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BepHyTbCS Ha rnaBHyto

DNIeKTPOHHbIA J,OKYMEeHToobopoT

1. Obw e cBepeHus

O6o03HavyeHMe U HAaMMEeHOBaHWe NPOrpaMMmbl

Mporpamma gng IBM - cuctema 31eKTPOHHOro AokymeHToobopoTa. Obo3HaveHue: MO «[okyBen».
HasHavyeHue u pyHkuum MO «Jokysen»

MO «[loKkyBea» - 3TO aBTOMATU3MPOBAHHAsA MHOIOMOJIb30BaTeIbCKas CUCTEMA, COMPOBOXAAtoLLas
npoLecc yrnpasneHns paboTon opraHmM3auunm ¢ uenbio obecnevyeHmns BbIMOJHEHNS 3TOW OpraHM3auunen
CBOUX (PYHKLMIA, CBA3AHHbLIX C perncTpaumen n y4éTom OKYMEHTOB, MOArOTOBKOM NPOEKTOB
[OKYMEHTOB, UX COrJlacoBaHNA N YTBEPXAEHUS, MOCTAHOBKOW 3a4a4 BHYTPU opraHu3aunmn, nx
LOBEeLEHNSA 00 UCMONHUTENEN N KOHTPOS X04a UX ncnosHeHms. PaspaboTka gaHHoro
NPOrpaMMHOro pelleHns BefeTca komnaHven 000 “BUT”. B faHHOM CNpaBOYHOM PYKOBOLACTBE
npueBefeHbl pekomMmeHgaumm rno pabote ¢ CUCTEMON 3NEKTPOHHOI0 OKYyMeHToobopoTa (fanee -
Cuctema). lokyMeHT npefHa3Ha4yeH Oas nonb3oBaTesien CUCTEMBI.

2. dneMeHTbl MHTepdeunca

2.1 OKHO aBTOpM3aL UM

o6po noxanoeaTts!

MNocne nepexofa Mo CChisike,
npenocTaB/IEHHON NONb30BaTENO, B OKHE aBTOpM3aLumMm NporpaMmel cnefyeT BBECTU OaHHbIe,
npenocTasfieHHble aAMUHNUCTPATOPOM CUCTEMbI - IOTMH 1 NapoJib. MNocse ycnewHoro BBoaa

basa 3HaHwui - https://wiki.bit76.ru/
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adBTOPM3aUMNOHHBLIX AaHHbIX N HaXXaTUA Ha KHOMKY BonTtu NPONCXOoONT 3arpy3ska nporpaMmmsol.
B Aowyoes s &

S

N~

ANEKTPOHHBIA

Mocne 3arpy3Kun B OKHe NporpamMmmbl AOCTYMNEH XYpHaN BXOAALWNX LOKYMEHTOB. B HEM
npencTaB/ieHbl CO34aHHbIE NONb30BaTENAMM UK NpuefLne rno CBA3aHHON C NPOrpaMMon
3JIEKTPOHHOWN NoYTE AOKYMEHTbI. 2.2 OCHOBHOE OKHO MporpaMMsbl U ero asieMeHTbl 2.3 KapToyka
AoKyMeHTa 3 MpakTuyeckme coBeThl No paboTe 3.1. dunbTpauns B XypHanax (pasgenax) 3.2.
Pernctpaums nokymeHTta 3.3. MaccoBble onepauumn 3.4. [lobaBneHne HOBOro BXOAALLErO AOKYMEHTa
3.5. NocTaHoBKa 3agady 3.6. CornacosaHue oteeTa 3.7. CxemMa OnmncaHHOro npoecca

MO «JlokyBepn>» - 3TO aBTOMaTU3NPOBAHHAs MHOIrOMoJIb30BaTeNbCKaA CUCTEMA, COMPOBOXAatoLLLas
npouecc yrnpasneHns paboTon opraHnsaunm C Lenbto obecnevyeHns BbINOJIHEHMA 3TON OpraHu3aunen
CBOUX (PYHKLMIA, CBA3AHHbLIX C perncTpaumen n y4éTom OKYMEHTOB, NOArOTOBKOW NPOEKTOB
LOKYMEHTOB, UX COrJlacoBaHMA N YTBEPXAEHUS, MOCTAHOBKOW 3a4a4 BHYTPU opraHu3aunmn, nx
LOBELEHNSA [0 UCMONHUTENEN N KOHTPOS X04a UX ncnosHeHms. PaspaboTka gaHHoOro
NPOrpaMMHOro peleHns Beérca komnaHmen 000 “BUT”. B faHHOM CripaBOYHOM PYKOBOACTBE
npuBefeHbl pekoMmeHgaumm rno pabote ¢ CUCTEMON 3NEKTPOHHOIO fOKYMeHToobopoTa (fanee -
Cuctema). JoKyMeHT npegHa3Ha4vYeH 415 nonb3oBaTesien CUCTEMBI.

