYIIECTBYIOIMX ILIaHOB (cM. 3.3. TEKyIIero
JIOKYMEHTA);

PLAN_RULES - pabGouas Tabnuima, ONpECNsIONias CKOJIBKO MPAaBHI M B KAKOM IOPSOKE OHHU JOJDKHBI
OCYILIECTBIISITHCS U KQKIOT0 KOHKPETHOTO IIJIaHa.

Kak ObutO ompeneneHo BBIIC, JIOTUYECKUE MpaBHia OyAyT UMETh BHJI Kiay3 XOpHa — B BH3YAJIBHOW YacTH
NPE/ICTAaBIICHUS NPABWJI, PEaIbHO )K€ B 0a3e JaHHBIX NpaBwiia OyAyT uMeTh Bua crpoku tadbiuusl RULES, rne Oynyr
pa3MelaThCst 3HAYCHUSI CIEAYIOIIUX MOJICH:

ID — yHuKaIbHBIH HACHTU(GUKATOP CTPOKH (IIEPBUYHBIN KITIOY);

IDATTRIBUTE — nnenruduxarop arpudyra u3 tabnuust ATTRIBUTES —Tabmuust ATTRIBUTES 1 RULES
OyaIyT CBsI3aHbI BHELIHUM KIIFOUOM,;

IDVALUE — unenrudukarop 3HaueHus toro atpudbyra, ATTRIBUTES.TABLE_NAME kotoporo msl BeiOepeM
U3 COOTBETCTBYIOMIEH Tabmuubl. Harpumep:

ATTRIBUTES.TABLE_NAME = DOCTYPE,

rone SEDD_DOCTYPE -fabnura-ciioBapb, COAEprKaliias THITbI JOKYMCHTOB.

Tornma IDVALUE npumer 3nauenue unentudukaropa oguoit n3z crpok SEDD_DOCTYPE.

ISOLD — cinyxebHoe moiie, npuHuMaromee 3HadeHne 1 win O, onpezensiomee HCIoab3yeTcsl JaHHOE PABUIIO
WITK OHO YK€ 3aCTapelio.

4.4.1.2. Iipumep padotrsl B/l jioruyeckoii 4acTH cUCTEMBI YJIEKTPOHHOTO T0OKYMEHT0000pOoTA.

IMpumepom paboOThl JAHHOTO MOJYJS OyIyT 3ampochl K Ga3e JaHHBIX, KOTOpPbIE OYIyT BBIOMPATh HYXKHbIE HaM
3HAYEHHS U3 OMPECIICHHBIX TAOJIHUI JJIsl MPOXOXKACHHS JOKYMEHTA MO IUIaHy, JUIS CO3JaHusI JIOTHYECKOro MpaBuiia U
T.0.

Tabmuna STATESHa puc. 6 otoOpaskeHa 0e3 CBsI3¢i, Ha caMOM JeJic 3TO He TaK. YTOOBI HE YCIOXKHATH pHc. 6 He
obuta otobpakena tabmuma DOCUMENT co cBsizsimu. Tabauma DOCUMENT siBiisieTCst CCBUTOYHONW OTHOCHTEIBHO
tabauipl STATESHo nomro IDSTATE. B manHHOE 1moJie BHOCHTCS TOCIICAHEE COCTOsTHUE qoKyMeHTa B CO/I.

PaccMOTpHM NpUMeEp NPEIIOKEHHs IIaHa IBMIXKEHHUsS JIOKYMEHTa B COOTBETCTBHU C PHC. 5 U NPOJBIKCHHE
JOKYMEHTA B COOTBETCTBUH C IJIAHOM M3 HAYAJILHOI'O COCTOSHMS B KOHEYHOE.

Jlyist TOoro, uToObl TMPEIUIOKUTh IJIaH JBMXKEHUS HEOOXOJMMO 3alpOCUTh 3HAYEHHE aTpuOyTOB JAOKYyMEHTa IO
HOMEPY C KOTOPBIM JIOKYMEHT CETOJTHSI TIPHUIIIEIT:

select doc.idtype, doc.idtopic, doc.idsharp, doc.id view, adr.idorg
from DOCUMENT doc, ADDRESS adr
where adr.iddoc = doc.id

and doc.docnumber='45/89’

and doc.docdate="12.01.2008’;

PesynpTaToM Takoro 3ampoca Oymer mepedeHb HAcHTH(HKATOpOB (Hampumep, 1, 2, 3, 4, 5)B COOTBETCTBHH C
KOTOPBIMH MBI HaiiieM HYKHbIiI HaM TuiaH aeiictBus u3 tabiuipl PLANS (puc. 6). [Iist 3Toro cHavana Mbl OMpPEAeTHM
HY’)XHbIC HaM aTpHOYTHI, B JaHHOM ciy4ae ux 5 (puc. 6), B Tabnuue ATTRIBUTES nony4nm ux uaeHTHGUKATOPHI U 1O
HUM B JlaHHOM pucyHke B Tabnune RULES naiinem naGop mpasun s atux arpudytoB. [lo cnenbHO# Tabiuie
PLAN_RULES puc. 6) onpeaenum — CyLIecTBYeT JH IUIaH ¢ HAG0POM TaKHX MPaBUI M €CIH [a, TO MPEATIOKHM €ro
TI0JIL30BATEIIIO.

