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BepHyTbCS Ha rnaBHyto

DNIeKTPOHHbIA J,OKYMEeHToobopoT

MO «JloKkyBepA>» - 3TO aBTOMaTU3NPOBAHHAsA MHOIOMoJIb30BaTebCKasA CUCTEMA, COMPOBOXAAtoLLLas
npoLecc yrnpasneHuns paboTon opraHm3saumnm ¢ uenbio obecnevyeHmns BbINOJHEHWSA 3TOW OpraHu3auunen
CBOMX (PYHKLMI, CBA3AHHBIX C peructpaumen n y4€TomMm JOKYMEHTOB, MOAMOTOBKON NPOEKTOB
LLOKYMEHTOB, UX COrJlaCOBaHWUA N yTBEPXAEHNS, NOCTAHOBKOW 3a/la4 BHYTPW OpraHu3auunm, nx
LOBELEHNSA 00 NCMONHUTENEN N KOHTPOS X04a UX ncnoaHeHms. PaspaboTka gaHHOro
NPOrpamMMHOro pelleHns sefétca komnaHnen 000 “BUT”. B faHHOM CNpaBOYHOM PYKOBOACTBE
npvBeeHbl pekoMeHgauumn no pabote ¢ CUCTEMOW 3NEKTPOHHOIO LOKyMeHToobopoTa (fanee -
Cnctema). JoKyMeHT npefHa3Ha4vyeH Ans noab3oBaTesien CUCTEMBI.

OcHOBHble (PYHKLMKN NPOrpamMMmbl:

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

* MOJly4YeHUe 31eKTPOHHOWN NOYThl AN18 fasibHeWLWen OTNPaBKN OTBETOB U3 NPOrpaMMbl;

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

e ronyyeHune obpatieHnin n3 JIn4Horo kKabmHeTa XXUTeNS U OTBETOB Ha HUX;

* NMOArOTOBKMW NPOEKTOB UCXOAALLMX Y BHYTPEHHUX LOKYMEHTOB, UX COrjlacoBaHne u
YyTBEPXKAEHME;

e NMOCTaHOBKa 3afay, AOBeAeHMe UX 40 UCNOHUTENEN N KOHTPOJIb X043 UX UCMOJIHEHUS;

e paboTbl C UMEKOLNUMAUCS Y KOMN@HWUN KOHTPareHTaMm, XxpaHeHe X KOHTaKTHOW MH(opMaLLnK;

e NMOAroTOBKa OTY4ETOB 0 paboTe B Nporpamme;

* MOWCK LLOKYMEHTOB ¥ 3afla4 COrjlacHO pa3/IM4yHbIM YCJI0BUAM;

hopmMmpoBaHMe apxmBa 3aBepPLUEHHbIX JOKYMEHTOB 1 3a4ay.

B nporpammMe nmeeTcst BO3MOXXHOCTb MOCTPOUTb BCO paboTy C AJOKYMEeHTaMu B opraHm3auun. Kpome
TOro - OPraHN30BaTb NOCTAHOBKY 3a4ay4 MeXay COTPYAHMKAMM C BO3SMOXHOCTbIO KOHTPOISA. Takxe -
XpPaHUTb UHGOPMALIMIO 0 KOHTPareHTax, C KOTOPbIMK BeNlacb Koraa-Hubyab unv BenéTcs B
HacToswee Bpems paboTa. Mpu HeobXoAMMOCTM, MOXKHO MOCTPOUTL HacTpanBaeMble OTHETHI 3a
nepuog, No KOHKPETHOMY COTPYLAHMKY, OpraHnauuy u T.n.

2. dneMeHTbl MHTepdenca

2.1 OKHO aBTOpM3aL MU
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Ho6po noxanoeaTtb!

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 -

ANEKTPOHHBIA

OCHOBHOE OKHO NMporpaMMbl U ero 3J1IeMeHThl

M i HOETPORE 1A YOE G0N

| — DEHOm=cE Wik NPOrpaudp

UEH'FH"I:-'“" uBsCT :P"'EFM“CH Nparpavesl
OCHOBHOE MEHIO NporpamMmel - pasgensl.

e Bxogasiine - LOKYMEHTbI, KOTOPbIE MOCTYMaloT B OPraHM3aLnio n3BHe. BkayaeT B cebs
MNpeTeH3nn n AKTbl OCMOTpa.

e llcxopswme - LOKYMEHTbI, KOTOPbIE FOTOBAT COTPYAHUKM OpraHu3aunm.

