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. O 6a3e gaHHbIX

[.1. O6waa nHcdopmauus

B CoBelwaHus npegHasHayeHa Ans NNaHMPOBaHWS, NOAFOTOBKW, MPOBEAEHWUS COBELLaHWU
N KOHTPOISA UCMOMHEHUS MPUHATBIX PELLEHUIA.

®OyHKUMOHanNbHble BoO3MOXHOCTU B[] CoBelaHuA:

1.

2.

lMnaHMpoBaHne coBeLLaHKs:

3agaHve napamMeTpoB coBellaHusl, BblpaboTka MOBECTKM OHS COBELLaHWs M onpeneneHve
CNMUCKa Y4aCTHUKOB (KaK BHYTPEHHMX — U3 Yncra COTPYAHMKOB OpraHun3aumu, Tak U BHELUHUX —
13 Yyncna BHELUHMX agpecaToB).

CornacoBaHne Wu yTBepXaeHWe MNyHKTOB MOBECTKM coBellaHus. Beog wmartepuanos
K COBELLaHN0 K MNyHKTaM MOBECTKW, NMbGO KO BCEMY COBELUaHW B LEeNoM, Ha aTane
NoAroTOBKM, COrMacoBaHusl, U YTBEPXKOEHMUS! NOBECTKN.

YTBEpKOeHe NYHKTOB NOBECTKN coBelanuns MNpeacenatenem (yTBepXxaatoLmnm).
OTMeHa coBeLlaHmns.
ABTOMaTU4YeCKasn perncrpaumsa kaptodkm CoBellaHs B MOMEHT YTBEPXKAEHUS.

OTI'IpaBKa coBellaHnA No Cnnckam paccbllikK, Kak and ceBedeHuda, Tak U C noareepXgeHnem
O3HaKOMIeHuA.

Paccbinka yBegomneHunin (npurnaweHnin) npegnonaraemMbiM y4aCTHUKaM COBELLaHUS.

[NogroToBKa K COBELLAHUIO:

o I'Ionyqume npurnawieHmna y4actHmkamm cosellaHnA.

an/IHFITI/Ie peweHna no nonyvyeHHomy npurnaleHnio BHYTPEHHUMMU yYaCTHUKaMu coBellaHUA:

noaTBEepPXXAEeHVNE/OTKNOHEHNE Yy4acTMs B COBELLAHMU C BO3MOXHOCTbIO BBOAA KOMMEHTapus,
AenerMpoBaHue y4acTusi B COBELLL@HUN APYroMy COTPYAHUKY.

MoarotoBka BHYTPEHHUMW YyHaCTHUKaMK COBeELLaHNA MaTepmranos Nno NyHKTamM NoBECTKHU, nmnbo Ko

BCEMY COBELLaHNIO B LIENOM.

lNepeHoC 1 0OTMEHa COBELLLAHKS.

BbiBog Ha neyaTb aBTOMaTUYECKM COOPMMPOBAHHBLIX NevaTHbIX (hOPM - MOBECTKM OHS M Crucka

Y4aCTHUKOB COBELLaHUS.
lMpoBeaeHme coseLLaHus:
Perncrpaums npucyTCTBYHOLMX YyHaCTHUKOB.

lMpoTokonMpoBaHMe BbLICTYMMAEHNA U OCOObIX MHEHMM B XO4e NPOBEAEHUA COBELLaHUA WU
PUKCUPOBAHNE MPUHATBIX PELLUEHUN.
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9.

ABTOMaTM4yeckoe hopMMpOBaHME MPOTOKOMNA COBELLAHUS HA OCHOBAHUM 3arMOSIHEHHbIX MONEN
KapTOYKM COBELLAHNS N NPUHSATBIX PELUEHWA.

,EI,oGaBneHme peLlJeHVIIZ B KapTO4Ky NPOTOKOI1a, npoBeAeHNEe ero cornacosaHna U noganncaHus.
ABTOMaTmn4yeckas perncTpaumnd npoToKona (B MOMEHT I'IOD,I'IVICGHI/IFI).

OTnpaBka NpOTOKONa MO CMNMCKaM PacCbifikK, Kak Ans CBeAEHMsl, Tak U C NoaTBep)XaeHUeM
O3HaKoMMeHus.

KOHTpOnb UCNONTHEHUS NPUHATBIX PELLEHUIA.

dopmMumpoBaHMe NOPYyHEHUIN MO MPUHATBIM PELUEHNAM U OTNpaBKa UX Ha UCNOSNHEHNE.
KOHTpOnb UCNONHEHMS NOPYYEHUA CTaHAAPTHLIMU CPpeacTBamMn CUCTEMBI.
OcyuiecTBrneHne KOHTPOsIst N0 BCEMY NPOTOKOMY B LESIOM 1 MO MyHKTaM NpoToKona.
dopmuposaHue otyetoB B B[] LieHTp oT4yeTOB.

dopmMmpoBaHMe HE3AaBMCMMOrO NPOTOKONA COBELLAHUS.

MomeLleHWe B Aeno OpurMHanoB NPOTOKOSOB Ha Ntobol ctaaum obpaboTkm oKyMeHTa (nocne
X pernctpaumu) Kak Cy4acTMEeM OTBETCTBEHHOrO 3a Be[eHuWe [eNonpou3BoACcTBa
COTPYAHWKA, TaK N aBTOMATUYECKM.

lMomelleHne konum NPOTOKOMOB B AENo Ha nobon ctagum obpaboTkn OOKYMeHTa (nocne mx
OTNpPaBkM MO MapLUpyTy).

Co3gaHne TOMOB Aen npu MOMELLEHUN NPOTOKONIOB B AeNO0 (ecnu Ans BbIOpaHHOro MyHKTa
HOMEHKNaTypbl Aen HeT HX OAHOr0 OTKPLITOrO TOMa Jena), a Takke 3aKpbiTUe TeKyLero Toma
(ecnu npy NoMeLLLeHNn JOKYMEHTa B AEN0 YKa3aHHbIN Anst Aena o6bemM NMCTOB MPEBbILLEH).

an/IHy,D,VITeJ'IbHOG 3aBeplieHune npouecca no NnpoToKosly agMUHNCTPATOPOM CUCTEMDI.

10. Mownck 4OKYMEHTOB.

O630p npeacraBneHnn

O6nacTtb Hasurauuun B[] cogepxuT cnegytowme npegcrasneHns (Tabnuvua 1).

Ta6nuua 1. NMpeacrasneHnsa B[ CoBewaHus

HanmeHoBaHue OnucaHune

AIMHHHCTPHPOBAHHE WNcnonb3yeTcs agMUHUCTPATOPOM AN HAacTpoiku B, KOHTponsa co3gaHus u

nepechbISTIKN BCEX OCHOBHbIX U CJ'Iy)Ke6HbIX OOKYMEHTOB, KOHTpOIA nepegayn
OaHHbIX U apXnBMpoBaHNA JOKYMEHTOB. Co,u,ep>|<|/|T npeacrtaBneHna HuU3LWwero

YPOBHS
Hactpoiiku 6a3b1 OTkpbiBaeT JoKyMeHT HacTpoek B[] CoewaHnus (8 6] AaMuHUCTpUpoBaHue)
KypHnau omnoox BP Ccbinika Ha B[] NMpoTokon
Kypuan omuook LWF | CogepxuT cnmucok owmnbok npu pabote ¢ b
Bce mo ¢opme CoaepXut CnmMcok BCeX OCHOBHbIX U CNyXebHbIX 4OKyMeHTOB B[] ¢ ykazaHnem

OaTbl, BpEMEHN co30aHnAa 1N nepechblyiki, aBTopa 1 oTnpaBUTENA (,D,J'Iﬂ 3anpocos
Ha nepep,aqy). ,D,OKyMeHTbI crpynnmpoBaHbl N0 HaMMeHOBaHNKO (bOprI

Bce mo MainProcessID | CogepXuT CrIMCOK BCeX OCHOBHbIX M CINyebHbIX AoKymeHToB B/,

crpynnmpoBaHHbIX MO OCHOBHOMY npoueccy
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HaumeHoBaHue

OnucaHune

ToJbKO OCH. Ipouecc

CoaepXnt CnMcok OCHOBHBIX MPOLIECCOB BCEX AOKYMEHTOB B[l, ynopsgoyeHHbIN
no UNID gokymeHTa

Ouepenp Ha 00padOTKY

CoaepXuT CNMCoK AOKYMEHTOB, HaxoasLwwmxcsa B ctatyce «ObpabaTbiBaeTcs
cepBepomM»

Bce nokymeHTBI

OToGpaxatloTcsl AOKYMEHTbI, coaepxalumecs B 6ase aaHHbIX. CrpynnmpoBaHbl No
T1ny gokymenta: Mpotokon, CosellaHne

Mowu 3agaum

OTobpaxatoTcs 3agaym, HazHavyeHHble AaHHOMY ucnonHuTento. CrpynnmpoBaHbl
no Tuny gokymeHTa: MNpotokon, CoBelyaHne

Mou 10KyMEHThI

OTobGpakatoTca JOKYMEHTbI, CO3A4aHHble AaHHbIM UCMIONHUTENEM.
CrpynnupoBaHbl no Tuny gokymeHta: Npotokon, CosellaHue

Coseunlanus OTobpakaeTcs CNMCOK BXOAALWMX JOKYMEHTOB, YNOPSA0YEHHbIX N0 KAaTEropmsam
Ilo Tumy coBenanus OTo6paxkaloTca CoBeLLaHu1s, CrpynnuMpoBaHHbIE MO TUNYy
Inanupyembie OTob6paxkatoTca NnaHnpyemMble CoBeLLaHUA
ITo naTe npoBeneHNUs OTob6paxaloTcs CoBeLLaHNs, CrpynnmMpoBaHHble No gaTe NpoBeaeHns
3aBepmmBIIHECS OTobpaxaloTcs coBeLLaHns, KoTopble 6biny 3aBepLueHbl (MpoBeaeHbl)

Ilo opranusaropy

OToBpakalroTCa CoBELLaHMs, CrpynnMPOBaHHbIE MO OPraHn3aTopy

Ilo cexperapro

OTobGpakalroTCa CoBELLaHMs, CrpyNNUPOBaHHbIE MO CEeKpeTapto

ITo npeacenarento

OTobpaxaloTcs CoBeLLaHns, CrpynnMpoBaHHbIe MO NpeacedaTento

ITo crarycy OTob6paXkarTCa COBELLaHMs, CrpynnNUMPOBaHHbIE MO CTaTycy

ITo Homepy CoBelliaHusi, CrpynnmMpoBaHHble Mo rogy perucrpaumm okymeHTa (NepBbiM
oTobpaxaeTcs Tekywuin rog). BHyTpu roga 4OKYMEHTbLI COPTMPYIOTCH NO
ybbIBaHMIO PErMCTPALMOHHBIX HOMEPOB

Mo xypHaxy CoBellaHus, CrpynnMpoBaHHble Mo roay perncrpaumm AoKkymeHTa (NepBbiM

perucrpanuu oTobpaxaeTcs Tekywuii roa). BHyTpy roga 4OKYMeHTbI CrpynnupoBaHbl no
XypHanam perncrpaumm

IIpoToKo.IbI OTobpaxaeTcsa CnMCOK NPOTOKOMOB, YNOPSAAOYEHHbIN MO KaTeropusmM
Ha ucnosiHenuu OTob6paxatoTcs NPOTOKOIbI, YNOPAA04YEHHbIE MO PErMCTPaLNMOHHOMY HOMEpY,
perLueHui HaxopsALwumecs Ha UCMONHEHNW, BMECTe CO BCeMU CO34aHHbIMU MO AaHHOMY

NPOTOKOJ1Y NOpYy4YEHUAMU

C uCTeKIIMM CPOKOM

OTO6pa)Ka}OTCF| NPOTOKOJIbl C NOPYHYEHUAMU OAHHOMY UCMOJTHUTENHO, CPOK
NUCNOJIHEHUA NO KOTOPbIM UCTEK

BoinoaHeHHnbie

OTO6pa)Ka}OTCF| NPOTOKOJIbl C BbINOJIHEHHBIMU MNOPYYEHUAMU JAHHOMY
WUCNOJIHUTETTHO

ITo ncoaHUTEIAM

OTO6pa)Ka}OTCﬂ NPOTOKOJ1bI, CrpynnMpoBaHHbIE€ MO UCMNOJTHUTENAM

Ilo crarycy OTobpaxatloTcsl NPOTOKOSbI, CrPYNNMPOBaHHbIE MO cTaTycy

ITo Homepy MpoToKonbl, CrpynNMpoBaHHbLIE MO rofy perucTpauuy JOKyMeHTa (NepBbiM
oTobpakaeTcs TekyLuiA rog). BHYTpuW roqa 4OKYMEHTbI COPTUPYHOTCS MO
yObIBaHWI PErMcTpaLMoHHbIX HOMEpPOoB

ITo sxypuamy MpoToKonbl, CrpynnNMpPOBaHHbIE MO FoAy PerucTpaumy JOKyMeHTa (NepBbiM

perucTpanum oTobpakaeTcsl TekywuiA roa). BHYTpM roqa OKYMeEHTbI CrpynnuMpoBaHbl Mo

XXypHanam perncrpaumm

ITo HOMeHKIaTYpe aeJ

CogepX1T NPOTOKObI, CrPYNMNMPOBaHHbLIE N0 HOMEHKNATYPE Aen

TTounck

Mcnonb3yeTcs Ans noucka JOKYMeHTOB ¢ nomollbio B Mouck

IleHTp oTUETOB

Ucnone3yetcsa ans nepexona B b1 LleHtp OT4yeTOB

Kop3una OTob6paxkaroTcsa yganeHHble n3 6asbl JOKYMEHTbI
CnpaBka Mcnonb3yeTcs gnst nepexoa K cnpaeke no paboTe ¢ 6a30i AaHHbIX
O 6aze Mcnonb3yeTcsa ang nepexoga K OCHOBHOM nHdopmaumm no gaHHou 6ase

|.3. OnucaHue Ncnonb3yeMbiX 3HAa4YKOB

Kaxabii gokymeHT B B[] CoBelwaHua nomeyvaeTcs 3Ha4KOM, OTOOpaXatoLmMM ero COCTOSIHUE UNn

cogepxaHue (Tabnuua 2).

v Cai
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Ta6nuua 2. 3Hauyku B[] CoBeluaHusa

3Hauok

OnucaHue

a

BbicTynatowmnm coTpygHuK

BbicTynneHue

= |

D,OKyMeHT OoTnpasiieH Ha ncnosrnHeHne

,D,OKyMEHT NCNOJIHEH

ﬂ,OKyMEHT MCNOoJIHEH YaCTU4HO

Ha KoHTpone

[loKyMEeHT Ha KOHTpose

[OKYMEHT He ucnonHex

Ocoboe MHeHune

OTMeHeHo

MpuHAaTo

PeweHnne

T4 0| E|\W| T || @ <

YepHOBMK
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Il. HacTponkun 6a3bl AaHHbIX

Hactponkn B[] CoBewaHusa npou3BogaTCs B COOTBETCTBYHLIEM [OOKYMEHTE HACTPOEK
B B[] ABMUHUCTpUpoBaHuUe.

[I.1. HacTpounka ypoBHeun gocTtyna

OnTumanbHble HaCTpOIZKVI 0ocCTyna yXe 3agaHbl Npn yCTaHOBKE CUCTEMbI N UISMEHATbL UX HE ClefyeT.
HacTtponka goctyna Ha 4EeNCTBUA C AOKYMEHTaMM NPOM3BOANTCS agMUHUCTpaTopamu B Tabnuuyax
Ynpaenenus Joctynom (Access Control List, ACL) 6a3 gaHHbIX.
PekomeHayembIn 4OCTYN MO YMOMYaHUIO: ABTOP C HOPaBOM COBHAHUSI LOKYMEHTOB.

Tabnuua 3. Ponn B Bl

Ponb PYHKLUMN

[Admin] lMo3BonseT ocyLecTBNATb HACTPONKY NapameTpoB CUCTEeMbI (BOCTYN K 6noky
npeacTaBneHnin ATMHUHHCTPUPOBaHKe), MPOCMaTpuBaTb BCe AOKYMEHThl B B,
N3MEHSATb CMUCKM COrNacoBaHNa JOKYMEHTOB, 400aBnATb BNOXEHNS B KAPTOYKN
3aperncTprpoBaHHbIX JOKYMEHTOB

[Process Reader] [aeT npaBo Ha YTeHue Bcex gokymeHToB BJl. [lomkHa oba3aTenbHO yCTaHaBNuBaTbCA
Ans adMUHUCTPaTOpPOB

[Process Server] MpepoctaBnsieT JOCTYN KO BCEM npoueccaM. Ponb fomkHa GbiTh yCTaHOBMEHA A1
agMvHUCTpaTopa 1 ons cepeepa, Ha KoTopoMm pacronoxeHa bf] CoBelyaHus

[Install] [aeT npaBo py4yHOro co3faHus s13blKOBbIX JOKYMEHTOB B (hOpMe HacTpoek
B[ CoBewaHunn

[None] MpepocTtaBnseT perncTpatopamM JOKYMEHTOB MOCie perucTpauum BHOCUTb HEKOTOpbIE

M3MEeHeHNA B JOKYMEHT

[1.2. HacTpounka cBsizen ¢ 6a3zamMu AaHHbIX
[ns koppekTHoro dyHKunoHmpoBaHua b1 CoBewaHnsa HeobxoaAnMmMo HacTponuTb criy>kebHble 6asbl
— bl MNapameTpsl, 651 OnpegeneHue npoueccoB n b1 Penosutopun.

Bl OnpepeneHne npoueccoB. PekomeHOoyeMbIN AOCTYN MO YMONMYaHWiO: UYnrarens. OTa Oasa
AaHHbIX JOIMKHA yCTaHaBNMBATLCS HA CepBEpP BMECTE C COAEPXKALLUMMUCS B HEN AOKYMEHTaMMU.

B0 Peno3utopui. PekomeHgyembli 4OCTYN MO yMONYaHWio: Unrarens. basa AaHHbIX aBnseTca
cnyxebHOM W UCNONb3yeTCs TOMbKO aAMUHUCTPATOPOM cucTeMbl. OTa 6as3a [aHHbIX  JOSMKHA
yCTaHaBNMBaTbLCSA Ha cepBep BMECTE C coAepXKaluMMNCA B HEN JOKYMEHTaMMU.

[nsa HacTporikn ceaszen B[] CoBewaHna ¢ Apyrumm Mogynsamm CUCTEMbI HYXXHO:

1. OtkpbiTe Bl ApMuUHUCTpUpOBaHuWe U1 rnepentn B npeactasreHne Hacrtpoiikm momyeii:
Texynue HACTPOINKH.

2. BbibpaTb gokyMeHT HacTpoek B[] CoBeluaHus.

3. lNepentn Ha Bknagky Hacmpolku B v HaxaTb Ha nNaHenu AOEWCTBUMMA  KHOMKY
[PepakTupoBaTthb].
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4. 3anonHuTb nonga Bknaakn Hacmpodiku 6/ (Tabnuua 4, PucyHok 1).

5. BbInTn U3 pexrma pefakTupoBaHUA HAacTPOEK, HaXxkaB KHOMKY [3akpbITb] HA NaHenu 4encTasni
1 NnoaTBepanB HEOBXOAMMOCTb COXPaHeHNs MHAOpMaLnN.

[nsa xpaHeHs NCTOPUN U3MEHEHNSI NONEN B KapTovkaxX AOKYMEHTOB, a TaKKe AN UCKMYEeHNs
nepenonHeHus B MpoTokon npegycMoTpeHa nogaepxka Heckonbknx b MpoTokon B ogHoOM
KOHGMrypawmm cuctembl. B fokymeHTax HacTpoek yHKUMOHaNbHbIX 6a3 AaHHbIX YKa3blBaeTCcs
umeHHo Ta B[l MpoTokon, B koTOpOr ByaeT NpOTOKONMpOBaTLCA paboTa ¢ kapToukamMu JOKYMEHTOB.

Ta6nuua 4. Nonsa Bknagku «Hactponku BO»

Mone OnucaHue
lNapamempsbi C nomoLLbio KHOMKM ' yKa3aTb cooTBeTCcTBYOWY0 Bl MapameTpbl
OnpedeneHue C nomoLLbio KHOMKK | yka3aTb cooTBeTCTBYOLWY0 B[l OnpeaeneHue npoueccoB
npouyeccoe
lMpomokon C nomoLLbio KHOMKK . yKka3aTb cooTBeTCcTBYOWY0 Bl MpoTtokon
Tunoesie C nomoLLbio KHOMKK | yka3aTb cooTBeTCTBYOWY0 B/l TunoBble MapwpyThbl
Mapuwpymsi
OnekmpoHHbIe C nomoLLbio KHOMKM | yKa3aTb COOTBETCTBYOW YO B[l dnekTpoHHble 06pa3bl
obpasbi
Ucnonbzoeamb Heobxogumo caenatb BbIOOP U3 ABYX 3HAYEHMWI AN YCTAHOBKN HACTPOWKK BblOopa

on1s nodénucaHmMos

nognucaxta. feneaupoeaHue (BbibpaH No ymon4aHuio) npegnonaraeTt BbIOOp U3 cnvcka
COTPYAHMKOB, ANS KOTOPbIX COTPYAHMK, 3aMONHAILWNA (hopMy peLueHus, ABNsieTCs
O0BEPEHHBIM NULOM/ MCMOMHAILWNM 0693aHHOCTK, @ TaKkKe COTPYAHUKOB, KOTOPbIM
COTPYAHMK, 3anOfHSWUNn hopMy peLleHmns, enermposan cBOM NoniHomounsi. BusHec-
poJib npegnonaraeTt BbIOOP 13 CNMcKka BCEX COTPYOHUKOB, UMEHOLLNX BU3HEC-POSb
[lopnucaHT

Ucnonb3zoeamb
Os151 KOHMposepoe

Heobxogumo caenatb BbIGOP U3 ABYX 3HAYEHU ANs YCTaHOBKWM HAacTPOKkn Bbibopa
KoHTponupytowero. [enezupoeaHue (BbiGpaH No ymonyaHuio) npegnonaraeT BbI6op u3
cnucka COTPYOHMKOB, AN KOTOPbIX COTPYAHMK, 3anonHALWuA opMy peLleHus, SBnaeTcs
AO0BEPEHHbBIM NULIOM/ UCNOMNHAIOLWMM 0693aHHOCTH, a Takke COTPYAHMKOB, KOTOPbIM
COTPYAHVK, 3anonHaoWwmnn dopmy peLleHuns, genernposarn cBOU NonHomouns. busHec-
posb npepgnonaraeT BblOOp U3 CN1cka BCeX COTPYOHMKOB MMetoLwmnx 6u3Hec-ponb
KoHTponmpyommi
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HacTpoiikn Bl | HacTpoikn apXWBMpOBaHHA l NoNonHHTENbHO ] HacTtpoiika nonei

Napamerpei: MapaMeTpel
BossS/datatech
Referent\br_orgdir.nsf
C3257A33:0030A0ES

OnpeneneHWe NpoLeccos: OnpeaeneHye NpoLeccos
Boss5/datatech
Referent\br_procdf.nsf
(C3257A33:00309D23

MpoToKon; Boss5/datatech
Referent\br_log.nsf
C3257A32002745E7

THNOBEIE MAPWRYTEI: C3257A533:0030D3803

Referent\br_config.nsf

SnekTpoHHble obpase: C3257A33:00308E95
referent\br_files.nsf

Wcnone3o0BaTe ANS NOANWMC3HTOB! neneripoBaHve

Wcnonb30BaTh AN KOHTPONEDOB! AenerdpoBaHye

v
" BuzHec-ponb
i
r

BusHec-pone

PucyHok 1. Bknagka «Hactpownkun B»

[1.3. HacTponku apxuBmpoBaHus

[1.3.1.NMpaBuna nepeHoca AOKYMEHTOB Ha onepaTuBHOE XpaHeHne

Mpy nepemelLeHnn JOKYMEHTOB B Moaynb OnepaTMBHOE XpaHeHue cobniogaeTcsi LenocTHOCTb
CBSI3el apXMBMPYEMbIX JOKYMEHTOB.

MopyyeHns nepemewarotca B Bl ApxuB nopyyveHun (B[l ApXUMB 3NeKTPOHHbIX OGpa3oB
nopyyeHun).

HokymeHTbl B B[l CoBelwaHnsa 0oMmkHbI nepemMeltaTbes B Moayrb «OnepaTtMBHOE XpaHeHUe» B
criy4yae BbINOMHEHWS CNeayoLLIMX YCIOBUIA:

e Crartyc npotokona «B gene».

e lcTek CpoK XpaHeHus npoTokona (4ns NPOTOKOMOB, MO KOTOpPbIM OblN MpoLEecC 3aBepLueH
NPUHYOUTENBHO AOMUHUCTPATOPOM (3aBepLleHne npoueccy MO [OKYMEHTY OMuMCaHo B
pokymeHte «Jlormka C3[ - PykoBoACTBO aaMMHUCTpATOpa»), MCTEK CPOK XpaHeHus
3aBEpPLUEHHbIX BPYYHYIO OOKYMEHTOB), yKa3aHHbIi B HAaCTPOMKax apxXvBUMPOBaHMS OOKyMEHTa
HacTpoek b[] CoBelwaHus.

e OpHoepemeHHo ¢ PK «[lMpoTtokon» gomkHa 6b1Tb apxmupoaHa PK «CoBellaHuey, cBa3aHHas
C MPOTOKOIIOM.

MomeLlLeHHbIE B AENO KONUKU AOKYMEHTa He nepenayT B B[] OnepaTuBHOEe XxpaHeHMe [OKYMEHTOB
(OX[) po Tex nop, noka He B6yaeT nepemelleH B B OX opurmHan JoKkyMeHTa.

CpOK XpaHEeHNA OOKYMEHTOB 3a4aeTCA:

NOTHKA 11
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ONs NPOTOKONOB — Ha Bkrnagke HacmpolUku apxueupoeaHusi [OKYMEHTa HacTpoek
bl CosewaHus B 5[] AoMnHucTpupoBaHue;

Ana  nopyvyeHuin — Ha Bknagke Hacmpolku apxueupoeaHusi [OOKYMeHTa HacTpoek
B[l NMopyyeHus B 6] AAMnHUcCTpUpoBaHue.

Mpu nepexoe NpPOTOKOMa Ha onepaTMBHOE XpaHEHNE yBeAOMITEHNs1 06 03HAKOMIEHUN Y
COTPYOHUKOB, KOTOPbIE eLle He 03HAKOMMUITUCL C JOKYMEHTOM, NEPEXOAsiT B « BbIMONHEHHbIEY.

[1.3.2.HacTponku apxmBupoBaHus

,D,J'IFI BbINOJIHEHNA HACTPOEK apXnBUPOBAHUA HYXHO!

1.

OtkpbiTb B[] AgMuHUCTpUpOBaHWe U nepentn B npeactasrneHne Hacrpoiikum momyseii:
Tekyuue HacTpOKH.

Bbibpatb gokymeHT Hactpoek Bl CoBelwaHus M HaxaTb Ha MNaHENU AOEWCTBUM KHOMKY
[PepakTupoBaTthb].

Mepentn Ha BkNagky Hacmpoliku apxueupoeaHusi W 3arnofHUTb Heobxogumblie Mons
(Tabnwuua 5, PucyHok 2).

BbInTn 13 pexnma peaakTMpoBaHUS HACTPOEK, HaXkaB KHOMKY [3aKpbITb] Ha NaHenu 4encTBUn

1 noaTBEpPANB HEOBXOAMMOCTb COXpaHEeHNs HpOpPMaLIMK.

Ta6nuua 5. NMonsa Bknagku «HacTponkn apxuBupoBaHUA»

Mone

OnucaHune

CpoKu xpaHeHuUs1 munoe 0oKyMmeHmoas (8 HedeJsisix)

CpokK xpaHeHusi YKasaTb CPOKM XpaHEHUSA OTMEHEHHbIX COBELLiaHu B 6a3e faHHbIX (B HeOeNsiX, NO
OMMEeHEHHbIX ymonyaHuio: 5). o ncredeHmn ykasaHHOro cpoka XpaHeHnsi C MOMEeHTa nosyyeHuns
cosewaHuli ctatyca «OtmeHeHo» PK CoBelanns 6ygeT yganeHa n3 b1 CoBelyaHus
lTpomokon YKasaTb CPOKM XpaHEeHMs NMPOTOKONOB B 0a3e faHHbIX (B Hegensax, N0 yMonyaHuio: 5)

Cpok nepexoda 8
cmamyc «fomos kK
crnucaHuro e desio»
(e Hedertsix,
cyumaemcsi om
KOHUa cpoKa

YkaszaTb KONM4YeCcTBO AHEN 40 OKOHYaHUSI CPoKa XpaHeHWUs JOKYMEHTa, KOraa NpOTOKOMbI
(no okoH4YaHMo PaboTbl C HUMK) JOIMKHBI NEPexoanTb B cTaTyc «0TOB K CnUcaHuio B
aeno» (unu «B gene» npu Hanuuum Npu3Haka NoMeLLeHns B Aeno, No yMonyaHuio: 1)

XpaHeHusl)

OnepamusHoe C nomolLLbio cTaHAAaPTHBLIX ANanoros ykasaTtb ucnons3dyemyto 61 OnepaTtuBHoe xpaHeHue
XpaHeHue DOKYMEHTOB

JOKyMeHmoe

ApxusHoe C nomolLLbio cTaHAAaPTHLIX ANanoros ykasatb ucrnonssyemyto 51 ApxuBHoe xpaHeHue
XpaHeHue DOKYMEHTOB. /Icnonb3yeTcsi Npy Hannyum B KOHUrypauumn cucteMbl Mmogyns ApxuBHoe
JOKyMeHmoe XpaHeHue

Apxue C nomoLLbio CTaHAAPTHBLIX UanoroB yka3atb ncnonb3yemyo b1 ApxvmB nopy4eHumn
«lopy4yeHusi»

Bpewmsi oxxudaHusi
noomeep)x0eHusi o
docmaeke 3anpoca
(8 OHsix)

3HayeHve nons ucnonbayeTcs Npu paboTe pacnpeaeneHHol cpene. YkasaTb BpeMs
oXuaaHus NoATBepXKAeHU 0 JOCTaBKe 3anpoca Ha apXxMBUpoBaHue (B AHSX,

no ymonuanuto: 2). MNocne nonyyYeHnsi NOATBEPXKOEHWUS BCE JOKYMEHTHI,
yOOBNETBOPAOLIME YCITOBUSIM apXUBUPOBaHNA BYAYT roTOBbI K apXMBMPOBaHMIO

v Cai
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Mone OnucaHue
Bpewms oxudaHus Yka3saTb BpeMs 0OXXuAaHUsi NOATBEPXKAEHUI 06 yCneLllHoW apxvuBaumm (B AHSX,
noomeepxoeHust No ymMonyaHmio: 2)
06 ycnewHou

apxueauyuu (8

OHSIX)

HacTpoikd B ] HacTpoiky apxvBMpOBaHKMA l AononHKWTENBHO | CKaHWpoeaHve | HacTpolkK areHToe

CpOKW HPAHEHWA TWNOB AOKYMEHTOB (B HEAENAHX):

CpOoK XpESHEHHMA OTMEHEHHEIX COBSWaHHRA! 1
MpoTokon: -10

Cpok nepexofa B cratyc "TOTOE K CAMCaHWID B
Aeno” (B HeAEenAX, CHMTAETCA OT KOHLE CpoKa 1
XPaAHEHHA):

CPOK XPaHEHHMA 3aBEPWEHHBIX BRPYYHYH

AOKYHEHTOE! 1
ONepaTHEHDE XPaHEHHE DOKYHEHTOE! Bossl/datatech
Referent\br_opStor_docs.nsf }(
ApXMEHOE XpaHEHWME NOKYMEHTOE! Bossl/datatech
Referentybr_arcStor_docs.nsf '>(
&pxure "MopyHeHHA": Bossl/datatech
Referentybr_a_task.nsf )(

BpemMa oXHAaHHA NOATEEPXAEHHA 0 JOCTABKE z
zanpoca (B AHAK):

BpeMA o#HAAHHA NOATEEPXAEHHA 08 yonewHoR 2
apxXHBALKK (B AHAX):

PucyHok 2. HacTtpoika apxuBupoBaHus b1 CoBelyaHus

Hacmpoiiku 6a3el 0annvix

[I.4. JononHUTenbHbIe HACTPOMKMU

[1na BbINONHEHWS AONOSTHUTESbHbIX HaCTpPOEK HY>XHO:

1. OtkpbiTb B AaMuUHUCTpupoOBaHWe U1 BbibpaTb npeacTaBneHne Hacrpoiiku MoayJieii:
Texkyuue HACTPONKHU.

2. BbibpaTb gokyMeHT HacTpoek B[] CoBeluaHus.

3. lMepentn Ha BkNagky JonosilHumenbHO W HaxaTb Ha NaHenun AOENCTBUA  KHOMKY
[PepakTnpoBaTtb].

4. 3anonHuTb nong sknagkn JononHumensHo (Tabnuua 6, PucyHok 3).

5. BbINTK n3 pexunma pegaktupoBaHUs HacTpoeK, HaxkaB KHOMKY [3akpbITb] Ha naHenu 4encTBui

1 NnoaTBepAnB HEOOXOAMMOCTL COXPaHEeHUs MHAOpMaLNN.

Ta6nuua 6. NMona Bknaaku «JononHUTENLHO»

Mone OnucaHune

Makc. kon-eo YKka3aTb MakCcuMarnbHOE KONMYeCTBO AOKYMEHTOB, OOHOBPEMEHHO (3a OAMH NpPoXona)
obpabambieaembix | obpabaTbiBaeMbix areHTom OS Domino Workflow Backgrounder (no ymonyaHnuto: 2000)

JOKyMeHmoe

NOTHKA 13
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Mone OnucaHue
Cnucok Yka3aTb C NOMOLLbIO praroB TUMbl JOKYMEHTOB, C KOTOPbIMU ByaAeT OCyLLeCTBASATLCA
donycmumbix pa6ota B B[] CoBelwaHus:
munoe e CoseuwaHue;
JOKyMeHmoe e [lpomokos
Bpewmsi xpaHeHusi YKasaTb CPOK XpaHeHMs yaaneHHbIX JOKYMEHTOB B KOP3WHE (B AHAX)

0OKyMeHmos e
Kop3uHe, OHel

lpedcmaeneHue
rno ymMosiyaHuro

C nomoLLbio KHOMKK ™ Bbl6paTb npencraBneHne, Kotopoe GWJ,GT OTO6pa)KaTbCFI no
YMOJ1HaHUIO NMpn NepBOM OTKPbITUN Bb. Yoanutb nobaBneHHoe 3Ha4YeHne 13 Nonsi MOXXHO

Mo KHOrKe >(

lMeyamamb
wmpux-ko0 Ha
JdoKyMeHme

YkasaTb, OOMKEH Nn LUTpUX-Koa OT06pa)KaTbCF| B AOKYMEHTE MNMpu OTnpaBKe ero Ha ne4yatb

Bud wmpux-koda

YkasaTb BUA LUTPUX-KO4a:
o [lonHblii;
o CoOKpauwjeHHbIl

CKkpbigsamb Mpu ycTaHoBKe chnara B KapToykax 4OKYMEHTOB B 0611acTu BNOXEHWIN BMOXEHNS HE
yOasneHHble yAanaTcs, a NPOCTO CKPOKTCs U ByayT AOCTYMHbI Mo hunbTpy [UcTopusa]
8J10XKEeHUs1
Ucnonb3oeamsb Yka3aTb, OOMMKHO N UCMONb30BaTbCsl BHELLHEE XpaHunuLLe (anos Ans XpaHeHns
8HeWwHee BrnoxeHui. Mpu ycTaHoBKe ¢nara cTaHOBUTCS AOCTYMHbIM napameTp Koada
XpaHunuuwe nepemewams halinibl 8 xpaHunuuje
ghalisios
Kozoda OTobpaxaeTcsa npyn oTMeYeHHOM none Ucnonb3oeams 8HeWwHee xpaHunuwie ¢ghalsios.
nepemewams YKkasaTb, Korga HyXkHO nepemMellatb annbl B XpaHUIULLE:
¢aliinel e e [Ipu co30aHuu esoxeHus (MpU 3TOM yKka3aTb KONMYECTBO AHEN NOCME CO3aaHus
XpaHunuuje BMNOXEHUs1, YepEe3 KOTOpPOoe BrOXeHne OyaeT NnepeHeceHo BO BHELLHEE XPaHUIULLE,
no ymonyaxuio — 30);

e [Ipu nepeHoce Ha onepamueHoe XpaHeHUe;

e [Ipu apxusupoeaHuu GOKyMeHma
Co3daeamb Ecnu donar ycraHoBneH, To B NOpy4YeHUn, CO34aHHOM MO NPOTOKOMY, aBTOMaTU4YECKM
asmomamu4ecku ycTaHaBnmBaeTcs conar llepeHocums enoxeHus1 8 omeemHbili GoOKymeHm. B aTom
omeemHblIU criyyae npu yTBepXAEeHUN NOpyYeHUsi, CO3AaHHOMY MO AOKYMEHTY, nonb3oBartento oyaet
JdOKyMeHm u3 BblJaH 3anpoc Ha aBToMaTUYeCcKoe CO3AaHNe OTBETHOMO MCXOASLLEro JOKYMeHTa
nopy4eHust
OepaHuyumsb YkasaTb, criegyeT N orpaHnynTb AOCTYN K BrioxeHusaMm. [Npu yctaHoBKe dnara
docmyn K nonb3oBaTenu 6yayT umetb gocTtyn B B D0 TONBKO K BNOXEHUSIM TEX JOKYMEHTOB, K
8J10)KeHUSsIM KOTOPbIM OHW MMEHT JOCTYn
lMpoeepsmb Yka3aTb He06X0AMMOCTb NPOBEPKU PETNCTPALIMOHHOrO HoMepa (B MpoLecce perncrpaumu
YHUKanbHOCMb OOKYMEHTOB):
Homepa 8 e He npoeepsims,

npedenax 6a3bl

e [lns mekyuwezo 200a;
o be3 yyema 2oda

llpu omkpbimuu
6asbli
asmomamuyecku
ycmaHaenueamsb

pecypcbi

YkasaTb ¢ nomoLlb dniaroB pecypchl, KOTOpble CrieayeT aBTOMATUYECKM YCTaHaBNMBaTb
npu OTKPbITMM Ba3bl HA KOMMNbIOTEPE NONb30BaTENs. YKasaTbh C NOMOLb hraros, Kakue
WMEHHO pecypchl crieayeT ycTaHaBNMBaTb aBToMaTudecku. [inga Boibopa AOCTYNHbI
pecypchbl, B KApTOYKE KOTOPLIX B Mofie YCcTaHaBnmBaTth 4118 AM3aNHOB OTMEYEH An3anH
AaHHOoM 6a3bl AaHHbIX (NogpobHoe onucaHue npuBefeHo B AokymeHTe «Jlormka CI3[ —
PykoBOACTBO agMUHMUCTpATOPa»)

v Cai
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Mone OnucaHue

Pa6boma c YKa3aTb BO3MOXHOCTb BbIHECEHUS PELLUEHWU N0 JOKYMEHTaM B NMOYTOBOM KnveHTe. [Mpu

JdoKyMeHmamu e yCcTaHoBKe driara psgom C nornem otobpaxaeTcs TEKCT C npeaynpeXxgeHneM:

noymoesom «BHUMAHWE! BknroyeHue daHHOU HacmpoUKu 803MOXHO 8bI308em OMIpasKy

KnueHme OoKymMeHmMo8 Yepe3 nybnuyHbie He3auwulWeHHble cemu. Ecriu eam HErNnOHSIMHbI
obcmosimenbcmea daHHO20 pexxuma pabomabl, MPOKOHCYIbMUPYUMech co Cryx0bou
be3onacHocmuy

Omnpaensmb YkasaTb He06X0AMMOCTb A06AaBNEHMS CCLINTOK Ha BIIOXEHUA B Tene nucbma. None

CCbIJIKU Ha CTaHOBMTCS JOCTYNHbIM NpU ycTaHoBke chrara B none Paboma ¢ doKkymeHmamu 8

8/10)KEHUSI 8 noYymoeom KrnueHme

nucbme

Omnpaensms YkasaTb HeobxoaumocTb fobaBneHns annos BNoXeHun B nncbMo. Npu yctaHoBke dnara

8JI0)KEeHUsl 8 psaom ¢ nonem otobpaxaeTcsa TEKCT ¢ npepynpexaeHeM: «llpukpenneHue ¢alinos K

nucbme ucbMy 8b1308em ys8erudYyeHue pasmepa rnucbma, 4mo Moxem 8bi38ampb €20 HedocmasKy 8
cuny adMuHUCMpamueHbIX 02paHuYeHUl Ha pasmep rno4Ymosbix coobuw,eHud,
yCmaHO8/1eHHbIX 8 HacmpoUkax uHgpacmpykmypsl u m.d.». [lone cTaHOBUTCHA AOCTYMNHLIM
npuv ycTaHoBKe donara B nonie Paboma ¢ dokyMeHmamMu 8 ro4imoeoM KilueHme

Omnpaesisimb YkasaTb HeobxoaMMocTb 4obaBneHus cogepxaTtenbHoOn YacTu B Teno nicbma. lNone

codep)xamesibHyI0 | CTAaHOBWUTCSI JOCTYMNHbLIM NpY ycTaHoBKe dnara B none Paboma ¢ doKymMmeHmamu e

4acmb GOKyMeHma | no4moeom KiiueHme

68 mesne nucbma

Paspewamb YkasaTb He06x0AMMOCTb (POPMMPOBAHUSA 3aMnpoca Ha BHECEHWE KOMMEHTapus npu

3anpawusamsb BbIHECEHUW pELUeHUI (eCrin BbIHOCMMOE peLLeHre npeaycmaTpmBaeT BBO4 KOMMEHTapus).

KOMMeHmapuld, Mone cTaHOBUTCSt OCTYMNHLIM NpY ycTaHoBKe dnara B none Paboma ¢ dokymeHmamu e

ecsiu oH noYymoeom KriueHme

mpe6yemcs npu

ebIHeCeHUU

peweHusi

HacTpoiiku 61 ] HacTpoiiki apXMBHPOBAHHA ] OononHWTenbHo | Hactpoliki Web | CkaHnpoBaHue | HacTpoiiki areHToB 4

Mawc. Kon-so obpafaTeiBasmeix A0OKYMEHTOE:

CRWCOK ACNYCTUMBIX TUNOE ACKYMEHTOE!

