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IMoxcucTeMa ONEPATHBHOIO M APXUBHOT'0 O noocucmeme onepamuenozo u apxueHozo
XpaHeHus Xpaunenus

|. O nogcucteme onepaTtuBHOIO U apXMBHOIO XpaHEeHUs

[.1. O6wana nHcdopmauus

B coctaB nogcuctembl OnepatuMBHOrO U ApPXVMBHOIMO XpaHeHUst BXogaT 6asbl  AaHHbIX:
OnepaTtuBHoe xpaHeHue, OnepaTMBHOe XpaHeHUe AOKYMeHTOB, ApXMBHOe XxpaHeHue 1 ApXMBHOe
XpaHeHue AOKYMEHTOB, NMpefHasHayeHHble AN oxBaTa Bcel 06racTv onepaTtMBHOMO M apXMBHOIO
XpaHeHus1 OKYMEHTOB, kak B OYMaXKHOM, Tak 1 B 3NTIEKTPOHHOM BuAE.

Ocob6eHHOCTN NoACUCTEMBI ONEPATUBHOIO M apPXMBHOMO XPaHEHUS:

e BepeHue onepatunBHOro XpaHeHnda wu ydeta [OOKYMeHTallbHOro (bOH,EI,a opraHmsauumun
B COOTBETCTBUU C ,El,eIZCTByI'OLLWIM 3aKOHOOaTENbCTBOM.

° Pacnpen,eneHme 30H OTBETCTBEHHOCTU ONepaTUBHOIO N apXMBHOIO XpaHeHNA JOKYMEHTOB.

° an/IMeHeHI/Ie MHOFOKpVITepI/IaJ'IbHOIZ, HaCTpaI/IBaeMOIZ CUCTEMbI KJ'IaCCVICbI/IKaLl,I/II/I
HOMEHKNaTypbl Aesn, TOMOB Aernl, onucen gen u OOKYMEHTOB.

e WuTterpaums ¢ B[] Mouck. Bo3amMOXHOCTb MOMHOLEHHOrO NMoucka B OnepaTUBHOM U apXMBHOM
doHae npeanpusATUS Hapsdy ¢ PYHKUMOHaNbHbIMK Gazamu.

e B03MOXHOCTb NOMHOLEHHOW paboTbl C cuctemon Yepes Beb-mHTepdenc.

o  YOOGHbLIN N UHTYUTUBHO MOHATHLIN MHTEPdENC U YHKLMOHAN CUCTEMBI.

[.2. CocTtaB moaynen onepaTMBHOro U apXMBHOIO XpaHeHUsA

®YHKLUMOHANBLHOCTb OpraHn3aLMmn XpaHeHUss OKYMEHTOB noapasaenseTcs Ha:
e OnepaTBHOE XpaHeHWe;
e apXMBHOE XpaHeHue.

OTanbl onepaTMBHOIO M apXMBHOMO XpaHeHusi onucaHbl B pasgene 1.4 OTanbl onepaTtUBHOIO ”
APXMBHOTMO XpaHeHus1.

OpraHu3aums onepaTtMBHOIO W apXMBHOIO XPaHEHWs OOKYMEHTOB peanu3oBaHa B MOAYNsSX
«OnepaTtmBHOE XpaHeHne» n « ApxMBHoOe xpaHeHuey. CocTtaB moaynen onucaH B Tabnuue (Tabnuua 1).

Ta6nuua 1. CocTaB Mogyrnein onepaTMBHOIO U apXMBHOIO XpaHeHUs

Moaynb HavmeHoBaHue B

OnepaTuBHOE XpaHeHHe OpraHu3aumsa onepaTMBHOIO XpaHeHus peanu3oBaHa B cnegytolmx 6asax:

Bl OnepaTuBHOE XpaHeHUe (COAEPXKNT CChINIKN HA JOKYMEHTbI, HaxogsLwmecs
B B[] OnepaTuBHOe xpaHeHne aokymeHToB (B[] OXN)).

B OnepaTuBHOE XpaHeHUe AOKYMEHTOB (COOAEPXKMT CaMn JOKYMEHThbI)

ApXHMBHOE XpaHeHHe B ApxuBHOe XxpaHeHUe (COAepPXKUT CCbINKN Ha AOKYMEHTbI, HaxoasLmecs
B b1 ApxuBHoe xpaHeHue aokymeHToB (B AX[)).
B Apx1MBHOe XpaHeHue AOKYMEHTOB (COAEPXMUT caMy JOKYMEHThI)
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

XpaHeHUusA

O noocucmeme onepamueHozo U apxXueHo2o

XPAaHenun

Cuctema nosBonsieT ANg Kaxaow dyHKUMOHanbHoM 6a3bl 4aHHbIX CO30aBaTb OTAENBHYHO
B[] OnepaTuBHOe XpaHeHMne AoKyMeHTOB 1 B/l ApxuBHOe xpaHeHue AOKYMEHTOB.

1.3. 0630p I'Ipe.D,CTaBﬂeHVIﬁ n onncaHne ncnolsib3yemMbiX 3Ha4KOB

[.3.1. B OnepaTtuBHOE XpaHeHUe

O6nacTtb HaBuraumun bl OX cogepxut cneaytowme npeacrasnexHms (PucyHok 1, Tabnuua 2).

¥ s

HomeHwnaTypa gen
Oena

OoxymeHTsl B gene
CpoK XpaHeHHA HCTEK
K YHHUTOMLEHHID
Onuch aen

Monck
CnpasBka

Brixop

OTMEY. ANA OTNP. B apXHB

BosBpaweHHbIe ONHCH gen

OnepaTHBEHOE XpaHeHHe

-JMJ Cronwpoeate HO ._—l Cosaate Nydkr HA T T Wmnopt HA

ey lop o MNopgpazgenedne o WHpewc gena o JaronoBok gena T Konnuecrteo (Cpok o
TOMOB XpaHeHHA
— 2004
— 1001 CreHp paspaboTkul
— 2007
— KoHcyn
—|/1001 Creng pazpaborinl
-/2009
= KoHcyn
— 1001 CreHp paspaboTkul
10011 BecHa 0 10

PucyHok 1. NpeactaBneHusa B[] OnepatuBHoe xpaHeHue

Ta6nuua 2. NMpeacrtaBneHunsa 6 OX

lNMpeacraBneHue

OnucaHue

KaTteropum

Homenkaarypa aen

OTob6parkeHne HOMeHKIaTypbl Aen

log, NogpasgeneHue

Jena

OToGpakeHne TOMOB Aen, CO34aHHbIX Ha
OCHOBaHMM NYHKTOB HOMEHKNaTypbl gen

log, MyHkr HAO,

JdoxkymeHTHI B 1es1e

lD,OKyMeHTbI, NnomMeLlleHHble B COOTBETCTBYOLLNE
TOMa gen

loa, NyHkT HA

Cpox xpaHeHHs
UCTEK

Toma gen, CPOK XpaHeHUsA KOTOpPbIX NUCTEK B
COOTBETCTBUUN C HaCTp0I7IKaMVI CUCTEMBbI

loa, NyHkT HA

K ynnuToxenunio

Toma gen, oTMe4veHHble Ans YHUYTOXEHNA

loa, NyHkT HA

Onucu gen

OToGpakeHne co3gaHHbIX onucen gen ans
nocneaywLwen nepegayv B apxme

Otmeu. gis oTnp.
B apXHUB

OTobpaxkeHne onvcen gen, oTnpaBeHHbIX B
apxuB (onucu B ctaTyce «OTnpaBneHa B apxmsy).
Mocne oTpaboTKy areHTa apxMBMpPOBaHWSA OMNUCK
yoansaoTcs U3 3TOro NnpeacTaBneHus u
oTobpaxatoTcsa B npeactasnenHnn MocrynuBine
B B[] AX

Bosppamennbie OToGpakeHne onvcen aen, BO3BPALLEHHbIX Ha

ONMCH eI onepaTtmeHoe xpaHeHune u3 b AX

Monck OcyuwectBnsieT nepexon B b1 Mouck

Cnpaska Wcnonb3ayeTcsa ans nepexoda K cnpaeke no
paboTte ¢ 6a3oi AaHHbIX

O 6aze Mcnone3yeTca Ans nepexofa K OCHOBHOM

MHopmaunm no gaHHon 6ase

NOTHKA

¥ Ca




IMoxcucTeMa ONEPATHBHOIO M APXUBHOT'0 O noocucmeme onepamuenozo u apxueHozo
XpaHeHus Xpaunenus

HokymeHTbl B B[l OX nomevatoTcsi 3Ha4koMm, OTOOpaXkalolmMM €ero COCTOSIHME WUMNKN CcoAdepXKaHue
(Tabnwuua 3).

Tabnuua 3. 3Ha4ukm B[] OX

3Hauok OnucaHue

[eno HauaTo

[leno okoH4eHOo

=
W

] [eno B onucu

—

] [leno oTMeYeHo K YHUUTOXEHUIO

[.3.2. Bl OnepaTuBHOE XpaHeHUe JOKYMEHTOB

O6nacTtb Hasurauumn b OX[ cooepxunT cnegyowme npeacraenenms (PucyHok 2, Tabnuua 4).

.-.pr ES & OnepaTHBHOE XpaHEeHHE AOKYMEHTOB

L e L E)HDEDE nepyYeHe

Bce AOoKYMEHTHI

+ oPQ JaTa coznadua cratyc HauwMeHoBaHue
+| Cnymebnbie 3annckn
+ JanBHM I 27.11.2014 15:39 Ha onepaTMEHOM ¥paHEHWW MpoBepKa (Nara asTocnUMcaHua
+ MponzsonsHLIi goKyMeHT 19.11.2014 01:27 Ha onepaTMBHOM XpaHeHWn Ooroscp 8364 0o yKasaHHo# OaTtel
+] forosopel 10.11.2014 16:29 Ha onepatweHom xpaHeHun MpowssoneHeii_10/11
+ BxopauwmHe =
10.11.2014 14:57 Ha onepatwBHOM XpaHeHu Hosbld_10/11
+ Hoxopgawme
+ O6pawenns 10.11.2014 13:02 Ha onepaTMBHOM XPaHEHKWH  MW3YYEeHWUE CNyH. 3anuckun_10
+ Oreer 10.11.2014 12:38 Ha onepaTMBHOM XpaHEHMW TeMaTvka 3aAsku 10/11
Mo HoMmenwnaType aen 10.11.2014 12:09 Ha onepaTMBHoM xpaHeHun c3_10/11
Mownck 10.11.2014 10:31 Ha onepatweHom xpaHeHun CnyxebHeie zannckw_10_npuemka
Cnpaska 28.10.2014 10:55 Ha onepaTWBHOM XpEHEHWM MPOW3BONBHBIA OOKYMEHT_MPOBEPKE_YyTEEDHOSHWA
0 base
10.10.2014 15:32 Ha onepatveHoM xpaHeHun [MPOsepka opa 1
Boixon

24 44 1

PucyHok 2. B[] OnepaTuBHOe XpaHeHUe OOKYMEHTOB

Ta6nuua 4. NpepctaBnenua b4 OXA

MpepcraBneHue OnucaHue

Mou T0KyMeHTBI lD,OKYMeHTbI, B KOTOPbIX TeKyLLI,VIVI nonb3oBartesb Obl1 UCMONTHUTENEM

Bce noxymeHTBI Bce nokymeHThl, xpaHswmecs 8 61 OX[, B KOTOPbIX TEKYLUUIN NONb3oBaTenb ABNAETCH
MCNOMHUTENEM, COrMacyLWwmnm, NOANNCAHTOM U T.1.

OoPJ [okymeHTbl No Tnnam, xpaHswuecs 8 b1 OXI, B KOTOPbIX TEKYLLUIN NoNb3oBaTenb

SABNAETCHA UCNOMHUTENEM, Cornacyowmm, NogNUCaHTOM U T.M.
Cay:xe0OHble

3alMUCKH

3asaBKH

IIpou3BoJBLHBIHI
JOKYMEHT

Jdorosopsl

Bxoasimue

Hcxoasmmue

Oo6pamenust

OTBer
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IMoacucrema OIIEPATUBHOI'0 U APXUBHOI'O O noocucmeme onepamuenozo U apxXueHo2o

XpaHeHus Xpaunenus

npeACTaBHeHMe OnucaHue

ITo HomeHkaaTypE OToGpaxeHne AOCTYMNHbIX AN Nonb3oBaTens 4OKYMEHTOB, CrpynnUpPOBaHHbIX MO
ael HOMeHKnaType gen.

Kateropusauus: Noa, Tom gena, lokymeHT

IMouck OcyuwectBnsieT nepexog B b1 Mouck
Crnpaska Mcnonb3yeTca ans nepexofa K cnpaeke no pabote ¢ 6a30n JaHHbIX
O 6aze Mcnonb3yeTcs ansi nepexona K OCHOBHOW MHpopMaumm no gaHHon 6ase

B nobom npeacraBneHMM BO3MOXHA COPTMPOBKA MO onpefeneHHbiM ctonbuam. [Ana Toro ytobbl
OTCOpPTMPOBaTb [AOKYMEHTbl MO OfgHOMYy M3  aTtpubyToB, cneayeT HaxaTb  3arofioBOK
COOTBeTCTBYIOLLEro cTonbua.

HokymeHTbl B B[] OX[ nomevaloTca 3HAYKOM, OTOGpakatoLwmMM ero COCTOSIHME WU COAaepKaHue
(Tabnuua 5).

Ta6bnuua 5. 3Hauku B OX[

3Ha4vok OnucaHue
o JokymeHT oTmeHeH (anst OP)
& [OKyMeHT nocTaBneH Ha obLMIA KOHTPONb (KpacHbIN Lwap)

[.3.3. Bl ApxuBHO€E XpaHeHne

O6nacTtb HaBuraumm B[] AX cogepxut cneagytowme npegcraenennsa (PucyHok 3, Tabnuua 6).

irase . Y
-,.'( c'an APXMBHO® XpaHEHHe T B ‘@’0@
bt BADHYTE 13 ONEPATHERGS XDANEHNE
16 rytiemme
Onwcs gan B armew Hawrusionaimn - [lara Tlowxysenm rwe comn Dlosysamser it npsann Cranye

OfMC coanmiImR
Jmna

|- 2013
Hurggann

Hoean onnce 10.06.2013  AgemnnctpaTop Cepreil Ospon Bupocoss B spxnne

Cpline XPamminm we T BAASRNHPOaN.

L _
a9 i 5332 15052013 Acpwunctparcp Caprait
BEnagnmupotine

£ spxuEN

Soxyranis & fane

Noecs v - -
TP T T 49.05.3013 Agmmuncipatog Cepres

Crpramea Bnaanmnpoans

£ apxenn

0 Saze 2345 54321 39.05.2013  Asswnwciparcp Ceprei Epar oann
fuxopn Daagammnposie Cranucnaposuy

w

aoxnne

PucyHok 3. lNpeacrtaBnenusa b AX
Ta6nuua 6. NMpeacraBneHus b AX

MpeactaBneHue OnucaHue KaTteropumn

HocTynuBmiue OTobpaxeHne NOCTYNMBLLMX OMNUCEN Moo, Onuckb
4en U3 Mogyrns onepaTtmMBHOIO
XpaHeHus (onucu B cTaTyce
«OTnpaBneHa B apxuB»)

Onucu aen OTo6paxeHne NPUHATLIX MO ONUCAM lon
TOMOB Jefn B apxvB (Onmcu B cTaTtyce
«B apxuBe»)




IHoacucremMa onepaTHBHOIO H APXMBHOI0

XpaHeHUusA

O noocucmeme onepamuenozo U apxXueHo2o

XPAaHenun

MpeacraBneHue

OnucaHue

KaTteropumu

Hena

OTobpaxeHue gen, KoTopble

lNoa, Onucb

HaxoOATCcsa B COCTaBe onucen:
OTMNPAaBMEHHbIX B apXMB, NMPUHSATBIX Ha
apXuBHOE XpaHeHue, a Takke
BblAaHHbIX UX apX1Ba Ha
onpeaerneHHbIN CPoK (aena B ctatycax
«OTnpaeneHo B apxuBy, «B apxuse»,
«BblgaHo 13 apxvBay)

OTo6paxeHne TOMOB Aen, BblaaHHbIX lon, Tom gena
N3 apxuBa Ha onpeneneHHbIn Cpok

(oena B ctatyce «BblgaHo nx apxvea»)

BreimaHbl

Toma pgen, CPOK XpaHEeHUA KOTOPbIX
NCTEK B COOTBETCTBUMN C HaCTpOVIKaMM
CUCTEMDI

Cpok XpaHeHHS HCTEK lNog, Mynkr HA,

OTobpaxeHne TOMOB Aen, KOTopble
OblNIM NOMEYEHbI AN YHUYTOXEHNS

K ynnuToxeHn1o lNog, Mynkr HO,

OTobpaxeHne OKYMEHTOB,
NMOMELLEHHbIX B TOMa Aerl, KoTopble
HaxoasTcs B apxuee

JIOKYMEHTHI B J1ej1e loa, Onwuce, Mynkt HA, Tom gena

Mouck OcywectensieT nepexog B b[] Mouck
CrnpaBka Mcnonb3yeTcs ans nepexoaa k

cnpaeke no pabote ¢ 6a3oi AaHHbIX
O 6aze VMcnonbayeTtca ons nepexona K

OCHOBHOW MHbopMaL MM NO AaHHON
Oase

B ntobom npencrtaBneHnn BO3MOXHaA COPTUPOBKa MO ornpeaesnieHHbIM ctonbuam. [Ons Toro YTOObI
oTCcopTupoBaTb  OOKYMEHTDI no ogHomMmy 1”3 anVI6yTOB, cnenyet HaXaTb  3aroJyioBoK
COOTBETCTBYHOLLEro ctonbua.

HokymeHThl B B[] AX noMeyvaroTcsl 3Ha4KOM, OTODpaXKatoL MM ero COCTOSIHUE UIu CoaepXKaHme.

Tabnuua 7. 3Haukmn B AX

3Ha4YokK OnucaHune

3Ha4ok onucu

[Mpun3Hak noMeLleHns Ha apXmBHOe XpaHeHue (cTaTtyc «B apxusey)

3Ha4ok gena

Ccblnka Ha JOKYMEHT

Mpu3Hak ctatyca gokymeHta «OTnpaBneH B apxuey, gena — «OTnpaBrieHo B apxuBy,
onncn — «OTnpaBneHa B apxmB»

Mpu3Hak BblauM gena M3 apxuea Ha Pyku Ha onpegeneHHbIn Cpok

g

[.3.4. B1 ApxBHOE XpaHeHNe AOKYMEHTOB

O6nacTtb Hasurauuun B[] AX[ cogepxuT cnegyrowme npeacrasneHns (PucyHok 4, Tabnuua 8).
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XpaHernus

ApXHBHOE XpaHEHHE
AOKYMEHTOB

Mon QOKYMEHTEI

Bce qoKyMeHThI

orPn

CnyyebHbIE 3anHcKu
3anBKH

Noroeopsl
Bxogawne
Hoxopawmne
ObpaweHnn

Orser

+

Mo HoMeHrNaType aen

NMonck

CnpaBka

O baze

Beixon

m

Tun
A0n.cornaweHu:

HaumeHoBanwe Hata

N CraTyc
pErMCTRALUMKM ~

R

‘ ‘ Homep N

PucyHok 4. MNpeactaBnenusa b AX

Tabnuua 8. lNpencraenenna b AX[,

MpeacraBneHue

OnucaHue

Mou 10KyMEeHTbI

,D,OKyMeHTbI, B KOTOPbIX TeKyLlJ,VIVI nonb3oBaTenb ObliT UCMONHUTENEM

Bce 10KyMeHTBI

Bce gokymeHThbl, XxpaHsawmecs B b AX[, B KOTOPbIX TEKYLLMIA NONb30BaTerNb
ABNSIETCA UCMONHUTENEM, COMMNacyLMM, NOAMNMCAHTOM U T.M.

