PACIIOPAXKEHHUE

AJIMHAHUCTPALIUH BEJTOPOJACKOTO PAMOHA BEJTCOPOACKON OBJIACTH
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06 yTBepKICHHH METOANTECKHX peKoMeHIanuii Mo NpPoBEICHHAIO
KapTHPOBAHHs MPOLECCOB B agmuaHcTpanud bearopoackoro paiiona

B Le/sfiX MOBBINICHHUA PE3YJBTATHBHOCTH H 3 (EKTHBHOCTH [JCATENBHOCTH,
OpraHM30BaHHOW B COOTBETCTBHH C NpUHIMIAMHE GepexIMBOTO YIpaBlIeHdd B
aJMHHHCTpaluy benropoackoro paiioHa, B COOTBETCTBHH C pacropKeHHeM
aJMHHHCTpaLMK benropoackoro paifioHa ot 15 MapTa 2019 r. Ne 565 «O6
yreepxaenud  [lomoxenua 0 GepeXJIMBOM  yINpPaBJICHHH B aJIMAHHCTPaLUH
BenrepoAckoro paioHay:

1. YTBepAMTh METOJMYECKHE PEKOMEHJIALHH IO TpOBEICHHIO KapTHPOBAHHA
B aJMUHMCTpanuy bejropoackoro paiioHa (mpunararorcs).

2. PykoBomurensM  CTPYKTYPHBIX nojpasjeneHui aJIMAHHCTPALIAA
Benropoackoro paiioHa obecnieyuTh peanu3aLuio MEpOIIPHATHH,
NpeNyCMOTPEHHBIX ~ METOIMIECKUMH peKOMeHJalMsAMM MO MPOBEACHUIO
KapTHPOBaHHMA NPOLECCOB B aAMUHHCTpalHH Benropoackoro paioHa.

3. KoHTponb 3a MCTOJHEHHEM PpacTOpsDKEHHA BO3JIOXHUTH Ha KOMHTET
SKOHOMMYECKOro pa3sBHTUA aIMHUHHUCTpalHH Benropozckoro paiiona (B.B. IlleeHKo).

[aBa aAMHHHCTPALNH
BeJIropoicKoro paioHa ‘ A.T. IlonkoB



YTBEPXKJIEHDBI
pacnopsizkeHneM aMHHACTPALAH
BeaAropoACKoro paiona

oT o/ e _c_;’él,ﬁ o 2019 1. Neg5 5

MeToauuecKHe peKOMEHIALHH N0 NPOBEICHHI0 KapTHPOBaHHS
npoleccoB B aMAHHCTPAUHH Besropoiackoro paiiona

1. OcHOBHBIE NOJIOXKEHHS

1.1. HacTosimme MeToANYeCKre pEKOMEHAIlUH 110 TIpOBE/ICHAIO KapTHPOBAHHUA
IIpOLlecCcOB B aAMHHUCTpALHA Benropozickoro paiiona (nanee - METOIHYECKHUE
pEKOMEH/IaLlMK) paspaboTaHbl B COOTBETCTBUM C pacropsHKeHHEM aMUHUCTPALHK
Benropockoro paioHa oT 15 mapta 2019 . Ne 565 «O6 yreepxaeHaH 11onoxeHus 0
GepesIMBOM yNPaBIeHHH B aqMUHMCTpalKH bearopoackoro paiioHa».

1.2. Hacrosiupe MeTOAMYECKHE pPEKOMEHIAUNH paspaboTaHbl B LEIAX
OBBILIIEHHA Pe3y/IbTAaTUBHOCTH H 3((eKTUBHOCTH JAEATENBHOCTH, OpraHU30BaHHOX B
COOTBETCTBMM ¢ TpHMHLMMaMH GepexnBoro yIpaBleHHs B aJMHHUCTpalHH
BenropoacKoro paioHa.

1.3. Hacrosmme MeTOgUYecKHe pPEKOMCHAALNH onpeAenaloT IOPANOK
IIpOBeNeHNs KapTMPOBAaHHs NpPOLECCOB aJMHHUCTpauuy benropoackoro paioHa
(nanee - aIMMHHCTPALHAS paiioHa).

1.4. KaptupoBaHHe Iporecca - cxeMa (anroput™), oTobpaxaromas KaKIbIH
STall ABIKEHHs MATEPUATBHBIX M MHOPMALMOHHBIX OTOKOB C IIeJIbIO BBIABJIICHUA
BO3MOXKHOCTE!N yCOBEPIIEHCTBOBAHMS TEKYILIEro mpouecca ero NpHONMKEHHSA K
ONTUMATBHOMY COCTOSTHHIO.

KapTupoBaHue Ipolecca ABIAETCS ONHHM H3 HHCTPYMEHTOB G€pexIMBOro
yIpaBJIeHUS.

Pe3ynbTaTOM KapTHPOBaHHA NMPOLECCOB ABICTCH HHULMALKA U peanu3anus
GepexIMBBIX MMPOEKTOB, KOTOPBIE TAKXE MOTYT 06beIHHATECS B MOPT(EIN MPOSKTOB
aIMHHHUCTpALIMHU paioHa.