BpeMa xpaHeHWs O0K-TOB B KOP3WHE, AHEl:
MpeacTaBneHUE No YMONYaHW:

OrpaHKYuTe OCCTYT K BAOKEHWAM:

CKpEIBATE YAANEHHEIE BNONEHWA!
Mcnone3oBaTe BHEWHEE XpaHUAWWLE dainos:

Koroa nepeMellats dainel B XpaHuauLLe:

Co30aBaTh GETOMaTMYECKKM OTBETHLIA AOKYMEHT U3
NopYyHEHUA:

MpOBEPATE YHUKANEHOCTE HOMEPE B Npeasnax
asbl:

2000

IV CoeewaHue
¥ MNpoTtokon

7

Coeelwanua\Mo cratycy >(
.

-

¥ .

" MNocne saBepweHnA MapwpyTa

(* MNpW coznaHun BnokeHUA

Yepes (30 AOHel nocne cosgaHwa

r.

(" He nposepaTts
" ana Tekywero rona
(" Bes yuera rona

V¥ Npw oTkpeTMM Ba3el ABTOMATMYECKM YCTAHABANBATL pecypobl

MNoonepxka TWAIN-COBMECTUMBEIX YCTPOWCTE

v

™ MNoooepkka npuHTEpoB 3TMKeTOK EZPL
™ MNoooepkka npuHTEpoB 3TMKETOK TSPL
-

WpndT wrpux-koga Codel28a

" MpW apxWBMPOBAHUN AOKYMEHTE

PucyHok 3. JononHuTenbHble HacTponku B[] CoBewaHus

v Cai
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Hacmpoiiku 6a3el 0annvix

[1.5. HacTpoukn ckaHupoBaHus

YToObl BLINONHUTL HaCTpOVIKM CKaHNPOBaHUA, HYXHO:

1. Otkpbite B AamMuHucTpupoBaHue W BblOpaTb npeactaeneHve Hacrpoiiku MoayJeii:
Tekyuue HacTpPOKH.

2. BbibpaTb gokymeHT HacTpoek b1 CoBeliaHus.

3. MMepentn

Ha BKIagky CKaHupoeaHue M HaxaTb Ha naHenu OencTBUn KHOMKY

[PepakTupoBaTthb].

4. 3anonHutb nonsi Bknagkn CkaHupoeaHue (Tabnuua 7, PucyHok 4).

5. BbinTn 3 pexxnma pegakTmpoBaHUS HAaCTPOEK, HaXxaB KHOMKY [3aKpbITb] HA NaHenu 4encTBui
1 NnoaTBepAnB HEOOBXOAMMOCTbL COXPaHEeHNsA MHAOPMaLNN.

Ta6nuua 7. NMonsa Bknagku «CkaHupoBaHue»

Mone OnucaHue
Pa3pewamb YctaHoBuTb dhnar ecnu Heob6xoomMmMo paspeLlaTb UCNOoMNb30BaTh HACTPOWKK ApanBepa
ucnosb3oeamb ckaHepa
Hacmpolku

dpalieepa ckaHepa

®Popmam cpatina
COoXpaHsieMo20
usobpaxeHus

YkasaTtb popmart canna coxpaHsemMoro naobpaxeHus:
o TIFF;
e PDF

lMapamempbl ckaHupoeaHusi 6e3 ucnosib3oeaHust Hacmpoek TWAIN-Gpalieepa ckaHepa

LeemHocmb B BbinagatoLeM cnucke BbiOpaTh BapuaHT LBETHOCTY M300paXkeHus
usobpaxxeHus
Pa3peweHue, YkasaTtb Tpebyemoe paspelueHune (150, 200, 300)

moyek Ha OroliMm

Pa3mep opuauHana
Mo yMoJsiYyaHuro

YkasaTb pa3mep opurmHana no ymosiyaHuio

Bnucbieamb YcTtaHoBuTb hnar, ecnn Heobxoanmo BNMCbIBaTb N306paxeHne co CkaHepa B yKa3aHHbIN
usobpaxeHue co dopmat

CcKaHepa 6

YKa3aHHbIU

¢gopmam

Koppekuyus [ns HaCTPOMKMN KOppeKLMU APKOCTN YCTAHOBUTL doriar 1 yka3aTb 3Ha4YeHWe B NosiBMBLUEMCS
sipKkocmu norne

Koppekuyus [ns HacCTPOMKM KOppeKUMM KOHTpacTa ycTaHoBUTL dhnar 1 ykasaTb 3HaYeHue

KOoHmpacma B NosiIBUBLUEMCH None

Koppekuusi “meHu”

Ons HaCTpOIZKVI KOppeKunn TeHn yCtTaHOBUTb cbnar M yKa3aTb 3Ha4eHne B NoAaBMBLLEMCA
none

Koppekuus [nsi HaCTPOWKMN KOPPEKLUNM BbIAENEHNSI YCTAHOBUTL chnar 1 ykasaTb 3HayYeHune
“ebideneHus’” B NOsABUBLLEMCS MOJie

Koppekuus [nsi HAaCTPOWKMN KOPPEKLNM raMMbl YCTaHOBUTL doniar 1 ykasaTb 3Ha4YeHWe B NOSIBUBLLEMCS
“2amMmMbil” none
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Hacrtpoiiks B ] HacTpoiiky apXvEMpOEaHKA ] AononnutensHo |(CkaHWpoBaHWe | HacTpolkw ar

¥ PazpewaTe WCnonb30BaTe HACTPORKK Apafieepa ckaHepa
DopMar hafina coxpaHAeMoro H3obpaxeHHa " TIFF * PDF

MapaMeTpbl CKAHHPOBAaHWA OB3 MCNONbB30BaHWA HacTpoek TWAIN-agpaliBepa ckaHepa

LUEETHOCTE M300paxeHKA OTTeHKM cepora (8 GHT) ﬂ
PaspelleHHE, TOYEK Ha AHIAK 150
Paszmep opMriHana no yMornYaH |.ﬁ.4 {210 % 2973 j

[~ BnmrcoieaTe M300paxeHHe co CKaHepa B ¥KasaHHulA dopmar
[ Koppekuwa apkoctk (-127...127)

[ KoppekuWa konTpacta (-127...127)

[~ Koppekuwna "tenn" (0...254)

[ Koppekuwa "Bblaenedmna” (1...255)

[ Koppekuna "ramme” (0.1...10)

PucyHok 4. HacTpoiku ckaHMpoBaHus

[1.6. HacTpouku areHTOB

[ns Hactporikn areHToB B[] CoBewaHusa Hy>XHO:

1. OtkpbiTb B AaMuHUcTpupoBaHMe U1 BbibpaTb npeacTaBneHne Hacrpoiiku MoayJieii:
Tekyuue HacTPOKMH.

2. BbibpaTb gokyMeHT HacTpoek B[] CoBelaHus.
3. [lepewntn Ha BkNagky Hacmpouku azeHmoe v HaxaTtb KHornky [PepaktupoBartb).

4. Ha Bknagke Hacmpoliku azeHmoe B none AzeHm BbibpaTtb HEOOXOOMMbIV areHT, Nocre Yero
CT@HOBATCS AOCTYMNHbIMM MOMsi C COOTBETCTBYWLWMMUM €My 3HadeHusimu (Tabnuua 8,
PucyHok 5, Tabnuua 9). [Ons oOGHOBNEHMS cnucka areHToB B Mofie A2eHm LWENKHYTb
no ccoinke O6HO8UMBb CMUCOK.

5. lpwu yctaHoBneHHOM cbnare BkriroYeH Ha cepgepe MOXHO BblbpaTb cepBep, Ha KOTOPOM
OyoeT BKMNoYEeH AaHHbIN areHT.

6. BbINnTn n3 pexunma pegaktupoBaHMs HAaCTPOEK, HaXkaB KHOMKY [3akpbITb] Ha NaHenn encTBum
1 NoATBEPAUB HEOOBXOAMMOCTE COXPaHEeHNs MHAOpMaLNN.

Ta6bnuua 8. Mons Bknaaku «HacTponkun areHToB»

Mone | OnucaHue

NOTHKA 17
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Mone OnucaHue
BknroyeH Ha YcTtaHoBUTb chnar, ecnu areHT BKIOYEH Ha cepBepe. B cocegHem none crieayet BblbpaTb
cepeepe 13 cnucka cepeep
Cmamyc 3anonHsaeTca aBToMaTUYeckn
Aemop 3anonHsaeTca aBToMaTUYeckn
Kommernmapul 3anonHsaeTca aBToMaTUYeckn

Hacrpoitkn B[] l HacTpoiikn apxXMBHpOBaHHWA l AononunutenbHo | Hactpoiikn Web | CkaunpoBanune | K

AreHT: 05 Administration -
05 Domino Workflow Backgrounder
OBHOEWTE COMCOK 0S TimeManagement Backgrounder

m

LWFExecuteAction
LWFExecuteSPIAction
LWFWebSaveDefault
WriteToDebuglog
(ServerlobProcessing)

CraTyc:
AsTop:

KoMMeHTapKi:

PucyHok 5. HacTtpouka areHtoB B[l CoBelwaHue

Ta6bnuua 9. AreHTbl B[1 CoBewaHus

AreHT HasHauyeHune Korpa BbinonHseTca

OS Administration CnyxebHbin areHT LWF ansa BbinonHeHWs 3anyckaeTcsa ogunH pa3 B CyTKu
CUCTEMHbIX 3a4a4, Harnpumep, Ans
CVYHXpOHM3auun HacTpoek 13 B[] TunoBble
MapLlpyThbl 1 pyHKUMOHanbHbIX B

OS Domino Workflow OcyLlecTBNSeT aBTOMaTNYeCKoe nepemMeLleHue 3anyckaeTcsa B paboyee Bpems
Backgrounder JOKYMEeHTOB no ctagusam npouecca B WorkFlow pa3 B 10 MUHYT

MpoBepka nopyyeHuii Ha | MNpoBepka NOpyYEHUIN, HAXOAALLMXCS Ha 3anyckaeTcs exegHesHo B 01.00
NCMNONHEHUN NCMNONHEHUN

ScheduledTrashDeletion | YgansieT U3 KOp3uHbl JOKYMEHTbI (BMeCTe CO 3anyckaetcs exeaHesHo B 02.30

cnyxebHbIMK), MponexasLune Tam CTOMbKO OHEN,
CKOIbKO YKasaHo B HacTpoikax 5[ CoBewaHusa

MpoBepka cpokoB [NpoBepka CPOKOB NCNOSTHEHNS 3anyckaetcs exenHesHo B 05.00
MCrnonHeHnsa Bn3

[I.7. HacTpouka npoToKonupoBaHusA

YUT06bI BbINOMHUTL HACTPOWKM NPOTOKONMPOBAHUS, CriedyeT:

1. Otkpbitb B AamMuHucTpupoBaHue U BbiOpaTb npeacrasneHve Hacrpoiiku Moayseii:
Texyuue HACTPOINKHU.

2. BbibpaTb gokyMeHT HacTpoek B[] CoBeluaHus.

3. [llepewntn Ha BKknaaky Hacmpolika npomokKosiupogaHusi, Nocrie 4ero B AOKYMEHTE HacTpoek
BbiCTaBUTb pnar Becmu npomokon, ecnu ans bl CoBewaHua TpebyeTca ocyLlecTBNATb
npoTokonupoBaHne aencTeun. MNpu BbICTaBNEHHOM hnare B JOKYMEHTE CTaHOBATCA OOCTYMNHbI
nons HacTponku (PUcyHok 6).

NOTHKA 18
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4. BblbpaTb ¢ nomowbio dnaroB gencrems ¢ gokymeHtamu B[] CoBewaHus, kotopble GyayT
NPOTOKONNPOBATLCS.

5. YcrtaHoBuTb chnar lMpomokonupoeampb usmMeHeHue nosiel 8 Kapmoyvke AOKyMeHma, ecnm
ans bl CoBewaHusa TpebyeTcsi OCYLLECTBNATb MNPOTOKONIMPOBAHUE W3MEHEHUS1 Monewn
B KapToykax A4oKyMeHToB. [Mpu aToM nameHeHusa nonen PK gokymeHToB 6yayT dhmkcmpoBaTtbea
Ha Bknagke Mcmopusi peGakmuposaHUs.

6. CoxpaHuTb N3MEHEHMUS.

ANonoAHKTEeNnLHO ] CRaHHpuBaHME] HacTtpoliky aredHtos | HacTpokka npoTokoAvpoBaHWa | Aap

v B
NpoToKOAMPOEaHKE AEACTEMA © OOKYMEHTaMH! C030aHKe

HTeHHeE

zmeHeHne

¥ananeHwe

NepeHac B 3pxHE

CosnaHue rputia KT

¥aaneHwe rpa KT

zmMeHeHHEe METKH KOHGHOAEHLHANEHOCTH

AoKEyMeHT ¢ rpboM KT oTEPRIT H3 NpoCMOTR

AokyMeHT ¢ rprdoM KT OTKPRIT HE pedakTHpOBaHHe

AokyreHT c rppdoM KT EHECEHD HSMEHEHHME B KSPTOYKY AOKYMEHTA
AokyrenT c rppdioM KT oTKpeIT haidn Ha npocHoTp

AokyrenT ¢ rprdor KT oTKpeIT ¢hain Ha peLakTHPOEaHKHE
AokymenT ¢ rppugon KT EHECEHD H3MeHeHHE B daln OOKYMEHTa

Aokyment crppdon KT gobaened hain B KapTodEy O0KYMEHTA

[ A U A R R

DoEymedt o rppgom KT yoaned gain vz KapTodkn SO0KYMEHTA

[T Aokymedt ¢ rppdiom KT KapTodka 3aKkpeiTa

¥ MpoTokonWpoBaTh WIMEHEHME NONEH B KAPTOYKE ROKYMEHTa

PucyHok 6. HacTpoiika npotokonupoBaHusa B[] CoBellaHus

Onucanue B[] MpoTtokon npeacrtaBneHo B AokymeHTe «Jlornka C3OM-OC-8-CnyxebHble 6a3bl
AaHHbIX».

[1.8. A@pecyemMble BUAbI
Mpn pernctpaumm 6asbl AaHHbIX B KommyTtatope Bce [JOCTyNHble npeactaeneHuss B 6ase
AobaBnsTCcsA Ha BKkNagky Adpecyemble eulbl B LOKYMEHTAX HACTPOEK (OYHKLMOHANbHBLIX MOAYIEN.
[nsa nmnopTa 3HaYeHu ¢ Bknagkn Adpecyembie 8UObl [OKYMEHTa HaCTPOEK HYXXHO:

1. OtkpbiTo Bl ApMuUHMUCTpUpOBaHMe U1 nepentn B npeactasneHne Hacrpoiikum momyseii:
AJnpecyeMble BU/IbI.

2. HaxaTtb kHonky [[lo6aBuTb BUAbLI U3 6a3bl].

3. B nosiBMBLIEMCS ANaNoroBom okHe BblbpaTb 6a3y AaHHbIX U HaxaTb KHonky [OK].
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B pesynbTaTe BbINOMHEHHbIX AENCTBUIA NpeacTaBneHmsa aobaBneHHbix 6a3 cTaHyT OOCTYNHbI Ans
BblbOpa Ha Bknagke M36paHHble MOOynu B OkHe HacTpoek [naBHow cTpaHuubl (6onee nogpoGHO
HacTporka [(naBHONM cTpaHuLbl onnucaHa B gokymeHTte «Jlornka COL-OC-8-CnyxebHble 6a3bl JaHHbIXY).

Mpwn HaxxaTun kHoMkK [[lo6aBUTb HOBLIN BMA] MOXHO BPYYHYH0 406aBUTbL HOBbLIN UIW yOaNEeHHbIN
BMA ANA oToGpakeHnst B OkHe Bblbopa npeacTasneHuin Ha ['C.

B npeactaBneHnn Hacrtpoiiku moaysieii: Aapecyemble BHAbI, @ TaKKe Ha Bkragke Adpecyembie
eudbl [pokymeHTa HacTpoek B[l CoBewaHusa no kHonkam [OTknwumTb] u [BknrouuTsb],
COOTBETCTBEHHO €CTb BO3MOXHOCTb OTKIHOYUTb WM BKNIOYMTb OTOOpakeHwe npeacTaBneHus ans
BblbOpa Ha Bknagke M36paHHbIe MOOyuU.
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IIl. PaboTa ¢ coBewaHnAMM

[11.1. Co3paHue KapTO4YKU coBeLLaHUusA

[lns co3gaHms KapTOYKM COBELL@HMS HY>KHO BbIMOMHNUTL crieaytowmne encTeus:
1. CospaTb KapTOYKy COBELLAHUsi OAHUM U3 CNOCODOB:

o OrTkpbiTb B KommyTaTtop. HaxaTtb kHOMKy [Co3aaTb AOKYMEHT] Ha naHenu OAencTsui
1 BbIGpaTh M3 cnmncka Tvn JokymeHTa — CoBeluaHue.

e OrtkpbiTb Bl CoBewaHna. Haxate kHonky [HoBbIM [OKyMeHT] Ha maHenu OencTBui
n BblbpaTb M3 cnmcka Tun gokymeHTa — CoBelaHue.

2. B nosiBuBwemca guanore BbiOpatb Tpebyembii MaplipyT o6paboTkM COBELLAHUA U HaxaTb
kHonky [OK].

Ecnu B B[] TunoBble MapLpyTbl Ans CoBelLlaHnsa co3gaH TONbKo OAUH TUMOBOW MpoLece,
AOCTynHbIN nonb3osatento (ero MO n 1), To Npn co3gaHum JOKyMeHTa 3TOT TUMOBOW NpoLece
ncnonb3yeTcs Mo ymon4yaHuio 6e3 npegBapuTenbHOro Belbopa.

3. 3anonHnTb Nonst OTKPbIBLUENCS KapTOYKM coBellannsa (Tabnmua 11). Nons, obsi3aTenbHble Ans
3anonHeHnsi, 0B603Ha4YeHbl CUMMBOSIOM . Onsa nepexoga no nomnsM KapTOYKM MOXHO
ncnonb3osBaTtb krnasuwy TAB.

4. HaxaTb KHOMKy B([CoxpaHMTb]) Ha naHenu JencTBun.

[lokymMeHT coxpaHsieTcs B cTatyce «[logrotoskay.

[11.2.OTnpaBKa AOKYMEeHTa N0 MapLupyTy

YTo6bI OTNPaBWTb COBELLAHNE MO MapLUPYTY HY>KHO:
1. OTKpbITb Ha NPOCMOTP NOArOTOBMEHHYIO KapTOYKy AOKYyMeHTa (B cTtaTyce «lloarotoBkar).
2. HaxaTtb kHonky [OTnpaBuTbL NO MapLpyTy] Ha NaHenu 4eNCTBUN.

Ecnu B kayecTBe y4acTHUKa o6paboTkm gokymeHTa 6bin gobaBneH COTPYOHUK, KOTOPbIN He ABnseTcs
nonb3oBaTenem NpUNoXeHusi, n y kotoporo otcytcTeytoT O/OJ1 - nonb3oBaTenu NpunoxeHus, To
cuctema otobpasnT cooTBeTCTBYOLLEe cooblieHne. [IoOkyMeHT Mo MapLUPYTy He OTNpaBnsaeTcs.

B pesynbtate gokyMeHT ByaeT oTnpaBneH:

e Ha cornacoBaHve, ecnu B kKapTouky AOKYMeEHTa AoGaBneHb! cornacyoLme.

B cny4ae oTnpaBKu coBellaHnA Ha cornacoBaHue, npu Hann4nm B MapLipyTe cornacoBsaHua
ANHaMMYeCcKomn ponn «Y4aCTHUKKN cornacoBaHusy, 0To6pa>|<aeTc;| ananoroBoe OKHO CO CMMUCKOM
YKa3aHHbIX B KapTOo4ke y4aCTHUKOB CcOoBellaHunA. B ananoroBom okHe MOXHO y6paTb cbnarm pAOooMm C
TeMWU yH4aCTHUKaMU, KOTOPbIM HET HeobxoQMMocCTun OTNpaBATb JOKYMEHT Ha corfiacoBaHue.

e Ha yTtBepxaeHue, ecnu B KapTovke AOKYMeHTa He AobaBneHbl cornacyoLwme nnm Ha BKnagke
HeuxeHue dokymeHma noctasneH dnar B none lMponycmumsb coz2nacoeaHue.

Ecnn cosewaHne 6biNn0 co3gaHO MO MapwpyTty C  YCTaHOBMEHHbIM ¢narom bes
Mapwpymu3ayuu, TO Mpu OTNpaBke MO MapLIpyTy oToBpaxaeTcs OKHO YTBEpPXAEHUS MYyHKTOB
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nosectku (n. l1.7 YTBepxaeHne cosewaHus). MNpy noaTBepXXaeHMM ornepaummn kapTodka nepexoauT B
cTaTyc «3annaHMpoBaHO».

[11.3.PaboTa ¢ nyHKTaMn NOBECTKN coBeLlaHus

1.3.1.

HNobaBneHue NyHKTa NOBEeCTKU COBeLlaHusA

,D,o6aBneHV|e NMYHKTOB NOBECTKN coBeLllaHNA BO3MOXXHO:

OpraHu3aTtopom (cocTaBuTenem) CoBeLLaHUs B MpoLecce NOAroTOBKM COBeLLaHus (B cTaTtyce
«lMoaroToBkar).

YTBepxaatoLmm (npeacegartenemM) coBellaHnsi B NpoLecce yTBEPXAEHNS COBELLaHNS.
OpraHu3saTtopom/cekpeTapeM COBELLaHNs B NpoLiecce NpoBeAeHNs CoBeLLaHus (B cTatyce
«B npouecce»).

[ns noGaBneHnsi NyHKTa NOBECTKN COBELLAHWNS HY>KHO BbINOMHUTL CreayoLlmne AeNCcTBuUS:

1. OTKpbITb KAPTOUKY COBELLaHUS.

2. Onsa

CcO3aHNsi HOBOrO MyHKTa MOBECTKM Ha Bknagke [lloeecmka HaxaTtb KHomky [MyHKT

noBecTku]:[Jo6aBuTh].

3. 3anonHute nonsi dopmbl «[lMyHKT noBecTkm» (Tabnuua 18). lNons, obs3aTenbHble AN

3anonHeHnsi, 0003Ha4YeHbl CMMBOJSIOM . OAna nepexoga no MoNdAM KapTOYKM MOXHO
ncnonb3osBaTtb krnasuwy TAB.

4. Haxatb kHonky [OK]. lNMyHKkT noBecTku coBewaHus pobaensietcs Ha Bknagky lloeecmka
KapTOYKn JOKYMEHTa.

Mocne pobasrneHnsa nyHKTa NoBecTkM Ha Bkragke lMoeecmka kapTOYKM AOKYMEHTa CTaHOBUTCS
AocTynHou kHomnka [PeweHue]:[[lo6aBuTk]. KHonku [PewmeHune]:[Ocoboe mHeHue] n [BbicTynneHue]
AoCTynHbl B cTaTyce «B npouecce» (n. 111.10 NpoBeaeHne coBeLaHuns).

11.3.2.

N3meHeHne NMYHKTa NOBeCTKUN cOoBeLlaHuA

Peﬂ,aKTI/IDOBaHI/Ie M yoaneHne NyHKTOB NMNOBECTKN COBeLLaHNA BO3MOXHO:

OpraHusaTtopom (cocTtaBuTeNneM) CoBeLLaHNA B NpoLecce NOAroTOBKM COBeLLaHus (B cTaTyce
«lMogroToBkar).

YTBepxgawLwum (npegcenarenem) CoBeLLaHns B MpoLuecce YTBEPXKAEHWS COBELLaHMS.
OpraHusatopom/cekpeTapem COBeLLLaHMsA B MpoLecce NpoBeaeHNs CoBeLlaHns (B cTaTtyce
«B npouecce»).

,D,J'IFI M3MEeHEeHNA NyHKTa NOBECTKN CcoBeLlaHna HY>XHO BbINONMHUTL crneayouine D,GI;ICTBI/IF!Z

1. OTKpbITb KAPTOYKY COBELLAHMS.

2. Ha Bknagke Moeecmka BblAenuTb CTPOKY C HEOOXOAMMbBIM NMYHKTOM MOBECTKM.

3. HaxaTtb kHONKy:

[MyukT noBecTku]:[PepgakTupoBatb] — ON9 pedakTUpPOBaHUA MyHKTA MNOBECTKU.
Ha skpaHe oTobpaxaeTtca dopma «[lyHKT MOBECTKM», B KOTOPOM HYXHO BHECTM
Heobxoaumble M3MeHeHus U HaxaTb kHonky [OK] (cm. n. 111.3.1 [Job6aBneHue nyHkTa
NMOBECTKWN COBELLaHNS).

v Cai
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¢ [MyHkT noBectku]:[CkonunpoBaTb] — ONa co3gaHua Oybnukata BblOENEHHOro MyHKTa
nosecTkun. [loaTBEpAWTb BbINOSHEHWE OnepauMv B OTKPbIBLLUEMCS OWanoroBOM OKHeE.
Cuctema otoGpaxaer ¢opmy «[lMyHKT nOBECTKM» C  3anofIHEHHbIMW  MOMASIMU
(ckonupoBaHHbIMK N3 BbIOPAHHOTO MyHKTa NOBECTKM) C BO3MOXXHOCTbIO peaaKTMpOBaHMS.

o [MyHKT noBecTku]:[Yoanutb] — OnNg yaaneHus BblOENEHHOro MyHKTa MOBECTKMU.
MoaTBepAnTb BbINOSTHEHWE OMepauun B OTKPbIBLUEMCS AMarioroBOM OKHe. BbiaeneHHbIn
NYHKT NOBECTKN COBELLLAHNS yaanseTcs.

o [MyHkT noBecTku]:[BHn3]/[BBepx] — 0N u3MEHEHMs NOpsiAka MNYyHKTOB MOBECTKM
B cnucke. lNocne Haxatus Ha kHorky [BHu3)/[BBepx] BblAeNeHHbIA MYHKT MOBECTKU
nepemMeLLaeTcs, COOTBETCTBEHHO, BBEPX/BHWU3 MO CMUCKY NMYHKTOB NOBECTKMN.

[na cornacylowmx npyv nosiyYeHMM COBELLAaHUS Ha CorflacoBaHWe MyHKTbl MOBECTKU OOCTYMHbI
TONbKkO B pexume npocmoTpa no kHomnke [[yHkT noBecTku]:[OTKpbITh]. [ns cornacyrowmx, He
ABNAOLWMMUCA y4aCTHMKAMN COBELL@HUS, MYyHKT MOBECTKM AOCTYMNeH TOMbKO B TOM Criyyae, ecriv Ha
dopme NyHKTa NOBECTKM He ycTaHoBsreH nar JJocmyrneH mosibKo yYyacmHUKaM coseuwaHus.

11.3.3. No6GaBneHue BbICTYNMEHUA NO NYHKTY NOBECTKN COoBeLaHusA

Ona no6aBneHnst BbICTYNNIEHNSA MO MYHKTY MOBECTKM COBELLAHUS HY>XHO BbIMOMHUTL criegyloume
JencTBus:

1. B kapTouyke coBellaHud, Haxogsuwerocsa B cTaTyce «B npouecce», nepentv Ha BKNagky
lMoesecmkKa.

2. Bblgenutb  CTPOKy €  HeoOXOAWMbIM ~ MYHKTOM  MOBECTKM W HaxaTb  KHOMKY
[BbicTynnenuel]:[o6aBuTtb).

3. 3anonHute nons dopmbl  «BeicTynneHue» (Tabnuua 19). [MNons, obssatenbHble Ans

3anonHeHnsi, 0b0O03Ha4YyeHbl CUMMBOSIOM . Ona nepexoga no nonsiM KapTOYKM MOXHO
ncrnonb3osBaTb knasuwy TAB.

C NOMOLLLIO KHOMKK “* Ha chopMme BbICTYMIEHNS MOXHO 106aBUTL HeobxoaMMble MaTepuansi
(no aHanorum ¢ 3anonHeHnem Bknagku Mamepuanbi k coeewaHuro). [Ina oGHOBMNEHUS BKINaOKu
Mamepuansi k cogewjaHuro B KapTouke CoBeLLaHusa (nocne gobaeneHus dainos) Heo6xoaMmo
NepeoTKPbITb KAPTOYKY COBELLaHMS.

Mo KHOMKe - MOXHO OTKPbITb J06aBMNEHHbIE K COOTBETCTBYIOLLEMY MYHKTY NOBECTKM Matepuansi
Ha NPOCMOTP UMK yaanuTb HeobxoaumMble (arnbl NO KHOMke & (Nonb3oBaTeNlb MOXET yAanuThb
TONbKO J0BOaBNeHHbIE UM MaTepuarnsi).

4. HaxaTb kHonky [OK]. BeicTynneHune gobasnsietca Ha Bknagky floeecmka KapTOYKM JOKYMEHTa
K BblAEeSIeHHOMY MYHKTY MOBECTKN COBELLaHUA.
[na pegakTMpoBaHKs MyHKTa BbICTYNEHNs Heobxoammo Ha Bknaake lloeecmka BblOENUTL CTPOKY
C HeobXoaMMbIM MYHKTOM BbICTYNSEHMSA U HAXaTb KHOMKy [BbicTynneHue]:[PeaaktupoBatb]. Ha

3KpaHe oTobpaxaeTcst opma «BbICTynneHuey, B KOTOPOW HY)XXHO BHECTU HEOOXOOUMbIE N3MEHEHNS
n Haxatb kHonky [OK].
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[na yoaneHusa nyHKTa BbICTYNNeHns Heobxoammo Ha Bknagke lfoeecmka BblAenntb CTPOKY C
Heobxo4MMbIM MYHKTOM BbICTYMNNEHUST U HaXkaTb KHOMKY [BbicTynneHue]:[YaanuTtk] n nogreepantb
BbINOSTHEHWE OnepaLmn B OTKPbIBLUEMCS JMANOrOBOM OKHE.

1.3.4. [No6aBneHne copoknagyYmka no NyHKTY BbICTYMNNEHUA

Ona pobaBneHus coAoknagynka Mo MYyHKTY BbICTYNNEHUS HY)XXHO BbINOMHUTL criegylowme
JencTBuS:

1. B kapTodke coBellaHus, Haxoasdulerocd B cTtaTyce «B npouecce», nepentv Ha BKNagky
lMosecmka.

2. Bblgenutb CTPOKYy C  HeOOXOAMMbIM  MYyHKTOM  BbICTYNSIEHUA W HaxaTb  KHOMKY
[BbicTynneHue]:[lobaBuTbL cogoknag4mkal.

3. BanonHutb nona  dopmbl  «BbicTynneHney (Tabnuua 20). [Mons, obsizaTenbHble Ang

3anonHeHnsi, obo3HavyeHbl CMMBOSIOM . Ona nepexoga no MonsiM KapTOYKM MOXHO
ncronb3oBaTb krasuwy TAB.

4. Haxatb kHonky [OK]. Copoknaguuk pobasnsetcsa Ha Bknagky lloeecmka KapTouku AOKYMEHTa
K BblAE€NeHHOMY NYHKTY BbICTYNEHUS.
[ns pegakTmpoBaHMsa cogoknagyvka no nNyHKTY BbICTYNNeHns Heobxoammo Ha Bknaake lMoeecmka
BblAENTNTb CTPOKY C HeOGXOLI,I/IMbIM COoAOKNag4YMKoM N HaXXaTb KHOMKY

[BbictynneHue]:[PenaktupoBatb]. Ha akpaHe oTtobpaxaetcsa dopma «BbicTynneHme», B KOTOpOK
HY>XHO BHECTW HEODXOAMMble N3MEHEHMS 1 HaxkaTb KHomMKy [OK].

[ns yoaneHus cogoknagyuka no BeICTynneHno Heobxoanmo Ha Bknagke lfoeecmeka BblgenuTb
CTPOKY C Heob6XxoaUMbIM COAOKNaAYMKOM M HaXaTb KHomnky [BeicTynneHue]:[YaanuTs]
W MOATBEPAUTL BbINOMHEHWE Onepauun B OTKPLIBLLEMCS ONarnoroBOM OKHE.

11.3.5. HNob6aBneHne oco60ro MHEHUS MO NYHKTY NOBECTKWU COBeLlaHusA
,D,J'IFI LI,OGaBJ'IeHI/IFI 0cob0oro MHeHusi no NYHKTY NOBEeCTKM coBelwaHnd HYXHO BbIMOJTHUTb

cnegylowme oencTeus:

1. B kapTouke coBellaHusi, Haxogsulerocss B cratyce «B npouecce», nepevtn Ha BKNagky
lMoesecmka.

2. BblgenuTb CTpOKy ¢ HEOOGXOAMMbBIM MYHKTOM MOBECTKU M HaxaTb KHOMKy [PeweHune]:[Ocoboe
MHeHue].

3. 3anonHutb nons copmbl «Ocoboe MHeHne» (Tabnuua 21).
4. Tlons, obasaTtenbHble ANs 3anonHeHns, 0603Ha4YeHbl CUMBOSIOM . Ana nepexoga no nonam
KapTO4KM MOXHO Mcnonb3oBaTh knasuwy TAB.

5. HaxaTtb kHonky [OK]. BeictynneHve nobasnsetca Ha Bknaaky lloeecmka KapTOYKM LOKYMEHTa
K BblAENEHHOMY MYHKTY NOBECTKN COBELLaHUS.
,D,J'Iﬂ penakTnpoBaHuA 0cob0oro MHeHus HeOGXOLI,I/IMO Ha BKnagke lMoeecmka BblAENTNTb CTPOKY

€ 0cOoObIM MHEHMEM U HaxaTb KHOMKy [PeweHue]:[PepaktnpoBartb]. Ha akpaHe otobpaxaetcs
dopma «Ocoboe MHEHNEY, B KOTOPOWN HYXXHO BHECTU HEOBXOAMMbBIE U3MEHEHUSA U HaXaTb
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11.3.6.

kHorky [OK].

[na yaaneHns ocoboro MHeHns Heobxoammo Ha Bknaake lloeecmka BblAENUTL CTPOKY C 0CODBbIM
MHEHVEeM 1 HaxaTb KHonky [Pewenue]:[YaanuTb] v nogTBepAnTb BbINOMHEHNE Onepauuu B
OTKPbIBLUEMCSI AMaNOroBOM OKHeE.

dob6aBneHune peweHnsa No NyHKTY NOBeCTKU coBellaHuA

[obaBneHne peLleHnn K NyHKTam NOBECTKM COBELLAHMNS BO3MOXHO:

e OpraHusatopom (cocTtaBuTenem) CoBeLLaHnsa B npouecce NOAroTOBKM COBeLLaHus (B cTaTyce
«lMoaroToBkar).

o Cornacywowum 1 YTBepxaawLmMm (npeacefatenemM) coBellaHms B npolecce
COrnacoBaHusi/yTBEPXXAEHUS COBELLAHNsi COOTBETCTBEHHO. Cornacyowmum JOCTYMNHbI AN
peaakTMpOBaHUA TONbKO CO3[1aHHbIE UMW PELLEHUS.

¢ OpraHusatopom/cekpeTapemM COBeLLaHMsA B 3anflaHMpOBaHHOM COBeLLaHum (B cTaTyce
«3annaHupoBaHo», «[lepeHeceHoy), a Takke B NpoLecce NpoBeAeHNs CoBeLlaHuns (B cTatyce
«B npouecce»).

,D,J'IFI ,EI,OGaBJ'IeHI/IFI peweHna no nyHKTY NOBECTKM CcoBelwaHuAa HYXXHO BbINOJNIHUTL crnegyrouimne

AencTBuSA:

1. OTKpbITb KAPTOYKY COBELLAHUS.

2. Ha Bknagke [lloeecmka BblAenuTb CTPOKY C HeEOBXOAMMBbIM MYHKTOM MOBECTKM U HaxaTb
KHomnky [PeweHue]:[Jo6aBuThb].

3. 3anonHutb nonsa gopmbl «PeweHne» (PucyHok 7, Tabnuua 22). MNonsa, obsisatenbHble Ans
3anonHeHnsi, 00O03Ha4YyeHbl CUMMBOSIOM . Ona nepexoga no nonsiM KapTOYKM MOXHO
ncrnonb3osBaTb knasuwy TAB.

4. Ecnv no gaHHOMY peLleHuo HeobxoanmMo opMMpPoBaTL NOPYYEHME, TO B KAPTOYKE peLLeHns
Heobxoanmo ycTaHoBUTbL brnar PopmMuposams NMOPyHeHUs.

5. Ecnn paHHOe pelleHne ABNSEeTCS MNPUHATLIM Ha COBELLaHUKW, TO B KapTOYKe pelueHus
Heobxoanmo yctaHoBUTb donar lpuHsmoe peweHue.

Ecnu B pelwieHun pnarn dopmuposame nopydeHusi n [IpuHsimoe peweHuUe YyCTaHOBMEHbI, TO B
p,aanePlLueM, npwn oTnpaBke Ha UCMOJIHEHNE CO30aHHOIo U3 KapTO4YKM coBellaHnAa nNpoTokona, no
AaHHOMY peLueHuto 6yayT cchopMMpOBaHbl NOPYYEHNS.

OTtmeTnTb pelweHne Kak NpuHAToe MOXXHO B npouecce nposeaeHna coBellaHuna, BblAesIMB CTPOKY C
HeoOX0AMMbIM peLleHeM u Haxas kHornky [PeweHue]:[MpunsaToe]. MNpu atom dnar lNMpuHssmoe
peuwieHue Ha cbopme peweHuna 6yﬂ,6T npocTtaBJ/ieH aBTOMaTU4€eCKN.

6. Haxatb kHonky [OK]. PeweHnue pgobaensetca Ha Bknagky lloeecmka kapTOYKM LOKyMEHTa

K BblAE€NNEHHOMY NYHKTY NOBECTKN COBELLAHUA.

Ecnu npu gobasneHnn pewweHns nommmo dnaros Popmuposams ropydeHusi n [IpuHsmoe
peweHue 6bin ycTaHosneH cnar Mynsmunopy4yeHue, TO B AanbHENLWEM, NPY OTNpaBke Ha
WCMONHEHNE CO34aHHOMO M3 KAapTOYKM COBEeLLaHNs NMpoToKoa, No AaHHOMY peLleHunto 6yayT
chopMMNPOBaHbI paBHO3HAYHbIE NOPYYEHNSA COTPYAHMKAM, YKa3aHHbIM B norne McrnosHumenu.
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PeweHne E
[V fopMupoBaTe NopyYeHUA
[ MpuHAToE peweHUs
[ MyneTMRopydYeHUE
OTB.HCNONHHTENL Q
BaHTeesa Onera, TECTOBOE NOAPASOENEHWES AlTH
HMcnonHuTEnK Q
OewmuHa WpuHa, TECTOBOE NOOPASOENEHWE (ETOPOE)S
ARTH
Iv MNonyyaTe yBEAOMNEHKMA OT CoOMCOONHWTENER
Texkcr peweHnA OopaboTaHHEIR O0roBop NOCTAEKW HAaNPaEWTb >(
KOHTpareHTaM
¥ Ha koHTpons
CpoK HCNONHEHKA 12.03.2015 16
KouTponep Q
BaTtriwes MNasen Cepreeeurd - OB -
OaTa 11.03.2015 18
Ok CTMEHA

PucyHok 7. Nonsa dopmbl «PelueHue»

[na pegaktMpoBaHus pelleHns HeobxogmMmMo Ha Bknagke lMoeecmka BbIOENUTL CTPOKY C pELLEHUEM
N HaxxaTb KHOMKy [PewweHune]:[PepgakTnpoBartb]. Ha skpaHe oTobpaxaeTcsa bopma «PelueHuney,
B KOTOPOW HY)XHO BHECTU HEOOXOOUMbIE U3MEHEHUS U HaXaTb kHonky [OK].
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Ona yoaneHus pelwenns Heobxoammo Ha Bknagke lloeecmka BblAennTb CTPOKY C HEOHBXOAMMbIM
peLLueHneM 1 HaxaTb KHoMKy [PeweHue]:[YaanuTb] 1 noaTBEPAUTL BLINOSIHEHME Onepauun B
OTKPbIBLLEMCSI ANANOroBOM OKHE.

[1l.4.PaboTa ¢ y4acTHUKamMu coBeLlaHuA

.4.1. HNoGaBneHne y4acTHMKOB COBeLUaHUA U OTMNpaBKa npurnaweHun
Ha coBellaHue

HobaBneHne y4acTHUKOB COBELLAHNS BO3MOXHO:
e OpraHusaTtopom (cocTtaBuTenem) CoBeLLaHunsa B npouecce NOAroTOBKM COBeLLaHus (B cTaTyce
«lMoaroToBkar).
e OpraHusaTopom/cekpeTapem CoBeLLaHWsl B 3anfiaHMpoBaHHOM COBeLLaHun (B ctaTyce
«3annaHupoBaHo», «lepeHeceHo»), a Takke B NpoLiecce NpoBeaeHUs COBELLaHNs (B cTaTyce
«B npouecce»).

[ns no6aBneHnss y4acTHUKOB COBELL@HWUS HY>XHO BbINOMHUTL Cneayowmne 4encTBuA:
1. OTKpbITb KAPTOYKY COBELLAHUS.

2. [llepenTu Ha BKNaaKy Y4acmHuku.

3. HaxaTb KHOMKy:

e [Ao6aBuTb y4yacTHUKOB] M BblbpaTb yyacTHWKOB coBewaHua u3 B[] CnpaBOYHMK
opraHu3sauum.

e [Ao6GaBuTb npurnaweHHbiX] KW BbIOpaTb Y4YaCcTHMKA COBEWAHUS U3  4Yucna
npeactasutenen bl BHewHue agpecartbl. [pn He06X0OMMOCTU, BHECTU U3MEHEHNS B
TEKCT HanpaBnseMoro MM NOYTOBOro YBeAOMITEHNS (A4OCTYNHO B cTaTycax «[lloarotoBkay,
«3annaHnpoBaHo», «llepeHeceHOo»).

4. BblbpaHHble y4acTHUKM [06aBnAOTCS Ha BKNagKy Y4YacmHuKuU KapTOYKM [OKYMeHTa B
cooTBeTcTBYOLWYO kKaTeropuio (CoTpyaHukm/INpurnalleHHbie).

B cratycax «3annaHupoBaHo» u «llepeHeceHo» MOXHO OTNpaBWTb NPUrMalleHns Ha coBeLlaHme
BHOBb J06aBNeHHbIM y4acTHUKaM, BbiOpaB HEOOXOAMMBIX YHaCTHUKOB B CMIUCKE U HaXaB KHOMKY
[OTnpaBuTb NnpurnaweHune]. BoibpaHHbIM y4acTHMKaM COBeLLaHNs OTNPaBAsOTCA yBeOOMITEHNS
(MpurnaweHus) o NnpeacrosLem coBellaHmu. MNMpurnalleHHble y4acTHUKU COBELLaHUS, He
apnsaowmecs nonb3osatenamu CO[, nonyyaloT npyrnawieHne Ha CBON agpec 3NEKTPOHHOWN MoYThI,
nponucaHHbIn B kKapTouke «[peactaButensy» B bl BHewHue agpecarthbl.

