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. O 6a3e gaHHbIX

[.1. O6waa nHcdopmauus

Bl O6paweHusa rpaxgaH (Ol nossonsieT noggepxmeaTb paboTy MO YCTHBIM M MUCbMEHHbBIM
obpalleHnaM rpakgaH U KOHTPONMPOBATb UCNOSNTHEHWE PeLUEHUI, NPUHSTBIX NO HAM, B paMKax CUCTEMBI
«Jlornka ECM. C31» (nanee - cuctema).

®PyHKUMOHaNbHble BO3MOXHOCTU B[] O6palueHns rpaxaaH:

Beog vHgopMauum no yCTHbIM U NMUCbMEHHBIM OOpaLLeHnsM rpaxgaH. [pyu 3ToM BO3MOXHO
ncnonb3oBaHve LWAGMOHOB, rOTOBbIX [AOKYMEHTOB, CO3[4aHHbIX B OPYrMX MPUIOXKEHUAX
(MS Word, Excel, PowerPoint u T.4.), a Takke ckaHnpoBaHne OyMaxHOro opurmHana.

XpaHeHne 9neKkTPoHHbIX 00pa3oB  [OOKYMEHTOB OTAENbHO OT CaMWX [OOKYMEHTOB
B[] O6paweHus rpaxxgaH.

lMpoBepka obpalLeHMIn Ha NOBTOPHOCTb.
Pernctpauns nOBTOPHbIX 00paLleHui.

PeFVICTpaLI,VIFI 06paLLl,eHI/1IZ N OTBETOB Ha O6paLLI,eHVIFI C aBTOMaTU4ecKomn Hymepau,meﬂ
OOKYMEHTOB.

PyyHas peructpauns obpalleHnii u 0TBETOB Ha obpalleHusi C BO3MOXHOCTbIO UCMOSNb30BaHUS
0CBOBOXAEHHbIX PErMCTPALMOHHBIX HOMEPOB LJOKYMEHTOB.

Pernctpaunsa npoekToB OTBETOB Ha obpalleHui.

CosfgaHue 3anpocoB No obpalieHusiM, HarpasfsieMblX BO BHELIHWE oOpraHusauuuM Aans
BbISICHEHUS] 06CTOSATENLCTB.

dukcaumsa B cucteMe OTBETOB Ha oTnpaBreHHble 3anpochl.
CornacosaHue 1 noanMcaHne OTBETOB Ha 06pau_|,eHV|9|.

O6paboTka obpallieHnin: oTnpaBka Ha PacCMOTPEHME U UCTOJTHEHME, KOHTPOSb UCMOJTHEHMS,
3aBepLueHne paboTbl No obpaLleHnto.

ABTOMaTU4YECKOE CHATME OBpaLLeHuI C KOHTporns (6e3 yyacTus KOHTpornepa no JOKYMEHTY).

lMomelleHne opurMHanoB obpalleHuii 1 OTBETOB Ha OOpalleHus B Aeno Ha nwobon ctagum
0bpaboTkn gokyMeHTa (mocne ux permcrTpaumm) Kak ¢ ydacTMeM OTBETCTBEHHOrO 3a BedeHue
AENONpoM3BOACTBA COTPYAHMKA, Tak U aBTOMaTUYECKM.

lMomelleHne konui oOpalleHMiA M OTBETOB Ha obOpalweHus B Aeno Ha nwbon crtagum
06paboTkn OKyMeHTa (nocne nx OTNpaBKu N0 MapLUPyTY).

Co3naHne TOMOB Aen npu NMoMeLLeHn OOKYMEHTOB B Aeno (ecnv Ans BbIOpaHHOro nyHkKTa
HOMEHKNATYpPbl AeN HET HN OOHOrO OTKPLITOrO TOMa iena), a Takke 3aKpbiTUe TeKyLlero Toma
(ecnu npu NoMeLLeHNM OKYMEHTa B Aero ykasaHHbI Anst Aena o6bem NMCTOB NPeBbILLIEH).

Co3sfaHue nopy4eHuii no obpalleHmsiM ¢ UCronb3oBaHeM LabroHOB Pe3onioLnii/NopyYeHui.
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° OTI'IpaBKa O6paLLl,eHVIF| Nno CrNMnCKaM paccCblyikKK1, Kak AnAa cBeaeHud, Tak U C noarBep>xXgeHnem
O3HaKOMIeHuA.

e ABTOMaTMYECKOE NOMELLEHNE OOKYMEHTOB Ha onepaTtnBHOE XpaHEHNE.
° an/IHy,EI,VITeJ'IbHOG 3aBepuwieHune npouecca no AoOKyMmeHTam agMUHUCTPaAToOpOM CUCTEMbI.

o [leyaTb KOHTPOMbBHLIX KAPTOYEK M APYrnX nevatHbiXx oopm no wabrnoHam, NogroTOBMEHHbIM B
MS Word.

e [leyaTb WTPMX-KOAOB AOKYMEHTOB KaK Ha MPUHTEPE HaKrneek, Tak U Ha cCaMOM OOKYMEHTe, a
TakKe HaCTPoWMKa aBTOMaTUYECKOM NeYaTu WTpMx-koga Ha obpalleHum (Npu ero perncrpawmn).

e [leyaTb KOHBEPTOB OTBETOB Ha ObpaLleHus.

o BepeHune Heckonbkux B OI' ¢ BO3MOXXHOCTLIO NEPECHINTKN LOKYMEHTOB M3 OAHOM 6a3bl AaHHbIX
B OPYryto.

e [lonCK OOKYMEHTOB.

e Busyanusauusa csasen mexay gokymeHtamu CO[.

[.2. O630p npeacTaBreHun

O6nacTtb HaBuraummn B[] cogepxuT cnegyowme npeacrtaenenuns (Tabnuua 1).

Ta6nuua 1. NMpeacraBneHuna B O6palweHusn rpaxaaH

HavmeHoBaHue OnucaHue
Mos nogmucka OTobGpaxkatoTca JOKYMEHTbI, CTpynnMpoBaHHbIE MO BMAY, Ha cObbITUA No
KOTOpbIM OblNa ycTaHoBMNEHa NOANMCKA TEKYLLUM NOMb30BaTENEM
IMepemucka Cnincok Bcex obpalleHuii, OTBETOB, 3aNpoCoOB 1 OTBETOB Ha 3anpochl,

COCTaBJSALMX NEPENUCKY C Pa3NUYHLIMW OpraHU3aLusMu.

Cnucok ynopsaoyeH No pernctTpaunoHHLIM Homepam obpalleHuii. 3To
npeacTaeneHve yao6HO UCNonb3oBaTh AN BeAeHUs Nepenncku (MoXXHO
NEerko 03HaKOMMUTbLCS C TEKYLLIMM COCTOSIHMEM [€er, MonyyYnB AOCTYN K
JOKYMEeHTaM, NocblIaeMbIM B OpraHv3aumio 1 U3 Hee)

ITo opranu3anuu Cnncok Bcex OKYMEHTOB, CrpyNNUPOBaHHbLINA N0 HAaMMEHOBAHUAM
BHELUHMX OpraHu3aLmmn, oT KOTOPbIX NOCTYNWUY obpaLleHns
B APMe pykoBoauTess [lOKyMeHTbI, KOTOpble NMOMOLLHUK pyKoBOoAUTENs Hanpasun 8 APM
CBOEMY PYKOBOAMTENIO
Oo0pamenus Cnncok obpalleHun rpaxgaH, ynopsgodeHHbln N0 KaTeropysm
ITo Homepy O6palLeHns rpaxgaH, CrpynnmMpoBaHHbIe MO rogy perncrpaumm

AokyMeHTa (mepBblM oTODOpaxkaeTcs Tekywun rog). BHyTpu roga
OOKYMEHTbI COPTUPYKTCA MO YObIBAHWUIO PETMCTPaLMOHHBIX HOMEPOB

ITo crarycy Cnncok Bcex obpalleHuid, crpynnmMpoBaHHbIN MO TEKYLLEMY cTaTycy

ITo Tumy Cnincok Bcex obpalleHui, crpynnmpoBaHHbIX Mo 3Ha4YeHuto nonst Tun
obpaujeHust

ITo BuY Cnncok Bcex obpalleHuid, crpynnmMpoBaHHbIX Mo 3HavYeHuto nons Bud
obpauweHusl

ITo KOppecHoHAEHTY Cnncok Bcex obpalleHui, CrpynnupoBaHHbIX MO 3HAYEHWIO NOfs
KoppecnoHdeHm

I1o moBTOpamM Cnncok NoBTOPHLIX 06paLleHni
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HaumeHoBaHue

OnucaHune

Ilo sxypHanam perucrpauuu

O6palleHns rpaxxaaH, CrpynnMpoBaHHbIe Mo rody pernctpauum
JAOKyMeHTa (nepBbiM oTobpaxkaeTcs Tekywuii rog). BHyTpu roaa
JAOKYMEHTbI CrpynnMpoBaHb! MO XXypHanaM pernctpaumnm BXoaawmx
[AOKYMEHTOB opraHm3aumm

KOHTpOJIb HCIIOJTHCHUA

[oKyMeHTbl, NOCTaBNEHHbIE HA OBLLMIA KOHTPOSb, CrPYNNUPOBaHHbIE MO
rogy (a BHYTpW roga — no gaTe) NCNOoSTHEHWS

OTBeThI

Cnuncok 0TBETOB Ha obpalleHus, ynopsiA0YeHHbIN N0 KaTeropmusim

IIo

HOMepy

OTBeTbl Ha obpalleHuns rpaxkaaH, CrpynnMpoBaHHbIE NO roAy
pervcTpaumm gokymeHTa (nepBbiM oToBpaxaeTcs TekyLmi roq). BHyTpu
roga AOKYMEHTbl COPTUPYIOTCA MO YObIBAHWIO PErNCTPaLMOHHbIX
HOMepoB

Ilo

cTaTrycy

Cnuncok Bcex OTBETOB, CrPYNMMPOBaHHbIN MO TEKYLLEMY CTaTycy

IIo

HCIIOJTHUTECJIIO

Cnuncok Bcex OTBETOB, CprI'II'II/IpOBaHHbIVI no ncnonHuTento
noaroToBJ1IEHHOro OTBETAa

IIo

JKyPHAJIaM perucTpanum

OTBeThbl Ha 06palleHus rpaxaaH, CrpynnuMpoBaHHbIE MO rogy
perucTpaumm JokyMeHTa (MepBbiM 0TOGpaXxaeTcs TeKyLumi roa). BHyTpu
roga AOKYMEHTbI CrpynmnupoBaHbl MO XXypHarnam peructpaumum BXOAAWmnX
JOKYMEHTOB opraHusaumm

M>J10

MepeyeHb JOKYMEHTOB, MOCTYNMBLUMX U oTNpaBneHHbIx no M3MO0.
CofepXX1T NpeAcTaBfeHnsl HU3LWEero YpoBHS

Hocrynusmmue

O6paueHus, noctynmslume no M30, crpynnupoBaHHble Mo cTaTycy

OTnpasJieHHbIE

OTBeTbl Ha obpalleHust, oTnpaeneHHble no M3OO0, crpynnupoBaHHble Mo
agpecaTtam

YepHoBuku

Bce pokymeHThl B cTaTyce «lprem u peructpaumsi», « HepHOBUK».
CrpynnupoBaHbl No BMAYy AOKyMeHTa: Bxoasawmi (cosgaH no M3J0),
obpalleHve, oTBeT Ha obpaleHne

Heo0OpaGoTannasi moura

OTobpaxaloTcs BCce AOKYMEHTbI, MOCTYNMUBLUNE NO 3NEKTPOHHON NoYTe, C
akc-cepsepa unm no MO, u ewwe He npowwewme obpaboTky
areHToM, NpeobpasyoLmMm KOPPEeCnoHAEHLMIO B AOKYMeHTbI B[]
OGpauleHus rpaxaaH

Buigannbie

U3 apxuBa

Cnuncok gen n cooTBETCTBYHOLLMX JOKYMEHTOB B COCTaBe Aerl, MMEIOLLMX
cratyc «BblgaH 13 apxuea» B B[] ApxuBHOe xpaHeHUe

ITo HOMeHKIaTYpe ae

CopoepxuT Bce JOKYMEHThI, CrpynnMpoBaHHbIE N0 HOMEHKNAType Aen

B neje (Onep. xpan.)

OcyuwectBnget nepexoq B b1 OnepaTtuBHOe XpaHeHue

Tlouck

Mcnonb3syeTcs Ang noucka JOKYMeHTOoB ¢ nomolbio B Mouck

IleHTp OoTUETOB

Wcnonbayetcsa ans nepexoga B 6 LleHtp OT4yeTOB

Kop3una OTobpaxatloTcs yaaneHHble u3 6a3sbl JOKYMEHThI

Crnpaska Mcnonb3syeTcsa ang nepexoda K cnpaske no pabote ¢ 6a30M gaHHbIX

O 6aze VMcnonb3yeTcsa ansg nepexofa K OCHOBHOW MHdopmaumm no gaHHon 6ase

AIMHHHCTPHPOBAHUE Vcnonb3yeTca agMMHMCTPATOPOM AN HACTPOVKM 6a3bl AaHHbIX,
KOHTPOMsi CO34aHusA 1 MNEPECHINKN BCEX OCHOBHbIX U CIYXeOHbIX
OOKYMEHTOB, KOHTPOISA Nepefayn AaHHbIX Y apXMBUPOBaHUS
JokymeHToB. CofepXuUT NpeacTaBeHns HA3LIETO YPOBHS

Bce 1o ocHOBHOMY mpoieccy Cnncok Bcex OCHOBHBIX U CMYXeOHbIX JOKYMEHTOB 6a3bl AaHHbIX,

crpynnmpoBaHHbIX MO OCHOBHOMY npoueccy

ToJbKO OCH. Ipouece

CoaepXnT CNMCOK OCHOBHbIX NPOLIECCOB BCEX AOKYMeHToB B[,
ynopsigodeHHbin no UNID gokymeHTa

Ouepens Ha cepB. 00padOTKY

Cnucok OOKyMeHTOB, Haxoaswmxca B ctatyce «ObpabaTbiBaeTcs
cepBepoM»

Kypnaa ommndok

Cnuncok owmnbok npu paboTte ¢ 6a3on AaHHbIX

Bce o gpopme Cnncok BCeX OCHOBHBIX U CITYXeOHbIX AOKYMEHTOB 6a3bl AaHHbIX C
yKa3aHWeM gaTbl, BpEMEHU CO34aHNsA U NMEPECHISTKU, aBTopa U
oTnpaBuTeEns (AN 3anpocoB Ha nepegady). [JLlOkyMeHTbI CrpynnmuMpoBaHbl
Nno HavMeHOBaHW PopMbl

Bce 110 oTBETCTBEHHBIM Cnncok BceX OCHOBHBIX U CITYXeOHbIX JOKYMEHTOB 6a3bl AaHHbIX,

crpynnupoBaHHbix no O oTBeTCTBEHHOIO
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HaumeHoBaHue OnucaHune

IlomeueHHbIe B apXUB Cnuncok AOOKYMEHTOB, NoTeHUMallbHO NOTOBbIX K apXnBNPOBaHUIO

(yROBNETBOPSIIOWMX KPUTEPUSIM apXUBUPOBAHUS, 3ajaHHbIM B
HacTponKkax 6a3sbl JaHHbIX)

[.3. OnucaHue Ncnonb3yeMbiX 3HAYKOB

Kaxabiin gokymeHT B B[l OOpalleHuMsa rpaxgaH NoMe4yaeTcsi 3HaykoMm, oTobpakarowum ero
COCTOSIHME.

Ta6nuua 2. 3Haukm B B[] O6palueHuns rpaxaaH

3Ha4yoK OnucaHue
=) lMopy4yeHune Ha kOHTpoOne
| %] YTBEPXKOEHHOE KOHTPOJIbHOE NOpyYeHne
& [OKYMEHT nocTaBrieH Ha o6LLMIA KOHTPOIb (KpacHbIN Lwap)
& [OKYMEHT CHAT C KOHTPONs (CMHUIA wap)
B [OKYMEeHT oTnpaBneH Ha UCMONTHEeHWe
= Bua pokymeHTta (MMcbmo, 6aHaeporns, e-mail u 1.4.) MoXeT ObITb MoMeYeH NoAoOHbIMU
=) 3Haykamu. Hactponka ocyulectensetca B B[] Cnosapu agMnHMCTPaTopom
=
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Il. HacTponkun 6a3bl AaHHbIX

Hactponkn B[] ObpalueHnsa rpaxgaH npon3BogaTcs B COOTBETCTBYHOLLEM LOKYMEHTE HACTPOEK
B B[] ABMUHUCTpUpoBaHuUe.

[I.1. HacTpouka ypoBHeun goctyna

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

Tabnuua 3. Ponn B Bl

Ponb DYHKUNMU

[Admin] [Mo3BonseT ocyLecTBAATb HACTPONKY NapameTpoB CUCTEMbI (4OCTYN K BoKy
npeacTaBneHnin AIMHUHHCTPUPOBaHKe), MPOCMaTpuBaTb BCe AOKYMEHThI B B,
N3MEHSATb CMUCKM COrNacoBaHNa JOKYMEHTOB, 400aBnATb BNOXEHNS B KAPTOYKN
3aperncTprpoBaHHbIX JOKYMEHTOB

[Process Reader] [aeT npaBo Ha YTeHue Bcex AokymeHToB B[l. [lormkHa oba3aTenbHO ycTaHaBnmMBaTbCA
AN agMUHUCTPaTOPOB

[Process Server] MpepoctaBnsieT JOCTYN KO BCeEM npoueccaM. Ponb JormkHa ObITe yCTaHOBMEHa ANis
aAMUHUCTpaTopa 1 Ansi cepBepa, Ha KOTopoM pacnonioxeHa b1 O

[Install] [aeT npaBo py4yHOro cosfgaHus 93blKOBbIX JOKYMEHTOB B doopme HacTpoek 51 Ol

[Extreme] HocTtyn Ha yTeHue Bcex gokymeHToB. CepBepHas porb

[None] MpepocTaBnseT perncrpaTtopam AOKYMEHTOB NOCIe pernctpaumm BHOCUTb HEKOTOpbIE
N3MEHEeHNs B AOKYMEHT

[ReadIn] [MpegocTaBnsieT NpaBo Ha YTeHue obpalleHuni 1 3anpocoB

[ReadOut] [MpegocTaBnseT Npaso Ha YTEHNE OTBETOB M OTBETOB Ha 3anpochl

[ns koppekTHoW paboTkl nonb3osatenen ¢ b Ol B Tabnuue ynpaBneHnss 4OCTYNOM ANS 3TUX
nonb3oBaTtenen JomkeH 6biTb ycTasneH cnar Create personal folders/views (CosgaHune nMyHbIX
nanok).

[I.2. HacTpounka cBA3en ¢ 6azaMmm AaHHbIX
[ns koppekTHoro dyHkunoHnposauuss b Ol Heobxogmmo HacTpouTb cnyxebHble 6asbl —

B MNapameTpsl, b1 OnpepeneHune npoueccos 1 B[] Penosntopun.

B OnpepeneHue npoueccoB. PekomeHayeMbl AOCTYN MO yMONYaHUiO: Ynrarens. JTa 6asa
AaHHbIX AOIMKHA yCTaHaBNMBaTbLCA Ha cepBep BMECTe C COAePKaLLUMMUCA B HEN AOKYMEHTaMMU.

B0 Peno3utopui. PekomeHgyembli JOCTYN MO yMONYaHuio: Ynrarens. basa AaHHbIX ABnseTca
cnyxebHOM W UCNONb3yeTCs TOMbKO aAMUHUCTPATOPOM cuctemMbl. JTa 6asa AaHHbIX  JOMKHa
yCTaHaBnMBaTbCSA Ha cepBep BMECTE C COAePKaLLMMNCA B HEN JOKYMEHTaMMW.

Ona Hactporkn ceasen B O ¢ apyrumn 6azamu AaHHbIX HY>XHO:
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OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian

Hacmpoiiku 6a3vl 0annbix

1. OtkpbiTe B AamMuHucTpupoBaHue W BblOpaTb npeactaeneHve Hacrpoiiku Moayeii:
Tekyuue HacTpPOKH.

2. BbibpaTb gokymeHT HacTpoek B[l O6palieHns rpaxpaH.

3. [llepentn

Ha BKnagky

Hacmpoiiku B w Haxatb Ha naHenn [OEenCTBUMA  KHOMKY

[PepakTupoBaTthb].

4. 3anonHuTb nonga Bknagakn Hacmpodiku 6] (Tabnuua 4, PucyHok 1).

5. BbInTn u3 pexnma pegaktmpoBaHUs HAaCcTPOEK, HaXxaB KHOMKY [3aKpbITb] HA NaHenNn 4encTBuin
n NnoATBepaAnB HEOBXOAMMOCTb COXPaHeHNs MHAOpMaLnN.

Mpn paboTe 13 KOHTeKCcTa ponn [Install] B dopme HacTpoek B[l OI' otobparkaeTca kHomnka
[Co3paTb A3bIKOBOW OOKYMEHT]. A3bIKOBOW JOKYMEHT SABNSIeTCS Cry)KeOHbIM JOKYMEHTOM,
npegHasHayeHHbIM Ang paboTbl CO CNy>XeOHbIMIU OMOBELLEHVUSIMU CUCTEMBI. S3bIKOBON JOKYMEHT
aBTOMaTUYECKN CO3[aETCA B MpoLecce YCTaHOBKM cucTeMbl. Co3gaHne 13bIKOBOro JOKYMEHTa
BPYYHYIO BbINOSMHSETCA B TOM Criy4ae, ecrniv Bpy4dHyto 6bina cosgaHa 6asa Ha ocHoBaHuM LWabnoHa n3
WHCTannaTopa unu caenada konvsa 6asbl AaHHbIX. B aTom cniyyae 6e3 co3gaHnst A3bIKOBOrO
pokymeHTa B[1 O koppekTHO paboTaTb He ByaerT.

[ns xpaHeHnsa NCTOpUN U3MEHEHMWS MOSeN B KAPTOYKaxX AOKYMEHTOB, a TakkKe AN UCKNI0YEeHNs
nepenonHexus B MpoTokon npegycMoTpeHa nogaepxka Heckonbknx b MpoTokon B ogHoM
KOHdourypauum cuctembl. B gokymeHTax HacTpoek yHKUMoHanbHbIX 6a3 AaHHbIX yKkasblBaeTcs
umeHHo Ta B[] MpoTokon, B koTopon OyaeT NpoTOKONMpoBaThCst paboTa C KapToyKkaMu LOKYMEHTOB.

Ta6nuua 4. NMonsa Bknagku «Hactponku BO»

MNone Onucaxue
lNapamempesi C nNoMoLLbI0 KHOMKM | yKa3aTb COOTBETCTBYHOLLYI0 6a3y AaHHbIX
OnpedeneHue C NoMOLLbIO KHOMKK | yka3aTb COOTBETCTBYHOLLYIO 6a3y AaHHbIX
npoyeccos
Mpomokon f

C NoMoLLbIO KHOMKK yKasaTb COOTBETCTBYIOLLYIO 6a3y AaHHbIX
Tunoesie C NoMOLLbIO KHOMKK | yka3aTb COOTBETCTBYHOLLYIO 6a3y AaHHbIX
Mapwpymbi
AnekmpoHHbIe C noMOLLbIO KHOMKK | yka3aTb COOTBETCTBYHOLLYIO 6a3y AaHHbIX
obpa3sbl

Mapwpym ons
exoodswel noYymsbl

BbiGpaTh MapLpyT aAnst 06paboTky BXOAALLEN NOYTbI U3 CrUCKa BO3MOXHbIX 3HAYEHUIA

HNcnonb3osamb
ons nodnucaHmos

Heobxogumo caoenatb BbIGOP M3 ABYX 3HAYEHWU ANS YCTAHOBKM HAcCTPOMKM Bblbopa
nognucaHta. fenesupoeaHue npegnonaraet BbIOGOP N3 Cnncka COTPYOHWUKOB, ANS
KOTOPbIX COTPYOHWK, 3anONHAWNIA DOPMY MYHKTa Pe30onioLmu, SBNAETCS JOBEPEHHbIM
nMuoM/ UCNOMHAOLWMM 0693aHHOCTU, a Takke COTPYAHUKOB, KOTOPbIM COTPYAHMK,
3anonHaALWmMn dopmy NyHKTa pesonoumn, generMposan cBou NonHoMouns. busHec-porsb
(oTMeyYeH Mo ymonyaHuio) npeanonaraeT BbIOOP M3 CMCKa BCEX COTPYAHWUKOB, MMEHLLIMX
Oun3Hec-ponb NoznucanT

HUcnonb3oeamb
0151 KOHMposepoe

Heobxoaumo caenatb BbIGOP M3 ABYX 3HAYEeHWI AN YCTAaHOBKU HACTPOWKKU Bblbopa
KoHTponupytowero. [enezupoeaHue npegnonaraeTt BbIOOp N3 cnucka COTPYAHUKOB, ANS
KOTOPbLIX COTPYAHUK, 3anONHALWUA PopMy NyHKTa pe3orntoumm, ABNSeTCs AOBEPEHHbIM
nMuoM/ UCNOMHAIOLWMM 0693aHHOCTU, a TakkKe COTPYAHMKOB, KOTOPbIM COTPYAHMK,
3anonHaALWmMn dopmy NyHKTa pesonoumn, genervposan cBou NonHoMouns. busHec-porsb
(oTMeYeH No ymonyaHuio) npegnonaraeT BeIGOp M3 CnMcka BCEX COTPYAHUKOB MMEIOLLNX
6GU13HeC-porb KoHTpoamupyoumi

10




OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian Hacmpoiiku 6a3vl 0annbix

Mone OnucaHue
Pe3onroyus Ecnu gaHHbIn chnar yctaHoBneH, To dnar Ha kohmponb B dopMme AobaBneHns nyHKTa
co3daemcsi pe30ioLUN YCTAaHOBIEH MO YMOMYaHWIO (ANs cO30aHNst KOHTPOSbHbBIX MOPYYEHUIA No
KOHMpObHOLU No OOKYMEHTY).
yMon4aHuro Ecnu xe gaHHbIN onar He ycTaHOBMEH, TO N0 ymMon4yaHuo B hopme fobaBneHns nyHKTa
pesoniounv npusHak Ha KOHMPoJib He CTOUT

Hactpoikkx Bfl {| HacTpoikk apxveMpoBaHxa | Obuwwe HACTpokKK | [lONOSIHMTENbHO

NapameTpel! MNapaMeTpel
Bossl/datatech
Referentybr_orgdir.nsf
40257BEF:001B7E76

OnpeaeneHKe NpoOULECCoE: OnpefeneHHe NPOLECCOE
Bossl/datatech
Referenthbr_procdf.nsf
46257BE8F:001BYDDF

MpoToKon: Bossl/datatech
Referenthbr_log.nsf
46257B8F001ASATC

THNOERIE MApWRYTEL: 4a257BEF: 001BF 281
Referenthbr_config.nsf

SnexTpoHHble 00pasbl 46257B90: 00222019
Referenthbr_files.nsf

MapwpyT ANA BX0AAWER NOYTE MapwpyT Exo0AWKE 00palWeHHA rpaxaad

MenonesoBate ANA NOANHCAHTOE! (e AenerMHpoEaHHe

" BMsHec-ponb

Mocnones0BaTe ANA KOHTRPONEROE: (s AENErMpPOBAHKE

" BHsHec-pone

B PezonwiumWa cosnaeTca KDHTI:II:IJ'II:-HEIH no yMon4YaHKMH

PucyHok 1. Bknagka «Hactpowku B»

[1.3. HacTpouka apxuBmnpoBaHus

B B[] OI' nogaepxuBaeTcsa MexaHM3mM aBTOMaTUYECKOrO apXMBMPOBAHNSA JOKYMEHTOB.

Mon apxvBupoBaHueM noHumaeTcs nepeHoc AokymeHtoB B[l O, a Takke CBA3aHHbIX C HUMMU
3NEeKTPOHHbIX 0bpa3oB, B Modyrnb OnepaTtuBHoe xpaHeHue 1 B[l ApXvB 3NeKTPOHHbIX 0O6pa3oB,
ecnv  [OOKYMEHTbl YyAOBMEeTBOPSAIT OfpedeneHHbIM  YCrOBUAM W HacTpoOMKaM  apXvMBUPOBaHUA.
C onepaTMBHOrO  XpaHeHWss  OOKYMEHTbl  NepefalwTcs  fanee Ha  apXuUBHOE  XpaHeHue
B Modyrb ApxuBHoe XxpaHeHue. [1oKymMeHTbl, nepegaBaemMble B onepatuMBHbli apxvs u3 B[ Or,
nonyyawT crtatyc «Ha onepatuBHOM XxpaHeHuu». CTaTyC CBSA3aHHbIX C AOKYMEHTaMu NOpyyYyeHun He
n3mveHsietcs. BocctaHoBneHne AOOKYMEHTOB M3 onepatmBHoro apxumsa B B[] O B pamkax C3[
He NpefyCMOTPEHO.

NOTHKA 11
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OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian Hacmpoiiku 6a3vl 0annbix

Mogaynb OnepaTMBHOe XpaHeHue npeacTaenseT cobon coBokynHocTb B[l OnepaTnBHOE
XpaHeHue, KoTopas 4OIMKHA XPaHUTb B cebe CCbINKM Ha JOKYMEHTbI, U OAHOW UM HECKOITbKMX
B[l OnepaTMBHOEe XpaHeHNe AOKYMEHTOB, KOTOpPble AO/MKHbI COAepXaTb CaMu AOKYMEHTbI (Mpu
HeobxoQMMOCTM MOXET cyllecTBoBaTb oTaenbHasa b OXA onsa kaxaonm pyHKLMOHanbLHOM 6asbl
AaHHbIX).

[ns nepexoga B B[] OX ucnone3yetcsa npeacrasneHne B gene (omep.xpan.) B 061actn HaBuraumm
B Or.

[1.3.1.NMpaBnna nepeHoca AOKYMEHTOB Ha OnNnepaTUMBHOE XpaHeHue
Mpn nepemeLleHnn gOKyMEHTOB B Moayib OnepaTtMBHOe XpaHeHue cobrnogaeTcsa LenocTHOCTb
CBSI3e apXnBNPYEMbIX JOKYMEHTOB.

MopyyeHnss nepemewatotca B B ApxuB nopyyveHun (B ApXMB 3NMEKTPOHHbIX OOGpa3oB
Nopy4eHun).

HOokymeHTol B B[] OOpalweHna rpaxpaH OOMKHbI nepemewiatbcss B mogynb «OnepaTtmBHoe
XpaHeHue» B Criydae BbINOSIHEHNS CReayroLnx yCroBun:

o Crartyc gokymeHTa «B gene».

e VcTek cpok xpaHeHus (Ans AOKYMEHTOB, N0 KOTOPbIM Bbin NpoLecc 3aBepLlueH NPUHYAUTENBHO
(3aBeplueHne npoueccy NO [AOKYMEHTYy onucaHo B AokymeHTe «Jlormka ECM. C3[ -
PykoBoACTBO agMuHUCTpaToOpa»), YyKasaHHbIi B HACTPOMKaxX apXvMBMPOBaHUS [OOKYMEHTa
HacTpoek B[] Or.

e OpHoepeMeHHO ¢ PK «Ob6palueHne» JomkHbl OblTb apXMBUPOBaHbI BCE:

o PK «OtBeT Ha OI'», cBaAsaHHble ¢ gaHHon PK «O6paweHune» (Bce cBasaHHble PK «OTBeT
Ha Ol» OomkHbl Takke MMeTb cTaTyc «B gene).

o PK «3anpoc», cBazaHHble ¢ gaHHon PK «ObpalleHune».

o PK «OtBeT Ha 3anpoc», cBa3aHHble ¢ gaHHon PK «O6palyeHue.

MomeLlLeHHbIE B AENO KONUK AOKYMeHTa He nepenayT B B[] OnepaTuBHOEe XxpaHeHMe [OKYMEHTOB
(OX[1) po Tex nop, noka He O6yaeT nepemelleH B b1 OX[ opuruHan gokyMeHTa.

Cpok XpaHeHus1 JOKYyMEHTOB 3aaeTcs:

e ans obpalleHnn U OTBETOB Ha obpalleHns — Ha Bknagke Hacmpoliku apxueupoeaHus
AokymeHTa HacTpoek B[] O B B[] AQMUHUCTpUpOBaHue;

e [Ons nopyyeHWn — Ha Bknagke Hacmpoliku apxueupoeaHusi [OKYMEHTa HacTpoek
B NMopyyeHus B B[] AMUHUCTpUpOBaHMe.

Mpun nepexone nokymeHTa B[, OI' Ha onepaTBHOE XpaHeHEe yBeAOMIEHNsS] 06 03HAKOMMNEHUN y
COTPYAHWKOB, KOTOPbIE eLle He 03HAaKOMUITUCh C JIOKYMEHTOM, NepexoasaT B «BbINoNHEeHHbIe».

[1.3.2.HacTponkn apxmBupoBaHus

[lna BbINONHEHUS HaCTpOeK apxXnBnpoBaHUA HYXHO:

NOTHKA 12
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OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian

Hacmpoiiku 6a3vl 0annbix

1. OtkpbiTe B AamuHucTpupoBaHue 1 BblbpaTb npeacTtaBrneHne Hacrpoiika Mmoayeii:
Tekyuue HacTpPOKH.

2. BblbpaTtb gokymeHT HacTpoek B[] O6paweHuMAa rpaxpgaH M HaxaTb Ha MaHenn OencTBUi
KHorky [PepakTupoBaTthb].

3. lepentn Ha BkNagky Hacmpoliku apxueupoeaHusi W 3anofHUTb Heobxoaumble Mons
(PvcyHok 2, Tabnuua 5).

4. BbINTU U3 pexnma peaakTMpOBaHUS HAaCTPOEK, HaxaB KHOMKY [3aKpbITb] Ha NaHenu AencTBun
n NnoATBepaAnB HEOBXOAMMOCTb COXPaHeHNs MHAOpMaLnN.

Ta6nuua 5. NMonsa Bknagku «HacTponkn apxuBupoBaHuAa»

Mone OnucaHue
CpoKu xpaHeHusi YKasaTb CPOKM XpaHeHUs1 obpallleHuin 1 0TBETOB Ha obpalleHus B paboyeli 6aze AaHHbIX
munos (B Hegensx, No ymonyaHuto: 5)
JdoKymeHmMos (e
HedeJtsix)

Cpok nepexoda 8
cmamyc «fomoes kK
criucaHuro e desno»
(8 Hedersix,
cyumaemcsi om
KOHUa cpoKa

YKasaTb KOMYeCTBO HeAerb 40 OKOHYaHUSA CpoKa XpaHeHns JOKYMeHTa, Korga AOKYMEHThI
(no okoH4YaHWIo paboTbl C HUMM) AOMKHBI NEPEXOAnTb B CTaTyC «[0TOB K CMMCaHuio B
aerno» (unu «B gene» npu Hanuuum Npr3Haka nomMeLleHus B geno). o ymonyanwmio: 1.

XpaHeHusl)

CpoK xpaHeHusi YKasaTb CPOKU XpaHEHWUsI JOKYMEHTOB, MO KOTOPbIM Gblfa NPUHYANTENBHO 3aBepLUEHa
3aeepuieHHbIX pabota AOMUHMCTPATOPOM CUCTEMBI, B paboyen 6ase gaHHbIX (B Heaensix)

8PYYHYIO

doKymeHmoe (e

HedeJtsix)

OnepamueHoe C nomoLLbio CTaHAAPTHBLIX AUanoroB ykasaTtb ncrnonb3dyemyto b1 OnepaTtuBHOe XxpaHeHue
XpaHeHue DOKYMEHTOB

JOKyMeHmoe

ApxueHoe C nomoLLbo CTaHOAPTHBIX OUarnoroB ykasaTtb ncnonb3yemyto 5[ ApxMBHOe XxpaHeHue
XpaHeHue DOKYMEHTOB

JOKyMeHmoe

Apxue C nomoLLbio CTaHAapTHLIX AMaroroB ykasaTtb ucrnonb3yemyto B ApxuB nopyyeHumn
«lopy4yeHusi»

Bpewmsi oxxudaHusi
noomeep)x0eHusi 0
docmaeke 3anpoca
(8 OHsix)

YkasaTb BpeMA oXngaHua I'IOD,TBep)Kﬂ,eHVIﬂ O A0CTaBKe 3anpoca (B OHAX, N0 YMOJIYaHUIO!
2)

Bpewmsi oxxudaHusi
noomeep)xoeHusi
06 ycnewHou
apxueauuu (8
OHSIX)

Yka3aTb Bpems oXuaaHusa noaTBepkaeHun o6 yenewHowm apxmeaumm (B HSAX,
no yMOMyaHuio: 2)
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OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian Hacmpoiiku 6a3vl 0annbix

Hactpoikw B ] HacTpoiky apXHEXMpOBaHKMA ‘ ObwKe HACTpOKKK l HoNoONHKUTENBHO ] CKAHWPOE
CpoKW KPAHEHMA THNOB AOKYMEHTOEB (B HEQENAK):

OOpaweHHe;
OTEET Ha ofpalWeHHe; 1

Cpok nepexona & ctatyvc "MToTOE K CAMCAHKMHE B
aeno" (B HEOENAX, CYMTAETCA OT KOHUA CPOKa 1
XPEHEHHAN:

CpoK xXpaHEHHA 3aBEPIWEHHEX BPYYHYH

AOKYMEHTOE: -1
CMnepaTHMEHOE XpaHeHHe OOKYMEHTOE! Bossi/datatech
Referentibr_opStor_docs.nsf y
APXMEHOR XPAHEHHE N OKYMEHTOE ! Boss1/datatech
Referentibr_arcStor_docs.nsf }(
Apxne "MopydeHra™: Bossi/datatech
Referenthbr_a_tasl .nsf }(

BpeMA oXHAaHHA NOATEEPXAEHHA 0 A0CTAEKE 1
sanpoca (B AHAX):

BpeMA oHAaHWA NOATEEPXAEHHA of YoAgWHOR 1
APXHEALMH (B AHAX):

-1

PucyHok 2. Bknagka «Hactpoiika apxuBupoBaHusa»

[1.4. O6Wwme HACTPONKHN

YUToObl BLINONHUTL OBLLME HACTPONKN, HYXKHO:

1.

OtkpbiTe B AaMuHucTpupoBaHue 1 BbibpaTb npeactasneHve Hacrpoiiku Moxyseii:

Tekyuue HacTPOKMH.

BbibpaTtb AokymMeHT HacTpoek B[l O6palueHus rpaxanaH.

Mepentn Ha Bknagky O6wue HacmpoUKu W HaxaTb Ha NaHenn [eNCcTBUA KHOMKY

[PepakTnpoBaTthb].

3anonHnTb nonsa Bknagku O6uwue Hacmpolku (Tabnuua 6, PucyHok 3).

BbIiTM 13 pexxMma peaakTMpoBaHUA HACTPOEK, HaXkaB KHOMKY [3akpbITb] HA NaHenu AenCTBUN

1 NnoaTBepanB HEOOXOAMMOCTbL COXPaHEeHUs MHAOpMaLNN.

Tabnuua 6. Monsa Bknagku «O6wWmMe HaCTPOMKN»

Mone

OnucaHune

Adpec B[]

Beectu c knaBmuatypsl Mail-in uma B[l O, nponvcaHHoe B O6Len AgpecHon kKHure
n B[] CnpaBOYHUK OpraHu3sauum

v ¢
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OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian Hacmpoiiku 6a3vl 0annbix

Mone

OnucaHune

Peaucmpauyus
obpauwjeHul,
nocmynuswux om
op2aHu3auyuli

YcTaHoBUTb donar, ecriv Heob6xoaMMOo permcTpupoBaTth obpalleHust, NoCTynNuBLLNE OT
opraHusauui

Aemomamudecku
neyamame
wmpux-ko0 npu
peaucmpayuu
obpauweHuli

OTmeTuTb HeO6XOLI,I/IMOCTb aBTOMaTUYecKor nevyaTtu LITPUX-KOOa nocne perncrpaunn
obpalueHnin

Anpec BA:

OpraHWIauUm9Kn:

HacTtpoiku B[ ] Hacrpoiikn apxuenposanna | O6ume HacTpoiikn | [ononuutenvHo | CkaHnpoBanue | lewaTe Hakneek 44>

Peructpauns obpalleHni, NocTyNUBILKMY OT .

ABTOMATWHECKM NEYETATE WTPHX-KOA NpW v .
pervcTpaunKn obpalLeHnii:

PucyHok 3. O6wme HacTpounku B[] Ol

[1.5. lononHUTeNbHbIe HACTPOWUKMN

,D,J'IFI BbINOJTHEHUA OONONHUTENTbHbIX HACTPOEK HY>KHO!

1. Otkpbite B AamMuHucTpupoBaHue W1 BbiOpaTb npeactasneHve Hacrpoiiku Moayeii:
Tekyuue HacTpOKH.

2. BbibpaTb gokymeHT HacTpoek B[] Or.

3. [llepentn

Ha BKnagky JonosilHumesnibHO W HaxaTb Ha nNaHenn AOeuCTBUA  KHOMKY

[PepakTnpoBaTthb].

4. 3anonHuTb Nons Bknagku JononHumensHo (Tabnuua 7, PUCYHOK 4).

5. BbINTu u3 pexunma pegaktupoBaH1Us HacTPOeK, HaxkaB KHOMKY [3akpbITb] Ha naHenn encTBum
1 NoATBEPAUB HEOOBXOAMMOCTb COXPaHEeHUs MHAOPMaLNN.

Tabnuua 7. Nona Bknagkun «AononHUTENIbHO»

Mone OnucaHue
Makc. Kkon-eo YKasaTb MakcumaribHOe KONMMYeCcTBO JOKYMEHTOB, OOHOBPEMEHHO (3a OAMH NPOXOA)
obpabambieaeMbix obpabaTtbiBaeMbIx areHToM (No ymonyaxuio: 50)
JOKyMeHmoe
Cnucok donycmumbix | YkasaTb C NOMOLLbIO priaroB TUbl JOKYMEHTOB, C KOTOPbIMU OyAeT ocyLecTBRATLCS

murnoe GoKymMeHmMoe

pabota B B[] Or":
e O6pauweHue,
e Omeem Ha obpaweHue

Bpemsi xpaHeHus
JdoKyMeHmoe 8
KOp3uHe, OHell

YKa3aTb CPOK XpaHEHUS yAaneHHbIX JOKYMEHTOB B KOP3UHE (B AHSX, NO YMOMYaHMIo: 7)

MpedcmaeneHue no
YMO4YaHuro

C nomoLLbio KHOMKM | BbIOpaTb NpeacTaBneHne, kotopoe byget otobpaxarbesi no
yMon4aHuto npu oTkpblTun BL. Yaanuts gobaBneHHoe 3HavyeHue 13 nosisi MOXHO Mo

KHOrMkKe

leyamamb wmpux-
K0d Ha JoKyMeHme

YkasaTb, JOJIKEH MK LUTPUX-KOO 0TOOpakaTbCs B JOKYMEHTE Npu OTNPaBKe ero Ha neyatb

v Cai
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Mone

OnucaHue

Bud wmpux-koda

YkasaTb BUA LUTPUX-KOAa:
e [lonHbii;
o CoKpauwieHHbIl

Ckpbleamb
yOasieHHble 8/10)KeHUs

Mpwn ycTaHoBKe pnara B KapTOYKax JOKYMEHTOB B 0611aCTH BNOXEHWU BOXEHUS HE
yaansTcs, a NpocTo CKpokTca M ByayT AocTynHbl no punebtpy [Uctopusal.

Cpok ucnosnHeHusi
obpauyeHusi, OHell

YkasaTb CPOK UCMONHeHWs1 obpalleHunid (B AHSX, MO yMonyaHuio: 29)

HUcnonbzosamb
@HelWwHee xpaHunuuwe
¢halisioe

YKa3aTb, JOIMKHO 1M UCMONb30BaTLCS BHELLHEE XpaHWUMLLE halinioB Anst XpaHeHUs
BRnoxeHwi. Mpu ycTaHoBke chrara cTaHOBMTCS AOCTYNHbIM NapameTp Kozda
nepemeuwjams paliibl 8 XxpaHunuuje

Koz0a nepemewamb
¢halinbl 8 xpaHunuuwe

OTtobpaxxaeTcsa npn oTMe4YeHHOM none Ucnonb3oeamb eHewHee XxpaHuuuwe ¢ghalisios.
YkasaTb, Kora HyHO nepemellatb hannsl B XxpaHunuie:

e [Ipu co3daHuu esioxeHus1 (Npy 3TOM ykasaTb KONMYECTBO AHEN NOCHe Co3aaHus
BINOXEHWSI, Yepes KOTOpoe BrioXxeHne 6yaeT nepeHeceHo BO BHELLHEE
XpaHunuiie, no ymonyauuio: 30).

o [Ipu nepeHoce Ha onepamueHoOe XpaHeHue.

o [lpu apxusuposaHuu GoKymeHma

MepeHocumsb Ykasatb, criegyeT N NepeHoCUTb BXOASALLYIO PE3OSTIOLMI0 B PE30SToLMM

exo0suwyro paccmaTpuBaloLLmX

pe3osiroyuro

Paspewamsb OTMEeTUTb, HYXXHO 11 paspeLlnTb U3MEHSTb AaTy CHATUSI obpalleHnst ¢ koHTpons. Mpu

usmMeHsimb 0amy
CHsIMus1 obpauweHusi ¢

CHATWMM JOKYMeHTa ¢ koHTponsa (OIN) 6yaeT oTobpaxaTbCcsa AnanoroBoe OKHO Arsi BBOAA
0aTbl N BDEMEHU CHATUS JOKYMEHTa C KOHTPOSIS.

KOHmMpoJsisi

Co3daeamb Ecnu cpnar yctaHoBneH, To B Nopy4eHnn, co3gaHHom no gokymeHty b Or,
asmomamuyecku aBTOMaTUYeCKN ycTaHaBnueaeTcs dnar llepeHocumsb 810)KeHUs1 8 OMeemHbIU
omeemmHblIl dokymeHm. B aToM crniydae npu yTBEPXKAEHUM NOPYYEHWs1, CO3A4aHHOMY MO LOKYMEHTY,
doKyMeHm u3 nonb3oBaTtento 6yaeT Bbi4aH 3anpoc Ha aBTOMaTu4eckoe Co3gaHue OTBeTa Ha
nopy4eHusi obpalleHne

OzpaHu4yumsb docmyn
K 8I10)KeHUsIM

Ykasatb, crieqyeT nu orpaHndnTb JOCTYN K BNoXxeHnsMm. [Npu yctaHoBke donara
none3oBatenu 6yayT umeTb gocTyn B B[] D0 TOMbKO K BIOXEHUSIM TeX AOKYMEHTOB, K
KOTOPbIM OHW UMEIOT JOCTYr

PacnionoxeHue BbiGpaTb cnocob pacnonoxeHns TEKCTOBOW CoaepKaTerbHOW YacTu:
mekcmoseolu e He noka3sbigeamb — TEKCTOBAs coAepXaTerbHas YacTb oTobpaxaTbes He byaerT.
codepxamesibHol o [lokasbieamb Ha eknadke (BblOpaH NO yMOYaHUIO) — TEKCTOBas
HYacmu cogepxarenbHasa YyacTb 6ygeTt oTobpaxaTbCsi Ha BKNaake.
o [lokasbieamb HUXe ceKkyuu «on. uHghopmayusi» — TEKCTOBaAs
cogeparenbHas YacTb 6ygeT otobpaxaTbcs Huxe cekunn «on. nHgopmaumsa»
PacrnionoxeHue BbiGpaTb cnocob pacnonoxeHns o6nacTn BIOXEHNI:

obnacmu esnioxeHutll

e He nokasbieamb — 06nacTb BNOXEHMIN oToBpaxkaTbes He GyaeT.

e [lokasbieamb Ha eksiadke (BblGpaH No ymMmonyaHuio) — obnactb BroxeHun 6yaet
oTobpaxaTbCsl Ha BKNaakKe.

o [lokasbieamb HUXe cekyuu «on. uHghopmayus» — obnacTtb BNoxeHun dyaoet
oTobpaxaTbcs HUXe cekunn «on. nHgpopmaumsi»

Paspewamsb
O3HaKamsiuearouwumMcsi
obpauweHusi
co3daeamb
nopy4yeHusi 4o
cmaduu ucrnoJsiHeHus!

