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«lennc Apxus» - Ha Bce 100% poCCUNCKAsa apXMBHas KomMnaHus!

E%. = = b
i I - t
- | )
Cucrema /looposoasnoii Cepriuduranum
Bpone
y OPTAH 10 CEPTH®NEALINN
\ i ECTBO C OFPAHHYERHOR OTRETCTBENHOCTIO
OO KORCATTH,

? CaHkT-lNeTepbypr

«leamne Aansncy
(000 «llenne Aabsncy)

? MocKBa

| N° 10-0092971 | FOCT PMCO 9001-2015
dBnAemca onepaTopom (ISO 9001:2015)

?ycpa NepCcoHabHbIX JaHHbIX

POCKOMHaA30pa EcTb cepTudpumkar ISO

[ HoBocnbumpck

XabapoBCK ?

By = s = S i & ‘] . > r ( r r‘r)—err‘L)Lr‘J—[ __,r/l E‘i‘.\
B50% inincosmimons 10 conees snooyemn | mmmEETEnE o P mmen o
O yenyru Bosepawarotcs O 6onee 3 Bupos yenyr N

| 2091 ot 19.09.13 | 1157 ot 19.09.13

ll'ocy KNMUEeHTOB 0b6pallatoTcs 1 0 nepBbiX KNNEHTOB
O o pekomengauum C HaMM JO CMX Nop Nnuensns GCTIK Muuensus GCTIK

& HDenuc ApxuB 1 »



NHOOPMALMA [JICITTEGTITT

AHpekc

Sl

Xopollee
MEeCTO

4,8

AenucApxus CpefHAs OLEHKa
KNneHToB B AHAEKC

& Henuc Apxus
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[Tnowaab apxnBoB
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Kopo60oB Ha XpaHEeHUN

HoTapuychbl
XPAHAT JOKYMEHTbl Y HaC



2NV CIIVIIA

LY, ApxuBHble ycnyru

HaBegem nopsanok B AOKYMEHTax, MUHUMU3NPYEM PUCKN U COKPATUM 3aTpaTbl.

— XpaHeHune nbbiX BUAOB JOKYMEHTOB;
— NpaBuU/bHAsA apxuBHasa 06paboTKa;

— 0T6OP AOKYMEHTOB Ha YHUUTOXEHUE;
— CAaua B rocyaapCTBEHHbIN apXuB.

dyndunmeHT (oTBeTCTBEHHOE XpaHeHue)

Bo3bmeMm Ha XpaHeHue 1 06CNy)KNBaHME N6ble MaTepuanbHble LEHHOCTH

— MPUeMm OT NOCTaBLINKOB;

— XpaHeHue;

— YYeT;

- noa6op no 3agBKaM 1 MOArOTOBKA K OTNPAaBKe MAapKETUHIOBbIX MaTEPMANOB.,
CYBEHMPHOW NPOAYKLMU, KAHLENAPCKNX TOBAPOB, PA3NINUYHbIX TOBAPHO-
MaTepuanbHbIX LEHHOCTEN OpPraHu3aLuun.

|—r VHUUTOXEHUE JOKYMEHTOB

KoHmnaeHumManbHOCTb A0 NOCNEeAHEro Knovka ymaru.
— VHUUTOXEHNE JOKYMEHTOB Ha LWpeaepe;

— KOHTEeNHepbl AnsA cbopa AOKYMEHTOB B oduce;
— MOGUNbHbIN Wpeaep.
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CKaHupoBaHVe AOKYMEHTOB
N Co3aHNe NIeKTPOHHOro apXxuBa

B 90% cnyuyaeB 06palleHNN K AOKYMEHTAM, AOCTAaTOYHO NX 3/TEKTPOHHbIX KONUMN.

— nepeBoj 6ymaru B 3N1€KTPOHHbIN BUJ;
— yAo6Haa cuctema rnoucka;

— 3/1eKTPOHHbIV apXnB B NOMNb30BAHUE;
— 3arpy3ka [aHHbIX B NOBYI0 CUCTEMY.

ABTOMATU3ALUA U KOHCANTUHT B
o6nactu 06cnyXuBaHusA AOKYMEHTOB.

ABTOMaTU3MpyeM nNpoLeccbl U COKPaTUM 40 MUHUMYMa TeKyLLue 3aTparbl.

