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BBenoeHune

B coBpeMeHHbIX OpraHm3aumnsax NponcxoanT WMPOKMn obmMeH nHpopmMaumnen: ¢ 4esioBbIMU NapTHEPaMuK, opraHamMm
rocyfnapCTBEHHOW BNacTW, CO CBOMMU TEPPUTOPUasIbHbIMU NMogpa3neneHnaMmn. bonblasa 4acTb nHOOpMaLmmn nepe-
[aeTcs B BUAe AOKYMeHTOB Ha bByMa)kHOM HocuTene. B nocnegHune roabl MpoUCXoanT 3HaYNTeNbHOE YBenYeHne
obbema nHdbopmaLmn, Npoxoasilien No 3/IeKTPOHHbIM KaHaslaM, B TOM YNCJie U 3JIEKTPOHHbIX JOKYMEHTOB.

TeMa gaHHOW BbIMYCKHOM KBasIM(PKaLWOHHON paboTbl ABASIeTCA aKTyaslb-HOW, NpeXxAe BCEro TeM, 4TO Jaxke
TPaAULMNOHHBIA (ByMaXkHbIN) AOKYMEHTO0-060p0T HeEMbICIUM 6e3 aBTOMaTM3aLnUnM U UCMOJSIb30BAHUA 3/TIEKTPOHHbIX
0O0-KYMeHTOB. [1aBHOW 3a4a4vei cerogHs aBsieTCcs rnepexon 0T AUCKPETHOW hopMbl 3IEKTPOHHOI O
OOKyMeHTo0obopoTa K LLeNIOCTHOW, KOMMJIEKCHOW, He-NpepbiBHON NHHOOPMALMOHHOW TEXHOJIOTUN,

Korga mMbl roBoprMM 06 3/1IeEKTPOHHOM LOKYMeHTe, Bcerga HeobxoaMMo MOM-HUTb, 4TO 3TOT LOKYMEHT BCe CTagunn
CBOEro »XN3HeHHOro LMKJa NPOXOANT MMEHHO B 3JIEKTPOHHO-LN(pPOBOM Buae. MHaye roBops, Takne OOKYMEHThI
Mbl CO34aeM, NepefaeM BO BPEMEHU U MPOCTPAHCTBE, XPaHUM MW YHUYTO-)KAeM TOJIbKO B 3JIEKTPOHHO-LNPOBOM
Buae.

HecMoTps Ha BbICOKME TEMMbI Ppa3BUTUA MHOPMALMOHHBLIX TEXHOJIOMNIA, SNIEKTPOHHbIE LOKYMEHTHI eLle Maso
MPUMEHSATCA B ynpasaeHnn. Kpome obwmx (TeEXHUYECKMX, TEXHOOrMYeCKNX U Ap.) NPUYNH, HELOCTATOYHOEe
MPUMeHEeHNe 3NEKTPOHHOW OOKYMeHTauumn B Poccum ycyrybnsertcs pagomMm akTopoBs, CO34a0LWMX NPenaTCTBMS
0151 LUMPOKOro BHEAPEHUA U 3(hPeK-TUBHOIMO NCMOJIb30BaHNA 3JIEKTPOHHBLIX JOKYMEHTOB B OpraHM3aunsx.

Llenb gunnomHon paboTkl - UCCiefoBaTbh BHEAPEHWE CUCTEMbI 3JIEKTPOHHOIO A0KyMeHToobopoTa (C3/) B
koMmnaHuto 000 «JIAOA

3aga4n gunaomMHoun paboThbi:

. uccnepoBaThb TEOPETUYECKME aCcMeKTbl 3/IEKTPOHHOr0 4OKYyMeHToobopoTa;

. NpoBecTn aHann3 geatenbHocTn 000 «JIAOA»;

MpoBecTn aHaNn3 JOKYMeHTOo0bopoTa KOMMaHuu;

N3YYNTb aKTyasIbHOCTb BHEAPEHUSI CUCTEMbI 3JIEKTPOHHOI0 AOKYMEHTO-060p0Ta B KOMMNaHWNK;

. MPOBECTN aHaNN3 pbiHKa CUCTEM 3JIEKTPOHHOI0 AOKYMeHToobopoTa 1 Bbl-60p 414 KOMMaHuw;

. U3y4NTb HaCTPOWKY BbIBPAHHOM CUCTEMbI IJIEKTPOHHOI0 AOKYMEH-TO060poTa;

7. paccymTaTb 3KOHOMMYECKYHO 3D(PEKTUBHOCTb BHELPEHNSA CUCTEMDbI;

MpeomeT nccnepgosaHna - lokyMeHTo060pOT.

O6bekT nccnenoaHus - 000 «JIALA».
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1. TEOPETUYECKUE ACMEKTbI 2JIEKTPOHHOIO JOKYMEHTOOBOPOTA

1.1 NoHATHe pokymeHToobopoTa

CoBpeMeHHbIN B13HeC CTPpeMNTENbHO pa3BMBaeTCs, @ UHHOOPMALMOHHbLIE TEX-HOIOMUK UrPatoT KJIOYEBYIO POb B
ero passuTun. OHN TeCHO BMNJIETAIOTCA B TPAAULNMOHHbIE Chepbl [E/I0BO aKTUBHOCTW, CTAHOBSACb HEOTbHEMJIEMON
YacTbto 6BusHec-npoueccos. JokyMeHTO060OPOT B 3TON Chepe ABNSETCA HEOTHEMIIEMOW N O4EHb Ba)KHOW YacCTbio B
NtoBbbIX ero NposiB/IEHUAX.

