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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.

dJieMeHTbl MHTepdenca

OKHO aBTOpM3aL UMK
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Ho6po noxanoeaTtb!

Naponk ®

BOWTIA
Mocne nepexoga rno CCblJIKE,

I'Ipe,EI,OCTaBJ'IeHHOVI NnoJsib30BaTEJIi0, B OKHE aBTOPU3aLUnn nporpaMmmbl cnenyeT BBECTU OaHHLIE,
npenoctaBsieHHble aAMUHNCTPATOPOM CUCTEMBI - JTIOTUH U NMapOoJib. 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 NPOrpaMMmbl U ero 3J1IeMeHTbl

— a . [ :
Pl @ HACT PO K A DG DA N

{— OCHOBOE MEH NPOTEaMLE

LieHTpant-an 4acTe HHTREERc) Nponpoees
OCHOBHOE MEHIO NPorpaMmmsl - pasgensl.

e Bxopgswune - OKYMEHTbI, KOTOPbIe MOCTYMAT B OpraHM3aumio n3BHe. BkioyaeT B cebs
MNpeTeH3nn n AKTbl OCMOTpA.
e llcxopswme - 0OKYMEHTbI, KOTOPbIE rOTOBAT COTPYAHUKM OpraHu3aunm.
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BHYTpeHHMe - LOKYMEHTbI, OTHOCALLMECS K KaTeropumn “OpraHn3aunoHHo- pacnopsaanTenbHble
LOKYMeHTbI”, cny>XebHble 3anncKu, NpuKasbl, pacnopsXXeHuns, 3asBaeHns 1 T.4.

3a4a4m - Ha UX OCHOBAHUMN NPOUCXOANT OCHOBHOE B3aUMOAENCTBME MeXAY COTPYAHUKAMN
opraHusaumun. Mo cBA3aHHbIM LOKYMEHTaM WN OTAENbHO.

ApXuB - LOKYMEHTbI 1 3a4a4u, paboTa ¢ KOTopbiMK BblNa NONHOCTLIO 3aBepLIeHa.
KoHTpareHTbl - pa3gen ¢ 4OCTYNOM K CIINCKaM KOHTPAreHToB OpraHmn3aunm - pusnyeckmnx nim
topUaNYEeCKMX NnL, (B TOM Yncne - opraHoB HaZ30pa), a TakXKe JoCTyn K opMUpyeMbIM B
nporpamme oT4yeTam).

OTyeTbl - pa3gen C AOCTYNOM K CMMCKaM OTYETOB, KOTOPbIE AOCTYMHbI TEKYLLEMY
nosb30BaTeN!o.

Mownck - pe3yabTaTbl MOUCKA B NPOrpaMMe C BO3MOXKHOCTbIO NOAPOBHON dhunnbTpauunn.

MeHI0 HacTpoeK U yBeﬂ,OMﬂeHMﬁ

Mepekno4yaTeNb aKTUBHOIO COTPYAHUKA (MOXET ObITh 60/bLLIE OHOI0)

YBefoMneHns (KO0KOMbYMK) - MEHIO BCEX YBEAOMJIEHUI NPOrpPaMMmsbl, pa3fesieHHbIX Mo
KaTeropusm.

MepekntoyeHne TemMbl 0DOPMIEHUS

MeHI0 nonb3oBaTena (MHULMANbI adBTOPMN30BaHHOIO nonb3oBaTens) - HaCTpOI7IKI/I, CrpaBKa O
nporpamMmme, KHOMKW CMeHbI MOJIb30BaTEIA U BbIX04a U3 NPOrpaMmbl.

LLeHTpanbHas 4acTb MHTepdeica nporpaMmbl

XypHan pa3fena - nepevyeHb 06bEKTOB (HanpuMep, LOKYMEHTOB UK 3a4a4), NnpeacTaBiaeHHbIX
B TabaM4HOM BmAe C AefleHneM Ha CTpaHuubl. [OCTYMHO NepekslYeHne KoanyecTsa
06beKTOB, 0HOBPEMEHHO AOCTYMHLIX Ha CTpaHuLue (25-100).

BbiCTpble hunbTpbl pa3aena - PunbTPbl, KOTOPLIMU NOL3YIOTCA Yalle BCEro.

KHOMKa NpoCMOTpa 3anuncen B TEKYLLEM XYPHaNe Ha KOHKPETHYIO AaTy.

MeHt0 371eMeHTOB 0TObpaXkeHns - NoKa3 B MONHOIKPAHHOM peXxuMe, CKPbITUE KOJIOHOK
XXypHana.