111.4.2. M3meHeHne y4acTHUKOB coBeLlaHusA

Pe,D,aKTI/IpOBaHI/Ie n yganeHne y4aCTtHMKOB coBellaHNA BO3MOXHO!
e OpraHusaTtopom (cocTaBMTENEM) COBELLAHMSA B NMPOLECcCe NOArOTOBKM COBeLLaHus (B cTaTyce
«lMogroTtoBkay).
e OpraHusatopom/cekpeTapemM COBeLLaHMA B 3anflaHMpPOBaHHOM COBeLLaHuM (B cTaTyce
«3annaHupoBaHo» n «poBeaeHo»), a Takke B NPOLIECCe NPOBeAEHMS COBeLLaHus (B cTaTyce
«B npoueccey).

,D,J'IFI M3MeHeHnA y4aCTHUKOB coBellaHnA HYXXHO BbINONMHUTL cneaylouine D,GI;ICTBVIF!Z

1. OTKpbITb KAPTOYKY COBELLaHWS.
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2. Ha Bknagke YyacmHuku BbienvTb CTPOKY C HEOOXOAMMBIM YyHaCTHUKOM.
3. HaxaTtb KHOmMKYy:

e [3amMeHUTb] — AnNa 3aMeHbl BbIAENEHHOr0 YyyacTHMKa Ha [Opyroro COTpyAHWUKa.
B oTKpbiBLLEMCA OMAnNoOroBOM OKHE BbiOpaTb APYroro yyacTHMKA COBELLAHWS U HaxaTb
kHonky [OK].

o [Y,qanmb] — Aana yaaneHuna BbleneHHOro y4YacTHMKa CcoBellaHus. nO,D,TBepD,I/ITb
BbINOJIHEHNE oOnepaunn B OTKPbIBLLEMCA AOWallOrOBOM OKHe. BblaeneHHbIn y4aCTHUK
coBellaHuAa yaandaeTca.

Ypanutb/3aMeHnTb MOXHO TOJIbKO TEX YHaCTHMKOB, KOTOPBLIM eLlie He Oblnu oTnpaBrieHbI

npurnaweHmna Ha cosellaHne, n KotTopble He Obinn 3aperncTpmupoBaHbl B npouecce nposeaeHunA
coBellaHun4.

111.4.3. MpuHaTue pelweHus no nony4yeHHoMy npurnaweHuo
Ha coBellaHue

MpYHATYE peLleHnin MO NOMyYeHHbIM NPUINaLIeHVsM OOCTYMHO AN BHYTPEHHUX YYaCTHUKOB
coBewaHnsa (u3 B[] CnpaBoOYHMK OpraHM3auum) B TOM Criyyae, ecriv Npu NnoaroToBKe CoBeLLaHus
nepekntoyatesnb lTodmeepxdeHue y4acmus Gbin yCTaHOBNEH B 3HavyeHue Ja.

Mpn nNOCTyNneHUM npPUrnaweHnss Ha COBELlaHUEe COTPYOHWKY MpUXOOUT COOTBETCTBYHLLEE
coobueHne Ha [MaBHylO CTpaHuuy, a Takke B MOYTOBbLIA SAWMK NONb3oBaTenst (COOTBETCTBYHOLLME
HacTporku npounseoadatcs B b1 CnpaBo4YHUK opraHusauun).

Ona npuHATMS pelleHns no MNONy4YeHHOMY MPUIMALLIEHUIO HYXXHO BbINOMHUTL  criegyowme
JEenCcTBuUS:

1. OTKprTb yBeaomMmneHne O npurnawleHnmn Ha coBelaHune WU, WenkHyB Nno CCblfike, HepeVITVI
B KapTO4Ky CcoBeLlaHNA.

2. Ha Bknagke Mamepuanbl k coeewjaHuro MOXHO [006aBUTb Heobxoaumble MaTepuansbl
K coBeLlaHuio (cM. n. V.10 PaboTa ¢ BnoxeHnsmn).

Bo3MOXHOCTb NOArOTOBKM MaTepumanos K coBelaHuio y4aCTHUKOM coBellaHUA yKa3bliBaeTcAa B
KapTo4ke coBellaHuA.

3. HaxaTtb kHonky [[MoaTBepANTBL yyacTue].
4. B oTkpbIBLLEMCHA ANANOrOBOM OKHE BbIHECTU HEOBXOL4MMOE peLLEHNE:
e [lodmeepdumb y4acmue — 015l NOATBEPXKOEHMS y4ACTUS B COBELLI@HUN.

e [lenecupoeamb — [Ns [ererMpoBaHUA y4acTus B COBELUAHWW [APYroMy COTPYOHWUKY.
B cooTBeTCTBYIOLWMNX NONAX BBECTM KOMMEHTapUi W yKasaTb COTPYyOHUKA, KOTOPOMY
Heobxoaumo fernermpoBaTb yvactve, U HaxaTb kHonky [OK]. CoTpyaHuky, koTopomy
ObiNM AgenerMpoBaHoO y4vacTue, OTNPaBAeTCs yBeAOMIIEHVWE O AenermpoBaHHOM eMy
yyacTuu B COBELLAHUN.

e Omkaszambcs — Ans oTkasa oT y4acTtua B coBeLlaHun.
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NHdbopmauns 0 BbIHECEHHOM PELLEHUN MO NPUrNaLEHN0 3aHOCUTCS B KApTOYKY COBELLAHMS Ha
BkNnagky YwacmHuku. OpraHu3atopy M CekpeTaplo COBELLaHUsi OTNPaBNSOTCS WHEPOPMAaLUOHHbIE
yBEAOMIIEHMSI NO NPUHATOMY Y4aCTHUKOM PELLEHWIO.

[11.5. PegakTnpoBaHue napamMeTpoB CcornacoBaHus

Bo3MOXHOCTb aBTOMaTM4eCKOro (OPMUPOBAHMS CMKUCKA COrnacylowmx nuy Ans KapTOYKM
COBeLlLaHNsl M3 CMnncka y4acTHMKOB COBeLLaHWsi HacTpauBaeTcs B OGroke COrnacoBaHUsi C MOMOLLbO
BblbOpa B Ka4yecTBe cornacylwmux OUHaMUYeckon ponu «Y4YacTHUKM coBewaHusi» (B TMNOBOM
MapLUpyTe COBEeLLaHNs UM HENOCPEACTBEHHO B KAPTOYKE JOKYMEHTA).

1.5.1. JlobaBneHue 3Tana cornacoBaHusA

Bo3moxxHOCTb f06aBneHMs HOBOro atana OTCYTCTBYET, eCnv B TUMOBOM MapLupyTe ob6paboTku
OOKYMeHTa cHAT donar Paspewumb MeHsImMb Mapuwpym coa/1aco8aHUsl.

,D,J'IFI ,D,OGGBJ'IGHVIFI dTana cornacoBaHMA Hy>XHO BbINMOJTHUTL criegyrouimne DencTBus:

1. OTKpbITb AOKYMEHT 1 NEPENTU B PEXMUM PEOaKTUPOBAHNSA, HaXKaB KHOMKy [PeaakTupoBaTb] Ha
naHenu gencTeun.

2. Tlepentn Ha Bknaaky [JeuxeHue OOKyMeHma.
3. [ns co3gaHus HOBOroO aTana corfnacoBaHuns Haxartb KHOMNKy [HoBbiv aTan].
4. 3anonHuTb nons opmbl «3Tan cornacoBaHusa» (Tabnuua 33):

e Tun — ycTaHOBUTb HY>XKHOE 3Ha4yeHne c NMOMOLLbIO nepeknoyarens
(MocnedoesamenbHoe unu MapannensbHoe).

e HaumeHoegaHue — BBECTU C KNaBuaTypbl HAMMEHOBaHWE 3Tana corfiacoBaHus.
e Cpok coanacoeaHusi — BBECTU C KrnaBmaTypbl OCHOBHOW CPOK COrfiacoBaHus (B AHAX).

e [flon.cpok coanacoeaHusi —BBECTM C  KNaBMaTtypbl  OOMOSHUTENbHBIN  CPOK
cornacosaHus (B AHAX).

e Aemomamuyeckoe 3agepuwieHue — NocTasuTb nar B nomne, ecrnvm Heobxoanmo, 4TobbI
AOKYMEHT aBTOMAaTM4ecKM nepedaBancs crnegylolweMy cornacywowemy (Mnm  Ha
noanucaHve, B 3aBUCUMOCTM OT cTagum o6paboTku [OKyMeHTa) B criyyae, ecnu
COrnacyllmMin He TMPUHAN  pelleHne Nno  OOKYMEHTY B TeYeHWe OCHOBHOrO
1 AOMNONHUTENBHOrO CPOKOB COrNacoBaHUs.

o Coanacyrowue — C NOMOLLbIO KHOMKM [[lo6aBUTbL] ykaszaTb COrnacyloWmnx AaHHOro
aTana.

5. Haxatb kHonky [OK]. Otan cornacoBaHusa gobaenseTcst Ha Bknagky JeuxeHue dokymeHma
KapTOYKM JOKYMEHTa.
|-|pl/l ,EI,OGBBﬂeHMM COTPYAHUKaA, YXKe YKa3aHHOro B 0OgHOM U3 6nokos cornacoBaHud, BbIBOAUTCA OKHO

¢ npeaynpexaeHvem: «CoTpyagHuk <®UO coTpyaHuka> yxe BbiGpaH B 3aTane cornacoBaHus». MNpu
3TOM COTpyAHUKA B ApYyroi 6ok cornacoBaHus 4o6aBnTb MOXHO.
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.5.2.

N3meHeHne napamMmeTpoB CtTaauun corrnacoBaHus

MapameTpbl 3Tana cornacoBaHus onpeaeneHbl B MapLlipyTe, Ha OCHOBE KOTOPOro co3faH AaHHbIN
AOKYMeHT. [pn Heo6X0aNMOCTN OHN MOTYT ObITb CKOPPEKTMPOBAHbLI UCNONTHUTENEM NPY MOATOTOBKE UMK
AopaboTke JOKYMEHTA.

Bo3MOXHOCTb pefdakTpoBaHNsa NapameTpoB COrfacoBaHMsl OTCYTCTBYET, €CNN B TUMOBOM MapLLpyTe
06paboTkn AOKYMEHTa CHAT donar Paspewums MeHIMb Mapwpym co2/1acoeaHusl.

[nsa nameHeHna napameTpoB CTaann corfmfacoBaHna HyXXHO BbINOJIHUTL cnefyloune nencreuns:

1. OTKpbITb OOKYMEHT W MEPENTUN B PEXUM pedakTUpPOBaHWA, HaxaB KHOMKy [PepakTtupoBaTb]
Ha NaHenu OenCcTBUN.

MepenTtn Ha BkNagky JeuxeHue QoKyMeHmMa.

B cekuun lMapamempbl coa2nacoeaHusi MOXHO W3MEHWUTb crepylolme napameTpbl cTaguu

corfiacoBaHunA:

lMponycmumsb coanacoeaHue — NoCTaBuTb conar B nosne, ecnn Heobxoanmo NponycTuTb
CTagMo CornacoBaHus N OTNPaBUTb JOKYMEHT cpa3sy Ha CrneayoLyo ctaanio oopaboTku.
[ocTynHO Ans peaakTMpoBaHUs, ecriv B HACTpOMKax TMMOBOro MapLupyTa yCTaHOBMEH
dnar PeGakmupoeamsb npu3Hak «[lponycmumsb coanacogaHuey.

UNzeewamb 0 — yCTaHOBUTb HY)XHOE 3HAYEHWE C MOMOLLbLIO MepekrnvaTens: Kaxoou
peueH3uu (yBegomneHus 6yay nocTynatb aBTOPY AOKYMEHTa O KaKOOW peueH3uu no
OOKYMEHTY) Unn nocsiedrHell peyeH3uu (aBTOp NOMyYUT yBEAOMIIEHNE TONBbKO O CaMOM
nocrnegHen peueHsmm B mappyTe). JoCTynHO ANg pefakTUpoBaHUA, ecriv B HaCcTPOMKax
TUNOBOro MapLupyTa ycTaHoBneH conar PeGakmupoeamb npu3sHak N3eewams o.

Bo3epawiamb npu nepeomMm Hecoasacuu — NoctaBuTb onar B nomne, ecnu OOKYMEHT
HeobXxoAMMO BO3BpaLlaTb WCNOMHUTEMD Ha A0paboTKy MOCne NonyvyeHus NepBON Xe
oTpuuaTenbHOM peueH3un (NpuM nocrnegoBaTenibHOM cornacoBaHuun). Ecnuv  donar
He yCTaHOBNEH, TO [JOKYMEHT o0onaeT BCeX Ha3HaYeHHbIX pPeLeH3eHTOB BHE
3aBMCUMOCTM OT pelleHMn npeabiaywimx peueH3eHToB (M OyayT yuyTeHbl BCe WX
3amevaHusl). MNpu ycTaHoBKe dhriara aBToMaTn4eckn cHMMaeTtcsa (ecnu Bbin yCTaHOBIEH
paHee) U CTaHOBUTCA HeAoCTynHbiM dnar Pa3pewumb nodnucbieamb OOKyMeHmM cC
ompuyamesnbHbIMU 6u3amu. [JOCTynHO Ons pedakTUpOBaHUS, €CNU B HacTpoKMKax
TUNOBOro MapLupyTa ycTaHoBneH cdnar PeGakmupoeamsb npu3sHak «Bo3epawams npu
nepeom HecoaJslacuu».

Pa3pewumsb nodnucbieamb GOKyMeHmM ¢ ompuuyamesibHbIMU eu3aMu — NOCTaBUTb
dnar B nomne, ecnu WCNOMHUTENO CO cTagum obpaboTkM 3ameyaHun [omkHa ObiTb
npefocTaBfieHa BO3MOXHOCTb OTMPaBUTb AOKYMEHT Ha nognvcaHue (Mnu yTBepXXaeHue,
B 3aBMCMMOCTM OT TuMa [AOKYMEHTa) C oTpuuaTenbHbiMM Bu3amu. [oCTynHo Ans
pedakTUpoBaHUS, €crnM B HAcTpoMKax TUMOBOIO MapllpyTa YyCcTaHoBreH dnar
Pedakmupoeamb npusHak «[llodnucbieamb OOKyMeHmM C ompuyamesibHbIMU
eu3zamu».
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1.5.3.

lponyck coanacyrowjux, ebiHecwux peweHue «CoanaceH»/ «CoanaceH c¢
KOMMeHmapusimu» — NoCcTaBuTb (prnar B none Ans nponycka cornacyroLwmnx, BbIHECLUNX
peweHne «CornaceH»/ «CornaceH C KOMMeHTapusMm» Ha npegblaylwien utepaumm
cornacoBaHusi, Ha Mnocrneaywwmnx wuTepauusax corfacoBaHnsa OOKyMeHTa (Kpome
aBTOMATMYECKOro 3aBepLUeHnst cornacoBaHus). [JocTynHO AN peAakTUpOBaHUA, ecnu B
HacTpoMkax TMMNOBOrO MaplupyTa YycTaHoBneH dnar Pedakmupoeamb npu3HaK
«lponyck coanacyrowux, ebiHecwux peweHue «CoanaceH»/ «CoenaceH ¢
KOMMeHmapusiMu» COOTBETCTBEHHO.

N3meHeHMne napameTpoB 3Tana corfnacoBaHus

MapameTpbl 3Tana cornacoBaHusi onpeaeneHbl B MapLUpyTe, Ha OCHOBE KOTOPOro Co3AaH AaHHbIN
AOKYMeHT. [Npy HEOGX0AMMOCTU OHM MOTYT ObITb CKOPPEKTUPOBAaHbLI UCMONHUTENEM NPU NOArOTOBKE UK
AopaboTke AOKYMEHTa, a Takke BO BPEMS COrfacoBaHUs (4ns TeX 3TanoB, KOTOpbIe eLle He Havasnuchb).

B0O3MOXHOCTb M3MEHEHNS MapamMeTpoB 3TanoB COrfacoBaHWsl OTCYTCTBYET, €Clivi B TUMOBOM
MapLupyTe 06paboTkn JOKYMeHTa CHAT dnar Paspewums MeHsIMb Mapuwpym co2/1acoeaHusl.

Mpu ycTaHoBneHHOM chnare Paspewums MeHsimb Mapuwpym co2/1acoeaHusi BO3MOXHOCTb
N3MEHEHUs! NapaMeTPOB OTAESNIbHOro dTana cornacoBaHus perynupyetcs drarom Paspewams
U3MeHsIMb NnapaMempbl co2/1aco8aHUsl B KapToOUKe aTana CorfacoBaHus.

,D,J'IFI M3MEeHEeHNA NapamMeTpoB cornacoBaHuA Hy>KHO BbIMOJTHUTL crieayouine nencrTeus:

1. OTKpbITb OOKYMEHT U MEPENTU B PEXMM pedaKkTMpOBaHUA, HaxaB KHorky [PepakTupoBaTthb]
Ha naHenu gencTeun.

2. [Mepentn Ha Bknagky JeuxxeHue QoKymeHma.

3. Bblgenutb CTPOKYy J3Tana cornacosaHuda, npu 3TOM CTaHOBATCA OOCTYMNHbIMU KHOMKKU
ynpasneHuna atanom.

4. Haxatb kHonky [[MapameTpbl]. Ha akpaHe oTobpaxaeTcs OKHO HaCTPOWKM NapameTpoB aTana
cornacoBaHus.

5. MOXHO M3MeHWUTb criegylolimMe napameTpbl COrfacoBaHusa (4ns Tex 3TanoB COrnacoBaHus,
KOTOpble eLe He Havyanucb):

Tun — yCTaHOBUTb HY>XKHOE 3Ha4YeHne c NMOMOLLbIO nepeknoyarens
(MocnedoeamenbHoe unu MapannenbHoe).

Cpok coanacogaHusi — BBECTU C KnaBmaTypbl OCHOBHOW CPOK COrnacoBaHuns (B AHSX).

Hon. cpok  coenacoeaHusi —BBEeCTU C  KrasBuatypbl  OOMONMHUTENbHBLIA  CPOK
cornacosanus (B AHAX).

Bo3epawiamb npu nepeomMm Hecozsacuu — NoctaBuTb nar B none, ecnu OOKYMEHT
Heo6xoauMO BO3BpaLlaTb MCMNOMHUTENO Ha [opaboTKy nocre MnofyvyeHus NepBOW Xe
oTpuLaTensHON peLeH3nu.

Aemomamu4eckoe 3aeepuweHue — nNocTaBuThb hnar B none, ecnun Heob6xogmMmo, 4ToObI
AOKYMEHT aBTOMaTU4ecku nepegasanca crnegywoowemMy cornacylwemy (MnmM  Ha
noanucaHve, B 3aBUCUMOCTM OT cTagum o6paboTkM [OKyMeHTa) B cryyae, ecnu
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COFJ'IE]C)/I‘OLLI,I/IVI HE nNpuHAnNn peweHne no AOOKyMeHTy B Te4dyeHue OCHOBHOro
M OONOJTHNTESTIbHOIro CPpOKOB corflacoBaHUA.

6. Haxatb [OK].

[11.5.4. A\ameHeHne cnucka cornacyroLwmx

N3meHsATb cnucku cornacylwmx MoxeT McnonHutenb gokymMeHTa. WM3meHeHue cnuckoB
COrnacyoLlmx BO3MOXHO TOMbKO ANl Tex 3TarnoB COrfacoBaHWs, KOTOpble €elle He Havarnuchb.
WcknodyeHne cocTaBnsieT onepauusi Nponycka Cornacyowmx, Kotopasi mpUMeHUMa TONbKO K TekyLemy
cornacytowiemy. CyliectByeT Takke BO3MOXHOCTb 3aMeHbl COrnacylolero u3 Tekyllero atana, ecrnu
AOKYMEHT K HEMY eLLe He NoCTynun.

BO3MOXHOCTb M3MEHEHWSI CNCKA COrMacyoLmnxX OTCYTCTBYET, €Cnv B TUNOBOM MapLupyTe 06paboTku
[AOKYMEHTa CHAT donar Paspewums MeHsImMb Mapuwpym co2/1acoeaHusl.

Mpw ycTaHoBReHHOM chnare Paspewums MeHsIMb Mapuwpym co2/1acoeaHusi BO3MOXHOCTb
A06aBneHns cornacyloLmx B OTAENbHbIN 3Tan cornacoBaHus perynupyetcs crarom Paspewams
dobaenssimb coznacyroujux B KapToYKe 3Tana CornacoBaHus, a BO3MOXHOCTb peakTMpoBaHuUs
mapLupyTta - drnarom Paspewams MeHsImb Mapwpym B KapTOYKe 3Tana CorfacoBaHus.

[ns IBMEHEHUsI CrcKa COrnacyLLMX HY>XHO BbIMOMHUTL Crieayolme AencTBuS:

1. OTKpbITb AOKYMEHT M NEPENTU B PEXMUM pPeaKkTUPOBaHWUA, HaXkaB KHOMKY [PeaakTupoBaThb] Ha
naHenu oencTBun.

2. Tllepewntn Ha Bknaaky [JeuxeHue 0oKyMeHma.

3. Bblgenutb CTpoKy 3Tanma cornacoBaHusi, MpM STOM CTAHOBSITCH [OOCTYMHLIMU  KHOMKW
ynpaBreHnsi CMCKOM COrfacyoLLmX:

[Aob6aBuTb] (do6aBneHne B CNMCOK COrnMacoBaHNA) — HaXaTb KHOMKY U B OTKPbIBLLEMCSH
Ha 9KpaHe CrucKe COTPyAHMKOB, obnajawowmx ponbilo Cormacywompsi, BblibpaTb
TpebyeMoro coTpyaHuKa, nocne Yyero Haxatb KHornky [OK].

[MponycTnTb] (Nponyck aTama CorfacoBaHWUs TEKyLWUM COrnacylowumM) — BblAeNUTb
B 6r10Ke cornacoBaHus TEKYLLEro COTpyaHMKa U HaXkaTb KHONMKY.

[3ameHuTb] (3ameHa yka3aHHOro B CMMCKE COrfacoBaHMs COTPYAHWKA) — BblAENUTb Ha
BKITAAKE HYXXHbIA MYHKT COrMacoBaHMWs, HaXaTb KHOMKY M B OTKPbIBLUEMCS Ha 3KpaHe
CNUCKe COTPYAHUKOB, oOOnajawolmx ponblo Corsacymoumiz, BblOpaTb COTPYAHWMKA,
KoTopbI ByaeT 3ameHsTb BbibpaHHoro. HaxxaTb kHonky [OK].

[Ypanutb] (yoaneHue coTpydHMKa M3 CMMCKa COrfacoBaHusl) — BbiOENWTb Ha BKNagke
HY>KHbIA MYHKT COrnacoBaHUA U HaXkaTb KHOMKY, nocne yero Haxatb [[a] B okHe 3anpoca
Ha NOATBepPXAEeHMe onepauunn.

KHonkn co cTpenkamu (Ons W3MEHEHWs O4YepefHOCTW cornacylwmx B 6Grioke
cornacoBaHusi) — BblaenuTb B Oroke cornacoBaHWsi COTPYAHUKA M HaxaTb KHOMKY CO
CTpenkon (BBepx/BHU3).

[Bnok] (ans wu3MeHeHWs O4YepedHOCTW 3TanoB COrMacoBaHWs) — BblAenUTb 3Tan
corrnacoBaHuns 1 HaxaTb KHorKy [Bnok] co ctpenkon (BBepx/BHU3).
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[11.6. CornacoBaHune KapToO4KM coBeLlaHunA

Mpy  NOCTynneHuM KapTOYKM  CcOoBellaHWa Ha  corfiacoBaHuve  COTPYOHWMKY  NpuxoguT
cooTBeTCTBylOWEee coobueHne Ha [MaBHYH CTpaHuLly, a Takke B MOYTOBbIA SLWMK MONb3oBaTens
(cooTBeTCTBYHOLME HACTPOMKKN NpoussoaaTcsa B Bl CnpaBoYHUK opraHu3auun).

[ins cornacoBaHusi COBELLLAHMS HY)XHO BbINONHUTL crieaytolime AencTBUs:

1. OTKpblB yBeAoOMIleHME O HeoOXOAMMOCTM COrfacoBaHUS OOKYMEHTa, MepenTM B KapTouKy
coBellaHus.

2. MocmoTpeTb KapTOYKy COBELLaHWs, OTKPbITb HA MPOCMOTP MYyHKTbI MOBECTKN U fo6aBneHHble K
HUM mMaTepuansil.

[ocTyn K NyHKTY NOBECTKM COrMacyloLuMmn, He ABMSIOLWUMUNCS Y4aCTHUKaMN COBELLAHNS,
onpegensieTca npu co3gaHmm nyHkra nosectku (M. 111.3.1 [lobaBneHue nyHKTa NOBECTKM COBELLAHMS).

3. lpu HeobxogmmoctTn [06aBUTb NPOEKTbl PeLeHMn MO MyHKTaM MOBECTKM COBeLLaHus
(n. 111.3.6 OJobaBneHune peLleHns nNo NyHKTY NOBECTKN COBELLaHNS).

4. Ha Bknagke Mamepuanbl K coeewaHUrd MOXHO A06aBWTb Heobxoaumble MaTepuansl K
coBewaHmio (n. V.10 PaboTa ¢ BNoXeHnsmm).

B03MOXHOCTbL NOArOTOBKK MaTepumanosB K COBeLlaHUIo Ccormacyruwmnm yKa3biBaeTCAa B KapTo4yke
coBellaHun4.

5. BblHecTu peweHne No JOKYMEHTY, HaXaB COOTBETCTBYHOLL YK KHOMKY Ha naHenn DEencTBUN:

e [CornaceH]. B nosiBuMBLIEMCH AMANOroBOM OKHE BbIHECEHUS pelleHUs BblIbpaTb OAWH 13
BapuaHToB M HaxaTtb kHonky [OK] (oo HaxaTtusa kHonkn [OK] B oManoroBoM OKHE MOXHO
N3MEeHUTb BbIHECEHHOE pelleHne Ha: CoanaceH ¢ 3amedaHusimu, He coenaceH,
Owu60YHO HarnpaeJsieHo):

o [obasumb Mmamepuanbl coeewaHus — pnna gobaBneHuss MaTepuanoB K
coBewaHuto (n. V.10 PaboTa ¢ BnoxeHnsamn).

o [IModmeepdumb peweHue — npu BbIOOpPEe 3TOro pelleHus Ha Bknagke JeuxeHue
dokymeHma npocTasnseTca Bu3a Coznacen, U OKYMEHT NepefaeTcs cnegylolemy
yyYacTHUKy paboyero npouecca.

Ecnu B KapTo4ke AOKyMeHTa ycTaHoBIeH donar lponyck coanacyroujux, e bIHeCWUX peweHue
«Coe.naceH», TO B CltyYae I'IOBTOpHOI7I OoTnpaBkn AOKYMeHTa No MapLipyTy (nocne BO3BpaTa Ha
D,OpElGOTKy B I'IepBOIZ nrtepaumn COI'J'IaCOBaHl/Iﬂ) cornacywuwmm, BblHECLLNM peLleHne «CornaceHy,
OOKYMEHT Ha cornacoBaHue He nocTynur.

B Clny4yae aBTOMaTU4eCKOro 3aBepLieHunsa cornacosaHna JOKYMEHT Ha cne,qyrou.l,eﬁ nTtepauunmn
cornacoBaHuA BCe paBHO NOCTYNUT K TAKMM COITacyroLWnMm.

e [He cornaceH]. B nosiBvBLIEMCSA AMANOroBOM OKHE BbIHECEHUS pelleHnst BblopaTb OaUH
13 BapmaHToB M HaxaTtb kHonKy [OK] (oo HaxaTtua kHorku [OK] B OManoroBOM OKHe
MOXHO M3MEHWUTb BblHECEHHOEe pelueHne Ha: CoanaceH, CoanaceH ¢ 3aMeyaHUsIMU,
Owub60YHO HanpaeJsieHo):

o Beecmu komMmeHmapul (o6si3amesibHO) — [ONS yKa3aHUs KOMMEHTapus K
peweHunio (06a3aTenbHO Npu BblHECEHWUM pelleHns «He cornaceHy). NMocne BBoaa
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O

KOMMEHTapusi B COOTBETCTBYIOLLEM [ManoOroBoM OKHe U Haxatusi kHonku [OK]
AaHHbIN BapyaHT B OKHE BbIHECEHWSI peLleHns 3aMeHseTca Ha BapuaHT «M3mMeHuTb
KOMMEHTapuiny.

Hdob6asumb mamepuanbl coeewaHuss — OnNa AobaBneHus MarepuanoB K
coBelanuto (n. V.10 PaboTta ¢ BNoxXeHuamu).

Modmeepdumb peweHue — Npu BbIOOPe 3TOr0 pelleHns Ha Bknagke JeuxeHue
dokymeHma npocTasnsietcs Busa He coznacen. [JOKyMEHT BO3BpallaeTcs Ha
AopaboTKy opraHu3aTopy cosellaHus (ecnu 6uin yctaHosneH cdnar Bosepawjame
npu nepeoM Hecoaslacuu) WNW nepefaeTcs  criegylolweMy  YYaCcTHUKY
cornacoBaHusi (ecnu cnar Bosepawjamb npu nepeoM Hecoanacuu He Obin
yCTaHOBMEH, [AOKYMEHT BO3BpallaeTcs Ha p[opaboTky nocrne oTBeTa BCex
COrnacyLLmx).

Ecnu B kapTouke fOKyMEHTa ycTaHoBNeH crar Paspewums nodnucbieames GOKyMeHm ¢
ompuyamesibHbIMU 8u3aMu, TO NPW BblHECEHWUM peLleHns «He cornaceH» AOKYMEHT NocTynaeT Ha
ctaguio «Ha o6paboTke 3amedaHuiny (nocrne oTBeTa BCEX COrMacyoLLmXx).

[CornaceH ¢ kommeHTapusamu]. [JOCTYyNHO ONs1 pedakTMpOBaHWs, €CNu B HACTPOMKaX
TMNOBOrO MapupyTta yctaHoBneH dnar CoanaceH ¢ KOMMeHmMapusiMu (napameTp
Bapuanmbi peweHuli 9Ons coenacyruwjux). B nosBuBlEMCA OManoroBOM OKHe
BbIHECEHUS peLLeHnst BbIOpaTb OOMH M3 BapuaHTOB M HaxaTtb kHonky [OK] (mo HaxaTtua
kHonkn [OK] B 4ManoroBoM OKHE MOXXHO M3MEHUTL BbIHECEHHOE pelleHne Ha: CoaslaceH,
He coanaceH, Owu604HO HanpaesieHo).

O

O

Beecmu komMmeHmapul (o6s:13amesibHO) — [N yKas3aHWsi KOMMEHTapusi K
peLleHmnto (obsa3aTenbHO npwu BbIHECEHUN peLleHns «CornaceH c
KomMMeHTapusimny). lNocne BBoga KOMMEHTapUA B COOTBETCTBYIOLLEM AMArioroBOM
OKHe W HaxaTua kHorku [OK] gaHHbIA BapuaHT B OKHE BbIHECEHUSA peLleHus
3aMeHseTcs Ha BapuaHT «M3MEeHUTb KOMMEHTapUin».

Hdobasumb mamepuanbl coeewaHuss — [nA [oDaBneHUss martepuanos K
COBELLAHMIO.

lModmeepdumb peweHue — npu BbIbOpe 3TOro pelieHnst Ha Bknagke JeuxxeHue
dokymeHma npocTaBnsetcss Busa Coziacen ¢ Kommenmapuamu, N [OKYMEHT
nepefaeTcsi Ha cornacoBaHue cregylouwlemy yyacTHuky. Korga Bce yyacTHMKM
COrnacoBaHNA BbIHECNN pPeELIEeHUA U eCTb BU3bl Coziacen ¢ KOMMEHMApUAMU,
OOKYMEHT nocTynaeT Ha ctaguio «Ha obpaboTtke 3amevaHuminy.

Ecnu B HacTpolikax TMNOBOro MapLupyTa yctaHoBrneH dnar lMponycmums cmaduro o6pabomku
3amedyaHuli, To NpU Hanuyum B3 «CornaceH ¢ KOMMeHTapusiMM» (Nocne 3aBepLUEeHMs BCEX 3TamnoB
COrnacoBaHus) JOKYMEHT NepexoduT Ha criedytoLlylo cTaanio obpaboTku JOKYMeHTa, npomnyckas
ctagmio «Ha obpaboTke 3amevaHuiny.

Ecnu B KapTouke AOKyYMeHTa ycTaHoBrneH dnar fliponyck coanacyrowux, e bIHECWUX peweHue
«CoanaceH ¢ KOMMeHmapusiMu», TO B Clly4ae NOBTOPHOW OTNPaBK/ AOKYMEHTA MO MapLUpyTy
(nocne Bo3BpaTa Ha gopaboTKy B NEPBOM UTepaLuK CornacoBaHmWs) COrnacyoLwyM, BbIHECLLUM
pelueHne «CornaceH ¢ KOMMEHTaPUAMMWY, OOKYMEHT Ha COrfacoBaHue He NOCTYMUT.

B cnyyae aBTOMaTMUYECKOrO 3aBEpPLUEHUS COrNMacoBaHNs OKYMEHT Ha crieytolen ntepaumm
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cornacoBaHuA BCe paBHO NOCTYNUT K TAKMM COIMacyoLWwnMm.

[OwnboyHo HanpaBneHo]. [OCTynHO Ansi pedakTMpPOBaHWUS, €cniv B HACTPOMKaXx
TUNOBOrO  Mapwpyta YycTaHoBneH dnar OwuboYyHO HanpaesieHo (napameTp
Bapuanmsbi peweHull 0nsi coenacyrouwux). CnegyeT BblOpaTb 3TO pelleHue, ecnu
OOKYMEHT Obln HanpasneH no owunbke. B nosiBuBlIEMCS OMANOroBOM OKHE BbIHECEHMS
pelleHns BbibpaTb OANH M3 BapnaHTOB M HaxaTb kHoMNKy [OK] (oo HaxaTtusa kHonku [OK]
B ANAriOrOBOM OKHE MOXHO W3MEeHUTb BblHECEHHOE pelleHne Ha: CoesnaceH, He
coanaceH, CoaniaceH ¢ KOMMeHmapusiMu):

o Beecmu koMMmeHmapul — ona ykasaHUs KOMMEHTapus K pewenuto. lNocne BBoaa
KOMMEHTapusi B COOTBETCTBYIOLLEM [ManoOroBOM OKHe U Haxatusi kHorku [OK]
AaHHbIN BapyaHT B OKHE BbIHECEHWSI peLleHns 3aMeHseTCca Ha BapuaHT «M3mMeHuTb
KOMMEHTapuiny.

o [Modmeepdums peweHue — npu BbIGOpe 3TOroO pelleHus Ha Bknagke JeuxeHue
dokyMeHma npocTaBnaeTca Bu3a Quiubouno nanpasieno, N NOKYMEHT nepeaaeTcs
cneayloLemMy y4acTHUKY paboyero npotiecca.

[OQon. cornacoBaHue]:[OTnpaBuTtb]. CrnenyeT BbiOpaTb 3TO pelleHne, ecnu OOKYMEHT
HY)XHO OTNpaBUTb Ha [JOMNONHWUTENbHOE cornacoBaHne (cm.n.V.8 OTnpaBka Ha
AOMOSTHUTENBHOE COrnacoBaHNe 1 OT3bIB C AOMOSTHUTENBHOMO COrNAacoBaHUS).

B cnyyae aBTOMaTMyYeCKOrO 3aBEPLUEHNS COrNacoBaHusl 4OKYMEHT NepeaaeTcsi OCHOBHOMY
cornacytouiemy. Mpu aToM Ha Bknaake JeuwxeHue AokyMeHma npocTaBnsieTcs BU3a 3asepuieno
co2nacyromium», .

[1.7.YTBepxXaeHne coBellaHus

Mpn  MNOCTYNNEHMM  KapTOYKM  COBELLAHWST HA  YTBEPXKOEHME  COTPYAHUKY  MpuxoguT
COOTBETCTBYHOLLEE cOOOLlEHME Ha [NaBHYH CTpaHuuy, a Takke B MOYTOBbIA SILMK MONb3oBaTeENs
(cooTBeTCTBYIOLME HACTPOWKM Npon3soaaTca B B[] CnpaBOYHMK opraHusauun).

,D,J'IFI yTBEPXOAEHUA CoBellaHnA HY>XHO BbINONMHUTL creayuine nencTeus:

1. OTKpblB yBeAOMIleHME O HeOOXOAMMOCTM YTBEPXKAEHUS COBELLAHUS, NMEepenTv B KapTOuKy
[LOKyMEeHTa.

2. [lMpocMoTpeTb KapTOYKy JOKYMEHTA U NPUKPENNEHHbIE K HEN MaTepuarnbl.

3. Tpn HeobxoanmocTn AobaBUTL/M3MEHUTL MYHKTHI NOBECTKM coBellaHus (cm. n. 1.3 PaboTa ¢
MyHKTaMu NOBECTKN COBELLaHWs), a Takke A06aBUTL/M3MEHUTb NPOEKTbl PELLUeHUA NO NyHKTaM
noBecTku cosellaHns (cm. n. 111.3.6 [JobasneHve peleHnsa No NyHKTY NOBECTKN COBELLaHNS).

4. Ha Bknagke Mamepuanbl K cogewaHur0o MOXHO [00aBMTb HeobOXxogumblie maTepuanbl K
coselyaHmio (n. V.10 PaboTa ¢ BNoxeHnsamm).

B03MOXHOCTb NOArOTOBKK MaTepumanos K COBELAHUIO yTBEPXKOAKLWNM YKa3biBaE€TCA B KApPTO4YKe
coBellaHua.

5. HaxaTb COOTBETCTBYIOLLYIO NMPUHATOMY PELUEHUIO KHOMKY Ha NaHenu AenCTBUNA:
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o [YTBepamTb]. B nosBuBLUEMCA OMANOroBOM OKHE Heobxoaumo BbiGpaTb OOMH M3
BapuaHToB M HaxaTtb kHonky [OK] (oo HaxaTtusa kHonkn [OK] B oManoroBoM OKHE MOXHO
N3MEHNTb BbIHECEHHOE pelleHue Ha: OmknoHums, OmMeHUMb cogewaHue).

O

O

Ompedakmupoeamb OGOKyMeHM — [Nl BO3BpaTa B KapTOYKy [AOKYMEHTa B
pexume peaakTMpoBaHusl.

Hobasumb mamepuanbl coeewaHusi — ans gobaBneHuMs maTepuanoB K
coBelanuto (n. V.10 PaboTta ¢ BnoxeHuamu).

lNoOmeepdumb peweHue — npu Bblbope 3TOro pelleHnss oTobparkaeTcs
ANanoroBoe OKHO «YTBepXOeHne MyHKTOB NOBECTKUY, KOTOPOE COOEPXUT NepeyveHb
NMyHKTOB MOBECTKM coBellaHus, JobaBneHHbIX Ha BKknaaky lMoeecmka. Heobxoaumo
BblAENUTb MYHKTbl MOBECTKM [ANA  yTBepXAeHus Un  HaxaTb kHonky [OK].
BbinonHaeTca  aBTOMaTU4yeckass  peructpauus  KapToukum  coBewanus  (nNpu
COOTBETCTBYIOLLIEN HAcTpouke). HeobxoomMmo noaTBEpANTL BbIMOSTHEHME Onepauun
B nosiBMBWEMcCA Auanore. [lokyMeHTy  aBTOMaTMyeckum npucBamBaeTcs
PErnCcTpaUMOHHbIA HOMEP, O YeM CUCTEMA BbiAaeT COOTBETCTBYIOLLEE COObLLEHNE.
Ecnu ans BbiGpaHHOro B JOKYMEHTE XXypHana permctpauumn cyecTByeT HECKOSbKO
dopMaToB pPEerucTpaunoHHbIX HOMEPOB B paMKax OOHOro HymepaTopa, TO B
npouecce peructpauum HyXHO OyaeT BbiOpaTb HyXHbI dopmaT Homepa B
nosiBMBLIEMCS Ha 93KpaHe pAauanore. CoBelwaHne nepexogut B CcTaTyc
«3annanvpoBaHo»'.  YKasaHHbIM B KapTOuKe  COBELAHUA  y4acTHUKaM
OTNPaBnsAOTCA  YBEAOMMEHMs (NpurnalwieHus) o NPeAcTosileM  CoBellaHwn’
(NpurnaweHHble y4aCcTHUKM COBeLLaHus, He gaBnsowmecs nonb3osatenammn CO[,
nonyvatrT npurialleHne Ha CBOM agpec 3SIEKTPOHHOW MOYTbl, MPOMUCaHHbLIA B
kaptouke «[llpenctasutens» B b BHewHne apgpecarbl). VHdopmauma o6
OTMNPAaBIIEHHbIX MPUrNaleHnsiXx 3aHOCUTCS B KapTOYKYy COBELLUaHMs Ha BKMNaaKy
Yuyacmuuku. Tocne nepexoga B cTaTtyc «3annaHMpoBaHO» CUCTEMA NpoBepseT
Hanuyve agpecaToB B CNMCKaxX pacChbifikv Ha BKNaake Paccbusika:

o Ecnn cnnckn nyctble, cuctema BblgaeT coobuleHne: «B crnmckax paccbinku
He yKasaHO HW OJHOro CcoTpyaHuKa. Bbl MoxeTe ykasaTb WX MO3Xe.
Mpogomxkntb pernctpaumio (da) wnu BepHyTbCs K KapTodke (HeT)?» [Mpum
BblOOpe BapuaHTa [a AOKYMEHT NepexoauT B cTaTyc «3annaHupoBaHo», npu
Bblbope BapmaHTa Hem npoucxoamt BO3BpaT B KApTOYKy [OKYMEHTa
B pexume peaakTMpoBaHusl, JOKYMEHT HE MEHSIEeT cTaTycC.

! Ecnn B HacTpoiikax TMNOBOrO Mpoliecca nepekmnioyatens lpuceaueams pezucmpayuoHHbIe HoMepa,
yCTaHOBMeH B 3HayeHve Hem, TO coBellaHWe NepexoauT B cTaTyc «3annaHumpoBaHO» 6e3 MpuUCBOEHMS eMy
perncTpaumMoHHOro Homepa.

