BENTOPOOCKASA OBJTACTDb

[YEEPHATOP BENrOPOJCKOW OBJIACTH
PACTMTOPAXEHMUE

Benropop
« 09 » NDHA 2020 r. Ne 825-9
O BHECEHHH H3MEeHEeHHH
B pacnopsuzkenne I'ybepuaTopa
bearopoackoi obnactH

ot 20 aBrycra 2018 roga Ne 668-p

B mensx NOBBIIEHHS pe3yJbTATUBHOCTH M 3(Q(OEKTUBHOCTH [AEATEIBHOCTH,
OpPraHW30BaHHOK B COOTBETCTBHM C NpHHIHANAME OEpex/IMBOrO YIIpaBJICHHUA
Ha TeppUTOpHH 00IacTh:

Brectu B pacnopsokerme — ['yOepnatopa — bBenroponckoi — obnactu
ot 20 aBrycra 2018 roga Ne 668-p «OO0 yTBep»KI€HUH METOAUYECKUX PEKOMEHIALNH
10 IPOBEJIEHUIO KapTUPOBAHUS IIPOIECCOB B OpPraHaX MCIOJHUTEILHOH BIIACTH
¥ TOCYZapCTBEHHBIX OpraHax BJIacTH 00JIaCTH» CIEMyIONIe H3MEHEHHS:

- [OpH3HATh YTPATHBIIMMH CHIy METOAWYECKHE PEKOMEHJAlM|d 110
IIPOBENEHUIO KapTHPOBaHHUS IPOIECCOB B OpraHax MCIOJHUTEILHOM BIIACTH,
rocyapCTBeHHBIX opraHax benropoackod o0mactd, yTBEp)KIEHHBIE B ITyHKTe 1
Ha3BaHHOT'O PACIIOPSIKEHUS;

- YTBEpAHTh B IMyHKTe 1 HAa3BaHHOIO pACHOPSDKEHHMS METOAMYECKHE
pPEeKOMEHJallil [0 [POBEACHHUIO KapTUpPOBaHMs  MPOLECCOB B  OpraHax
UCTIOJHUTEIbHOM BJIACTH, TIOCYIapCTBEHHBIX OpraHax bemropozickoit obiactu
(mprIIOKEHUE).

I'y6epuaTop

Bearopoackoiit o6na E.C. CaBuenko
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Ilpunoxenue

YTBEPXJAEHDbI
pacnopsizkenuem I'ybepHaropa
bearopoackoi odinacTu
or «_0O » AIOHSA 2020 r.
Ne 325-p

MeToauveckue peKOMeHIALHH
M0 NMPOBeJAeHHIO KAPTHPOBAHHUS NPOLECCOB
| B OPraHax HCMOJHHTEbHOH BJIACTH, FOCY1apPCTBEHHbIX OpraHax
bearopoackoii obacTu

1. OcHOBHBIE MOJI0KEHHS

1.1. MeTtoan4eckre peKOMEHIALMU 110 MPOBEACHHUIO KApTHPOBAHHSI MPOLIECCOB
B OpraHax MCIOJHMTEIbHOH BJIACTH, TOCYAApCTBEHHBIX opraHax benropozackoi
obmactu (nansee — METOJMYECKHE peKOMEeHJaluu) pa3pabdoTaHbl B COOTBETCTBUH
¢ nocraHoBieHuem IlpaBurensctBa benropoackoi obnactu ot 28 mas 2018 roxa
Ne 161-nn «O6 yrBepxaeHuun llonoxenus o GepexiiMBOM YIpaBIeHHH B OpraHax
MCIOJHUTEILHON BJIACTH M IOCYIapCTBEHHBIX opranax benropoackoit obinactuy.

1.2. Meroanyeckne peKOMeHAAlMu pa3paboTaHbl B 1LeNAX [OBBIILICHHUS
pe3y/ibTaTUBHOCTH U I(PQPEKTUBHOCTH  JESATEIbHOCTH, OPraHM30BaHHOM B
COOTBETCTBHH C MPUHIMIIAMU OEPEKIMBOrO YIpaBlIeHHs HA TEPPUTOPUH 001aCTH.

1.3. Mertoauyeckue peKOMEHAAUUN ONpeiensioT MOPs/JI0K IPOBEIEHHUs
KapTHUPOBAHHS MPOLECCOB OpraHamMH HCIOJHUTEIbHON BJIACTH, FOCYAapCTBEHHBIMH
opranamu benropojckoii obacTu (1anee — opraHbl BiacTtu 001acTy).

1.4. KaprupoBanue mpoiiecca — cxema (airoputm), otodpaxaromias Kaxabli
3Tall JIBUKEHHUS MaTepUasbHbIX U MH(POPMALMOHHBIX MOTOKOB C LIEJIbIO BbISBIICHUS
BO3MOXKHOCTEH YCOBEpPILIEHCTBOBAHMS TEKYILEro Ipouecca U ero npuOIMKeHus
K ONTHUMAJILHOMY COCTOSIHHIO.

KapTtupoBanue mpoiecca sBIsSieTCS OJHUM M3 HHCTPYMEHTOB OepekuBOro
yTpaBiaeHHsl.

Pe3ynbTaToM KapTHPOBAHHUS MTPOLIECCOB SIBJISIETCS:

- MHHUIHMALMS U peann3ains OepekIMBbIX MPOEKTOB, KOTOpbIE TakkKe MOIyT
00BbeIMHATHCSA B TOPT¢esin NPOEKTOB OpraHa BjIacTH 00J1acTH;

- YTBEpPXKAEHHE U pealu3alys J0pOKHbIX KapT MO yJIydlleHHAM MPOIECCOB.

1.5. 3ajaun kapTUpOBAHUS:

- BbIpa0OTKa eIMHOTO MOHATHIHOIO annapara /s BCeX y4aCTHHUKOB Mpollecca;

- BU3yaJIn3alus Ka)J10ro yTana JBUIKEHUS MaTepHalbHbIX
1 HH()OPMALIMOHHBIX TOTOKOB;

- BBIAABJICHUE ITOTEPb H KX HCTOYHHUKOB,




- paspabotka u peanuzanus 3(HEKTUBHBIX YNPABICHUYECKUX pPELICHUN s
ONTHUMH3ALMHU TTpolLecca.

1.6. KaprupoBanue npouecca BKiIto4aeT B ce0sl ciaeyIolue Tanbl:
MOJAroTOBUTE/bHBIN 3TaI;

MOCTPOEHHE KapThl TEKYIIEro COCTOSHUS Mpoliecca;
MOMCK M aHau3 npodiem;

MOCTPOEHHE KapThl U€aIbHOr0 COCTOSIHUS Mpollecca;
MOCTPOEHHE KapThl LEJIEBOr0 COCTOSHUS IpoLecca;

- pa3zpaboTKa rnjaHa MepoNpHsATHHN.

1.7. PazpaboraHHble MO MTOraM KapTUpPOBaHWUSI OEpeKIUBBIE TPOEKThl WIIH
JAOPOKHbIE KAapThl MO YJY4YIUEHUSM JIOJUKHbI ObIThb BU3yalM3MpOBaHbl Ha CTEHIE
OepekIMBOro MpoeKTa.

1.8. B teuenune 30 kaneHaapHbIX AHEH C JaThl 3alllMThl UTOrOB peajn3aluy
MpoeKTa Ha JKCIHEPTHOH KOMHUCCHUM MO0 BONpPOCaM TNPOEKTHOH JAEATeIbHOCTH
dhopmupyeTcsi apXxuB OepeKIIMBOrO MPOEKTa, BKIKOYAKOLUNI:

- KOINHWIO MpPOTOKOJA HKCIEPTHOM KOMHUCCHHU [0 BOIPOCAM IPOEKTHOM
NesATeNIbHOCTH, Ha KOTOPOM ObL1 3al1ulleH OepekKIuBbIi MPOEKT;

- YTBEPIKIEHHbIE NACHOPT U IUIaH YIpaBJIeHUs POEKTOM;

- pe3ynbTaThl aHKeTHPOBaHUs NOTpeduTee;

- KeliCc o UTOraM peajausaluu 0epek/IMBOro NpoeKTa,

- CTaHJIaPTHYIO OIMEpalMOHHYIO NPOoLeaAypY npolecca;

- MPOM3BOJACTBEHHbIH aHanu3 anpolauuMu  CTaHAAPTHOH  onepauroHHOM
npoueaypsbl npoiecca;

- KomuHu pa3padOTaHHbIX B paMKax MpOeKTa IMPaBOBbIX aKTOB, 1IAOIOHOB,
dbopMm, nepeuHel ¥ UHBIX JOKYMEHTOB, HAallpaBJIeHHbIX HA ONTUMHU3ALMIO [TpoLiecca.

ApxuB OepexIUBOro mnpoekra (opmMHUpyercss pyKOBOAMTEIEM OepekKIMBOro
MPOEKTa B JIEKTPOHOM BHJIE W XPAHUTCS B OTPACIICBOM IPOEKTHOM Ooduce He MeHee
IBYX JIET.

2. PexoMeHIallMK MO OPraHU3alHH H METOAHKE NPOBEICHHS
NOATOTOBHTENBHOI0 3TANAa KAPTHPOBAHHSA NPOLECCOB

2.1. IloaroToBUTENbHBII 3Tan KapTHPOBAHUS MPOLIECCOB MpeACTaBIIseT coOO0i
cbop u 0000meHre HHOpPMAIMK O Tpolleccax B opraHe BJacTH obnacTu, BbIOOp
MpoOJIEMHBIX MTPOLECCOB, ONpe/ie/ieHe BHYTPEHHEro ¥ BHELIHEro noTpeduTes.

