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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
apyroro. PaspaboTka AaHHOr0 NPOrpaMMHOro pelleHns segércs komnaHmen **000 “BUT"**, B
LaHHOM CMpaBO4YHOM PYKOBOLCTBE NpuBeAeHbl pekoMeHaauum no pabote ¢ CUCTEMOWN 3NEKTPOHHOIO
[OKyMeHTOoobopoTa (fanee - Cnctema). [loKyMeHT npefHa3HayvYeH 414 nojb30BaTeNleNn CUCTEMBI.

OcCHOBHble (PYHKL MU NPOrpaMMmbl:

* perncTtpaumm n y4éta LOKYMeHTOB (BXOAALLMX, UCXOOALWMNX, BHYTPEHHNX);

* NONYYEeHUS INEKTPOHHOW NOYThl AN AanbHenwen 06paboTku;

e nony4veHus obpaweHmin n3 N’MC XXKX 1 0TBETOB Ha HUX;

* noJsiyvyeHue obpalleHnn n3 JIN4HOro kKabuHeTa XNUTeNa N OTBETOB Ha HUX;

* MOArOTOBKMW NPOEKTOB UCXOAALLMX Y BHYTPEHHUX LOKYMEHTOB, UX COrlacoBaHUSA 1
YTBEPXAEHUS;

* MOCTAHOBKW 3ajad, AOBedeHNs UX [0 UCNOJTHUTESIEN N KOHTPOJIA X0A4a UX UCMOJTHEHUS;

e paboTbl C UMEKOLWUMAUCS Y KOMN@HWUN KOHTPareHTaMm, XxpaHeHe X KOHTaKTHOW MH(opMaLnK;

* NOArOTOBKM OTYETOB 0 paboTe B Nporpamme;

* MOWCKa OOKYMEHTOB M 33434 COrJlaCHO pa3/InyHbIM YCJIOBUAM;

(hopMMpoBaHNA apxmBa 3aBEepPLUEHHbIX JOKYMEHTOB M 3a4au.

B nporpamme nmeeTcsti BO3MOXXHOCTb MOCTPOUTb BCO paboTy C AOKYMEHTaMu B opraHm3auun. Kpome
TOro - OpPraHN30BaTb NOCTAHOBKY 3a4ay4 MeXay COTPYAHMKaMM C BO3SMOXKHOCTbIO KOHTPONA. Takxe -
XPaHUTb UHGOPMALIMIO 0 KOHTPAreHTax, C KOTOPbIMK Belacb Koraa-Hubyab unm BenéTcs B
HacToswee Bpems paboTa. Mpu HeobXoAMMOCTM, MOXKHO MOCTPOUTL HacTpanBaeMble OTHETHI 3a
nepuog, No KOHKPETHOMY COTPYLHMKY, OpraHmauum n T.n.
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