2 Ecnn B HaCTpOﬁKaX TUNOBOro npouecca nepekn4varTerb ﬂodmeep)l(deHue y4dyacmusi yCTaHOBJ1EH B
3Ha4veHune ,aa, TO npurnaweHHble Ha coBellaHne COTPpyOaHUKN 6yﬂ,yT 006s13aHbl npucnatb OTBET C noaTrBepXgeHnem
CBO€ero y4acTtunda B coBellaHumn, genernpoBatb y4actme Uin otkasaTbCAd, yKa3aB NpUHnHy.

v Cai
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e Ecnu agpecatbl NpUCyTCTBYIOT XOTSi 6bl B OQHOM M3 CMIUCKOB, CUCTEMa BblaaeT
coobuieHne: «B cnuckax paccbinkM ykasaHbl COTPYAHWKW, BbIMOMHUTL
aBTOMATMYECKYI0 PacCbIfiky OOKYMeHTa no ykasaHHblM cnuckam? ([da) Bebl
MOXeTe BbINOMHWUTbL PacChbiniky BpyYHyto nodxe (HeT)». Mpu Bbibope BaprnaHTa
HAa [okymeHT nepexogut B cTaTyc «3anfaHMpoBaHO», U OCYLLEeCTBMASEeTCS
aBTOMaTMYeckass ero pacchinka no ykasaHHbIM agpecaTtam®. [pu BbiGope
BapvaHTa Hem [JOKyMEHT nepexogut B cTaTyc «3annaHupoBaHO»,
HO pacchblinka He npoussoguTcs. Npun Boibope BapuaHTa OmmMeHa nponcxoant
BO3BpaT B KapTO4Ky AOKYMEHTa B pexuMe pefakTUpOoBaHUSA, OOKYMEHT He
MeHsieT ctatyc (n. V.3 OTnpaBka AOKYMEHTOB MO CMIUCKAM PacCbifiku).

Mpw BbIHECEHNM peLLeHNs «YTBEPAUTbY B ONANOrOBOM OKHE «YTBEPXAEHUE MYHKTOB MOBECTKU»
Heo6xoaMMo BbIGpaTb XOTs Gbl OAMH NYHKT NOBECTKU. HeyTBep)XAeHHbIE MYHKTbI MOBECTKU
yOAnNSTCs U3 KapTOYKM COBELLAHMS.

[OTKnoHuTBL]. B nosiBuBLLEMCSA 4MANoOroBOM OKHe BblOpaTb OAWH M3 BapUaHTOB U HaxaTb
kHonky [OK] (oo Haxxatus kHonku [OK] B 4ManoroBoM OKHE MOXHO U3MEHUTb BbIHECEHHOE
pelleHne Ha: Ymeepdumb, OmmMmeHUMb cogewjaHue):

@)

O

Beecmu kommeHmaputli (o6s:3amenbHO) — [ONsi yKaszaHUs KOMMEHTapusi K
pelweHnto (obsi3aTenbHO Npu BblHeceHUM pelleHns «OTKNoHUTb»). lNMocne BBoga
KOMMEHTapusi B COOTBETCTBYIOLLEM [OMaNOroBOM OKHe U Haxatusi kHorku [OK]
AaHHbIN BapyaHT B OKHE BbIHECEHWSI pEeLUEHNS 3aMeHAeTCsa Ha BapuaHT «M3MeHnTb
KOMMEHTapuiny.

Hobasumb mamepuanbl coeewaHusi — Ans gobaeBneHuMs maTepuanoB K
coBelanuto (n. V.10 PaboTa ¢ BnoxeHnsamn).

Ompedakmupoeamb OGOKyMeHmM — [Nl BO3BpaTa B KapTOYKy [AOKYMEHTa B
pexume peaakTMpoBaHus.

Modmeepdums peweHue — Npu BbIGOpe 3TOrO pPelLLeHNs JOKYMEHT BO3BpaLLaeTCs
opraHv3aTopy CoBelLaHna Ha 4opaboTKy C COOTBETCTBYHOLLMM YBEAOMITEHUEM.

[OTmeHuTb coBewaHue]. CosellaHne nepexoguT B ctatyc «OTMEHEHO». Y4acTHUKam
COBELlaHMs HanpaensloTCcA yBeAOMIeHus 06 OTMeHe CcoBellaHust (npurnawleHHble

Y4aCTHUKM cOoBeELaHnA, HE ABNAOLLMneCA nonb3oBatenamm CS,EI,, nony4vyarT npurnawleHne

Ha CBOM agpec 3NeKTPOHHOW MOoYThbl, MPOMUCaHHbIM B KapToyke «[lpeacrtaBuTtenb»
B b[] BHeluHMe agpecaThl).

[Aon. cornacoBaHnue]:[OTnpaButb]. CrieayeT BbiOpaTbh 3TO peLUEHME, eCnn LOKYMEHT
HY)XHO OTNpaBUTb Ha [JOMNOMHUTENbHOE cornacoBaHne (cm.n. V.8 OTnpaBka Ha

AononHnTenbHoe cornacoBaHne n oT3biB C AOMOJTHUTEJIbHOIO cornacosava).

3 BoamoxHOCTb OTnpaBKM OOKYMEHTOB MO CNMUCKaM paccCblfikn C noarBepXxXageHnemMm O3HaKOMITeHUA 1 Ond
cBeaeHund, a Takke caMmu CrCKNU pacceCbiJyikKu, HacnenyrTca U3 TMNoOBOro MapupyTa.

o
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Mocne nepexoga B cTatyc «3anfaHUPOBAHO» B KApPTOUKe [OOKYMEHTa [AOCTYMHbl KHOMKK
[MepeHecTH], [HayaTtb] (ons Havana npoBeaeHna cosellaHund, cm. n. 111.10. NpoBegeHue coseLlaHns) u
[OTMeHUTb coBelaHue] (Ons OTMeHbl coBellaHus, cm. n. 111.9 OTmeHa coBellaHns).

[11.8.MepeHOC coBelwwaHuA Ha Apyrylo aaty
YT100bI nepeHecTtu 3arniaHnpoBaHHOE coBellaHne Ha Apyryto gaTty HYy>XHO BbINONHUTbL creaytoline
JencTBus:
1. OTKpbITb KAPTOYKY COBELLAHUSA B CTaTyce «3annaHmpoBaHo» unu «epeHeceHo».

2. Haxatb kHonky [lMepeHecTU] Ha naHenu OEWCTBUA KapTOYKM U NOOTBEPOUTH BbINOSIHEHUE
AENCTBMSA B OTKPbIBLLEMCH ANANoroBOM OKHE.

3. B okHe «[lepeHoc cpoka coBellaHusi» yKka3aTb HOBbIN CPOK NPOBEAEHUSA COBELLAHUS U NPUYNHY
nepeHoca cpoka, nocne 4ero Haxartb kHonky [OK].

4. CoselaHne nepexoguT B cTatyc «[lepeHeceHO». YYaCTHMKaM COBELLaHMs HanpaensTcs
yBEeOMIIEHUSI O MEepeHoCe CpoKa MPOBEAEHUS COBELLUaHMSA C yKasaHMeM MpUYUHBI NepeHoca
(MpyrnalleHHble y4acTHUKM COBellaHusl, He 4gBnstowmecd nonb3osatenamu C3O[, nonydatoT
yBeOMIEHNE Ha CBOW afpec 3NEeKTPOHHOM NoYThl, MPONUCaHHbIA B KapTouke «[peactaButenb»
B B[l BHewHune agpecatbl). B kapTouke AoKymeHTa AOCTynHbl KHonku [MepeHectu], [Havats]
(ons Havana nposegeHus cosellaHus, cMm. n. 111.10. MpoeeneHne cosellaHns) n [OTMeHUTb
coBeLllaHue] (onst oTMeHbl coBelanms, cMm. n. 111.9 OTmeHa coBelaHms).

[11.9. OTmMeHa coBeLaHus

OTMeHUTL CoBeLLaHne MOXET Takke YTBEpKOaloLWmMn coBeLlaHnsa Ha ctagum yteepxaeHus (n. 1.7
YTBEpxKOeHve coBeLlaHus).

YT106blI OTMEHUTBL 3annaHMPOBaHHOE COBELLaHWe HYXXHO BbINOMHUTL criegylolime enCTBus:
1. OTKpbITb KAPTOUKY COBELLAHNA B cTaTyce «3annaHmpoBaHo» unm «lepeHeceHoy.
2. HaxaTtb kHornky [OTMeHUTb coBelyaHne] Ha NaHenu 4enNCTBUA KapTOYKM.

3. CoselaHne nepexoaut B cTtatyc «OTMeHeHO». Y4YacTHMKaM COBellaHusi HanpasnsalTcs
yBefomMneHus o6 oTMeHe coBellaHus (NpurnaweHHble Y4aCTHUKN COBELLaHNS, He SBNSALWmMecs
none3oBatensmu C3[, nonyyawT npurnaweHne Ha CBOWM aapec 3MEeKTPOHHOW MOoYThl,
nponucaHHbIv B KapTouke «[lMpeacrasutens» B B[l BHelwHue agpecaThbl).

[11.10.NMpoBeaeHmne coBewaHuA

[lns Hayana NpoBeAeHNs COBELLAHUS HY>KHO BbINONHUTL CrieayoLime AencTBUS:
1. OTKpbITb KAPTOYKY 3annaHUPOBAHHOIO UM NEePEHECEHHOro COBELLIaHNS Ha MPOCMOTP.

2. Haxatb kHonky [HayaTb] Ha naHenu OenCTBUM KapTOYkW. KapTouka coBellaHus 3akpblBaeTcs.
CosellaHne nepexoguT B cTaTtyc «B npouecce».

3. OTKpbITb KapTOYKy COBELlaHMs Ha npocmoTp. B kapTouke coBeljaHus [OCTynHa KHOMKa
[MpoBeaeHo].
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MepeiTn Ha BKNaaKy YYacmHuku v, Npu Heo6XxoaMMocTH, A06aBUTL HEOOGXOAMMbIX Y4aCTHUKOB
coBeLlaHus.

Ha Bknagke YyacmHuku OTMETUTb MPUCYTCTBYIOLUMX YYaCTHMKOB COBELUaHWs, Bbloenve
y4yaCcTHMKa B CMMUCKeE W HaxaB KHomky [OTMeTuTb npucytcTBue] (ecnv npu MOAroTOBKE
coBelllaHna nepeknioyatens Pezucmpayusi ydyacmHukoe Obinl yCcTaHOBMNEH B 3HauveHve [Ja).
CucTtema oTMe4vaeT hakT NPUCYTCTBUSI y4aCTHMKA Ha COBELLaHNM.

[o6aBuTb/M3ameHnTb HEOOXoAUMbIE MYHKTHI NOBECTKN coBelanuns (n. 111.3.1 [Jo6aeneHne nyHkTa
NMOBECTKN COBELLAHNS).

[obaBnTb HeobxoauMMble BbICTYNNEHUS Y4YaCTHUKOB MO MyHKTam cosewanusa (n. 111.3.3
[obaBneHune BbICTYNMEHNs NO NYHKTY NOBECTKM COBELLAHWS).

Mpn HeobxogumocTn aobaBuTb 0cOOble MHEHMSI MO MyHKTam MoBecTku coBelwlanuda (n. 111.3.5
Ho6aBneHne 0coboro MHEHMSA NO MYHKTY NOBECTKN COBELLAHUSA).

Hob6aBuTb (a Takke, NpM HEOHGXOOMMOCTU, U3MEHWUTb CYLLECTBYHOLUME) PEeLUeHUs MO MNyHKTam
noBecTkn coelwanus (n. 111.3.6 [JobasneHne peLlleHns no NyHKTY NOBECTKM COBELLLAHNS).

10. Nocne poGaBneHUss HeOOXOAMMbIX AaHHbIX 3aBEpLUNTb NPOBEAEHMSI COBELUAHMS MO KHOMKe

[MpoBeaeHo].

11. CoBellaHune nepexognTt B CTaTyC «I'IpOBe,u,eHo». B KapTo4yke coBellaHna AOO0CTYyrNnHa KHOMKa

[Co3paTb npoTokon] (cm. pasaen PaboTta ¢ npoTokonamm).

Ecnu B kKapTouke AOKyMeHTa nepekntoyatens Peeaucmpayusi y4acmHUKO8 YCTaHOBIMEH B 3HAaYeHve
Da, To B cny4ae, ecnu He GbiN 3aperMcTpUpoBaH HU OOUH YHACTHUK, MPU HaXaTun KHOMKK
[MpoBeneHO] cuctema BblAaeT COOTBETCTBYOLLEE COOBLLEHME (C BO3MOXHOCTLIO BO3BpaTa B
KapTouKy coBelllaHus/npoBeaeHns coBeLlaHmsa 6e3 perncTpauum y4acTHUKOB).

Mo KaXXOOMY MYHKTY NOBECTKN OOJIKHO ObITb XOTs1 Obl OQHO NPUHATOE peLleHne.
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IV.PaboTta ¢ npoTokonamm

IV.1.Co3paHue He3aBMCUMOro NPOTOKoNa

[lna co3gaHms He3aBMCMMOrO NPOTOKOMA HYXXHO BbIMOMHUTL crieaylowmne AeicTBus:
1. CospaTb KapTOYKy COBELLAHUsi OAHUM U3 CNOCODOB:

o OrTkpbiTb B KommyTaTtop. HaxaTtb kHOMKy [Co3aaTb AOKYMEHT] Ha naHenu OAencTsui
1 BbIGpaTh M3 cnucka Tvn gokymeHTa — MpoTokon.

e OrtkpbiTb Bl CoBewaHna. Haxate kHonky [HoBbIM [OKyMeHT] Ha maHenwu OencTBui
1 BbIOpaTb 13 cnmcka Tun gokymeHTa — MpoTokonn.

2. B oTtkpbiBlwemcs guanore BblbpaTb Tpebyembit maplpyT obpaboTkum NMpPOTOKONa M HaxaTb
kHonky [OK].
Ecnn B B[] TunoBble mapwwpyTbl Ans [NpoTokona co3gaH TofbKo OAMH TUMOBOK NpoLecc,
OOCTYNHbIV nonb3osaTento (ero MO un [J1), To npu co3gaHum JOKyMEHTa 3TOT TUMOBOW NpoLecc
ncnonb3yeTcs No ymonyaHuio 6e3 npegsaputensHoOro Belbopa.
3. 3anonHnTb Nons OTKPbIBLUENCS KapTOYkM npoTokona. [ns nepexoga Mo nonsiM KapTo4ku
MO>HO Mcnosb3oBaTh Knasuwy TAB.

4. Ha sknagke lNMpomokos no6aBuTb NOArOTOBMNEHHbIM haisl MPOTOKONAa C MOMOLLBI KHOMKK =
nnun oTpeadakTnposaTh cywecTsyowmn (n. V.10 PaboTta ¢ BnoxeHnamn).

5. HaxaTb KHOMKy B([CoxpaHMTb]) Ha naHenu JencTBun.

[lokymMmeHT coxpaHsieTcs B cTatyce «[logrotoskay.

IV.2.Co3paHue NpoToKOa N3 KapTOUYKU coBeLlaHusA

[na cosgaHus NPOTOKOJ1a U3 KapTO4KK CcoBeLaHNA HY>XKHO BbINOJTHUTL crneayowne nencTeuns:

1. OtkpbiTeb Bl CoBewaHusa. BoibpaTth coBewlaHne B ctatyce «[lpoBegeHoO» B OAHOM U3
npeactaesneHmn 6asbl AaHHbIX, OTKPbITb €r0 Ha NPOCMOTP WM HaxaTb KHOMKy [Co3paTb
NPOTOKOJSI] HAa NaHenu AeNCTBMI KapToykn. Cebinika Ha CO34aHHbIA NPOTOKON NOMeLaeTcs
B KAPTOYKY COBELLAHUA-OCHOBAHWS, @ B KapTO4YKe CO34aHHOro MpOToKona otobpaxaeTcs
CCblIfIKa Ha coBeLlLlaHne-oCHoBaHue.
|_|pl/l COo34aHUK NPOTOKOJIa U3 KapTO4KM coBellaHnA OKHO Bbl60pa TUNOBOIro Mmapuipyrta He
oTobpaxaeTcs, Tak Kak MapLpyT 06paboTkM NpoTokoNa yka3biBaeTCs B TUMOBOM MapLUpyTe
06p860TKI/I coBellaHunda, N3 KOToporo co3gaeTcd NpoTOKOI1.

2. lpn HeoBxoOMMOCTM M3MEHUTb (U C 3aTeM COXpaHWTb) OTKpbiBWYylOCcA B MS Word
neyatHyto dopmy npotokona. CdopmupoBaHHas neyaTHad dopma npoTokona
aBToMaTtmyeckn nobaensieTcd B 00MacTb BRAOXKEHWA KapTOYKM MPOTOKONa Ha BKMAAKy
TIpomokon.
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B neuyaTHoOM chopMe npoTokona 0TobBpaXKarTCA BCE MYHKTbl MOBECTKU, OTMEYEHHbIE K YTBEPXKOEHWNIO
npw yTBEPXKAEHMUM COBELLaHNs, a Takke NPUHATbIE peLleHus u ocobble MHEHUs (ecnn Npy co3gaHnm
0coboro MHeHus 6bin ycTaHoBNEH hnar BK/iroYume 8 rnpomokoirnt).

3. Mpu HeoGXOONMOCTUN CKOPPEKTUPOBATL NOMS OTKPLIBLUENCS KAPTOYKM NPOTOKONa.

|-|pl/l CO34aHNK NPOTOKOSa N3 KapTOYKM coBeLLaHNA Nona KapTOYKM NPOTOKO1a KONMpyTCA U3
KapTOuYkM coBellaHus. B none Cekpemapb ykasblBaeTCa COTPYAHUK, CO34aBLUMIA NpoTokon. Ha
BKnagke ,qeu»(eHue do:(ymeHma YKa3blBalOTCA cornacyrwwme n3 TmnoBoro MapipyTta npoTokosna, a
TakKKe y4aCTHUKU CcOoBELLaHUA.

He konupytoTtcs:

a. [one OpeaHuszamop;

b. Bknagku lMoeecmka, YyacmHuku v Mamepuasnbl K cogewaHuro.

4. Tlepentn Ha Bknagky McnonHeHue. [Npn HeobGxoanmMocTn Ao6GaBUTb HOBbIE PELLEHMS MO
kHonke [PeweHune]:[HoBoe], nubo wu3mMeHWUTb/yOoanuTb CyLECTBYKOLUME, BblOeNvB
Heobxoaumoe pelleHne B cnncke " HaxxaB KHOMKY
[PeweHune]:[PepaktupoBatb]/[YaanuTtb], Popma co3gaHua pelleHus B KapTOyke
npoTokona aHanornyHa ¢opMe CO30aHUS peLLleHUs B KapTouyke coBellaHus (dnaru
®opmupoeamb rnopy4dyeHue wn [IpuHamoe peweHue OTCYTCTBYIOT, CM.n. 111.3.6
Hob6aBneHune peLueHns no NyHKTY NOBECTKM COBELLaHMS).

Ha Bknagky McnonHeHue noMeLLaroTCs BCe NPUHATbIE PeLLeHWs U3 KapTOYK/ CoBeLLaHns, ans
KOTOPbIX Yka3aHa He06X0AMMOCTb (POPMUPOBAHUSA NOPYHEHUN.

5. HaxaTb kHOMKy B([Coxpaumb]) Ha NaHenu OeNCTBUNA.

,D,OKyMeHT COXpaHAEeTCHd B CcTaTtyce «[NogroTtoBkay.

IV.3.0TnpaBKa AOKYMEHTa N0 MapLlpyTy

YT06bI OTNPaBUTL MPOTOKOM MO MapPLUPYTY HY>XHO:
1. OTKpbITb HA NPOCMOTP NOArOTOBNEHHYI KapTOYKy JOKyMeHTa (B ctaTyce «lloarotoBkay).
2. Haxatb kHonky [OTnpaBuTb N0 MapLUpyTy] Ha NaHenun AencTBUN.

Ecnn Yy COTpyAHUKa, KOTOprVI He ABNAETCA NoJfib3oBaTeENIEM MPUNOXKEHUA, ,CI,O6aBJ'IeHHOI'O B Ka4yecTBe
yyacTHuKa 06paboTku gokymeHTa, otcyTcTBytoT MO/OJT - nonb3oBaTeny NpunoXeHnsi, TO AOKYMEHT
HEBO3MOXHO OTNpaBUTb MO MapLUpPyTy, O YEM Cuctema BbIBOOAUT COOTBETCTBYHKOLLEE
npeaynpexneHue.
3. Ecnm B TMNOBOM MapLipyTe [OOKYMEHTa YyCTaHOBfeH dnar Peaucmpauyusi npoekmos
doKyMeHmMoe, TO Mocrne OTMpaBKM MO MapLUPYTy OCYLLECTBMSETCA perncrpauusi npoekra
AOKYMEHTa, O YeM cucTemMa BblAacT COOTBETCTBYOLLEE COOOLLEHNME.

Ecnu pgna BbiOpaHHOro B TUMOBOM MapLUpyTe XypHana perucTpaumyM MNpPOEKTOB [OKYMEHTOB
CYyLLECTBYET HECKOSNbKO (pOpMaToB pernmcrpaumoHHbIX HOMEPOB B pamMKax OOHOro HymepaTopa, TO
HyxHO OyneT BblbpaTh hopmaT HOMepa B MOSIBUBLUEMCS Ha 3KpaHe auwanore. MNpUCBOEHHLIN B
pesynbTate HoMep 6yaeTt otobpaxaTtbcs B none Homep npoekma kapTouku OOKYMEHTA.

B pe3ynbTaTte 4OKYMeEHT GyaeT oTrnpaBneH:
e Ha cornacoBaHwve, ecnu B kKapTouky AOKYMeEHTa AoGaBMneHb! cornacyoLme.

° Ha nognucanue, ecnu B KapTo4yke OOKYyMeHTa He nobaBneH.l cornacywwme nnn Ha Bknagke
HGU)KGHUG 60KyMeHma nocTtaslieH cbnar B none ﬂponycmumb coeJlacoeaHue.
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Ecnu npoTtokon 6bin co3gaH No MapLupyTy € yCTaHOBMEHHbIM conarom be3 mapwpymu3ayuu, To
npy OTNpaBke MO MaplpyTy AOKYMEHT aBTOMAaTUYECKM peructpupyeTrcs M nepexoguT B cTaTyc
«3aperncTpupoBaH».

IV.4.PepaktnpoBaHue napamMeTpoB cOornacoBaHus

PepnaktupoBaHne napameTpoB COrfacoBaHUs MPOTOKOMa OCyLecTBMAseTcs Mo  aHanoruu
C pefdakTupoBaHMeM napamMeTpoB cornacoBaHusa cosewanus (n. 1.5 PepaktupoBaHve napameTpos
corrnacoBaHus).

IV.5.CornacoBaHue npoToKona

Mpy  nocTynneHuM KapTOYKM  MNPOTOKOSla Ha  CorflacoBaHMe  COTPYOHWKY  NpUXOauT
COOTBETCTBYOWEEe cooOleHne Ha [MnaBHyH CTpaHuLly, a Takke B MOYTOBbIA SLMK MOnb3oBaTens
(cooTBeTCTBYHOLME HACTPOMKKN NpounssoaaTcsa B Bl CnpaBoYHUK opraHu3auun).

[ins cornacoBaHusi NPOTOKOA HY)XKHO BbIMOMHUTL CrieayloLLme OeNCTBUS:

1. OTKprB yBeaomMrneHne o HeO6XOD,I/IMOCTVI corfnacoBaHnAa OOKYMEHTa, nepe|7|TV| B KapTO4Ky
npoToKona.

2. lMocMoOTpeTb KapTO4yKy MpOTOKONa WM MPUKPENNEHHbIe K HeMy dannbl (B TOM uuche,
chopMUpOBaHHYIO MeYaTHY OopMy NPOTOKOMNAa, €CNU AaHHbIA MpPOTOKoN OblT co3gaH u3
KapTO4KKN coBeLLaHus).

3. Mpn HeO0BXOOUMOCTU MOXHO A06GAaBUTL HOBYHO PEAaKLMI0 MPUKPENIIEHHOIO K JOKYMEHTY daina

no kHorke. . [MameHuTh]: [Co3aaTh pegsakumio] unu [UsmenunTs]: [Jo6aBMTL pesakumio
n3 o6cyxaeHun] (n. V.10 PaboTa c BNOXeHUAMM).

4. BbIHECTU peELLEHME MO AOKYMEHTY, HaXaB COOTBETCTBYHOLLYIO KHOMKY Ha NaHeNV AENCTBUN:

o [CornaceH]. lNMocne BbLIGOpa AaHHOrO pelleHnss B MOSABMBLUEMCH [OMANOrOBOM OKHE
BblHECEHUSA pelleHna HaxaTb kHornky [OK] npw ycTtaHOBNeHHOM nepekntoyartene
lModmeepdumb peweHue, nocrie 4Yero B AOKYMEHT npocTaBnsetrcs Bu3da CoznaceH,
N OOKYMEHT nepefaeTcs crneaylwemMy Yy4acTHUKY pabouero npouecca. [o Haxatus
kHonkn [OK] B ouanoroBomMm okHe MOXHO M3MEHUTb BbIHECEHHOE pelleHne Ha: CoaslaceH
¢ 3ameyqaHusimu, He coanaceH, Owu604YHO HanpaeJsieHo.

Ecnu oo noateepxaeHUst pelleHust cornacyolimm 6bina cosaaHa pegakums daina, npu
noaTeepxaeHUn pelleHusa «CornaceH» co3gaHHasa pedakuus bygeT yoaneHa.

Ecnu B KapTouke AOKYMeHTa ycTaHOBMeH donar fIponyck coanacyrowux, e bIHECWUX peweHue
«CoanaceH», TO B CNy4yae NOBTOPHOWM OTNpaBKM JOKYMEHTa No MapLupyTy (nocne Bo3Bpara Ha
A0paboTKy B NepBoi UTepaLmMmn CornacoBaHusa) cornacyoLmMm, BelHeCLLUM pelueHne «CornaceH»,
[AOKYMEHT Ha cornacoBaHue He NoCTynuT.

B cnyyae aBTOMaTU4YeCKOro 3aBepLUEHUNS COrNacoBaHMs JOKYMEHT Ha criedytoLler ntepauum
COrfacoBaHus BCe PaBHO NMOCTYNUT K TAKUM COrMacyoLLmm.

e [He cornaceH]. B nosBmBLIEMCA AManOroBOM OKHE BbIHECEHMS peLleHnst BblopaTb OAWH
13 BapuaHToB M Haxatb kHonky [OK] (oo HaxaTtua kHonkm [OK] B OuanoroBoMm OkHe
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MOXHO WM3MEHWTb BblHECEHHOE pelueHve Ha: CoeanaceH, CozslaceH ¢ 3aMeyYyaHUsIMU,
Owu604YHO HanpaeJsieHo):

O

O

Beecmu komMmeHmaputli (o6si3amenbHO) — [ONsi yKasaHUs KOMMEHTapusi K
peLueHunto (06a3aTenbHO Npu BblHECEHMM pelleHnsa «He cornaceny). Nocne BBoaa
KOMMEHTapusi B COOTBETCTBYIOLLEM [ManNoOroBoM OKHe U Haxatusi kHomku [OK]
AaHHbIN BapyaHT B OKHE BbIHECEHWSI peLleHns 3aMeHseTca Ha BapuaHT «M3MeHuTb
KOMMEHTapuiny.

Hobasumb pedakyuro — npu Bbibope 3TOro pewweHus OyaeT npegocTaBneHa
BO3MOXHOCTb CO3[aHus peaakuumn gokymeHta (n. V.10 PaboTta ¢ BNOXeHUsiMu).

Modmeepdumb peweHue — npv BbIOOpe 3TOroO pelueHuss Ha Bknaake JeuxeHue
dokymeHma npocTtaensetca Buda He coznacen. [JOKyMEHT BO3BpallaeTcsl Ha
A0paboTKy cekpeTapto NpoTokona (ecnu 6bin ycTaHoBNeH donar Bozepawams npu
rnepeomM Hecozsiacuu) WUnu nepefaeTcs CNeayrlweMy yYacTHUKY COrfacoBaHus
(ecnu dnar Bosepawamb npu nepeoM Hecoznacuu He Obil yCTAHOBIEH,
[OKYMEHT BO3BpaLLlaeTcs Ha 4opaboTKy Nocne OTBeTa BCEX COrMacytoLLmx).

Ecnu B kapToyke JoKymMeHTa ycTaHoBneH cdnar Paspewums nodnucbieams GOKYMeHM ¢
ompuuyamesibHbIMU 8u3aMu, TO NPV BblHECEHWM peLleHns «He cornaceH» AOKyMeHT nocTynaeT Ha
ctaguio «Ha o6paboTke 3ameyaHminy (Nocne oTBeTa BCEX COrnacyloLmx),

[CornaceH ¢ kommeHTapuamu]. [JOCTYyNHO ONs1 peOakTMpOBaHWs, €CNu B HACTPOMKaXx
TUNOBOro MapLupyta yctaHoBrneH cnar CoeslaceH ¢ KOMMeHmapusiMu (napameTp
BapuaHmbi peweHuli Onsi coanacyroujux). B nossBuBwemMcs [OManoroBoM OKHe
BblHECEHUS peLleHnst BblIbpaTb OOUH U3 BapuaHTOB M HaxaTb kHonky [OK] (go HaxaTtus
kHonkn [OK] B 4uanoroBoM OKHE MOXXHO M3MEHUTb BbIHECEHHOE pelleHne Ha: CoaslaceH,
He coanaceH, Owu604YHO HanpaeJsieHo).

O

O

Beecmu komMmeHmapul (ob6s:13amesibHO) — [N YyKas3aHWsi KOMMEHTapusi K
peweHnto  (obsizaTenbHO  nMpu BblHECeHUM — peweHuss  «CormaceH  C
KOMMeHTapuammy). lNMocne BBoga KOMMEHTapusi B COOTBETCTBYIOLLEM ANAnNoroBomM
OKHe U HaxaTtus kHorku [OK] OaHHbIA BapuaHT B OKHE BbIHECEHUSI PELLEHMS
3aMeHsieTCcs Ha BapuaHT «M3MEHUTb KOMMEHTaPUINY.

Hob6asumb pedakyuro — npu BblbOpe 3TOro peweHus OyaeT npenocTaBneHa
BO3MOXHOCTb CO3aHus pedakuumn gokymeHta (n. V.10 PaboTta ¢ BNnoxeHuamm).

lModmeepdumb peweHue — nNpu BbiGOpe 3TOro peLleHns Ha Bknaake JJeuxeHue
dokymeHma npocTtaBnsieTcs Busa Coziacen ¢ Kommenmapusmu, WV [LOKYMEHT
nepefaeTcsi Ha cornacoBaHuwe cnegywouleMmy ydacTHuky. Korga Bce y4yacTHWKM
COrNacoBaHWsi BbIHECNM peLUeHUs U eCTb BU3bl Cozracen ¢ KomMmeHmapusamu,
AOKYMEHT nocTynaeT Ha ctagumio «Ha obpaboTke 3ameyaHuiny.

Ecnu B HacTpoiikax TMNOBOro MapLupyTa yctaHoBneH gnar lponycmums cmaduro obpabomku
3ameyaHull, To NpyN Hannynm B3 «CornaceH ¢ KOMMEHTapusIMM» (Nocne 3aBepLUEHNs BCEX 3Tanos
COrnacoBaHus) 4OKYMEHT NepexoduT Ha crieytoLlyto ctaanio obpaboTku AOKYMeHTa, npomnyckas
ctagmio «Ha obpaboTke 3ameyaHuiny.
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Ecnu B kapTouke JOKyMeHTa ycTaHoBneH donar lponyck coanacyroujux, 8 bIHeCWUX peuleHue
«CoasaceH ¢ KOMMeHmapusiMu», TO B Clly4ae NOBTOPHOW OTNPaBKM JOKYMEHTa Mo MapLUpyTy
(nocne Bo3BpaTa Ha JopaboTKy B MEPBOM UTepaLMmn COrnacoBaHus) Cornacyowmnm, BoIHECLLMM
pelueHne «CornaceH ¢ KOMMEHTaPUAMMY, OOKYMEHT Ha COrfacoBaHue He NOCTYMuT.

B cnyyae aBToMaTU4eCKOro 3aBepLUEHUsT COrnacoBaHUs JOKYMEHT Ha crieayloLwen ntepaumm
COrnacoBaHusi BCe paBHO MOCTYNUT K TakUM COrNacytoLLMM.

[OwnboyHO HanpaBneHo]. [OCTynHO [Ans peaakTMpoBaHMS, €CNU B HaCTPOWMKax
TMNOBOrO MapLipyta YycTtaHoBneH ¢nar OwuboYyHO HanpaesieHo (napameTp
Bapuanmsbi peweHul 0nsi coenacyrouwux). CnegyeT BblOpaTb 3TO pelleHue, ecnu
AOKYMEHT Obin HanpaeneH no owwnbke. B nosiBuBlIeMCcsi AManoroBOM OKHE BbIHECEHUS
pelwleHns BbibpaTb OANH M3 BapnaHTOB M HaxaTb kHoMNKy [OK] (oo HaxaTtusa kHonku [OK]
B AMAriOrOBOM OKHE MOXHO W3MEHUTb BbIHECEHHOE pelleHne Ha: CoeslaceH, He
coanaceH, CoanaceH ¢ KOMMeHmapusiMu):

o Beecmu komMMmeHmapul — 0ns ykasaHUs KOMMEHTapus K pewenuto. Nocne BeBoaa
KOMMEHTapusi B COOTBETCTBYIOLLEM [OMaNioroBOM OKHe U Haxatusi kHorku [OK]
AaHHbIN BapyaHT B OKHE BbIHECEHWSI pEeLUEHNS 3aMeHAeTCsa Ha BapuaHT «M3MeHnTb
KOMMEHTapuiny.

o [IModmeepdumb peweHue — npu BbIOOpPE 3TOro pelleHns Ha Bknaake JeuwxeHue
doKyMeHma NpoCTaBnaeTcs Bu3a Quiubouno nanpasieno, N [OKYMEHT nepeaaeTcs
cnepyloLlemy y4acTHuKy paboyero npouecca.

Ecnu 0o noaTeBepxaeHUs pelleHns cornacyolumMm Gbina co3aaHa peaakums daiina, npu
noaTBepxaeHnn pelleHna «OLIMGOYHO HanpaBneHo» co3aaHHasa peaakuua byaeT yoaneHa.

[Aon. cornacoBaHue]:[OTnpaBuTtb]. Cneayet BbibpaTbh 3TO pelleHne, ecnu SOKYMEHT
HY)XHO OTNpaBUTb Ha AOMNOMNHUTENbHOE cornacoBaHue (cm.n.V.8 OTnpaBka Ha
OOMNOSTHUTENbHOE cornacoBaHne N OT3bIB C AOMOMHUTENBHOMO COrfacoBaHus).

IV.6.MoanucaHne npoTtokona

Mpy nocTynneHun npoToKoNa Ha MOAMMCAHWE COTPYOHUKY MNPUXOAUT COOTBETCTBYHOLLEE
coobuleHne Ha [NaBHylO CTpaHuuy, a Takke B MOYTOBbIA SAWMK MONb3oBaTens (COOTBETCTBYHOLLME
HacTpoKku npoussoadatca B b1 CnpaBoYHUK opraHu3auun).

[lns nognvcaHms NPOTOKOa HYXXHO BbIMOSHUTL Creayolme AeNCTBUS:

1. OTkpblB yBegomneHve O Heob6XO0AMMOCTW NOoAMUCaHUS OOKYMeHTa, NepenTtu B KapTOuky
npoTokona.

2. [locMOTpeTb MPOTOKON M MPUKPENneHHble K HeMy ¢hannbl (B TOM 4yucne, cOpMUPOBAHHYHO
neyaTHyto (bopMy NPOTOKONA, €CNW AaHHbIN NPOTOKON OblfT CO34aH U3 KapTOYKU COBELLAHUS).

3. [0 BbIHECEHUSI peLleHns MOXHO A00aBUTb HOBYHO BEPCUIO UMK peaakumio NPUKPENSIEHHOMO K

LAOKYMEHTY (paina no KHorke -

- :[CospaTb Bepcuio]/[Co3paTk peaakuuto] (n. V.10 Pabota

C BITOXXEHUAMMN).

BbiHECTW pelueHne No AOKYMEHTY, HaXKaB COOTBETCTBYHOLLYIO KHOMKY Ha NaHenu AeiCTBUIA:
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[MoanucaTtk]. B nosBmBLLIEMCA OMANOroBOM OKHE BbibpaTb OOAUH M3 BApUaHTOB U HaXaTb
kHonky [OK] (no HaxaTusi kHonku [OK] B AnanoroBoM OKHe MOXXHO U3MEHUTb BbIHECEHHOE
peweHne Ha: OTKNnoHuTb 1 NMoanucaTb U oTNPaBUTbL Ha UCMONHEHME):

o [obasumb sepcuro — npu Bblibope ITOro pelleHus Heobxoammo co3gaTb HOBYIO
Bepcuio gokymeHTa (n. V.10 PaboTa ¢ BnoxeHusiMn).

o Ompedakmupoeamb OOKyMeHmM — [Nl BO3BpaTta B KapTOYKy [AOKYMeEHTa B
peXume peaakTMpoBaHus.

o [lModmeepdumb peweHue — npu BbiOOpe 3TOrO peLIeHNUst BbINOMHSAETCS
aBTOMaTMYecKas permctpaums npoTtokona. Heobxoanmo noaTBepANTb BbINOMHEHNE
onepauuv B nosiBMBLIEMCS Ananore. [JOKyMEHTYy aBTOMaTU4Yecku MnpucBavBaeTcst
PEerncTpaumoHHbI HOMEpP, O YeM cUCTeMa BbiAaeT COOTBETCTBYIOLLEe coobLieHne
MpoTokon nepexoguT B cTaTyc «3apeructpupoBaH». [1o peructpauum cuctema
NpoBepPSIET HANM4YNe agpecaToB B CMUCKaxX pacchinki Ha Bknaake Paccbisika:

e Ecnu cnvcku nyctble, cuctema BblaaeT cooblieHune: «B cnuckax paccbiniku He
yKasaHO HM OOHOro coTpygHuka. Bbl MoxeTe ykasaTb UX no3xe. MNpoaomkuTb
pernctpaumio (fa) nnm BepHyTbca K kKapTodke (HeT)?» MNpu BbiGope BapuaHTa
Ha pokymeHT peructpupyetcsd, npu Bblibope BapuaHTa Hem npowucxoguT
BO3BpaT B KapTOYKy AOKYMEHTa B pexuMe pefakTMpoBaHWs, OOKYMEHT He
peructpupyetcs.

e Ecnu agpecatbl NpUCyTCTBYIOT XOTsi Obl B OAHOM M3 CNINCKOB, CUCTEMa BblaaeT
coobuieHne: «B cnuckax pacchinikM  ykadaHbl COTPYAHWKW, BbIMOSMHUTL
aBTOMATUYECKYKD pacCbifiky AOKYMEHTa Mo ykasaHHbIM cnuckam? ([a) Bbl
MOXeTe BbINOMHUTL PacchIfky BpyyHyto noadxe (HeT)». Npu Bbibope BapuaHta
Ha [oKyMeHT pernctpupyetcs, M OCyLEeCTBNAETCA aBToOMaTtuyeckas ero
paccbinka no ykasaHHbIM aapecatam”. MNpu BoiGope BapuaHTa Hem nokyMeHT
perucTpupyeTcs, HO paccbinika He npoussoauTcd. [Mpu Bbibope BapuaHTa
OmmeHa npoucXoaMT BO3BpaT B KApTOYKY [JOKYMEHTa B  pexume
pefakTMpoBaHus, JOKYMEHT He pernctpupyetca (n. V.3 OTnpaBka JOKYMEHTOB
Mo Cr1cKam paccbifiku).

Ecnu oo noaTeBepxaeHUs pelleHns noannucaHToM Gbina co3gaHa peaakuums daiina, npu
noaTeepxaeHun pelleHus «MoanucaTb» co3gaHHasa pedakuus byaeT yoaneHa.

[Moagnucate u oTnpaBuTb Ha wucnonHeHue]. B nosiBuBWEMCS [WanoroBOM OKHe
BblHECEHUSA peLueHns BbibpaTb OAWH U3 BapuaHToB M HaxaTtb kHonky [OK] (no Haxatus
kHonkn [OK] B [AvManoroBOM OKHE MOXHO W3MEHUTb BbIHECEHHOE pelleHne Ha:
OTtknoHuTb 1 NMoanucaTtk):

4 BoamoxHOCTb OTnpaBkKM OOKYMEHTOB MO CMUCKaM paccCbifikm C noarBepXxXageHunemMm O3HaKOMITeHUA U Ond
cBeaeHund, a Takke caMmu CrUCKNU pacceCblJyikKu, HacnegyrTca U3 TMNOBOro MapLipyTa.

o
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o [obasumb pedakyuro — npu BblbOpe 39TOro pelleHnst HeobxoaMmo co3daTb

penakumio gokymenTa (n. V.10 PaboTa ¢ BnoxeHusimn).

Ompedakmupoeamb OOKyMeHmM — [fis BO3BpaTa B KapTOuKy [AOKYMeEHTa B
peXume peaakTMpoBaHus.

lNoOmeepdumb peweHuUe — npu BbIOOpPe 3TOr0 peLLUeHUs cucTema npoBepsieT
HanMuMe agpecaToB B CMMCKax PacCbifky Ha Bkrnagke Pacchbisika, BbINONHSAETCH
aBTOMaTMYecKkasi peructpauus npoTtokona (Mo  aHanormm C  peLleHMeM
«Mognncatby). Mo pelleHnsiM, Co34aHHbIM B KapTo4yke MpoTokona, hopMmpytoTcs
nopyyYeHust U OTNPaBnstOTCA COOTBETCTBYHLUUM COTPYAHUKAM Ha WCMOSIHEHME.
lMpoTokon nepexoanT B cTaTtyc «Ha ncnonHeHun» (40 BbIHECEHUS peLleHUst MOXHO
NMoCTaBUTb AOKYMEHT Ha OOLLUIA KOHTPOSb Ha BKnaake McriosiHeHue).

Ecnu oo nogreepxaeHus peweHns NnoagnnucaHTom Bbina cosgaHa pegakums anna, npu
noaTeBepXxaeHun pewweHus «fMognucate 1 OTNPaBUTb Ha MCNOMNHEHUE» CO3haHHas pejakuns byget
yaaneHa.

Ecrn npn BbIHECEHUU peLlueHna (<|-|OJJ,I'II/IcaTb M OTnpaBuUTb Ha UCNoNHeHne» B NpPOTOKoI1e
OTCYTCTBYIOT pELUEHUs], CUCTEMa OTOOpaxkaeT COOTBETCTBYOLLEE COOOLLEHNE O HEOOXOAUMOCTH
CO3[aHusi peLUEeHNI No JaHHOMY MPOTOKONY.