2.2. 3ajmaua nNOArOTOBUTENILHOIO JTana KapTUpOBaHWs —  [OJY4YUTh
nHpopManuio 000 Bcex npoiieccax B OpraHax BIacTH 00JIaCTH C LE/bO BbISBIICHUS
U yCTpaHEHHs MOTepb.

2.3. [ToaroToBUTENIbHBIH 3TaN KapTHPOBAHUS BKJIIOYAET B ceds:

- BbIOOp nporuecca;

- obocHOBaHuUe BbIOOpa Mpoliecca;

- onpejieJieH|e rpaHull rpolecca;

- popmupoBaHHe KOMaH/bl KAPTUPOBAHUS;

- onpesiesieHue uenei u 3pdexTos;

- aHKeTUpOBaHME NOTpeduTeei.
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2.4. Tlpouecc a/is ONTHUMH3AUUU OTOMpPAETCSs HA OCHOBAaHUM CJEHAYIOIIHUX
KpUTEepHEeB:

- HE YJIOBJIETBOPSIET BHYTPEHHUX U (MJIM) BHELIHUX NMOTpeOUTeNeN;

- sBNIsieTCs Haubosee pecypcoeMKuM;

- 3aTpyaHseT moBbllleHHe 3(P(EeKTHBHOCTH OpraHa BJIAacTH WM JaHHOIO
CTPYKTYPHOIO NMOApPA3ACIIeHHUs;

- TMIPUBOJUT K CPbIBY CPOKOB BBINOJHEHHUs pabOT B paMKax JesATeJIbHOCTH
OpraHa BIacTH WJIM CTPYKTYPHOIO MoJpa3/e/ieHus.

2.5. B oOocHoBaHuu BbIOOpa mpolecca HEOOXOJUMO YyKa3aTb IPHYHMHbI
BO3HMKHOBEHHSI MOTPeOHOCTH B YIyUIlIEHUH Ipolecca:

- NePUOAMYHOCTb MOBTOPEHUS MPOLlecca;

- KOJIMYeCTBO YYACTHHKOB MpOIecca, KOJMYECTBO BHYTPEHHUX M BHELIHUX
norpebuTenei;

- KOJM4ecTBO 00pabaTbiBaeMbIX B IIpoLecce JOKYMEHTOB;

- HalM4Ke (paKkTa/prucKa HapyLIEHHs CPOKOB;

- HaJin4yue OIMOOK, BO3MOKHOCTH HEOJHOKPATHOrO BO3Bpara Ha JA0pabOTKy
pa3pabaTbiBaeMbIX B paMKax Mpoiecca JJ0KyMeHTOB;

- HeoO0X0JAMMOCTb MMOBTOPHOIO M  (MJIM) JOMNOJHUTEJIBHOIO  3arpoca
UHpOpPMaLIUH;

- HU3KHUI YPOBEHb y/10BJIETBOPEHHOCTH MOTpeOUTENeH;

- HHBIE MTOTEPH, BCTpeyalolluecs B rmpoiecce.

2.6. Onpenenenue TpaHHIl Mpolecca — MEpONpHUsiTHE, KOTOPOe I03BOJISET
onpeeuTh MaciuTadbl ONTHMM3AlMM  Mpolecca ¢ LeNbl0  ONTUMAIbHOIO
pacnpe/ielieHus UMEIOLIUXCs PECypCoB.

OcHOBHBIE Talbl ONpe/eIeHus MPaHull npoliecca:

- onpe/esieHne NMepBoit U Mocie/Hel onepaluy B npolecce;

- ompeneneHue mnoTpebuTess Mpolecca, MOTYYarollero U MCIOJb3yHOLIEro
pe3yibTaThl polecca;

- oTpejiesieHNe KOHeUHOro pe3yJibTaTa rnpoiiecca.

['panuibl  npolecca TOXKIECTBEHHbI TMEpBOM M MOCJEIHEeH olepaluu
B Ipoliecce.

2.7. Tlocne BbIOOpa mpoliecca M OMNpezeleHuss ero rpaHuiul (Gopmupyercs
KOMaH/1a KapTHPOBAHMUSL.

2.7.1. KoMmanjaa KkapTHpoBaHus MNpeJcTaBiseT co0OM  rpynmy  JiMil,
00BbeIMHEHHBIX JIJIs BBLITIOJIHEHUSI KOHKPETHOM 3ajaud IO yCOBEPLICHCTBOBAHHIO
npoiecca.

2.7.2. B coctaB KoMaH/bl KAPTUPOBAHUSI BXOJIST:

- BIIajiesiell mpoiiecca (COTPYAHUK OT/esa, BbITOIHSIOINI OCHOBHbIE padOThI
110 npoieccy);

- COTPYAHMKH OTHeNa, 3aJeiiCTBOBaHHbIE B peajM3alluu  Ipoiecca
(2 — 4 yenoBeka);

- 9KCHepThl (COTPYAHMKH OpPraHOB BJIACTH, HE Y4YacTBYIOLIME B Ipollecce,
1 — 2 yenoseka);

- OCHOBHBIE HCIOJTHUTEH, HE SBJISIOIIMECs COTPY/AHUKAMHU OT/IeJ1a;

- moTpeduTeNu.
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2.8. Onpenenenue neneit U 3pHeKTOB ONTUMHU3ALMH NTpOLECCa.

2.8.1. llenbto onTUMHU3ALMU T[Ipollecca SIBJISETCS YCTpPAHEHWE BbISBICHHBIX
B X0J1e KApTUPOBAHUS MOTEPb.

2.8.2. ®opMysIMpOBKa LIeJIM ONTUMH3ALUHU NTpoliecca JOIkKHa ObITh:

- KOHKPETHOMH;

- U3MEPUMOI;

- IOCTHKUMOMN B paMKax 0003HaYEHHOI 0 Mepruo/ia BpEMEHH.

2.8.3. llenb onTuMuU3anuyu npouecca 10JKHA pelaTh cleayloiue npodieMsl:

- COKpalllaTh BpeMsl MPOTeKaHUs polecca;

- CrocoOCTBOBATH POCTY KaUeCTBEHHBIX XapaKTEePUCTHK ITpolecca.

2.8.4. UucioBble JlaHHBIE I1leJied ONTHMMHW3alMKM Tpoliecca MOJJIeKar
KOPPEKTHPOBKE TMOCJIe TMpOBEJEHUs [OCTPOCHUS KapT TeKyllero, HaealbHOro
¥ 11eJIeBOr0 COCTOSIHUIL Mmpoliecca.

2.8.5. Dddexramu onTUMHU3ALKUYU [TpOLIECCa ABIISIFOTCS:

- 9KOHOMHUYEeCKUi 3D PexT;

- 3¢ deKT s HaceIeHus;

- OBbIIICHUE Y/I0BJIETBOPEHHOCTH MOTpeduTeNel npouecca.

2.9. AHKeTHpOBaHHE MPOBOJAUTCS HA MOArOTOBUTENBHOM dTale KapTHPOBaHMS
M 10 UTOTaM OMTHMHU3ALIMU TpolLecca.

llensMu  aHKeTHpPOBAHUS  SBISAIOTCS  ONpe/esieHue  yJ0BJICTBOPEHHOCTH
norpeOuTeNeld COCTOSIHUEM Ipoliecca, BbisBlIeHHE MPOOJEeMHbIX 30H B IPOLECCE.

AHKeTUpOBaHHE TMPOBOAUTCS B BHAE OYHOTO WM  3a0YHOIO AHKETHOIO
orpoca.

JlonmyckaeTcsi HMCIOJB30BaHWE KaK [MMOYTOBOro, Tak M Pa3laTO4YHOro
aHKeTHpoBaHus. Bo3MOXKHO TpoBefeHHe aAHKETUPOBAHUS C MCIOJIb30BAHUEM
pa3IMUYHBIX HHTEPHET-CEPBHCOB.

Ankera paspabarbiBaeTcsi C y4yeTOM CHeUU(UKH ONPENeJIEHHOro JUls
KapTHPOBaHMUsI ITpolecca.

2.10. TTo pe3ysnbraTam BBIMOIHEHUS] MEPONPUSTHH, U3JI0KEHHBIX B IYHKTax
2.4 — 2.9 nacrosiuiero pasjerna, 3arnojHseTcs KapTouka npouecca no popme corjiacHo
npuiIokeHnto Ne 1 K MeToIM4ecKiM peKOMeH 1allUsIM.

3. PexomMeHaauuu no MeToanKe NoCTPOECHHS
KapPThl TEKYIEro COCTOSIHHS Nponecca

3.1. Kapra Tekyuiero coctTossHusi npolecca — 3To rpapuueckoe rnpezcTaBjieHue
MOC/AeA0BATEILHOCTH ONepaluii, MO3BOJIsAIOLIee YBUETh pobdaeMbl B Ipoliecce, ux
MEePBONPUUNHBI, @ TAK)Ke pazpadoTaTh NPeIIOKEHHS 110 YIYULIEHHIO Mpoliecca.