HOoKyMeHT0060pOT — HeMNpepbIBHOE ABUXKEHNE AOKYMEHTOB B OpraHM3aun C MOMEHTa UX MoJly4eHUs uam
CO3[aHNA A0 3aBepLUEHNs UCMOJIHEHUS, OT-NMPaBKK agpecaTy Wan cAaydm nx Ha xpaHeHue, obecneymBatoLLee
MHMOPMa-LIMOHHYI0 MoAOEepPXKY BCEX 3BEHbEB YNnpaBsieHns. HeBocTpeboBaHHbIE A0-KYMEHTbI, iexalune 6e3
OBUXeHNS, npencTaBnatoT cobon rpyny 6ecnones-Hbix bymar. naBHoOe npaBuio LOKyMeHToobopoTa -
onepaTMBHOE ABMXKEHME AOKYMEHTOB No Hanbonee KOPOTKOMY NyTU C MUHMMasbHBIMW 3aTpaTaMu BpeEMEHN U
TpyAa.

Kak npaBnio BCe JOKYMEHTbI B OpraHmn3aumnm 4ensTCa Ha TP LOKYMEHTOMOTOKA :

- Bxooauwme [OKYMEHTbI HECYT UCXOOHYO, MEPBUYHYIO MHROPMaL MO A5 BbIMOJAHEHUA YNpaB/ieHYeCKX OeACTBUI
- Ucxopauwme [OKYMEHTbI HeCcyT HGopMaumio, BbipaboTaHHY0 Npu hYHK-LMOHUPOBAHUW OpraHa yrpaBJieHns, B
Lensx ee nepefayu BbILLECTOAWMM U NOABEAOMCTBEHHbIM OpraHn3aumsam, obLeCcTBeHHbIM OpraH1u3aumsaM u oT-
LeNbHbIM FpaXkaaHam.

- BHyTpeHHMe nokyMeHThl obecrneyrmBalone pelleHe 3afay B npefenax 4aHHOro opraHa ynpasneHus 6es
HanpasaeHWs nHpopMaLmm 3a ero npege-bi.

Ba>XHbIM COBPEMEHHbLIM CPeCTBOM COBEPLUEHCTBOBAHMS LOKYMEHTO0O0pOTa SB/ISIETCS KOMMblOTEepU3aums
onepauunin coctaBneHna n obpaboTkn foKymMmeH-ToB. Ho npn 3ToM Heobxoammo pa3spabaTbiBaTb TEXHOJIOIUIO
06paboTKM [OKYMEHTOB, NCKJIOYas NapassiesibHoe y4acTue B AOKyMeHToobopoTe Tpa-guLMOHHOM U MalLUVUHHOWR
LOKYMeHTauum, cogep xawien gybnmpoBaHHy0 nHhopMaLuio.

Nioboe pacTyulee npeanpuaTne CTasknBaeTCsa C HEOBX0AMMOCTbIO OpraHn-3aummn CUCTeEMbl OKYMeHToobopoTa, ¢
pPOCTOM AOKYMEHTauun BO3HMKaeT HeobxoammocTb 6osblueln hopMannsanmm bGusHec-npoLEeccoB 1 nepesosa
[OKYMeHTO0060pOTa B 3JIEKTPOHHbLIN BUA. Tak (hopMUpyeTCs NOHATNE CUCTE-Mbl 3J1IEKTPOHHOIO AOKYMeHToobopoTa.
Fpacuk pokyMmeHToobopoTa AN YHEeTHOM NMOSNTUKKM - obpa3el, Takoro Ao-KyMeHTa noMoraeT B pa3spaboTke
cobcTBEHHOWM cXeMbl paboThl C JOKYMEHTA-MU.

padmk nokymeHToobOpOTa — 3TO NpencTaBsieHHas B TabamyHOM Buae nH-chopMaLns, ONUCbIBaKOLLAs pernaMmeHT
OBUXKEHUS NEPBUYHbLIX LOKYMEHTOB U NX 06paboTKM Ha BCeX 3Tamnax «XXU3HU»: OT MOMEHTa CO3A4aHusa L0 nepenayun
Ha XpaHeHue.

padmk nokymeHToob6OpOTa NOMOraeT:

* YNopsf04MTb npouecc paboTbl C JOKYMEHTaMu;

* pauUMOHaNbHO pacnpenennTb «4OKYMeHTaslbHble» 06A3aHHOCTU Mexay paboTHNKamu;

* COKpPaTUTb 3a4eP>XKN BpeMeHn npun obpaboTke AOKYyMeHTauuu;

¢ n3bexxaTtb paboymx KOHHINKTOB;

* OCYLLEeCTBAATb KOHTPOJIb 3a COBN0AEHNEM COTPYAHMKaMN PYyHK-LUIA No 06paboTke AOKYMEHTOB U BbISABAATb
HeOOoCTaTKWN Ha Ka)xaoM 3Tane paboTbl;

* CBOEBPEMEHHO (HOPMUPOBATHL OTHETHOCTD.

