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BepHyTbCS Ha rnaBHyto

DN1eKTPOHHbIA AOKYMEHTO0bOopoT

1. Obwue ceepeHus

0003Ha4yeHne U HaMMeHOoBaHMe NporpaMmbl

Mporpamma gna IBM - cuctema 3NeKTPOHHOro AokymeHToobopoTa. Obo3HayeHue: MO «[JokyBen».

Ha3HauyeHue n pyHkuum NO «Jlokysen»

MO «[loKkyBeAa» - 3TO aBTOMATU3MPOBAHHAsA MHOIOMOJIb30BaTeIbCKas CUCTEMA, COMPOBOXAAtoLLas
npowecc ynpasneHna paboTon opraHnsaunm C Lenbto obecnevyeHns BbINOJIHEHMA 3TON OpraHn3aunen
CBOMX (PYHKLMI, CBA3AHHBIX C perucrtpaumen n y4€TomMm JOKYMEHTOB, MOAMOTOBKOMN NPOEKTOB
LOKYMEHTOB, UX COrJlacoBaHMA N YTBEPXAEHNS, MOCTAHOBKOW 3a4a4 BHYTPU opraHu3aunmn, nx
LOBELEHNSA [0 UCMONHUTENEN N KOHTPOS X04a UX ncnosHeHms. PaspaboTka gaHHoro
NPOrpamMMHOro pelueHns sefétca komnaHnen 000 “BUT”. B faHHOM CNpaBOYHOM PYKOBOACTBE
npvBeeHbl pekoMeHgauum no pabote ¢ CUCTEMOW 3NEKTPOHHOI0 LOKyMeHToobopoTa (fanee -
Cuctema). JoKyMeHT npegHa3Ha4vyeH 415 nonb3oBaTeNien CUCTEMBI.

2. dneMeHTbl MHTepdeunca

2.1 OKHO aBTOpM3aL UM
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Ho6po noxanoeaTtb!

Mocne nepexoga rno CCblJIKE,
I'Ipe,EI,OCTaBJ'IeHHOIZ NnoJsib30BaTEJIi0, B OKHE aBTOPU3aLUnn nporpaMmmbl cnenyeT BBECTU OaHHLIE,
npenoctaBsieHHble aAMUHNCTPATOPOM CUCTEMBI - JTIOTUH U NMapOoJib. MNocne yCnewHoro eeoaa

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

N/

ANEKTPOHHBIA

Mocne 3arpy3ku B OKHe NporpamMmmbl OCTYMNEH XYpHaa BXOAAWNX JOKYMEHTOB. B HEM
npencTaB/ieHbl CO34aHHbIE NONb30BATENAMMN UK NpULe[Lne Mo CBA3aHHON C NPOrpaMMon
3JIEKTPOHHOW NOYTE AOKYMEHTbI. 2.2 OCHOBHOE OKHO MporpaMMbl U ero 3seMeHThl 2.3 KapToyka
nokyMmeHTa 3 MpakTuyeckme coBeThl No paboTe 3.1. dunbTpauns B XypHanax (pa3agenax) 3.2.
Pernctpaums nokymeHTta 3.3. MaccoBble onepauumn 3.4. [lobaBneHne HOBOro BXOAALLErO AOKYMEHTa
3.5. NocTaHoBKa 3agay 3.6. CornacosaHue oteeTa 3.7. CxemMa OnmncaHHOro npowecca

MO «[loKyBea» - 3TO aBTOMaTU3NPOBaHHAsA MHOIOMNOJIb30BaTEIbCKasd CUCTEMA, COMPOBOXAatoLLas
npoLecc ynpasneHuns paboTon opraHm3saumnm ¢ uenbio obecnevyeHuns BbINOJHEHMSA 3TOW OpraHu3auunen
CBOMX (PYHKLMI, CBA3AHHBIX C peructpaumen n y4€TomMm JOKYMEHTOB, MOAMOTOBKON NPOEKTOB
LLOKYMEHTOB, UX COrJlaCOBaHWUA U YTBEPXAEHUS, NOCTAHOBKOW 3a/la4 BHYTPW OpraHu3auunm, nx
L0BedeHNs [0 UCMONHUTENER N KOHTPOJIA X04a X ncnonHeHus. PapaboTka gaHHOro
NPOrpamMMHOro pellueHns sefétca komnaHnen 000 “BUT”. B gaHHOM CNpaBOYHOM PYKOBOACTBE
npuBeaeHbl pekoMeHaauuy rno pabote ¢ CuctemMor 3NeKTPOHHOro AoKyMeHToobopoTa (aanee -
Cnctema). JoKyMeHT npefHa3Ha4vyeH Ans nonb3oBaTesien CUCTEMBI.

OcHOBHble (PYHKLMKN NPOrpamMMmbl:

* perncTpaums n y4ét LOKYMEHTOB (BXOOALUNX, NCXOAALWMNX, BHYTPEHHUX);

* MOJly4YeHne 31eKTPOHHOWN NOYThl AN19 AasibHEeWLWen OTNPaBKN OTBETOB U3 MPOrpaMMbl;
e nony4veHue obpatteHnin n3 MNC XXKX 1 0TBETOB Ha HUX;

* noJsiydyeHue obpalleHnn n3 JINYHOro kKabuHeTa XNUTENA N OTBETOB Ha HUX;

* NMOArOTOBKMW NPOEKTOB UCXOAALLMX Y BHYTPEHHUX LOKYMEHTOB, UX COrjlacoBaHne u
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YTBEPXIEHUE;
MOCTaHOBKA 3aflay, AOBEeAEHNE UX A0 UCMOSHUTENEN N KOHTPOJIb X043 UX UCMOJTHEHWS;
paboThbl C UMEIOLUMUCS Y KOMMAHUN KOHTPareHTaMm, XpaHeHUe UX KOHTAKTHOW UHGopMaLmMK;
* MOAroTOBKA OTYETOB 0 paboTe B Nporpamme;

* MOWUCK LOKYMEHTOB 1 3a4ay4 COrNacHO pPa3/inyHbIM YCI0BUSIM;

HOpPMMPOBAHME apX1Ba 3aBEPLIEHHBIX JOKYMEHTOB U 3aay.