3.2. OcHOBHBIE ITallbl COCTABICHUS KapThl TEKYILEr0 COCTOSHUS MpoLecca:

- IpOBEJICHHE MPeIBAPUTEILHOrO aHalIM3a TeKYIEro COCTOSIHUS MPoLecca;

- IPOBE/ICHHE 3aMEPOB BPEMEHH 110 Mpoleccy;

- u300paxkeHre KapThl TEKYLIEro COCTOSIHUS MpoLecca Ha OyMaKHOM HOCUTEIE
¢dopmara Al B BUjie OII0K-CXEMBI.

3.2.1. TlpoBeneHue mnpeaABapUTEIBLHOIO aHaAJIM3a TEKYILIEro COCTOSHHUS
nporiecca 1o cleAyouM GaKkTopam:
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- OIIpeJie/IeHHe KOIMYeCcTBa 3a/1eiCTBOBAaHHOIO MepCoHaa;

- onpejielieHUue KOJIMYeCcTBa 3a/1eiCTBOBAaHHOI0 000py10BaHUS;

- OIIpeJlesIeHue NepeMelleHHH COTPYAHUKOB;

- OnpejiesieHue M0CIe10BaTeIbHOCTH BBITIOJIHEHU S ONlepalitii.

3.2.2. ®opma 3anojHEHUs 3aMepOB BpeMeHH (XpOHOMETpaka) Mo Mpoleccy
IpeAcTaB/eHa B NPUI0KeHUU No 2 K MeTOAMYEeCKUM PeKOMEHIALUsIM.

XpoHOMETpaK nmpoliecca BKIHYaeT:

- XpPOHOMETpaK orepalyii B pamKax rnpoiecca;

- XpPOHOMETPaXK NepeMelleHHid;

- XPOHOMETPAK BPEMEHHU ITPOCTOSI.

[Ipy npoBeneHuu 3amMepoB BpeMEeHHM (XpOHOMeTpaXka) Mo Mpoleccy
HEOOX0AUMO:

- 03HAKOMHUTHCS C MIPABOBOM JOKYMEHTALMEH, periaMeH TUPYIOLLEH MpoLecc;

- ONIpe/ICINTh CPOKHU pean3alluy Npolecca;

- ONpe/le/IUTh MOC/Ie0BaTeIbHOCTb OMNepalyii Mo y4YacTHHUKAaM Mpoliecca
(omepaumu nmpotiecca 3anMcbiBatOTCs B XPOHOJIOTHYECKOM MOPSI/IKE).

dopmynupoBKa orepaiiy J10DKHA BKIIOYATh B ce0s OTBETHI Ha BOTIPOCHI:

«KTo nenaetr?»;

«YTo nenaer?»;

«CKOJBbKO BpEMEHH Ha 3TO 3aTpaunuBaeTCs?y.

B 3aBUCHMOCTM OT CTeneHW [eTajlu3alud Mpolecca onepanuyd MOryT ObITh
00beIMHeHbl B OJIOKK onepaimii.

[Ipy npoBeaeHMM 3aMepoOB BpEMEHH (XpPOHOMETpaxKka) MO MpoLeccy
ompenensieTcss BpeMsi, 3aTpauMBaeMoe Ha KaXIyl OINepaluio, KOTOpPoe 3aHOCHTCS
B Tabnuuy (npunoxenue Ne 2).

[lpu npoBeaeHHUM XpoHOMETpaka HEOOXOAMMO 3apUKCUPOBATH BpeEMs
OKUJIaHUs (TPOCTOS) MEK/y OTNepalusMu npoiecca.

KonuyecTBo 3aMepoB BpeMeHHM (XpOHOMETpaka) 1o npoieccy A0HKHO ObITh
He MeHee 5 (NATH) IS MPOLECCOB, JIMTEIbHOCTh KOTOPBIX HE MpeBbIlIaeT 7 (CeMb)
JIHEeH.

[Ipy HEBO3MOKHOCTH (PAKTHYECKOrO MpPOBEJAEHUSI HEOOXO0AMMOro KOJHYECTBa
3aMepOB BpeMs OIpeaensieTcs Ha OCHOBAaHHMM, KaK MHUHHUMYM, OJIHOrO 3amepa
¥ IKCIEpPTHOM OLIEHKHM HMEIOIIMXCS MaTephanoB (BXOASUIME/UCXOsLIME MUCbMA,
KYpHallbl PErUCTPALIUU, JIEKTPOHHbIE CUCTEMbI U T.I1.).

3.2.3. UzoOpakeHue KapThl TEKYILLEro COCTOSHUS Mpolecca Ha OyMa)KHOM
Hocutesne (opmata Al B Buae OJIOK-CXEMbl OCYILECTBJSETCS MMOC/E MPOBEACHHUS
BCEX 3aMepOB M OTpaKaeT oNepaluu B paMKax Ipoliecca, BpeMEHHbIE HHTEpBaJIbl UX
BBITIOJIHEHUSI OT MHUHUMAIbLHOIO 10 MaKCHUMajbHOro 3HaueHusi BpeMeHu. Dopma
KapThl TEKYIIEro COCTOSHUS Tpolecca TMpejacTaBieHa B mnpuiokenun Ne 3
K METOAMYECKHUM PEKOMEHAalMsIM.

3.2.3.1. Ilpu mocTpoeHUH KapThl TEKYIEro COCTOSIHUS ONepaluu B npolecce
OTpaXkaroTcs CJeBa HaNpaBo M0Ce10BaTe/bHO.

B ciydae, korja mpu NpoOBEIEHHHM 3aMepoB IO TPOLECCY YCTaHaBIMBAETCS
Bapuabe/IbHOCTb BBIMTOJIHEHUSl ONepaluii, BapuaHTbl MPOTEKAHUS OTOOpaKalOTCs
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Ha KapTe C MOMOIIbIO MYHKTHPHBIX JMHUH pa3HbIX LBETOB M0 (opMe COrJIacHo
npuaoxkeHnto Ne 4 K MeTOIMYECKUM PeKOMEHAalUsIM.

OcHOBHBIE Onepaluy Npouecca HAHOCATCS Ha KapTy MpH  MOMOLLIM CTUKEPOB
U YCIIOBHBIX 0003HaueHu# (npuaoxenue Ne 5) ¢ ykazaHueM BpeMEHHbIX HHTEPBAJIOB
MX BbIMOJIHEHHUS.

Bpewms Bcex onepauuii 1 BpeMsi 0kM1aHHi HEOOX0AMMO YKa3blBaTh B €IMHbIX
eAMHMIIAX U3MEPEHUs B 1Mana3oHe OT MUHUMAJIbHOTO /10 MAKCUMAaJIbHOTO 3HAYEHUSI.

Onepauuu npoiecca Ha KapTe OTPaKAIOTCS MOCIEA0BATEbHO.

Mudopmanuio 00 onepauusax mnpouecca (HaMMEHOBAaHWE, JaHHbIE 00
WCTIOJTHHUTEIE, BPEMEHHbIE MHTEpPBalbl BBITTOJIHEHHUS) PEKOMEHyeTCs HAHOCHTb Ha
JKEJITbIe CTUKEPBI.

B oTHomeHMM Kax10# omnepauMM mpouecca  3aJalOTCs  BOIPOCHI,
npejacraBieHHble B Tabauie 1.

Tabauna 1
Bonpocsl, 32 1aBaembie K onepanusiM npoiecca
Ne
/i Bonpocsbi OTBerbl HA BONPOCHI
1. | Kto nenaer? OnpeaenseM noctapiuiMka padoTsl (LIEHHOCTH)
2. | Yro nenaer? OnpejensieM onepanuio
3. | Ortkyna u kyna? OnpejenseM MapuipyT: 4To MpeAIecTBYeT JaHHOH

Olepalui H CJIEAYET MOCJIC HEC

4. Koraa H CKOJIBKO TpaTHTCHA OI'I]JGJIE.-"IS!QM BpEMs KaX< 101 onepanuHd. Bpemd

BPEMEHH (IIepHOAMYHOCTS)? POCTOS MEXKJLY OTepalusIMH
5. | Ectp M npoOeMsl npu | OnpenenseM npoOieMbl, BO3HHKAIOIIHE B XOJ€
BBITIOJIHCHUH Onepannu’? BBITIOJTHEHH S ONIEPaliH

3.2.3.2. C nomouibld YyCIOBHbIX 00O3Haue€HWH B Inpolecce O0TOOpaKeHUs
orepalnyi Ha KapTy HaHOCATCS NpoOJieMbl, BBISIBIEHHbIE B XOJ€ BbINOJHEHUS
orepanmu.

Jlnst o6o3HavYeHHs HA KapTe NpodiieM peKOMEH/1yeTCsl UCIO0JIb30BaTh KpacHble
CTHKEPBI.

[IpoGieMbl HEOOXOAMMO HAHOCUTH HA KapTy IOCIEA0BATE/ILHO 110 Mepe HX
BBISIB/IEHHUS B Mpoliecce.

B ciywae, xorna Mexjay onepauusMH MMEIOTCS TMOTEpPH B BHJAE OXKHAAHHUS,
JaHHas MHpOpMAlMs HAHOCUTCS Ha KapTy MeEXJy OMepaulMsMH C yKa3aHHeM
BPEMEHH OXKHAaHHUS.

3.3. Tlocne Toro, Kak Ha KapTy TEKyILIero COCTOSIHUS [pollecca HaHeceHa
uHGOpMalKs MO0 KaXJAO0W ornepaluu, MOJACUYMTHIBAeTCsS oOlee BpeMsi MPOTEKaHUs
npoiecca.