— cucTtema ynpasneHusa KoHteHtom (CSP);

— cucTema pacrno3HaBaHua JokymeHToB (OCR);

— CMCTeMa CKNaAcKoro yueta 4okymeHToB (WMS);

— KOHCANTWHI B 06/1aCTU aBTOMATM3ALMMN NPOLLECCOB W COKPALLEHMA 3aTpaT.

JKoNornyecKkue ycnyrm

[Tomo)kem 3apaboTaTb HAa HEHY)XKHbIX BeLax, NPy 3TOM CO6/1t0CTH
3aKOHOAATeNbCTBO.

— BbIBO3 1 YTUIN3ALMA CTAapON 0ODUCHON TEXHUKM;
— BbIKYN CKM1AACKNX OCTAaTKOB 1 HEBOCTpPeboBaHHbIX TML;
— akumna «Cy660THUNK B odauce».



A PXM BH bl E ycnyr I/I HaBegem NopsAoK B AOKYMEHTAX, MUHUMU3MPYEM PUCKN
1 COKpaTUM 3aTpaTbl

XpaHeHue nbbiX JOKYMEHTOB

COKPATWUTb 3aTpaThl HA apeHy, 0CBO6OANTbL CKNaj, pelmnTe BOnpoc ¢ 6€30MacHOCTbIO, MOMYUYNTb ONUCH AeN

o6e31nyeHHoe XxpaHeHne B Kopobax, 0CTaBKa B feHb 06paLlleHNsl, KOHTPONIb CPOKOB XPAaHEHUSA, CKaH JJOKyMeHTa B TeYeHune yaca

lpaBunbHasA apxuBHas 06paboTKa

COXPaHUTb BaXXHble JOKYMEHTbI, CAeNaTb N3 CK/lada C 6ymaroi/'| COBpeMeHHbIIZ apXxums C yﬂO6HbIM MONCKOM

o6pa60TKa npoBOoAUTCA MO NpaBuiam N nNepeyHam POCapXVIBa
OT60p AOKYMEHTOB Ha YVHUUTOXKEHUEe

3dKOHHO YHUUTOXWTb CTaPble JOKYMEHTDI, ocB0o60aANTDb Od)I/IC, pewnTb BOMPOC C 6e30MaCHOCTbIO

00 80% OOKYMEHTOB XpaHATCA 5 net. Ctapble 6yxrantepckue, 4OroBOPHbIE N ApYrne JOKYMEHTbl MOXHO YHUUTOXUTb
Caaua B rocyaapcTBeHHbIN apXuB

noaAroToBnUTb N nepeaarb B roCapxXxmB AOKYMEHTbI MO TNYHOMY COCTaBY U OCHOBHOMW AeATeNnbHOCTHU, MONYYNUTb aKT NpUemMa-nepenayn

BeCbMa TPYAOEMKNWN NPOLECC, Ha Nepeaady AOKYMEHTOB yXOAUT OT 3 A0 12 mecsiLeB C MOMEHTa OKOHUaHNUS 06paboTKY

& Oenuc Apxus




A PXM BH bl E ycnyr I/I HaBegem NOpAgoK B JOKYMEHTaX, MUHUMU3MUPYEM PUCKH
N COKpaTVM 3aTpaTbl
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B 90% cnyyaeB obpaLleHnm

3NEKTPOHHbBIVN APXUB 1 CKAHVIPOBAH IV EI s

NX INEKTPOHHDIX KOMnK

NMepeBog 6ymaru B 3N1eKTPOHHBIN BUR

UTO no3BonseT:
oundpoBaTb JOKYMEHTbI MH06bIX 06beEMOB U DOPMATOB Y BaC B 0InCe UMK C BIBO3OM K HaM

UTO HY)XHO 3HaTb:
npowunTble AOKYMEHTbI HE PaClLNBAKOTCA, ULBETHOE UTN L4/6 CKaHNUpPOBaHWNE, COXPaHUM BETXNE MaTepPUanabl

NMporpamma "IneKTPoHHbIN ApXuB" B NONIb30BaHNE

UTo no3BondeT:
6bICTp0 N HEQOPOro nNonyvynTb CUCTEMY, B KOTOpOI7I MOXHO XPaHUTb N HAXOAWUTb mo6b|e O6pa3bl OJOKYMEHTOB

UTO HY)XHO 3HaTb:
AeneHune npas AOCTYNA K AOKYMEHTaM, Mto60e KONMuecTBo Nofb3oBaTenen, yaobHbI MOUCK 1 6bICTPas BbIrPy3Ka AOKYMEHTA