[OTKNOHUTBL]. B nosiBMBLLUEMCS ANANOroBOM OKHE BbIHECEHMS peLLeHUs BbIbpaTb OOUH 13
BapunaHToB M HaxaTtb kHornky [OK] (no Haxatums kHonku [OK] B OManoroBOM OKHE MOXHO
M3MEHNTb BblHECEHHOe pelleHne Ha: Mopnucatb v lMoanucatb M oTNpaBUTb Ha
ncnonHeHwue):

O

O

Beecmu komMmeHmapul (o6s13amesibHO) — [N yKas3aHWsi KOMMEHTapusi K
peweHnto (obsi3aTenbHO npu BbiHeceHun peweHns « OTKNoHUTL»). Mocne BBOAa
KOMMEHTapMa B COOTBETCTBYIOLLEM AMANOroBOM OKHE W HaxaTua kHonku [OK]
AaHHbIN BapyaHT B OKHE BbIHECEHUS pELUEHNsI 3aMeHSeTCa Ha BapuaHT «M3mMeHuTb
KOMMEHTapuiny.

Hdob6asumb pedakyuro — npu BbIOOpe I3TOr0 pelleHust HeobxoamMmo co3fdaTb
penakumio gokymeHTa (n. V.10 PaboTa ¢ BnoxeHusmn).

Ompedakmupoeamb OOKyMeHmM — [Jfi BO3BpaTa B KapTOYKy [AOKYMEHTa B
pexume peaakTMpoBaHus.

lModmeepdumsb peweHue — nNpun BbIGOpe 3TOrO peLleHns AOKYMEHT BO3BpaLlaeTcs
CekpeTapto coBelLaHnsa Ha 4opaboTKy C COOTBETCTBYIOLLUNM YBELOMITEHNEM.

Ecnv go nogteepXaeHust pelleHrs nognucaHTom 6eina cosgaHa Bepcus channa, npu
noaTesepxaeHumn pewenmns «OTKNOHUTbY Co3aaHHasi Bepcus byaeT yaaneHa.

M3 ctatyca «3apernctpmpoBaH» (Npu BbINOMIHEHUN ONpPeAeneHHbIX YCNOBUIA nepexoaa, n. 1V.9

MomeLlleHne opurnHana NpoTokona B Aerio) NPOTOKOS NepexoauT B CTaTyc:

e «['OTOB K CUCaHWIO B AENO», ECNN OpUrMHan JOKyMeHTa He Obin nomelleH B geno. MNpu atom
nonb3oBaTtento ¢ ponbo OmeemcmeeHHbIl 3a gedeHue den hopMmnpyeTcsa yBeaomreHue o
HeobxooMMOCTM NoMeLLeHnsa gokymeHTa B gerno (n. IV.9 NomeleHne opurmHana npoTokona B
aeno). Ecnn B kapTouke JOKyMeHTa ycTaHoBneH drar [JJOKyMeHT CnulieTcA B Aeno

o
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aBTOMaTUY4ECKM, TO MO JOCTMXKEHMIO cTaTyca «['0TOB K CnncaHuio B Aerno» AOKYMeHT byaet
nomMeLleH B Aeno astomatudecku, 6e3 yyactua OB[I (1V.9.1 ABTomaTuyeckoe nomeLLeHne
OpWrMHamnoB NPOTOKOSOB B AA€r0).
o «B pgene», ecnu gokymeHT GbIn paHee NOMeLLEH B Aeno.
[Aon. cornacoBaHue]:[OTnpaBuTb]. CneayeTt BbIOpaTb 3TO pelleHne, ecnn AOKYMEHT
HY)XHO OTNpaBUTb Ha AOMNOMNHUTENbHOE cornacoBaHue (cm.n.V.8 OTnpaBka Ha
AOMNOMHUTENbHOE COornacoBaHne 1 OT3bIB C AOMOSTHUTENBHOIO COrNacoBaHus).

IV.7.0TnpaBKa 3apermcTpMpoBaHHOIro NPOTOKOSIa HA UCNOSTHEHMEe

,D,J'IF-I OTrNpaBKn 3aperncTpupoBaHHOro NpPpoToKOoS1a Ha UCMOJTHEHNE HYXKHO!:

1.
2.

OTKpbITb HAa NPOCMOTP NPOTOKON B cTaTyce «3aperncTpupoBaHy.

Ha Bknagke McnosiHeHue CoO34aTb/U3MEHUTL pPELUEHUA MO NPOTOKOMY MO  KHOMKe
[PewweHune], npn HEOOXOOUMOCTU CTABUT OOKYMEHT Ha OOLLMA KOHTpornb (CcM. pasgen V.2
CosgaHune npoTokona 13 KapTo4Kn COBELLAHNS).

HaxaTtb kHonky [Ha ncnonHeHue] Ha naHenu SENCTBUMNA.

B pesynbTate no pelleHusiM, CO3AaHHbIM B KapToyke npoTokorna, dopMupyoTes
NOpYYEHMs 1 OTNPABIISIOTCA COOTBETCTBYIOLUMM COTPYAHUKAM Ha ucnonHeHue. MpoTokon
nepexoauT B cTaTyc «Ha ucnonHeHun».

Ecnn NPOTOKOJ1 NMOCTaBJ1IEH Ha O6IJJ,VII7I KOHTPOJ1b, TO NpU OTNpaBke Ha UCMOJIHEHNE NO KHOMKEe

[MognucaTb u oTnpaBnUTbL Ha ucnonHeHue] nnu kHonke [Ha ncnonHeHwme] anga koHTponepa 6yoet
cchopmumpoBaHo MHGHOPMALMOHHOE YBEAOMITEHNE O JOKYMEHTE, MOCTABIEHHOM Ha KOHTPOSb.

MNMocne MCNOMHEHUS BCEX MOPYYEHWA MO HEKOHTPOSNIbHOMY NpOTOoKony (B CryYyae Hanuuus
KOHTPONbHBLIX MOPYYEHW, MOCMNe WX YTBEPXAEHWUs)) u3 cratyca «Ha uWCnonHeHWn» [OOKYMEHT
aBTOMaTUYECKN NEPEXOOUT B CTaTyC:

«l0TOB K CNUCaHMIO B AENO», €Cnn OpurMHan JOKyMeHTa He Obin nomelleH B geno. Mpu
3TOM MOMb30BaTeNi0 C PONbl OTBEeTCTBEHHH 3a BemeHue men POPMUPYETCH
yBegoMIieHne 0 HeobxooMMOCTM nomelleHns JokymeHTa B geno (n. 1V.9 lMomeleHune
opurmHana npoTtokona B Aeno). Ecnu B kapTouke AOKyMeHTa ycTaHoBReH cnar
Hokymenm cnuwemcs e 0es1o asmomMamu4ecku, TO N0 AOCTMXKEHMIO cTaTyca «[0TOB K
CMMCaHUIo B AeNo» OOKYMEHT ByaeT nomMeLleH B 4eno astomaTtudecku, 6es ydyactna OB[
(IV.9.1 ABTOMaTMyeCcKoe NoMeLLeHNe OpUrMHanoB NPOTOKOSIOB B AEr10).

«B pene», ecnn OoKyMeHT Obln paHee NOMeLLEeH B Aero.

[VV.8.CHATME NpPOTOKONa C KOHTpoOns

Mocne ncnonHeHWst Bcex NOpyYeHnin M0 KOHTPOMLHOMY NPOTOKONY (B CryyYae Hanuyus
KOHTPOIbHBLIX MOPYYEHWI, NOCNE UX YTBEPXKAEHMWS) COTPYAHWKY, Ha3HAa4YEeHHOMY B KayecTBe
KOHTpoIepa no AOKYMEHTY, MPUXOAUT YBEAOMIIEHME O HEOOXOANMOCTU CHATUS LLOKYMEHTa C
KOHTpOnNS.

[na cHATUS npoTokona ¢ 0bLwero KOHTPOMSA HY>XHO OTKPbITb KapTOYKY MpOToKona B ctatyce «Ha
NCMNOMHEHUN» N HaxkaTb KHOMKY [CHATb € KOHTPONSA] Ha NaHenu enCTBUN.

Cam OOKYMEHT MOoJTy4YUT CTaTyC:

v Cai
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e «[OTOB K CNMCaHUIO B OerN0O» — €CNU AOKYMEHT eLle He UMeeT Npu3Haka crnmcaHnsa nomMeLleHus
B geno. Npn 3ToM Nonb30BaTeNIO C POSibl0 OTEeTCTBEHHEM 3a BeneHme nei, ykazaHHOMY
B PK pokymeHTa (Bknagka OpueuHasn), opMmupyeTcsi yBeaoMIieHMe O HeobxoaumocTu
nomeLleHus gokymeHTta B geno (. 1V.9 NomelleHre opurmHana npoTokona B Aeno).

Ecnu nonb3oBaternb, CHAMAaOLWKIA OKYMEHT C KOHTPOSS, MMEET POSib OTBeTCTBEHHNI Ba
Bezenue pgei, TO CUCTEMA OTOOpa)KaeT OKHO C BO3MOXXHOCTLIO MOMELLEHMS JOKYMEHTa B A€eno.

Ecnu B kKapTouke AOKyMeHTa ycTaHoBneH cdnar JokymeHm crnuwiemcsi 8 desio aemomMamu4ecKu,
TO NO JOCTMKEHUIO cTaTyca «[ OTOB K CMUCaHWUIO B AEN0» AOKYMEHT OyaeT noMeLlleH B Oero
aBTomaTnyecku, 6e3 yyactna OB[] (nepenget B ctatyc «B gener), n. IV.9.1 ABTomaTundeckoe
nomMeLlleHme opurmHarnoB NPOTOKOJIOB B AerO.

e «B pene» — ecnu opurnHan gokymeHTa 6bin paHee nomelleH B aeno OBL.

MNpn CHATUM OOKYMEHTa C KOHTPOMsS Ha CTaAuMu UCMOMHEHWUs BCE KOHTPOSbHbIE/HEKOHTPOSbHbIE
NnopyyYeHnsa no OOKYMeHTYy nepexogaT B crtatyc «McnonHeHo»/« CHATO C KOHTPONsS» COOTBETCTBEHHO.
Wcnonnutenam, lMoagnucanty n KoHTponepy no nopydeHuio (a Tawke ux MO wn [J1) otnpasBnsieTcs
NMHPOPMaLMOHHOE YBEIOMIIEHNE O 3aKPbITUN MOPYYEHUS.

IV.9.lNMomeleHe opurmHana npoTokona B Aeno

IV.9.1. YcnoBus nepexoga npoTtokona B ctaTtyc «[OTOB K cnucaHuio B

aerno»

npOTOKOJ'I OOJDKEeH nepexognTtb B CTaTyC «["0TOB K cnncaHuo B Aeno» 13 CTaTyCoOB:

e «3apermctpupoBaH», €cnv UCTEK CPOK nepexoda B craTtyc «[OTOB K CnNUCaHWiO B OeNoy,
yka3aHHbIN B HacTporkax B[l CoBeliaHus.

e U3 craTyca «Ha ucnonHeHum»:

o HeKoHTPOnbHbIV JOKYMEHT: aBTOMATUYECKM MOCIE UCTONHEHUSI NOPYYEHUI (YTBEPXKAEHUS
KOHTPOSIbHBLIX MOPYYEHMWI MO AOKYMEHTY).

o KOHTpONbHbIA AOKYMEHT: MOCMne CHATUSA OOKYMeHTa C KOHTpons KOHTponepom mno KHomke
[CHATL ¢ KOHTpONS].

Ecnu:

e OpurnMHamn JokymeHTa He Obin NomeLleH B Aeno.

[oKkyMeHT nepexoauT B cTaTyc «'OTOB K CUCAHMIO B AENO» Yepes KONMYECTBO AHEN, paBHOe
pasHULEe Cpoka XpaHeHWst JOKYMeHTa B (oyHKLMOHanbLHoM 6a3e (ykazaHHOro B HacTporikax B[l
CoBellaHuA) 1 cpoka nepexoaa B cTaTyc «[(0TOB K CMMCaHMIO B OENO».

CraTyc «B gene» gOKyMeEHTbI MONyyatoT Npy HanM4Yumn npusHaka NomeLLeHnss opurmHana B geno, a
Takke NpW BbINONIHEHMW BbiLLENEPEYUCIIEHHbIX YCIOBUIA.
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Mpn nepexoae OOKYMeHTa B cTaTyc «[OTOB K CMCAHWMIO B Aerio» (eCnNu B KapToyke AOKYMEHTa He
yctaHoBrneH dnar JokymeHm cnuwemcsi 8 0esio aemomamud4ecku, n.1V.9.1 AsTomartuyeckoe
noMeLLeHne OpuUrMHanoB MNPOTOKOMOB B Aen0), Nonb3oBaTento C OM3HEC-posbl0 OreercTeenHIli 3a
Bemenne men POPMUPYETCS yBEOOMSIEHNE O HEOOXOAMMOCTM NOMELLEHUA AOKyMeHTa B geno (n. IV.9.2
lMomeLlLeHne opurnHana NpoTokona B A4esio).

IV.9.2. NMomMmeweHmne opurnHana NpoToKona B Aeno

MomMecTUTb opurMHan 4OKYMEeHTa B Aef0 MOXET TOSbKO COTPYAHMK B POSibl0 OTEe TCTEeHHbI
sa Begenme gen (OB[).

MomeLleHue opuruHana B 4eno AOKYMEHTa BO3MOXHO BO BCEX CTaTycax, Ha4yMHas c ero
perucTpaumm.

[nsa Toro 4to6bl NOMECTUTb B AEN0 OpurnHan npoTokona, Heo6xoauMO BbIMOMHUTL criegyowme
JEencTBuS:

1. OtkpbiTe B CoBewaHusa M NepenTn B KapTOUKy 3apeructpmpoBaHHOro npotokona. Mnu
OTKPbITb KapTO4Ky NMPOTOKONa U3 MOMy4YEeHHOro yBeLOMSIeHUs O HEOOXOOAMMOCTU MOMELLEHMS
AOKyMeHTa B ferno.

2. Haxatb kHonky [B meno] (nmmbo nepentn Ha Bknagky OpuauHas v WENKHYTb MO CCbIfIKe
Pa6boma c 6ymaxHbIM opu2uHanomMm, PucyHok 9). OTkpoeTcs guanoroBoe okHo - «PaboTa ¢
AOKYMEHTOM Ha GymaxkHoM HocuTene» (PucyHok 8).

PaboTa c JpKyme HTOM Ha BYMaXHOM HOCHTE e m

Aata v Bpema | 14.11.2013 1s| | 17:11 [C)

AelcTteue ¥ Cnucate B O8N0 NOANHHHKE

Boibop Toma gena

HMuaekc aena:

Jaronosok Aena:

Tom gena:

KonMYecTED AMCTOB 1

QK | OTHEHA |

PucyHok 8. MoMelleHue opurmHana goKyMeHTa B Aerno

Cncrtema Takke oTobpaxaeT okHO «PaboTa C OOKYMEHTOM Ha GYMaXkKHOM HOCUTENe» MpPU CHATUM
MPOTOKOa C KOHTPOSSA MONb30BaTENEM C POJibl0 OTBeTCTBEHHEII 3a BefeHue me.
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HOnep Saemnnegs:

Koanuectes

Coagepmarennsiuan SacTs | Henonwewme | OpwrwHan i Pacconka | Consanwuie RONyMeNTE Aocryn |

Cnocob nocrasxn

RNETOD
N Mpunomenns

5

AamnncTpaTop C.B. - Pyrosaadrens, Oraen oborymmasms  \¢

PucyHok 9. Bknagka «OpuruHan»

3anonHnTb NoNs AManoroBoro okHa:

Hama. 3anonHsietca BblbopoM patbl M3 kaneHaaps. 1o ymonyaHuto npocTaBreHbl
Tekylume garta v Bpemsi.

Heitcmeue. 3HadyeHne Cnucamb e 0esio MOOGSIUHHUK NPOCTaBIIEHO MO YMOMNYaHWUo
(ecnu nonb3oBaTtenb paHee LenkHyn no ccobinke Paboma ¢ 6yMaXHbIM Opu2uHasiom,
NyHKT Cnucamb 0eJs1o0 8 NOGIUHHUK HEOOX0ANMO BbiGpaTh).

Konuyecmeo nucmoe. 3anonHseTcs BBOAOM C knaBuaTypbl. B ganbHeiwem
ncrnonb3yeTcsa Ans AeneHns Aena Ha Toma.

3HaueHune nons MHOekc dena, 3a2onoeok dena, Tom dena HacnegyeTcs U3 MapLipyTa.
Mpn HeO6XOAMMOCTM C MOMOLLIbIO KOHTEKCTHOIO Nnomcka no nHaekcy/3aronosky MNyHkra HL
B none Bbi6op moma dena HanTu 1 ykasatb TOM Aena, kyaa 6ygeTt noMeLeH opurnHan

AOKyMeHTa. MOXHO Takke HaxaTb KHOMKYy  psgom ¢ nonem Bbi6bop moma dena Ans
nepexoga K AuvanoroBomy OkHY «Bbibop Toma pgena» (PucyHok 10). Beibpatb B
ANanoroBomM okHe HeobxoaAMMbI TOM Aena u HaxaTb KHonKy [OK]. BelbpaHHoe 3HayeHve
oToOpaxaetca B none MHOekc Oena, 3azosi0eok Oena, Tom Odena. Ypanutb

nobaBneHHoe B Mnore 3Ha4yeHMe MOXHO MpY NMOMOLLIM KHOMKK b psiaom ¢ nonem Bbibop
mowma dena.

Bbibpatb B guanoroBom okHe «Bblbop TOMa gena» HOMEHKNaTypy Aen 3a onpedeneHHbln rof
MOXHO, HaxaB kHonky [Foa HA] (no ymonuyaHuto oToOpaxatotcss nyHkTel HI Tekywiero roga).
CospgaHve HoBoro TomMa (no kHomnke [Co3aaTb TOM Aena)) onMcaHo Hke No pasgeny.
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Boibop Toma gena m

@Cm,ﬂam TOM Aena '*lﬁ Mog HA
HMupekc gena Jaronoeok aena Homep OTBETCTBEHHLIA 3a BEEHWE gena
TOMa

00232 NHYHEIA ToM BaTEIWEES BEaTelwes MNagen Cepresgrd -
00232 3TO HOBLIA NYHKT HA BEapMrH Anekcanap AnekcadHipoend
00277 Ewe opyrod Tom KaMHnEAHOE ApTYR
1 27.02 &0 MHHHCTRATOP
1 Anpene AAmMuHACTpaTop BEP
12345018032014 Coznad ToM 4nA ceba BHxpeE Anekcei
123451 6734 Ccronosckand Enena
12345100500 ADMINBR A0 MHHACTRaTop BP
1234512345 two Ocmonosckan EneHa, AanmHncTtpaTtop BF

—-/1234512345111 bae AnmMUHACTpaTop BEP

B TOM - 1 1
1234532 ABarmin HOBLIA TOM - HOBLIE BEapMrH Anekcanap AnekcadHipoend
farn
123454 PanKHa TecT Tanunogea PankHa
123458 MNpoeepka bara 549758 BapMrH Anekcanap Anekcanapoend,BaTteiues
gaeiigeanH,F'..:lmMHH-:TpaTnp,AAMHHHCTpaTop,AAMHHMc
EP,A8MHHHCTRpATOR BP,MHpOAKHEE SNEMKHPp 3
QK OTMEHE

PucyHok 10. BbiGop Toma gena
4. B okHe «Pabota c fokymeHTOM Ha BymaxHoM HocuTerne» (cM. PucyHok 8) HaxaTb kHorky [OK].

Ecnu ans BbibpaHHoro nyHkta HI HEeT HM OOHOro OTKPLITOrO TOMa Aena, B OUanoroBOM OKHE
«Bbibop Toma gena» aktnsmpyetcs kHornka [Co3aaTb Tom aenal. Mpu HaxkaTum 3TON KHOMKM OTKPOETCH
dopma cosgaHust HoBoro Toma gena (PucyHok 11).
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Hoekii Tom X

JaronocBok asna: M ewe ognH nycToi

Hdon. 3Ha4YeHWe:

MoapazoeneHue: CTeHn paspaboTm

HAaekc noapasneneHua:

WHaoekc aena: 3
Homep Toma: 2
CpoK XpaHeHWa: 3 ner

[ Beccpouno
[ 3K

OTBETCTEEHHEIR 33

BefeHnE Oena: AnMuHWCTDaTop Ceprei BnaawMmposud - AsTop, [pynna
HacTpolkn C30

HavansHas naTa oena: 13.04.2013 16

(8] 4 OTMEHA

PucyHok 11. Co3pgaHue Toma gena
B dpopme cosgaHusa HOBOro Toma npu cnucaHuy B eno criegyeT 3anofiHUTb Nong:

e [Hon. 3HayeHue. Ecnu B Tekywem nyHkTe HI npucyTcTByeT HECKONbKO TOMOB [Aefl, TO 3Tn
TOMa MOryT OTnMYaTbCa ApYr OT Apyra no AaHHOMY 3Ha4YeHMIo;

e Cpok xpaHeHus1 — yKa3aTb CPOK XpaHeHusi fen B ToMme (B rogax).

e bBeccpoyHo — 3HaveHue nons Hacnegyetca u3 nyHkta HIO (npusHak 6eccpovyHOro xpaHeHus
aen). Vimeetca BO3MOXHOCTb peflakTUpOBaHUS AaHHOrO Mons yCTaHOoBNEHWeM/CHATMeM donara.
Mpun yctaHoBKke hnara none CpokK xpaHeHUs1 CKpblBAETCS.

e JK (OkcnepTHas komuccusi) - 3HadeHue nons Hacnegyetca w3 nyHkta HO. Vimeetcs
BO3MOXHOCTb peaKTUpOBaHWs AAaHHOrO Nofsi YCTaHOBNEHeM/cHATMEM chnara

OcTtanbHble nonst (opMbl  3anofiHeHbl Ha OCHOBaHWW WHpopmaumm u3 nyHkta HIO 6e3
BO3MOXHOCTU pefakTupoBaHus. B none [ama no ymonyaHuio npocTasneHa Tekywas pata. lMocne
3anofnHeHus nonen HeobxoamMmo HaxaTb KHomky [OK].

O6bem kaxgoro TomMa gena He AOMKEH NpeBbIlWaTh 3HayYeHne, ykasaHHoe B OBLWmnx HacTpomkax
cuctembl B Bl AamuHuctpupoBaHue (kak npasuno, 250 nuctos). Ecnu npu cnucaHum odepegHoro
OOKyMEHTa YyKa3aHHbIn 00beM nUCTOB OydeT MpeBbIWEH, TO cMCTEMa OTOOpPasuT [MarioroBOE OKHO
«Cnucanue B geno» (PucyHok 12), rae nonb3oBatento 6yaeTt npeasiokeHo Ha BblOop:
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e 3aKpbITb TEKYLLMA TOM M OTKPbITb cnegytowmii (kHonka [Aal);

e cnucatb [OOKYMEHT B [efno, HECMOTPS Ha MNpEeBbILEHME KONMUYECTBO JIMCTOB B TOME
(kHonka [HeT));

e BbIATK M3 ANANIOrOBOro okHa (kHonka [OTmeHa])).

PaGora ¢ fokyMeHTOM Ha BymMaxkHoM HocuTEne X
fara: 23.04.2012 16| 13:06 @
Aeitctene: NPUHATL

nepenatb

CMUCATh B SelouKani.

5
cnucats 8 Cnncauve B geno ‘i&

e
&
" nomecruts B XpaHuauwie
-
Iy

@R Konwuectso NMCTOEB B AENE NPEBBILIAET AONYCTUMBIN AMMKT. 33KpbITE
Wnnekc aena: 01 | ) = ?
\ ) TEKyLLIEE AEN0 W CO3AaTb HOBbINA TOM?

3aronosok Bxoasauwue -
Aaena:

Tom: 1 Ja I Her Otmena

Konuuecteo 400 \
nucTos:

[o] OTMEHE

PucyHok 12. MNMpeBbllieHNe KonuvecTBa NINCTOB B Aere

B pesynbTaTe BbINOSIHEHUS BbIWEONUCAHHBLIX AEWCTBMMA MO CMNUCAHWIO MOASNMHHMKA W nocne
06paboTkm cepBepoM OOKYMEHTbI BCEX TUNOB NpnobpeTatoT NnpmusHak NoOMeLeHns B 4eno.

MogpobHasa uHpopmaumst 0 gaTe NOMELLEHUsI, MECTOHAXOXAEHUss OOKYMEHTa M T.M. OOCTyrnHa
Ha Bknagke OpuauHasn (cMm. PyucyHok 9).

Mocne nomeLleHnsa opurmHana B Aeno COTPYOHUK C PONbi0 OTEeTCTBEHHHN Ba BeOeHue nel
(OBL) MOXeT U3MeHWTb yKa3aHHbIN TOM Aena no ccbifike Paboma ¢ 6yMaXXHbIM OpuU2UHasioM Ha
Bkrnagke OpueunHan. B oTkpbiBLIemMcs okHe «PaboTta ¢ 4oOKyMeHTOM Ha BymMaxHOM HocuTene» B none
Hetlicmeue BbiGpaTh 3Ha4YeHe U3mMeHUmMb 0es1o NoGSIUHHUKA, N3MEHUTb HEOBXOaNMYIO
MHOPMALINIO U COXPaHUTD.

Ecnn npn nomeweHnn lpoTokorna B geno B cratyce «[OTOB K ClWCaHUIO B Oerio» B CMUCKe
paccbifnkn BCe eLle MPUCYTCTBYOT COTPYAHWKM, KOTOPbIM LOKYMEHT elle He Obln oTrnpasreH, cucrema
oTobpaxaeT COOTBETCTBYIOLLEE COOBLLEHNE C npedynpexaeHnem. Nocne cnucaHnsa OKyMeHTa B 4eno
pacchlfika CTaHeT HEBO3MOXHa.

MNpy NnomeLleHnn opurMHana AoKyMeHTa B Aeno m3 cratyca «[0ToB K cnvcaHuio B Aeno», nmbo
npu ykasaHun Toma pgena ans lNMpoTokona npu CHATUM [OKyMeHTa ¢ KoHTpons (n. V.8 CHsTtue
NPOTOKOa C KOHTPOIS), MPOTOKON NepexoauT B ctatyc «B aenex.

Mpy NomMeLLeHNM opurMHana QoKyMeHTa B Aerno 13 noboro apyroro paboyero cratyca [AOKYMEHT
cTaTyC He MeHsieT.
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IVV.9.3. pynnoBoe nomelleHMe opurmHanoB AOKYMEHTOB B Aero

Ona nomeweHnss rpynnbl  OOKYMEHTOB B AeNno HeoOGXOAMMO  BbIMOMHUTL  CreayoLLyto
nocnegoBaTeribHOCTb AENCTBUN:

1. OtkpbiTb B CoBelwiaHums.

2. lNepentn B NnpeacrasrneHve [lo HoMeHKIaTYpe €.
3. Bblgenntb 4OKYMEHTbI 415 NoOMeLLeHns B 4ero.
4

Haxatb kHonky [B maeno]. OTkpoeTcsa guanoroBoe okHO «PaboTta ¢ AOKYMEHTOM Ha GyMaxHOM
HocuTene» A4nis rpynnoBoro NoMeLLeHnsa oKyMmeHToB B aerno (PucyHok 13).

Nara w spesn 34312013 @ 37:58% =) A
Aeicrane & Cnncats p 2900 POSTEEMN

Boifiop Toma aena

Wapexeo avmn:

Jaronovex aenal

Tom pena;

Eparkoe copepsamae Keonwuwecrno Cravyc
NUCTOD

ASarmmn test 20030628 1212 MBX-22 ot 29.06.2013
ABarmin test 20030628 1218 WEX
Teor Kawsaep 11 90 L NWBX-29 0
TecoT kawaes 11 knnesr 1 NBX
ASarmin test 201

FOTOR ¥ CANCANID © end

1 FoToe x ciincanine ® a4no
i Fotoe & cAncannm © aeno

FoToe & CARCAMING & aeno

HO ONeDATHOHOM XD aNSrim
ABarmin test 2X 1 Ha OnepaTMENON XDanSew.
ABarmn test 20L30822 1129 WEX-1T 043 i Ha ONepATHENON XD ANt
ASarmin test 20130916 1543 NWRX-DD19E1) o7 16.09.2013 12 Ha ONEDATHEMON XD arSetas

o I Cmena i

PucyHok 13. lpynnoBoe nomelieHne OKYMEHTOB B Aero

,D,OKYMeHTbI, KOTOpPbIEe YXKe UMEKT Npu3Hak nomMmeLlleHmnd opurmHana B gero, 0To6pa>|<a+0Tc;| B CMuUCKe
AnanoroBoro okHa co 3Ha4ykom | # . [Ans HUX N3MEHEHUS TOMa dena He npoucxoanT.

5. 3anonHuTb Nons AnanoroBoro okHa:

o [Mfama u epems. 3anonHsetcd Bbldopom pgfatebl M3 kaneHgapd. [1o ymonuyaHuio
NpOCTaBrEeHbl TEKYLLUNE AaTa U BPEMSI.

o [eticmeue. 3HavyeHve Crnucamb Ges10 8 MOOG/TUHHUK NPOCTABIIEHO MO YMOITYaHMI0.

e Bbi6bop moma dena. C NOMOLLbIO KOHTEKCTHOIO MoMcKa no MHAekcy/3aronoBky lyHkTa
HO B none HanWTM M ykasatb TOM fgena, Kyga Oyaetr nomMmelleH opuriHan OOKyMeHTa.

MoXHO Takke HaxaTb KHOMKy | psagoM C noremM Ans nepexoga K OMaroroBOMY OKHY
«Bbibop Toma gena» (cM. PucyHok 10). BeibpaTb B 4uanoroBoM OkHe Heo6XoaUMbIA TOM
Aerna n HaxaTb kHornky [OK]. BeibpaHHoe 3HauyeHne oTobpaxkaeTcs B none MHAekc dena,
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3azosioeok Oena, Tom Oena. Yoanutb gobaBneHHOe B Mofie 3Ha4YEeHWE MOXHO Mpu

MOMOLLM KHOTKMK b psiaoMm ¢ nonem Bbi6op moma dena.

o Konuyecmeo sucmoe. 3anonHaeTca BBOAOM C knaBuaTypbl. B panbHenwem
ucnone3yeTca Anga geneHna gena Ha toma. [lnanoroBoe OKHO ANS yKasaHus KonuyecTsa
FNINCTOB OTKPbIBAETCA NO ABOMHOMY LLESYKY MbILIM HA HEOOXOOMMOM OOKYMEHTE, yKasaTb
HeobxoaMmMoe 3HavyeHune 1 HaxaTb KHonky [OK].

6. Haxatb kHonky [OK].

B pesynbTaTe BbIMNOMHEHUS BbILIEONUCAHHbBIX AEACTBUA MO NOMELLEHUIO NOAMWHHWKA W nocre
00paboTkn cepBepOM JOKYMEHTLI BCEX TUMOB NPUOOpPETaloT Npr3HaK NOMELLEHNS opurinHana B 4eso.

Ecnu 6binu BbigeneHbl JOKYMEHTbI B CTaTycax, He NpegyCcMaTpuBaoLLMX NOMELLEHNE OPUTMHANOB
AOKYMEHTOB B [IeN0, cucTema BblaaeT cooOLLEeHNE O TOM, YTO B CMIMCKE OTCYTCTBYHOT AOKYMEHTHI,
KOTOpble MOTyT ObITb NOMELLEHbI B AEMNO.
Ecnu cpeau BbigeneHHbIX JOKYMEHTOB TOJbKO YacTb HAXoAWUTCs B cTaTycax, He
npeaycMaTpyBaioLLMX NOMELLEHME OPUTMHANoB JOKYMEHTOB B AeN0, CUCTEMA BblgaeT coobLieHne o
TOM, YTO B CMMCKE NPUCYTCTBYIOT AOKYMEHTbI, KOTOPbIE MOMYT ObITb NOMELLEHBI B A0, C
npeanoXXeHnem NpoaoOMKUTL UM BEPHYTBLCA K CMUCKY AOKYMEHTOB. B cnyyae npogormkeHus
BbINOMTHEHWNS Onepauun B CNMCOK AManoroBoro okHa «Pabota ¢ JOKyMEHTOM Ha ByMaxkHOM
HocuTeney» nonagyT TONbKO T€ AOKYMEHTbI, CTaTyCbl KOTOPbIX NO3BOMSO NOMECTUTb UX B AENO.

MoapobHas mHdopmaunsa 0 gaTe MOMELLEHUS, MECTOHaXOXAEHUS OOKYMeHTa M T.n. AOCTynHa

Ha Bknagke OpuauHan (cM. PyucyHok 9).

IV.9.1. ABTOMaTM4YeCKOe nomMmelleHue opurmMHanoB NPOTOKOSIOB B Aero

[okymeHT moxeT ObiTb aBTOMaTuMyeckum cnucaH B geno (6es yyactua OB[l) no gocTukeHuro
cTtaTyca AokymeHTa «[0TOB K cnucaHuio B geno». [locne aBToMaTU4ecKoro noMelleHnss B Aeno
AOKYMEHT nepenaeT B ctaTyc «B gene».

UTtoObl OOKYMEHT Oblm aBTOMATUYECKM ChMcaH B Oeno, Ha Bknagke OpuauHan pJoimkeH ObiTb
ycTaHoBrneH dnar JJokymeHnm cnuwemcs e 0esio aemomMamu4ecKu.
dnar B KapToyke JOKYMEHTa YCTaHOBMEH B 3aBMCMMOCTM OT Hanuuus cdnara B none AemocnucaHue
doKkymeHmMoe 8 des10 TUMOBOIO NnpoLiecca.
Ecnu B HacTpomnkax TMNoBoro npouecca obin yctaHoBneH dnar Paspewums u3MeHsimb npu3Hak

aemocnucaHusi npu co3daHuu AoKymMeHma, To conar OCTyMNeH AN pefakTUPOBaHUSA U B KapTouke
[LOKYMEHTa.

IV.10. NMomelleHMe Konuu NpoTokorsa B aesno

lMomMecTnTb KON OKYMEHTa B AeN0 MOXET TONbKO COTPYAHMUK B POSibl0 OTEETCTBEeHHEIL
sa Begenme gmen (OBL).

MomelyeHue konuu OOKyMeHTa B AeJ10 BO3SMOXHO BO BCeX CTaTyCcax, KpoMe CTaaun noarotoBKA.
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OyHKIHOHATBHBIE MoAcHcTeMbl. COBeIaHusI Paboma c npomokonamu

I'Ipvl nomMeLleHnn Kkonnn JOKyMeHTa B efio caM AOKYMEHT OCTaeTCAd B CTaTyCe B COOTBETCTBUU
C 3Tanom nNpoxoxaeHunAa OOKyMeHTa.

Ona Toro 4tobbl MOMECTUTbL B AENO0 KOMUK NPOTOKoNa HeobXxo4uMMO BbINOMHWUTL criegyowme
JencTBus:;

1. OTkpbITb B[] CoBelwaHua 1 NepenTn B KAPTOUKY NPOTOKOMa.

2. [llepewnTtun Ha Bknaaky OpuauHan (PucyHok 9).

3. LWenkHyTb no ccbinke Paboma c¢ 6ymaxHbiM opua2uHasioM. OTKPOeTCs OuanoroBoe OKHO
«PaboTta ¢ fokymeHTOM Ha BymaxkHoM HocuTene» (PucyHok 14).

PaboTa c noKymMe HTOM Ha GymaiHOM HOCHTE 1@ x|
Narta v Bpema | 15.11.2013 1s| | 11:29 ®
HNelcTere NpHHATE

~
" Mepenate
" MoMECTHTE B XpaHHMHLLE

* Cnucate B Aeno KOnHH

Bwibop ToMa Aena

MuaeKC aena:

Jaronoeok Aena:

Tom gena:

KonuuecTso NHCTOB 1

L8] CTrMeHa |

PucyHok 14. MoMelyeHMne B Aeno KONUN AOKYMEeHTa
4. 3anonHUTb Nons ANanoroBoro oKHa:

e [ama. 3anonHsietcs BblGopoM pAaTtbl U3 kaneHgaps. [lo ymonyaHuWio npocTaBneHbl
TeKyluMe aarta v Bpems;

e [leticmeue. OTMeTUTb NYHKT Cnucamsb @ 0eJs1o Konuio.

e Konu4yecmeo sucmoe. 3anonHAeTca BBOAOM C krnasuaTypbl. B pganbHenwem
ncnonb3yeTcs AnA AeneHns erna Ha Toma.

e C NOMOLLBIO KOHTEKCTHOrO noucka no nHaekcy/3aronosky MNMyHkra HO B none Bbi6op moma
desla HaWTU 1 yKasaTb TOM Aena, kyaa OyaeTt nomelleHa Konus AokymeHTa. MoxHO Takke

HaxxaTb KHOMKYy * psaoM ¢ nonem Bbibop moma dena ans nepexoja K AnaroroBoMy
OKHY «BbiGop Toma gena» (cM. PucyHok 10). Beibpatb B ManoroBOM OkHE HEOOXOAUMbIN
TOM gena un Haxatb kHorky [OK]. BelbpaHHoe 3HaveHue oTobpaxaeTtcs B none MHAekc
dena, 3azonoeok dena, Tom dena. Yoanutb obaBneHHOE B Nofe 3Ha4YEHNE MOXHO Mpu

NMOMOLLIN KHOMKM X psiaom ¢ nonem Boi6bop moma dena.
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Paboma c npomoxonamu

5. Haxatb kHonky [OK].

B pesynbTaTte BbINOMHEHHbIX OAENCTBUN KONUS OOKYMEeHTa OyaeT momelleHa B yKasaHHbIA TOM
aena. [JokyMeHT npuobpeTaeT npusHak NoMeLleHuss ero Konuu B Aeno: oTmeTky K B ctonbue Konus
npeactasneHus Jokymentsi B neie b OX.

Konus AOOKYMEHTa MOXeT nomMelwlaTbCA B Aejla MHOITroKpaTtHO pa3HbIMU OBﬂ, B CBOUX

noapasaeneHusix B pasHble ToMa Aen (OAvH A0KyMeHT, Heckonbko OB[).

Mocne nomeLLeHNs KONWUM AOKYMEHTA B 4ENO COTPYAHMK C POSiblo OTBETCTESHHEN 3a BeLeHUe
zen (OB[]) MOXeT M3MEHUTb yKka3aHHbIA TOM Aena no ccbinike Paboma ¢ 6yMaxkHbiM Opu2uHaiom
Ha Bknagke OpuauHas. B oTkpbiBlEMCS OkHe «PaboTa ¢ AOKYMEHTOM Ha BymMaKkHOM HOcuTene» B
none [Jeticmeue BbiGpaTb 3HaYeHNe M3MeHUMb 0es10 Konuu, U3MEHUTb HEOOXOAMMYHO
WHOPMALIMIO N COXPaHUTb.

IV.11.

npOCMOTp nomMeLlweHHbIX B Aenla AOKYMEeHTOB

,D,J'IFI TOro YTOOLI NPOCMOTPETb NOMELLUEHHbIe B Aiela JOKYMEHTbI H606XO}J,VIMOZ

1. OtkpbiTe B[] CoBelwaHua.

2. Tlepewitn B npeacrasneHune Io nomenkiaarype aea (PrucyHok 15).

3. Hantun HY>XHO€e feno (COpTMpOBKa Aen Nno 3arofioBKy uUinn gate perncrpaunn MoxeT obnerynTb

Mowuck).

4. HaxaTb 3Ha40K C MMOCOM OKOJIO 3arornoBka aena. PackpoeTcst cnmcok 4oKyMeHTOB Aena.

5. ﬂepel?m/l B KapTO4Ky AOKYMEHTa npmn nomMmoLiu ABOWHOrO LLIeNYKa Ha ero Ha3saHuu.
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V. PaboTa ¢ 6a3omn AaHHbIX

V.1. MpocMoTp nHdopmaumm o xoge o6paboTKu AOKYMeHTa

NHdopmaums o xoge o6paboTkn OOKyMeHTa oTobpakaeTcsl B kapTouke AOKYMEHTa Ha BKnagke
HeuxeHue AokyMeHma 1 JOCTyNHa BCEM y4acTHUKaM npoLecca.

Ha Bknagke [JeuxxeHue AoKymMeHma oToOpaxaeTcsa cBOAHasi MHpopMaums No Kaxgow craguu
00paboTkM Tekywen Bepcunm [OKYMEHTa (HOBble BepcuMM [OOKyMEHTa MOSBMSAKTCA B pesynbrarte
NMOBTOPHOW OTNPaBKM OOKYMEHTa MO MapwpyTy nocrne gopabotku). o kKaxgon ctagum npuBoguTcs
MHopMauma O coTpyaHuke, obpabaTtbiBatowemM [OOKYMEHT (MognucaHTe, cornacytowem u T.n.),
NPUHATOM peLLUeHUM unM Bu3e, AaTe 00paboTkMm M BHECEHHbIM KOMMeHTapusM. WHdopmaums o
OOMNOSTHUTENbHBIX cornacyrwmx oTobpaxaercsa nog nHdopmaunen o6 nHnuynaTopax 4OMOMHUTENBHOIO
COrnacoBaHus.

[nsa npocmoTpa nHgopmauumn o xoge obpaboTkm NpeablayLmx BEPCUA JOKYMEHTa UCNob3yeTcs
kHonka [Mpeabiaywme Bepcuun]. B none Mmepayus coanacoeaHusi paooM C KHOMKOW yKasblBaeTCs
HOMep ouyepeaHOn nTepauumn cornacoBaHus.

Ha Bknagke McnonHeHue kapTOYKM MPOTOKONa OoToOpaxaeTcs WHgopmauusi Mo MopyyYeHUsiM,
chopMupoBaHHbIM MO peLLEHMSM MPOTOKOMA.