OoPJ1

Cay:xe0Hble 3aIMCKHU

3asaBKH

Jorosopbi

Bxoasiiue

Hcxoasmmue

Oopawenust

OtBer

JokymeHTbl no Tunam, xpaHawmecs B b1 AX[, B KOTOPbIX TEKYLLNIA
Nnonb3oBaTenb SABNAETCA UCTMOMHUTENEM, COTMacyoLmMM, NogNUCaHTOM U T.N.

Ilo HoMeHKIaTYpe e

OTobpaxeHne OOCTYNHbIX AN Nonb3oBaTens JOKYMEHTOB, CrpyNMMPOBaHHbIX MO
HOMeHknaTtype aern.

KaTeropusauus: Nog, NyHkt HAO, Tom gena, JokymeHT

IMouck Ocyulectenget nepexop B b Mouck
Cnpagka VMcnonb3ayeTcsa Ans nepexoda Kk cnpaske no pabote ¢ 6a3oi fgaHHbIX
O dase VMcnonb3yeTcst Ans nepexofa K OCHOBHOM MHAopMaLmn No gaHHon 6ase

[.4. JdTanbl onepaTUBHOIO U apXMBHOIrO XpaHeHUs

XpaHeHne OOKYMEHTOB BKIlOYaeT B cebs aTanbl, npeacTaBneHHble B Tabnuue (Tabnuua 9).

Ta6nuua 9. 3Tanbl onepaTMBHOro U apXMBHOIO XpaHeHUs!

Ne
dTtan OnucaHue aTana
n/n
1 Benenue gen Co3pgaHue 1 3anonHeHne KapToYek HOMEHKNaTypbl gen.
CosgaHune 1 3anonHeHne kapTodek aen

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

O noocucmeme onepamueHozo U apxXueHo2o

XpaHeHus XpaHenusn
Ne
dran OnucaHue 3atana
n/n
2 Momenrenne 1okymenToB | [lomMelleHne Konui JOKYMEHTOB B AeNO B pyHKUMOHANbHbIX 6a3ax AaHHbIX.
B J1€J10 lMomelLeHne NOANNMHHNKOB JOKYMEHTOB B 4eNn0 B (PyHKUMOHAmNbHbIX 6a3ax
AaHHbIX (aBTOMaTMYeckn unm ¢ ydactuem OB[).
[MpocTaBneHue B kKapToUuke JOKYMEHTa OTMETKM O NOMELLLEHWUM OpurmHana/konmm
B AEN0 C yKasaHuem Aena v nHgekca gena
3 Mepememenne MocTynneHne AOKYMEHTOB U3 (pyHKLUMOHamNbHbIX 6a3 B 6a3bl AaHHbIX
JOKYMEHTOB B 6a3bl onepaTMBHOMO XpaHeHUst LOKYMEHTOB MO UCTEYEHUIO CPOKOB XpaHEeHNs 1
ONnepaTUBHOrO XpaHeHHusi | BbINOMHEHMWIO BCEX YCITOBUA apXnBMUPOBAHUS
AOKYMEHTOB
4 ®opmupoBanue aea 1 | CosgaHve n 3anonHeHne KapToYKM ONMCK Aen And nepeaayn AOKYMEHTOB
nepegavyd B apxuB B apxuB
5 Ilepenaua ges (TomoB) OTnpaBka chopMMPOBaAHHOM OMNNCKU B apXmB
C JOKYMEHTAMH B apXHuB
o ONnMucCHu
6 KoHTpoab ucreyeHus dPopmupoBaHMe CNNCKOB Aen (C UCTEKLMM CPOKOM XPaHEHWs1) Ha YHUYTOXEHME.
CPOKOB 0NEPATUBHOIO [MeyaTb akTOB Ha YHUYTOXEHUWE aern
XpaHeHus,
¢opMupoBaHue aKTOB HA
YHHUYTOXKCHUEC
7 IMosyuenue aea no onucu | [puem onucu B apxuse
aeJ1, hopMupoBaHue BosBpart onvcu Ha onepaTtmMBHOE XpaHeHne (Mpu HeoBXo0AMMOCTH).
Tonorpagpu4YecKkoro BHeceHwue Tonorpamyecknx aHHbIX B KAPTOYKN NPUHATBIX MO ONUCK Aen.
yKa3zareJs
8 Brbi1aua 10KyMEHTOB Bblgava gena unv gokymeHTa u3 apxusa (Npu 3TOM B JOKYMEHTE NpoM3BOANTCSA
W JIeJ1 U3 apXUBa, COOTBETCTBYIOLLLASA NOMETKA, a TaKkkKe yKasblBaeTCs NnaHupyemblii CPOK
KOHTPOJIb BO3BpaTa BO3BpaTa), a Takke BO3BpaT Aena Ha apXvMBHOE XpaHeHue
9 KoHTpoab ucreyeHus dopMmpoBaHmne CNNCKOB Aern (C UCTEKLLMM CPOKOM XPaHEHUS) Ha YHUUTOXEHME.
CPOKOB apXHBHOI'0 [MeyaTb akTOB Ha YHUYTOXEHUWE aern
XpaHeHud,
¢opmupoBaHue aKTOB Ha
YHUUYTOXKCHHE

NOTHKA

C3A4
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IHoacucremMa onepaTHBHOIO H APXMBHOI0 Hacmpoiika 6a3 dannsix noocucmemul
XpaHeHus!

Il. HacTponka 6a3 gaHHbIX NOACUCTEMBI

HacTtponka 6a3 pgaHHbix OnepaTuBHOe XxpaHeHue, OnepaTtMBHOe XpaHeHWe [OKYMEHTOB,
ApxuBHOe xpaHeHue N ApXMBHOE XpaHEeHMe [OKYMEHTOB MpPOM3BOASTCS B COOTBETCTBYOLLEM
OOoKyMeHTe HacTpoek B AamuHuctpupoBaHue (CM. JOKyMeHT «Jlormka C3[0 - PykoBoactso
aZMUHUCTpaTopar).

[I.1. HacTpouka ypoBHeun gocTtyna

[I.1.1.HacTtpounka ypoBHen aoctyna b1 OnepatuBHoe xpaHeHue

PekoMeHayeMblIi OCTYN MO YMOMNYaHUIO: ABTOpP C IPaBOM COBNAHMS HNOKYMEHTOB.

Tabnuua 10. Ponn B B

Ponb PYHKLMMN
[Admin] [MpaBo Ha co3gaHue 1 KOPPEKTUPOBKY KApTOYeEK Aen
[BR_ArchAdmin] MMpaBo Ha paboty B B[] OX
[BR_NDAdmin] [MpaBo Ha co3gaHne AoKyMeHTOB 1 konui B B[] OX

[I.1.2.HacTponka ypoBHen aoctyna b1 OnepatnBHoe xpaHeHUe AOKYMEHTOB

PeKOMeHD,yeMbII‘;I AOCTyn Nno ymosi4aHuto: Her pocTyna.

Ta6nuua 11. Ponu B B[4

Ponb PyYyHKLUMN
[Admin] AOMUHUCTPATUBHASA posib AN BUAMMOCTU NpeacTaBneHns HacTPOeK
[Extreme] [ocTyn Ha YTeHne BCEX JOKYMEHTOB
[Install] [aeT npaBo py4HOro co3gaHus A3blKOBbIX JOKYMEHTOB B oopMe HacTpoek B[]
[Process Reader] [aeTt npaBo Ha YTeHne Bcex AokymeHToB B[l. [lomkHa 06s13aTeNbHO yCTaHaBNMBaTLCA
AN agMUHUCTPATOPOB
[Process Server] MpaBo cosgaHus o6LWmx HacTpoek B B[

[1.1.3.HacTpounka ypoBHen goctyna b1 ApxuBHoe xpaHeHue

Pekomenayembi 4OCTYN MO yMON4YaHuioo: Her mocrTyna.

Tabnuua 12. Ponun B Bl

Ponb PyHKLUMN

[Admin] MpaBo Ha KOPPEKTUPOBKY KapToyek Aen

[BR_ArchAdmin] lMpaBo Ha paboty B B[] AX

[I.1.4.HacTtpouka ypoBHeu goctyna bl ApxmBHoe XpaHeHUe JOKYMEHTOB

PekomeHgyembIn 4OCTYN MO yMOMN4YaHuio: Her mocTyna.

Ta6bnuua 13. Ponun B Bl

NOTHEKA 12
¥ ¢34




IHoacucremMa onepaTHBHOIO H APXMBHOI0 Hacmpoiika 6a3 dannsix noocucmemul

XpaHeHust
Ponb DPyHKUNMU
[Admin] AAMWHWUCTPaTMBHAas ponb ANs BUAMMOCTU NPeACTaBeHNs HacTpoeK
[Extreme] JocTyn Ha YTeHWe Bcex JOKYMEHTOB
[Install] [JaeT npaBo py4HOro co3gaHns si3blIKOBbIX JOKYMEHTOB B dopme HacTpoek bl
[Process Reader] [aeT npaBo Ha YTeHue Bcex AokymeHToB B[l. [lomkHa oba3aTenbHO ycTaHaBnMBaTbCA
ANns agMUHUCTPaTOpOB
[Process Server] lMpaBo co3gaHusa obuwmx HacTpoek B B
[BR_ArchReader] [MpaBo Ha YTeHWEe BblAAHHbIX U3 apXm1Ba LOKYMEHTOB

[1.2. HacTtpouka Bl OnepaTuBHOE XpaHeHue

[ns BbinonHeHns HacTpoek B[] OnepaTtuBHOE XpaHeHUEe HYXXHO:

1.

OtkpbiTo B AaMuHucTpupoBaHue U1 BblbpaTb npeactasneHve Hacrpoiiku Moxyseii:
Tekyuue HacTpOKH.

BbiGpaTtb oKyMeHT HacTpoek B[1 OnepaTtuBHOe XxpaHeHue.

Mepentn Ha BKkNagky Hacmpolku bBf] w Haxatb Ha naHenu [EenCTBUMA  KHOMKY
[PepakTnpoBaTthb].

3anonHuTb nons Bknagku Hacmpodku B4 v (Tabnuua 14, PucyHok 5).

BbInTn 13 pexnma peaakTMpoBaHUS HACTPOEK, HaXkaB KHOMKY [3aKpbITb] Ha NaHenu 4encTBun
1 NoATBEPANB HEOOXOAMMOCTbL COXPaHEeHUs MHAOpMaLNN.

Ta6nuua 14. MNonsa Bknapgku «HacTtponkn BO» B OX

Mone OnucaHune

Konuyecmeo nem YkasaTb KONM4YecTBO NeT, 4OCTYNHOe Ha Bbibop B nyHkTe HI

Ha eblbop e
nyHkme H[

Cnucok

donycmumbix

murnoe

JOKyMeHmoe

BbibpaTb TNl AOKYMEHTOB, C KOTOpbIMM ByaeT ocyLecTBNATLCA paboTa B gaHHon B[]

HacTtpokkd Bl | HacTpolkw areHToB ] Aappecyermblie BWAbl | VICTOPWA peaakTyvp

KonuyecTeo NeT Ha Beifop B NyHETE HA |SD

CNHCoK AONYCTHMENX THNOE JOKYMEHTOE! BxoAAWKA 3KCNenHLHA
MpoMsEONEBHEIA LOKYHEHT
Cny#ebHaA zanMcka
oPa

JanAekra

dorosop

Bxonaumi

McxoaAw KA

OfpauLeHHe

B A A A A A

QTEET Ha obpaweHkHe

PucyHok 5. Bknapgka «Hactponkmn B» B[ OX




IHoacucremMa onepaTHBHOIO H APXMBHOI0 Hacmpoiika 6a3 dannsix noocucmemul

XpaHeHUusA

[1.3. HacTpouku cBsizen ¢ 6aszamu gaHHbix B AXO v B OXA

Ona Hactporkn ceszen B OXA (B AXO) ¢ ApyrMMy MOAYISAIMU CUCTEMbI HY)KHO:

1.

OtkpbiTe B1 AaMuHucTpupoBaHue U1 BblbpaTb npeactasneHve Hacrpoiiku Moxyeii:
Texkyuue HacTpPOKH.

Bbibpatb gokymeHT Hactpoek Bl OXA (B4 AXA) v HaxaTb Ha nNaHenuM OEWCTBUA KHOMKY
[PepakTnpoBaTtb).

Mepentn Ha Bknagky Hacmpolku B w ykasaTb B none JOnekTpoHHble o6pasbl OXA
(OnekTpoHHble 06pa3sbl AX[) cooTBeTCTBYOLWYO 6a3y AaHHbIX.

BbInTn 13 pexnma peaakTMpoBaHUS HACTPOEK, HaxkaB KHOMKY [3akpbITb] Ha naHenu AencTBun
n NoATBEpPANB HEOOXOAMMOCTbL COXPaHEeHUs MHAOpMaLNN.

[I.4. QononHuTenbHble HacTponku B AXO v b1 OX[

,D,J'IFI BbINOJTHEHUA OONONHUTENIbHbIX HACTPOEK HY>KHO!:

1.

OtkpbiTo B AaMuHucTpupoBaHue U1 BbibpaTb npeactasneHve Hacrpoiiku Moxyseii:
Tekyuue HacTPOKH.

BbibpaTb gokyMeHT HacTpoek B[l ApxuBHoe xpaHeHue pokymeHtoB (B[l OnepatuBHOe
XpaHeHne [OKYMEHTOB).

Mepentn Ha BkNagky JonosilHUMesnlbHO W HaxaTb Ha nNaHenn AOenCTBUA  KHOMKY
[PepakTunpoBaTtb].

3anonHuTb nons Bknagkn JononHumensHo (Tabnvua 15, PucyHok 6).

BbINTn 13 pexnma peaakTMpoBaHUs HAaCTPOEK, HaxaB KHOMKY [3aKpbITb] Ha naHenu AencTBun
1 NoATBEPAUB HEOOBXOAMMOCTb COXPaHEeHUs MHAOpMaLnN.

Ta6bnuua 15. Mona Bknaaku «JononHUTENbLHO»

MNone Onucaxue
Cnucok Bbibpatb Tvnbl JOKYMEHTOB, C KOTOPbIMK ByAeT ocyLlecTBNsATbCA paboTa B AaHHou B
donycmumbix
munoe
JOKyMeHmoe

NOTHKA 14




IHoacucremMa onepaTHBHOIO H APXMBHOI0 Hacmpoiika 6a3 dannsix noocucmemul

XpaHeHUusA

HacTpo#HKkH Eﬂ] OononHWTEenbHO HacCTpoHKH areHToB

CNUCoK O0MyCTUMEDX TUNOE O0KYMEHTOB! Brxoonwmin JKcneanuma
MNpoM3B0NbHEIA O0KYMEHT
CnyxebHan zanucka
ora

3afABKa

Oorosop

Bxognwmi

Moxooawmi

ObpaweHne

OTeeT Ha obpaweHve

CoBewaHue

B ¥ A 4 4 B4 B 4 B4 I A

MpoTokon

PucyHok 6. Bknagka «OnonHUTENbHO»

[I.5. HacTpounka areHTOB

,D,J'Iﬂ HaCTDOVIKM areHToB 6as3 OaHHbIX CUCTEMbI HY>XHO:!

1.

OTkpbiTe Bl AgMUHUCTpUpOBaAHME U nepenTn B npeactaeneHve Hacrpoiikum MomyJieii:
Tekyuue HaACTPOHKMU.

BbibpaTb AOKYMEHT HacTpoek Heobxoammon 6asbl AaHHbIX.
MepenTtn Ha BkNagky Hacmpoliku azeHmMoe 1 HaxaTb KHOMKy [PeaakTupoBaTthb).

Ha Bknagke Hacmpoliku azeHmoe B nornie AzeHm BbIGpaTb HEOOXOAMMBIN areHT U 3anosfHUTb
cooTBeTcTBYOLWMe emy nons (Tabnuua 16, PUcyHok 7).

COXpaHI/ITb N3MEHEHUA.

AHanorMyHbIM cnocobom OCyLLIECTBAETCA HACTPOWMKa areHTOB BO BCEX HACTPOEYHbIX JOKYMEHTaxX
moaynen B 61 AABMUHUCTpUpOBaHue.

Tabnuua 16. Nonsa Bknapku «HacTponkn areHTOB»

Mone OnucaHune
BKrnroyeH Ha YcTaHoBuTh dhnar, eCniv areHT BKIIOYEH Ha cepBepe. B cocegHem none criegyet BbibpaTb
cepesepe N3 cnncka cepeep

Cmamyc 3anonHaeTcs aBTOMaTuyeckn
Aemop 3anonHaeTca aBTOMaTuyeckn
Kommenmaputi YKa3aTb KOMMEHTapuii Npu Heo6xogMMOoCTH




IHoacucremMa onepaTHBHOIO H APXMBHOI0

XpaHeHUusA

Hacmpoiika 6a3 dannsix noocucmemul

ArenT:

OBHOEWMTE COMCOK

W Brnioued Ha cepeepe: Mwoboi cepeep

Crartyc: OB
AgTop: BRDoc/datatech
KOoMMEHTaPMIA:

HacTpoHKkn areHToB l AnpecyemMbie BUbl ] WMcTropua peakTHpoBaHHA ]

MessageReturnCoc
essageReturnDocTom

PucyHok 7. Bknagka «HacTpowku areHToB»

[1.5.1.HacTtpouka areHToB B[1 OnepaTtuBHOe XpaHeHue

Mpouecc HacTponkn areHToB NoapodHO onucaH B pa3aene 1.5 HacTtpoiika areHToB.

MepeueHb areHToB B[1 OnepaTuBHOEe XpaHeHue npeacrasrneH B Tabnuue (Tabnuua 17).

Tabnuua 17. ArenTtbl B[] OnepaTuBHoe xpaHeHue

AreHT Ha3HauyeHue Korpa BbinonHseTcs
Archiving MepeHocut onvcu 3 B OX B B AX Pa3 B cyTku
W JOKyMeHTbI no onucam us b OXA
B B AXO
AreHT\MOXHO N OTNpaBnTb [MpoBepka onucen Ha nNpeameT nepexoaa Pa3 B cyTku
ONNCb B apxmB BCeX AOKYMEHTOB B fernax (B coctaBe
onucen) B b OXO
lotus.onServer.nomenclarure. | lNMpoBepka M3MEHEHUI B KapTOUKax Pa3 B 2 yaca

updateDepAndResp

HOMEeHKNnaTyp gen u oBHoBNEeHne KapTo4ek
[en B COOTBETCTBUMN C HAWAEHHBIMU
N3MEeHEHNAMU

lotus.onServer.nomenclarure.

updateHierarchy

OOHOBRAET MepapXmo MNYHKTOB
HOMEHKNATYyp AEeN U CO34aHHbIX Ha UX
OCHOBe TOMOB f€fl, a Takke npaBuT
BUANMOCTb nyHkToB H Ang
nonb3oBaTenemn

Pa3 B 2 yaca

OuncTka KOp3WHbI

[1.5.2.HacTpounka areHToB B[] OnepatuBHOe XpaHeHUe [OKYMEHTOB

Mpouecc HacTponkn areHToB nogpobHo onucaH B pasgene 1.5 Hactponka areHToB.

