BENMMOPOOCKAA OBJNACTDb

FYEEPHATOP BENFOPOLCKON OBNACTY
PACMTOPAXEHUE

Benropon

« 20y aBIycTa 2018 p " Ne_GR8—p:

OO0 yreepakaeHHM  MeTOIHYECKHX
pPeKOMeHTaNMil 0 TPOBEJeHHIO
KapTHPOBAHUA IpoLeccoB B

opraax HCIOTHHUTEIbHOM
BJIACTH a rocyaapcTBeHHBIX |
opraHax BJAcTH °  00jacTH ‘

B ensx MOBHINEHHA pe3yIbTATHBHOCTH M 3(D(MEKTHBHOCTH AEATeIbHOCTH,
OpPraHM30BaHHOM B COOTBEICTBHM ¢ IPUHIUNAMM OEpEXIMBOIO YIpaBIcHHA Ha
TEPPUTOPHH 00acTH:

., 1. YTBepIHTh MeTONUYECKHE PEKOMEHIALNH IO NPOBEJCHHIO KapTHPOBAHHS
TPOLIECCOB B OpraHax HCIONHHTENLHON BIACTH, TOCYJAPCTBEHHBIX OpraHax
Benropoackoit ob6nactu (punaratorcs).

2. KoHTponk 3a HCIONHEHHEM PacIOPKEHHS BO3JIOXKHTH Ha AENApPTaMEHT

BHYTpeHHEH 1 KaZpoBoH onuTHKA Benroponckoi o6nactu (Ilamosa O.A.).

I'ydepuaTop

Bearopoackoii 06 E.CaBuenko ‘



Y1Bep:KaAeHbI
pacnopsxennem I'yoepaaTopa
besropoackoii o6JacTH
oT «_20 » _gBrycra 2018 r.

Ne 668-p

MeToanyecKHe peKOMeHAANMHN
10 IPOBEACHHI0 KAPTHPOBAHHS NPONECCOB
B OpraHax HCIOJIHHTEJIbHOH BJACTH, rOCyJapCTBEHHBIX OPraHax
Bearopoackoii o6nactn

1. OcHOBHBIE IOJIOKEHHS

1.1. Hacrosiimue MeToANYECKHe PEKOMEHAAIMH 10 IIPOBEAEHUIO KAPTHPOBAHHS
IPOIECCOB B OpPraHax MCIIOJHHUTENBHOH BJIAacTH, TOCYAAPCTBEHHBIX OpraHax
benroponckoit obnactn (manmee — MeTomMuYecKHe peKOMEHIAIMK) pa3paboTaHBl B
COOTBETCTBHH ¢ ITocTaHOBIeHHeM IIpaButenscTBa benroponckoii obnactu ot 28 Mas
2018 roga Ne 161-mmn «O6 yreepxnennu [TomoxeHus o GepexIMBOM YIpPaBICHHH B
OpraHax HCIIOJIHUTENbHOM BIACTH H TOCYAAapCTBEHHBIX opranax benropouckoi
o0acTHy.

1.2. Hacrosmme MeTomuyeckne peKOMeHJaluy pa3paboTaHEl B LEIAX
IOBBIIIEHNS PE3yIbTATUBHOCTA ¥ 3(QPEeKTHUBHOCTH HeATENHHOCTH, OPraHU30BaHHOM
B COOTBETCTBHHM C NPHUHIMIAMY OepexIIHBOro YIpaBieHNs Ha TepPUTOPHU 00NACTH.

1.3. Hacrosmue MeToamdeckne peKOMEHIAOMM OIPEeNIioT IOPALOK
IPOBENCHUS KapTHPOBAHMs IIPOLIECCOB OpraHamM¥ HCHOJHUTENBHOH BIACTH,
rocy/lapCTBEHHEFIMH OpraHaMu benropopckoit obnacta (manee — opradsl BiIacTH
obnactn). .

1.4. KapTupoBaHue nponecca — cxema (IropuT™), oToOpaxaromas Kax bl
3Tall JBIKEHHS MaTepHaIBHBIX U MH(OPMALMOHHEIX IOTOKOB C IIeJBIO BBIABICHHA
BO3MOXXHOCTEH YCOBEPIISHCTBOBaHMSA TEKYIero Ipolecca W ero NpHOImKeHus K
ONTHMAIFHOMY COCTOSHHIO.

Kaprupoparmne npouecca sBIsSeTcS OZHUM H3 HHCTPYMEHTOB OepexIIMBOro
yHIpaBlIcHHS.

PesynpraToM KapTHpPOBAaHHS IIPOLIECCOB ABJAETCS HHHITHAIIAA M pealu3alus
OepeXXIIMBBIX MTPOEKTOB, KOTOPEIE TAKKE MOTYT 0OBEMUHATLECSA B IOPTQENH IPOSKTOB
opraHa BIacTH 00JIacTH.

1.5. 3agaun KapTHpOBaHUA:

- BEIpaboTKa eJMHOTO IOHATUIHOTO anmnapata Ui BceX Y4acTHHKOB IPOIECca;

-  BH3yaJNH3alldd  Ka)XJoro 5STana  JABHKSCHHA  MAaTEepHAIBHBIX U
HH(OPMAaIIHOHHEIX IIOTOKOB,

- BBIAIBJIGHHE NIOTEPH M UX UCTOYHHUKOB;
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- pa3zpaborka 3(h(EeKTUBHBIX YNPaBISHUYECKMX peEIeHHH AT ONTHMH3AIMH
npouecca.

1.6. KapTupoBaHue npouecca BKIOYaeT B cebst 5 3Tamos:

- IOArOTOBUTENLHEIH 3Tall;

- IOCTPOEHHE KapThl TEKYIIEr0 COCTOSHUA MPOoLEcca;

- IIOKCK U aHau3 npobiem;

- COCTaBJIEHHE KapTHI LEJIEBOTO COCTOSHUA IIPOLIECCa;

- pa3paboTKa I1aHa MePOIPHATHIA.

