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1. Meput 6e30nacnocmu npu pabome na Komnviomepe

KoHcTpyknuss  kommbpioTepa  oOecmedMBaeT — 3MEKTPOOe30macHOCTh s
paboTamoliero Ha HeM 4YeloBeKa. TeM He MeHee, KOMIIbIOTEep SBISETCS
JNEKTPUYECKUM  YCTPOMCTBOM, pabOTAIOIMM OT CETH IIEPEeMEHHOr0  TOKa
HanpspbkeHHeM 220 B., a B MOHHTOpe HampsDKCHHE, MOJAaBacMOE HA KHHECKOII,
JOCTUTAeT HECKOJIBKHUX JECSATKOB KIIOBOJBT. UTOOBI IPEIOTBPATHTh BO3MOKHOCTh
MOPaYKEHHsT DIIEKTPUUSCKUM TOKOM, BO3HHKHOBEHHMS IO)Kapa M BBIXOJA U3 CTPOS
caMoro KOMIbIOTEpa INpH padoTe M TEXHHUECKOM OOCIY)KMBAaHHH KOMITBIOTEpa
HEOOXOIMMO COOIIOAATH CIACAYIOMINE MEPhI IPEJOCTOPOKHOCTH:

- CETEBBIC PO3ETKH, OT KOTOPBIX IIMTAETCS KOMIIBIOTED, JIOJDKHBI
COOTBETCTBOBATh BUJIKaM KaleJIei JIeKTPONUTAaHUS KOMITBIOTEPA,;

- 3alpelaeTcsl MCIojab30BaTh B Ka4eCTBE 3a3€MIICHUS BOJONPOBOJHBIC M
ra3oBbIe TPYOBI, paJJMaTOPhl ¥ IPYTUE Y3JIbl TAPOBOTO OTOILICHUS;

- 3ampeniaeTcsi BO BpeMsi pabOThl KOMITBIOTEpa OTKIIOYATh M MOAKIIOYATh
pa3beMbl COeTUHUTENBHBIX Kabeleit;

- 3ampenaeTcs CHUMATh KPBIIKY CHCTEMHOTO 0JI0Ka U MIPOM3BOIHUTH JIFO0BIE
OIeparvy BHYTPH KOPITyca JI0 MOJHOTO OTKJIFOYEHHS CHCTEMHOT0 0JI0Ka OT
EKTPOIUTAHHUS;

- 3ampeniaeTcst pa30upaTh MOHUTOP M IBITATHCSI CAMOCTOSITENBHO YCTPAHATh
HEUCHPABHOCTH (ONACHBIC JJIs1 JKM3HH BBICOKHME HANPSDKEHHS Ha 3JIEMEHTaX
CXEMBl MOHHTOpPA COXPAHSIOTCS JUIMTEIBHOE BPEMs IIOCIE OTKIIOYCHUS
IEKTPOIINTAHHUSA);

- 3ampenaeTcsl 3aKphIBaTh BEHTHIILMOHHBIE OTBEPCTUSl HA KOpITyce
CHCTEMHOTO 0JI0Ka 1 MOHHTOpA TOCTOPOHHUMH TIPEAMETaMHU BO U30ekKaHUe
TeperpeBa 3JIEMEHTOB PACIIONOKEHHBIX BHYTPH 3THX YCTPOHCTB;

- MOBTOPHOE BKJIIOYEHHE KOMITBIOTEpAa PEKOMEHIYEeTCsl MPOU3BOIWTH HE
panee, yem yepe3 20 CeKyH/1 MOCIIE BHIKITIOYECHUS.



2 Beeoenue

JlaGoparopHas paboTa mpeznonaraeT oTpadOTKy CIEIYIOUINX BOIPOCOB:

1. M3yueHue cymecTBYOMNIX MOJeIeil OpraHu3alny JOKyMEHT0000pOTa KaK
OCHOBBI TEXHUUECKHUX PETJIaMEHTOB.

2. @opmupoBaHHE HABBIKOB B OIMCAHHH MOJEIN JOKYMEHTOOOOpOTa,
OTBEUAOMIET0 CHEH(UKE ASTENEHOCTH OpraHU3alHH.



3. Mooenu ooxymenmooéopoma
3.1 Deontoyusa modeneii cucmem ynpagieHus OOKyMeHmooo0pomom

D¢ GeKTUBHBI U MPO3padHbIi JOKYMEHTOOOOPOT BO MHOTOM SIBIISIETCS
3aJI0TOM YCHENIHOH paboThl OpraHM3aliH. DTO KacaeTcsl Kak KOMMEpUYEeCKHX
KOMIIaHUH, TaK M TOCYIapCTBEHHBIX CTPYKTyp. [loBbimeHne s¢dextuBHOCTH
YIIpaBJIEHHs 3a CUET BHEAPECHHS HOBBIX TEXHOJOTHH pabOTHI C JOKyMEHTalneH
CETOHS OUeBHIHA.

3a nocnenuue 30 JeT w3psigHas 1071 OromkeTa GHUPM, MpeaHa3HAYCHHAs
s oOecniedeHUss MH(OPMALMOHHBIX PECypcoB, TpaTHIAch Ha pa3paboOTKy
MPUWIOKEHUH, B OCHOBE KOTODBIX J€Xald JaHHBIE M CHCTeMBl. B Takue
NPUIOKEHHS yKiajabiBaeTcs MeHblie 15% ot oluero oObema MHpOpMALUH
(UpMEL

KoHeuHblif moTpeOuTEeNIs B HAIIM JTHA HYXXAAETCS B JOKYMEHTAIMOHHO-
OpPHEHTHUPOBAaHHBIX IPHIOKEHUSIX, KOTOpble BMeCTHIM OBl oT 75 no 85
MIPOLIEHTOB 3TOW MH(popMannu. Bee Gonble npeanpusaTHii yBETHIUBAIOT JOJII0
0r0/pKeTa, HAPABICHHYIO Ha PEIICHHe IPOOIIeM yIIpaBIeHHs JOKyMEHTAIHEH 1
yMeHblIeHHs o0beMa OymakHOW paOotel. [locinennuii pa3 aHamormyHas
MOMBITKA HpEeINpPUHUMANach CIEIUAINCTAMH B OONACTH  yIpaBICHUS
nHpopMareld Bo BTOpoil momoBuHe 80-X TOAOB, KOrzJa B OOMXOI BOILIA
cucTeMsl ynpasieHus 6azamu naHHbIX (CYB/).

WNudopmanust ObIBaeT CTPYKTYpHpPOBaHHAs, XPAaHEHHWEM M YIPaBICHHEM
KOTOpO#1 3aHNMArOTCst 6a3bl TAaHHBIX ¥ IPHUKIIAIHBIE HHPOPMAIHOHHBIE CHCTEMEI,
MIOCTPOCHHBIE Ha MX OCHOBE, U HECTPYKTypHPOBaHHAs, TO €CTh IOKYMEHTEIL
IMpyuem  MeXAy  CTPYKTYpHPOBAaHHBIMH ¥ HECTPYKTYPHPOBaHHBIMU
JOKyMEHTAMH MOXKET CYIIECTBOBATh OJHO3HAYHAS 3aBHCHMOCTH, - HAIpPUMeEp
MEX/Iy HakKJIaJHOW Ha OTIYyCK ToBapa M TpaH3aKUUed B NPUKIaTHOU
nH(pOPMAIIMOHHOI cuCTeMe O CIIMCAHHUH 3TOTO ToBapa co ckiazaa. Ciemayer UMeTh
B BHAY, YTO TOJBKO HAKJIagHas MMEET IOPHAMYECKYIO CHIY, B OTIMYHE OT
TpaH3aKIUK B 0a3e TaHHBIX.

Heobxoaumocts aBTOMATH3aINU XpaHeHUs! u 06paboTkH
CTPYKTYPUPOBAaHHON MH(OpPMAIMK HE BBHI3BIBAET COMHEHHH, Belb ee OoblIne
00BEMBI 3a9aCTYIO IENIAIOT HEBO3MOXKHON 00pabOTKy BPYUHYIO.