MepeyeHb areHtoB B[l OnepatuBHOE XxpaHeHWe [OKYMEHTOB nMpeacTaBneH B Tabnuvue

(Tabnuua 18).

Tabnuua 18. AreHTbl B[] OnepaTtuBHOe XpaHeHMe AOKYMEHTOB

AreHT

Ha3HauyeHune

Korpga BbinonHsieTcs

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0 Hacmpoiika 6a3 dannsix noocucmemul
XpaHeHus!

AreHT HasHaveHue Korpa BoinonHseTca
OGHOBMNEHNE KOHTpareHToB O6HoBnEHNe aTpMOYTOB KOHTPAreHToB 13 3anycKkaetca exenHesHo B 3.00
OOKyMeHTa ¢ uHcdopmaumii n3 b BHewHue
agpecarbl

[1.5.3.HacTpouka areHToB B[] ApXxuBHOE XpaHeHune

Mpouecc HacTponkn areHToB NoapobHO onucaH B pasaene 1.5 HacTtpoiika areHToB.
MepeuyeHb areHToB B[l ApXxBHOE XpaHeHue npeacrtaeneH B Tabnuue (Tabnvua 19).

Ta6nuua 19. AreHTtbl B[l ApxuBHOE xpaHeHue

AreHT HasHa4yeHune Korpa BbinonHsieTcs

MessageReturnDoc Paccbeinaet ysegomnenms 06 ncteveHum Pa3 B cyTku
CpoKa Bo3BpaTta JOKYMEHTOB (CPOK KOTOPbIX
NCTeKaeT B CKOPOM BpEMEHW)

MessageReturnDocTom Paccbinaet yegomneHus 06 ucteveHum Pa3 B cyTkm
CpoKa Bo3BpaTta JOKYMEHTOB (CPOK KOTOPbIX
NCTEK)

[1.5.4.HacTpounka areHToB B[] ApXxBHOEe XpaHeHNe AOKYMEHTOB

lMpouecc HacTponkn areHToB NnogpobHo onucaH B pa3aene 1.5 HacTtponka areHToB.

MNepeyeHb areHToB B[l ApxMBHOe XxpaHEeHMe [OOKYMEHTOB npeAcTaBneH B Tabnuue
(Tabnuua 20).

Ta6bnuua 20. AreHTbl B[] ApXxMBHO€e XpaHeHne AOKYMEHTOB

AreHT Ha3HayeHue Korga BbinonHseTcs
O6GHoBREHNe KOHTpareHToB O6HoBneHne aTpnbyTOB KOHTPareHToB U3 3anyckaetcsa exegHesHo B 03.00
OOKyMeHTa ¢ uHpopmaumi n3 b1 BHewHune
agpecarbl

II.6. HacTpouka agpecyemMbix BUAOB
Mpn pernctpaumm 6a3bl AaHHbIX B KommyTatope Bce AOCTyMHble npeactasneHns B 6Hase
A06aBnsATCA Ha BKnagky Adpecyembie 8udbl B JOKYMEHTAX HACTPOEK (PyHKLMOHANbHbIX MOAYNEN.
[na nmnopTa 3HayYeHui ¢ Bknagku Adpecyembie 8UObl HYXXHO:

1. OtkpbiTb Bl ApMuUHMUCTpUpOBaHMe U1 nepentn B npeactasneHne Hacrpoiikm momyseii:
AnpecyeMblie BHABI.

2. HaxaTtb kHonky [[lo6aBuTb BUAbLI U3 6a3bl].
3. B nosiBuBLWIEMCS ANanoroBom okHe BblbpaTb 6a3y AaHHbIX U HaxaTb KHonky [OK].

B pesynbTaTe BbINOMHEHHbIX AENCTBUIA NpeacTaBneHmsa aobasneHHbix 6a3 cTaHyT OOCTYNHbI Ans
BblOOpa Ha Bknagke M36paHHble MOOysu B OKHE HacTpoek [MaBHOW cTpaHuubl (6onee noapobHO
HacTporka [naBHoON cTpaHuLbl onnucaHa B gokymeHTte «Jlormka CO[-OC-8-CnyxebHble 6a3bl JaHHbIXY).

Mpwn HaxxaTum kHonkn [lo6aBMTb HOBbLIN BUA] MOXHO BPY4YHYO 406aBUTb HOBbIV UK yAaneHHbIN
BMA ANA oTobGpaxkeHnst B OkHe Bblbopa npeactasneHuin Ha ['C.

NOTHEKA 17
¥ ¢34




IHoacucremMa onepaTHBHOIO H APXMBHOI0 Hacmpoiika 6a3 dannsix noocucmemul
XpaHeHus!

B npeacraesneHun Hacrpoiiku moayseii: Axpecyemble BHAbI, @ TaKkKe Ha Bknagke Adpecyemsble
eudbl fokymeHTa HacTpoek B[l OnepatuBHoe xpaHeHue M B[] ApxuBHOe XpaHeHue Mo KHomnkam
[OTKnOuMTL] 1 [BKNOYMTb] €CTb BO3MOXHOCTb, COOTBETCTBEHHO, OTKMOUMTL WKW  BKITHOYUTD
oTobpakeHne npeactasneHns Ansi Bbibopa Ha Bknagke U36paHHbIe MOOynu.

NOTFTHEKA 18
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[Moacucrema onepaTUBHOIO U APXUBHOI'O Paboma c modynem Onepamuenoe xpanenue
XpaHeHus

lll. PaboTta ¢ moaynem OnepaTuBHOE XpaHeHUe

[11.1.O6wan cxema paboTbl
Pa6oTta ¢ moagynem «OnepaTMBHOE XpaHEHWE» JOCTyMNHa COTpyAHWKam, obnagarowum ponsmu
OTBeTCTBEHHHM 3a BejeHme pgei, AgpMmumcrpaTop HI, a TaKKe agMUHUCTPATOPY CUCTEMBbI.
Mpouecc onepaTMBHOIO XpaHeHUs AOKYMEHTOB BKMNtoYaeT B cebs criegyroLume atanbi:
e co3sgaHue HomeHknatypbl gen (b4 OX);
e cospgaHue gen (B B OX, dyHkumMoHanbHble BL);
e romeLleHne JOKYMEHTOB B Aeno (B dyHKUMoHanbHbIx B);

e aBTOMaTn4yecCkoe nepemMmelleHne LOOKYMEeHTOB B B,D, OX no OKoH4YaHWo CpOKa XpaHeHuA,
YKa3aHHOro B HaCTpOIZKaX d)yHKLI,VIOHaJ'IbeIX 683, N Npn BbINOJTHEHUN yCﬂOBMVI nepeHoca B
OI'IepaTVIBHbIIZ apxums, nHOMBMAYyanbHbIX OANA KaXO0ro tuna AOKYMEHTOB;

o hopmupoBaHue onuncen gen ona nepegayn B apxue (B b OX);
® KOHTPOSlb UCTEYEHMS CPOKOB XpaHeHus1, hopMUpoBaHue akToB Ha yHuuToxeHune (b OX);
e nepegadva gen (TomoB) ¢ gokymeHTamu no onvcu B b ApxunBHoe xpaHeHue (B B[] OX).

lMomelueHne noanMHHMKA UM KOnuuM OOKYyMeHTa B Aeno ocyuwectensaetca B b KaHuenspwus,
b OrI, 6] MpuHaTne pewenun n 61 CoBewaHus.

OpwvrvHanbl JOKYMEHTOB (hyHKLMOHAaIbHbIX 6a3 MOryT GbiTb MOMELLEHbl B AEN0 NpY HaxoxXaeHun
[OKyMeHTa B noboOM cTaTyce nocre ero peructpauum (cuctema He npedycmaTpuBaeT NoMeLleHue
opurMHana B Oerno KapTodku coBellaHusl). NMomMecTuTb opuriHamn npous3BOSIbHOrO AOKYMEHTa B A€o
MOXHO cpasy Mocrie Toro, Kak kapTouyka [OKymeHTa OyaeT cosgaHa M coxpaHeHa (Mpyv 3TOM B Hel
[0JKeH GbITb YKasaH PercTpaunoHHbIN HOMep 1 AaTa pernctpauum).

Konun OOKYMEHTOB (byHKLl,I/IOHaJ'IbeIX bas MoryT ObiTb NOMeELLEHbI B Aeno npn HaxoXxgeHun
OOKyMeHTa B nodom ctaTtyce, KpomMe Cctaaunm noarotToBKu (CI/ICTeMa HEe npegycMartpmuBaeT nomMmeuieHue
KOonunn B AeNo KapToO4kn coBelaHn4a 1 Npon3BOJSibHOIo ﬂ,OKyMeHTa).

Mocne nomelleHnsa B Aeno opuUrMHana AoKyMeHTa B KapTovke AOKYMeHTa oTobpaxkaeTcsa npusHak
nomeLleHnsa B geno opurmHana gokymeHta (PucyHok 8). Nocne nomelleHnst B 4erno KonmMuM OOKyMeHTa B
B OX otobpaxaeTcsi Npu3HaK NoMeLleHus B 4eno Konum okymeHTa (PUcyHok 9).

| Cospats ='@Ony6nm<oﬁam éOmEHMTh OOKYMEHT l"‘}" E| Mopyuerue = T o o % AononHUTENBHEIE ASACTEMA

OP[1 (MpoTokon) N2 220 ot 18.09.2014. ; v
B gene

WHdropMauma no AoKyMEHTY

AononuurensHana nHdopMauna

PMCVHOK 8. an3HaK nomMmeuleHns noanMHHMUKa OQOKyMeHTa B Aeno
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K YHHUTOMEHHID * +/33232y46 + 8307666

Onuck aen npoBEepKa roToB K CNWcaHWi B aenc - B nene

PVIcyHOK 9. anI3HaK nomMeLwieHna Konnn QOKyMeHTa B Aerio

.1.1. YcnoBua nepexosa [AOKYMEHTOB (hpyHKUMOHanNbHbIX 6a3 B

cTaTyCbl «lF'oToB K cnucaHuto B geno» n «B pene»
B dyHkumoHanbHbix B, nocne npoxoxaeHus pabounx ctagun ob6paboTkm OOKYMEHTbI nonyyaroT
ctatycbl «[OTOB K cnncaHuio B eno», «B genex.

[oKyMeHTbI Takke NepexoanT B ctaTyc «[0TOB K cnucaHunio B aeno»/ «B gene» npv NnpuHyaMTensHOM
3aBepLUeHnn paboTbl AOMUHMCTPaATOPOM (3aBepLueHme NpoLeccy No AOKYMEHTY OMUCaHo B
pokymeHTte «Jlornka C3[ - PykoBoacTBO agMuHuUcTpaTopay).

.1.1.1. YcnoBusa nepexopa pokymeHtoB B[l KaHuenspusa B ctatycbl «[O0TOB K

cnucaHuio B gerno» un «B gene»

Bxogawmin AOKyMeHT nepexoauT B cTaTyc «[OTOB K CMcaHuio B Aeno» U3 CTaTyCoB:

o «lpnem un peructpauusa», «lNpegBaputenbHoe paccMmoTpeHune», «Ha paccmoTpeHuny, «Ha
ncnonHeHum», ecnun PernctpaTtop, MNpegsaputensHO paccmaTtpuBalowun, PaccmaTtpusatowmin,
KoHTponep Haxanu kHonky [PaboTta nmo AOKyMeHTy 3akoHuYeHa] (3asepumnu paboTy no
AOKYMEHTY/KOHTPOSEpP CHAN AOKYMEHT C KOHTPONS).

e «Ha vcnonHeHUn»:

o HeKOHTPOmnbHbI JOKYMEHT: aBTOMATUYECKM MOCNE UCMONMHEHUSI MOPYYEHUI (YTBEPXKOEHUS
KOHTPOSIbHbLIX MOPYYEHMWI MO AOKYMEHTY).

o KOHTpONbHbIN JOKYMEHT: aBTOMAaTMYECKW MOCIe WCMONHEHUS MOPYYEHWI (YTBEPXKOEHUS
KOHTPOSbHBLIX MOPYYEHMI MO [OOKYMEHTY), ecnu B TUNOBOM MaplipyTe o06paboTku
AOKYyMeHTa ycTaHoBneH cnar Aemomamuyeckoe cHAmue OOKymMeHma ¢ obuje2o
KoHmposisi (6e3 y4acTmua KoHTporepa no JOKYMEHTY).

Ecnu:

e OpurMHamn JoKyMeHTa He Obin NomeLleH B Aeno.

Mcxoaswmin OOKYMEHT OOMMKEH nepexoamtb B cTaTyc «[0TOB K CnUcaHMio B AeNio» M3 cratyca
«3apernctpmpoBaH», ecnu:

e OpurnHamn JokymeHTa He Obin NoMeLLEeH B Aeno;
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NCTEK CPOK nepexoda B ctaTyc «[OTOB K CNUCaHWUIO B Oerno», yKasaHHbI B HacTponkax bl

KaHuensapwus,

[lokyMeHT nepexoauT B cTaTyc «[OTOB K CIMCAHUIO B 4EN0» Yepes3 KONMYeCTBO AHEN, paBHoe
pasHuLie CpoKa XpaHeHUs AOKyMeHTa B (hyHKLMOHaneHon 6ase (ykasaHHOro B HacTtpovikax B[
KaHuensapwms) n cpoka nepexoga B ctatyc «[ OTOB K CMUCaHUIO B AENO».

Ecnu no gokymeHTy Obin 3aBepLUeH npouecc AODMUHUCTPATOPOM CUCTEMbBI, TO OKYMEHT NepexoauT B
cratyc «[0TOB K CMCaHWIO B OeNo» Yepes KONUYEeCTBO OHEN, paBHOE pasHULLE CPOKa XpaHeHUs
3aBEpPLUEHHOrO BpY4YHY0 OOKyMeHTa (ykasaHHOro B HacTpovikax bl KaHuensapwus) n cpoka nepexoga
B cTaTyc «[ OTOB K Cn1cCaHuio B AeNOo».

BCE MOPYYEHMSI UCMOSNHEHbI U KOHTPOSbHbIE YTBEPXKAEHbI.

CTaTyc «B pene» AOOKYMEHTbI Nos1y4atroT NMpu HaJimynn npm3Haka nomMeleHmna opurmdana B geno, a
TaKkXe MNMpun BbIMOJIHEHUWN BblLLUENEepPEYNCIIEHHbIX ycnosmﬁ.

Mpu nepexone OOKymMeHTa B cTaTyc «['OTOB K CNMcaHWIO B Aeno» (eCnn B KapTOYke AOKYMEHTa He
ycTaHoBneH cdnar JokymeHm cnuwemcsi 8 deJlo aeémomMamu4ecKu), Nonb3oBaTento ¢ GU3HeC-ponblo
OrBeTcTEeHHI? 3a BeneHue gmen (HDOPMUPYETCA YBeOOMIEHME O HeoBXOAMMOCTM MOMeLLeHus
[AOKyMeHTa B A€eno.

1.1.1.2.

YcnoBusa nepexoga pgokymeHTtoB B[ O B ctatyc «[0TOB K cnucaHuio B

aeno» un «B pene»

06pau_\eHV|e nepexognT B CtTaTtycC «["OTOB K cncaHuto B Aerno» u3 CTaTyCoOB:

Ecnu:

«lpuem n peructpaums», «Ha paccmoTpeHumn», «Ha wucnonHeHumn», ecnu PeructpaTtop,
PaccmatpuBatowmnn, KoHTponep Haxanu kHonky [Pabota no [OKYMeHTy 3akoH4YeHa]
(3aBepumnnu paboTy No AOKYMEHTY/KOHTPOMEP CHAM SOKYMEHT C KOHTPONS).

«Ha ncnonHeHnn»:

O

HekoHTPONbHbIA JOKYMEHT: aBTOMATUYECKM MOCIE UCTONHEHUSI NOPYYEHUI (YTBEPXKAEHUS
KOHTPOJSIbHBLIX MOPYYEHMWI MO AOKYMEHTY).

KOHTPOMbHbIN AOKYMEHT: aBTOMAaTUYECKM MOCME WCMOSNTHEHUS MOPYYeHWU (YTBEPXAEHUS
KOHTPOMbHBIX MOPYYEHUN MO AOKYMEHTY), €cnu B TUMNOBOM MapwpyTte o6paboTku
AOKyMeHTa ycTaHoBneH dnar Aemomamuyeckoe cHsimue OOKymMeHma c¢ obujezo
koHmpouisi (6e3 y4actms KOHTporepa no AOKYMEHTY).

«lMpuem wn peructpaums», «Ha paccmoTpeHun», «Ha wucCnonHeHWM» aBTOMaTUYECKU npu
perncrtpaumm oTBeTa Ha obpalleHne ¢ Nnpu3HakoM OKOHYameJsibHbIU.

e OpurMHamn JoKyMeHTa He Obin NomeLleH B Aeno.

OTtBeT Ha oOpalweHve nepexoaut B cTatyc «[OTOB K cnuMcaHuio B Jdeno» U3 craTtyca
«3aperncTpupoBaH», ecnu:

e OpurnHamn JokymeHTa He Obin NoMeLLEeH B Aeno;

NCTEK CPOK Nnepexoaa B ctaTyc «[ 0TOB K CNMCaHWIO B OeNo», yKasaHHbIM B HacTponkax B[ Or.

v Cai
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[okymeHT nepexoauT B cTaTyc «[0TOB K CNMCaHUIO B AeMN0o» Yepes KONMYECTBO AHEN, paBHOe
pa3sHuLe CpOKa XpaHeHUs AOKYMeHTa B yHKUMOHanbHon 6a3e (yka3aHHoro B Hactporikax b[ OI) n
Ccpoka nepexofa B ctaTyc «'OTOB K CnUCaHWIO B 4ENOY.

Ecnu no gokymeHTy ObIn 3aBepLUeH npouecc AODMUHUCTPATOPOM CUCTEMBI, TO OKYMEHT NepexoauT B
cratyc «[0TOB K CnMCaHWIO B Aerno» Yepes KONMYeCcTBO AHEN, paBHOE pasHuLLE CPOKa XpaHeHUs
3aBepLUEHHOrO BPY4YHYI0 JOKyMeHTa (ykasaHHoro B HacTpownkax b1 OIN) n cpoka nepexona B ctatyc
«[OTOB K CMCaHuio B OENOY.

CraTyc «B gene» fOKyMEHTbI MOMyYatoT Npy HANM4Yum npusHaka NomeLLeHnst opurmHana B geno, a
TaKke NpW BbINOSIHEHMW BbILLIENEPEYNCTIEHHbIX YCITOBUIA.