YcTaHoBUTL cbnar, ecnn Heobxoanmo npeaocTtaBmuTb COTPYAHUKAM, KOTOPbIM o6pau.|,eH|/|e
Obino OoTnpaBJieHO NO CNMUCKaM paccblJIK1 ¢ nogreBepXaeHnem o3HaKoOMIeHUA,
BO3MOXHOCTb CO3aaHNA nopyquw?l Nno OOKYMEHTY (,D,O TOro, Kak JOKYMEHT 6yp,eT
oTnpasJieH Ha MCI'IOJ'IHeHVIe)

lMpoeepsimb
YHUKasibHOCMb
Homepa e npedesniax
6a3sbi

Yka3aTb HeOOXOAMMOCTb NPOBEPKM PErMCTPaLMOHHOrO HoMepa (B npouecce perncrpaumm
OOKYMEHTOB):

e He npoeepsims;

o [lns mekyuiezo 200a;

o be3 yyema 2oda

v Cai
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Mone OnucaHwue
lMpu omkpbiMuu 6a3bl | YCTaHOBUTL dorar, ecnv npu oTKPbITUKN 6a3bl HE06X0ANUMO aBTOMaTUYECKU
aemomamuyecku ycTaHaBnMBaTb Pecypchl. YkasaTb C MOMOLLb raroB, kKakme MMEHHO pecypchl crnenyeT
ycmaHaenueamsb ycTaHaBnMBaTb aBTOMATUYECKM
pecypchbi
Pa6boma c YKka3aTb BO3MOXHOCTb BbIHECEHMWS PELLEHUIN NO AOKYMEHTaM B MOYTOBOM KrimeHTe. [pu

JdoKyMeHmMamu e
Mo4Ymoeom kriiueHme

yCTaHoBKe hnara psagomM ¢ nonem otobpaxaeTcsi TEKCT C npeaynpexaeHnem:
«BHUMAHWE! BkntoyeHue daHHOU HacmpoUKuU 803MOXHO 8bI308EM OMIIPasKy
OoKymMeHmMo8 Yepe3 nybnuyHbie He3auwulWeHHble cemu. Ecriu eam HEMNnOHSIMHbI
obcmosimenbcmea daHHO20 pexxuma pabomebl, MPOKOHCYAbMUpPYyUmechk co criy>boul
besonacHocmuy

Omnpaenissimb ccbiyIKU
Ha eJI0XeHusl 8
nucbme

YKasaTb He0OX0AUMOCTb A06aBMNeHUs CCbINOoK Ha BMNOXeHusa B Tene nucbma. Mone
CTaHOBUTCS AOCTYNHbLIM NpW ycTaHoBKe chnara B norne Paboma ¢ dokymeHmamu e
no4Ymoeom KrueHme

Omnpaensime
8J10)KeHUs1 8 MuUcbMe

Yka3aTb HeobxogMmMocTb ob6aBneHns dannos BoXeHui B Nncbmo. Npu ycTtaHoBKe
cdnara psgom ¢ nonem otobpaxaeTcsa TEKCT ¢ npegynpexaeHuem: «lpukpenneHue
¢alinos K nuUCbMy 8bI308em ys8enudeHue pasmepa rnucbma, 4mo Moxem 8bi38amp €20
Hedocmaeky 8 cuny adMUuHUCMPamuUEHbIX O2paHUYeHUl Ha pa3Mep rnoYmoebix
coobuweHull, ycrmaHo8/1eHHbIX 8 Hacmpolkax uHgppacmpykmypsi u m.0.». [None
CTaHOBMTCS AOCTYNHbIM NpU ycTaHoBke chrara B none Paboma ¢ doKkymeHmamu e
noYmogom KrinueHme

Omnpaenssmb
codepxxamersibHYIO
4yacmb GOKyMeHma e
meJie nucbmMa

YkasaTb HeobxoamMMocTb AobaBneHus cogepxaTenbHoOW YacTu B Teno nucema. lNMone
CTaHOBMTCS AOCTYNHbIM NpU ycTaHoBKe chrara B none Paboma ¢ doKkymeHmamu e
MmoYymoeom KsiueHme

Paspewamsb
3anpawueamsb
KoMMeHmapult, ecsnu
OH mpebyemcs npu
6bIHeCeHUU peuleHUsl

Yka3aTb HeoBx0AMMOCTb HOPMMPOBAHUSA 3anpoca Ha BHECEHWE KOMMEHTapus npu
BbIHECEHMW pELLUEHNI (ECMM BbIHOCMMOE peLleHne npegycmMmaTpuBaeT BBOA
koMMeHTapusi). [Tone cTaHOBWUTCSt 4OCTYMHBIM NpY YCTaHoBKe donara B none Paboma ¢
doKyMeHmMamu e MoYmoeom KiiueHme

OrpaHnyeHne JocTyna K BNOXEHUAM 3ameanseT paboTy cuctembi!
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Hacrpoiikv Bl | Hacrpoiikv apxusuposanns | O6uiwe HacTpoiiku | lononuutensHo chouupt

Makc, Kon-80 06pabaTHBASMEIX AOKYNENTOD! gooo

CNMCOK 20Ny CTHMMX THAOD A0KYHENTOD! WV ofpawenns
¥V Oteer na obpawenne

BpONA XPANCHNR Z0X-TOD B KOPIHNG, ANEH: 7

Mpeacrasnenie NO yHONHANHIO:

Nevarats WIPNX-X08 HA Q0K yneste: r

8Ma WTpnx-xona: & Monmsii © Corpawennsiit
Cpor ncnonnenna obpawenna, aHen: 29

OrpamsiynTe ZOCTYN K BNOXSHMHAMN ! v .

CrpuisaTs YRANOHHBIO BNOXEHHAL |

Uenonsi00ats BHEWsES XPpaHrNnWe GainNos: fise

MNepeHocHTE DXORKALYIO PEIVMIOUIND L.

COolR3B8To ADTOMITHYECK Y OTOETHIIN ROK YMENT W3 r_

nopywesnsa:

PaIDEWATE OINMAKANMMBIIOWMMCH 06PIUOHHA V.

COJABBATL NOPYUENHA A0 CTAAMH HCNORHEHNA!

NPOBAPATE YHAKANEHOCTS HOMEDS B NPEASNAX * He nposepars

base: " ana rexywero roas
 Bes yuera rons

PACNONOXEKHE TEXCTOBONH COALPXATENLMOR NaCTH! T He noxarwisate
T Noxaswpate Ha BKNARXE
Noxaswipate Hrxe coxums “flon, nndoprauns”

Pacnonoxenne ofnacm snoxenni; ™ He norassisars
© Noxadeipate HA BrNanKe
@ Noxarwpate Huxe cexunn “Lon, mudopmauns™

[T Npwn orepoimin Gade aBTOMATHYECKH YCTAMABNHBATL PeCYpPCed

PucyHok 4. lononHuTenbHble HacTponku B O

[1.6. HacTpouka ckaHnpoBaHus

YTobb! BLINOSNTHUTL HaCTDOVIKM CKaHNPOBaHUA, HYXXHO:

1. OtkpbiTe B AamMuHucTpupoBaHue W BblOpaTb npeactaeneHve Hacrtpoiiku Moxyseii:
Texyuue HACTPOINKHU.

2. BbibpaTb AokyMeHT HacTpoek B[] ObpalieHus rpaxaaH.

3. lMepentn Ha Bknagky CkaHupoeaHue W HaxaTb Ha naHenu [OEUCTBUMA  KHOMKY
[PepakTupoBaTthb].

4. 3anonHuTb nons Bknagku CkaHupoeaHue (Tabnuua 8, PucyHok 5).

5. BbINT u3 pexunma pegaktupoBaHUs HacTpoeK, HaxkaB KHOMKY [3akpbITb] Ha naHenu 4encTBui
1 noaTBEpaAnB HEOBXOAMMOCTb COXpaHEHMS NHOopMaLUn.

Ta6nuua 8. Monsa Bknagku «CkaHUpoBaHue»

Mone | Onucanue

NOTHKA 18
¥ Cai
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Mone OnucaHue
Paspewamsb YcTaHoBUTb donar, ecnm Heo6xoaMMo paspeLlaTtb UCNoNb30BaTbh HACTPONKK ApaBepa
ucnonb3oeamb ckaHepa
HacmpolUuku

dpalieepa ckaHepa

®Popmam cpatina
CcoxpaHsieMo20
usobpaxeHus

YkasaTb popmaTt darina coxpaHaemoro n3odpaxeHus:
o TIFF;
e PDF

lMapamempsbi ckaHupoeaHusi 6e3 ucrnosib3oeaHuss Hacmpoek TWAIN-Opatlieepa ckaHepa

LjeemHocmsb B Bbinagatowem cnvcke BbibpaTh BapyaHT LBETHOCTU M306paxeHus
usobpaxeHus
Pa3peweHue, Yka3aTb Tpebyemoe paspeluenne (150, 200, 300)

movyek Ha Orolum

Pa3mep opuzuHana
1Mo yMos14aHUro

YkasaTb pa3mep opurnHana no ymosn4vaHuro

Bnucbieamb YcTtaHoBuUTb dnar, ecnv HeobxoanMo BNUCbIBaTb N306paxkeHne Co ckaHepa B yKasaHHbIN
usobpaxeHue co dopmar

CKaHepa 8

YKa3aHHbIU

¢ghopmam

Koppekyus [ns HacTpoWrKkn KOppeKUnm SPKOCTU YCTaHOBUTL doriar 1 yka3aTb 3Ha4YeHne B NOSIBMBLUEMCS
spkocmu none

Koppekyus [ns HacTpOWKn KOPPEKLUM KOHTpacTa YyCTaHOBUTL dhnar 1 ykasaTb 3HaYeHue

KOHmMpacma B NOSIBUBLUEMCH none

Koppekuyus “menu”

[ns HacTPONKM KOPPEKLMUN TEHW YCTaHOBUTb chrar 1 ykasaTb 3HaYeHUe B NOSBUBLLEMCS
none

Koppekuus [lns HACTPOWKM KOPPEKLMN BbIAENEHMS YCTAaHOBUTL dhnar 1 ykasaTb 3Ha4YeHne
“ebideneHus” B MOSABUBLLEMCS MOJie

Koppekuus [nsi HaCTPOWKMN KOPPEKLNM raMMbl YCTaHOBUTL doniar 1 ykasaTb 3Ha4YeHue B NOsIBUBLLEMCS
“2amMmMbI” none

19




OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian

Hacmpoiiku 6a3vl 0annbix

¥ PaspewaTe MCNOMBESO0EaTe HACTPORKK ApaREepa ckaHepa

dopmaT halna coxpaHAeMoro Wsobpaxeda

LEETHOCTE HE0OpaxeHHA

PazpeWeHHe, TOUEK Ha LHAM

PasMep OpHrHHAaNa o yMon4aHHm

[~ BnMchbiEaTe M300pa¥eHME CO CKAHEPa B YKa3aHHbIA GopHat

[ Koppekuwa apkoctk (-127...127)
[ KoppekuWa koHTpacTa (-127...127)
[~ Koppekuwa "tenn" (0...254)

[ Koppekuwa "selaensHra" (1...255)

[ Koppekuwa "ramms” (0.1...100

Hacrtpoiikv B ] HacTpoiky apxvByMpoBaH4a | ObOuWe HacTporKK ] AononHutenoHo | CKAHWpoB

" TIFF * PDF

MapamMeTpbl CKaHWPOBaHWA Bes MCNonNb3oBaHKWA HacTpoek TWAIM-gpalieepa ckaHepa

|LI,E=ETH|:|E (24 aut) ﬂ

f¢ 150 ¢ zoo € 300

|ad (210 x 297) |

PucyHok 5. Bknagka «CkaHupoBaHue»

[I.7. HacTpouka ne4yaTn Hakneek

YTtoObl HaCTpOWUTb NeYaTb HaKneek, HyXXHO:

1. Otkpbito B AamMuHucTpupoBaHue W BbiOpaTb npeactasneHve Hacrpoiiku Moxyseii:

Tekyuue HacTPOKMH.

2. BbiGpaTb gokyMeHT HacTpoek B[] ObpalweHus rpaxaaH.

3. lNepentn Ha Bknagky [leyamb Hakneek
[PepakTnpoBaTthb].

W HaxaTb Ha nNaHenu [OEWCTBUA  KHOMKY

4. 3anonHuTb nong Bknaaku lNMeyame Hakneek (Tabnuua 9, PucyHok 6).

5. BbINTu u3 pexnma pegaktupoBaHUs HAacTPOeK, HaxkaB KHOMKY [3akpbITb] Ha naHenu encTBum
1 nogTBepanB HE0H6XOANMMOCTL COXpaHeHNs nHdopmauun.

Tao6nuua 9. MNona Bknagku «MeyaTb Hakneek»

Mone

OnucaHune

lMpuHmep Hakneek | YkasaTb TWMN NPUHTEPA HaKNeek:
e Omcymcmeyem;

e TSPL;

e EZPL

v Cai
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Mone

OnucaHune

Yempoiicmeo

CkpbITO Npu ycTaHoBKe nepekntoyatens lMpuHmep Hakneek B 3HaueHne Omcymcmeyem.
YkasaTb YCTPOMCTBO B OTKPbIBAKOLLEMCS CTUCKe

Pa3mep wpugpma
wmpux-koda

CkpbITO Npu ycTaHoBKe nepekntoyatens lMpuHmep Hakseek B 3HaueHne Omcymcmeyem.
Ykasatb pasmep WwpudTa WTpux-koga

Pa3mep wpugpma
Memku

CkpbITO Npu ycTaHOBKe nepekntovatens lMpuHmep Hakneek B 3HavyeHne Omcymcmeyem.
YkasaTb pasmep Lwpudta MeTK1

reomempus Hakneuku, MM

WupuHa YKasaTb LUMPUHY HaKNEeWnKu
Bbicoma YKa3saTb BbICOTY HaKNewmku
Bbicoma CkpbITO Npu ycTaHoBKe nepekniovatens lfpuHmep Hakneek B 3HayeHne Omcymcemeayem.
3a3opa/mMmemku YKasaTb BbICOTY 3a30pa/MeTKu
BepxHee/HuxxHee YKkasaTb pa3mep BEPXHErO U HWXKHEro nonemn
nosne
Jleeoe/npasoe YkasaTb pa3mep NeBOro u npaeoro nomneu
nosne
CmeweHue CkpbITO Npu ycTaHOBKe nepekniovatens lfpuHmep Hakseek B 3HadyeHne Omcymcemeyem.
3a3opa/memku YKasaTb CMelleHne 3a30pa 1 METKM
Hacmpotku npuimepa (CkpbITO Npu ycTaHoBKe nepekntoyaTens lMpuHnmep Haksieek B 3Ha4YeHne
Omcymcmeyem)
Slpkocmb HocTtynHo npu ycTaHoBKe nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Ykasatb
APKOCTb NnevaTu
Tun neHmebi HocTtynHo npu ycTaHoBKe nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Ykasatb
TUN NEHTbI NPUHTEpa:
* 3IMuKemKu C pa3pbigoM,;
e HenpepbigHasl JIeHMa,
e  IMuUKemKu ¢ YepHOU Memkoll
lMonoxeHue HocTtynHo npu ycTaHoBKe nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Ykasatb
Hadnucu (eepxHull | BEPXHWUI Kpaw NONOXEHUSA HAgNUcH
Kpau)
lMonoxeHue HocTtynHo npu ycTaHoBKe nepekniovatenst lIpuHmep Hakneek B 3HadeHne EZPL. Yka3atb
Hadnucu (HUxHul HWXHWIA KpaKr NONOXeHUsa Hagnucu
Kpau)

Tun damyuka

JocTynHo npu ycTaHoBKe nepekntodatens lMpuHmep Hakneek B 3HadeHue TSPL. YkasaTtb
TN OaT4ynka:

e 3asop;

e MemkKa

Hacrpoiem B

Mpesres Warnnes

Fazsed UpndTo WIPHX-XO0S

FoomaTpun nanehem, s

Bucota snicpa’mern

HacTpodsn mpeswTepa;

Tun reser

Hacrpoim apxnauposanmn

Obume wacTposin | [ T sme  Novars anlnnﬂl[ Hacrpodn arenton | 0w

| € P

Crcyrereyer Yerocicmes | #9 Laserlet P20S0 Series POLS -

5P|

. EZP

Paseep upndea narin
SepxHes atvoees NNk
Neaoe/mpsace nane

Omsugning 383000 MO

Nonoxanne pamwesn oo
(mepxnni wpai)

T ITUNETKA C DOIpWECH Monoxmmnn wazmesn 30
(reuit wpal
HENCACLERAT FenTa

FTHKETEN € SEPHOR METLON

PucyHok 6. HacTtpoika neyatu Hakneek B B Ol
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Mpu 3agaHnmM napaMeTPOB NevaTu LWTPUX-KoAa criegyeT NpuaepKmBaTbCcs pekoMeHaauum,
NPUBELAEHHbIX B JOKYMEHTALUMUM Ha NCMOMb3yEMBIN NPUHTEP (B TOM YUCIE MPUHTEP HAKIEEK), a Takke
CKaHep LITpUx-koaa.

B Cucteme nogaepxmBaloTcs cnegyroLune Mogeny NnpuHTepoB Ans nevaTn Hakrneek
(nopaepxuBatoLLme BHYTPEHHNE sA3bikM nporpammuposanns TSPL n EZPL):

e Bar Code Printer TT024-50 Plus — ans TSPL;

e Godex DT-2 — ans EZPL.

[1.8. HacTpounka areHTOB

HacTtponka areHtoB B[] O ocywiectBnserca B COOTBETCTBYHOLIEM [JOKYMEHTE HACTpPOEK
B B[] AAMuHUCTpUpoBaHue Ha Bknagke Hacmpolku aceHmMos.

[ns HacTporikn areHToB 6a3 gaHHbIX CUCTEMbI HYXXHO:

1. OtkpbiTb B[] AgMuUHUCTpUpOBaHME W nNepenTM B npeactasrieHne Hacrpoiiku MoxyJieii:
Tekyuue HACTPOHKHU.

2. BbibpaTb gokymMeHT HacTpoek B[] ObpaleHns rpaxaaH.

3. lepentn Ha Bknagky Hacmpoliku azeHmMoe v HaxaTb KHOMKy [PegakTtupoBaTth].

4. Ha Bknagke Hacmpoliku azeHmos B norne AzeHm BbiOpaTb HEOOXOAUMbI areHT, Nocrne 4Yero
CT@HOBATCH [OOCTYMHbIMW MOMSi C COOTBETCTBYWOLWMMWU eMy 3HaveHuamu (Tabnuua 10,
Tabnuua 10, PucyHok 7). [na oGHOBNEHMS CrMCKa areHToB B rnone A2eHm LWENnKHyTb Mo
ccbinke O6HOB8UMBL CMUCOK.

5. lpwn yctaHoBneHHOM dnare Bksiro4eH Ha cepeepe MOXHO BblbpaTb cepBep, Ha KOTOpPOM
OyaeT BKMOYEH AaHHbIN areHT.

6. BbINT 13 pexunma penakTtMpoBaHUs HACTPOEK, HaXaB KHOMKY [3akpbITb] Ha naHenn 4encTBUi
n nogTBepanB HEOHXOAMMOCTL COXpaHeEHNa NHopmauunu.
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Ta6nuua 10. Monsa Bknagku «HacTponkn areHToB»

Mone OnucaHue
BknroyeH Ha YcTaHoBUTL dhnar, ecnu areHT BKMoYeH Ha cepBepe. B cocegHem none crneayert BbibpaTb
cepsepe 13 cnncka cepeep
Cmamyc 3anonHsaeTca aBToMaTuyeckn
Aemop 3anonHsaeTca aBToOMaTuyeckn
KommeHnmaput 3anonHseTcs aBToMaTU4eCcKn

AreHT:

OBHOBWTE CNWCOK

CraTtyc:
AsTOp:

KoMMEHTapKWA:

Neuats Hakneek | HacTpoiiku areHTon

CBwmi

(ServerJobProcessing)
CheckFirstLevelMissions
LWFExecuteAction
LWFExecuteSPLAction
LWFWebSaveDefault
0S Administration

ScheduledTrashDeletion

¥ Brnroued Ha cepeepe: MNioboi cepeep

Administrator/datatech

HacTpoiika NpOoTOKONMPOBaHHA ] Appecyembie BUabl | VICTODHA pelaKTHPOBaHUA

4

m

~

PucyHok 7. Bknagka «HacTpowku areHToB»

Tabnuua 11. AreHTtbl B[] OI

AreHT Ha3HauyeHue Korpa BbinonHseTtcs
OS Domino Workflow OcyulecTBnseT aBTOMaTN4ECKoE NepemMeLLeHue 3anyckaeTcs B paboyee Bpems
Backgrounder OOKYMEHTOB Mo cTagusam npouecca B Lotus pa3 B 10 MUHYT
WorkFlow
ArcCheckNSend [MpoBepseT AOKYMEHTbLI Ha COOTBETCTBUE 3anyckaetcs exegHesHo B 2.00
YCIOBUSIM apXUBMPOBaHNA 1 NomMedaeT ux. B
cny4vae ecnv AOKYMEHT HaxoauTCs Ha HECKOITbKMX
cepBepax, OTChINTAeT 3anpoChkl Ha apxXMBaLUuio.
Takke obpabaTtbiBaeT noaTBEPXXAEHUS 00
apxuBauun ¢ Opyrux CepBepPOB
CheckArcRequests O6pabaTbiBaeT 3anpockl Ha apxuBaLuMio ¢ Apyrnx | 3anyckaeTcs exegHesHo B 3.20

cepBepoB. MomeyaeT Heobxooumble OOKYMEHTbI
Ha apxXnBnpoBaHune

CheckFirstLevelMissions

[MpoBepseT 3aBepLUeHne NopyyYeHnin 1-ro ypoBHs

3aI'IyCKaeTCﬂ OAdWH pa3 B 4ac

ScheduledArchiver

npOI/I3BOﬂ,VIT HenocpeacTBeEHHO apxXmnBmnpoBaHune
OOKYMEHTOB, NOMEeY€eHHbIX OOHUM U3 OBYX
nepeyncrieHHbIX Bbllle areHToB

3anyckaetcs exeaHesHo B 4.00

ScheduledTrashDeletion

YpanseT u3 kop3vHbl AOKYMEHTbI (BMECTe CO
CNy>XeBHbIMK), NPONEXaBLUME TaM CTONbKO OHEN,
CKOIbKO YKa3aHo B HacTpounkax b1 Ol

3anyckaeTcs exenHeBHo B 2.30

Update Parent Tasks

OGHOBNSIET CCLIKM B 3aga4ax Ha JOKYMEHThI

3anyckaeTcsi exxefHeBHO B 5.45

MpoBepka cpokoB
corrnacoBaHus

PaccbinaeT coobLyeHrsi 0 NpoCpoYEeHHOM
COrnacoBaHuu, a Takke OTNpaBnsieT JOKYMEHTI
Jarnblue no MapLupyTy, eCcrv AONONHUTENbHbI
CPOK COrnacoBaHus UCTEK U eCNU paspeLLEHO
aBTOMaTU4eCcKoe 3aBepLUEHME COrMacoBaHms

3anyckaetcs exenHeBHo B 4.00
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[1.9. HacTpoukn npoToKonnpoBaHus

YToObl BLINONHUTL HaCTpOVIKM npoOTOKONMMpOBaHUA, crneayert:

1. OtkpbiTe B AamMuHucTpupoBaHue W BblOpaTb npeactasneHve Hacrpoiiku Moayeii:
Tekyuue HacTpPOKH.

2. BbibpaTtb gokymeHT HacTpoek B[l O6palieHns rpaxpaH.

3. Tlepentn Ha BKNagky Hacmpolika npomokosiupogaHusi, Nocrne 4yero B JOKYMEHTE HaCTpoekK
BbiCTaBuUTb pnar Becmu npomokon, ecnn gns bl O6paweHna rpaxpaH Tpebyetca
OCYLLECTBMATL MNPOTOKONMPOBaHWe [encTsuin. [lpu BbiCTaBnNeHHOM niare B [JOKYMEHTe
CTaHOBSATCS OOCTYMHbI NONs HacTponkn (PucyHok 8).

4. BblbpaTb ¢ nomoLlblo draroB genctens ¢ gokymeHtamm B[l O6palueHnsa rpaxgaH, Kotopble
OyayT NpOTOKONMpPOBATbLCS.

5. YcrtaHoBuTb chnar lfpomokonupoeames usmMeHeHue noseli 8 Kapmo4yke OOKyMeHma ecnm
ans bl ObpalweHna rpaxpaH TpebyeTcsi OCyLIeCTBNATb MPOTOKONUPOBAHWE WM3MEHEHNS
nonen B KapToykax AoKyMeHToB. [lpy aTOoM un3mMeHeHua nonen PK pokymeHTOoB OyayT
dukcnpoBaTbCs Ha BKnagke Mcmopusi peGakmuposaHUusi.

6. CoxpaHuTb N3MEHEHMUS.

[ONONHKUTENBbHO ] CxaHWpOoBaHHe ] MeuaTs Hawleek | HacTpoiikn areHToB | HacTpo#HKa NpoTOKONHPOBAHMA 1

¥ BecTtn npotokon
MpoTokonuposanue aeictemnii c gokymentamn:|  CosnaHue

[ MpoTokonupoBaTh H3MEHEHHE NoNeil B KapTOUKE [OKYMEHTA

[ YreHue

[ Wamenenwe

[~ Yaoanenue

™ Nepenoc s apxus

PucyHok 8. HacTpoiku npotokonupoBaHusa B[ Ol

Onucanune B[ Mpotokon npeacTtasneHo B AokymeHTe «Jlormka ECM. C3[0-OC-8-CnyxebHble
0a3bl AaHHbIX».

[1.10. Appecyemble BUAbI

Mpun pernctpauum 6asbl AaHHbIX B KommyTatope Bce AOCTyNHble npeacTaBneHns B 6ase
pobaBnsTca Ha Bknagky AdpecyemMble eudbl B LOKYMEHTAX HACTPOEK (DYHKLMOHANbHBIX MOZYIEN.

[ns nmnopTa 3HaveHu ¢ Bknaakun Adpecyembie 8Uulbl HY>XHO:

1.

2.
3.

OtkpbiTb Bl AaMuHUCTpUpOBaHWe U nepentn B npeactasrieHne Hacrtpoiikm momyseii:
AJnpecyeMble BU/IbI.

HaxaTb kHonky [lo6aBuMTbL BUAbI U3 6a3bl].

B nosisuBemcs gmanoroBoM OkHe BblbpaTb 6a3y AaHHbIX U HaxaTb KHomKy [OK].
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B pesynbTaTe BbINOMHEHHbIX AENCTBUIA NpeacTaBneHmsa aobaBneHHbix 6a3 cTaHyT OOCTYNHbI Ans
BblbOpa Ha Bknagke M36paHHble MOOysu B OkHe HacTpoek [naBHow cTpaHuubl (6onee nogpoGHO

HacTporka [MaBHOM CcTpaHuubl onucaHa B gokymeHTe «Jlormka ECM. C3[-OC-8-CnyxebHbie 6asbl
OaHHbIX»).

Mpwn HaxxaTun kHoMkK [[lo6aBUTb HOBLIN BMA] MOXHO BPYYHYH0 406aBUTbL HOBbLIN UIK yOaNEeHHbIN
BUg o5 otobpaxeHnsa B okHe Bblbopa npedcTtasneHun Ha [C.

B npeactaBneHnn Hacrpoiiku moaysieii: Aapecyembie BHAbI, @ TaKKe Ha Bkragke Adpecyembie
eudbl gokymeHTa HacTtpoek B[ OI no kHonkam [OTknuYMTb] U [BKNOYNTL] €CcTb BO3MOXHOCTb,

COOTBETCTBEHHO, OTKIOUMTL MMM BKIIOYUTL OTOBpaXkeHne npeacTaBneHusi Ans Bblbopa Ha BKNaake
N36paHHBLIE MOOYIU.
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lll. PaboTa ¢ oGpaweHuamm rpaxaaH

Cxema obpaboTkn obpaweHunn B B O BknoyaeT cnegytowme craguu:

Pernctpaumsa — Ha 3ToW CTagumn NPON3BOAMTCS 3arnofHEHNE KapTOYKM JOKyMeHTa obpalleHus,
Ha3Ha4eHne COTPyAHMKa, KOTOPOMY AOKYMEHT ByaeT HanpaBfieH Ha pacCMOTpeHUe, a Takke
peructpaums gokymeHta. Kpome Toro, perncrtpatop MMeeT BO3MOXHOCTb CO34aTb MPOEKT
pe3onouum, NOCTaBUTb OKYMEHT Ha KOHTPOSb M OTNPaBUTb AOKYMEHT Ha UCNorHeHue. Takke
MOXHO OTMEeTUTb (PaKT 3aBepLUeHMs1 paboTbl NO AOKYMEHTY MpU OTCYTCTBMM HEOGX0aAMMOCTU
AanbHenwmx pabot no Hemy. Kpome 3TOro, MOXHO pasocnatb oOpalleHue Mo crnvckam
paccbIfkn C NOATBEPXKAEHNEM O3HAKOMIIEHUS U Arlsi CBeAEHMSI.

PaccmoTpeHne — Ha aTol cTaguu COTPYAHWUK, paccMaTpuBaloLUiA LOKYMEHT, MOXET co3aaTtb
NYHKTbl PE30MnouuK, OTNPaBUTb HA WCMONHEHME MO MyHKTaM pe3onoumn. Takke MOXHO
OTMETUTb (PaKT 3aBeplUeHUst paboTbl MO [AOKYMEHTY MpPW OTCYTCTBUM HEOBXOAMMOCTM
AanbHenwmx paboT no Hemy. Kpome 3Toro, paccmaTpyBaloOLMI COTPYOHUK MOXET Takke
pasocrnaTb obpallleHne Mo Crnuckam pPaccCbiikv C MNoaATBEepXXOEHWEeM O3HAKOMIIeHUs U Ons
cBefeHus.

WcnonHeHne — Ha 3ToW CTaguy aBTOMATUMYECKM CO34AlTCSH MOPYYEHUs] MO KOHTPOSIbHLIM U
HEKOHTPOSbHLIM MyHKTAM pe3onioumn. MCnonHUTenu Mo nyHKTaMm pes3ornouun nonyyatoT
[AOKYMEHT, MOryT [06aBuTb MOPYYEHUs MO CBOMM NyHKTaM pesontouun. Ha aton xe crtaguu
perncTpaTtop W KOHTpOriep MOryT OTMeTUTb (akT 3aBeplleHus paboTbl MO  [LOKYMEHTY
(DOKYMEHT MOXeT OblTb TaKkKe CHAT C KOHTPOMS aBTOMAaTUYeCKM MpU COOTBETCTBYHOLLUX
HacTpoinkax). CoTpyOHMKW, KOTOPbIM OOKYMEHT Oblnl pasocrnaH Mo Crnuckam paccbifikv C
noaTBEPXKAEHMEM O3HAKOMITEHUS!, MOTYT TaKKe co3aBaTb NOPYYEHUs MO JOKYMEHTY

Mepenaya [OOKYMEHTOB Ha OMepaTMBHOE XpaHeHWe, OTKyaa OHM MoryT ObiTb nepeaaHbl
Ha XpaHeHWe B apXuB.

[11.1. Co3paHue obGpalieHusa n ero perucrpauus

[lns co3gaHms HOBOro obpaLLeHNs HYXXHO:

1. Haxatb kHornky [HoBbIN AOKYyMeHT] Ha naHenun AencTBMA OAHOro u3 npeactasnexHun b Or
1 BbibpaTh NyHKT O6paweHue.
2. B nosiBMBweMcA gunanore BbibpaTb Tpebyembin maplipyT obpaboTkm obpalieHna n Haxatb
kHonky [OK].
Ecnun gns O6paweHus co3gaH ToNbKo OAUH TUMOBOW NPOLECC, AOCTYNHbI nonb3osatento (ero MO
n OJ1), To npm co3gaHny JOKyMEHTa 3TOT TUNOBOW MNPOLECC UCMOMNb3yeTCs MO yMonyaHuio 6e3
npeaBapuTensHOro Belbopa.
3. 3anonHuTb nons KapToukm obpaweHus. [Ona nepexoga Mo MNOMASIM  KapTOYKM  MOXKHO
ncnonb3osaTtb knasuwy TAB.
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4. [Ona noctaHoBkM oOpalleHnin Ha OOWMN KOHTPOSb HeobXoaMMO MNepenTtn Ha BKNagky
UcnonHeHue, noctasutb ¢nar Ha koHmposib 1 BblbpaTb KOHTporiepa no AOKYMEHTY B
COOTBETCTBYIOLLEM MNosie.

Mocne otnpasku Ha ucnonHeHune KoHtponepy 6yaet cdopmmpoBaHo yBegomneHune Ha 'C o
NOCTaHOBKE JOKYMEHTa Ha KOHTPOSb.

5. Haxatb kHonky [3apeructpupoBatb] Ana peructpaumm dokymeHta. [na  ygoobcertsa
nonb3oBaTens KHomnka pasMeLlaeTcs Kak B HWXKHEN YacTn popMbl JOKYMeHTa (ansa nepexona
Ha Hee MoOXeT Takke ObiTb Mcnonb3oBaHa knasBuwa TAB), Tak M Ha naHenu OencTBUK
KapTOYKM.

6. [llpu peructpaumm cuctema NPoBEPSIET HanMyMe agpecaToB B CMMCKaX pacCbinNku Ha BKNaake
Pacchbinka:

e Ecnu cnuckn nyctole, cuctema Bblgaet coobuieHne: «B cnuckax paccbinikm He yka3aHo
HW OQHOro COTPYAHMKA. Bbl MoXeTe ykasaTb Mx nosxe. [Npogormkute pernctpaumio (Ja) vnm
BEpHYyTbCA K KapToyke (HeTt)?» lNpu BbiGope BapwaHTa fa OOKYMEHT perncrpupyetcsi, npu
Bolbope BapuaHTa Hem npoucxoautT BO3BpaT B KapTOYKy [JOKYMEHTa B pexume
pefakTMpoBaHUs, AOKYMEHT HE PerncTpupyeTcs.

e Ecnu agpecatbl NpUcyTcTBYHOT XOTS Obl B OOQHOM M3 CMUCKOB, CUCTEMA BblgaeT CcOobLleHue:
«B cnuckax pacchbiniku - ykasaHbl  COTPYOHUKW, BbINOMHUTL aBTOMATUMYECKYH) PacCbIfKy
AOKYMeHTa Mo yka3aHHbIM cnuckam? ([a) Bbl MoxeTe BbINOMHUTL PacChIfKy BPYYHYHO NO3Xe
(HeT)». Tlpn BbiOOpe BapuaHTa Ja [OKYMEHT pPerucTtpupyeTtcsi, U OCYLLECTBISETCS
aBTOMaTMyeckasl ero pacchblfika no ykasaHHbiM agpecatam. [lpu Bblbope BapuaHTa Hem
AOKYMEHT perucTpmpyeTcs, HO paccbifika He npounsBoantcs. MNpu Beibope BapuaHTa OmmeHa
npoMcxXoaMT BO3BpPaT B KapTOuKy [AOKYMEHTa B peXuMe peaakTUpOBaHUA, [AOKYMEHT
He permcTpupyeTcs.

Bknagka Paccbinka otobpaxaetcsa B PK gokymeHTa npu ycTaHOBNEHHbIX onarax Ucnonb3oeams
pacchbliniky ¢ noomeepxxdeHueM o3HaKoMsieHusi wvwnn Ucnosib3oeame pacchisiky Onsi ceedeHust
B HAcTpoWKax TMNOBOro npouecca.
7. Ecnun gnsa BbibpaHHOro B AOKYMEHTE XypHana perncrpaumm cyLecTByeT HECKONbKO (hopmaTtos
perncTpaumoHHbIX HOMEPOB B paMKax OAHOro HymepaTtopa, TO MOCMe HaXaTus KHOMKU
[3aperncTpupoBatb] HyHO BbiIbpaTb hopmaTt HoOMepa B NOSBMBLLEMCH Ha AKpaHe aunanore.

8. B nosiBMBLUEMCS AMANoOroBOM OKHE NOATBEPAUTb PErMCTpaLMio JOKYMEHTA.

Mocne pernctpaumm JOKYMEHTY aBTOMaTUYECKU NpUcBanMBaeTCs perncTpaumMoHHbI HOMEP, O YeM
cucTemMa BblOAeT COOTBETCTBYIOLLEE coobLeHmne, u cTatyc «lpuem n pernctpauunsa» (MexaHmam py4yHoro
BBOAA perncrpaumMoHHoro Homepa onumcat B n. 111.1.1. BBoa pernctpaunoHHOro HoMepa BpyUYHYH0).

Ecnn B HacTponkax B[ OI (B B[] AaMuHucTpupoBaHue) yctaHoBneH cdonar Aemomamu4yecku
neyamamp wMpux-ko0 Mnpu peaucmpayuu obpauwjeHull, TO Mocrne perncTpauun [OKyMeHTa
oTobpaxkaeTcsi AnanoroBoe OKHO C cooblieHneM «BcTaBbTe AOKYMEHT B NPUHTEP ANSA neyaTtu LWTpux-
Koda» C BO3MOXHOCTbIO BblbOpa pacnonoXxeHus WTpux-koga (BBEpPXY Mnv BHWU3Y AOKymeHTa). lMocne
HaxkaTna [OK] wTpux-kog pacneyaTaeTcs Ha caMOM AOKYMEHTE MMM Ha HaKMenke, ecnu B HacTpomnkax
3ajaHa nevyaTb LUTPUX—KOOA Ha NPUHTEPE HaKMEEK.
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Ecnn B Bl ABMMHUCTpUpOoBaHue B JOKyMeHTe HacTpoek B[l Ol Ha Bknagke [JonosHumenbHoO
nepekntoyatens fllposepsimb yHukKarlbHOCMb HOMepa 8 rnpedesiax 6a3bl YCTAHOBMNEH B 3HAYEHUE
ans mekywie2o 2o0a/6e3 y4yema 2o00a, TO NpWU PerucTpaumMm CUCTEMA OCYLLECTBMSET NPOBEpPKY
HOMepa Ha YHMKanbHOCTb, COOTBETCTBEHHO, B paMKax TeKyLlero roga unu 6es yyeta roga, B npegenax
6asbl. Ecnn B BI1 Ol yxxe 3apernctpMpoBaH OOKYMEHT, MOA4 KOTOPbLIM OCYLLIECTBISETCS perucrpaums
TeKyLlero IOKyMeHTa, cuctema otobpaxaeT COOTBETCTBYIOLWee coobLieHmne.

MNocne peructpaumMm COTPYOAHVUK MOXET OTNpaBUTb [AOKYMEHT Ha pacCcMOTpeHWe/UcnonHeHne
(n. 1ll.8 OTnpaBka AOKyMeHTa Mo MapLupyTy), 3aBepwnTb paboTy No AOKYMEHTY, €Cnv AOKYMEHT He
TpebyeT panbHenwero paccMoTpeHus/ucnonHenuns (n. I11.10 3aBepweHne paboTbl No obpalleHno n
CHATMEe oBpalLleHns ¢ KOHTpons), nepecnatb AokymeHT B apyryto B OI (n. 111.5 OTnpaBka gokymeHTa B
apyryto B[] OIN), nubo pasocnatb AOKYyMeHT no cnmckam paccbiiku (111.12 OtnpaBka obpalieHus no
Crvckam paccblsiku 1 0O3HaKOMIEHNE C JOKYMEHTOM).

Mocne peructpaumm gokymeHTa AOMUHUCTPATOPY CUCTEMbI U NOSIb30BaTEmN0 C Pornblo [None]
AOCTyNMHa BO3MOXHOCTb W3MEHeHus pgaTbl peructpauum pokymeHTta (nm. lll.1.2 WN3ameHeHue pathl
pernctpaumm goKyMeHTa).

[o oTnpaBku N0 MapLipyTy perucTpaTtop MOXeT OCyLeCcTBUTb NpoBepky obpaleHnsa Ha
noBTopHoCTb (n. 111.4 MNMpoBepka obpalLLeHnin Ha MOBTOPHOCTD).

.1.1. BBoa perncrpaumoHHOro Homepa Bpy4HyHo

Ecnm B TunoBom MapwpyTte 06paboTkM obOpalleHus paspelleHa pydHass perncrpaums
AOKYMEHTOB, MpY pernctpauum AoOKyMeHTa nossBnsieTcs popma Ang pyvyHoro BBoda peructpalyMoHHOro
HoMepa. Py4Hoi BBOA HOMepa npeanonaraeT oTAenNbHbIA BBOA, Npedukca HoMepa, ero OCHOBHOW YacTu
n noctdukca. MoxxXHO BHECTM HEODXOOMMblE U3MEHEHUsT B NpednKc/NocTpmnkc Homepa, a Takke B cam
HoMep (ansa aToro Heobxoanmo ybpaTb dnar Ucnosib3oeamb 3Ha4YeHUe cHemyuka u3 Hymepamopa)
n HaxaTtb kHonky [OK] ans peructpauun AoKyMeHTa.

Ecnu B HacTponkax HymepaTopa 6bin oTMeYeH dnar Mcnonb3oeamb 0c8060K0eHHbIe
3apel3epeupoeaHHblIe HoOMepa (VI OCBO60>KJJ,eHHbIe OT pe3epBunpoBaHnNA HoOMmepa NMerTCA
B HaJ'Il/I‘-Il/II/I), B OKHE pquon perncTpaumnmn noaBnAeTCA BO3SMOXHOCTb YCTaHOBKU NepeKnvaTend

B 3HauyeHne Oceo60xdeHHbIe HOMepa, NOCIe Yero MoXXHO BbiGpaTb HEOGXOoAUMbIA HOMep AN
perncTpaummn n Haxatb kHornky [OK] ana peructpaumn gokymenra.

.1.2. M3meHeHuMe gaTbl perucTpaumum AOKyMeHTa

Mocne permctpaunm oOKyMeHTa €CTb BO3MOXHOCTb M3MEHUTb AaTy perncrpauun.
N3ameHuTb faTy perncrpaumm moxet AAMUHUCTPATOP M NONb30BaTENb C PONbio [None].

[ns nameHeHns gaTel peructpaumm obpalleHns BbINONHUTL cneayoLwme AeicTBUS:
1. OTKpbITb KAPTOUKY 3aperMcTpMpoBaHHOro obpalleHns Ha NPoCMoTp.
2. Haxatb Ha kHonky [[lononHuTenbHo]:[U3MeHUTL AaTy perucrpauum]| Ha naHenu encTeum.

3. B nosiBuBLIEMCSI Ha 3KpaHe OkHe «M3MeHeHue aaTtbl peructpauMmy» ykasaTb HOBYH AaTy U
HaxkaTb kHonky [OK].
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B pesynbtate B none Jama peaucmpayuu kapTouku OOKYMeHTa OydeT ykasaHa HoBasi gaTa
perucrpaumm.

1.1.3. Co3paHne HOBbIX KOPPEeCNOHAEHTOB

Mpwv 3anonHeHnn nonsi Aemop obpauwjeHuss KapTovKM HOBOrO OOpaLLEHUsT MOXHO cO3aaTb HOBbIX

koppecnoHaeHToB B B[l ABTOpbl obpaweHuin. [Ing 3TOro Hy)KHO HaxaTb KHOMKy ' psagom C nonem
Aemop o6pauwjeHuss v 3anonHWTb MOMs OTKPbIBLUErocss OkHa «KapToyka aBTOpa ob6paleHus»
(PucyHok 9, Tabnuua 24).

Mocne 3anonHeHns Heobxoanmbix nonei opmbl «KapToyka aBTopa o6palLeHNs» HaxkaTb KHOMKY:

e [OK] — ans coxpaHeHusi cO34aHHOroO aBTopa ObpalleHUs M 3aKpbITUS AManoroBOro OKHa.
Cos3gaHHbIn aBTOp ObpalleHns otobpasutca B none Aemop obpauwieHusi KapToYKM HOBOrO
obpaweHmns (npyn atom B b1 ABTOpbLI OOpaLlueHni 3anmcb He gobasndeTtcs).

o [OTmeHa] — Anga oTMeHbI onepaunn 1 3aKpbiTUS POPMbI.

e [CoxpaHuTb] — ons gobasneHuns aBTopa obpalleHmsa B 61 ABTopbl o6palueHui.

BoiGop aeTopa o6pauwe HHA m

HoELBIR aETOp 0OpaweHHa

DbpaweHne: KOMNEKTHEHDE v
KoppecnoHAeHT:
KonnekTus | |
snpec | |
E-rnail:
BOMHHMCTRATHEHBIA paioH | y
NeroTHEIR COCTaE y

(8] ;4 OTHEHS COXpAaHHTE

PucyHok 9. ®opma novcka KoppecnoHaeHTa

B B OrI" cyuwiectByeT BO3MOXHOCTb COXpaHEHUs aBTOpOB 06palleHnii ¢ ogmHakosbiMm ®UO, Ho
: pas3nuyHbiMK agpecamMum.

lMpaBo Ha pegakTUpoBaHMe KapTOYKkM aBTopa obpawenunsa B B[] ABTOpbl obpalueHun nmeet
3 agMUHUCTpaTop cucTeMbl. BHeceHHble naMeHeHns 6yoyT aBTomaTuyeckm otpaxaTecs B PK
obpalleHnst 1 oTBeTa Ha obpalleHme.
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[11.2. PerncTtpaumnsa n otkas B peructpaumm AOoKyMeHTa, NOCTYNUBLLUEro
no M40

[nsa obpaboTkn JOKyMeHTOB, nony4yeHHbix no MO0, B B[] OI', B KOTOPY AOKYMEHTbLI NPUXOANAT,
[OrKeH OblTb 3a4aH MapLUpyT ¢ Npu3HakoM Mcrnosib3oeamb Orist exodsiujell MoYmsbi C
yCcTaHoBneHHbIM chnarom Mcrnonb3oeams Onst M3O. Ecnu B MapLupyTe ykasaH XypHan
pervctpaumm, a B COOTBETCTBYHOLLEM HyMepaToOpe ykasaHbl perncTpaTopsbl, TO yBe4OMIIEHME O
NOCTYNNEHUN AOKYMEHTa OTNpaBnsieTCs permcrpartopam M3 aToro cnucka, B MPOTUBHOM crydae —
BCEM perunctpatopam 13 nogapasfeneHusi, K KoTopomy npussizaHa gaHHas 6 Or.
Utobbl 3apernctpupoBatb AOKyMeHT, noctynmBwuin no MOLOO, HyXHO OTKPbITb KapTOuKy
OOKyMeHTa M3 YBEOOMISIEHMSI O HEeOoBXOAUMOCTU perncrpaumm OOoKymeHTa, noctynuewero no M3JO
(ctatyc «CosgaH no M3[OO»), neperdtM B pexXuM pedakTUPOBaHUS W HaXaTb  KHOMKY

[3aperncTpupoBatb).

[ns oTkasa B perncrpauum gokymeHTa, noctynmeuwero no M340, Hy>XHO BbIMOMHUTL creayrowme
JEencTBuS:

1. OTKpbITb KapTO4Ky AOKYMEHTa U3 yBe4OMIIEHUst O HEOOXOAMMOCTU perncrTpauun OOKyMeHTa,
noctynuswero no M30 (ctaTtyc «CosaaH no M3O»), nepenTtn B pexmm pegakTupoBaHus.

2. TllepenTtn B pexmm peaktmpoBaHus U HaxaTb KHOMKY [OTKa3aTb B perncrpauuu].

3. B oTkpbiBlWEMCS AnanoroBoM okHe BblGpaTb MPUYMHY OTKasa B peructpauum v noaTBepauTb
BbINOSIHEHME onepaLun.

B pesynbTaTe AOKYMEHT nepexoauTt B cTatyc «B permctpauyumn otkasaHo» n ygansetca ms b Ol
MO NCTEYEHNIO CPOKA XPaHEHWS!, YKa3aHHOIO B HACTPOMKax CUCTEMBI.

Mpn pernctpaumn/otkaze B pernctpaumm gokymeHta CO[ dopmupyeT cooTBeTCTBYyOLLEE
yBegomneHne B ctatyce «loToB K oTtnpaBke». Cuctema dopmumpyet cootsetctayrowmn XML - cbann
n oTnpaBndeT ysedomnieHne agpecaty ¢ nomowpbto Bl Apantep M3IOO, nocne 4ero kapToyka
yBegomreHus nepexoaut B ctatyc «OTtnpasneH». CcopmmpoBaHHOe yBegomneHne otobpaxaeTcs Ha
Bknagke M3O KapTO4KM OOKYMEHTA.