Craygalfi ¢ HECTPYKTYpPHPOBAaHHBIMH JIOKYMEHTaMM aHAJOTHYHBIA -
noBeImeHne 3()(HEeKTHBHOCTH HMX OO0pabOTKHM BeNET K IOBBIMICHHIO OOmIeH
¢ dexTuBHOCTH PaboThl mpeanpuatus. Cremayer BBIACIHTH CIEAYIOIINE
pe3epBbl NOBBILEHUS 3G (HEKTUBHOCTH:

— YMEHBLICHHE CTOMMOCTH XPaHEHHs MH()OpPMAIMK 33 CUET COKPAIICHHS
IUIOIIA /e, 3aHUMaeMbIX HH(OPMAIIMOHHBIMU apXUBaMH (4ITO, B CBOIO OYEpPe/ib,
BO3MOXXHO IyTeM YHHUYTOXXEHUSI Manod(pPeKTHBHBIX OYMaKHBIX JOKYMEHTOB U
0oylee KOMITaKTHOTO XpaHEHHs OyMaKHBIX JTOKYMEHTOB); a TaKkKe IepeHoca
OyMa)KHBIX apXHBOB B OoJiee JIeNIeBbIC U YAAICHHBIC MECTa;

— YBEJIMYEHUE CKOPOCTH TIONCKA U JOCTYIIAa K HEOOXOANMBIM JOKYMEHTAM;
D10 rnaBHBIA pesepB dddexTnBHOCTH. [lo psimy omeHok, mo 90% BpemeHH



COTPYJHUKOB TPATHTCS HA TaK Ha3blBaeMyI0 OOECIEYMBAIOLIYI0 (YHKLHIO, a
HMMEHHO: Ha NTOMCK HEOOXOAMMBIX Ui pabOThI JOKYMEHTOB. DTa mpoliema ere
Oonee ycyryOisercss IpU KOJJIGKTUBHOM HCIOJIB30BaHHUHU, KOTAa TpeOyroTcs
JOKYMEHTBI, CO3JaHHbIE IPYTMMH COTPYIHUKAaMH, U, HAKOHEI, CTAaHOBUTCS
MIPAaKTHYECKH HEBBITIOIIHMMOM, €CIIM OpPTaHM3alus SIBISICTCS TEPPHUTOPHAIBHO-
pacmpeneneHHoi (maxke IIpU HaJWYUH  BOJOKOHHO-ONTHYECKHX KaHAJIOB).
COOTBETCTBEHHO, €CTh BO3MOXKHOCTH IIPAKTHYECKH Ha MOPSJOK ITOBBICHTH
IIPOMU3BOJUTEIHHOCTD TPY/A COTPYJHUKOB.

—  COKpalleHHe  pacxXoJ0B  HAa  KONHMPOBAHHE,  KaHIEIIPCKUE
MIPUHAATIEKHOCTU U T. IL.;

— COKpallleHHe BpeMEHH Ha Iepeady JOKYMEHTOB MEKAY HCIIOTHUTESIMU;

— TIOBBIIICHHE OE€30MIaCHOCTH IpHU paboTe ¢ AoKyMeHTamu. OpraHuzanus
IITyOOKO CHCTEMBI 3alUTHI JOKYMEHTOB (KOTOpast 3aBUCHT OT MOJIb30BaTenel 1
BBIMOJTHAEMBIX HMH OIEPaIHii) MTO3BOJISIET MCKIIOUUTh HECAaHKI[MOHUPOBAHHBII
JOCTYH K TOKyMeHTaM. [Ipy 3TOM CyIecTBYIOT CyIIecTBEHHBIE OTINYHUS PabOThI
¢ JOKYMEHTaMH OT TPAJULIHUOHHOW pabOTHI C JaHHBIMH WM, COOTBETCTBEHHO 3TO
TpeOyeT pa3paboTKu COOCTBEHHOTO HHCTPYMCHTAPHSI.

TlonsTus  cTpyKTYypBl, coAepkaHus, (OPMBI IPEACTABICHHS IS
JOKYMEHTOB CYIIECTBEHHO APYTHE, YeM IS «IAHHBIX», JaXe B IPOCTEHIINX
CITyJasiX, KOTAa JOKyMEHT MOXKET pacCMaTPHBAThCS KaK IIPOCTOM TEKCT MM Kak
(parmMeHT 0a3bl TaHHBIX.

IIpouenypa «co3manus» IOKyMeHTa BooOme orcyrcTByer B BJI, rme
JOKYMEHT SIBJISICTCS] IOHSTHEM BHEITHUM. [JIs1 CHCTEMBI JOKYMEHTO000pOTa 3TO
Ba)KHEUIIMH MPOIIecC, KOTOPBIN JOKEH MOAIePKIUBAaTh KOMIIOHOBKY LIEJIOTO H3
YacTeil, BepCHOHHOCTh, BO3MOKHOCTB BEIOOpA BApHAHTOB, (YUKCAIIHIO U T.I1.

Ilepecpinka nOKyMEeHTa CBsi3aHa C COXPAHEHHEM BPEMEHH M JaThl,
MOATBEP)KIACHUEM JOCTaBKH, IPOBEPKOH 3IEKTPOHHOH HOAIIHCH.

Co3ganue OONBIIMX apXMBOB, MOWUCK B HHX, 00pa0OTKa TOTOKa
JOKYMEHTOB, BBIIENICHUE M KIACCH(PHKAINS — THITHYHbIE 3aJa4dH IIpH paboTe ¢
JOKYMEHTaMH.

Heo0OxoquMocTh B XpaHeHHH rpadudeckoro odpasa JOKyMeHTa Hapsity ¢
€ro COJCP)KaHHUEM IPHBOJUT K CHEHU(PHUYECKHM CIOoco0aM OpraHH3aluH
XpaHWIHIIA JIOKYMEHTOB: JONOJHUTENBHBIM HHISKCHBIM CIIPAaBOYHUKAM MO
CJIOBaM, BBIPAXKEHHSIM, OHSATHSM 1 OCOOBIM METOaM CXKATHS U YITAKOBKH CAMUX
JOKyMEHTOB.

Ilo-HOBOMY crieyeT MOMOWTH W K caMOW TPaJUIIMOHHOW YacTH PaboTHI ¢
JOKyMEHTAaMH — BBOAY Y BBIBOJY. Kor1a MBI BBOZMM B KOMITBIOTEP «OyMaXKHBII
JNOKYMEHT, BO MHOTHX CiIy4asX HEOOXOAMMO COXPAaHUTh HE TOJIBKO €ro
coJiep)KaHue, HO ¥ rpadyecKoe MpeICTaBlIeHne, 1a0bl ero BCeria MOXKHO ObLIO
BOCIIPOM3BECTH B  «IEPBO3JAHHOM BHAE». BKyme ¢  TEXHOJOTHIMH
pacno3HaBaHus, 3TO HOPOXKIAET LIETYI0 CHCTEMY OTHOLICHHIH MEX/y OIMCAaHUEM
JOKYMEHTA M Pa3IMIHBIMH NIPOTPAMMHBIMI KOMIUIEKCAMH: SKPAaHHOTO BBOJA U
BBIBOJIA, CKAHWPOBAHHS — PACMO3HABAHMS, MEUATH, IIEPEfaddl B SJIEKTPOHHOU
¢dopme. HeoOxomuMm enwHBIA Ui BCeX OTUX KOMIUIEKCOB B3IILL Ha
COOTBETCTBHE (hOPMBI IPEACTABIEHHS H cojieprkanus. [Toka ske Bce Takoro pozaa



MPOrpaMMbl UMEIOT COOCTBEHHBIE ONUCAHUS (GOPM, NPOBEPKH LEIOCTHOCTH,
0TOOpa)KEHNUsI BO BHYTPEHHEE MPeICTaBICHHUE.

VYBenuueHne KOJNMYECTBA CO3JaBaeMBbIX JOKYMEHTOB H BO3MOXHOCTh
pacnpocTpaHeHHs: ”HPOPMALIUH 110 IEKTPOHHOH IT0YTE U MO JIOKAIBHBIM CETAM
(UPMBI IPUBOIAT K BBIXOJ Ha TEPBBIH IUIAaH NPOOJIEM 3aIUTHl JOKyMEHTOB,
KOHTPOJISL OTCIIC)KUBAHUS U ITOUCKA.

Crenpanuctsl no nHpopMannoHHEIM cucteMaM (MC) Tonbko B ocnenHee
BpeMs 3aHSUINCH YCOBEPIICHCTBOBAHMEM CPEICTB YIPABICHUS CHCTEMaMH,
TEeXHOJIOTHSAMH  yNpAaBICHUs] TAHHBIMH M METOAMKAMU MOJEIMPOBAHHSA
“HpOPMAIMH, YTOObI CHCTEeMbI U 0a3bl JTAaHHBIX, ACHCTBYIOLINE B MaciuTabax
Bceil opraHmzanmu, pabotanu ¢ Oonbiueil oTnadeil. BombIIMHCTBO W3 3THX
CIEIHAIUCTOB, K COXAaJEeHWIO, HE BHUKAIOT B OCHOBBI TEOPHUHU YIIPABICHUS
JOKyMEHTOOOOpOTOM, HE MHTEPECyIOTCSl MpPHUMEHSEMBIMH B 3TOM Jene
Cpe/ICTBaMHM, TEXHOJIOTHSIMH, HapaboTkamu, Meroaukamu. s Toro, 4ToOBI
BOWTH B KypC Jela, UM HOTpeOyeTCs TOJ MIIH JIBa, @ 3TO CIUIIKOM JTOJTHH CPOK,
€CIIM  Y4YecTh CYIIECTBYIOUIYI0 HOTpeOHOCTh B JeiicTBeHHBIX CHcTemax
VYupaenenus [lokymentoo6opotrom (CYJ) Pupmer (Enterprise Document
Management System — EDMS). Ceiiuac riepes HUIMH CTOHT 3a1a4a — ePEBECTH
OTPOMHBIE JJOCTaBIIHECS B HACIEACTBO CHCTEMBI JOKYMEHTAIIUM Ha Oymare U B
JNEKTPOHHOM BHUJE B €AMHYI0O AaBTOMATHU3HPOBAHHYIO pabouylo CHCTEMY
YIpaBIeHHs JOKyMEeHTanuel Ha pupme.