OCHOBHble (hyHKLLMM NPOrpamMmMbl:

e pernctpaumsa v y4€T LOKYMEHTOB (BXOAALLMX, NCXOOALMNX, BHYTPEHHNX);

* MOJIly4eHne 3/1eKTPOHHOW NOoYThl 419 fasibHeWLwen OTMNPaBKy OTBETOB U3 NPOrpaMMbl;

e nony4veHue obpawerHnin ns NMC KX n 0TBETOB Ha HUX;

e nonyvyeHue obpaleHnin u3 JIN4HOro KkabnHeTa XUTeNs U OTBETOB Ha HUX;

* NMOArOTOBKMW NPOEKTOB UCXOAALLMX Y BHYTPEHHUX LOKYMEHTOB, UX COrjlacoBaHMNeE U
YyTBEPXAEHUE;

* MOCTAHOBKA 3alay, oBeleHne UX L0 UCNOJIHUTENIe N KOHTPOJIb X043 UX UCMOJSIHEHUS;

e paboTbl C UMEIOLLMMUCS Y KOMNAHWUN KOHTPAreHTaMm, XpaHeHne X KOHTaKTHON MH(opMaLnu;

* NMOArOTOBKa OTYETOB 0 paboTe B MpoOrpamme;

* MOWCK LOKYMEHTOB ¥ 3afia4 COrJjlacHO Pa3/IM4yHbIM YCI0BUAM;

e (hOpMMPOBaAHME apxm1Ba 3aBEPLUEHHbLIX JOKYMEHTOB 1 3a4au.

B nporpamme nMeeTCcs BO3MOXHOCTb MOCTPOUTL BClO paboTy C JOKYMEHTaMu B opraHu3auun. Kpome
TOro - OPraHN30BaThb NOCTAHOBKY 3a4a4 MeXy COTPYAHNKAMU C BO3SMOXKHOCTbIO KOHTPONA. Takxe -
XPaHUTb UH(POPMALIMIO 0 KOHTPAreHTax, C KOTOPbIMY BeNlacb KOraa-Hubyab unv Benércs B
HacToslee Bpems paboTa. Mpu HeobX0AMMOCTM, MOXKHO MOCTPOUTL HacTpanBaeMblie OTHETHI 3a
nepuog, No KOHKPETHOMY COTPYIAHWKY, OpraHu3auum u T.m.
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OKHO aBTOpM3aLUHU

[o6po noxanoeaTts!

MNapont

BOWUTK

NpeaoCcTaB/IeHHON NONb30BaTENO, B OKHE aBTOPM3aLMUN NPOrpaMMbl ClellyeT BBECTU AaHHbIe,
NpeaoCcTaBfieHHble aAMUHUCTPATOPOM CUCTEMBI - JIOTMH U Naposb. [locne ycnewHoro BBoaa
aBTOPM3aLMOHHbIX AAaHHbIX N HAXATWsA Ha KHOMKY BOWTW NponcxoauT 3arpy3ka nporpammbl.

» &

MNocne nepexofa Mo CChisike,

B Aowyes

N~

ANEKTPOHHBIA

Mocne 3arpy3ku B OKHe MporpaMmbl

[OCTYNEH XXypHan BXOAALNX AOKYMEHTOB. B HEM npeacTaB/ieHbl CO34aHHbIE NOb30BAaTENAMN UK
npuwegLmne no CBA3aHHOW C NPOrpamMmMoit SN1EKTPOHHON MoYTe OKYMEHTHI.

OCHOBHOE OKHO NPOrpaMmbl U €ro 3J1IeMeHTbl

B Aoxymed

Pl s T OB, A Y A M

| — DCHOBEOS WEHS NPOrpasde

LiBHTpane-an uscTe MHTeEEAca NpOnposeas

OCHOBHOE MeHI0 NporpaMMbl - pasaebl.

basa 3HaHwui - https://wiki.bit76.ru/
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e BxoasLine - LOKYMEHTLI, KOTOPbIE MOCTYMAlOT B OpraHM3aumio n3BHe. BknovaeT B cebs
lMpeTeH3nn n AKTbl 0OCMOTpA.

e licxomsilme - LOKYMEHThl, KOTOPble FOTOBAT COTPYAHUKN OpraHu3aumu.

* BHyTpeHHWe - LOKYMEHTbI, OTHOCALLMECS K KaTeropun “OpraHm3aunoHHo- pacnopsgnTesbHble
JIIOKYMeHTbI”, cny>XebHble 3anncKu, NprKasbl, PacCnopsXKeHns, 3asBNeHNs 1 T.4.

e 3aa4u - Ha X OCHOBAHWUN NPOMUCXOANT OCHOBHOE B3aMMOOENCTBME MeXY COTPYAHNKaMuU
opraHusauuu. Mo cBA3aHHbIM OOKYMEHTaM UK OTAeNbHO.

e ApXUB - LOKYMEHTbI U 3a4a4u, paboTa c KOTopbIMK Bbifa MONHOCTbLIO 3aBEPLUEHA.

e KOHTpareHThbl - pa3fen ¢ 4OCTYMNOM K CMMCKaM KOHTPareHToB OpraHmn3aumnm - Pu3nyeckux nim
topUaNYeCcKnX NnL, (B TOM Yncne - opraHoB HaZ30pa), a TakXKe JoCTyn K hopMupyemMbiM B
nporpamMme oT4yeTam).

e OTYeThbl - pas3fen ¢ 4OCTYNOM K CMUCKaM OTHETOB, KOTOPble AOCTYMHbI TEeKYLWEeMY
noJib30BaTesNo.

e [loncK - pe3ysbTaTbl MOMCKa B NpOrpamMme C BO3MOXXHOCTb0 NoApobHON hunbTpaumm.

MeHI0 HacTpoek M yBef,OMJIeHUN

* MNepeknioyaTens akTUBHOIO COTPYLHUKA (MOXXeT 6bITb 60/bLIE 04HOrO0)

* YBeOMJIEeHNS (KOMIOKOJIbYYMK) - MEHIO BCEX YBELOMJIEHWIA MPOrpaMMmbl, pa3AefeHHbIX Mo
KaTeropusm.