B nporpamme nmeeTcsi BO3MOXXHOCTb MOCTPOUTb BCO paboTy C AOKYMeHTaMu B opraHm3auun. Kpome
TOro - OPraHN30BaTh NMOCTAHOBKY 3aa4 MeXy COTPYAHNKAMU C BO3SMOXHOCTbIO KOHTPONA. Takxe -
XPaHUTb UH(OPMALIMIO 0 KOHTPAreHTax, C KOTOPbIMK Belacb KOraa-Hubyab unm BenéTcs B
HacToswee Bpems paboTa. Mpu HeobX0AMMOCTM, MOXKHO MOCTPOUTL HacTpanBaeMble OTHETHI 3a
nepuog, No KOHKPETHOMY COTPYAHWKY, OpraHm3auuy u T.m.

OKHO aBTOpM3aL UM

Ho6po noxanoeaTtb!

Mocne nepexoga rno CCblJKE,
I'Ipe,EI,OCTaBJ'IeHHOIZ NnoJib30BaTEJIi0, B OKHE aBTOPWU3aLUnn nporpaMmmbl cnenyeT BBECTU OaHHLIE,
npenoctaBsieHHble aAMUHNCTPATOPOM CUCTEMBI - JTIOTUH U NMapOoJib. MNocne ycnewHoro eeoja

dBTOPU3aLUMNOHHbIX AaHHbIX N Ha>XXaTUA Ha KHOMKY Bontn MPONCXOONT 3arpy3kKa nporpamMmmsl.
B Oowynes v -

N/

ANEKTPOHHBIA

Mocne 3arpy3kun B 0OKHE MNPOrpamMMbi
AOCTYMEH »XXYPHaN BXOASALNX LOKYMEHTOB. B HEM npefcTaBieHbl CO3aHHbIE N0Jb30BATENSMU NN
npuvlleaLlne No CBS3aHHON C NMPOrpaMMOii 3NEKTPOHHOW NOYTE AOKYMEHTHI.
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OCHOBHOE OKHO NPOrpaMmbl U €ro 3J1IeMeHTbl

B fAoxywss

Pl R HECT POE K W RGN

{— OCHOBHOS WMEHS NPOrFasEE

Uexrpancean yacTs pHTepdshca nponpesses)

OCHOBHOE MEeHI0 nporpamMmmMmebl - pasaenbl.

Bxoasiwme - 0OKYMeHTbl, KOTOpPbIE NOCTYMNalT B OpraHun3aunio n3sHe. BkaovaeT B cebs
lMpeTeH3nn n AKTbl 0OCMOTpA.

Ncxopswme - LOKYMEHTbI, KOTOPble FOTOBAT COTPYLAHUKN OpraHu3aumu.

BHYTpeHHMe - [OKYyMeHTbI, OTHOCALWMeCa K kaTeropun “OpraHnsayoHHO- pacnopsaauTesbHble
IOKYMeHTbI”, cny>XebHble 3anncKu, NprKasbl, PaCnopsXKeHns, 3asBNeHNs 1 T.4.

3a[a4M - Ha UX OCHOBAHMM NPOUCXOANT OCHOBHOE B3aUMOLENCTBME MEXAY COTPYOAHMKaMU
opraHusauun. Mo cBA3aHHbIM OOKYMEHTaM UaKN OTAeSbHO.

ApXu1B - LOKYMEHTHI 1 3aga4un, paboTa c KOTopbIMY Bblfla MONHOCTbLIO 3aBEPLUEHA.
KOoHTpareHThl - pa3fen ¢ LOCTYNOM K CMUCKaM KOHTPAreHTOB OpraHu3saunmn - pusndyeckmux namv
topUaNYeCcKMX NnL, (B TOM Yncne - opraHoB HaZ30pa), a TakXKe JoCTyn K (hopMupyemMbiM B
nporpamMme oT4yeTam).

OTy4eTbl - pa3gen C 4OCTYNOM K CMIUCKAM 0TYETOB, KOTOPble AOCTYMHbI TEKYLLEMY
noJib30BaTeNo.

Mownck - pe3yabTaTbl MOUCKA B NPOrpaMMe C BO3MOXKHOCTbIO NOAPOBHON hunnbTpauunn.

MeHI0 HacTpoek ¥ yBef,OMJIeHUN

MepeknoyYaTenb akTUBHOIO COTPYAHMKA (MOXeT 6bITb 60/bLUE 04HOrO0)

YBeLoMNIeHNS (KOJIOKONbYMK) - MEHIO BCEX YBEAOMEHWNI MNPOrpaMMbl, pa3fieseHHbIX Mo
KaTeropusm.