ILens cucremM ynpasJieHUsI AOKYMEHT0000POTOM — PaclpeaeuTh 00mme
nH(OpMaIMOHHBIE PeCYpChl KOMIIAHUH TaKUM 00pa3oM, YTOOBI OHH OCTaBaJIMCh
MIOJ HaJEXHOH 3alUTOH, ¥ YTOOBI MX MOXHO OBLIO HAlTH, IOIYYUTH WIN
nepecnatb. PacrpeneneHne  JOKYMEHTOB JIOJDKHO  OBITh  BO3MOJKHBIM
HE3aBUCHMO OT (JOPMBI MX NpEACTaBIeHHs — Ha Oymare WM B 3JI€KTPOHHOM
BUJIE.

Jnst  ympaBieHHs —JOKYMEHTOOOOpOTOM Ha (upMmMe TpaagWIMOHHO
OCYMIECTBISINCEH CIIEYIOIINE MEPOTIPHATHS:

— ymOpaBieHHE IOKYMEHTaMH — KOHTpOJb JOKyMEHTOB Ha Oymare,
XpaHSIIUXCS B AJIEKTPOHHOM BU/JIE;

— ynpasieHue GpopMaMu — KOHTPOJIb (GOpPM, HUCHONIB3YIOIHMXCS I cOopa
nH(opMaImu 1 COCTaBICHHs OTYETOB;

— yIpaBJIeHHE OTIETHOCTHIO — MyOIMKanus U paclpocTpaHEHHE OTIETOB Ha
Oymare;

— yOpaBleHHWE pYKOBOACTBAMH W WHCTPYKIHSAMH — CO3JaHHE U
pacnpocTpaHeHHE JOKYMEHTOB, COJEpXKalluX HWH(GOPMAIHIO O IIONHTHKE
KOMITaHUH, a TAKKe PYKOBOJICTB IO BBHITIOJTHEHHIO 3aJaHHIH;

— YyIOpaBieHHE apXMBaMH — KaTajlorusauus, 0030p, pacrupeaeneHue Hu
COXpaHEeHHE TOKYMEHTOB, OJIAHKOB, OTYETOB M BCEX OCTAJBbHBIX O(QHIHANIbHBIX
JIOKYMEHTOB.

3a nocnegaue 30 €T Takas cHcTeMa IOTepsUIa aKTyalbHOCTh H IepecTala
OBITH JCUCTBEHHOH 110 IPUYHHE:

— pocTa 4ncia CIENOK, 3aKII09aeMBIX 0 X0y BEICHUS IeT;

— OTCYTCTBHS YETKON MOJIETH JOKYyMEHTHO-OpHEHTHPOBAHHOTO TIPOIIecca;



— CIOXXHOCTH XPAaHEHHs JOKyMEHTOB B 3JEKTPOHHOM BHJIE B CHUCTEME,
CO3JaHHOM A7 JOKYMEHTOB Ha Oymare.

VYcrapepuine mporpaMmbl OBUTH, Kak MpaBHUIIO, pa3felieHbl HAa YacTH U
pachpesienieHsl 10 OTAeNaM, KaXIblil U3 KOTOPBIX BBINOIHST CBOH (DYHKLIUH.

Hu omma w3 wdwactelt cHcTeMBl yHpaBieHUs HOKyMEHTaIWedl He
MIpUHAJIEKaNa TTOJTHOCTHI0O OJJHOMY OTZEINy, U HH OAWH OTAEN He Hec MOJTHOU
OTBETCTBEHHOCTH HH 32 OJJHY U3 9THX JacTeH.

Ceifyac pa3paboTka JOKyMEHTOO0OpOTa MOCTEHNEHHO NMPHOOPETAET YepPThHI
OT/ENbHOI AUCIUTIIMHBL.

OOBIYHO aHHBIE, HEOOXOAMMBIE [T pEIeHHs 3a/1a4u (3a1a4), H3HAYAIBHO
HaXoAATCAd Ha OyMaKHBIX TOKYMEHTaX, BBOISTCS B KOMIIBIOTEP M OCEIAIOT B
6a3zax JaHHBIX, OTKyJa X 4YEepNaroT pa3luyHbIe MPOrpaMMbl. JTa TEXHOJOTHS,
BIOJIHE IUIOJOTBOPHAs, HACTOIBKO BBEIACh B CO3HAHHME, YTO MCXOIHBIE
JOKYMEHTHI CTAIIN Ka3aThCs KAKUM-TO HEHYXXHBIM CBIPhEM, OT KOTOPOTO HE XyJI0
OBl OTKa3aThCs, OCOOCHHO B OyaylieM, Korja Bo300JalaroT Oe30yMakHbIC
TEXHOJIOTHH, U JaHHBIE OyIyT IepenaBaThCsl 110 CETH OT OJHOTO KOMIIBIOTEpa K
Apyromy.

OpHaxo, B Hadase 90-X TOI0B IPUBBIYHAS KOHIETIHU pabOThl C TaHHBIMU
mepecTanga Ka3aThCs TAaKOW YK YHHBEPCAIbHOH, a TEKCTOBBIE IOKYMEHTEL,
HapoTUB, YXX O4YEHb peAKUMU H coemuduueckumu. IIpu 3TOoM TpOpEIB
IIPOM30LIEN Cpa3y MO HECKOIBKHM HAIPABICHHSAM.

TlepByto BonHy mnomusn IHTepHET. ONEKTpPOHHAs IOYTa, OTPOMHOE
KOJIMYECTBO JIOCTYIHBIX CaliTOB ¢ caMoil pa3HOOOpa3HOW HHpOpMaIUCH
notpeboBat mHOW, 4eM B CVYBJl, cHCTeMBI CTPYKTYpH3alUH JaHHBIX.
«Coobmmenne», HTML, XML, «mouckoBas MaiidHa» 4 T.I. — TEPMHHBI U3
coBepmieHHO Apyroil obmactu, yeM CYBJ/l. OmHOBpEeMEHHO € 3THUM Hadalld
pa3BHBATBCSI  CHCTEMBI  JINIONMPOM3BOJACTBA M KOHTPOIS — MCHOJNHEHHS
pacnopsbkeHH. B 3THX cncremMax HOHATHE AOKYMEHTa SBISIETCS OCHOBHBIM,
JaXe €eClIM B pEeaTbHOCTH MPOHMCXOIWT IBIKEHHE TOJNBKO BTOPHIHOM
nHpopManMu — pPEerHCTPAlMOHHBIX M KOHTPOJBHBIX KapTouek. U, HakoHer,
(byHIaMeHTambHOE 00OCHOBAaHME <«IOKYMEHTHOTO» B3IJISJa Ha MH(pOPMALUIO
TIPUHECIIH TOTIBITKH BHEAPEHHS TOH caMoil 6e30yMaKHOH TEXHOJIOTHH, KOTOopas,
Ka3aJIOCh, JOJDKHA OblIa ¢ HUM ITOKOHYHTH. BBISCHUIIOCH, YTO JUIS IIepeiadn Mo
CeTH 3HAYMMOH MH(OpPMAIMK OHA JOJDKHA OBITh «3aBepeHa» moxmuckio. Ho
TIOJIHNCE, XOTS OBl W 3JE€KTPOHHAs, CTABUTCSI HE MOJ KAKUM-TO JAHHBIM HIIH
Ha0OPOM JAHHBIX, @ TOJIBKO MOJ] JOKyMEHTOM.

Takum 00pa3oM, TOCTENEHHO (OpPMHUpPYETCs menas 00JacTh — CHCTEMBI
ynpasieHus gokymentamu (CY ).