Mpn nepexoae OOKyMeHTa B cTaTyc «[ OTOB K CIMCAHWMIO B AEN0» (€CNU B KApTOYKe AOKYMEHTA He
yCTaHOBJ1EH cbnar ,qOKyMeHm crnuwemcs e desio aemomamuquKu), nonb3oBaTeno C 6I/13HeC-pOJ'IblO
OTBeTcTBeHHINt 53a Bemenme gmen (POPMUPYETCS YBEOOMSIEHME O Heob6Xo0ANMOCTM MNOMELLEHUS
OOKyMeHTa B aeno.

.1.1.3. YcnoBusa nepexoaa gokymeHtoB B[] NP B ctatyc «'oTOB K cnucaHuto

B aeno» n «B pene»

HokymeHTtol B MP (OPL, moroeop, C3, 3asaBka, OOrOBOPHOW AOKYMEHT) MepexogaT B craTyc
«lOTOB K CNMCaHuio B AENO» U3 CTaTyCOB:

e OP[J — «OTmeHeH», «3aperncTpmpoBaHy.

e (C3 - «OTtnpaBnen»/«lMonyyen»/«MonyyeH oTBeT».

o [loroBop (QOroBOpPHOM AOKYMEHT), 3asiBka — «3aperncTpmpoBaH».

Ecnu:

® UCTEeK CPOK nepexofa B cTatyc «[OTOB K CrMCaHWUIO B Aeno», YKa3aHHbI B HACTporKax Moayns
«MpuHaTHE pelueHniny;

[okyMeHT nepexoauT B cTaTyc «[ OTOB K CNMCAHMIO B A4eN0o» Yepes KONn4YecTBo AHeN, paBHOe
pasHuLEe Cpoka XpaHeHust JOKyMeHTa B dhyHKLMOHanbHoM 6a3se (ykasaHHoro B HacTpoinkax b MP) un
Cpoka nepexofga B ctaTyc «[ 0OTOB K CNMCAHMWIO B AENO0Y.

Ecnu no gokymeHTy 6bIn 3aBepLueH npouecc AGMUHUCTPATOPOM CUCTEMbI, TO AOKYMEHT NepexoanT B
ctaTyc «[0TOB K CMMCaHUIO B 4eN0» Yepes KonMYeCcTBO AHEN, paBHOE pasHULEe CpoKa XpaHeHUs
3aBEpPLUEHHOrO BPYYHY0 JOKyMEHTa (yka3aHHoro B HacTpovikax Bl MP) n cpoka nepexoaa B cTaTyc
«["OTOB K CMCaHuUio B AENOy.

e BCE MOPYYEHNS UCNONHEHBI (KOHTPOIbHbLIE YTBEPXKAEHbI);

o ans OP[ OONONHUTENBHO Y4MTbIBAETCH CPOK AEUCTBUSA OOKYMEHTA, YKa3aHHbIA B KapTo4ke
AOKYMEHTA;

e ana C3 OononHUMTENbHO YYUTbIBAETCS MOfyveHue cnyxebHom 3anuckum BceMu agpecaTamm
(perynupyetca HacTporkamu B MP);

Ecnu B HacTporikax B[] MNP dnar Apxueupoeams He npuHsIMbie YCTaHOBMEH, TO Npu nepexoge C3
B cTatyc «B gene» Bce yBegomnenus no C3 y agpecaToB (gaxe ecnv C3 He Gbina umm npuHsTa),
nepexoadart B « BbIMONHEHHbIEY.
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e [Ons [JOroBOPOB W [JOrOBOPHBIX [AOKYMEHTOB (Kpome [JOKyMeHToB «Cneuundukaumsa» wu
«lMpoTokon cornacoBaHUs pasHornacumy») y4YMTbiBAETCA MPU3HAK XPaHEeHUs1 OOKyMeHTa [0
NCTEYEHNS YKa3aHHOIo Cpoka OencTBus (CPOK OAEWCTBUS yCTaHaBnmMBaeTCcHd B 3HadeHus: o
yKka3aHHoU Oambl, Beccpo4Ho vinu [Jo ucnosiHeHusi o6s13amesibcms).

Ecnu Ha Bknaake Ycnoeusi do2oeopa B norne Cpok delicmeausi BbiopaHo 3HavyeHne BeccpoyHo, To

[loroBop 1 JOroBOPHbIE AOKYMEHThI NEPEXOAAT B CTaTyC «[OTOB K CMCaHMIO B 4ENO», €Criv NpU3HaKk
OEeNCTBMA ANst HUX — « PacToprHyT».

Ecnu Ha Bknaake Ycnoeusi do2oeopa B none Cpok delicmeusi BbibpaHo 3HaveHne Jo
ucrnonHeHusi obsizamenscme, To [1oroBop U JOrOBOPHbIE OKYMEHTbI MEpPexoasT B ctaTyc «oToB K
CMMCaHVIO B OEN0o», eCcriv NpU3Hak 4encTeusa ans Hux — «McnonHeH» mnm «PacTtopruyT».

Ecnu Ha Bknagke Ycnoeust dozoeopa B nosie Cpok delicmeust BbiopaHo 3HavyeHne o yka3aHHOU
damebl, TO [10roBOp 1 JOrOBOPHbIE JOKYMEHTbI MEpexondaT B cTaTyc «[ OTOB K CMUCAHMIO B AeMNo»
Yyepes KONMMYeCcTBO AHEN, paBHOE pa3HuLLe CpokKa, ykazaHHoro B none Jo ykasaHHou damabl, N CpoKa
nepexofa B ctatyc «[0TOB K cnucaHuio B 4erno», eCnv Npu3Hak AeUCTBUS ANs HUX — «ICNONHEH»
unun «PacToprHyT».

Mpon3BOMbHbIV AOKYMEHT MNEPEXOAUT B CTaTyC «[ OTOB K CNMCAHMIO B 4EN0»:
o U3 ctaTtyca «HepHoBuk» (Mpy oTrnpaBke No MapLlpyTy):

O €eCcnv OOKYMeHT Obln co3gaH No MapLlipyTy 6e3 NOTOKOBOro BBOAA M B KAPTOYKY AOKYMEHTa
ObIN fobaBneHbl BNOXEHUS;

o eCnn OOKYMEeHT Obln co3gaH no MapuwpyTy C NOTOKOBbIM BBOOOM, B KapTO4ke He Obin
OTMeYeH NpPU3HaK oXXnaaHnAa BBOOA BIIOXXEHUN, B KapTO4Ky OOKyMEeHTa Oblnn gobaBneHbl
BITOXXEHUA.

e U3 cTtaTyca «BBOA 3aBeplueH», ecnu JOKYMEHT Obifi co3gaH Mo MapupyTy Ge3 noTOKOBOro
BBOAA, B KapTOYKy AOKyMeHTa Obiny gobaBneHbl BMOXEHWUS M onepatop NOTOKOBOrO BBOAA
OTMETMI B KApTOYKe AOKYMEHTa hakT 3aBepLLEHUS BBOAA BINOXEHUMN.

e W3 cratyca «OxwupgaHve NOTOKOBOTO BBOAA BIIOXEHWMW», €Cnu [AOKYMeHT Obln co3gaH no
MapLUpyTy C MNOTOKOBbIM BBOAOM, B KapTo4yke Obll OTMEYEH MNPU3HaK OXuaaHus BBoaa
BIOXEHWUIA, B KapTOYKy AOKYMeHTa Obinu [o6aBneHbl BIOXEHWs,, U onepaTop MNOTOKOBOroO
BBOZA OTMETWUN B KApTO4Ke AOKYMeHTa (DaKT 3aBepLUeHMsI BBOAA BIIOXEHWI UM UCTEK CPOK
OXWAaHWs, yKa3aHHbIA B HACTPOVKax COOTBETCTBYHOLLLENO TUMOBOIO MapLupyTa.

CTaTyC «B pene» OOKYMEHTbI nony4aroT Npun Hann4dnmnm npu3Haka nomMelleHna opurmHana B geno, a
TakXe Mnpun BbIMOJIHEHUWN BblLLENepevYnCcrieHHbIX yCﬂOBI/IVI.

Mpn nepexoae OOKyMeHTa B cTaTyc «[ OTOB K CMCAHWMIO B AeNo» (€CNU B KapTOYKe AOKYMEHTA He
ycTaHoBrneH dnar JokymeHm cnuwemcsi 8 0es1o0 agemomMamu4ecKu), Nonb3oBaTento ¢ GusHec-ponbto
OTeercTBeHHINI Ba Bemenme gmen (QOPMUPYETCS yBEOOMMEHME O Heob6XOAMMOCTM MNOMELLEHUS
AOKYMeHTa B Aeno.

1.1.1.4. YcnoBusa nepexona aokymeHtoB B[l CoBewaHusa B ctatyc «lOTOB K

cnucaHuio B geno» u «B gene»

npOTOKOJ'I nepexognT B CTaTycC «["0TOB K cNMcaHWo B AENO» 13 CTaTyCOB:
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e «3aperucTtpupoBaH», ecrnivm UCTEK CPOK nepexofda B cratyc «[0TOB K cnucaHuioo B Aenoy,
yKasaHHbIN B HacTporkax B[l CoBelaHus.

e W3 cratyca «Ha ncnonHeHnny:

O HEKOHTPOIbHBIN JOKYMEHT — aBTOMaTUYECKMN MOCNE UCNOMHEHUS! NOPYYEHUI (YTBEPXKOEHMUS
KOHTPOSbHBLIX MOPYYEHMWI MO AOKYMEHTY);

o) KOHTpOJ'IbeIVI AOOKYMEHT — NocCne CHATUA OOKYMEHTa C KOHTPOsIA.

CTaTyc «B pene» AOOKYMEHTbI NoNly4atroT NMpu HaJlim4ynm npm3Haka noMmeleHmna opurmHana B geno, a
TakXe Mnpun BbIMOJIHEHUWN BblLLeNepevYnCcrieHHbIX yCJ'IOBI/IVI.

Mpn nepexoae OOKyMeHTa B cTaTyc «[ OTOB K CMMCAHWMIO B AEN0» (ECNU B KAPTOYKE AOKYMEHTA He
yCTaHOBJ1EH cbnar ,qOKyMeHm crnuwemcs e desio aemomamuquKu), nonb3oBaTenio C 6I/13HeC-pOJ'IblO
OTBeTcTBeHHINt 53a Bemenme gmen (POPMUPYETCS YBEOOMSIEHME O Heob6XO0ANMOCTM MNOMELLEHUS
OOKyMeHTa B Aeno.

.1.2. YcnoBus nepexona AOKYMEHTOB Ha onepaTuBHOE XpaHeHue
,D,OKyMeHT nepexoout Ha onepartnBHOE XpaHeHue (B cTaTtyc «Ha onepatmBHOM XpaHeHI/IVI») npu
BbIMOJIHEHNW CleayrLWwnx yCJ'IOBVII7IZ
o [lokyMeHT HaxoguTca B cTatyce «B genev.

e McTek cpok xpaHeHus (Ans AOKYMEHTOB, NO KOTOPbIM Oblfl NpoLecc 3aBepLUeH NPUHYAUTENBHO
AOMUHUCTPATOPOM, UCTEK CPOK XPaHEHWSI 3aBEPLUEHHbIX BPYYHYHO LOKYMEHTOB), YKa3aHHbIN B
HacTpourkax yHKLUMOHaNbHOro Moayns.

e [Ina pokymeHTOB: Wcxopsawmn, a Takke Bce AokymeHTbl B[ TP (kpome npov3BONbHOMO
AOKYMEHTA) y4nTbiBaeTCs YCNOBUE: BCE NOPYYEHUSA MO JOKYMEHTY UCMOSIHEHbI, BCE OTYEThI NO
KOHTPOSbHbLIM NOPYYEHUAM YTBEPXKAEHDI.

OpHoBpemeHHo ¢ Ol nepeHocATCSA Ha onepaTUBHOE XPaHEHME:
e OrtBeTbl Ha OI, cBA3aHHbIe ¢ Or.
e 3anpochbl, cBaA3aHHbie ¢ Or.

e OrtBeTbl Ha 3anpoc, cBa3aHHble ¢ Or.

I'Ipvl nepexone AOKyMeHTa Ha onepatuBHOE XpaHeHue yBeoMITeHUA 00 03HaKoMNeHun Yy
COTPYAHUKOB, KOTOpPbIE elle HE O3HaKOMUITUCb C OKYMEHTOM, NepexoadT B «BbINONHEHHLIEY.

OOHOBPEMEHHO C 4OrOBOPOM MEPEHOCATCHA Ha ONepaTMBHOE XPaHEHUE CO34aHHble Ha OCHOBaHWUM
Aorosopa JokyMeHThbl « Cneuundounkauusa» n «MpoTokon cornacoBaHus pasHoriacumy.

OpHoBpemeHHo ¢ PK «[poTokon» nepeHocuTca Ha onepatuBHoe xpaHeHue PK «CoselaHuey,
CBsi3aHHas C MPOTOKOIIOM.

Mpu nepexone B ornepaTUBHLIN apXUB AOFOBOPHbLIX JOKYMEHTOB OTAEMbHO OT JOroBOpa U U3MEHEHUI
k goroeopy B B[] MpuHATUE pelieHnin co3gaeTcs cebifika Ha 3TOoT AokymeHT B B[] OX[.
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[11.2. BepeHne HoOMeHKNaTypbl gen
BeneHne HomeHKkNaTypbl gen obecnevmBaeTcs BbINOSIHEHNEM CNeaYyoLWNX YHKLMWINA:

e cospgaHue nyHkTa HO,;
e npocMmoTp nyHkTa HA;
® pefakTupoBaHue, KonnpoBaHue 1 yganeHue nyHkta HL,;

e umnoptT HL.

CosgaHue, penakThpoBaHue, ygarneHume, KonmposaHne n UMNopT NyHKTa HOMEHKNAaTypbl AeJ1 MOXET
OCYLLECTBIATb TONbKO NOJIb30BaTENb C ponbio Administrator, a Takke nonb3oBaTenb C Oun3Hec-

ponbo AgMmuancrpaTop HI.

Monb3oBatento ¢ ponbio OTBeTCTBEHHEM Ba BegeHMe men JOCTYNHbI A9 NPOCMOTpa Te MYHKTbI

HOMEHKINaTypbl e, B KOTOPbIX OH NponncaH OTBETCTBEHHbIM 3a BeAeHne aern.

[11.2.1. CozpaHue nyHkTa HO

[ns cosganuna nyHkta HL Hy>XHO:

1. OrTkpbITb NpeactaBneHne Homenkaarypa aexa B b OX.

2. Haxatb kHorky [CospaTtb nyHkT HA] Ha naHenun pencteui. OTKpoeTCHA KapTovka HOBOMO

nyHkta HI (PucyHok 10).

Sacmire M coxpanen
Mywnr HA

foa 2014 Ornercinennust 30 Rojemme
— Aen

Jarenooox acsa |

Huamee Hane

Monpadnesncnne

HHERET MOAnSLI e IE

AADIHTEI
NopraxoEsIk HoMER

Yorsuectas St

Cpow xpamenes (ner)

Mpes it e

PucyHok 10. KapTtouka co3aanus nyHkta H}

v Cai
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3.

4,

3anonHnTb Nona KapTovku JokKymeHTa. [Ana nepexoda Mo MONAM  KapTOYKM  MOXHO
ncnonb3osBaTtb knasuwy TAB.

HaxaTb kHonky [CoxpaHuUTb] Ha naHenu AencTBuiA.

B pesynbtaTte kaptouyka nyHkta H[ oTobpasutcsa B npeacTtaeneHun Homenkiaarypa aea B
KaTeropmm, COOTBETCTBYHLLEN BbIOpAHHOMY B KapTOYKe roay.

[11.2.2. KonupoBaHue nyHkTa H[]

KonupoBaHue nyHkta H[, Heobxogumo B criydae co3gaHusi HOMEHKNaTypbl Aen onpeaeneHHoro
roa Ha OCHOBE CYLLECTBYIOLLEN HOMEHKNATYpbl Aen.

[na konnpoBaHusa nyHkTa HI HyXXHO:

1. OTkpbITb NpeacTaBneHne Homenkiarypa aea B B OX.

2. Bblgenutb B NpeacTaBneHUn OAMH UMM HECKONbKO MyHKTOB HI ANs KONMMpOBaHWS U HaxaTb

kHonky [CkonupoBatb H] Ha naHenu genctaun.

3. B oTKpbiBLIEMCS ANANOroBOM OKHe BbliOpaTh rog Afsa KonupoBaHuda 1 HaxaTtb kHonky [OK].

B pesynbtate B B[] OX nosiButca HoBbii nNyHKT HI, co3gaHHbLI HA OCHOBE CYLLECTBYIOLLEIO.
CkonmpoBaHHble nyHkTbl H He OyayT umMeTb TOMOB Aen (ans ckonupoBaHHOro nyHkta HO B
npeactasneHmn Homenkiarypa aea ctondel, «Konmy4ectso TOMOB» COAEPXKUT 3HaveHne «0»).

[11.2.3. MpocmoTp nyHkTa HA

[nga Toro 4Tobbl NPOCMOTPETHL KapTouky nyHkTa HO Heobxoaumo:

1.
2.

OTkpbITb NpeactaBneHne Homenkaarypa aexa B b OX.

[Baxabl WeENKHYTb Ha CTpOKe, coaepailen Tpebyembin nyHkT H/.

B pesynbTaTte oTkpoeTcs KapToyka nyHkTa HI B pexume npocmoTpa.

[11.2.4. PegaktnpoBaHue nyHkta H[4

[na Toro 4Tobbl oTpeaakTnpoBaTb NyHKT H Heobxoammo:

1. OrtkpbITb NpeactaBneHne Homenkaarypa aea B 6] OX.
2. [Baxabl WeNKHYTb Ha CTPOKe, cogepxallen Tpebyembin nyHkT HL.
3. Ha naHenu pQencTBUMW OTKPbIBLUENCA KapToOukM HaxaTb KHorky [PepaktupoBatb]. B
pe3ynbTaTe KapToyuka nyHkTa HI 6ygeT goctynHa ons peaaktmpoBaHus.
4. BHecTn HeobOXoguMMble W3MEHEHMSI U COXPaHWUTb, HaXaB Ha MaHenn AEeWCTBUN KHOMKY
[CoxpaHuTb].
M3meHeHune B nonsix 3a2os10eok dena, MUHAekc dena, NModpasdeneHue, UHOekc nodpa3desieHusl,
OmeemcmeeHHbIl 3a eedeHue des1, CPOK xpaHeHus (Jlem) CUHXPOHMU3UPYIOTCSA CO BCEMU TOMaMMm
Aer, co3gaHHbIMM Ha OCHoBe gaHHoro nyHkta HA.
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[11.2.5. YaaneHue nyHkTta HA

[ns Toro 4tobbl yganutb NnyHKT HI HeobGxoamnmo:

1.
2.

OTkpbITb NpeactaBneHne Homenkaarypa aena B 6] OX.

BbligenuTb B npeacTaBneHMmn oamH UnNn Heckorbko NyHkToB HI ans yaanenus.