1.5. 3agauu KapTHPOBAHUSA:

- BEIpaboTKa eJHHOTO MOHATHHAHOTO annapata i BCEX YYaCTHHKOB IIpolecca,

- BU3yaJIH3all{s KaXIOro 3Tarna JABIKCHUA MaTepHalbHBIX ¥ HHQOPMAIIHOHHBIX
MIOTOKOB,

- BBISIBJICHHE TTOTEPh U MX HCTOYHHKOB;

- paspa6oTka 3(QQEKTHBHBIX YIPaBICHIECKHX pelleHui Ui ONTHMHU3ALNN
nporecca.

1.6. KapTupoBanue rnpouecca BKII04acT B cebs 5 JTaroB:

- [TOATOTOBHUTEJIBHBIH JTAIl;

- [IOCTPOEHHE KapTHl TEKYIUEro COCTOSHHUA NPOLecca,

- ITOMCK ¥ aHaJM3 mpobeM;

- COCTABJICHHE KapThl LIEJIEBOr0 COCTOAHHS IPOLECCa;

- pa3paboTKa Ij1aHa MEPONPHATHH 110 NOCTHKCHHUIO uesnen.
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2. PekoMeHaal UMM 10 OpPraHU3alMi H METOAHKE NnpoBeACHUSA
NOATrOTOBHUTE/JIBHOI0 3TaNa KAPTHPOBAHHS npoueccon

2.1. TTIOArOTOBUTENBHBIA 3TAll KapTHPOBaHHUs [POLECCOB TPe/ICTaBIsIeT coOoH
cbop m obobmenre HHGOPMAIMM O MPOLECCaX B CTPYKTYPHBIX IMOJPAsICICHHAX
aJIMMHUCTpALIMHU PaifoHa, BEIOOP IPOOIEMHBIX IPOLIECCOB, ONPEICICHNE BHY TPEHHETO
¥ BHEIIIHETO TOTpeOUTeIIs.

2.2.3a1aua NOArOTOBHTEIFHOTO 3Tala KapTUPOBAHHUS - IOTYYHTh HHPOPMALIUIO
060 Bcex Tpoleccax B CTPYKTYPHBIX IHOAPA3NeNeHHMAX aIMUHUCTPALMK paldoHa C
1EJIBIO BBISIBJICHUS U yCTPAHEHMS TIOTEPE.

2.3. [ToAroTOBUTEBHBIH 3Tall KAPTUPOBAHMUS BKIIOYAET B CeOs:

- BEIOOp mpo1iecca;

- 000CcHOBaHHE BHIOOPA MPOIECCa;

- ompejiesieHre IPaHuI] IIPOLECCa;

- opMHpOBaHUE KOMaH/Ibl OEPEXKIIMBOTO MPOEKTA;

- OmpesieIeHUE LIETIEH;

- 3ar0JHEHHe KapTOUYKU OEepEeXIUBOrO IMPOEKTa.

2.4. TIpouece UIsl ONITUMHU3ALUK B paMKaxX OepexIMBOIO MPOEKTa otOupaeTcs
Ha OCHOBaHUU CIEIYIOIINX KPUTEPUEB:

- He Y/IOBJIETBOPSIET BHYTPEHHHX U (M) BHELIHUX [I0TpeOUTENCH;

- ABJISIETCS] HAanboJIee PeCypPCOEMKUM;

- 3aTpy/AHSET MOBBIIIeHHE J>(PPEKTHBHOCTH CTPYKTYPHBIX o/ipa3iesIeHU M
aJIMUHHCTpALIUU palioHa,

- IPUBOJHUT K CPBIBY CPOKOB BBINOIHEHHsS paboT B paMKaX AEATETBHOCTH
CTPYKTYPHBIX IO/(pa3ielieHHii aIMMHUCTPAlUK paiioHa.

2.5. B o6ocHoBaHMM BBIOOpa Ipollecca HEOOXOAMMO yKa3aTh IPHUYMHBI
BO3HMKHOBEHHS IOTPEOHOCTH B yIy4IlIEHUH ITpoIecca.

2.6. OmpenesneHue TPaHUIl NIPOIECCAa - MEPOIPHUATHE, KOTOPOE MO3BOJISCT
ONpeNeNUTh MacliTabbl ONTHMM3ALMM Ipollecca ¢  LENbI0  ONTHMAIbHOIO
pacrpe/ieNieHusl UMEIOIIUXCS PeCypCoB.

OCHOBHBIE 3TaIlbl ONPEIETICHUS I'PAaHHUII ITpoLiecca:

- ompejesieHre IepBoi U MOCTeqHEN onepaliy B IPOLECCe;

- ompejeseHHe MOTPeOUTENs MpoIecca, MOIy4YaloIlero M HCIONb3YOMEro
pe3yJIbTaThl poIECCa,

- OIIpejieJIeHHe KOHEUHOro pe3yibraTa mpouecca.

2.7. Tlocne BbIGOpa mpollecca ¥ OIpeleleHHs ero rpaHull (popMHpyeTcs
KoMaHa 0epeXxIMBOro IIPOEKTa.

2.7.1. Komanma GepexIMBOro MpOeKTa MPEJCTaBIseT COOOW TIpyIIy JIHI,
00BbEeIMHEHHBIX IS BBIITOJHEHHS KOHKPETHOHM 3aJa4yd I10 YCOBEpLICHCTBOBAHHUIO
NesITeIbHOCTH.