* BHyTpeHHWe - LOKYMEHTbI, OTHOCALLMECS K KaTeropun “OpraHm3aunoHHo- pacnopsanTesbHble
LOKYMeHTbI”, cny>XebHble 3anncKu, NpuKasbl, PacrnopsXKeHns, 3asBaeHNs 1 T.4.

e 3a4a4M - Ha UX OCHOBAHMM MPOMUCXOAUT OCHOBHOE B3aMMOLENCTBME MEXAY COTPYAHUKAMM
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opraHusauuu. Mo cBsi3aHHbIM LOKYMEHTaM UaW OTAENbHO.

e ApXVB - JOKYMEHTbI U 3aAa4n, paboTa ¢ KOTOpbIMK Bblla NOIHOCTbLIO 3aBepLUEHa.

e KOHTpareHTbl - pa3aen ¢ LOCTYNOM K CNCKaM KOHTPareHToB OpraHm3aumm - hU3nyeckmx uim
topUANYECKMX KL (B TOM YKUC/IE - OPraHOB HAaA30pa), @ TakXKe AOCTYN K (hOPMUPYEMBIM B
nporpamme oT4yeTam).

e OTYeTbl - pa3fen C AOCTYNOM K CMUCKAM 0TYETOB, KOTOPbIE AOCTYMHbI TEKYLLEMY
nosb30BaTesto.

e MownckK - pe3ysibTaTbl MOUCKa B NPOrpaMMe C BO3MOXHOCTbIO MOAPobHOM hunbTpaumm.

MeHI0 HaCTpoeK U yBeaoMJIEHUH

e [lepeksoyaTenb akTUBHOIO COTPYAHUKA (MOXET ObITb 60/bLUE 0AHOIO0)

e YBeOMJIEHMA (KOMIOKONbYMK) - MEHIO BCEX YBEAOMIEHUIN NPOrpaMMbl, pasaefieHHbIX Mo
KaTeropusm.

¢ [lepekntoyeHne TeMbl 0hOpPMNEHNS

MeHI0 nonb3oBaTens (MHULUMAbl aBTOPU30BAHHOIO MOJIb30BaTENA) - HACTPOMKK, CNpaBKa 0
nporpamme, KHOMKN CMEHbI MONb30BaTENS M BbIXO4a U3 NPOrpamMmsi.

LLeHTpanbHas 4acTb MHTepdeica nporpaMmmbl

* XXypHan pasgena - nepevyeHb 06bEKTOB (Harnpumep, LOKYMEHTOB UM 3a4a4), NpeAcTaB/IeHHbIX
B TabsM4HOM BMAe C fefleHneM Ha CTpaHuLbl. JoCTYMHO NepekslnyeHne KoanyecTsa
06bekToB, 0HOBPEMEHHO AOCTYMHbLIX Ha CTpaHuue (25-100).

e bbiCTpble GUIbTPLI pasfena - GUbTPbl, KOTOPLIMU MOJIb3YIOTCA Yalle BCero.

e KHOMKa NpocMOTpa 3anucen B TEKYLLEM XKYPHaJe Ha KOHKPETHYI0 AaTy.

e MeHio 31leMeHTOB 0TOBpaxeHns - NoKas B NMOJIHO3KPAHHOM peXxuMme, CKPbITUE KOJIOHOK
XypHana.

e OyHKUMOHaNbHasa kHornka Co3faTth - OCHOBHAsA KHOMKA, HaXKaTue Ha KOTOpYH no3sonseT
C034aTb HOBbIM 00bEKT (KapTOoYKy LOKYMEHTa, 3afla4uM, KOHTpareHTa u T.4.) B JaHHOM
pasgene.

2.3 KapTo4ka gokymeHTa 3 MpakTuyeckume coseTbl No paboTe 3.1. duabTpaumsa B XypHaiax
(pa3penax) 3.2. Peructpauns nokymeHTta 3.3. MaccoBble onepauuu 3.4. lobaBneHne HOBOro
Bxogasiero fokymeHTa 3.5. lNocTaHoBKa 3afa4 3.6. CornacosaHue oTeeTa 3.7. CxemMa ONMMCaHHOro
npowecca

KapTouka AOKyMeHTa
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B KapTo4dkKe OO0KYMEeHTa npenctaBJieHbl csieaylowne 3J1eMeHThl MHTepd)etica:
1. KHOMKM BOMONHNATENbHbBIX 4eACTBUM

e KHonka fobaBneHns Teros.

e KHonka fobaeneHnsa py4yHon cBasn. OTKPbIBAETCSA OKHO MOMCKa M CBA3bIBAHUA C TEKYLLUM
00BEKTOM AOMOSIHUTENbHBIX BPYYHYIO.

e KHOMKa nevyaTtn popMbl KapTOYKM OOKYMEHTa.

2. BNOK peKBU3NTOB AOKYMEHTa.

e TeMa JOKYMEHTa - 0 YEM 3TOT CO3aBaeMbl JOKYMEHT.

e lcxoaawmm HoMep - HoOMep MCxoadaLwero, KOTopbi 6bi1 BO BXOAALWEM LOKYMEHTE, KOTOPbIN
noJy4nan.

TN LOKYMEHTa - K KaKoMy pa3feny OKYMEHT OTHOCUTCS.

CTaTyC OOKYMEHTa - COCTOSIHME, B KOTOPOM HaxoAMTCa AOKYMEHT B AaHHbIA MOMEHT.
HanprumMep, 3TO YepHOBUK NN OOKYMEHT, NepeaaHHbI B paboTy.