V.2. MpocMoTp XypHana nocnegHUxX AOKYMEHTOB

[nsi oToOpaxkeHus XypHana nocnegHux 4oOKYMeHTOB Heobxoaumo yctaHoBUTb dorar Omo6paxkamb
JKYpPHaJ1 nocsiedHuUx oKymeHmMoe Ha Bknagke JonosHumesnbHO B HacTpolikax naBHOM cTpaHuLbl
(6nok Cepsuc ccbinka Mou Hacmpoluku).
lMonb3oBaTernb, KOTOPbIA OCYLLECTBIIAN PErncTpauunio JOKYMEHTOB (TO €CTb BbIMOMHAN AeNCTBue,
B pesynbTaTe KOTOPOro OOKyMEHT Obin 3apernctpMpoBaH aBTOMaTUYECKM — NognucaHue npoToKona,
yTBEPXOEHNE COBeLlaHus1), MOXET MPOCMOTPEeTb MNepeyeHb MNOCNeaHNX AOKYMEHTOB, KOTOpble OH
perucTpuposarn.

|
[na aTtoro HeobxoAMMO HaxaTb KHOMKY E ([>KypHan nocnegHux AOKYMEHTOB]) Ha naHenu
aencteum ogHoro n3 npeactasneHun b Coeewanus, nnbo Ha NaHenu AeNCTBUN KapTOYKU AOKYMEHTA.
KonuyectBo oTobpaxaembix B ANanoroBOM OKHe JOKYMeHTOB (PUCyHOK 16) yka3biBaeTcs B HACTpOMKax
"maBHOM cTpaHuubl (BKNagka JomnosiHumesnbHo).
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A

BuiGe pHTe gonyme HT E

Cogewanude: N? 99100/500 o7 12.11.2013 - ha_1211_1208

MNpoTokon: M2 98 ot 08.11.2013 - ABarmin test 20131108 1149
Mpotokon: M2 97 ot 08.11.2013 - ABarmin test 20131108 11458
MpoTokon: M2 96 ot 08.11.2013 - ABarmin test 20131108 1140
Mpotokon: M2 95 ot 08.11.2013 - ABarmin test 20131108 1133
MpoTokon: M2 94 ot 07.11.2013 - ABarmin test 20131107 0944
MpoTokon: M2 93 ot 07.11.2013 - ABarmin test 20131107 0920
MpoTokon: M2 92100/500 ot 06.11.2013 - ABarmin test 20131106 1155
Mpotokon: M2 91 ot 06.11.2013 - ABarmin test 20131106 1152
MpoTtokon: M2 90100/500 o7 05.11.2013 - ABarmin test 20130511 1650

Ok OTHEHA

PucyHok 16. XXypHan nocnegH1MXx AOKYMEHTOB

UTOObl OTKPbITH AOKYMEHT Ha MPOCMOTP, Heobxoammo BbiOpaTb €ro B OTKPbIBLUEMCS OKHE W
HaxaTtb kHonky [OK].

V.3. OTnpaBKa AOKYMEHTOB MO CMUCKaM PacChbIfIKK

Bknapgka Paccbuika oTobpaxaeTtcs B PK gokyMeHTa npu ycTaHOBNEHHbIX donarax Mcrnosib3oeamb
paccblyiKy ¢ noomeepixoeHueM o3HaKkoMsieHUs1 wvwnn Ucnonb3oeameb pacchisiKy Onsi ceedeHUst
B HacTpolikax TUMOBOro npolecca.

[ns oTnpaBkM 3aperMcTpMpoBaHHOINO [[OKYMEHTA MO CAMCKaAM PacCbIfiKM HYXXHO BbIMOMHUTb

cnepylowime aencTeus:

1. BbibpaTb AOKYMEHT B 04HOM M3 npeactasneHunin b1 CoBewaHusa n oTKpbITb €r0 Ha NPOCMOTP.

OTnpaBuTb JOKYMEHT MO CMMUCKaM PacChINkiM BO3MOXHO BO BCeX cTaTycax rnocre ero perucrpaumm,
Kpome cTaTtyca «B gene».

2. Ecnu paHee cnucku paccbinkv Ha Bknagke Paccbuiika He 6binn cdhopMmpoBaHbl, A06aBUTb
cnucku no kHorike [[lo6aBuTb].

|-|pl/l YCTaHOBJIEHHOM cbnare 3anpemumb U3MEeHeHUe CrucKoe pacchbiJZIku He OOCTYNHO yaaneHune
COTPYAHUKOB M3 npeponpeneneHHbIX MmapLwpyTom «Cnunckos paccCbIIKn» N pegakTnpoBaHmne Crimckos
pacchbIsku.
3. B OTKpbIBLUEMCS OKHE HaxaTb KHOMKY = W CEOPMUPOBATbL COOTBETCTBYIOLLME CMMUCKM
paccbinkun: Paccbinika ¢ noomeepxdeHuem n Paccbinka 0Onsi ceedeHusi. [0nsi cnvcka
paccbinkn ¢ NOATBEPXAEHVWEM YyKas3aTb CPOK, B TEYEHME KOTOPOro BblOpaHHbIE COTPYAHWKU

LOSDKHbI ByAyT OTMETUTb (PaKT 03HAKOMITEHUSI C AOKYMEHTOM. C NOMOLLbIO KHOMOK E| n [ =]
MOXHO nepemelLaTb BbiGpaHHbIX COTPYAHUKOB MexXay cnuckaMmu paccbiiku (PucyHok 17).
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Mpw nobaBneHun COTPYAHUKOB B CMNCOK AOCTYMNHbI Crieaytolime ceoinki: Bce docmynHbie, U3
nodpa3deneHusi, U3 cnucka paccbinku, Cnucku paccbiyiku, JIudHbie CrUCKU paccbiiku,
Ipynnbi, Mol catim, Cnucok docmyna dokymeHma. Kaxxablii CUCOK pacCblfikK MOXET COAepXKaTb
He 6onee 50-Tn nonb3oBaTtenen. JIMYHbIe CAMCKN pacChinkn JOMKHbI ObITh NpeaBapuUTenbHO CO3a4aHbI
coTpygHukom B B[] CnpaBoOYHMK opraHM3auuu.

Cnwvcok paccelnkm X
Paccbinka C NoATBepHAeHHEM Paccbinka ANA CBeeHHA
Haiti: Haitu:
CteHa pazpaboTkn/THC3] Bateiwee MNaeen Cepreeend - PyrKoBoauTene otaena JOY

BapMuH Anexcandp AnekcaHapoBwd - pazpaboTunk, ART

(He Bonee 50 zHaYEHWIA)
CpoK 03HaKoMNeHWA (B AHAX): 5

QK OTHEHA

PucyHok 17. Co3gaHue CNMCKOB pacCbifiku
4. HaxaTb kHonky [OK] B okHe [oGaBneHnst CMCKOB PaCChINKW.
CospaHHble cnuckn gobasaTca Ha BKNaaky Paccbisika KapTOYKM AOKYMEHTA.

MNMocne pobGaBrneHUss cnucka paccChifikKM MOXHO BbIMOMHWUTL —criedylowme Aencteust  (Haxas
COOTBETCTBYHOLLYIO KHOMKY Ha BKnaake Paccbifika):

e [Ins npocmoTpa cocTaBa CnmMcKa paccblfikh HeobxoAMMO BbIAENUTL NIOOON CMMCOK U HaxaTb
kHonky [[MpocMmoTpeTb coctaB]. B OTKpbiBLUEMCS OManNoroBOM OKHE OTobpaxaeTcs Becb
nepeyeHb COTPYAHUKOB BblAEMNEHHOro Crmcka.

o [Ina ymaneHus cnucka paccbifiki (nonb3oBaTtens u3 cnucka) HeobxoaMmo BbIAENUTb CMMCOK
(Nonb3oBaTenst) WU HaxaTb KHOMKY [Y@anuTb], nocne 4ero nogTBepAuTb BbIMOSHEHME
onepauun B NOSIBUBLLEMCS HA 3KpaHe COOOLLEeHNN.

e [Ins u3MeHeHMs1 Tuna paccbifiku (K CBEAEHWUID UMW C MNOATBEPXKAEHMEM O3HAKOMIEHWs)
HeobxoaMMO BbIAENUTL CNNCOK (MONb30BaTENsl) U HaxaTb KHONKy [UI3SMeHUTb Tun paccbinku],
MOCIe Yero TN Paccbinkv ANs BbIAENEHHOro cnucka (nonb3oBaTtensi) 6yaeT N3MEHEH.

Ecnu B TUnoBom mapLupyte 06paboTkvM 4OKyMEHTa pa3peLleH TOMbKO OANH TUM PacChIfikK, TO KHOMKa
[MU3ameHUTb TN paccbInkn] HeJoCTyMHAa.

Utobbl pasocnatb [LOKYMEHT MO CO34aHHbIM CrMCKaM PAcCCbIKM  HYXXHO HaaTb KHOMKY
[PasocnaTtb] Ha Bknagke Paccbiika  NOATBEPANTL BbINONHEHUE onepauun B NOSBMBLUEMCS Ha 3KpaHe
OunarnoroBoM okHe. B pesynbTaTe cuctemMa aBToMaTUYECKU OTNPaBUT yBEAOMMEHUS BCEM COTPYAHUKaM,
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yKa3aHHbIM Ha Bknagke Paccbuika. B Bu3e paccbinku OygeTr 3admKCMpoBaHO KTO, KOrga u Komy
pasocnan gOKYMEHT.
CoTpyaHWKaMm, ykasaHHbIM B none Paccbuika ¢ nodmeepxdeHuemM, NOKYMEHT ByaeT oTnpasneH
Ha 03HaKoMJieHne ¢ HeoBX0oaMMOCTbIO BHECEHNS OTMETKM 06 03HakoMeHun. CoTpyaHuKam,
yKasaHHbIM B none Paccbisika 0ns1 ceedeHusi, IOKYMeHT 6yaeT HanpasneH 6e3 Heo6XxoaMmMocTy
NOATBEPXKAEHUS 03HAKOMIIEHMS.
lMocne oTnpaBkm QOKYMEHTa NO CMCKaM PacCbinkn B KApTOYke AOKYMEHTa Ha Bknagke Paccbisika
no kHomke [XoA O3HaKOMMEHUA] MOXHO MNOCMOTPeTb OOLWWUA  CAUCOK  pacChbifikK,  CMMUCOK
O3HaKOMMBLUNXCSH U HE O3HAKOMMUBLUUXCH C JOKYMEHTOM COTPYOHUKOB.

Takke MOXHO pacnedvataTb nedatHble OpMbl «JIUCT O3HaKoMIeHus» u «JIMCT pacchinkny,
BbIOpaB cooTBeTCTBYOWMI WabnoH (n. V.13 Neyatb no wabnony).

CoTpyaHukaMm, yKasaHHbIM B CNUCKaxX paccbinkn, Oyayt cdopmupoBaHbl YBEOOMIIEHMS Ha
naBHyto cTpaHuuy (AN COTPYAHWKOB M3 CMCKa PacCbiNkM K  CBedeHuo  hopmupytoTca
NHOPMaLMOHHbIE yBeAOMIEHUS). UYToObl OTMETUTL DaKT O3HAKOMIEHUSI C JOKYMEHTOM, HY>KHO HaXaTb
KHOMKy [O3HaKoMuUnca] Ha naHenu OEenNCTBUA KapToOvkM JOKYMeHTa. B oTKpbIBLLEMCSA ANANOroBOM OKHE
HaxaTb [a Ona noaTBepXOeHUs O3HaKOMMEeHWd C AOKYMEHTOM. B Bu3e 0O3HaKOMMeHWs Ha BKagke
Paccbinka pukcupyeTcs gata n Bpems 03HaKOMMEHNS.

Mpwn BbINOMHEHUN ONepaumm 3a APYroro COTPYAHMKA B Ka4eCTBE ero UCMoHSALWero o6sa3aHHOCTH
UM OOBEPEHHOrO Nuua HeobxoAnMO BbIOpaTb B MOSIBUBLLEMCS HA 3KpaHe aunanore PUNO coTpyaHuka,
3a KOTOPOro BbIMOMHSIETCA onepaums. B pesynbtate B KapTouyke AOKyMEHTa OyaeT oTpaxeHa
nHopmMaums 06 03HAKOMITEHUN C JOKYMEHTOM.
COprJJ,HI/IK, I'IOJ'Iy‘—II/IBLIJVII7I OOKYMEHT MNo Cnnckam pacchblfikn, MeeT BO3SMOXHOCTb OpraHnm3oBaTb
OO0NOJNTHUTENTbHYHO pacCCblyiIKy OKYMEHTa. ﬂ,J'IFI 3TOro Heo6XOLI,I/IMO MO KHOMKe [HOGaBMTb] yKasaTtb
COTPYAHUKOB, KOTOPbIM JOKYMEHT OOJKEH ObITb oTnpaBrieH, nocne 4Yero HaxaTb KHOMKY
[Pasocnatb]. [lokymeHT OyaeT aBToMaTUYeCKM pa3ociaH ykazaHHbIM COTpyaHuKam. Mpu aTom

COTPYAHUKaM, yXe yKa3aHHbIM B CMUCKaxX pacCblJ1IK1, MOBTOPHO HE 6WJ,YT (*)OpMMpOBaTbCFI HOBbIE
yBEeOOMITEHUA.

V.4. enernpoBaHue onepauvm Hag AOKYMeHTaMun
McnonHutenb wMMeeT BO3MOXHOCTb genernpoeatb BbIMOJIHEHNE oOnepauun  corfacoBaHUA
(nognucaHus, yTBepXXaeHnsa) opyroMmy COTpyaHUKY.

Ytobbl AenernpoBaTb cornacoBaHue (nognucaHune, yTBepXXaeHUe) ApYroMy COTPYAHUKY, HYXKHO:

1. OTKpbITb KAPTOYKYy AOKYMEHTA, HaxXOAsLLEerocs Ha cornacoBaHvm (NoANMCaHUW, YTBEPXKOEHWM)
B OQHOM M3 NPEeACTaBMNEHUN, N OTKPbITb ee€.

2. HaxaTtb kHonky [dononHutenbHo]:[denerMpoBatb] Ha naHenn gencrsun. B oTkpbiBLUEMCSA
Avanore BblbpaTb COTpyAHMKA OIS AernernpoBaHusa onepauumn n Haxatb [OK].

BbibpaHHOMYy coTpygHuKy OyadeT HanpaBneHo yBeAOMSEeHWe O HeOoBXOAMMOCTWU BbINOSTHEHUS
cornacosaHuns (NoANUCcaHus, yTBepXaeHus) JOKYMeHTa.
,D,eJ'IeI'VIPOBaTb MOXHO TakXe y4acTtue B coBellaHnn npu nonyy4yeHnn npurnaleHna BHyTpeHHUM

y4acTHUKoM cosellaHus (n. 111.4.3 MNMpuHATHe peLleHns no nonyd4eHHoOMY npurnaleHunto
Ha coBeLlaHue).

NOTHKA 61
¥ Cai



OyHKIHOHATBHBIE MoAcHcTeMbl. COBeIaHusI Paboma c 6azon oannvix

MNMocne BbIHECEHUSI PELUEHUsI COTPYAHMKOM, KOTOPOMY ObiNio AenerMpoBaHO  BbIMOSHEHME
onepaLun, OCHOBHOW COTPYOHWK (4enerpoBaBLUMIA OMepaumio) yXKe He MOXeT BbIHECTU pelleHue Mo
AOKYMEHTY.

V.5. lopaboTKa AOKYMeHTa

Ecnu B npouecce cornacoBaHuns gokyMeHTa bbina nonyyeHa xota 6bl ogHa Bu3a «He cornaceH»
(v B KapTOYKe OOKYMEHTa He ycTaHoBneH dnar Paspewamb nodnucbieamb ¢ ompuyamesibHbIMU
eusamu), Nnn B npouecce MNOANUCaHUA/YTBEPXKAEHUA AOKYMEHT Oblfl OTKIIOHEH YMNOMHOMOYEHHbLIM
COTPYOHMKOM (MM OOKYMEHT Obin BO3BpalleH C cornacoBaHus/nognucaHus/yTeepxaeHuns/obpaboTkm
3amMevaHuii nNo nHuumatnee NcnonHutens no kHornke [BepHyTtb] unu [BepHyTb ¢ KOMMeHTapusamul),
AOKYMEHT nocTynaeT Ha ctaguto «Ha gopaboTke».

Mony4nB [OKYMeHT Ha pgopaboTky, WcnonmHutenb BHOCUT HeobOXoauMble W3MEHEHUsI Kak
B KapTOYKYy JOKYMEHTA, TaK U BO BIOXEHHbIe chalsbl.

YnaneHHble BMOXeHWs1 He yaansaioTcs U3 KapTO4kM JOKYMEHTa, a MoMeYaloTcsl, Kak yaaneHHble, ecnu
B HacTpoiikax 6a3sbl ycTaHOBNEH NpusHak CKkpbieamb yOasleHHbIE 8J10XKeHUsl.

Ecnn HeT Heo6xoguMMOCTM B MOBTOPHOM MNPOXOXOEHWW npouecca CornacoBaHus, CTaauvio
COrnacoBaHNsa MOXHO MCKITYNTL M3 MapLupyTa. [na aToro Hy)kHo Ha Bknaake JeuxeHue OOKyMeHmMa
ycTaHoBuTb ¢onar B none lponycmums coanacosaHue.

[ocTyn K JOKYMEHTY Ha YTEeHMe OCTaeTcsl Y COTPYAHWUKOB, KOTOpble paboTanu ¢ JOKYMEHTOM Ha
npeablayLumMx ntTepaumsx cornacoBaHmus.

YTOObLI NOBTOPHO OTMNPaBUTbL [AOKYMEHT MO MapLpyTy o6paboTkM, HYXHO HaxaTb KHOMKY
[OTnpaBuTbL No mapwpyTy] Ha naHenu encTBUN.

V.6. O6paboTka 3amevyaHnmn

Korga BCe y4yaCTHUKM COrnacoBaHWs BbIHECNM peweHns wn  ecTb Bu3bl «CornaceH
C KOMMEHTapUaAMMU», OOKYMEHT nocTynaet Ha crtaguio «Ha o6paboTke 3ameydaHuin», C KOTOpPOW
ncnonHutTenb nmbo BO3BpallaeT [OKYMEHT Ha p[opaboTky (kHonka [BepHyTtb] wnn [BepHyTb
C KOMMeHTapuaMu]), TMbo NpoaomKaeT ero AsMXxeHne no mapLipyTy (kHonka [MpoaomkunTb)).
Ecnu B HacTpolkax TMNOBOro MapLupyTa ycTaHoBrneH dnar lponycmums cmaduto o6pabomku
3ameyvyaHul, T0 npn Hann4nm Bn3 «CornaceH ¢ KOMMEHTapuamm» (nocne 3aBepLleHna Bcex aTanoB
COrnacoBaHus) AOKYMEHT NEPEXOAMUT Ha CreayoLLylo cTagutio o6paboTkM AOKYMEHTa, Nponyckas
ctagmio «Ha obpaboTke 3ameyaHniny.
Ecnu ans gaHHoro npouecca 06paboTkv NpoToKona/coBellaHns paspelleHa oTnpaska JOKYMEHTa
Ha noanuCb C oTpuuaTenbHbiMU Bu3aMu (B KapTOdke AOKYMEHTa ycTaHoBneH dnar Paspewamb
nodnucbieamb C ompuyamesibHbIMU 8u3aMu), TO Ha cTaaum obpaboTkM 3aMevaHun MHUUMaTop
MOXeT HaxaTb KHonmky [OTnpaBuTb C umerwWMMUCA Busamu]. B 3Tom cnydae npu oTnpaske
No MapLUpyTy OOKYMEHT ynaeT Ha Noanuch/yTBEPXKAEHNE, MUHYSI CTaauio NOBTOPHOMO COrnacoBaHus.

NOTHKA 62
¥ Cai



OyHKIHOHATBHBIE MoAcHcTeMbl. COBeIaHusI Paboma c 6azon oannvix

V.7. Bo3BpaT AOKYMeHTa Ha cTaguio AopaboTku

[lns Bo3BpaTa JOKyMeHTa (CO CTaaui CornacoBaHusi, NOANMCaHUS UNN YTBEPXKOEHUS) HA CTaaumKo
A0paboTKK, C Lenbio BHECEHUSI MUBMEHEHMUIN B UCXOAOHbIV AOKYMEHT UMM NPUKPENIIEHHbIE K HeMy dainsbl,
aBTOPY JOKYMEHTA HY)XHO BbINOMHUTbL Creaytowmne 4encTBUs:

1. Hantm B ogHOM wu3 npegctaBneHmii 6asbl OaHHbIX HYXXHbIM OOKYMEHT M OTKPbITb €ro
Ha NpocMoTp.

2. Haxatb kHonky [BepHyTb] wnn [BepHyTb € KOMMeHTapusiMu] Ha naHenu OENCTBUA U
NOATBEPAUTL BbINOMHEHWE oOnepauMyM B OTKpbIBLUEMCS AuanoroBoM okHe. [lpu Bbibope
BapnaHTa [BepHyTb ¢ KOMMeHTapusMmu] ykasaTb B AMarioroBOM OKHE MPUYMHY BO3BpaTa
AOKYyMeHTa.

HokymeHT nepexoguT B ctatyc «Ha popabotke». COTpyAHMKY, OTBETCTBEHHOMY 3a TEKYLLYHO
ctagnio  obpaboTkm  (cornmacoBaHue, nognucaHWe WNU  yTBepXaeHue), OyaeT  HanpasrieHo
COOTBETCTBYHOLLEE YBEAOMIEHNE 06 OTMEHE BbINOSTHEHMSA Onepaumm Hag AOKYMEHTOM.

V.8. OTﬂpaBKa Ha gonoJiHutesribHoe corinacoBaHuve n oT3biB C

AONOJNIHUTEeINbHOIro cornacoBaHus

Monb3oBaTens, KOTOPOMY NOCTynuit OOKYMEHT A5nA cornacoBaHuaA, noanncaHna Unn yteepXxneHus
npu HeobxoaAnMocTH MOXeT OopraHmn3oBaTb AononHuTernbHoe cornacosaHue. Kpome TOro,
OOMNONHUTENBHbIN cornacyrou.u/lﬂ TaKkkKe MOXeT opraHn3oBaTb AO0MNOJIHUTESIbHOE corfiacoBaHUeE.

YTobbl OTnpaBnTb AOKYMEHT Ha OO0MNOoJIHUTerIbHoe corfiacoBaHne, Hy>XXHO:

1. OTKpbITb Ha NPOCMOTP KApPTOYKY AOKYMEHTa, MOCTYNMBLUEro Ha cornacosaHue/noanucaHune/
yTBEpXXAEeHNe Unu OoNoSHUTENbHOE COornacoBaHue.

2. Haxatb kHorky [[on. cornacoBaHue]:[OTnpaBuTb).

3. B nosiBMBLUEMCA AManoroBOM OKHe YyKasaTb napameTpbl AOMOMHUTENbHOrO COrfacoBaHus
(PvcyHok 18):

e 06aBUTb AONONHUTENbBHbIX COrnacyowmx (418 3TOro HaxaTb KHOMKy [[lo6aBuTb));
e yKasaTb CPOK JOMOSHUTENbHOrO COrnacoBaHus;
e 06aBUTb KOMMEHTapui Npu Heo6XoaNMOCTH.

4. HaxaTtb kHonky [OK].
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Beifop cornacyroumx X
NapamMeTpbl AONONHATENBHOIO COrNacoBaHHA

CnUCoK ACNOAHHTENBHEIX
COrnacy WK

NoBaBHTE...

CpoK cornacosadwa, OHen: 2

KomMmeHTapuii:

QK OTHEHA

PucyHok 18. MapamMeTpbl 4ONOMHUTENLHOrO COrnacoBaHus

BbiGpaHHble [OMONHUTENbHbIE COrMacylroLlme nonyyarT yBeAoMIeHus Ha [naBHyo cTpaHuuy O
HeobX0AMMOCTM COrnacoBaHNsA AOKYMEHTA.

CoTpyaHuK, OTNpaBMBLLMIA AOKYMEHT Ha JOMNOSIHUTENBHOE COrfacoBaHmne (CornacyoLwmn, NogNUCaHT
U1 yTBEPXOAIOLWNIA), MOXET BbIHECTM CBOE peLLEHME NO JOKYMEHTY, HE A0XNOAACh peLleHns 4or.
cornacyroLmx, npy 3Tom oM. cornacylLme nonyyaT yBeAOMIIEHNA 00 OTMEHE COrnacoBaHus.
Ecnu gononHutensHoe cornacoBaHue 3aBepLUNNOCh OTpULAaTENbHO (40MN. COrnacyLw i BbIHEC
pelieHne «He cornaceH»), To OCHOBHOE COrfacoBaHUe He npekpallaeTcs.

YUTtoObl 0TO3BaTL OOKYMEHT C OOMNOJIHUTENTbHOIro cornacoBaHuA, Hy>KHO:

1.
2.

OTKpbITb HA NPOCMOTP HEOOXOANMYIO KapTOUYKY AOKYMEHTA.
HaxaTb kHonky [[lon. cornacoBaHue]:[OTO3BaTh].

MoateepaAnTb 3anpoc o6 OT3blBE 3anpoca Ha peuleH3npoBaHue. Y COTPYOHMKOB, KOTOPbLIM
OOKYMEHT ©Obln  OTMpaBrneH Ha [OOMNOfHWTENbHOE  cornacoBaHue, OyaeT  yaaneHo
COOTBETCTBYHOLLIEE YBEAOMITEHME.

B OnanoroBoM OKHe OTrnpaBKK Ha Oon. corfacoBaHne aBToMaTU4eCKn yKka3blBaloTCA Aon.
cornacywpLue ¢ npegblayLen ntepauumn, KoTopbiM TEKYLLMIA NOMNb30BaTENb OTNPAaBSan JOKYMEHT Ha
AOr. cornacoBaHune (OOoM.COrnacyLmMi He yKa3blBaeTca aBTOMaTUYeCKu, eCru Ha npeaplayLen
uTepaumu CoTpyaHWK 0TO3Bar AOKYMEHT C [OMN.COornacoBaHus y AaHHOro AOM.COrnacyLLero, umm
CaM BblHEC pELLEHME 3a HEro).

V.9. O6HOBMEeHMe OTBETCTBEHHOrO B «3aBMUCLUEM» AOKYMEHTe

[laHHoe gencTBre MOXET ObiTb BbINONHEHO ALMUHUCTPATOPOM CUCTEMbI, @ TakkKe aBTOPOM
AOKYMeEHTa.

B xoge paboTbl C cUCTEMOW BO3MOXHbI Criydawm, Korga LOKYMEHT Haxoautca Ha obpaboTke
y ANUTENbHO OTCYTCTBYHOLWEro Ha paboTe nonb3oBaTensa (Hanpumep, COTPYAHWK HaXOAMUTCSl B OTMNyCKe
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MMM KOMaHAMPOBKE). B 3TOM crnyyae JOKYMEHT «3aBUCaeT» Ha 3TON CTagun U He MOXET NPONTM Aanblue
6e3 BMelLaTenbCTBa agMmMHUCTpaTopa.

[ns oGHOBNEHMSA OTBETCTBEHHOIO HY>XHO:

e VYKkazaTb B KapTouyke OTcyTCcTBylowero cotpyaHuka (B B[ CnpaBovHuk OpraHusauum)
Nonb30BaTens, MMEHLLEro MNOSIHOMOYNSI NMPUHATUS PELUEHUsI 3a OTCYTCTBYIOLLErO COTPYAHMKA,
Ha3Ha4MB ero UCMOSHSIOWMM 06A3aHHOCTM U/ LOBEPEHHBLIM JTULIOM.

o B B[ CoBewaHus B «3aBUCLLEM LOKYMEHTE» (UNM B OQHOM M3 MNpencTaBfeHun, BblOenvB
HY>XHbIA OOKYMEHT) HaxaTb Ha NaHenn AeucTBui kHonky [[ononHuTenbHo]:[O6HOBUTHL
OTBETCTBEHHOrO].

B xope BbINOMHEHUs npouenypbl B AOKYMeHTe obHoBnsieTcAa MHGopmaums 06 OTBETCTBEHHOM
3a JOKYMEHT Ha TeKkywen ctagum o00paboTkm [OokymeHTa. B OokymeHTe ¢  napannenbHbiM
cornacoBaHunem, npu pabote cpencTBamun KnveHTa, 6yaeT NpoMCXoanTb 3anpoc: MHAOPMAaLMIO O KaKOM
N3 pPeLeH3eHTOB HY>XHO OOHOBUTL; Nod Beb-MHTepdencom 6yaet obHOBNATLCS MHGOpMauna 060 Bcex
peueH3eHTax. B [OokymeHTe C nocnefgoBaTeflbHbIM — COMNlAaCOBAaHMEM MpoOMCXoauT OBHOBNEHME
NHOpPMaLMM O TEKYLLEM PeLEeH3eHTE.

B pesynbTate npoueaypbl Monb3oBaTenlb, KOTOPOMY ObinuM AenerMpoBaHbl  NOIHOMOYUS
OTCYTCTBYIOLLEro  COTPyAHMKA,  MOMyYuT  yBeJOMIeHMe O  HeobXoaMMOCTU  BbINOSHEHMWs
COOTBETCTBYHOLLMX AEVACTBUIA HAL AOKYMEHTOM U CMOXET BbIHECTU MO HEMY peLLeHue.

V.10. PaboTta c BnoxXeHUsaAMu

|_|O,D,FOTOBI/ITb MaTepuarnbl K coBelwaHnio MOryT:
e OpraHusaTtop (cocTaBuTENb) COBELLAHMSA B MPOLECCe NOArOTOBKM COBELLaHMs (B cTaTyce
«lMogroToBkar).
e OpraHusaTtop/cekpeTapb COBELLaHUSA B 3anfiaHNpPOBaHHOM COBeLLlaHUK (B cTaTyce
«3annaHupoBaHo» U «[poBegeHo»), a Takke B NpoLecce NpoBedeHUs coBellaHus (B cTatyce
«B npouecce»).
o Cornacywuwme n YTeepxxgatowun (npegcepartens) COBELLAHUS B npoLecce
cornacoBaHusi/yTBEPXXOEHUSA COBELLAHNSI COOTBETCTBEHHO.
e YYyacTHMKM COBELL@HUS NPV MONTyYeHUN MpUrnalleHns Ha CoBELLAHNE.
B0o3MOXXHOCTb MOArOTOBKM MaTepuarnoB K COBELLAHMIO y4aCcTHUKaMM COBELLAHWSA (a Takke
COImnacylLLMM 1 YTBEPXKAAIOLMM) YKa3blBAeTCH B KAPTOYKE COBELLAHMS.

Ytobbl 006aBUTL BNOXEHNE B KapTO4KYy OOKYMEHTa, HY>XKHO!:

1. TlepenTtun Ha BkNagky Mamepuanbi k cogewjaHuro (Npu paboTe C KAPTOYKOW COBELLAHNSA) NNn
lMpomokos (npu paboTte ¢ KapTOYKOWM NPOTOKONA).

2. Haxatb kHonKy = ([o6aBuTb]) Ha NaHenu obnacTn BNOXeHn KapTodku (PucyHok 19).

Mosecrka | Yuactuuru | Matepqons: k :onnultmmn| Aswkenue goxymenTa | Pacconka | Aociyn | CEASAHMLIE AOKYMEHTE | WCTopHs pegarTup)

-

L o ! ‘=
i 1 o ‘n'Bm D
Hanmanosaraie gains Paounpemms Paswep \Beponn Mlavs cosaanwma ABTOD Kommesrapnit

COACPMAHAE ROKYMENTS 22K
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PucyHok 19. O6nacTb BNoXeHU KapTO4KU AOKYMEHTa B KIUeHTe
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3. 3anonHuTb Nnons oTKpbIBLLenca dopmbl fobaBneHns BnoxeHns (PncyHok 20):

¢ B none McmouHuk ykasaTb C NOMOLLLIO NepekntoyaTens, otkyaa oyget gobasneH dann
— C nokanbHoro aucka wnu u3 B WabnoHbl, nnMbo oTCkaHMpOBaTb WMEHLMINCS
GyMakHbI opurnHan AOKyMeHTa, BblOpaB B KavyecTBe UCTOYHUKa CkaHep.

e Bnone Tun Bbl6paTb C NMOMOLLIbKO KHOMKK 1 TN BNOXXEHUA.

e B none ®ain HaxaTb KHOMKY | 1 BblOpaTb dann ¢ nokanbHOro Amcka unum wabnoH
(B 3aBMCMMOCTM OT BbliGpaHHOro 3Ha4yeHusa B none McmoyvHuk). MoxHo gobasutb dann,

npeaBapuTenbHO  CKOMMPOBaHHbIN B Bydhep obmeHa, C MNOMOLLBI  KHOMKK |
(HegocTynHo Ans BebG-nHdepdenca). Yaanute 4oOaBnNeHHbIN dann MOXHO C MOMOLLbIO

KHOMKN y

e [lone HaseaHue 3anonHseTcda aBTomaTuyeckm nocrne Bblbopa danna. [lpu
Heo6Xx04MMOCTUN N3MEHUTb Ha3BaHWE.

e [lpn pobaBneHnn matepmanoB coBeLlaHus: ycTaHoBUTbL donar B norne Ko ecem nyHkmam,
€Cnn HyXHo [o6aBuTb (pann KO BCEM MyHKTaM MoOBecTkM. YTobbl [oGaBwutb dhamn K
onpegeneHHbIM nNyHKTaMm MOBECTKU, psSaoM ¢ nonem lyHKkmbl nogecmku HaxaTb KHOMKY

7 Bbl6paTb B OTKpbIBLLEMCA OKHE NYHKTbl MOBECTKN, K KOTOPbIM 6y,qu ,El,06aBJ'IeHO
BIOXeHune.

e [lpn HeobxoamMMocT BBECTM KOMMeHTapuu B none Kommenmapud.
4. HaxaTtb [OK].

KonnyecTtBo CMMBOMOB B HAVMEHOBaHUN BIIOXKEHWS OFPaHNYEHO:

e B Beb-uHTepderice - 195 cumBonos;

e B KNUeHTe - 175 CMMBONOB B aHINUMNCKOW packnagke, 87 CMMBOIIOB B PYCCKOW.
Jonyctumeln pasmep danna BnoxeHNs onpenenseTca HacTpomkaMu TUNOBOro MapLupyTa
06paboTkn AOKyMEHTa.

B pesynbtate BblbpaHHbI bann ByneT gobaBneH B KapTOYKy B yKasaHHYK KaTeropuio (Cm.
PucyHok 19).

NOTHKA 66
¥ Cai



OyHKIHOHATBHBIE MoAcHcTeMbl. COBeIaHusI Paboma c 6azon oannvix

JoBasnenne daince Iz'

HeTouHHE:

" BA "WabnoHe!"

" Crkanep
Tun BnoxeHna ConepXaHWe OoKyMEHTa ‘ ol N
dain
HazsaHuWe
KoMMeHTapKHA

QK OTHEHA

PucyHok 20. ®opma go6aBneHuns dannos

Ecnu npy po6aBneHnn BNoXeHUsi B KapTOYKe COBeLLaHWs Bbin ykasaH NyHKT NOBECTKM, daiin
pobasngaeTcs Ha OpMy AAHHOrO MyHKTa MOBECTKU, @ Takke Ha (POPMY BbICTYMMEHUS MO AaHHOMY
MYHKTY NOBECTKM.

o
B obnacTtb BNOXeHW MOXHO Ao6aBuTb dhann, CKonupoBaHHbIN B Bydep obmeHa, nNo KHomke |_l-
([Aob6aBuTbL U3 6ydepal). laHHOe aencTane HegoCTyNHO Npu paboTte noa Beb-nHTepdencom.

UT0o6bl yoanuTb BNOXEHWE U3 KapTOYKN JOKYMEHTA, HY)XHO BblAeNUTb HEOGX0AUMbIA JOKYMEHT B

obrnactTn BMOXEHWA W HaxaTb KHOMKY = ] ([YmanuTtb]) (cm. PucyHok 19). B oTkpbiBLIEMCS OKHE
NOATBEPAUTL BbIMOSIHEHWE onepauuun.
Monb3oBaTenb MOXET yAanuTb TONbKO Te halinbl BNOXEHUS (a Takke UX BEPCUMU U peaakummn),
KoTopble 6binm nv gobaeBneHsl (M 40 TOro, Kak AOKYMEHT nepenaeTt Ha CnefyroLlyo CTaaumio

06paboTkn). YaanaTe danrnbl BIOXKEHWI B 3aperMcTpUpOBaHHbIX AOKYMEHTax MoxeT AAMUHUCTPATop
CUCTEMBI.

UToObl M3MEHUTb BNOXEHME, HY)XHO BblAENUTb Heobxoaummbin hann B o6nacTn BIOXEHUA U

HaXkaTb KHOIMKY = 4 ([M3meHunTB]) (CcM. PycyHok 19). B Bbinagatowem crnvcke BbibpaTb HeOOGXoauMYHO
onepauio:
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e Co30amb sepcuro, ecnn HeobxoaMMO co3gaTb Bepcuto danna BnoxeHus (npyu paboTe ¢
KapTO4YKOM NpoToKona).

e Co3damb pedakyuro, ecriv Heo6xoAMMO co3aaTb peaakuunio danna Bnoxexus (Npy pabote ¢
KapTO4KoW NpoToKona).

Mpu cosaaHum Bepcun/pedakumMm AoKyMeHTa B OkHe gobaBneHuns Bepcun/pegakumm Heobxoanumo
BblOpaTh UCTOYHUK AobaBneHns daina:

e JlokanbHbIl QUCK — HY)XHO BblOpaTh aln ¢ ykazaHHOro MeCTONONOXEHMS], yKkasaTb
HasBaHWe N BBECTU KOMMEHTapUN.

e Konusi — HyxHO BbIGpaTh haiin, B konum KOToporo yaeT cosgaHa Bepcusi/pegakuus,
yKa3aTb Ha3BaHWe M BBECTU KOMMEHTapUIA, MOCNEe YEero BHECTU U3MEHEHMS B OTKPbIBLUMICS
dann, coxpaHuTb ero 1 3abpatb MU3MEHEHUS BIIOXEHUN B KAPTOYKY AOKYMEHTA MO KHOrKe
[UameHuTb]:[3abpaTb N3MeHeHUss BNoxeHusl] (dobaBneHne Bepcun 1 pegakumm anna
BINOXEHUsI ¢ TUNoM uctovHmka Konust npu pabote noa Be6-uHTEpdEncoM onncaHo B M.
V.10.1 PaboTta c BrnoxeHusimun B Beb-uHTepdence cuctemsl).

e Jlobasumb pedakuyuro u3 obcyxoeHul, eCnn Npu COrnacoBaHUN OOKYMEHTa HeobOXoaAnMo
co3gatb pepakumio charna BnoxeHus (npu pabote C kapToykow npoTtokona). MNpu atom B
OTKPbIBLLEMCS ONANoOroBOM OKHE HY>XHO BblOpaTb COOOLLEHME, N3 BIIOXEHNSA KOTOPOrO HY>XHO
cos3gaTb pedakumo, a 3aTeM OTMETUTb BIIOXEHUS BbIOpPaAHHOTO COOOWEHus anst ux
A06aBnNeHns B KAPTOUKY.

B ananorosom okHe oToBpaxaeTcs nepeyeHb COOBLLIEHNI, AOCTYMHbIX TEKYLLEMY NoMnb30BaTenio.

e Pedakmupoeamb esiOeHue, ecnn HeobxoOAMMO BHECTM W3MEHEHUSI B CO3[aHHYH
Bepcuto/pefakumio BNOXEHUS 00 BblHECEHMS pelueHus. Mpu 3TOM LOKYMEHT OTKpbIBaeTcs B
COOTBETCTBYHOLLEM MPUTOXKEHNM.

e 3abpamb u3MeHeHUSI 8J/10)K€HUsi, eCn HeobXoAMMO COXPaHUTb U MEPEHECTU B KapTOuKy
YacTUYHble W3MEHEHUs, KOoTopble Obinv BbINOMHEHbl B anne BROXEHUs Npu  €ero
pefakTMpoBaHun (pedakTMpoBaHWE BIOXEHWA W nocrnegylolee COXpaHeHUe W3MEHeHWn B
KapTouyKy OOKyMeHTa npu paboTte nog Beb-mHTepdericom onmcaHo B n. V.10.1 Pabota c
BNOXeHUAMU B BEG-nHTEPECe CUCTEMBI).

Utobbl NnpocMoTpeTb (M3MEHUTL) CBOMCTBA A06ABNEHHOIO BROXEHUS (TUM BOXEHWUS, Ha3BaHue,

KOMMEHTapuii) HYXXHO BblAenuTb HEOOXOAMMBIN JOKYMEHT B 06NacTu BROXEHUA N HaXKaTb KHOMKY L ]
([CBoucTRa)).

Monb3oBaTenb MOXET N3MEHUTbL CBOMCTBA TONbKO TeX (DanroB BMOXEHUS (a Takke nx BEpCUn un
pegakuun), kotopble 6birin um gobaBneHbl (M OO TOro, Kak AOKYMEHT NeperaeT Ha CreayoLwyo
cTtagmio obpaboTkn).

UT06bI COXpaHUTL BNOXEHWE Ha XXECTKUN OUCK UNW OPYrON HOCUTENb, HYXXHO B 06nacTu BIIOXeHU

HaXaTb KHOMKY = (ICoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTbL (hannbl ANs1 COXPaAHEHUs, HaxaTb
([OK]) n 3aTtem BbIOpaTb HEOOXOAMMOE MECTOMONOXEHNE, Kyaa ByayT coxpaHeHbl BbibpaHHble hannbl..
=
Uto6bl pacneyartaTh BrOXeHWe, cneayeT BbiAenUTb ero B MPeACTAaBMEHNN N HaXaTb KHOMKY =~
([MeyaTb BnoxeHwus]). laHHoe aencTemMe HeJOCTYNHO Npu paboTe nof Beb6-nHTEepdencom.
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-—

KHonka ([PunbTp]) Ucnonb3yetcs AN U3MEHEHUA OTOOPaKEHUS BIOXEHUN WU COAEPXKMUT
BbiNagaroLLnin CNNCOK:

e Bce — oToGpaxaloTcs Bce BMOXEHNS,
e [locnedHue sepcuu — oTOGpaXalTCsa TONbKO NOCNeAHNE BEPCUM LOKYMEHTOB C peaakumsmu;
e Ucmopus — otobpaxaeTcss UCTOpUsi paboTbl C BNOXEHUSIMW, BKIOYasi yaaneHHble dannbi.

OTKpbITb M MOCMOTPETb BIIOXEHHbIA (hannl MOXHO, BbIMOMHMB [OBOWHOW LLEMYOK MbIUM Ha
COOTBETCTBYIOLLEM hanrne B obnactu BrnoxeHnn. ®ann OygeTt OTKPbIT C NOMOLLLIO COOTBETCTBYHOLLENO
eMy npunoxeHusa (npocmoTp ¢annoB BroXeHun B Beb-uHTepdence onmcaH B n.V.10.1 Pa6ota c
BIOXeEHMAMMU B BED-UHTEpPAENCe CUCTEMBI).

Fat
L

[nsa oTKpbITUA BCeX BMOXEHHbIX annoB cpasy crnegyetT BOCMONb30BaTbCA KHOMKOW
([OTKpbITb Ha npocmoTp]) (cm. PucyHok 19). Bce BnoxeHHble gannbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYHOLMX UM NpUNoXeHnn. [laHHoe aenctemne HegocTynHo npu paboTe nog Be6-nHTepdericom.