MepekntoyeHne TeMbl 0HOPMIEHUS

MeHI0 nonb3oBaTensa (MHMLMAIb aBTOPU30BAHHOMO MNOb30BaTENS) - HACTPOMKK, CNpaBKa O
nporpamMmme, KHOMKN CMeHbl MoNb30BaTeNs M BbIX04a U3 MPOrpamMmsl.

LLeHTpanbHas 4acTb MHTepdeica NnporpaMmmbl

XypHan pa3anena - nepevyeHb 06bEKTOB (HanpuMep, AOKYMEHTOB UK 3a4a4), NpeACTaBNEHHbIX
B TabMYHOM BUAE C AENEHNEM Ha CTPaHuUbl. [JOCTYNHO NEPEKOYEHNE KONNYECTBa
06beKTOoB, 0AHOBPEMEHHO AOCTYMHbLIX Ha CTpaHuue (25-100).

BbICTpble huabTPbI pa3aena - GuUabTPbl, KOTOPLIMU NOJL3YIOTCA YaLle BCero.

KHOMKa NpoCcMOoTpa 3anuncen B TEKYLLEM XYPHaNe Ha KOHKPETHYIO daTy.

MeH0 31eMeHTOB 0TOBpa)XkeHMs - NMOKa3 B MOJHOIKPAHHOM peXMMe, CKPbITNE KOJIOHOK
XXypHana.
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e OyHKUMOHaNbHasa kKHornka Co3faTth - OCHOBHAsA KHOMKA, HaXKaTue Ha KOTOpYH no3sonseT
C034aTb HOBbIM 00bEKT (KapTOoYKy LOKYMEHTa, 3afla4M, KOHTpareHTa U T.4.) B JaHHOM
pasperne.

KapTouyka AOKYyMeHTa

BACK PRCEROHTTA
AT PEEHTA

MO SOTnASHTR R e ATl e s

Sazocrat mpass NI 1088, B30 TOMSIDNTRRE

AP e ] RO HE
wmcTAl ERITONEH Eivde Al
TV AT LSBT

IPE A ——r—

a= = a3
B KapTO4yKe AOKYMeHTa NpeAcTaBJ/ieHbl Cieaylolue 3/ieMeHTbl uHTepdeinca:
1. KHOMKM AONONHUTENbHBIX [eACTBUIA

e KHonka fobaBneHns Teros.

e KHOMKa fobaBneHnsa py4yHon cBa3n. OTKPbIBAETCA OKHO MOMCKA U CBSA3bIBAHUA C TEKYLLUM
06bEeKTOM JONOSHUTENBHBLIX BPYYHYIO.

e KHOMKa nevyaTun popMbl KApPTOYKM OOKYMEHTa.

2. BNOK peKBU3NTOB AOKYMEHTa.

e TeMa JOKYMEHTa - 0 YEM 3TOT CO3aBaeMbl JOKYMEHT.

e Micxonawmm HoMmep - HoMep UCXOASLEero, KOTopbIn Obi1 BO BXOAALLEM OOKYMEHTE, KOTOPbIN
NoNyHuIn.

e TN OOKYMEHTa - K KAaKOMY pa3feny LOKYMEHT OTHOCUTCS.

e CTaTyC JOKYMEHTa - COCTOSAHME, B KOTOPOM HaXOAUTCS OKYMEHT B AaHHbI MOMEHT.
Hanpumep, 3TO YEPHOBUK MW OOKYMEHT, NepefaHHbI B paboTy.

e PerncTpauunoHHbIn HOMep OOKYMEHTa - 04epelHON HOMep permcrpauuu.

e [laHHble 0 BpeMeHW CO3[aHNs LJOKYMEHTa 1 aBTope, KOTOPbIA ero co3aain.

e CpoK OOKyMeHTa - NnaHMpyeMbli CPOK, KOTOPbLIN 0TBOANTCA Ha 06paboTKy 3anpoca no
LOKYMEHTY.

e [IpyoOpUTET - BbICTaBASIEMAs BaXXHOCTb AOKYMEHTA.

3. BJIOK OaHHbIX OTNpaBMTeNs JOKYMEHTA.

e Tun oTNpaB/IeHNA - OTKyAa NONy4YeH BXOAALLMUA AOKYMEHT, N0 KaKOMY KaHany CBS3MW.

e Tun oTNpaBnUTENS - KaTEropmns OTNPaBUTENSA BXOASALWErO AOKYMEHTa.

e OpraHm3aumsa - 3anoJIHAETCS, €C/IM OTNPABUTESb - OPUANYECKOE JINLO NN KOHTPOAUPYIOLWMIA
opraH.

e OTnpaBuTeNb OKYMEHTa - HeNoCpeACTBEHHAA NepcoHa OTNpaBuTeNs, OT KOTOPOro rnoyyeH
BXOAALLMNIA OOKYMEHT.

e [laHHbIe 0 TenedoHe N 3NEKTPOHHON NOYTE OTNPABUTENS AOKYMEHTA.
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e CBfI3aHHbIN C JOKYMEHTOM afpec - aapec, Mo KOTOPOMY NoJy4eH 3anpoc. MoxXeT oTamyaTbCs
OT ajpecCa oTnpasnTen4.

4. Bknagkun yHKUMOHAJIbHbIX YacTen KapTO4Ku.

¢ IHhopMauma - nose oaa ykasaHus SONOJHNUTENbHON NHOPMaLMN O JOKYMEHTE.

e ®annbl - nHTepdenc gobasneHns Gannos K KapTovKe LOKYMEHTA.

e CBA3N - MECTO 0TOOPa)KeHN LOKYMEHTOB MM 3a4a4, KOTOPbIE CBSA3aHbl C CO34aBaeMbIM
[OKYMEHTOM.

e lcTOpunA - NCTOPUS U3MEHEHUI COAEPXKMMOIO UAN CBOMCTB CO34aBaeMoro OKyMeHTa.