select plan.Name
from PLANS plan, RULES rule, PLAN_RULES pr
where pr.idplan=plan.id
and pr.idrule=rule.id
and rule.idattribute in
(select atrib.id
from ATTRIBUTES atrib
where atrib.table_name in (DOCTYPE, DOCVIEW, ORGANI ZATION, SHARP,
TOPIC))
and rule.idvalue in (1, 2, 3, 4, 5)

B pesynbTaTe BBINOMHEHHS TAKOTO 3alpoca MbI HOJyYHM Ha3BaHHWE IUIAHA JBIDKCHUS JAOKYMEHTOB, HalpHMep
PLANS.NAME = Tlnan Nel’ ¢ ommcanueM K Hemy. EciM moib30BaTeslb COTIACUTHCS C MPEAJIOKEHHBIM IUIAHOM,
IporpaMma HauHeT JeHCTBOBATh B COOTBETCTBHHM C 3THM ILIAHOM, CXeMa KOTOPOTO NPEAIoKeHa Ha puc. 5.
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B cooTrBeTcTBHE CO CXEMOH, MPOrpaMMBI HPEITIOKHUT 3apPETUCTPHPOBATH AOKYMEHT B JKypHAJlE ISl BXOISIIINX

. 1 .

OOIIMX JOKYMEHTOB M HEPEHTH B COCTOsAHHE Z 7, IPOrPaMMHO 3TO OyJeT IPEeJCTAaBIECHO 3aIlyCKOM COOTBETCTBYIOMICH
(OpPMBI M TIPEIIOKEHUEM COTJIACUTHCS C MPEIOKEHHBIM BapuaHTOM. B 0a3e yke JaHHBIX BBITOIHUTCS CKPHIIT:

insert into JOURNALCONTENT iddoc, regnumber, regdat e, idjournal
value(###, 123, '12.01.2007’, ###);
update DOCUMENT set DOCUMENT.IDSTATE = ###;

ITepexon oobekta COJ B IpyrHie COCTOSHUS OYIET OCYIMIECTRISITHCS aHATOTHIHBIM 00pa3oM.
BriBoa

CyTh TpETOKEHHONW KOHIETIMA (KOHIICIIIAY TIPOIIECCO-OPUEHTUPOBAHHOM HHPPACTPYKTYPBI) COCTOUT B TOM,
YTO JAHHAS CTPYKTypa SIBJISICTCS IOMOJIHUTEIBHBIM apXUTCKTYPHBIM CJIOEM, KOTODBIA OTBEYaeT 3a YIpPaBJICHUE
MPOrpaMMHBIMH HHTepQeiicaMu, CBSI3BIBAIONIMMHE IT0JIb30BATEICH MPUIIOKEHUS, OU3HEC-TIPOIECCHI M KOMITOHCHTHI
HHPOPMAINOHHO-TEIIEKOMMYHHKAIIHOHHBIX CHCTEM.

Ha mpumepe cucTeMbl 3JEKTPOHHOIO JOKYMEHTOOOOPOTa KaK OJHOTO W3 OHM3HEC-TPOIIECCOB, MPOTCKAOIIUX B
OpraHu3aiuy, OBUI TPOJEMOHCTPUPOBAH HMHCTPYMCHTAPUN IUIAHUPOBAHUS M BBIMOJHCHHUS OTICIBHBIX pPaloT.
['TaBHBIMH TIPEUMYINECTBAMH CHCTEMBI C MHCTPYMECHTAPHEM TAaKOTO POJa SIBISCTCS aNAlTHBHOCTH (BO3MOXHOCTB
MEHSTh, I00aBISITh U YAQIATS TIPABUIIA IPH TPOUCXOANINX B OPraHU3AINH H3MEHEHHSIX) ¥ MACIITaOUPYEMOCTb.

ABTOMAaTH3Upys OHM3HEC-TPOIECCHl TMPEANPHATHS TaKUM O0pa3oM MOXHO JOCTHYL Ooliee IPPEKTHBHOTO
HCTIOJIB30BaHUS PECYPCOB OPTraHU3ANNH: YEIOBEUECKUX, BPEMEHHBIX, 000PYIOBAaHUS U T.1.

Crnenyromum mrarom B paspadotke MCIT u MICBOP Oynet peranu3aiiiss HHCTPYMEHTAIBLHBIX CPEIICTB BHITIOTHEHHS
OTIENFHBIX PabOT, TaK KaK IPEJICTABICHHBIA MaTepHall PAcKphIBa€T B OOMIEM Cllydac OJHO HHCTPYMEHTAILHOE
cpeactso — UCII.
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