Ob6beM oTparkeHHOW B rpadhuke AoKymMmeHToobopoTa MHpOpMaLMK 3aBUCUT OT:

e MacwTaboB feATeNbHOCTUN PUPMbI;

* CTPYKTYpbl NpeanpuaTus;

¢ 0CoBeHHOCTEN MOCTPOEHNS CUCTEMbI YMPaBAEHUS;

* BUOOB MPUMEHSAEMON NEPBUYKUY;

* VHbIX HIOAHCOB (ocobeHHocTen 0bpaboTKn yH4eTHON HOoPMaLmM, NPUMEHSEMbIX MPOrpPaMMHbIX CPEACTB U Ap.).
Ina coctaBneHus rpacrka ooKymeHToob6opoTa HeobxoaMMo NPoBeCcTH NpeaBapuTesibHY0 NOArOTOBKY, BO BpeMs
KOTOpOW:

* COCTaBWUTb MOJHbIA NepeyYeHb JOKYMEHTOB, Noasiexxalunx obpaboT-ke;

e OJ1 Ka)XKA0ro AOKYMeHTa OonpeaesinTb KOJIMYeCTBO 3K3EMMISIPOB, Heobxoanmbix Ansa obecnevyeHns noTpebHOCTH
B HMX BHYTPEHHMX N BHELU-HUX MOJib30BaTesNen;

¢ cchopMmpoBaTh TabnLy COOTBETCTBUA BULA OOKYMEHTA OO/HKHO-CTAM OTBETCTBEHHbIX PAabOTHMKOB, NMEIOLLNX
3aKOHHOE OCHOBaHMe AN UX NoANUCaHns;

* CONOCTaBUTb KaXkAbll BUA OOKYMEHTa C OTBETCTBEHHbIMU ANLL@MU, OTBEYaloLWKMKM 3a nosyyeHne (odopmaeHune)
LOKYMEHTa B COOTBETCTBUMN C AOJ/DKHOCTHBIMU MHCTPYKUNAMU NCNONHUTENER;

* KOHKPEeTM3MpPOBaTb KaneHOapHble HIaHCbl — 0603Ha4YMTb YCTaHOB-/1I€HHbIE 3aKOHOAATENLCTBOM UN



BHYTPU(PUPMEHHBLIMN aKTaMn OTPE3KN Bpe-MeHN Ha MOAFOTOBKY, COr/lacoBaHNE N yTBEpP)XAEHNE LOKYMEHTa, a
Takxe nepefadyy roToBoro JOKyMeHTa KOHEYHOMY MOoJib30BaTeNio;

¢ paspaboTaTb CUCTEMY KOHTPOJISA 3a UCNOJIHEHMEM rpacdhuKa AoKy-MeHToobopoTa;

* KOHKPETU3NPOBaTb MHbIE HIDAHCLI FrpaduKa (B 3aBMCMMOCTN OT No-TpebHoCTen opraHmn3aum BHYTPEHHEro
noKyMeHToob6opoTa).

Mocne cbopa N YTOYHEHUS BCEX NCXOOHbIX AaHHbIX 3Ta MHPOPMaLMS OTpa-KaeTcs B cneunanbHon Tabnanue
(rpacmke nokyMeHTO060pPOTA), KOJIMYECTBO CTPOK U CTONIBLLOB KOTOPOro 3aBUCUT OT noTpebHoCTeln opraHmsauun.
Takasa ceBobopna Bbibopa Npu ohopmeHNn rpahnka AOKyMeHToobopoTa Ao-nycTuma Aans abo opraHmsaumn,
ecnn TpeboBaHMe K MPUMEHEHNIO KOH-KPETHON (DOPMbl 3TOF0 AOKYMEHTa He NpefyCMOTPeHOo oTpacaeBbiMn 1 (Uan)
VHBbIMN HOPMATUBHbLIMW aKTaMMU.

Hanbonee pacnpocTpaHeHHas cuTyaumsa opopmneHns rpadmka LOKYMeHT0-060poTa — B KayecTBe 3JIeMeHTa
(NMpunoxxeHns) y4eTHON NONNTUKK. [103TO-My BBEAEHME ero B y4eTHbIN NpoLecc MPponcxXoanT 04HOBPEMEHHO C
npoue-gypamMmu BBoAa B AeNCTBUE YYETHOM MOJUTUKU N BKJIOYAET caefyowme 3Ta-nel (Hanpumep):

e yTBEpXAEeHMe rpacdmka okyMmeHToobopoTa (B COCTaBe yHeTHOM MOJNTUKN NN KaK OTAENIbHOrO AOKYMEHTA);

* O3HaKOMJIeHME NPUYACTHbIX NCNOJIHUTENEeN (N0 yKa3aHHbIM B rpa-uke LOJIKHOCTAM) C UX POSIMU B
obecneyvyeHnn npouecca AOKYyMeHT0060-poTa opraHM3aunm;

e opopmMsieHMe Ha BCcex paboymx MecTax HarnsgHbIX CTEHAO0B, HA KO-TOPbIX pa3sMellaeTcsa yaobHbin ons
BU3YyaJsibHOrO BOCMPUATUA rpadmk A0-KyMeHTo0b0opoTa;

* HajJlaXkKnBaHWe B3auMOAeNCTBUA UCNONHUTEeNen rpadmka JOKyMeHTo-060poTa Ha NepBOHaYasbLHOM 3Tarne ero
BHeApEeHNS B YYEeTHbIN NpoLLecc;

* NpoBeAEeHNE MePOMNPUATUA MO HAaCTPOMKe NporpaMmMHoro obecneye-Hus, NCNOJIb3yEMOro npu ohopMaeHnn
OOKYMEeHTOB, AJ19 MaKCMMaJlbHOM aBToOMaTmn3aumm npoueccoB obMeHa foKyMeHTamu u obnervyeHms Bzammonen-
CTBUWS NCMONIHMUTENEN rpadnka 4OKyMeHToobopoTa;