* [epekntoyeHne TeMbl 0HOPMIEHUS

MeHI0 nonb3oBaTensa (MHMLMAIbl aBTOPU30BAHHOMO MOb30BaTENS) - HACTPOMKK, CNpaBKa 0O
nporpamMmme, KHOMKN CMeHbI MoNb30BaTeNs M BbIX04a U3 MPOrpamMmsl.

LLeHTpanbHas 4acTb MHTepdeica nporpaMmbl

XXypHan pa3anena - nepevyeHb 06bEKTOB (HanpuMep, AOKYMEHTOB UKW 3a4a4), NpeACTaBAeHHbIX
B TabMYHOM BUAE C AENEHNEM Ha CTPaHuUbl. [JOCTYNHO NEPEKIOYEHNE KONNYECTBa
06beKTOB, 0HOBPEMEHHO AOCTYMHbLIX Ha CTpaHuue (25-100).

BbiCTpble huabTPbI pa3aena - GuabTPbl, KOTOPLIMU NOJIL3YIOTCA YaLle BCero.

KHOMKa NpoCcMOoTpa 3anuncen B TEKYLLEM XYpPHaNe Ha KOHKPETHYIO daTy.

MeH0 31eMeHTOB 0TOBpa)keHns - NMOKa3 B MOJHOIKPAHHOM peXMMe, CKPbITNE KOJIOHOK
XXypHana.

®dyHKUMOHaNbHasA KHonka Co3f4aTh - OCHOBHAsA KHOMKa, HaXaTne Ha KOTOPYIo MNo3BoseT
C034aTb HOBbIA 06BEKT (KAapTOYKY AOKYMEHTA, 3aflaydl, KOHTpareHTa v T.4.) B AaHHOM
pasgene.

KapTouyka AOKyMeHTa
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B KapTouKe OOKYMeHTa npeacTaB/ieHbl cnenylowme 31eMeHTbl MHTepdenca:
1. KHOMKW AONONHUTENbHbLIX OENCTBUN

e KHOMKa fobaBneHns Teros.

e KHOMKa fobaBneHnsa py4yHon cBas3n. OTKPbIBAETCA OKHO MOMCKA U CBA3bIBAHUA C TEKYLLUM
00bEKTOM AOMOJIHUTENbHBIX BPYYHYIO.

e KHOMKa rnevyaTtun (popMbl KapTOYKN LOKYMEHTA.

2. BIOK peKkBM3NTOB LOKYMEHTA.

e TeMa JOKYMEHTa - 0 YEM 3TOT CO3[1aBaeMbl JOKYMEHT.

¢ licxooawmm Homep - HoMep UCXOASLLEero, KOTOPbI Obla BO BXOAALLEM AOKYMEHTE, KOTOPbIN
Nony4Ynn.

e TUN JOKYMEHTa - K KaKOMY pa3feny LOKYMEeHT OTHOCUTCS.

e CTaTyC fOKYMEHTa - COCTOSAHNE, B KOTOPOM HaXOAUTCA AOKYMEHT B AAHHbLIA MOMEHT.
Hanpumep, 3TO YEPHOBUK WU OOKYMEHT, NepefaHHbI B paboTy.

e PerncTpaumnoHHbIN HOMep OOKYMEHTa - 04epelHON HOMep permcrpaumu.

¢ [laHHbIE 0 BPEMEHW CO34aHns LOKYMeHTa 1 aBTope, KOTOPbIN ero co3aar.

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

e [IpyopuUTET - BbICTaBSIEMAs BaXXHOCTb JOKYMEHTa.

3. BnoK AaHHbIX OTrnpaBuUTENA NOKYMEHTaA.

e Tun oTNpPaBAEHNS - OTKYAA NOJYYEH BXOAALWMIA JOKYMEHT, MO KAaKOMY KaHasy CBSi3W.

e TN OTAPABUTENS - KATErOpPUsa OTNPABUTENS BXOAALLEr0 JOKYMEHTa.

e OpraHunsauus - 3aNoJHAETCS, eC/IM OTNPABUTENb - OPUANYECKOE NNLLO UK KOHTPOSIMPYOLLMIA
opram.

e OTNpaBuUTENb AOKYMEHTA - HEMOCPEACTBEHHAS NEPCOHA OTMNPABUTENS, OT KOTOPOro MoJlyyeH
BXOAALLMIA LOKYMEHT.

e [laHHble 0 TenledOHE 1 SINEKTPOHHOW MNOYTE OTNPABUTENSA NOKYMEHTA.

e CBSI3aHHbIN C IOKYMEHTOM afipec - afipec, Mo KOTOPOMY MoJly4yeH 3anpoc. MoXXeT OTAnYaThCs
0T agpeca OTrnpaBuUTENS.

4. BKnagKku (yHKLMOHANbHbIX YacTen KapTOUKMN.

e VIH(hopMauus - none Ans ykasaHusa SOMNOAHUTENbHOW NHPOPMaLMM O JOKYMEHTE.
e ®annibl - UHTepdenc gobasneHns GannosB K KapTouKe LOKYMEHTA.
e CBfI3M - MeCTO 0TODparkeHnsa OOKYMEHTOB MK 3a[iay, KOTOpble CBSi3aHbl C CO3[1aBaeMbIM

basa 3HaHwui - https://wiki.bit76.ru/
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OOKYMEHTOM.
e /icTopua - uctopus N3MEHeHNI cogepXxmmoro nnn CBOWCTB CO3aBaeMoro OOKYMEHTa.

