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BepHyTbCS Ha rnaBHyto

DN1eKTPOHHbIA AOKYMEHTO0bOopoT

MO «[lokyBepn>» - 3TO aBTOMATU3NPOBaHHas MHOrOMoJib30BaTe/IbCKas CMCTeMa, COMPOBOXAatoLLas
npouecc ynpasneHns paboTon opraHnsaunm c Lenbto obecnevyeHns BbINOJHEHMA 3TON OpraHn3aunen
CBOUX (PYHKLMIA, CBA3AHHbLIX C perncTpaumen n y4éTom 4OKYMEHTOB, MOArOTOBKOM NPOEKTOB
[OKYMEHTOB, UX COrJlacoBaHMA N YTBEPXAEHNS, MOCTAHOBKOW 3a4a4 BHYTPU opraHmu3aunm, nx
LOBELEHNSA 00 NCMONHUTENEN N KOHTPOS X04a UX ncnoaHeHms. PaspaboTka gaHHOro
NPOrpamMMHOro pelueHns segétca komnaHnen 000 “BUT”. B faHHOM CNpaBOYHOM PYKOBOACTBE
npuBeaeHbl pekoMmeHgaumm rno pabore ¢ CUCTEMON 3NEKTPOHHOI0 AOKYMeHToobopoTa (fanee -
CucTtema). [IoKyMeHT npegHa3Ha4yeH ANns nonb3oBaTeNen CUCTEMSI.

OcCHOBHble (PYHKL MU NPOrpaMMmbl:

e pernctpaumsa n y4€T LOKYMEHTOB (BXOAALLMX, UCXOOALWMNX, BHYTPEHHNX);

* MOJIy4eHne 3JIeKTPOHHOWN NOYThI A1 AasibHelLwel OTNPaBKN OTBETOB 13 MPOrpaMMbl;

e nosy4veHune obpateHnin n3 MNC XXKX 1 0TBETOB Ha HUX;

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

* MOArOTOBKMW MPOEKTOB NCXOOALWMX U BHYTPEHHUX LOKYMEHTOB, UX COr1acoBaHne u
YyTBEPXAEHUE;

* MOCTaHOBKa 3afay, foBeeHne UX 40 UCNOJIHUTENIe N KOHTPOJIb X043 UX UCMOJIHEHUS;

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

* NOAroTOBKa OTYETOB 0 paboTe B NporpaMme;

* MOUCK AOKYMEHTOB ¥ 3afiay COrjiacHoO pa3/iM4yHbIM YCJI0BUAM;

(hopMmpoBaHMe apxnBa 3aBepLUEHHbIX JOKYMEHTOB 1 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.

dneMeHTbl MHTepdenca
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Ho6po noxanoeaTtb!

OKHO aBTOpPU3auum Mocne nepexoga
no CCblJ1ke, I'Ipe,EI,OCTaBJ'IeHHOVI NnoJsib30BaTEJIi0, B OKHE aBTOPU3aUnn rnporpamMmmbl cCneanyetT BBeCTU
OaHHble, NpenocCTaBJieHHble aAMUHNCTPATOPOM CUCTEMBI - JIOTUH U MapOoJib. MNocne ycnewHoro eeoja

dBTOPM3aUMNOHHbLIX AaHHbIX N HaXXaTWA Ha KHOMKY BonTn NPOUCXOONT 3arpy3ka NporpaMmbl.
B Oowynes v -

N/

ANEKTPOHHBIA

Mocne 3arpy3kun B 0OKHE NPOrpamMmbi
LOCTYMEH XXYPHa BXOASLINX LOKYMEHTOB. B HEM npeAcTaB/eHbl CO3AaHHbIE N0Jb30BATENSMU NN
npuvileaLlne No CBS3aHHON C NPOrpaMMOit 3NEKTPOHHOWN MNOYTE AOKYMEHTHI.

OCHOBHOE OKHO nporpamMmMmsbl U €ro 3JiIeMeHTbl

%] OcHoBHOE MeHIo nporpaMMBl - pasaensi.

e Bxogasuine - LOKYMEHTbI, KOTOpbIe NOCTYMAloT B OpraHM3aLnio n3sHe. Bkaw4vaeT B cebs
[peTeH3nn n AKTbl OCMOTpA.

e licxomswme - LOKYMEeHTbl, KOTOPble FOTOBAT COTPYAHUKN OpraHu3aumu.