3. Haxatb knasuwy [Del] n nogTBepanTb onepauuio B OTKPLIBLUEMCS AMaNOroBOM OKHE.

YaanuTb MOXHO TOSbKO MYHKT HL, no KOTOPOMY HE ObINO cO34aHO HM OOQHOro ToMa gena.

1.2.6. UmnopTt HAO

Onst umnopTa HL ncnone3yetcsa pa3paboTaHHbIv WabnoH umnopTta HO B doopmate Excel (cm.
onuncaHue B [NpunoxeHun).

[nsa Toro 4yTo6bl UMNopTUpoBaTh NyHKTLI HL Heo6xoaumo:

1.
2.

OTkpbITb NpeactaBneHne Homenkaarypa aexa B 6] OX.

HaxaTb kHonky [MMnopT HA] Ha naHenu gencrsui.

B oTKpblBLLEMCS ONANOroBOM OKHE «VIMNOPT HOMEHKNaTypbl» B none Pals1 HaxaTb KHOMKY EI
N NepenTn K MecTopacnornoxeHnuto danna Excel ¢ HOMeHKNaTypon gen, a Takke ykasaTb rog,

no KoTtopomMy ocyuiectengetca nmnopt HO. B ananoroBom okHe «MMMOpPT HOMEHKMAaTypbl»
ycTaHoBUTb dpnar 3ameHsimb y6nukamsi (CM. war 5 un 6).

Haxatb kHonky [OK] (PucyHok 11).

MmnopT HomeHknaTypel X

dann: |

Foa: 2013 -

JameHATe aybnueate: .

Ok OTMEHA

PucyHok 11. BeBoa roga npu umnopte H1

. Mpn nmnopTe cucTema ocyLecTBRSET NPOBepKy Ha NOBTOPHOCTL NyHkTa HI B dharine nmnopTta

(no nonsim 3azosnnoeok dena n UHAekc HA). Ecnn donar 3ameHsimb Aybs1ukambl YCTAHOBIEH,
TO HangeHHbIi NOBTOPHbIN NyHKT HO B channe He pobGasnsetrca B B OX. Ecnn cnar
3ameHsimb Ayb6n1ukamsi He YCTaHOBINEH, TO Bce NyHKTbl HI nob6aenstoTtcsa B B OX.

Mpn nMnopTe cuctema cpaBHMBAET NepeyeHb cyllecTsytowmnx nyHktos HO 8 B OX u B havine
nmnopta (no nonsm 3azosioeok dena n UHAekc HL). Ecnu cdonar 3ameHssmb Oyb6nukamsi
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YCTaHOBINEH, TO HAaNAEHHbIN NoBTOpHbINA NYHKT HL B B[] OX 3ameHsieTCca Ha aHanorm4YHbIA NyHKT
HO n3 darna umnopta. Ecnn dnar 3ameHsimb dybnukamsbi He yCTaHOBMEH, TO NyHKT HI n3
danna gobaensietcs B b} OX.

B pesynbtate HomeHknatypa gen ©Oyger wmnoptupoBaHa B B[ OX wun otobpasutca B
npeacTtaesneHmn Homenkiarypa e B KaTeropmMm, COOTBETCTBYHOLLEN YKa3aHHOMY Npy UMMNOpTe roay.

1.2.7. NevaTtb HAO

Mevate HO MOXeT ocyLlecTBNATL NONb30BaTeNb C PoSibio Administrator, a Takke Nonk3oBaTenu
¢ BbusHec-ponsaMu AgMuancTpaTop HJIl, OTEeTCTBEHHHI 3a BeAeHMe ey, AAMMHUCTPATOD
IO apxXMBHOM pa6ore.

B B OX cyuecTtByeT BO3MOXHOCTb BblBOAA Ha MneyaTb HOMEHKNATypbl Aen OpraHusaumuM no
BblOpaHHoMy wabnoHy (cosgaHHomy B B[ LWabnoHbl) wnn CTPYKTYpHOro noapasgerneHvs 3a
onpeaeneHHbIn rod.

Ona nevatn HL HyHoO:

1. OrTkpbITb NpeacTasneHne Homenkaarypa aexa B B[] OX.

2. HaxaTb KHOrMKy | ([MeyaTb HAO]) Ha naHenn gencTeun.

3. B oTkpbIBEMCS AnanoroBoM OkHe BbibpaTb Heobxoaumbln WabGNoH Ans nevyaTn U HaxaTb
kHonky [OK].

4. 3anonHuTb Nonsa OTKpbIBLLIErocs AuvanoroBoro okHa «[lleyatb peectpa HO» (PucyHok 12).

Mons, obasaTtenbHble ANs 3anonHeHus, 0603HayYeHbl CUMBOSIOM . Ana nepexona no nonsm
KapTOYKM MOXHO MCMNOSib3oBaTh Krasuwy TAB:

HomeHknamypa den Onsi op2aHuU3ayuu — HaxaTb KHOMKY = psifoM C MoSieM U BbibpaThb
Heobxoaumyto opraHunsaumio n3 bl CnpaBo4YHUK opraHM3aumm.

lModpa3zdeneHue — yCcTaHOBWTL donar, ecnM HeobxoaAMMO BbIBECTM Ha nevatb
HOMEHKNaTypy Aen nogpasgenenunda. lpy 3TOM CTaHOBUTCA AOCTYMNHbIM MNONA AN
Bblbopa nogpasgeneHus. Haxatb KHOMKY == pggomM € nonem un BbliOpaTb Heobxogmmoe
nogpasgeneHne ykasaHHon (B none HomeHknamypa Oen Onsi op2aHu3ayuu)
opraHusaumm u3 b1 CnpaBoYHUK opraH1M3auum.

Ha 200 — BbiGpaTb U3 cnucka rod, 3a KOTOpbli HeobxoauMo BbLIBECTW Ha nevaTb
HOMeHKnaTypy aen.

Ne — BBeCTM C KNnaBnaTypbl HOMepP HOMEHKaTypbl Aen.

Mecmo cocmaesnieHuUsi — BBECTU C KnaBmaTtypbl MECTO COCTaBJ1IEHNA HOMEHKNATYpPbI AeEn.
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[Meuatn peectpa Hf m I
|

HomMeHknaTypa Aen ANA OpraHyisanmun:

|E|0c:c: pedepeHT | >(

W Noppaszoenenmne

KHEE E >(

MecTo COCTAaENeHHA: |

014 OTHEHA

PucyHok 12. NMevaTb peectpa HL,
5. B guwanoroBom okHe «[levaTb peectpa HO» Haxatb kHonky [OK].

B pesynbTate Oyaetr copmupoBaH U OTKPbIT Ha MPOCMOTP peecTp HoMeHknatypbl gen. lMpu
paboTe 4Yepe3 BebO-MHTepdenc cpopmmpoBaHHbid ddarin ¢ peecTpoM CKayMBaeTCsi Ha NOKanbHbIA AUCK
(B mMecTononoxeHue, ykasaHHOe B HaCTpOMKax MCnoribdyeMoro 6Gpaysepa), nocrne 4ero ero MOXHO
OTKPbITb Y NPOCMOTPETH C MOMOLLIbIO COOTBETCTBYHOLLEIO NPUIMOXEHUS.

[11.3. BepeHue gen

[ena (Toma gen) co3gatoTcsl HA OCHOBAHUWM MyHKTOB HOMEHKNaTypbl Aen, Kyaa nomeliatoTcs
AOKYMEHTbI 13 pyHKLMOHAanNbHbIX 6a3 Ans nocneayoLLero noMeLLeHns B Aeno.

BepeHve gen BknoyaeT BbINOMHEHNE Crneayowmnx YyHKUMNA:

e cosgaHuve gena (B OX, dpyHkumoHanbHble BM);

e pepakTupoBaHue n yganenuve gena (b4 OX);

e romelleHne AoKyMeHTa B Aeno (pyHKunoHanbHble b);

e npocMoTp gokymeHToB gena (B OX, dyHKkumoHanbHblie BM);
e 3akpbiTue gena (B OX, dyHKunoHanbHble B/).

Monb3oBaTeno C ponblo OTBeTCTBEHH Ba BefeHue nes OOCTYMHbl Te TOMa Aen, B KOTOPbIX OH
nponvcaH OTBETCTBEHHBLIM 3a BeeHMWE Aern.

[11.3.1. Co3paHue ToMa gena

OaHo aeno MOXeT ObITb pa3dbuTO Ha HECKONBKO TOMOB, ANsl KaX40ro ToMma gena co3gaeTcsi CBost
KapTouka gena.

JAnsa Toro 4ToObLI CO3aaTh Aeno HeobxoanUMO:
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1. OTkpbITb NpegctaBneHe HomeHknartypa gen unu dena b OX.

2. Bblgenutb cTpoky, cogepxaiuyto nyHKT H[, Ha OCHoBaHWM KOTOPOro HeobxoouMmo co3gaTb
aeno.

3. Haxatb kHoMky [Co3paTb Aeno] Ha naHenu gencteuin. OTKPOETCS KapToyka HOBOro Adena
(PvcyHok 13).

4. 3anonHuTb NONsA KapTOYKM [AoKymeHTa. [na nepexoga no nonsM KapTOYKUM  MOXHO
ncnonb3osBaTtb knasuwy TAB.

5. Haxatb kHonky [CoxpaHuUTb] Ha NaHenu 4encTeuii.

Mona 3aezonoeok dJdena, WNHOekc Oena, [lodpasdeneHue, HNHOekc nodpa3desieHusl,
OmeemcmeeHHbIl 3a eedeHue Oena u [llyHkm HJL HacnepytoTca u3 nyHkta HI, Ha ocHoBaHWM
KoToporo 6bi1o co3gaHo Aeno, U He MOryT ObiTb U3MEHEHDI.

Mo ccuinke B none MyHkm HA mMoxXxHO nepenTun B kapTouky nyHkTa HI ona npocmotpa nyHkta HA,
Ha OCHOBaHWW KOTOPOro co3faeTca ToM Aena.

NMone KoHeyHast dama dena nNpocTaBnsieTCsl aBTOMaTUYeCKM MNocne 3akpbiTus Toma gena. NMone
Konuyecmeo siucmoe e Oesne onpenensetcsas aBTOMAaTUY4ECKM HA MOMEHT MOMELLEHUs] OOKYMEHTa
B Jerno.

Jaxpoits B Coxpamte N3 JaxpeiTs aeno

Aeno 1om 16 nauar

Jarononok gena Ooroscpe OTRETCTRENHLIA 32 BeAeHme  AominncTpaTop - , Boce pedepesr
Aen

[on. Inavsrme TOM1E

Homep Toma 156

Maexc oans 10205
Nopgparpencine Eocc padepent
Yinaexc noopalaenerns 002

Cpor xpaweunn (nar)

Craren No nepeyrso

Havanobhas nara nens 12.08.2013 216

£OoresraR JatTa 2602

DAAWECTHO ANCTOS 8 Done 353995

s HO

PucyHok 13. KapTouka co3pgaHus gena

Ecnn Ha mMomeHT cosgaHusa gena B BblbpaHHOM nyHkTe HI wnmeloTca OTKpbITble TOMa Aen,
co3[aHHble Ha ocHoBe BblbpaHHOro nyHkta H, 1o nocne HaxaTtusa kHonkn [Co3paTtb meno] cucrema
oTobpas3nTt gnanorooe okHO « OTKpbITME TOMa Aen no BbldpaHHOMY NyHKTY» (PucyHok 14).
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OTKpEITEIE TOMa 42N NO EBIGPAHHOMY NMYHKTY X

Mo TEKYLWEMY NYHKTY HOMEHKNATYPEl AN WMEKITCA OTKPEITEIE TOMA, BeiBEpUTE HYXHEIE ToMa O8N
ANA 3aKpbITHA

MyHET HA - HoBbIA - 123, Tom 1

3aKkpbiTe TOM Aena OTmMmeHa Cospath TOM

3aKpbiTe AENa - 3aKpbiTh BolGpaHHEIE ToOMa Asn
Co3parth TOM - CO34ETh HOBLIA TOM B TEKYLLEM NYHKTE HOMEHKAATYPEl Oen

PucyHok 14. AnanoroBoe okHO «OTKpbITUe TOMa Aen Nno BbiIOpaHHOMY NMYHKTY»
B okHe oTobparkatoTcs Bce ToMa Aern, Co3gaHHble No BbiopaHHOMY nyHKTY HI.
B aToM cnyyae BO3MOXHbI Crieayoline BapmaHTbl 4ENCTBUNA:
e CcO3QaHue HOBOro ToMa 6e3 3akpbITUS CyLLecTBYOLWMX ToMOB (kHornka [Co3pgaTb ToMm]);

e CO3daHMe HOBONro ToOMa C 3aKkpblTMeM CyuweCTBYHOLLMX TOMOB. HeobxogMmo oOTMeETUTb
rariodkamMmm TomMma, KOTopbl€ HY>KHO 3aKpbITb, M1 HAXXaTb KHOMKY [3aKpblTb TOM ,qena];

e OTMeHuUTb BbIGop (kHOMKa [OTMeHal).
CylecTByIOT cnegyroLue npasuna Hymepaumm TOMOB:
e TOM He HyMepyeTcs B Criydae, ecnu NyHKT HOMEHKNaTypbl 4eST COAEPXUT OOUH TOM;

e TOMa HymMepylTCsi B TOM Cryvae, ecrniv Ha OocHoBaHuM nyHkTa H[ yxe 6bino cosgaHo geno.
B atom cnyyae nepBoMy HeHymepoBaHHOMY TOMY MpucBauBaeTcs Homep 1, cnegyroliemy —
HOMeEp NO NOpPSIAKY.

CospgaHHoe gerno umeet cTaTtyc «Hayato». B aTom cTaTyce B eno MOXHO NoMeLaTth JOKYMEHTbI.

lMpouecc nomeLeHns AOKYMEHTOB B Aefo ocyliecTsnseTcs B oyHKUMOHanNbHbIX B.

Cos3gaHve ToMa gena BO3MOXHO B (PYHKLMOHanNbHbIX B/l npy nomelleHnn JOKYMEHTOB B AeNO0
B Criyyae, ecnu Ansi BelopaHHoro nyHkta H HET HM 0QHOro OTKPbLITOro ToMa Aena. B aTom cnyvae
B AnanoroBoM okHe «Bbibop ToMa gena» aktuBmpyetcs kHonka [Co3aaTb geno).

[11.3.2. MMpocMOTp AOKYMEHTOB Aena

Onsa Toro 4To6bl NPOCMOTPETL MOMELLEHHbIE B Aerna AOKYMeHTbl B 6a3e AaHHbIX onepaTUBHOMO
XpaHeHus HeobxoaANMOo:

1. OTtkpbiTb B[] OnepaTuBHOE XpaHeHHUe.
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2. [lMepenTtun B NnpeacrtaBneHne JIokyMeHTHI B jIeJie.

3. HainTtu HyxxHoe geno (copTupoBKa Aen no 3arofioBKy Unu gaTte pernctpaumm MoxeTt obnerdyntb
nouck, PucyHok 15).

4. I'Iepe|7|TV| B KapTO4Ky AOKYMEHTa npu nomMmoLiu ABOWHOrO LLIeNYKa Ha ero HasBaHuu.

f AOrWEA
l.. CBﬂ OnepaTHBHOE XpaHEHHe
log Wnpgexc gena 3aronosok gena Konwa (Tom ., |Homep NaTta
W W W

HomeHwnarypa gen perucrpal
Oena —2012
DokyMeHTbl B A&ne =/2014
Cpox XpaHEeHKA HCTEK * —10011 —MoxogaWKe NHCeEMAa
K yHuuTOMEHHIOD * oM - 1
Onuck gen * Hrom - 2
OTMey. ANA OTNP. B apXHB * +133232y46 8307666
BozBpaueHHbIe ONKHCH Aen

* NPoBEPKa roToB K CNWCaHKIK B aeno - B aene
Monck

* +/1001322221312 [H6
Cnpaeka
TrT * +/10011 + BxoQAluKe NHCEMa

PucyHok 15. NMpocMoTp nomMeLeHHbIX B Aena gokymeHTtoB B B[] OX

MpocMOTp AOKYMEHTOB, NOMELLEHHBIX B 4EM0, MOXHO U3 npeacTtaBneHns Ilo nomeHkIaType aen
PYHKLUMOHaNbHOM 6a3bl AaHHBLIX (CM. AOKYMEHT C onucaHueM paboTbl COOTBETCTBYOLLEN
PYHKLMOHaNbHOW 6a3bl AaHHbIX).

[11.3.3. 3aKkpbITHe gena

[leno MOXHO 3aKpbiTb TOMbLKO B TOM Crydae, ecriv B Hero Gbinn noMeLleHbl oKYMeHTbI. [pu nonbIiTke
3aKpbITUA TOMa Aena, B KOTOPbIN elle He Bbinv nomelleHbl OKYMEHTbI, cucTema oTobpaxaeT
cooTBeTcTBYOLLee coobLleHre. TOM aena He 3akpbiBaeTcs.

[na 3akpbITMa gena Heob6xoanMMOo BbINONHUTL Creayolme AeNCTBUS:
1. OtkpbiTb B[] OnepaTBHOE XpaHeHMe.
2. T[lepenTtn B npeacrasneHne deaa.

3. Hamtn HyxHoe peno B craTtyce «Hauvato» (copTupoBka [fen Mo 3arofioBky wnu parte
perncrpaumm MoxeT obnerynuTb Nouck).

4. TlepenTn B KApTOYKYy Aerna rnpy noMoLLm ABOMHOrO Lenyka MbllY Ha ero HasBaHuu.
5. HaxaTtb kHOMKy [3aKkpbITb Aenoj.

Ecnn peno cogepXuT MeHbllee KONMUYEeCTBO JIUCTOB, HEXENW YKa3aHo B HACTpOMKax
apxusvpoBaHus B B[] AgmuHuctpupoBaHue (no ymonyaHuio 250 nuctoB), C3L otobpaxaer
Ananorosoe OkHO «3akpblTb Aeno» (PucyHok 16).
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=

JaKpeITHE gena

| - .
' NWCTOE YK3IaHHOMD B HACTPROWKAEX, EEKFII:-ITI: ,H,EJ'II:I?

Aa

9 KonuuecTeo nUCToE B AEne MEHbLUE MAKCHMANBHOTD KOMWYECTED
|

Het

PucyHok 16. lnanoroBoe oKHO «3aKpbITb Aero»

Mpun HaxaTum kHonku [Aa] cuctema npegnaraeT co3gaTb HOBbIM TOM (PUCYyHOK 17).

s

3aKpeITHE gena

[9} Co3AaTe HOELIA TomM?

Aa | Her Ormena

24

PucyHok 17. Co3pgaHme HOBOro ToMa Npu 3aKpbITUKM Aena

Mocne 3aKpbITNUA TOMa Aerna eMy npuceamBaeTCca CTaTyC «OKOHY€EHOY.