Bpems nporekanus npouecca (BIIIT) — cymma obuiero Bpemenu no Bcem
orepaunusam, BKIO4as obllee Bpemsi OKUAaHWH, B JMana3oHe OT MHUHUMAaJIbHOIO
710 MAKCUMAaJIbHOTO 3HAYECHMUSI.

Bpemsi mporekaHusi mpoliecca pacCUMTHIBACTCsS [0 BapHaHTy IPOTEKaHHs,
BKJIFOYAIOIIEeMy MaKCHMaJlbHO€ KOJMYECTBO OMNepaluid, ¥ YUYHUTHIBAET BO3BPATHI
1 TOBTOPHOE BBITIOJTHEHHE ONepalni.
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3.4. B BepxHeil uacTu KapThl YykaspiBaeTcsi ee BuJ: «Kapra Ttekyuiero
COCTOSIHMS ITPOLIECCa» U HAUMEHOBaHHMeE Mpolecca.
3.5. B BepxHeM NpaBoM YIJly KapThl yKa3bIBA€TCs JaTa €€ COCTaBJICHHS.

4. PexoMeHJIaUMH MO METOIMKE MOKUCKA H aHAJIH3A Npob.ieM

4.1. Ananu3 1tpoOJieM, BbISBICHHBIX B XOJ€ ITOCTPOEHHUsI KapThl TEKYLIErO
COCTOSIHUSI, BKJIIOYAECT:

4.1.1. TlocTpoenue mnupamubl 1npodsieM 1o (Gopme COrjJacHo MPHIOKEHUIO
No 6 Kk MeTOAMYEeCKHM peKOMeHIAlMsM, IpelyCMaTpUBaloIlee paHXHUPOBaHHE
npodIieM 110 yPOBHSM:

- ypoBeHb OpraHa BiacTd (OoTAena, CTPYKTYPHOIO IMOJpa3s/elieHus,
yOpaBlIeHUs, JiellapTaMeHTa) — MpoOJieMbl, pelLIeHHe KOTOphIX He Tpedyer
NpUBJIEYEHUs] JIOTIOJHUTEIBHBIX PECYPCOB M BO3MOXKHO CHJIAaMH OpraHa BJacTH,
B KOTOPOM MPOXOJUT KAPTUPOBAHHE,;

- pervoHaibHBI ypoBeHb — MpOOJEMbl, pelleHHe KOTOphIX Tpedyer
[POBEJEHUS] MEPONPHUSTHI C NpHUBICYCHUEM JPYTMX OpPraHoOB BJIACTH 00JlaCTH
¥ BHECEHHEM HU3MEHEHHUH B pernoHabHble HOPMATUBHbBIE MPABOBBIE AKThI;

- (bemepasibHBI YPOBEHb — MPOOJIEMBI, pellIeHHe KOTOPBIX TpeOyeT BHECEeHHE
W3MEHeHHH B (heliepaibHOE 3aKOHOIATENILCTBO, paboTy (henepanbHbIX IPOrpaMM.

4.1.2. TTorck nepBONPUYHH MPOOJIEM, BbISIBIEHHBIX B X0OJI€ MOCTPOEHHUS KapThl
TEKYILIEro COCTOSHUS MPOLECCa, U ONpE/IeJICHHE ITyTeH UX PEIleHHUs.

Jlns moucka MNepBONPUYMH MPOOTIeM pPEKOMEHJyeTCsl WCIONb30BaTh OJUH
13 METOJIOB:

- «5 moueMy?» — 3aKJl04aeTcs B U3yYEHUHM NPHUYMHHO-CIICJCTBEHHBIX CBA3EH,
JIeKallMX B OCHOBE TOW WJIM MHOW npoOiaembl. OCHOBHOM 3a7iauyei TEXHUKH SIBJISETCS
[OMCK IEPBONPHYMHBI BO3HUKHOBEHHUS MpoOJeMbl € TOMOUIbIO IOBTOPEHMS
Bonpoca — «[Touemy?». Kaxaplii nocienyronmii Bonpoc 3aiaércs K OTBeTaM Ha
NpeabIAyLIUHA BOIIPOC;

- «Meroa KunmmHra» — 3akiiodaercs B I10CJI€HOBaTeIbHONW MOCTaHOBKE
BonpocoB: «K1o?», «Uto?», «Korma?», «I'ne?», «Kak?», «Ilouemy?» u noapoOHbIx
OTBETOB Ha HUX B PaMKax MOCTABJICHHON 3a/1a4H;

- «/lnarpamma McukaBbel» — mpejcraBiser coboi rpapuk, Ha OCHOBaHHH
KOTOPOT'0 UCCIIEIYFOTCS U ONPEAENsIOTCs KIIIOUeBbIE IPUUUHHO-CIICACTBEHHBIC CBA3H
(hakTOPOB M MOCIEACTBUI paccMaTpUBaeMOi MpoOJIEMBI.

4.1.3. Tlocine mnoucka mNepBONPUYUH MpOOJIEM KOMAHJ0M KapTUPOBaHMS
HAa OCHOBE wUMelollelcss HMHPOpPMaUMU  METOAOM  «MO3TOBOrO  IITYpMa»
pa3pabaThIBalOTCSI BO3MOXKHBIE perieHus. [ Kaxaoil nepBonpuYMHbl HEOOXOMMO
pa3pabotaTh He MeHee 2 (JIByX) PEIIeHUH.

4.1.4. Tlocne pa3paboOTKH peuieHHH HeoOXOJMMO IMPOBECTH OLEHKY BKJIaj1a
KakJIOTO BapUaHTa pPEeLIeHHUs B JOCTH)KEHHE LM MEPONPHUSATHHE 10 TMOBBILICHUIO
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‘ 3peKTuBHOCTH Tmpouecca (COKpalleHHe BpEeMEHHM, pacCTOSHUM, KOJIHUYeCcTBa
YYaCTHUKOB H T.11.).
4.1.5. Ilo uroram ananusa npodisiem Ha OymakHoMm Hocutene Gopmarta A4 uu
A3 3anosnsercs tabauua «AHanu3 npodiem» no mabjJoHy COrjacHO MPHUJIOKEHHUIO
Ne 7 k MeToa4YeCKUM peKOMEH JaLUsIM.

5. PexoMeHIALIMH MO METOAHKE COCTABJICHHS
KapThl H1€aJIbHOI0 COCTOSIHMS Mpouecca

5.1. Kapra wuaeanbHOro CcOCTOSHHS T@pouecca — 93TO rpaduyeckoe
MpeACTaB/IeHNE [10CJIeJOBATEILHOCTH OlepalMid, MO3BOJSIOLIEe CMOAEIUPOBATh
n7eanbHOE COCTOSIHUE Mpolecca, K KOTOPOMY He0OX0IMMO CTPEMHUTHCH.

®opma KapThbl H/1€aJbHOIO COCTOSIHUS NIPOLlecca MPe/ICTaBlIeHa B IPUII0KEHHH
Ne 8 K METOAMYECKUM pEKOMEH 1AM sIM.

5.2. Ilpouecc B uAealbHOM COCTOSSHUM XapakTepu3yeTcs MHHUMAJIbHO
BO3MOXKHBIMH BpPEMEHEM INPOTEKaHUsl U KOJMYECTBOM 3a/IeliCTBOBAHHBIX PECYPCOB,

| OTCYTCTBHEM Opaka.

5.3. IlocTpoenne kapThl M1€aJIbHOrO COCTOSIHMS Ipollecca BKIIKOYAeT B ceds
ClIe1yIOILIUe ITalbl:

- onpejiesieHne rpaHull npoliecca, Havyajla U OKOHYaHUs 1polecca;

- BbIpabdOTKa peleHni 0 COeIMHEHUH BCeX ONepauuil npouecca Mexay cooou
C UCKJIIOYEHHUEM BCEX 110TEPh;

- yKa3aHHe BPEMEHH KaXK/0W olepalni;

- I0JICYET BPEMEHH MPOTEKaHHs MpoLecca.

6. PexoMeH/IallHMU MO METOAHKE COCTAB/ICHHSA
KapThbl HEJ€BOT0 COCTOAHHSA Mpolecca

6.1. Kapra neneBoro coctosiHus rnpouecca — 3To rpapuueckoe npeacraBieHue
MOCJIe0BATEILHOCTH OMNepaluii, Mo3BoJsiollee YBUIAETb, KakuUM Oyaer mpolecc
nocje BHeApPeHHs pa3pabOTaHHbIX YIJydlleHUH, KOTOpble MOTYT ObITb IPHUMEHEHbI
B CPOKHM pealu3allii MEepONpHUSTHH M0 MOBbILIEHHIO 3((EeKTUBHOCTH Mpolecca
NpU HATMYUU HEOOXOAUMBIX pecypcoB. Dopma KapTel LIEJI€BOr0 COCTOSHUS Npoliecca
npejacTaBieHa B NpHI0KeHUH Ne 9 K MeTOIMYeCKUM PeKOMEH1allHsM.