[11.3.Monck aBTOpOB ObOpaLeHUn

Mpun 3anonHeHun nonsi Aemop obpawjeHusi KapTO4YkM HOBOro O6paLleHUst MOXHO BbINOMHUTB

o )
MOUCK KoppecnoHaeHToB B B[] ABTopbl obGpalleHuin. [INs 3TOro HyXHO HaXaTb KHOMKY —* PsSAOM
c nonem Aemop obpaweHusi M 3anofiHWTb MONS OTKPbIBLUErocsi OkHa «llouck KOppecnoHAEHTOB»

(PvncyHok 10):

e KoppecrnnoHGeHmM — C NOMOLLbIO KHOMKWN | BbibpaTb B MNOSIBUBLUEMCSI CMMCKE OOMYCTUMbIX
3HAYEHUIN HY>KHOrO aBTopPa;

e Konnekmue — ykasaTb KONNEKTUB aBTOpa obpaLLeHus.
e Adpec — npy HEOHGXOAMMOCTM BBECTM afipeC KOPPECMOHAEHTA.

e  AOMuHuUcmpamueHbIlU paltioH — Npy HeobXxo4MMOCTHK BblIGpaTb N3 CNMCKa agMUHUCTPATUBHbIN
PamnoH.
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e Hecmpozauli nouck — ycTaHOBWTb (onar, ecrnvm OOMyCTUM HECTPOTUi MOUCK MO YKa3aHHbIM
napameTpam.

Mocne 3anonHeHnst Heob6xoaUMbIX Nonen opMbl MOMCKA KOPPECMOHAEHTA HaXXaTb KHOMKY:
o [Hantu] — onda Hayana nomcka.
e [OTmeHa] — ansa oTMeHbI onepaLmmn 1 3aKpbITUS OKHA NoucKa.

e [COpoc] — ons cbpoca 3agaHHbIX B hopMe napaMeTpoB.

Mowck KoppecnoHAEHTOE X

KoppecnoHOeHT

KonnekTHe

Anpec

AOMUHWCTPETUEHEIR panoH

v Hectporuid nowck

Chpac HakTi OTmeHa

PucyHok 10. Nouck koppecnoHaeHTa

[1l.4.MpoBepka o6paLleHnin Ha NOBTOPHOCTb

lMoBTOpHOE ObpalleHne — 3To obpalleHne, NOCTynNMBLLIEE OT OAHOMO M TOrO e nuua u No OgHOMY
1 ToMy e Bonpocy. NucbeMeHHble obpalteHns B C3 [omKHbI NPOBEPATHCS Ha MOBTOPHOCTL. NMpoBepka
nogpasymeBaeT MOMCK aHanorm4HbIX obpalleHnii OT TOro Xe aBTopa.

BbInonHuTb NpoBepKy obpaleHnsa Ha NOBTOPHOCTb MOXHO [0 OTNPaBKN JOKYMEHTa N0 MapLupyTy.
Utobbl npoBepuTb obpalleHne Ha NOBTOPHOCTL, HYXKHO:

1. B pexume peOakTMpoBaHUS KapTOYKM OOpalleHuss HaxaTb Ha naHenu OeWCTBUMW KHOMKY
[MpoBepuTbL NOBTOPHOCTBL].

2. B nosBuBwemca okHe «[llonck NOBTOPHLIX OOpalleHu» ykasaTb napameTpbl, N0 KOTOPbIM
6yayT oTbupaTbcsa aHanornyHble obpaileHuns (PucyHok 11), n Haxatb kHonky [OK].
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Menck NoETopHER 0BpaLLeHni X

[~ Twn obpaweHna y

[~ Tematwka

[~ KoppecnonaenT

[ Honnektue

[~ Anpec

Ok OTHMEHA

PucyHok 11. NMouck noBTOpPHbIX 06paLleHui

Mo OKOHYaHWMM Moucka, ecrnn HaldeHbl aHanorMyHble ObpaLleHUsi, Ha 3KpaHe MOSIBUTCS CMUCOK
npeabloywmx obpaiweHuin. pu  HeobXoAMMOCTM HalaeHHble O00palleHUss MOXHO MOCMOTPETD,
a K OOHOMY M3 HUX MOXHO MPUKPenuTb Tekyllee obpalleHune (B 3ToM criyyae npegplayliee obpallieHune
OyOeT OCHOBaHMEM A1 TEKYLLEro).

Ecnv noBTOpoB He 6bINo HaAeHo, Ha 3KpaHe MosSIBUTCS COOTBETCTBYoLLEE COOOLLEHNE.

[11.5.0TnpaBKa aokymeHTa B apyryto B[] O

UTtobbl nepecnatb 3aperncrpypoBaHHoe obpauweHve B apyryto B[ O opraHusauun, Hy>XHO
BbINOMHUTL CrieayroLme OENCTBUS:

1. BbibpaTb AOKYMEHT B OQHOM M3 NpeaCTaBfEeHNA U OTKPbITb €ro Ha MPOCMOTP.

2. [llepenTtun B pexxmm pegakTtnpoBaHus, HaxaB KHOMKY [PegakTupoBaTtb] Ha naHenu 4encTBUiA.
3. HaxaTtb kHonky [OTnpaBuTb agpecatam]:[OTnpaBuTb B Apyryro Ol Ha naHenu gencteui.
4

B nosiBuBWEMCA Avanore BblibpaTb noapasgeneHve (unu cdunuan) opraHusaummn, B KOTopoe
HY)>XHO OTNPaBUTb [OKYMEHT.

MoppasgeneHus, obnagatowme cobectseHHon B OI, BbigeneHbl B CNMCKE C MOMOLLBbIO 3HaYKa =4,
Takke cnncok AonyckaeT BO3MOXHOCTb AOMOMHUTENbHOW COPTUPOBKMU.

5. Ha akpaHe oTobpaxaeTcsi OKHO 3anpoca Ha noaTeepXxaeHue onepaunn. Cnegyet HaxaTb [[Aa].

Ecnu BbibpaHo nogpasgeneHne, He obnagatouiee codocteeHHon B OIF, To npu HaxaTum KHOMKKU Ha
3KpaHe oTobpaxaeTcs coobuieHune: «Hu oamH 13 BbiOpaHHbIX KoppecnoHAeHToB He umeeT B[] OF.
[loKyMeHT He Gblfl oTnpaBneH».
B cekummn lMepedaya dokymMeHma kapToykm obpalleHus oTobpaxaeTcs nHdopmaums, oTkyaa m
Kyga nepecbinaeTca OOKYMEHT.
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B B-otnpaBuTene ctaTyc JOKYMeHTa He MeHsieTcs. B Bl-nonyyatene AokyMeHT oTobpaxaeTcs B
npeactaeneHun O6paweHus: Mo crtatycy B kateropuu MocTynuBlume, a Takke B npeacTaBreHUn
Heob6paboTtaHHasa nouyta B kaTeropum U3 pgpyrux B Orl. NMocne oTpaboTtkn areHta (Mnm obpaboTku
noyTbl BPYYHytO AOMUHUCTpPATOpPOM) cTaTyc AokymeHTa B B[l-nonydatene crtaHoButcs «[lpuem wn
perncrTpaumsa».

B Orl-nonyyaTtene BxogdwmMn SOKYMEHT MOXHO 3aperucTpupoBaTtb nof HOBbIM HOMepoM, nnbo
NPUHATL €ro nog HOMepoMm, KoTopbin emy 6bin npuceoeH B Ol-otnpasutene (n. lll.14Peructpaums
OOKyMeHTa, nepegaHHoro us apyroun b Or).

[na obpaboTkn JOKYMEHTOB, NepecnaHHbix U3 ogHon B O, B apyryto B[] OF, B koTOpyto
AOKYMEHThI NMPUXOAAT, AOMKeH ObiTb 3a4aH TUMOBOWM MapLUpyT C NpusHakoM Mcrnosib3oeams Osisi
exodsuwjeti moymsi. Ecnu B MapLupyTe ykasaH >XypHan permctpawlmm, a B COOTBETCTBYHOLLEM
HymepaTope yKa3aHbl permcTpaTopbl, TO yBeJOMMNEHNEe O NOCTYNNEeHUN AOKYMEHTa nony4var

perncTpaTopbl U3 3TOro Cnucka, B NPOTMBHOM Cly4ae — BCE permctpaTopbl U3 nogpasaeneHus,
K KOTOPOMY npuBsidaHa gaHHas B[ Or.

[11.6. PopMupoBaHue, peaakTMupoBaHue U yaaneHue Crmcka pacCMoTpeHus

[na pobaBneHusa paccmaTtpuBarowmx HeobxoaMMO Ha BKknagke McriosiHeHue OOKyMeHTa HaxaTtb
kHonky [PaccmoTtpeHue]:[o6aBuTb] ©“ B nosiBMBLIEMCS Auanore BblibpaTb  COTPYAHWKOB
13 b1 CnpaBoYHUK opraHM3aLmm, KOTOPbIM [OKYMEHT MNOCTYNUT HAa PacCMOTPEHHME.

UT06bl NI3MEHUTL NMYHKT PaCCMOTPEHWUS, HYXXHO BbIAENUTb B CEKUMM PACCMOTPEHUS HYXHbIA MYHKT
N HaxaTb kHonky [PaccmoTtpeHue]:[UameHuTb]. B nossuBliemcss pauanore BblbpaTb HOBOrO
COTpyAHVKa.

Ona yganeHus nyHKTa pacCMOTPEHUST HY)XXHO BbIAENUTb B CEKLUUN PACCMOTPEHUS HYXKHbIA MYHKT,
HaxxaTb kHOMKy [PaccmoTtpeHue]:[YaanuTtb] n NOATBEPAUTL BLIMOMHEHWE OnepauumM B MNOSIBMBLLEMCS
Ha 9KpaHe CooOLLEHMN.

[11.7. PopMupoBaHue, peaakTupoBaHue U yaarneHue pesontoumum

PaboTta ¢ o6paleHmeM BkrovaeT B cebsa dopmmpoBaHme pesontoumi. MNpu otnpaeke obpalleHuns
Ha MCMOMIHEHUE MO KOHTPOJIbHBIM/HEKOHTPOMbHLIM MYHKTaM PEe30SoLMn CO34atnTCs, COOTBETCTBEHHO,
KOHTPOJbHbLIE/HEKOHTPOSbHBIE KOHTPOJTbHbLIE MOPYYEHUSI, HANPaBSeMble UCMONTHUTENSAM.

PeructpaTtop gokymeHTa MOXeT co3AaTb Pe30soLuio No JOKYMEHTY Nocre ero oTnpaBku Ha
nucnonHeHue (B ctatyce «Ha ncnonHeHum»).

YUtobbl cchopmupoBaTh pe3ontoLnto, Hy>KHO:

1. OTKpbITb KapTouKy obOpalleHusi, NeperiTn B PEeXuMM pedakTUpOBaHWSA, Nepentu Ha BKNagKy
UcnonHeHue.

2. HaxaTtb Ha Bknagke kHonky [Pesontoumns]:[HoBas].

3. 3anonHuTb nons AManoroBoro okHa cosgaHusa pesonoumn (PucyHok 12, Tabnuua 23). Ona
nepexona ro nonsM KapTo4km MOXHO UCMonNb3oBaTh knasuwy TAB.

4. HaxaTb kHonky [OK].

CO3,EI,aHHbII7I NYHKT pe3onounn 6yneT D,O6aBJ'IeH Ha BKIagky UcnonHeHue KapTO4KKn 06paLu,eH|/|;|.
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/\ Ecnu npu gobasneHun nyHkTa pesontounn 6bin yctaHoBneH gnar Mynbmunopy4eHue, TO npu
L) oTnpaBke pesontounn no kHonke [Ha ncnonHenmne] 6yayt chopmmpoBaHbl paBHO3HaYHbIE
nopyyYyeHus CoTpyaHuKaMm, ykazaHHbIM B none Ome. ucnosHumens.

[JoBaBneHNE MyHKTa PESOIIOLMN Iz‘

MyneTUNopydeHue I Oa
OTBETCTBEHHbIH | Q
MCMOMHNTEND

BaHTeesa OnNkra MUXaWNoBHA - COrNACYHIWMA Y,

KOHTponep', skcnept, 4ael/T21
Mepenatb opurkiHan r Aa
WenonHuTenn | Q

femuHa UpwHa MNeTpoeHa - KT [ oTBETCTEEHHBIR 32

BeEAsHKE Aen, CTatyc

¥ Nonyuats yeeoomnenws oT comcnonHuTenei
Y1o caenats [ina WcnoaHeHns el
Ha koHTpons v n0a
Mepwooudeckuid kontpone [ da
Cpok 11.03.2015 18
KonTponep |EEITbILIJEE Masen Cepressund | |I| >(
MNopnucan |-':'\E,EIEEE Makcum Hukonaesny | >(
Nata | 11.03.2015 15| | 15:37 )

oK OTHEHA B wabnoHkl

PucyHok 12. Co3aaHue npoekTa pe3onouumn

/\ dnar Ha KOoHMpoJsb B ANaNOroBOM OKHE CO3[aHuWsl PE30SToLUMMN YCTAHOBIIEH MO YMOMYaHUIo, ecrin B
&2 HacTpomnKax PyHKLMOHanbHoW 6a3bl JaHHbLIX YCTaHOBIEH dnar Pe3osiroyust cozdaemcsi
KOHMPOJILHOI N0 YMOJIHaHUIo.

Co3gaHHy0 pesonioLmil0 MOXHO COXPaHUTb B KadecTBe IMYHOro wabnoHa. [nsa atoro nocne
3anofniHeHUs Moren B [OWanoroBOM OKHE CO34aHus pes3oniiouMuM HaxaTb KHOmMKy [B  wabnoHbl]
N B OTKPbIBLLEMCH OKHE BBECTU HauMMeHOBaHue wWwabnoHa, a Takke BblbpaTb TWUMbl OOKYMEHTOB-
OCHOBaHW, A58 KOTOPbIX OHAa ByaeT goctynHa. YTobbl co3gath 00LWwmi WabnoH, HYKHO NocTaBuTb nar
B none O6wut (PvcyHok 13).
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CoxpaHeHHe pe3o/HUMH [ x|

CBWHA  aa
HazepaHuWe y
TWNbl AO0KYMEHTOE Bxon AW HA >(

Ok OTHEHAS

PucyHok 13. CoxpaHeHne co3qaHHOMN Pe30siioLMn B KayecTBe WabnoHa

UTto6bl BbIOpaTh YKe CyllecTByoWwmi WabnoH ansa nepesanncu, Hy>KHo psaaom ¢ nonem HaseaHue
Ha)kaTb KHOMKY ' M B OTKPbIBLUEMCS LManoroBOM OKHe BblbpaTb HeoOXoauMmbl WabnoH, KOTopbIn
HY>KHO nepe3anucaTb.

Ecnn B B AaMuHucTpupoBaHue B HacTpoe4yHoM gokymeHTe B[l MopyyeHus yctaHoBneHa dnar
CpoK ucnosiHeHuUs1 8 4Yacax, TO Npy CO3OaHUN Pe30noLUUN OCYLLEeCTBNSAETCH MpOBepKa yKkasaHHOro
cpoka mucnonHeHus. Ecnu ykazaHHoe Bpemsi UCMOMHEHUSA NopyyeHnst nonagaeT Ha Hepaboyee Bpems,

cucteMa aBTOMAaTUYECKM paccyuTbiBaeT W npeanaraeT BblbpaTb Onvkaiilee Bpemsi MCMNOMHEHUS
Nnopy4YeHus 4O U Mocrne ykazaHHOro cpoka (Mpu HeobXOAMMOCTM MOXHO OCTaBWUTb TeKyllee 3HayYeHue,

PucyHok 14).

W

CpoK MCMONHEHWA NoNagasT Ha Hepabodee BperA &

Bnusaiwmd BOSMOMHbIA CPOK HCNOMHEHHA:
TeKylWee 3HadeHne; 02.08.2014 16:09

Ao: nocne:
01.08.2014 15:00 04.08.2014 09:00

OCTAEWTE TEKYLLES IHAYEHHE

| Ok | | OTMEHE |

PucyHok 14. BO3MOXHbIA CPOK UCMONTHEHUSA NOPYYEeHUs

Cuctema npepgoctaBnsieT BO3MOXHOCTb MCMOMb30BaTb 0OWME M NMYHblE (CO34aHHble OAaHHbIM
COTPYAHMKOM) LWaBoHbI TUNOBLIX pe3ontounn, xpaHawmecs B B[] LLIaGnoHbI.

YT06bI 106aBUTL TUMOBYIO PE3ONIOLUIO, HYXHO:
1. Haxatb Ha Bknagke UcnonHeHue kHonky [Pesontouusn]:[U3 wabnoHa].
2. BblbpaTtb WwabnoH pesoniouun B nosismsLLeEMcS avanore u Haxatb [OK].

Cuctema gonyckaeT peaakTupoBaHue 1 yganeHue nyHKTOB Pe30stoLnii, MO KOTOPbIM AOKYMEHT HE
Obln HanpaeneH Ha UCMNOSHEHME.

UT06bl OTpeaakTpoBaTh MyHKT Pe30noLnn, HYXKHO:
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1. BbibpaTb COOTBETCTBYHOLLNIA MYHKT PE30SOLMM Ha BKNaake McrnosiHeHue n HaxaTtb Ha BKagke
kHonky [Pe3ontouunsa]:[U3ameHnTs].

2. BHecTu nsmeHeHuns B nonsa opMel «MameHeHne nyHKTa pesosntoumm» n HaxaTtb [OK].
UTo6bl yaanuTb NYHKT pPe30SIHoLMKN, HY>KHO:

1. BbibpaTb COOTBETCTBYHOLLUNIA MYHKT PE30SoLMM Ha BKNaake McrnosiHeHue n HaxaTb Ha BKagke
kHomnky [Pe3ontouusa]:[YaanuTts].

2. lMopTtBepaunTb BbINOMHEHME onepaLuy B MOSIBUBLLEMCS Ha 9KpaHe COOBLLEHUN.

[11.8.OTnpaBKa AOKYMeHTa No MapLupyTy

3apernctpMpoBaHHoe obpalleHMe MOXHO OTMPaBUTb HAa PAcCMOTPEHME W/WN Ha WCMOJTHEHME,
€CInn B JOKYMEHTE yKa3aHbl paccmaTtpuarolime n/unun gobaeneHsl pesontoumm, no kHonke [OTnpaBuTh

no mapwpyty].

Ecnu B kKauecTBe yvacTHMka 06paboTkm JoKyMeHTa Obin 4o6GaBneH COTPYAHMK, KOTOPLIN He siBNsieTcs

nonb3oBaTeneM NpuUnoxeHus, n y kotoporo otcytctaytoT MO/OJT - nonb3oBatenu npunoxeHus, To

cuctema otobpasuT cooTBeTCcTBYOLLEe cooblieHne. [IokyMeHT No MapLUpyTy He OTnpaBnaeTcs.
[JoKkymeHT nepexogutT B COOTBETCTBYyOWMUN cTaTtyc («Ha paccmoTpeHun»/«Ha wucnonHeHum»

COOTBETCTBEHHO).

[11.9. PaccmoTpeHue obpalieHus

[Ona npuHatvua pelwweHns no obpalieHnio Heobxoanmo, OTKPbIB yBeAOMMAEHNE O HEOBXO4MMOCTH
paccMOTpeHUs AOKYMeHTa, nocTynmBLlee Ha naBHyto cTpaHuuy (unu B noyTy, ecnv B B[] CnpaBOYHUK
opraHu3auum npousBeneHa HacTporika gybrnmpoBaHus coobLeHnin), NepenTn B KapTOYKy JOKYMEHTA.

[ns oTnpaBkn JOKYMeEHTa, Haxogsaweroca B cratyce «Ha pacCcMOTpeHMM», Ha UCMOSTHEHWE, HY>KHO
HaxaTb KHorky [Ha wucnonHeHue] Ha naHenu OEeNCTBUIM KapTodkum obpalleHus (npenBapuTenbHO
B AOKYMEHTE AOMKHbI ObITb CO3AaHbl NYHKTbI pe3ontoumu, cMm. n. 111.7. dopmmpoBaHve, peaakTmpoBaHue
1 yoaneHue pesontoumi). MNpun aTom:

e [lo KOHTpOJ'IbHOVI pesonwunmn — aBTOMATUYHECKM CO34AKOTCA KOHTPOJIbHbIE MNOPY4HEHNA,
ncnoniHnTenAaAmM I'IOpy‘-leHVIIZ OTnpaBnAlTCA yBe4OMI1EeHUA.

e [lo HeKOHTpOﬂbHOVI pe3onwunn — aBTOMaTUYECKM CO30al0TCA HEKOHTPOIIbHbIE MNOPYy4YEeHUS,
ncnonHnTenAam nopyquw?l OoTNnpaBnAlTCA yBegOMI1EeHUA.

Ecnu npyn paccMoTpeHuMM COTPYAHMK pellaeT, YTO AOKYMEHT He TpeOyeT WCMNOSNTHEHWUS!, HYXHO
HaxxaTb KHOMKy [PaboTa no AOKYMeHTy 3aKOHYeHa] Ha naHenu OeNCTBUIMN KapTOukm obpalueHust
1 NOATBEPAUTL BbINOSTHEHWE onepauun B nossmsLieMcsa coobeHun (n. 111.10 3aBepeHne paboTbl no
obpalLeHnIO U CHATUE OBpaLLEHNS C KOHTPONS).
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[11.10.3aBepLieHne paboTbl No oO6paLLeHU0 N CHATUE obpalleHus ¢

KOHTpPONA

3aBepwmnTb paboTy MO OOGpaleHU0 MOXET perucrTpatop gokymeHta (B crtaTtyce «[llpuem un
permctpaumsi» mnn «Ha wucnonHeHunM» (ecnn OOKYMEHT He KOHTPOJSibHbIN)), paccMmaTpuBaroLmii
COTpyAHMK (B cTaTyce «Ha paccmoTpeHumn»), a TakkKe KOHTPONep KOHTPOSbHOrO AOKYMEHTa (CHATb
OOKYMEHT C KOHTpONSA B cTaTyce «Ha ncnonHeHmny).

[Mocne WCNOMHEHNA HEKOHTPOSbHbIX (A TakKe YTBEPXKOEHUS KOHTPOJSIbHBLIX) MOPYYEHUR,
CO34aHHbIX MO KOHTPOSTIbHOMY JOKYMEHTY, KOHTPOSepY AOKYMEHTa NOCTynaeT 3ajayvyHoe yBedoMIeHne o
HeobXOOUMOCTM CHATUSA [OOKYMEHTa C KOHTponsi (ecrnv B TUMOBOM MapLllpyTe He YCTaHOBMeHa
HeobX0aMMOCTb aBTOMATMYECKOrO CHATUS OOKYMeHTa ¢ koHTpons, n. [11.10.1 ABTomaTnyeckoe cHATUE
oOpallLeHns C KOHTPOnS).

[ns 3aBepLlueHnsi paboTbl N0 AOKYMEHTY (CHATUA OOKYMEHTA C KOHTPOMS) HY)KHO HaxaTb KHOMKY
[PaboTa no 4OKYMEeHTY 3aKOHUYeHa] Ha NaHenu AenCcTBUIN KapTOYKN obpalleHns.

[lOKyMEHT nony4uT cTaTtyc:

e «[lOTOB K CrMCaHWIO B AENO» — €CNu JOKYMEHT eLle He UMEET Npu3Haka NoMeLLeHnss B Aero.
Mpn aTomM nonb3oBaTeno C Porbl0 OTEeTCTEEHHINI 3a BegeHue mes, YykasaHHomy B PK
AOKyMeHTa (Bknagka OpuauHan), dopmMmupyeTcs yBegoMneHme 0 Heo6X0ANMMOCTN NOMELLLEHMSA
AOKyMEHTa B A€ero.

Ecnn nonb3oBaTesb, BbII'IOJ'IHﬂ}OLLI,VIﬁ onepauuio Nno 3aBepLUeHnto paGOTbI Nno OOKYMEHTY, UMEeeT POJib

OTBeTCTBEHHHIT 3a BefeHme gei, TO CUCTema oTobpaxaeT OKHO C BO3MOXHOCTLIO MOMELLEHNS
BCew cBA3kMn AokyMeHToB (ObpalueHune n ceasaHHble ¢ HUM OTBeThbl) B 4eno.

Ecnu B kapTouke AokymeHTa ycTtaHoBrneH donar JJokymeHm cnuwemcsi 8 des10 asmomamuyecku,
TO MO AOCTUXEHMIO cTaTyca «0TOB K CMMCaHMWIO B Aeno» AOKYMEHT OyaeT nomeLleH B 4Eeno
aBToMaTuyeckn, 6e3 yyactua OB[] (nepenget B ctatyc «B geney).

e «B pnene» — ecnu opurMHan AokymeHTa 6bin paHee nomelleH B aeno OB[.

Ecnun o6pau.|,eH|/|e OoTnpaB/ieHO Ha paCCMOTPEHNE HECKOJIbKUM COTPYAHUKaM, TO Npu 3aBepLUeHnn
paboTbl N0 JOKYMEHTY O4HMM M3 pacCcMaTpuBatOLLUX UCMOMTHEHHOW CYMTAETCS TOMbKO ero BeTka
paccMOTPEHUSA, U JOKYMEHT CTaTyC HE MEHSET.
HokyMeHT nony4nt ctatyc «[0TOB K cnmMcaHuio B geno»/«B gene» TonbKo nocrne BbIHECEHNS
pelweHna BcemMun paccMmaTpmBaroLLUMin.
Ecnu npu 3aBepeHnn paboTbl (CHATUM C KOHTPONS) B ctatyce «Ha ncnonHeHum» nNo SOKYMEHTY
€CTb HEWUCNOSHEHHble (M HeyTBEPXAEHHble KOHTPOSNbHbIE) MOPYYEHWUs, TO cucTtemMa oTobpaxaet

coobLeHne ¢ BONpoCoOM 0 HEOBXOANMOCTU 3aKpbITUS nopyveHun ¢ kHonkamu [OK] n [OTmeHa].

Mpun HaxaTum Ha [OK] HencnonHeHHbIE KOHTPOSbHbLIE NOPYYEeHUs nepexoasT B crtatyc «CHATO C
KOHTPOMSA», HEKOHTPOMbHbIE NOPYyYeHUs — B ctatyc «McnonHeHo». B nopyyeHnsx Ha Bknagke Omyem
06 ucnonHeHuu B 6noke MHhopmayus no ucnosiHeHUr otobpaxaeTca KoMmeHTapui: «opyyeHne
3aKkpbITO (paboTa no AokymeHTy 3aBepweHa). <®NO coTpyaHuka, BbINOMHMBLLENO AENCTBME NO KHOMKE
[PaGoTa nNoO AOKYMEHTY 3aKoHYeHal>, gata M BpeMs BbINOMHEHUA onepauuuny». WcnonHutensm,
noanucaHTy M KOHTporiepy no nopydeHuto (a Takke ux MO n [J1) otnpaBnsetca nMHMOpMaLMOHHOE
yBejoOMIIeHME O 3aKPbITUN NOPYYEHUS.
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Ha Bknagke UcnosnHeHue B Bu3e «[lpyem u peructpauusa» /«PaccmotpeHune»/ «CHaTne c
KOHTpONs» COOTBETCTBEHHO MPOMUCLIBAETCS KOMMeHTapuin «PaboTa no AOKyMEHTY 3aBepLueHay», a
TaKkKe gaHHble COTpYyAHUKa, BbINOMHUBLLErNO onepawuio.

Ecnu B HacTpovikax B[] OF (B B[], AGBMUHUCTpUpOBaHME) yCTaHOBIEH dnar Paspewamsb
usmMeHssMb Gamy cHsIMusi obpawjeHusi ¢ KOHMPOJIs1, NPU CHATUN AOKYMEHTa C KOHTPONs
oTobpaxkaeTcst AManoroBoe OKHO C BO3MOXHOCTbI U3MEHEHUS AaTbl CHATUS AOKYMEHTa C KOHTPONS.
Mpun aTOM B BM3e «CHATME OOKYMEHTA C KOHTpOons» ByayT oToGpaxkaTbCs yka3aHHble B ANarioroBoM

OKHE JaTa u BpeM4. WHauve, 6y,qu CbVIKCVIpOBaTbCFI garta u BpemM4d (baKTVI‘-IeCKOI'O BbIMOJTHEHNA
onepauunn.

[11.10.1. ABTOMaTU4YECKOe CHATUE ObpaLLeHUs C KOHTpons

Ecnu B TmMnoBom wmaplpyTe 06paboTkM [OKyMeHTa ycCTaHoBneH dnar Aemomamu4veckoe
CHsimue OOKyMeHma c obwe2o KoHmposs (6e3 yyacmusi KOHmpoJsiepa nNo GOKyMeHmy), n Bce
Nopy4eHusl, co3aaHHbIe MO AOKYMEHTY, UCMOSIHEHbI, @ KOHTPOSIbHbIE — YTBEPXKAEHbI, TO KOHTPOSIbHbIV
AOKYMEHT OyZeT aBTOMaTMYECKN CHAT C KOHTPONS U NepenaeT B cTaTyc:

e «[lOTOB K CMCaHWIO B AenO» — eCnu OOKYMEHT elle He UMeeT npu3Haka nomMeLleHns B Aerno.
[Mpn aTomM nonb3oBaTeno C Porbl0 OTEeTCTEEHHINI 3a BegeHue men, ykasaHHomy B PK
AOKyMeHTa (Bknagka OpuauHarn), hopmupyeTcs yBegoMneHne o HeobxoaMmocTy NomeLleHns
AOKYMeHTa B Aeno.

Ecnu B kapTouke AokymeHTa ycTtaHoBrneH donar JJokymenm cnuwemcsi 8 des10 asmomamuyecku,
TO MPW SOCTWXEHUM cTaTyca «[0TOB K CNUCaHUI0 B Aeno» LOKYMEHT ByaeT noMelleH B Aeno
aBToMaTunyeckun, 6e3 yyactua OB[] (nepengeTt B ctatyc «B geney).

e «B pnene» — ecnu opurMHan AokymeHTa 6bin paHee nomelleH B aeno OBJ.

B KapTo4yke OOKYMEeHTa Ha BKnaake UcnonHeHue B Bu3e «CHATNE C KOHTpPONA» nponncbiBaeTcsa
KOMMeHTapMVI «CHsATO C KOHTPOJ1A aBTOMaTUYECKN».

[1l.11.Bo3BpaTt o6pawieHus

BepHyTb 06palLeHne MOryT peructTpaTop U KOHTPOSEep KOHTPOSbHOIO AOKYMEHTa B cTaTtycax «Ha
paccMoTpeHun», «Ha ncnonHeHnn», «F0TOB K cNncaHuIo B Aenoy, «B gene.

[ns Bo3BpaTa obpalleHnst HY>XHO BbINONHUTL Crieayowne AeNCTBUS:
1. BbibpaTtb obpalleHne B ogHoM 3 npeactasnexHmn b O 1 OTKpbITb €ro Ha NPOCMOTP.
2. HaxaTb Ha naHenun AenCcTBUIN KapTOYKM KHOMKY [BepHyTh].

3. [lpu Bo3BpaTe OOKyMeHTa u3 cratyca «Ha paccmoTpeHuu» wunu «Ha wmcnorHeHum» B
OTKPbIBLLEMCS ONANIOrOBOM OKHE YKa3aTb MPUYMHY BO3BpaTa JOKYMEHTA.

4. B pesynbTtate obpalleHne nepexoaut B ctatyc «llpuem un peructpaumsi»..

5. [oKyMEeHT nepexoauT B pexuM peaakTupoBaHusi. COTPyOHWK, BEPHYBLUUA AOKYMEHT, MOXET
BHECTM HEOOXOAMMbIE N3MEHEHUSI B JOKYMEHT U OTNPaBUTb €ro No MapLupyTy.

Mpun BO3BpaTe AOKYMEHTa U3 cTaTyca «Ha ncnonHeHMn» nopyyYyeHus, Haxoaswuecs B cratyce «Ha
NCNONHEHUM» (CO3[4aHHble MO pes3onouMsaM  OOKyMeHTa), nepexoasatr B cratyc «OTMeHeHo».
KommeHTapui, ykasaHHbI COTPYAHMKOM NpW BO3BpaTe [OKyMeHTa, oTobpaxaeTca kak Ha BKNagke
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UcnonHeHue B CTpoke OTMEHEHHOIO MOPYYEHMUS, TaK M B CaMOW KapTodke rnopy4yeHusi. McnonHutenu,
KOHTpOSep 1 NOANUCAHT NOPYYEHUs NOny4YatoT yBeAOMIIeHMs1 06 OTMeHe NopyyeHust.

[11.12.0TnpaBKa obpalleHMA No CNMCKaM pacCbisiIKU U O3HaAKOMIIeHue

C LOKYMEHTOM

Bknagka Paccbinka otobpaxaeTtcs B PK gokymeHTa npu ycTaHOBMNEHHbIX donarax Mcnonb3oeams
paccbiniky ¢ nodmeepxoeHueM o3HaKkomaeHus1 wunn Ucnosib3oeame pacchbisiKy Osis ceedeHus
B HAcTpovKax TMNOBOro npouecca.
[na oTnpaBkM 3aperncTpupoBaHHOro obpalleHnst MO ChMCKaM pPacCbifikKh HY)XHO BbINOSHUTb
cnegylowme oencTeuns.
OTnpaBuTb obpaLLeHne No cnmckam paccbliiky MOXHO B cTatycax «[lpnem un peructpaums»

(3apeructpupoBaH), «Ha paccmoTpeHun», «Ha ncnonHeHun», «'OTOB K cnncaHuio B Aeno» (4o Toro,
Kak JOKYMEHT nepengeT B cTatyc «B geney).

1. BbibpaTtb obpalieHne B ogHOM 13 npeactasneHmn b O n oTKpbITb €ro Ha NPoOCMoTP.

2. Ecnu paHee cnucku paccbinkm Ha Bknagke Paccbinika He 6binv cchopmupoBaHbl, [o06aBUTb
Ccnnckn no kHornke [[lo6aBuThb].

3. B oTkpbiBweMcS OkHe HaxaTb KHOMKY = W ccopMMpoBaTb COOTBETCTBYIOLLME CMUCKU
paccbinkn: Paccbinika ¢ noomeepxdeHuem n Paccbinka 0Onsi ceedeHusi. [onsi cnvcka
paccbifkn ¢ NoaTBEPXAEHWEM YykasaTb CPOK, B TeYeHMEe KOTOPOro BblOpaHHble COTPYAHWKK

[OIMKHbI ByayT OTMETUTb PaKT 03HAKOMIIEHUSI C OKYMEHTOM. C NOMOLLb0 KHOMOK El n El
MOXXHO NnepemeLLaTb BbiGpaHHbIX COTPYAHMKOB MeXay cnvckamu paccbinku (PucyHok 15).

Mpu fobaeneHnn cCoTpyaHMKOB B CIMCOK AOCTYMHbI creaytowme ceoifikn: Bce docmynHbie, U3
nodpa3sdeneHusi, U3 cnucka paccbiniku, Cnucku paccbinku, JIu4HbIe CrUCKU pacchbiIKU,
Ipynnei, Mol catim, Cnucok docmyna dokymeHma. Kaxxablii CNUCOK pacCblifiku MOXET CoaepKaTb
He 6onee 50-Tn nonb3oBartenen. JIMYHbIE CMIMCKN PacChINKN JOIMKHbI ObITh NpeaBapuUTENbHO CO3a4aHbI
coTpyaHvkoM B B[] CnpaBOYHUK OpraHu3auuu.
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CnrcoK paccelnky X
Paccbinka C noATBepXaeHHeM Paccbinka ANA CBefeHHA
Haiti: Haitn:
CreHg pazpaboTku/THC3] batbiwee Maeen Cepreesvy - PyKoBoaWTeno otgena 0%

BapmMuH AnekcaHap AnexcaHApoBWd - pazpaboTuuk, ART

(He Gonee 50 zHadeHWA)
Cpok ozHakoMmneHusa (B AHAX): 5

Ok OTHEHA

PucyHok 15. Co3gaHue CMUCKOB PacCbifIKu
4. Haxatb kHonky [OK] B okHe fo6aBneHns CCcKOB PacChbIfiKu.
CospaHHble cnvckn gobaBsaTcsa Ha BKagky Paccbisika KapTovku AOKyMeEHTa.

Mocne pobGaBneHus cnucka paccCbilikh MOXXHO BbINOJIHUTL CrneaywLimne nencTens (Ha)KaB
COOTBETCTBYHLLYIO KHOMKY Ha BKIaake PaCCblﬂKa)Z

e [lna npocmoTpa cocTaBa Crucka paccbifikn Heo6XoauMO BbIAENUTL MOBON CNNCOK U HaxaTb
kHonky [[MpocMmoTpeTb coctaB]. B OTKpblBLUEMCS [ManNoroBOM OKHE OTobpaxaeTcs Becb
nepeyeHb COTPYAHUKOB BblAEMNEHHOro Crmcka.

e [Ins yganeHus cnmucka paccbifiku (nonb3oBaTens u3 crnvcka) Heobxoanmo BbiAENUTb CNUCOK
(nonb3oBaTensa) M HaxaTb KHOMKY [YAanuTb]|, nocne 4ero MOATBEPAUTb BbINONIHEHWE
onepauun B NOSABMBLUEMCS Ha 3KpaHe coobLleHun.

e [INng u3MeHeHWs Tuna paccbinky (K CBEOEHWI0 UNU C MOATBEPXOEHWEM O3HAKOMIEHUS)
HeobxoanMo BblAENUTb CNMCOK (NoNb3oBaTens) N HaxaTtb KHONKY [I3MeHUTb TMn paccbInku],
nocne 4ero TMN paccbinkv AN BblAEeNEeHHOro cnucka (nonb3osarens) 6yget M3mMeHeH.

Ecnu B TinoBom MappyTte 06paboTki JOKYMEHTa pa3peLleH TONbKO OOUH TUM PaCChISKK, TO KHOMKa
[U3ameHUTb TN paccbIinku] HeOOCTYNHA.

Ecnu B TUNoBoM MapLupyTe 06paboTkv JOKyMeHTa YCTaHOBIEH nar 3anpemums u3MeHeHue
Cruckoe pacchi/iKu, TO ANsl NpefonpeAeneHHbIX MapLIPyTOM CMIMCKOB PacChINKM KHOMKYU [YAanuTe)
u [M3ameHUTb TMN paccbIinkKu] HEOOCTYMNHbI.
UTobbl pasocnaTb [OOKYMEHT MO CO3[4aHHbIM CMMCKaM pPacChifikM  HYXHO HaxaTb KHOMKY
[Pa3ocnaTtb] Ha Bknagke Paccbinika v NOATBEPAUTL BbIMOMHEHUE Onepauun B NOSABMBLLEMCH Ha SKpaHe
AnanoroBom OkHe. B pesynbTaTte cuctema aBToMaTUyeCcKn OTNPaBUT yBEOOMITEHUS BCEM COTPYOHUKaM,
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yKa3aHHbIM Ha Bknagke Paccbuika. B Bu3e paccbinkm Oyaet 3admKCMpoBaHO KTO, KOrga M 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 Heo6xoaMmMocTy
NOATBEPXKAEHUS 03HAKOMIIEHMS.
lMocne oTnpaBkm QOKYMEHTA NO CMCKaM PacCbInkn B KApTOYke AOKYMEHTa Ha Bknagke Paccbisika
no kHomke [XoA O3HaKOMMEHUA] MOXHO MNOCMOTpPeTb OOLWWUA  CAMCOK  PacCbifikK,  CMMCOK
O3HAKOMMBLUNXCSH U HE O3HAKOMMUBLUUXCH C JOKYMEHTOM COTPYAHUKOB.

Takke MOXHO pacnedataTb nedatHble opMbl «JIUCT O3HaKoMmneHus» u «JIMCT pacchinkuy,
BblOpaB cooTBeTCTBYOWMIA WabnoH (n. VI.15 MNMeyaTb No WwabnoHy).

CoTpyaHukaMm, yKasaHHbIM B CMUCKaxX paccbinkyn, Oyayt cdopmmupoBaHbl YBEOOMIIEHUSI Ha
MaBHyto CTpaHuly (ON9 COTPYAHWKOB M3 CMKUCKA PacCbUikM K CcBedeHUo  hopMupyoTca
NHOPMaLMOHHbIE yBeAOMIEeHUS ). UToObl OTMETUTL DaKT O3HAKOMIEHUSI C JOKYMEHTOM, HY>KHO HaXaTb
kHonKy [O3HakoMuncs] Ha naHenu 4EenNCTBUIN KapTovkn obpalleHns. B OTKpbIBLLEMCSA ANANoroBoM OKHe
HaxaTb [a Ona noaTBepXOeHUs O3HAaKOMMEHUs C AOKYMEHTOM. B Bu3e O3HakoMMeHWsa Ha BKNagke
Paccbinka pukcupyeTcs gata n Bpems 03HaKOMMEHNS.

Mpwn BbINOMHEHUN ONepaumm 3a APYroro COTPYAHMKA B KA4eCTBE ero UCMOSHSLWero o6a3aHHoOCTH
UM OOBEPEHHOrO Nnua HeobxoanMOo BbIOpaTb B MOSIBUBLLEMCS Ha aKpaHe amanore PUNO coTpyaHuka,
3a KOTOPOro BbINOMHAETCS onepauusd. B pesynbTate B KapTouyke [OKyMeHTa OyaeT oTpaxeHa
nHopmMaums 06 03HAKOMITEHUN C JOKYMEHTOM.
Ecnu B HacTponkax B[ Ol yctaHoBneH cpnar Paspewamsb o3Hakamuearow,umcsi obpawjeHust
co30aeamb nopy4yeHusi o cmaduu UcroJIHeHUs1, TO COTPYAHUK, NONMy4MBLUNIA obpalleHne Ha
03HaKOMIIEHME, UMEET BO3MOXHOCTb CO34aTb NOPYYEHNE MO JOKYMEHTY HEe TOMNbKO Ha CTaamu
WCMOJSTHEHNS!, HO OO TOrO, KaK JOKYMEHT OyaeT oTnpaBfieH Ha UCMOSTHEHNE.

I'IopyquMﬂ, CO3[aHHbl€ O3HakamMJITIMBakLWNMUNCA COTPYOHUKaMMN, 0T06pa)KaIOTCF| Ha BKIagke
UcnonHeHue c onpeneneHHbIM 3Ha4KOM.

CoTpyaHuK, NONYYUBLUNI JOKYMEHT MO CMMCKaM pacCbifikKn, UMEET BO3MOXHOCTb OpraHM3oBaTh
OOMNONHUTENBHYK PacCbIfKy AOKYMEHTa Ha O3HaKoMIieHne. [na aToro HeobxoaAMMo Ha BKagke
Paccbinka no kHonke [Jo6aBuUTb] ykazaTb COTPYLHMKOB, KOTOPbIM AOKYMEHT AOSMKEH ObiTb
OTNpaBneH, Nocne Yero Haxarb KHOMNKy [Pazocnatb]. [JokyMeHT OyaeT aBTOMaTUYECKM pa3ocraH
yKasaHHbIM coTpyaHUKkam. NMpu 3TOM coTpygHUKaM, yxKe yKasaHHbIM B CMIUCKaX pacCblfku, MOBTOPHO
He OyayT hopMmnpOBaTLCS HOBbIE YBEAOMIIEHUS.

[11.13.3MeHeHMe cpoKa UCNOSTHEHUA oOpaLleHus

N3MeHWUTb CpoK MCMONHeHMs oGpalleHns MOXeT perucTpaTop AoKyMeHTa B ctaTtyce «Ha
paccMOTPeEHUMN», a TakKe PerMcTpaTop U KOHTPorep AOKyMeHTa B ctatyce «Ha McnonHeHumn».

YT06bl M3MEHUTL CPOK UCMOSNHEHNSI OBpaLLEHMs], HYXXHO:
1. OTKpbITb KAPTOYKY 3apErMcCTPMPOBaAHHOIO OBpaLLeHMst Ha MPOCMOTP.
2. LenkHyTb MO ccbinike M3MeHUMb CPOK ucnosIHeHUs1 PSAOM ¢ norem CpoK ucrnosIHeHuUsl.

3. B nosiBuBWIEMCs Ha 3kpaHe OKHe «V/I3MeHeHue CpoKa MCMOMHEeHMsA» ykas3aTb HOBYK OaTy
N BpeEMS UCnonHeHust obpalleHmsa u HaxaTb KHonky [OK].
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B kapTouke gokymeHTa Oyaet oTobGpaxaTbCsi ccbinka Mcmopusi nepeHoca cpoka, No KOTOPOW
MOXHO MNOCMOTPETb MNepBOHaYasnbHbIN CPOK WCMOMHEHMS, HOBbIA CPOK, a Takke WHdopmauuio o
COTPYOHMKE, NBMEHMBLLUEM CPOK MCMOSNTHEHUS.

[11.14.Pernctpauunsa goKymeHTa, nepeaaHHoro us gpyrov bl O

YUTtobbl 3apernctpupoBaTth obpalleHne, nepegaHHoe 3 gpyron b O opraHu3auum, nog HOBbIM
HOMEPOM, HY>KHO BbINOMHUTL Creaylowmne encTBus:

1. OTKpbITb yBEAOMITEHNE O HEOOXOAMMOCTU perncTpauum NOCTyNMBLLEro JOKYMEHTA.

2. MNepenTn B pexmm pepakTupoBaHua no kHorke [PepaktupoBaTtb] M HaxaTb Ha naHenu
AencTeun kHonky [3apeructpupoBaTthb].

YUtoObl 3apeructpmpoBaTb obpalleHne, nepegaHHoe 3 gpyron B[ OI opraHmsaumm, nog Tem xe
HOMEepPOM, KOTOpbIN Bbin eMy npucBoeH B O-oTnpaBuTene, HY)XXHO HaXkaTb Ha NaHenNn AEeNCTBUA KHOMKY
[MpuHATL].
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IV.PaboTa c oTBeTamm Ha obpalieHuns rpaxaaH
Cxema obpaboTkun OTBETOB Ha 0OpaLleHMs BKIOYaAET crnefyowme ctagum:
e [logroToBka MpoekTa — Ha 3TON CTagum MNPOU3BOAMTCS CO3[4aHMEe KapTovkum oTBeTa

Ha obpalleHVe 1 3anonHeHne ee none.

CornacoBaHue — cornacoBaHne MoXxeT npoBOAUTLCA B HECKOJIbKO 3TanoB, Kaxkablin 13 KOTOPbIX
MOXeT OblTb nocrnegoBaTenbHbIM UN napannenbHbIM. B npouecce cornacosaHuA KaXKkabli
M3 cormacyrLmnx BbIHOCUT NOJNOXKNUTESTbHYHO U OTpUlaTeribHy0 peueH3Nio.

Moanucanue — yI'IOJ'IHOMO‘-IeHHbIIZ COTPYyOHUK nNoannucbiBaeT, nnbo OTKNOHAET OOKYMEHT.

Pernctpaums — nocne nognucaHusi 4OKYMeEHTa OH PerucTpupyeTtcsl nyTemMm aBTOMaTU4ecKow
perucTpaumm.

Mepenaya [OOKYMEHTOB Ha OMNeEpaTMBHOE XpaHeHWe, OTKyda OHM MOryT ObiTb nepenaHbl
Ha XpaHeHWe B apXuB.

IV.1.Co3aaHue KapTO4KU OKYMEHTa

Co3gaTtb OTBET MOXHO MO 3aperMcTpMpoBaHHOMY obpalleHuto B ctaTyce «[1puem u perncrpaums»,
«Ha paccmoTpeHumn», «Ha ncnonHeHum», «0TOB K cnucaHuio B geno» n «B gene», ecnvn no gaHHomy
obpalleHuto elle He bbln 3aperncTpMpoBaH OTBET C NpuaHakom OKOHYamersnbHbIU.

[lns co3gaHms HOBOro OTBETa Ha obpaLleHMe HYXKHO:

1.

3.

BbibpaTb 3aperMcrpmpoBaHHOe oOpaleHue B OOHOM W3 MpeAcTaBfeHun 6asbl OaHHbIX,
HaxaTb KHorky [HoBbIW AOKYMeHT] Ha naHenu AenWcTBun U BblGpaTb NyHKT OTBeT (Mnun
Ha NaHenu OEeNCTBUIA KapTodkM obpalleHnst HaxaTtb KHonky [Co3aaTtbk]:[OTBeT]).