PernctpaumoHHbIN HOMEpP OOKYMEHTa - 04epefHON HOMEP perncTpauunu.

[laHHble 0 BpeEMEHM CO34aHNa OKYMEHTa U aBTOpe, KOTOPLIN ero co3aar.

CpOoK OOKYMEHTa - NAaHnpyeMbIi CPOK, KOTOPbIA 0TBOAUTCS Ha 06paboTKy 3anmpoca no
OOKYMEHTY.

MpuopuTeT - BbICTaB/ISeEMas BaXXHOCTb [OKYMEHTA.

3. bNoK OaHHbIX OTNpaBUTeNs OOKYMEHTA.

e Tuvn oTnpaBaeHns - OTKyAa NoJly4yeH BXOASAWMIA JOKYMEHT, M0 KAaKOMY KaHany CBS3MW.

e Tun oTNpaBuUTENS - KAaTEropmns OTNPaBUTENSA BXOASALWErO AOKYMEHTa.

OpraHmn3aumsa - 3anoJIHAETCS, €CM OTNPaBUTENb - OPUANYECKOE JINLO AN KOHTPOAUPYIOLW NI

opraH.

OTnpaBuTeNb 4OKYMEHTa - HEMOCPEeACTBEHHAA NePCOHa OTNPaBUTENS, OT KOTOPOro MosyyeH

BXOOALWMNA OOKYMEHT.

[laHHble 0 TenedoHe 1 3NeKTPOHHOWN NOYTe OTNPABUTENS AOKYMEHTA.

e CBA3aHHbIN C JOKYMEHTOM afpec - aApec, No KOTOPOMY MOJIy4eH 3anpoc. MoXXeT oT/IM4YaTbhCS
OT agpeca oTnpaBMTeNs.

4. Bknagkun yHKUMOHAJbHbIX YacTen KapTOo4Ku.

¢ IHhopMauma - nose 4aa ykasaHus SONOJHNUTENbHON NHOPMaLMN O JOKYMEHTE.
e ®annbl - nHTepdenc gobasneHns Gannos K KapTo4Ke LOKYMEHTA.
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e CBA3U - MeCcTo 0TO6paXKeHUs OKYMEHTOB UK 3aAaY, KOTOpPble CBSI3aHbl C CO3/1aBaEMbIM
NOKYMEHTOM.
* MlcTopus - UICTOPUS N3MEHEHWIN COAEPXKMMOMO UJIN CBOWCTB CO3A4ABAaEMOro JOKYMEHTa.

5. Bnok hyHKLMNOHaIbHbIX KHOMOK.

e COXPaHUTb - HAXXaTNE COXPAHSET COEPXKUMOE KapTOYKM 1 3aKPbIBAET €.

Ha3HauynTb 3afa4y - HaXXaTe OTKPbIBAET MHTeP(enC Ha3sHaYeHNS CBA3AHHbIX C JOKYMEHTOM
3afa4y no ero obpaboTke 04HOMY MM HECKONLKNM UCMONHUTENSM,

e OTBETUTb - HaXXKaTNe NPUBOANT K ObICTPOMY OTBETY Ha 3aMOJIHEHHBIN JOKYMEHT, NPONycKas
MPOLIECC COr/IaCOBAHNSA COAEPXXUMOr0 BXOAALLEr0 UM NCXOASLLEr0 AOKYMEHTA.

3aflaHue - NOAroTOBKA NPOU3BOACTBEHHOIO 3alaHNS HA OCHOBAHUW NOCTYNUBLLEro obpaLleHuns
ANS NOAPSAHON OpraHn3aLmnu.

3aBepLUUTb - HaXXaTne 3aBepluaeT paboTy C CO34aBaeMbIM 1OKYMEHTOM, CTAHOBUTCS
JIOCTYMHOW KHOMKa NepeMeLLeHns JOKYMEHTA B apXMB.

lNpakTuyeckue coseTbl No pabote B
nporpamme

dunbTpauua B XXypHanax (pasaenax)

MeHto punbTPOB pasgena no3posseT ObICTPO BbIOpPaTh AOKYMEHTbI UK 3afa4mM No
pPacnpoCTPaHEHHLIM N YA0OHBIM (DUbTPaM.