3akpbITe TOMa Aena Bo3MOXHO B (hyHKLMOHanbHbIX B npu nomeLleHun JOKYyMEHTOB B Aen0
B Cryyae npeBbILUEHUsI yKkazaHHOro o6bema NUCToB (CM. JOKYMEHT C onncaHnem paboThbl

COOTBETCTBYHOLLEN (DYHKLUNOHANBHOM 6a3bl AaHHbIX).
[11.3.4. PepaktnpoBaHue Toma aena

[ns Toro 4ToGbl OTPEeAaKTMpPOBaTh TOM Aerna Heo6XoaMMo:

1. OTkpbITb NpeactaBneHne dena B b OX.

2. [Baxapl WenkHYTb Ha CTPOKe, coaepxallen Tpebyembln ToOM gena.

3. Ha naHenu gencteuni OTKpbIBLLUENCH KapTOYKN HaxaTb KHOMNKy [PepaktupoBatb]. B pesynbtaTe

kapToyka ToMa aena 6yaeT OoCcTynHa ANs peaakTMpoBaHUS.

4. BHeCTU HeoOXoAUMblIE W3MEHEHUSI W COXPaHUTb, HaKaB Ha MaHenu [SEeWCTBUMMA  KHOMKY

[CoxpaHuTb].

[11.3.5. YpaneHune Toma gena

YaaneHue Toma gena MoXeT OCyLeCTBNATb TOMbKO Nofb3oBaTeNb C posibio Administrator.

[nga Toro 4tobbl yganutb TOM gena Heobxoanmo:

1. OTkpbITb NpeacTaBneHne Mdena B b OX.

o

NOTHKA

C3A4




[Moacucrema onepaTUBHOIO U APXUBHOI'O Paboma c modynem Onepamuenoe xpanenue

XpaHeHUusA

2. Bblpenutb B npencrasrnieHnn ognH Unn HECKOJ1IbKO TOMOB el And yaaneHus.

3. Haxatb knasuwy [Del] n nogTBepAnTb onepaunio B OTKPbIBLUEMCS AUANIOrOBOM OKHE.

[1l.4.Mepepaya aen Ha apxMBHOe XpaHeHUue

Mepepava gen ua b1 OX B apxue (B[ AX) ocywecTensieTca B ABa 3Tana:

1.
2.

dopmumpoBaHue onucu gen, nepenasaemboix B b AX.

MNepenava onncu B B AX.

HanbHenwune gencremna (Nnpyvem gen no onvcu) ocywectensorca B b AX (cm. pasgen V.1 NMpuem
Aern Ha apxMBHOe XpaHeHue 1 nx BO3Bpar).

[11.4.1. Co3paaHue onucum

dopmupoBaHme onucu gen MoxeT ObiTb OCYLLECTBIIEHO ABYMS cocobamu.

MepBbIt cnocob co3aaHnst OnUcK:

1.
2.

4.

OTkpbITb NpeacTaBnenne Onucu aex B B OX.

HaxaTb kHonky [Co3aaTb onuck] Ha naHenu gencteuin. OTKpoeTcsa hopma co3gaHusa onmcu
(PucyHok 18).

3anonHuTb MNOoNA KapToukM AOKyMeHTa. [Ana nepexoda Mo MONSM  KapTOYKM  MOXKHO
ncnonb3oBaTb krnasuwy TAB.

HaxaTb kHonky [CoxpaHUTb] Ha NaHenu AencTBui.

BTopon cnocob co3gaHms onucu:

1.
2.

OTkpbITb NpeacTaenenune Jdeaa 6 OX.

OTmMeTUTb Tpebyemble fena ranoykon, LWEeNKHYB MbIWb WM B MpaBoOM CTONOLE CTPOKM
C AaHHbIMM Aena, Uy B CTPOKE C OAHOBPEMEHHbIM HaxaTuem knasuwin Ctrl.

HaxaTb kHonKy [B onucbk] Ha naHenu gencteuin. OTkpoeTca bopma co3gaHus onucu (PUCyHOK
18). lMpu atom none [lepeyeHb Gen 8 cocmaee OMuUCU aBTOMATMYECKU 3anosiHAETCH
BblGpaHHbIMM TOMaMu Aen (C BO3MOXHOCTbIO peakTMpoBaHus).

Ecnu npu cozgaHmm onucu 6binv BeibpaHbl Aena, yKe HaxoasLwmuecs B opyroi onncu, cuctema
BblJaeT COOTBETCTBYIOLLEEe CcooOLleHMe.

3anonHuMTb NoOMs KapTouknm AokymeHTa. [OnA nepexoga no MNONAM  KapTOYKUM  MOXHO
ncnonb3osaTtb knasuwy TAB.

HaxaTb kHonky [CoxpaHuTb] Ha naHenn AenCTBUN.
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OnucoL OTKpbITA

N2 anucw

HanmenoBauue onucu

Noapasaenenne [ Q

.

X

Wxaexc nogpaznenamus

Hazzanue oprasniaumnm

KpaiHue QaTet AOKyMENTOS p 18] no 16

Mepeyens Aen 8 cocrase onucKH |

Eaunnu xpanenus or ao |

OoKymeHTs caan Q
Aaunnncrpatop Cepren Baaaumnposuy - Astop, Mpynna
HacTpoiiku C34

AOKyMEHTE! NPUHAN Q

Oarta cozaanus 13.08.2013 1

[ata npuena Ha xpaxenne

Qona >(

PucyHok 18. ®opma co3paHuA KapTOUYKU onucu

B onnck moryT ObITb A06aBMNEHbI TONBKO 3aKpbiThie ToMa Aen (B ctatyce « OKOHYEHOY ).

' Ecnuv npu cosganumn onvcu ns npepcrasnenus dema b, OX Obinv BbiIGpaHbl TOMa fgen B ctaTyce
«HauaToy, cuctema otobpaxaet coobiieHme «[leno He OKOHYEHO. 3akoHUUTb A4eno?». Ytobbl
3aKpbITb AENO M NOMECTUTL B OMUCb, HEOOXOAUMO B OKHE C coobLueHnem Haxatb [[Aal.

CospaHHas onucb umeet ctatyc « OTKpbITay.

v esi ?
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[11.4.2. PegakTupoBaHue onucu

[ns Toro 4tobbl OTpeaakTMpoBaTb ONNCbL HEOHXOANMO:
1. OTkpbITb NpegctaBneHne Onucu aea B b1 OX.
2. [Baxdpl WENKHYTb Ha CTPOKe, cogepxallen Tpebyemyo onumce.

3. Ha naHenu genctsuin oTKpbIBLUENCSA KapTOYkM HaxkaTb KHOMKY [PepakTupoBatb]. B pesynbTaTe
KapToyka onucu ByaeT AOCTyNHa ANa peaakTUpOBaHuUS.

4. BHeCTU HeobXxoOAuMble M3MEHEHUS W COXPaHUTb, HaXaB Ha nNaHenu AEWCTBUMN KHOMKY
[CoxpaHuTb].

111.4.3. YpaneHue onucu

YpaneHvue onucu MOXeT OCYLLEeCTBISITb TONbKO NONb30BaTeb C posbio Administrator.

[ns Toro 4tobbl yoanuTb oNnucb HEOH6XOANMO:
1. OTkpbITb NpeacraesnerHne Onucu B b1 OX.
2. Bblgenutb B NpeactaBneHnn oanH UM HECKONbKO ONuUcen Ans yaaneHus.

3. Haxatb knasuwy [Del] n nogTBepAnTb onepaunio B OTKPbIBLUEMCS AUaNIOrOBOM OKHE.

[11.4.4. MNepepaya gen B apxvmB

MNepenaya Aen no onucy B apxme MoxeT ObiTb OCyLLeCTBIEHa ABYMS cnocobamu.

[NepBbIYi cnocob nepenayu gen no onucu.

Heo6xoamMmo BbINOMHUTL CReayoLLyro NocrnefoBaTenbHOCTb 4ENCTBUN:
1. BowTtn B npeacraeneHne Omucu gea b OX.

2. OtmeTuTb Tpebyemble onucu gen B crtaTyce «OTKpbITa» ranioykon, LEeNKHYB MbIWbio UNN B
npaBoM cTonbLe CTPOKM C AaHHbIMW aena, WNKM B CTPOKE C OAHOBPEMEHHbIM HaXaTUem
knasuwiu Ctrl.

3. HaxaTtb kHornky [OTnpaBUTb B apxuB|.

BTopori cnocob nepeaayv aen no onuvucu.

Heo6xoaMMo BbINOMHUTL CregyroLyro nocrefoBaTenbHOCTb 4ENCTBUN:
1. Bowtn B npeactaeneHne Omucu aea b OX.

2. OTKpbITb TPEBYEMYIO OMUCH ABOWHBLIM HaXXaTUEM MbILLIN.

3. Haxatb kHonky [OTnpaBUTb B apXuB].

B pesynbTaTte BbINOMHEHHbIX 4ENCTBUIA onucK npucBouTcs ctatyc «OTnpasneHa B apxuB». Onuch
oTobpaxaeTtca B npeacrasneHnn Otmeu. ansa ornp. B apxus B[l OX. Nocne otpaboTkn areHTa onuch
oTobpaxaeTcs B npeactasneHun MoctynuBwue B b AX.
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Ecnu gokymeHThl B Aenax B coctaBe onucu He Bce nepewnu B 6 OXA, To npu BblAeneHun aTom
onucy B npeactasneHdny Omucu aea B OX (nnGo npy oTKPbITUM KAPTOUKU OMUCK) KHOMKA
[OTnpaBuTb B apxumB] He oToOpaxaeTcst Ha NaHenyn AeNCTBUIA NpeacTaBneHns (KapToYkyM onucK).

B pe3ynbTate nepeagadn onnucn B apxmB Agesia B COCTaBe ONUCKU nepexogdT B CTaTycC ((OTI'IpaBJ'IEHO B
apxmB», B AJOKYMEHTbI B COCTaBe el nepexogdT B CTaTyC «OTI'IpaBJ'IeH B apxXuB».

I11.5. Co3aaHue nopy4YeHnU no AOKYMEHTaM U JOroBOPHbIX AOKYMEHTOB No

gorosopam, HaxoasaLwnMmMmcs Ha onepaTuBHOM XpaHeHUN

Co3pgaHne nopy4eHuii No 4OKyMeHTaM 1 LOroBOPHbLIX JOKYMEHTOB MO JOFOBOpaM, HaxodsaWwmumcs Ha
onepaTMBHOM XpaHeHWUW, LOCTYNHO NONb30BaTENSAM, UMEKOLLMM OOCTYN K AaHHBbIM AOKYMEHTaM.

UTobbl co3paTb MOpyYeHWe Mo OOKYMEHTY, HaxoddAweMCs Ha OnepaTUBHOM XPaHEHWUW, HYXHO
oTkpbITb B[] OX, OTKpPbITb Ha NPOCMOTP HYXXHbLIN OOKYMEHT M HaXaTb Ha MaHenn OEVCTBUN KapTOYKU
kHonky [MopydeHue]:[HoBoe] ans co3gaHust HOBOro mnopydeHusi, unum kHonky [[MopyyeHue]:[U3
wabnoHa] 4nsa co3aaHus NOpyYeHUsi Ha OCHOBE UMeIoLLErocst WabroHa.

Mpouecc co30aHMs MOPYYEHWUsI MO JOKYMEHTaAM aHarnorMvyeH CTaHg4apTHOMY (CM. OOKYMEHT
«Jloruka C3O-OC-7-MopyyeHuns»).

YUTt06bl CO30aTh OOrOBOPHOW OOKYMEHT MO AOroBOpPY, HaxoAsdWweMcs Ha OonepaTtMBHOM XpaHEHUH,
HY>XHO OTKpbITb B[l OX, OTKpbITb Ha MPOCMOTP HYXHbIA AOrOBOP M HaxaTb KHOMKy [A3mMeHeHuAa K
poroBopy]| Ha naHenu aencTeun (PncyHok 19).

| MameHeHuA Kk QoroBopy ™  HMTatenm

JononHWTENEHOE COMNALLEHKME
Mzmenenuna k gorosopy
zmeHeHNA K gon.cornaleH ke
CornaweHune

CornaweHne o PACTOPHEHHH

PucyHok 19. CosgaHue AOroBOPHOro AOKyMeHTa
BbiGpaTb HEOOX0AMMbIV OKYMEHT AN CO34aHUS 13 BbiMaAatoLLEro MEeH KHOMKMU.

Mpouecc co3agaHMa JOrOBOPHOTO AOKYMEHTa aHanorMyeH ctaHgapTHOMY (CM. OOKYMeHT «Jloruka
C3-0OC-5-TP»).

[11.6.0OTMeHa

BoamMoxHOCTb 0TMeHbI 3apernctpuposaHHoro OP[ NcnonHutenem/ Coctasutenem, NMognucaHtom,
YTBepxgawLwwmm n Pernctpatopom AOKYMEHTa yKka3blBaeTcs B HacTpoeyHoM aokymeHTte B[ MNP (B
B AoMuUHUCTpUpoBaHue).

Uto6bl oTMeHuTb OP[, Haxogawmnics Ha onepaTtMBHOM XPaHEHUM, HYXXHO OTkpbiTb B OX,
OTKPbITb Ha NPOCMOTP HYXHbI OP[l n HaxaTb KHOMKY [OTMEeHUTb AOKYMEHT]| Ha naHenn AencTBuN.

Mpouecc otmeHbl OP[] aHanornyeH ctaHgapTHOMy (CM. AoKyMeHT «Jlormka C3-OC-5-MPy).
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IV.Pabota ¢ moaynem ApxuBHOe XpaHeHue

Pabota c moaynem «ApXMBHOG XpaHeHune» AOO0CTynHa COoTpyaHUKaMm, WMeEeKLWnMm porsb
AQMMHMCTPATOP MO apXMBHOM pabore.

Mpouecc apxMBHOrO XpaHeHUst JOKYMEHTOB BKITHOYaEeT B cebs cneayowmne atansbl:
e nonydeHune gen no onucu (b AX);

e dopmupoBaHMe Tonorpadmyeckoro ykasatensa gen (CTennax, nonka B XpaHunuwie
apxmBa);

® KOHTPOSb UCTEYEHUSI CPOKOB XpaHeHUs, dOpMUPOBaHME akToB Ha yHUYTOXeHue (B AX);

e Bblgaya 1 KOHTpOSb Bo3BpaTa gen B apxu (b AX).

IV.1.Mpnem gen Ha apxMBHOE XpaHeHNe N X Bo3BpaT

[nsa Toro 4ToObl NPUHATL Aena B apxuB He06X04MMO:
1. OrtkpbITb Npeactasnenne Mocrynusmue b AX.

2. OTKpbITb HEOOXOAMMYID OMUCb W NEpPernTM B PEeXUM pedakTUPOBaHUA MO KHOMKe
[PepgakTupoBaTtb].

3. 3anonHutb/ckOppekTupoBaTb BCe 00s3aTenbHble Nons KapTodkn. B ToM uncne, BHeCTn
Heobxoanmyto nHpopmaumio B nonsa JJokymenmsi npuHsin v [lJama npueMa Ha xpaHeHue.

Mpu npveme Ha apxuBHOE XpaHeHWe Nnossi KapTodkun onuck lMepeyeHb Ges1 8 cocmaese onucuy,
Hokymenmsbi cdan v Jama co3daHusi HeAOCTYMHbI AN peakTMPOBaHMS.

4. HaxaTb kHornky [[puHATL].
5. CoxpaHuTb KapTO4Ky Aena, HaxaB KHOMNKy [CoxpaHuTb].

B pesynbTaTte BbINOMHEHHbIX OEWCTBUA ONUCb, BCE AeNna B 3TOM ONUCK, a TakkKe AOKYMEHTbl B
COCTaBe fen NpYHMMAaKTCA Ha apxXMBHOE XpaHeHue u nonyyatoT cratyc «B apxmeex». Onuck B B[] AX
ypangetca u3 npegcrasnenuns IocrynuBmmme U oToOpaxkaeTca B npeactaBneHun Ommcu nea. [dena B
cocTtaBe onvcu oTobpaxatotca B npeactaBneHmm Jleaa b AX.

[nsa Bo3Bpata gen B coctase onucu B Bl OneparuBHoe xpaHeHue (OX) Heobxoanmo:

1. OrtkpbITb NpeactaBnenne Onucu aea 5 AX.

2. Bblgenutb HeoOGXOAMMYIO OMUCb W HaXaTb Ha MaHenu OencTBui KHomky [BepHyTb Ha
onepaTtuBHOe XpaHeHue].

B pesynbTate BbINOMHEHHLIX AENCTBUI ONUChb yaoandaetcd ua npegcraesneHns Onucu aen b AX,
BMECTE C Jdenamu u [OKyMeHTamu BO3BpallaeTcsl Ha onepatmBHoe xpaHeHnve B B[ OX. Onwucb
nepexoaut B ctaTyc «OTKpbITa», Aena B cocTaBe onncun nepexoasT B ctatyc « OKOHYeHO», a LOKYMEHTbI
B COCTaBe e nepexoadaTt B cTaTyc «Ha onepaTMBHOM XpaHeHUn».
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IV.2.TonorpacmnpoBaHue gen

[ena, nocTynuBeLUME Ha apXMBHOE XpaHeHWe, noanexar TonorpacdupoBaHuto. TonorpadupoBaHmne
aen — 39710 u3nyeckoe pasmelleHve Aen Ha cTennaxax, nomnkax, B Kopobkax. WHdopmaums
0 pa3meLlleHnn SOmKHa ObITb BHECEHA B 3NEKTPOHHbIE 00pasbl aen.

[ns Toro 4tobbl BHECTM B Aeno Tonorpadunyeckyo nHgpopmanmo Heobxoanumo:

1.
2.

OTKpbITb AeNo B cocTase NocTynueLlen onnucu B npeactasnednn deaa b AX.
[NepenTn B pexum pefaktupoBaHus, Haxkas KHOMKY [PeaaktupoBaTtb).

YkasaTb Tonorpadudeckne gaHHole B none Tonoepaghuyveckul ykazamenb (PucyHok 20),

HaXaB KHOMKY = W BblbpaB OOHO W3 [OMNYCTUMbIX 3HA4YEeHUWA B [MANoroBOM OKHE
«Cnucok gonyctTumbIx 3HavyeHun» (PucyHok 21). [lonycTMMble 3Ha4YeHUs 3agatoTcsa B CrioBape
«bubnnorteka» b1 CnoBapu.

CoxpaHuTb KapTouky Aena, HaxxaB KHoMKy [CoxpaHuTb].

KonWyecTeo NUCToE B 1
oene:

MyHeTH 4
MyHET HO:
CcChblnKa Ha onWce: Onwrcel234
Tonorpadudyeckuit ¥KpaHunuwe M1
YEazaTens:

PucyHok 20. BHeceHue Tonorpadmyeckux gaHHbIX

Cnntgnc BONYCTUMBIX SHAMEHWA X
BeiGepure ...
= XpaHunnuwie N9 1 L‘
—ICtennax 3A Ermiei |
Monka 3A-19

+ Xpanunuwe N2 2

PucyHok 21. Bbibop pa3melyeHns gena
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IV.3.Bblgaya n Bo3BpaT apXmBHbIX Aern

Bblgaya apxmBHbIX gen npomsBoautca u3 npegctasneHna Jlena B AX nocne ykasaHug
Tonorpadgudeckoro ykasarens (cMm. pasgen IV.2. TonorpadgupoBaHue gen).