®dyHKUMOHaNbHas KHornka Co3faTh - OCHOBHAs KHOMKa, HaXkaTue Ha KOTOpYo No3BonseT
€034aTb HOBbIM 06BEKT (KapTO4Ky LOKYMEHTA, 3afa4M, KOHTpareHTa u T.4.) B AaHHOM
pasgerne.

KapTouka AOKyMeHTa
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B KapTouyKe pOKYMeHTa npeacTaBJieHbl Cnepylowmne 3s1ieMeHTbl uHTepdenca:
1. KHONKW AOMONAHUTENbHbIX OENCTBUIA

e KHonka nobaBneHns Teros.

e KHonka nobaBneHnsa py4yHon cBasn. OTKPLIBAETCS OKHO MOMCKa W CBSA3bIBAHMSA C TEKYLL UM
00BEKTOM AOMOJIHUTENbHbIX BPYYHYIO.

e KHOMKa nevyaTn OpMbl KAPTOYKM LOKYMEHTA.

2. BNIOK PeKBU3MTOB AOKYMEHTA.

e TeMa AOKYMEeHTa - 0 YEM 3TOT CO3[aBaeMbll JOKYMEHT.

Ncxopawmm Homep - HoMep NCXOAALLEro, KOTopbI Obl1 BO BXOAALLEM LOKYMEHTE, KOTOPbIN
noay4nan.

e TN JOKYMEHTA - K KAKOMY pa3feny LOKYMEHT OTHOCUTCS.

CTaTyC DOKyMeHTa - COCTOSAHME, B KOTOPOM HaX0AUTCSH AOKYMEHT B AaHHbI MOMEHT.
Hanpvmep, 3TO YepHOBUK UM LOKYMEHT, nepefaHHbln B paboTy.

PerncTpaunoHHbIN HOMEep AOKYMEHTa - 04epeHOM HOMep perncTpaunu.

¢ [laHHbIE O BPEMEHW CO34aHMA LOKYMEHTa 1 aBTOPe, KOTOPLINA ero co3aann.

CpoK [OKYMeHTa - NnaHupyeMbll CPOK, KOTOPbIA OTBOAUTCS Ha 06paboTKy 3anpoca no
LOKYMEHTY.

MpuopuTeT - BbiICTaBNSiEMas BaXXHOCTb AOKYMEHTa.

3. BNOK faHHbIX OTNPaBUTENS [OKYMEHTA.

e Tun OTNPABAEHNS - OTKYAA NOJyYeH BXOAALWMNIA JOKYMEHT, MO KaKOMY KaHasy CBsI3W.

e TN OTNPABUTENS - KATErOpPUS OTMNPABUTENS BXOAALWEr0 JOKYMEHTA.

OpraHu3aums - 3anoJIHSeTCs, eCav OTNPABUTESb - OPUANYECKOE JNLO WU KOHTPOINPYHOLLNIA
opraH.

OTnpaBuTENb JOKYMEHTA - HENOCPEeACTBEHHAA NepCoHa OTNPaBMTENS, OT KOTOPOro NojyyeH
BXOJALLMA [OKYMEHT.

JlaHHble 0 TenedoHe 1 3IEKTPOHHON MoYTe OTNPABUTENS [OKYMEHTA.

CBSiI3aHHbIN C JOKYMEHTOM afpec - afipec, Mo KOTOPOMY MoJly4eH 3anpoc. MoXXeT 0T/IM4aThCS
0T agpeca oThnpaBUTeNs.

4. BKnagkun yHKLMOHANbHbBIX YacTen KapTO4KN.

e VIHhopMauus - none Ans ykasaHus SOMONHUTENbHOW NHPOPMaLMK O LOKYMEHTe.

e ®annbl - nHTepgenc gobasneHns GannosB K KapTo4Ke LOKYMEHTA.

e CBA3U - MeCTO 0TOBpaXKeHNs [OKYMEHTOB WM 3a[a4, KOTOpble CBA3aHbl C CO34aBaeMbIM
NLOKYMEHTOM.

e VicTopns - UCTOPUSA U3MEHEHUI COAEPXKXUMOr0 U CBOMCTB CO34aBaeMOro JOKyMeEHTa.