Hauunas ¢ 50-X rojoB, mpouecc «IpPOHMKHOBEHHUS» KOMIIBIOTEPOB B
KOPIIOPATUBHYIO EATEIBHOCTD YEJIOBEKA MPOIIIEN B CBOEM Pa3BUTHH HECKOJIBKO
stanoB. CeroiHs Bce roBOpAT 00 «MH(OPMAIMOHHBIX TEXHOJOTHUIX», KaKk 00
OCHOBHOM (haKTOpe MOBBIMICHUSI KOHKYPEHTOCHOCOOHOCTH Om3Heca. MOXHO
BBIZIEIUTH /IBA TAKHX JTara:

Iran 1. IIporecc KOMIBIOTEPH3AUK KOPIOPATHBHON NEATEIHHOCTH B
MIPOMBIIIIEHHOCTH HAYWHAJICS C Pa3pabOTKH, IIMPOKOTO BHEJPEHUS U Pa3BUTHS



10

kommbiotepubix cucteM tHrma CIIM  (Computer Interactive Integrated
Manufacturing) — cucreMbl KOPIOPATHBHOTO y4eTa, a TAKKE KOMITbIOTEPHBIX
cucreM tunma Office I8 HENPOMBINUICHHBIX  KOPIOpalWi, CHUCTEM
JIOKyMEeHTooOopoTa. BmecTe ¢ 53TUMH cuCTeMaMH Hauyaloch pa3BUTHE
HHCTPYMEHTAIBHBIX CPeACTB UX pa3zpabotku tuna CASE, 3atem cereit Tuna EDI
(Electronic Data Interchange) — snekTpoHHBII OOMEH JAaHHBIMH (OILIOT
JIEKTPOHHON KOMMepIUH), Toke Internet u intranet, a MOTOM pacrpeneICHHBIX
00BeKTHBIX TexHONOTHI THITa OpenDoc.

Jran 2. (c Hayana 90-x). Ceituac uaet BTOpas BOJIHA MH(POPMATMOHHBIX
TEXHOJIOIHH, CBS3aHHas C NOSABIEHMEM cucreM Ttuma Data Warehouse
(Xpanwume nanubix) u SAS (Statistical Analysis System) — cucTembl
MHTETpAllMU JaHHBIX M OH3HEC-aHaIM3a, CIOCOOHBIX 00pabaThIBaTh MacCHUBBI
JAaHHBIX B IOWCKaX 3aKOHOMEPHOCTEH, MOMOTAIOIINX BbIPAOATHIBATH HOBBIE
peureHus B Ou3HECe.

PaGota ¢ pgoKkyMeHTaMu SBJIS€TCS OCHOBHOHW YacThIO IIPOIIECCOB
YIpaBJICHUs] W TPUHATHA YIpaBieHUeckux pemieHud. Ilponecc npuHATHA
YIIPaBJICHYECKOTO PELICHHs] MOXKHO Pa30HUTh Ha YETHIpe dTarna:

— IMarHOCTHUKA MPOOIEMBL;

— BBISIBIICHHE aJIbTEPHATHBHBIX CIIOCOOOB PEHICHHS IPOOIEMBI;

— BBIOOp croco0a petieHus mpooOiaeMsl (IPUHATHE PEIICHHS);

— peanm3aIys peuIeHus.

Bce 3T 3Tamsl caMbIM TeCHBIM 00pa3oM CBSI3aHBI C JOKYMEHTOO00POTOM.

OCHOBHBIE KOMITOHEHTHI B YIPaBICHUM HPEANPHIATHEM ONHPAIOTCS Ha
JOKYMEHTOOOOPOT MpEeNIPHATHS, KOTOPBIA SBISIETCS JOKyMEHTalMOHHBIM
obecnieyenneM  ympaBieHus.  CucremMa  JOKYMEHTOOOOpOTa  JIOJDKHA
6a3upoBaThcsl Ha IPOTPAMMHO-TEXHHYECKHX IUIAT(GopMax —IpeAnpHsTHs,
BKJTIOYATh CPEJACTBA M MPABWIA CO3JaHUS JOKYMEHTOB, IOIJIEPKKH HX
JBYKEHMS, TIEKTPOHHBIA apXuB | T.1. Bce KOMIIOHEHTHI aBTOMAaTH3UPOBAHHON
CHCTEMBl YNPABIEHWS TPEANPUSATHEM JIOJDKHBI OIHPAThCS HAa CHCTEMY
JOKYMEHTO000pOTa NPEIPHSTHS.

C 10pHUANYECKOI TOYKH 3peHHs, CHCTeMa yIpaBIeHHUs OpraHu3alueil - 9To
ee oKyMeHTooOopoT. Jlrobast komuccusi (Hajorosasi, SKOJIOTHYECKast M T.J.)
paboTaeT TONBKO C JOKYMEHTaMH, MPOBEpPsisi UX HMOIINHHOCTh ¥ COOTBETCTBUE
peanbHOCTH. [103TOMYy MOXKHO CKa3aTh: «yNpaBIe€HHE OpTraHH3alMed 3TO ee
JIOKyMeHTO000poT». C JApYyroil CTOPOHBL: «IOKYMEHTOOOOPOT — TpoIlecc
MIPOXOXKIEHHS JOKYMEHTOB BHYTPH CHCTEMBI YIIPABICHHS», TO €CTh TOJIBKO ydeT
MOCTYTUICHHS JOKyMEHTOB, UX YTBEpK/CHIE, NCIIOTHEHNE, Cl]ada B apXUB H T.11.
0e3 aHayIM3a Co/iepIKaHus TIOKyMEHTOB.

JIOKyMEeHTOO0OpPOT He ABISETCS HM30JIMPOBAHHOM TEXHOJOTMYECKOH
[ETIOYKOH B OHM3HEC-TIPOLECCe OpPraHW3alMH, ITOKYMEHTOABM)KECHHE TECHO
UHTETPUPOBAHO C JAPYTHMMH T10/33la4aMH, pellaeMbIMH HH(OPMAIMOHHOI
CHCTeMOH opraHu3anuu. TakuM 00pa3oM, cHcTeMa JTOKyMeHT0000poTa T0IDKHA
obecnieunBaTh MPUKIAAHbIE HHTEP(EHCHI, MO3BOJSIOMNE BCTPAanBaTh (GyHKINN
mepefadd M COXPAaHEHHWs  JIOKYMEHTOB B  IPHKIAaJHBIE  CHCTEMBI,
(YHKIMOHHPYIOIIHE B OPTaHU3aNMIX, B KOTOPBIX OHa BHEAPSIETCS.



CoBpeMeHHBIII MOAXOA K IOCTPOEHHIO CHUCTEM JOKyMEHTO0OOpoTa
MpezcTaBlieH Ha puUCcyHKe 1.
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Pucynoxk 1 - CoBpeMeHHBII OAX0 K TOCTPOSHUIO CUCTEM JOKYMEHTO000pOTa

OCHOBHBIE TIOJIOXKEHHS TAKOTO ITOJX0Aa!

— JIOKYMEHT - OCHOBHAsI €IMHHMIIA YIIPABJICHIECKOTO XO3sHCTBA;

— ToJepKKa OCHOBHBIX (PyHKIMH 0OpabOTKM JOKYMEHTOB (IIOJTrOTOBKA
HOPMAaTHBHBIX aKTOB, JOTOBOPOB, BKJIIOYCHHE B IUIaH, COTJIACOBAHHE, BblIaya
CIPAaBOK, OTYETOB...);

— IPO3PAYHOCTH JEATEIFHOCTH OpraHU3aliy (B3aHMOCBSI3H JTOKYMEHTOB U
onepanuii).

JIOKyMEHTOOOOpPOT TECHO WHTEIPHPOBaH C JPYyrHMH MOA33JavyaMy,
peuraeMbIMH MHG)OPMAIIMOHHOH CHCTEMOH OpraHH3allii, IO3TOMY Ha ypOBHE
OTZENBHOI OpraHu3alyy MpodIeMa HHTErPalliy BO3HUKAET Cpa3y, Kak TOJBKO B
HeW BHE/IPSETCS] HECKOJIBKO KOPIOPATHBHBIX MTPUIIOKESHHH.

MO’KHO J1aTh CIIEYIONIYIO KIIAaCCU(PHKALINIO TEXHOJIOT Uil MHTETPaIuu:

— CHCTeMBI MHTETpallid KOPIOpaTHBHBIX mpmioxenuit (Enterprise
Applications Integration, EAI) — TexHOIOTrHH, OpHEHTHPOBAHHBIC HA PEIICHHUE
npo0iaeM HMHTErpaluy pPasiHYHbIX CHCTEM, NMPHJIOKEHHH W JaHHBIX BHYTPH
OTHENbHOH opraHMzanuy. HMHorga muid STHX TEXHOJOTHMHM HCIONB3YeTCs
ab6pesuarypa A2A (Application-to-Application — npusoxkeHne-npuIoKeHue);

— CHCTeMBI HMHTETpalliil MEXAy OpraHM3alMsIMH (MeXBEIOMCTBEHHOMN
unrerpanun) Business-to-Business (Business-to-Business Integration, B2Bi) —
TEXHOJIOTHH, OPHEHTHPOBAHHBIE Ha oOecliedyeHHe Oe30MacHOTo, HaJIEKHOTO
UHOOPMAIIMOHHOTO OOMEHa MEXIy pasIMYHBIMH OpTaHH3alMsIMH U HX
UH(POPMAIIMOHHBIMU CHCTEMaMHU;