* BHyTpeHHME - [OKYMEHThI, OTHOCALWMECS K KaTeropun “OpraHn3auoHHO- pacrnopsagnTesbHble
LOKYMeHTbI”, cyXebHble 3annckun, Npukasbl, pacnops>KeHuns, 3asBaeHnsa n T.4.

e 3a[a4M - Ha UX OCHOBAHMM MPONCXOOUT OCHOBHOE B3aMMOLENCTBME MeXAy COTPYAHNKaMK
opraHmusauun. Mo cBA3aHHbLIM JOKYMEHTaM U OTAebHO.

e ApXvB - LOKYMEHTbI 1 3afia4n, paboTa Cc KOTOpbIMU Bblla NOSIHOCTLIO 3aBEpLUEHa.

e KOHTpareHThbl - pa3fes C 4OCTYMNOM K CMMCKaM KOHTPareHToB opraHu3aumm - GU3n4ecknx nim
topUaNYeCcKnX nuy, (B TOM Ynucne - opraHoB HaZ30pa), a TakXKe JOoCTyn K hopMupyemMbiM B
nporpamme oT4yeTam).

e OT4yeTbl - pa3fen ¢ LOCTYMNOM K CMUCKaM OTYETOB, KOTOPble AOCTYMHbI TeKyLemy
noJib30BaTeslo.

e [Mounck - pe3ynbTaThl MOUCKa B MPOrpaMMe C BO3MOXXHOCTbIO NoAPOBHOMN puabTpaLnm.
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MeHI0 HacTpoek ¥ yBef,OMJIeHUN

e MMepekntoyaTesb aKTUBHOIO COTPYAHMKA (MOXeT 6biTb 60/bLLIE OAHOrO)

¢ YBeOM/IEHUNS (KOJIOKOJIbYMK) - MEHIO BCEX YBEIOMIEHUI NPOrpaMMbl, Pa3aesieHHbIX No
KaTeropumsm.

e [lepeknoyeHmne TemMbl 0PoOpMAEHUS

MeHI0 nonb3oBaTensa (MHMLMAsIbl aBTOPU30BAHHOMO MOb30BaTENS) - HACTPOMKK, CNpaBKa 0O
nporpamMmme, KHOMKN CMeHbl MoNb30BaTeNs U BbIXO4a U3 MPOrpamMmsl.

LLeHTpanbHas 4acTb MHTepdeica nporpaMmmbl

XypHan pa3gena - nepevyeHb 06bEKTOB (HanpuMep, LOKYMEHTOB UK 3afay), NpeacTaBAeHHbIX
B TabfM4HOM BuAe C AefleHneM Ha CTpaHuLbl. [OCTYMHO NepekslnyeHne KoanyecTsa
00BbEKTOB, O4HOBPEMEHHO AOCTYMHbIX Ha CTpaHuLe (25-100).

bbiCcTpble PUALTPLI pa3aena - PUNbLTPbI, KOTOPLIMU NOJL3YIOTCA Yalle BCero.

KHomnka npocMoTpa 3anucei B TEKYLLEM XYpHasle Ha KOHKPETHYIO JaTy.

MeH10 31eMeHTOB 0TOOPaXXEHNS - MOKa3 B MOHOIKPAHHOM PEXMNME, CKPbITUE KOIOHOK
XXypHana.

®yHKUMOHanbHas KHormka Co3faTth - OCHOBHAS KHOMKA, HaXKaTue Ha KOTOpYH No3sonseT
C034aTb HOBbI 06BEKT (KapTOYKYy AOKYMEHTA, 3aflaydl, KOHTpareHTa v T.4.) B AaHHOM
pa3sgerne.

KapToq Ka OOKYyMeHTa
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B KapTouyke OOKYMeHTa nNpeacTaB/iieHbl cnepylowme 31eMeHTbl MHTepdenca:
1. KHONKW AOMONHUTENbHBIX OENCTBUIA

e KHonka nobaBneHns Teros.

e KHonka fobaBneHnsa py4yHon cBa3n. OTKPLIBAETCS OKHO MOMCKa W CBSA3bIBAHMSA C TEKYLLUM
00BEKTOM AOMOJIHUTENbHbIX BPYYHYIO.

e KHOMKa nevyaTtn OpMbl KAPTOYKM JOKYMEHTA.