2. PexoMeHaaMM N0 OpPraHU3alOHH H METOOHKE ITPOBENECHHA
NOATOTOBHTEC/IBHOIO 3TAllAa KAPDTHPOBAHHA NIPOLECCOB

2.1. IToAroTOBHTENBHBIN 3TAll KAPTHPOBAHUS IIPOIIECCOB IMPEACTABIAET COOOH
cbop n obobmenne mHGopManuH o IIpoLleccaXx B Oprane BJIAacTH 00JiacTH, BHIOOp
Npo6IIeMHBIX IPOLECCOB, ONPEAEIeHre BHYTPEHHEr0 H BHEILIHEr0 TOTPEeOCHTENA.

2.2, 3ajaya @OArOTOBHUTENBHOTO 3Tanma KapTHPOBAHHS — IOJNYYIHATH
HHpopMaIio 060 Bcex Ipoleccax B OpraHax BIacTH 00MacTH ¢ Nebi0 BELIBICHMS U
yCTpaHeHHs NMOTeps.

2.3. IloaroroBUTENBHEIA 3TAll KAPTHPOBAHUS BKIIOYaeT B cebs:

- BBIOOp Iporecca;

- o6ocHOBaHUe BEIGOpa mpolecca;

- OIlpeieNleHHe IPaHMI] IpoLecca;

- (hopMupOBaHUEe KOMaH bl OEpeKITHBOTO IPOEKTA,;

- OTIpEJICIICHHE LIENel;

- 3aII0JIHEHHE KapTOYKH GepexINBOro MIPOEKTa.

2.4. IIponecc 11 ONTHMHU3ALAN B paMKax Gepex irBoro rnpoekra orbupaercs
HA OCHOBaHHM CIEIYIOIIUX KPHTEpHEB:

- He YIOBJICTBOPAET BHYTPEHHUX U (M) BHEITHUX NOTpebuTeNei;

- ABJIsIeTCs Haubollee pecypcoeMKUM;

- 3aTpyfHsieT NOBBILEHHE »(Q(EeKTHBHOCTH OpraHa BIAacTH WIH JaHHOTO
CTPYKTYPHOIO [1OJApa3AelIeHHs;

- IPHUBOJWT K CPEIBY CPOKOB BHIIONHEHHs paboT B paMKax JesTelbHOCTH
OpraHa BIACTH WIH CTPYKTYPHOTO NOApa3elileHus.

2.5. B ofocHOBaHMH BBIOOpa IIpollecca HEOOXOIHMMO YKa3aTh IPHYHAHEI
BO3HMKHOBEHHA IOTPeOHOCTH B YIIyUIIEHHH IIpoLiecca.

2.6. Onpexnenenue IpaHuIl Ipolecca — MEpOIPHUSATHE, KOTOpOe II03BOJISET
OIpefieNNTh MacTabbl ONTHMH3aLHAH IIpolecca C LENbI0 ONTHMAIBHOTO
pacIpefie/IeHHs UMEIOIIUXCS PeCypCoOB.

OcHOBHBIE 3Tallbl ONpeAeIeHUs [PaHHIl IIpoliecca:

— onpeJeNIeH|e NIepBOH U NOCIIEAHEH Ollepallid B IPONECCE;

— omnpezeneHue NOTpeOUTENs Ipolecca, IMOIYYAIOWIEro M HCIONB3YIOIIETO
Ppe3ynbTaThl IIPOIlECCca;

— onpeJieNIcHHEe KOHEYHOTO pe3yJibTaTa IIpoliecca.

2.7. Tlocne BeIOOpa Ipolecca M ONpeNEIeHHs €ro I'paHdl (opMHpYeTCs
KoMaHfIa OepexIHBOro IpOoeKTa.
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2.7.1. Komanpga GepexIuBOro mpoekTa upefcraBngeT coGoll rpymmy Jui,
O0BEIMHEHHBIX JJIA BBIIOJHEHHS KOHKDETHOH 3afa4d IIo YCOBEPIIEHCTBOBAHHIO
JeSTeNbHOCTH. '

2.7.2. B coctaB KOManasl 0epexTHBOro IpoeKTa BXOJAT:

- PYKOBOJIHUTENb [IPOEKTA;

- COTPYIHHKH OTJIeNa, 331eiiCTBOBaHHEIe B porecce (2-4 JenoBeka);

- sKcneptHl (1-2 yenopexa);

- OCHOBHBIE UCIIOJTHUTENH, He ABJSIOIIMECcs COTPYAHUKaMA OTACIA.

2.8. Ompenenenue nenet 6epexIMBOro MPOSKTa.

2.8.1. Llenpro OepexIIHBOTO IPOEKTa SABIAETCA YCTPAaHCHHME BEIBICHHBIX B
X07ie KapTHPOBaHUS IIOTEPE.

2.8.2. OpMyIIMpPOBKa [eJU GEPEKITHBOrO IPOSKTa TOJKHA OhITh:

- KOHKPEeTHOH;

- U3MEPUMOIL;

- JIOCTHXXMMOH B paMKax 0003HAYEHHOrO IIepHO/ia BPEMEHH.

2.8.3. Ilenb MepOIpHATHH 110 MOBHILEHMIO 30 (GEKTUBHOCTH NPOLIECCa JIOJDKHA
pELIaTh CIeAYIOMHUE IPOOIEMEL:

- COKpamaTh pECYPCOEMKOCTh MPOIECCOB (TPYAOSMKOCTS,  (HHAHCOBBHIC
PECYPCHI B T.1.);

- COKpaIaTs BpeMs IIPOTEKaHHA TIponecca.

2.8.4. Llenu MeponpHATHil MO MOBBINEHHIO 3(PGHEKTHBHOCTH IpOLEcca MOryT
BLITh CKOPPEKTHPOBAHEI IIOCIIE IPOBEACHHUS IOCTPOCHUA KapT TEKYILETO U LIEJICBOT0
COCTOSHMA ITpoLecca.