5. BNIOK PyHKLMOHAIbHbIX KHOTMOK.

o COXPaHUTb - HAXXATNE COXPAHSET COEPXKUMOE KapTOYKM 1 3aKPbIBAET €.

e Ha3HauynTb 3afa4y - HaXXaTune OTKPbIBAET MHTEeP(enc Ha3HaYeHNs CBA3AHHbIX C JOKYMEHTOM
3aja4y no ero obpaboTke 04HOMY WM HECKOJILKUM UCMONHUTENSM.,

OTBETUTH - HaXKaTNe NPUBOANT K OLICTPOMY OTBETY Ha 3aMoJIHEHHbI AOKYMEHT, MPOnycKas
NPOLIeCC COrlacoBaHUS COAEPXKMMOro BXOASLLEr0 UM UCXOASALLEr0 JOKYMEHTA.

e 3aJlaHune - NOAr0TOBKA NPON3BOACTBEHHOIO 3alJaHNS HAa OCHOBAHWM NOCTYNUBLLEro obpaLleHuns
AN NOAPSAHON OpraHn3aLmnu.

3aBepLUUTb - HaXXaTue 3aBepluaeT paboTy C Co34aBaeMbIM 1OKYMEHTOM, CTAHOBUTCS
LOCTYIMHOW KHOMKa NepeMeLLeHns JOKYMEHTa B apXuB.

lNMpakTuyeckue coseTbl No pabote B
nporpamme

dunbTpauua B XXypHanax (pasaenax)

MeHt0 OUNbTPOB pa3aesnia Nno3BosseT BbICTPO BbIBPaTh AOKYMEHTbI UK 33434V MO
PACNPOCTPAHEHHBIM 1 YA06HLIM PUALTPAM.

Takxe B MEHI0 (hUNbTPOB MOXKHO HAWTW AOMOJIHUTENbHbIE PUILTPLI A5 OrPAHUYEHNS CMMCKA
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06bekTOB pasgena.

MprMeHeHre UNbTPOB NPOUCXOAUT NPU BbIBOPE O4HOMO UM HECKOJIbKMX (PUbTPOB U HaXxaTus
KHOMKW MPUMEeHUTb BHU3Y NaHenn guabTpoB. s LONOJHUTENIbHON (PUabTpaLmm XypHana B
PaMKax TeKyLLei CTPaHMLbl, MOXXHO HaXaTb Ha /ItoOYI0 13 KOJIOHOK.

Peructpauus goKyMeHTa

Pernctpauns [OKyMeHTa MOXeT noTpeboBaThCa B pa3nyHbIX paboynx cMTyaumax u o4epefHOCTb
LencTBuIn Npu 3ToM ByLeT 3aBUCETb OT NPUHATLIX B OPraHun3auum npoueccos. B nporpamMme
LOCTYMHa HacTponKa o4yepenen perncTpaLmm, KotTopble MOryT 3aBUCETb OT pPa3/INyHbIX NapaMeTpoB
(Ha BbIBOP aAMUHUCTPATOPa CUCTEMbI). B OCHOBHOM, Npy CTaHAAPTHOM HAaCTPOMKeE, Ha o4epeaun
perucTpauuun BauseT Tun LOKyMeHTa v Tun oTnpasuTens/nosy4vatens. B cBA3n ¢ 3TuMm, ecnum B nose
Tun oTnpasuTens/noay4yaTens He CAeflaH KOHKPETHbIN BbIOOp - LOKyMeHTYy byaeT npucsBoeH
CTaHAapTHbIN HOMep, 6e3 yTOYHEeHNA NPUHAAJIEXHOCTHN o4epean.

B obwem Buge 3aperncTpupoBaTb JOKYMEHTbl MOXKHO:

1. BXooswunmn JOKYMEHT, Mosy4YeHHbI 0OULNaJIbHO U3 BHELLUHEro UCTOYHMKA.

P e TS s, o - T T n

=0T 2. cxopsawmm LOKYMEHT, npexae 4yem
OH byneT oTnpasneH, opmLmanbHbIM MMCbMOM 3. BHYTPEHHUIN AOKYMEHT, ANS NPUHATUA B
NCMoNHeHwe.

3apeructpupoBaTtb AO0KYMEHT MO)XXHO ABYyMA cnocobamu:

1. CamocTOSTENBLHO, €C/IN COTPYAHUK 00/1a4aeT NpaBaMn Ha PErncTPaLnio JOKYMEHTOB, KOTOPbIE
€My BblflaHbl aIMUHUCTPATOPOM CUCTEMBI.

2. C noMoLLbio APYroro COTPYAHMKA, Y KOTOPOro eCTh NpaBa Ha PerucTpaLuio - NocpeacTBoM
MOCTaHOBKM 3aa4v Ha perncTpaLuio.
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o ey ey Ins sToro TpebyeTcs u3

PErncTPUPYEMOro AOKYMEHTa Ha3Ha4YMTb CBA3AHHYIO 3a4a4y Ha ero perncTpaumnio Apyromy
COTPYLHMKY.