2. BNOK peKBU3NTOB AOKYMEHTa.

e TeMa JOKYMeHTa - 0 YEM 3TOT CO3[aBaeMbll JOKYMEHT.
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e Mcxoasilumin HoMep - HOMep UCXOASLLEro, KOTopbIi Obl1 BO BXOASALWEM AOKYMEHTE, KOTOPLINA
NonyyYunn.

Tun [OKYMEHTa - K KAaKOMy pa3fesny AOKYMEHT OTHOCKTCS.

CTaTyC AOKYMEHTa - COCTOSHME, B KOTOPOM HaXOAWUTCA LOKYMEHT B JaHHbIA MOMEHT.
Hanpumep, 3TO YepPHOBUK N [OKYMEHT, NepeaaHHbiin B paboTy.

e PErmcTpaumnoHHbIi HOMEp AOKYMEHTA - O4epPenHOM HOMEpP perncTpaumnm.

JlaHHble 0 BpeMeHW Co3aaHns JOKYMEHTa 1 aBTOpe, KOTOPLIA ero cosaan.

CpoK IOKYMEHTa - MJIaHnpyeMbli CPOK, KOTOPbIA 0TBOAMTCS Ha 06paboTKy 3anpoca no
LNOKYMEHTY.

MpuopnTET - BbICTABASIEMAs BaXKHOCTb JOKYMEHTA.

3. BNOK faHHbIX OTNPaBUTENS OKYMEHTA.

e TN OTNPABAEHNS - OTKYAA NOJIyYeH BXOAALMNIA JOKYMEHT, MO KaKOMY KaHany CBsi3W.

e TUN OTNPABUTENS - KATErOpPUS OTMNPABUTENS BXOAALEr0 JOKYMEHTa.

OpraHu3aums - 3anoJIHAeTCs, eCav OTNPABUTESb - OPUANYECKOE JINLO WU KOHTPOINPYOLLNIA
OpraH.

e OTNpaBUTeNb IOKYMEHTA - HENOCPEACTBEHHAsA NEPCOHA OTMNPABUTENS, OT KOTOPOro MoJyyeH
BXOJALLMA OKYMEHT.

JlaHHble 0 TenedoHe 1 3IEKTPOHHOIN NoYTe OTNPABUTENS IOKYMEHTA.

CBSiI3aHHbIN C JOKYMEHTOM afpec - afipec, No KOTOPOMY MoJly4eH 3anpoc. MoXXeT 0T/IM4aThCs
0T agpeca OThnpaBUTENS.

4. Bknafku hyHKLMOHANbHbIX YacTen KapTOUKMN.

e VIH(hopMauus - none Ans ykasaHus SOMNONHUTENbHOW NHPOPMaLMK O LOKYMEHTe.

e Qannbl - nHTephenc gobasneHuns Gannos K KapToyKe LOKYMEHTa.

e CBA3U - MecTO 0TOBpaXKeHNs [OKYMEHTOB WM 3a[ay, KOTOpble CBA3aHbl C CO34aBaeMbIM
[OKYMEHTOM.

e llcTopunsa - NCTOPUSA U3MEHEHNI COLEPXKMMOro UM CBOMCTB CO34aBaeMoro OKyMeHTa.

5. BNoK (pyHKLNOHabHbIX KHOMOK.

e COXpaHMUTb - Ha)KaTUe COXpPaHSAET COAEPKMMOE KapTOUKM 1 3aKpbIBaET eé.

e HasHaunTb 3a4ayy - HaxxaTue OTKPbIBAeT NHTEPGENC Ha3HAYeHNS CBA3AHHbIX C JOKYMEHTOM
3a71a4 Nno ero 06paboTke 0AHOMY UM HECKONBKUM UCMIONHUTENSAM.

OTBETUTb - HAXKaTNE NPUBOAUT K BbICTPOMY OTBETY Ha 3aMOJIHEHHbIA AOKYMEHT, NPONycKas
MPOLLeCC COracoBaHUS COLEPKMMOr0 BXOASLLEr0 UM UCXOAALLEr0 JOKYMEHTA.

3agaHue - NoAroToBKa NPOVN3BOACTBEHHOrO 3alaHNS Ha OCHOBAHWM NOCTYNUBLLEr0 obpalleHns
ANst NOAPSAHON OpraHu3auum.