2.9, Ilo pesynpTaTaM BBINOJHEHAS MEPOIPUATHH, M3JI0XKCHHBIX B IyHKTaX
2.4 — 2.8 HAacTOAIIETO pa3jeiia, 3amONHAETC KapTouxa (epenuBOro YPOeKTa 0
dopme cornacro nprioxKeruro Ne 1 K HACTOAIMM METOHYECKMM PeKOMEHIAIMAM.

3. PexomMeHaanuy M0 METOAHKE NOCTPOCHASA
KapThl TEKYIEro COCTOMHHA npouecca

3.1. KapTa TeKyImero cocTOSHHSA Npolecca — 3T0 rpapuyeckoe IpeACcTaBIeHue
[I0CTeOBATENEHOCTH Oepalviii, MO3BOJIAIOINee YBUAETE MpoONeMBI B poLecce, HX
IIepBOMPHYMHEL, & TAaK’Ke pa3paboTaTs IPeIOKeH s 10 YIyIIISHHIO Ipolecca.

3.2. OcHOBHEIE 3Tallbl COCTABIEHHS KapThl TEKYIIEr0 COCTOSHMS IIpoLecca;

- IPOBE/ICHKE YIPeIBAPUTENLHOIO aHaIN3a TEeKYILEero COCTOAHMA Mpoecca;

- IpOBE/leHAe 3aMePOB BPEMEHH 110 MPOLECCY;

- u30GparkenHye KapThl TEKYIero COCTOSHMS ponecca Ha Gymare B Buze Onok-
CXEMEL.

3.2.1. TlposeneHue TpeBapHTCABHOIO aHaNM3a TEKYLIETo COCTOSIHHS
IpoIecca 10 CIeAyIOUM (axTopam:

- ONpe/ieyleHAe KOJUYeCcTBa 3a/(eHCTBOBAHHOIO IIEpCOHANa;

- oTpe/elcHue KOIH4eCTBa 3a/1e/iCTBOBAHHOTO 060y IOBAHMU;

- ompejieieHye IepeMeIneHui COTPYHUKOB;

- OIpe/ieNieHAe TIOCe0BATeNBHOCTH BEIIONHEHHS ONePaluy.
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3.2.2. IlpoBemeHHe 3aMepoB BpPEMEHH (XPOHOMETpaka) IO IPOLECCY
NPeJICTABICHO B IPHIOKEHHH Ne 2 K HACTOSAIIMM METOAVYECKHM PEKOMEHAAHAM H
BKITIOYAET:

- XpPOHOMETPAaX OIlepaliii B paMKax Npolecca;

- XPOHOMETPaX IIepeMEISHUHA;

- XpPOHOMETPaXX BpEMEHH IIPOCTOA.

Ilpy nposeneHMH 3aMEepoB BpeMeHH (XpOHOMETpaXka) IO IpOIECCY
HeoOXoquMo:

- O3HAaKOMUTLCS c HOpMaTHBHO-IIPaBOBOH JOKyMeHTallueH,
perylaMeHTHpYIOLUEH IIPOLIECT;

- OTIPEJIENIUTE CPOKH peallizalliy IIpOLEecca;

- ONpeleNuTh MOCIEIOBATENRHOCTh Olepaldii IO YJYacTHHKaM IIpolecca
(onepanny porecca 3alIUCHBAIOTCS B XPOHOIOTHYECKOM IIOpSIKE).

DopMynHMpoOBKa ONEpalldH JOJDKHA BKIIOWaTh B cebd  rmaron u
CYLIECTBUTEILHOE,

B 3aBHCHMOCTH OT CTENEHH HeTauu3alMy IPOIecca OIEpalldH MOryT OBITh
o0BbenrHEeH ! B OJIOKH OIIEpALIHIA.

Ilpp mnpoBeseHMM 3aMepoB BpeMeHH (XPOHOMETpaXxa) IO IPOILECcCY
OIpeNenseTCd BpeMs, 3aTpadMBaeMoe Ha KaXIyIo Ollepaluio, KOTOpOe 3aHOCUTCH B
Tabnuny no ¢opme COIVIaCHO NpuiioxeHHio No 2 K HACTOAINMM METONHYECKHM
peKOMeHJALIHM.

IIpu npoBeneHNH XpOHOMeTpaXka He0OX0TUMO 06paTHTE 0co60e BHUMaHHE Ha
BpeMsi OXXHIAHUA (IpocTos). DTO IepHo]] BpeMeHH, B TeUYeHHue KOTOPOro COTPYAHHK
HE MOXKET BBINOJHATE TpeOyeMyIo OllepallyIo 110 MPOEcCyY. BpeMs oxHpaHus MOKeT
ObITE OOOCHOBaHHEIM (HalpuMep, NONy4YeHHe HHGOPMALUMH OT JAPYroro OpraHa
BIaCTH II0 paHee HalpaBleHHOMY 3alpocy K OIpefelieHHOH Jjare) W
HeoOOCHOBAHHEIM,

KonugecTBo 3aMepoB BpeMeHH (XpOHOMeTpaXka) 110 IMpoLecCy AOMKHO OBITh
He MeHee 5.

IIpy HEBO3MOXHOCTH (DaKTHYECKOr0 IIPOBEACHHS 3aMepoB BpeMA
OLIpeNIeNIAETCA ~ OSKCNEPTHO  Ha  OCHOBAaHAH  HMEIOIIUXCS  MaTepHaloB
(BXonsImpe/MCX0AIIie TUChMa, KYPHANIB! PETHCTPALEH, 3JE€KTPOHHEIE CHCTEMbBl U
T.IL.).

3.2.3. M3o6paxkeHHe KapThl TEKYILEro COCTOSHHA IIpolecca Ha 6ymare B BHJE
OIOK-CXEMBI OCYIIECTBISIETCS IIOCNE IIPOBEJEHHS BCEX 3aMEPOB M OTpaXkaeT
ollépaliyl B paMKaxX IMpollecca, BPEMEHHBIE MHTEPBAalbl WX BHIIONHEHUS OT
MHHMMAIBHOI'O JO MaKCHMAaJBHOTO 3HayeHus BpemeHH. PopMa KapThl TEKYIIETO
COCTOAHHMA IIpolecca IMpejcTaBlieHa B MNPWIOKEHHH Ne 3 K HacTOAIIMM
METOAMYECKIM PEKOMEHIAIHSIM.