%m

MaccoBble onepauuu

B cnyyae, ecnm coTpyAHWUKY NPUCBOEHA POJib PEFUCTPATOPA, EMY TakXXe A0CTYMHbl MAacCoBble
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onepaunn ¢ BXOAALMMN LOKYMEHTAMMW.
B TekyLlen Bepcun peannsaumsa MacCoBbIX OnepaLmii BoINOSHEHA B BUAE AOMOJHUTENLHOW NaHeNu
WNHCTPYMEHTOB.

Ins eé Bbi3oBa TpebyeTCs BbIAENNTL HECKOIbKO JOKYMEHTOB 1 BbiOpaTb U3 BbiMaAatoWwero Crmncka
dyHKUM0 CTaTb @aBTOPOM WM XXe (haMUIMI0 APYroro COTPYAHMKA, KOTOPbIA CTaHET HOBbIM aBTOPOM
B BbIOpaHHbIX AOKYMEHTax. KpoMe TOro, o HaXaTuio Ha KHOMKY 3aBepLUMUTb, BCE BbIOpaHHbIE
NOKYMeHTbI ByayT 3aBepLueHbl. [pn nepexoae B 061acTb GuabTpaLMmM 3aBePLUEHHbIX JOKYMEHTOB,
PerncTpaTopy TakXXe CTAaHOBMTCS AOCTYMNHa 1 KHOMKa B apxuB, KoTopas no3BonseT
3aapXMBMPOBAaTb Cpa3y BCe BbiOpaHHbIE JOKYMEHTHI.

NobGaBsieHne HOBOro BXOAALLEro JOKyMeHTa

MoBceaHeBHasn 3agadva B MporpamMmme 3akao4aeTcs B TOM, YT0Obl 106aBMTb HOBbIN MOYYEHHbIN
BXOOSALWMN OOKYMEHT. ECnm 3To obpalleHne no anekTpoHHon noyte, n3 NMC XXKX nan JinyHoro
KabnHeTa xuTens - 6onblias 4acTb AOKYMeHTa ByaeT y)xe npef3anonHeHa.

Ho, ecnm 3To nnyHoe obpalleHne nnm nNucbmo, npuwieawee Yyepes Moyty Poccum, npouecc byaer
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OLMHAKOB.

Hanpumep, B opuc ynpaBasoLen KOMNaHUn NpULEN XnTenb 06Cy)KMBaeMoro aoMa 1 coobmn,
4TO OH XOYeT HaMMcaTb 3asiBJIeHNe 0 TOM, YTOObl MPeACTaBUTENN YIPABAAIOLLEA KOMMAHUN
obcnenoBany WBbI HA CTEHe OMa Y ero KBapTupbl.

TeKCT pyKONnUCHOro 3asBJieHUs Ha Oymare (6naHK npepgocTaBuna pnsa 3anoJIHEHUS XXUTeNo
cekpeTapb), ponycTtum, byner BoirnapeT Takum obpasom:

AupekTopy YK “IOom”

Hukonaesy A.U.

oT MBaHoBa lNeTpa Bnagnmmposunya
COBCTBEHHUKA XWNTbS MO agpecy:
yn. KannHuHa, 32, k.. 18
8-925-925-25-52

3asBneHue

Mpowy obcnefoBaTh MeXMNaHesbHbIE LWBbI B MOEN KBAaPTUPE. 3MMOI OTCbIPEN Yroa CTEHbI U
NosIBMACA rpUBOK, BO BPEMS [OXKEN C BEPXHEr0o 0TKOCa Ha KyXHe UAET NpoTeyKa B KBapTUpy,
HamokatoT 0601 BAOJIb NAVHTYCA W NO NOJY MoLUa NieceHb. Mpowy NPUHATL MEPbI MO YCTPAHEHNIO
AaHHbIX Npobnem.

10.10.2025 I1.B. BaHOB

OanbHeWiue AelCTBUA ceKpeTapsa OyayT Takue:

1. MpuHATL 3asBJIEHNE 1 3apPerncTpupoBaThb ero.

2. Ha 3asBneHun noctaBnTb OTMETKY O HOMEpEe U AaTe peructpauumn obpalyeHums.
3. CoenaTtb Konuto obpalleHna n oTAaTb XUTEN0.

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

Ins Toro, 4Tobbl NOCTAaBUTb OTMETKY O HOMEPE M AaTe PerncTpauny Ha obpalleHnn, CeKpeTapto
TpebyeTcs 3HaTb CNeayoLWnii No NOPsAKY PErMCTPALMOHHBIA HOMepP. KpoMe Toro, B opraHu3auum
MOryT MUCMOJIb30BaTbCS Pa3IMYHble 04epean PerncTpaumm, KoTopble COOTBETCTBYIOT ONpeaeéHHON
rpynne KJNEeHTOB.

Pa3bepém no nopapky pencTBus ceKpetapsa B nporpaMmMe:
e MpUHATL 3a8BNIEHNE W 3apPerncTpupoBaTh ero.

CekpeTapb CKaHUPYET [OKYMEHT, onpeaenseT MeCTOMNONI0XKEHNE ero CKaH-konuu ans nobasneHus B
KapTOYKY 3/IEKTPOHHOr0 1IoKyMeHTa. [lanee cneayeT HaXkaTb Ha YHUBEpPCasbHYO KHoMKy Co3aaThb B

basa 3HaHwui - https://wiki.bit76.ru/
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pasfene Bxofslime JOKYMEHTbI: S
=T
3aM0/IHNTb KapTOYKY [OKyMEeHTa: CED EEIE T G e

N06aBUTb MHOPMaLNO 0 COBCTBEHHIKE, eC/in OHa He Obina fob6aBneHa paHee (B MHOM Ciyyae, eé

MOXHO OTpefaKTMpPoBaTh):

AONOARMTENbHEIE HOHTAKTE

+EN25HF52557

i

obpaleHne cobBCTBEHHMKA XWbA Ha BKNaake Paiifibl KAPTOYKM AOKYMEHTa:

Hanee npuknagbiBaemMm CKaHMPOBaHHOEe
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] 3T0 MOXHO cienaTb MO HaXKaTUto Ha

nosie, B CTaHAApPTHOM Auanore. Kpome Toro - nepeHecTyt Heobxoaumble aisibl B OKHO KapTOYKY
NOKyMeHTa. OHu byayT nobaBneHbl Nocsie COXPaHEHUS.