2.7.2. B cocraB KOMaHIbl OepeXINBOIO IMPOEKTa BXOJAT:

- PYKOBOJAMTEIb IIPOEKTA,

- COTPYIHHKH CTPYKTypPHOTO IIOZpa3feieHus aJIMHHHCTPAlMK paHoHa,
3ajieficTBOBaHHbIe B Iporecce (2 - 4 yenoBeka);

- akcneptsl (1 - 2 yenoBeka);
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- OCHOBHBIE HCIIOJIHUTEIH, HE SIBISIIOLIUECS COTPYAHHKaMH CTPYKTYPHOTO
Topa3ieNieH sl aIMUHUCTPALMK PalioHa.

2.8. Onpenenenue meei 6epexxIMBOro NpoeKTa.

2.8.1. Llenbro GepeXkIMBOrO MPOEKTa SBIISETCS yCTpaHEHUE BBISBICHHBIX B XO/I€
KapTUPOBAHUS IOTEPb.

2.8.2. ®opMyIHpPOBKa LIeJTH OEPEXITNBOTO IPOEKTa JIO/DKHA OBITh!

- KOHKPETHOM;

- U3MEPUMOI];

- IOCTHKAMO# B paMKax 0003Ha4E€HHOT'0 I1€pHO0/Ia BPEMEHH.

2.8.3. Llenb MepOIPUATHIA IO TTOBBIIIEHUIO 3QHEKTUBHOCTH Ipoliecca T0/DKHA
pelaTh clieAyolue IpodIeMBbI:

- COKpallaTh peCypCOEMKOCTh IPOLECCOB (TPYN0EMKOCTh, (UHAHCOBBIE
pecypcsl U T.A.);

- COKpaIllaTh BpeMsl IPOTEKaHUs [Ipoliecca.

2.8.4. 1lenn MepOTPHUSATHIA IO MOBBIIIEHHIO 3G(GEKTUBHOCTH MIPOLECCa MOTyT
OBITh CKOPPEKTUPOBAHBI MOCTIE TPOBEIEHHUS ITOCTPOEHHS KapT TEKYIIEero U IeJIeBOTO
COCTOSIHHS ITpoLiecca.

2.9. Ilo pesynpTaTaM BBIIOJIHEHUS MEPOIPHUATHH, H3JI0XKEHHBIX B ITyHKTaX
2.4, - 2.8. HACTOSILErO paselia, 3aloJHIeTCsl KapTouka OepexIMBOro IpOeKTa Io
dopme cornacHO mpuiIokeHHIo Ne 1 K HaCTOSIIUM METOAMYECKUM PEKOMEHIALMSIM.

3. PexoMeHaanum 1o MeTOAUKe MNOCTPOCHUSA
KapThl TEKYLIEro COCTOSIHUA npouecca

3.1. KapTa TeKyIero cocTosiHusI Ipoliecca - 3T0 rpadu4ecKoe Mpe/CTaBlIeHUe
TMIOCJIEI0BATENBHOCTH OIEpallyii, TI03BOJISIONIee YBUAETH IPOOIEMBI B IIPOLECCE, HX
IIEPBOIPUYMHBI, @ TAK)KE Pa3paboTaTh NPEIIOKEHH 110 YIIy4IIEHHIO ITpoLecca.

3.2. OCHOBHBIE 3TaIbl COCTABIEHUS KapThl TEKYILETO COCTOSIHUS IIpolecca:

- IpOBeICHHUE MPEIBaPUTEIBHOIO aHaJIN3a TEKYIIET0 COCTOSHUS MPOILecca;

- MPOBEJIEHNE 3aMEPOB BPEMEHH 110 IIPOLIECCY;

- n306pakeHre KapThl TEKYIIET0 COCTOSIHUS Ipoliecca Ha Oymare B Buzie 0JI0K-
CXEMBI.

3.2.1. I[IpoBeneHue mpeABapUTEIHLHOTO aHAIN3a TEKYIIETO COCTOSTHUS ITpoIiecca
IO ClIeayomuM hakTopam:

- OmIpe/IeJIeHre KOJINYecTBa 3a/1eiCTBOBAaHHOIO IIEPCOHAIIa,

- oTIpefieJieHHe KOJIMYecTBa 3a/1eliCTBOBAaHHOIO 00OPY/10BaHHUS;

- OIIpe/ieJICHHe MepeMelleHUN COTPYTHUKOB,;

- Ompe/IeIeH e IT0CIeJ0OBAaTeIbHOCTH BBITIOTTHEHHS OIIEPALIUH.

3.2.2. TlpoBeneHue 3aMepoB BpeMeHHM (XpoHOMeTpaxka) IO Ipoleccy
MIPOU3BOJUTCS B MOPSIIKE COIIACHO NMPHIIOKEHHIO No 2 K HACTOSIIUM METOAMYECKUM
pPEeKOMEHAaLMsIM U BKIIIOYAEeT:

- XpOHOMETpaXK Orepaluii B paMKax IIpoLecca;

- XpOHOMETpax NepeMellleHNN;

- XpOHOMETpaXk BPEMEHHU IIPOCTOS.

[Ipy mnpoBemeHWM 3aMepoB BpeMeHM (XpOHOMETpaXka) II0 IpoLeccy
HeoOX0oauMO:
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- 03HAKOMMTBCS ¢ HOPMaTHBHO-TIPaBOBOH JOKyMEHTalheH,
perjaaMeHTHPYIOLIEHN MPOLecc;

- OIIPEIEIUTh CPOKH peajii3aliii MpoLecca;

- ONpejeNUTh MOCIENOBATeHHOCTE OlEepalyi 0 Y4acTHHKaM IIpoLecca
(omepary mpoIecca 3aMUCHIBAIOTCS B XPOHOIOTHYECKOM MIOPSIIKE).

dopMynHMpOBKa ~ONepalyd [IOJDKHAa  BKIIOYaTh B cebst riaroil
CYIIECTBUTEILHOE.