5. BIOK PyHKLMOHAJIbHbIX KHOTMOK.

o COXPaHUTb - HAXXaTNe COXPaHSET COEPXXUMOE KapTOYKM 1 3aKpbIBAET eé.

e Ha3HaunTb 3aJa4y - HaXXaTWNe OTKPbIBAET MHTEP(ENC Ha3HaYeHNS CBA3AHHbIX C JOKYMEHTOM
3a71a4 Nno ero 06paboTke 0AHOMY UM HECKONBKM UCMIONHUTENSAM.

e OTBETUTb - HaXXaTNe NPUBOANT K ObICTPOMY OTBETY Ha 3aMOJIHEHHbIA NOKYMEHT, NPOnyckas
NPOLLECC COrlacoBaHNS COAEPXXMMOro BXOAALLEr0 UM NCXOAALLIEro AOKYMEHTA.

e 3aJaHue - NOAr0TOBKA NPON3BOACTBEHHOIO 3aJaHNS Ha OCHOBAHWW NMOCTYNUBLLEro obpalleHuns
AN5 NOAPSAHON OpraHn3aLuu.
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e 3aBepLINTb - HaXKaTue 3aBepLlaeT paboTy C CO3A4aBaEMbIM JOKYMEHTOM, CTAHOBUTCS
AOCTYMHOWN KHOMKa NepeMeLleHns [OKYMEHTa B apXmB.

lNpakTuyeckue coseTbl N0 padboTte B
nporpamMmme

dunbTpauua B XXypHanax (paspenax)

MeH0 OUNbTPOB pa3aena Nno3BosseT ObICTPO BbIbPaTh AOKYMEHTbI UK 33434 MO
PACNPOCTPAHEHHBLIM U Y0OHLIM UAbTPAM.

Tak)xe B MEHI0 (OUNIbTPOB MOXKHO HaWTW AOMOJIHUTENbHbIE (PUILTPLI A5 OFPAHNYEHNS CMMCKA

[ -

06beKkTOB pasgena.

MpuMeHeHne GrabLTPOB NPOMCXOAUT NpY BbIBOpe 04HOM0 UM HECKOJIbKUX (DUSIbTPOB U HaXkaTus
KHOMKW MpPUMEHUTb BHU3Y NaHenn guabTpoB. AN LONOJHUTENIbHON (PUabTpaLmm XypHana B

paMKax TeKyLlen CTpaHuLbl, MOXXHO HaXKaTb Ha JIlobyto 13 KOJIOHOK.
a - , =

- e B s e — e e s D I----—l
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Peructpauusa goKyMeHTa

Pernctpauus LOKyMeHTa MOXeT NoTpeboBaThCs B Pa3nyHbIX paboymx CUTyauUnsx N 04epelHOCTb
ANEeNCTBUIA Npu 3ToM ByeT 3aBUCETb OT MNPUHSATLIX B OpraHM3auun nNpoLeccos. B nporpamMme
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LOCTYMHa HacTPOMKa OYepeaen perncTpaLmmn, KoTopbie MoryT 3aBUCETb OT Pa3INyHbIX NapamMeTpoB
(Ha BbI6OP agMUHMCTPaATOPaA CMCTEMbI). B OCHOBHOM, Npy CTaHAAPTHOW HACTPOIKe, Ha ovyepean
perncTpauun BamseT Tun LokKyMeHTa 1 Tun oTnpaBuTens/nonyyatens. B cBsasu ¢ 3Tum, ecam B none
Tun oTnpasuTens/nonyvyaTens He CaeNaH KOHKPETHLIN BbIOOp - JOKYMEHTY ByaeT NpucBoeH
CTaHLAaPTHbIN HOMep, 6e3 YTOYHEHNS MPUHAANEKHOCTN 04Yepean.

B obweM Buge 3aperucTpupoBaTh JOKYMEHTbl MOXKHO:

1. BXOAAWNA LOKYMEHT, NOJIYYEHHbIA 0OPMLNANBHO U3 BHELIHEr0 MCTOYHMKA.

P T s, emrrranTa (1]

ehn_

2. Ncxopswmnin [OKYMEHT, NpexX e 4em
OH byneT oTnpasneH, onLMaibHbIM MMCbMOM 3. BHYTPEHHWI OOKYMEHT, ANS NPUHATNSA B
NCMOJIHEHME.

3aperucTpupoBaTb OOKYMEHT MOXXHO ABYyMA cnocobamu:

1. CamocTOSTE/NbHO, EC/IN COTPYAHUK 06N1ajaeT NpaBaMn Ha PErMcTpaLnio JOKYMEHTOB, KOTOPbIe
€My Bbl[laHbl aAMUHUCTPATOPOM CUCTEMBI.

2. C nomoLLbio APYroro COTPYAHUKA, Y KOTOPOro eCTb NpaBa Ha PerucTpauuio - NocpeacTBoM
MOCTAHOBKM 3a[la4y Ha perncTpauuio.

o ey e Ins aToro TpebyeTtcs u3

PErNCTPMPYEMOro AOKYMEHTA Ha3Ha4YNTb CBA3AHHYIO 3a[a4y Ha ero perncTpauuto Apyromy
COTPYAHWKY.
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MaccoBble onepauum

B Cny4vae€, eCyqin COTPYAHUKY NMPUCBOEHa POJIb PETNCTPATOpPA, EMY TakKXXe NOCTYMNHbI MaCCOBbIE
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onepaLmmn ¢ BXOAAWMNUMY OKYMEHTAMMU.
B Tekyllen Bepcum peann3aums MacCoBbiX onepaLnin BbINOSHEHa B BUIE AOMNONHUTENLHON NAaHeNu
NHCTPYMEHTOB.