* HajJlaXkKMBaHWe CUCTEMbl BHYTPEHHEr0 KOHTPOA MO UCMOJHEHUIO Fpadmka 4OKYMeHToobopoTa; OTAENbHbBIM
MpUKasoM (pacnops>xeHnem) NnpegycMaTpuBaloTCA BUAbI HAKa3aHNN 3a CUCTeMaTMYeCKne HapyLeHNs nc-
noNHUTEenaMn rpacunka AJoKkymMmeHToobopoTa.

padumk 6ygeT cnocobcTBOBaTL OpraHmM3aumn 3pHEKTUBHOIO 4OKYMeHT0-060p0oTa B TOM C/lyyae, eCc/in BCe
CBfA3aHHbIE C €ro UCMOJZIHEHMEM OTBETCTBEH-HbIE IMLa OpraHn3aunm B npeenax CBoMX A0SHKHOCTHBIX MHCTPYKL MR
W NpefocTaB/IeHHbIX B MHOW (hopMe noaHoMo4nn by ayT NCNonHATbL 0693aHHO-CTN CBOEBPEMEHHO 1 B MOJIHOM
obbeme.

pamk LOKyMeHToob0opOoTa ABNAETCA BaX>XHbIM 3JIEMEHTOM YYETHOM NOJIN-TUKK OpraHm3aumnn. OH Heobxoaum ons
CBOEBPEMEHHON U Ka4yeCTBEHHON NoAroTOBKU 1 06paboTKn AOKYMEHTOB.

1.2 MNMoHATUE 31EKTPOHHOI0 AOKYMeHToobopoTa

OnpegpeneHne CUCTEMbI 9N1EKTPOHHOI0 AoKyMeHToobopoTa (C3[). CncteMa 3N1eKTPOHHOIro AoKyMeHToobopoTa -
OpraHmM3auMoHHO-TEXHMYeCKas cncTema, obecneymsatowas NpoLecc co3faHuns, yrnpasaeHnUs 4OCTYMNOM U
pacrnpocTpa-HeHNsa 3N1eKTPOHHbIX JOKYMEHTOB B KOMMbIOTEPHbIX CETAX, @ TakKXXe KOH-TPOJIb Haj NoTOKamMu
OOKYMEHTOB B OpraHusaunmn. B aHr1053bI4HOM Bapm-aHTE MOXKHO 4acTo BCTPETUTb TepMuH Enterprise Content
Management, nnm ECM. B naHHOM c/ly4ae peyb naet 06 «ynpaBiieHnn KOprnopaTUBHON NH-POpMaLmen», To eCcTb
npambiM aHanorom C3/[

OcHoBononarawLwme NOHATUA SNEKTPOHHOIro AOKYyMeHToobopoTa. [JOKyMeH-TOObOopOoT - ABUXKEHME LOKYMEHTOB B
opraHm3aumn ¢ MOMEHTa UX CO3L4aHUSA UK NOJIYYEeHUS A0 3aBepLleHns NCnosiHeHna nnu otnpasneHus (FTOCT P
51141-98); komnnekc paboT ¢ LOKYMEHTaMun: NpMeM, perncTpauns, paccbii-ka, KOHTPOJIb UCMOJIHEHMWS,
dopMuMpoBaHUeE fen, XxpaHeHne n NOBTOPHOE UCMOJIb30BaHMe AOKYMeHTauuu, cnpaBoyHas paboTa.

DNEeKTPOHHbLIN AoKyMeHToobopoT (30) - eAnHbIA MexaHM3M No paboTe C AOKYMeHTaMu, NpeacTaB/eHHbIMU B
3/1IeKTPOHHOM BUAe, C peanunsaunen KoH-uenunm «besbyma >KHoro 4enonponsBoacTBa».

MalwnHoYnTaeMbI LOKYMEHT - LOKYMEHT, MPUIrOAHbIA AN aBTOMATUYEeCKO-I0 CYUTbIBAHNA CoAep KaLlencs B HéM
MHpopMaLnK, 3aNNCaHHbIN HA Mar-HUTHBIX, ONTUYECKMUX U JPYTUX HOCUTENSAX MHOopMaL .

DNEeKTPOHHbIN OOKYMEHT (3/1) - LOKYMEHT, CO34aHHbIN C MOMOLLbIO CPEACTB KOMMbIOTEPHON 06paboTkK
MHGOoPMaUnM, NOANNCAHHBLIA NTEKTPOHHON LnUg-poBOor Noannucbto (ILUM) n coxpaHEHHbIM Ha MaALLMHHOM HOCUTENE B
Buae cdanna cooTBeTcTBYylOLLEr0 hopmaTa.

IneKTpoHHas undposas noanmcb (ILUIM) - aHanor cobCcTBEHHOPYYHOM MOA-NMUCKU, KOTOPbLIN SBASETCS CPeaCcTBOM
3aWnTbl MHopMaLuum, obecneyvmBato-LLMM BO3MOXHOCTb KOHTPOIA Le/IOCTHOCTU 1 NOATBEPXAEHNSA MOAJIMHHOCTH
3/IEKTPOHHbIX OOKYMeHTOB [1].