3.2.3.1. IlocTpoeHHe KapThl TEKYWIEr0 COCTOSHUS OCYIIECTBISETCH CleBa
HaNpago IO MOTOKY.

B ciyuae, xorja npH NIpoOBENECHHH 3aMEPOB II0 IIPONECCY, YCTaHABIHBAETCS
BapHabeNbHOCTD BBITIONHEHHA OIepallii, BApHAHTH IPOTEKaHHUs OTOOpakaloTCs Ha
KapTe ¢ MOMOIBIO IIYHKTHPHBIX JIMHUHA pa3HBIX LBETOB COINIacHO NpHIoKeHMio Ne 4
K HACTOSIIIUM METOJUYECKHM PEKOMEHAAINAM.
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OcHOBHEIE OHepaliy IIpolecca HAHOCATCS Ha KapTy IpHU ITOMOLIY CTHKEPOB H
YCIIOBHBIX 00O3HAYEHUM COMNIACHO MPHIOKEHHIO Ne 5 K HacTOAIIMM METOOHYECKUM
peKOMeHIAIMsM, ¢ yKa3aHHeM BPEMEeHHBIX HHTEPBAJIOB MX BEITIONHEHUS.

Bce onepanuy mporecca Ha KapTe OTpaXaroTesl M10CIe 0BaTeNbHO.

Hudopmaumio 00 omepauuax rmpouecca (HauMeHOBaHHe, JAaHHble 00
HCIIOJIHUTENIE, BpeMEHHBIE WHTEpBaJbl BRITOJHEHUS) PEeKOMEHAYeTcsl HaHOCHTh Ha
JKEJITHIE CTHKEPEL.

B oTHOWIEHWH KaXIOO# ormepalMHd Mpoliecca  3aHalOTCS  BOIPOCEL,
npezAcTaBlIeHHbIe B TabnuIe 1.

Tadauna 1
Ne Bonpocer OTBeTrnI HA BOIIPOCHI
n/n
1. | Yro? Onpenensgem oneparHio
2. | Kto? OnpeznesnsieM NocTaBMIKKa paboThI (IEHHOCTH )
3. | Orxyna u kyna? ' OnpenenseM MapIIpyT: YTO NPEeAIIECTBYET JAHHOH

Oonepaniy H CICOYET ITIOCJIE HEE

4, | Korna mu crompko Tpatutes | OmnpenesaseM BpeMsi KaxIofl onepanud, BpeMs

BpEMEHH (IEpHOAUTHOCTE)? IIPOCTOA MEXTY ONCpaLUIMU
5. | Ectp b1 npobnemsl  npu | Onpenensem IpobleMbl, BO3ZHHKAIOIME B XOJE
BBHITOJIHEHHH ONepalMu? BBIMQTHEHHUS OTlepalliH

3.23.2. C noMOLIBI0 YCNOBHBIX O0O3Ha4YeHHH B IIpollecce OTODpaXeHHs
ONepaLryd Ha KapTy HaHOCATCA IpoONIeMbl, BBISIBIEHHEIE B XOJIe BLIIOJHEHUS
onepanui.

M 0b6o3HaueHUsT Ha KapTe mpobiieM peKOMEeHIyeTCs HCIOJIb30BaTh KpacHbIe
CTHKEPBHIL.

IIpobneMsl HEOOXOMUMO HAHOCHTH Ha KapTy IOCNeJOBATEeNIEHO II0 Mepe HX
BBISIBIIEHHS B TIpOLiEcCe.

B cnydae, Korga mpu BBIIBIEHHH IpoOJieM B paMKaxX IOCTPOEHMS KapThl
TEKYLIEro COCTOSIHHUA IIpollecca KOMaHJOH IpoekTa OBLTH COPMUPOBAHBI IIYTH HX
peLUeHHUs,, OHM pa3MellaloTCs Ha 3eleHBIX CTHKepax pagoM ¢ o0O3HaueHHOH
po6IIeMofi.

B cnyuae, Koria Mexjay OINepaildsMH HMEIOTCS MOTepH B BHJAE OXNKHIAAHHA,
JaHHasg HHGQOpPMalMs] HAHOCUTCS Ha KapTy ¢ YKa3aHHEeM BPEMEHH IIPOCTOA.

3.3. Ilocne Toro, xax Ha KapTy TEKYILETO COCTOSHMs Ipolecca HaHeceHa
WH(pOPMaLHs 110 KaXkI0H onepalu, NOACYHTEIBAETCS BpeMs IPOTEKaHHs [Ipolecca.

Bpems nporexanus mponecca (BIIII) — cymma ofmiero BpeMeHd 110 BCEM
oliepalyaM, BKIIto4Yas o0Luee BpeMs OTepb.

4. PexoMeHAanuM 0 METOIHKE NOHCKA M aHAJM3A NIPOO/IeM

4.1. Ananu3 npobieM, BEISBJIEHHBIX B XOAE IMOCTPOEHUS KapThl TEKYLIEro
COCTOSIHUS, BKJIIOYAeT: '

4.1.1. IlocTpoeHrne nupamMugsl npoOieM I0 (opMe COMIACHO MPHIIOKEHUIO
Ne 6 X HacToAIMM METONMYECKHM peKOMeHIalMsM, MpefycMaTpHBaroLlee
paHK¥poBaHKe IPOBIEM IO YPOBHAM:



- ypoBeHp oprana BnactH (OTHeNd, CTPYKTYPHOTO IIOApa3feNeHwus,
yUpaBleHHs, JelapraMeHTa) — IpoONeMbl, pellleHHe KOTOphIX He Tpebyer
IIPUBJIEYEeHNs [OMOIHUTENBHBIX PecypcoB M BO3MOXKHO CHJIAMH OpraHa BJacTH, B
KOTOPOM IIPOXOAUT KapTHPOBaHHE;

- PerdoOHaNBHBI YpOBeHb — IIpoONeMBl, peleHde KOTOPBIX TpedyeT

' IPOBEJEHHsS MEpPOIPHATHIH C TNpHBIEYEHHEM ApPYTrHX OpPraHOB BIacTH 00JacTH U

BHECEHHEM HW3MEHEHHH B perHOHaIbHOE 3aKOHOAAaTeNbCTRO;

- ¢enepancHBIM ypoBeHL — NpoOIeMEl, pellleHHe KOTOpPhIX TpeOyeT BHECEHHE
HU3MEeHeHH B (eneparsHoe 3aKOHOAATENECTBO, padoTy dhenepaabHBIX IpOrpaMM.