&= | [ o=
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MOXHO HalTK OOMNOJHUTENbHbIE qJI/IJ'IprbI onga orpaHN4YeHNAa Cnmcka

e ]

Tak>xe B MEHI0 (hnIbTPOB

obbekToB pa3gena.
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MpYMeHeHNE UNLTPOB NPOUCXOANT NPU BbIBOPE 0AHOI0 NN HECKOJSIbKUX (OUAbTPOB U HaXXaTuUs
KHOMKW MPUMEHUTb BHU3Y naHenn (uabTPoB. [15 NONONHUTENbHOW (DUAbTPALIMN XKYPHaa B

paMKax TEKyLLI,eI7I CTpaHWUUbl, MOXXHO Ha>XaTb Ha J'HO6yP0 N3 KOJIOHOK.
= —

Perncrpauusa ooOKyMeHTa

Pernctpauns LOoKyMeHTa MOXXeT noTpeboBaTbCs B pa3/iMyHbiX pabo4ymx cuTyaumax n o4epefHoCTb
AEeNCTBUIA Npy 3TOM ByeT 3aBMCETb OT MPUHATLIX B OPraHmn3aumm npoueccos. B nporpamme
LOCTYMHa HaCTPOMKa oYepenen perncTpaunmn, KoTopble MOryT 3aBMCETb OT Pa3/INYHbIX NapamMeTpoB
(Ha BbIOOP aAMUHUCTPATOPA CUCTEMbI). B OCHOBHOM, Npy CTaHAAPTHOM HAaCTPOMKeE, Ha 04Yepean
perncTpauun BauseT Tun JoKyMeHTa u Tun oTnpasuTens/nonyyatens. B cBA3u € 3TuM, ecnm B none
Tun oTnpaBuTensa/nonyvyaTens He caesiaH KOHKPETHbIN BbIOOp - JOKYMeHTY ByaeT npucBoeH
CTaHOAPTHbIA HOMep, 6e3 yTOYHEHNS NMPUHALNEXXHOCTM o4epen.

B OGI.I.I,EM Buae 3apeructpupoBatb A4O0KYMEHTblI MOXXHO:

1. Bxoaswuin [OKYMEHT, NOJYYEHHbIA OULMANbHO U3 BHELLIHENO UCTOYHMKA.

Fagorass weaar [HC S o mram m reme rarra n

Ch_

2. icxooawmin LOKYMEHT, NPexae Yem
OH ByaeT oTnpaBneH, ohnumnanbHbIM MMCbMOM 3. BHYTPEHHWI LOKYMEHT, AN NPUHATUA B
NCNOJIHEHME.

3aperucTpmpoBaTb AOKYMEHT MOXHO ABYyMsA cnocobamu:

1. CamocTosiTenbHoO, ecin COTPYOAHUK obnapnaet NnpaBaMn Ha perncTpaunto JOKyMeHTOB, KOTOPLIE
€My BblAaHbl aAMUHUCTPATOPOM CUCTEMDI.

2. C nomoLLbio APYroro COTPYAHUKA, Y KOTOPOro ecTh NpaBa Ha PerucTpauuio - NocpencTBoM
MOCTAHOBKM 3a[la4y Ha perncTpaLuio.

o by ey [ns aToro TpebyeTtcs us

PErncTPMPYEMOro OKYMEHTa Ha3HaYNTb CBSI3aHHYIO 3a/1a4y Ha ero perncTpauuo apyromy
COTPYAHUKY.
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MaccoBble onepauum

B Cny4vae€, eCyqin COTPYAHUKY NMPUCBOEHa POJiIb PETNCTPATOPA, EMY TaKXXe NOCTYMNHbI MaCCOBbIE
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onepaLmmn ¢ BXOAAWMUMY 1OKYMEHTAMMU.
B Tekylen Bepcum peann3aumns MacCoBbiX onepaLin BbINOSHEHA B BU/IE AOMNONHUTEIbHON NaHeNu
NHCTPYMEHTOB.

[Ins eé Bbi3oBa TpebyeTcs BblLeNUTb HECKONLKO JOKYMEHTOB 1 BbIOpaTh U3 BbiNafatowero Cnmcka
dyHKUMo CTaTb @aBTOPOM WM XXe (haMUIMI0 APYroro COTPYAHMKA, KOTOPbI CTaHET HOBbIM aBTOPOM
B BbIOPaHHbIX AOKYMEHTax. KpoMe TOro, No Ha)aTuio Ha KHOMKY 3aBepLUMUTb, BCe BbibpaHHbIE
LNOKYMeHTbl ByyT 3aBepLueHbl. Mpy nepexone B 061acTb (hUNbTpaLuy 3aBEPLUEHHbLIX LOKYMEHTOB,
PErncTpaTopy TakXXe CTAaHOBUTCSA LOCTYMHa U KHOMKa B apxuB, KoTopas No3BonseT
3aapXMBMPOBaTb Cpa3y BCe BbiOpaHHbIE LOKYMEHTI.

HobaBneHne HOBOro BXO4fALLEro OKyMeHTa

MoBceaHeBHasn 3agadva B NporpamMmme 3akao4aeTcs B TOM, 4T0Obl 06aBWTb HOBLIN NOYYEHHbIN
BXOOAWMN OOKYMEHT. ECnm 3To obpalleHune no anekTpoHHon noyte, n3 NC XXKX nan JinyHoro
KabuHeTa xuTens - 6onbluasa YacTb AOKYMEHTa byneT yxe npensanosiHeHa.