5. BNoK (pyHKLNOHabHbIX KHOTMOK.

e COXpaHUTb - Ha)KaTne COXpaHAeT COAEePKMMOE KapTOYKM 1 3aKpbiBaeT eé.

* Ha3HauuTb 3afayy - HaXxaTue OTKPbLIBAET MHTEPPENC Ha3HAYEHUS CBA3AHHbIX C [LOKYMEHTOM
3apa4 no ero obpaboTke 0AHOMY UM HECKONIbKUM UCMONHNTENSAM.

OTBETUTH - HaXKaTKe NPUBOANT K BbICTPOMY OTBETY Ha 3aMOJIHEHHbIA AOKYMEHT, MPOnyCcKas
MPOLLECC COrIaCoBaHUS COLEPKMMOr0 BXOASLLENr0 UM UCXOAALLEr0 JOKYMEHTA.

e 3afaHue - NOAroTOBKa NPOM3BOACTBEHHOIO 3aaHnsa Ha OCHOBaHMM MNOCTyNMBLIero obpalyeHns
A5 NOAPSAHON OpraHu3aumm.

3aBepwunTb - HaXaTue 3aBepluaeT paboTy C CO34aBaeMbIM AOKYMEHTOM, CTaHOBUTCS
AOCTYMNHOW KHOMKa NepeMeLleHnst AOKYMEHTa B apXyB.

lMpakTuyeckue coseTbl N0 padboTte B
nporpamMmme

dunbTpauua B XXypHanax (paspenax)

MeHI0 hNbTPOB pa3aesia Nno3sosseT ObICTPO BbIOpaTh LOKYMEHTbLI UK 33434 Mo
PacnpPOCTPaHEHHBLIM U YO0OHLIM nabTPaM.

TakXe B MeH0 (PUSIbTPOB MOXXHO HaWTU OOMNONHUTENbHbIE PuNbTPLI 4Na orpaHNYeHna Cnncka

e ]

06beKTOB pasgena.
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MpruMeHeHre UNbTPOB NPOUCXOAUT NPU BbIOOPE OOHOM0 UM HECKOSIbKUX PUAbTPOB U HaXKaTuUA
KHOMKW MPUMEeHUTb BHW3Y NaHenn guabTpoB. NS LONOJHUTENIbHON (PuabTpaLmm XypHana B

paMKax TeKyLen CTPaHWLbl, MOXKHO Ha)XaTb Ha JIloOYI0 13 KOJIOHOK.
= =

Perucrtpauusa goKyMeHTa

PerncTpauns [OKyMeHTa MOXeT noTpeboBaThCa B pa3nyHbIX paboynx cMTyaumax u o4epefHOCTb
LenCcTBUIN Npu 3ToM ByLeT 3aBUCeTb OT NPUHATLIX B OPraHun3auum npoueccos. B nporpamMme
LOCTYyMNHa HaCTPOWKa o4Yepenen perncTpaumnmn, KoTopble MOryT 3aBMCETbL OT Pa3/INYHbIX MapaMeTpoB
(Ha BbIOOP agMMHUCTPaTOPa CMCTEMbI). B OCHOBHOM, Npu CTaHAAPTHON HAaCTPOWMKeE, Ha oYepeam
pernctpauunmn sanaeT Tun JoKyMeHTa 1 Tun oTnpasuTena/nonyvyatens. B cBa3n ¢ 3Tum, ecniv B nose
Tun oTnpasuTens/noay4yaTens He CAeNaH KOHKPETHbIN BbIOOp - LOKyMeHTYy byaeT npucsoeH
CTaHAapTHbIN HOMep, 6e3 yTOYHEeHNA NPUHAAIEXHOCTIN o4epean.

B obwwem Buge 3aperncTpupoBaTb JOKYMEHTbl MOXKHO:

1. BXoAsiWwunn JOKYMEHT, Mosy4YeHHbI 0OULNAJIIbHO U3 BHELLIHEr0 UCTOYHUKA.

L T T —— rarira (1]

ch:::—

2. icxopsawmnn [OKYMEHT, rnpexae 4em
OH byneT oTnpasneH, opmLmanbHbIM MMCbMOM 3. BHYTPEHHUIN AOKYMEHT, ANS NPUHATNA B
NCMoNHeHNe.

3aperncTpmpoBaThb [OKYMEHT MOXHO ABYyMs cnocobamu:

1. CamocTOSTENBHO, €CNIN COTPYAHUK 00/1a4aeT NpaBaMmn Ha PErncTpPaLnio JOKYMEHTOB, KOTOPbIE
€My BblflaHbl aIMUHUCTPATOPOM CUCTEMBI.

2. C NoMOLLbiO APYroro COTPYAHMKA, Y KOTOPOro eCTh MpaBa Ha PerncTpaLmio - NocpeacTBoM
MOCTAHOBKW 3aa4M Ha perncTpaumio.

o e ey Ins aToro TpebyeTtcs u3

PErnucTPUPyeMoro JOKyMeHTa Ha3HauyMTb CBSA3aHHYIO 3a/lavy Ha ero PerucTpaLuuo apyromy
COTPYAHWKY.
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MaccoBblie onepauuu

B cnyyae, ecnm coTpyAHMKY NPUCBOEHA POJib PErMcTpaTopa, EMY TakXe AOCTYMHbl MacCoBble
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onepaumm C BXOAAWMNMN 1OKYMEHTAMMW.
B TekyLuen Bepcum peanmsaumns MacCoBbIX onepaLnin BbINOSHEHa B BUAE AOMNONHUTENLHON NaHenu
MNHCTPYMEHTOB.