4.1.2. Tlovck NepBOTIPHYXH MpoOJieM, BEISIBIIEHHEIX B XOJ€ IOCTPOSHUS KapThl
TEKYLero COCTOSHUA Npoliecca, U oIpeeseHye MyTel UX PeLIeHH.

Jis momcka NepBOIPUYHH TIpoONeM pPEeKOMEHIYeTCs HCIONb30BaTh METOZ
«5 moueMy?», CYThb KOTOPOTO  3aKjioyaeTcs B  H3yYCHHH IIPUYHHHO-
CIIEICTBEHHBIX CBS3ei, JexXallliuX B OCHOBE TOH UK UHOU MpoOIeMbl.

OcHoOBHO 3ayjauell TeXHHKH SBISETCS TOHCK MEPBOMPHYMHBI BO3HUKHOBEHHS
npo0ieMbl ¢ IIOMOLIBIO IOBTOpPEHHs Bompoca— «louemy?». Kaxao1it
IIOCIIENYIOUINH Bonpoc 3anaéTcsl K OTBeTaM Ha IIPEIBIAYIIHI BOIIpOC.

4.2. Ilocne rmoucKa TepBONPHYUH NpoliieM KOMaHUOH OepeXIHBOrO MpoeKTa
Ha OCHOBe uMeolledcs HHpOpMALUH METOOOM  «MO3[OBOIO  ILTYpMa»
pa3pabaThIBalOTCs pelIeHus.

INocne pa3zpaboTku pelieHHi HEOOXOIUMO IPOBECTH OLIGHKY BKJIaJa KaXAoro
pelleHHs B MOCTIDKEHHE ILEeNIM IpoeKTa (COKpallleHHEe BpeMEeHH, pacCTOsSHHH,
KONMYeCcTBa YYacTHMKOB W T.I.) C 3alOjHEHHeM TalIMIBI COTIIaCHO NPHIIOKEHHIO
Ne 7 K HACTOAIUUM METOANYECKUM PEKOMEHIALIHSAM.

5. PexoMenaalHu o MEeTOOHKE COCTABJICHUS
KapThl eJIEBOI0 COCTOSIHUA Npolecca

5.1. KapTa 1eneBoro cOCTOAHUA Npouecca — 3T0 rpa(uyecKoe npeAcTaBiicHUe
NIOCIIEeJIOBATENBHOCTH OIepaluii, II03BOJLIIONIEe YBHAETh, KakuM OyHeT Ipoliecc
IIOCIIE BHEAPEHHs pa3pabOTaHHAIX YIYYIEeHHH, KOTOpPBIE MOryT OBITh IIPHMEHEHE] B
CPOKH pealM3allMK NpOeKTa NpH HalMIHH HEeoOXOIHUMBIX pecypcoB. DopMa KapTel
LIEIEBOI0 COCTOSAHHUS IpolEcca NpeACTaBlieHa B NpUIoKeHHd Ne 8 K HacTOALIMM
METOAMYECKHM PEKOMEHIALMSM.

5.2. IocTpoeHHe KapTBl LENEBOrO COCTOSHMS IMpollecca BKIOYaeT B cedd

CIEIYIOLIHE 3TaIbI:
- OIIpefENeHHe rpaHul] IIpolecca, Hauana ¥ OKOHYaHUs TIpollecca;
- BeIpalOTKa peLIeHU O COeUHEeHUH BCeX Ollepalluii porecca Mexay coboi
C OTPa)KEHHEM IOTEPh, KOTOPhIE B JaHHBIA MOMEHT HEBO3MOXXHO UCKIIKOUHTE;
- YKa3aHHe BpeMEeHU KaXOU oIlepalluy;
- TIOZICYET BpEMEHHU NIPOTEKAHMS NpoLecca.
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6. Pexomengalun no pazpadoTke mjiaHa MeponpHsITHIL

6.1. Ilpm cocraBneHHH IDIaHA MEPONPHATHH IO HOCTIDKSHHIO Ienei
YIUTBIBAIOTCS NMpPOoOJeMbl M TIPeINIOKEHHA COTPYIHUKOB, BEIABIIEHHEIE B IPOIECCE
KapTHPOBAHMYS. :

6.2. Ilpu cocTaBiIeHUN IlaHa PEKOMEHAYETCS 3a/1aBaTh KIFOUeBEIE BOIPOCHL:

- KaKxoe o0yJeHHe HeoOX0 (MO MPOBECTH?

- KaKue Ipoueayphl JOKHEL OLITE H3MEHEHBI?

- KaKHe OIlepaniy MOXKHO AeNaTh NapalIeabHO?

- KaKHe oIlepaliy MOTyT OBITh 00BeMHEHEL?

- KaK#e COITIacOBaHHs BO3MOXHO HCKIIIOIHTE?

- KaK{e JBMKEHHA 1 TIepeMeIleH s COKPAaTHTE?

- KaKye OpraHU3alliOHHbIe MEPONPHATHS IIPOBECTH?

6.3. B nmmade HeobOxomumo 0003HAYHUTE IpOOIEMBI W  MEpPOIPHSTHS,
HanpaBleHHple Ha HX pemeHue (Tabmuua 2). OmHO MEpONpHATHE MOXKET OBITH
HanpaplIeHO Ha pelleHHe HecKoNbKux mpobneM. Ha pemnenue ofgHON mnpoGiieMsl
MOI'yT OBITH HalpaBJIeHB! HECKOJIBKO MEPOIIPHSTHIA.