V.10.1. PaboTta c BnoxeHnsamu B Be6-nHTepence cuctemMol

[ns npocmoTpa dawnna BrnoxeHus npu paboTe nog BeG-UHTEP(ENCOM HYXXHO LIENKHYTb MO
CCbIfike Ha COOTBEeTCTBYHOLWMIA hann BnoxeHus (PucyHok 21). BbibpaHHbin dann (Hanpumep, dann ¢
pacwupenuem .doc, .XIs n 1.n.) NMBo ckaymBaeTCa Ha NOKanbHbIN OUCK (B MECTOMNOMOXEHWE, YKa3aHHoe
B HacTpomnkax ucrnonb3yemoro 6paysepa), nocne Yero ero MOXXHO OTKPbITb M MPOCMOTPETb C MOMOLLbIO
COOTBETCTBYIOLLErO0 NPUroXeHusi, nuMbo cpasy OTKpPbIBAeTCA C MNOMOLLbIO COOTBETCTBYHOLLErO
npunoxexus (Hanpumep, dannsl n3obpaxeHun Tuna .jpg, .png v T.n.).

_f_{}_, NoBaeuTs 253 M3MEeHUTE ¥ :__ﬂ YOanute f@‘ CoxXpaHWTb " ounetp v G
HawnmeHosBaHue daina PacwmpeHne Pasmep Bepcna Oara cosgaHua ABTOp KomMMeHTapHi
— CopgepxaHne QoKyMEeHTa 23K
| & OopaboTka QoKyMeHTa doox 23K Bepoua 1 02.12.2014 AOmuHucTpatop Cepreit KOMMEHTaPWIA
16:59:14 BnaoumMuposmy

PucyHok 21. Obnactb BNoOXeHU KapTO4KM JOKYMeHTa B Beb-uHTepdeice

[na cosgaHusa Bepcuu Unu pedakuumn danna BroXeHus ¢ TUNoM UctodHuka Konusi npyu pabote
noa Be6-nHTEPdENCOM HYXKHO:

1. BbligenuTb HeobxoauMbIA OKYMEHT B 06nacTu BNOXEHUA N HaXaTb KHOMKY = 4 ([U3meHunTB])
(cm. PucyHok 21).

2. B Bbinagatowem cnucke BbibpaTtb onepaumtio Cozdams eepcuro/Co30amb pedakuyuro.

3. YcTtaHoBUTbL nepekntoyatens MecmoyHuk B 3HaveHne Konusi. BoibpaHHbIN dhann ckaynBaeTcs
Ha nokanbHbIN OUCK (B MECTOMNOMOXEHNe, yka3aHHOe B HAcCTpOMKax ucnons3yemoro 6paysepa),
O 4YeM B OKHe pe[aKkTMpoBaHWs danna nonb3oBaTento otobpaxaeTcss COOTBETCTBYHOLLEE
coobueHne (PucyHok 22).
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4. HeobxoQuMMO BHECTW U3MEHEHUSA B CKayaHHbIM hann, coxpaHuTb ero Ha aucke n [obaBuTb
M3MEHEHHbIN hann B KapTOYKy OOKYMEHTa, BblOpaB ero ¢ nomollibld kHomku [BbiGepuTe
cbann] n Haxas kHonky [OK] (PucyHok 22).

5. I'Ip|/| H806XO,EI,VIMOCTI/I MO>XXHO UBMEHUTb Ha3BaHNE cbal?ma 1N BBECTU KOMMeHTapVIVI.

B pesynbTarte BbIMNOMHEHHbIX OEWCTBUIA COXPaHEHHas BEPCUs UK pedakumnsa dhanna BrnoxXeHns
nobaeutcsa B 0611acTb BIIOXEHUA KapTOYKM OOKYMEHTA.

Ao5aBMTE BEPCHED

HMeTodHuK: NokansHeln OMckK
Konua
Daln 3anyweH Ha CKAaYMBaHWE, OTPEAAKTURYHATE, COXPAHWUTE
WIMEHEHWA HA AWCKE W BNOXKMTE B none $ain

Maiin e .
Buifiepute dain | $alin He swibpad

HazgaHwe

KoMMeHTapWA

Ok OTMEHS

PucyHok 22. lo6aBneHune Bepcumn danna BrnoxeHus B Beb-uHtepdeice

Ona pepaktupoBaHusa gobaBneHHOM pedakuMm unu Bepcum danna BnoxeHust npu paborte nog
BEO-MHTEPEENCOM HYXKHO:

1. Bbigenutb Heobxoaumbl havin B 06racTy BrOXKEHUW U HaxaTb KHOMKY = 4 ([M3meHunTB])
(cm. PucyHok 21).

2. BBbinagatiowem cnucke BblOpaTb Pedakmupoeamb eJsioxeHue. BbiOpaHHbIi  dann
CckaymBaeTCa Ha nokanbHbli AOUCK (B MECTOMOMOXEHWe, yKasaHHOE B  HACTpPOMKax
ncnonb3dyemoro 0Opay3epa), O 4YeM B OKHE pedakTUpoBaHus danna nonb3oBaTesnto
oTobpaxaeTtcs cooTBeTCcTBYOWEee coobueHne (PucyHok 23).

3. Heobxoanmo BHECTU U3MEHEHUSI B CKa4yaHHbIA hann, COXpaHUTb ero Ha Aucke u aobaBuTb
M3MEHEHHbIN ann B KapTOuKy AOKYMeHTa, BbibpaB ero ¢ nomolbld kHoMku [BbiGepute
c¢pann] n Haxas kHorky [OK] (PyucyHok 23).

PenakTWpoBaTe BNOXEHKWA

PeoakTupyeMoe BnomeHwe: Bnowennel.doc Bepcoua 1

$aAN 3anyLWed Ha CKAaYWMBaHWE, OTRSAAKTHRYHTS, COXPaHKUTE
M3IMEHEHWA HA AWMCKE W BAOKWTE B none $ann
©ain _—
Bribepute daiin | Daiin He BrIGpaH

Ok OTMEHA

PucyHok 23. OKHO pefaKTUpOBaHNA BIIOXEHUSA
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B pesynbTaTe BbIMNOMHEHHbIX AEWCTBUN WM3MEHEHHbIM hann BrnoxeHns pobasutca B obnactb
BNOXEHWI KApPTOYKM OOKYMEHTA.

V.11l. CkaHuMpoBaHuWe NOKYMEHTOB

(DyHKLI,VIFl CKaHMpoBaHuA OOCTYyMNHa npu D,O6aBJ'IeHI/1VI BrnioxeHus B PK OOKYMEHTa Mo KHOorke =
([Ao6aBuTb]) (cm. pasgen V.10 PaboTa ¢ BNOXeEHUsIMN).
,D,J'IFI nonyvyeHusa M306pa)KGHVIFI HeO6XOD,|/IMO:
1. Haxatb kHonky ~+ ([[o6aBuTb]) Ha naHenu AeiNCTBUIN 06NaCTN BIIOXEHUI KapTOUKU.
2. BbibpaTtb TN uctoyHnka CkaHep (PucyHok 24).
JoBaenenne dainoe X
HMcTouHne: (" NoxkansHelli auck [T Mo yMmonuaHuwo
" BO "WabnoHw"
* CraHep
Tun BnoxeHua CoaepwaHue OoKyMeHTa | >(
WzobpameHue [ Mokasate awanor ckadepa
[D‘TI’EHKH ceporo (8 Gut] v]
A4 (210 x 297) -
[~ c asyx cropon
CKaHWpoBaTk
CraHep |Car|05c:an LIDE 110 |
HassaHue | |
KoMMeHTapMid
QK OTMEHA
PucyHok 24. NapameTpbl CKaHUpoOBaHUA
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3. WenkHyB no ccoinke CkaHep, BbibpaTb B OKHE «BbiGOp MCTOYHMKa» YCTPOMCTBO M3 cCnucka
AOCTynHbIX B none CkaHep (PyucyHok 25).

Beibop ucTournka &J

MCTounm

'IWAINZ FreelmageSoftware Scanner 2. 1 |
WIA-HP CLJ CM2320 Scan 1.0 (32-32)

l BeiGpats |
l Omvena

PucyHok 25. BbI6op uctouHuka

4. YkasaTb NapameTpbl CKAHNPOBAHUSI.
5. Haxatb kHonky [CkaHunpoBaTtb] (cM. PucyHok 24).
6. [Npun HeobxoaMMOCTU ykasaTb Ha3BaHWE M BBECTM KOMMEHTapUIA B COOTBETCTBYHOLLMX MOMSIX.

B pes3ynbrate BbINOMHEHHbIX AENCTBUA B oOnactb BroXeHuh Oygetr pobaeBneH dhann
C n3obpaxeHnemM OOKyMeHTa.

V.12. Tounck goKymeHTa

V.12.1. MonHOTEeKCTOBLIN NOUCK
UTob6bl OCYyLLEeCTBUTb MOMHOTEKCTOBbIM MOMCK AokymeHToB B B[l CoBewaHus, Heobxoanmo
BbINONIHUTL CreayoLime JeNCTBUS:
1. OtkpbiTb B[l CoBelwaHus.
2. HabpaTtb 3anpoc B NOMCKOBOW CTPOKE M HaxaTb Ha kHonky [HanTu] nnu knasuwy Enter.

B pesynbTate B o6nactv npocmoTpa 6yayT oTobpaxeHbl BCe [OKYMEHTbI, OTBEYaloLLmMe YCNOBUSAM
3anpoca.

[ns ouynctkn pesynbTaToB Noucka HeobxoaumMo HaxaTb Ha KHOMKy [O4YuMcTuUTb pesynbTaThbl]
Ha NaHenwu OencTBUN.

[nsa nepemewleHna pes3ynbTaTtoB MOMCKA MWCMONb3YHOTCSA KHOMKK L]l [Hazap] v [Oanee]

Ha NaHenwu AencTBUN.

V.12.2. PacwmpeHHbIn nouck

[ns paclmpeHHoro nomncka AokymeHTa ¢ ucnonb3oBaHmeM B MNMouck Heob6xoanmo BbIMOMAHUTL
cnefyowime gencTeus:

1. LUlenkHyTb Ha npeacTaBneHmmn Mouck B 06n1acTn HaBuraumm 6a3bl aHHbIX (MNU HaXXaTb KHOMKY

'% ([PacwmpeHHbIn nouck]) Ha MnasHom cTpaHuue), YTobbl oTKpbITh B Mounck.
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o
2. 3anonHuTb NOMs 3anpoca Ha MOUCK OOKYMEHTOB W HaxaTb KHonky % ([Mowmck]), cm.
AokymeHT «Jlornka C3-OC-8-CnyxebHble 6a3bl AaHHbIX».

V.12.3. NMouck B Be6-uHTEphence
UtoObl OCyLlecTBMTb MOUCK AOKYMEHTOB MO krkyeBbiM cnoam B B[l CoBewaHusa B Be6-
nHTepdgence, HEOO6XoANMO BbINONHUTL CReayLwme 4ENCTBUS:

1. OtkpbiTb B CoBelwiaHums.

2. HaxaTb KHOrMKy A= ([Mowuck]) Ha naHenn NHCTPYMEHTOB.
3. OTKpoeTCcs OKHO noucka.

4. Habpatb 3anpoc B MOMCKOBOW CTPOKE M HaxaTb KHOMNKy [Hantu].

B pesynbTate B o6nactu npocmoTtpa 6yayT oTobpaxkeHbl BCe AOKYMEHTbI, OTBEYatoLLMe YCIOBUSIM
3anpoca.

[ns o4ncTkM pesynbTaToB MOMCKa HEOOXOAMMO HaXKaTb KHOMKY @ ([OuncTuTb pesynbrarthbl])
Ha NaHenu gencTeun.

V.13. MeyaTtb No wabnoHy

B B[] CoBewaHus npegycmMoTpeHa BO3MOXHOCTb BbIBOAA Ha NeYaTb Pas3nnyHbIX NevaTHbIX hopmMm,
co3faHHbix B B[l WabnoHbl (MUCTbl pacchifiki U O3HAKOMIEHWs, JIUCTbl COrfacoBaHWs, CAUCOK
YYaCTHUKOB COBELLaHMS, MOBECTKA AHS U NPOTOKON COBELLAHUSA U T.1.).

[ns BbiBOga Ha neyaTb HeobxoaMmom nevaTtHoM POpPMbl HEOBXOOMMO HaXaTb KHOMKY

= (

[MeyaTb]) B kapTouke gokymeHTa u BblbpaTb [[MleyaTb no wabnoHy]:[BbiBecTn Ha 3KpaH] B
BbinagaroLlem cnmcke. B ananorosom okHe «[llevaTb No wabnoHy» BbibpaTh HeO6X0AMMbIN WabnoH Ans
neyaTn N Haxatb KHornky [OK].

V.14. PepakTupoBaHue fOKYMEHTOB

UtoObl OTpegakTMpoBaTb KapTOYKy JOKYMEHTa B ©6a3e AaHHbIX, HY>XHO:
1. BbibpaTb B OAHOM 13 NpeaCcTaBreHn KapTOYKY HYy)KHOrO JOKYMEHTa.
2.  OTKpbITb €€ Ha NPOCMOTP ABONHbLIM LLETYKOM MbILLW.

3. Haxatb kHonky [PepakTupoBaTb] Ha naHenn AeWCTBUMN N BHECTU HEODXOANMbIE U3MEHEHUS
B MONS KapTOUKN.

4. CoxpaHUTb MHPOPMALMIO M 3aKPbITb KAPTOUKY.
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V.15. YaaneHue AOKYMeHTOB

BoaMOXHOCTb yoaneHna JOKYMEHTOB U3 0a3bl AaHHbIX onpegenaeTca npaBamMmun goctyna
noJib3oBaTes4.

YUT06bl yaanuTb AOKYMEHT 13 6a3bl AaHHbIX, HYXXHO:
1. OTKpbITb B O4HOM M3 NPEACTABNEHNIN KAPTOYKY HY>KHOTO JOKYMEHTA.

2. HaxaTb Ha 3Ha4yoK KOp3MHbl B MpaBOW 4YacTW MNaHenn OEeNCTBUM KapTOYKM [AOKYMEHTa u
NOATBEPAUTL BbINOSTHEHWE Onepauun B OKHe C COobLLeHnEM.

Mpn 3TOM JOKYMEHT nomellaeTcsi B KOp3uHy (npeacTtaBrneHve Kopsuna). B 3aronoBok KapTouku

Ao6aBnseTcs Npu3Hak MOMEeLeHUss B KOp3uHy “* 'T, BCE YBEAOMSEHUSI NO [AHHOMY [OOKYMEHTY Y
OTBETCTBEHHbIX COTPYAHMKOB NepexoasT Ha BKNaaky BbinosHeHHble [naBHoi cTpaHuubl. [Mo
NCTEeYEeHNM BPEMEHMU, YKa3aHHOro B HAacTpolikax 6asbl, yaanseTtcs u3 6a3bl AaHHbIX.

YTo6bbl BOCCTAHOBUTL YyAaneHHbI [AOKYMEHT W3 KOpP3WHbl, HeobxoAMMO OTMEeTUTb ero B
npeactasneHun Kop3una v HaxxaTb KHornky [BoccTtaHOBUTB].

I'Ip|/| yoaneHnn B KOp3nMHy OKYMEHTOB aBTOMATUYECKN yOoanAaoTCA CBA3KM yaaneHHbIX JOKYMEHTOB.
I'Ip|/| BOCCTaHOBITEHUN OOKYMEHTa U3 KOP3UHbI CBA3KU HE BOCCTAaHaBIINBAKOTCA.

V.16. CBA3bIiBaHMe AOKYMEHTOB U nob6aBneHne BHELWHUX CCbINIOK B KapTO4Ky

B B[] CoBelwaHusa npegycMoTpeHa BO3MOXHOCTb yKa3blBaTb CBA3b MeXAy AOKYyMeHTaMu (KOF,EI,a,
HanpuMmep, oanMH OOKYMEHT ABNAeTCA OTBETHbIM UM COMpPOBOAUTESIbHbIM K ,u,pyromy).

Mpy HaNMUMKM y OKYMEHTa CBA3aHHbIX JOKYMEHTOB MUIMN BHELLHUX CCbINTOK B BEPXHEM NIEBOM Yriy
KapTouku fokymeHToB B[] oTobpaxaeTcs npusHak «ECTb CBSA3aHHbIE JOKYMEHTbIY.

MoxHO cBSA3aTb AOKYMeHTbl Mexay cobow npu co3gaHuu, B npouecce obpaboTkn, a Takke
yaanuTb paHee CO3[aHHYH CBA3b.

Mpu co3gaHum CBA3N MeXAy CyLLEeCTBYIOLWMMM JOKYMEHTaMKN cuctema obecrneynBaeT BO3MOXHOCTb
NnpefocTaBreHns 4ocTyna K JOKYMEHTY-OCHOBaHMIO COTPYAHUKAM, UMEIOLLUM JOCTYN K BbiIGpaHHOMY
npv co3gaHum CBSA3M OOKYMEHTY, U Ha06opOT.

Mpwn co3gaHumn HOBOro JOKYMEHTA, CBA3AaHHOIO C CYLLIECTBYIOLLMM, CMCTEMA NpeaocTaBnseT 4OCTyn K
AOKYMEHTY-OCHOBaHWUIO BCeM COTpyAHMKaM, yKasdaHHbIM B Ka4ecTBe y4aCTHMKOB 06paboTkM HOBOTO
CBS13aHHOr0 JOKYMEHTA.

YT106bI CO3aaThb CBA3b B CO30AaHHOM paHee AOKYMEHTE HYXXHO:
1. MMepewnTtun Ha Bknagky Cesi3aHHbIe QOKYMEHMbI.
2. Haxatb kHonky [CBA3aTb] psgom ¢ nonem OcHoeaHue.
3. B nosiBuBLIEMCH Ananore BblbpaTb OpMy AOKYMEHTa-OCHOBaHUA 1 HaxaTb [OK].
4. 3anonHuTb Nons oTKpbiBLIENCS dopMbl « CBA3aTbY:
e B none Tun ces3u ykasaTb TUN CBA3W, BbIOpaB Hy>XHOE 3HayYeHue 13 CrioBaps.

e VYkasaTb napameTpbl NMOMCKa HYXHOrO AOKYMEHTa, 3anofiHMB OAHO wnu Gonee nonen
dopMbl.
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5. Haxatb kHonky [[Tonck] ans novcka JOKyMeHTa Mo yka3aHHbIM napameTpam.

6. BblibpaTtb B cnucke HaMgeHHbIX [OOKYMEHTOB Heobxoaumbid [OkymeHT. [lpyu aTOomM noAg
pesynbTaTaMuM MOWUCKa HarnsgHo oTobpaxaeTcsa nnaHMpyemas CBA3b  Mexay AByMS
OOKyMeHTaMu.

7. Haxatb kHonky [CBA3aTb).

8. B nosBsuBliemcs Auanore npu HeOBXOAMMOCTW CKOPPEKTMpOBaTb CMUCOK COTPYAHMKOB,
NMELLMX AOCTYN K IOKYMEHTY-OCHOBaHMIO, HaxaTtb KHornky [OK].

9. B coobLeHnn 0 ToOM, YTO HEOBXOAMMO 3aHOBO OTKPbITb AOKYMEHT ANnA oToOpaXkeHMs HOBbIX
CBS30K, HaxkaTb kHonky [OK].

Mocne NOBTOPHOroO OTKPLITUSA AOKYMEHTa CCbiflka Ha BblIGpaHHbIN JOKYMEHT oTobpaxaeTcs B none
OcHogaHue TeKyLLero JOKyMeHTa, a cama CBsa3ka ABYyX AOKyMeHTOB dukcupyetcs B B CBaA3ku.

YpaneHune cBA3u:

YT106bl YyOanutb CBA3b MeXAy OOKYMEHTaMU, HYXXHO:

1. OTKpbITb HY>XHbI JOKYMEHT B 0AHOM M3 npeactasneHun B MP.
2. [llepenTtn B pexmm pegakTtnpoBaHus.

3. [llepentn Ha Bknagky Cesi3aHHbIe OOKyMEHMbI.

4

BbibpaTb cBA3aHHbI OOKYMEHT B none OcHoeaHue v HaxaTb PSAOM C MOfeM KHOMKY
[Ypanutb]. Ha akpaHe oTobpaxaeTcs OKHO 3amnpoca Ha noaTteep)aeHue onepauun. Haxatb
kHonky [OK].

BbIbpaHHbIn AoKyMeHT ByaeT yaaneH u3 nons OcHoeaHue TeKyllero AOKyMeHTa, a CBA3Ka ABYX
AOKyMeHTOB yaansietcs u3 b1 CBaA3ku.

Ceaska MoOXeT ObITb aBTOMaTu4eckom B cnyvae co3gaHusa [lpoTokona coBelwjaHus
HenocpeacTBeHHO u3 kapTodkn CoBewaHusi. Co3gaHue CBsI3aHHOrO MpoTokora onmcaHo B n. V.2
CospaHue npoToKona U3 KapTo4ku coBeLLaHus.

B B[ CoBelwaHuna npegycmMoTpeHa BO3MOXHOCTb 406aBNsATb BHELLUHNE CCbISIKM Ha pecypcCbl CeTu
NHTepHeT.

[na nobaBneHns BHELHEN CChISTKN HY>KHO:

1. Mepentu Ha BkNaaky Cesi3aHHbIe OOKyMeHMbI.

2. Haxatb kHonKy [BHewHsa ccbinka] psgom ¢ nonem OcHosaHue.

3. 3anonHnTb Nonga oTKpbIBLLENCS POPMBbI:
e B none Ccbuika ykasaTb agpec pecypca B opmate «http://agpec.qoMeny;
e B none HazeaHue ykasaTb Ha3BaHWe pecypca, KpaTkoe onncaHue.

4. [na coxpaHeHuss BBeAeHHOW unHdopmMauun HaxaTb kHornky [OK]. Bce cBasaHHble BHeLLHUWE
CCbISIKM COXpaHATCA Ha BKNaake B none Cesi3aHHbIe.
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YTtoObl yoanntb BHELWHKK CCbIIKY, HYXHO Ha BKIlagke CesizaHHble aOKyMeHMbI B none
CesizaHHble BbLIOENUTb COOTBETCTBYHOLLYIO CCbIIIKY WU HaXaTb KHOMNKY [Yp,anmb]. nOﬂTBepDMTb
yaaneHune B AnanoroBomMm OKHe.

UTOObl BHECTN M3MEHEHUSA BO BHELLHIOK CCbINKY, HY>XHO Ha BKnagke Cesi3aHHblie OOKyMeHmMbI B
none CesizaHHbIe BLIOENUTL COOTBETCTBYIOLLYH CCbISIKY U HaxaTb kHonky [PemakTupoBatb]. BHecTun
n3MeHeHus U HaxaTb KHorky [OK].

V.17. PaboTta c obcyxxaeHuammn

B03MOXHOCTb C030aHMs CBSA3AHHbIX C AOKYMEHTOM M HE CBSI3aHHbIX (CBOOOAHBLIX) 0OCYXAEHUIA,
OTnpaBka COOOLUEHMSI M3 KapTOYKM [OKYMEHTa ApYromy COTPYAHUMKY, CO3[aB Temy OOCyXAaeHus u
npeaocTaBmB agpecaTy CooOLeHNa OOCTYN K OKYMEHTY Ha YpOBHE 4uTaTtens, onucaHa B LOKYMEHTe
«Jlornka C3[] - OC - 12 — O6eyxaeHus». bl ObcyxaeHua npeacraBnsieT cobon ctaHaapTHbIN hopym
C OPEBOBMAHON CTPYKTYPOW BETOK 06CYyXOEHMS.

V.18. BblHeceHue pelieHnss No AOKYyMeHTaMm B MOYTOBOM KIIMeHTe

Monb3oBaTenb nony4vaeT yBegoMreHme 0 He06XOAMMOCTU BbIHECEHNSI PEeLLEHUsI MO AOKYMEHTY Ha
CMaBHYO CTpaHuuy, a Takke cooblueHne B NoYToBbIN KnNneHT (ecnu B B[] CnpaBOYHMK opraHusaummu
npounsBedeHa HacTponka aybnnpoBaHust coobuieHuin). Takum obpa3om, Nnonb3oBaTerb MOXET BbIHECTH
pelleHne B cUcTemMe UNu HENOCPEACTBEHHO B TeNe NMcbma NoYTOBOro KNEHTa.

Bo3moxHOCTb paboTbl C JOKYMEHTaMM B MOYTOBOM KIMEHTE YCTaHABNMBAETCS B HACTPOMKaX
cooTBeTCTBYIOLWEN 6a3bl AaHHbIX B Bl ABMUHUCTpUpoOBaHue.

B Teme noyTtoBOro coobLieHns ykasaH 3arofioBOK yBeAOMIEeHUs, ChOPMUPOBAHHOIO B CUCTEME,
AobaBneHbl CCbIKM Ha AOKYMEHT B CUCTeMe, B Teno nucbma fobaBneHbl BAOXeHMs 13 obnactu
BINOXEHWN KapToukn gokymeHTa COL (nMmnbo cCbinkM Ha BIOXEHMS), a TaKKe codepxarernbHas 4acTb
AokymeHTta (PucyHok 26).

Tpetye 10 peuoioma THoToXON gwerinmarinm
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BO3MOXHOCTb OTNPaBKN BIIOXEHWI B NUCbME (NMMBO CCbINOK Ha BIOXEHUS), a Takke coaepxaTerbHON
YacTu JOKYMEHTa, yCTaHaBNMBaEeTCsa B HACTPOMKaxX COOTBETCTBYIOLLEN 6a3bl AaHHbIX B B[]
AOQMUHNCTPUpPOBaHHMe.

B Tene nucbma no4toBOro COOOLIEHUS OTOOpaXxkaloTcsl BapuaHTbl PEeLUeHUn B 3aBUCUMOCTU OT
cTtagum obpaboTkm gokymeHTa B CO/.

BapuraHTbl 4OCTYMNHbIX PELLEHMA B NOYTOBOM KNeHTe npmuBeaeHsl B Tabnuue (Tabnuua 10).

Ta6nuua 10. locTynHble BapuaHTbl peLleHU B NOYTOBOM KIIMEHTe

Ctagunsa o6paboTtkm [ocTynHbie KHONKK

Ha cornacoBanun CornaceH

CornaceH ¢ KOMMeHTapusiMm

He cornaceH

Ownbo4HO HanNpaBneHo

Ha nognucanumn MNopanuncatb
OTKNOHUTb

Ha ytBepxaeHun YTBEPANTD
OTKNOHUTL

O3sHakomneHue O3sHakomuncs

BbiHeceHuWe pelleHnin No cnegywmum JOKYMEHTaM He NoadepKMBAETCS B NOYTOBOM KIUEHTE:
o CoBellaHve — YTBEPXKOEHUE;
e [lpoTtokon — lNognucaxwne.

,D,J'IFI BblHECEHUA peleHnAa Nno OOKYMEHTY (COFJ'IaCOBaHI/Ie, noanucaHue, YyTBepXxaeHue,
O3HaKOMJ'IeHVIe) B NOYTOBOM KIMEHTe He0O6X0ANMO BbINOMNHUTL cnepywumne DEencTBuS:

1. OTKpbITb  MOflydEHHOE B  MOYTOBbIA  KIMEHT  coobuleHne O  HeobxogMmocTu
COrnacoBaHUs/NOANUCaHNA/YTBEPXKOEHNA [OOKyMeHTa. B Tene nucbma npeactaBneHbl
BapuaHTbl BbIHECEHUS PELLEHNS, B 3aBMCMMOCTU OT CTagmm obpaboTkm OKyMeHTa.

B obnactn BbiHeceHue peweHul noYToBOro coobLleHns Boldbpatbh BapnaHT peLleHust.
CucTtema 3anpalunmBaeT aBTOpU3aLmio cepBepa, CENN OHa He Obina BbINOSIHEHA paHee.

BeecTn nornH n naporne.

a > w DN

an/l BblHECEHNN peLUeHnA, Tpe6y+ou_|,ero KOMMEHTapuda, BBECTWU TEeKCT KOMMEHTapua B
OTKpbIBLLUEMCHA OKHe.

Bo3moXXHOCTb BBOA KOMMEHTapUs Npu BbIHECEHUU PELLEHUS YCTaHaBNMBaeTCs B HACTporKax
COOTBETCTBYMOLLEN Oa3bl aHHbIX B B[] AGMUHUCTPUpPOBaHue.

6. Nocne noaTBepXaeHNs aBTopu3aLMmn BbIHECEHHOE peLleHne nepeHocutces B CO/.

B pesynbtate B kapTodke pAokymeHTa CO3L B cooTBeTcTByWOLWEN Bule 3adukcnpoBaHoO
BbIHECEHHOE peLleHme No JOKYMEHTY, a Takke BBEAEHHbI KOMMEHTapUA.

Ecnu B HacTtponkax [nasHou cTtpanuubl (6nok Cepeuc ccbinka Mou Hacmpolku, BKnagka
Moyma u yeedomisieHust) ycTaHOBIEH cnar Yeedomsissmb 0 pe3ysibmame 8bINoJIHeHuUs1 delicmeaul
Had OOKyMeHmaMu e fno4yme, TO NOCrfe BbIHECEHUS pELUEHUs B MOYTE COTPYAHMKY, BblHECLUEMY
peLueHne, hopMmpyeTcs MHPOPMALIMOHHOE YBeAOMIIEHNE O pe3yrbTaTe BbiNOMHEHUS 4eNCTBUS.
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Ilpunoscenue. Onucanue nonei

V1. MpunoxeHune. OnucaHne nonen

VI.1.KapTouka coBeLwaHus

Ta6nuua 11. OcHOBHbIE NOJA KaPTOUYKM COBeLLaHUsA

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

Ba)kHo

rlpVI3HaK BaXXHOCTU
AOOKyMEeHTa

yekbokc

JluyHo

MNpusHak, onpegensowmmn,
OyayT nu ucnosHswLwme
00s13aHHOCTU U
[OBEpeHHble nuua
y4YacTHuKoB 06paboTkm
OOKYMEeHTa MMeTb JOCTYN
K A4aHHOMY JOKyMeHTY. 1o
YMOIYaHMIO NPU3HaK
Jlu4HO He nNpocTaBneH.
MpocTaBuTb NpU3HaK
BO3MOXXHO B JOKYMEHTaX,
HaxoAsaLLMXCSA Ha aTane
NoaroTOBKN U Ha
popaboTtke. Ecnu npusHak
NpOCTaBMneH B TUMOBOM
npotecce, B KapTo4ke
OOKyMeHTa HeT
BO3MOXHOCTW €ro CHATb

yekbokc

KoHdpudeHyuanbHoO

MpusHak
KOHUAEHUMaNbLHOCTH
AOKYMeHTa

yekbokc

YcTaHoBKOW/CHATUEM donara

UHgpopmayusi no OoKymeHm

Tema coeewaHus

KpaTkasa xapakrepucTtuka
OOKYyMeHTa

txt

BBogom ¢ knaBmaTypbl Unu
BbIBOPOM M3 CrncKa KroveBbIxX
3HaYEHU C MOMOLLIbIO KHOMKM |-

OpeaHuzamop

HanmeHoBaHue otaena,
OO 1 gOoMKHOCTb
COTPYAHMKA, KOTOPbIN
SIBNSAETCH OpraHM3aTopom
coBewaHud. lNo
yMOM4YaHuo none
cogepxut N0
nonb3oBaTens,
CO37aBLUEro KapTouky

txt

BbiGopoM 13 cripaBoYHMKa C

NMOMOLLbKO KHOMKA Q mnnn BBoOAoOM

C KnaBunaTypbl C BO3SMOXXHOCTbIO
aBTOMaATU4ECKOro KOHTEKCTHOIo
noucka. YganuTtb 3Ha4eHue 3
ChnncKa MOXXHO C NMOMOLLIbIO

KHOMKN >(

Cocmasumernb

PNO ncnonHutensa
OOKYMEHTa.
OTobpaxaeTtcs npu
cO34aHnM JOKYMEHTa 3a
OpYyroro coTpygHuka
(ykasaHHoOro B norne
OpzaHu3amop)

txt

BbiGopoM 13 crincka kapToyek
COBMELLIEHNSA C NOMOLLbH0 KHOMKM
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Cekpemapsb HaunmeHoBaHune otgena, H txt BbiGopom 13 cnpaBoYHuKa C
®NO n gomkHoCTL . MOMOLLKO KHOMKM - Unn BBOAOM
COTPYAHIka, KOTOpLIN C KnaBuaTypbl C BOSMOXHOCTbIO
ABIIACTCA CEKpETapem aBTOMAaTUYECKOrO KOHTEKCTHOrO
coseLuaHus. Mo noucka. YaanuTtb 3HayeHue u3
ymonatuto none cnmncka MOXHO, NnpeaBapuTenbHO
coaepxut S10 BblENUB €ro, C MOMOLLbIO KHOMKU
nonb3oBaTens, v
CO34aBLUEro KapTo4Ky. '
lMpedcedamenbcmeyrouwuli | HanmeHoBaHue oTaena, 0 txt
PO n fomKHOCTb
COTPYAHWKA, KOTOPbIN
AaBnsieTcs
npeaceaaTenbCTBYIOWUM
(yTBEPXKAAKOWMM)
Tun dokymeHma Yka3blBaeTcs 0 txt lMpocTaBnseTca aBToMaTU4ECKN 1
aBTOMaTUYECKM He NOANEXUT N3MEHEHNI0
nonb3oBaTenem
Cmamyc dokymeHma Tekylee cocTtosiHue 0 txt [MpocTaBnseTcss aBTOMaTUYECKM 1
OOKyMeHTa He NOANEXUT N3MEHEHNIO
nonb3oBaTenem
Hama u epems [aTta v Bpems e} pata | BBECTU HyxHOe 3HaueHue aatol
nposedeHusi nposefeHns coBeLaHns (BpemeHm) ¢ knaBmaTypbl UK
MpodomkumensHocmb MpoaomKnTEeNbHOCTb 0 pata | BblOpaTh 13 KaneHaaps (3ajatk €
COBELLaHNS MOMOLLbHO LLKarbl)
Mecmo npoeedeHus YkasaTb MecTo txt Bbibopom m3 cnucka knioveBblX
nposeaeHnAa coBellaHna 3HaY€eHUI C MOMOLLbIO KHOMKN =
1Ny BBOAOM C KrnaBuaTypbl.
YaanuTb 3HavyeHve 13 cnmcka
MOXXHO, NpeABapuUTenbHO
BblAENUB €ro, C MOMOLLbI KHOMKM
LY
Tun cosewaHus BblGpaTb TN coBeLlaHns H txt BbiGopom m3 cnvcka KnoyeBbix
OpezaH ynpassieHusi YkasaTb opraH H txt 3HAYEHWUI C MOMOLLbK KHOMKN

ynpasneHund

Yaanutb 3Ha4YeHne 13 cnmcka
MOXHO, NpeABapUTeNbHO
BblAENMB €ro, C NOMOLLIbIO KHOMKK

i

Mapamempsbi cogewaHusi
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Ilpunoscenue. Onucanue noneii

Mone

OnucaHue

O/H

Tun

Cnocob 3anonHeHus

NTodmeep:xdeHue yyacmusi

YcTaHoBUTb
nepeknoyartenb

B 3HadeHue Ja/Hem.
[Npn ycTaHoBke
nepeknoyartens B
3HayeHune [a
npurnatleHHble Ha
coBelllaHne COTpYAHWKN
(BHYTPEHHME YHaCTHUKN)
ByayT 0643aHbl NpucnaTb
OTBET C NOATBEPKAEHNEM
CBOEro y4acTtus B
COBeLLaHNW,
Jenermposarb y4actume
UNn O0TKasaTbCs, yKa3as
npuynHy. 3HavyeHue
HacnegyeTtcs

13 MapLupyTa

npKn

BbibpaTb ¢ nomoLLbo
nepeknoyarens

Modzomoeka mamepuasnoe

YcTtaHoBuUTb
nepeknoyartens

B 3HauyeHue fa/Hem. Mpu
yCTaHOBKe
nepeknoyarens B
3HadeHue [a ons
cornacymroLwmx u
yTBEpXaatoLLero (a Takke
ANs y4aCTHUKOB
coBellaHus) 6ygeT
BO3MOXHO fobaBneHune
MaTepuarnoB K COBELLaHWNIo
B npouecce
cornacoBaHus,
yTBepXaeHus (nonyyeHns
npurnaweHui)
COOTBETCTBEHHO

npkn

BbiGpaTh ¢ NOMOLLIbIO
nepeknoyarens

Pezucmpayus
y4YacmHuKoe

YcTaHoBUTL
nepekrn4yarterns B
3HayeHve fa/Hem. NMpwu
yCTaHOBKe
nepekntoyartens B
3HadeHue [Ja cTaHOBMUTCS
BO3MOXXHOW perncrpauus
Y4aCTHMKOB COBELLAHUSA B
npotecce ero
nposeaeHusl. 3HavyeHne
HacrepyeTcs 13
MapLipyTa

npkn

BbIGpaTh ¢ NOMOLLIbIO
nepeknoyartens
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Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnocob 3anonHeHust

dopmMuposams NopyveHusi
M0 MPUHAMbIM PeWeHUsIM

YcTtaHoBUTb
nepeknoyarterns B
HeobxoaMMoe 3HadeHune
(3HaueHwne Hacnenyetcs
13 mapLupyTa):

e 110 8ceM rnyHKmam
nosecmku, 4TobbI Ha
dopme «PelueHune»
dnar dopmuposamsb
nopy4eHusi 6bin
YCTaHOBMEH MO
YMOJ4YaHWIO;

e 110 8bI6PaAHHBLIM
nyHKmMam noeecmeku,
4yTOObI Ha hopme
«PeweHune» cdnar
Popmuposamb
nopy4eHusi He 6bin
YCTaHOBMEH MO
YMOMYaHuio

npKn

BbibpaTb ¢ nomoLLbo
nepeknoyarens

HononHumenbHas uHghopmayus

XXypHan pecucmpauyuu

XKypHan peructpaumu.
OtobpaxaeTcs, ecnv B
TMMOBOM MapLUpyTe
yCTaHoBMeHa
HeobxoauMOoCTb
NpUCBOEHMS
pervcTpaumnoHHOro
HoMepa

txt

Bbl60p0M M3 CNncKa Krnk4eBbliX
3HAYEHMWI C NOMOLLbIO KHOMKM

Hdama pecucmpayuu

HaTa peructpayuu
JokymeHTa. Mo
YMON4YaHu1Io
NnpocTaBnsieTca TekyLas
JaTa B MOMEHT
pernctpaumm

narta

MpocTaBnseTcs aBToMaTUYeCKu B
MOMEHT permcTpaumu

Hama ymeepixdeHus

Hata yTBepxaeHus
JokymeHTa. No
YMOM4YaHuto
npocTaBnsieTcs TekyLias
[aTa B MOMEHT
perncrpaumm

jara

rlpOCTaBJ'IﬂeTCFI aBTomMaTn4eckn B
MOMEHT yTBEepXXAeHUA

lpumeyaHus

TekcT npumMeyaHuns

txt

Beogowm c knasmatypesl

Ta6nuua 12. Monsa Bknagku «BuXXeHUe AOKyMeHTa»

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHus

lponycmumsb
coanacoeaHue

OTMeTUTb HeobX0AUMOCTb
npornycka npoueaypsbl
cornacoBaHus. [loctynHo Ans
penakTUpoBaHUs, ecnu B
HaCTpOWMKax TMNOBOro MapLupyTa
yCTaHOBNeH chnar
Pedakmupoeamb npu3Hak
«lMponycmumb coanacosaHue»

Yyekbokc

YcTaHoBKOW/CHATUEM dhriara
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Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

HN3eewamsb o

M3BeLleHne OTBETCTBEHHOIO B
npoLiecce corrnacoBaHus: o Kaxxaool
peueH3uu (OTBETCTBEHHbIV OyaeT
nonyyaTb YBEAOMIIEHUS O KaXaomn
NOCTYNMBLUEN PELEeH3NM) UK O
nocnedHell peueH3uu
(oTBETCTBEHHbIN NOMYYnT
yBeJOMIEHVE TOMbKO O Camom
nocrnegHen peueHsn B MapLupyTe).
[ocTynHo anst pegakTupoBaHus,
€Ccnn B HaCTpPOMnKax TUMOBOrO
MapLupyTa ycTaHoBneH dnar
Pedakmupoeamb npu3Hak
HN3eewiamb o

npKn

Bbibopom Heobxogumoro
3HaYeHus

Bosepawiamb npu
nepsom
Hecoanacuu

Mpwn ycTaHoBKe donara AOKYMEHT
BO3BpaLLaeTCa UCMOMHUTENIO Ha
AopaboTky nocne nosnyyeHus
nepBoOWn e oTpuUaTeNbHOM
peueH3un (Mpu nocneaoBaTenbHOM
cornacosaHun). Ecnn dpnar He
yCTaHOBMEH, TO AOKYMEHT obonget
BCEX Ha3Ha4YeHHbIX PeLieH3eHTOB
BHE 3aBUCUMOCTU OT peLleHnn
npeabIoyLWnx peueH3eHToB (1 6yayT
y4YTeHbl BCce ux 3amevanus). Mo
YMOM4aHuIo He oTMeYeH. [locTynHo
ANsi peJakTMpoBaHuWs, ecnv B
HaCTpOMKax TMNOBOro MapLupyTa
YyCTaHOBMEH chnar
Pedakmupoeamb npu3Hak
«Bo3epawamb npu nepeom
Hecoanacuuy

yekbokc

YcTaHoBKOW/CHATUEM donara

Pa3pewamsb
nodnucbieamb
JdOKyMeHm ¢
ompuuyamenbHbIMU
euzamu

Mpn ycTaHoBKe dnara npyu Hanuyum
BU3bl «He cornaceH» (nocne
BbIHECEHUSI PELLUEHUS BCEMMU
peleH3eHTamMun) JOKYMEHT nepengeT
Ha cTaguio obpaboTkM 3aMevaHnii, ¢
KOTOPOW MUCMOMNHUTENb BO3BpaLLaeT
AOKYMEHT Ha JopaboTky, nnbo
nepegaet Ha YTBEPXOEHME C
oTpuLaTenbHbIMU BU3aMMU.
JocTyneH ana pegaktuposaHus,
€CNn B HacTpoMKax TUNOBOro
MapLupyTa ycTaHOBMEH dnar
Pedakmupoeamb npu3Hak
«Modnucbieamb AokymeHm ¢
ompuyamenbHbIMU 8U3amMuy»

txt

YcTaHoBKOW/CHATUEM chnara
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
lNponyck Mponyck cornacylowmx, BbIHECLUUX H | yekBokc | YcTaHoBkoW/cHATMEM chnara
coasiacyrouux, pelieHune «CornaceH»/ «CornaceH c
ebIHecWux KOMMEHTapusiM1» Ha npeablayLuei
peuweHue: utepauum corracoBaHus, Ha
- «CoenaceHy, nocrneayoLlmx ntepaumsax
- «CoanaceH ¢ cornacoBaHus (kpome
KOMMeHmapusiMmu» | aBTOMaTU4eCKOro 3aBepLueHus

cornacoBaHus). [loctyneH ans

pefakTupoBaHus, ecnu B

HaCTpOMKax TUMOBOro MapLupyTa

yCTaHOBMEH chnar

Pedakmupoeamb npu3Hak

«lMponyck coenacyrouwux,

ebIHecWux peweHue

«CoenaceH»! «CoanaceH ¢

KOMMeHmapusimu»

COOTBETCTBEHHO
Ucnonb3yembil Mcnonb3yembi TMNOBOW npoLecc e} txt ABTOMaTMYeCKM Npu BbiGOpe
munoeou npoyecc MapLupyTa 06paboTku JOKyMeHTa
Umepayus NTepaunsa cornacosaHus 0 txt ABTOMaTUYECKM NpY CO3aaHnn
coaslacosaHusi uTepaumm cornacoBaHmus
Modzomoeka NHpopmauus o nogrotoske o) txt ABTOMaTUYECKM NPU NOATOTOBKE

OOKYMeHTa OOKYMeHTa
Ha coenacoeaHuu UHdpopmauusa o npouenype o) txt ABTOMaTMYECKM MpU CO34aHUN

COornacoBaHusi JOKyMeHTa 3TanoB COrnacoBaHUsl JOKYMEHTA
Ha ymeepxdeHuu Nudopmauus 06 ytBepxaeHnn 0 txt ABTOMaTMYeckn npu gobasneHnn

OOKYMeHTa COTPYOHWKA B none

lpedcedamenbcmeyrowjull

3annaHupoeaHo WHdopmaums o0 Tom, 4To e} txt ABTOMaTMYECKM NpU nepexone

COBeLLaHne GbINo 3anfaHMpoBaHo, COBELLaHNSA B CTaTYC

a TaKkke 0 NpoBegeHun/oTMeHe «3annaHupoBaHo», «[poBeaeHo»,

COBELLaHNA «OTMeHeHo»
Ta6nuua 13. NMonsa Bknagku «Paccbinika»

Mone OnucaHue O/H | Tun Cnocob 3anonHeHus
c Cncku pacchbInkm ¢ H txt | ABTOMaTUYECKN Npu co3gaHnu
nodmeep)xdeHueM | NOATBEPXAEHUEM O3HAKOMIIEHUS C CMM1CKa pacchIfiku ¢
O3HaKOMJ1€HUsI yka3aHmem gobaBrneHHbIX B CMCOK noaTBEPKAEHNEM O3HAKOMIEHUS

COTPYOHMWKOB, noAapasaesnieHun, rpynn no kHonke [Jo6aBUTb]
UNn BbIOPaHHBLIX CMUCKOB PacChISiKu.
3HaveHue HacnegyeTcs U3
MapLupyTa
K ceedeHuro Cnmckn pacchInkv K CBEAEHUIO C H txt | ABTOMaTM4ecku npu cosgaHnu
ykazaHmem JobaBneHHbIX B CMCOK cnucka paccbifikv Ans CBEAEHUS NO
COTPYAHWKOB, NOApa3aeneHun, rpynn kHonke [[o6aBuThb]
NN BbIGPaAHHbBIX CMIUCKOB PaCCHISIKM.
3HayeHne HacnegyeTcs u3
MapLupyTa
Tabnuua 14. MNonsa Bknagku «CBA3aHHbIe 4OKYMEHTbI»

Mone OnucaHue O/H | Twn Cnocob 3anonHeHus

OcHoegaHue [loKyMeHT-ocHOBaHWe H txt | C nomouybto kHomnkun [CBA3aTh].