Takum 06pa3oM YepPHOBUK HOBOMO BXOAALLErO NOKYMeHTa OyleT COXpaHEH M CTaHEeT AOCTYMHa
BO3MOXHOCTb 3aperucTpmpoBaTh BXOASLUNA LOKYMEHT:

=3 =T i E Mpn HaXkaTun Ha KHOMKY Perucrpauus

(mOCTYMNHa TONbKO MOJIb30BATENAM C NMPABOM pernctpaumnmn), byaet npocTaBieH o4epenHoOM HoMep
permcTpauuu.

- Ha 3asBneHMM NOCTaBUTb OTMETKY O HOMepe U AaTe peructpauum obpawieHus.

Homep pernctpaunn eCcTb, CEKpeTapb MOXKET BNNCaTb €ro B NOCTaB/IEHHYIO0 MeYaTb PerncTpaumm Ha
opurunHan obpauieHns cobCTBEHHMNKA XWJIbS.

- CoenaTtb Konuio obpaLueHus n oTaaTh XUTeNIo.

Xutenb MoXeT ObITb YBEPEH, YTO ero obpalleHre B3saTo B paboTy, Tenepb OH MOXET
MHTEPEeCOBaTLCSA CPOKAMM 1 pe3ybTaToM paboThkl Mo obpaLleHnto yaoOHbLIM COrlacoBaHHbIM
cnocobom (Hanpumep, 3BOHOK Mo TenedoHy C yKa3aHMeM HOMepa BXOAALWEro obpalleHuns).

- 3aHecTH obpaLueHue B cucTeMy Ass paboTbl C HUM.

ObpalleHne 3aHECEHO Ha MepBOM 3Tarne cekpeTapéM. Kak BapuaHT, A1 COKPALLLEHNS BPEMEHM
NepBUYHON peakLunn Ha obpalleHne, Morna bbiTb 3aM0NHEHbI TOIbKO TeMa AOKYMEHTa, COXPaHEH, a,
3aTeM, 3aperncTpmpoBaH HOBbIM BXOAALLUIA AOKYMEHT. A CeKpeTapb 3anfaHnpoBan bbl AanbHenLee
BHECEHMe OCTaBLeNCs NHGOPMaL MM B KapTOYKY LOKYMEHTA.

NMocTaHOBKa 3apay4

B nporpamMmMe BO3MO)XXHO NOCTaBUTb 3aAauvy UCNOJIHUTENIO ABYMSA cnocobamu:

1. B paMKax CBA3aHHOro JOKYMeHTa.
2. OTOoencHo, B pa3sfesie 3ajaun.
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B pamkax CBS3aHHOro JOKYMeHTa NOCTaHOBKa 3a4a4n MOXXeT noTpeboBaTbCs, Hanpumep, npu
HeobX0ANMMOCTN 03HAKOMUTb C HOBbIM BXOASALWLMM OOKYMEHTOM PYKOBOAMTENS KOMMAHWUW, OTAENbHbIX
COTPYAHMKOB. Nnun, oonycTnM, HanTu MHopMaLnio 1 NOArOTOBUTL Ha €€ OCHOBaHWUM OTBET Ha
NOCTYNMBLUNIA BXOOAWNNA OOKYMEHT (T.€. NOArOTOBUTbL UCXOAALLNA [OKYMEHT), a, Mpexae,
cornacoBaTb ero CogepXXmnmoe ¢ Ha4allbHUKOM OTAeNa, PUCTOM UK pyKoBoauTenem. Takxe,
MO>XHO B paMKax CBSI3aHHOW 3a[ayy COrjiacoBaTh 3adB/EHNE Ha OTMNYCK UM 03HAKOMUTb Npukas 06
N3MEHeHUN pacnopsagka B npeanpa3aHuyHbIA AeHb (BHYTPEHHNE AOKYMEHTHI).

OTAeNbHO NoCTaB/ieHHas 3a4a4ya MOXET ObITb He CBSi3aHa C KAKUM-TO AOKYMEHTOM. K npumepy, 3T0
MOXXeT ObITb pacnopsiXXeHne o NoAroToBke 0T4YETa 0 paboTe B NpeablAyLLEM Neproae nau
Heob6X0AMMOCTb B MOMCKE AOMONHUTENbHOW MHAOPMALIMM MO KOHTPAreHTaM KOMMaHUM C Liesbio
6onee NONHOro 3aMnoHEHMS COOTBETCTBYIOLLNX KapTOYeK.

Pa3bepém oba BapuaHTa Ha npumepax. B nepBom csiyyae 310 ByneT B pamkax yxxe AobaBneHHOro
HaMMN B CUCTEMY BXOAsLLEro oKyMeHTa. TpebyeTcs cornacoBaTh obpalleHne XUTens ¢
PYKOBOAMTENEM, A5 TOr0, YTOOLI OH PACMNOPSAAUIICS - YTO C HAM feNaThb AabLue.