Mpn nonbiTke Bblaaun gena 6e3 npegsapuTenbHOro TonorpadMpoBaHusa cuctema otobpaxaer
coobLeHne TO TOM, YTO JeNo HeNnb3s BblAaThb.

[nsa Bblgaym apxmBHOro gena HeobxoamMmo:
1. OTKpbITb 4eN0 B cOCTaBe NOCTyNUBLLEN OnNuUcK B npeacTasneHuun leaa b AX.

2. LWenkHyTb No ccbinke Boidava dena (PyucyHok 22). OTKpoeTcsa guanoroBoe okHO «Bbigaya gen
Ha pyku» (PucyHok 23).

Tonorpatudeckuit ¥paHunuwe M1
yKazarenb:
Ewlnada gena: 30.07.2013 AgMWHWCTpaTop, OTNPaBned B apxve

30.07.2013 AgMuHWcTpaTop, nepenan Asnees MakcumM
30.07.2013 AOMWHWCTPATOR, NpUHARN
30.07.2013 AgMWHWCTpaTop, Nepedan Asgees Makcum
30.07.2013 AAMWHWCTRATOR, NPWHAR

PucyHok 22. Bbigava gena
3. B oTkpbIBLIEMCA OKHE B none Jelicmeue No yMONYaHUIO YCTAHOBIEHO 3HaYeHne Bbidamb.
4. BBecTu faHHble 0 BblAaye apxXMBHOro Aena:

e [Jlama — ykasaTb faTy U BpeMsi BblgayM B COOTBETCTBYHOLIMX MOnsix (MO yMON4YaHwuio
yKa3aHa Tekyllasa gara).

e Komy — wenkHyTb N0 OAHOMMEHHOW CCbifike 1 BblBpaTb COTPYyAHMKA, KOMY OyaeT BblgaHO
aeno, w3 b BHewHune agpecatbl nnn bl CnpaBo4HMK opraHusauuum. Ecnu geno
Heobxoanmo BblgaTb (PU3MYECKOMY nuuy, BbIOpaTb MyHKT duU3n4veckoe nuuo, nocne
yero BBecCTU ¢ knasunatypbl PUNO dusmnyeckoro nuua.

e Cpok so3epama — BbibpaTb JaTy Bo3BpaTa U3 kaneHgaps.
5. Haxatb kHorky [OK].

B pesynbTate BbIMNOMHEHHbIX OEWCTBUA Oeno nepexoguT B cTaTyc «BbligaHo u3 apxusax». [Mpu
3TOM B KapTouke fena B none Bbidaya desr oTobpaxkaeTcs 3anucb O Bbigade gena (cMm. PucyHok 22).
[lokyMeHTbI B cOCcTaBe Aena nepexogaT B cTaTyc «BbigaH 13 apxmeay.

YKasaHHOMY COTPYOHWKY (ecrnm OH sBnsetcsa nonb3oBaTenem C3[l) Hanpaensetcs
nHpOpMaLmMoHHOoe cooblieHne o Bbigade Aena. BoigaHHoe pgeno 6yget otobpaxaTbCs y AaHHOro
COTPYAHMKA B npeacTasrneHun Boinannblie u3 apxuBa pyHkUmMoHansHon B/. [lokymeHTbl B cocTaBe gena
AOCTYMHbI TONMbKO ANs npocmoTpa. [py 3TOM COTPYAHMKY CTAHOBATCS AOCTYNHbIMU ANst IPOCMOTPa BCe
AOKYMEHTbl JaHHOro Aena, Aaxe ecnu paHbLue OH He MMen AocTyna K JOKyMeHTaM B COCTaBe JaHHOro
aena.
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3a pJgeHb [0 uWCTeyYeHWss cpoka Bos3BpaTa pgena OyaeTr copMMpPOBaHO yBeOOMIIEHUE
agMUHUCTpaTopy MO apxvMBHOW paboTe M nonb3oBaTento, KOTOPOMY Bblaanu Aeno, ¢ HanoMuHaem o
Heob6xoAMMOCTM BO3BpaTa gena.

Beigaua gen Ha pyKu X
Hara: 13.08.2013 16 D]
feiicrane: Bripas
HKomy:
Cpor 13.08.2013 18
BO3BpaTa.
(0134 OTMEHS

PucyHok 23. ATpubyThl Bblgauu gena Ha pyku

BosspaTt apxmBHbIX Aen npon3BoanTcs U3 npeacrasneHnin Jdeaa unv Beinansl B B AX.

[lns Bo3BpaTa BblAaHHOrO apXMBHOIO Aeria B apXnB HEOOX0AMMO:

1.
2.

5.

OTKpbITb BblAaHHOE Aeno 13 npeacraeneHun Jdeaa vnu Beigansl B0 AX.

LLenkHyTb no ccbinke Bbidaya dena (cm. PucyHok 22). OTkpoeTcs avanoroBoe okHo «Bbigava
Aen Ha pykn» (PyucyHok 24).

B oTkpbiBLUIEMCA OKHE B none JJelicmeue No yMOnyaHuio yCTaHOBIEHO 3HadeHne MpuHsmb.

B none [Jama ykasatb fOaty v Bpems MPUHATMS [ena B COOTBETCTBYHOLUMX MNOMAX
(no ymon4yaHuio ykasaHa Tekylliasa aara).

HaxaTtb kHonky [OK].

B pesynbTaTe BbINONHEHHbIX AEWCTBUM Oeno nepexoaut B ctaTyc «B apxusex». [lMpu aTom
B KapToyke gerna B norne Bbidavya den oTobpaxaeTcs 3anncb O Bo3BpaTe Aena B apxvB (CM. PucyHok
22). JokymeHTbl B cOCTaBe Aerna nepexofaT B ctatyc «B apxuse». Y cOTpyaHWKa, NOMy4YMBLLErO paHee
geno (ecnu oOH aBngetcsa nonb3oBatenem C3[l), B npeacTtasBneHnn BebinaHHble W3  apXuBa
dyHKumMoHanbHon B/ Bo3BpalleHHOe B apxmB Aeno 6onblie otobpaxartbcsa He ByaeT.
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[Moacucrema onepaTUBHOIO U APXUBHOI'O Paboma c mooynem Apxuenoe xpanenue
XpaHeHus

Belgaua gen Ha pyku E

HAara: 13.08.2013 16 @

14 OTHEHA

PucyHok 24. ATpubyTbl BO3BpaTa BblAaHHOIO feria B apXuBe
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IMoacucrema OIIEPATUBHOI'0 U APXUBHOI'O KOHMPOJlb CPOKO06 XpaHeHnus:, no020moeKa K
XpaHeHUusA YHUHUMONCEHUIO U 60CCMAHOG6IEHUE OMMEUECHHBIX
K YHUYUMOJICEHUIO oen

V. KOHTpONnb CPOKOB XpaHeHUs1, NOArOTOBKA K YHUUTOXEHUIO U

BOCCTaHOBJIeHNEe OTMEeYEeHHbIX K YHUYTOXEeHUIO gaen

Mopynun «OnepatuBHOe XpaHeHue» N «APXMBHOE XpaHEHWe» KOHTPOSMPYIT UCTEeYEeHNe CPOKOB
xpaHeHna gen. B B OX 1 AX dpopmMmumpyeTcs peectp Aen ¢ NCTEKLLMM CPOKOM XpaHEHUS.

MNMpocmMoTpeTb nepeyeHb Aen C UCTEKWMM CPOKOM XPaHEHWst MOXHO B npeactaBneHun Cpok
xpanenust ucrek B b1 OX n AX.

Cpok xpaHeHus ykasblBaeTCs B KapToyke Aerna u oTCYUTbIBaeTCs OT AaTbl 3aKpbITUA Aena (nepexog B
ctatyc «OKOHYEHOY).

[ns noaroToBKM Aen K YHUYTOXEHUI0 HeoOXoaAMMO BbINONTHUTL CrieayoLlyo nocneaoBaTenbHOCTb
JEenCcTBUN:

1. Mepentn B npeactasneHne Cpok xpanenuss ucrek B B[] OnepatuBHOe XxpaHeHue/
B[] ApxuBHoe xpaHeHue.

2. BbigenuTb gena Onsi YHUYTOXEHWUS, LWENKHYB Mblllbl0 UMM B NPaBOM CTONGLE CTPOKU
C AaHHbIMM Oenamu, Unu B CTPOKe C OAHOBPEMEHHbIM HaxaTtuem knasuwm Ctrl.

3. HaxaTb Ha naHenu gencTeun kHonky [OTMeTUTL Aena K YyHUUYTOXEHUIo].

B pesynbTaTte oTMeyeHHble Agena oTobpaxatotca B npeactasneHnn K yuunuroxenuio b OX/AX n
nepexogsT B ctatyc «[MOAroToBMAEH K YHUYTOXEHMIO». [JOKYyMEHTbl B COCTaBe Aen nepexogaT B cTtaTyc
«lMoaroToBNeH K YHUUTOXEHUIO».

[ns BoOcCTaHOBMEHUS] OWMBOYHO OTMEYEHHBLIX K YHUYTOXEHWUIO OeNl HeoOXOAMMO BbIMOMHUTL
cneayoLLylo nocneaoBaTenibHOCTb AENCTBUN:

1. Nepentn B npeactaBneHve K yunurtoxkenuio B B[] OnepatnBHoe xpaHeHue/bB[l ApxuBHoe
XpaHeHue.

2. Bblgenutb gena Ans BOCCTaHOBMEHUS, LWENKHYB MbILbO WM B NMPaBOM CTONOLE CTPOKU
C AaHHbIMM Oenamu, Unn B CTPOKe C OAHOBPEMEHHbIM HaxkaTuem knasuwm Ctrl.

3. Haxartb Ha naHenu gencteui KHonky [BocctaHoBUTL Aenal.

B pesynbTate oTMeudeHHble Oerna Bo3BpallaloTcs B cratyc «Ha onepatmBHOM XxpaHeHum»/«B
apxmBe» COOTBETCTBEHHO. [JokyMeHTbl B COCTaBe [en BO3BpallaloTcs, COOTBETCTBEHHO, B cTaTyc «Ha
onepaTMBHOM XpaHeHun»/«B apxusey.

B kapTtouyke p[OokymeHTa Ha Bknagke OpueuHan npocTaBnsdetcsd oTtMmetka o6 ownbovyHoM
YHUUTOXEHUMN.
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IHoacucremMa onepaTHBHOIO H APXMBHOI0 Dopmuposanue aKmos Ha yHUUMmMOodicenue 0esl u
XpaHeHUs neuamuuylx opm onucu 0en u GHympeHHell Onucu
O00KyMeHmog ¢ dee

VI. DopMupoBaHMe aKTOB Ha YHUUYTOXEHUE AeNn U neYaTHbIX oopm

onucu aen n BHyTPeHHeW onucu 4OKYMEHTOB B Aerne

VI.1.bopMupoBaHMe aKTa Ha YHUUYTOXeHuUe aen

Ona  dopmMupoBaHMA aKTa Ha  YHUYTOXEHME HeobOXO4MMO  BbIMOMHUTL  CNEeayHLLYIo
nocnegoBaTeribHOCTb AENCTBUN:

1. TlepenTn B npeacrasneHne Cpok xpanenusi ucrex B 6 OX/B1 AX

2. OTkpbITb Tpebyemoe aeno.

3. HaxaTb B KapTouyke OOKyMEHTa KHOMKY | ([MeyvaTk]) 1 BbIOpaTh [[MeyaTb No wWabnoHy] B

Bbinagatoiem cnmcke. OTKpoeTcs guanoroBoe okHo «llevatb no wabnoHy» (PucyHok 25).
4. BbibpaTb NyHKT AKm 06 yHUYMOXXEeHUU.

5. Haxatb kHorky [OK].

Mevate no wabnony X
BeiGepuTe walinon anA nevam
Onucanne wabnona Hazeaunne B[] dopma ILI
—MeuaTHan dopMa OmeHa

AKT 00 YHUUTOMEHMM OnepaTMeHoe XpaHeHue [eno

BHYTPEHHAA ONWCE OOKYMEHTOE B Aene OnepatveHoe xpadenue Jeno

PucyHok 25. MeyaTb akta 06 YHMUYTOXEHUU

B pesynbTaTe BbINOMHEHUS BbIWEONUCAHHBIX AeNcTBUA ByaeT 3anyweHa nporpamma MS Word,
B KOTOpOW ByAeT OTKPbIT CHOPMMPOBAHHbBIN AOKYMEHT (PucyHok 26).
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Iloacucrema onepaTHBHOIO U APXHBHOIO Dopmuposanue aKmos Ha yHUUMmMOodicenue 0esl u
XpaHeHUs neuamuuylx opm onucu 0en u GHympeHHell Onucu
00KyMenmog ¢ oeje

[EracnTmeiiame 13 04 012 18 06 38 [Pewsms orparmatrcd §yvussrasenocra] & W< T
Brrama PRasueTs CTRD B Comtem Pacouncn PeLes im0 CRA NS Bua LomcTRyeTop Macer
, TmesNewRet 10 AN At W - E-E W NS yapepd AaBGE AaBGE | AxbtBal | Aa56Bal
K A& Y- ex x v-A- EE TR (2 =g Bugtaenne  aranoee Haosaeiite [T Obwsinnit | Mogsaran

G pany

| _ a) 4 L " |5 1

AKT Ny
r. Mocsza

O SMISTCMEN K YHINTOKEMIDO
AOKYMENTON, € NCTERITILIN CPOKEMNN
Xp AR

Ha ocwomamone [Mepeyms Iumosms yOPARTENGCCKNX JOKYMENTOR, OSPANIOUDOCE & TEATEIABOCTH
Uy(lﬂﬂ?lllkﬁ € VEATANMEM CPONOR BPANSHMA, OTOUDANN K VENMTORCIND JOKVMEMTN & BOTOXUDRG Cpoxamn
XPIMeINY I HARMENUITMI NAVUND-IPIEINNECEoS HemeocTn

Ne o 32ron0ROK 3633 Jars 3eas | Komumecr Cpoxx Tipmuexasnee
00 261 Apanens no
sepeoo
1 Pacmoprxeiues [ enmepasaaore 08.122011 0
ANPLETORA
Hroro i RAXD _rosmM
.IO).'}'MCH‘KH B EOIMReCTEE e zecou |2

Caesmt vosmccion

MANMEROTAIME JOTANOCTR nogmcy Sz HO
Joxysentat # Ko tumectse _L3XP
B2CONM, AT CIamuy

1A mepepaCoTEY D0 mpiesne0-c3aTosncit maETa ok 01 Ne
[lepegaza

ADNDUICTPATOR, ATEMEICTPATOP ACTNCTRAT0R

PucyHok 26. AKT 06 yHUUTOXEHUMN

AkT 06 YHUYTOXEHNUN MOXHO BbIBECTU Ha NedaTb bes npeaBapuTeribHoro npocmMoTpa, Bbl6paB
NYHKT [HaneanaTb Ha anHTepe] B BblnagakoLlemM Crnuncke.

VI.2. ®opmMmupoBaHue nevyaTtHbIx OpmMm onucu aen n BHyTpeHHEU onucu

AOKYMEeHTOB B gerne

Ons cdopmupoBaHms nedyatHonM POPMbl BHYTPEHHEN ONUCKM OOKYMEHTOB B gerne Heobxoammo
BbIMNOMHUTE CReayoLLyo NocrneaoBaTensHOCTb 4ENCTBUNA:

1. TMepeiTvn 8 B0 OX/BL AX.

2. OTKkpbITb HEOBXOOUMOE Aeno.

Thasd]

3. HaxaTb B kapTouke gena kHomky o= ([MeuyaTb]) n BbiGpaTh [[eyaTh no wa6noHy] B
BblMagaroLLeM Crmcke.

4. B oTkpbiBLIEMCS AnanoroBoM okHe «[levatb no wabnoHy» (PucyHok 27) BblGpaTb nevaTHyro
dopmy BHympeHHsist onucb Q0OKyMeHmoe e desie 1 HaxaTtb kHonky [OK].

v esi *



IHoacucremMa onepaTHBHOIO H APXMBHOI0 Dopmuposanue aKkmos Ha yHUUMmMOoIicenue 0esl u
XpaHeHUs neuamuuylx opm onucu 0en u GHympeHHell Onucu
O00KyMeHmog ¢ dee

Meuate no watnoxy

BriGepuTe wabnoH aAnA neyam

X
Onucanne wabnona Hassanwne B PopMa 0K

—MeuaTHan diopmMa Ommena
AKT 0B YHUHTOKEHMM CnepaTMBHoS XpaHeHwe [Hdenc
BHYTDEHHAA ONWCh OOKYMEHTOE B O&Ne CnepaTtMBHoe XpaHenue [feno

PucyHok 27. NMeyaTb BHyTPEHHEN ONUCU AOKYMEHTOB B Aene

B pesynbTaTe BbINOMHEHWS BbILLEONMUCaHHBIX AEWCTBUA ByaeT 3anyuieHa nporpamma MS Word,
B KOTOPOW ByaeT OTKPbIT CPOPMUPOBAHHBLIV AOKYMEHT (PucyHok 28).

BH}"[IJEHH.HH OIMHCE JOEYMEHTOE

enxp.Ne
M Hunerc Jata 3aT0T0EB0E JOKYMEHTa Honepa aneros [Mprmaenasme
n/n JOEYMEHTA OOEYMEHTA SAED.
1 3609 16.11.2012 Bxogampm 20121116 1040 35
2 3611 19.11.2012 Bxogamnit 01211191027
3 6048 17.12.2012 Bxogammm 201212171033 20

HTOT'O 3 (1pm.) A0EYMEHTOE
KoamgecTeEo IcToE EHYTpenael omicy 90 (ZeeamocTo )

AmamacTpatop Cepreit IMogmace’ Anveemerpatop Cepreft Bragmumpossna  07.02.2013
Baazmumposm - ['pymma

HacTpoien O3], OreeTcTECeHHAA

33 EEJIeHHe el

PucyHok 28. BHyTpeHHAs1 onucb AOKYMEHTOB B Aerne

Ona dopmupoBaHMa neyaTtHOM OpMbl onNucK Aen HeobXoAMMO BbIMOMHUTL  CReayHoLLyro
nocnenoBaTernbHOCTb AENCTBUN:

1. Mepeiitv 8 B0 OX/BL AX.

2. OTKpbITb HEOBXOAMMYIO OMNKUCh.
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IHoacucremMa onepaTHBHOIO H APXMBHOI0
XpaHeHUs

(Dopjnupoeauue AKmoeé Ha yHuumaoodicenue odenu

neuammuix gropm onucu oen u 6HympeHHeil Onucu

O00KyMeHmog ¢ dee

3. HaxaTb B kapTO4ke OMUCKU KHOMKY
BbiMagaloLLLeM CrUCKe.

=(

[MevaTb]) v BbiOpath [[MeyaTb no wWabnoHy| B

4. B oOTKpblBLEMCS AManoroBom okHe «[lleyatb no wabnoHy» BbibpaTb neyaTHyt opmy
MeyamHasi gpopma onucu Aen n HaxaTtb kHonkKy [OK].

B pesynbTaTte BbINOMHEHMS BbILLIEONUCAHHBLIX AencTBU ByadeT 3anyuweHa nporpamma MS Word,

B KOTOpOW OyaeT OTKPbIT CPOPMMPOBAHHbBIN AOKYMEHT (PucyHok 29).