— TEXHOJOTHH YympaBieHus OusHec-nporeccamu (Business Process
Management, BPM), sBistommecss pe3ysibTaTOM €CTECTBEHHON HSBOJIONUU
KJIACCHYECKHUX CHUCTEM JOKyMEHTOooOopoTa M nenornpousBoactBa (workflow
systems) u cucteM kiaacca EAI u B2Bi. TpaguiuoHHble CUCTEMbI yIpaBIeHUsS
JOKYMEHTaMH OPHUEHTHPOBAJINCh B OCHOBHOM Ha MEPECHUIKY HH(pOpMaIn
MEXAY JIIOAbMH, BBIINOJHABIIMMU OIIPEACICHHbIE )Iei/'ICTBI/lﬂ. B ornuuume ot
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TexHosnoruit B2Bi, KOTOpble OpPHEHTHPOBaHbI HA HHTETPAlMI0 [JAHHBIX B
MEXBEIOMCTBEHHOM cpene, TexHoinoruu BPM  uHTerpupyior nasHsle,
MPWIOKEHHA U Jofel uepe3 eAuHble OM3HEC-TIPOIECCh.. OTO OTpaXkaeT
COBPEMEHHYIO TOUKY 3pPEHHsI, UTO OCHOBOIl MHTETpaIiu AOJDKHBI OBITH OH3HEC-
mponeccsl. EAWHBIM pemeHHMeM Kak Ul MHTErpaly  KOPIOPAaTHBHBIX
npwioxennit (EAl mim A2A), Tak u U1 MexBeoMCcTBeHHOH B2Bi-unTerpanum
sestercss XML:

—  SBIISIETCS OTKPBITHIM CTaHAAPTOM;

—  HE3aBUCHUT OT IIIaTGOPMBI ¥ HE TPeOYeT OT OpraHn3aLUil, Yb1 IPHIIOKCHUS
HHTETPUPYIOTCS, HCIOJIB30BaTh Takue o0mue miaTGopMeHHbIE TIPOIYKTEL,
Kak onepanuoHssie cucreMsl 1 CYB/L;

—  XML-1gokyMeHT He TOJNBKO COACPXHUT B ceOe NaHHBIC, HO TAaKKe HECET
nHpopMaImIo, onMCHBarONIyIo 3TH faHHbe (XML — MeTa-s35IK);

— XML sBnsiercss Takoil e yHUBEpCaJbHOH M 0a30BOM TEXHOJIOTHEW IS
TIpe/ICTaBIICHHUs], TpaHchopManny 1 oOMeHa JaHHBIMH, KaK TPAaHCHOPTHBIH
nporokon Transmission Control Protocol/Internet Protocol (TCP/IP) mst
WntepHera;

— XML mnpenocrapnsier oOmuii Gopmar Ans MEPechUIKH AaHHBIX MEXKIY
nprtoxeHussMU. [Ipy 3TOM camMu JaHHBIE MOTYT MO-TIPEKHEMY XPaHHThCS
B IIPUKJIQTHBIX CHCTeMax M 0a3ax JaHHBIX B CBOEM BHYTpEHHeM (opmare,
HO B cilydae HEoOXOJMMOCTH HX HEPECBHUIKH B JPYroe NPHIOKEHHE OHH
OynyT TpaHcpopmupoBatbes B gopmar XML, kak B HpOMEXYTOUHBII
(dopmar, MOHNMaeMbIil BCEMH CHCTEMaMU;

— cragmapr XML  mommepkuBaeTcs — HOCTaBIIMKAMH  OCHOBHBIX
1aT(hOPMEHHBIX IPOTPAMMHBIX IIPOAYKTOB.

3.2 Cocmagnvle uacmu apxumexmypvl ynpagnenus 00OKyMeHmooo0pomom

TepMUH apXUTEKTypa IIHUPOKO HCIIOIB3YETCS B KPyrax CIEHHaIMCTOB 110
UC u Brimrouyaer B ce0s NMpeAMEThl W3y4YeHHs IaHHOW NUCIMIUIMHBI U UX
B3aHMOCBSI3b. APXHMTEKTYpa YNpPaBICHHS JTOKYMEHTOOOOPOTOM HMMEET LENbIo
0TOOpa3suTh JOKYMEHTHI, HMEIOINE OTHOLICHHS IPYT K JIPYTY, U CBSI3H MEXIY
HHUMH.

IIpu paspabotke u ucnonp3oBaHur CY /] momKHBI OBITH OOTOBOPEHBI TPH
COCTABHBIE YACTH APXUTEKTYPbI CHCTEMBI:

— KOHIICTIIIHNIO;

— JIOTHKY;

— NPEAMETHOE BOIUIOIIECHHE.

OTH aCNeKThl COOTBETCTBYIOT MOJIEIAM JOKYMEHTOO0O0pOTA:

— KOHIICNITyaJbHasl MOJIEIb;

— JIOTUYECKasi MOJICITb;

— MO/IENb PEIMETHOTO BOIUIOLICHHS.

Ha ypoBHe KOHUENINHU PeNIAIOTCS BONPOCHI:

—Macmrabrocti CY /] 1 ee mHTErpaniy B 00IIyI0 cCHCTEMY paboThI (PHPMBL;




— yCTaHaBIMBAETCs B3aUMOCBs3b MeX Iy npuunHamu BHeApenus CY]l u ee
HCTIONIb30BAHUEM.

Dyuxkyuu Konyenyuu:

— KOHIIETITyaJIbHas CXeMa J0JDKHA OBITh 0(OopMIIeHA TAKUM 00pa3oM, YTOObI
PYKOBOJCTBO OpraHH3all{, OTBEYalollee 3a (MHAHCHPOBAHHWE IPOEKTOB H
paboTy ¢ KIMEeHTaMH, 00OPIIIO CHCTEMY M IPHHSIIO €¢;

— KOHIIENTyaJbHas CXeMa JOJDKHA TIieperaBaTh oOmyro uugero CY]]
KOHEYHBIM II0JIb30BaTEIISIM.

Ha mannom sTtame paspabotke Bcs MHOroypoBHeBas cxema CVY ][ momkHa
OBITH CBEJCHA K MOHATHOM HarJsiMHON cTpykType. Ha 3Tolf ocHOBE cuCTeMHBbIE
pa3pabOTUHKKM CMOTYT CO3JaTh CIEAYIOMU KOMIIOHEHT CHUCTEMBI — €€
JIOTHYECKUH aCIEKT.

Ha JormyeckoM YpOBHe pEIIAIOTCS BOMPOCH  (DYHKIIMOHAIBHBIX
xapaktepuctuk CYJl: BBOO M BBIBOA MHaHHEIX; 00paboTka [JaHHEIX;
0e3011acHOCTB; IpaBmJIa BeIeHNs e, oGopMIIeHHe SKpaHa; popMa OTIETOB.

Hcxons W3 mOIB30BaTENbCKONW CXeMBI W WHTepdelica B3auMOJCHCTBUS
KOMIIOHEHTOB, OIpeesseTcs 4To OyJeT NeiaTh CHCTeMa M KOTAa JIOJDKEH 3a
MmycKaTbcAd KakAbli w3 mporeccoB. Jlormka moctpoenus CVY/| He wumeer
MIPUBS3KH K KOHKPETHOU CHCTEMeE, Ha KOTOPOil OHa OyJeT 3amyIieHa.

Paspabotka normueckoii cxemsl CY /] HeoOxomuma ams:

—  OIpEAeNeHus MPOLECCOB;
—  pasfeneHus POLECCOB Ha BBINOIHIEMbIC MAIIMHAMU U JTIOJbMH;
—  undopmupoBaHus noab3oBarenel o pyHkusax CY 1.

Ioa npeAMeTHBIM BOIIOIIEHHEM ITOHUMaeTCs pU3HIecKast KOHCTPYKIIHS,
obecneunBaroniass  (YHKIMOHHPOBaHUE CHCTeMBL. IIpuHATHE  pemneHui
OTHOCHTENbHO, KaK M TAe OymeT BHEIOPATHCS CHCTEMa, IPOHCXOIUT
MIPUMEHHUTETHHO K KOHKpPeTHOH ¢upme. [IpiuHMMaeTcst BO BHUMaHHE:

— KOH(UTypaIys anmnapaTHOTO U IIPOTPaMMHOTO 00ECIICUeHNS;

— OrpaHMYEHHS KOHKPETHOH CHCTEMBI, TakMe KaK MaKCHMalbHOe
KOJIMYECTBO II0JIb30BaTeNiel, OOBEM OINEpaTUBHOW MaMSTH, JOCTYIHOCTh
JKECTKOTO JIMCKA;

— BONpPOCHI yHpaBICHUs pabOTOl CHCTEMBI, HANpHMeEp: JOJDKEH
OTCJIS)KMBAThCSl OallaHC HArpy3KH, NpPOBEpKa JAHHBIX, CO3JaHUE PE3ePBHBIX
KOTIMH, pa3MeIleHne NaHHBIX, (aiioBast CTpyKTypa, cOOp CTaTUCTHUKH.