B 3aBUCHMOCTH OT CTENEHH AeTaTM3alliy Mpolecca ONepalid MOryT ObITh
00beIMHEHE] B OJIOKH OIepaLui.

[lpy TmpOBEJEHMH 3aMEepPOB  BPEMEHH (XpoHOMeTpaXka) IO  IPOIECCy
ompeieIseTcsl BpeMs, 3aTPaulBaeMoe Ha KaXAyl0 ONEpalHio, KOTOpoe 3aHOCUTCA B
Tabaumy 1o (opMe COracHO NPHIOKEHHIO Ne 2 K HACTOALIMM METOAMYCCKUM
pEeKOMEHTalUsIM.

IIpy IIpoBe/IeHHH XPOHOMETpaXka HeoOX0AMMO OOPaTHTh oco0oe BHUMaHKE Ha
BpeMs OXHAaHus (IPOCTOsT). DTO MEPUOJ BPEMEHH, B TEHEHHE KOTOPOrO COTPYAHUK
HE MOJKET BBIIIOJHATH TPeOyeMyIo OIepallfio I0 IpoLeccy. BpeMs 0XkKuIaHus MOXET
6BITH 000CHOBAHHBIM (HaIpUMeD, MToTydeHHe HH(POPMAIMH OT IPYroro CTpyKTYPHOTO
MofpasfeNeHusl aIMUHUCTpAlluM pafioHa IO paHee HaMpaBICHHOMY 3ampocy K
OIpejie/IeHHOM 1aTe) B HeOOOCHOBAHHBIM.

Ko/M4ecTBO 3aMepOB BpeMeHH (XpOHOMETparka) 110 TIPOLECCy T0JDKHO OBITh
He MeHee 3.

[lpy HEBO3MOXXHOCTH  (AKTHYECKOTO TIPOBENEHHS  3aMEpOB BpeMsi
OTIpeaeNsIeTCs DKCTIEPTHO Ha  OCHOBaHHUH HMEIOIINXCS ~ MaTepuajoB
(BXOAIIME/MCXOISIIHE TTHChMa, JKyPHAIIbI PErHCTPAIMK, JIEKTPOHHBIE CUCTEMBI U
T.IL.).

3.2.3. M306paxkeHue KapThl TEKYILIEr0 COCTOSHHS Mpolecca Ha Oymare B BUIIE
GII0K-CXEMBI OCYIIECTBIISIETCS MOCIIe MPOBEIEHHS BCEX 3aMEPOB U OTPaXKaeT Onepaliii
B paMKax I[polLiecca, BpeMeHHbIE MHTEPBANBI UX BBHIIOJIHEHUsS OT MHHUMANBHOTO J10
MaKCHMAJIbHOTO 3HadyeHusi BpeMeHH. PopMa KapThl TEKYLIEro COCTOSHHMs Ipolecca
Tpe/CTaB/eHa B IPHIOKEeHHH N 3 K HACTOSIIIUM METOJANIECKUM PEKOMCHAAIHUAM.

3.2.3.1. TloctpoeHne KapThl TEKYIUErO COCTOSHHUS OCYIIECTBIIAETCS CleBa
HAIpaBo I10 MOTOKY.

B ciydae, Korga mpH IPOBEIECHWH 3aMEpPOB IO IPOIECCY, yCTaHABIUBACTCH
BapuaOeIbHOCTD BBIMIOJHEHHS OIEpalii, BAPUAHTEI MPOTEKAHHUS oToOpaxaroTcs Ha
KapTe C MOMOIIBO MyHKTUPHBIX JIMHUN PasHbIX LIBETOB COIJIACHO MPHJIOKEHHIO Ne 4
HACTOSILUM METOIUYECKUM PEKOMEHIAIUSIM.

OCHOBHBIE OIepalliy MPOLEcca HAHOCATCs Ha KapTy IPH NOMOLIM CTUKEPOB 1
YCIIOBHBIX 0003HAYEHHII COTNIACHO MPHUIOKEHHIO No 5 K HaCTOAIMM METOAUICCKIM
pEeKOMEHIALUsIM, C YKa3aHHEM BPEMEHHBIX HHTEPBAJIOB X BBITOIHCHHS.

Bce onepaiiiu mpolecca Ha KapTe OTpaKaroTCsl MOCIeI0BATENIBHO.

Unpopmanmio 06 omepamusx Ipouecca (HaUMEHOBaHME, JaHHbBIC 00
MCIIOJIHUTENE, BPEMEHHbIe MHTEepBalbl BHIIOJIHEHUS) PEKOMEH/yeTCs HAaHOCUThH Ha
JKEJThle CTUKEPHI.

B  oTHOmIEHMM KaXIOM oOmepauuyd Ipolecca  3aJaroTcs  BONIPOCHI,
npezcTaBiIeHHbIe B Tabuie 1.