OCHOBHbIe BUAbI 31E€KTPOHHOIO AOKYMeHToobopoTa :



- Mpon3BOACTBEHHbIN AOKYMEHTOOOOPOT;

- YNpaBneH4yeCckuii ,oKkyMeHToobopoTa

- ApxuBHble gena ( COBOKYMHOCTb NpoLieayp apxmBHOro AoKyMeHToobopoTa )

- KagpoBbin [oKyMeHTo0b60poTa (Mpouenypbl KagpoBoro yyeTta)

- Byxrantepckuii pokymeHTo060pOT

- CKknapckom gokymeHToobopoT

- TEXHNYECKNIN N TEXHOJIOTNYECKUI AOKYMeHToobopoT

Tak »Ke MOryT NposiBASTLCA U Apyrue BUAbl U NOABUAbLI OKYMEHTO060pOo-Ta, 04EBMAHO, YTO CUCTEM
LOKYMeHT0060poTa MOXKET B6bITb CTOJIbKO »Ke, CKOJIbKO CYLLECTBYET BUAOB AEATE/IbHOCTU.

OcHoBHbIe 3aga4un, KoTopble npecnenyet C3M:

- ObecneyeHne 3hHEKTUBHOr0 yrnpasaeHN U NPO3PavyHOCTN AeATEeNbHOCTU OpraHM3aumm Ha BCeX YPOBHSX;
- HakonneHune nHpopmMaLumn, ynpaBsieHne AaHHbIMU N persiaMmeHTUpoBaHne 4oCTyna;

- ®opManmsaunsa eaTeslbHOCTU KaXKA0ro COTPYAHUKA;

- OnTMM3aumst BU3HecC-NPoLLECCOB;

- DKOHOMMS PEeCypPCOB 3@ CHET COKpPALLEHNS PacXOA0B Ha yrnpaBseHne by-Ma>kHOW [OKYMeHTaumen;
MpeAnocbiIKN co3faHnsa unm BHeapeHus CIL asnsoTcs:

- HeobxoanMMocCcTb aBTOMaTU3aLMN aAMUHUCTPATMBHOMO YNPaBJ/IEHUA OPraHn-3aunmy, COXKHOCTb CTPYKTYPbI;
- Hannymne bymarkHoro apxua 6onbworo obbema;

- HeobxoanmocTb ynpasfiieHns noTokamu paboT;

- TpeboBaHMS NO CPOKAM XpPaHEHUA OOKYMEHTOB;

- BO3MO>XHOCTb MHTerpaunm c CyLecTBYOLWNMN CUCTEMAMU;

- Hann4yne TeppuTopmanbHO-yaasieHHbIX NogpasaesieHuni;

- HeobxoanMMoCTb NOUCKa NHopMaLInK;

- ObecneyeHne 6€30MNaCcHOCTN AaHHbIX;

- CooTBETCTBMNE MEXAYHAPOAHbLIM, OTPAC/IeBbIM N FrOCYAapCTBEHHbIM CTaH-gapTam [2];

Ecnn nocMoOTpeTb Ha POCCUNCKUIA SNEKTPOHHBIA [OKYMEHTO060-pOT, TO Mbl YBUAUM, 4TO €ro 0CO6EeHHOCTbIO
ABNAETCA ero BepTuKaJibHas HaMpaBJIEHHOCTb : AOKYMEHT, NpexxAe YeM NonacTb K UCMONIHUTESO, A0JIKEH MPONTH
pAL COrflacoBaHWM 1 YTBEPXKAEHWI Y BbILLECTOALLEr0 PYKOBOACTBA. KpoMe TOro, B 0Te4eCTBEHHOM
[enonpon3BoACTBe NPUCYTCTBYIOT TakKue HeOTbeMIEMbIE YaCTu, Kak perucTpaumoHHas cucTeMa, noaAroToBka
OTYETOB, KOHTPOJIb UCMONHEHUSA. B CBA3M C 3TUM Hanbosee N3BECTHLIMU Ha POCCUN-CKOM pbiHke CI[ ABnAOTCA
MPOAYKTbl MECTHbIX pa3paboTynkos

PucyHok 1 - Inarpamma BocTpeboBaHHOCTU pa3nyHbix C3[ B PO

AHanus pbiHka C3[ n npepnocbinku BbICTPOro pacnpoctpaHeHus 6e36y-Ma>kHOro fokyMmeHToobopoTa. C pocToM
KOJINYeCcTBa BHYTPMKOPNopaTMBHOM UHpopMaumn, Bce 6onee 04eBNAHOW CTaHOBUAACh HEI(HEKTNBHOCTL obMeHa
TPaAULMNOHHBbIMK BYMa)KHbIMU AOKYMeHTaMu, 3To 0bycnoBuno 6ypHbln pocT C3[ ¢ Havyana 90-x ronos XX Beka.
OpraHusauun uenioro psga pasBuTbIX CTPaH, NPaBUTEIbCTBEHHbIE YYPEXXAEHUS N YaCTHbIE KOMMaHUN Pa3JINnyHbIX
pa3mMepoB Ha4ann aKTUBHbIN Nepexopn Ha 6e36yMakHbIn fokyMeHToob6opoT. B 2000 roay poCT MUPOBOrO pbiHKA
C304 pocTur Temna B 89% B roA. Pa3-eutne IHTEPHET-TEXHOJIOMUIA BO BCEM MUpPE, YBEJIMYEHNE KONMYeCTBa KOM-
NMbIOTEPOB, YCTAHOBJIEHHbLIX B OPraHmM3aunax, 1 KOMnbioTepHas rPaMmoTHOCTb PaboTHNKOB N03BOAMAN BLICTPO
nepexoanTb Ha NPUHUUMMNANLHO HOBbIE METOAbI YNpaB/eHns 6M3HECOM C NCMOJIb30BAHWNEM 3JIEKTPOHHOI O
OOKyMeH-ToobopoTa [7].