Insi yCNnoXXHeHUst npouecca, onpeaesiuM, YTo CeKpeTapb B KOMNaHWM OTBEYAET TOJIbKO 3@ NPUEM
BXOASLLNX JOKYMEHTOB 1 IOBEAEHNS NX COAEPXKMMOr0 A0 PYKOBOAUTENS.

COOTBETCTBEHHO, B PaMKax CBOVX [OJIKHOCTHbIX 00513aHHOCTEl, CeKpeTapb, Ha OCHOBAHWM
COXPAHEHHOro JOKYMeHTa OTMpaBaseT 3a4a4y PYKOBOAUTENO HA 03HAKOMJIEHWE C JOKYMEHTOM.

Mocne HaxkaTus Ha KHOMKY Ha3HayuTb 3apayvy B KapToyke BXOAALLEr0 AOKYMEHTa, NOABISeTCA
OKHO CO34aHNs HOBOW 3afayn (MM HECKOJIbKUX 3a4a4, MO HaXKaTWMio Ha KHOMKY + B BEPXHEN IEBOW

YacTu): = KapTouky 3amauum cnepyer
BHUMaTEJIbHO 3aMOJIHNTb, YYUTLIBAA NPN 3TOM:

TeMa 324341 - J0/KHA ObITh MOHATHON U COOTBETCTBYIOLLEN coepxaHuto. 3beraiiTe oANHAKOBSIX,
He 0YeBWUHbLIX Ha3BaHWIA. TWM 3aa4n - OTPaXkaeT eé HanpaB/ieHHOCTb. OTAEeN UCMONHUTENS -
DUNLTP, KOTOPLIA CNYXUT Aas oTbopa B cnncke ncnonHmtenein. Cpok NCNOSHEHNUS - NPOCTaBASETCA
aBTOMATUYECKUN, HO MOXKET ObITb M3MEHEH NpPY NOCTaHOBKE 3afayn. Mocne Ha3HaYeHns 3aaa4u,
CTAHOBUTCSA AOCTYMHO 60MblUe 3/1EMEHTOB B KAPTOYKE - [OMOJIHUTENbHbIE BKAAAKN U KHOMKMW.

Conep>XXuMMoe BKJIaAoK 3apayu:
Ha Bknaake ®@aunbl MOXXHO 006aBUTbL halsibl, CBA3aHHbLIE C UCNOJIHEHUEM 3a4auu.

Ha Bknaake CBA3M MOXXHO MOCMOTPETb CBA3AHHbIN OKYMEHT (Nepexon K HeMy Mo ABONHOMY
Ha)kaTuio).

Ha Bknagke OTYET MOXXHO 3aMnOSIHUTh OTHET O BbINOJHEHMN 3a4a4N.

https://wiki.bit76.ru/ Printed on 28.03.2026 09:04


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

28.03.2026 09:04 13/16 DNEKTPOHHbIN AOKYMeHT0060poT

Ha Bknagke KOMMeHTapMH MOXXHO 0OMeHATLCS KOMMEHTapnaMn C aBTOpPOM.

Ha Bknagke MCTOPMH BUAHbLI JENCTBMS, KOTOpPbI€ BbIMOJIHAIUCHL C 3alaven.

Fpeay s mum e ol g e

=D = 115 U3SMEeHeHMs COePXKUMOro KapTOYKY
3a0a4u, eé aBTop AOJKEH HaXaTb KHOMKY BepHyTb. Mpyn 3ToM, paboTa UCMONHUTENA MO 3a4a4e
CTaHeT HEeBO3MOXHa. lMpn HaXKaTun KHOMKN 3aBepLUnTb 3aBepluaeTca paboTa Bcskas paboTa rno

-

g nor Ly siampnam

3agave. CEEE. B KapTouKe 3amaum
MCMOJIHUTENL MOXET caenaThb:

1. HaxxaTb Ha KHOMKy MpuHATL B paboTy. CTaTyC 3aga4m namMeHnTbCA Ha B paboTe, aBTopy 3adayun
yWOET COOTBETCTBYIOLLEE YBEAOMIIEHNE O TOM, YTO UCMOSHUTENb NPUHAN 3a4ady B paboTy.

2. Ha pa3fnnyHbiX BKIaAKax KapTouKK 3adaum - 406aBuUTb (haiisibl, CBSA3aHHbIE C MCMOJIHEHUEM 3a4a4K
(B paMKax 03HAaKOMJIEHUSI C LOKYMEHTOM - He TpebyeTcs), MOCMOTPETb CBA3AHHbIA AOKYMEHT,
3ano/IHMTb OTYET 0 BbIMNOJHEHUN 334341 (MOXKHO, HanNpuMep, HanucaTb - KTO byeT 3aHMMaTbCS
MOAroTOBKOW OTBETA HA JAOKYMEHT, KOMY Ha3HaYUTb CBSA3aHHbIE 3a4a41 MO HEMOCPEACTBEHHOM
paboTe B pamMkax 3anpoca XUTens u T.4.), 0OMeHATbCS KOMMEHTapPUAMM C aBTOPOM [I0KYMEHTa,
KOTOpPble€ MOMOTYT MPUHSTb PeLLeHNne.