6.4. BaxXHO OIpeIeNATh OTBETCTBEHHBIX 3a KaXKJ0OE€ MEpONPHATHE M CPOK
peanu3alul MEepONpHATHA, YKa3aB ero JaTy Hauala 1 OKOHYaHHA.

- . Tabmmua 2
Ilnan meponpuaTHI
Ne IIpoGnema MeponpusTHe, HANpaBJieHKOE HA OTBeTCTBEHHDBIH Cpok
n/n petuenne npobiaemMsl : (nauamno-

OKOHYAHTE)
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IMpunoxenne Ne 1

K METOIHYECKAM pEeKOMeHAalHAM
10 IPOBEJCHAI0 KAPTHPOBAHUSA
NPOLECcCOB B OPraHax HCNOJIHHUTEbHON BJIACTH,
rocyaapcrseHHBIX opranax bearopoackoii o6aacru

Kaprouka npoekra

O6mue qaHHbBIE:

3axasunk: (DyKOBOIHTENb CTPYKTYPHOTO
HIOApa3/ieNIeHUs/PYKOBOUTENb OPraHu3alyH,
KyPHPYIOIIUH Opraf BIACTH).

ITpouece: (HaumeHOBaHHE NPOOIIEMHOIO IPOIIECCa,
KOTOPBIH HeOOX0UMO YIIyJIIATE).

I'papuusl nponecca: (¢ uero HaYHHAETCH npomecc?
HalpHMeEp, 3asMBlIeHNe IPaXkIaHNHA, TOIyICHHAE

324BKH H T.J[. ¥ YeM 3aKaHYHBAeTCA IIporecc?
TIOJY4eHHe OTBETA Ha 3aIIPOC IPAKAAHMHOM,
NIOMyYeHHE FOCYAapCTBEHHOHR yeuyru).
PykoBogaTe b NpoeKTa: (HaYaILHHK
nozpasienesus, B KOTOPOM IIPOTEKAeT MPOIECE).

Komanna npoekra:

O6ocHoBaHHE:

(HeoOX0aMMO yKa3aTh NIPpHYHHEI BO3HKKHOBEHH
NOTpeOHOCTH B YIYHIIEHHH IIPOLEcca,
HanpyuMep, OYeHs AIKTENbHEIH IPOLECT,
NOBTOpAEMEBIH HPOLECe, TPYAOEMKHii Iporece,
«CKBO3HOM » IIpoliecc, OTCYTCTBHE YCIIOBHH
(ykaszaTh Kaxax) JUIs CBOEBPEMEHHOIR
pearn3anyy nponecca, Hallugue Kanod rpaxgan
(reoOxoauMO IIOKa3aTh JHHAMHUKY BO3DACTAHUA
*kano0 1o Ipomneccy u T.1.).

Henn u1 3¢ dexTn:
Ipumep,
1. Coxpamenne BpeMeHH NPOTEKAHNS
npomecca ¢ ____ MHH.JA0 _____ MHH.
2. CoxpameHHe TPYJA0EeMKOCTH HPOIEcca ¢
qen/qac 10 gej/qac.

Cpoxn:

1. Ctapr npoekra. 3amuTa KApTOIKH
NPoeKTA (NaTa).

2. AHaaHM3 TeKymeit cMTyanus (3aTa Ha4yajaa —
IaTa OKOHYAHHA):

2.1. PazpadoTka TeKymeii KapThI npolecca
{naTa Havaya - DaTa OKOHIANHSA).

2.2. Ilonck 1 BuIABJIeHNE IpodaeM (AaTa
Ha4ana - JaTa OKOHYAHHA).

2.3. PazpaboTka neseBoii kapThl npolecca
(naTa Ra9ana - DaTa OKOHIAHNS).

2.4, PaspadoTka «A0POKHOI KAPTHD
peaju3anuM NpoexkTa (JaTa Havaja - JaTa
OKOHYAHHA).

2.5. Jammra «HOpPOKHOH KapThD) Nepen
3aKa39THKOM (IaTa).

3. Buegpenne yryumenuii (xaTa nagana -
JATA OKOHYAHMA),

3.1. HpoMe:KyTOIHBIH KOHTPOJIbL
BBINOJHEHNS MePONPHATHIA IpoeKTa (aaTa
HA9Y4JIa - A2TAa OKOHYaHNA).

4. Onenka pe3yIbTaToOB HPOEKTA.

4.1. AHaIN3 TeKymeli CHTyannH mocJie
BHeJpeHNs yaydmeHnl (JaTa Hagajaa - JaTa
OKOHYAHMA),

5. 3axkpeiTe npoekTa (gaTa).
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Ipnnoxenne No 2
K MeTOHYEeCKHM PeKoMeHAaHuAM
MO0 MPOBeIeHHI0 KAPTHPOBAHUSA

IpPOLEeccOB B OPraHax HCNMOJIHHTE/ILHOM BJIACTH,
rocyapcTBeHHbIX opranax bearopoackoii o61acra

Popma 3ano/HeHIs 3aMepPOB BpeMeHH (XPOHOMETPAazKa) Mo npoueccy

HaiumeHoBaHHE MpoLecca: Jara
poBeIeHHS
XpOHOMETpaXKa
« » T.
PernaMeHTHpYeMoe BpeMsl BLINOJITHEHHS NPoLiecca
Yuacerunk nponecea 1 ®HO | JomkHocTh
YuacTHHK nponecea 2 OHO JomxHOCTD
= E L)
E E Z E x EE E = L EE
2 2= = 228K E = §= s E 2
“E| %g | Esz | sEgE |g88E | git
MNe | HaumenoBanue paGor - g ° =] EE S §- £ ?n).i = 5 E':
wn | (omepanni) no mpouecey | 2 E q;," H E 2 q;,“ - 5 2 2 E % 5 E 3
= S I ] = Egm = 2aE E ~
£ EE | £ $E2F |£88°| &8
¢ §§ | & | Age |EFC £
S g 2 &
1 2 3 4 5 6 7 8
1. | Haumenosauve onepauiu 1
2. | HanmenoBanue onepaunu 2
3. HaumenoBanue onepanuy 3
4, HaumenoBaune onepauumu 4
n | HaumenoBanue omepamun n
Obmee dpakTHIECKH
3ATpAveHHOE BPEMA H2
nponecc*