Ins eé Bbi3oBa TpebyeTcs BblLeNUTb HECKONLKO JOKYMEHTOB 1 BbIOpaTh U3 BbiNMafatowero Cnmcka
yHKUMo CTaTb @aBTOPOM WM XXe (haMUIMI0 APYroro COTPYAHMKA, KOTOPbI CTaHET HOBbIM aBTOPOM
B BbIOPaHHbIX AOKYMEHTax. KpoMe TOro, o Ha)aTuio Ha KHOMKY 3aBepLUMTb, BCe BbibpaHHbIe
LNOKYyMeHTbl ByyT 3aBepLueHbl. Mpy nepexone B 061acTb (UNbTPaLUm 3aBEPLLEHHbIX LOKYMEHTOB,
PErncTpaTopy TakXXe CTAaHOBUTCSA LOCTYMHa U KHOMKa B apXxuB, KOTopas no3BonseT
3aapXMBMPOBaTb CPa3y BCe BbiOpaHHbIE LOKYMEHTI.

Nob6aBneHne HOBOro BXo4fALLEro JOKyMeHTa

MoBceaHeBHasn 3agadva B NporpamMmme 3akao4aeTcs B TOM, 4T0Obl 406aBWTb HOBLIN NOYYEHHbIN
BXOOALWMN OOKYMEHT. Ecnm 3To obpalyeHune no anekTpoHHon noyte, n3 NC XXKX nan JinyHoro
KabuHeTa xuTens - 6onbluas YacTb AOKYMEHTa byneT yxe npensanosiHeHa.

Ho, ecnin 3To IM4HOe obpalleHre uam NUcbMo, NpuwleaLee Yyepes MoyTy Poccuu, npouecc bynet
0[lIMHAKOB.

Hanpumep, B opmcC ynpasasioLen KoMnaHuy NpuLLén xmntens obcayxnsaemoro goMa n coobuimn,
4TO OH XOYEeT HaMncaTb 3asBJIeHNe 0 TOM, YTODObl NpeaCTaBUTENN YNPABASIOLLEN KOMNAHNN
obcrnenoBany WBbI Ha CTEHE AOMa Yy ero KBapTupsl.

TeKCT pyKONUCHOro 3asBJieHUa Ha Oymare (6naHk npegocTtaBuna pasa 3anoJIHEHUS XXUTeNo
cekpeTapb), paonyctum, byper BoirnaaeTb TakKum obpasom:

OupekTtopy YK “Oom”

Hukonaesy A.U.

oT liBaHoBa leTpa Bnagnmmposun4ya
COob6CTBEHHUMKA XWNbS NO agpecy:
yn. KanuHuHa, 32, k.. 18
8-925-925-25-52

3asBneHue

Mpoluy o6cnenoBaTh MeXMNaHEe NbHbIE LWBLI B MO KBAapTUPE. 3IMOI OTCLIPEN Yrofl CTEHbI U
nosBUNCS rpuboK, BO BPEMS AOXAEN C BEPXHEr0 0TKOCA Ha KyXHe UAET NpoTeyka B KBApTUpY,
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HamMoKatoT oboun BOOJb NJVHTYCa 1 Mo Noay nowna njeceHb. Mpowy NPUHATL MePLI MO YCTPAHEHUIO
OaHHbIX npo6neM.

10.10.2025 MN.B. BaHOB

JanbHelwue neucTBUA ceKpeTapsa OyayT Takue:

1. MpuHATL 3asBIEHNE 1 3aperncTpupoBaThb ero.

2. Ha 3asBneHun nocTaBnTb OTMETKY O HOMEpe U AaTe peructpauumn obpalleHums.
3. CoenaTtb Konuto obpalleHna n oTAaTb XUTEN0.

4. 3aHecTun obpalleHme B cuctemy oas paboTbl C HAM.

Ons Toro, 4Tobbl NOCTaBUTb OTMETKY O HOMEPE W AaTe PerncTpaunn Ha obpalleHnn, CeKpeTapto
TpebyeTcsa 3HaTb CNeayoWmnii No NopsiKY PErmcTpauUnoHHbIA HoMep. KpoMe Toro, B opraHu3auum
MOrYT MUCMOJIb30BaTbCS Pa3/IMYHble 04epean PerncTpaumm, KoTopble COOTBETCTBYIOT ONpeaeNEHHON
rpynne KJNeHTOB.