3aBepLNTb - HaXaTue 3aBepLiaeT paboTy C CO34aBaEMbIM LOKYMEHTOM, CTAaHOBUTCS
JIOCTYIMHOW KHOMKa NepeMeLLeHns JOKYMEHTa B apXUB.

lMpakTuyeckue coBseTbl N0 padoTte B
nporpamMmme
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dunbTpauua B XXypHanax (pasaenax)

MeHto punbTPOB pasfena no3posseT ObICTPo BbIOpaTh AOKYMEHTbI UM 3afa4m No
pPacnpoCTPaHEHHbLIM N YA0OHBIM DUbTPaM.

&= | [ o=

e Pr— o as [P —— - — ap = m—

Takxe B MEHIO (OUNbTPOB MOXKHO HAWTW AOMOJIHUTENbHbIE (PUILTPLI A5 OrPAHUYEHNS CMIMCKA

e ]

obbekToB pa3gena.

MpYMeHeHNEe UNLTPOB NPOUCXOANT NP BbIBOPE 0HOI0 NN HECKONIbKUX (OUIBTPOB 1 HaXKaTuUS
KHOMKV MPUMEHUTb BHIU3Y NaHenn (uabTpoB. 15 LONONHUTENbHOW UAbTPALINMN XYpPHaa B

paMKax TeKyLlen CTpaHuLbl, MOXKHO HaXaTb Ha 106yt N3 KONOHOK.
@ . : N |

— f— . - J—— [R— [ e - [—

PerMCTpaI.I,MiI AOKYMEHTa

Pernctpauus LOKyMeHTa MOXeT NoTpeboBaThCs B pa3vyHbIX paboymx cUTyaLnsx N 04epelHOCTb
LOEeNCTBUIA Npu 3ToM ByeT 3aBUCeTb OT NPUHSATBLIX B OpraHM3auum npoLeccos. B nporpamMme
LOCTYMHa HacTPoMKa oYepeaen perncTpaLmmn, KoTopble MoryT 3aBUCeTb OT Pa3nyHbIX NapamMeTpoB
(Ha BbIBOP aAMUHUCTPaATOPa CUCTEMbI). B OCHOBHOM, NpU CTaHAAPTHON HAaCTPOIKE, Ha oYepesm
perncTpaunmn BanseT Tun JOKyMeHTa 1 Tun oTnpaBuTeNs/nonyvyatens. B cBa3u ¢ 3TUM, ecv B nose
Tun oTnpaBuTens/nosyvyaTens He CAeNaH KOHKPETHBI BbIOOP - 4OKYMeHTY byAeT NpucBoeH
CTaHAAPTHbLIN HOMep, 6€3 YTOYHEHUS NPUHALNEXHOCTU OYepeau.

B o6LieM BUae 3aperucTpmpoBaTb [OKYMEHTbl MOXHO:

1. Bxoasawmi OOKYMEHT, I'IOJ'IY‘-IGHHbII?I opmumanbHO U3 BHELLHEro NCTOYHMKA.
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Fagrrass rvaar [H S on Sr s o ey n

C“

2. icxooawmin LOKYMEHT, NPexae Yem
oH ByaeT oTnpaBneH, ohnumnanbHbIM MMCbMOM 3. BHYTPEHHWI LOKYMEHT, 418 NPUHATHA B
NCNOJIHEHME.

3aperucTpumpoBaTbh AOKYMEHT MOXHO ABYyMSA cnocobamu:

1. CamocTosiTenbHo, ecnn COTPYOAHUK obnapaet NnpaBaMn Ha perncTpaunto JOKyMeHTOB, KOTOPLIE
€My BblAaHbl aAMUHUCTPATOPOM CUCTEMDI.

2. C nomoLLbio APYroro COTPYAHMUKA, Y KOTOPOro ecTh NpaBa Ha PerucTpauuto - NocpenCcTBOM
MOCTAHOBKM 3a[la4y Ha PerncTpaLuio.

o by ey Ins aToro TpebyeTtcs us

PErncTpMpyemMoro JoKYMeHTa Ha3HaYnUTb CBSI3aHHYIO 3a/1a4y Ha ero perncTpauuo apyromy
COTPYAHUKY.