6.2. TlocTpoeHne KapThbl LIEJIEBOIO COCTOSIHMSI Ipollecca BKIKO4YaeT B ceds
CJIEIYIOLIME ITAllbl:

- OIpe/ieieHne rpaHull poliecca, Ha4yalla U OKOHYaHMs 1poliecca;

- BbIpabOTKa pelleHnil 0 COeJMHEHUHU BCeX ONepaluii npouecca MexIy codoi
C OTPAaXEHHUEM MOTEPb, KOTOPBIE B JAHHLI MOMEHT HEBO3MOXHO MCKIIIOYHTh;

- YKa3aHHE BPEMEHHU KaK/10i Olepaluu;

- IOJICHET BPEMEHHU NPOTEKaHus 1polecca;

- pacyeT SKOHOMHH BpPEMEHHU (B MPOLEHTaX) MpOTeKaHus npolecca.
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7. PexomeHaauuu no paspaborke njiaHa MeponpHaTHH

7.1.  Ilnan  MeponpusaTHd 1O  JIOCTHIKEHHIO  LEJeH  OCHOBBLIBAETCS
Ha MpPEIJIOKEHHbIX COTPYJAHMKAMH BapuUaHTax pelleHUi npodiieM, BbISBIEHHbIX
B IIpOLIeCCe KapTUPOBAHMSL.

7.2. [lpu cocrtaBieHUM IJIaHA MEPONPUSTHIH HEOOXOAMMO eTalu3UpOBaTh
peleHus, NpeaoKeHHbIE B paMKax aHajin3a npoosieM.

Pemenusi, HeoOXOJMMOCTb KOTOpbIX He OOOCHOBaHa B paMKax aHaju3a
npo0sieM, B IJ1aH MEPOIPUATUI HE BKIIIOYAIOTCS.

7.3. B nnane HeoOxo0auM0 0003HAYMTb BCEe MEPOINPHUSITHS, KOTOpble OyayT
peain30BaHbl s peuieHuss npoOaemM B pamMKax JAOCTHUKEHUs LEJeBOro COCTOSIHUS
nporecca.

OaHo MeponpusiTHE MOXKET ObITb HampaBlI€HO Ha pelIeHHe HEeCKOJIbKUX
npodisem. Ha pemenune oaHolt npoOiembl MOryT ObITh HarpaBieHbl HECKOJIbKO
MEPOIPUSATHH.

7.4. BaxHo onpenesuTb OTBETCTBEHHBIX 3a KaX/JI0€ MEPONPUITHE MU CPOK
peanu3aluu MeponpUsITHS, YKa3aB ero JlaTy Hayajga ¥ OKOHYaHUsI.

Tabanua 2
ILnan meponpusiThii
- Meponpusitie OTBeTCTBEHHDII Cpox Cpox
n/n Havana OKOH4YaHHuH

8. PexoMeHaauHHu NO peaiH3alHH JIAHA MEPONPHATHH

8.1. Tlocne pazpaboTku naHa MepONPUATHH HTOTM  KapTHPOBAHMS
OLIEHMBAIOTCS HA COOTBETCTBUE KPUTEPUSIM.

Tabamna 3
Kpurepun pasrpannyennsi
«bepexiMBbLIX HPOEKTOB» H «/lOPOKHBIX KAPT MO YJIy4IIeHHAM»
Ne ” . JlopoxuHasi kapTa
Kpurepuii bepexiauBbiii npoexT P P
n/n no yJay4iieHusiM
1. JIIUTENIBHOCTD 3 mecsina — | rog J10 3-X MecsLeB
8 1 OoJiee pasHOYPOBHEBbIX
KonuuecTBO ¥ ypoBeHb npobiieM, /U1 Kax 101 u3 -
2. - meHee 8 rnpobiieM
BBISBJICHHBIX Mpobiem KOTOPBIX Ipejliaraercs

OTACIIbHOC PEINCHHC

CO3/1aHa HOBAsl MOJIEJIb UIIH
3 Pesynbrar MEXaHU3M. OIITUMH3ALIHS MEJIKHE YJIy4dlleHus
npoiecca He meHee yeM Ha 30 %
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Ne . . OpOKHAA KapTa
Kpurepwuii bepexiauBbiii NpoeKT Mlop p
n/n 10 YJy4leHHsIM

BBIPAXKCH HJIH BbIPAKCH
Onocpe10BaHHO

4. | Dddekr s HaceneHus He obs3aTeseH

IMPOCYUTHIBACTCHA SKOHOMMUA

DKOHOMHYECKH
5. shdeicn JI€HEIKHBIX CPeJICTB, TPYI0BBIX OTCYTCTBYET
pecypcoB
B paMKaxX O/IHOTO
6. YuyacTue He MeHee 2-X Mo/pas/ieeHuit CTPYKTYPHOI'O
nojpasjie’neHus
7. TupaxkupoBanue BO3MOKHO He TpedyeTcs

8.2. bepexiIMBbIM MPOEKTOM TPU3HAKOTCS  pe3yibTaTbl KapTHPOBaHUs
NPU COOTBETCTBHH 3asBJICHHBIM KPUTEPHUSIM B MOJTHOM 00beMe.

9. PexomeHnaauun no opopMIeHHIO CTEHAA OepPeKIHBOIO NPOEKTA

9.1. Ha crenae OepexiMBOro IpoeKTa BHU3YAJIU3UPYIOTCS ClEAYIOLIHE
MHCTPYMEHTBI O€peKIUBOTrO yIIpPaBJIeHUS:

- KapTo4Ka npotuecca, NoANMcanHas BJaJIesblEeM MPOLecca U 3aKa3ynKoM,;

- KapTa TeKyLIero COCTOsSHUS;

- nupamuja npodsem;

- pe3yibTaThl aHanuza npobjemM ¢ [PUIIOKEHHEM  HCI0JIb30BaHHOTO
JUISl aHaJlW3a METO/1a;

- KapTa WealbHOro COCTOSIHUS;

- KapTa LeJIeBOro COCTOSHUSA;

- 1uarpamma [ anra;

- YrOJIOK pelleHHbIX Mpodiiem;

- IPOU3BO/ICTBEHHbIH aHAJIN3.

0.2. DnemeHTbl cTeHAa OepeKJIMBOro IMPOEKTA: KapTouyka Ipolecca, Kapra
TEKYIIero COCTOSIHUS, NMupamuia npobiem, aHaau3 npodsem, Kapra HJ1eabHOro
COCTOSIHMS, KapTa LeJeBOro  COCTOsHHMS  O(GOpMISIIOTCS B COOTBETCTBHH
¢ TpeOOBaHUSIMH pa3/iesioB 2 — 6 HACTOSIILMX METOAMYECKUX PEKOMEH1allni.

9.3. Jlmarpamma ['aHta — 9TO MHCTPYMEHT IJITAHUPOBAHMS, YIPaBJICHUS
paboTamMu B paMKax OepeKIMBOro npoekTa/10p0oKHOMH KapThl M0 YIy4IIEHHAM.

9.3.1. Jluarpamma ['anta npejacrasisieT cOOOH TOpHU30HTAJIbHBIE I10JIOCHI,
pacrojioKeHHbIe MEXKJy JABYMS OCSIMH: IepeyeHb padoT 10 BEepTHKAIM W JAThl
MO FOPU30HTAJIM C €XKEIHEBHOMU JleTalu3aluen.

9.3.2. Kaxpas mosioca Ha JaudarpamMMe TpeJCTaBisieT OTAeIbHYK paboTy
B cocTaBe OepexJIMBOro NMpOeKTa/JOPOKHOM KapThl MO YJIy4YLIEHUSIM U MOKa3bIBaeT
J1aThl €€ HayaJla, 3aBepLICHUs U JUIUTEJIbHOCTD.

Hauasno ka0 1MoJjockl COOTBETCTBYIOT jare Hayana padoThl Hal 3ana4ew,
a ee KOHell — jlaTe 3aBepuieHus (Tadbauua 4).



Tabauna 4
Jdmnarpamma I'anrta

HaumeHoBaHue Jlara JlaTa

JNuTENBHOCTL
padoThbl Hayaaa OKOHYAHHS

PaGora |

Paborta 2

Pabora 3

3
4 PaBora n

9.3.3. PabGoume coBemaHusi, B paMKax KOTOPBIX 3aKpalIMBAKOTCs I0JOCHI
[0 Mepe BbINOJHEHUS padOT, MPOBOJAATCS €/KEeJHEBHO:

- eClM B Te4YeHWe JIHS, HAa KOTOpPbIM ObLIO 3arjiaHUPOBAHO BBHINOJIHEHHE
onpeneneHHoro o0bemMa, BBIMOJHAINCH MOCTABIEHHbIE B paMKaX BbINOJHAEMON
paboThl 3a/1a4u, TO J€Hb 3aKPALLIMBACTCS 3€/I€HbIM LBETOM;

- eCJM B TeYeHHWe JIHS, Ha KOTOpbIH ObLIO 3aMjlaHUPOBAHO BBLINIOJIHEHHE
ornpeaeleHHoro oobema, He BbIMOJHSAJINCH NOCTABIEHHbIE B PaMKaxX BBINOJHSAEMOMH
paboThl 3a/1a4M, TO A€Hb 3aKPallIMBAETCS KPACHBIM LIBETOM.

9.3.4. Ha qnarpamme ['anTa He00X01MMO pa3MeCTUTh BU3YallbHbIA UHAMKATOD,
oTOOpaXKarolMi TEKYILYIO JaTy.

9.4. VYronok peleHHbIX npobiaeM — 9TO  UHCTPYMEHT  KOHTPOJS
3 PeKTUBHOCTH peann30BaAHHBIX MEPONPHATHH MO ONITUMH3ALIMY TIpoLecca.