B nosiBuBWEMcA ananore BbibpaTb Tpebyembii MmapwpyT obpaboTkm oTBeTa Ha obpalyeHue u
HaxaTtb kHonky [OK].
Ecnu gns OteeTa Ha obpalleHne co3gaH TOMNbKO OANH TUMOBOW MPOLECC, AOCTYMHbIN NOfb30BaTEN

(ero O v [J1), TO Npu co3gaHUn JOKYMEHTa 3TOT TUMOBOWN NPOLLECC UCMONb3YETCHA MO YMOMYaHMIo
0e3 npegBapuTenbHOro Bbibopa.

Ecnu B kapTouke Ol yka3aHbl kak ABTOp obpalleHuns (3asBuTens), Tak u ICTOYHUK NOCTYNneHus
(opraHusauums), To cosgaetcs 2 kaptodkm OTBeTa Ha OI, COOTBETCTBEHHO, AN1S OpraHM3aLmm u ons
3asBuUTEns.

3anonHnTb Nonsi KAapToYkM OTBeTa Ha obpalleHue. [nsa nepexoga no Nonsm KapTovku MOXHO

ncnonb3osaTtb knasuwy TAB.

4. HaxaTb KHOMKyY B([Coxpaﬂwrb]) Ha naHenu JencTBun.

[loKyMeHT coxpaHsieTcs B cTaTtyce « HepHOBUMKY.
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IV.2.0TnpaBKa AOKYyMeHTa N0 MapLipyTy

YTtoObl OoTnpaBnUTb OTBET Ha 06pau_|,eHV|e Nno MapLpPyTy HYXHO:

1.
2.

OTKpbITb Ha NPOCMOTP NOATOTOBIEHHYIO KAPTOUKY JOKYMEHTa (B cTaTyce «4epHOBUKY).

HaxaTb kHonky [OTnpaBuTbL N0 MapLpyTy] Ha NaHenn enNcTBUN.

Ecnu B kayecTBe y4acTHUKa ob6paboTku AokymeHTa 6bin gobaBneH COTPYOHUK, KOTOPbIN He ABMnseTcs
nonb3oBaTenem NpunoXxeHus, n y kotoporo otcytctaytoT NO/OJT - nonb3oBaTeny NpunoxeHus, To
cuctema oTobpasnT cooTBeTCTBYIOLEe coobLeHne. [IokyMeHT Mo MapLUpyTy He oTnpasnseTcs.

Ecnu B TMNoOBOM MapLipyTe [OOKYMeEHTa YyCTaHoBreH cnar Peaucmpauyusi npoekmoe
JOKyMeHmoe, TO Mocfie OTNpaBkM MO MapLlpyTy OCYLIECTBMSETCS perucrpauus npoekra
AOKYMEHTa, O YeM CUCTEMA BblAacT COOTBETCTBYHOLLEE COObLLEeHNMeE.

Ecnv gna BbiOpaHHOro B TUMOBOM MapLllpyTe »ypHana peructpauun MpoekToB [AOKYMEHTOB
CyLlecTByeT HeCKONnbKO (hOpMaToB PErncrpaumoHHbIX HOMEpPOB B pamKax OAHOro HymepaTopa, To
HyxHO OydeT BblbpaTb hopmaT HOmMepa B NOSIBUBLUEMCH Ha 3kpaHe Aauvarnore. [NpucBOEHHbIN B
pesynbTate Homep ByaeT otobpaxaTtbcs B none Homep npoekma KapTovkn AOKYMEHTA.

B pe3ynbTtate OOKYMEHT 6y/:|,eT oTnpaBneH:

Ha cornacosaHue, ecnu B KapTO4Ky OOKYyMeHTa nobaBneHsbl cornacyrouimne.

Ha nognucaHue, ecnu B kapTouyke AOKyMeHTa He AoGaBreHbl cornacylowmne UM Ha BKnagke
HeuxeHue dokymeHma nocrtaeneH dnar B none lMponycmums coznacoeaHue.

Ecnn otBeT Ha obpaweHne 6bin co3gaH MO MaplipyTy C YCTaHOBMEHHbIM dnarom bes
Mapwpymu3ayuu, ToO BMeCTO KHoMnk/ [OTnpaBuTb MO Maplipyty] Ha naHenu OEeWCTBUA LOCTyrnHa
kHonka [OTnpaBuUTb], NPU HaXXaTUN Ha KOTOPYIO AOKYMEHT OTMPaBNAEeTCs Ha perncTpaumio ykasaHHoMy
B KapTO4Ke JOKYMEHTa perncrparopy

Bo3mMOXHOCTb permctpauumn oTBeTa Ha obpalleHne OOCTyMnHa Nofib30BaTeNo Ha 3Tanax NoAroTOBKM
OOKYMEHTa B TOM Crlyvae, ecnu OKYMeHT Obin co3gaH no MapLupyTy € YCTaHOBMNEHHbIM ¢hrnarom Bes
Mapwpymu3ayuu, N ecnn WCMONMHUTENb OoTBeTa Ha obpalieHune (TO ecTb cocTaBuTEMNb) MMeeT
busHec-ponb PermcTpaTop M yKkasaH B none Peaucmpamopbl KapTO4YkM AOKymeHTa. B atom
cnydyae npu Haxatmm Ha kHonky [OTnpaBuTb] OTOOpakaeTcs AManoroBoe OKHO C BapuaHTamu
BblOopa [3aperncTpupoBaTth] 1 [OTNpaBUTL Ha perucTpauuio].

BosamoxxHOCTb nognvcaHus oTeBeTa Ha obpaweHue (kHonka [MoanucaTtb]) gocTynHa nonb3oBaTento
Ha aTanax noAroToBKM M O0paboTkM OOKYMEHTa B TOM Criyyae, €Cnu MCMOSHUTENb OTBeTa Ha
obpalleHne (To ecTb coctasuTens) B b1 Ol senseTcs:

e eOWHCTBEHHbIM NOAMUCAHTOM JOKYMEHTA UNW NepBbIM NOAMUCAHTOM B CMMCKE NMOANMUCAHTOB, €CNn
B KapTouke OOKYMEHTa yKaszaHO HecCKomnbko noanucaHTtos, (unu MO/OJ1 eanHCcTBEHHOro/nepBoro
noanuncaHTa);

e ecnu Npu 3TOM B NapameTpax corfacoBaHus BeicTaBneH cnar lfponycmumse coanacoeaHue unu
B MapLUpyTe HeT 6rioka cornacoBaHus.

IVV.3.Bo3BpaTt oTBeTa Ha ob6palieHune

[na Bo3Bpata oTBeTa Ha obpalleHue (CO CTaguin COrnacoBaHWUsS MMM NOAMNUCAHWSA) Ha CTaguto
AopaboTku, € Uenblo BHECEHUSA U3MEHEHUI B UCXOOHbBIA AOKYMEHT UNWN NPUKPENneHHble K HeMy dainsbl,
aBTOPY AOKYMEHTa HY>XHO BbIMONHUTL cneayowme AencTBUs:
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1. Hawntn B ogHom u3 npeactasneHuni B OI HyxHbI OTBET Ha obpalleHne 1 OTKPbITb ero Ha
NpoOCMOTp.

2. Haxatb kHonky [BepHyTb] Ha naHenu gencteun u BbiOpaTb [BepHyTb] unn [BepHyTb
¢ kommeHTapuamu]. [lpyn Bbibope BapmaHTa [BepHyTb € KOMMeHTapusaMM] YykasaTb
B ANanoroBOM OKHe NpWYnHY BO3BpaTa AOKYMEHTa.

[lokymeHT nepexoauT B ctaTyc «Ha gopa6oTke». COTPYOHMKY, OTBETCTBEHHOMY 3a TEKYLLYHO
cTaguto  obpaboTku (cormacoBaHue wnu nopnucaHue), OyoeT HanpaBneHo COOTBETCTBYHOLLEE
yBEZIOMIIEHME.

IV.4.CornacoBaHue 1 3KCnepTusa JOKYMEHTa

CornacoBaHue n aKcnepTM3a OOKYMEHTOB MOXET MpOBOAUTLCHA B OOUH WM HECKONbKO 3Tanos.
Kaxabin atan mMoxeT ObiTb nocregoBaTtesibHbIM, NapannefbHbiM (OQHOBPEMEHHbBIM) UMK ke bonee
CNOXHbIM, HacTpauBaembliM cpeactBammn Lotus Workflow. 3Ttan akcneptuabl MoOXeT OblTb TOJbKO
nocneposartenbHbiM. [MpyM nocnegoBaTenbHOM COrfacoBaHUM OOKYMEHT nepedaeTcst crnegylowemy
YY4aCTHUKY COrnacoBaHWsi TOSNbKO MNOCMEe BbIHECEHMS pelleHns npeabliaywmM  y4yacTHukom. [pu
napannenbHOM COrfacoBaHny AOKYMEHT NOCTynaeT BCEM COrMnacyoLmnm OgHOBPEMEHHO.

Ha atane akcnepTusbl Nonb3oBaTeNn, B 3aBUCMMOCTM OT MMEIOLENCA KOMMNETEHUUN, a Takke OT
TMNa JOKYMEHTa, UMEKT BO3MOXHOCTb pefakTMpoBaThb OMpefesSieHHble MNOMsi KapTOYKM AOKYMEHTa,
M3MEHSITb MapLpyT [AOKYMEHTa, peadakTupoBaTb W A06aBnaTb BrOXEHWs, B 3aBUCMMOCTM OT
YCTaHOBJIEHHbIX HACTPOEK B npodianne 3KcnepTusbl (Co3gaHve npodarina aKCnepTusbl ONMUCaHO B
aokymeHTe «Jlormka ECM. C3[1 - OC - 8 - CnyxxebHble 6a3bl AaHHbIX»).

Crtagus cornacoBaHus/akcnepTnsbl KONMPYeTCs U3 HAaCTPOEHHOro TMNOBOro npouecca (co3gaetca
agMmuHuctpaTopom B B[l TunoBbie mapuwpyTbl). AcnonHuTenNb JOKyMEeHTa MOXET Npu HeOBX0ANMOCTH
(ecrniv B HacTpomkax TMMOBOro npouecca 3ajaHa Takasi BO3MOXHOCTb) CKOPPEKTUPOBaTb napameTpbl
3TanoB COrnacoBaHus, 1 nepedeHb cornacyowmx, yopas nnm ob6asmse y4aCcTHMKOB COrfacoBaHmS.

B kauyectBe cornmacylwmx MoOryT ObiTb 3agaHbl TOMbKO COTPYAHWKW, OOnajarowme pornbio
Cornacymoumiz B B[] CnpaBoYHUK opraHusaumm.

CornacylolMin  MOXeT OpraHu3oBaTb [OMOMHUTENbHOE  COrflacoBaHWE  [AOKYMEHTa  Uiu
[enernpoBaTb COrfacoBaHne ApYroMy COTPYAHUKY.

IV.4.1. Ho6GaBneHue 3Tana cornacoBaHuUA/3KCNepTU3bI

BosmoxHoCcTe OobaBneHuss HOBOro 3aTama OTCYTCTBYET, €Cnu B TWUMNOBOM Maplpyte obpaboTku
OOKyMeHTa CHAT donar Paspewumb MeHsIMb Mapwpym coajsiacoeaHusl.

YT106bI 106aBUTL HOBbIM 3Tan COrnacoBaHUA/IKCNEPTUSbI, HYXKHO:
1. B pexume penaktMpoBaHust KapTOYKM LOKYMEHTA OTKPbITh BKnaaky JewkxeHue okymeHma.
2. HaxaTtb Ha Bknagke kHonky [HoBbin aTan].

3. 3anonHutb nons opmbl «HoBbIN 3Tan cornacosaHusa» (PucyHok 16, PucyHok 17).
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Tun amana — yCTaHOBWUTb HY)XHOE 3HA4YeHWe C MOMOLLbl nepekntoyatens (dman
cozasiacoeaHusi Unu Aman akcrnepmussbi).

Tun coanacoeaHusi — YCTAHOBWUTb HYXXHOE 3HayeHMe C MNOMOLLbK nepeknoyaTens
(MocnedoeamenbHbili wnu [MapannenbHbil). [py ycTaHOBNEHHOM nepeknyartene
Tun amana B 3HayeHve 3dman 3Kcnepmu3bl aBTOMATUYECKM YCTaHaBNMBAETCs MO
ymMoOn4aHuio B 3HadeHue llocnedoeamersibHoe M Nofe CTAHOBUTCA HEOOCTYMNHbIM Anis
peaakTMpoBaHus.

HaumeHoeaHue — BBECTM HAUMEHOBaHWe aTana.

lMpogbalin akcnepmu3bl — C NOMOLLBIO KHOMKU . BblbpaTb npodansn aKcnepTusbl U3
crnucka AOCTYMNHbIX 3Ha4YeHun. None AOCTyNHO Npu ycTaHOBNEHHOM nepekntoyatene Tun
amana B 3HadeHne Aman akcnepmu3bi. CNNCOK COOEPXKNUT BCE NPOannibl 9KCNEPTU3bI,
co3aHHble 4Ns JaHHOrO TUMOBOro npouecca ob6paboTkn OOKYMEHTa.

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

Hdon. cpok coanacoeaHusi — BBECTM C KraBuaTypbl [OOMOSNHUTENbHbIA  CPOK
cornacoBaHus (B OHSIX).

Aemomamuyeckoe 3asepweHue — NoCTaBuTb chnar B none, ecnn Heobxoammo, YTobbl
OOKYMEHT  aBTOMaTM4YeCKn nepegaBasnca  cregylowemy cornacywowemy  (unu
Ha nognucaHve, B 3aBMCUMOCTM OT cTagum o0paboTkMm AOKyMeHTa) B crnydae, ecrnuv
COrnacyllmMin  He TMPUHAN  pelleHne Mo  OOKYMEHTY B TEYEeHWe OCHOBHOTO
N JOMOMHUTENBbHOrO CPOKOB COrNacoBaHmS.

Coenacyrowjue — C nNOMoLLbO KHOMKM [[lo6aBUTb] ykasaTb COrnacylolmx AaHHOro
atana. [lpu yctaHoBneHHOM nepeknoyatene Tunm amana B 3HavyeHve Iman
aKcnepmu3bl B CNWCKe OOCTYMHblI ANs Bblbopa TONMbKO nonb3oBatenu, obnagatoiune
KOMnNeTeHUunen, ykasaHHON B BblIOpaHHOM npocdhaiine akcnepTuabl.
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HoBkIl 3Tan cornacoeaHuAa lz'

Tun: * MocnenocsaTtensHuil © MNapannensHuii
HawMeHoBaHWe MocnencBaTenbHOE COrNacoBaHue
CpoK COrnacoBaHuaA: 2 aHei
Hon. cpok cornacosadua: 1 OeHb v AeToMaTwueckoe JaBepWweHue
Cornacyrwme: Asnees Makcwm Hukonaeswd - PykoBoauTens noapasaenedud, M

l [TI] b

NoGaEMTE. .. ¥.0aMnHTE
(814 COTHEHAa

PucyHok 16. lobaBneHne HOBOro atana corfiacoBaHusi

Hoeeiii 3Tan cornacceaHva Iz‘
Twn aTana: " =Tan cornacosanua 1+
TWN COrnacoBaHWa: MocnenoeaTensHoe
HauMeHoBaHKe

Mpodain 2KcnepTH3sl;

CpoK cornacosaHuA: 2 aHei
Hon. cpok cornacosaHua: 2 anelt [T AgToMatwdeckoe sasepleHuE
Cornacyrime:
JobaeHTe. .. ¥ anHTE
Qk CTHMEHA

PucyHok 17. lo6aBneHue HOBOro 3Tana aKcnepTUsbl

4. HaxaTb kHonky [OK]. Otan cornacoBaHus/akcnepTnsbl gobasnseTca Ha Bknaaky JeuxeHue
doKyMeHma KapTOYKM AOKyMEHTa.

[loGaBneHHbIN HOBLIM 3Tan COrfacoBaHWUSA/aKCNEPTU3bl MOXHO CTpenkamum «BBepx-BHM3»
nepeHecTn B HyXXHOe MecTO Broka corracoBaHus.
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Mpw pobaBneHnn coTpygHuka, YKe yKasaHHOro B O4HOM U3 GOKOB cornacoBaHusl, BbIBOOUTCS OKHO
¢ npegynpexaeHmeM: « CompydHuk <®NO compyOHuKa> yxe eblbpaH 8 amarie coanacosaHusi». MNpu
3TOM COTpYyAHMKa B ApYyroi 6510k cornacoBaHus 4o6aBUTb MOXHO.

vV.4.2.

N3meHeHne napamMmeTpoB CtTaauun cornacoBaHus

MapameTpbl 3Tana cornacoBaHus onpeaeneHbl B MapLipyTe, Ha OCHOBE KOTOPOro co3faH AaHHbIN
AOKYMeHT. [pn Heo6X0aUMOCTN OHN MOTYT GbITb CKOPPEKTMPOBAHbLI UCMNOSTHUTENEM NPU NOArOTOBKE UK
AopaboTke JOKYMEHTA.

Bo3MOXHOCTb pedaKkTUpoBaHUS NapaMeTPOB COriacoBaHUsi OTCYTCTBYET, €CMU B TUMOBOM MapLupyTe
06paboTkn AOKYMEHTa CHAT donar Paspewums MeHIMb Mapwpym co2/1acoeaHusl.

[nsa nameHeHna napameTpoB CTaann corfmfacoBaHna HYXXHO BbINOJIHUTb cneaylowne nencrTeuns:

1. OTKpbITb OOKYMEHT U MEPENTN B PEXUM pedakTUPOBaHWUA, HaxkaB KHOMKy [PepaktupoBaTb]
Ha NaHenu OenCcTBUN.

2. Tllepenty Ha Bknaaky [JeuxeHue OOKyMeHma.

B cekuun lMapamempbl coa2nacoeaHusi MOXHO U3MEHUTb credylolme napameTpbl cTaguu

corfifacoBaHnA:

lMponycmumsb coanacoeaHue — NocTaBuTb conar B nosne, ecnn Heobxoanmo NponycTuTb
CTagMo CornacoBaHus 1 OTNPaBUTb OKYMEHT cpa3sy Ha crneayLlyo ctaguio obpaboTku.
[ocTynHO Ans pefakTUpoBaHMWS, €CNW B HACTPOMKax TUMOBOrO MapLupyTa yCTaHOBIEH
dnar Pedakmupoeamsb npu3Hak «[lponycmumb coanacogaHuey.

UN3eewamb 0 — yCTaHOBUTb HY)XHOE 3HA4YEHWE C MOMOLLbLIO MepekrnvaTens: Kaxoou
peueH3uu (yBegomrneHus 6yay nocTynatb aBTOPY AOKYMEHTa O KaKOOW peueH3un no
OOKYMEHTY) Unn nocsiedrHell peyeH3uu (aBTOp NOMYYnT yBEAOMIIEHNE TONbKO O CaMOM
nocrnegHen peueHsnm B mappyTe). JoCTynHO Ang pefakTMpoBaHud, ecriv B HaCcTPOMKax
TUNOBOro MapLupyTa ycTaHoBneH conar PeGakmupoeamb npu3sHak N3eewams o.

Bo3epawiamb npu nepeomMm Hecoasacuu — NoctaBuTb onar B none, ecnn OOKYMEHT
HeobXxoAMMO BO3BpaLlaTb WCNOMHUTEMD Ha A0paboTKy MOCne NonyyvyeHus NepBON Xe
oTpuuaTenbHOM peueH3un (NpuM nocrnegoBaTenbHOM cornacoBaHuun). Ecnuv  donar
He yCTaHOBNEH, TO [OOKYMEHT o0onaeT BCeX Ha3HaYeHHbIX pPEeLEeH3EeHTOB BHE
3aBMCUMOCTM OT pelleHMn npeabiaywmx peueH3eHToB (M OyayT yyTeHbl BCe WX
3amevaHus). MNpu ycTtaHoBKe dhriara aBToMaTnM4eckn cHMMaeTcsa (ecnv Bbin yCTaHOBIEH
paHee) U CTaHOBUTCA HedoCTynHbiM dnar Pa3pewumb nodnucbieamb OOKyMeHmM cC
ompuyamesnibHbIMU 6u3amu. [OCTynHO Ons pedakTUpOBaHUs, €CNU B HacTpoKMKax
TUNOBOro MapLupyTa ycTaHoBneH cdnar PeGakmupoeamsb npu3sHak «Bo3epawams npu
nepeomM Hecoasacuu.

Pa3pewumsb nodnucbieamb GOKyMeHmM ¢ ompuuamesibHbIMU eu3aMu — NOCTaBUTb
cdnar B none, ecnu WCNOMHUTENID CO cTagum obpaboTkM 3ameyaHun [omkHa ObiTb
npenocTaBfieHa BO3MOXHOCTb OTMPaBUTb JOKYMEHT Ha noanvucaHue (Mnu yTBepXAeHUe,
B 3aBMCMMOCTM OT TuNa [AOKYyMEHTa) C oTpuuatenbHbiMu Bu3amu. [OCTynHO Ans
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IV.4.

3.

penaKkTUpOBaHWs, ecrnv B  HacTpoMkax TWMOBOrO MapulpyTa yCTaHoBMneH dnar
Pedakmupoeamb npu3Hak «llodnucbieamb OOKyMeHm C ompuyamesnbHbIMU
eu3amuy.

lponyck coanacyrowux, ebiHecwux peweHue «CoanaceH»/ «CoanaceH c¢
KOMMeHmapusiMmu» — NocTaBuTb (prnar B nore Ans nponycka cornacyroLwmnx, BbIHECLUNX
peweHne «CornaceH»/ «CornaceH C KOMMeEHTapusMm» Ha npegblaylwien utepaumm
cornacoBaHusi, Ha Mocneaywwmnx wuTepauusx CornacoBaHus [OKyMeHTa (kpome
aBTOMAaTMYECKOro 3aBepLUeHnst cornacoBaHus). [JocTynHO AN peAakTUpOBaHUA, ecnu B
HacTpovkax TWUMNOBOrO MaplupyTa YycTaHoBneH dnar Pedakmupoeamb npu3HakK
«lponyck coanacyrouwux, ebiHecwux peweHue «CoanaceH»/ «CoenaceH ¢
KOMMeHmapusiMu» COOTBETCTBEHHO.

N3meHeHMne napamMeTpoB 3Tana corfnacoBaHus

MapameTpbl corfacoBaHus onpeaeneHbl B MaplipyTe, Ha OCHOBE KOTOPOro co3gaH [aHHbIN
AOKYMeHT. [Npy HEOGXOAMMOCTU OHM MOTYT ObITb CKOPPEKTUPOBAHbLI UCMOMHUTENEM NPW NOArOTOBKE WK
AopaboTke AOKYMEHTa, a Takke BO BPEMS COrNacoBaHUs (AN Tex 3TanoB, KOTOpbIe eLle He HaYarnuchb).

B0O3MOXHOCTb M3MEHEHNS MapamMeTpoB 3TanoB COrfacoBaHWsl OTCYTCTBYET, €clivi B TUMNOBOM
MmapLupyTe 06paboTkn JOKYMEHTa CHAT donar Paspewums MeHsImMb Mapuwpym co2/1acoeaHusl.

Mpy ycTaHoBnNeHHOM drnare Paspewumb MeHsSMb Mapuwipym co2/acoeaHusi BO3MOXHOCTb
M3MEHEHUs] MapamMeTpoB OTAENbHOro 3Tana CorfacoBaHus perynupyetcs cnarom Paspewamb
u3MeHsIMb NnapaMempbl coa/1aco8aHUsi B KapToUKe aTana cornacoBaHusl.

YT0obbl N3BMEHUTL napameTpbl cornacoBaHnA, HyXHO:

1. B pexume peaakTMpoBaHUs KAPTOYKM AOKyMEHTa OTKPbITh BKNaaky JeuxeHue dokymeHma.

2. Bblgenutb CTPOKY 93Tana cornacoBaHud, npu 3TOM CTaHOBATCA AOOCTYNMHbIMU KHOMKU
ynpaBnieHusa aTanoMm.

3. Haxatb kHonky [[MapameTpbl]. Ha skpaHe oTobpaxkaeTcsi OKHO HaCTPOWKM NapamMeTpoB 3Tana
cornacoBaHus.

4. MOXHO M3MeHUTb criefylolime napameTpbl COrnacoBaHusa (Ans Tex 3TanoB COrnacoBaHus,
KOTOpble ele He Havanucb, PucyHok 18):

Tun coanacoeaHusi. YCTaAHOBWUTb HYXXHOE 3HA4YeHWe C MOMOLLbI MnepeknoyarTens
(MocnedoeamenbHbIlt nv MapannensbHbil).

Cpok coanacoeaHusi. OTKOPPEKTUPOBaTb BBOAOM C KraBMaTypbl OCHOBHOW CpPOK
cornacosanus (B AHAX).

HononHumenbHbIl cpok coanacoeaHusi. OTKOppeKTUpoBaTb BBOAOM C KnaBuaTypbl
AOMONHUTENbHbLIV CPOK COrnacoBaHuns (B AHAX).

Bosepawiamb npu nepeom Hecoeslacuu. [1pocTaBuTb OTMETKY, €Cnn OOKYMEHT
HeobxoAuMMO BO3BpaLlaTb MCMOMHUTENO Ha [opaboTKy nocre MnonyvyeHus NepBon Xe
oTpuvUaTenbHOW peueHsuuM (Mpu  nocnegoBaTenbHOM cornacoBaHum). Ecnn  donar
He yCTaHOBNEH, TO [JOKYMEHT o0onaeT BCeX Ha3HAYeHHbIX pPEeLEeH3EeHTOB BHE
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3aBWCMMOCTU OT PELUEHVI NpeablayliMx PeLeH3eHToB (M OyayT ydTeHbl BCe WX
3ameyaHust). [oCcTynHO ANns pedakTUpOBaHWUs, ecrnv B HACTpOMKax TUMOBOrO MapLupyTa
yctaHoBneH nar Pedakmupoeams npu3Hak Bosepawambs npu nepeom
Hecoanacuu.

o Aesmomamu4ecKkoe 3aeepuweHue. [loctaBuTb nar B nose, ecnn Heobxoaumo, YTobbl
OOKYMEHT  aBTOMaTM4eCKM nepefasBancsa  cnegywouwemy  cornacywowemy  (unu
Ha nognucaHue, B 3aBUMCMMOCTM OT CTagum o6paboTkM [OKyMeHTa) B cnydae, ecnuv
cornacylowmn He MpuHAA  peleHne no OOKYMEHTY B TEYEHME OCHOBHOTO
N OOMOSTHUTENIBbHOIrO CPOKOB COrfacoBaHus.

5. Haxatb [OK].

[MapameTpbl cornacoEaHmA X
HawmeHoEaHMe STana MoBTOPHOE COrNacoBaHMe
Tun {* MocnenceaTenbHLBIN

" NapannensHbIi

CpoK cornacoBaHuA "
aHed

AonNConHUTENBHBIA CPOK "
OHER

COrnacoBaHuA

Bo3BpallaTb NpW NepecH HeT

HECOrnacHuu.

ABTOMATWHECKOE 3AaBE0WeHME v

Ok OTMEHA

PucyHok 18. U3meHeHMe NnapaMeTpoOB cornacoBaHus

IV.4.4. N3meHeHMe cnnucka cornacyroLwmx

N3mMeHsaTb Cnucku cornacyrlowmx MoxeT WcnonHuTtenb [OKyMeHTa. V3MeHeHue CrucKoB
COrnacyLlmx BO3MOXHO TOMbKO ANs Tex 3TanoB COrfacoBaHWs, KOTOPble €ELle He Hayanuchb.
WcknoyeHne coctaenseT onepauus nponycka corfnacylowmx, Kotopas npuMeHMMa TONbKO K TeKyLemy
cornacytouiemy. CyliecTByeT Takke BO3MOXHOCTb 3aMeHbl COrfacyoLwero U3 Tekyllero atana, ecnu
AOKYMEHT eMy ewe He noctynun. Ecnu Tpebyetcs, 4ytobbl cornacoBaHve v noanvcaHne AOKyMeHTa
NPOU3BOOUNN TOMbKO YKa3aHHble B KapTOYKe COTPYAHMKM (@ He WX MCNOMHsWmMe 06A3aHHOCTU
N OOBEPEHHbIe Nnnua), HYXXHO npocTaBuTb dnar JIU4HO (3TOT NPU3HaK Herb3s CHATb, €CN OH 3a[aH B
TMNOBOM MapLupyTe 06paboTku).

BO3MOXXHOCTb M3MEHEHUS CMNCKA COrNacyroLLMX OTCYTCTBYET, €CN B TUNOBOM MapLUpyTe 0b6paboTku
OOKyMeHTa CHAT donar Paspewumb MeHsIMb Mapwpym coajsiacoeaHusl.

lMpu ycTaHoBNeHHOM nare Paspewumb MEHSIMb Mapwpym coasiaco8aHusi BO3MOXHOCTb
pobaBneHms cornacylowmx B OTAENbHbIN 3Tan CcornacoBaHus perynupyetca ¢narom Pa3pewamb
dobaesiamb coanacyroujux B KapTO4YKe 3Tana CorfacoBaHWs, a BO3MOXHOCTb PedaKTUpPOBaHUS
MapuipyTa - onarom Pa3pewamb MeHsIMb Mapwpym B KapToyke aTana cornacoBaHus.
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[lna nameHeHuns cnmcka cornacyrowmx:

1. B pexume pepaktMpoBaHus KapTOYKM [OOKYMeHTa Mepentn Ha BKiagky JeuwkeHue
JdoKyMeHma.

2. BblgenuTb CTpPOKy aTana cornacoBaHusi, NpuM 3TOM CTAHOBATCS OOCTYMHbIMU  KHOMKM
ynpaBreHunsi CIMCKOM COrnacytoLLmX:

IV.4.5.

[Aob6aButb]. Cnegyer wucnonb3oBaTb 3Ty KHOMKY Ans gobaBneHuss B CMMCOK
cornacyLwmx HOBOro coTpyaHuka. [pu HaxaTum KHOMKM Ha 3KpaHe oTobpaxaeTtcs
CMMCOK COTPYAHMKOB, obnagarLwmx ponbio Cormacysoumis. Hy)kHO BbIOpaTk Tpebyemoro
COTpyOHuKa n HaxaTb kHonky [OK].

[Mponyctutb]. CnegyeT ucnonb3oBaTb 3Ty KHOMKY AN TOro, 4tobbl MponycTuTb
TEKYLLEro COrnacyrLLEero B aTane corfacoBaHusl.

[BameHuTb]. CnegyeT ucnonb3oBaTb 3Ty KHOMKY AN 3aMeHbl YKa3aHHOro B CMUCKe
cornacyroLwmx coTpygHvka apyrum. [pu HaxaTum KHOMKW Ha 3KpaHe oTobpaxaeTtcs
CNUCOK COTPYAHMKOB, obnajatoLLmx ponbio Cornacymoumiz. HyxHO BbibpaTh Tpebyemoro
COTpYAHMKA N HaxaTb kHomnky [OK].

[Yaanutb]. CnegyeT ncnonb3oBaTtb 3Ty KHOMKY ANSA yAaneHus BbIopaHHOro CoOTpyaHuKa
n3 cnucka cornacywowmx. lNpy ee HaxaTum Ha 3KpaHe oTobpakaeTcsi OKHO 3anpoca O
noaTeepXxaeHnn onepaunn. HyxxHo HaxaTb [Aa].

KHonku co cTpenkamu (4N W3MEHeHWss o4vepefHOCTM cornacylwmux B 6noke
cornacoBaHusi) — BblaenuTb B Broke cornacoBaHWsi COTPYAHWKA WM HaxaTb KHOMKY CO
cTperkon (BBEPX/BHU3).

[Bnok] (ana u3MeHeHWs O4YepeaHOCTM 3TarnoB COrfacoBaHUsA) — BblAENWUTb 3Tan
corrnacoBaHuns U HaxxaTb KHOMKy [Bnok] co ctpernkon (BBepx/BHU3).

CornacoBaHue

[nsa BbINONHEHMS onepauunn cornacoBaHnAa COTPyAHUK OOJDKEH UMETb 6I/I3HeC-pOﬂb Cornacyommi.

Ona npocmoTpa AOKYMEHTa W BbIHECEHUS PELUEHUss MO HeMY HYXXHO BbIMOMHWTL criegylowme
JencTBus:

1. OTkpblB yBEAOMMEHME O HEOBXOAMMOCTM COrnacoBaHUs oTBeTa Ha obpalleHne, NocTynmBLLee
Ha MaBHyto cTpaHuuy (Mnu B noyty, ecnv B B[] CnpaBOYHMK opraHusaumm rnpoussegeHa
HacTpovika oybnmpoBaHus COOBLLEHWI), NEPENTN B KAPTOUKY JOKYMEHTA.

2. Tpn HeOBXOANMOCTU MOXHO [06aBUTL HOBYHO PedaKkumio NPUKPENNEHHOro K JOKYMEHTY danna

Mo KHorke -

77 [MamennTb]: [Co3paTe pepakumio] un [Uamennts): [lo6aBuTL peaakumio

13 obcyxaeHUn] Ha naHenu gencteui obnactu BnoxeHun (n. V1.4 PaboTa ¢ BnoxeHuamn).

3. BbIHECTU peLLleHre MO AOKYMEHTY, HaXaB COOTBETCTBYIOLLYIO KHOMKY Ha NaHenu AenNCTBUN:

o
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e [CornaceH]. lMocne BLIGOpa AaHHOrO pelleHnss B MOSBMBLUEMCS [OMANiOrOBOM OKHe
BblHECEHUS peleHns Haxatb kHonky [OK] npu ycTaHOBNEHHOM nepekntovarene
lMoomeepdumb peweHue, nocre 4ero B AOKYMEHT npoctaenseTca Busa Cozriacen,
N OOKYMEHT nepegaeTcs cnenylowemMy y4acTHUKY paboyero npouecca.

Ecnu go nogteepxaeHus pelleHus cornacyowmm beina cosgaHa pegakums gavina, npu
noarsepxaeHumn peweHusa «CornaceH» cosgaHHas pegakums dyaeT yoaneHa.

Ecnu B kapTouke AoKyMeHTa ycTaHoBreH dnar lTponyck coanacyroujux, 8 bIHECWUX peweHue
«CoasiaceH», TO B Cnyyae NOBTOPHOM OTNPaBKN JOKYMEHTa No MapLupyTy (nocrne Bo3spaTta Ha
A0paboTKy B NEPBOM UTEpaLMK COrMacoBaHmUsl) COrnacytoLyM, BbHECLWIMM pelleHne «CornaceHy,
LAOKYMEHT Ha COrnacoBaHWe He NMOCTYMUT.
B cny4yae aBTOMaTU4eCKOro 3aBepLieHunsa cornacoBaHna JOKYMEHT Ha cne,u,yrou.l,eﬁ nTepauumn
COrMacoBaHwsi BCE PaBHO MOCTYMUT K TAKUM COTMacyoLLMM.

e [He cornaceH]. HyxHO BBeCTM KOMMEHTapui, B KOTOPOM OOBACHATCA MNPUYMHbI

pelweHus, B nosiBMBLIEMCH Auanore. [locne aToro B NOSIBUMBLUEMCH OMAnNOroBOM OKHe

BbIHECEHUS peLLeHMs BbIOpaTh OAMH N3 BapMaHTOB U HaxaTb kHonky [OK]:

o [lodmeepdumb peuweHue — npu BblOOpe 3TOro pelleHus Ha Bknagke JeuxxeHue
dokymMeHma npocTtaBnsetca Busa He cozracen. [JOKyMEHT BO3BpallaeTcs Ha
nopabotky WcnonHutenio (ecnu 6bin yctaHoBneH dnar Bosepawamb npu
nepeomM Hecoaslacuu) Vnu nepegaeTcsl crnenylowemy YYacTHUKY COrnacoBaHus
(ecnn cnar Bosepawamb npu nepeoM Hecoaslacuu He Obln yCTaHOBMEH,
OOKYMEHT BO3BpaLlllaeTcsa Ha JopaboTKy nocrne oTBeTa BCEX COrnacyoLmx).

Ecnu B kKapTouke OOKyMeHTa ycTaHoBMeH cnar Paspewums nodnucbieamb OOKYMeHm ¢
ompuyameJsibHbIMU 8U3amu, TO NPy BbIHECEHUN pelleHust «He cornaceH» AOKYMEHT NocTynaeT Ha
ctaguio «Ha o6paboTke 3ameyaHminy (Nocne oTBeTa BCEX COrnacyloLmx),

o Co30amb pedakuyuro — npu Bblbope 3TOro peweHua OyaeT npegocTaBneHa
BO3MOXHOCTb CO34aHusa pegakuumn gokymeHta (n. V1.4 PaboTta ¢ BNoxXeHnsmm).

o W3meHumb KommeHmapu& — Ana nsmMeHeHna BBeJeHHOro paHee KOMMeHTapuA.

e [CornaceH ¢ kommeHTapusimu]. [JoCcTynHO OANA pefakTMpPOBaHWs, €Crn B HaCTPOMKax
TUNOBOr0 MapLupyta YycTaHoBneH cnar CoeslaceH ¢ KOMMeHmapusiMu (napameTp
Bapuanmbi peweHull Onsi coanacyrouwjux). Hy)>kHoO BBECTU KOMMEHTapuii, B KOTOPOM
OOBACHAITCSA MNPUYMHBbI  peLleHnsa, B nosiBMBweMca Auanore. [locne aToro B
NOSIBUBLLEMCSI OMANiOrOBOM OKHE BbIHECEHMS pelleHus BblbpaTb OAMH U3 BapuaHTOB U
HaxaTb KHonky [OK]:

o [loOmeepdumb peweHue — npu BblbOpe 3TOro pelleHns Ha Bknagke JeuxeHue
dokymeHma npocTtaBnsieTcsa Busa Coziacen ¢ Kommenmapusmu, WV [LOKYMEHT
nepefaeTcsi Ha cornacoBaHwe cregyluleMmy ydacTHuKy. Korga Bce y4yacTHMKM
COrNacoBaHWsi BbIHECNM peLUeHUs U eCTb Bu3bl Cozracen ¢ KomMMmeHmMapusamu,
AOKYMEHT nocTynaeT Ha ctagumio «Ha obpaboTke 3ameyaHuiny.

Ecnu B HacTpolkax TMNOBOro MapLupyTa yctaHoBrneH dnar lMponycmums cmaduro o6pabomku
3amedyaHuli, To NPy Hanuyum Bn3 «CornaceH ¢ KOMMEHTapUsIMMU» (Nocne 3aBepLLEHMs BCEX 3TamnoB
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COrnacoBaHus) LOKYMEHT NepexodnT Ha crieytoLyto ctaanio obpaboTkm JOKYMEHTa, nponyckas
ctagmio «Ha obpaboTke 3amevaHniny.

Ecnu B KapTo4ke AOKyMeHTa ycTaHoBIeH donar lponyck coanacyroujux, e bIHeCWUX peweHue
«CoaslaceH c KOMMeHmapusiMu», TO B Cllydae NOBTOPHOM OTNPaBKN JOKYMEHTA N0 MapLupyTy
(nocne Bo3BpaTta Ha gopaboTKy B NepBOW UTepaLun CornacoBaHnsi) COrnacyoLwmM, BbIHECLLMM
peweHne «CornaceH ¢ KOMMEeHTapuamMmn», JOKyMeHT Ha cornacoBaHune He NnocCTynur.
B cny4yae aBTOMaTU4eCKOro 3aBepLieHumna cornacoBaHmna JOKYMEHT Ha cne,u,yrou.l,eﬁ nrtepauunmn
cornacoBaHuA BCe paBHO NOCTYNUT K TAKMM COIMacyoLWwnMm.

o Co30amb pedakyuro — npu Bblbope 3TOro peweHus OyaoeT npegocTaBneHa

BO3MOXHOCTb CO34aHus pedakuunn gokymeHta (n. V1.4 PaboTta ¢ BNOXeHusMm).
o W3mMeHumb KOMMeHmMapul — ANs N3MeHEeHUs BBEAEHHOro paHee KOMMEHTapus.

e [OwmnboyHO HanpaBneHo]. [OCTynNnHO Ansi pedakTMpPOBaHUS, €CrivM B HACTPOMKaXx
TMNOBOrO MapLlupyta YycTtaHoBneH ¢nar Owubo4yHO HanpaesieHo (napameTp
Bapuanmsbi peweHull 0nsi coanacyrouwux). CnegyeT BblOpaTb 3TO pelleHue, ecnu
AOKYMEHT Obln HanpaBneH COTPYAHWMKY MO owunbke. HyXHO BBECTM KOMMEHTapwui, B
KOTOPOM OOBACHAIOTCA NPUYMHBI pelleHus, B nosieuBiemcss ananore. lNocne atoro B
NOsIBUBLLEMCSI OMANoroBOM OKHE BbIHECEHMS pelleHust BblOpaTb O4MH U3 BapuaHTOB U
HaxaTtb KHonky [OK]:

o [IModmeepdums peweHue — Npy BLIGOPE 3TOrO pelleHnss Ha Bknaake JeuwxeHue
doKkymMeHma npocTaBnseTcs BU3a Quiubouno nanpasierno, U [OKYMEHT NepefaeTcs
crepytolLemy y4acTHUKY pabodero npotecca.

Ecnu oo noateepxaeHUsi pelLeHust cornacyowmm 6bina cosgaHa pegakumsa daiina, npu
noaTeepxaeHn pelleHns «OWMGOYHO HanpaBeHo» Co3fdaHHas pedakuus byaeT yaaneHa.

o W3meHumb KommeHmapuﬁ — Ana nsmMeHeHna BBeJeHHOro paHee KOMMeHTapuA.

e [[Oon. cornacoBaHue]:[OTnpaBuTb]. CrnegyeTt BbiOpaTb 3TO peLLEeHne, ecnv OOKYMEHT
HY)XHO OTMNpPaBWUTb Ha AOMNOMHUTENbHOe cornacoBaHne (cm. n. V.6 OtnpaBka Ha
AOMOJSTHUTENBHOE COrnacoBaHUe 1 OT3bIB C AOMOSTHUTENBHOMO COrNAacoOBaHUS).

B Clny4ae aBTOMaTU4eCKOro 3aBepLieHuna corifmacoBsaHna OKYMEHT nepeaaeTca OCHOBHOMY

cornacytoulemy. Mpu aTom Ha Bknagke JeuxeHue 0oKyMeHma npocTaBnseTcs B13a 3aseputeno
co2inacyromium» .

IV.4.6. 3kcneptu3sa
,D,J'IFI npocMmoTpa AOOKYMEeHTa WU BblHECEeHUA pelleHnda no HeMy HYXHO BbIMOJIHUTL crneayrouimne

JEenCcTBuS:

1. TMonyuuB yBegomrneHue Ha MaBHy CTpaHWLy O HEOBXOOMMOCTW COrflacoBaHUsi [OKYMEHTA,
OTKPbITb MOMNYYEHHbIN [OKYMEHT.

2. TllepenTtun B pexnm pegaktmpoBaHug rno kHonke [PepakTtupoBaTtb] U BHECTU U3MEHEHUS B NOSS
KapTO4KN OOKYMEHTa, onpeaeneHHble B npodanne akcnepTussbl.
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3. lMpn HeobxogumocTn pobaBuTb/OTpedakTMpoBaTb BNOXeHME, [J00aBNeHHOE aBTOPOM
AOKyMeHTa (ecnu Takasi BO3MOXHOCTb YCTaHOBMNEHa B npodhanne 3SKcneptusbl), co3gaTb
BEPCUIO UMW pedakumio panna BnoxeHus).

Bepcvwl n pegakunm cbaﬂnos BNOXEHWI, CO30aHHble cormacyrwmnmMm-aKkCcnepTom, COXpaHAKTCA Nnpu
no6oM BbIHECEHHOM UM peweHnn.

4. Mpn HeobxoaumocTn Ha Bknaake JewxeHue AOKyMeHmMa W3MEeHUTb MapLUpyT COrfacoBaHus
[IOKyMeHTa (ecrnu Takasi BO3MOXHOCTb YyCTaHOBMEHa B npodpaiine aKkcnepTu3bl.

5. BblHecTu pelleHue Mo AOKYMEHTY (cornacyrolemMy-aKkcnepTy OOCTYMHbl Te >Xe BapuaHThbl
peLleHns, 4To 1 ansa obbIMHOro cornacytouwero, cm. n. IV.4.5 CornacosaHue).

IV.5.MoanncaHne AoOKyMeHTa

,D,J'IH BbINOJTHEHUA onepaunn noaAnncaHna CoOTpyaHUK OOIMKEeH NMeTb 6I/I3HeC-pOJ'Ib lomnmucaHT.

Ons NPUHATUA pelleHna no noanncaHnio JOKyMeHTa:

1. OTKpbIB yBEAOMIEHME O HEOOXOAMMOCTU MOAMNMCaHWs OTBeTa Ha obpalleHune, NocTynuBLLee
Ha MaBHyl cTpaHuuy (Mnu B nouty, ecnu B B[] CnpaBOYHMK opraHusauum npovsseneHa
HacTpovika Ay6nmpoBaHusi COOOLLEHWI), NEPENTH B KAPTOYKY AOKYMEHTA.

2. lMpn HeobGxoaMMOCTM MOXHO [00aBMTbL HOBYK BeEpPCUIO/pedakumio  MPUKPENNEHHOMo K

nokymenTy chaiina no kHonke. . [WamennTsb]:[Co3aaTh Bepcuio]/ [CospaTh peaakuymiol
(n. V1.4 PaboTa ¢ BNOXeHMAMM).

3. HaxaTb COOTBETCTBYIOLLYIO MPUHATOMY pPeLleHN0 KHOMKY Ha NaHenu 4encTBuii:

¢ [Moanucartb]. B nossMBLIEMCS ANANOroBOM OKHe BblGpaTb OANH U3 BApUAHTOB N HaXaTb
kHonky [OK]:

o [lModmeepdumsb peweHue — npu BbIGOpe 3TOr0 peLleHnst AOKyMEHT OTnpaBnsieTcs
criegytowemy noanucaHTy Unu Ha criefytoLlyto ctaamio o6paboTkn AOKyMeHTa.

Ecnu go nogTreepxaeHus pelleHns nognnucaHTom 6bina cosgaHa pegakums canna, npu
noaTeBepxaeHun pewweHuns «lMognucate» co3gaHHas pefakuusa dyget yoaneHa.

o Co30amb eepcuro — npu BblIbOpe 3TOro peleHnss HeobxoaumMo co3aaTb HOBYHO
Bepcuio gokyMeHTa (n. V1.4 PaboTa ¢ BNOXEHUAMN).

o Ompedakmupogeamb OOKyMeHmM — [Nisl BO3BpaTa B KapTO4Ky [AOKyMEHTa B
pexume pefakTMpOBaHUsi AN BHECEHUS UBMEHEHMWI B NONS KAPTOYKM AOKYMEHTA.

e [OTKNOHMUTBL]. HyXHO BBECTM KOMMEHTapuUh, B KOTOPOM OOBACHAOTCA MPUYMHDI
peweHns, B nosisuBllemMca aunanore. [locne 3Toro B MNOSBMBLUEMCH OWAriOroBOM OKHe
BblOpaTb OAMH U3 BapuaHTOB U HaxaTtb kHonky [OK]:

o [lodmeepdumb peweHue - Npu BbIOOPE 3TOro peLleHns 4OKYMEHT BO3BpaLlaeTcs
NCMONHUTENI0 Ha JopaboTKy C COOTBETCTBYHOLLMM YBEAOMIIEHUEM.
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Ecnu oo noateepxaeHus pelleHus yTeepxaarolwmnm 6eina cosgaHa Bepeus danna, npu
noAaTBepxaeHun pewweHus « OTKNOHUTbLY» co3daHHas Bepcusi byaeT yoaneHa.

o Co30amb pedakyur — npu BbIOOpe I3TOro peweHnss HeobxoauMMo co3adaTtb
penakumio gokymenTa (. VI.4 PaboTa ¢ BnoXeHnsimn).

o WU3meHumb KOMMeHmapUﬁ — Ana naMeHeHnda eBeJeHHOro paHee KOMMeHTapus.

o Ompedakmupoeamb OGOKyMeHmM — [Nisl BO3BpaTa B KapTOYKy [AOKYMEHTa B
pexume pefakTMpoBaHUsi AN BHECEHUS UBMEHEHMUI B NONS KAPTOYKM AOKYMEHTA.

e [Oon. cornacoBaHue]:[OTnpaBuTb]. Cnegyet BbiOpaTb 3TO peELLUEHUE, ecnu OOKYMEHT
HY)XHO OTMNpaBuMTb Ha [[OMOnHUTENbHOE cornacoBaHMe (cm. n. V.6 OtnpaBka Ha
OOMNOSTHUTENbHOE COornacoBaHMNE N OT3bIB C AOMNOSIHUTENBHOIO COrfacoBaHus).