KonuentyaabHass Moaeab Oa3mpyercss Ha MOJENH IEHTpA XPaHCHUS
3anuceil. [Ipexne Bcero opraHusyeTcst XpaHWIHUILE Ul 3alMcel, OTHOCSIIUXCS
K ONIPEAENICHHON KaTeropru. 3aTeM XpaHWIHIIE NOAPa3AesIeTcs Ha OTASIbHbIE
MOMEILEHHS COIVIACHO KaTerOpHsIM IIEPBOI0 YPOBHS.

B koHuenTyanbHOW MOJENM HET HHUYEro CBEPXBECTECTBEHHOIO — OHA
npocta. C Touku 3penust CY]l 31ech BaXHO TO, YTO C STOW MOJEIBIO MOXKET
paboTaTh KTO YroAHO — OHA HE IMpPUBA3aHA HU K KaKOM-TO KOHKPETHOH
Pa3HOBHAHOCTH aNapaTHOTO WM IpPOTrpaMMHOTO obecnedeHHus, HH K
miaThpopme CeTH.

Jloruyeckasi Mojeb Takke OasmpyeTrcss Ha MOJCIHM IEHTPa XPaHCHUS
3anmcel, HO OHA MCXOJWT HE M3 JOKYMEHTOB, a U3 NPOHM3BOAUMBIX C HUMH
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neiictBuil. B ocHOBe mormueckod Monenu JexaT (YHKIMM, Kacarolluecs
IpeaMeTa JOKyMeHTa M mojb3oBarens. OHa cBfi3aHa C HEPAPXUIECKHM
¢yHKIMOHATBHBIM onpeneneaueM CY 1.
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Pucynok 2 - IIpumep npeamerHoro Bortomenus CY /]

Mopeab npeamernoro omutouieHuss CYJl O6asupyercs Ha (HaKTHIECKOH
KOHQUIypallM{ ammapaTHOTO M IPOTPAMMHOTO OOECIIeUeHUs U CeTH B
KoMIaHuH. Eciu roBOpuTh O peanm3alMé CXEMBI, OCHOBAaHHOH Ha MoJenu
KIIHEHT/cepBep, TO OHa OyAeT BKIIOYATh B ce0s XPAHWIUIIE TOKYMEHTOB,
pAcIONIOKEHHOE  Ha  cepBepe ¢ ompeneneHHOH  minardopmoil, U
TI0JT630BaTEIbCKUH HHTEp(deiic KOHKPETHOI MalINHEBI KIHEHTA.

Ha dusnueckoM ypoBHE pecypchl CHCTEMBI JOJDKHBI OTBEYATh TPEOOBAHHUAM
o0ciyKuBaeMOH €10 MOZENHM KIHEHT/CepBep, TaKUM KaK MapLIpyTH3aLMs II0
npotokoiy TCP/IP.

TIpumep npenmerHoro Boromenus CY /] mpencrasieH Ha pUCyHKe 2.

Cxema moctpoernss CVY]/], koropas OyaeT TMOHATHA KOHEYHOMY
MOJIb30BAaTEIO, TOJDKHA pa3padaTeiBaThCs B pacyeTe Ha TO, YTOOBI paboTaTh Co
CTPYKTYPHPOBAaHHBIMH ~ 0a3aMH  JOKyMEHTOB W  IO3TOMY  JIOJDKHA
COOTBETCTBOBATH CTaHIAPTaM, KOTOPbIE IMEIOT OTHOIICHHE K HH(POPMALIUH.

OueHp BaXKHO, YTOOBI KOMIIAHMS, IUIAHUPYIOIIAs Tepexoh  Ha
aBTOMATH3UPOBAHHYIO CHCTEMY JOKYMEHTOO0O0pOTA:

- BHHMATEIIbHO 00CIIe0BaTa IMEIOIIHECs Y Hee TEXHOIOTUH;

- YETKO OIpe/eliia, Kakue TpeOOBaH!s M OTPaHMYCHHUS JUI HUX
XapaKTepHBI;

- oreHIIa 0OHOBJIEHUS, KOTOpPBIE TOTPEOYIOTCS B OyAyIIIEM.

3.3 Ilpumep onucanus mooeau 00KyMeHmoooopoma

3.3.1 Obwaa xapakmepucmuxa cucnemsl OOKyMeHmoodopoma



bazoif mms co3maHus MOJENM 3IEKTPOHHOTO JOKyMeHTooOopora Oyner
SIBJISITBCSI PEANTbHO CYIIECTBYIOIIAas KoMMmepueckas opranusaius 3A0 «Bona Fide»-
Bonrorpan, xoTopas IpefoCTaBISAET IOPUANYECKHE M ayAUTOPCKHE YCIyrH Ha
TOPOJCKOM M PpETHOHAIBHOM YpOBHE. BHyTpu mnpeampusitust Bwlaensiorcs 4
noxpasgeneHus: byxrantepus, Cekperapuar, HOpuaudeckuil u Ayauropckuii
OTJICNIBl, KOTOPBIE B CBOKO OuYe€peAb B3aUMOJCICTBYIOT C DPSJIOM MNpEIIpUSTHN-
KIIMECHTOB, a TaKKe C TOJIOBHOW KOMITaHHWEH, KoTopas Haxomutcs B Mockee (3AO
«Bona Fide»-Mocksa). B aTux otmenax paboTarT CIHELMATMCTHI O OTICIbHBIM
BOIIPOCaM, TOTOBSIIHE KBATU(DUIMPOBAHHBIE PELIEHUs B COOTBETCTBUH CO CBOEH
KOMIIETEHLIMEH, a YTBEPXAAeT WX JIMHEHHBIH PYKOBOAMUTEIb — TIEHEpPaIbHBIN
aupextop. CTpyKTypa OpraHu3aluy NPEACTaBlIeHa Ha PUCYHKE 3.

Takum o00pa3oM, B JOKYMEHTAallMOHHOM OOMEHe 3aJelCTBOBaHO 4
nozpaszeneHus. CorimacHO cBouM (GYHKIMAM, KaXKIBIH OTAEN paspabaTbiBacT
COOTBETCTBYIOIIUE JOKYMEHTBI, KOTOpbIE INEpefaeT B ApYyrHe OTIENbl, a TaKKe
BHEIITHUM OPTaHH3aIHsAM U IPEANPUSITHSIM H, COOTBETCTBEHHO, TOJIOBHON KOMITAHUH.

Ilockonpky mOpeAnpuATHE HMEET JIOCTAaTOYHO CIOXKHYIO CTPYKTYpY
OpraHM3aluy KaK BHYTPH, BBIAENSS OTIENBI, TaK M BHEIIHE — SBISACH (DHIHAIOM
MocCKOBCKOH KOMIAHHU, TO BHEAPEHHE OOLICKOPIIOPATUBHOH  CHCTEMBI
NEKTPOHHOTO YIPAaBIECHHUs JOKYMEHTaMH IIPOUCXOAMIO Ha 0a3e yke BHEAPEHHBIX
cucteM BHyTpH Bomrorpaackoro ¢ummana. Takumm cHCTeMaMH MOXKHO CUHUTATh,
HammpuMep: JOKyMEHTOOOOpOT, OyXrantepus, YIpaBICHHE OTHOLICHWSAMH C
KIMeHTaMHu. JlaHHBIE CHCTEeMBI OBUIM NeEpeBeleHbl K HWHTETPAllUM CEPBHUCOB B
KOPIOPAaTHBHYIO HHPOPMAIMOHHYIO CUCTEMY.

‘ T'eHepaIbHBIH THPEKTOD ‘

FOpHIHIeCKHH AYIHTODCKHI

0TIel OTIel
HavalpHHK HagalpHHK
0p.0TaeTa ayIHTOP.0TIea

/ /

Pucynok 3 — CtpykTypa opranu3anuu
Jis  HOPMAaTHMBHOTO  YperylupOBaHMS W 3alIMTBl  3JIEKTPOHHOTO

JOKYMEHTOO0OpOTa B OpraHuzanuu, crenuanucramMud JIOY Obun paspaboTaH psag
JOKYMEHTOB:
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1. PyKOBOZACTBO 110 OpraHU3aLMK 3JIEKTPOHHOTO JEIONPOU3BOCTBA
U IOKyMEeHT0000poTa.

2. PykoBoACTBO 1O OpraHM3alM XpaHEHUs JOKYMEHTOB Ha
JNEKTPOHHBIX HOCUTENAX.

3. PykxoBOZCTBO 10O yCTaHOBJIEHHSI CPOKOB XPaHEHHUS.

4. PykoBoACTBO 1O  ONpENENEeHUIO JaJbHEHIIEro Mapuipyra

TIPOJIBIDKEHHS IOKYMEHTOB ¥ HH(OPMAIIMH C HCTEKIIUM CPOKOM XPaHEHHSI.