Tab6auua 1
Ne Bonpocel OTBeTHI HA BONPOCHI
n/n
1. | Yro? OmpezenseM Onepanuio
2. | KT0? OmnpeieisieM MOCTABIINKA paGOTHI (LEHHOCTH)
3. | Orkyna u kyzna? OmnpezensieM MapIIpyT: YTO NPEIUIECTBYET JaHHOM

OIEpaIMK | CIEIyeT MOCIIe Hee
4. | Kora i ckoIpKO TpaTHTCS BpemeHH | OmpezenseM Bpemsi KakIOH ONepauud, BpeMs

(mepuoANIHOCTE)? IPOCTOSI MEXK]1y OnepalusiMu
5. | Ectp byt poOIeMbl npu | OnpenenseM npoOneMbl, BO3HUKAIOIIME B XOIC
BBITIOJHEHHH OTIepaLliy? BBITTOJTHEHUS Ollepalliu

3.2.3.2. C NOMOLIBIO YCIOBHBIX 0O0O3HAYeHHH B MPOIECCE OTOOPAKEHHS
omepallii Ha KapTy HAHOCATCS MpOONEMBI, BBIABICHHbIE B XOIE€ BbIIONHCHHSA
orepaLui.

J{nist 0603HaueHKsl Ha KapTe MpobJieM pPEeKOMEH/yeTCs MCI0NIb30BaTh KPACHbIC
CTHKEPBI.

I[Tpo6neMbl HEOOXOIUMO HAHOCHTH Ha KapTy IMOC/IEIOBATENbHO IO Mepe HX
BBLISIBJICHHS B IIPOLIECCE.

B cimyuae, Korja IpH BBISBIGHHM MPOOJIEM B paMKaX IMOCTPOCHHS KapThl
TeKyILero COCTOSHUS MpoLecca KOMaHIOH MpoekTa ObUIH CHOPMHPOBAHBI MYTH UX
pelleHus, OHH pa3MEINAIOTCs Ha 3€leHBIX CTHKEpax psaoM ¢ 0003HaYEHHOU
poOIEeMOH.

B ciydae, Korga MeXIy ONepaldsMd WMEIOTCS MOTepU B BHIE OXKUAAHUS,
naHHas MHGOpPMALUsSI HAHOCUTCS Ha KapTy C yKa3aHHeM BPEMEHHU MPOCTOS.

3.3. ITocrme TOro, Kak Ha KapTy TEKYyLIero COCTOSHHUS Mpolecca HaHeCeHa
MH(POPMAIHS 110 KaXKIO! OIepaluH, IIOACIUTHIBACTCS BPeMs IPOTEKAHHS IpoLecca.

Bpems mnpotekanust mpoiecca (BIIII) - cymma o0miero BpeMeHH IO BCEM
OIeparusaM, BKIIFodas o01ee BpeMs IoTepb.

4. PexoMeHIALHH 1O METOAHKeE MOUCKA H aHAJIH32a NMpobieM

4.1. AHanu3 mpoOieM, BBIBICHHBIX B XOJ€ IOCTPOCHHs KapThl TEKYIIEro
COCTOSIHUSI, BKJIFOYAET:

4.1.1. TlocTpoenue mupaMus! IpobieM no popme COrnacHo NpUI0KEHHIO Ne 6
K HACTOSIIIAM METOANYECKHM PEKOMEHAALUAM, [IPelyCMaTPUBAIOIEE PAaHKHPOBAHHE
npobJieM 110 YPOBHSIM:

- yPOBEHb A[MHUHHCTPALU paloHa - TPOOJIeMBI, PEIIEHHE KOTOPBIX HE TpeOyeT
NPHUBIIEUEHHUsS JONOIHUTEIBHBIX PECypCoB U BO3MOXKHO CHJIaMH CTPYKTYPHOTO
TIoZipas/esieHus aMUHUCTPAllUK paioHa, B KOTOPOM IPOXOIUT KapTHPOBAHHUE;

- PerHOHANBHBIH YPOBEHS - IPOGIIEMEI, PellieHHe KOTOPBIX TpeOyeT NpoBe/IeH s
MEpOTIPHATHI ¢ PUBJIEYSHHEM OPTaHOB BIACTH OOIACTH M BHECCHHEM U3MEHEHUN B
pPEerHoHaIbHOE 3aKOHOATETbCTBO;

- (efepalbHEI ypOBeHb - IPOGIEMBI, PelleHHe KOTOPBIX TPeOyeT BHECEHUe
u3MeHeHni B heepanbHOe 3aKOHOAATeNECTBO, paboTy (efepalbHBIX IPOrPaMM.
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4.1.2. TTouck nepBOMPUIKH NPOOIIEM, BBIIBICHHBIX B XO/I€ TIOCTPOCHUS KapThl
TEKYIIIEro COCTOSIHUSI IPOLIECCa, B OTPE/IENIEHAE Ty TeH UX PEIICHAS.

JInst ToWcKa IEpBONPUYHMH INIPOOJIeM PEeKOMEHIYeTCs MCIOJB30BaTh METON
«5 moyemy?», CyTb KOTOPOro  3aK/IOYaeTcs B  M3Y4YCHHH  IPUYHHHO-
CJIeJICTBEHHBIX CBSI3€H, JIXKAIIUX B OCHOBE TOM MIIM MHOM IPpOOIeMBL.

OCHOBHOII 3amauell TEXHUKH SBISETCS MMOUCK IEPBONPUYNHBI BOSHUKHOBEHHUS
npoGJIeMbl ¢ TOMOLIBIO TIOBTOPEHUsI BOIIPOCa - «[Touemy?». Kaxaslii mociemayrommm
BOIIPOC 3aJaéTCsl K OTBETaM Ha IPEeBIIY Ui BOIIPOC.