Bo3moxHOCTb nognucaHust oTBeTa Ha obpalleHme (kHorka [[lognucaTtb]) AOCTyNHA Nonb3oBaTento

Ha aTanax noAroToBKU M OOPabOTKM OOKYMEHTa B TOM Criydae, ecnv MUCMOSHUTENb OOKYMeHTa (TO

ecTb coctasutens) B Bl Ol aBnsieTcs:

e E©OWHCTBEHHbIM NOAMUCAHTOM AOKYMEHTa Wiy NepBbIM NOANUCAHTOM B CMUCKE NOAMMCAHTOB, ECIN
B KapTO4Ke OOKYMEHTa yka3aHO Heckonbko nognucaHTtos (wnun VMO/OJT egnHcTBEHHOro/nepsoro
noanucaHTa);

e ecnu npu 3TOM B MapameTpax CornmacoBaHua BbicTaeneH dnar lponycmums coanacoeaHue
UMK B MapLupyTe HeT 6rioka cormnacoBaHus.

Ecnn nognucaHT OOKyMeHTa O4HOBPEMEHHO ABJTAETCA PEermcTtpaTtopom AOKYMEHTAa, TO npu
noanncaHnm JOKyMeHTa cuctema OTO6pa3I/IT auanor ¢ BO3MOXXHOCTbHO Bbl60pa OEeNCTBUIA:
Moanucatb n 3apeructpupoBaTtb Un Moanucatb n OoTNpPaBUTb Ha perucrtpauuio.

IV.6.0TnpaBKa Ha AONONHUTESNIbLHOE corriacoBaHue U OT3bIB C

AOoNOoNHUTEeNIbHOro corracosaHusA

Monb3oBaTtens, KOTOpOMY noCTynnun AOOKYMEHT AOnd cornacoBaHuAa wWnmM noanncaHuda, npu
HeobXoaANMOCTU MOXET opraHn3oBaTb OOMNOJTHNATENbHOE COrflacoBaHUE. Kpome TOro, OOMONHUTENbHbIN
cornacyrou.mﬂ TakKKe MOXeT OpraHn3oBaTb AONONTHUTENIbHOE CcorfacoBaHne.

YTtoObl OTnNpaBnTb AOKYMEHT Ha OOMoJIHUTesrIbHoe corfiacoBaHune, HYy>XXHO:

1. OTKprTb Ha NPOCMOTP KapTO4Ky AOKYMEHTA, NOCTYyNMBLLEro Ha cornacoeaHue/nognncaHne unm
OononHnTernbHoe cornacoBaHue.

2. HaxaTtb kHonky [[lon. cornacoBaHue]:[OTnpaBuTb].

3. B nosBuBLIEMCHA AOMAnoroBoM OKHE YyKasaTb MapamMeTpbl [AOMOSIHUTENBHOIO COrnacoBaHuA
(PvcyHok 19):

e [06aBMTb OONOMHUTENbBHBIX COrNAacyoLWmMX (4N9 3TOro HaxaTb KHOMKy [[lo6aBuTb]);
e yKasaTb CPOK JOMOMHUTENbHOrO COrnacoBaHus;
e no6aBuTb KOMMEHTaPWUIA NPU HEOBXOOUMOCTM.

4. HaxaTb kHomnky [OK].
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Brifop cornacyrowimx X
MNapaMerpbl AONONHATENLHOrO COrNacoBaHHA

CNUCoK AcNoNHHUTENBHBIX
COrnacy FWKX:

OoBaeunTE...

CpoK COrNacoBaHWa, AHER: 2

KoMMEHTaPWIA:

(0114 COTMEHA

PucyHok 19. NapameTpbl 4ONONHNUTENBLHOrO COrfiacoBaHusi

Bbl6paHHbIe aononHutTenbHble cornacywuue nony4arT yBeooOMITeHUA Ha rJ'IaBHle CTpaHudy O
HeO6XOﬂ,MMOCTVI cornacoBaHnda OOKyMeHTa.

CoTpyaHWK, OTNPaBUBLLMIA OKYMEHT Ha [OMONHUTENBHOE COrnacoBaHue (cornacyoLwuii unm
NOANWUCAHT), MOXET BbIHECTU CBOE PELUEHME MO JAOKYMEHTY, HE AOXMUAAACH PELLIEHUS JOT.
cornacyLLmx, Npu aToM JOM. cornacyoLue nonyyarT yBedoMIeHnst 06 OTMEHe CornacoBaHus.
Ecnu gononHutensHoe cornacoBaHue 3aBepLumMiiock OTpuLaTesibHO (LOM. COrnacyloLmii BbIHEC
pelueHre «He cornaceH»), To OCHOBHOE COrnacoBaHue He npekpallaeTcs.

Ytobbl 0TO3BaTh AOOKYMEHT C AOMNOJTHUTENIbHOIro cornacoBaHuaA, Hy>HO:

1.
2.

OTKpbITb HA NPOCMOTP HEOOXOANMYIO KaPTOYKY JOKYMEHTA.
HaxaTtb kHonky [[on. cornacoBaHue]:[OTo3BaTh].

MoaTeepanTb 3anpoc o6 OT3biBE 3anpoca Ha peLeH3upoBaHue. Y COTPYOHWUKOB, KOTOPBIM
JOKYMEHT ©Obln  OTnpaBrneH Ha [OOMNOMHWTENbHOE  cornacoBaHue, 6yaeT  yaaneHo
COOTBETCTBYHOLLEE YBEAOMIIEHNE.

B auanoroBom okHe OTrnpaBkK Ha JOM. COrnacoBaHWe aBTOMaTUYECKMN yKa3biBaOTCS AOT.
cornacyLume ¢ npeabiayLlen ntepaumm, KOTopbIM TEKYLLUIA NONb3oBaTeNb OTNPAaBNsAN AOKYMEHT Ha
AOr. cornacoBaHune (OOoM.COornacyLmMi He yKa3blBaeTca aBTOMaTUYeCKu, eCrnu Ha npeaplayLlen
uTepaummn CoOTpyAHWK 0TO3Ban AOKYMEHT C [OMN.COrnacoBaHus y AaHHOro AO0M.COrnacyoLLero, Unm
CaM BblHEC pELLEHME 3a HEro).

IV.7.lenernpoBaHue onepauun Haa AOKYMeHTaMu

WcrnonHutens wumeeT BO3MOXHOCTb [JenerMpoBaTtb BbIMOMHEHWE oOnepauuu  corfnacoBaHusA
(nognucaHus) opyromy COTpyaHUKY.
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,D,enerMpOBane HeOOCTYNHO A5ld COorfacyrowero-akcnepTa Ha 3tane aKkCnepTu3bl AOKYMEHTa.

YUT06bl fenermpoBaTh cornacoBaHue (NognucaHne) Apyromy COTpYAHUKY, HYXKHO:

1. OTKprTb KapTO4Ky AOOKyMeHTa, HaxoAsduwlerocda Ha corfiacoBaHUn (I'IO,EI,I'II/ICaHVII/I) B OAHOM U3
HpeﬂCTaBHeHMVI, N OTKPbITb €€e.

2. Haxatb kHonky [dononHutenbHo]:[denermpoBatb] Ha naHenu gencTsun. B oTkpbiBluemcA
Avarnore BblbpaTb COTPYAHMKA ANA AenernposBaHusa onepaumm u HaxaTtb [OK].

BbiGpaHHOMY COTpPYAHWKY OyaeT HanpaeneHo yBeOOMIeHMe O HeoOXOAMMOCTM BbIMNONHEHUS
cornacoBaHus (nognucaHusi) AOokymeHTa. WHdopmauusi o BbIHECEHHOM pelleHuM [aenerata
oTobpasnTcsa Ha Bknagke JeuxeHue OOKyMeHmMa.

Mocne BbIHECEHUS PeLLeHUs] COTPYAHUKOM, KOTOPOMY ObIfIo AenerMpoBaHo BbINOSIHEHWE onepaunm,
OCHOBHOI COTPYAHMK (denernpoBaBLUnii Onepauuio) y>Ke He MOXXET BbIHECTU peLleHne Mo JAOKYMEHTY.

IV.8.[lopaboTKka AOKYMeHTa

Ecnu B npouecce cornacoBaHuns gokyMmeHTa 6bina nonyyeHa xota 6bl ogHa Bu3a «He cornaceH»
(1 B KapTOYKe AOKYMEHTa He ycTaHoBneH dnar Paspewamb nodnucbieamb ¢ ompuyamesibHbIMU
eusamu), Nnn B npowecce nognucaHnst JOKYMeHT Oblnl OTKMOHEH YNONIHOMOYEHHBbIM COTPYAHUKOM (Mnun
OOKYMEHT Obln1 BO3BpaweH no wuHuunatuee WcnonHutena no kHonke [BepHyTb] vnu [BepHyTb
C KOMMeHTapuaAMM]), LOKyMEHT NOCTynaeT Ha cTaguio «Ha gopaboTke».

Mony4nB [OKYMeHT Ha popaboTtky, WcnonmHutenb BHOCUT HeobXoaumble W3MEHEHUsI Kak
B KapTOYKYy JOKYMEHTA, TaK U BO BIIOXXEHHbIE chalsbl.

YpaneHHble BIOXEHWS He YOansaTCS M3 KapTOYKM LOKYMEHTa, a MOMeYarTCs, Kak yaaneHHble, ecrv
B HacTpolikax 6a3bl ycTaHOBNEH Npu3Hak CKkpblieamb yOaneHHbIe esioxeHus. MNpu yaaneHum
BEpcuM JokymeHTa McnonHutenem nonb3oBaTenu, ykadaHHble B KA4eCTBe CornacyoLmx, nomnyyaT
COOTBETCTBYIOLLEE YBEAOMIIEHNE.

Ecnn HeT Heo6xoguMMOCTM B MOBTOPHOM MNPOXOXOEHUW Mpouecca COornacoBaHud, CTaguvio
COrnacoBaHNsA MOXHO MCKITYNTL M3 MapLupyTa. [nsa aToro Hy)kHo Ha Bknaake JeuxeHue OOKymMeHmMa
ycTaHoBuTb ¢onar B none lponycmums coanacoeaHue.

[locTyn K JOKYMEHTY Ha YTeHUe OCTaeTcs y COTPYAHUKOB, KOTOpble paboTanu ¢ JOKYMEHTOM Ha
npeablayLWmx nTepaumsx cornacoBaHums.

UTo6bl MNOBTOPHO OTMNPaBUTb [AOKYMEHT MO MapLpyTy o06paboTkM, HYXXHO HaxaTb KHOMKY
[OTnpaBuTb NO MapwpyTy] Ha NaHenn ENCTBUNA.

Bo3aMoxxHOCTb nognvcaHus oTBeTa Ha obpaweHue (kHonka [MoanucaTtb]) JocTynHa nonb3oBaTento
Ha aTanax MOAroTOBKM WM [OpaboTKM OOKYMeHTa B TOM Criydae, €Cnu UCMOMHUTENb OTBEeTa Ha
obpalleHune (To ecTb coctaBuTenb) B B[] OI sBnsetcs:

e E©OWHCTBEHHbIM NOAMUCAHTOM AOKYMEHTa Uiv NepBbIM NOANUCAHTOM B CMUCKE NOAMMCAHTOB, ECIN
B KapTO4Ke [OKyMeHTa yka3aHO Heckonbko noanucaHtoB (unu NO/OJ1 egmHcTBEHHOro/nepsoro
noanucaHTa);

e ecnu npu 3TOM B MapamMeTpax CcorflacoBaHus BbicTaBneH cnar lMponycmumb coesiacogaHue
Unu B MapLupyTe HeT 6ioka cornacoBaHus.
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IV.9.06paboTka 3ameyaHumn

Korpa BCe y4acTHUMKM CcOrfacoBaHuWsi BbIHECNUM pelleHns W ecTb BuM3bl  «CornaceH
C KOMMEHTapuaAMn», OOKYMEHT nocTynaet Ha crtaguio «Ha ob6paboTke 3ameyaHun», C KOTOpPOW
ncnonHutene nmMbo BO3BpawaeT [OKYMEHT Ha [p[opaboTky (kHonka [BepHyTb] wunu [BepHyTb
C KommeHTapuamum]), MnMbo NpogoImKaeT ero ABMXKeHNe No mapLpyTy (kHornka [MpoaomkuTb)).
Ecnu B HacTporkax TMNOBOro MapLupyTa yctaHoBreH dnar lMponycmums cmadutro o6pabomku
3ameanu&, TO Npn Hann4mnm B3 «CornaceH ¢ KOMMEHTapnamMmm» (nocne 3aBeplleHna Bcex atanoB
COrnacoBaHusl) AOKYMEHT NepexoauT Ha CcreayoLLylo cTagutio obpaboTkm AOKYMeEHTa, nponyckas
ctaguto «Ha obpaboTke 3amevaHuin».
Ecnu ons gaHHoro npouecca 06paboTkn OKYMEHTa pa3pelleHa oTnpaBka AOKYMEHTa Ha NOANUCh
C oTpuuaTesnbHbIMX BM3aMK (B KapTodke OOKyMEHTa ycTaHoBrneH cnar Paspewamb nodnucbieamb C
ompuuyamesibHbIMU 8Uu3aMu), TO Ha cTagmm obpaboTkn 3amedaHnin MHULMATOP MOXET HaXKaTb KHOMKY
[OTnpaBuTb ¢ UMeWMMUCA BM3aMKU]. B aToM criydyae npu oTnpaeke No MapLlipyTy OOKYMEHT ynaet
Ha Nognucb, MUHYS CTaguio NOBTOPHOMO COrfiacoBaHus.

IV.10. Perncrpauuna ooKkymeHTa

UTtoObl 3apermcTpmpoBaTtb OTBET Ha OOpalleHne, HYXXHO:

1. OTkpbIB yBEOOMMEHME O HEOHBXOOMMOCTM permcTpauum oTeeTa Ha obpalleHue, nocTynmeLlee
Ha [naBHyl cTpaHuuy (Mnm B nouty, ecnv B B[l CnpaBOYHMK OopraHu3auuu npousBeaeHa
HacTpovika AaybrnvpoBaHus COObLLEHMI), NepenTn B KapTOUKy AOKyMeHTa. [lepentn B pexum
peaakTMpoOBaHUS.

2. Haxatb kHonky [3aperncrtpupoBartb] Ha naHenu genctsui. [loaTBepauTb BbIMOMHEHUE
onepauuu B NosIBUBLLEMCH aunarnore.

3. Ecnu B TMNOBOM MmaplipyTe, No KOTOpoMy Obin co3gaH OTBET Ha obpalleHue, yCTaHOBMEH
dnar Ucnonb3zoeamb cmaHOapmHbIlU cepeuc peaucmpayuu, a No BbIOpaHHOMY XypHany
pernctpaumm CywecTByeT HEeCKONbKo (popmMaToB HOMEPOB B paMKax OOHOr0 Hymepartopa, TO
nocne HaxaTtus kHonmku [3apernctpupoBaTtb] HYXHO BbiOpaTb B NOSBMBLUEMCH Auanore
HY>XHbI hbopMaT HoMepa.

4. B nosiBuBLUEMCSI ANANOrOBOM OKHE MOATBEPAUTb PErUCTPALMIO LOKYMEHTa.

Ecnu peructpatop 0gHOBpPEMEHHO ABNAETCHA NOANNCAHTOM AOKYMEHTa, TO Mpu nognucaHum
OOKYMeHTa cuctema otobpasnT amarnor ¢ BO3MOXHOCThIO Beibopa gencteui: Mognucatb n
3apeructpupoBaTtb U I'Iop,nmca'rb MU OTNpaBUTb Ha perucTpauuio.
lMocne pernctpaumm JOKYMEHTY aBTOMaTUYECKM NpUcBamBaeTCcs perncTpaumoHHbIN HOMEP, O YeMm
cMcTeMa BblAaeT COOTBETCTByLlee coobuieHve, n ctatyc «3apermcTpupoBaH» (MexaHu3m py4yHOro
BBOAA perncrpaumoHHoro Homepa onucat B n. 1V.10.1 BBoa pernctpaumoHHOro HoMepa BpYYHYH0).

MNMocne pervcTpauum LOKYMEHT CTAHOBUTCSH HEAOCTYMHbIM ANs pefakTupoBaHus. COTpyaoHWKY C
pornbio [None] nocrne perucrpaumu npefocTaBrieHa BO3MOXHOCTb PeAaKTUPOBaHWSA MONen KapTouKu
[OKyMeHTa.
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Ecnu B TMINOBOM MapLUpyTe He ycTaHoBNeH dnar Mcrnonb3oeames cmaHOapmHbIl cepauc
peaucmpayuu, TO permcTpaLmMoHHbIN HOMep OTBeTa Ha obpalleHne byaeT MMeTb Takon Xe Bug, kak
1 obpalleHune, TONbKO C NOCTUKCOM nocrie Homepa: «k-ny», rae n - NopsaKoBbIA HOMEpP
co3gaBaemMoro oTBeTa, k - Homep obpalleHus.

Ecnu B TINoBOM MapLupyTe ycTaHoBrneH dnar Mcnonb3oeamb cmaHOapmHbIl cepeuc
peaucmpauyuu, TO perMcTpaunoHHbIN HOMep oTBeTa Ha obpalleHune popmmpyetcsa no BbiIGpaHHOMY
dopmaty Hymeparopa.

Ecnn B Bl ABMUHUCTpUpoBaHue B OKyMeHTe HacTpoek B[l Ol Ha Bknagke [JonosHumenbHoO
nepeknoyatens llpoeepsimb yHukanbHOCmMb HoOMepa 6 npedesiax 6a3bl YCTAHOBMNEH B 3HaYeHWe
Ans mekywie2o 2o0a/6e3 y4yema 2o00a, TO NpWU PeErucTpaumMm CUCTEMA OCYLLECTBMSET NPOBEpPKY
HOMepa Ha YHMKanbHOCTb, COOTBETCTBEHHO, B paMKax TekyLlero roga unv 6e3 yyeta roga, B npegenax
6asbl. Ecnn B B O y)xe 3apernctpMpoBaH OOKYMEHT, MOA KOTOPbLIM OCYLLUECTBIISIETCS perncrpaums
TeKyLlero AoOKyMeHTa, cuctema otobpaxkaeT COOTBETCTBYHOLLEE COOBLLEHNeE.

Ecnu no TeM unn nHeim npun4ynHam (Hanpmmep, HEBEPHO yKa3aH XXypHarn perI/ICTpaLl,I/II/I) perncrpartop
HE MOXEeT 3aperncTpupoBaTtb JOKYMEHT, OH MOXET NnepeHanpaBuUTb ero Apyromy perucrpartopy,

HakaB kKHOMKy [OTNpaBUTbL Ha perncTpaumio] Ha naHenu AencTeuini. B aTom criyyae JOKyMeHT
nocTynut apyromy Peructpatopy.

I'IpM perncrtpaunnm oTeeTa Ha 06pau_|,eHV|e C NPpU3Hakom OKOH4YamenbHbIU KapTo4Ka 06pau_|,eH|/|s|-
OCHOBaHNA aBTOMaTUYECKN nepexoanT B CTaTyC:

e «loTOB K CnNUcaHWIO B Aeno», ecnn y obpalleHns elle HeT npuaHaka cnvcaHus B geno. lMpu
3TOM NOMb30BaTENIO C POfMbl0 OTBETCTEEHHH Ba BejeHue ges, ykasaHHoMy B PK
AOKyMeHTa (Bknagka OpuauHan), hopmupyeTtca yBegoMNeHNE 0 HEOBXOANMOCTM NOMELLEHUSA
AOKyMEHTa B AEero.

Ecnn nonb3oBaTtensb, BbINOMAHALWMA ONepauuio, MMeeT poSfib OTEeTCTBEHHH 3a BeJeHMue mel,

TO cuctema oTobpaxaeT OKHO C BO3MOXHOCTbIO MOMeLLeHUs Bcen CBA3KM AokyMeHToB (ObpalueHmne
N CBSA3aHHble ¢ HUM OTBeTHI) B Aeno.

Ecnu B kapTouke AokymeHTa ycTaHoBrneH donar JJokymeHm cnuwemcsi 8 des10 asmomamuyecku,
TO MO AOCTUXKEHMIO cTaTyca «[0TOB K CMCaHMWIO B eno» AOKYMEHT OyaeT noMeLleH B Aeno
aBToMaTuyecku, 6e3 yyactua OB[] (nepengeTt B ctatyc «B geney).

e «B pnene» — ecnu opurMHan gokymeHTa Obin paHee nomelleH B geno OB[.

Monb3oBaTenio C pornbid OTBeTCTBEHHH 3a BefgeHme ge’n, ykaszaHHoMmy B PK gokymeHTta
(Bknagka OpueuHan), cuctema Takke oTobpaxaeT OKHO C BO3MOXHOCTbIO NMOMELLEHWUS. BCEW CBSA3KU
AokymeHToB (ObpalleHune n cesasaHHble ¢ HUM OTBeTbl) B Aeno.

IV.10.1. BBoa permcrpauMoHHOro Homepa Bpy4Hyro

Ecnu B TNOBOM MmapwpyTte o6paboTkn oTBeTa Ha obpalleHne paspelleHa pyvyHas perncrpaums
AOKYMEHTOB, MpWU pernctpaummn AoKyMeHTa nosisnsertcs popma Ans pyy4Horo BBOAa pervcTpaumoHHOro
Homepa. MOXHO BHECTU HeobOXoAMMble U3MeHeHMsT B NpednKC/NoCTUKC HOMepa, a Takke cam HoMep
(ans atoro Heobxoammo ybpaTb pnar Ucnosb3zoeamb 3HayeHUe cYemyuka U3 HymMepamopa), v
HaxaTtb kHonky [OK] ansa permctpauun JoKyMeHTa.
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IV.11.

Ecnu B HacTpoiikax HyMepaTtopa 6bln oTMeYeH cnar Acrnosib3o8amb 0c8060XKOeHHbIe
3ape3sepeupoegaHHble HoMepa (1 0CBODOXAEHHbIE OT pe3epBUPOBaHMS HOMepa MMETCS

B Hanu4ymu), B OKHE PYYHOM perMcTpaunm nosiBnseTcs BO3MOXHOCTb YCTAHOBKM NepeknoyaTens
B 3HayeHne Oceob0xdeHHbIe HoMepa, NOCre Yero MoOXHO BblGpaTe HEOGX0AMMbI HOMep ANst
perncTpaummn n Haxatb kHonky [OK] ana permctpaumm gokymenra.

OTﬂpaBKa oTBeTa Ha 06pau.|,eHV|e agpecatam

lMoaroToBMeHHbIW, NOANMUCAHHBLIA W 3apPEermcTpMpOBaHHbIN OTBET Ha obpalleHne MOoXeT ObiTb
OTnpaeneH agpecaty No anekTpoHHou noyte, no MOLO. Takke ykaszaTtb cnocob OOCTaBKM OOKYMEHTa
BPYYHYIHO.

Onsa Toro 4ytobbl OTNPaBUTL 3apPErMcTPUMPOBaHHbIN OTBET Ha obpalleHne agpecaTtam OOHUM M3
crnocoboB HeOOGXOAMMO OTKPbITb KapTOYKY 3apermcTpuMpoOBaHHOrO OOKYMEHTa, HaXaTb Ha naHenu
WHCTPYMEHTOB KHOMKy [OTnpaBuTb agpecartam] Ha NaHenn AeNCTBUIA 1 BbiIGpaTb HEOOXOAMMBIN MYHKT:

OtnpaButb e-mail. B OTKpbiBlLUEMCST OKHE C€O30aHMS MOYTOBOrO COOOLEHUs, npu
HeobXoaNMOCTUN, BHECTU M3MEHEHMS B agpeca 3NeKTPOHHOM NoYTbl (KOTOpble NPOMNUChIBaOTCA
no ymonyaHuio nHdopmauven m3 b1 BHewHue agpecartbl unu B[l ABTOpbl oGpalueHuin)
camo coobuieHne, npu HeobxoouMOCTM BblbpaTb BIIOXEHUA ANA OTNPaBKW, W OTNPaBUTb
coo0LLeHue.

Ecnn B none KOMy OTCYTCTBYHOT BHELLUHME agpecaThbl, TO NpuU HaXaThn KHOMKN Ha 3KpaHe
0To6pa>KaeTc;| coobuleHune: «B none Komy OTCYTCTBYKT npeancraBuTesin BHELLHNX agpecaToBy.

B cekumn [lMepedaya OokymeHma kapToukm B cekumm Omnpaska e-mail oTtoGpaxaeTtcs
NMHGOPMaLMs, KOMY MepecbinaeTca OOKYMeHT, a Tawke OO coTpyaHuKa, BbIMOSHUBLLETO
onepauuto, gata M BpeMsi OTNpPaBKM [OKyMeHTa.  ABTOpPY [AOKYMEHTa HanpaBnsieTcs
NHOPMaLMOHHOE YyBEAOMIIEHME O TOM, YTO LOKYMEHT Obin oTnpaBneH agpecary.

Otnpasutb no M3[0.

[locTynHo, ecnun AOKYMeHT BbIn co3gaH No MapLUpyTy € YCTaHOBMEHHbIM (oniarom Ucnosib3oeams
anss M340,

ABTOpPY OOKYMEHTa HanpaenseTcs MHPOPMALNOHHOE YBEAOMITEHME O TOM, YTO JOKYMEHT Obin
oTnpasneH agpecarty. [Npu atom C3[ chopmmpyeT COOTBETCTBYIOLLEE YBEAOMIIEHNE B CTaTyCe
«oToB Kk oTnpaBke». Cuctema copmupyeT cooTtBeTcTBytowmn XML - cann v oTnpasnset
yBegomneHne agpecarty ¢ nomouibto b1 Agantep MO, nocne yero kKapTodka yBegoMIeHUs
nepexoaut B ctatyc «OtnpaBneH». CdopmmpoBaHHOEe yBeAOMMEHWE OToOpakaeTca Ha
Bkragke MO kapTOYKM JOKYMEHTa.

Mpu oTnpaBke AOKyMeHTa agpecaTy nobbiM u3 2-x cnocobos: «OTnpasutb e-mail», «OTnpaBuTb
no M300», B npaBOM BEPXHEM YNy KAPTOYKN JOKYyMEHTa 0ToBpaxaeTcsi NpuU3HaK OTNpaBKn JOKYMEHTa

W/, a Takke OaTa U BpeMsi OTNpaBKu. Takue OOKYMeHTbl ByayT oTMedeHbl B npeacrasneHusx 5 Or
cneumanbHbIM 3HAaYKOM.
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Paboma c omeemamu na oopawienus

zpasicoan

e YkasaTb cnoco6 gocTtaBku. B OTKpbIBLUEMCS OMAnNoOroBOM OKHe yKasaTb Crnocob AOoCTaBku
agpecatam. Jlnbo ycraHoButb thnar 3adamb Ons Kaxkdo2o adpecama W ykasaTb Cnocob
AOCTaBKM A5 Kaxgoro agpecaTa B otaenbHocTu (PucyHok 20). Mocne HaxaTus KHOMKM KHOMKY
[OK] ykasaHHble faHHble OyayT oTobpakeHbl Ha Bknaake OpuauHas KapTOYK/M AOKYMEHTA.

—
pE,ﬂ,ﬂl[THpDHﬂHME cnocoba A0CTABHH

Anpecat HNata oTnpaBkM Cnoco6 nocTaBkW

MHUHWECTEDETED KYNbTyDEl PoccHickod ®enepal 23.07.2014 MoyToEad cnykba Poco
F7FLL-1 16.07.2014 Cny#0a sKcnpecc-A40cT

i 3a8aTe ANA Eaxnoro anpecara

Ok, Cancel

PucyHok 20. Cnoco6 focTaBku mMcxoasiero AOKyMeHTa

Ecnu B TinoBoM MapLupyTe yctaHoBneH onar Omnpasnssme no M3JO aemomamu4ecku, TO Mo
OOCTMXEHUIO cTaTyca «3aperncTpupoBaH» JOKYMEHT byaeT aBTomatudecku otnpasneH no M3O0.

B kauecTBe agpecarta fomkHa ObiTb yKkaszaHa opraHusauusi/cdvnvan (Bl BHewHue agpecartbl).
B kapTouke cooTBeTCTBYylOLLEN OpraHu3aumu/cpunmana B bl BHewHne agpecaTtbl JOMKEH ObITb
ycTaHoBneH gnar JoecmynHo yepe3z M3/[O.
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3anpocsl

V. PaboTta ¢ 3anpocamu u oTBeTamu Ha 3anpochil

V.1.

Co3aaHue KapTouKU JOKYMEHTa

[ns cosgaHnga HOBOro 3anpoca/oTBeTa Ha 3anpoc HYXHO:

1. BbibpaTtb 3apernctpupoBaHHoe obpalleHne/cCoxpaHeHHbIN 3anpoc B OHOM 13 NpeacTaBieHnin

6a3bl gaHHbIX, HaXaTb kHornky [HoBbIN AOKYMeHT] Ha naHenn AeWcTBUMA U BbiBpaTb MyHKT
3anpoc/OTBeT Ha 3anpoc (MNK Ha NaHenu KapTouku obpalleHusi/3anpoca HaaTb KHOMKY
[CospaTb]:[3anpoc]/[OTBeT Ha 3anpoc]).

2. 3anonHutb nons KapTO4KM 3anpoca (OTBeTa Ha 3anpoc). ,D,J'ISI nepexoga no nonAamM KapTo4ku

MOXHO Mcnonb3oBaTth knasuwy TAB.

3. HaxaTb kHomnky [CoxXpaHUTb] ANsi COXpaHEeHUsA AOKYMeHTa

Co3pgaHHbIn 3anpoc (0TBeT Ha 3anpoc) oTobpasutcs B none 3anpock! Bknagkn CesizaHHbIe

OOKyMeHmMbI KapTo4kn obpaLleHus.

B kapTouke 3anpoca oToGpaxaeTcs CCbifika Ha obpalleHne-ocHoBaHue. B kapTouke oTBeTa Ha

3anpoc OT06pa)KaeTC$I CCblJ1IKa Ha 3anpoc-ocHoBaHue.

62



OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian Paboma c 6azon oannvix

VI.PaboTta ¢ 6a3on gaHHbIX

VI.1.MpocmoTp nHpopmaumm o xoae oopaboTKn AOKYMeHTa

NHdbopmaums o xoge o6paboTkn OOKyMeHTa oTobpaxkaeTcsl B KapToyke AOKYMEHTa Ha BKnagke
HeuxeHue AokyMeHma 1 JOCTyNHa BCEM y4acTHUKaM npoLecca.

Ha Bknagke [JeuxxeHue AoKymMeHma oToOpaxaeTcsa cBOAHasi MHpopMaums No Kaxgow craguu
00paboTkM Tekywen Bepcun [OKYMEHTa (HOBble BEpCMM OOKyMEHTa MOSABMSAKTCSA B pesynbrarte
NMOBTOPHOW OTNPaBKM OOKYMEHTa MO MapwpyTy nocrne gopabotku). o kaxgonm cragum npuBoAMTCS
MHopMauma O coTpyaHuke, obpabaTtbiBatowemM [OOKYMEHT (MognucaHTe, cornacytowem u T.n.),
NPUHATOM peLLleHUn unuM Bu3e, AaTe o06paboTkMm M BHECEHHbIM KoMMeHTapusm. WMHdopmaumnsa o
OOMNOSTHUTENbHbBIX Cornacyrwmx otobpaxaercsa nog nHdopmaumnen ob nHmumaTopax 4ONoSHUTENBHOMO
COrnacoBaHus.

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

Ha Bknagke UcnonHeHue kapToOukm obpalieHus oTobpaxaetcs MHdopMaumsi Mo NopyydeHusm,
chopMupoBaHHbIM MO CO34aHHBIM B AOKYMEHTE pes3orniouusaM, a Takke MopyyYeHus, Cco3daHHble
O3HaKaMnMBaoLWMMNCS COTPYAHUKaAMU.

VI1.2.MpocMoTp XKypHana nocriegHNX JOKYMEHTOB

[nsi oToOpaxkeHus XypHana nocnegHux 4oOKYMeHTOB Heobxoaumo yctaHoBUTb cdoriar Omo6paxkamb
JKYpHaJ1 nocsieGHUx 0oKyMeHmoe Ha Bknagke JonosiHumesibHO B HacTpovikax nMaBHOM cTpaHuLbI
(6énok Cepeuc ccbinka Mou Hacmpoluku).
lMonb3oBaTernb, KOTOPbIN OCYLLECTBAAN PErMcTpaumnio JOKYMEHTOB, MOXET NPOCMOTPETb NepeYveHb
nocnegHMx OOKYMEHTOB, KOTOpbIE OH perucTpuposarn.

|
[ns aToro HeobXxo0ANMMO HaxaTb KHOMKY ‘E ([XXypHan nocneaHux AOKYMEHTOB]|) Ha naHenwu
OencTBun ogHoro m3 npeacraeneHnn b O6paweHuns rapxgaH, nmbo Ha naHenu AeNCTBUN KapTOYKK
AokymeHTa. KonnyectBo otobpaxaeMbix B ANanoroBOM OKHe AOKYMeHTOB (PucyHOK 21) ykasbiBaeTcs B
HacTpovikax [(naBHomn cTpaHuubl (Bknaaka JonosHumensHo).
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- BuiGe pHTe ooHymeHT m .

Ofpawenue: M2 105 oT 07.11.2013 -

Qbpawenre: N2 107 o7 06.,11.2013 - ha_0611_1347

QOTEET Ha obpawenye: N 94AC o7 06.11.2013 -

QTEET Ha ofpaweHke: N? 8AC oT 06,11.2013 -

BxogAwmi: M2 00251 ot 06.11.2013 - CoznaHHoe

BxonAwMA: M2 00250 ot 06,11.2013 - © sanpoce Ofyxoga C.M1. 0 HAPYIWEHKHAY 3aKOHOAATENECTES 00 OTX003X NPOHIBOAC
OTEET Ha obpaweHHe: N? 7AC o7 06.11.2013 -

QTEET Ha ofpaweHHe: Ne 6/4C oT 06,11.2013

OTEeT Ha obpaweHHe: MN? 99 - 1000 oT 06.11.2013 - TA

QOTEET Ha ofpaweHKe: M? 98 - 13 oT 01,11,2013 -

Ok OTHEHA

PucyHok 21. XXypHan nocnegHux goKyMeHTOB

UT0o6bl OTKPbITE [OKYMEHT Ha MPOCMOTP, HEOOXOAMMO BbiOpaTb €ro B OTKPbIBLUEMCS OKHE U

HaxaTb kHonky [OK].

V1.3.BBoa nHdopmaumm o KOHTpareHTe

B B Or cyuwectByeT BO3MOXHOCTb HENOCPeACTBEHHOrO BBOAA WMH(OPMaUMM O KOHTpareHTe-
oTnpaBuTene/nonyvartene KOppecrnoHAeHUuun, a Takke O NpeacTaBuTene KOHTpareHTa, U3 KapTOYKu

[OKyMEHTa.

[aHHy0 BO3MOXHOCTb YA06HO ucnonb3oBaTtb Npu paboTe ¢ HOBbIMM opraHusaumnsmu. Nocne Toro
Kak aTa uHdopmauuna GyaeT BBedeHa, OHa Takke oTpasutca u B B[] BHewHue apgpecatbl. [1oaTomy
BBeAeHHad Takum obpasom opraHudaums ©OygeTr oTobpaxaTtbCa B CNUCKax MpocMoTpa  BCeX

3anoJiHAeMblX BnocneacTtesnn AOKYMEHTOB.

YTo6bl BBECTU HOBYIO OpraHmM3aLmio (npeactaBuTenst) B CMMCOK NPOCMOTPA, HYXXHO:

Q

1. Haxogdcb B pexume peaakTMpoBaHMS [OOKYMEHTA, HaXaTb KHOMKY = psgoM C nonem
UcmoyHuk nocmynneHusi (B kapToyke obpalleHus)), psgom c nonem Komy (B kapToyke

oTBeTa Ha obpalleHune) unu psgom ¢ nonem Adpecam (B KapTodke 3anpoca).

2. B oTkpbiBwemcs ananore «Bbibop katanora» BblOpaTb 3HavyeHne B BHewHue adpecambi

LLeNKHYTb MO NosiBMBLUENCS ccbinke Hoeast opeaHu3ayusi (Hoebil npedcmasumens).

3. 3anonHutb nona dopmbl «HoBasi opraHusaumsi» («HoBbIM npeacTaBuTenby). Mona dopm
«HoBas opranusauua» n «HosbI npeacTaBUTENb» OnNMcaHbl B npunoxenun (Tabnuua 37,

Tabnuua 38).

4. HaxaTtb kHonky [OK] ans coxpaHeHunsa nHdopmauumn n BosspalleHms B gokymeHt B Or.

Paboma c b6azoit oannsix
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VI.4.PaboTa c BNOXeHnaMu

YTtoObl D,O6aBI/1Tb BITOXEHME B KapTO4Ky OOKYMEHTa, HY>XHO!:

1. Ha naHenu OewcTBMIN BCTPOEHHOrO MpeAcTaBreHuMs 06nacTy BROXEHUA HaxaTb KHOMKY =
([Oo6aBuTb]) (P1cyHok 22).

Copepxatenniian YacTn Nswmenwe goxymenta | Yonoswn gorosops | Opmrwsan | Cemsanmmie goxyments | OGCympeme | [loctyn

- L4 e w0

Copapmanne qowymewrs 10K

Of wym TONIL TRDENTORM Do 15 Depounm | 18.07.2013 15:42:08  AoHumnTReToR G

Yero-Thra

PucyHok 22. O6nactb BNoXeHuUi KapTOYKN JOKYMEHTA

Mpun coxpaHeHnn JOKYMEHTa Unn oTnpaBke Mo MapLUPYTY BAOXEHHble hannbl, Ao6aBneHHbIE B
TekcTtoBoe none «CogepxaTenbHas 4acTby, NEPEeMecTaTCs B 610K BOXEHWIN KapToUky AOKYMEHTA.
MosiBuTCA coobwerune: «[JobasneHHble dannbl nepeHeceHbl B 6510k BrioxeHun. MNpu HeobxoammocTu
n3MeHuTe TUN BnoXxeHus no kHornke [CBomncTBal. Mocne nepeHoca BNoxeHHble hannbl B none
CodepxamesnbHasi Yacmb oTobpaxaTtbes He byayT.

2. 3anonHuTb nNons oTKpbIBLLENCA hopMbl JobaBneHus BnoxeHus (PyucyHok 23):

o B none UcmouHuk ykasaTb C NOMOLLLIO NepekntoyaTens, otkyaa dyaet aobasneH dann
— C¢ nokanbHoro aumcka unu m3 bl WabnoHbl, nMbo oTCKaHMPOBaTb WMEKLLMIACS
OymaxHbil BapuaHT OOKyMeHTa, BblbpaB B KayecTBe MCTOYHVMKA CkaHep (onucaHue
NPOCTOro CKaHMpPOBaHUA NpuBeaeHo B pasgene V1.5 CkaHnpoBaHue JOKYMEHTOB).

Mpu HeobxogumocTu psagom ¢ nonem UcTtouHmk yctaHoBute donar 1o ymosryaHuro. BelbpaHHbIv
NCTOYHUK ,EI,06aBJ'IeHI/I$| cbaﬁnos 6yp,eT YCTaHOBJIEH NO YMON4YaHUO B AaHHOM OMarioroBOM OKHe npu
pobasneHnn pannos B KAPTOYKM JOKYMEHTOB B AaribHeNnLeM.

NcTouHuk pobasneHmns dannos no ymMonyaHuio MoxeT ObiTb yKkasaH B HacTpomnkax naBHoOn
CTpaHuLbl CUCTEMBI.

e Bnone Tun Bbl6paTb C NMOMOLLbKO KHOMKK ) TN BNOXXEHUA.

e B none ®adn HaxaTb KHOMKY ' 1 BblbpaTb hann C fokanbHOro Aucka unu wabnoH
(B 3aBUCMMOCTM OT BbiOpaHHOro 3HadeHuns B none McmoyHuk). MoxHo fobasuTth hann,

npeaBapuTeENbHO  CKOMUMPOBaHHbLIM B Bydhep obmeHa, C NOMOLLBIO  KHOMKK |
(HegocTynHo ans BebG-nHdepdenca). Yaanute 4o6aBneHHbIN ann MOXHO C MOMOLLbIO

KHOMKN >(

e [lone HaseaHue 3anonHseTca aBTomaTuyeckm nocrne Bblbopa davna. [lpu
Heo6X0aUMOCTN MOXXHO U3MEHUTb Ha3BaHME.

o [lpn Heobx0aMMOCTM BBECTU KOMMEHTapun B none KommeHmapud.

3. Haxartb [OK].
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/\ KonnyecTBo CMMBOIOB B HAMMEHOBaHUN BIIOXEHWS OFPaHNYEHO:
/\ e B BeG-uHTepdelice - 195 CMMBOIIOB;
A e B KNUEHTe - 175 CUMBONOB B aHINIMNCKOW packnagke, 87 CMMBOSIOB B PYCCKOW.
Jonyctumbin pa3mep danna BnoxeHus onpegensieTcs HacTpovkammu TUNOBOIo MapLupyTa
00paboTKM AOKYMEHTA.

B pesynbTate BbIOpaHHbIA dann OygeT nobaeneH B 06nacTb BNOXEHWI B yKa3aHHYIO KaTeropuio
(cm. PucyHok 23).

MCTOYHKEK: K ™ Mo yMongaHmmg

" B "WabnoHe!"

" CkaHep
Tvn BnoxkKeHnA CoAEp*aHHE A0KYMEHTS | >(
dain
HazgaH1e
KommeHTapHi

Ok OTMEHA

PucyHok 23. ®opma fo6GaBneHust BoXeHust

B obnacTtb BNoxeHUn MOXHO AobaBuTb ¢hans, CKONMpoBaHHbIN B Bydhep o6MeHa, No KHomke
([Ro6aBuTb U3 6ydepal). Pain nobasutca B kKateroputo CodepxkaHue OoKymeHma (CM. PUCyHOK 22).
[laHHOe gencTBMe HeJoCTynHO Npu paboTe nog Be6-nHTepdencom.

YTtoObl yOannTb BIIOXEHUE N3 KapTO4YKM OOKYMEHTA, HYXHO BblOENTUTb HeobxoaAnMmbIi OOKYMEHT B

obnactn BMOXeEHUM W HaxaTb KHOMKY = ] ([YmnanuTtb]) (cMm. PucyHok 22). B OTKpbIBLUEMCS OKHe
NoATBEPAUTL BbIMOSTHEHWE Oornepauun.
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lMonb3oBaTenb MOXET yAanuTb TONbKO Te (harnbl BNOXEHUS (a TakkKe UX BepCun U peaakummn),
KoTopble 6biny nv gobasneHbl (M A0 TOro, Kak AOKYMEHT nepenaeTt Ha CnefylLlyo ctaauio
0bpaboTkn). Yoanate dannbl BIOXEHWUIN B 3apErMcTpMpoBaHHbIX JOKYMEHTax MoXeT AQMUHUCTpaTop
CUCTEMBI.

UToObl M3MEHUTL BMNOXEHWE, HY)XHO BbIAENUTbL Heobxoaumbii han B obnactn BNOXEHWA U

HaXkaTb KHOMKY ﬁf:?([Vl3MeHVITb]) (cM. PucyHok 22). B BbinagaroLem MEHH BblIOpaTb HY>KHbIN MYHKT:

Co30amb eepcuro — CO3[aHNe HOBOW BEPCUMMU BbIAENEHHOTO B NMPEeACTaBMEHUM BIOXEHUS.
C nomMmoLpblo CTaHAApTHbIX OManoroB 3anofiHUTb Nons nosiBuBWENCA opMbl U HaxaTb
kHonky [OK].

Co30amb pedakyuro — CO3[aHVe HOBOW pefakuuyn BblOENEHHOro B MNpeacTaBneHun
BNoxeHnsi. C NMOMOLLbI0 CTaHAAPTHbIX AMAnoroB 3anofHUTL MOMsS NosiBUBLLENCA (DOPMbl U
HaxkaTb kHonky [OK].

Mpu co3pgaHun Bepcun/pegakumm JOKyMeHTa B okHe JobasneHns Bepcuu/pegakumm Heobxogumo
BblGpaTb NCTOYHMK AobaBneHus danna:

e JlokanbHbIn OUCK — HY>KHO BblOpaTh ¢hann ¢ ykazaHHOro MECTOMOMOXEHMWS, Yka3aTb Ha3BaHue
1 BBECTW KOMMEHTapPWIA.

e Konus — HyxHO BbIGpaTb (aiin, B Konum KOTOporo GyAeT co3naHa Bepcus/peaakumsi, ykasaTb
Ha3BaHWE U BBECTM KOMMEHTAPUIA, MOCIE YEr0 BHECTU U3MEHEHWSI B OTKPbIBLUMICA chaiirn,
COXpPaHUTb ero un 3a6paTb U3MEHEHNS BMOXEHUN B KapTO4KYy OOKYMeHTa Nno KHomnke
[UameHuTb]:[3abpaTb N3MeHeHUs BNoxeHusl] (1obaBneHne Bepcun 1 pegakumm anna
BMOXEHUS C TUMOM MUCToYHMKa «Konmsay npu paboTe yepes Beb-uHTEpdEnc onncaHo B
pasgene VI.4.1 PaboTa ¢ BnoxeHnsamn B Be6-mHTepdence cuctemsl).
Hob6asumb pedakyuro u3 obcyxOeHul, ecnu NPy COrnacoBaHUN OOKYMEHTa Heobxoanmo
cosfaTb pefakuunio danna BroxeHus. NMpy 3TOM B OTKPbIBLLUEMCS ANANOrOBOM OKHE HYXHO
BblOpaTb COOOLLEHME, U3 BNIOXEHUSA KOTOPOro HY)XHO CO3[aTbh pedakumio, a 3ateM OTMEeTUTb
BMNOXEHUS BbIOpaHHOro coobLennsa ans nx gobaBneHns B KapToUKy.

B ananorosom okHe oToBpaxaeTcs nepeyeHb CoobLLEeHNI, AOCTYMNHBIX TEKYLLEMY NOMNb30BaTenNHo.

Pedakmupoeamb e/IOKeHuUe, ecnn HeobXoaAMMO BHECTU WU3MEHEHUs1 B CO34aHHYIO
Bepcmo/pep,aku,mo BINOXEeHNA OO0 BblHECEHUA peLueHUA. |_|pl/l 9TOM OOKYMEHT OTKpbIBaeTCA B
COOTBETCTBYHOLLEM NMPUINOXEHUN.

3abpamb u3MeHeHUs1 8JI0XKeHUSsI, eCN HeobBXOOUMO COXPaHWUTb U MEPEHECTUM B KapTOYKY
YacTUYHble W3MEHEHUsl, KOTopble ObiMM BbINOMHEHbl B hanne BNOXeHUA npu  ero
pefakTMpoBaHun (pedakTUpoBaHWE BIOXEHWA W nocrnefylowee COXpaHeHUe W3MEHEHWU B
KapTouky AOKyMeHTa npu paboTe nog Beb-uHTepdpernicom onucaHo B n. VI.4.1 Paborta c
BMNOXeHUsAMM B BEO-UHTEpdence cuctemsl).

YUtobbl NnpocMoTpeTb (MBMEHUTL) CBOMCTBA A406ABNEHHOIO BRIOXEHUS (TUM BROXEHWUS, Ha3BaHue,
KOMMEHTapUI) HY>XHO BblAENUTb HEOOXOAMMbIN AOKYMEHT B 0OMNacTu BMOXEHWA U HaxaTb KHOMKY

@< ([CeomcTBa]).