Hapsimy ¢ BhImrenepedncieHHBIMH PYKOBOACTBAMH OBUIM pa3pabOTaHbI
HOMEHKJIaTypa Jied, B KOTOPYIO OBUIM BHECEHbI OCHOBHBIC BHJBI JOKYMEHTOB C
YCTQHOBJICHHBIMH CPOKaMH XPaHEHHS, M PEeCTp MCTOYHHKOB  KIIFOYEBOIt
“HPOPMAIHH.

s pernameHTauuu paboThl ¢ KOH(UACHIMANbHOW HHGpOpMaeld Obul
CO3JaH IIEPEYCHb CBEICHHH, OTHOCAIIMXCS K KOHQMICHIMANIbHBIM. B Hem
3a()KCHPOBAHBL: TEPHOA W YpOBEHb (Ipud) KOHPHIEHIMATHHOCTH, CIIUCOK
COTPYIHUKOB, KOTOPBIM IIPEJOCTaBICHO IIPABO UCIIONB30BaTh 9TH CBECHUS B paboTe.
A TaKKe TOIOIHUTEIFHO COCTABIICH IIEPEYEeHb IOKYMEHTOB, B KOTOPBIX 3TH CBEICHHUS
JOKYMEHTHPYIOTCSL.

HWcnonb3oBanue snextporHoi moamucu (DI1) Tarke periaMeHTHpYeTcs
MHCTPYKLMSAMH U NIPABUIIAMH N0 HUCTIONb30BaHuio OI1.

Hns obecrieueHst 0e30macHOCTH CHUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa IPEAyCMOTPEHO PsII Mep:

1. OpraHu30BaHO HECKOJIBKO BUIOB pabOUYHX MECT:

- CHeyuanu3upoGanHoe paboyee mecmo, KOTOPOE MO3BOISIET
MaKCHUMaJIbHO PAaCIIMPUTh (GYHKIMH JUIs paboTh, TIIAaBHOM 00pa3oM, ¢ peKBH3UTaMU
JOKYMEHTOB. B HeMm pabotatot, Kak paBuiio, oprc-MeHemKep (Ipy BeASHUH 00LIero
JIeTIOTIPOM3BOJICTBA ¥ HOMEHKJIATYPHI Jei), I0pUCThl (Ipu (HOPMUPOBAHUH ydeTa
JOTOBOPOB), ayAUTOPHI (ITPU POPMUPOBAHUH OTUETOB) M YIIPABIISIIOIIUE OTICTIAMH;

- YHUgepcanvnoe pabouee mecnio, MO3BOISIONIES MOTB30BATEIAM
y#oOHO paboTaTh ¢ CoAepKaTeIbHON YacThi0 TOKyMeHTa. C ero IOMOIIBIO PSIOBEIC
COTPYIOHUKH MOTYT O3HAaKOMHUTHCS C MH(OpPManued, aapecOBaHHOW WM, CO37aTh
JOKYMEHT, 3aBU3MUPOBATh €T0, IOPYIUTh Ha HCHOIHEHUE TIO{INHEHHOMY

- MOOUnbHOE paboyee mecmo TMO3BOIAET OCYLIECTBHTb JIOCTYI K
cHcTeMe Yepe3 KapMaHHBIH NepCOHAIBHBIN KOMITBIOTEp, B CIydasiX, €CJIH COTPYIHHK
HE MOXKET OOpaTUTHCS K CHCTEME uepe3 HAcTONBHBIM KoMmmbloTep. JlaHHoe mecTo
MO3BOJISIET paboTaTh C MOPYYEHHSMH, YUacTBOBATh B COTJIACOBAaHHMHU JIOKYMEHTOB,
MoJy4ath JOCTYH K JPYI'MM JOKyMEHTaM CHCTeMBl. Takoe MecTo yHoOHO [uIst
pyKOBOAWTENEH OTAENOB W TEHEPATbHOTO  JHUPEKTOpa, YyJacTBYIOMNX B
YIIpaBIeHYECKUX IPOIIeccax;

- pabouee mecmo admunucmpamopa TO3BOJISET TPOU3BOAUTH
HACTPOHKY CHCTEMBI, HM3MEHSATH IIapaMeTpHl, 3alpelaTs/paspeniatb MOCTYNl K
HEKOTOpPBIM (aiimaM JOKyMEHTOB, OJIOKHpOBAaTb M CHHUMAaThb OJIOKHPOBKY Ha
OTHACIbHBIC BUJBI JOKYMEHTAIIUU.

Kaxplii mosib30BaTeNlb CUCTEMbI UMEET CBOM MapoJib sl BXOJA.
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2. ITockoabKy  OpraHu3anusi HMEET JOCTaTOYHO  CIIOXKHYIO
CTPYKTYpY KOPHOPATUBHOTO JOKYMEHTO000pOTa H, CIe0BaTEIbHO, O0MIBII0I 00MEH
JIOKYMEHTAIMEeH, TO HHPOPMALMA MEXIY OT/IeNaMi U TOJOBHBIM odrcoM B MockBe
nepezfaeTcsi B KOJUPOBAaHHOM BHAE. IIpu MOJIyd4eHUH 3aKOAUPOBAHHOTO TOKYMEHTA,
MoJTydarelb, B KOMIIETEHIIIO KOTOPOTO BXOIMT M3y4EHHE TaHHOTO JOKYMEHTa, C
MIOMOIIBIO CHCTEMBI IPOW3BOAMT pACKOJMPOBAaHWE M HauuHaeT paboTy ¢
JnokyMeHTOM. Kpome Toro, BHyTpH caMoro Quinajga OpraHH3allid COTPYIHHKH
HMEIOT BO3MOKHOCTh ITepe/laBaTh KOH(UACHIIANbHEIE JOKYMEHTHI IIOCPEACTBOM MX
kpunrorpapuueckoro mudposanus. Pabora ¢ 1M0gOOHBIMH  JIOKyMEHTaMH
OCYILECTBIIACTCS TaK XKe, KaK B ClIy4ae BHEIIHETO JOKYMEHTOIIOTOKA.

3. Cuctema BeneT OeclpepblBHOE MPOTOKOJIMPOBAHHE ACHCTBUIN
0JIL30BATENICH B X0J€ KOTOPOrO BCEra MOXKHO YCTQHOBUTB, KTO PErHCTPHPOBAI
JOKYMEHT, NPUKpenu a1, 0TpelakTHPOBAIl HJIM yAAIUI €ro, BBEI PE3OJIOLHIO 1
TaK jaiee.

4, BHyTpu Mojenu KOpIOPaTHBHOTO TOKYMEHTOOOOPOTa CO37aH
YIOCTOBEPSIONIMIA IIGHTP, TO €CTh OpraH, BBIAAONIMN KIO4YH (cepTUUKATHI)
mojnucel W oOecreyuBaomMid A0CTOBepHOCTh JIl, YTO HCKIIOYAaeT MOANCIKY
MOITUCH.

5. ApXUBHas cCHCTEMa TAaKKe UMEET 3aIlIUTy Ha YPOBHE JOKYMEHTa:
KOKIbIH JOKYMEHT MMEET AacCOLMHUPOBAHHBI C HHUM CIIMCOK IOJb30BaTeleH,
HMMEOIINX MIPaBO COBEPILIATH C HUM ONpPEICIICHHBIE ONCPaIHH.

Takum oOpa3om, Oiaromapsi Takoil cHCTeMe OTpaHWYCHHUIl AJIEKTPOHHBII
JOKYMEHTOOOOPOT I0JIy4aeTcst Hanbosee 3alMIIeHHbIM OT HECAHKIIHOHUPOBAHHOTO
JOCTyHa K BaXHBIM JOKYMEHTaM (HUPMBI, K TOMY K€ YMEHBIIAETCS KOJIMYECTBO
OmMOOK, BO3ZHHMKAIONIMX B pe3y/lbTaTe OIMIMOOYHBIX  (YMBIIUICHHBIX WU
CHeNUaNbHBIX) NISHCTBUI TepcoHalla MpH padoTe ¢ JOKyMEHTaMH (HapylleHHE
pa3pemuTenbHON  CHCTEMBI  JOCTyNa, MpaBHI OOpamieHus ¢ JOKyMEHTaMH,
TEXHOJIOTHU MX 00pabOTKH U XPaHEHHUS U JPYTOE).

2. Paboma c éneuineii u ucxooaueii 00OKymenmauueii

B opranmzaumm oduc-MeHemKep Bemer oOliee JIOKyMEHTalMOHHOE
0oOCIy)XMBaHWE MPEANPUITHS, TO €CTh BBIIOJHACT (QYHKIUIO KaHIEISIPHU:
OCYILECTBIIIET PETUCTPALIMIO BCEX JOKYMEHTOB, UTO B UTOTE 1a€T LIEHTPATU30BaHHYO
perucrpanuio Bce BXoIsAed U UCXOAAIIed KOPPECIOHEHIIMY U OpraHU3allMOHHO-
pacnopsANTENbHBIX JIOKYMEHTOB. A Takke O(HC-MEHEMIKep KOHTPOIHUPYET CPOKH
WCTIONIHEHNSI JIOKYMEHTOB U CHATHE C KOHTPOJS, OpraHusyer paboTy 1o
(OpPMHUPOBAHUIO W XPaHEHHMIO JEJI, BeJCHHE HOMEHKIATYPHI IeN, Kak B OyMa)KHOM
BUJE, TaK M B OJJIEKTpOHHOM. B cBoell paGore, OH mMOIB3yeTCcsd TOJIBKO
ABTOMAaTHU3HMPOBAHHOW CHCTEMOM, YTO 3HAUUTENBHO YNPOILAET ero paboTy, momoras
palMOoHaNbHO HCTOIBb30BaTh CBOM TPY/I.