%ﬂ

MaccoBble onepauum

B cnyyae, ecnm COTPYAHMKY NPUCBOEHA POJib PErMCTPATOPa, EMY TaKXXe [OCTYMHbl MacCoBbIe
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onepaLmmn ¢ BXOAAWNMU JOKYMEHTAMMU.
B Tekylen Bepcum peann3aumns MacCoBbiX onepaLin BbINOSHEHa B BUE AOMNONHUTENLHOW NaHe u
NHCTPYMEHTOB.
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Ins eé Bbi3oBa TpebyeTcs BbIAEUTL HECKOIbKO JOKYMEHTOB 1 BbiOpaTb U3 BbiMaAatoWwero Crmncka
dyHKuMto CTaTb aBTOPOM WK XKe (haMUanIo APYroro COTPYAHMKA, KOTOPbI CTaHET HOBbIM aBTOPOM
B BbIOpaHHbIX AOKYMeHTax. Kpome Toro, no HaXxaTuio Ha KHOMKY 3aBepLUMTb, BCe BbiIOpaHHbIe
LNOKYMeHTbI ByayT 3aBepLueHbl. [pn nepexoae B 061acTb GuabTpaLnmM 3aBEPLLEHHBIX JOKYMEHTOB,
PerncTpaTopy TakXe CTAaHOBMTCS AOCTYMHa U KHOMKa B apxuB, KoTopas no3BonseT
3aapXMBMPOBATL Cpa3y BCe BbibpaHHbIE JOKYMEHTbI.

HobGaBneHne HOBOro BXO4ALLEro fOKyMeHTa

MoBcegHeBHas 3agadva B NporpamMmme 3akao4aeTcs B TOM, 4T0Obl 06aBMTb HOBLIN NOYYEHHbIN
BXOLALLNNA AOKYMeHT. Ecam 370 obpalleHne no 3nekTpoHHon noyte, n3 MMC XKX nnu JinyHoro
KabuHeTa xunTens - 6onbluas YacTb AOKYMEHTa byaeT y)xe npen3anosiHeHa.

Ho, ecnn 370 In4Hoe obpalueHne unm nucbmo, npuwegllee Yyepes Moyty Poccum, npouecc byneT
OAMVHAKOB.

Hanpumep, B 0onC ynpaBasiowen KOMNaHUN NPULLEN XUTeNb 00Cy)KMBAaEMOro AomMa 1 coobLun,
4TO OH X04YeT HaMnncaTb 3asiBJIEHNE O TOM, YTOObI NPeACTABUTENN YNPABASAIOLLEA KOMMAHNN
obcnieqoBany WBbI Ha CTEHe AOMa Y ero KBapTupbl.

TekCcT pyKonucHoro 3asBsieHUs Ha Oymare (6naHk npegocTtaBuna oNA 3anoJIHEHUA XUTeI0
cekpeTapb), aonyctum, byper BoirnageTb Takum obpasom:

OupekTopy YK “Oom”

Hukonaesy A.U.

oT MBaHoBa lNeTpa Bnagnmmposmnya
COBCTBEHHUKA XWJIbS MO agpecy:
yn. KanuHuHa, 32, k.. 18
8-925-925-25-52

3asBneHue

Mpowy obcnefoBaTb MeXMNaHesbHbIE LWBbI B MOEN KBapTupe. 3MMON OTCbIpes Yo CTeHbl U
nosasmncs rpubok, Bo BpeMsa AOXAEN C BEPXHEr0 0TKOCA Ha KyxHe UAET NpoTeyka B KBapTUpY,
HaMokatoT 06ou BLOMb NANHTYCA M NO MOy MoLa naeceHs. MNpowy NPUHATL Mepbl N0 YCTPaHEHUIO
LlaHHbIX npobnem.

10.10.2025 I1.B. BaHOB

DanbHeAwIne pencTBuA ceKpeTapsa OyayT Takue:

1. |-|pI/IHF|Tb 3adBJIEHNE N 3apeErncCTpnpoBaTb €ro.
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2. Ha 3asBieHV/ NOCTaBUTb OTMETKY O HOMepe 1 AaTe perncrpaumm obpalleHus.
3. CoenaTb Konuto obpalleHnsa 1 oTAaTb XUTENIo.
4. 3aHecTun obpalleHune B cuctemy Ana paboTbl C HUM.