Monb3oBaTenb MOXET N3MEHUTbL CBOMCTBA TONBKO TeX (DanfoB BOXEHNS (@ Takke UX BEPCUn n
pegakuun), kotopble 6birin um gobaBneHbl (M OO TOro, Kak AOKYMEHT NeperaeT Ha CreayoLwyo
cTtagmio obpaboTkn).

o
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YTtoObl COXpPaHUTb BI1IOXXEHUE Ha XKECTKUN ONCK Unn ,qpyroﬁ HOCUTEIb, HY>KHO B obnacTu BrNoXeHui

HaXxaTb KHOMKY T ([CoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTb hawrbl AN COXpPaHEeHUS, HaxaTb
(IOK]) n 3atem BbiOpaTb HEOH6XOANMMOE MECTOMNONOXEHWE, Kyaa OyayT coxpaHeHbl BbibpaHHble dannbl.
&
Utobbl pacneyataTb BNOXeHWE, criedyeT BbiAennTh €ro B NPeACTABMNEHUN U HaXKaTb KHOMKy =
([Meyatb BnoxeHus]). laHHOe aencTBme HeQOCTYNHO Npu paboTe nop Beb6-nHTEpdencom.
KHonka ([PunbTp]) Ucnonb3yeTcss AN U3MEHEHUS OTOOPaKEHUS BIIOXEHUA WU COLEPXKUT
BbinagaroLmn Crncok:

e Bce — oTobpaxaloTcsa Bce BNOXEHUS;
e [locnedHue sepcuu — oTOGPaXalTCA TONLKO NOCNEeAHNEe BEPCUM OKYMEHTOB C pedakunusamMu;
e  Ucmopus — oTobpaxaeTca nctopus paboTbl C BIOXEHMAMU, BKITlOYas yaaneHHble dannbl.

OTKpbITb M MNOCMOTPETb BIIOXEHHbBIA (Al MOXHO, BbINOSIHMB OBOWHOW LIENMYOK MbIUK Ha
COOTBETCTBYOLWEM (paine B obnactn BnoxeHun. ®amnn 6yaet OTKPbIT C NOMOLLbIO COOTBETCTBYHOLLENO
eMy npunoxeHumsa (nmpocmoTp ¢annoB BroXeHun B Beb-uHTepdence onmcaH B n. VI.4.1 Pa6ota ¢
BNOXEHMAMU B BEG-UHTEpPECE CUCTEMDI).

[Ona oTKpbITUA BCeX BMOXEHHbIX dannoB cpasy cnefyet BOCMOSMb30BaTbCS KHOMKOW Q
([OTKpbITb Ha npocmoTp]) (cm. PucyHok 22). Bce BnoxeHHble gannbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYIOLLMX UM MpUNoXeHnin. [JaHHoe OecTBME HEAOCTYMHO nNpu paboTe nog Be6G-nHTepdencom.

B kapTOuKy AOKYMEHTa MOXHO Takke BNOXWTb pann co ckaHepa C MOMOLLbIO KHOMKM
[PacnosHaBaHue] Ha naHenu gevicteuit (. V1.5 CkaHMpOBaHWE JOKYMEHTOB).

V1.4.1. Pa6oTta ¢ BnoxeHnamu B Be6-nHTepcence cucrtembl

[ns npocmoTpa dhanna BnoxeHnsa npyn pabote B BEG-NHTEpPENCE HYXKHO LLEMNKHYTH MO CChIfKe Ha
cooTBeTCTBYtOWMN pann BrnoxeHus (PucyHok 24). BbiGpaHHbii havn  (Hanpumep, dann ¢
pacwupeHuem .doc, .XIs u T.n.) Nnnbo ckaumBaeTCca Ha NoKanbHbIN OUCK (B MECTOMNOMNOXEHME, yKadaHHoe
B HACTpOMKax ucnonb3yemoro 6paysepa), nocrne 4ero ero MoXHO OTKPbITb U MPOCMOTPETb C NMOMOLLBIO
COOTBETCTBYIOLLEro NpunoxeHusi, nNn6o cpa3y OTKPbIBAeTCs C MOMOLLbI0 COOTBETCTBYHOLLErO
NpUNoXeHus (Hanpumep, dannbl n306paxeHuin Tuna .jpg, .png v 1.n.)..

:—5-;{}_, Aobasute ':5-‘} H3meHuTe * ':5:‘% Yananute EE‘ CoxXpaHUTb = 2 DUATp ~ CJ
Hawmenosanue daina PacumpeHne Pazmep Bepcua Oara cozganua ABTOp KomMmMeHTaphi
— CopepxaHHe QoKyMEeHTa 23K
| & OopaboTka QOKYMEHTE docx 23K BepcuA 1 02.12.2014 AOMMHKUCTPaTOR Ceprei KOMMEHTaPMWHA
16:59:14 Bnaaumuposny

PucyHok 24. Obnactb BNOXeHU KapTO4Kk1M JOKYMeHTa B Beb-uHtepceice

[nsa cosgaHusa Bepcun unu pegakuumn danna BnoXeHUss ¢ TUNom UctodHnka Konus npu pabote B
Beb-nHTEpdence Hy>xHo:
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5.

Bbligennte Heo6XoaMMbIA JOKYMEHT B 0611aCTu BIIOXEHWUI U HaXaTb KHOMKY = 4 ([N3meHuTL))
(cm. PucyHok 24).

B BbiNagatolLiem crnvcke BbibpaTh onepaumio Co3zdame eepcuro/Co30amb pedakyuro.

YcTaHoBUTb nepekntoyatens MecmoyHuk B 3HaveHne Konusi. BoiGpaHHbIN dhann ckaumBaeTcs
Ha NoKanbHbIN OUCK (B MECTOMOSOXEHNE, YKa3aHHOE B HAaCTPOMKax ucnonb3yemoro 6paysepa),
O 4YeM B OKHe pefakTMpoBaHus anna nornb3oBaTento oTobpaxaeTcs COOTBETCTBYHLLEe
coobuieHne (PucyHok 25).

Heob6xoanmMo BHECTM M3MEHEHMS B CKayvaHHbIA hawin, COXpaHWUTb ero Ha Aucke u aobasBuTb
M3MEHEHHbIN havn B KapTOYKy [OOKYMEHTa, BblOpaB €ro ¢ nomoLlbto kHomku [BbiGepute
c¢pann] n Haxas kHorky [OK] (PucyHok 25).

rlpl/l H606XO}J,VIMOCTI/I MO>XXHO UBMEHUTb Ha3BaHNE ¢)a|?1na 1N BBECTU KOMMeHTapMVI.

B pesynbTate BbINOMHEHHbIX OEWCTBMIA COXPaHEHHas BEpCUst Unu pefakums danna BRnoXeHus
nobaeuTcs B 06r1acTb BIIOXEHUA KAPTOYKM OOKYMEHTA.

Ao5aBMTe BEPCHED

HMETOUHKME: NokansHEIR OWCK
Konua
Daln 3anyweH Ha CKAaYMBaHWE, OTPEAAKTURYHATE, COXPAHWUTE
WIMEHEHWA HA AWCKE W BNOXKMTE B none $ain

®ain R ———— .

Buifiepute dain | $alin He swibpad
HazgaHwe
KoMMeHTaRWA

Olke OTMEHS

PucyHok 25. [lo6aBneHue Bepcum channa BnoxeHusi B Be6-uHtepdence

[ns penaktupoBaHuns go6aBneHHOW pedakunmn unm Bepcun darina BrnoXxeHusa npu pabote B BeO-
NUHTepdence HyXHO:

1. Bbigenutb Heobxoaummbli hain B 06nacTu BROXEHUA U HaxXaTb KHOMKY = 4 (IN3ameHUTBL))
(cm. PucyHok 24).

2. BBbinagatwowem cnucke BblOpaTb Pedakmupoeamb eJsioxeHue. BbiOpaHHbIi  dann
CkaumBaeTCa Ha nokanbHbii AOUCK (B MECTOMONOXEHWE, yKasaHHOE B  HaCTpOMKax
ncnonb3dyemoro Opay3epa), O 4YeM B OKHE pedakTUpoBaHusa danna nonb3oBaTesnto
oTobpaxaeTcs cooTBeTCTBYOLEee coobleHne (PucyHok 26).

3. HeobxoomMmo BHECTU U3MEHEHMS B CKadaHHbIM ddann, COXpaHUTb ero Ha aucke M [obaBuTb
M3MEHEHHbIN havn B KapTOYKy [OOKYMeHTa, BblOpaB ero ¢ nomoLlbto KHomku [BbiGepuTe
c¢pann] n Haxas kHorky [OK] (PyucyHok 26).

NOTHKA 69



OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian Paboma c 6azon oannvix

PenakTwpoBaTe BNOMEHKMA x

PenaktvpyeMoe BNOMEHKWE! BnoweHuel.doc Bepcua 1

Tann 3anylWweH Ha CKadMBAHWE, OTPEAAKTHURYHTE, COXPAHWUTS
WIMEHEHWA HA AWCKE W BNOXWTE B none ®ailn
®ain —_—
Beibepute dain | Tain He BeibpaH

Ok OTMeEHa

PucyHok 26. OKHO pefakKTUpPOBaHUA BIIOXEHUSA

B pesynbTaTe BbIMNOMHEHHbLIX AEWCTBUA WU3MEHEHHbIN dhann BrioxeHust gobaeButcd B obGnacTb
BMNOXEHWIN KapTOYKM JOKyMEHTa.

VI.5.CkaHupoBaHue AOKYMEHTOB

VI.5.1, CkaHMpoBaHue AOKYMEHTOB C NoMoLlbio cneuuansHoro MO

B ob6nactb BnoxeHun PK OOKyMEHTa MOXHO MOMECTUTb OTCKaHMPOBAHHbLIA W pPacnO3HaHHbIV
OOKyMeHT, ecnn Kk C3O[l nogkntoveHa cuctema pacnosHaBaHus ABBYY FineReader Scripting Edition
7.01.

YToOb! OTCKaHMUPOBATb AOKYMEHT HY>KHO!:

1. B kapToyke OOKyMeHTa HaxaTb kHOMKy [Pacno3HaBaHue]:[CkaHupoBaTtb] (PucyHok 27).

B =) OTnpaenTe no mapwpyTy | PacnosHasanHe ¥

CKAHHPOEATE
HmnopT

[ KoHdHaeHuHansHo
™ HAA

HMubopMan1a No JOKYMEHTY

KpaTtkoe copepxadve: Mox 2014 THn AoKyMEHTa: Wcx oA AWKA

CTaTyc: YHepHOBHK

MCcnonHWTENE: @]
)( Bua AoKYMEHTA:
NMoanucanTe:

o Cu nlaTid LW

PucyHok 27. KHonka «Pacno3HaBaHue» B PK gokymeHTa

2. Ha naHenu gencteumi okHa FineReader BbINoOnMHWTL CKaHMpoBaHME M pacrno3HaBaHWE, HaXKas
COOTBETCTBYIOLLNE KHOMKM.

3. OtpepaktupoBaTb TekcT B FineReader, 4tobbl yCcTpaHuTb OLWLIMGKM pacno3HaBaHus.

4. BepHyTbca 0BpaTHO B KIMEHT M HaxaTtb kHonky [Pacno3HaBaHue]:[MMmnopT] Ha naHenu
AEeCTBUN.

B pesynbTtate BbINOMHEHHbIX OENCTBUA pacno3HaHHbIM TekcT OyadeT nomeweH B obnactb
BIOXEHUN.
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[na KoppekTHoro otobpa)keHus OTCKaHMPOBAHHOIO TEKCTa B KIMEHTe Heobxoammo npoBepuThb,
ncnonbadyet nu FineReader kupunnuyeckne wpndTbl ANa 3anMcu pacno3HaHHOro Tekcrta. [nsa atoro
HY>KHO:

1. Haxogscb B FineReader, BbINONHUTL KOMaHAy MeHio <CepBuc>:<Onuun>.

2. B nosiBuBWEMCA Ananore Hago BblibpaTb Bknagky dopmMamupoeaHue W HaxaTb KHOMKY
[WpudTol].

3. B nossuBweMcs Aguanore ykasaTb Kupunnudeckue wpudTbl (€CriM OHM He yKasaHbl
no ymon4yaHuio) onsg Bcex WpndTos, ucnonb3yemoblx FineReader.

VI.5.2. MpocToe ckaHnpoBaHue

(DyHKLI,VIFI CKaHMpoBaHUA [OOCTyNHa TaKxXe npu ,El,06aBJ'IeHI/II/I BnoxeHna B PK OOKyMeHTa

Mo KHoMKke 4 ([Ao6aBuTk]) (cm. pasgen VI.4 PaboTa ¢ BOXEHUSIMN).

[ns nony4yeHns nsobpaxeHnst HE0BXoaUMO:

1. Haxatb kHornky ~ ¢ ([Jo6aBWUTL]) B HKHE YaCTW KapTOUKU.

2. BbibpaTtb TN uctouHnka CkaHep (PucyHok 28).
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JoBaeneHne dainoe E
HeTouHKe: " NokaneHelil auck [ Ne YHMONYIHHD
 BAO "WabnoHw"
o CraHep
Thn BRexeHnna Coaep#aHue O0KYMEHTa | | [,
MzobpaxeHue [T Nokazats awanor ckavepa

[OTI‘&HKH ceporo (8 GuT] v]

A4 (210 x 297) -

[T cneyx cropon

CKaHWpOBaTE

CrkaHep |Car1u:+5|:ar1 LIDE 110 |
HazeaHwe | |
KaoMMeHTapHi

Ok J OTMEHAa J

PucyHok 28. NapameTpbl ckaHMpOBaHUS

3. LlenkHyB no ccebinke CkaHep, BbiOpaTb B OkHe «BbiGOp MCTOYHMKa» YCTPOWCTBO M3 CNUCKa
[ocCTynHbIX B none CkaHep (PucyHok 29).

‘ BeiSop ucTourvka i ﬂ

WcToyrmin:

" HP Laserdet M1120 MFP TWAIN 1.5 (32-3]
TWAINZ Freelmage Software Scanner 2.1
WIA-HP CLJ CM2320 Scan 1.0 (32-32)

1l

PucyHok 29. Bbi6op nctoyHuka
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4.
5.
6.
B

YKasaTb napaMeTpbl CKAaHUPOBaHUS.
HaxaTtb kHonky [CkaHunpoBaTb] (PucyHok 28).
Mpn HeobxoaUMOCTM yKa3aTb Ha3BaHWE U BBECTU KOMMEHTapUI B COOTBETCTBYIOLLMNX MOMAX.

pe3ynbTaTe BbIMOMHEHHbIX AeNcTBuA B obnactb BnoxeHun 6ygetr pobaeneH dann

C n3obpaxeHnem JOKyMeHTa.

V1.6.PegaktupoBaHne OKYMEHTOB

YTtoObl OoTpeaakTnpoBaTb KAPTOYKY OOKYMEHTA B base OaHHbIX, HY>KHO!:

1.
2.

4.

BbiGpaTb B 04HOM 13 NpeacTaBneHnii KapTouKy HY)KHOrO JOKYMEHTa.
OTKpbITb €€ Ha NPOCMOTP ABONHBLIM LLEMYKOM MbILLIN.

HaxaTb kHonky [PemakTnpoBaTtb] Ha NnaHenu AeNCTBUN U BHECTN HEOOXOOUMbIE N3MEHEHUS B
Mons KapTOYKM.

CoxpaHUTb MHPOPMALMIO N 3aKPbITb KAPTOUKY.

VI.7.KonupoBaHue AOKYMEHTOB

KonvpoBaHue OOCTYMNHO Ansi AOKYMEHTOB Ha Ntoboli cTagun Kpome CTagmmn NOAroTOBKU.
B cucteme oTcyTCTBYET BO3MOXHOCTb Ny6NMkaLum AOKYMEHTOB ¢ Npu3Hakom Kommepyeckasi
maltiHa.

YUT06bl CO3aaThb KOMMIO KAapTOYKkM LOKYMeHTa B 6a3e AaHHbIX, HYXXHO:

1.

2.
B

BbibpaTb B 0O4HOM M3 NpeacTaBrneHUMn KapTOuKy HYXXHOro AOKyMeHTa (nMbo OTKpbITb ee Ha
NPOCMOTP) M HaxaTb KHonky [[dononHutenbHo]:[KonupoBaTb [OKYMEHT] Ha naHenwu
OENCTBUN KapTO4YKM OOKYMeHTa unu kHonky [KonupoBaTb AOKYMEHT] Ha naHenn AencTBui
npeactaeneHuns b.

MoaoTBEPAUTL BLINOMHEHME ONepaLum B OKHE C COOBLLIEHNEM.

pe3ynbTate Cco3adaeTCA KOMuA KapTO4YkM OOKyMeHTa B CTaTyce «L‘lepHOBVIK»/ «[NoarotoBka»/

«an/leM n perncTpauma» (683 perncTpaunoHHOro Homepa), B 3aBMCMMOCTU OT TUNa AOKyMeHTa.

Mpu BLINOMHEHMM ONEpaLUN KONMMPOBaHUS OKYMEHTA HE KOMUPYHOTCS:

e hainbl BOXEHUN;

e coaepxumoe Bknagok O6cyxdeHue, MopyyeHusi, UIcmopust usmeHeHus nosed,
CesizaHHblIe QoKyMeHmMbI, UcriosiHeHue do2080pa;
cekuna_Hcmopusi pedakmuposaHus Bknagkm Jocmym,
3HayeHve nonst Paboma ¢ 6yMa>kHbIM Opu2uHasioM Ha Bknagke OpuauHair,
NYHKTbl Pe30toLnin/ peLleHnin, OTnpaBfieHHbIE Ha NCMOJNTHEHWE;
npusHaKk encTBnsl 4OrOBOPHOrO AOKYMEHTA.

V1.8.YpaneHue AOKYMEHTOB

BoamoXHOCTb yoanexHna JOKyMeHTOB U3 6a3bl AaHHbIX onpegendeTcd npaBamMn 4octyna
nonb3oBaTenA.

YTo6bl yaanutb JOKYMEHT U3 6a3bl 4aHHBIX, HYXHO:
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1. OTKprTb B O4AHOM K3 I'IpeD,CTaBJ'IeHI/IVI KapTO4YKy HYXXHOIro IOKyMeHTa.

2. HaxaTb Ha 3Ha4yoK KOp3MHbl B MpaBOW 4YacTW MNaHenn OEeACTBUM KapTOYKM [AOKYMEHTa W
NOATBEPAUTL BbINOSIHEHWE Onepauun B OKHe C CoobLLeHneM.

Mpn 3TOM JOKYMEHT nomellaeTcsi B KOp3uHy (npeacTtaeneHve Kopsuna). B 3aronoBok kKapTouku

Ao6aBnseTcs Npu3Hak MOMEeLEeHUss B KOp3uHy “* 'T, BCe yBeOAOMSEHUS MO AaHHOMY [LOKYMEHTY Y
OTBETCTBEHHbIX COTPYAHWKOB MEpexoasaT Ha BKNagky BbinosiHeHHbIe [NnaBHoW cTpaHuubl. [1o
NCTEYEHUN BPEMEHM, YKa3aHHOro B HacTponkax 6asbl, yaanseTtca us 6asbl JaHHbIX.

UToObl BOCCTAHOBUTb YyOANEHHbI [OOKYMEHT W3 KOpP3WHbl, Heobxogumo OTMEeTUTb €ero B
npegcraesneHnn Kop3una 1 HaxaTb KHONKy [BoccTaHoOBUTL].

I'Ip|/| yoaneHnn B KOp3nMHy OKYMEHTOB aBTOMATUYECKN yOoanAaTCA CBA3KM yaaneHHbIX JOKYMEHTOB.
I'Ip|/| BOCCTaHOBITIEHUN OOKYMEHTa U3 KOP3UHbI CBA3KU HE BOCCTaHaBIIMBAKOTCA.

VI1.9.CBA3biBaHMEe AOKYMEHTOB U A06aBneHne BHELWWHUX CCbINIOK B KAPTOUKY

B B[] OI' npegycMmoTpeHa BO3MOXHOCTb YKa3blBaTb CBA3b MEXAY AOKYMeHTamu (Korga, Hanpumep,
OAVH OOKYMEHT SIBNSIETCA OTBETHLIM OPYromy).

I'IpM Hannynm y JOKyMeHTa CBA3aHHbIX JOKYMEHTOB MM BHELLUHUX CCbISTOK B BEPXHEM NEBOM Yriy
KapTO4YKn AOKYMEHTOB B 0T06pa>|<aeTcsi NPU3HaK « EcTb cBA3aHHbIE OOKYMEHTbI».

MoxHO cBsi3aTb OOKYMEHTbI Mexagy cobow npu co3gaHum, B npouecce obpaboTku, a Takke
yaanuTb paHee CO3[aHHYyH CBA3b.
Mpun co3gaHmm CBA3M MexXay CYLLECTBYOLWMMN OOKYMEHTaMKN cucteMa obecneynBaeT BO3MOXHOCTb
npeaocTtaBfieHna OoCTyna K AOKYMEHTY-OCHOBaHUIO COTpyAHUKaM, MMeLWKUM OOCTYyn K Bbl6paHHOMy
npu co3gaHnn CBs3N OKYMEHTY, U1 HA06OopOoT.
Mpn cosgaHnm HOBOro AOKYMEHTa, CBA3aHHOIO C CyLLEeCTBYIOLUM, cCUcTeMa npefocTaBndeT JOCTyN K
OOKYMEHTY-OCHOBaHUKO BCEM COTPYAHWKaM, yKa3aHHbIM B Ka4eCTBe y4aCTHUKOB 06pa6OTKI/I HOBOIO
CBA3AaHHOIo AOKYMEHTa.
Ecnn OTBeT Ha obGpaweHue cBaAzaH ¢ OOpaweHuem, yxe Haxogsawumca B B[l O, MOXHO
OTpasuTb 3Ty CBA3b Npu co3gaHmm OTBeTa Ha obpaweHne B B[] OT.

Utobbl ykasaTb cBA3b Mexay OTBeToM Ha obpaweHne n OTBETOM NpU CO30aHUK, HYXKHO:

1. Bblgenutb B ogHOM m3 npeactasneHun b O 3apernctpuposaHHoe ObpalleHune, ¢ KOTopbIM
HYXHO cBsizaTb OTBeT Ha obpalleHue.

2. Haxatb kHornky [HoBbIn gokymeHT]:[OTBET] Ha NnaHenu 4enCTBUN.

B pesynbTaTte B CO34aHHOM [OKyMeHTe Ha Bknagky CesizaHHble OOKyMeHmbl B Tone
OcHoeaHue MNOMELLaeTCA CCbiflka Ha [OKYMEHT-OCHOBaHWe. B [10KyMeHT-OCHOBaHWe Ha BKragky
CesizaHHble GoKymeHmbI B none Cesi3aHHbIe NMOMELLAETCS CChlflka Ha co3faBaeMblil AOKYMeEHT. B
BEPXHEM 4acTu OTKPbIBLUENCS KapTOukM [AOKyMeHTa OyaeT oTobpaxaTbCs CCblflka Ha rOfoBHOW
[I0KYMEHT.

Ecnu B kapTouke Ol ykasaHbl kak ABTOp obpalleHus (3asBuTenb), Tak n ICTOYHUK NOCTYNneHns
(opraHusauums), To cosgaetcs 2 kapToyvkm OTBeTa Ha OI, COOTBETCTBEHHO, ANs1 OpraHn3aumm 1 ansi
3agBUTENs — B OOHOM JOKyMeHTe none Komy 3anonHsietca u3 nons ACmMoYyHuKk nocmynieHust
Ob6palleHns-ocHOBaHUs, a B APYroM JOKYMEHTe - 13 nons Aemop obpaujeHusl.
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YT06bI CO3aaTb CBSA3b B CO34aHHOM paHee JOKYMEHTE HYXKHO:

1.

2
3.
4

OTKpbITb KAPTOYKY AOKYMEHTA U NEPENTN Ha BKNaaky Cess3aHHbIe QOKYMeHMbI.
HaxaTb kHonky [CBA3aTb] psgom ¢ nonem OcHoeaHue.
B nosiBuBLLIEMCA Ananore BbibpaTb TUM AOKYMEHTa-oCcHoBaHWA 1 HaxaTtb [OK].
3anonHnTb Nons oTkpbIBLWENCs dopMbl «CBA3aTbY:

e B none Tun ces3u ykasaTb TUN CBA3W, BbIBpaB Hy>XHOE 3Ha4YeHne U3 CroBaps.

e YKkasaTb MapamMeTpbl MOUcCKa HY>XHOro AOKYMEHTa, 3anofHMB OAHO unu Gonee nonewn
dhopMmbl.

HaxaTtb kHonky [Mounck] ons novcka 4OKyMeHTa Mo yka3aHHbIM napaMeTpam.

BbibpaTb B cnucke HalOEHHbIX [OOKYMEHTOB HeobXoaumblii AoKymeHT. [pu aTtom noAa
pesynbTatamy MouCKa HarnsgHo oTobpaxaeTcss nnaHupyemasi CBA3b Mexay ABYyMsi
[OKYyMEHTaMMm.

HaxaTb kHonky [CBA3aTb].

B nosiBMBWEMCA pguanore npuM HeoOXOOAMMOCTM CKOPPEKTMPOBATb CMMCOK COTPYOHWUKOB,
UMEKLLMX OOCTYN K AOKYMEHTY-OCHOBaHUIO, HaxaTb KHomnky [OK].

B coobuieHnn o Tom, 4TO HeobXoAMMO 3aHOBO OTKPbITb AOKYMEHT ANA OTOBpaXeHUs HOBbIX
CBA30K, HaxaTb KHorky [OK].

Mocne NOBTOPHOroO OTKPLITUS JOKYMEHTA CCbIfka Ha BblOpaHHbI [OKYMEHT oTobpaxaeTcs B norne
OcHoeaHue TekyLLlero JOKyMeHTa, a caMa CBsidka ABYX AOKyMeEHTOB cdukcmpyeTcs B B[l CBA3KM.

YTo6bl yoanutb CBA3b MEXAY OOKYMEHTaMMU, HYXHO:

1.

2
3.
4

OTKpPbITb HYXKHbIN JOKYMEHT B O4HOM 13 npeactasneHun b OT.
MepenTn B pexnm pegaktmpoBaHus.
MepenTtn Ha BkNagky CesizaHHbIe OOKYMeHMbI.

BbibpaTb CBsidaHHbLI OOKYyMEHT B none OcHoeaHue W HaxaTb pPsAOM C MONEeM KHOMKY
[Ypanutb]. Ha akpaHe oTobpaxaeTcsa OKHO 3amnpoca Ha nogTeep)aeHue onepauun. Haxatb
[OK].

BbIbpaHHbIn AokymeHT ByaeT yaaneH us nons OcHoeaHue TeKyllero A0OKyMeHTa, a CBA3Ka OBYX
OOKyMeHTOB yaansetcs u3 b1 CBa3ku.

B B[] OI' npegycmMoTpeHa BO3MOXHOCTb 406aBNATb BHELUHWE CChINKM Ha pecypcbl ceTn HTepHeT.

[na no6aBneHnst BHELWHEN CChINKN HYXXHO:

1. MepenTtn Ha Bknagky Cesi3aHHbIe QOKYMEeHMbI.
2. HaxaTtb kHonky [BHewHAsA ccbinkal pagom ¢ nonem OcHoeaHue.

3. 3anonHuTb Nons oTKpbIBLIENCA (POPMbI:
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o B none Ccbinka ykasatb agpec pecypca B hbopmate «http://agpecy;
e B none Ha3eaHue yka3aTb Ha3BaHMe pecypca, KpaTKoe OnucaHue.

4. [na coxpaHeHnsa BBeaeHHOW MHdopMaumn HaxkaTb KHoMKy [OK]. Bce cBa3aHHble BHELLHME
CCbISIKN COXPaHSAOTCA Ha BKraake B nosne Cesi3aHHbIe.

UTo6bl yaanuTb BHELLHIO CChIIKY, HY)XHO Ha Bknagke Cesi3aHHble OOKyMeHmbl B Mose
CesizaHHble BblOENUTb COOTBETCTBYIOLLYI CCbIIKY UM HaxaTb kHonky [YaanuTtb]. [NogtBepautb
yaaneHue B A1anoroBoM OKHe.

UT06bl BHECTU U3MEHEHNS BO BHELLHIOK CCbINKY, HY>XHO Ha Bknagke Cesi3aHHble OOKYMeHMbI B
none Cesi3aHHbIe BbIOENUTL COOTBETCTBYIOLLYIO CCbINKY W HaxaTb KHOMKy [PepakTtupoBatb]. BHecTn
n3MeHeHua 1 Haxatb kHonky [OK].

VI.10. OGHoBEeHue oTBETCTBEHHOro/perncTpaTopoB B «3aBUCLLEM»

AOKYMeHTe

[laHHOe fencTBne MoXeT ObITb BbIMNOSIHEHO TOJLKO AD,MI/IHVICTpaTOpOM CUCTEMDI, @ TaKXXe aBTOpOM
OOKyMeHTa.

B xopge paboTbl C cCUCTEMOM BO3MOXHbl Clyvaun, Korga [OOKYMEHT HaxoguTcs  Ha
obpaboTke/pernctpaummn y ONUTENbHO OTCYTCTBYKOWEro Ha paboTe nonb3oBaTtens (Hanpumep,
COTPYAHMK HaxoauTcs B OTNYCKe WM KOMaHAWMPOBKE), ANsi KOTOPOro He 6Gbino onpegeneHo 3apaHee
AenernpoBaHve nonHomouni. B aToM crnyvyae OOKYMEHT «3aBMCaeT» Ha 3TOW CTaauMuM U He MOXeT
nponTn ganblie 6e3 BMeLwartensCcTBa agMMHUCTpaTopa.

Ons OBGHOBIEHMSI OTBETCTBEHHOIO HY>XHO:

e YKkasaTb B KapTO4yke OTCyTCTBylowero coTtpygHuka (B B[ CnpaBoyHuk OpraHusauum)
Nofb30BaTeNs, UMEKLLEro NOSIHOMOYMSA MPUHATUS PELLIEHNN 3a OTCYTCTBYHOLLEro COTPYAHMKA,
Ha3Ha4MB €ro UCMOJHSIOLWMM 063aHHOCTM U/ LOBEPEHHBLIM JTULIOM.

e B B[ OI B «3aBucwem JOKyMeHTe» (MM B OOHOM M3 NpeacTaBreHui, BblOENUB HYXXHbIN
AOKYMEHT) HaxaTb Ha naHenu genctsui  kHonky  [[lononHuTenbHO]:[OGHOBUTHL
OTBETCTBEHHOrO].

B xoge BbINONHEHWs npoueaypbl B JOKyMeHTe 0OHOBNsAeTcs MHdopmaumss 06 OTBETCTBEHHOM 3a
OOKYMEHT Ha TeKyLlen ctagum obpaboTkn AoKyMeHTa. B OKyMeHTe ¢ mapanfenbHbiM CorfacoBaHmeEM,
npu paboTe cpeacTBamu KnveHTa, Byaet npoMcxoauTb 3anpoc: MHPOPMaLMIoO O KaKOM U3 peLeH3eHTOB
HY>XHO OBHOBUTL; nopg Beb-uHTepdencom byget obHOBNATLCA MHGOPMauna 060 Bcex peleHseHTax. B
AOKYMEHTE C nocrieaoBaTeflbHbIM COrflacoBaHMEM MPOMCXOANT OBHOBMEHME MHGOPMAaLUN O TEKyLLeM
peLeH3eHTe.

B pesynbTate npoueaypbl nNonb3oBaTenb, KOTOPOMY ObiNM  AenernpoBaHbl  MOAHOMOYMS
OTCYTCTBYIOLLEr0o  COTPyAHMKA,  MOMYYUT  yBeOooOMSieHMe O  HeobXxoAMMOCTM  BbINOSHEHUs!
COOTBETCTBYHOLUNX AEACTBUI HAZ AOKYMEHTOM M CMOXET BbIHECTU MO HEMY PELLEHNE.

[lns oBGHOBNEHMS PErMCTPATOPOB HYXKHO:

e YKasaTb B HacTponKkax HymepaTopa HOBbIX PerMcTpaTopoB.
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e B B O B «3aBuclwem JOKyMeHTEe» (MM B OOHOM M3 NpPencTaBfieHW, BblAENUB HYXKHbIN
AOKYMEHT) BbINOMHUTL KOMaHabl MeHio <[lencTBua>.<O6HOBNEeHne perncTpaTtopoB>.

B xope BbiNonHeHus npouenypbl B AOKYMeHTe OOHOBMRSieTcs MHopMauusi o perucrpatopax.
B pesynbTtate npoueaypbl [AoGaBneHHble B KayecTBe PEernmcTpatopoB Monb3oBaTeny nosnyyar
yBeJoMIneHne 0 HeobXoAMMOCTU perncTpaumm JoKyMeHTa.

VI.11. NomelwleHne opurnHana goKymeHTa B Aeno

VI.11.1. YcnoBusa nepexoga paokymeHtoB B[]l OI' B craryc «loTtoB K

cnuncaHuio B aeno»

OGpallieHne OormKHO NepexoanTb B cTaTyc «[OTOB K CNCaHUIo B AeNo» U3 CTaTyCoB:

o «llpnem wn peructpauusa», «Ha paccmoTpeHum», «Ha wncnonHeHum», ecnn PerunctpaTtop,
PaccmatpuBatowmn, KoHTponep Haxanu kHonky [Pabota no [OOKyMeHTy 3aKOH4YeHa]
(3aBepLumnu paboTy No AOKYMEHTY/KOHTPONEpP CHAM LOKYMEHT C KOHTPOss).

e «Ha vucnonHeHun»:

o HeKOHTPOMnbHbIN JOKYMEHT: aBTOMATUYECKM MOCIEe UCMONMHEHNS NOpPYyYeHUi (YTBEPXKOEHUS
KOHTPOMbHbLIX MOPYYEHMI N0 AOKYMEHTY).

o KOHTpOnbHbIA OOKYMEHT: aBTOMATUYECKM MOCME WCMOSTHEHMS MOPYYEHWU (YTBEPXKAEHUS
KOHTPOSbHbIX MOPYYEeHWA MO AOKYMEHTY), ecnv B TUNOBOM MaplpyTte o06paboTku
AOKyMeHTa ycTaHoBneH cnar Aemomamuyeckoe cHAmue OOKymMeHma c¢ obuje2o
koHmpouisi (6e3 y4actms KOHTporepa no AOKYMEHTY).

o «llpnem wn peructpauusa», «Ha paccmoTpeHun», «Ha ucnonHeHun» aBTOMaTUYECKN MNpU
perucrtpaumm oteeTa Ha obpalleHune ¢ npu3Hakom OkoHYamenbHbIU (N. 1V.10 Pernctpauns
AOKYMEHTa).

Ecnu:

e OpuUrMHamn goKymMeHTa He Obln NOMELLEH B Aeno.

OTBeT Ha obpalleHne OOIMKEH MepexoauTb B cTaTyc «[OTOB K CucCaHWIO B Aeno» u3 craTyca
«3aperncTpupoBaH», ecriu:

e OpUrMHan AOKyMeHTa He Oblf1 NoMeLLEeH B AeNO;
® UCTEK CPOK nepexoaa B cTaTyc «[ OTOB K CMMCaHWUIO B 4ENO0», YKa3aHHbIN B HacTponkax B OF;

[oKkymMeHT nepexoauT B cTaTyc «OTOB K CNMCaHuIo B AeNno» Yepe3 KONMYeCcTBO AHeN, paBHOe
pa3HULEe Cpoka XpaHeHust JOKyMeHTa B dhyHKLMOHanbHOM 6ase (ykazaHHoro B HacTporikax B[ OF) un
Cpoka nepexofga B ctaTyc «[ OTOB K CNNCAHMWIO B OENO.

Ecnu no gokymeHTy GbIn 3aBepLleH npouecc AGMUHUCTPATOPOM CUCTEMBI, TO AOKYMEHT NepexoanT B
cTaTyc «['0TOB K CnMcaHuio B Aeno» Yepes KONMYeCcTBO AHEW, paBHOE pasHULIe CPOKa XpaHeHUs
3aBepLUEHHOro BpY4YHY0 JOKyMeHTa (ykasaHHoro B HacTpowkax b1 OIN) n cpoka nepexofa B ctatyc
«[OTOB K cMcaHuWio B 4eno».
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CraTyc «B gene» [OKyMEHTbI MOMyYatoT Npy HaNM4Yum npusHaka NomeLLeHnst opurmHana B geno, a
Takke Npw BbINONTHEHMW BbILLIENEPEYNCTIEHHbBIX YCITOBUIA.

[lOKyMeHTbI Takke NepexoanT B cTaTyc «[0TOB K cnnucaHuto B Aeno»/ «B aene» npv npuHyamMTensHOM
3aBepLleHnn paboTbl ADMUHUCTPATOPOM (3aBepLUEHME NPOLECCY MO OKYMEHTY OMMCaHO B
aokymeHTe «Jlornka ECM. C3[] - PykoBoacTBO agMunHucTpaTopay).

Mpn nepexone AOKyMeHTa B cTaTyc «[OTOB K CnuCaHWIo B 4ero» (ecrnv B KapToyke JOKYMeHTa He
yctaHoBrneH dnar JokymeHm cnuwemcsi 8 desio aemomamudecku, n.VI.11.4 AsTomaTtuyeckoe
noMeLleHne OpurMHanoB AOKYMEHTOB B Aer0), Nonb3oBaTento C OM3HEC-pornbi0 OreercTEenHsni 3a
Bemenne gmen (POPMUPYETCA YyBeAOMNEHME O HeobXoAMMOCTM NOMeLLeHUs [OOKyMeHTa B [Aeno
(n. VI.11.2 NomeLleHve opurnHana AoKyMeHTa B Aeno).

VI.11.2. NMomelleHne opurmHana AOKyMeHTa B Aerno

MNMomecTnTb opurMHan OKYMeEHTa B 4EeM0 MOXET TONbKO COTPYAHMWK B POMbI0 OTBETCTBEHHEN 3a
Bemenne gpexn (OB[).

MomeLleHne opuruHana B 4eno AOKYMEHTa BO3MOXHO BO BCEX CTaTycax, Ha4ymHas C ero
perucTpaumm.

[ns Toro 4ytoObl MOMECTUTb B €S0 OpUTrMHaN AOKYMEeHTa, Heob6XoaAMMO BbINOMHUTL creayrolme
JEencTBuUS:

1. Otkpbite BJ O 1 nepenTn B KapTO4Ky 3aperncTtpMpoBaHHOrO AOKyMeHTa. Mnu OTKpbITb
KapTO4Ky AOKYMEHTa 13 Nosy4eHHOro yBe4oMIeHNs 0 HEOBX0OMMOCTU NOMELLEHUST AOKYMEHTa
B Aeno.

2. Haxatb kHonky [B maeno] '@BHEM (NnBo nepenTn Ha BkNagky OpuauHanm W WEenkHyTb Mo
ccbinke Paboma c 6ymaxHbIM opua2uHasioMm, PucyHok 30). OTKpoeTcs AManoroBoe OKHO
«Pabota ¢ OOKyMEHTOM Ha BymakHOM HocuTene» [Ans FPynrnoBOro CnucaHus CBA3aHHbIX
AOKYMEHTOB B Jero.

COARPHATONBMAR HACTH | MCNOMRNme | |

Opwrwisan Paccuinka | Curaammne goxymenis | floctyn

HEHED DOEwEDa 12 Cnocob aocres .
wep Do pa 2 Cnocod aocreexu E-mad

Posnowanus L Npwesmans - Sowasn -t |

Oraes elcryandy
20 L paiphaa, Nocuiacacy »

PucyHok 30. Bknagka «OpurnHan»

Mocne nomelleHns opurnHana B Aeno COTPYAHWK C PONblo OTBeTCTBEHHE 3a BeleHue men
(OB[1) MOXeT M3MEHUTb yKka3aHHbIA TOM Aena no ccbifike Paboma ¢ 6yMa)kHbIM Opu2uHaoM Ha
Bknagke OpuauHan. B oTkpbiBLIeMCS okHe «PaboTa ¢ JOKyMEHTOM Ha DyMaxkHOM HocuTene» B none
Helicmeue BbibpaTb 3HaYeHe U3mMeHuUmMb Aes1o NodnUHHUKA, N3MEHUTb HEOOXOAMMYIO
MHOPMALINIO U COXPaHUTb.
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Ecnn npu nomeuieHnn OGpalleHnss B aeno B ctatyce «[OTOB K CNMCaHUIO B OENO» B CMNUCKe
paccbInkv BCe €Lle NPUCYTCTBYHOT COTPYAHMKM, KOTOPbIM JOKYMEHT elle He Gbln OTnpaBrieH, cuctema
oToOpaXkaeT COOTBETCTBYIOLLEE COOBLLEHME C NpeaynpexaeHem. Mocne cnucaHns oKyMeHTa B Aero
pacchblfika CTaHeT HEBO3MOXKHA.

I'IpM nomMeweHnn opurnmHana AOOKyMeHTa B Aeryio U3 ctaTtyca «oTOB K CcnucaHwio B Aeno»
OOKYMEHTbI nepexoadaT B CTaTyC «B penevy.

Mpy NomMeLLeHNM opurnHana AoKymeHTa B Aeno 13 noboro apyroro paboyero cratyca AOKYMEHT
cTaTyC He MeHsierT.

VI.11.3. pynnoBoe nomelleHMe opurmHanoB AOKYMEHTOB B Aero

Ona nomeweHnss rpynnbl [OOKYMEHTOB B Aeno HeoOXOAMMO  BbIMOSHUTL  CreayoLLyto
nocnegoBaTeribHOCTb AENCTBUN:

1. OtkpbiTe B[ Or.

2. lMNepentun B NnpegctasneHve Ilo HoMeHKIaTYpe €.
3. BblaenuTtb AOKYMEHTbI 4119 NOMELLEHUs B AenO.
4

HaxaTtb kHonky [B peno]. OTkpoeTcs ananoroBoe okHO «Pabota ¢ 4OKyMEHTOM Ha OyMakHOM
HocuTene» Ans rpynnoBoro NoMeLLeHnst OKyMeHToB B aeno (PucyHok 31).

Pafiora ¢ aowywe H10M Ha Sysats om HoCuTe e ]
HAara w spesn 14312013 8 17:55 =) a
Aeicyane & CnHCaTe B 2400 PO&--Y
Buifiop Toma aena
Waaexe avmn:

Jaronopex aenal

Tom pena;

Eparkoe copepmanae Kenwwecrno Cravyc
nucIon

TOTOR ¥ CONCANING © aena

N CRRCANNG & 04N0

Teor Kasaep 31 90 L NPBX-23 o1 CNCAnKD & Deno

Teoy Kauaes 11 knnesr 1 NMRX-25
ASarmin test 20030022 1117 MEX 0
ABarmin 2 1125 W2002 or 22,08.204 1 Ha onenaTMENGN XDansewse
ASarmin test 20LI0822 1120 WBX-17
ASarmin test 20130916 1543 WEX-DD19E1) o7 16.09.2013 12 H3 ONEDATHENON XPars-i

1 FoToe & CARCAHIG & 4en0
HO ONeDATHOHOM XPan s

1 Ha ONODATHENON XD Artre

L I Cnena {

PucyHok 31. lpynnoBoe nomelieHne 4OKYMEHTOB B Aero

lD,OKyMeHTbI, KOTOpPbIEe YyXXe UMEKT Npu3HakK nomMmeLlleHmna opurmHana B aerno, 0T06pa>|<a+0Tc;| B CMNuUcCKe
AnanoroBoro okHa co 3Ha4ykom o [na HUX n3MeHeHns ToMa aena He npoucxoaunT.

5. 3anonHuTb Nons AnanoroBoro okHa:
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Hdama u epemsi. 3anonHsieTcss BbLIGOPOM AOaThl
NpOCTaBreHbl TEKYLUNE AaTa U BPEMS.

13 KaneHgaps. |_|0yMOJ'I‘-IaHI/1lO

Heiticmeue. 3HayveHve Cnucamb Oesio 8 MOOMUHHUK TMPOCTABMEHO MO YMOMYaHMUIo
(ecnu nonb3oBaTenb paHee LWenkHyn no ccbinke Paboma ¢ 6yMaXXHbIM opu2uHasioMm,
nyHKT Cnucamb 0es10 8 NOGIUHHUK HEOOX0ANMO BbiGpaTh).

Bbi6op moma dena. C NOMOLLbIO KOHTEKCTHOTO MoMcka Mo MHAekcy/3aronoBky lMyHkTa
HO B none HanMTM M ykasaTb TOM Aena, kyaa OyaeT nMoMelleH opurMHam OOKyMeHTa.

MOXHO Takke HaxaTb KHOMKY psiaom ¢ nonem Bbi6op moma dena ons nepexona K
OnanoroeomMy okHy «Bbibop Toma gena». BoiGpaTb HeobGxoauMmbii TOM Aena u HaxaTb
kHonky [OK]. BbibpaHHOe 3HauyeHue oTobpaxaetca B none UHAekc dena, 3a20s/1080K
dena, Tom Odena. Ypanutb AobaBneHHoe B Mone 3Ha4YeHWe MOXHO MPU MOMOLLN

KHOMKN % psaom ¢ nonem Boi6op moma dena.

Konuyecmeo nucmoe. 3anonHseTca BBOAOM C KraBMaTypbl AN KaXK4oro BbIOpaHHOro
OOKyMeHTa. B ganbHenwem mcnonb3yeTca Ans geneHus gena Ha toma. [uanorosoe
OKHO ANS yKas3aHusi KONM4YecTBa JIMCTOB OTKPbIBAETCHA MO ABOMHOMY LUEMYKY MbIKN Ha
Heob6Xo0ANMMOM OOKYMEHTE, yKasaTb He0OX0ANMOoe 3Ha4YeHne n HaxaTb kHonky [OK].

BeibpaTb B grManoroBom okHe «BbiOop ToMa gena» HOMEHKNaTypy Aen 3a onpeferieHHbIN rog MOXHO,
HaxaB kHonky [Fog HA] (no ymonuaHuio otobpaxatotes nyHkTbl HI Tekywiero roga). CosgaHve HOBOro
ToMa (no kHonke [Co3aaTb TOM Aenaj) onucaHo HUXe No pasgeny.

6. Haxatb kHonky [OK].

Buiop Toma gena [ x|

@Cos.ﬂam TOW Agna

HMupekc gena

5 roa HA

JaronoBok Aena Homep OTBETCTBEHHLIN 3a BEAEHWE AeNa

TOMAa

00232
o023z
00277

1

NWyHE Tom BaTelwesa Bateiwes MNagen Cepreesny -

3TO HOBLIA NYHKT HY EapMrH Anekcanap ANekcaHipoevd
Ewe ApyroM Tam

27.02

KaMHneAHOE ApTY R

AAMHMHACTpATOp

1

Anpene A0 MHHHCTRaTop BP

12345018032014
123451

CozaaM Tom AnA cea

8134

Brxpee Anekcer

OcMonosckan EneHa

12345100500 ADMINBR A0MHHWCTpaTop BP
1234512345 two OcMmonoeckad Eneda, AaMmuHrcTpatop BP
—/1234512345111 bae A0 MHHACTRaTop BP
Tom - 1 1

1234532

123454
123458

ABarmin HOBLIA TOM -
farn

HOBLRIE

FPanwHa Tect

MNpoeepka bara 549758

EapMrH Anekcanap ANekcaHipoevd

Tanwnosa PannHa

EapMrH Anekcanap Anerxcanapoend,BaTteiues
Nagsen

Cepregely,AAMHMHHCTPATOR, AAMHHHCTRATOR , A4 MHHHD
BPR,AnmuHncTpaTop BP,Mrpaves Snemnp

QOTHMEHS

PucyHok 32. Bbi6op Toma gena
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B okHe «Bbibop Toma genax» coTpyaHuky oTobpaxatotca Te nyHkTel HL, 1 Toma gen (B ctatyce
«HayaTo»), B KOTOPbIX OH YKa3aH B Ka4ecTBe OTBETCTBEHHOIO 3a BeAeHue gena.

B pesynbTaTe BbINOMHEHMS BbILLEONUCAHHBLIX AENCTBUA MO NOMELLEHUIO MOASNIMHHMKA U Mnocne
06paboTkn cepBepoM OOKYMEHTbI BCEX TUMOB NpMobpeTatoT NpM3Hak NOMELLEHUsI opuriuHana B 4ero.

Ecnu Obinu BblgeneHsbl AOOKYMEHTbI B CTaTyCax, He npegycMaTpuBarolLinx noMmelleHne opnrmHanoB
OOKyMEeHTOB B A€o0, cCuctemMa BblgaeT cooOLEeHne 0 TOM, YTO B CrMCKe OTCYTCTBYIOT JOKYMEHThDI,

KOTOpble MOryT ObITb NOMELLEHBI B OETO.