Pa3bepém no nopaaKky AeuCTBUA CEeKpeTaps B NporpaMmme:
e MpVHATL 3a8BNEHNE W 3apErUCTPUPOBATL €ro.
CekpeTapb CKaHUPYET [OKYMEHT, onpeaeniieT MeCTOMOJIOXKEHNE ero CKaH-konuu ans nobasneHus B

KapTO4KY 3/I€EKTPOHHOr0 JOKYMeHTa. [lanee ciefyeT HaXaTb Ha YHUBEPCAsIbHYI0 KHOMKY Co3aaTh B
B Dowyunt W'

— Jm . R

pa3sfene Bxogswime OOKYMEHTHI: | n

Jnmepsas

3aMo0JIHUTb KapTOYKy AOKYMEHTA: D D

[06aBnTb MHOPMaLUIO 0 COBCTBEHHMKE, eC/in OHa He bbina nobaBneHa paHee (B MHOM Cly4ae, eé
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MOXHO OTpefaKTMpoBaTh):

AONOARMTENbHEIE HOHTAKTE

+EN25HF52557

OTRAEMA, M MEMHTE

obpaleHne coBCTBEHHMKA XWbA Ha BKNaake Paitfibl KAPTOYKM AOKYMEHTa:

Hanee npuknagbiBaemMm CKaHMPOBaHHOEe

P r—r—

- S S e ]

e e ey 3 aw e L e ] armrama A L

b_ o [ B ' DT0 MOXKHO CAeNaTb MO HAXATUIO Ha

nose, B CTaHAApTHOM Anasnore. Kpome TOro - nepeHecTn HeobxoanMble aiibl B OKHO KapTOYKM
AoKyMeHTa. OHu ByayT nobaBieHbl NOCae COXpPaHEHNS.

Takum 06pa3oM YEPHOBUK HOBOI0 BXOASLLEro JOKYMeHTa 6yleT COXpPaHEH 1 CTAHET A0CTYyMNHa
BO3MOXXHOCTb 3aPErncTprupoBaTh BXOASLMNA NOKYMEHT:

= &
Tamwnar

[ e e - e

i — .

=0 BT e B E |'|p|/| Ha)aTuUWN Ha KHOMKY Per“c-rpau‘“ﬂ

(MOCTYNHa TO/LKO MOJIb30BATENSIM C NMPABOM peruncTpauun), byneT NnpocTaBfeH o4yepesHON HoMep
perncTpauuu.
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- Ha 3afaBneHUM NOCTaBUTb OTMETKY O HOMepe U aaTe perucrpauuum 06pau.|,eHm|.

Homep peructpaunm ecTb, CEKPETapPb MOXET BMNWUCATh €ro B NOCTAB/IEHHYIO NeYaTb PErncTpaumm Ha
opurvnHan obpatleHns cobCTBEHHUKA XUbS.

- CoenaTtb Konuio obpaLueHus u oTaaTh XUTeNIo.

Xutenb MoXeT 6bITb YBEPEH, 4TO ero obpalleHne B3aTo B paboTy, Tenepb OH MOXET
NHTEPEeCoBaTbCA CPOKAMU 1 pe3ynbTaToM paboTbl No obpalleHnto yA0bHbIM COrlacoBaHHbIM
cnocobom (HanpuMep, 3BOHOK M0 TenedoHy C YKa3aHWeM HoMepa BxoAsLero obpalieHus).

- 3aHecTu obpalyeHue B cuctemy Ansa paboTbl C HUM.

ObpallleHne 3aHeCeHo Ha NepBOM 3Tarne cekpeTapéM. Kak BapuaHT, A1s COKPALLEHNS BPEMEHU
NepBMYHON peakuumn Ha obpallieHne, Morna bbiTh 3aMoIHEHbI TOILKO TeMa JIOKYMeHTa, COXPaHEH, a,
3aTeM, 3aperncTpMpoBaH HOBbIA BXOAALLMA JOKYMEHT. A ceKkpeTapb 3annaHnpoBasn bbl AanbHelwee
BHECEHMEe OCTaBLIeNCs NH(OPMALIMK B KAPTOYKY AOKYMEHTa.