Hapsaay ¢ C3/[ cywecTtsyeT 6onee wmpokoe noHATue - ERP (Enterprise Resource Planning System), unn cuctema
NJaHMPOBaHNSA PECYPCOB Npep-npuATNSA. B pycCKoAa3blHHOM BapuaHTe noay4mnno o603HavyeHne Kak NHTe-
rpyupoBaHHasa cucTema ynpasseHuns npeanpustmem (UMCYIM). CoBpeMeHHble ERP-cuctembl o6ecnedmBatoT
BbINMOJIHEHME BCEX OCHOBHbIX BU3HeC-pyHKUUN npeanpuatna. CucTeMbl NJ1I@aHMPOBAHUA pecypcoB NpennpuaTmnsa
(ERP) cny->aT ona nHTerpaumm BCex AaHHbIX 1 MPOLLECCOB OpraHn3aunn B e AnHbIN KoMnaekc. Onsa saToro
coBpeMeHHasa ERP-cuctema ncnosb3syeT MHOXXECTBO Pa3/IMyHbIX MPOrpaMMHbIX U annapaTHbIX KOMMOHEHTOB.
Knaccnyeckume ERP-cuctembl B otanymne ot C3[, OTHOCATCH K KaTEropum «TAXKENbIX» MPO-rpaMMHbIX MPOAYKTOB,
Tpebyowmnx 4OCTaTOYHO AJINTENbHOM HAaCTPOMNKN, 4TObbl Ha4YaTb MMM NOMb30BaTbCA. Nockonbky UCYI cTpoaTca no
MO-OYJ/IbHOMY MPUHLMNMY, 3aKa34MK 4acTo (Mo KparHen Mepe Ha paHHen CTaaun Takux MPoeKkToB) npuobpeTaeT He
MOJIHbIA CNEKTP MOAYJIEeR, @ UX OrPaHU-YEeHHbI KOMMJIEKT. B xo4e BHeApeHUa NpoeKTHaa KoMaHAa, Kak npasuno,
B Te@YEeHMEe HEeCKONbKUX MecCsLEeB OCYLLEeCTBASET HAaCTPOMKY NocTaBAseMbiX Mo-gynen [4]. OgHUM 13 3Tux
KOMMNOHEHTOB Ha NepBOM 3Tane BHeAPEeHMS BCEN cucTeMbl asnaseTca CI.

Pa3BuTume poiHka C3/[1 B Poccmm Ha4asnoCb NO3>Ke 4YeM B pa3BUTbIX CTpa-Hax[3].



BosnbLuyo o0 3TOro pbiHka (0K0J1I0 TPETK) 3aHUMaIOT pelleHnsa Ha 6base nnaTtgopmbl Documentum. MpuHABLWKM
yyacTue B UCcnefoBaHNM KoMNaHu-aM, pa3pabaTbiBaBLLIMM CBOU CUCTeMbl Ha 6a3e nnaTtdgopMmbl IBM Lotus Domino /
Notes («AnnaHa», HTL, PM, «MHTepnpokomM JlaH», «KoMmnaHusa "UHTepTpacT"», ComputerAge), npuHagnexat 12-
15% pbiHKa. Cpean poc-CUNCKUX KOMAAHUI 3Ha4YMMoe MoIoXKeHne Ha pbiHKe 3aHuMalT: 90C, «Jla-HuT», Directum
n Cognitive Technologies. Ha nonto cuctemsl, pa3paboTaH-HOM Ka>kA0N N3 yKa3zaHHbIX KOMMNaHWNA, NPUXOANTCS
6onee 5% pblHka C3[. [10BOJIbHO CU/IbHbIE MO3ULUN NMEIOT TakXe koMmnaHum Upscale Soft, Docsvision, Naumen 1
«MoTumB MockBa». B C3[] He y4nTbIBalOTCH APY-rne peLleHns, codgaHHblie Ha 6ase nnatdgopm IBM n ncnonbsyemele
ana paspabotkm ECM-peweHnn (Lotus Notes, Content Manager n Ap.), a Takxe pelleHns Ha naaTdopMax aas
pa3paboTkm ECM-npunoxeHunin komnanmnm Microsoft n Oracle n pelieHns poccMnckux paspaboT4ynkos, He
MPUHSABLUMX y4acTue B nccnenosaHmm CNA [2].

BHepnpeHne C3/[0 no3BoaseT 3HaYMTE/IbHO NOBLICUTbL 3PPEKTUBHOCTb U KOPNOPATUBHYIO KYyNbTYpy paboThl C
OOKYMeHTaMun Ha npegnpuaTuax ato-6om opmbl COBCTBEHHOCTU, @ TaK)Xe B FOCYJapPCTBEHHbIX YYpPEXAEHNAX.
DNEeKTPOHHasA OTHETHOCTb N3 HEOBLIYHOM HOBUHKW NMpeBpaTuIach B MPU-BbIYHBLIA NpueM paboTel byxranTtepa, u
Tenepb CAaTb OTYETHOCTb Yepes NH-TePHET MOXXET NpakTn4eckn nbon HanoronnaTeNbWmK, a 418 HEKOTOPbIX
XO3ANCTBYOWMNX CyObeKTOB Takol NyTb CTas NpocTo obs3aTenbHbIM. Tak, ¢ 2014 roga oTunThiBatoTCst no TKC Bce
nnatenswmkn HOC. Opavua n npegnpuHUMaTenun, y KoTopbix TpyaaTcsa 6onee 25 4yenoBek, B 91€KTPOHHOM
dhopmaTe cagatoT pacdeTbl no HOPJ1 (0. 2 cT. 230 HK P®) n geknapaunn — npu 4yncneHHoctn 6onee 100 Yyenosek
(n. 3 cT. 80 HK P®). HekoTopble rocopranbl (Hanpumep, ®CPAP) TpebytoT nepefaBaTb CBeAeHNsA 0 AesATeNb-HOCTU
drpMbl Tak>Xe B 3/IEKTPOHHOM BUAeE.