4.2. TToce morcKa MepBONPHYKH TpoOiIeM KOMaHI0H OepekIMBOro MpOeKTa Ha
OCHOBE MMeroIeiicss HHPOPMAIIMK METOIOM «MO3IOBOTO IITypMa» pa3padaThiBaloTCs
pelLeHus.

[Tocne pa3pabOTKH pelIeHnH HeoOXOMMO MPOBECTH OLEHKY BKJIa[a KaX[oro
pelleHds B IOCTIDKEHHEe IelH TpoeKTa (COKpalleHHe BpPEMEHH, pacCTOSIHUH,
KOJIMYECTBA YYACTHMKOB M T.I.) C 3allONHEHHEM TaOJMIBI COITIACHO NPUJIOKEHHIO
No 7 x HacTOSAIIMM METOANYECKUM PEKOMEHIAIUSM.

5. PexoMeHaallHH MO METOAHKE COCTABJICHHS]
KapThl LeJIEBOT0 COCTOSIHHUSI Mpolecca

5.1. Kapra 11eeBOro cOCTOSHUS Ipolecca - 3TO rpapuyeckoe NpeCcTaBIeHue
[10CJIeI0BATEIBHOCTH OIepallHif, T03BOJISIOLIEe YBUIETh, KaKUM Oy/IeT IpoLecc rnocie
BHeJpEeHHMs pa3pabOTaHHBIX YIIy4IIeHHH, KOTOpble MOTYT ObITh NPHMEHEHb B CPOKH
peatu3aliy IPOeKTa [IPU HATHIHH HEOOXOMMMBIX pecypcoB. Popma KapThl LENIEBOTO
COCTOSIHUSI ITPOLIeCCa IPeICTaBIeHa B IpUIoKeH!H No 8 K HaCTOSAIIMM METOIUYECKIM
pEeKOMEHJalUsIM.

5.2. TlocTtpoeHHe KapThl LENEBOrO COCTOSHMS IPOLECCa BKIIOYACT B celst
CJIeIyIOIIHEe 3TAIIbL:

- ompejieNieHre TPaHull IIpollecca, Hayajla i OKOHYaHMs TIPOLeCca,;

- BEIpabOTKa pEeIeH i 0 COeIMHEHHH BCEX OIepallii poecca Mexty cobotii ¢
OTpaXe€HHEM ITO0TePb, KOTOPhIE B IAHHBIH MOMEHT HEBO3MOXKHO UCKITIOYUTE;

- yKa3aHWe BPeMEeHH KaXK[[0W Oleparyy;

- [IOJICYUET BpeMeHH NpOTEeKaHMs IpoLecca.

6. PexoMeHaauuu no pa3paGorke njaHa MeponpusTHii

6.1. Ilpu cocTapleHMH IUIaHa MEPONPHUATHH IO JOCTHXXEHHIO IeseH
VYHTBIBAIOTCS MPOGIEMBbl U TPE/JIOKEHUs COTPYAHUKOB, BBIABICHHBIC B MPOLECCE
KapTUPOBaHMS.

6.2. ITpu cocTaBieHHH IIJTaHA PEKOMEH/IyEeTCsl 3a1aBaTh KIIOUEBBIE BOMPOCHL:

- KaKoe o0yJeHre HeOOXOAUMO MPOBECTH?

- KaKHe IpOLeqyphl JODKHbI ObITh H3MEHEHBI?

- KaKHe OIepali MOXKHO eIaTh NapajuiesbHO?

- KaKHe OoIepalyu MOTYT OBITh 00beIMHEHbI?

- KaKHe COTJIacOBAHMsI BO3ZMOXXHO UCKIIIOUUTE?

- KaKue JIBHKEHHUS U TIePEMEICHUs] COKPATUTh?
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- KaK¥e OpraHU3alMOHHbIC MEPOTIPUATHS IIPOBECTH?

6.3. B miaHe HeoOXoAMMO O00O3HAYMTH IPOOJIEMBI W MEpOIPUATHS,
HampaBjeHHble Ha ux pemreHue (Tabnuua 2). OQHO MEPONPUATHE MOXET OBITH
HaIIpaBJIeHO Ha PElleHHe HECKOMBKHUX mpobiem. Ha pemenue onHOU po0IeMbl MOTYT
OBITH HaIPABJIEHBI HECKOJIBKO MEPOIPHSATHH.

6.4. BaxxHO OIpenenuTh OTBETCTBEHHBIX 32 Ka)X10€ MEPONPHUITHEe U CPOK
peanu3ali MEPOIIPHUATHS, yKa3aB ero JaTy Hayaja i OKOHYaHHS.