MapipyTsl paboThl ¢ BXOISIIMMHA U HCXOSIIMMHI TOKYMEHTONOTOKaMH,
TIPE/ICTABIICHBI HIKE M Ha PHCYHKE 4.
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DJIeKTpOHHas paboTa ¢ BXOAsIIIeil JOKyMeHTanueii:
. [lonyuenune nokymeHra.

. DKcnenuMoHHas 06paboTKa.

. Paccmotpenne nokymenra.

. Peructpanus.

. Ilepenava angpecary (KOHKpETHOE MOAPa3IeICHHE).

. PaccMoTpenre pykoBoauTeIeM moapas3iesieHus.

. Ha3nauenue u nepenada HCHOIHHUTEITIO.

. Ucnonnenue nokymeHTa.

. Konrpous 3a nucnonnenuem.

10. HanpaBnenue 1oKyMeHTa B J€JIO.

DJIeKTPOHHasl padoTa ¢ HcXOoAsIIeil JOKyMeHTanuei:
1. Co3pmaHue npoeKTa JOKyMEHTA.

2. IlpoBepka oduc-MeHeKepOM.

3. CoracoBanue (BU3MPOBaHUE IIPH HEOOXOIMMOCTH).
4. Ilonnucanue pyKoBOJUTENIEM JOKYMEHTA.

5. Peructpanus 10KyMeHTa.

6. HanpaBieHne JOKyMeHTa B JETIO.

O 01O Wb WK —



TonoeHa® OpPraHH3aIHA B

Mockee
.
PexnamMue y
H I eHepanbHEN
KaIpOBEIe IHpEKIOp Iouta
ATEHTCTEL I
Oduc-MeHe TEED
Byxrantepms IOpEaETe cKHE
oTaed
/ / F
Hanoroese CrpaxoEme Oprasz:
OpTaHEI oI AIMHHHCTPA
THEBHOTO
—
Cya Kmente
¥
AYIHTOpCEHA
0TIen
KnmeHTH Hanoroese
OpraHEl

OoMeH JoKyMeHTaAHeH

Pucynok 4 - Mozens BHEIITHETO JOKYMEHTO000POTa MPEATIPUSITHSL
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4.  JlaGopamopnasn paboma Ne2
«llocmpoenue moodenu 00Kymenmoodopoma

Hean padoTsi:

1. TIlomyunts MH(MOPMAIMOHHO-HATIISTHOE NIPEACTABICHAE O CYIIECTBYIONIIHX
MOJIEJISIX CHCTEMBI JOKyMEHTO000pOTa.

2. IlpuBHTH HaBBIKM B ONHCAaHWUHM MOJENH CHCTEMBI JOKyMEHTOOOOpoTa ¢
YYETOM CIIEIU(HKH NEeSTeTbHOCTH OpraHM3aIHN.

Bpemsi: 2 gaca.

Mecro mnpoBeaenmsi: JlaGoparopusi HHPOPMALMOHHBIX H MYJIbBTHMEIHA
TEXHOJIOTUH.
O0ecneyeHue 3aHATHA
1. TIOBM c ycraHOBICHHOH ornepannonHo# cucremoit Windows 7\10,
O(HCHBII MaKeT.
2. Metonuyeckue yka3aHus K JabopaTopHOH paboTe MO JUCIUIUIMHE
«CHCTeMBI 3IEKTPOHHOTO JJOKYMEHTO000pOTa.

[opsaok npoBeaeHus J1adbopaTopHoii padoThI:

1. Honyuume UHpOpMayUOHHO-HA2AAOHOC npeocmagnenue 0
CYUecmeyiouux Mo0eax ynpasienus 0OKyMeHmoo00pomom opeanu3ayuu
(90 mun.).

Hcnone3ys Marepuainel, IpeAcTaBICHHblE B 1.3 M METOAMYECKOH
pa3pabOTKH  CTYAEGHTHI  W3Y4alOT CYIIHOCTh COBPEMEHHBIX  MOjeNeH
JOKYMEHTOO00pOTA.

2. Ilonyyums nagviku 6 hopmuposanuu mooenu OOKymeHmoodopoma Ha
ypo6He KOHUEnmyanbHoil, J02UYECKOU U RNPeOMemHou mooenu 0.
nocneoyroweit ee op2aHU3aAUUU.

OOy4yaemble B COOTBETCTBHM C TIIOJYYCHHBIM BapuaHTOM H B

MIOCIIEZI0BATENIBHOCTH  OlpesieieHHol B maparpade 3.2-3.3  CHHTE3MpYIOT
KOHLIENTYaJlbHYI0, JIOTMYECKYI0 M IPEAMETHYI0 MOJENIb OpraHu3aluu
JOKYMEHTOO0O0pOTA.
3. Hmozom pabomul aenaemca ohpopmienue onucamenbHoll 4acmu umoz2oeoii
Mmodenu (6 coomeemcmeuu ¢ UHOUBUOYAILHBIM 3A0aAHUEM), KOmopbie
CIyOeHmbl NPeOCmAagIAIOM NPenooasameio Os PeyeH3uposanus u OUeHKu
6 ce0em IUUHOM KaOuHneme Ha 00pazoeamenbHOM nopmane ynugepcumend.



Bapl/IaHTbI HHIUBUAYAJTbHBIX 3agaHui

Bapmnanr 1
Tpanccurnan, CraBpononsckoe MVYII, cnennanu3supoBaHHOE MOHTa)KHO-
9KCILTYyaTallUOHHOE YHUTApHOE NpeNIpUsITHE

Bapuanr 2
CD93-Cepauc, TaMoxeHHBIH Opokep, OO0

Bapunanr 3
Flip Post, ciyx06a sxcnpecc-10CTaBKi

Bapuaur 4
UpesBblyaiinas cTpaxoBas koMmnanus, OAO

Bapuant 5
IOTC, TpancnopTHast KOMIIaHUSA

Bapuanr 6
I'maB/locTaBka, TpaHCTIOPTHASI KOMITaHUS

Bapuant 7
Kommanwus Lentp ABTOMOOMIBHBIX [IepeBo3ok

Bapuant 8
AnmupanbcKas, TOCTHHULA

Bapuant 9
CraBpomnouns, roctuauma Typuct 3A0

Bapnant 10
Wntypuct Crasponoas OO0

Bapuanr 11
[Ilammans, gU3aifH-0TENH

Bapuanr 12
PARK HOTEL STAVROPOL, rocruauunbii komiuiekc OOO
KOHTHUHEHTAJIb

Bapmanr 13
KOHTHHEHT, TOCTUHUYHBII KOMILIEKC

Bapmuanr 14
Bypxya, pecropan
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http://www.yuginform.ru/catalog/firms/43363
http://www.yuginform.ru/catalog/firms/43363
http://www.yuginform.ru/catalog/firms/117444
http://www.yuginform.ru/catalog/firms/114655
http://www.yuginform.ru/catalog/firms/185881
http://www.yuginform.ru/catalog/firms/334323
http://www.yuginform.ru/catalog/firms/230908
http://www.yuginform.ru/catalog/firms/88145
http://www.yuginform.ru/catalog/firms/45303
http://www.yuginform.ru/catalog/firms/49973
http://www.yuginform.ru/catalog/firms/40648
http://www.yuginform.ru/catalog/firms/64739
http://www.yuginform.ru/catalog/firms/69915
http://www.yuginform.ru/catalog/firms/69915
http://www.yuginform.ru/catalog/firms/45441
http://www.yuginform.ru/catalog/firms/44799
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Bapuanr 15
JlecHast mosisiHa, TOCTUHUYHO-PECTOPAHHBIA KOMILIEKC

Bapuanr 16
IL ITaTtno / Wns Ilatno, pectopan

Bapmuanr 17
DPD B Poccun, 3A0 «Apmaguiuio buznec [Toceiikay

Bapuanr 18
PONY EXPRESS, kyprepckas ciayx6a, OAO ®peiit JInak

Bapmnanr 19
VipasieHue crienuansHol cBs3u 1o CTaBpoIoIbCKOMY Kpato

Bapuant 20
[Herant, purHec-KIyd


http://www.yuginform.ru/catalog/firms/41675
http://www.yuginform.ru/catalog/firms/59397
http://www.yuginform.ru/catalog/firms/80187
http://www.yuginform.ru/catalog/firms/4313
http://www.yuginform.ru/catalog/firms/322885
http://www.yuginform.ru/catalog/firms/83979
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