Ecnu cpeau BbigeneHHbIX JOKYMEHTOB TOJbKO YacTb HAXoAMUTCS B cTaTycax, He
npegycmaTpuyBaloLLnX NOMELLEHNE OPUTMHANOB AOKYMEHTOB B AEeS10, CUCTEMa BbldaeT coobLleHre o
TOM, YTO B CMIMUCKE NPUCYTCTBYIOT AOKYMEHTbI, KOTOPbIE MOIYT ObiTb MOMELLEHBI B AENO, C
npeanoXXeHnem NpoaoMKUTL UM BEPHYTLCA K CNUCKY AOKYMEHTOB. B cnyyae npogormkeHus
BbINOMTHEHNS Onepauun B CNMCOK AManoroBoro okHa «Pabota ¢ JOKyMeHTOM Ha ByMaxkHOM
HocuTeney» nonagyT TONbKO T€ AOKYMEHTbI, CTaTyCbl KOTOPbIX NO3BOMSO NOMECTUTb UX B AENO.

MogpobHasa uHpopmaums 0 gaTe NOMELLEHUSI, MECTOHAXOXAEHUsT AOKYMEHTa M T.N. LOCTYynHa
Ha Bknagke OpuauHan (cMm. PucyHok 30).

[nanorosoe OKHO Ansi rPYNMoBOro cnucaHns B Aeno otobpaxaeTcs npy nomMeLLeHumn B geno (No KHomke
[B meno], no cceinke Paboma ¢ 6yMaxkHbIM opu2uHasioM) XOTsl Obl 0OQHOro AOKyMeHTa 13 cBsAsku O -
OO, nnbo npu n3ameHeHMn gena NoANUHHMKA, a Tarke: npu 3asBepweHun padoTel no ObpalleHunio
nons3osarenem c ponbto OTBETCTBEHHbIN 3a BeaeHne gen, npu peructpauum Oteeta Ha Ol ¢
npu3Hakom OKoH4aTenbHbIW. [1py 3TOM B Ananorosom okHe «PaboTta ¢ JOKYMEHTOM Ha ByMaxKHOM
HocuTeney otobpaxaeTcs BCA cBA3ka 4OKymeHTOB: ObpalleHue u cBa3aHHble ¢ HuM OTBeTbl Ha

obpalieHne.

Ecnu gns BbibpaHHoro nyHkta HI HET HM OOQHOro OTKPLITOrO TOmMa fAena, B AManoroBOM OKHEe
«BbIGop ToMma gena» aktuBupyetcs kHornka [Co3pgaTtb ToM genal. [pu HaxaTum 3TOW KHOMKM OTKPOETCS
dopma cosgaHust HoBoro Toma gena (PucyHok 33).

Cozaanwe Toma gena

3aronoBok gena CnysefHele 3anvckn

Aon. 3HadeHue

Noppasgenedne CreHa paspaboTku
WHaekc noapasaenedHlA 1001

WHaekc oena 1001-4

Homep Toma 1

Cpok xpaHeHuns (ner) 5

[~ Beccpouno
[ 3K

Aen HacTpolkn C31

HauansHan pata gqena 12.08.2013 16

Ok

OTBETCTEEHHBIA 3a BEAEHHE AnMmuHucTpatop Cepreil BnaauMuposwd - AsTop, Mpynna

OTHEHA

PucyHok 33. Co3pgaHue Toma gena
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B cbopme co3aaHn4d HOBOro TomMma npu cnmcaHnm B Aerno cnenyet 3anoJIHUTb nonA:

e [on. 3HayeHue. BBecTu c knaBmaTypbl 3Ha4yeHve, koTopoe ByaeT SABMATLCS OTIMYUTENbHBLIM
NpPM3HaKoOM Ans Co34aBaeMoro Aena.

e Cpok xpaHeHus1 — HacnenyeTca u3 kaptodkn nyHkta HL. Mpu HeobxoomMMoCTK ykasaTb MHOW
CPOK XpaHeHuns gen B gaHHoM gene, nnbo noctasutb dnar beccpoyvyHo (npusHak 6eccpoyHOro
XpaHeHus, HacrneayeTcs U3 nyHkta HL).

e 3K (npu3Hak SKcriepTHOM Komuccun). Hacnegyetca wn3 nyHkta HI. YcraHosuTb donar npwm
HeobxogumocTn (Npu ycTaHoBKe nara none Cpok xpaHeHuUsi CTAaHOBUTCA HeobA3aTenbHbIM).

e HavyanbHasi dama desla — NO YMONYaHWIO NPOCTaBMeHa Tekyllas gaTta co3gaHus gena. Mpu
HeobX04MMOCTM BBECTU C KnaBuaTypbl Unu BelbpaTb U3 KaneHgaps Apyryto aarty.

OcTtanbHble nonst ¢opMbl  3anofiHEHbl Ha OCHOBaHWWM WHdoOpMaumMm u3 nyHkta HI ©6e3
BO3MOXXHOCTM pefakTupoBaHus. lNocne 3anonHeHns nonen Heobxoammo Haxatb kHonky [OK].

O6bem kaxgoro Toma gena He OOIMKEH NpeBblaTb 3HaveHue, ykazaHHoe B O6LKnX HacTpomKkax
cuctembl B B[] AgMuHucTpupoBaHue (kak npasuno, 250 nuctoB). Ecnu npu cnvcaHum ovepegHoro
OOKYMEHTa yKasaHHbIl 0b6bem nuctoB OyaeT npeBbileH, TO cuctema oTobpasvT [uanoroBoe OKHO
«Cnuncanue B geno» (PucyHok 34), roe nonb3oBaTtento 0yageT npeasioXXeHo Ha BbiGop:

e 3aKpbITb TEKYLLMA TOM U OTKPbITE cnegytowmii (kHonka [dal);

e cnucatb [OOKYMEHT B [Aeno, HecMOTps Ha MpeBbllUeHNEe KONMMYEeCcTBO fMCTOB B TOME
(kHonka [HeT]);

e BbIATM M3 OMANOroBoro okHa (kHonka [OTmeHa)).

F =

CnWcaHue B geno 3

. Konwuecteo nucToe B AENE NpeBbILLIAET ,ﬂ,l:II'I'_"."CTMMbIﬁ AHNMKT. 3EKF|I:-ITI:
| -
' TEEYLLEE Aenc U C0343Thk HOBBIKW TOMT

Aa Het

PucyHok 34. lNpeBbilleHne KonnyecTsa NMCTOB B Aerne

VI.11.4. ABTOMaTMyecKoe nomelleHne opurmHanoB AOKYMEHTOB B A€o

[okymeHT MoxeT ObiTb aBTOMaTuyecku cnucaH B gerno (6e3 yvactua OB[l) no poctmxkeHuto
cTtatyca AokymeHTa «[OTOB K cnucaHuio B Aenox». [locne aBTOMatM4eckoro noMeLleHus B Aeno
AOKYMEHT nepenget B ctaTyc «B gene».

UTtob6bl AOKyMeHT Oblnm aBTOMaTMYECKM CnvcaH B Aeno, Ha Bknagke OpuauHan [ormkeH ObiTb
ycTaHoBneH dnar Jokymenm cnuwemcsi 8 0esio asmomMamuyecKu.

dnar yCTaHOBJ1EH B 3aBUCMMOCTU OT HaNMn4nA cbnara B none AemocnucaHue doxymeHmoe e desno
TUNOBOIo npolecca.
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Ecnu B HacTporikax TMNOBOro npouecca Obin ycTtaHoBneH dnar Paspewums Uu3MeHsIMb Npu3Hak

aemocnucaHusi npu co38aHuu AoKymeHma, To chnar JOCTyNeH AN peAakTUpPOBaHUSi U B KapTouke
[AOKyMeHTa.

VI.12. NMomelleHne KONUKU AOKYMEHTa B Aeno

MomecTUTb KOMWI0 AOKYMEHTA B €0 MOXET TONbKO COTPYAHMK C PONblo OTBeTCTEeHHIE 3a
Begenne pen (OB[).

MomeleHne konuu OOKyMeHTa B AeJ10 BO3SMOXHO BO BCeX CTaTyCcax, KpoMe Ctaaunn noarotoBKA.

I'Ipvl nomMeLlleHnn Kkonnn AOKyMeHTa B jeyio caM AOKYMEHT OCTaeTCAd B CTaTyCce B COOTBETCTBUU
C 3TanomMm npoxoxaneHna OKyMeHTa.

Ona Toro 4tobbl crnucaTb B Aeno KOMUK OOKYMEHTa, HeoOXOAMMO BbIMOMHUTL creayoume
JencTBus:

1. OtkpbiTe B[, OI' 1 NepenTn B KAPTOUKYy OOKYMEHTA.

2. [lepewnTtn BO BKNagky OpuauHan (cm. PucyHok 30).

3. LenkHyTb no cceinke Paboma c¢ 6ymaxHbIM opuauHasiom. OTKPOETCS OUanoroBoe OKHO
«Pabota ¢ gokymeHTOM Ha BymaxxHOM HocuTeney (PucyHok 35).

PaboTa c goHyMe HTOM Ha GYMAKHOM HOCHTE e m

Aara v BpeMAa

15.11.2013 1s| | 11:29 )

NelicrBre MpHHATE

Mepenate

TN

MoMECTHTE B XPaHHMHWE

o

CAMCaTe B A&n0 KOnWH

Bwibop Toma gaena

HMuaekc aena:

Jaronoesok gena:

Tom pena:

KonWYEeCTEO NHCTOB i

DK COTMEHA |

PucyHok 35. NMomeLleHne B geno Konuym 4oKyMeHTa

4. 3anonHuTb Nons AManoroBoro okHa:
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Hdama u epems. 3anonHsietca BblGopoM AaTbl M3  kaneHgaps. [lo ymonuyaHuo
npocTaBreHbl TEKYLLME AaTa U BPeMS.

Heticmeue. OTMeTUTb NYHKT Cnucamsb @ 0eJs1o Konui.

Konuyecmeo nucmoe. 3anonHsieTcs BBOAOM C KnaBuaTypbl. B ganbHenwem
ncrnonb3yeTcs AN AeneHns gena Ha Toma.

C nomoLLbto KOHTEKCTHOIO noucka no nHaekcy/3aronosky MNMyHkta HA B none Boi6op moma
desia HaNTU 1 yKasaTb TOM Aena, kyaa bygeTt nomeleHa konus AoKymeHTa. MoxHO Takke

HaxxaTb KHOMKYy * psaoM ¢ nonem Bbibop moma dena ans nepexoda K OManoroBoMy
OkHy «Bbibop Toma gena». BbibpaTb Heobxooumbii TOM gena u HaxaTtb KHonky [OK].
BbibpaHHoe 3Ha4yeHne otobpaxaeTcs B none MHOekc Oena, 3azonoeok dena, Tom dena.

Ypanute gobaeneHHoe B Nose 3Ha4yeHne MOXXHO MPU MOMOLLM KHOMKM X PSAOM C nonem
Bbi6op moma dena.

5. Haxatb kHorky [OK].

B pesynbTaTe BbINOMHEHHbIX OAENCTBUN KOMUS OOKYMEHTa OyaeT nomelleHa B yKasaHHbIA TOM
aena. [JokyMeHT npuobpeTaeT nNpusHak NOMELLEHUsI ero Konuu B Aeno: oTmeTky K B ctonbue Konus
npencraesneHns JToxkymenTsl B aejie b OX.

VI.13.

Konus nokymeHTa MOXeT noMellaTbCs B Aena MHOrokpatHo pasHbiMv OBJl B cBoux
noapasfeneHnsax B pasHble ToMa Aen (oauH 4OoKYMEHT, Heckonbko OBJ).

Mocne nomelLeHNs KONMM AOKYMEHTa B AeN0 COTPYAHWK C POSibl0 OTBETCTEEHHEN 3a BeeHue
men (OB[l) MOXET M3MEHUTb yka3aHHbIN TOM Aerna Mo ccbinke Paboma ¢ 6yMaXKHbIM Opu2uHasIoMm
Ha BKnagke OpuauHai. B oTkpbiBlEMCS OkHe «PaboTa ¢ JOKYMEHTOM Ha GyMa)kHOM HOcuTene» B
none feticmeue BbiGpaTh 3Ha4YeHe M3mMeHUmMb 0es1o Konuu, N3MEHUTbL HEOBXOAMMYLO
WHOpMaLINIO U COXPaHUTb.

npOCMOTp noMeLlleHHbIX B Aeria AOKYMeHTOB

[lns Toro YTo6bl NPOCMOTPETL NOMELLIEHHbIE B ieNna [OKYMeHTbl He06XxoanMo:

1.
2.

OTkpbiTe B OT.
Mepentn B npeactaenenune Ilo nomenkaatype aeia (PucyHok 36).

Haiitn Hy>kHoe geno (CopTMpoBKa Aen no 3arofioBKy Unu AaTe perncrpaumm MoxeT obrnerdymtb

MOWCK).

HaxaTb 3Ha4oK C NNOCOM OKOJO 3arofnoBka gena. PaCKpOGTCFI CMNCOK AOKYMEHTOB Aena.

MepenTn B KapTOUKy JOKYMEHTa Mpu NOMOLLM ABOMHOIO Lenyka Ha ero Ha3BaHuu.
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PucyHok 36. lpocmoTp nomeLLeHHbIX B Aena gokymeHtoB B B[] OI

VI.14. NMouck ooKkymeHTa

VI.14.1. MonHOoTeKCcTOBbLIN NOUCK
UToObl OCYyLECTBUTb MOMHOTEKCTOBLIN Mouck fokymeHToB B B[ O, Heo6xoanmo BbINOMHUTL
cnefyouine AencTeus:

1. OtkpbiTe B[ OT.

2. HabpaTtb 3anpoc B NOMCKOBOW CTPOKE M HaxaTb Ha kKHOMKy [HanTu] nnu knasmwy [Enter].

B pesynbtate B obnactu npocmoTtpa 6yayT otobpaxeHbl BCe JOKYMEHTbI, OTBEYaloLme yCrnoBmsm
3anpoca.

[ns ouynctkn pesynbTaToB Noucka HeoBXxoaumMo HaxaTb Ha KHOMKYy [O4YMcTuUTb pesynbTaThbl]
Ha NaHenwu OencTBUN.

[Onsa nepemewleHna pesynbTaTtoB MoOMCKa MCMNONb3YHOTCA KHOMKK L]l [Hazap] v [Oanee]

Ha NaHenu gencTeun.

VI.14.2. PacwunpeHHbIA NOUCK

[na paclmpeHHoro nomncka AokymeHTa ¢ ucnonb3oBaHmeM B MNMouck Heob6xoanmo BbINOMAHUTL
cnegyowme gencTeus:

1. LUlenkHyTb Ha npeacTaBneHmmn Mouck B 06n1acTn HaBuraumm 6a3bl JaHHbIX (MNU HaXXaTb KHOMKY
lﬁ ([PacwmpeHHbIN]) Ha MaBHOM cTpaHuLe), YToObl OTKpbITE B[] Mouck.

2. 3anonHuTb Monsa 3anpoca Ha MNOWCK AOKYMEHTOB W HaxaTb KHOMKY G\ ([Mownck]) (cm.
AokymeHT «Jlornka ECM. C3-OC-8-CnyxebHble 6a3bl JaHHBLIXY).
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VI1.14.3. lowuck B Be6-uHTepdence

UTtoObl ocyLlecTBUTbL NMOUCK OOKYMEHTOB MO KhtouveBbiM crioBam B B[l O B BebG-uHTepdeiice,
Heob6xoanMO BbINOMHUTL Cregyowme OencTBus:

1. OTkpbiTe B Or.

2. HaxaTb KHOrMKy o ([Mowmck]) Ha naHenn NHCTPYMEHTOB.
3. OTKpoeTCcs OKHO noucka.

4. HabpaTb 3anpoc B MOMCKOBOW CTPOKE U HaxaTb KHOMKY [HanTu].

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

[ns ouncTkM pesynbTaToB NMOMCKa HEOOXOAMMO HaXKaTb KHOMKY @;f ([OuncTuTb pesynbrarthbl])
Ha NaHenwn OencTBUN.

VI.15. MeyaTb no WabnoHy

B BO Ol npegycmoTpeHa BO3MOXHOCTb BblBOOA Ha MneyaTb PasfnuyHbIX MevaTHbIX opm,
co3gaHHbix B B[] LUa6bnoHbI (neyaTHble OpPMbl 4OKYMEHTOR, JIUCTbI PACCHITKN U O3HAKOMITEHUS], JIUCTbI
corrnacoBaHus, 1 NoANUCaHUA U T.M.).

[nsa BbiBOAa Ha nevyatb HEOOXOAMMOW NevYaTHoN POPMbl HYXXHO HaXxaTb KHOMKY e ([MevaTs]) B
KapTodke AOKyMeHTa u BblbpaTh [lMeyaTb no wabnoHy]:[BbiBecTn Ha 3kpaH] B BbinagatoLLeM Crncke.
B gumanoroBom okHe «[lleyaTb no wabnoHy» BbIGpaTb HeoOXxoAMMbIA LWABMOH NS neYyaTn U HaxaTtb
kHonky [OK].

MoxHO BbIBECTM Ha nedvaTb 6e3 npeaBapuTENbHOrO MpocMmoTpa, BblibpaB nyHKT [HaneyaTaTtb
Ha NpuHTepe] B BbiNagatoLwem crimcke.

[OKyMEeHT aBTOMaTU4ECKM NevaTaeTcs Co LUTPUX-KOAOM TOMbKO NMpu BblOOpEe NyHKTa BbiNadatoLLero
cnncka [HaneyataTtb Ha npuHTepe].

VI.16. NMeyaTb KOHBepTa

B B[ OI' npegycmoTpeHa BO3MOXHOCTb BblBOAA Ha NevaTb KOHBEpPTa no BblibpaHHOMY chopmary.
B cucteme cosgaHoO Heckonbko hopmMaToB KOHBEPTOB, KOoTopble xpaHsaTcsa B B[ WabnoHbl u moryTt
OblTb MCNONb30OBaHbl ANs NevyaTu KoHBepTa oOTBeTa Ha obpaweHue. [Ona neyatm KoHBepTa

=

HENOCPEeACTBEHHO M3 KapTOYKM OOKYMEHTa HeobxoauMMo HaxaTb KHOnKy = ([MeuvaTb]) B kapTouke
oTBeTa Ha obpalleHue u BoibpaTh [MeyaTb KoHBepTa]:[lMo WabnoHy] B BbinagarLwem Crnmcke.

,D.J'IFI nevyaTn KOHBepTa M3 npencraBiieHnda HeO6XOD,I/IMO Bbl6paTb B npeactaBiieHnn Te OTBEThbl Ha

=

obpalleHnsi, KOHBEPTbI AN KOTOPbIX HYXXHO HanevataTb, U HaxaTtb KHOMNKy “= ([Me4aTb]) 1 BbIOPaTh
[MeyaTb KOHBepTa]: [0 WabnoHy] B BhiNagatoLweM Crncke .
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MoxHO BbIBECTM Ha nedvaTb 6e3 npeaBapuTenbHOrO MpocMmoTpa, BblibpaB nyHkT [HanevaTtaTtb
Ha NpuHTepe] B BbiNagatoLweM Crincke

VI.17. MeyaTb WTPUX-KOAA HA AOKYMEHTE U Ha HaKneuke

HacTtpoiika neyaTtn onucaHa B gokymeHTe «Jlormka ECM. C3[] — PykoBoACTBO agMUHUCTpATOpar.

N3 npegctaesneHnn B Ol MOXHO pacnevataTb LWTPUX-KOL [OOKYMEHTa Ha cneynasribHOM
npyvHTEpe ANs neyaTn HaKneek UM Ha caMoM LOKyMeHTe. OTa HaKrenka CO LWTPUX-KOAOM MOXET ObiTb
HaKkneeHa Ha opwurnMHan AOKyMeHTa Ana obneryeHnsa ero AanbHenwWero noucka u naeHtudukaumm B
CUCTEME COOTBETCTBYIOLLIETO 3MEKTPOHHOIO JOKYMEHTA.

Ecnn B HacTponkax dyHKuMOHanbHOM 6asbl gaHHbIX (Bknagka lMeyamb Hakneek OOKyMeHTa
HacTpoek B B[] ABMUHMUCTpUpOBaHMe) ykaszaH NpUHTEP Hakneek (3HaveHne nonst NpuHmep Hakneek
ycTaHoBneHo B TSPL unn EZPL), To nevyaTb LWITPUX-KOOA OCYLLECTBASETCA Ha NPUHTEp Hakneek. MNMpu
3TOM BblgaeTcs coobLieHne 0 TOM, YTO neyaTb WTpuX-koga byaeT npom3BeaeHa Ha NpUHTEpPe Hakmneek.

Ecnn B HacTpomkax NPUHTEP Hakneek He ykasaH (3HadeHue nonsa [IlpuHmep Hakneek
ycTaHoBneHo B Omcymcmeyem), TO nevyaTb LUTPUX-Koga nNpou3BoaUTCS Ha camoM AokymeHTe. [MNpu
3TOM BblgaeTcsa coobLieHne O TOM, YTO ANdA nevatu LWTpUX-Koga HeobBXOAMMO BCTaBUTb OOKYMEHT B
npuHTep. B OuanoroBoM OKHE HYXHO BblOpaTb pacnonoXeHue LWTPUX-Koaa: CBepXy WU CHU3Y
AOKYMEHTa.

[na neyaTn HaKNemkn HenocpeacTBEHHO M3 KapTOYKM AOKYMEHTa HeOoOXOAMMO HaXaTb KHOMKY
= ([MeyvaTk)) B KApTOUKE JOKYMEHTa U BbIOpaTh NyHKT [MMeyaThb wWTpux-koaa).

,D,J'IFI nevaTn HaKnewmkn n3 npeancraBieHnA Heobxoanmo Bbl6paTb B npeacrtaBlieHnn 1€ AOKYMEHThI,

HaKrnenkn Ha KOTopble HY)KHO Hamne4vaTaTb, U HaxaTb KHOMKy = ([Me4aTb]) 1 BbIGpaTh [MevaTb WTpUX-
KoAaa] B BbiNagatoLLeM CrmCKe.

VI1.18. Pa6ota c o6cyxaeHmnammn

B03MOXHOCTb C030aHMsA CBA3AHHbIX C AOKYMEHTOM M HE CBS3aHHbIX (CBOOOAHBLIX) 0OCYXAEHUIA,
oTnpaBka COOOLLEHNs M3 KapTOYKM OOKyMEHTa ApPYromMy COTPYAHWKY, CO3[4aB TeMy OOCYyXOeHuUs u
npeaocTaBmB agpecaTy CoobLeHna OOCTYN K AOKYMEHTY Ha YpOBHE 4uTaTtens, onucaHa B LOKYMEHTe
«Jlornka ECM. C3[1 - OC - 12 — ObeyxaeHusa». bl O6cyxaeHusa npeacrasnseT cobon cTaHaapTHbIN
dopym C ApeBOBUAHOMN CTPYKTYPOWN BETOK OBCYXAEeHUS.

VI.19. Ha6bnrogeHne (nognucka Ha coobITUA)

B B Ol peanusoBaHa QyHKUMA HabnogeHus 3a [OKYMEHTOM, KOTOpas 3aknyaetcs B
BO3MOXHOCTM Anis noboro nonb3oBaTens, UMEKLWero OCTyn K AOKYMEHTY, YCTaHOBUTb MOAMUCKY Ha
coObITUA NO OOKYMEHTY M Nony4aTtb KONUM YBEAOMITEHUI, KOTOPbIE CO3AaTCs MO OKYMEHTY BO BpeMS
€ro >XM3HEHHOrO LMKna.

DyHKUUS HabMAeHUs 3a LOKYMEHTOM JOCTYNHa BO BCEX CTaTycax, Kpome ctatyca «[lpuem u
pernctpaums» (6es perncTpaumoHHOro Homepa), «4epHoOBUKY.
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YT06bl yCTAHOBUTbL NOAMNUCKY HA AOKYMEHT, HE06X04MMO:
1. OTKpbITb KAPTOUKY OOKYMEHTA.
2. HaxaTtb Ha naHenu genctsun kHonky [AononHutensHo]:[[loanucaTbca Ha AOKYMEHT].

B pesynbTaTte AokyMeHT BygeT oTobpaxaTbCA B OTAENbHOM npeacTtaBneHny Mosi mognucka B[l
Or. lMpu atom Ha rnaeHyto cTtpaHuuy Bl KommyTtatop Ha Bknagky HabnrodeHue GyaoyT noctynaTb
yBeAoMneHnst 060 BCEX UBMEHEHMSIX, CBA3AHHbIX C JOKyMeHToM (PucyHok 37).

1 C030a8Te O0KYMEHT w G OBHOBMTE % OTnucaTecA NopyyeHua oT Meda (394) / MopydedHus MHe (631]

Habnwagenne (4)

4 LOata Cpok
19 (1)
[ [ Monywena peyensus. Jozosop: 19. Coznacyrowud Banmeesa Onbza MuxaldnosHs omeeamun CoznaceH,
QWERT (2)
r E Pezucmpayusa dorymenma. Jozosop: QWERT
[~ & Modnuce KoHmMpazeHma nonywexa, Jozosop: QWERT
TYuTy (1)

[ B2 Oswarommenue c dorymesmon. Mucsmo NeSBX2014 om 06.03.2094; TYuTy

PucyHok 37. Mognucka Ha co6bITuA

[ns nony4yeHus NognMcYMKoM AOKYMEHTa KOMUK YBEOOMITEHUS MO AOKYMEHTY Heo6GXoAMMO, YToGb! B
HacTponkax wabnoHa ysegomnenns (B labnoHbl) nognucumkn AokymeHTa Obinm ykasaHbl cpeaun
agpecaToB JaHHOro yBe4oOMIIeHMS.

Utobbl oTnncaTbCa OT JOKYMEHTa W He nosiydaTb KONUW yYBEAOMSIEHMIA MO HeMmy, HeobxooMmo
OTKPbITb KAPTOYKY AOKYMEHTa M HaXaTb Ha naHenun aencteun kHonky [AononHutenbHo]:[OTkasaTbcA
ot noanucku]. JInbo BbIAENUTL OAHO U3 YBEAOMSIEHMMA NO AaHHOMY [OKYMEHTY Ha BKragke
HabnrodeHue Ha [NaBHOWM CTpaHuLEe N HaxxaTb KHOMKy [OTnucaTbes].

V1.20. BbiHeceHMe pelueHnst Mo AOKYMEHTaM B NOYTOBOM KIIMEHTe

Monb3oBaTtenb nonyvaeT yBeAOMEHNe 0 He06XOANMOCTM BbIHECEHMS PELLEHMS MO AOKYMEHTY Ha
MmaBHylO CTpaHuLy, a Takke cooblueHre B NoYTOBbIN KNMeHT (ecnu B B[] CnpaBoYHMK opraHu3sauum
npovsBedeHa HacTponka oybnupoBaHus coobLleHnii). Takum obpasomM, Nonb3oBaTenb MOXET BbIHECTU
pelleHne B CUMCTEME UMK HEMOCPEACTBEHHO B Tere NMcbMa NoYTOBOroO KIMeHTa.

Bo3MOXHOCTb paboTbl C JOKYMEHTaMM B MOYTOBOM KIMEHTE YCTaHABNMBAETCS B HACTPOMKaX
COOTBETCTBYMOLLEN Oa3bl aHHbIX B B[] AGMUHUCTPUpPOBaHue.

B Teme nouyToBOro coobLueHNs ykasaH 3arofloBOK yBeAoMIeHns, coOpMMPOBaHHOIO B CUCTEME,
AobaBreHbl CCbIfkM Ha AOKYMEHT B cucTeme, B Teno nucbma [obaBneHbl BrOXeHUs u3 obractu
BMOXEHUA KapToukn gokymeHTa C3[l (Nnnbo ccCbinkv Ha BNOXeHUA), a Takke codepxaTenbHas 4acTb
AokymeHTta (PucyHok 38).
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13 MATHER B0 BCEX TYDRMDPAX W JUKe

PucyHok 38. BbinonHeHue AeCTBUIA Hag 4OKYMEHTOM B MOYTOBOM COOGLEHUN

BoamoXHOCTb OoTnpaBkn BJTIOXXEHUI B NUCbME (J'II/I60 CCbIJTOK Ha BJ'IO)KeHl/Iﬂ), a TaKkxe CO,Clep)I(aTeﬂbHOVI

YacTu JOKYMEHTa, yCTaHaBNMBaETCa B HACTPOMKaxX COOTBETCTBYOLLEN 6a3bl AaHHbIX B B[]
AQMUHUCTPUPOBaHMe.

B Tene nucbma noyToBOro COO6LLI,eHI/IFI 0T06pa>|<a+0Tc;| BapuaHThbl peLLIeHIAVI B 3aBUCUMOCTU OT

ctagumn obpaboTku gokymeHta B CO[.
BapuraHTbl 4OCTYNHbIX PELLEHM B MOYTOBOM KINMEHTe npuBeaeHbl B Tabnuue (Tabnuua 12).

Ta6nuua 12. locTynHble BapuaHTbl pelueHui B NOYTOBOM KIMeHTe

Ctagusa o6paboTku

JocTynHble KHOMKU

Ha cornacosaHuu

CornaceH

CornaceH ¢ KOMMeHTapuUsiMu
He cornaceH
OwnboYHO HanpaBneHo

Ha nognucaxnmm MNognucatb
OTKNOHUTb
Ha yTBepxaeHuu YTBEPANTL
OTKNOHUTb
O3HakomMmneHne O3Hakomuncs
[Ona BblHECEHMS peleHns no AOKYMeHTy (cornacoBaHve, noanucaHuve,
O3HaKOMJSIEHWNE) B NOYTOBOM KIMEHTE HEOOXOAMMO BbIMOMHUTL CrieayoLwme eNCTBUS:
1. OTKkpbITb  NONy4eHHOe B  MOYTOBbIN  KNMEHT  cooblieHne o
cornacosaHuga/nognucaHnsa/yTeBepXXaeHna OokymeHta. B Tene nucbma

BapuaHTbl BbIHECEHUS PELLEHUS, B 3aBUCUMOCTN OT CTaamm o6paboTkM OKyMeHTa.
2. B obnactu BbiHeceHue peweHuli NO4YTOBOro coodLLeHns BblibpaTb BapuMaHT peLleHuns.
3. Cwuctema 3anpalumBaeT aBTopu3aumio cepsepa, Cenv oHa He Obina BbINONHEHA paHee.

4. BBecCTu NOrMH 1 Naporib.

yTBEpXaeHue,

HeobxoaMMOoCTU
npeacTaBreHbl
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5. I'IpM BblHECEHNN peLleHnA, Tpe6y+ou_|,ero KOMMEHTapuda, BBECTWU TEeKCT KOMMEHTapua B
OTKPbIBLLEMCH OKHE.

Bo3MoXxXHOCTb BBOOA KOMMEHTapuUs Npu BbIHECEHUN PELLEHNST YCTaHABMMBAETCS B HACTPOMKax
cooTBeTCcTBYtOLLEN Ba3bl aHHbIX B B[] AAMUHUCTpUMpOBaHue.
6. [locne noaTeepXxaeHns aBTopusaumm BbIHECEHHOE pelueHne nepeHocutcsa B CO[.

B pesynbtate B kapTodke OokymeHTa CO3L B cooTBeTCTByWOLWEN Bule 3adukcnpoBaHO
BblHECEHHOE peLleHre No JOKYMEHTY, a Takke BBE4EHHbI KOMMEHTapUN.

Ecnu B HacTtponkax [nasHon cTpanuubl (6nok Cepeuc ccbinka Mou Hacmpolku, BKnagka
Moyma u yeedomsieHust) yCTaHOBIeH cnar Yeedomsissmb 0 pe3ysibmame 8bINnosIHeHuUss delicmeul
Had O0OKyMeHmamMu 8 fo4yme, TO NMOCIMe BbIHECEHUS pELUeHUS B MOYTe COTPYAHMWKY, BblHECLUEMY
peLueHne, hopMmmpyeTcs MHPOPMALMOHHOE yBeOOMIEHNE O pe3ynbTaTte BbiNOMHEHMS AeNCTBNS.

VI.21. MUcnonb3oBaHue Bl dneKkTpoHHbLIe 0Opa3bl

Mpn pabote ¢ B[ O Bce BMNOXEHUSI XPaHATCA OTAENbHO OT CaMuX AOKYMEHTOB 6a3bl AaHHbIX.
[lna xpaHeHUs1 BNOXeHU ncnonb3yeTcs cryxebHas 6a3a AaHHbIX ANEKTPOHHbIe 06pasbl.

NOTHKA 90
¥ Cai
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Ilpunoscenue. Onucanue nonei

VIl. MpunoxeHune. OnucaHune nonen

VIl.1. KapTo4yka obGpaLieHus

Ta6bnuua 13. OCHOBHbIe NONA KAPTOUKU

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
KoHdpudeHyuanbHo IMpun3Hak koHMAEHUNANBHOCTH H | yekbokc | YcTaHOBKOW/CHATUEM (hnara
OOKYMeHTa
Jluyro MpusHak, onpegenstowun, oyayTt H | yekbokc
1 McnonHsLwwme obs3aHHOCTM U
AOBEPEHHbIE N1Lua y4aCTHUKOB
06paboTkn JOKyMeHTa MMeTb
AOCTYyN K AaHHOMY AOKYMeHTY. 1o
yMonyaHuio npusHak JIu4Ho He
npoctasneH. MNpocTaBuTb NpuU3HaK
BO3MOXHO B [JOKyMEHTaXx,
HaxodsLIMXcH Ha aTane
NMOAroTOBKM M Ha gopaboTke. Ecnn
NMpW3HaK NPOCTaBMEH B TUMOBOM
npouecce, B KapTO4ke AOKYMEHTa
HeT BO3MOXHOCTU €ro CHATb.
Mpu3Hak nMeeT 3HayeHne ans
BCEX CTafuK, KpOME permcrpaumm
1 pe3epBUpOBaHMS HoMepa
Urngopmayusi no dokymeHmy
Tun obpauweHust Tun obpaweHns 0] txt Bbi6opom 13 cnncka KnoyeBbIX
3Ha4YeHW C MOMOLLbIO KHOMKM
OmeemcmeeHHbIU HaunmeHoBaHue otgena, MO un 0] txt Bbibopom n3 cnpaBoYHuKa ¢
OOIMKHOCTb COTPYOHUKA, KOTOPOMY NOMOLLbIO KHOMKM o -
HanpaBrieH [JOKyMeHT BBOJOM C KnaBuaTypsbl C
BO3MOXHOCTbIO
aBTOMATUYECKOTO KOHTEKCTHOIO
novcka. YganuTb 3Ha4YeHve us3
CnucKa MOXHO C MOMOLLIbHO
KHOMKK
Kpamkoe codepxaHue | KpaTkasi xapakTepucTuka 0] txt BBogom c knasumaTypbl
OOKYyMeHTa
Heob6xodum omeem Mpu3Hak obs3aTenbHOCTM OTBETA H | 4yekbokc | YcTaHoBKoW/cHATHEM chnara
Ha obpalleHune
lMpoeepumsb Mpu3Hak Heob6xoaMmMocTH H | yekbokc
NPOBEPKN AaHHbIX, COAepXaLLnxcs
B oOpaleHun
Bbie3d Ha mecmo MpusHak, onpegenstowunin H | yekbokc
HeobXx04MMOCTb Bble3a Ha MECTO
ONsi NPOBEPKN CBEAEHUN,
cofepxawmxcsa B obpaleHnm
Bud obpaweHusi Bug obpalueHus (0] txt BbIbopom 13 cnncka KroyeBbIX
3HaYeHWM C NOMOLLIbIO KHOMKM
Cmamyc TekyLlee cOCTOAAHME OOKYMEHTa 0] txt lMpocTaBnseTcs aBToMaTUYECKN

N He noanexmut n3MeHeHuto
nosnib3oBartesiem

v Cai
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Mone OnucaHue O/H Tun Cnocob 3anonHeHus
CpoK ucnosiHeHusi Cpok ncnonHeHus gokymenTa. o 0] gata BBecTu HyXHOe 3HayeHVe gaThbl
ymonyanuto — 30 gHewn (BpemeHu) ¢ knaBmaTypbl Un
BbIbpaTh 13 KaneHgapsi
Cpok paccmompeHusi | ['pnd CpOHHOCTY pacCcMOTpeHUS H/O txt, Bbibopom m3 cnucka Krno4veBbiX
AOKYMEHTa 1 CPOK pacCMOTPEHUS YMCIIO | 3HAYEHUIN C MOMOLLLI KHOMKM .,
OoKymeHTa (B AHsx). KonnyecTtso KonuyecTBo gHen
AHen obsizaTenbHO Npu oTnpaske NPOCTaBMSETCH B 3aBUCUMOCTH
NOKyMeHTa Ha pacCMOTpeHue OT BbIOpPaAHHOro CNOBapHOro
3Ha4YeHUs C BO3MOXHOCTbIO
pefakTupoBaHus (BBOOOM C
Knasmatypbl)
Mocmynuisno om: Mpu3Hak noctynneHns obpaleHns H | 4yekbokc | YcTaHoBKoOW/CHATHEM chnara
opeaHu3ayuu oT opraHusauun. OTobpaxeHune
nonsa Mocmynuno om:
opzaHu3ayuu ycTaHaBnMBaeTcs
agMUHUCTPATOPOM CUCTEMbI B
OOKymeHTe HacTpoek B[] O
UcmoyHuk HanmeHoBaHuMe BHeLHeN (0] txt Bbibopom 13 cnpaBo4vHMKa C
nocmynneHusi opraHu3aumm, oT KOTOpPOn NOMOLLbIO KHOMKM o -
noctynuno obpawieHue. [JocTynHo BBO/IOM C KNaBUaTypbl C
;l_lpm yCTaHOBKe qaf'lara B rnone BO3MOKHOCTBIO
ocmynuiio om: opzahusayuu aBTOMATUYECKOTO KOHTEKCTHOIO
novcka (BO3MOXeH MOUCK No
WHH). Yaanute 3HayeHne uns
Cnu1cKa MOXXHO C MOMOLLIbIO
KHOMKK
UHOekc nucbma MHOekc nony4YeHHoro nnucbma. H txt BBogom ¢ knaesumatypbl
JocTynHo npu ycTaHoBKe ¢hnara B
none Mocmynuno om:
opzaHu3ayuu
Hdama nucbma [ata nonyyeHns nucema. H aara BBecTu Hy)kHOe 3HayeHVe gaThbl
JocTynHo npu ycTaHOBKe donara B C KnaBmaTypbl Unu BbIbpaThb 13
none Mocmynuno om: KaneHgapsi
opzaHu3ayuu
Hon.3Ha4yeHue Honyctumoe 3HayeHue. [JocTynHO H txt Bbi6opom 13 cnncka KroyeBbIX
npu ycTaHoBke crara B rnone 3HaYEHWNI1 C MOMOLLILIO KHOMKY
llocmynusio om: opeaHu3ayuu
Pe3onroyus Bxopswas pesonoums no nnucemy. H txt Beogowm ¢ knasmatypesl
[ocTynHo npu ycTaHoBKe ¢pnara B
none Mocmynuno om:
opzaHu3ayuu
Aemop obpauieHus ABTOp obpalleHus 0] txt Co3sgaHnem KapTodkM aBTopa
obpalleHns ¢ MOMOLLBIO KHOMKM
. \ameHWTb AaHHble aBTOpaA
obpalleHns MOXHO C MOMOLLbIO
KHOMKM i‘ YpanuTb 3Ha4YeHne
MOXHO C MOMOLLIbHKO KHOMKM <.,
Mounck koppecnoHAEHTa MOXHO
OCYLLECTBUTb C NMOMOLLbIO KHOMKM
o
JIbeomHsbIli cocmae JIbroTHble KaTeropun rpaxkaaH, K H txt ABTOMaTUYECKMN NPU YKa3aHUU
KOTOPbIM OTHOCUTCS aBTOP aBTopa obpalleHus
obpallenust
CouyuanbHoe CounanbHoe nonoxeHne aBTopa H txt
rnosioxeHue obpaleHns

v Cai
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

Konnekmue HanmeHoBaHuMe konnekTmnea, K H txt

KOTOPOMY OTHOCUTCSI aBTOp
obpalyeHust

AdmMuHucmpamueHsbiii | PalloH, B KOTOPOM NPOXMUBAET H txt

paloH aBTop obpalleHns

Adpec Anpec npoxueaHus aBTopa H txt ABTOMaTMYECKN MPU YKa3aHUn

obpalleHuns aBTopa obpalleHnst

Mecmo pabomsi MecTo paboTbl aBTOpa obpalleHus H txt

TeneghoH Homep koHTakTHOro TenedoHa H txt

aBTopa obpalleHns

HononHumensHas uHghopmayusi

XypHan >KypHan peructpauum 0] txt BbiGopom 13 crnmcka kno4eBbIX

pesucmpayuu 3HAYEHMWI C NOMOLLLIO KHOMKM

Hama peaucmpauuu Harta peructpaummn gokymeHTa. o H aarta BBecTu Hy>kHOe 3Ha4eHue aathbl

YMOI4YaH1IO NPOCTaBNsAeTCH (BpemeHu) ¢ knaBmaTypbl U
Tekylas gata B MOMEHT BbIOpaTh 13 KaneHaaps (3agaTb
perncrpaumm C NOMOLLbIO LLIKasbI)

Bbi6op moma dena [ocTyneH nonb3oBaTersto C posbko 0 txt Bbibopom 13 cnncka KroyeBbIX

OTBeTCTBEHHBIH 3a BeJleHue el 3HAYEHUI C NOMOLLLBIO KHOMKM
UNn BBOAOM C KrnaBuaTypbl C
BO3MOXXHOCTbHO
aBTOMAaTNYECKOrO KOHTEKCTHOIO
noucka. Yganutb 3HayeHune ns
CMMCKa MOXHO C NOMOLLbIO
KHOMKM ¢

UHOekc dena, WHaekc aena, 3aronoBok U TOM e} txt 3anonHaeTcs aBToMaTUyYecKu

3azonoeok dena, Tom | gena BblIOpaHHbIM B nore Bbi6op

dena mowma desia 3Ha4YEHUEM

Temamuka Tematunka obpaleHus H txt Bbibopom m3 cnucka knioveBblX

3HAYeHMIN C NOMOLLbIO KHOMKM
=. YaanuTb 3Ha4YeHWe u3 cnmucka
MOXHO C NOMOLLbIO KHOMKM <

Ta6nuua 14. NMonsa Bknagkun «CoaepxaTtenbHasa YacTb»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CodepxxamenbHasi | TeKCT coaep>XaHnsi JOKYMeHTa O/H txt Bsogom c knaBumaTtypsl. B Be6-
Yyacmb nHTepdence Ans KONMpoBaHUs

TekcTa u3 MS Word - ¢ nomoLLbio
KHOMKM EE| (c uenbto coxpaHeHus
dopmaTupoBaHus)

Ob6nacTtb BnoxeHnn | ®ansnbl BNOXEHUN O/H txt Pa6oTa ¢ BrnoxeHnsaMm
OCYLLIECTBMSAETCS NO KHOMKaM Ha
naHenu aencTeum obnactu
BIOXXEHWI

Ta6bnuua 15. Nona Bknagkn «MAcnonHeHue»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Ha konmponb lMpM3HaK NOCTaHOBKM AOKYMEHTa Ha H | 4ekBokc | YcraHoBKoil/cHATUEM doniara

KOHTPOIb

Tun koHmpons Tun KOHTpONSA H txt Bbibopom 13 cnncka KnoYeBbiX

3HAYEHUIN C NOMOLLbIO KHOMKK

o

93




OyHKIHOHATBHBIE MOACHCTeMbI. O0paleHns rpaskian

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Konmponep PUNO KoHTponMpytoLwero(mx). H txt BbIbopom 13 cnmncka ¢ NOMOLLbHO
Mo>xHO BbIOpaTh TONBKO KHOMKM
COTPYOHWKOB C OM3HEC-POSIbIO
KouTponmpymommi
lpuem u WHopmaums o npueme u (0] txt ABTOMaTUYECKN NPU CO34aHUN
peaucmpayus pervctpaumm JOKyMEHTa, a Takke O KapTO4Kku OOKYMEHTa, a Takke npu
3aBepLUeHNn paboTbl MO JOKYMEHTY 3aBepLueHnn paboTbl No
OOKYMEHTY
PaccmompeHue MHopmaumm o0 paccmoTpeHuu 0] txt ABTOMaTMYeckn npu gobaBneHuu
AOKYMEHTa, O 3aBepLueHumn paboTbl paccmaTtpuBatoLero, npu
Nno JOKYMEHTY, a Takke AaHHble No 3aBepLueHun paboTbl No
3aperncTpupoBaHHOMY OOKYMEHTY, a Takke npu
OKOHuaTenbHoMmy oTBeTy Ha Ol perucTpaumm okoH4YaTeNbHOro
oTtBeTa Ha Ol (npu HaxoxgeHuUK
Ol Ha cTaguun paccMoTpeHunst)
UcnonHeHue Nudopmauum 06 ncnonHeHum 0] txt ABTOMaTM4eckn npu gobasneHnn
NopyyYeHWn, a TakKe O 3aBepLUEHNM pe30nioLUUA UM Co3aaHnm
paboTbl N0 JOKYMEHTY NnopyyYeHnn 03HaKaMnMBawLWUMUCs
COTPYOHVKaMMU
CHsimue c ®UO koHTpornepa, 3aBepLUMBLLETO 0] txt ABTOMaTMYECKM NPU 3aBEPLLEHNN
KOHmMpousnsi paboTy Haf KOHTPOJSbHbLIM paboTy No AOKYMEHTY
AOKYMeHTOM (nubo «CHsTO C KOHTponepom (nmbo npu
KOHTpOIsi aBTOMaTU4YEeCKU» B aBTOMaTUYECKOM CHATUM
crnyyae aBTOMaTU4ECKOro CHATUSA OOKyMeHTa ¢ KOHTpons, nubo npu
[OKYMeHTa C KOHTpons, nmbo perucTpaumm okoH4YaTeNbHOro
AaHHble Mo 3aperncTpupoBaHHOMY oTBeTa Ha KoHTpornbHoe OI)
OKOHYaTenbHOMY OTBETY Ha
KOHTponbHoe OI)
lNodzomoenerH [aHHble No 3aperMcTpupoBaHHOMY 0] txt ABTOMAaTMYECKM NpU perucTpauum
omeem OKOH4YaTenbHomy oTBeTy Ha Or, He OKOH4YaTenbHoro oteeTa Ha Ol, He
nocTaBneHHOMY Ha 0OLLUNA NnocTaBneHHOro Ha obLwmn
KOHTPOIb KOHTPOIb
Ta6nuua 16. Monsa Bknagku «OpuruHan»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep Homep ak3emnnsipa JOKyMeHTa H txt BBogom c knaBmaTtypebl
3K3emnasapa
Konuyecmeo Konuyectso nN1MCToB JOKyMeHTa H/O | uucno | Beogom c knaeuatypbl. SBnseTcs
nucmoes obsi3aTenbHbIM, €CNY B AOKYMEHTE

ycTaHoBneH dnar JokymeHm
cnuwemcsi 8 desio
asmomamuyecku
Konuyecmeo KonunyecTBo NMUCTOB NPUNOXEHWUIA H yucno | Beogom c knasuatypel
snucmos
npunoxenuu
Pa6boma c WHdopmaumsa o paboTte H txt ABTOMaTUYECKU NPU 3anosTHEHUN
opu2uHasiom C opurmHanom JoKyMeHTa dopmbl «PaboTta ¢ JOKyMEeHTOM

Ha DymMaXXHOM HocuTeney, a Takke
npu aBToOMaTU4eCKOM CNNCaHnm
opvrmHana B gerno
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHust

HokymeHm dnar ycTaHOBIEH B 3aBUCUMOCTU OT H | yekbokc | YcTaHoBKOW/CHATUEM dhnara
cnuwemcs e desio | Hanuuus cnara B none
asmomamuyecku AemocnucaHue oKyMeHmos

e des10 TMNOBOrO Npouecca. Ecnn

B HacCTpoMKax TUMOBOro npoLiecca
ObIn ycTaHoBneH cnar Paspewums
U3MeHsIMb MPU3HaK
asmocnucaHusi npu co3faHuu
dokyMeHma, To aBTopy AOKYMeHTa
donar goctyneH ans

peaakTupoBaHus
Crnoco6 docmaeku | Cnocob JoCTaBKu JOKYMeEHTa H txt BbiGopom m3 cnvcka KnoyeBbix
3HaY€HWM C NOMOLLLbIO KHOMKK =
lMpunoxeHus MpunoxeHnst K AOKYMEHTY H txt C nomoLLbto KHOMKM . U3ameHUTb
3HayYeHne MOXHO,
npeaBapuTernbHO BblAENuB €ro,
C NMOMOLLIbIO KHOMKM 7 Ypanutb
3HaYeHue 13 Cnncka MOXHO,
npeaBapuTeNbHO BbIAENNB €50,
C NOMOLLbHO KHOMKM %
OmeemcmeeHHbIl | PUNO n gomkHocTs oTBeTcTBeHHoro | O/H txt Bbibopom m3 cnpaBoYvHuKa
3a eedeHue den 3a BeeHue aen, KoTopbl MMeeT COTPYAHUKOB, 0bnagarLmx
npaBo NOMECTUTb OpUrMHan BU3HeC-porbio OTBEeTCTBEHHENT
OOKyMeHTa B aeno Ba BegmeHme pmeJ, C NoMouwbko