9.4.1. VYronok peiieHHbIX IMpodjeM COCTOMT M3 4YeTbIpex pas/iesioB:
«Ilpobnema», «Pewienuney, «Busyanuzauus pelieHus», «Bknan B 1enb»
(tabnuna 5).

Tadauua 5
Y10.10K pemeHHbIX mpod.iem
[Ipobiema Pemienne | Busyanusanmus peuieHus Bknana B ueinb

9.42. Tlo wmepe peanuzauuu OepexIIMBOr0 MPOEKTA/IOPOKHON  KapThl
Mo YJy4IIeHHUsM NpoOsieMbl W3 NMUpaMU/bl NpodsieM HeoOXOAMMO nepemMeliarbh B
YIOJIOK pelleHHbIX npobiem B cronden «lIpobiaemay ¢ ykazaHuem MepoOINpHUsTHH,
KOTOpble ObUIM peaiu30BaHbl JUIs WX YycTpaHeHus, B cToJbue «Pemenuen
¥ BU3yaJHM3allMed [OATBEpKIAIOIUX MarepuanoB B croadue «Busyanusanus
peLIeHus».

9.4.3. Ilo utoram peanu3auuu MEpOINPUSATUS IO YJIYYILIEHHUIO MPOBOAATCS
KOHTPOJIbHBbIE 3aMepbl BpPeMEHHW /Il ydacTKa mpouecca, Ha KOTOPOM BHEJIPSIIHCH
yayuienus (tabauua 6).




Tadauna 6
@®opmMa KOHTPOJIBHBIX 3aMEPOB BPEMEHH /LISl YHACTKA NMPOLECea «....»

Hara HaumenoBanne Bpemsi nporexkanus Pacxoxaenne [Ipuunna
NpoBeIeHHs onepanuu npoiecca (+/-) pACXoKIeHHS
[lian Dakr

9.4.4. ®dakTHYeCKN JOCTUTHYTasi S)KOHOMHSI BPEMEHM YyKasblBaeTcs B CTOJIOLE
«Bknaa B uenb» yroJika peueHHbiX npoodsaem (tadauua d).

9.4.5. ®akTHyecKH JOCTUTHYTass 3KOHOMMS BPEMEHM J[0JIKHA ObIThb OOJblLIE
nubo paBHA BpeMeHH, KOTOpoe Ob110 0003HaYEHO B KAYeCTBE BKJIA/1a B LieJIb Ha dTarne
aHanu3a AaHHOW MpoOaeMbl.

B Ttom cnyuae, ecin pakTHUeCKM JOCTUTHYTas KOHOMHS BPEMEHH MEHbIlIe
BpeMeHH, KoTopoe Obls10 0003HaueHO B KayecTBe BKJajda B 1l€JIb HA JTane aHaiausa
JJaHHOW  mpoOsieMbl, HEOOXOAMMO  MPHUHATHL  KOPPEKTUPYIOLUWE  JIeHCTBUS
110 JOCTUIKEHHUIO LIeJIeBbIX M10Ka3aTesIed SKOHOMUHU BPEMEHH.

9.5. Ilpon3BOACTBEHHBIH aHANU3 — 3TO MHCTPYMEHT OLEHKH >(PPEeKTUBHOCTH
peann3auuu O6epexIMBOro NPoeKTa/A0POKHON KapThl M0 YAYULIEHUSM B LIEJIOM.

9.5.1. Ilpon3BoACTBEHHBIN aHAIU3 MPOBOJUTCS 10 UTOraM BHEAPEHMs BCeEX
MEPONPHUATHI 10 YIYUILIEHUsIM W MpeAcTaBisieT co00i MTOroBble 3amepbl 00LIero
BpPEMEHH NpPOTEKaHHs npoliecca.

9.5.2. Pesynbrathl 3amMepoB BpeMEHM [0 Ipolleccy 3aHOCATCS B OllaHK
MPOU3BOACTBEHHOr0 aHaiu3a (tabuuua 7).

Tabanna 7
[Tpon3Bo/ACTBEHHBII AHAIN3 NPOLECCA «....»
Jlara Bpemsi nporexkanns Pacxoxaenne (+/-) Ipuunna
NpoBeIeHHS npounecca pPACXOKIeHHs

Ilaan dakr

9.5.3. B kosnonke «Ilnan» yka3biBaeTcsi BpeMsl IPOTEKaHUs Ipoliecca, KOTopoe
MJIAaHUPOBAJIOCH JIOCTHYb 110 MTOraM peaju3aluuu OepekIMBOro NpoeKTa/I0pOkKHOM
KapTbl MO YJYYLIEHUSM (BpemMsi TNpPOTEKaHHUs T[poluecca Ha KapTe 1eJleBoro
COCTOSIHUS ).

B kononke «®akT» ykasbiBaeTcs (akTHuecKoe BpeMms MPOTEKaHHs Ipoiiecca
[0 UTOTaM 3aMepa BPEMEHH.
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B xonomke «Pacxoxnenue» yKkasbplBaeTCA pasHUIA MEXIY IUIAHOBOM
¥ (aKTUYECKH JOCTHUTHYTOH JIATEIBHOCTEIO IIpoIiecca.

B xononke «IIpuumHa pacXOXIEHHS» YKa3bIBAETCs IIPHYMHA OTKJIOHEHHS
OT IUTAHOBBIX 3HAYEHUH:

- eciii (akTHUecKas JIMTEIbHOCT IIpOIlecca IpeBBIIaeT 3alIaHupOBaHHYIO,
HeOOXO0MMO yKa3aTh IIPHUMHB! OTKIOHEHHS ¥ KOPPEKTUPYIOMIKE J€HCTBY S, KOTOPhIE
OyayT HanpaBiieHbl Ha obecriedeHne JOCTHKEHHMS IIJIaHOBEIX 3HAUCHUH;

- eciu (DaKTHYeCKas [UTMTEIbHOCTh IIPOIECcCa MEHbINE 3allIaHMPOBaHHOM,
HeOOXOMMMO yKa3aTh, 4TO MO3BOMHMIO OOECHEYHTh MEPEBBHIIOIHEHHE IIJIAHOBBIX
3HA4YCHUN.

9.54. B pamxax TNpPOHM3BOJCTBEHHOIO aHAIM3a HEOOXOMMMO IIPOBECTH
HE MEHEE 5 3aMepOB BPEMEHH I10 IIPOIleccy.

Hckimodenue — mponeccsl, NepUOAUIHOCTh MPOTEKAHMS KOTOPBIX COCTABIISET
Gonee mectu Mecsues. [l TaKHX IPOLECCOB JOCTATOYHO OIHOTO 3aMepa BpeMeHH
B paMKax peanu3aldd OepexIMBOro IpOeKTa, IOCIEAYIOIIHE OCYIIECTBISIOTCS
B paMKax IIOCTIPOEKTHOMN AeATeTbHOCTH.

9.6. Crenp GepexmmBoro mpoekra (opMHpyeTCs IOCIELOBATEIBHO 110 MeEpe
NPHMEHEHUS  COOTBETCTBYIOIIMX HMHCTPYMEHTOB OE€peXxiIMBOrO  yIpaBleHHS
¥ COXPaHSETCS 10 MOMEHTa KapTUPOBAHUS CIEYIOIIET0 IIpoliecca.

9.7. B TeueHne 0HOro KaJeHIapHOrO roja IIocie 3aBeplIeHHs 6epexXIMBOr0
IIPOEKTa Ha CTEH/IE OEpEeKIIMBOTO IIPOEKTa COXPAHSIOTCS CIIEMYIONINE JIEMEHTHI:

- paspaboTaHHas ¥ YTBEP)KICHHAs B paMKaX pealu3allid CTaHIapTHas
ollepalMOHHAs IIPOLENyPa;

- IPOU3BO/ICTBEHHbIM aHAIM3, KOTOPLIA 3all0IHACTCS. KPATHO IIEPHOAAIHOCTH
IIPOTEKaHUsl Ipollecca B TeUeHHE KaJeHJapHOro roja B KadecTBe ampobaruu
M  TOpPOBEPKH  aKTyaJlbHOCTH  CTAHIApTHOM  ONEepallMOHHOW  IPOLEXYpPHI
B ITIOCTIIPOEKTHOM JEATEIbHOCTH.




IMoaroroB.ieno

PykoBoaMTE b MPOEKTA ®.H1.0.

(noonuce)

Kaprouka nponecca «...»
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Ipuaoxenne Ne 1
K MeTOJAHYEeCKHM PeKOMEeHAAlHAM
M0 NMPOBEJACHUI0 KAPTHPOBAHHUS NPOLECCOB
B OpPraHax HCNOJIHUTENbHOH B/IACTH, FOCY/IapCTBEHHbIX
opranax bearopoackoi obsnactu

YTBepxaan

3aKazumni d.U.0.