PekoMeHO0BaHO cAaBaTb OTYETHOCTb B 3JIEKTPOHHOM BuAe. B 3TOM cny4ae COTPYAHUKY rocopraHa He npuaeTcs
nepeneyvyaTbiBaTb CBEAEHUA BPYYHYIO, OH 3arpy3nT AaHHble U3 darna, U BEpPOATHOCTb BO3MOXHbIX ownbok byaeTt
CcBefieHa K MUHUMYMY.

Chava 3/1eKTPOHHON OTHETHOCTU Yepe3 MHTEPHET AJ19 KOMNAaHUM MOXKET OCYLLEeCTBSATbCA HECKOJIbKUMN
cnocobamu:

* 3aKJI04YUB JOrOBOP C YMOJIHOMOYEHHbLIM NMpeacTaBuTenemM;

* 3aKJIIO4YUB AOrOBOP C OMNEepaToOpPOM NEKTPOHHOIO AOKYMeHT0060-poTa;

* 1CNOJIb3ys Beb6-cepBUCHI TOCOPTraHOB UMM «0bMaYHbIe» 3NIeKTPOH-Hble ByXranTepuu.

PaccMoTpuM noapobHee Kaxkabi U3 cnocoboB:

1. YNo/IHOMOYeHHbIN NpeacTaBuTeslb — opaMuo nam NN, kKoTopomy HanoroniaTeNbWwmK oBepseT OTNpaBKy
OTYETHOCTM B rocopraHbl. CxemMa B3auMOLENCTBNA C HAM BbIFNAAWNT Tak: NpeacTaBUTelb MOXKET rOTOBUTL 3a
KNMEeHTa Aeknapaumn n caaBaTb UX. JINBO KNNEHT CaM roTOBUT OTYETHOCTb, @ YNOJHOMOYEHHbIN NpeacTaBuTeNb
TONbKO NMepefaeT ee B rocopraH. B nio-6om cnyyvae KAneHT Ao/KeH NpeacTaBUTb YNOAHOMOYEHHOMY
npeacTaBMTe-/t0 JOBEPEHHOCTb, KOTOPYIO NOCNeAHUI nepefaeT B rOCOpraH B 3JIeEKTPOH-HOM BUAE [0 CAA4YM
camon otyeTHOCTK (Npmka3 ®HC o1 02.11.2009 Ne MM-7-6/534@).

B 4yeM nstoCbl OTNPaBKM OTYETHOCTU Yepes npefcTtaBmTena? Ecam Bbl 3a-KA0HYMAM LOFOBOP TOJIbLKO Ha OTMPaBKY
AeKnapauui, To ycnyru npeactaBu-tens obonayTcs gelessne, 4eM nokynka cobcrteeHHom UM n ycTaHoBKa
cneumnanbHOro nporpamMmmHoro obecnevyeHuns. O6bIYHO Takue opraHmsaumm GopMUPYOT oNaaTy 3a CBOM yCayru
NCXO0AS M3 TOr0, 4TO KaXKAbI OTHET ONJIa4YnMBaeTCA Mo yCTAaHOBAEHHbLIM pacLeHKaM. MMHycC gaHHoro crnocoba:
MPOTOKOJIbl MPOBEPKU AeKNapaunii nosyvyaeT CHavyasna YNoJHOMOYEHHbIM NpeAcTaBuTe b, @ MOTOM YXXe KJINEHT. A,
cflefoBaTesibHO, TEPSAETCHA BpeMS, KOTOpoe MOXXHO 6bI10 NOTPaTUTL Ha onepaTUBHOE YCTpaHeHWe He0CTaTKOB.
2. BTopoi BapuaHT CAayun 3/IEKTPOHHOM OTYETHOCTU — COTPYAHNYE-CTBO C ONepaToOpOM 3JIEKTPOHHOI O
nokyMeHToob6opoTa. B 3ToM cnyvyae one-paTop BbiNycKaeT onsa kameHTa UM v npefocTaBnseT cneunasibHoe Npo-
rpammHoe obecneyeHne gna nepegayvm OTYHETHOCTMU.

Mpn COTPYAHMNYECTBE C ONEPATOPOM IJIEKTPOHHOI0 AOKYMEHTO0B0pPOTa K/IN-EHT NepenaeT OTYETHOCTb
CaMoCTOATeNIbHO CO cBoero paboyero Mmecta. Co-TPYAHUKN KAMEHTa MOryT AeflaTb OTYETHOCTb B MPUBbLIYHOM
6yxrantepckon nporpamMme, a NOTOM BbIFrpy>aTb B MporpaMmMHoe obecneyeHue, npefocTaB-JIeHHOe onepaTopoMm
3/IeKTPOHHOM 0THeTHOCTU, 6O Cpasy e fenaTb OTYET B NporpamMme onepaTtopa. lNporpamma onsa caayvm
3N1€KTPOHHON OTYETHOCTU UCMONb3yeT KOHTPOJIbHbIE COOTHOLLEHNSA 1 MPOBEPSET AeKNapauun nepeq coadven, a
Tak>Xe CpaBHUBAET AaHHble C OTYETaMM 3a NMpejLluecTByoLmMe ne-puoabl. 3TOT cnocob ynobeH n HapgexeH ans
HanoronnaTtenbwmka. MMHyc — oH obonaeTcsa fopoxe, 4eMm paboTa Yepes ynoJIHOMOYEHHOro NpeacTaBu-TenNs.