Yno6Has cucrtema nouckKa

UTo no3BondeT:
ANAa KaxXgoro Tuna AOKyMeHTa olfnpenendaeTcsd CBOI7I Ha60p MONCKOBDbIX NapaMeTpPoB

UTO HY)XHO 3HaTb:
n3eneyvyeHne NONCKOBDbIX NMapaMeTpoB OCylWwecTBAdeTCAa npn nomowm CUCTeMmbl paCno3HaBaHUA NN PYyUYHbIM METOAO0M

3arpysKa AaHHbIX B 1I06YI0 cucTemy

UTo no3BondeT:
3arpy3nTb 06pa3bl JOKYMEHTOB U /UNN UX MHAEKCHbIE NapaMeTpbl B NHOBYI0 CYLLECTBYIOLYI NHOPMALMOHHYIO CUCTEMY

UTO HY)XHO 3HaTb:
BO3MOXHO 3arpy3nTb AaHHbIe aXe B CUCTEMbI, KOTOPbIe He NpeayCMaTPUBaOT MAaCCOBYH 3arpy3Ky
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IR EL0),03,1703 JOKYMEHTOB | ofedenis nons epmars

YHUUYTO)XEeHne JOKYMEHTOB Ha wpepepe

UTo no3Bonder:
Nn3mMmernbynnTb B BallemM I'Ipl/lcyTCTBI/II/I I'H06ble O6'beMbI ,El,OKyMeHTOB

UTO HY)XXHO 3HaTb:

AOKYMEHTbI MOTYT 6bITb VHNUYTOXEHDbI C c|3a|7|naM|/|, CKpenkamu, narnkamu
CO CKOPOCTbIO 10 2 TOHH B yac

Mo6unbHbIN Wpepep

UTo no3BondeT:
VHUYTOXNTb CaMbiée KOH(bI/I,[I,eHLI,I/IaJ'IbeIe AOKYMEHTbI pAAOM C BallM Od)I/ICOM

UTO HY)XHO 3HaTb:
nepes yHNUTOXEHNEM HY)XHO U3bIMaTb hanbl, NANKu, NPON3BOAMTENBHOCTb Wpegepa Ao 300 Kr. B yac

KoHTenHepbl gnsa c60opa ROKYMEHTOB B othuce

UTo no3BondeT:

pewWnTb BONPOC C KOHPUAEHLUNANbHOCTbIO, OTKA3aTbCs OT OPUCHbIE WpPeaepoB 1 GBYMaXKHbIX OTX0A0B,
3a60TNTbCA 06 3KONOrNun

YTO HY)XXHO 3HaTb:
B PO 3anpelleHo BbibpacbiBaTb 6ymary B Mycop, 3a 3T0 NpeaycMoTpeH wtpad
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(OTBETCTB. XPAHEHWE) | Gopueniapasene s occnysasne

\] L/
Cknapg Knacca A, nonoyHoe v nasieTHoe XpaHeHue ]
[Mprvem OT NOCTaBLWNKOB, XpaHEHNe, YYET, NoA60p MO 3asABKAM 1 KOMMEKTOBaHWE, 4OCTAaBKA B PErvoOHbI B _ _
MapKETUHIOBbIX MAaTePUanoB, CYyBEHUPHOMN NPOAYKLMU, KAHLENSAPCKNX U MHbIX TOBAPOB. I_l Ll I_l Ll I_l
{1TO NO3BONAET:
COKPaTUTb 3aTpaThbl, PEWNTb BONPOC C COXPAHHOCTbIO UMYLLECTBA, 6bICTPO MacwTabupoBaTbCA, NOMyYaTb
OTYETHOCTb |—|
UTO HY)XHO 3HaTb:
BO3MOXHOCTb peann3oBaTthb Nt0bble Npouecchl, F’M6KUM rpaduk paboTbl, UHTErpPaLUM C NOObIMU YUYETHBIMU CUCTEMAMM |_| I_
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\BTOMATU3ALINS N KOHCTANTUHT [t

Cuctema ynpasneHus KonteHTom (CSP)

UTO no3BonAeT:
XPaHUTb 1 06CNYXMBaTb Ntobble AaHHbIe, yNPaBAaTb NpaBaMu AOCTyNa, obecneunBaTb NHO60ON 6U3HEC-NPOLECC, OCYLWECTBAATL YAOOHbIN NOUCK AAHHbIX

UTO HY)XHO 3HaTb:
POCCUIMCKAsA NPOMbILINEHHAA pacnpefeneHHas CUCTeMa, UHTerpupyemasn yepes APl ¢ N06bIMU NPUNOXEHNAMN