3. HaxxaTb Ha KHOMKY 3aBepLUMUTb - AJ15 TOro, YToObl CTATyC 3a4a4n U3MEHMCS Ha BbinosHeHa.
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- Mocne Toro, Kak UCMOHUTENb
3aBepLuna 3aady - OHa NepexoanT B cTaTyc BoinonHeHa. Ecnv eé 3aBepluns aBTop - 3aBepLUeHa.
B 3TOM c/iyyae aBTOpY [OCTYMNHO TONbKO OOHO AENCTBME C 3a4a4en - OTNPaBUTb B apXUB.

CornacosaHue oTBeTa

Bo3BpalllaeMcsi K MOAENMPOBaHHOM CUTyaummn. B pamMkax cBomx 06s3aHHOCTEN cekpeTapb LoBeNa [0
PYKOBOAUTENS COLEP)KaHMe BXOAALLEr0 LOKYMEHTa 1 NoyyYnsia peKoMeHAauUmnm no AalbHenwmm
LDEACTBUAM C AOKYMEHTOM.

B cBSi3K € 3TUM, 4T0bbl Ha3HAYEHHbIN UCNOJIHATENb CMOT NOAMOTOBUTL OTBET (MCXOAALWMIA LOKYMEHT)
Ha NoJiy4eHHoe obpalleHne, cekpeTapb Ha3Ha4vaeT 3aga4vy Ha UCNOJIHEHNE.

CornacHo pacrops»XeHuIo pyKoBoANUTeNS, AasibHenLWwyo paboTy byneT NnpoBOAUTb TEXHUYECKUIA
oTAen. HayanbHWK TeXHWYECKOro oTaesna - HOBbIN UCNOSIHUTENb Mo obpalleHnto. OHa pellaeT
CaMOCTOATE/IbHO OTBETUTL Ha nocTynueLiee obpalleHne. TekcT oTBeTa noTpebyeTcs cornacoBaTb €
pyKOBOAUTENEM.

Insa storo B KapTo4ykKe BXoadaLwero nOKyMeHTa OHa Ha>XMUMaeT KHOMKY OTBETUTD.

Mocne 3Toro byaeTt co3aaH HOBbIN CBA3AHHbIA MCXOAALLMNA LOKYMEHT:

. -

G D e==n HayYaNbHUK TEXHWYECKOro oTAena,
0OHaPYXXWMB, YTO KOHTAKTbI HE MOJIHbIE, 3BOHUT COBCTBEHHMKY M YTOYHAET €ro aapec 3/1eKTPOHHON
noyTbl. OTNpaBuTeNb 0bpaLLeHus, B CBA3N C 3TUM, MPOCUT eé NpoaybamposaTh ouULIMaNbHbIN OTBET
W Ha agpec 31eKTPOHHON NMOYTbI, KOTOPbIA OH COOBLLMUA.

Ins aToro TpebyeTcs 0obaBUTbL aipec SNEKTPOHHOW NOYTLI B KAPTOUKY KOHTpareHTa. MoXHO
caenaTh 3TO U3 COOTBETCTBYOWEro noapasaesa KoHtpareHTbl. KpoMe TOro, MOXXHO 3TO ciefaTb
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NPSIMO M3 KapTOYKMN LOKYMEHTa. Anpec
nobaBneH, KapToyka AOKYMEHTa 3anoJIHeHa, MOXHO NPOBECTW COrlaCcoOBaHNe C PyKOBOANTENEM
KOMMaHuW. 15 3Toro cnepyeT HaxkaTb KHOMKY HasHa4YyMTh 3aga4y B KApTOYKe UCXOAALLErO
LNOKYMEHTA W 3aMNOJIHNTb KapTOYKY Ha3Ha4YeHus CBSA3aHHOW 3a4aun.

Kpome pykoBOAUTENS, MO YCA0BUAM, MPUHATLIM B YK «[loM», [ONONHUTENbHO TpebyeTcs

cornacoBaTb coaepXnMmoe 0oTeBeTa C IOPUCTOM.
- |

L Mocne HaXaTus Ha KHOMKy Ha3HauuTb
ByayT CO3AaHbl BE CBA3aHHbIE C UCXOAALLNM AOKYMEHTOM 3a[a4/ Ha COriacoBaHue -
PYKOBOAMTENO U IoPUCTY. OHM OTKPLIBAIOT KapTOYKY 3aa4y Ha COrlacoBaHue W OLieHnBalT

-~ &

COAepX1Moe CoriacyemMoro oTeeTa. | =D G50 G e
[loKyMeHT cornacosaH. Tenepb ero TpebyeTcs 3aperncTpuposaThb.

Mocne perncTpaLnm cekpeTapb CMOXET pacneyaTaTb aBTOMATUYECKN CPOPMUPOBAHHBIN UCXOAALLNIA
OTBET, YT0DObI 3aTEM OTMNPABUTL €ro NOYTON COBCTBEHHUKY XIUbS.

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

. D D ' Kpome Toro, cekpeTapio TpebyeTtcs
npoay6aMpoBaTb OTBET COBCTBEHHIKY XKW/bS MO 3NEKTPOHHOIA MoYTe.

Ons sToro TpebyeTcs NpoBepUTbL NPaBWILHOCTbL BbIOPAHHOMO afpeca A8 OTNPaBKMU 1 HaXkaTb
KHOMNKY OTBETUTb Ha BKJlaake OTBeT NCXOAsLIEro AOKyMeHTa. Takum obpa3om paboTa no
ncxoasileMy AOKyMeHTY ByneT 3aBeplieHa. Tenepb ero MOXXHO NoMeCcTUTb B apXMB, HaXaB
COOTBETCTBYIOLLYO KHOMKY B apxuB.

CxeMa onucaHHOro npouecca
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