Ho, ecnin 3To IM4HOe obpalleHre uam NucbMo, NpuwleaLee Yyepes MoyTy Poccuu, npouecc byneT
0/1IMHaKOB.

Hanpumep, B opmcC ynpasasioLen KoMnaHuy NpuLLén xmntens obcayxmnsaemoro goMa n coobumn,
4TO OH XOYeT HanucaTb 3asB/eHNe 0 TOM, YTobbl NpeaCTaBUTEN YNPaBAAOLWEN KOMOaHUN
obcrnenoBany WBbI Ha CTEHE AOMa Yy €ro KBapTupsl.

TeKCT pyKONUCHOro 3asBJieHMa Ha Oymare (6naHk npepgocTtaBuna pasa 3anoJIHEHUSA XXUTeNo
cekpeTapb), aonyctum, byper BoirnaaeTb TakKum obpasom:

OupekTtopy YK “Oom”

Hukonaesy A.U.
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oT MBaHoBa lNeTpa Bnagnmmposmnya
COBCTBEHHUKA XWJIbs MO agpecy:
yn. KannHuHa, 32, kB. 18
8-925-925-25-52

3asBneHue

Mpowwy obcnenoBaTh MeXXMNaHesbHbIE LBbI B MOE KBAapPTMPE. VMO OTChIPEs Yo CTeHbl 1
nosBmaCs rpubok, Bo BpeMs OOXAEN C BEPXHEr0 0TKOCA Ha KyxHe MAET NpoTeyka B KBapTUpY,
HaMoKatloT 06om BAOb NMANHTYCA M MO MOy MOLWJIa nieceHb. MNpowy NPUHATL Mepbl N0 YCTPaHEHUIO
JlaHHbIX nNpobnem.

10.10.2025 N.B. iBaHoB

DanbHenwne pencTBuA cekpeTapsa OyayT Takue:

1. MpuHaTL 3asBsIeHNE 1 3aperucTpupoBaTh ero.

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

4. 3aHecTun obpalleHmne B cuctemy Ana paboTbl C HUM.

[ns Toro, 4Tobbl MOCTAaBUTL OTMETKY O HOMEpe 1 AaTe PerucTpauun Ha obpalleHnun, CekpeTapto
TpebyeTcs 3HaTb CNeayLWin No NOPSAKY PErncTPaLUoHHbIA HoMep. KpoMe Toro, B opraHu3aumm
MOTYT WUCMOJIb30BaThCs Pa3nyHbIE O4epean perucTpaLun, KoTopble COOTBETCTBYIOT ONpeaenéHHON
rpynne KJMeHTOoB.

Pa3bepém no nopsapkKy BEencTBUA CeKpeTaps B NporpamMme:
e MpUHATL 3a8BNIEHNE 1 3apPerncTpupoBaTh ero.

CekpeTapb CKaHUPYET OOKYMEHT, onpeaenseT MecTonosIOKeHMe ero CKaH-konumu ons nobaBneHunsa B

KapTO4KY 3JIEKTPOHHOI0O JOKYMEHTa. ,El,anee cnenyeT Ha)XXaTb Ha YHUBEPCAJIbHYIO KHOMKY C03p,aTb B
B Dowyoot "

— Om . B

pasgene Bxoasuwme NOKYMEHTHI: | n
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3aMo/IHUTb KapTOYKY [OKyMeHTa: CED EEIE T G e
Nlo6aBnTb MH(OPMaLMIO 0 COBCTBEHHMKE, ecnn OHa He Bbina fobaBneHa paHee (B MHOM Ciy4ae, eé

MOXHO OTpefaKTMpoBaTh):

AONOARMTENbHEIE HOHTAKTE

+EN25HF52557

OTRAEMA, M MEMHTE

obpaleHne coBCTBEHHMKA XWbA Ha BKNaake Paiifibl KAPTOYKM AOKYMEHTa:

Hanee npuknagbiBaemMm CKaHMPOBaHHOe

P r—r—

- S S e ]

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

b_ o [ B ' DT0 MOXKHO CAeNaTb MO HAXXATUIO Ha

nose, B CTaHAApPTHOM Anasnore. Kpome TOro - nepeHecTn HeobxoanMble aiibl B OKHO KapTOYKM
AoKyMeHTa. OHu 6yayT nobaBneHbl Nocae COXpaHEHNUS.

Takum 06pa3oM YEPHOBUK HOBOI0 BXOASLLEro JOKYMeHTa 6yleT COXpPaHEH 1 CTAHET A0CTYyMHa
BO3MOXXHOCTb 3aPerncTprupoBaTh BXOASLMNA NOKYMEHT:
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G G D G- E Mpun HaXXaTuK Ha KHOMKY Perucrpauus

(BOCTYMHa TONbKO NOJIb30BATENAM C NPaBOM pernctpauunn), byaet npocTaBieH o4epenHon HoMep
perncTpauuu.

- Ha 3asBneHuMn NocTaBUTb OTMETKY O HOMepe U gaTe perucrpauumn obpaiieHus.