Ins eé Bbi3oBa TpebyeTCsa BbIAENUTL HECKOIbKO JOKYMEHTOB 1 BbiOpaTb U3 BbiMafatoWwero Crmncka
dyHKUMto CTaTb aBTOPOM VM XXe (haMUanto APYroro COTPYAHVKA, KOTOPbI CTaHET HOBbIM aBTOPOM
B BblOpaHHbIX AOKYMeHTax. KpoMe Toro, no Ha)XxaTuio Ha KHOMKY 3aBepLUMTb, BCe BbiIOpaHHbIe
NOKYMeHTbl ByayT 3aBepLueHbl. [pn nepexoae B 061acTb GuabTpaLMmM 3aBepLUEHHbIX JOKYMEHTOB,
PerncTpaTopy TakXXe CTAaHOBMTCS AOCTYMHa U KHOMKa B apxuB, koTopas no3sonseT
3aapXMBMPOBaTb Cpa3y BCe BbiOpaHHbIE JOKYMEHTHI.

NobGaBsieHne HOBOro BXOAALLEro JOKyMeHTa

MoBcenHeBHas 3afayvya B MporpamMme 3akJo4aeTcs B TOM, 4T0obbl 406aBUTb HOBLIN MOJTYHEHHBIN
BXOOSALWMN OOKYMEHT. Ecnm 3To obpalleHne no anekTpoHHon noyte, n3 NMC XXKX nan JinyHoro
KabuHeTa xunTens - 6onbluas YacTb AOKYMEHTa byaeT yxe npen3anofiHeHa.

Ho, ecnn 3To nyHoe obpalleHne nam nucbMo, npuweallee Yyepes MoyTty Poccuu, npouecc bynet
0/[lIMHaKOB.

Hanpumep, B opuC ynpaBastowen KOMNaHUn NpULEN XnTenb 06Cy)KMBaeMoro aoMa 1 coobmn,
4TO OH XOYeT HaNUcaTb 3asBJeHNe 0 TOM, YTOObI MPeACTaBUTENN YNPABASIOLLEH KOMMAHUN
o6cnenoBany LBLI Ha CTEHe I0Ma Y ero KBapTUpsI.

TeKCT pyKONUCHOro 3asBJieHUa Ha Oymare (6naHK npepgocTtaBuna pnsa 3anoJIHEHUs XXUTeNo
cekpeTapb), ponycTtum, byner BoirnapeT Takum obpasom:

AupekTopy YK “Oom”

Hukonaesy A.U.
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oT MBaHoBa lNeTpa Bnagnmuposmnya
CoBCTBEHHMKa XUNbs N0 agpecy:
yn. KannHuHa, 32, k.. 18
8-925-925-25-52

3asBneHune

Mpowy obcnefoBaTh MeXMNaHesbHbIE LWBbI B MOEN KBapPTUPE. 3MMOW OTCbIPEN Yroa CTEHbI U
NosiBUACA rpUBOK, BO BPEMS [OXKAEN C BEPXHEro 0TKOCa Ha KyXHe UAET NpoTeyka B KBapTUpYy,
HamokatoT 0601 BAOJIb NAVHTYCA W NO NOJY MoLUa NieceHb. Mpowy NPUHATL MEPbI MO YCTPAHEHNIO
AaHHbIX Npobnem.

10.10.2025 I1.B. BaHOB

OanbHeWliue AelCTBUA ceKpeTapsa OyayT Takue:

1. MpuHATL 3asBJIEHNE 1 3aperncTpupoBaThb ero.

2. Ha 3asBneHun noCctaBnTb OTMETKY O HOMEpEe U AaTe perucrpauumn obpalleHums.
3. CoenaTtb Konuto obpalleHna n oTAaTb XUTEN0.

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

Ons Toro, 4Tobbl NOCTAaBUTb OTMETKY O HOMEPE 1 AaTe PerncTpauny Ha obpalleHnn, CeEKpeTapto
TpebyeTcs 3HaTb CNeayoLWnii No NOpPsAKY PErMCTPALMOHHBIA HOMep. KpoMe Toro, B opraHu3auum
MOrYT MUCMOJIb30BaTbCS Pa3IMYHble 04epean PerncTpaumm, KoTopble COOTBETCTBYIOT ONpeaeNEHHON
rpynne KJNEeHTOB.

Pa3bepém no nopapky pencTBUs ceKpetapsa B nporpaMMe:
e MpUHATL 3a8BNIEHNE 1N 3apPerncTpupoBaTh ero.
CekpeTapb CKaHMpyeT LOKYMEHT, onpefensieT MeCTOMNON0XKEHNEe ero CKaH-konuu ans gobaenexHns B

KapTO4KYy 3/IEKTPOHHOIr0 AOKYMeHTa. [lanee cnefyeT HaXaTb Ha YHUBEpPCasibHYyt0 KHOMKy Co3aaThb B
B Dowyunt W'

— Jm . R

pa3sgene Bxooswime OOKYMEHTHI: | n
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3aM0/HUTb KapTOYKY [JOKYMEHTa: G G GHED GEED G

No6aBnTb MHDopMaumnio 0 cobCTBEHHUKE, eciv OHa He Bbina fobasneHa paHee (B MHOM Cllyyae, eé