NMocTaHOBKa 3apay

B nporpamMmme BO3MOXXHO NOCTaBUTb 3aAauvy UCNOJIHUTENIO ABYMA cnocobamu:

1. B paMKax CBA3aHHOro JOKyMeHTa.
2. OToencHo, B pa3sfesie 3ajauyn.

B pamMkax CBA3aHHOro OKyMeHTa NOCTaHOBKa 3a4a4v MoXXeT noTpeboBaTbCs, Hanpumep, npu
HeobX0ANMMOCTN 03HAKOMUTb C HOBbIM BXOAALWMM OOKYMEHTOM PYKOBOAMTENSA KOMMAHWUW, OTAE/bHbIX
COTPYOHMKOB. inn, oonycTuMm, HanTu NHOPMaLMIO N NOAFOTOBUTL Ha €€ OCHOBaHWUM OTBET Ha
NOCTYNMMBLUNIA BXOOSALWNA LOKYMEHT (T.e. NOArOTOBUTbL UCXOOALWLNA LOKYMEHT), a, Npexae,
CornacoBaTb €ro CoAepXmMMoe C HavyanbHUKOM OTAeNa, OPUCTOM UK pyKoBoAUTENEM. Takxe,
MOXXHO B paMKax CBA3aHHOW 3afayu COrjiacoBaTh 3adB/EHME HA OTMNYCK UM 03HAKOMUTbL Npukas o0b
N3MeHeHUN pacrnopsagka B npeanpasaHnyHbIA OeHb (BHYTPEHHWNE LOKYMEHTHI).

OTaenbHO NocTaBneHHas 3afavya MOXET ObITb He CBA3aHa C KaKMM-TO OKYMEHTOM. K npumepy, 3TO
MOXXeT BbITb pacnops>eHne o NoAroToBke 0T4ETa 0 paboTe B NpeablayLleM nepuoae nam
HeobXxoAMMOCTb B MOUCKE AOMNOSHUTEIbHON MHADOPMALMUKN MO KOHTPareHTaM KOMMaHum ¢ Lenbio
60s1ee NONHOro 3anosIHEHNA COOTBETCTBYIOLWMX KapTOYeK.

Pa3bepém oba BapuaHTa Ha npuMepax. B nepsom cnyvae 310 byneTt B pamkax y>xe nobaBneHHOro
HaMW B CUCTEMY BXOJALLEro JOKyMeHTa. TpebyeTcs cornacoBaTh 0bpalleHne XUTens ¢
pPyKOBOAUTENEM, AN TOr0, 4TOObI OH PACNOPSANIICS - YTO C HUM AeNaTh Aasblue.

Ins ycnoxHeHUs npolecca, onpeaesinM, 4To CEKpeTapb B KOMMaHUM OTBEYAET TOJIbKO 3a NPUEM
BXOAALLMX AOKYMEHTOB 1 AOBEAEHNS NX COLEPXKMMOro A0 PYKOBOAUTENS.

CoOTBETCTBEHHO, B paMKaXx CBOMX A0JIKHOCTHbIX 0653aHHOCTEN, CEKpeTapb, HAa OCHOBAHUN
COXPaHEHHOr0 JOKYMEeHTa OTMpaBseT 3a4ady PYKOBOAUTENIO HAa 03HAKOMJIEHWE C JOKYMEHTOM.

MNocne HaXaTus Ha KHOMKY Ha3Ha4uMTb 3apavy B KapTO4Ke BXoOALWEro JoKyMeHTa, NOABAAETCA
OKHO CO3[,aHMNs HOBOW 3afayu (MM HECKOJIbKUX 3a4a4, MO HaXXaTuio Ha KHOMKY + B BerHeI7I JieBon
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4acTw): =D =D KapTouKy 3apaum cnegyet
BHMUMaTENIbHO 3aNOJIHUTb, YYUTbIBas NPU ITOM:

TeMma 3afa4m - foSKHa ObITb MOHATHON 1 COOTBETCTBYHIOLEN cofepXKaHuto. 3beraTe 04NHAKOBbIX,
He 04eBUAHbIX Ha3BaHWUA. TUN 3a4a4n - OTPa)xaeT eé HanpaBieHHOCTb. OTAEeN NCNONHUTENS -
DUNbTP, KOTOPbIA CNYXUT ANna 0Tbopa B cnucke ncnonHutenen. Cpok NCNoSIHEHUS - NPOCTaBNAETCS
aBTOMATUYECKM, HO MOXXET ObITb M3MEHEH NPW NOCTaHOBKE 3ajauyu. Mocne Ha3HaveHNs 3amayn,
CTaHOBMTCS AOCTYMNHO 60JbLUE 3IEMEHTOB B KApTOYKE - AOMOJHUTENbHbIE BKNAAKMW 1 KHOMKM.

Copep>xuMmoe BKJ1aA oK 3agavu:
Ha Bknagke ®@annbl MOXHO 106aBUTb (halifibl, CBA3aHHbIE C UCMOJIHEHNEM 3a4a4U.