*sanonngeres rpaga 5
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IIpuno:xkenne Ne 3
K METOAHYECKHM peKOMeHJalHAM
N0 NPOBEAEHHIO KAPTHPOBAHHS IIPOLECCOB
B OPraHax HCNOJHHTEAbHOl BIacTH,
rocyjapcrBeHHbLIX opranax bearopoackoi odjacTu

dopma
KapTa TEKYIIEro COCTOSHMA NpoLecca «...»
| McroxanTe b Texcroroe Cpok He perJaMeHTHPOBAH CpoK 110 perjiaMeHTy
| Onmrcaame mara npouecea omucanue
noTepn Her
IIpoxo/CKHTENILHOCTE
Kapra Tekymero cocrosuns npouecea «llepBuyuHbli npHeM rpaxian»
AIMHHHCTPATOP H
Oxupanme B odepenn. HHCIIEKTOP 3aJa10T
I'paxpanuna Hepepuas Her curnana ans .ommalconue BONPOCKHI,
BCTpEYaeT HyMepanus rpamaatHuHa, 0 TOM, UTO NpOBEPAIOT JOKYMEHTEL
OXpAHHHK KalbHHeTOB MO2KHO BXOOHTE HECKOJILKO pa3s
 Fowgsait  Tpasigiahion.- Tpmananin:* " Tpakigmma

. 1MHH30c-

2Mﬂl-l40cm

BIIII (Bpems npoTekaHHA nponecca) — S5 mun. 06 c. — 2 vyaca 16 mun. 20 ¢,



I'paxnanuH
3aTpyAHseTcA
OTBETHTE Ha BONPOC 0
s#enaemoii padore u
3apnJjare
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IIpnnoxenne Ne 4
K METOAHYIECKHM peKOMeHAAlHsIM
IO NPOBEAeHHIO KAPTHPOBAHHUA NPOIECCOB
B OPraHax HCIMOTHHUTENLHOH BAACTH,
rocyaapcrsenHbIx opranax bearopoackoii obaactn

Kapra BapuaGeqbBoro mpouecca

Yuacrok nponecca «IlepBHYHEBIA IpHEM Irpazian»

- 5 pui. 35 ¢

“Citettifasmer .| f . CHeNHamMCT. -

N HalipaBiienus
- IMHH. 40 ¢. <*
5 MM

L___.___.........__._.

1

Popma

Boaniioe
KOIM4ECTBO
MoANHCeH Ha

OMHOM JOKYMeEHTE
(11 noanuceif)

B-1

Pacneqa_ YA

>3 Oﬁﬂ:’.aTEJII:CTBa

*- Cmempaaner =

BaeT:

=

3HaRomnTCﬂ i
:> ' nonnucbmaer‘

BIIII - 1 (Bpems npoTexanus npouecca) — 7 MHEH. S0 ¢. — 25 MuH.

BIII - 2 (Bpema npoTexanusi nponecca) — 10 mun. —

31 mun,
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Ipninoxenne Ne 5
K METOAM4YeCKHM PeKOMEHIAIHAM

10 NPOBECHAI0 KAPTHPOBAHHSA NMPONECCOB

B Opravax HCNOJIHATEJLHOHN BJIACTH,

rocyaapcrBeHHBIX opranax beiropoackoii o01acTi

YciioBHEBIC 0603HAYEHHS, PeKOMeHIYeMbIe JJIsl NOCTPOEHH KapThI IIponecca

Tepmun

O0o3nauenne

Onucanue

1. Onepanus npougcca

Hcnonesyercss ana ofo3HadeHHs onepauuit ydacTHHKa
npouecca. Onepaums 3amMCHIBa€TCA B TEKCTOBOE OKHO
clenylomuM obpa3oM: «aenaer ... (YTO-TO)», TO €CTh
«TJIaron + CYMECTBHTENEHOEY

2. Hanpasnienne notoxa
oreparnMii

Hcnonesyerest aiia 0603HaueHHA epegady JOKyMeHTa /
nHpopmarmu, IlokaspiBaeT HampaBleHHEe [OTOKa,
B3aMMOCB3b OTAENBHEIX SIIEMEHTOB IIpollecca

3. Caa3p oniepayu ¢
co3naHueM / uaMeHeHueM /
HCIIOIB30BAHHEM
JIOKYMEHTa (BXOJ/BBIXO)

Hcnonesyercs ansg obo3HayeHHs CBA3W ONepaldy ¢
cosgaHneM / H3MeHeHweM jokymeHTa, Crpelika,
HanpaBfieHHasd B «pejakuMioo JoKyMeHTa» (M. 4),
03HaYacT «BBEIXOA»; CTpeJIKa, HalpaBleHHas B
«oNepallMio yyacTHHKA npoueccay (1. 1) — «Bxom»

4. Pepaxuus qOKyMeHTa

Henoneayerca gna 0003HauYeHUs CTaguii MPOXOXACSHHA

JIOKyMEHTALHH. Howmep 1 obo3Havaer
CO3JIaHHEIH/3aIONHEHHBIH BIICPBLIE JIOKYMEHT,

JanbHeimas HyMEpaluHuda - 3Tallkl BU3HPOBAHHA, DTAIIEL
JIOTIOJTHEHUS/H3MEHEHUS AOKYMEHTA H T.IL HOBTOpHCle
COrnacOoBaHnue JOKYMEHTOB B CXE€ME HE OTpaXKaeTcCA

5. Obmen undopManumeii

Hcnoneayercs JUIA 0003Hauenus npouecca
onepatuBHoro cbopa  manHBIX. PekomeHmyercs
HCIONB30BaTh JaHHoe o0o3HayeHune, uroOBl [MOKa3ath
BCE JOMOJHHTENHHEIE ONEPALIHK