Insa Toro, 4Tobbl MOCTaBUTL OTMETKY O HOMEpe 1 AaTe perncTpauunn Ha obpalleHun, cekpeTapto
TpebyeTcs 3HaTb CneayoWwnii No NOPSAKY PerncTpaLMoHHbIA HoMep. KpoMe Toro, B opraHnsauum
MOrYT UCMOJSIb30BaTbCA Pa3/vyHbIe 04epean perncTpaunm, KoTopble COOTBETCTBYIOT ONpeaenéHHON
rpynne KJMeHTOoB.

Pa3bepém no nopaaKky AeuCTBUA CEeKpeTaps B NporpaMmme:
e MpUHATL 3a8BNIEHNE W 3apPErUCTPUPOBATL €ro.
CekpeTapb CKaHUPYET [OKYMEHT, onpeAeNiseT MeCTOMNOI0OXKEHNE ero CKaH-konuu ans nobasneHus B

KapTO4KY 32J1IEKTPOHHOI0 OOKYMEHTa. Hanee cnegyeTt HaXaTb Ha YHUBEPCaJIbHYIO KHOMKY CO_BAaTb B
© B Domyeet ot

3

H o

pa3fenie Bxogsawne JOKYMEHTbI: R

3aMONIHNTL KapTO4Ky AOKYMEHTa: G G GHED GEED G
No6aBnTb MHDopMaumio 0 cobCTBEHHUKE, ecniv OHa He Bbina fobaBneHa paHee (B MHOM Cllyyae, eé

MOXKHO OTpefaKTMpoBaThb):
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OonoAHMTENbHEIE HOHTAKTE L

+ERISHI53552 [ AOEABATE ]

HET suTyansHws memsho o

[lanee npuknanbiBaeM CKaHMPOBAHHOE

obpatyeHne cobCTBEHHMKA XMJbs HA BKIAAKE Palisibl KAPTOYKM [LOKYMEHTa:

- Sreen S e ]

e e e D ol fome g s amr—e— amous L |

‘e e ey e ey ' 3TO MOXHO cAenaTh Mo HaXXaTUIo Ha

none, B CTaHAapTHOM ananore. Kpome Toro - nepeHecTn Heobxoammble haibl B OKHO KapTOYKM
foKyMeHTa. OHu ByayT nobaBieHbl Nocae COXpaHeHUS.

Takunm 06pa3oM YepHOBUK HOBOIO BXOAALLErO AOKYMeHTa ByaeT COXpaHEH 1 CTaHeT AOCTYyrMHa
BO3MOXXHOCTb 3apermcTpupoBaTb BXOAALWMNA OOKYMEHT:

Tamewnar

== BN B0 B E anI Ha)aTuW Ha KHOMKY PerMCTpau‘“ﬂ

()J,OCTyI'IHa TOJIbKO NMOJIb30BaTENAM C MPaBOM permcTpauunn), byneT NnpocTaBaeH 04epeaHON HoMep
perncTpauuu.

- Ha 3asaBneHMM NOCTaBUTb OTMETKY O HOMepe U AaTe perucrtpauum obpalleHus.

Homep perncTpaunm eCcTb, CEKpeTapb MOXET BNUCAaTb €ro B NOCTaBNEHHYIO NevyaTb pernctpaumm Ha
opurnHan obpatieHmna cobCTBEHHMKA XWJIbS.

- CaenaTb KOnuio obpaLLeHns U oTaaTh XKUTENIo.

XuTenb MoxeT BbITb yBEpPEH, YTO ero obpalleHne B34T0 B paboTy, Tenepb OH MOXeT
NHTEpeCcoBaTbCA CPOKaMM 1 pe3ynbTaToM paboTbl N0 obpaleHnto yaobHbIM CornacoBaHHbIM
cnocobom (HanpuMep, 3BOHOK MO TenedoHy C YKa3aHWeM HOoMepa Bxoaswero obpalleHus).
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- 3aHeCcTHn 06pau.|,e|-|ue B CUCTEMY AnA pa60ﬂ=| C HUM.

ObpalleHne 3aHeCeHO Ha NepBOM 3Tarne cekpeTapéM. Kak BapuaHT, 4151 COKPALLEHNS BpEMEHU
NepBUYHON peakunmn Ha obpalleHmne, Morna bbiTb 3aMoJIHEHbI TOILKO TeMa JIOKYMEHTa, COXPaHEH, a,
3aTeM, 3aperncTprpoBaH HOBbIA BXOAALLMA JOKYMEHT. A ceKkpeTapb 3annaHnpoBasn bbl AanbHelwee
BHECEHVEe OCTABLUENCS MHOPMaLUM B KAPTOYKY LOKYMEHTA.