3. Beb-cepBuchl n obnavyHasa byxrantepus — HOBOE NepCcnekTUBHOE HamnpasaeHne B opraHmsaunm paboTbl
6yxrantepa. icnosb30BaHNE MHTEPHETa 1 CoBepLUeHCTBOBaHMe LI npuBeno K ToMy, 4TO Tenepb HeobA3aTeNbHO
JINYHO HeCTU ByMaKHbIM OTHET B rocopraH (0TNpaBUTb 3J1€KTPOHHbIN 3aLlM-LLEeHHbIN hana MOXHO ¢ toboro
KOMMbloTepa), Npu 3ToM byxranTep MmoxeT paboTaTb AOMa AN Aaxke B Apyron ctpaHe. OcobeHHOCTb obnayvyHon
byxran-tepum COCTOUT B TOM, YTO OHa MO3BOJISET HE MOKyNaTb AOPOroCTOALME KOMMbIOTEPHbIE NPOrpamMMbl A4



BeAeHNAa yyeTa, a npepsiaraeT BeCTU y4eT NpsIMO Ha canTe NocTaBLLnKa YCayr, UCNOAb3yS NOrMH, Napoib U
Apyrve cpeacTBa 3aliuThbl AaHHbIX. [110C TaKnx CEPBNCOB — B MPOCTOTE UCMOMb30-BaHUA U MOBUJIBHOCTU, MUHYCbI
— €CTb BEepOSATHOCTb YTEYKM AaHHbIX B CJly4ae BUPYCHOM aTaku Ha canT. Kpome Toro, nepeHoc AaHHbIX N3 OA4HOMN
obnayHom Byxrantepuun B Apyryto HeyaobeH B Cuay pasnnymn nx nHTep-gencos.

B HacToAWMN MOMEHT Ha pblIHKE NPeACTaB/IEHO HECKOJ/IbKO ONepaTopoB 3/1eKTPOHHON 0TY4eTHOCTU. CaMble
N3BECTHblE N3 HUX — «TaKCKOM» N «TeH-30p».

«TaKCKOM» Ha pPbIHKE 3JIEKTPOHHOI0 A0oKyMeHToobopoTa npucyTcTByeT ¢ 2000 roga, obnagaet cobCTBEHHbIM
yOO0CTOBEPSALWMM LEeHTPOM ANa Bbinyc-ka ILUIM, TecHo coTpyaHuyaeT ¢ PHC Poccum B BONpocax pasBuUTUS 31eK-
TPOHHOro AokymeHToobopoTa. Cpeaun ycnyr, npeanaraeMblX onepaTopoMm: NOAKJI0YEHME K OHaH-KaccaM, caada
oT4yeTHOCTU B ®HC, MOP, ®CC, PoccTaT, PocnpupogHasnop, PTC, BOSMOXKXHOCTbL NepefiaBaTb Ha/IOrOBUKaM
NOACHUTEsIbHbIE 3aNUCKN B 3JIEKTPOHHOM BUAe, BHEeLPEHNe CMCTEM B3auMo-aencTems ¢ EFAUC. «Takckom»
npepnaraeT Hanbosiee WNPOKUIA NepeYveHb YyCayr n rmbkyto TapudHyo ceTKy. KonnyecTso oncoB Npodax Ha
Teppu-topun Poccum — 6onee 300.

MunHMManbHasa CTOMMOCTb YCAYT «TakCKOM» AJ151 MOCKOBCKMX ByxranTtepos cocTtaBnsfeT 3 720 py6./rog ons
KoMnaHuii Ha OCH 1 2 800 py6./roa — ANs Cneupe X MMHUKOB.

«TeH30p» nNpegocTaBfaseT cBOM ycayru ¢ 1996 roga n Takxe fABAAETCH aK-KpeAUTOBaHHbIM yO40CTOBEPSAIOLLUM
LeHTpoM, obnafaowmM WNPOKUM CAEKTPOM YCSIYr — OT NOCTaBOK KOMMbIOTEPOB U ODUCHON TEXHUKN A0
KOHCANITUHIOBbIX U ayONTOPCKUX yCNyr. BO3SMOXHOCTM Nepefayn 31eKTPOH-HOM OTYETHOCTU y «TeH3opa»
aHaJIOrNYHbl BO3MOXHOCTAM «TaKCKOMa», OLHAKO LleHbl HUXe: MUHUMasibHas CTOMMOCTb YC/yr HavYnHaeTcs ¢ 500
py6. (ona LM).

Tak)xe KpyrnHbiMK onepaTopaMun asasaTca «Kanyra Actpan», «H-oueHTp» 1 ap. Y 3TUX onepaTopoB nMeeTcCH
cobcTBeHHOe nporpaMmHoe obecrneyeHne, ogHaKo Hanbonee WNPOKUIA NepeyveHb yCayr NpefocTaBnsaloT UMEHHO
nupepbl pblHKa — «TaKCKOM» N «TeH30p».

MonHbIN NepevyeHb oNepaTopPOB 3JIEKTPOHHOr0 AO0KyMeHToobopoTa ecTb Ha canTe ®HC.

OnepaTopbl 3/1IeKTPOHHOr0 A0KYyMeHToobopoTa NpeoCcTaBnAI0T NoJib3oBaTe-NaM
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