(noonuce)

O6mue 1anubIE:

3akasuuk: (PYKOBOJUTENIb CTPYKTYPHOTO 10/ 1pa3/iesieHus/
PYKOBOJIMTENIb OpraHu3aliii, KYPHPYIOIUIHH Opran BjIacTH)
IIpouecc: (HanMeHoBaHHe NMPOOIEMHOrO Mpolecca)
I'panuibl _npoiecca: (0T «reppas onepanus B [MpoLecce»
J10 «I10CTIe/IHSIs ONepalus B IPOIIEcce»)

PykoBoaHTE/Ib IPOEKTA: (COTPY/IHUK, KOTOPbLIH HeceT
OTBETCTBEHHOCTD 3a [POLIECC BO BCEX €r0 acreKTax)
Koman1a kKapTHpOBAHHS:

ObocHoBanue:

HeoOxommo ykaszarh NPpHYHHBI BOSHHKHOBEHHUS OTPEOHOCTH B YIIyULIEHHH
mponecca B HHCIIOBBIX moKasarejsax:

- [IEPUOIMYHOCTD TOBTOPEHUS Npoliecca;

- KOJIMYECTBO YUACTHUKOB Ipollecca;

- KOJIHYEeCTBO 0OpadaTbiBaeMbIX B Ipolecce JJOKYMEHTOB:

- HAJTHYHC Hap}’LI_IeHHH CPOKOB.

- HaJmyKe omubOK, BO3BPATOB Ha JIOPabOTKY JOKYMEHTOB;
HEOOX0JAMMOCTh MOBTOPHOTO, JIOMOIHUTEILHOIO 3arpoca nHpOpMaInm;
- UHBIC MPUYHUHBI, XapaKTEPH3YIOLIHE ITPOLECC;

-yJIOBJIETBOPEHHOCTh NOTPeOUTEICH /10 Hayala peain3alluy [IPOeKTa

HaumenoBanue
HeJau, el. H3M.

Texymmii
noKasarTelib

Llesesoii
nokaateib

. C(’Ii\'[’?ﬂlllCHHC BPCMCHH MPOTCKAHKA TPOLICCCA, MHH.

1
2. U3MeHeHne KayecTREHHbIX XAPAKTCPHCTHK NpoLeccal
5

2.1. CokparieHue 1011 HEKOPPEKTHO M0/IN0TOBRIEHHLIX
JlOKYMeHTOB, %o

2.2, Cokpallenne KOJIMIecTBa BO3BPATOR HA 10paboTKYy. pas.

2.3.-2.n HMHble KaYECTBEHHBLIE XAPAKTEPUCTHKH T11po1IECcea

Ipdexrnbi:
1. Dddexr ans Hacenenuns.
2. DKOHOMHUYECKHIT HPPeKT.

3. YA0BACTBOPEHHOCTD NOTpeOUTEIEH 110 HTOraM peallu3aliiy MpoeKTa

Cpoxknu:

1. PazpaboTtka kapTouku npouecca (1ara).

2. Kapruposanue npouecca:

2.1. Pazpabotka TekyieH KapTel rpolecca (Jara Hayajia — Jjata OKOHYaHHs ).
2.2. llouck u BeIsiBIIeHHWE TTpolJieM (J1aTa Havyasla — jata OKOHYaHMS ).

2.3. Pazpaborka ujieanbHoi KapThl porecca (j1ata Hayasia — jara
OKOHYAHMS ).

2.4. Pazpabotka 11e/1eBOH KapThl rpolecca (jlata Hayajia — jjata OKOHYaHH ).
2.5. Pazpabotka niiana MeponpHusaTHH (aTa Havana — Jlata OKOHYaHHus ).

2.6. 3amuTa NpoeKkTa Ha IKCHEPTHONH KOMHCCUI/IOPOKHONH KapThl» 1epet
3aKa3vyuKoM (jara).

3. Bueapenue yiyuieHui (aaTa Havyaaa — jlata OKOHYAHHUS ).

4. I1pon3BOJACTBEHHBIH aHAIN3.

5. 3akpbITHE 1TPOEKTA




Ipuaoxenne Ne 2
K METOAHYeCKHM PEeKOMEeHIalHAM
N0 NPOBeICHHI0 KAPTHPOBAHHUS NPOLECCOB
B OPraHaxX HCMOJIHHUTE/ILHOH BJIACTH,
rocyjaapcrBeHHbix opranax beiaropoackoi o61acru

dopma 3an0/THEHHH 3aMepPOB BPEMEHH (XpPOHOMeETpazKa) 1o npoueccy

Jdara nposeenus
HaumenoBanmne npouecca: XpOHOMETpaka
“ » I.

Pcrnamcuntponauuoe BpeMH BBINOJIHEHHS npolecca

Yuactuuk npouecca 1 ®.1.0.
JlokHOCTL
YuacTHHK npouecca 2 ®.1.0.
JlokHOCTh
— —
= = <
= = = = = = z e
ﬁ 5 = = = g = Z = = P
3 g 3 = = === = 3 - S EE
=% = o &= - Qv
2 = e g z = == 23 233 = ¢ a =
& g g : g S s : Sg8g |EZ:E gack
o E = - = = =
o/n Haumenosanue padoT (onepaunii) no npoueccy § E g § = 5 8 £ 2 =2 32 = £EE
] m Y Y = o =) =5 =
T == T = B g 3 : = ] 5 a9
B s =2 z e $888 |f=z¢g5 EZg
E £ Z z 2EZ % 2ac° CEg
= q O (=3 - o v = o > £
E & z = 2 = = g 2
° 8" 25
1 2 3 4 5 6 7 8
1. HaumenoBaume onepaunn 1
& HaumenoBanue onepaumnn 2
3. HanmenoBanue onepaunn 3
4. HaumenoBanue onepauun 4
n HaumenoBanme onepaumuu n
Obmee GpakTHveckn 3aTpaveHHoe Bpems Ha npouecc™®

*3anoausiercs rpada 5




[Mpunoxenne Ne 3
K METOAHYECKHM PeKOMEeH/IALHAM
10 NPOBeeHHI0 KAPTHPOBAHHS MPOILIECCOB
B OpraHax MCHO/IHUTEIbHOM B/IACTH,
rocyiapcerBeHHbIX opranax bearopoackoi odsactn

[Ipumep
Kapra Tekymero cocTosiHusi Npouecca «...» 10 mapra 2020 rona
Henoanurenns Texkcerooe Cpok He perjiaMeHTHPOBAH Cpok no perjiaMeHTy
Onucanue mara npouecca omucanue
norepb Her
IpoxourebHOCTD
Kapra Tekymero cocrosinusi npouecca «llepBuunbiii npuemM rpaxian»
AIMHHHCTpATOP
Okn1aHHe B ouepein. H HHCNEKTOP 3a1a10T
Fpa;m]auuua HOBEDHSH HET CITFHBJ]‘J IS . O/IHHAKOBbLIE B({]’fpﬂl’:bi,
BCTpeuaeT HyMepanms rpaxianiHa o Tom, 4To NpoBepPHOT JOKYMEHTHI
OXPAHHHK KAGHHETOB MOAHO BXOAHTH HECKO0JILKO pa3
I'paxaanun Ipaxaanun I'paaanun IMpamaanun I'paxnannn Hncnexrop I'pakaannn
Macr Otnaer lMposepsier
Bxoaut B E> Uper k Uier E> nepBHYHBII ® E> poeep _ Moayuaer
JOKYMEHTbI MOKYMEHTBI, ;
3/1aHne AIMHHHCTpaATOpPY .4 KaOHHeT npHem K ¥ .. jasiBJieHHE
HHCMEKTOPY 3aj1aeT BONPOCHI
HHCIIEKTOpPY
15-16c. 4-5ec 30-120c. 9-15¢. 20-30c. 28-79ec. 90 — 160 ¢

O - L] - O O -

BIIII (Bpemsi npoTekanus npouecca) — 3306 ¢. — 8180 c.



I'paknannn
3aTpyaHseTces
OTBETHTh HA BONpOC
0 xesiaemoii pabore
H 3apiuLiaTe

ol

Cnenuaaner
Beisicusier

MOKeJAHUA K
Oyaymeii pabore

1 -4 mun.

Cneunaaucer

IToadupaer
noaxoasInme
BapHAHTHI padoThI
B COOTBETCTBHH
¢ aHKeToM
1—-5 mun.

18

[Ipuaoxenune Ne 4
K METOAHYECKHM PEeKOMEH/IALHAM
10 NPOBEAeHHIO KAPTHPOBAHHUS NPOIIECCOB
B OpPraHax HCIOJIHHTE/ILHOH BJIACTH,
rocyiaperBeHHbIX opranax Bearopoackoi obaactu

[Ipumep

Kapra BapunabesibHOro npouecca

Yuyactok npouecca «IlepBH4HBIH NIpHEM rpaxkian»

I'paxpannn

IHaAKOMHTCH C
BAKAHCHAMHM

2 — 7 MHH.

10 mapra 2020 roxa

Croneunaaucr ConenmajHacer
3BOHHT Brijnaer
paboToaare/o HanpasJ/IeHHe Bojikiiioe
10 BONpocy Ha padory KOJIHYECTBO
HafnpaBJ/IeHHS nojanucei Ha
1 _ 5 MHH. i OJHOM JOKYMEHTE
0,5 — 1 mun. (11 noanuceii)
Cnenuanmcer Cnenmnaancr I'pananun
B-1 KoncyabTHpyer PacneuarbiBaer 3nakoMuTCes
:) 0 JaJIbHeHINX :> 00s3aTEe ILCTBA H MOJANMHCHIBAeT
JAeHCTBHAX 00513aTeILCTBA
1 - 2 mun. 0,5 -1 mum. 4 — 6 MuH.