YpanuTb 3HaveHue ns cnvcka
MOXHO C MOMOLLbIO KHOMKU
[Yaanutb]

o
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus

CesizaHHbIe CcbInky Ha cBA3aHHbIE JOKYMEHTbI H txt | ABTOMaTM4yeckn npm cosgaHmm
CBSI3aHHOI0 AOKYMEHTA.
C nomoLbio KHoMnkn [BHewHAA
ccbinkal (yaanute/ U3MeHUTb
006aBMNeHHY0 CCbINIKY MOXHO C
nomMoLLblo kHonok [Yaanuts]/
[PegakTupoBatb])

Ta6nuua 15. NMonsa Bknagku «O6cyxaeHne»

Mone OnucaHue O/H Tun Cnoco6 3anosfiHeHnsA
lMopsidkoewili Ne, MHdopmaumst no coobLieHuto, H txt ABTOMaTMYECKM NpK OTNpaBke
Om kozo, Komy, OTMpaBreHHOMY N3 KapTO4KK COOBLLEHNSA N3 KAapPTOUKM
Hama, CoobweHue | noKyMeHTa: NOPsOKOBbLIA HOMEP, JOKYMEHTa C MOMOLLbI0 KHOMKK

aBTop, noriyvartens, AaTa oTnpaBku [AononHuTenbHo]:[OTNpaBUTL
N TEKCT coobLLeHNs coobLeHne] Ha NnaHenu OencTBIN,
a Takke npu co3gaHum
06CyXOEeHUIN N3 KapTOUKK
OOKYMeHTa
Tabnuua 16. MNons Bknapgku «Joctyn»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Yumamenu Cnucok yntaTenei JOKyMeHTa. H txt Bi6opom 13 obuiero cnucka
3HayeHne HacnenyeTcsa U3 COTPYAHMKOB C NMOMOLLIbK KHOMKM
MapLupyTa =, YOanuTb 3Ha4yeHune 13 crnmcka
MOXHO C MOMOLLbIO KHOMKMN X
Tabnuua 17. Nonsa Bknapku «McTtopus peaakTMpoBaHUsA»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Co3zdaHue WHdpopmaums o BpeMmeHu co3gaHus H txt ABTOMaTMYECKM Npu Co3gaHnmn
OOKYMeHTa 1 nonb3oBaTere, (M3MeHeHUKn) LOKyMeHTa
CO34aBLIEM JOKYMEHT
U3meHeHusn UHdopmMaLumsa o Bpemenu H txt
N3MEHEeHNs1 JOKYMeEHTa U
nonb3oBaTtene, U3MeHMBLUEM
OOKYMEHT
VI.2.®opma «[MyHKT noBeCTKMN»
Tabnuua 18. Nonsa dopmbl «[TyHKT noBeCTKU»
Mone OnucaHue O/H Tun Cnoco6 3anosniHeHusA
Howmep Homep nyHKTa noBecTKu 0] txt 3anonHaeTca aBToMaTU4ecKu
Bonpoc dns Yka3aTtb Bonpoc ansa obcyxaeHumsa | O txt Beogom c knasuatypbl nnu
ob6cyxoeHust BbIGOPOM M3 Cnucka Krto4eBbIX

3Ha4YeHUN C MOMOLLbIO KHOMKM

=, YaanuTb 3Ha4YeHne n3
CnnckKka MOXXHO C NMOMOLLIbIO

KHOMKN y
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

Hoknadyuk YkasaTb goknagumka 0] txt Bbibopom 13 cnpaBoYHuKa ¢
MOMOLLbIO KHOMKM & v
BBOJOM C KrnaBuaTypbl C
BO3MOXXHOCTbH
aBTOMaTUYECKOro KOHTEKCTHOIO
rnoucka. YoanuTb 3HauyeHue n3
CrMcKka MOXHO C MOMOLLbIO
KHOMKN X

O6wasn O0wasn NpoAoMKNTENBHOCTL (0] yncno YKasbiBaeTcs aBToMaTU4eCcKu

npodo/mKumMesIbHOCMb | COBELLaHUS B MUHYTax (n3 nons

coesewaHus lpodomkumenbHocmb
KapTO4KM COBELLAHNS)

Ocmasuweecst spems OcraBLueecs Bpems CoBeLLaHus (0] yucno YKa3blBaeTcsi aBToOMaTUYeCcKu

B MUHYTax (BblUMCHISIETCA UCXOAS U3

o6LLel NPoACIMKUTENBHOCTH
COBELLaHNs U BpeMeHU
[AOKINaaoB Mo NyHKTam
NMOBECTKN)

Bpewmsi doknada (MuH.) | Bpemsa goknaga B MUHyTax O 4ynucno Bsogowm c knasmatypbl

HocmyneHn monbko YKkaszaTb, JOIMKEH N NYHKT H yekbokc | YcTaHoBkow/cHATMEM dnara

y4YacmHukam NMOBECTKM OblTb JOCTYMNEH TOMbKO

coeeuwjaHus y4YacTHMKaM coBelllaHns

CodepxaHue MaTepuansl coBeLLaHus no H txt ABTOMaTN4ECKM NpU

doKyMeHmMa, MYHKTY NOBECTKU (Mpu nobaBneHMn matepuanos

lNpunoxeHus u [o0aBneHnn BroXXeHUss caMoro COBELLaHNs MO AaHHOMY MYHKTY

conymcmeyoujue AOKYMEHTa — 3HayeHune NMOBECTKM

Mamepuansi CodepxxaHue OOKyMeHmMa, a

npu go6aBneHnn NPUNOXEHNI —
3HayeHue lpunoxeHusi u
conymcmeyroujue
mMamepuarnbi)

V1.3.®opmMa BbiCTynsieHue

Tabnuua 19. Nonsa dopmbl «BbicTynneHne» (npu aobasneHun BoictynneHus)

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Hoknadyuk Copoknagyvk no BbICTYMNEHUIO. 0] txt Bbibopom n3 cnpaBoyHuKa ¢
Mo yMmonyaHuio yka3sbiBaeTcs MOMOLLbHO KHOMKM S
®UO coTpyAHMKa 13 NyHKTa BBOJIOM C KMaBMaTypbl C
NOBECTKKN, MO KOTOPOMY BO3MOXXHOCTbIO
(prKCUpyeTCS BbICTYNNEHNe aBTOMAaTU4YECKOro KOHTEKCTHOrO
noucka. Yoanutb 3Ha4yeHune 13
crnmcka MOXHO C NMOMOLLIbIO
KHOMKM
Kpamkas 3anuco Copepxut nHcdopmarmio o 0] txt BBogom c knaBuaTypbl

doknada

Joknage
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CodepxaHue MaTepuanbl coBeLlaHns no H txt ABTOMATMYECKM NPU HANN4YUK
doKyMeHma, MYHKTY NMOBECTKM (Npwu mMaTepuanoB coBellaHus,
lNpunoxeHus u no6aBneHun BrnoxXeHUs camoro 006aBNeHHbIX MO NYHKTY
conymcmeyroujue OOKYMEeHTa — 3Ha4yeHune MOBECTKW, MO KOTOPOMY
Mamepuansi CodepxxaHue AokyMeHmMa, a co3gaeTcs BbICTYNMeHue, a

npu go6aBneHnn NPUNOXKEHNN —
3HayeHune lMpunoxeHus u
conymcmeyrouwue
Mamepuarnbli)

TaKkKe C MOMOLLbI KHOMKW
B 0GNacTV BNOXEHWIA

Ta6nuua 20. Monsa dopmbl «BbicTynneHune» (npn go6aBneHun Cogoknagumka no BeictynneHuio)

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
Codoknadyuk Copaoknaguuk no BbICTYNNEHNIO ) txt | Boibopom n3 B[l CnpaBo4HuK
opraHusauum unm ns b
BHewHue agpecatbl (YCTaHOBUTb
nepeknyaTernb B Hy)XHOe
3HaYeHne) MOMOLLIbHO KHOMKK
<. unu BBoOM C KnaBuaTypbl C
BO3MOXHOCTbH) aBTOMAaTUYECKOro
KOHTEKCTHOro Noucka. Yoanurb
3Ha4YeHMe U3 Cnucka MoXxHoO ¢
MOMOLLIbHO KHOMKM X
Kpamkas 3anucb Copaepxut nicdopmManmio o goknage O txt | BBogom c knaBmatypsbl
doknada
Vi.4.®opma «Ocoboe MHeHUue»
Tabnuua 21. NMNons copmbl «Ocoboe MHEHUEN
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
YyacmHuk ¢ YKasaTb y4acTHuMKa ¢ 0CobbIM 0] txt Bbibopom 13 cnpaBoYHmKa ¢
C KnaBuaTypbl C BO3MOXHOCTbIO
aBTOMaTUYECKOrO0 KOHTEKCTHOrO
noucka. YganuTb 3HayeHne 13
CMMCKa MOXHO C MOMOLLbIO
KHOMKM X
OnucaHue BBecTn onucaHve 0] txt Beogom c knasuaTypbl
Bknro4umsb e Mpu ycTtaHoBneHHoM conare ocoboe H YyekboKkc | YcTaHoBKOW/CHATUEM donara
npomokoin MHeHune bygeT oTobpaxaTbCs B
ne4yaTtHom ¢popme npoTokosa B
NpvBsi3Ke K NYHKTY NOBECTKM
VI.5.Popma «PelueHue»
Tabnuua 22. MNons cdopmbl «PelieHne»
Mone | Onucanue | OH | Tun | Cnoco6 3anonHeHus

v Cai
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
dopmupoeams | YcTaHOBUTL dnar, ecriv no gaHHOMy yekbokc | YCTaHoBKoW/cHATMEM donara
nopy4eHusi NyHKTY peLleHnst Heobxoaumo B

AanbHerwem opMnpoBaTh MOPYHEHUS.
MNpn yctaHoBneHHoM cnare
0bsa3aTenbHbIMN CTaHOBATCS MO
OmeemcmeeHHbIU UucnonHuUmerssb,
CpoK ucrnosiHeHus.
YCTaHOBMEH MO yMOS4YaHUI0, €CNK B
KapTouke OOKyMEeHTa nepeknoyartenb
dopmupocameb nopyveHus rno
MPUHSAMbIM PEeWeHUsIM YCTaHOBIIEH B
3HayeHwve 1o eceM nyHKmam
nosecmku
lpunsimoe YcTtaHoBUTb donar, ecnv peLueHne H yekbokc | YcTaHoBKoW/CHATMEM dnara
peweHue SBNAETCHA MNPUHATBIM peLleHneM
(noctaHoBneHnem) no
COOTBETCTBYHOLLEMY MYHKTY NMOBECTKU
COBELLaHNS
Mynbmunopy4 | YctaHoBuTb donar ecnv Heobxoammo H yekbokC | YcTaHOBKOW/CHATMEM donara
eHue chopMMpoBaThb OTAENBHBIE NOPYYEHNS
HECKOJIbKUM COTpYOHMKaM, yKa3aHHbIM B
none UcnonHumenu
Ome. YKka3aTb OTBETCTBEHHOIO MCMOMHUTENS txt Bbi6opom 13 cnpaBo4HuMKa C
UcnonHumens | no peweHuto. Mpu ycTaHOBNEHHOM MOMOLLbH KHOMKN X nnu
dnare Mynbsmunopy4yeHue none BBOLIOM C KNaBmaTyphbl ¢
CKpbITO BO3MOXHOCTbIO
aBTOMaTUYECKOr0 KOHTEKCTHOIO
noucka. Yganutb 3HadeHue n3
crnmcKa MOXHO,
npegsapuTensHO BblAenmB ero,
C NOMOLLbIO KHOMKN >, MNone
obsa3aTenbHO AN 3anonHeHus,
€Cnu yCcTaHoBIeH cnar
PopmMuposamb NMopyqeHust
UcnonHumenu | YxasaTb UCNONHUTENEN MO PELUEHUIO. H txt Bbibopom n3 cnpaBoyvHuKa ¢
Mone cTtaHoBUTCS 0653aTENBHBIM MPU MOMOLLbHO KHOMKN X nnu
yCTaHOBMNEHHOM chnare BBOZJOM C KNaBnaTtypbi ¢
Mynemunopyyerue BO3MOXHOCTbIO
aBTOMaTUYECKOr0 KOHTEKCTHOIO
noucka. Yoanutb 3HadeHue 13
crnmcKka MOXHO,
npegsapuTenbHO BblAENMB €ro,
C MOMOLLIbIO KHOMKK X
lMonyyamsb HocTtyneH npu yctaHoBke conara H yekbokc | YcTaHoBKoW/cHATMEM chnara
yeedomsieHusi | Popmupoeams nopy4yeHus. o
om YMOMYaHWI0 YCTaHOBIIEH (OTYEThI
coucnonHume | COVCMONHUTENEN HanpaBnsaTCs
neu OTB.MCNONHUTENIO MOPYYEHMS,

Cocrasutento, [NognucaHTty u
KoHTponepy nopyyeHus).

CHaTb chnar, ecnu otyeThl
CouCnonHUTENen OOMKHbI
HanpaBnATbCA ToNbko OTBETCTBEHHOMY
NCMNOMHUTENIO NOPYYeHNs

v Cai
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Tekcm BBecTu TekcT pelweHuns 0] txt BBoaom ¢ knaesuatypbl nnu
peuweHus BbIGOPOM M3 CMUCKA KIMHOYEBbIX

3Ha4YeHUN C MOMOLLbIO KHOMKM
=|. YoanuTb 3HayeHune n3
CMMCKa MOXHO C MOMOLLbIO
KHOMKM X
Ha konmpone | YctaHoBUTb donar, ecrnv Heobxoammo H YekboKC | YcTaHOBKOW/CHATMEM donara
OCYLLECTBMSATb KOHTPONb peLueHus. MNpu
yCTaHOBKe (hnara CTaHOBATCSA
JocTynHbiMu ¢pbnarn Cpok ucrosiHeHUs1
n Konmpounep
Cpok YKkasaTb CPOK MCMONHEHUS peLleHus. H/O HaTta BBecTn HyXHOe 3HadeHue aaThbl
ucnoJsiHeHusi Mone obsi3aTenbHO AN 3anNOfHEHNS, BBOZAOM C KnasuaTypbl Unu
ecnu yctaHosneH gnar Ha koHmporsb BbIOOPOM 13 KaneHaaps
Konmponep HocTyneH npu yctaHoBke ¢hnara Ha (0] txt BbibrpaeTtcsa B ogHOM 13 ABYX
KOHMpoJib. YKka3aTb KOHTpOrepa no CMUCKOB, B 3aBUCUMOCTU OT
peLLeHunto HaCTPOWKMW, 3ajaHHOW B
HacTpoe4yHOM AoKymeHTe B[]
Cosewanue (B B[
AaMuHUcTpUpoBaHue):
e Cnmncok, BKIYaoLWmm
camoro aBsTopa, u
COTPYAOHUKOB, Y KOTOPbIX
aBTop ABnsieTcA
AoBepeHHbIM nuuom/
WCMOSHAIOLWNM
065a3aHHOCTW.
e Cnucok coTpyaHMKOB,
obnagatowmnx 6GusHec-ponbo
KoHTponmpyompi
Hdama BbibpaTtb gaTy 13 kaneHgapsi 0] pata BBecTu HyXHOe 3HayYeHue gathbl
BBOZOM C KnasuaTypbl Unu
BbIGOPOM 13 KaneHaaps
V1.6.KapTouka npoToKona
Ta6nuua 23. OcHOBHbIe nons KapToukun «MpoTokon»
Mone Onucaxue O/H Tun Cnocob 3anonHeHus
Ba)xHo lNpu3Hak BaXXHOCTM AOKYMEHTa H yekbokc | YcTaHoBKow/cHATMEM dnara
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anofiHeHus

JluyHo

MNpunsHak, onpegensowmmn,
OyayT nn ucnonHswLwme
0053aHHOCTM U JOBEPEHHbIE
nMua y4acTHMKOB 00paboTku
OOKYMeHTa MMeTb AOCTYnN K
AaHHOMY JOKyMeHTY. 1o
ymonyaHuio npusHak JIu4Ho He
npocrtaeneH. [pocTaBuTb
NPU3HaK BO3MOXHO B
OOKYMEHTaXx, HaxOAsLMXCH Ha
aTane noaroToBKM U Ha
aopaboTtke. Ecnu npuaHak
NPOCTaBIEH B TUNOBOM
npouecce, B KapTo4vke
OOKYMEHTa HET BO3MOXHOCTM
ero cHATb. MNMpu3Hak umeet
3HayeHue 4na BCEX CTaaun,
Kpome pervctpaumm un
pesepBMpoBaHNs Homepa

yekbokc

KoHgpudeHuyuanbHO

lNpun3Hak koHdMAEHUNANbHOCTH
OOKYMeHTa

yekbokc

UHgpopmayusi no OoKymeHm

y

Tema coeewaHus

KpaTkas xapakTepucTyka
JOKYMeHTa

txt

BBogom ¢ knaBmatypbl Unu
BbIGOPOM M3 Cnuncka KnoyeBbIX
3HAYEeHUM C NOMOLLbIO KHOMKM

Cekpemapsb

HanmeHoBaHue otaena, PO un
OOJDKHOCTb COTPYAHUKA,
KOTOPbIN SABMSAETCA CeKpeTapemM.
Mo ymonyaHuio none coaepxur
OO nonb3oBaTens,
CO34aBLLEro KapToyKy

txt

Beibopom n3 cnpasBo4Huka ¢

NMOMOLLBbIO KHOMKN Q nnnm

BBOZOM C KrnaBuaTypbl C
BO3MOXHOCTbH
aBTOMaTU4eCKOro
KOHTEKCTHOrO noucka. Yaanutb

lpedcedamenbcmeyrowuli

HanmeHoBaHue otgena, PO un
OOIMKHOCTb COTPYAHUKA,
KOTOpbIN aBnsieTcs
npencenaTensCTBYOLWUM
(nognucaHToMm). B cnyyae
NpoTOKONa, CO30aHHOIo 13
KapTOYKM COBELLaHNs,
HacrnegyeTcs U3 KapTOYKn
coBeLllaHns

txt

3Ha4YeHne n3 Crnncka MoxxHo C
NMOMOLLUBI KHOMKA x

Cocmasumernb

®UO necnonHUTEnsa JOKYMeHTa.
OTtobpaxaeTcs npu co3gaHum
OOKyMeHTa 3a Apyroro
COTPYAHMKa (YKa3aHHOro B rnore
Cekpemapsn)

txt

Beibopom 13 cnucka kapTovek
COBMELLIEHNS C MOMOLLbIO
KHOMKMN '+

Tun dokymeHma

Tun gokymeHTa

txt

MpocTaensaeTcs

Cmamyc dokymeHma

TeKyu.l,ee COCTOAHME OOKYMEHTa

txt

aBTOMaTU4ECKN N HE
noanexmT NsSMeHeHUo
nosnb3oBartesiem

Hdama u epems
npoeedeHusi

BbibpaTtb gaty 13 kaneHgaps u
BpeMmsi npoBegeHus. B cnyyae
npoToKona, Co34aHHOro 13
KapTO4KM COBELLaHWS,
HacnegyeTcs 13 KapTodku

coBeLlaHNs

jata

BBecTn HyxHoe 3HaveHue
Oatbl (BpeMeHu) ¢ KnasuaTypbl
unu BolbpaTb U3 KaneHaaps
(3apaTb C NOMOLLBIO LIKarnbI)

o
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Mecmo npoeedeHus YKkasaTb MecTo NpoBeaeHust H txt Beibopom 13 cnucka KnioveBbix
coBewaHus. B cnyyae 3HAYeHWI C NOMOLLbIO KHOMKM
nNpoTokona, Co3AaHHOro 13 “/ UN BBOAOM C KnasmaTtypbl.
KapTo4KK coBeLaHn4, Yaanutb 3Ha4YeHue us cnmcka
HacnenyeTcda n3 KapTo4dku MOXHO, NnpeaBapuUTeribHO
coBeLLaHus BbIENMB €ro, C MOMOLLbIO
kHoMkn . B cnyyae
NpoTOKOIa, CO3AaHHOro 13
KapTO4KM COBELLaHWS,
HacneayTCs U3 KApPTOYKM
COBELLaHNSA
Tun coeewjaHus KonunyecTtBo NUCTOB JOKYMEHTA H txt Beibopom 13 cnucka Knio4veBbix
OpezaH ynpaeneHus YkasaTb opraH ynpasneHus H ixt 3Ha4eHNN C NMOMOLLbIO KHOMKA
=, YaanuTb 3Ha4yeHue n3
crnmcKa MOXHO,
npegBapuTernbHO BblAENWB
€ro, C MOMOLLbIO KHOMKK B
cny4yae npoTtokona,
CO3[,aHHOTIO0 N3 KapTO4KK
COBELLaHNsA, HacneaywTCs 13
KapTO4KM COBELLAHNS
UHgpopmayusi no dokymeHmy
XXypHan pecucmpauyuu XKypHan peructpauuu o) txt BbI6opom n3 cnmcka KnodeBbIxX
3HAYEHMWIN C MOMOLLbIO KHOMKM
Bbi6op moma dena JlocTyneH nonb3osarento ¢ 0 txt Bbibopom 13 cnncka KrnoveBbix
ponbio OTBeTCTBEHHBIH 32 3Ha4YeHUN C MOMOLLLI0 KHOMKMK
BeJIeHUE /1eJ1 “/ LN BBOAOM C KnaBmaTypbl
C BO3MOXHOCTbO
aBTOMaTUYECKOro
KOHTEKCTHOTO noucka. Yaanurb
3Ha4YeHne 13 CnmMcka MOXHO C
NMOMOLLIbIO KHOMKK X
UHOekc dena, WHpekc gena, 3aronoBOK U TOM 0 txt 3anonHsaeTcs aBToMaTU4ECKN
3azonoeok dena, Tom dena | gena BblGpaHHbIM B none Bbi6op
moma desia 3Ha4YeHUEM
Hama pezucmpayuu [ata pervctpaunm JOKyMeHTa. H nata MpocTaBnseTcs
Mo ymonyaHuio npocTaenseTcs aBTOMaTUYECKN B MOMEHT
Tekylas gata B MOMEHT perucTpaunm
permcTpaumm
Hama nodnucaHus [aTa nognucaHua gokymeHTa. H nata MpocTaBnseTcs
Mo ymonyaHuio npoctaBnsieTcst aBTOMaTUYECKN B MOMEHT
Tekylias gata B MOMEHT noanucaHus
nognucaHms
lMpumeyvaHusi TekcT npumMeyaHus H txt Beogom c knasmatypesl
Tabnuua 24. Nonsa Bknagku «[ABukeHNe JOKyMeHTa»
Mone | OnucaHue [OH]| Tun | Cnoco6 3anonHeHus
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

lponycmumsb
coanlacogaHue

OTmeTnTb He06X0ANMOCTb
nponycka npoueaypbl
cornacoBaHus. [JoctynHo ans
pefakTUpOBaHUs!, eCiv B
HaCTpoWKax TUNOBOro MapLupyTa
yCTaHoBMneH dnar
Pedakmupoeamsb npu3Hak
«[lponycmumsb coanacogaHue»

yekbokc

YcTaHoBKOW/CHATUEM donara

N3eewqamb o

M3BeLyeHne OTBETCTBEHHOMO B
npoLecce corrnacoBaHus: o Kaxoou
peyeH3uu (OTBETCTBEHHbIN byaeT
nony4yaTb YBEAOMIIEHUS O KaX4oMn
NOCTYNMBLUEWN PELIEH3NMN) UMK O
nocnedHell peueH3uu
(OTBETCTBEHHBIV NOAYYMT
yBeOMIIEHME TOMBKO O CaMoW
nocnegHen peLeHsnv B MapLipyTe).
[ocTynHo anst pefakTupoBaHus,
€CInun B HacTpoKkax TUNOBOro
MapLupyTa ycTaHoBneH dnar
Pedakmupoeamsb npu3Hak
HN3eewamb o

npKn

Bbibopom Heobxoaumoro
3Ha4YeHunsA

Bosepawiamsb npu
nepeom
Hecoeslacuu

Mpwn ycTaHoBke cbnara AOKYMEHT
BO3BpaLLaeTcs UCMOMHUTENIO Ha
AopaboTKy nocrne nonyyeHus
nepBoOWn e oTpuuaTeNbHOM
peueHsun (Mpu nocneaoBaTeNbHOM
cornacosaHuu). Ecnu donar He
YyCTaHOBIEH, TO AOKYMEHT obonget
BCEX Ha3Ha4YeHHbIX PeLieH3eHTOB
BHE 3aBMCUMOCTM OT peLLEeHUN
npeabIoyLWmx peLeH3eHToB (1 byayT
y4YTeHbl BCe MX 3amedaHus). o
YMOMnYaHuio He oTMedeH. [locTynHo
ANsi peJakTMpoBaHus, ecnv B
HaCTpOMKax TMNOBOro MapLupyTa
yCcTaHOBMEH dnar
Pedakmupoeamb npu3Hak
«Bo3epawiamsb npu nepeom
Hecoanacuu»

yekbokc

YcTaHoBKoW/CHATUEM dhriara

Paspewamsb
nodnucbieamb
0OKyMeHm ¢
ompuuamesnbHbIMU
eusamu

Mpu ycTaHoBKe chnara npy Hanuyuu
BU3bl «He cornaceH» (nocne
BbIHECEHMS PELLEHUS BCEMU
peleH3eHTamMun) JOKYMEHT nepengeT
Ha cTaguio obpaboTkM 3ameyaHni, ¢
KOTOPOW MCNOMHWUTENb BO3BpaLLaeT
OOKYMEHT Ha fopaboTky, nmbo
nepegaet Ha yTBepXOeHue ¢
oTpuLaTenbHbIMU BU3aMMU.
[ocTynHo anst pefakTupoBaHus,
€CInn B HacTpoikax TUMNOBOro
MapLupyTa ycTaHOBNeH dnar
Pedakmupoeamsb npu3Hak
«Modnucbieamb GoKyMeHm ¢
ompuyamesibHbIMU 8U3amu»

txt

YcTaHoBKkoW/cHATUEM dnara
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lNponyck Mponyck cornacylowmx, BbIHECLUMX H | yekBokc | YcTaHoBkoW/cHATMEM chnara
coasiacyrouux, pelieHue «CornaceH»/ «CoanaceH
ebIHecWux C KOMMeHmapusiMu» Ha
peweHue: npeablayLwen ntepauum
- «CoenaceHy, CcornacoBaHus, Ha nocneayLmnx
- «CoanaceH ¢ uTepaumsix cornacoBaHus
KOMMeHmapusimu» | LOKYMEHTOB (KpoMe

aBTOMaTUYECKOro 3aBepLUEeHMS
cornacoBaHus). [loctyneH ans
pefakTMpoBaHus, eCcnv B
HaCTpOMKax TMMOBOro MapLupyTa
yCTaHOBMEH chnar
Pedakmupoeamb npu3Hak
«lMponyck coenacyrouwux,
ebIHecWux peweHue
«CoeanaceH»! «CoanaceH ¢
KOMMeHmapusimu»
COOTBETCTBEHHO
Ucnonb3yemnbil Mcnonb3yembi TMNOBOW npoLecc e} txt ABTOMaTMYeCKM Npu BbiGOpe
munoeou npoyecc MapLupyTa 06paboTku JOKyMeHTa
Umepayus NTepaunsa cornacosaHus 0 txt ABTOMaTUYECKM NpY CO3aaHnn
coanacoeaHus uTepaumm cornacoBaHms
Modzomoeka NHpopmauus o nogrotoske o) txt ABTOMaTUYECKM NPU NOATOTOBKE
OOKYMeHTa JOKYMeHTa
Ha coanacoearuu Wudopmauus o npouenype 0 txt ABTOMAaTMYECKM NPK CO3aaHUM
COrnacoBaHusl JOKyMeHTa 3TanoB COrnacoBaHnsl JOKYMEHTA
Ha nodnucaHuu Nudopmauusa o nognmcaHum 0 txt ABTOMaTMYeckn npu gobasneHnn
AOKYMeHTa COTPYOHWKA B none
lpedcedamenbcmeyrowjull
Ha ucnonHeHuu Wudopmauusa o6 otnpaske 0 txt 3anonHsieTca aBToMaTM4ecku npu
AOKYMEHTa Ha UCMONHEeHWe oTnpaBke MpoToKona Ha
NCMNonHeHne
Ta6nuua 25. NMonsa Bknagkun «McnonHeHue»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Ha koHmposb lMp13HaK NOCTaHOBKM JOKYMEHTa Ha H yekbokc | YcTaHoBKow/cHATUEM hnara
KOHTPOIb
Tun koHmpons Tun koHTpOnA H txt Bbi6opoM 13 crnincka KnoveBsbIX
3HAYEHW C NOMOLLLbIO KHOMKMY
Konmponep ®UO koHTponupytoLLero(mx). H txt Bbibopom mn3 cnncka ¢ MOMOLLbIO
MoxHO BbIGpaTh TONBKO KHOMKU =
COTPYAHUKOB C BU3HEC-PONbIO
KoHTponmpyommi
Ta6nuua 26. NMonsa Bknagkn «OpuruHan»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Homep ak3emnnsipa | Homep ak3emnnsipa JOKYMeHTa H txt BBogom c knaBumaTtypbl
Konuyecmeo KonuyecTBo nMCTOB JOKYMEHTa H/O | uncno | Beogom ¢ knaBuaTyphbl. ABnsieTcs
snucmos o6sa3aTenbHbIM, €Crv B JOKYMEHTE
ycTaHoBneH dnar JJokymeHm
cnuwemcsi 8 desio
asmomamuyecku

Kos-eo nucmoe KonnyecTtBO NUCTOB NPUIOXEHNIA H 4ncro | Beogom C knaBuaTtypsbl

npunoxeHuu

v Cai

93




DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Pa6boma c MHdpopmauus o paboTte H txt ABTOMaTUYECKN NPWU 3anNOSTHEHUN
6yMaXKHbIM C OpUrMHanom JOKyMeHTa dopmbl «PaboTa ¢ JOKYyMEHTOM
opu2uHasiom Ha BymMa)XHOM HocuTeney, a Takke

npv aBTOMaTUYECKOM CMUCAHUM
opvrvHana B gerno
Hokymenm dnar ycTaHOBMNEH B 3aBUCUMOCTHU H | yekbokc | YcTaHoBKoW/CHATMEM chnara
cnuwemcs e desio OT Hanu4uusa chnara B none
aesmomamuyecku AemocnucaHue GOKyMeHmoe
8 des10 TUNOBOrO NpoLecca. Ecnn
B HaCTpoKKax TUMOBOro npoecca
ObIn ycTaHoBneH dnar
Paspewumb usmeHssimb npu3sHak
asmocnucaHusi npu co3daHuu
doKyMeHma, TO aBTOpY JOKYMeHTa
donar goctyneH ans
pegakTupoBaHus
Cnocob docmaseku Cnocob gocTtaBku 4OKYMeEHTa H txt Bbibopom 13 cnncka KroyeBbIX
3HAYEHWI C NOMOLLLbIO KHOMKM
lMpunoxeHus MpunoxeHns K JOKYMEHTY H txt C nomoLbo KHOMKK . N3meHnTb
3HaYeHNe MOXHO,
npenBapuTeNbHO BbIAENNB €r0, C
MOMOLLIbIO KHOMKKM =, YaanuTb
3HaYeHue 13 CNNcka MOXHO,
npenBapuTeNbHO BbIAENNB €r0, C
NMOMOLLbIO KHOMKM X
OmeemcmeeHHbIl PUNO n gomkHocTb oTBeTCTBEHHOro | O/H txt Bbibopom 13 cnpaBo4vHMKa
3a eedeHue den 3a BeJieHve aern, KOTopbl UMeeT COTPYAHUKOB, obnagaroLmx
npaBo NOMECTUTb OpUrnHarn OM3HEC-PONbI0 OTBETCTEEHHEL
OOKyMeHTa B aeno. Asnsaetca 3a BegeHme geJi, C NOMOLLbIO
06s3aTeNbHbIM, €CNU B JOKYMEHTE kHOMkn S urn BEOJOM ©
Ziﬁ:,:%in?agjr HokymeHm KnaBuaTypbl C BO3MOXHOCTbIO
aBTOMAaTUYECKOro KOHTEKCTHOrO
asmomamutecku novcka. MoxeT 3anonHATLCS
aBTOMaTUYECKU COTPYOHUKaMM,
yKasaHHbIMK B kavyectBe OB[l no
BbibpaHHOMY B none MHOekc
dena, 3a2on0eo0k dena, Tom
dena lNynkty HO. Yoanute
3Ha4YeHue 13 CNNCKa MOXHO C
MOMOLLbKO KHOMKM X
Tabnuua 27. NMonsa dopmbl «[TpunoxeHus»

Mone OnucaHue O/H | Twun Cnoco6 3anonHeHus
HaumeHoeaHue HaumeHoBaHMsA NpunoxeHns (o) txt | BBogom c knaBmaTtypbl
Bud npunoxeHusi Bua npunoxenus 0 txt | BblbOpOM U3 cnuncka KnioYeBbIX

3HAYEHWIM C NOMOLLbIO KHOMKM =
Konuyecmeo KonnyecTBo ak3eMnnsipos H txt | BBOOOM C KnaBmaTypbl
NPUNOXeHUs
Ta6bnuua 28. Mona Bknaaku «Paccbinka»
Mone OnucaHue |OH]| Tun | Cnoco6 3anonHeHus
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue noneii

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
(o Cnmckn paccbinky ¢ H txt ABTOMAaTM4ECKN MPU CO34aHNN
nodmeep)xdeHueM | NOATBEPXAEHNEM O3HAKOMITEHMSI C crucKa paccbiSikn ¢
O3HaKOMJIeHUsI yka3aHmem JobaBrneHHbIX B CMCOK NOATBEPKAEHNEM O3HAKOMITEHNS

COTPYAHWKOB, NOApa3aeneHun, rpynn no kHonke [Jo6aBuUTb]
UNu BblGPaHHbIX CMIUCKOB PaCChIKM.
3HayeHne HacnenyeTcs U3
MapLupyTta
K ceedeHuro Cnnckn paccbInky K CBEAEHUIO C H txt ABTOMaTMYECKM MpU CO34aHUU
yKkasaHuem go6aBneHHbIX B CMCOK CMMCKa pacchbInku Ans cBeaeHUs no
COTPYAHWKOB, NOApa3aeneHun, rpynn kHonke [[lo6aBUTb]
UNn BbIOPaHHBIX CMIUCKOB PacChINKu.
3HaveHune HacregyeTcs U3
MapLipyTa
Ta6nuua 29. NMonsa Bknagkn «CBA3aHHbIe AOKYMEHTbI»

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus

OcHoeaHue [lokymeHT-OCHOBaHue H txt | ABTOMaTt4eckn Npu cosgaHum
KapTOYKM AOKYMEHTa Ha OCHOBE
OpYroro AOKYMeHTa.
C nomoubto kHonkn [CBaA3aTb).
Yaanute 3Ha4YeHne u3 cnucka
MO>XHO C MOMOLLIbKO KHOMKU
[Yoanuts]

Cesi3aHHbIe CcbInkn Ha cBA3aHHbIE JOKYMEHTbI H txt | ABTOmMaTU4eCKn Npm co3gaHnm
CBSI3aHHOrO AOKYMEHTA.
C nomolbto kHonkn [BHewHAA
ccbika) (yaanuTts/ M3MeHNUTb
000aBMNEHHYIO CChINIKY MOXHO C
noMoLLblo KHoNok [Yaanuts]/
[PemakTupoBatsb])

Ta6bnuua 30. Nonsa Bknapku «O6cyxaeHne»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lMopsidkoewnili Ne, MHdopmaLms no coobLueHmto, H txt ABTOMaTUYeECKN Npu OTNpaBke
Om kozo, Komy, OTNpaBreHHOMY U3 KaPTOYKU COOOLLEHUA N3 KAPTOUKM
Hama, CoobweHue | noKyMeHTa: NopsaKoBbIA HOMEP, OOKYMEHTa C NMOMOLLIbHO KHOMKM

aBTop, nosiyyartens, AaTa OTnpaBku [QononHuTtenbHo]:[OTnpaBUTbL
M TEKCT coobLLEeHNs coobLeHne] Ha NaHenu AeUCTBUN,
a Takke npu co3gaHum
0BCyXaAeHU N3 KapTOYKK
JOKYMeHTa
Ta6bnuua 31. MNonsa Bknapgku «JocTyn»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Yumamenu Cnuncok untarenern AOKYMeHTa. H txt Bbibopom 13 obLero cnmcka
3HaveHue HacrnegyeTcs U3 COTPYOHWKOB C MOMOLLIbIO KHOMKU
MapLupyTa =, YOanuTb 3Ha4YeHne 13 cnmcka
MOXXHO C MOMOLLbI KHOMKM X
Ta6nuua 32. Monsa Bknagkun «ctopusi pegakTupoBaHUA»

Mone OnucaHwue O/H Tun Cnoco6 3anonHeHuns

Co3zdaHue WHpopmaums o BpeMeHn cos3gaHus H txt ABTOMaTUYECKU NPU CO3A4aHUN
OOKYMEHTa 1 nonb3oBaTere, (M3MeHeHMN) LOKyMeHTa
co3aaBLUeM JOKYMEHT

v Cai
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DyHKINOHAIBbHBIE oAcUucTeMbl. CoBelIaHus

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
U3meHeHusn MHdopmMaumsa o BpemeHu H txt
M3MEHEHNs JOKyMeHTa U
nonb3oBaTtene, U3MeHUBLLEM
AOKYMEHT
VI.7.(popma HOBOro 3Tana cornacoBaHus
Ta6nuua 33. NMona dopmbl «3Tan cornacoBaHUA»
MNone OnucaHue O/H Tun Cnoco6 3anosnHeHus
Tun Tun cornacoBaHus: 0 MK BbI60pOM HY>KHOMO 3HauYeHust
nocnedoeamenbHoe (BblGpaH no
YMOIYaHWIO) UNW napassesnbHoe
HaumeHoeaHue HavmeHoBaHue sTana o) txt Bsogom ¢ knasmatypbl
cornacoBaHus
Cpok Cpok cornacoBaHuns JOKyMeHTa H yncno
coanacosaHusi
Cpok dorn. [ononHUTENbHBIN CPOK H yncno
coanacosaHusi corrmacoBaHusa JoKyMeHTa (nocne
TOro, Kak MCTEK CPOK
cornacosaHus). o ymonyaHutio: 2
Aemomamuyeckoe | [pu ycTaHoBreHHOM donare nocne H | yekBokc | YcTaHoBkoW/cHATMEM dhnara
3aeepweHue NCTeYeHNs JOMNOMHUTENBHOrO Cpoka
COrnacoBaHnsa JOKYMEHT
aBTOMaTM4eckun nepegaeTcs
criegyloLemy no Crmcky
cornacytwoulemy. o ymonyaHuio He
yCTaHOBIEH
Coanacyrowue Cornacytolme gaHHoro atana o) txt Bbi6opoM 13 cripaBoYHuKa ¢

NMOMOLLbKO KHOMKA Q mnnn BBoAOM C

KnaBmaTtypbl C BO3MOXHOCTbH
aBTOMaTU4ECKOIro KOHTEKCTHOIo
noucka. Yganutb 3HavyeHue n3
CNncKa MOXHO, npeaBapuTesibHO
BblAenme ero, C NnoMoLbo

KHOMKN >(
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