KHOMKN Q nnn BBOAOM C

KnaBmaTypbl C BO3MOXHOCTbIO
aBTOMAaTU4YECKOrO KOHTEKCTHOrO
noucka. YganuTtb 3HauYeHne us
CNM1CKa MOXHO C NMOMOLLIbIO KHOMKU

X, SiBnsieTcs o6s13aTenbHbIM,
€CInn B IOKYMEHTE He yCTaHOBMNEH
dnar JokymeHm cnuwemcs e
desio asmomMamu4ecku

Tabnuua 17. NMNonsa dopmbl «prunoxeHuns»

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
HaumeHosaHue HanmeHoBaHuna npunoxexHus 0] txt | BBogom c knaBmaTypbl
Bud npunoxeHus Bua npunoxenusa o) txt | Bblbopom M3 cnncka KrnoYveBbIX
3HAYEHWUI C MOMOLLIbIO KHOTMKM
Konuyecmeo KonunuyecTso aKk3emMnnapos H txt | BBOOOM C KnasmaTypbl
NPpUNOXeHus

Ta6nuua 18. Mona Bknaaku «Paccbinka»

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus

c Cnucku pacchInkm ¢ H txt | ABTOMaTM4eCcKn Npu cosgaHmnm

nodmeep)xdeHueM | NOATBEPXAEHNEM O3HAKOMIIEHUS C cru1cKa paccbinky ¢

O3HaKOMJIeHUsI ykasaHvuem o6aBreHHbIX B CMUCOK NOATBEPKAEHNEM O3HAKOMITEHNS
COTPYAHWKOB, NogpasgenerHun, rpynn no kHonke [fo6aBunTb]
11 BbIGpaHHbIX CMMCKOB PacChIfKu

K ceedeHuro Crnmnckn paccbinky K CBEAEHUIO C H txt | ABTOMaTmM4ecku npu cosgaHum
yKasaHvuem o6aBreHHbIX B CMUCOK crucka paccbinky Ans CBeAeHUs no
COTPYAHWKOB, NOApa3aeneHun, rpynn kHonke [[o6aBuThb]
1nu BbIOPaHHbIX CMIMCKOB PacChIfku
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Ta6nuua 19. Nonsa Bknaakun «CBA3aHHbIE AOKYMEHTbI»

Mone OnucaHue O/H | Twn Cnoco6 3anonHeHus
OcHoeaHue [okymeHT-ocHOoBaHue H txt | C nomouupbto kHonku [CBA3aTb].
Yaanutb 3Ha4YeHue us cnmcka
MO>HO C MOMOLLIbKO KHOMKU
[Ypanutb]
Cesi3aHHbIe CcbInkn Ha cBA3aHHbIE JOKYMEHTbI H txt | ABTOMaTUYECKM Npu co3gaHnn
CBSI3aHHOrO AOKYMEHTA.
C nomoubto kHonkn [BHewHAA
ccbinkKa] (yoanutb/ M3aMeHuTb
[00aBNEHHYIO CChINIKY MOXHO C
nomoLubto kHonok [Yaanutb]/
[PepgakTupoBaTtb])
3anpochki Co3pgaHHble 3anpockl U OTBETHI HA H txt | ABTOMaTUyeckn npu cosgaHun
3anpoc 3anpocoB (OTBETOB Ha 3anpoc)
Ta6nuua 20. NMonsa Bknagku «O6CcyxaeHne»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
lMopsidkoenill Ne, MHdopmaLms no coobLueHuto, H txt ABTOMaTMYECKN Npu OTNpaBke
Om kozo, Komy, OTMpaBneHHOMY N3 KapTOYKK COOBOLLEHNA N3 KAPTOUKM
Hama, CoobweHue | noKyMeHTa: NOpsaKOBbLIA HOMEP, OOKYMEHTa C MOMOLLIbHO KHOMKM
aBTop, nosiyyartens, AaTa OTnpaBkn [BononHuTenbHo]:[OTnpaBUTL
M TEKCT CO0bLLEHNS coobLeHune] Ha NnaHenu AenCTBUN,
a Takke npu co3gaHum
0BCYXAEeHUI U3 KapTOYKK
JOKYMeHTa
Ta6nuua 21. Monsa Bknagku «fJocTtyn»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
HYumamenu Cnuncok untarenen JOKyMeHTa H txt | Bboilbopom mn3 obuiero cnmcka
COTpyaHWKoB/noapasaeneHni ¢
MOMOLLIbIO KHOMKK . YaanuTb
3Ha4YeHne 13 CnmMcka MOXHO C
NMOMOLLIbHO KHOMKK X
Ucmopusi pedakmuposaHusi
Co3zdaHue WHdpopmaums o BpeMmeHn co3gaHus H txt | ABTOMaTuyecku npu cosgaHum
OOKYMeHTa 1 nonb3oBaTere, (n3mMeHeHnn) ooKyMeHTa
CO34aBLIEM JOKYMEHT
U3meHeHusn WHdopMaLumsa o BpeMeHn n3aMeHeHuns H txt
OOKyMeHTa 1 nonb3oBarerne,
N3MEHMBLUEM OOKYMEHT
Ta6nuua 22. NMonsa Bknagkun «Mctopusi pegakTupoBaHUA»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Bpewmsi Bpems nameHeHusa nongd H txt ABTOMaTUYECKU NPU N3MEHEHUN
Cepeep usmeHeHuli CepBep, Ha KOTOPOM Bbinn | H txt noneu kapTo4kn AOKyMEHTa, ecrm
BbINOSHEHbE! 3MEeHeHust B HAcTpoWKax NPOTOKONMPOBaHMS
B OrI ycraHoBneH dnar
Umst nons ampubyma Nmsa nons atpubyta H txt
lTpomokosiupogamb u3MeHeHue
CodepxaHue ampubyma CopepxaHuve aTpubyrta H txt noneli e kapmoyke doKyMeHma
Cmapoe 3Ha4yeHue Crapoe 3HauyeHue nonsi H txt
Hoeoe 3HayeHue HoBoe 3Ha4eHne nons H txt

v Cai
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VIIL1.1. Pdopma ana BBoAa NyHKTa pe3onoumum

Ta6nuua 23. NMona dopmbl «[Jo6aBNeHNe NyHKTa pe3ooLnumn»

Mone OnucaHue O/H Tun

Cnoco6 3anofnHeHus

Mynbmunopy4eHue | YcTaHOBUTL (bnar ecnu H | 4yekbokc
Heobxoammo ccopMmpoBaThb
oTAenbHbIE NOPYYEHUS HECKONBbKNM
COTPYAHWKaM, yKa3aHHbIM B Mone

YcTaHoBKoW/cHATUEM cnara

UcnonHumenu
OmeemcmeeHHbIl | PO oTBETCTBEHHOIO (0] txt LLlenkHyTb no ccbinke Ome.
ucrnosHumersnb ncnonuutens. Npy ycTaHOBNEHHOM ucrnosnHumersb 1 BblbpaThb
dnare Mynbmunopy4eHue none COTPYAHWKA, UM BBOAOM C
CKpbITO KnaBmaTypbl C BO3SMOXHOCTbHO
aBTOMaTU4ECKOro KOHTEKCTHOTO
nouncka
Mepedame Mpu ycTaHoBneHHoM doriare nocne H | yekBokc | YCTaHoBKon/cHATMEM bnara
opuauHan OTMpaBKM JOKYMEHTa Ha

McnoJiHeHne B KapTo4vke AOKYMEHTa
Ha Bknagke OpuauHan
aBTOMaTU4YECKN NpOoCTaBdeTCA
nHdopmauus o nepegade
GyMaXKHOro opurMHana CoTpyaHuKYy,
yKa3aHHOMY OTBETCTBEHHbIM
ucnonHutenem. HegoctyneH npu
ycTaHoBke cnara
Mynsmunopy4eHue

UcnonHumenu ®NO concnonHutenen. None H txt
cTaHoBUTCS ob6s3aTenbHbIM Npu
yCTaHOBEHHOM dhnare
Mynbmunopy4eHue ons co3gaHuns
paBHO3HA4YHbIX NOPY4EeHUI

LenkHyTb No ccbinke 1 BbIGpaTh
COTPYAHWKOB, UM BBOLOM C
KrnaBuaTypbl C BO3MOXHOCTbIO
aBTOMATMYECKOrO KOHTEKCTHOIO
novcka

lMonyyams Mo ymonyaHuio yctaHoBneH H | yekBokc
yeedomsieHusi om (oT4eTbl comcnonHuTenen
coucnonHumersnei HanpasnsoTcs OTB.UCMONMHUTESIO
nopydenuns, Coctasuteno,
MopanucaHTy n KoHTponepy
nopyyeHus).

CHaATb bnar, ecnv oT4eTHI
coucnonHuTenen OomMKHbI
HanpaBnATbCS TOMbKO
OTBETCTBEHHOMY UCMOMHUTENIO
nopyyeHus

YcTaHoBKoW/cHATUEM donara

Ymo cdenamsb TekcT 3apaHus. Moxet o) txt
3anMoNHATLCA aBTOMATUYECKM
3HadeHueM nons Bxodsuwas
pe3os1royusi, eCnv B JOKYMEHTE
HacTpoek B[] OI' yctaHoBneH dnar
lMepeHocumb exo0siuy 0

BBogom c knaBuaTypbl. Takke
MOXHO MCNOSb30BaTb
CTaHOapTHble (OPMYSTMPOBKU —
BbIGOPOM M3 CnncKa KMoYeBbIX
3Ha4yeHuK, BbI3bIBAEMOro No
ccbinke Ymo cdenamb

pesonroyuro

Ha konmponb Mpun3HaK KOHTPOSTLHOCTU H | yekBokc | YCTaHOBKOW/CHATMEM dnara
pesoniouunm

Mepuoduyeckuli Mpu3Hak nepnoanyeckoro H | yekBokc

KOHmMpoJib nopy4deHus. OTobpaxaeTcsa npu

OTMeyeHHOM ¢hnare Ha koHmporne.
o ymonyaHuio He oTMeYeH

v Cai
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MNone OnucaHue O/H Tun Cnocob 3anonHeHus
Tun OTobpaxaeTcs Npy OTMEYEHHOM 0 nata Beibopom 13 BeinagatoLiero
nepuoduyeckoz20 dnare lMepuodu4yeckuli crmcka 3HavyeHun
KOHmMposnsi KOHMpOosib. 10 yMONYaHWUIo: Ko1-60
onei. [pn BbIGOPE 3HAYEHUS Koi1-60
OHell B cOCeHeM nore Heobxoammo
BBECTW KONIMYECTBO OHEN, Yepes
KoTopoe 6yayT chopMMpoBaThCS
nepuognyeckne nopyyYeHus
Hayano nepuoda OTobpaxaeTcs Npy OTMEYEHHOM 0 nata BBogom c knaBuatypbl nnm
KOHmMposnsi dnare lMepuodu4yeckuli BbIOOPOM AaThl M3 KaneHaaps
KoHmMposib. 1o ymon4yaHumio
npocTaBnseTcy Tekywasa garta
Koney nepuoda OTobpaxxaeTcst Npy OTMEYEHHOM o) nata
KOHmpouns cnare Mepuoduyeckul
KOHmMposb. 10 ymonyaHumio
npocTaBnseTcs gata cnegyoLwero
OHs
Cpok Hata (v Bpems, ecnu B B e} para Bsogom ¢ knaBsuatypbl nnu
AOMUHUCTPUpPOBaHUe B BbIOOPOM AaThbl M3 KaneHaaps
HacTpoe4yHoOM AokyMeHTe B[]
Mopy4yeHus ycraHosneHa cnar
CpoK ucnosiHeHus1 8 Yacax), 0o
KOTOpPOW HEODXOAMMO BbINOSHUTD
nopyveHue
Konmponep ®UO KoHTpONMpYIOLLErO NMLa. H txt LLlenkHyTb No ccblinke
OTobpaxaeTca Npy OTMEYEHHOM Konmponep/lModnucan v
dnare Ha koHmponb BblIbpaTh KOHTpOrepa B
Modnucan ®UMO coTpyaHuka, nognmcasLlero o) txt NosIBMBLLEMCS Ha 3KpaHe guanore.
NyHKT pesonounu. Mo ymonyaHuio BbibupaeTtca B 0gHOM 13 ABYX
®UNO paccmaTtpuBaroLLEero CMNNCKOB, B 3aBUCUMOCTU OT
COTpyAHVKa, ecnu ykasaH. B HaCTPOWKKN, 3ajaHHON B
cTatyce JokymeHTa «Ha HacTpoeyHom gokymeHTe B[] OI (B
paccmoTpeHumn» — ®UO TekyLlero bl AoMUHUCTpUpOBaHue):
paccmaTtpuBatoLlero. Ecnim e  Cnucok, BKINOYaLWMin camoro
paccmaTpuBalOLNA He yKasaH unm aBTopa, U COTPYOHUKOB, Y
paccmaTtpuBaowmnx bonee oByx KOTOpPbIX aBTOp sIBNsieTcs
YeroBek, TO Mosie OCTaeTcs NyCTbIM O0BEpPEHHbIM nuuom/
WCMNOMHAIOLWMM 0693aHHOCTMW.
e CnuMCcoK COTPYAHMKOB,
obnagatowmx 6usHec-pornbio
KouTponupyrowysi/
I[lomnmcaHT COOTBETCTBEHHO
Hama Harta noanucaHus o] nata BBoaom ¢ knasuatypbl unu
BbIGOPOM AaThl M3 KaneHgaps
VII.2. KapTo4yka aBTOpa obpaLieHus
Tabnuua 24. KapTo4yka aBTOpa obpalieHus
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
O6paweHue Bug obpalleHusi: aHOHUMHOe, H txt Bbibopom m3 BeinagatoLero
KoJlIeKmueHoe, cnucka KIni4veBbIX 3HaYEHWI
nepcoHUguUyuUposaHHoe

v Cai
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
KoppecnoHdeHm KoppecnoHaeHT. 3anonHseTcs 0 txt Beogowm c knaBmatypbl
aBTOMAaTUYECKN U HEOOCTYNHO AN
pedakTMpoBaHusi Npu Beibope Buaa
obpalleHns aHoHUMHoe (B 3TOM
cny4yae aBToMaTU4ECKU
3anoniHAeTCHa 3Ha4YeHneMm
AHOHUMHOe)
Adpec Anpec H txt
Konnexkmue Konnektus. [loctynHo Ang (o) txt
pefakTMpoBaHusi Npu Belbope Buaa
obpallleHnsa KosilekmugHoe
E-mail Afpec anekTpoHHOW NoYThl H txt
AdMuHUCmMpamueHbIl | AODMUHUCTPATMBHbIN panoH H txt Bbi6bopom 13 cnncka KnoyeBbiX
paloH 3Ha4YeHUI C MOMOLLbIO KHOMKM
JIb2omHbIl cocmase JIbroTHbIN cocTaB H txt = yﬂanwrb 3Ha4yeHune u3 cnmucka
MOXHO C MOMOLLIbIO KHOMKM 2
CouyuanbHoe CounanbHoe nonoxeHne aBTopa. H txt BBogowm c knaematypbl
nosnoxeHue [ocTynHo onsa pegakTMpoBaHus
npu Boibope Bnaa obpalleHns
nepcoHuguyuposaHHoe
Mecmo pa6bomsi MecTo paboTbl aBTOpa. [OCTYnHO H txt Bbibopom 13 cnmcka KnoyeBbIX
ANs pefakTupoBaHus npw Beibope 3Ha4YEeHUIN C MOMOLLbIO KHOMKM
B1aa obpalieHus
nepcoHuguyuposaHHoe
TeneghoH TenedoH aBTopa. [locTynHo Ans H txt BBogowm ¢ knasmatypbl
pedakTMpoBaHusi Npu Beibope Buaa
obpalyeHus
nepcoHuguyuposaHHoe
VII.3. KapTouka oTBeTa Ha obpalieHue
Ta6nuua 25. OCHOBHbIe NOMNA KAPTOUKU
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Ofpawenne NP0002-0 o1 09.04.2012 | Ccblfika Ha JOKYMEHT-OCHOBaHME | O txt ABTOMaTM4YECKM NpU CO30aHUN
KapTO4KM
KoHgpudeHnyuansHo Mpu3Hak koHMAEHUNANbHOCTH H | yekbokc | YcTaHoBKoOW/CHATMEM hbnara
OOKYMEHTa
Ba)xHo Mpur3HaK BaXXHOCTM JOKYMEHTa H yekboKC
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Mone OnucaHue O/H Tun Cnocob 3anonHeHus
JluyHo MpuaHak, onpegensowmii, 6yayt | H | yek6oke
nn ucnonHsowme ob6s13aHHOCTK
1 JOBEPEHHbIE NMLAa y4aCTHUKOB
00paboTkn AOKYMEHTA NMETb
AOCTYN K AaHHOMY OOKYMEHTY.
Mo ymonyaHuto npusHak JIuyHo
He npocTtasneH. [pocTaBuTb
NPU3HAaK BO3MOXHO B
AOKYMEHTaXx, HaxoAsLmMXCs Ha
3Tane noaroToBKU N Ha
popaboTke. Ecnu npusHak
NPOCTaBreH B TUMOBOM
npouecce, B KapTo4ke
AOKYMEHTa HET BO3MOXHOCTU
€ero cHaTb. Ecnv B TMNoBom
npoLecce NpocTaBneH NpusHak
Be3 mapwpymu3ayuu, Nnpu3Hak
JluyHo ckpbIT. [pnsHak nmeeT
3Ha4YeHne Ans Bcex cTagun,
Kpome permcrpaumm un
pes3epBMpoBaHns Homepa
UHnhopmayusi no QoKymeHmy
Homep npoekma Homep npoekta AokymeHTa H txt ABTOMaTM4YECKM B Cryvyae
pervcTpaunm npoekTa
AOKYMEHTa npwu oTrnpaske no
MapLIpyTy
lNMpomexxymoy4HbIl Twn oTBeTa Ha obpalueHuns e} npKn BbIBGOPOM HYXXHOMO 3HaYeHUst
/OKOoH4YamesnbHbIl
Komy Apnpecat oTBeTa (aBTOp e} txt Bbibopom 13 cnpaBoYHuMKa C
obpatyenuns). No ymonyaHuto MOMOLLIBHO KHOMKA Q, -
3Ha4yeHve NpocTaensieTcs n3 BBOZIOM C KIIABUATYPbI C
nons KapToukn McmoyvHuk BO3MONKHOCTBIO
nocmynieHus obpalueHus, aBTOMaTUYECKOr0 KOHTEKCTHOIO
ecrn obpalueHme nocTynuno o nomcka (BO3MOXEH NOWUCK No
opraHusauy, 1 ABTOp WHH). Yoanutb 3Ha4yeHue 13
obpaluenus, ecnu obpallenme crmcKa MOXHO C MOMOLLbIO
NOCTYNMWIIO OT rpaxgaHuHa KHomku X
Adpec AZpec, Ha KOTOopbI H txt BBogoM c knaBuaTtypbl
oTnpaenseTcs oTeBeT
Kpamkoe codepxaHue KpaTkoe cogepxaHue oTeBeTa H txt
Modnucanmesi ®UO coTpyaHMKOB, e} txt Beibopom 13 cnvcka
NnoAnMcaBLUNX OTBET Ha COTPYOHWKOB, 06ragatoLLmx
obpalleHne. Ecnv B HacTpowikax OGu3Hec-ponblo NognucanT, C
TMNOBOrO npotiecca obin [OMOLLbIO KHOMKK < 1
yCTaHoBreH dnar 3anpewams BBOJOM C KNaBMATYpbI C
usmMeHsimb nodnucaHma BO3MOXKHOCTLIO
doxymeHma, T0 none aBTOMaTUYECKOro KOHTEKCTHOIO
HEAOCTYMNHO AN noucka. Yganutb 3HadeHue n3
PEAAKTMPOBAHWA CrMcka MOXHO C MOMOLLbHO
KHOMKM X
Pe3ynbmam KpaTkoe onucaHue pesynbTaTta H txt BBogom c knaBuaTypbl Unu
paccmMompeHust paccMoTpeHust obpaLLeHns BbIBOPOM 13 CMCKa KITOYEBbIX

3Ha4YeHUN C MOMOLLbIO KHOMKMN

v Cai
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Mone OnucaHue O/H Tun Cnocob 3anonHeHus

Cmamyc TekyLlee cocTosiHME JOKYMEHTa 0 txt lMpocTaBnsieTcss aBTOMaTUYECKU

N HE NOANEXNUT N3MEHEHUIO
nonb3oBaTenem

UcnonHumensb CoTpyaHUK, OT MIMEHU KOTOPOTO 0 txt Beibopom n3 cnpaBo4HuKa ¢
d)OpM”pyeTcT'_IOTBeT Ha MOMOLLIbHO KHOMKK A unm
06pau4evHV|e. 0 YMON4YaHuio — BBOZIOM C KIaBMaTypbi C
TeKyLLMI Nonb3oBaTerb BO3MOKHOGCTBIO

aBTOMaTUYECKOro KOHTEKCTHOrO
noucka. YganuTb 3HayeHune 3
CMMCKa MOXHO C MOMOLLbIO
KHOMKM >

Cocmaesumernb ®UO necnonHUTENa JOKyMeHTa. 0 txt Beibopom 13 cnucka kaptovek
OTobpaxaeTcst npy co3gaHnn COBMELLIEHUS C MOMOLLIbIO
AOKYMEHTa 3a pyroro KHOMKM
COTPYOHMKA (yKa3aHHOro B rorne
UcnonHumens)

Hama [aTta dhopmmpoBaHusi oTBETa Ha H pata BBecTu Hy)XHOe 3HayYeHne gathbl
obpawyeHwne. Mo ymonyaHuio C KnaBsmaTypbl unu BulbpaTb 13
ncnonb3yeTcs Tekylas gaTa KaneHgaps

Tun Tun oTBeTa H txt Bbibopom 13 crnncka KrnoveBbIX

3HAYEHMWIN C MOMOLLbIO KHOMKM

HononHumensHas uHghopmayusi

XXypHan pecucmpauyuu KypHan peructpaumm o) txt Bbi6opom n3 cnmcka KnodeBbixX

3Ha4YEeHUN

Hama peaucmpauyuu [arta peructpauumn gokymMeHTa. H pata Beogom ¢ knaBmatypbl Unm
Mo ymon4yaHuio ncnonb3yrTcs BbIOOPOM [aThl U3 KaneHgaps
TekylMe gata u Bpems

Bbi6op moma Oena JocTyneH nonb3oBaTento ¢ O/H txt Beibopom 13 cnucka Knio4veBbix
ponbio OTBETCTBEHHDII 32 3HAYeHWI C MOMOLLbIO KHOMKM
BeJleHue Jel. SBnaeTcs * UM BBOZOM C KnaBuaTtypbl ¢
obsa3aTenbHbIM, eCN B BO3MOXXHOCTbIO
AOKyMEHTe ycTaHoBMneH dnar aBTOMaTNYECKOro KOHTEKCTHOro
Hokymenm cnuwemcs e deso noucka. YoanuTtb 3Ha4yeHue n3
asmomamu4eckKu cnncka MOXHO C MOMOLLIbIO

KHOMKM X

Undekc dena, 3azonoeok | lHoekc aena, 3aronoBoK 1 TOM o) txt 3anonHseTca aBToMaTU4ecKu

dena, Tom dena aena BblOpaHHbIM B none Bbi6op

moma desia 3Ha4eHnem

Peaucmpamopsbi lMepeyeHb COTPYOQHMKOB, e} txt Bbi6opom n3 cnmcka
KOTOpble MOryT COTPYOHWKOB C NMOMOLLIbHO
3aperncTpuposartb JOKYMEHT KHOMKK .. YOaanuTb 3Ha4YeHne

M3 CMUCKa MOXHO C MOMOLLbHO
KHOMKM >

Hama nodnucaHus Hata nognucaHusa JOKyMeHTa. H nata BeBogom c knaBuatypbl nnm
Mo ymonyaHuio ncnonb3yeTcs BbIOOPOM AaTbl U3 KaneHaaps
Tekyllasa gara

CpoK ucnosiHeHusi Cpok 3annaHMpoBaHHOIO H nata BBogom c knaBuatypbl nnm
UCNonHeHnst obpalleHus. BbIOOPOM faThbl M3 KaneHaaps
HacnenyeTca ns kapToyku
00palleHNsi-OCHOBaHWS

UcnonHeHo ¢pakmuyecku | Cpok hakTUYECKOro UCMOSTHEHUS H nata

obpalleHus. o ymonyaHuto
ncrnosb3yeTcs Tekylas gata

v Cai
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Mone OnucaHue O/H Tun Cnocob 3anonHeHus
3adepxka PasHuua mexay H txt PaccunTbiBaetcs
3annaHupoBaHHbIM U aBTOMaTU4YECKMN Ha OCHOBE
PaKTU4ECKNM UCMOSTHEHNEM npegblayLmx AByX 3HaYEHUN
obpalleHns

Ta6nuua 26. NMona Bknagkun «CoaepxartenbHasa YacTb»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
CodepxxamenbHasi | TeKCT coaepXXaHUsi JOKYMeHTa O/H txt Beogom c knaBumaTtypsl. B Be6-
Yacmb uHTepdence anst KONMPOBaHUS

TekcTa us MS Word - ¢ nomoLLbio
KHOMKM EE| (C uenbio coxpaHeHus
dopmaTUpOBaHUSA)

Ob6nacTtb BnoxeHnn | ®ansbl BNOXEHNN O/H txt Paborta ¢ BrnoxeHnsamm
OCYLLIECTBMAETCA NO KHOMKaM Ha
naHenu gencTeui obnactm
BINOXEHUM

Ta6nuua 27. Mona Bknagku «BuXXeHNne QOKyMeHTa»

Mone Onwucanue [OH]| Tun Cnoco6 3anonHeHus
lNapamempsbi coanacoeaHust
lponycmums OTmMeTUTb He06Xx0OUMOCTb H | yekBokc | YcTaHoBkon/cHATMEM dnara
coanlacoeaHue nponycka npoueaypbl

cornacoBaHus. [JoctynHo ans
pefakTMpoBaHus, eCnv B
HaCTpOMKax TMMOBOro MapLupyTa
ycTaHoBneH cnar
Pedakmupoeamb npu3Hak
«[lponycmumse coanacogaHue»
UN3eewamsb o M3BeLleHne OTBETCTBEHHOMO B 0 npKn Bbibopom Heobxoammoro

npoLecce cornacoBaHus: o Kaxoou
peueH3uu (OTBETCTBEHHbIV OyaeT
nony4aTb YyBe4OMIIEHUS O KaXJO0M
NOCTYNMBLUEN PELIEH3UUN) UMK O
nocnedHell peyeH3uu
(oTBETCTBEHHbIN NONYyYUT
yBEeJOMIIEHNE TOSBKO O CaMoMn
nocrnegHen peueHsun B MapLupyTe).
[ocTynHo anst pefakTupoBaHus,
€CIn B HacTporikax TUMNoBOro
MapLupyTa ycTaHoBNeH dnar
Pedakmupoeamb npu3Hak
N3eewjamb o

3Ha4YeHuA
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Mone

| OnucaHue

| O/H |

Tun

|

Cnoco6 3anonHeHust

ﬂapamempbl coeJiacoeaHus

Bosepawiamb npu
nepsom
Hecoanacuu

Mpwn ycTaHoBKe donara AOKYMEHT
BO3BpaLLaeTCs UCMOMHUTENIO Ha
AopaboTKy nocne nosnyyeHus
nepBon e oTpuLaTeNbHON
peueH3un (Npy nocnegoBaTenbHOM
cornacosaHun). Ecnn dpnar He
YCTaHOBIEH, TO AOKYMEHT obonaeT
BCEX HA3HAYEHHbIX PELIEH3EHTOB
BHE 3aBMCUMOCTM OT peLLeHUn
npeabIoyLnx peueH3eHToB (1 6yayT
y4YTeHbI BCE MX 3amevaHus). o
YMOMYaHuo He oTMedeH. [JocTynHo
ANsi peJakTMpoBaHuWs, ecnv B
HaCTpOMKax TMMOBOro MapLupyTa
yCcTaHoBRNeH chnar
Pedakmupoeamsb npu3Hak
«Bo3epawamb npu nepeom
Hecoanacuu»

o)

yekbokc

YcTaHOBKOW/CHATUEM chnara

Paspewamsb
nodnucbieams
JOKyMeHm ¢
ompuuyamenbHbIMU
eusamu

Mpwn ycTaHoBKe chnara npy Hanuyum
Bu3bl «He cornaceHn» (nocne
BbIHECEHMS! PELLEHUS BCEMMU
peLeH3eHTamMun) LOKYMEHT nepengeT
Ha cTaguio o6paboTkM 3aMevaHnii, ¢
KOTOPOW UCMOMNHUTENb BO3BpaLlaeT
OOKYMEHT Ha gopaboTky, nmbo
nepegaet Ha NognucaHue c
oTpuLaTenbHbIMU BU3aMMU.
[ocTyneH ana pegakTMpoBaHus,
€cnn B HacTpomnKax TUMOBOro
MapLipyTa yctaHoBneH dnar
Pedakmupoeamb npu3Hak
«Modnucbieamb GokymeHm ¢
ompuyamesibHbIMU 8U3aMu»

txt

YcTaHoBKkoW/cHATUEM dhnara

lponyck
coanacyroujux,
eblHecwux
peweHue:.

- «CoanaceHy;

- «CoanaceH ¢
KOMMeHmapusimu»

Mponyck cornacyroLmnx, BeIHECLLNX
pelwweHue «CornaceH»/ «CornaceH c
KOMMEHTapusIMU» Ha npeablayLlen
uTepauum cornacoBaHus, Ha
nocriegyoLumx ntepaumax
cornacoBaHus JOKYMEHTOB (Kpome
aBTOMaTUYECKOro 3aBepLueHus
cornacoBaHus). loctyneH ans
pefakTMpoBaHuS, eCnv B
HaCTpoOWKax TUMOBOro MapLupyTa
ycTaHoBneH cnar
Pedakmupoeamb npu3Hak
«lponyck coanacyrouwjux,
eblHecWux peweHue
«CoanaceH»/ «CoanaceH ¢
KOMMeHmapusiMu»
COOTBETCTBEHHO

yekbokc

YcTaHoBKoOW/CHATUEM dhniara

Ucnonb3yemsblii
munosou npoyecc

Mcnonb3yembln TUMOBOW NpoLiecc

txt

ABTOMaTUYECKN NpY BbiGOpE
MapLipyTa 06paboTku JOKYMeHTa

Umepauyus
coaslacosaHusi

|/|TepaLl,l/IF| cornacoBaHunA

txt

ABTOMaTMYECKN npn co3gaHun
nTepaunmn cornacoBaHua

lModzomoeka
JdoKyMeHma

MHdopmaLumsa o noarotoeke
AOKYMeHTa

txt

ABTOMAaTUYECKM NPY NOArOTOBKE
JOKyMeHTa

NOTHKA

v ¢
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Ilpunoscenue. Onucanue nonei

Mone Onwucanue |OH | Tun Cnoco6 3anonHeHus
lNapamempsbi coznacoeaHust
CoznacoeaHue Wudopmauus o npouenype 0 txt ABTOMAaTM4ECKN MPU CO34aHNN

CornacoBaHus JOKyMeHTa 3TanoB COrnacoBaHnsl JOKYMEHTa
ModnucaHue Nudopmauus o nognmcannm 0 txt ABTOMaTun4ecku npu gobasneHmm
AOKYMEHTa COTPYOHWKOB B Morne
lModnucaHmebli
Ta6nuua 28. NMonsa Bknagkn «OpuruHan»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep Homep ak3emnnsipa JOKyMeHTa H txt BBogom c knaBumaTtypbl
aK3emnnsapa
Konuyecmeo KonnyecTtBo nMCTOB AOKYMEHTA H yucno | BeBoaom c knaBmaTypbl. ABnsieTcs
nucmos oba3aTeneHbIM, eCrnv B JOKYMEHTE

ycTaHoBneH gnar JokymeHm
cnuwemcs 8 desio
asmomamuyecku
Konuyecmeo Konn4ectso NMCTOB NPUMOXEHWUI H yucrno | BBOAOM € knasmatypel
nucmos OOKYyMeHTa
npusoxenuul
Pa6boma c WHdopmauus o pabote H txt ABTOMATUYECKN MPKU 3anonHEHNN
opu2uHasiom C OpuUrMHanom JoKyMeHTa dopmbl «PaboTa ¢ JOKyMEHTOM Ha
OymaxkHOM HocuTeney, a Takke
nHdopmaums 06 aBTomMaTMyeCcKom
CMUCaHWM opurMHana B geno
HokymeHm dnar yctaHOBSEH B 3aBUCUMOCTU OT H | yekbokc | YcTaHoBKOW/CHATUEM chnara
cnuwemcs 8 desio | Hanuuus dnara B none
asmomamuyecku AemocnucaHue oKyMeHmos
e desio TMNOBOro npouecca. Ecnu
B HacTpoMKax TUMNOBOro rnpotecca
ObIn ycTaHoBneH cnar Paspewums
U3MeHsIMb MPU3HaK
aemocnucaHus npu coldaHuu
dokyMeHma, To aBTopy JOKYMeHTa
donar goctyneH ans
pefakTMpoBaHus
Cnocob docmaeku | Cnocob gocTaBkM JOKYMEHTA H txt Bbibopom m3 cnucka KnoveBbiX
3HAY€HMN C NOMOLLLIO KHOMKN
CcbUIKU Ha Ccblinka Ha KOHBepT txt ABTOMaTMYECKM NpK
KOHeepm dhopMMpOBaHUN KOHBEPTA
lpunoxeHus MpunoxeHnsa K JOKYMEHTY H txt C nomoLbto KHOMKK /. MI3MEHUTb

3HaYeHne MOXHO,
npeaBapuTenbHO BbIAENNUB €ro, C
MOMOLLbIO KHOMKK =, YaanuTb
3HaYeHue 13 Crnmncka MoXHO,
npenBapuTenbHO BbIAENNB €ro, C

NOMOLLbK KHOMKN x
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Ilpunoscenue. Onucanue noneii

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
OmeemcmeeHHbIlU | PVIO 1 JOMKHOCTL OTBETCTBEHHOIO | O/H txt Bbibopom 13 cnpaBo4vHMKa
3a eedeHue den 3a BefeHne aen, KoTopbii UMeeT COTPYAHMKOB, obnagarLmx
BO3MOXXHOCTb NMOMECTUTb OpUrMHan On3HEC-poNbi0 OTBETCTEEHHEI
OOKyMeHTa B Aeno. > Aensetca 8a BegmeHme gnei, C NOMOLLLIO
O6F|3aTeJ'IbeIM, €CInn B AOKYMEHTEe KHOMKU Q WM BBOAOM C
He ycTaHoBneH dnar [JokymeHm KNaBMaTypbl C BO3MOXHOCTbIO
cnuwemcsi e deso aBTOMAaTNYECKOrO KOHTEKCTHOIO
asemomamu4ecku noucka. MoxeT 3anonHATbLCA
aBTOMaTUYECKN COTPYLAHMKaMMU,
ykasaHHbIMK B kavectee OB/l no
BbliOpaHHOMy B none MHOekc
dena, 3azonoeok dena, Tom
dena NMynkty HO. Yoanuts
3Ha4YeHMe M3 cnmcka MOXHO C
NOMOLLLbHO KHOMKM
Ta6nuua 29. NMonsa cdopmbl «MpunoxeHmnsa»
Mone OnucaHue O/H | Tun Cnoco®6 3anonHeHus
HaumeHoeaHue HanmeHoBaHMs1 NpuUnoxeHus 0 txt | BBogom c knaBuaTtypbl
Bud npunoxeHus Bua npunoxexuns e} txt | Bblbopom M3 cnncka Krno4veBbIX
3HAYeHWUI C MOMOLLbIO KHOMKM
Konuyecmeo KonuuyectBo 3k3eMnnisipoB H txt | BBOOOM C KnaBmaTypbl
NPUNOXeHns
Ta6nuua 30. Monsa dopmbl «CBA3aHHbIE JOKYMEHTbI»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
OcHosaHue [lokyMeHT-0CHOBaHue H txt | ABTOMatTU4ecku npu co3naHuu
KapTOYKM AOKYMEHTa Ha OCHOBE
OpYroro AOKyMeHTa.
C nomoLubio KHoMkn [CBA3aTh].
YaanuTb 3Ha4YeHne u3 crnmcka
MOXHO C NMOMOLLLbHO KHOMKM
[Yaanutb]
CesizaHHbIe CcbINnKM Ha cBAA3aHHbIE OOKYMEHTbI H txt ABTOMATUYECKU npu co3gaHum
CBSI3aHHOrO JOKYMEHTA.
C nomoLLbio kKHOMkU [BHewwHssA
ccbinka) (yaanute/ 3aMeHUTb
006aBMNEeHHYO CCbINIKY MOXHO C
nomoLbio KHomnok [YaanuTtb]/
[PepakTupoBatb])
Tabnuua 31. Monsa Bknagku «O6cyxaeHne»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lMopsidkoewili Ne, MHdopmaLms no cooblieHuto, H txt ABTOMaTUYeCcKkn Npu oTnpaske

Om kozo, Komy,
Hama, CoobuweHue

OTnpaBlieHHOMY N3 KapTO4KN
OOKyMeHTa: ﬂOpﬂD,KOBbIIZ HOMeED,
aBToOp, nony4yaTernb, AaTta OTnpaBKn1
N TEKCT cooOLLeHUs

COOBLLEHUSI U3 KAPTOYKU
[OKYMEHTa C MOMOLLIbIO KHOMKK
[AononHuTtenbHo]:[OTNpaBUTL

coo0bLeHne] Ha NaHenu OencTBIN,

a Takke npu cosaaHmu
00CYXOEHUIN N3 KAPTOUKU

OOKYMeHTa

Ta6nuua 32. NMonsa Bknagku «JocTtyn»

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
HYumamenu Cnuncok untatenen JOKyMeHTa H txt Bbibopom n3 obLiero cnmcka
COTPYOHVKOB/MoOApa3aeneHun ¢
MOMOLLbO KHOMKM . YaanuTb
3Ha4YeHne U3 Cnmcka MOXHO C
MOMOLLIbHO KHOMKN
Ucmopusi pedakmupoeaHus
Co3sdaHue MHdopmaumst 0 BpeMeHU co3gaHus H txt ABTOMaTMYECKM NpU CO30aHNMN
OOKYMEHTa 1 nonb3oBaTere, (M3mMeHeHUKn) JOKyMeHTa
co3gaBLIEeM JOKYMEHT
U3meHeHusn MHdopmMaumsa o BpeMmeHu H txt
N3MEHEHNs1 JOKYMEHTa U
nonb3oBarere, MU3MEHUBLLEM
OOKYMEHT
Ta6nuua 33. NMona Bknagkun «Mctopus pegakTupoBaHUA»
MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
Bpewmsi Bpemsi usmeHeHnusi nonsi H txt ABTOMaTUYECKN NPU UBMEHEHUN
Cepeep usMeHeHuli CepBep, Ha KOTOPOM Bbin | H txt noneu kapTo4kn AOKyMEHTa, ecrm
BLINOMHEHE! 3MeHeHus B HAcTpoWKax NPOTOKONIMPOBAHMS
B OrI ycraHosneH dnar
Umst nonss ampubyma Nmsa nonsa atpubyra H txt
lTpomokosiupogamb u3MeHeHue
CodepxaHue ampubyma CopepxaHue aTpubyrta H txt noneii @ kKapmoyke AoKyMeHma
Cmapoe 3HayeHue Crapoe 3HauyeHve nonsi H txt
Hoeoe 3Ha4yeHue HoBoe 3Ha4eHne nons H txt

VII.3.1.

Tabnuua 34. Monsa dopMbl «HOBbLIN 3Tan cornacoBaHUsA»

CDopma HOBOIo 3T1ana corfnacoBaHusA

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Tun Tun cornacoBaHus: (0] npKn BbIOOpPOM HY)XKHOrO 3Ha4YeHUs
nocniedoeamesnbHbIlU (BbIGpaH no
YMOMNYaHWI0) UNn napaJsiienbHbil
HaumeHoeaHue HavnmeHoBaHue atana o) txt Beoaom c knaeuaTypbl
cornacoBaHus
Cpok Cpok cornacoBaHus AOKyMeHTa H uncno
coasiacoeaHust
Hon. cpok [ononHuTernbHbIA CPOK H uncno | BBOOOM c KnasmaTypsbl
coalacogaHusi cornacoBaHus 4OKymeHTa (nocne
TOro, KaK UCTEK CPOK
cornacoBaHus). o ymonyaHuio: 2
Asmomamuyeckoe | [pu yctaHoBreHHOM donare nocne H | yekBokc | YcTaHoBkoW/cHATMeM dnara
3asepuwieHue NCTeYeHNs JOMONHUTENBHOIO CPoKa
COrnacoBaHuns JOKYMEHT
aBTOMaTU4yeckn nepegaeTcs
cnegytoLwemy fno Crmcky
cornacywouiemy. o ymonyaHuio He
OTMeYeH
Coenacyruwue Cornacytowime aaHHoro atana 0 txt BeiGopom n3 obuiero cnvcka

COTPYOHWKOB C POJIbiO
Cornacymompii C MOMOLLBI KHOMKK
[Ao6aBuTb]. YOoanuTtb 3HavyeHune
M3 crmMcka MOXHO C NOMOLLLbHO
KHOMKu [YaanuTb]

o
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Ilpunoscenue. Onucanue nonei

VIl.4. KapTo4ka 3anpoca

Ta6nuua 35. MonAa kapTo4kKu 3anpoca

Mone OnucaHue O/H| Twun Cnocob6 3anonHeHus
Ofpalesie N20002-0 o1 09.04.2012 | Ccblfika Ha JOKYMEHT-OCHOBaHMWe 0 txt | ABTOMatuyecku npu cosgaHuu
KapTO4Ku
Adpecam Appecart 3anpoca H txt | Bblbopom n3 cnpaBoyHMKa C
MOMOLLIBKO KHOMKNM S anm
BBOZIOM C KraBumaTtypbl C
BO3MOXHOCTbIO aBTOMaTU4EeCKOro
KOHTEKCTHOIO NMoucka u noucka
no HH. Ypanutb 3Ha4yeHune u3
CnucKa MOXXHO C MOMOLLbHO
KHOMKK
Kpamkoe codepikaHue KpaTkoe copepxaHue 3anpoca e} txt | BBOAOM C kmaBuaTypbl
Hama [aTta cosgaHus 3anpoca. o H | pata | BBECTM HyxHOe 3Ha4YeHWe aatbl C
YMOI4YaHM1IO NCNonb3yeTcs KnaBuaTypbl Unu BeiGpaTh U3
Tekyllas garta KaneHgaps
CodepixamesnbHas TekcT cogepxaHus 4OKyMeHTa 0 rtf | BBogom c knasmatypebl
Jacmb
CodepikaHue ®arinbl o6nactn BRoxeHun (npu H Xt | C nOMOLLbIO KHOMKM B
JdoKyMmeHma, [00aBneHnn BNOXeHUs1 CaMoro KapTOuKe OKyMeHTa. PaboTa ¢
lNpunoxeHust u AOKYMEHTa — 3HayeHune BHOXKEHMSIMU OCYLLIECTBASIETCS
conymcmeyrujue CodepxxaHue OOKymeana, anpu 1O KHOMKAM Ha NaHenm AehCTBI
Mamepuarnsi [o0aBneHMn NpuUnoXeHun — 0BRACTY BIIOKEHMI
3HayeHve lMpunoxerus u
conymcmeyroujue
mMamepuarnbli)
VIl.5. KapTo4yka oTBeTa Ha 3anpoc
Ta6nuua 36. Monsa kapTO4KM OTBETA Ha 3anpoc
Mone OnucaHue O/H | Twn Cnocob 3anonHeHus
33000C 07 00.04.20]2 Cchbinka Ha JOKYMEHT-OCHOBaHMWe 0 txt | ABTOMaTU4ecku npu cosgaHun
KapTo4Ku
Kpamkoe KpaTkoe copepxaHue oTBeTa 0 txt | BBOOOM C KNnaBmaTypbl
codepixaHue
Hama [ata nonyyeHus oTBeTa Ha 3anpoc. H | pata | BBECTU HyXHOE 3HaYeHve AaTbl C
Mo ymon4yaHuto ncnonb3yeTcs KnaeuaTtypbl Unu BuldopaTb 13
Tekyllasa gara KaneHgaps
CodepxxamenbHasi | TekCT cogepXaHust 4OKyMeHTa 0 rtf | BBOOOM C knaBmaTypbl
4acmb
CodepixaHue ®ainnbl 06nacT BOXeHWi (npu H txt
dokymeHma, [0GaBMEHUN BIOXEHUS CAMOTO C nomolwbto kHonku | =5 B kapTouke
MpunoxeHus u [OKyMeHTa — 3HayeHne CodepikaHue AokymeHTa. PaboTta ¢ BNoxeHnamm
conymcmeyroujue | AokymeHma, a npv gobasneHnn OCyLLEeCTBNAETCA NO KHOMKaM Ha
Mamepuansl NPUNOXEHNIN — 3HaYeHNe naHenu gencTsni obnactu
MpunoxeHusi u conymcmeyroujue BIOXEHUI
Mamepuarbl)

VIl.6. Popma ansa BBoAa peKBU3UTOB KOHTpareHTa

Ta6nuua 37. NMonsa dopmbl «<HoBas opraHusaumsa»

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
lonroe [MonHoe HaumeHOBaHMe opraHn3auun 0 txt | BBogom c knaeuaTtypbl
HaumMeHosaHue (kak OHO UrypMpyeT B HOpUONYECKNX

OOKYMeHTax)
CokpaujeHHoe CokpalleHHoe HaMMeHoBaHue 0 txt
HauMeHoeaHue opraHmsaumn. lNouck B 6ase
OCYLLIECTBNSETCSA NO COKpaLLEeHHOMY
HaMMEHOBaHUIO
NHH MHavBuayanbHbI HANOroBbI HOMEP. H txt
Mo kHoMke A PSAOM C NMOieM MOXHO
NPoOBEPUTb YHUKANbHOCTb
3anonHeHNst Nonsa B npegenax
cnpaBoYHMKa
Cneyuanusayus Pop neatensHoCTM opraHunsaumm H txt | Beilbopom 13 cnucka Kno4veBbIX
3HAYEHWI C NOMOLLbIO KHOMKM
Kommenmapuu MpumeyaHns H txt | BBogom c knasuatypbl
Moymoensiii adpec | Mo4YTOBLIN agpec opraHn3aumm H txt
TeneghoH Homep TenedoHa koHTpareHTa H txt
®Pakc Homep dakca koHTpareHTa H txt
E-mail Afopec 3neKTPOHHOW NOYThI H txt
KOHTpareHTa
Koo Koga, ncnonbayemblin onsi COPTUPOBKN H txt
KapTo4yeK JOKYMEHTOB
Ta6nuua 38. NMonsa dopmbl «MpeactaBuTenb»
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
OpzaHuszayus OpraHusauus npegcrasutens 0] txt BbI6opoM 13 cnmcka BHELLHUX
opranusauun (B[ BA) c nomoLbto
kHorkn
Pamunus damunug npegcrasutens @) txt
Nms Mmsa npegcraButens H txt
Omuyecmeo OTtyecTBO NpeacraBuTens H txt
HomxHocmb [omKkHOCTb NpeacTaBmTens H txt
KommeHnmapuu MpumeyaHus H txt
Pa6. men Homep pabouero TenedoHa H txt
npeacTaBuTEnNs
E-mail Afpec aneKkTpoHHOW NoYyThl H txt
npeacTaBuTens
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