Ha Bknaake CBA3M MOXXHO NMOCMOTPETb CBA3@HHbIN AOKYMEHT (Nepexon K HeMy rno ABONHOMY
Ha)aTuto).

Ha Bknanke OTYET MO)XXHO 3aMO/IHUTb OTYET O BbIMOJIHEHMM 3a4a4N.
Ha Bknagke KoMMeHTapum MOXXHO obmeHATbCA KOMMEHTapnaMn C aBTOpPOM.

Ha Bknagke MCTOPMH BUOHbI AENCTBUSA, KOTOpPbI€ BbIMOJIHAJINCHL C 3ajaven.

Freay s mum o o pa s

-1 115 U3MEHEHNs COAEPXKMOro KapToYKu

3a4aun, eé aBTop [O/KEH HaXXaTb KHOMKY BepHyTb. Mpy 3ToM, paboTa UCMONHUTENS MO 3ajade
CTaHeT HeBO3MOXKHa. pn HaxxaTuM KHONKK 3aBepLUMTb 3aBepliaeTcs paboTa Bcsikas paboTa no

basa 3HaHwui - https://wiki.bit76.ru/


https://wiki.bit76.ru/_detail/18%D0%B4%D0%BE%D0%BA.png?id=%D1%8D%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D1%8B%D0%B9_%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82
https://wiki.bit76.ru/_detail/19%D0%B4%D0%BE%D0%BA.png?id=%D1%8D%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D1%8B%D0%B9_%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%82

Last
;gdf(;ezozs 3NeKTPOHHIli_AOKYMEHTO060pOT https://wiki.bit76.ru/%D1%B8D%D0%BB%D0%BS5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D1%8B%D0%BI_%D0%B4%DO%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%BE%D0%B1%D0%BE%D1%80%D0%BE%D1%827rev=1761915076
12:51

Gpaiore ancr—yrema nen piampnam

3ajave. Ol B KapTo4ke 3amaum
MCNONIHUTENL MOXET caenaThb:

1. HaxxaTb Ha KHOMNKy MpuHATL B paboTy. CTaTyC 3aga4m namMeHnThLCA Ha B paboTe, aBTOpy 3adayn
YyWOET COOTBETCTBYIOLLEE YBEAOMIIEHNE O TOM, YTO MCMOJHUTENb NPUHAN 3adady B paboTy.

2. Ha pa3nnyHbix BKagKax KapToykK 3agaum - ob6aBnTb (haiibl, CBiI3aHHbIE C UCMOHEHNEM 3a4aum
(B paMKax 03HaKOMJEHUS C OKYMEHTOM - He TpebyeTcs), MOCMOTPETb CBA3AHHbIN AOKYMEHT,
3an0/HUTL OTYET 0 BLIMOSIHEHUM 334341 (MOXKHO, HaNPUMepP, HanncaTb - KTo ByeT 3aHMMaTbCA
MOArOTOBKOW OTBETa Ha LOKYMEHT, KOMY Ha3Ha4MTb CBSi3aHHbIE 3afa4u N0 HEMOCPELCTBEHHON
paboTe B paMKax 3anpoca X1Tens u T.4.), 0OMeHATbCA KOMMEHTapusaMn C aBTOPOM LOKYMEHTa,
KOTOPbIE MOMOTYT NPUHSATbL PeLUEHNE.

3. HaxaTb Ha KHOMKY 3aBepI.IJMTb - NS TOro, 4TobhbI CTaTyC 3a4a4n N3MeHWJICA Ha BbinonHeHa.

TNl pes iy reman e

= = Mocne TOoro, Kak UCMOJHUTENb
3aBepLUNA 3a[a4y - OHa NepexoauT B CTaTyC BeinonHeHa. Ecin eé 3aBeplunn aBTop - 3aBepLueHa.
B 3TOM c/iy4ae aBTOpPY AOCTYMHO TOJIbKO OAHO AENCTBUE C 3aa4el - OTNPaBUTb B apXUB.

CornacosaHue oTBeTa

Bo3BpalllaeMcsi K MOAENIMPOBAHHOW CUTyauun. B pamMkax cBovx 06s3aHHOCTEN cekpeTapb [0BeNa [0
PYKOBOAUTENS COAEPXKAHNE BXOAALLEro AOKYMEHTa 1 NoJyyYnSia PeKOMeHaaLuy no AasibHenwmnm
NeNCcTBMSAM C JOKYMEHTOM.

B cBsi3K € 3TUM, 4TOObl Ha3HAYEHHbIN UCMOJIHATENb CMOT NOArOTOBUThL OTBET (MCXOASALWMIA AOKYMEHT)
Ha NoJsly4yeHHoe obpallleHne, cekpeTapb Ha3Ha4YaeT 3agadvy Ha UCNOJIHEHNE.