MOXKHO OTpefaKTMpoBaThb):

OononHMTENLHBIE HOHTAKTR

+ERISHIS2502 AOBAEATE

OTrEEA, MPHMEMHTE

06pau.LeHV|e cobcTBEHHMKA XNNbS Ha BKNaake Paibl KapTO4KN OOKYMEHTa:

Hanee npuknagbiBaemM CKaHMPOBaHHOEe

[-"ur--ww-:ﬂ-w-- T pw Ly v -—--:n

- S S e ]

P s i 1 omr a1 v o amrvane an

E_ T o B ' 3T0 MOXHO CAeNaTb N0 HaXXaTUIo Ha
none, B CTaHAapPTHOM Ananore. Kpome TOro - nepeHecTit HeobxoanMble (haiisibl B OKHO KapTOUKM
LOKYMeHTa. OHU 6yayT AoBaBfeHbl MOCe COXPaHEHUS.

Takum 06pa3oM YepPHOBUK HOBOIO BXOASLLEr0 JOKYMeHTa 6yNeT COXPaHEH 1 CTAHET AO0CTYMHa
BO3MOXXHOCTb 3aPerncTprupoBaTh BXOASLWMNA JOKYMEHT:
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=0 B O B0 E npm Ha)aTuu Ha KHOMKY Per“c-rpau‘"’l

(MOCTYNHa TOMLKO MOJIb30BATENSIM C NMPABOM peruncTpauun), byeT NnpocTaBAeH o4yepesHON HoMep
perucTpaLuu.

- Ha 3asaBneHUM NOCTaBUTb OTMETKY O HOMepe U aaTe perucrpauum oﬁpaw,eHml.

Homep peructpaunm ecTb, CEKPETapPb MOXKET BMWUCATh €ro B NOCTaB/IEHHYIO NeYaTb PErncTpaLmm Ha
opurvHan obpalleHns cobCTBEHHMKA XUbS.

- CoenaTtb Konuio obpaLueHus n oTaaTh XUTeNIo.

Xuntenb MoxeT 6bITb YBEPEH, 4TO ero obpalleHne B3aTo B paboTy, Tenepb OH MOXET
NHTEPeCcoBaTbCA CPOKaMM U pe3ynbTaToM paboThl Mo obpalleHunio ya06HbIM COrlacoBaHHbIM
cnocobom (Hanpumep, 3BOHOK MO TenedoHy C yKazaHUMeM HOMepa BXOAALEero obpalleHns).

- 3aHeCcTHn 06pau.|,e|-|ue B CUCTEMY AnA pa60ﬂ=| C HUM.

ObpallieHne 3aHeCeHO Ha NepPBOM 3Tarne cekpeTapéM. Kak BapuaHT, 4151 COKPALLEHNS BPEMEHU
NepBUYHON peakummn Ha obpalleHmne, Morna bbiTb 3aMoIHEHbI TOILKO TeMa JIOKYMeHTa, COXPaHEH, a,
3aTeM, 3aperncTpUpoBaH HOBbIA BXOAALLMA JOKYMEHT. A cekpeTapb 3annaHnpoBasn bbl AanbHelwee
BHECEHVe OCTaBLUENCS NHOPMaLUM B KAPTOYKY LOKYMEHTA.

NMocTaHoBKa 3apay4

B nporpamMmme BO3MOXXHO NOCTaBUTb 3aAauvy UCNOJIHUTENIO ABYMSA cnocobamu:

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

B pamkax CBA3aHHOro LOKyMeHTa NOCTaHOBKa 3a4a4n MoXXeT noTpeboBaTbCs, Hanpumep, npu
HeobXxoAMMOCTIN 03HAKOMUTb C HOBbIM BXOAALLMM LOKYMEHTOM PYKOBOAUTENS KOMMAHUN, OTAENbHbIX
COTPYAHMKOB. Nnun, oonycTnm, HauTn MHOpMaLnio 1 NOArOTOBUThL Ha €€ OCHOBAHWUM OTBET Ha
NOCTYMMBLUNIA BXOOSALWNA LOKYMEHT (T.e. NOArOTOBUTb UCXOOALLNA LOKYMEHT), a, Npexae,
CcornacoBaTb €ro CoOAepX1MMoe C HavyanbHUKOM OTAEeNa, OPUCTOM UK pyKoBoaUTeNeM. Takxe,
MOXXHO B paMKaXx CBA3aHHOW 3aJayu COrjiacoBaTh 3adB/€HNE Ha OTMNYCK UM 03HAKOMUTbL Npukas o0b
N3MeHeHUN pacrnopsagka B npeanpasaHnyHbIA OeHb (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 nepuoae nam
HeobxoAMMOCTb B MOUCKE AOMNOSHUTEIbHON MHDOPMALMKN MO KOHTPareHTaM KOMMaHum ¢ Lenbio
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6oee NoNHOro 3anoIHeHNS COOTBETCTBYIOLMNX KapTO4eK.

Pa3bepém oba BapuaHTa Ha npuMepax. B nepBom cnyyae 370 byneT B paMKkax yxxe A00aBNeHHOro
HaMW B CUCTEMY BXOAALLEro AOKYMeHTa. TpebyeTcs cornacoBaTh obpalleHune XnUTens c
PYKOBOAMTENEM, 015 TOro, YToObl OH PACMOPSANICS - YTO C HAM AenaTb Aaliblue.