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

- Coenatb Konuio obpaLLeHus U oTAaaTb XXUTENIO.

Xutenb MoxXeT ObITb yBEPEH, 4TO ero obpalleHne B34T0 B paboTy, Tenepb OH MOXET
NHTEpPeCcoBaTbCs CPOKaMK 1 pe3yabTaToM paboTbl No obpalleHnto yaobHbIM COrlaCoOBaHHbLIM
cnocobom (HampuMep, 3BOHOK MO TenedoHy C yKa3aHWeM HoMepa BxoasALwero obpatieHuns).

- 3aHecTun obpalleHune B cucteMy ansa paboThbl C HUM.

ObpalleHne 3aHeCeHo Ha NepBOM 3Tane cekpeTapéM. Kak BapuaHT, 419 COKpaLLEHNS BPEMEHM
NepBMYHON peakummn Ha obpalleHne, Morna 6biTb 3aM0NHEHbI TOIbKO TeMa JOKYMEHTa, COXPaHEH, a,
3aTeM, 3aperncTpupoBaH HOBbI BXOAALWMIN LOKYMEHT. A ceKpeTapb 3anaaHnposan bbl fanbHenwee
BHECEeHMEe OCTaBLIEeNCs NH(POPMaLMM B KAPTOYKY OOKYMEHTA.

NMocTaHOBKa 3apay4

B nporpaMmmMme BO3MOXXHO NOCTaBUTb 3apayvy UCNOJIHUTENIO ABYMA cnocobamu:

1. B paMKax CBA3aHHOIro LOKyMeHTa.
2. OTOencHo, B pa3sfene 3adayw.

B pamMKax CBA3aHHOro JOKYMeHTa NOCTaHOBKa 3a4a4n MOXXeT noTpeboBaTbCs, Hanpumep, npu
HeobX0ANMMOCTN 03HAKOMUTb C HOBbIM BXOASALLMM OOKYMEHTOM PYKOBOAMTENS KOMMAHWUW, OTAENbHbIX
COTPYAHMKOB. K, oonycTnM, HanTn MHGopMaLMio 1 NOArOTOBUTL Ha €€ OCHOBaHWUM OTBET Ha
NOCTYNUBLUNIA BXOOAWNNA OOKYMEHT (T.€. NOArOTOBUTbL UCXOAALLNA LOKYMEHT), a, Npexae,
cornacoBaTb €ro CoOAepXnMMoe C HavyalbHUKOM OTAeNa, OPUCTOM UK pyKoBOAUTENEM. TakxXe,
MO>XHO B paMKax CBA3aHHOW 3aJayu COrjiacoBaTh 3adB/IEHME Ha OTMNYCK UM 03HAKOMUTbL Npukas 06
N3MEeHeHUN pacrnopsagka B npeanpa3aHnyHbIA OeHb (BHYTPEHHNE AOKYMEHTHI).

OTHenbHO NOCTaB/IEHHANA 3a7la4a MOXET ObITb He CBSA3aHa C KAaKMM-TO AOKYMeHTOM. K npumMepy, 3To
MOXET ObITb pacrnops>XeHne o NoAroToBKe 0TYETA 0 paboTe B NpeablayLLeM Nepuoae nim
Heob6X0AMMOCTb B MOMCKE AOMOJHUTENbHOW MHAOPMALIMM MO KOHTPAreHTaM KOMMaHUn C Liesbio
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6os1ee NOMHOro 3anoIHeHNS COOTBETCTBYOLNX KapTO4EK.

Pa3bepém oba BapuaHTa Ha npuMmepax. B nepsom ciiyyae 310 ByneT B pamkax yxxe Ao6aBNeHHOro
HaMMn B CUCTEMY BXOAsLLEro NOKyMeHTa. TpebyeTcs cornacoBaTh obpalleHne Xutens ¢
PYKOBOAMTENEM, A5 TOr0, YTOOLI OH PACMOPSAAUIICS - YTO C HAM [eNaThb AalbLue.

Insi yCNoXXHEeHUst npoLecca, onpeaesiuM, YTo CeKpeTapb B KOMMNaHWM OTBEYAET TOJIbKO 3@ NPUEM
BXOASLLNX JOKYMEHTOB 1 I0BEAEHNS NX COAEPXKMMOr0 A0 PYKOBOAUTENS.

COOTBETCTBEHHO, B PaMKax CBOVX [OJIKHOCTHbIX 00513aHHOCTEl, CeKpeTapb, Ha OCHOBAHWM
COXPaHEHHOr0 [JOKYMeHTa OTNpaB/seT 3aadvy PyKOBOANTENIO Ha 03HAKOMJIEHME C JOKYMEHTOM.