Tabauna 2
Il1aH MeponpUATHIA
No Ipo6nema MeponpusiTHe, HaNpaBJieHHOe Ha OTBeTCTBEHHBbIH Cpok
n/n pelueHne npobJiemMbl (Hauano-

OKOHYaHHeE)




ITpunoxenne Ne 1
Kk MeToan4ecKHM peKOMEeHAalHsAM
Mo NpoBeJeHHI0 KAPTHPOBAHHUSA
NpoiueccoB B AAMHHHCTPAIIHH
Bearopoackoro paiona

Kaprouka Gepe:x1HBOro NpoeKTa

O0mmue faHHDBIE:
3aka3uuk: (pyKOBOIUTED CTPYKTYPHOTO
MoZpa3AeeHus] aflMUHHCTPALUH
paiioHa/3aMeCTHUTEIH ITIaBbl aIMMHUCTPALIMK paiioHa
- PYKOBOJHMTEIH KOMUTETOB/NIEPBBIA 3aMECTUTETb
rJ1aBbl aIMHHHACTPALIMK palOHa - PYKOBOJMTEIIb
anrapara aIMUHHCTpaUuu benroponckoro
paiioHa/rnaBa aIMUHMCTpaUMK besropozackoro
paiioHa).
ITpouecc: (HauMeHOBaHHe MPOGIEMHOrO MpoLEecca,
KOTOPBIA HEOOXOAUMO YITyHLIHUTB).
Ipannubl_nponecca: (¢ 4ero HaYWHaeTcs rnpouecc?
HarpuMep, 3asBJIEHUE MPaKIaHHHAa, MOTyYeHHe
3a4BKHM U T.J. U YeM 3aKaHYMBaeTcs npouecc?
NoJlyuyeHHe OTBETa Ha 3arpoc IpakAaHUHOM,
ToJIy4YeHHe rocyJapCTBEHHOM yCITyru).
PykoBoauTe/b IpoekTa: (PyKOBOAHUTEIb
CTPYKTYPHOrO MOApa3eeH s, B KOTOPOM MPOTEKaeT
npowecc).

Komanaa npoekra:

Ob6ocHoBanue:

(HeoOX0AMMO yKa3aTh IPUYHHBI BOSHUKHOBEHHUS
MOTpeGHOCTH B YJTy4YLIEHHH MPOLIECCca, HAallpuMep,
OYEHb JJTUTEJIbHBIH MPoLecc, MOBTOPAEMbIH
rpoLecc, TPYAOEMKHH MPOLECC, «CKBO3HOM
IpoLIECC, OTCYTCTBHE YCIIOBUH (yKa3aTh KAKUX)
JUTS CBOEBPEMEHHOH pealn3alivy NpoLecca,
HalM4Ke aj100 rpakaaH (HeoOXoIUMO N0Ka3aTh
JMHAMHKY BO3pacTaHHs »kajiod 1o Npoueccy U
T.0.).

Henun u 3¢pexThI:

IIpumep,
1. CokpaieHne BpeMeHH NPOTEKAHHSA
npouecca ¢ MHH./10 ____ MHH.
2. CokpameHnne TPyJ0e€MKOCTH Ipoiecca ¢
yej/yac A0 4ej/4ac.

Cpokn:

1. CrapT npoekTa. 3alIHTAa KAPTOYKH MPOEKTA
(mara).

2. AHa/1H3 TeKyLlel CHTYallHH (JaTa HavaJja -
JaTa OKOHYAHHSA):

2.1. PazpaGoTka TeKyluel KapThl mpouecca
(zmaTa HaYaJIa - 1aTa OKOHYAHHS).

2.2. ITouck u BbIsiB/IeHHE NPo0.Jiem (1aTa
HAYAJIA - JaTA OKOHYAHHA).

2.3. PaspaGoTka neJsieBoii KapThl pouecca
(xaTa HA4YaJIa - 1aTa OKOHYAHHSA).

2.4. Pazpa6oTka «10pOKHOH KapThI»
peajiM3alHH NPOEKTAa (AaTa HAYaAJIA - aTa
OKOHYAHHS).

2.5. 3amuTa «I0POKHOH KapTh» nepea
3aKa34yHKOM (arta).

3. Bueapenue y1y4nieHui (1aTa HayaJja - 1aTa
OKOHYaHHS).

3.1. IIpomeKyTOYHbIH KOHTPOJIb BHINOJIHEHHS
MepoNpHATHII POoEeKTa (JaTa HAYaJIa - aTa
OKOHYAHHS).

4. Ouenka pe3yJbTaTOB IPOEKTA.

4.1. Anayin3 TeKymei CHTyallHH mocJje
BHeJpeHHs yJy4llleHHii (1aTa HaYa/a - 1ara
OKOHYAHHUS).

5. 3akpbiTHe NpoekTa (JaTa).




10

IIpuioxenne Ne 2
K MeToanyeckumM peKoMeHIauusiv
N0 NPOBEAEHHIO0 KAPTHPOBAHHS

®opma 3an0JTHeHHsI 3aMePOB BpeMeHH (xponomerpaska) no npoueccy

NpoueccoB B aIMHHHCTPALHH
bearopoackoro paiiona

HaumenoBanue npouecca:

« »

Jara
NnpoBeeHHs!
XpOHOMeTpaxa

r.