BIIII - 1 (Bpems nporekanus npouecca) — 7 MHH. — 25 MHH.
BIIII - 2 (Bpemsi nporekanusi npouecca) — 10 mun. — 31 MHH.
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Ilpuioxenune Ne 5
K MeTO/IHYEeCKHM PEeKOMEeHIALHAM
M0 NPOBe/IeHHIO KAPTHPOBAHHS NPOLIECCOB
B OpPraHax HCMOJHHTEIbHOH BJIACTH,
rocyiapcTBeHHbIX OpraHax

bearopoackoii obaacTu

YcioBHbIEe 0003HAYEHHS, PEKOMeH/IyeMble /1151 TOCTPOEeHHsI KapThl Npouecca

Tepmun Obo3nauyenne Onucauune
Ucnonpsyercs ais  obo3HaueHus onepauuii  yyacTHHKa
npouecca. Onepauus 3anuceiBaeTcs B TEKCTOBOE OKHO
1. Onepauus npouecca s ‘
cneayiomum  obpasom: «ienaer (4TO-TO)»: TO €cCThb
«raaroji + cyueCcTBHTEIbHOE
2 Hanpasrerme Mcnonesyercs juis ofo3HaueHus nepejaun JOKymeHTa /
- P = —p | AHQOpMaLmK.  [lokaspiBaeT — HanpabieHWe  MOTOKA.
noToKa onepatmi
B3aHMOCBSA3b OT/IC/IbHBIX 3JIEMEHTOB npolecca
3. Cea3b onepaumnu Ucnonezyeres  ans  ofo3HadeHus  CBA3M  Onepailnu
¢ co3nanuem / ¢ co3nanuem / wm3meHeHuem jokymenta. Crpelka,
H3MeHeHneM / HanpapieHHas B 0003HayeHHWe pelaKlMKW  JIOKyMeHTa
HCTIO/Ib30BAHHEM = == w=)» | (yHKT 4), O3HAuaeT BBIXOJ; CTpeJiKa, HarnpaBleHHas
JOKYMEHTa B 0003HauYeHue onepaluu ydacTHHKa npouecca (myHkr 1),

(BX0/BBIXO1)

— BXO/J1

4. Penakums
JAOKYMEHTa

Ucnonesyercs ans o0o3HauYeHHs CTaAMH MPOXOKIACHHA
JIOKYMEHTaIUH. Howmep 1 obo3Havaer
CO3/IaHHbII/3aM0IHEHHBIH BIEPBbIC JOKYMEHT, JajibHei1Ias
HyMepauus 2 STarlbl BU3MPOBAHUS, JTarbl
JOTIOJIHEHHSA/U3MEHEHHs  J0KyMeHTa M T.n. [loBTOpHOE
COIJIAaCOBAHHE JOKYMEHTOB B CXEME HE OTpa)kaeTcs

5. O6men

HCHORb'B}'CTCH ans 0003HavYeHus fpouecca onepaTiBHOro
c60pa JaHHbIX. PexomelmyeTcn HCNOJIL30BaTh JIAHHOE

HHpopmanuei €= == ==)»  (o0o3HaueHue, 4TOOLI NOKa3aTh BCE JIONOJIHUTEIbHbIC
onepaiuu

6. Ilepenaua u3 pyk ’X— Ucnoabsyercs ans ofo3HaueHus mnepeaaqnm JOKyMeHTa

B PYKH Ha 6YMakHOM HOCHMTEJIE U3 PYK B PYKH

7. llepenaua @ Ucnoabsyercs ans 0003HaYEHHS nepeaayu

10 H1EKTPOHHO# noyTe @ JOKYMeHTa/MHPOpMAaLIMH N0 HIEKTPOHHOMN noyTe

8. Ilepenaua r Mcnonb3yercs ans obo3Hauenus nepenaun MHGopmauuu

no tejaedony 1o Teaedony

9. [lepenaua yepes
3JIEKTPOHHYIO CUCTEMY

HUcnonksyercs ans o0o3HaYeHUs nepejayn HHpopmauuu B
CIELHAIBHOMN IEKTPOHHOMN cucTeme / nporpamme

10. JlononuurensHas

Mcnonb3yercs s o0o3HaueHus  11000H  TEKCTOBOI
JONOTHUTENBHONH MHDOPMALIMU, UMEIOLEH CYLIECTBEHHOE

uHdopmarius 3HAYEHHE JUIA  aHalu3a W NPOBEACHHUA  JajibHEHIINX
VIIYYLIEHHI
Hcnonbiyercs A obo3HaueHus BbIABJIEHHBIX

I'1. oTepu /
HECOOTBETCTBHSL.
npoojembl

npobiiemM/HapyleHHii/noTepy B MOTOKAX M Npoleccax.
[lger kpacHblii. [lndpoit obo3Havaercs nopaaKoBblit
HOMEp

12. Pewenus npobnem

Ucnonwsyercs ang obo3navenus pelenuii npodaem. Liser
— 3eseHbiit/ronyboit. Llngpoii obo3navaeTcs nopsaKoBbIi
HOMED
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[puaoxenne Ne 6
K METOAHYECKHM PeKOMEeHIalHAM
110 NPOBEICHHI0 KAPTHPOBAHHUS NPOLECCOB
B OpraHax HCMOJIHHTE/IbHOH BJIACTH,
rocyapcrBeHnbix opranax bearopoackoii 061acTn

®opma
[Tupamuaa npobiem

nNpobnembl, peLleHne KoTopbIx TpebyeT BHECEHUS
U3MeHeHW B (hefepanbHOe 3aKkoHOAaTenbeTBo,
paboTy theaepantHbix NPOrpaMMHbIX NPOAYKTOB

npoGremsl, peleHue KoTopsix TpebyeT nposeaeHus
MEPONPUATUI C NPUBNEYEHNEM APYTUX OPraHoB BMacTu
0BNaCcTH, BHECEHNS U3MEHEHUIA B PErMOHANbHOE
3aKOHOAaTeNLCTBO

NpoxoauT KapTupoBaHue

.\
YposeHs npobnems!, pelueHne KOTopbIX He Tpedyet
_ OpraHusauuun
NPUBMEYEHNS JONONHUTENbHBIX PECYPCOB U
(oTAena, ynpaenenus, AenapTamenTa) BO3MOXHO CMNaMi OpraHa BNacTy, B KOTOPOM




Ipuaoxenune Ne 7
K METOHYECKHM PeKOMEH1ALHAM
MO NPOBeJeHHI0 KAPTHPOBAHHS NPOIECCOB
B OpraHax HCIOJIHUTE/JIbLHOH BJIACTH,
rocyaperseHnbix opranax bearopoackou obdsacru

lIa6a0H TabAHUBI «AHAIH3 NPOOIEM»

ITpobaemsbl

[lepBonpuunHbI

Pemenus Braaa
B JIOCTHIKEHHE 11eJIH
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[Ipuaoxenne Ne 8
K MeTOAHYECKHM PEeKOMEeH/1alHsAM
Mo NMPOBeIeHHI0 KAPTHPOBAHHS NMPOLECCOB
B OpraHax HCNOJHHTE/IbHOH BJIACTH,
rocyiapcrBeHHbiX opranax besropojackoi obaacru

[Ipumep
Kapra naeajbHOro cOCTOSHHS NMpoLecca «...» 20 mapra 2020 roza
Henoanurens
Onucanne mara npouecca
[TpooKHTEILHOCTD
Kapra naeanbHoro coctogsHusi npouecca «llepBHYHBIH npHeM rpaxian»
I'paxnanun AAMHHHCTpPATOP I'paxaannn I'paxaannn Hucnexrop Hucnexrop Hucnexrop
Bxoant B BeisicasieT nesn U < E> SRReT Hasser ITposepsier E> o< [Ipauumaer
... NEPBHYHBIH AOKYMEHTOB JNAHHbIE
31aHHe BH3HTA JIOKYMEHTbI 3asB/eHHe
npHem HHCHEKTOpY B AUC
7-10c¢. 30-60c. 9-15e¢c. 10 - 20 c. 3-Se. 180 -300 c. 30 - 60 c.

BI1I (Bpemsi nporekanus npouecca) — 630 c. — 1157 c.
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Ipuioxenune Ne 9
K MeTOIHY€eCKHM PeKOMEeHJalHAM
Mo NMPOBeeHHI0 KAPTHPOBAHHS NPOLECCOB
B OpraHax HCNOJHHTE/IbLHOMN BJIACTH,
rocyaapeTBeHHbIX opranax bearopoackoii obsacru

[Ipumep
Kapra neseBoro cocrosnusi npouecea «...» 20 mapra 2020 roja
| Hcnoanurens TexcroBoe Cpok He periiaMeHTHPOBAH Cpok no perjiameHTty
Onucanne mara npouecca onucaHuC
noreph Her
IpoaokuTe/IbHOCTL
Kapra ueneBoro cocrosuus npouecca «llepsuyunblii npuem rpaxian»
I'paxaannn
Hner na Giiats IIposepsier
Bxoant B E> Haer k Hmer nepBHYHbIH E> ki3 :IEHTH JIOKYMEHThbI, HMosyuaer
3IaAHHE agMuuHHcTparopy KabuHer npuem RORY 3aaaer 3asiBJICHHE
K HHCHEKTOPY i BOIIPOCHI
10 - 180 c. 10-90c. 5-10c. 20-30c. 28-79c. 90 - 160 c.

4-Se. D D D D D G

BIIII (Bpemsi nporekanus npouecca) — 1960 c. — 4230 c.