CucTemMa apXMBHOro yuyeTta gokymeHTos (WMS)

UTO no3BonseT:
BeCTU yqu Hannmyuma gen B apXI/IBe, O6CI‘Iy)KI/IBaTb 3arll pOCbI non b30|3aTene|7| Ha BbI,El,aHy OpI/IFI/I HaA/NoB, BEeCTU KOHTpOI‘Ib CpOKOB XpaHeH Nna N CTAaTUCTUKN

YTO HY)XXHO 3HaTb:
pa60TaeT C HeorpaHnM4YeHHbIM KO/TNMYeCTBOM apeCOB XpaHeHNA, OCYLWLEeCTBNAET yUeT KakK 6yMEl)KH biX, TAK N 3MEKTPOHHbIX JOKYMEHTOB

Cuctema pacno3HaBaHus goKymeHToB (OCR)

UTO Nno3BONSAeET:
aBTOMaTI/IBI/IpOBaTb I'IpOLl,eCC n3sneyeHma mn3 ,EI,OKyMeHTa AAdHHDbIX, C X 3aHeCeHnem B yl—IeTHbIe CNCTembl

UYTO HY)XXHO 3HaTb:

dBTOMAaTunU4yeCKH o6yqaemaﬂ CncrtemMa C BbICOKMM Ka4yeCTBOM pacClno3HaBaHWNA, MOXXET
NMPUMeEHATbCA KaK CepBepHOe pelweHne nian B Ka4yecrtee cepBuca no noarnnmcke

KoHcanTuHr B 061aCcTy aBTOMaTU3aL MM NPOLECCOB
N COKpALLeHNA 3aTpaT

UTO no3BoNfeT:
BbISIBUTb HE3(D(DEKTUBHbIE NpoLecchbl U A0 50% COKPATUTb CBA3AHHbIE C HUMU 3aTPaTbl, MUHUMU3NPOBATb PUCKN

UTO HYXXHO 3HaTb:
He BO3bMeEM AieHer 3a NMNPOEeKT, NOKa He AOCTUTHEM NPOrHO3npyembiX pe3ynbTatoB N0 3KOHOMUN

Eﬁ Oenuc Apxus
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BbiBO3 1 yTUNM3aLMA CTapon 0(pUCHON TEXHUKMN

UTo no3BondeT:

He TPaTUTb A€HbI Ha YTUNN3ALUIO CTAPON OPUCHOMN TEXHUKN U 060PYyA0BaHNS,
a NpoaaTthb ee 1 NONMYyYnUTb aKT 06 yTUAM3aLumum

UTO HY)XHO 3HaTb:

No BCei TeppuTopumn Bbikynaem MK, npuHTepsbl, HOYT6YKKU, MDY, cepBepbl,
NNaHwWeTbl, TenedoHbl U MHOTOe Apyroe

AKumMa «Cy660THUK B ohuce»

YTOo no3BonsAeT:
6ecnnaTtHo ocB060AMTb CBOM OPUC OT CTAPOU TEXHUKKN, MaKyNnaTypbl

UYTO HYXXHO 3HaTb:
onepatnuBHO npuenem n BbiBesem BCe, YTO 3aX/1aM/1A€T Ball OdJVIC

BbiKyn CKNaACKUX OCTAaTKOB U HEBOCTPe60BaHHbIX TML,

UTo no3BondeT:

6bICTPO 0CBO6OANTDL ODUC MK CKNNAA OT BCEIO HEHY)XXHOTO, OTKA3aTbCA OT NIMLIHEN apeH bl
N BEPHYTb AeHbr B 060pOT

UTO HY)XHO 3HaTb:
ONepaTuBHO OLEHUM U BbIKyNuM 1t06ble TOBApHbIe OCTaTKK, 060pyaOBaHNE K MHOIFOe Apyroe

& Oenuc Apxus

[Tomoxem 3apaboTaTb Ha HEHY)KHbIX BELLAX, MPWU 3TOM

COBMOCTU 3KOMOTNYecKne Hopmbl PO

A N NCNCRNONONON O

11 P



KOHTAKTDI

Ouc B Mockse:
109028, XoxnoBCKKUKM nep, a. 16, cTp. 1

Oduc B CaHKkT-lleTepbypre:
n. [lapronoso, [oOpCckoe wocce, 4. 6

Oduc B Yhe:
yn. degoposckas, A. 5
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