PemameHTupyemoe BpEMs BbINIOJIHEHHS Mpouecca

YuacTHuk npouecca 1 (s HokHoCTD
YuacTHHK npouecca 2 10)5 (0] HokHocTh
- ~
= »
= = E = = o= = 3 5
= = = = = == S = » - T B
g 8 g = Sz x| == e T 2
2 o = 2 TasE| 9x ¥ E s Q
= 5 -~ S 2 9 = S w vV = L an =
Ne gE 5 g5 S| Sg8g8| £22¢8 £gE
o/ | HammenoBamue paGor g2 g EZ| E8528| S &= £ s £ =
v (] 2 =
(omepauwuit) no npoueccy | % & g = 28| SEEE| 2258 SEd
n - - T = = g 3 E Z38 = o E v 2
E © E g E°| 3558 Fz5¢E F=a
g £z b QEZE| £E g © ©E¢
< g2 2 5] Q a:a &= o S g
e & % =2 2 = g 2
(] o
1 2 3 4 S 6 7 8
1. | HaumenoBanue onepaunn 1
2. | HaumenoBanue onepauun 2
3. | HaumeHoBaHue onepaunu 3
4. | HaumeHoBanue onepauuu 4
n_| HaumeHoBanue onepauuu n
Obwee pakTHueckn
3aTpayeHHoe BpeMsl Ha
npouecc*

*3anonusiercsi rpada 5
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Ilpunoxenune Ne 5
K MeToaHYeCKHM peKOMeHJalHAM
N0 NPOBEJCHHIO KAPTHPOBAHHA NPOLECCOB
B aaiMuuucTpaunu bearopoackoro paiiona

Yci10BHbIE 0003HAYEHHS, PEKOMEHAYeMble VISl IOCTPOEHHsI KAPThI Mpolecca

MOTOKA OTepaLuit

Tepmun O6o3nauenne Onucanue
Hcnonb3yercs anis 0603HaueHUs onepauuii yuacTHHKA
1. Onepauus npouecca. Onepanys 3aMuChIBAETCS B TEKCTOBOE OKHO
npouecca crenyroumM obpazom: «aenaer ... (4To-TO)», TO €CTh
«IJ1aroJi + CylmeCTBUTEIBLHOE)
2. Hanpasyenme Hcnons3yercsa ansa o603HayeHHs nepeaayn JOKyMEHTa
——)p | / AH(OpMamyH. Iloka3biBacT HampaBjeHUE MOTOKA,

B3aUMOCBS3b OTACJIBHBIX JICMEHTOB MPOLIECCa

3. Cs3b onepauun ¢

Hcnone3yercst uii 0003HAUYEHHsI CBSI3M OINEpALUH C

co3aHueM /
co3manueM / w3MeHeHHeM aokyMmeHTa. CTpenka,
U3MEHEHHEM /
S——————— —— . HampaBJIeHHas B «.pez(alcumo JokyMeHTa» (. 4),
- O3HAUaeT «BBIXOZ», CTPEJKa, HAMpaBlieHHAas B
(BXOI/BHXOM) «OMepaNHrIO yJacTHHKA nporeccay (1. 1) — «Bxom»
Hcnonesyercs i 0603HaueHHs CTAINI TPOXOKACHHS
JOKYMEHTAIUH. Homep 1 0603HayaeT
4. Pepakuus CO3/IaHHbI/3aMOTHEHHBIH BIEPBBIC JOKYMEHT,
JIOKYMEHTA JaTbHEHINass HyMepalus - 3Tarbl BU3HPOBAHUSA, TAITBI
JOTOTHEHHUA/U3MEHEHHsT TOKYMEHTa U T.1. [loBTOpHOE
COIJIACOBAHHE JJOKYMEHTOB B CXEME HE OTPAKACTCS
Hcnonbsyercs VIS 0003HaUECHUSA npouecca
5. Obmen omepatuBHOro cbopa  HaHHBIX. PekoMmeHnyeTcs
uH(OpMaLueH €= == =) UCTIONIb30BaTh JaHHOE 0003HaueHWe, 4To0Bl MOKa3aTh

BCE€ NOIMOJIHUTEIIBHBIC OTICPALIUH

6. Ilepenaya u3 pyk B
Pyku

Hcnone3yercs i 0603HAYESHHS MEPEfadd JOKYMEHTa
Ha OYyM@)KHOM HOCHTEJIE H3 PYK B PYKH

7. Ilepenaua no
3JIEKTPOHHOM MOYTE

Hcnons3syercs Ui 0003HaueHUs nepeaaun
NOKyMeHTa/nH(pOpMaIUH 1O JIEKTPOHHO#M 1MouTe

8. Ilepenaya no —E — Hcnonssyercs i} 0003HaueHHA nepeaayn
TeneoHy uH(pOpMaIHH 10 TeseOoHy

9. Ilepenaua yepes HUcnonesyercs TUTSt 0003HaYeHHS nepenayn
SJIEKTPOHHYIO nH(pOpPMaLMK B CTIELMANIBHON 3MIEKTPOHHOM cHcTeMe /
CHCTEMY - nporpaMme

10. JlononuuTensHas

Hcnonesyercs mwis o6o3HaueHus 000 TEKCTOBOM
JIOTIOJTHUTETBHOM HH(pOpMaLUH, HMEIOIIeH

uHpopManms CYIIECTBEHHOE 3HAYCHHE [UI1 AQHAIHA3a W MPOBEACHHS
JAbHEHINX YITYUIICHHI
11. Torepa / Hcnonbdyercs s 0003HAYSHWS  BBIABJICHHBIX
' npo6neM/HapyEeHHH/TIOTePh B MOTOKAX M MPOLIECCaX.
HECOOTBETCTBHS, . N "
[{Ber — xpacubiii. [{udpoii o603HaYaeTCs MOPSIAKOBBIMA
npobrieMbt
HOMEpP
Hcnonedyercss mia o603HaueHHs] perneHuii mpobieM.
2. Petticrns [ser 3enensii/rony6oii. L{udpoit ob6o3nauaercs
npobiem Yool P

TOPSIKOBBIH HOMEP
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