NMocTaHoOBKa 3apay4

B nporpamMmme BO3MOXXHO NOCTaBUTb 3aAa4vy UCNOJIHUTENIO ABYMA cnocobamu:

1. B paMKax CBA3aHHOro JOKyMeHTa.
2. OTpencHo, B pa3fesie 3agayw.

B pamkax CBA3aHHOro JOKyMeHTa NOCTaHOBKa 3a4a4v MoXXeT noTpeboBaTbCs, Hanpumep, npu
HeobXxoAMMOCTN 03HAKOMUTb C HOBbIM BXOAALLMM LOKYMEHTOM PYKOBOAUTENS KOMMAHUN, OTAENbHbIX
COTPYAHMKOB. Nnun, nonycTnm, HauTn MHpOpMaLnio 1 NOArOTOBUThL Ha €€ OCHOBAHWUM OTBET Ha
NOCTYMMBLUNIA BXOOSALWNA LOKYMEHT (T.e. NOAr0TOBUTb UCXOOALWLNA LOKYMEHT), a, Npexae,
CornacoBaTb €ro CoOAepXMMoe C HavyanbHUKOM OTAEeNa, OPUCTOM UK pyKoBoAUTeNeM. Takxe,
MOXXHO B paMKax CBA3aHHOW 3aZayu COrjacoBaTh 3adB/E€HNE Ha OTMNYCK UM 03HAKOMUTL Npukas o0b
N3MeHeHUN pacrnopsagka B npeanpasgHuyHbIA AeHb (BHYTPEHHWE LOKYMEHTHI).

OTaenbHO NocTaBneHHas 3af4avya MOXET ObITb He CBA3aHa C KakKMM-TO OKYMEHTOM. K npumepy, 3TO
MOXXeT BbITb pacnops>eHne o NoAroToBke 0T4ETa 0 paboTe B NpelblayLeM nepuome nam
HeobxoAMMOCTb B MOUCKE AOMNOSHUTEIbHON MHADOPMALMKN MO KOHTPareHTaM KOMMNaHum ¢ Lenbio
60s1ee NONHOro 3anosIHEHNA COOTBETCTBYIOLWMX KapTOYeK.

Pa3bepém oba BapuaHTa Ha npuMepax. B nepsom cnyyvae 310 byneTt B pamkax y>xe nobaBneHHOro
HaMW B CUCTEMY BXOALLEro JOKyMeHTa. TpebyeTcs cornacoBaTh 06palleHne XUTens ¢
PYyKOBOAUTENEM, AN TOro, 4TOObI OH PACNopPSANIICS - YTO C HAM AeNaTh Aasblue.

Ina ycnoXXHeHns npouecca, onpeienuM, 4To CeKpeTapb B KOMMNAaHUN OTBEYAET TOJIbKO 3a I'IpI/IéM
BXOOALLNX OOKYMEHTOB 1 AOBEAEHUA UX COOEPXKMNMOI0o 1O PyKOBOOUTENA.

CoOoTBETCTBEHHO, B paMKax CBOMX LOJ/IKHOCTHbIX obsi3aHHOCTEN, CeéKpeTapb, Ha OCHOBaHWN
COXpaHéHHOFO OOKYMEHTa OTMNPaBJIAET 3ada4y PYKOBOAUTENO Ha O3HaKOMIEHNE C OKYMEHTOM.

MNocne HaXaTusa Ha KHOMKY Ha3Ha4yuTb 3apavy B KapTOo4Ke BXoOoALWEro JoOKyMeHTa, NOABAAETCA
OKHO CO03[aH1a HOBOW 3a4a4n (MM HECKONbKMX 3a4a4, N0 HaXKaTuio Ha KHOMKY + B BerHeI?I neBon

4acTw): =D =D KapTouKy 3apaum cnegyer
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BHUMATEJIbHO 3aMOJIHUTb, YYUTbIBaA NPU 3TOM:

