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BEPHYTbCA Ha IraBHYIO

DN1eKTPOHHbIA AOKYMEHTO0bOopoT

9NEeKTPOHHbIA A,OKYMEHTO000pOoT - 3TO aBTOMATN3MPOBaHHAsA MHOIOMOJIb30BaTEIbCKas CUCTEMA,
COMNpoBOXAalLLLan npouecc ynpassaeHns paboTon opraHmusaumm ¢ Lenblo obecneyeHns BbINOIHEHNS
3TOW OpraHun3aumnen CBOMX yHKLMIN, CBA3AHHbIX C pernctpaunen n y4éToM OOKYMEHTOB,
NoAroTOBKOW MPOEKTOB AOKYMEHTOB, MX COrlaCOBaHMA U YTBEP)KAEHUSA, MOCTAHOBKOM 3afa4 BHYTpK
opraHusaunn, nx 4oBefeHus 0o UCNOJHUTENER N KOHTPOJIA X04a UX UCNOJHEHNS. A Tak)XXe MHOroro
Aapyroro. PazpaboTka AaHHOro MPoOrpaMMHOro pelleHns BeféTca KoMnaHuen [www.bit76.ru|000
“BUT”]. B nBaHHOM CNpaBOYHOM PYKOBOACTBE NMpMBeAEHbl pekoMeHaaunn no pabote ¢ Cuctemon
3/IEKTPOHHOr0 AOKYMeHToobopoTa (aanee - Cnucrtema). [IoKyMeHT npegHa3HavyeH ANs nosb30BaTeNen
CUCTEMBI.

OCHOBHble (byHKLMM NPOrpamMMbl:

* perncTpaummn n y4éta LOKYMEHTOB (BXOOALUNX, NCXOAAWMX, BHYTPEHHUX);

* MOJIy4EeHUS 31IEKTPOHHOW NOYThl 4S8 AafbHenwen 06paboTkuy;

e nosy4veHus obpaweHmin n3 N’C XXKX 1 0TBETOB Ha HUX;

* nonyveHue obpaleHnin u3 JIN4HOro kabmHeTa XNUTENS U OTBETOB Ha HUX;

* MOArOTOBKMN NMPOEKTOB UCXOAALLMX N BHYTPEHHUX AOKYMEHTOB, UX COMIaCcOBaHUS U
yTBEpPXAEHUS;

* MOCTAHOBKW 3ajad, 4OBeAEeHNS UX L0 UCNONHUTENIEN 1 KOHTPOJIA X04a UX UCMOSTHEHUS;

e paboTbl C UMEKOLWNUMAUCS Y KOMN@HWUN KOHTPareHTaMm, XxpaHeHe X KOHTaKTHOW MH(opMaLLnu;

* MOArOTOBKM OTHETOB 0 paboTe B Nnporpamme;

* MOWCKa OOKYMEHTOB M 3a4a4 COrJlacHO Pa3/InyHbIM YCJI0BUAM;

e (hOPMMPOBaAHMSA apXM1Ba 3aBEPLUEHHbIX JOKYMEHTOB ¥ 3a4au.

B nporpamMmMe nmMeeTcs BOSMOXHOCTb MOCTPOUTb BClO paboTy C AOKYMEHTaMM B opraHm3aunm. Kpome
TOro - OpPraHNn30BaTb NOCTAHOBKY 3a4ay4 MeXay COTPYAHMKAMU C BO3SMOXXHOCTbIO KOHTPOISA. Takxe -
XPaHUTb UHGOPMALIMIO 0 KOHTPareHTax, C KOTOPbIMW BeNacb Koraa-Hubyab unm BenéTcs B
HacTosee BpeMsi paboTa. Mpn HeE0OXOANMOCTU, MOXXHO NOCTPOUTL HAaCTPAUBAEMbIE OTYETHI 33
nepuoj, No KOHKPETHOMY COTPYAHMKY, OpraHu3aLmm n T.n.
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