CornacHo pacrnopsKeHuio pyKoBoaNTeNs, fasbHelwyo paboTy 6yaeT NpoBOAUTL TEXHUYECKUIA
oTaen. Ha4anbHUK TEXHMYECKOro OTAENa - HOBbI MCNOMHWUTEb Mo obpalleHuto. OHa pellaeT
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CaMOCTOSITe/IbHO OTBETUTH Ha NocTynuBLLee obpalleHune. TekcT oTBeTa noTpebyeTcs cornacoBaThb C
PYKOBOAUTENEM.

Ina storo B KapTo4Ke BXoAsLlero noOKyMmeHTa OHa Ha>XXUMaeT KHOMKY OTBETUTD.

Mocne 3Toro ByneT Co34aH HOBbIN CBA3AHHbIM UCXOAALLNA OOKYMEHT:

Tamawrer

. D SED - ' HavasibHUK TEXHWUYECKOoro 0TAena,
0bHapy»XMB, 4TO KOHTaKTbl HE MOJHbIE, 3BOHUT COOCTBEHHUKY M YTOYHSAET €ro agpec 3J1eKTPOHHON
noyTbl. OTNpaBuTeb obpalleHns, B CBA3MN C 3TUM, NPOCUT eé npoaybnmpoBaTh 0uLMNASbHBIN OTBET
M Ha afpec 3IeKTPOHHOW MOYTbI, KOTOPbIA OH CO0BLLN.

Ona aToro TpebyeTcs Ao0b6aBMUTb afpec 3IEKTPOHHOM MOYThI B KAPTOYKY KOHTpareHTa. MoXXHO
cenaTb 3TO U3 COOTBETCTBYOLLEro noapasgesa KontpareHTbl. Kpome TOro, MoXHO 3T0 cAaenaThb

B3, nmLo
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NPAMO U3 KapTOYKM [OKYMEHTA. Anpec
nobaBnieH, KapToyka AOKYMEHTa 3aMoJIHEHA, MOXHO NPOBECTW COrlacoBaHNe C PyKOBOANTENEM
KOMMNaHuW. [ns 3Toro cieayeT HaxkaTb KHOMKY Ha3HauYUTb 3apa4vy B KapTO4YKe UCXOMALLErO
NOKYMEHTA W 3aMOJIHNTb KapTOYKY Ha3Ha4YeHNs CBSA3aHHOW 3a4aun.

Kpome pyKoBoamMTenNs, No yCaoBUSAM, MPUHATLIM B YK «[loM», LOMonHMTeNbHO TpebyeTca
cornacoBaTb COAEPXXUMOe OTBETa C IOPUCTOM.

=D E=n Mocse HaxaTua Ha KHornky HasHauuTb
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6y,uyT CO34aHbl ABe CBA3aHHbIE C NCXOOAWNMM JOKYMEHTOM 3ada4n Ha COrjiacoBaHune -
PYKOBOOUTENO N IOPUCTY. OHn OTKPbIBAOT KapTO4KY 3a4a4h Ha COrjiacoBaHne N oLueHNBaAOT

-

[OimBcamssss RIS OTHTE

cofepXxMMoe Cornacyemoro oTBeTa. D D S s

JloKyMeHT cornacoBaH. Ternepb ero TpebyeTcs 3aperncTpupoBaTh.

Mocne perncTpauun CekpeTapb CMOXET pacneyaTaTb aBTOMATUYECKU CDOPMMPOBAHHBIN UCXOASALLNN
OTBET, 4TOObI 3aTeM OTMNPABUTL €ro NOYTON COBCTBEHHUKY XIJbS.

G &= KpoMe Toro, cekpeTapto TpebyeTcs
npoAy6aMpoBaTb OTBET COBCTBEHHUKY XWbS MO 3NEKTPOHHOIA MoyTe.

Ons saToro TpebyeTcs npoBepuTb NPaBWILHOCTb BbIBPaHHOrO afpeca A8 OTNPaBKU U HaXaTb
KHOMKY OTBETUTb Ha BKJaLKe OTBeT ucxoasLlero LokymeHTa. Takum obpasom paboTa no
ncxopsemy LoKyMeHTy byfeT 3aBeplueHa. Tenepb ero MOXXHO MOMEeCTUTb B apXUB, HAXXaB
COOTBETCTBYIOLLYIO KHOMKY B apxuB.

CxeMa onucaHHOro npouecca

Ceapraps Frecsngrwre Frasuss TS Heursss 50 Pymsapeaes Hpso Emmrans
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