TeMa 3afa4u - AoSKHa ObITb MOHATHON 1 COOTBETCTBYOLLEN CofepXKaHuto. 3beraiTe 04MHAKOBbIX,
He 04eBUAHbIX Ha3BaHWUIA. TUN 3a4a4n - OTPaXxaeT eé HanpaBieHHOCTb. OTAEeN NCNONHUTENS -
DUNbTP, KOTOPbINA CNYXUT ANnd 0Tbopa B cnucke ncnonHutenein. Cpok NCNOSIHEHUS - NPOCTaBNAETCS
aBTOMaTMYECKU, HO MOXKET BblTb M3MEHEH MpU MOCTaHOBKe 3afayn. [Nlocne Ha3Ha4yeHns 3ajaum,
CTaHOBMTCS AOCTYMNHO 60JbLUE 3/IEMEHTOB B KAapTOYKE - AOMOJHUTENbHbIE BKNAAKMW 1 KHOMKM.

Copep>xXuMoe BKNaAoK 3apaym:
Ha Bknagke ®@aunbl MOXHO 106aBUTb (haisibl, CBA3AHHbIE C UCMONHEHNEM 3aa4du.

Ha Bknaake CBA3M MOXXHO MOCMOTPETb CBA3@HHbIN AOKYMEHT (Nepexon K HeMy Mo ABONHOMY
Ha)kaTuio).

Ha Bknagke OTYET MOXXHO 3aMn0SHUTb OTHET O BbINOJHEHMW 3a4a4N.
Ha Bknagke KonmeHTapuu MOXXHO 0OMeHATLCS KOMMEHTapnaMn C aBToOpoM.

Ha Bknagke MCTOPMH BUAHbI JENCTBMS, KOTOpPbI€ BbIMOJIHAINCHL C 3aaven.

Fpeay s mum e ol g e

=D = 15 U3MEeHeHMs COePXKUMOro KapTOYKY
3a0a4u, eé aBTop AOJKEH HaXKaTb KHOMKY BepHyTb. Mpyn 3ToM, paboTa UCMONHUTENA MO 3a4a4e
CTaHeT HEeBO3MOXHa. lMpn HaXKaTun KHOMKN 3aBepLUnTb 3aBepluaeTca paboTa Bcskas paboTa rno

-

Ddpaiores ey sy mpna

3ajave. CEEE. B KapTouke 3apaum
MCMOJIHUTENL MOXET caenaTh:

1. HaxxaTb Ha KHOMKy MpuHATL B paboTy. CTaTyC 3ag4a4m n3mMeHnThLCA Ha B paboTe, aBTopy 3afdayn
yWOET COOTBETCTBYIOLLEE YBEAOMIIEHNE O TOM, 4YTO UCMOSHUTENb NPUHAN 3a4ady B paboTy.

2. Ha pa3fimyHbIX BKIaAKaX KapTo4KM 3afa4m - 106aBUTb (haifibl, CBA3aHHbIE C UCMOJIHEHWEM 334341
(B paMKax 03HaKOMJIEHUSI C IOKYMEHTOM - He TpebyeTcs), MOCMOTPETb CBA3AHHbIN JOKYMEHT,
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3an0fHUTL OTYET 0 BLIMOSIHEHUM 334341 (MOXHO, HaNPUMepP, HanNncaTb - KTO ByeT 3aHMMaTbCA
MOArOTOBKOWM OTBETA Ha [LOKYMEHT, KOMY Ha3Ha4UTb CBS3aHHble 3aJa4u No HenocpeaCcTBEHHOW
paboTe B paMKax 3anpoca X1Tens u T.4.), 0OMeHATbCA KOMMEHTapusaMn C aBTOPOM LOKYMEHTa,
KOTOPbIE MOMOTYT NPUHSATb PeLUEHNE.

3. HaxxaTb Ha KHOMKY 3aBepLUMUTb - /151 TOro, YTOoObI CTATyC 3a4a4u U3MEHMCS Ha BbinosHeHa.

INgqufarna pm e ma Equapnen

e [r——

= = Mocne TOoro, Kak UCMONHUTENb

3aBepLUW 3334y - OHa NepPexoauT B CTaTyC BeinosniHeHa. Ec/iv eé 3aBeplumni aBTop - 3aBepLUeHa.
B 3ToM cnyyae aBTOpy AOCTYMHO TOJILKO OAHO AENCTBME C 3afa4Yell - OTNPaBUTL B apXMB.

MpakTnyeckne coBeThl No paboTe B NporpamMme

From:
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