Ina ycnoXXHeHns npolecca, onpefenuMm, 4To CeKpeTapb B KOMMNAaHUN OTBEYAET TOJIbKO 3a I'IpVIéM
BXOOALLNX OOKYMEHTOB N AOBEAEHUA UX COOEPXKMNMOI0o 10 PyKOBOOUTENA.

CoOTBETCTBEHHO, B paMKaXx CBOUX OOJIXKHOCTHbIX obsi3aHHOCTEN, CeKpeTapb, Ha OCHOBaHWN
COXpaHéHHOFO OOKYMEHTa OTMNPaBJIAET 3ada4y PYKOBOAUTENO Ha O3HaKOMIEHNE C JOKYMEHTOM.

lNocne HaxaTnsa Ha KHOMKY Ha3Ha4YMTb 3apa4vy B KapToyke BXOLSLWeEero JOKyMeHTa, NosBaseTCs
OKHO CO3[aH1a HOBOW 3a4a4un (MM HECKONbKMX 3a4a4, N0 HaXKaTuio Ha KHOMNKY + B BerHEIZ neBon

4acTu): E=D =D KapTouky 3apauu cnegyeTr
BHMMATEJNIbHO 3aMOJIHUTh, YYUTLIBASA MPU 3TOM:

Tema 3a4a4u - 0oSHKHA ObITb MOHATHOW M COOTBETCTBYIOLLEN CoOAepKaHuto. N3beranTe 04MHAKOBbIX,
He 0Y4eBMIHbIX Ha3BaHWW. TUN 3afla4yn - OTpa)kaeT eé HanpaB/ieHHOCTb. OTAeN NCNONHUTENS -
UNbTP, KOTOPLIA CYXUT a5 oTbopa B cnncke ncnoaHmtenen. Cpok NCNOSHEHNS - NPOCTaBAAETCA
aBTOMaTUYECKUN, HO MOXeT BbITb M3MEHEH NpY NOCTaHOBKe 3afayn. Mocne Ha3HavyeHns 3a4auu,
CTaHOBUTCA AOCTYNHO BonbLUE 3/1IeMEHTOB B KapTOYKe - [OMNOJIHUTESIbHbIE BKAAAKN U KHOMKMW.

Copep>XuMmoe BKJIaAoOK 3afavm:
Ha Bknaake ®@aunbl MOXXHO 006aBUTb halsibl, CBA3aHHbIE C UCMOJIHEHUEM 3adauu.

Ha Bknaake CBA3M MOXXHO NMOCMOTPETb CBA3@HHbIN AOKYMEHT (nepexon K HeMy Mo ABONHOMY
Ha)kaTuto).

Ha Bknaake OTYET MOXXHO 3aMOo/IHUTb OTYET O BbIMOJIHEHMM 3a4a4N.
Ha Bknagke KoOMMeHTapum MOXXHO obmeHATbCA KOMMEHTapnaMn C aBTOPOM.

Ha Bknagke UcTtopua BUAHbI AEACTBUS, KOTOPbIE BbINOJIHANNCE C 3aa4el.
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Fpay n wa e o s e

CEED EEED 15 U3MEeHeHNs COLEePKMMOro KapTOYKY
3a[a4u, eé aBTop AO/KEH HaXaTb KHOMKY BepHyTb. Mpu 3ToM, paboTa UCMONHUTENS NO 3a4a4e
CTaHeT HeBO3MOXHa. lMpn HaXKaTun KHOMKN 3aBepLUnTb 3aBepluaeTcs paboTa BCcskas paboTa no

-

Gpaiore o —yrema ney piampnam

3anave. e B KapTouKe 3amaqu
MCNONHUTENbL MOXET caenaThb:

1. HaxaTb Ha kHonky MpuHATL B paboTty. CTaTyC 3a4a4m N3MeHUTLCS Ha B paboTe, aBTopy 3aaayu
YyWOET COOTBETCTBYIOLLEE YBEAOM/IEHUE O TOM, YTO UCTMOJIHUTENb NPUHSAN 3aa4y B paboTy.

2. Ha pa3nnyHbiX BKaAKax KapToykK 3adaum - 4o6aBuTb (haiibl, CBSI3aHHbIE C UCMONHEHUEM 3a4a4u
(B paMKax 03HaKOMJIEHUSI C IOKYMEHTOM - He TpebyeTcs), MOCMOTPETb CBA3AHHBIN JOKYMEHT,
3ano/IHMTb OTYET 0 BbIMNOJIHEHUN 334341 (MOXXHO, HanNpuMep, HanucaTb - KTO byeT 3aHMMaTbCS
MOArOTOBKOW OTBETA Ha AOKYMEHT, KOMY Ha3Ha4UTb CBSA3aHHbIE 3a4a4u N0 HEMOCPeACTBEHHOM
paboTe B paMKax 3anpoca XWTens 1 T.4.), 0OMeHATbCS KOMMEHTapUsaMu C aBTOPOM [OKYMEHTA,
KOTOPbIE MOMOTYT MPUHSATb PeLleHNe.

3. HaxxaTb Ha KHOMKY 3aBepLMUTb - 415 TOro, 4Tobbl CTaTyC 3a4a4yM U3MEHWICA Ha BbinonHeHa.

TNl pes iy reman e

- Mocne Toro, Kak UCMOJHUTENb
3aBepLuna 3aady - OHa NepexoanT B cTaTyc BoinonHeHa. Ecnv eé 3aBepluns aBTOp - 3aBepLUeHa.
B 3TOM csiyyae aBTOpY AOCTYMNHO TONbKO OOHO AENCTBME C 3a4a4en - OTNPaBUTb B apXUB.