6. Ilepenaua U3 pyx B pyku

Hcnonesyetca ana o0o3HaueHHs nepeaavd DOKYMEHTa
Ha OyMaxXHOM HOCHTEJIE U3 PYK B pYKH

7. Ilepenaya no
3JIEKTPOHHOM HouTe

Hcnonsayetcs UL o003HaueHNA nepefavn
JOKYMEHTa/HH(pOPMaLWH O SNEKTPOHHON NoyTe

8. [epenada no Tenedo Hcnonpayerest JuI ofo3yayenHa nepenaqyu
Fep i HHbOpMAaIHH 1o TeledoHy
Hcnonsayetes J1s o003HaueHUs nepejayu

9. Ilepenaya uepes
ANEKTPOHHYIO CHCTEMY

MHPOPMALIMM B CMEUMANBHOM 3MeKTpOHHON cHcreMe /
NporpamMMe

10. JlononHUTENEHAS

Hcnonpsyercs janga  obo3HaueHHUs JHOOOM TEKCTOBO
JOTOIHHUTEIbHOI HHpOpMAaIHH, BMeroLei

uHbOpMaLua CYILECTBEHHOE 3HAYEHME JUIS AHANM3A W IPOBENEHHA
JaNbHEHIHX yayqIIeHHH :

11, Toepn / Henonesyeress g o0o3HaueHUss  BBIABJICHHBIX
npoGiaeM/HapynieHMit/IoTeps B MOTOKaxX W IpoLEccax.

FIECOOTBETCTRHA, - . 6 TCS TMOPSAKOBBIH

1poGems! Lper — xpacuetit. Ludpoit o6osnauae P

HOMEp

12. Pemmienns npobrem

Hcnonssyerca ans obo3HadyeHus pemeHuit npobieM.
Leer - 3enensiii/ronyGoit. Iudpoii o6o3Havaercs

MOPSAKOBEIH HOMEp
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Hpunoxenne Ne 6
K METOXHYECKHM peKOMeHJAHAM
N0 NPOBEAEHAI0 KAPTHPOBAHHS MPOUECCOB
B OPraHax HCHOJIHUTEILHOH BJIACTH,
rocyiapcTBeHHBIX opranax bejroponckoii odnacTu

Popma
IInpamuaa npodaem

npobrembl, pellieHue KOTOpLIX TpebyeT BHeCEHUA

. H3MEHEHUI B hefepanbHoe 3aKOHOAATeNbCTBO,
7 %\ paboty hefepanbHbIX MPOrpaMMHLIX NPOAYKTOB
L JEREE

e L R o o o e e e e e —————— = —— 4

T —— i aw ——

W e e e mm mm em W e wm e mem e e e e e e M T TE M W M e e e M e e e

npoBnemb, peliieHue KoTophix TpebyeT npoBenexus
MEPONPUATUA ¢ NpUBMeYEHUEM APYrMX OpraHoB BNacTh
obnacry, BHECEHUA U3MEHEHUI B peroHanbHoe

\ 3aKOHOAATeNbCTBO

M i b A e W

—— e e e e TeW S e W ML AR e = W P

npobriemsl, pelueHne KOTOpLIX He Tpebyet
MPUBNEYEHUS AOMONHUTENBHBIX PECYPCOB U
), BO3MOXHO CMNAaMW opraHa BNacTu, B KOTOPOM
2\ NPOXOAUT KapTUpOBaHHe

Nl o - - —

—— S R s ey ey m e W MR ma e e
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Ipunosxenne Ne 7

K METOAMYECKHM pPeKOMeHAAIUAM
N0 NPOBEJCHHIO KAPTHPOBAHHS NPOIECCOB
B OpPraHax HCIIOJIHMTeJIbHOH BJIACTH,
rocyaapcTBeHHbIX opranax benropoackoii o6nacrn

Ilabnon TabnuOBI 418 IPOBEJEeHHA AHANN3A NPosJieM ¢ IpHMeHeHHeM MeToAA «5 mouyemy?»

IIpo6aembr

ITepBonpHIAHBI

Pemenun

Braaa B
JOCTHIKEHHE IeIH
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IIpunosxenne Ne 8
K METOAHYECKHM PeKOMeHAAIMAM
10 MPOBEAECHHI0 KAPTHPOBAHHSA NPOLECCOB
B OPraHax HCNOJIHHTEJbLHO BJIACTH,
rocyapcTBeHHBIX opranax bearopoackoit o0macTu

®opma
Kaprta nenesoro coCTOSHHUS NPOLECCA K...»
2| OrmicaHiHe Imara IpoIecca TexcroBoe CpoK He pernaMeHTHPOBaH CpOK ITO permamMeHTy
| HemonmuTrems OITHCAHIe H
| TIpoXOIKITebHOCTE TOTEPB €T
Kaprta neaeBoro cocrogHas nponecca «[Ieppuunblil npuem rpa:xiam»
;. 1. Bxomur®' : 2. Hpgerx 7. Hmer - 8. Tlngr Ha 9°Otnaet - < 10. TIposepger 34, Tlomyvaer
3hAHIE -a;ji\qg_mcmampy . »KalImer - nepsrim{_;ﬂii'__‘ - : ﬁq;{y_mgm_'m ' . HMOKYMEHTE],_ . 3anBNeHIIe

T R b i~ OpHeME . MHCHEKTOpY 3afaeT BONPOCH: - -
- ’ S . 2 " MHCIIEKTOpY * - - - L ‘
- Tpanpamim, |:> Tpakmamii | _ Tpaxpanim E> TpamAaHH . :>‘1‘-Ra.5!imimf E> THucnexrop .. Tpaxmpamm
"T0c.—3mmm. | a5 ) ‘10e.—  +. ST AT, P 20306, . 28— It 306 -
O L0 ey [0 L O e | 2msec

BIIII (Bpemsa npoTekaHusi nponecca) — 32 MuH. 40 ¢. — 1 gac. 10 mun. 30 c.