Mocne Ha)kaTna Ha KHOMKY HasHa4YMTb 3apa4y B KapToyke BXOAALLEro OKYMEHTa, NosBAseTCs
OKHO CO3[1aH1A HOBOWN 3aayn (M1 HECKOJIbKMX 3a[lad, M0 HaXXaTuio Ha KHOMKY + B BEpXHel JIeBOn

YacTm): =D e=n KapTouky 3apauu cnepgyer
BHUMaTEJIbHO 3aMOJIHNTb, YYUTLIBAs NPN 3TOM:

TeMa 3aa4u - A0SIXKHa ObITb MOHATHON 1 COOTBETCTBYHIOLLEN COfepXKaHuto. 3beraiTe 0AMHAKOBbIX,
He 04eBUAHbIX Ha3BaHWUIA. TUN 3a4a4n - OTPaXKaeT eé HanpaB/eHHOCTb. OTAeN NCNONHUTENS -
DUNbTP, KOTOPbIN CAYXUT ANs oTbopa B cnucke ncnonHutenein. Cpok NCNoSHEHUS - NPOCTaBNSETCS
aBTOMATMYECKU, HO MOXET ObiTb M3MEHEH MpU MOCTAaHOBKE 3afa4n. Mlocne Ha3HavyeHns 3a4a4n,
CTAQHOBUTCS AOCTYMHO 6ONbLLUE SNEMEHTOB B KAPTOYKE - AOMOJIHUTENbHbIE BKNIAAKUN 1 KHOMKW.

Conep>XXuMoe BKJaAoK 3apayuum:
Ha Bknaake ®@aunbl MOXXHO 006aBUTb halsibl, CBA3aHHbLIE C UCMOJIHEHUEM 3a4auu.

Ha Bknagke CBA3M MOXXHO MOCMOTPETb CBA3AHHbLIA OKYMEHT (nepexon K Hemy no ABONHOMY
Ha)KaTuto).

Ha Bknagke OTYET MOXXHO 3aM0/IHUTL OTHET O BbINOJIHEHNW 3a4auN.
Ha Bknagke KoMMeHTapum MO)XHO 0OMEHSATbLCS KOMMEHTAPUSIMUA C aBTOPOM,

Ha Bknagke Uctopusa BUOHbI LencTeus, KOTOpbI€ BbIMOJIHAIUCDL C 3ajaven.
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Fpeay s mum e ol g e

-1 NS 3MEHeHMs COaePXUMOro KapToUKN
3a.a4u, €€ aBTop [O/KEH HaXXaTb KHOMKY BepHyTsb. Mpy 3ToM, paboTa UCMONHATENSA MO 3a4a4e
CTaHeT HEeBO3MOXXHa. MpU HaXXaTun KHOMKN 3aBepLUMTb 3aBepluaeTcs paboTa Bcsakas paboTa no

-

Bdpaireanoc-reeany siaminam

3agave. CEE B KapTouKe 3apaum
MCMOJIHUTENL MOXET caenaThb:

1. HaxxaTb Ha KHOMKy MpuHATL B paboTy. CTaTyC 3aga4m n3mMeHnThLCA Ha B paboTe, aBTopy 3afayn
YyWOET COOTBETCTBYIOLLEE YBEAOMIIEHNE O TOM, YTO UCMOSHUTENb NPUHAN 3a4ady B paboTy.

2. Ha pa3nimyHbIX BKNaAKax KapToyku 3aaayn - 4obaBmTb (aiiibl, CBA3aHHbIE C UCMOHEHMEM 3a4aun
(B paMKax 03HAaKOMJIEHUSI C LOKYMEHTOM - He TpebyeTcs), MOCMOTPETb CBA3AHHbIA AOKYMEHT,
3anonHNTb OTYET 0 BbIMNOJSIHEHMM 3a4a4M (MOXXHO, HaNpUMep, HanucaTb - KTo ByAeT 3aHUMaTbCS
NMOArOTOBKOWM OTBETa Ha [LOKYMEHT, KOMY Ha3Ha4UTb CBS3aHHblE 3aZa4vu Mo HenocpeaCcTBEHHOM
paboTe B paMKax 3anpoca X1Tens u T.4.), 0OMeHATbCA KOMMEHTapusaMn C aBTOPOM LLOKYMEHTa,
KOTOpble MOMOrYT MPUHSTb PeLLeHNe.

3. HaxaTb Ha KHOMKY 3aBepLUMUTb - AJ15 TOro, YTOoObI CTAaTyC 3a4a4n U3MEHMCS Ha BbinosHeHa.

TNl pes iy reman e

G — Mocne Toro, Kak UCMOSHUTENb
3aBepLun 3afa4y - OHa nepexoanT B CTaTyc BoinonHeHa. Ecnn eé 3aBepwinn aBTop - 3aBepLueHa.
B 3TOM cny4ae aBTOpPY AOCTYMHO TOJIbKO OOHO AENCTBMUE C 3aa4€en - OTAPaBUTb B apXMB.
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CornacoBaHue oTBeTa

Bo3Bpallaemcsi K MOAENMPOBAHHOM CUTYyauun. B pamkax cBomx 06593aHHOCTEN CEKpeTapb AOBENA 10
PYKOBOAUTENS COAEPIKAHMNE BXOAALLEr0 AOKYMEHTA M NOAYyYUSIa PeKOMEHAALUN MO AaSibHEALUM
LEeNCTBMSAM C JOKYMEHTOM.