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


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
https://wiki.bit76.ru/_detail/20%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/21%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
;;df(: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%BA4%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=1761916114
13:08

CornacosaHue oTBeTa

Bo3BpallaeMcs K MOJleNIMPOBaHHOM CUTyauun. B pamkax cBovx 0653aHHOCTe cekpeTapb A0BeNa [0
PYKOBOAMTENS COAEP)KAHME BXOASLLEr0 JOKYMEHTA 1 NoyYnsia peKOMeHAALMN Mo AafbHEALWNM
AENCTBUAM C JOKYMEHTOM.

B cBSi31 € 3TUM, 4TOObl Ha3HAYEHHbIN UCNOJIHATENb CMOI NOArOTOBUTbL OTBET (MCXOASAL NI LOKYMEHT)
Ha MNnojay4yeHHoe 06paLueHv|e, CEKPETapb Ha3Ha4Ya€T 3ada4y Ha NCNoJIHEHWNE.

CornacHo pacrnopsi>XeHuo PyKOBOAUTENS, AafibHENLY0 paboTy 6yaeT NpoBOAUTb TEXHUYECKUI
oTaen. HavanbHMK TEXHUYECKOro OTAeNa - HOBbI UCMONHNUTENb Mo obpaLieHnto. OHa peLlaeT
CaMOCTOATE/IbHO OTBETUTb Ha NocTynuBliee obpalleHne. TeKCT oTBeTa NoTpebyeTcs cornacoBaThb C
PYKOBOAMTENEM.

Ina storo B KapTo4Ke BX0oAsLlero noOKyMeHTa OHa HaXXUMaeT KHOMKY OTBETUTD.

Mocne 3Toro ByneT Co34aH HOBbIN CBA3AHHbIM UCXOAALLNA OOKYMEHT:

Tamawrer

. B e e ' Haya/lbHUK TeXHWYeCcKoro oTaena,
0bHapy»XXWMB, 4TO KOHTaKTbl HE MOJHbIE, 3BOHUT COOCTBEHHUKY M YTOYHSET ero agpec 3J1eKTPOHHON
noyTbl. OTNpaBuTesNb 0bpaLleHns, B CBA3MN C 3TUM, NPOCUT eé npoaybnmpoBaTh 0uLNASIbHBIN OTBET
N Ha aZipec 3/IEKTPOHHOWN NOYThbl, KOTOPLIA OH COOBLLM.

Ons 3Toro TpebyeTcs 106aBUTb aApecC 3NEKTPOHHOM MOYTbI B KAPTOYKY KOHTpPareHTa. MoXxHO
chenaTb 3TO U3 COOTBETCTBYOLWEro noapasaena KontpareHTbl. KpoMe TOro, MOXKHO 3TO cienaTb

B3, nuUa

BasaHmmapoa e

+BE2ERT5I552 wano, p-wigmail coem

MPHMEHIATE

NPSIMO M3 KapTOYKM LOKYMEHTA., Apnpec
nobaBnieH, KapToyka AOKYMEHTa 3amnoJIHeHa, MOXHO NMPOBECTW COrlacoBaHNe C PyKOBOANTENEM
KOMMNaHuW. [ns 3Toro cnepyeT HaxxaTb KHOMKY HasHauYuTb 3apa4vy B KapTOYKe UCXOAALLErO
LOKYMEHTa W 3aN0JIHNTb KapTOYKY Ha3Ha4YeHWs CBSA3aHHON 3a4ayn.
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Kpome pyKoBOAUTENS, MO YCA0BUAM, MPUHATBIM B YK «[loM», OMONHUTENbHO TpebyeTcs
COrilacoBaTb COAEPXMMOE OTBETa C IOPUCTOM.

=D &= Mocne HaXkaTusi Ha KHornky HasHa4yuMTb
OyayT co3faHbl iBe CBA3aHHbIE C UCXOAALUM [JOKYMEHTOM 3334/ Ha CoriacoBaHue -
PYKOBOANTENIO 1 0pPUCTY. OHM OTKPbIBAIOT KAapTOYKY 3a[a4M Ha COrlacoBaHMUE N OLLEHNBAKOT

-

[ smassn maHETE STHTE

cofepXXMMoe Cornacyemoro oTBeTa. Sl

JloKyMeHT cornacoBaH. Ternepb ero TpebyeTcs 3aperncTpupoBaTb.

Mocne perncTpauun CeKpeTapb CMOXET pacneyaTaTb aBTOMATUYECKN CDOPMMPOBAHHBIN UCXOASALLNNA
OTBET, 4TOObI 3aTeM OTMNPABUTL €ro NOYTON COBCTBEHHUKY XWJbS.

R

— Kpome Toro, cekpeTapto TpebyeTcs
npoaybMpoBaTh OTBET COBCTBEHHUKY XKWJbA MO 3JEKTPOHHON NoyTe.

Ons sToro TpebyeTcs npoBepuTb NPaBWILHOCTb BbIBPaHHOMO afpeca A8 OTNPaBKU U HaXXaTb
KHOMKY OTBETUTb Ha BKJafKe OTBeT ucxoasllero LokymeHTa. Takum obpasom paboTa no
ncxopsemy LOKyMeHTy byneT 3aBeplueHa. Tenepb ero MOXXHO MOMEeCTUTb B apXUB, HAXXaB
COOTBETCTBYIOLLYIO KHOMKY B apxwuB.
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