B cBSi3K € 3TUM, 4T0bbl Ha3HAYEHHbIN UCMOJIHATENb CMOI NOATOTOBUTL OTBET (MCXOAALWMIA LOKYMEHT)
Ha nosly4yeHHoe obpalleHmne, cekpeTapb Ha3Ha4YaeT 3agadvy Ha UCMOJTHEHME.

CornacHo pacrnopsXXeHuo pyKoBoaAnTeNs, AanbHenwyo paboTty byaet npoBoanNTb TEXHUYECKINI
oTaen. HayanbHMK TEXHMYECKOro OTAeNa - HOBbIN UCMOJIHMTENb MO obpalweHnto. OHa pellaeT
CaMOCTOATE/IbHO OTBETUTbL Ha NocTynmeLlee obpalleHme. TekCT oTBeTa noTpebyeTcs cornacoBaTb C
PYKOBOAMNTENEM.

Insa storo B KapTo4ykKe BXoadawero nOKyMeHTa OHa Ha>XMMaeT KHOMKY OTBETUTD.

Mocne 3Toro 6yaeT co34aH HOBLIN CBA3AHHbIA MCXOASALNA OOKYMEHT:

Tamawrer

. G D e==n 'HayaslbHUK TexXHWYeckoro oTaena,
0BHapYXXMB, YTO KOHTAKTbl HE MOJIHbIE, 3BOHUT COOCTBEHHVKY U YTOYHSET ero agpec 371eKTPOHHOI
noyTbl. OTNpaBuTeNb 0BpaLLeHuns, B CBA3N C 3TUM, MPOCUT eé npoaybamposaTh oduLIManbHbIN OTBET
W Ha afpec 31eKTPOHHON NMOYTbI, KOTOPbIA OH COOBLLMUA.

Ins 3Toro TpebyeTca 0o6aBUTbL afipec 3NEKTPOHHOW NOYTLI B KAPTOUKY KOHTpareHTa. MoXxHO
caenaTb 3TO U3 COOTBETCTBYOLWEro noapasaesa KoHTpareHTbl. KpoMe TOro, MOXXHO 3TO cieaTb

®w3. nuua

e T T

NENCN, p-wilgmailcoem

NPMMEHIATE

NPSIMO M3 KapTOYKU LOKYMEHTA., Anpec
nobaBneH, KapToyka AOKYMEHTa 3anoJIHeHa, MOXHO NPOBECTW COrlacoBaHNe C PyKOBOANTENEM
KOMMaHuU. [ns 3Toro cneayeT HaxkaTb KHOMKY HasHa4YyMTh 3aga4y B KApTOYKE UCXOAALLErO
LOKYMEHTa 1 3aM0IHUTb KapTOYKy Ha3HaYeHUs CBSA3aHHON 3a4aun.
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Kpome pyKoBOAUTENS, MO YCA0BUAM, MPUHATLIM B YK «[loM», [ONONHUTENbHO TpebyeTcs
COrNacoBaTh COAEPXKMMOE OTBETA C IOPUCTOM.

D &= Mocne HaxxaTusi Ha KHonky HasHa4yuTb
OynyT co3aaHbl ABe CBSi3aHHbIE C UCXOAALLMM AOKYMEHTOM 3a4a4uM Ha COriacoBaHme -
PYKOBOAMTENO U tOpUCTY. OHM OTKPbIBAKOT KapTOYKY 3aZayn Ha COrlacoBaHue 1 OLEHUBAIOT

&

Dorrecosesss B3N OTHTE

coaepXXunMoe CoriacyemMoro oTeeTa. D =

JloKyMeHT corniacoBaH. Tenepb ero TpebyeTcs 3aperncTpupoBaTh.

Mocne perncTpaLMm cekpeTapb CMOXET pacneyaTaTbh aBTOMATUYECKN CPOPMUPOBAHHBIN UCXOAALLNIA
OTBET, YT0ObI 3aTEM OTMNPABUTbL €ro NOYTON COBCTBEHHUKY XWUbS.

. KpoMme Toro, cekpeTtapto TpebyeTca
npoaybaMpoBaTh OTBET COBCTBEHHUKY XXUJbA MO 3EKTPOHHON NoyTe.

Ins 3Toro TpebyeTcs NpoBepuThb NPaBUILHOCTL BbIOPAHHOIO aapeca A/ OTNPABKM U HaXaTb
KHOMKY OTBeTUTb Ha BK/JaaKke OTBeT UCXOASLLEro 1oKyMeHTa. Takum obpasom paboTa no
ncxopsilleMy AOKyMeHTY ByneT 3aBeplieHa. Tenepb ero MoXXHO NMoMeCcTUTb B apX1B, HaXaB
COOTBETCTBYIOLLYIO KHOMKY B apxuB.
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