Ommce Me
=3 - TOOEL
Boce pedepent
NelNe o FAT0J0BOK J81a, TOMA, 9aCTH Jata gema, ToMa, Cpox ITpmewarme
TacTH XpaHeHT
1 Hexoganmme - 3To Opocto gexo. 01.07.2015- 10
Camo mo cebe - ToMm 2
2 Jorosopst - ¥ JOTOBEOPOE CEOH 02.072015- 10
mexa. llocToRHED - ToM 3
3 Hexoganmme - 3To Opocto gexo. 03.07.2015- 10
Camomo cede - Tom 3 12072013

E pammyio omerce EHeceno 3(Tpm ) gema c Ne 1 mo Ne3
THTEPHEX

IIp 0TV IEHHED

JoEyMedTs c3a1  ATMEHHCTPATOD

JoEyMeHTE TpPHEAT

PucyHok 29. Onuchb gen

MeyaTHble OpPMbl OMMUCKM Oen U BHYTPEHHEW ONUCU OOKYMEHTOB B [efie MOXHO BbIBECTU Ha
nevatb 6e3 NpeaBapuUTENbLHOIO NPOCMOTPA, Bhibpae NyHKT [HaneuyaTaTtb Ha NnpuHTepe] B BbiNagarolwemM

Crnuncke.

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

XpaHeHUusA

Ilpunoscenue. Onucanue nonei

VIl. MpunoxeHune. OnucaHune nonen

VIl.1. KapTo4yka nyHKTa HOMeHKnaTypbl gen

Ta6bnuua 21. MNons kapTouku nyHkTa HA

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
roo o4, ons koToporo co3gaeTcs 0] gata Bbibopom roga 13 BbinagatroLlero
HOMeHKNnaTypa gen cnucka
3azosnoeok dena 3aronoBok gena 0] txt BBogom c knaBsmaTtypbl
UHOekc dena 3anonHsieTcs aBToMaTUYECKN. (0] txt BBogowm c knaematypbl
CocrtaBneH 13 3 nonewn: MHOEKC
nogpasgeneHus, pasgenvrernb,
NopsiAKOBbIA HOMEP
lModpa3sdeneHue MoppasaeneHue, anst KOTOPOro (0] txt BbiGopom m3 crnucka
cosgaetcs nyHkT HL nogpasaeneHnii, ¢ MOMOLLbIO
KHOMKM . MoxHo BbIOpaTh TOMBKO
O[HO nogpasgernenve. Yaanutb
nogpasgeneHme MoXHO Npv NOMOLLM
KHOMKM ')l
UHOekc WHpekc nogpasaeneHus (0] txt ABTOMaTMYeCKOE 3anosiHeHne
nodpa3sdesieHust (nocne Bbibopa nogpasaeneHns),
6e3 BO3MOXHOCTU peaakTupoBaHus
Pazdenumens Paspgenutens mexay MHAEKCOM H txt Beogowm ¢ knasmatypesl
nogpasgeneHus n NopsiAKoBbIM
HOMEpOoMm
Mopsidkoenlii MopsaakoBbIn HOMep nyHkTa HO 0] txt Beogowm ¢ knasmatypesl
Homep
Konuyecmeo den Konun4yecTtBo Aen, co3faHHbIX H txt 3anonHaeTca aBToMaTU4eCKn nNo
Ha ocHoBe nyHkTa HL, Mepe Cco3[aHus 4eNn Ha OCHOBE
nanHoro nyHkta HA. MNpwu cosgaHum
HoBoro nyHkta H no ymonyaHuio
npocTasneHo 3HaveHue 0
CpokK xpaHeHusi CpokK xpaHeHust fen B AaHHOM 0] txt BBogom c knaBmaTtypbl unm
(nem) nyHkte HO. YekDOKC | yCTaHOBKOW/CHATUEM doriaXkka
YKasaHue KonmyecTsa NneT unm
BbIOOp 0fHOro M3 atpubyToB
Beccpo4yHo n 3K
Beccpo4yHo MpusHak 6eccpoyHoro H YekOOoKC | YcTaHOBKOW/CHATMEM doraxka
XpaHeHus gen. MNpu yctaHoBke
donara none Cpok xpaHeHusi
CKpbIBaeTcs
3K OkcnepTHasa komuccus. MNpu H YekbOoKC | YcTaHOBKOW/CHATMEM doraxka
ycTaHoBke ¢hnara none Cpok
XpaHeHus1 (ilem) CTaHOBUTCSA
He 06s3aTenbHbIM
Cmambs no Homep cTtatbu no nepevHio H txt Beogowm ¢ knasmatypsl
nepe4YyHro
lpumeydaHue IMpumeyaHue K nyHkTy HO H txt Beogowm ¢ knasmatypesl

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

Ilpunoscenue. Onucanue nonei

XpaHeHHus
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
OmeemcmeeHHbIl | COTpYAHWKK, KOTOpbIM OyaeT (0] txt Bbibopom 13 cnncka CoTpyaHUKOB,
3a eedeHue den OOCTYMHO co3aaHue gen no MMEIOLLMX POfib OTBETCTEBEHHEIE
AaHHomy nyHkTy HI Ba BemeHme xei, C NOMOLLbHO
Q
KHOMKM . Yoanute coTpyaHuka
MOXXHO NPW NOMOLLM KHOMKM >(
UcTopus pepgakTupoBaHusi
CosdaHue WHdopmaumst 0 BpeMeHH H txt ABTOMaTMYECKM NpU CO30aHNMN
co37aHunsa JOKyMeHTa u (M3mMeHeHnKn) JokymeHTa
nonb3oBarerne, cosgaslleM
OOKYMEHT
U3meHeHus WHdopmaLmsa o BpeMmeHu H txt
N3MEHEHNs1 JOKYMEHTA U
nonb3oBaTtene, U3MeHMBLLEM
OOKYMEHT
VIl.2. KapTouka gena
Ta6nuua 22. NMonsa kKapTo4kK gena
MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
3azosnoeok dena 3aronosok gena 0] txt HacnepyeTcsa ns kaptouku
nyHkta HO. He moxeT ObITb
N3MEHEHO
Hon. 3Ha4yeHue CnyXut OTNUYMTENBHBIM H txt Bsogom c knaBmaTtypbl
NMpW3HaKoM AN CO34aBaeMOro
gena
Homep moma MopsagkoBbIi HOMEpP ToMa aena B H txt ABTOMaTuyecku (ecnm
nyHkte HO cosfaeTcs nepBbIn TOM, TO
npocTaBneHo 4mcno 1) ¢
BO3MOXHOCTbLIO peaKTMpPOBaHNS
(BBOAOM C KNaBsmaTyphbl)
UHOekc dena 3anonHaeTcs aBTOMaTUYECKN. 0] txt HacnepyeTcsa ns kapTouku
CocTtaBneH 13 3 yacTeun: UHAEKC nyHkta HO. He moxeT ObITb
nogpasgeneHus, pasgenurernb, N3MEeHEHO
nopsaaKoBbI HOMEP
lModpasdeneHue MoppasaeneHue, Anst KOTOPOro (0] txt HacnepyeTcs 13 kapTouku
6bIn co3gaH nyHkT HO nyHkta HO. He moxeT ObITb
N3MEHEHO
HNHOekc MHpekc nogpasgeneHns O txt HacnepnyeTcs 13 KapToyku
nodpa3sdeneHus nyHkta HO. He moxeT ObITb
N3MEHEHO
Cpok xpaHeHUsi Cpok xpaHeHust fen B AaHHOM (0] txt HacnepyeTcsa ns kapTo4ku
(nem) nyHkte HO. Yyekbokc | nyHkTa H ¢ BO3MOXHOCTLIO
YKasaHue KonmyecTsa NneT unm pefakTMpoBaHusl (BBOAOM C
BbIOOp 0fHOro M3 aTpubyToB KnaBuaTtypbl Unu
Beccpo4Ho n 3K YCTaHOBKOW/CHATUEM doriaxka)
BeccpoyHo Mpn3Hak 6eccpoYHOro xpaHeHus H yekbokc | HacnepyeTcsi M3 KapTOYKM
aen. Npu yctaHoske cnara none nyHkTa H ¢ BO3MOXXHOCTbIO
CpoK xpaHeHus1 CKpblBaeTcs peaakTupoBaHus
(ycTaHoBkow/cHATMEM donaxka)
9K OkcnepTHasa komuccus. MNpu H yekbokc | Hacnegyetcs u3 kapTo4dku
ycTaHoBke ¢hnara none Cpok nyHkTa H ¢ BO3MOXHOCTbIO
XpaHeHus1 (1em) CTaHOBUTCS He penakTMpoBaHust
obsasarenbHbIM (ycTaHoBKkoW/cHATMEM dhnaxka)

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

Ilpunoscenue. Onucanue nonei

XpaHeHHus
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Cmambs no Homep cTaTby No NepeyHio H txt HacnepyeTcs ns kapTo4ku
nepe4Hro nyHkTa H ¢ BO3MOXHOCTbIO
pefakTupoBaHus (BBOOOM C
Knasunatypbl)
HavanbHasi dama HavanbHas gata gena 0] aarta Bbibopom aaTtbl M3 KaneHaaps.
dena Mo ymonyaHuo npocTaBneHa
Tekylwasa gata cosgaHus gena
KoHeyHast 0ama KoHeuHas pata gena H faTta [MpocTtaBnseTca aBToMaTnyecku
dena nocre 3akpbiTvs TOMa gena
Konuyecmeo O6bLee KONMYeCcTBO NUCTOB H txt ABTOMaTuMyeckoe onpegeneHue
nucmoe e desne B gerne KonvM4ecTBa NIMCTOB Ha MOMEHT
noMeLleHns JOKYMeHTa B AeNno
MNynkm HO MynkT HL, Ha ocHoBaHWK (0] txt HacneayeTcs 13 kapTouku
koToporo 6bino co3gaHo geno nyHkta HO. He moxeT ObITb
MNepexoa Ha kapTouky nyHkTa HL N3MEHEHO
NPV Ha)KaTuK CCbISKM
Ccbuika Ha onuchk Onwuce, B kKOTOPYHO GbINO H txt ABTOMaTMYeECKM Nocne
BKJTHOYEHO B Jeno. BKITHOYEHUS fena B Onnch
Mepexon Ha KapTO4Ky OMMCK Npu
HaXXaTun CCbISKN
®PoHO HaunmeHoBaHue doHa H txt Bsogom ¢ knaBmaTtypbl
nnu BbIGOPOM U3 cnmcka
POHO0B, C MOMOLLIbIO KHOMKN
Tonozpaghuyeckuli | Tonorpadpuyeckme gaHHble gena H txt Bbibopom 13 cnmcka KnoyeBbiX
yKazameJsib (dbunsnyeckoe pasmelLeHue). 3HaYeHW C MOMOLLIbIO KHOMKM
HocTtynHo npu paboTe B Mmoayne
apXMBHOTO XpaHeHUs nocne
NPUHATMSA ena no onucu Ha
ApPXMBHOE XpaHeHue
OmeemcmeeHHbIl | COTpyaHMKN, KOTOpbIM ByaeT (e txt HacnepnyeTcs M3 KapTOYKu
3a eedeHue den OOCTYIMHO MOMeLLleHMe B faHHOe nyHkta HO. He moxeT ObITb
Aeno JOKYMEHTOB N3MEHEHOo
UcTopus peagakTupoBaHusi
Co3zdaHue WHdpopmaums o BpemeHu H txt ABTOMaTMYECKM Npu Co3gaHnmn
co3[aHusa JOKyMeHTa u (M3mMeHeHnKn) LOKyMeHTa
nonb3oBarerne, co3gaBLLeM
OOKYMEHT
UsmeHeHus WHdopmaLmsa o BpeMeHu H txt
N3MEHEHNs1 JOKYMEHTa 1
nonb3oBarersne, U3MEHMBLLEM
OOKYMEHT
VI1.3. KapTouyka onucu
Tabnuua 23. NMonsA kapTo4ku onucu
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Ne onucu Howmep onucu H txt Beogowm ¢ knasmatypesl
HaumeHoeaHue 3aronoBok onucu 0] txt BBogom ¢ knaBmaTtypbl

onucu

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

Ilpunoscenue. Onucanue nonei

XpaHeHHus
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lModpasdeneHue HanmeHoBaHWe nogpasaenexuns, (0] txt Bbibopom m3 cnncka
KOTOpoe caaeT Aena no onucu noapasaeneHnii, ¢ MOMOLLbHO
KHOMKN . Yoanutb
nogpasgeneHne MoXxHo
NPy NOMOLLM KHOMKK >(

UHOekc MHaekc nogpasneneHus (0] txt ABTOMaTUYeCKOe 3anofHeHune

nodpasdeneHus (nocne BbIbopa NogpasgeneHus),
©e3 BO3MOXHOCTH
pefakTupoBaHust

HaseaHue HanmeHoBaHue opraHmsauunm H txt BBogom ¢ knasmaTypbl

opezaHu3ayuu

KpaliHue dambi [unana3soH gaT co3gaHus H txt Bbibopom gaTbl M3 kKaneHgaps

JoKyMeHmoe OOKYMEHTOB, COAepXaLlnxcs

B Aenax onucu
lNepeyeHb Oen e [ena, koTopble HeObXxoanmMo (@] txt ABTOMaTMYECKM MpU CO34aHUN
cocmase onucu nob6aBuTb B ONUCH. onucu no kHorke [B onucb] na
MoxkHo no6aBuTb TONbKO Aena npeactasneHus Jleaa B OX.
B ctatyce «OKOHYEHO» Bbibopom u3 cnucka gen,
C NOMOLLbIO KHOMKK . YoanuTb
Oeno MOXHO NpW MOMOLLM KHOMKK
D'

EduHuy xpaHeHus KonuyectBo gen B onucu (e} txt 3anonHsaeTca aBToMaTUYeCcKn
nocre 3anofHeHus nons
lMepeyeHb Oes1 8 cocmaee onucu

Konuyecmeo KonnyectBo nuTepHbIX Aen H txt Beogowm c knasmatypbl

JITUMepHbIX B onucu. 3anosHsieTcs npum

npveme Ha apxuBHOE XpaHeHue (B
B AX)
Konuyecmeo KonunyecTtBo nNponyLueHHbIX aen H txt BBogom c knaBumaTtypebl
nponyuweHHbIX B onucu. 3anosHsieTcs npum
npueme Ha apxmBHoOe xpaHeHue (B
b0 AX)
Hokymenumsbi cOan | COTPYAHUK, COABLUUIA LOKYMEHTbI. H txt Bbibopom m3 cnucka COTPYAHUKOB,
Mo ymonyaHuio otobpaxaetcs
COTPYAHVK, CO3AAIOLLMI ONUCh C MOMOLLBKO KHOMKN
HokymeHmsbi CoTpyaHUK, NpUHABLUNA H txt Bbibopom m3 cnucka COTPYAHUKOB,
npuHsn OOKYMeHTbI. 1o ymonyaHuto
0TOBPaXaEeTCA COTPYAHUK, C NMOMOLLIbKO KHOMKM
NPUHMMALOLLMIA ONUCL Ha
apxuBHoe xpaHeHue (B b1 AX)
Hama co3daHus [arta co3naHusa onucu. lNo H pata | Belbopom gathl M3 kaneHgaps
yMor4yaHuo oTobpaxaeTcs
Tekywas gara
Hama npuema [aTta npuema onucu Ha xpaHeHune H pata | Belbopom gaThl M3 kaneHgaps
Ha xpaHeHue (8 BO AX). lNo ymonyaHuio
oTobpaXkaeTcs Tekywas gaTa
®oHO HanmeHoBaHue poHa H txt Beogowm ¢ knasmatypesl

unu Belbopom 13 cnucka oHIO0B,
C NOMOLLbIO KHOMKK

UcTopua pegakTupoBaHus

v Cai
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IHoacucremMa onepaTHBHOIO H APXMBHOI0

Ilpunoscenue. Onucanue nonei

XpaHeHHus
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Co3zdaHue WHpopmaums o BpeMeHn H txt ABTOMaTUYECKN NPU CO34aHUN
€030aHnsa OOKyMeHTa u (M3mMeHeHnKn) LOKyMeHTa
nons3oBarerne, co3aaBLUEM
OOKYMEHT
U3meHeHus WHdopmaLmsa o BpeMmeHu H txt

N3MEHEHNs1 JOKYMEHTa U
nonb3oBarere, M3MEHUBLLEM
OOKYMEHT

VIl.4. Monsa wabnoHa Ans uMnopTa HOMEeHKNaTypbl aen

Ta6nuua 24. NMonsa wabnoHa gns MMNopTa HOMeHKNaTypbl gen

Mone OnucaHue O/H Tun
UHOekc WHaekc nogpasgeneHus no CTPyKType opraHnsaumm. (0] Llenoe
nodpa3sdesieHust MpenBaputenbHO Nnepea 3anonHeHueM wabnoHa HOMEHKNaTypbl uuncpposoe

Aena HeobxoaMMo Ans BCex nogpasgeneHuni opraHmsaumm B b 3Ha4eHune
CnpaBOYHMK OpraHu3auum 3anonHWTb COOTBETCTBYHOLLEE Norie.
HaumeHoBaHWe nogpasgeneHms asBToMaTu4eckn BbIYMCASeTCs no
nHAekcy nogpasgenenunsa n3 b1 CnpaBoYHUK opraHu3sauum
Pazdenumens PasgenuTtenb Mexay nHAeKCoM noapasaeneHns u nopsakoBbIM H txt
HOMEpOM MyHKTa HOMeHKNaTypbl gen
lMopsidkoebil lMopsiakoBbIA HOMEP NMYHKTA HOMEHKNATYpb! Aen (0] Llenoe
Homep umdposoe
3Ha4eHve
UHOekc dena [aHHoe none He 3anonHaeTca. 3TO BbluMCNsemas A4yerika 13 O txt
nonew: MHAeKC nogpasaeneHvs, pasaenutenbs, NOPSAKOBbIN
Homep. [ns MnopTa He UCnonb3yeTcs, ABNAeTCH
WHPOPMaLIMOHHbLIM
3azonoeok dena 3aronoBok gena 0] txt
OmeemcmeeHHbIl | [Tonb3oBaTenu, y KOTopbix ByaeT [OCTyN K JaHHOMY NMYHKTY (0] txt
3a eedeHue dena HOMEHKNaTypbl Aena u KOTopble CMOTYT CMNUCbIBaTb AOKYMEHTbI B
cooTBeTCTBYOWME Aena. YKka3blBaeTCs YHUKanbHOe CUCTEMHOE
ums. Ecnv nonb3oBaTtenein HeCKOSbKO - MepeYncnnTb BCceX Yepes
"". CUCTEMHOE MMS MONb30BaTENS MOXHO HANTU B KAPTOUKE
nons3osatens B b[] CnpaBoYHUK opraH1M3auuu
Cpok xpaHeHusi YuncnoBoe 3HayeHne cpoka xpaHeHus (net). Ecnu nyHkT (0] Llenoe
HOMeHKnaTypbl Aena nmeeTt 6eCCpPoYHbIN CPOK XpaHeHWs TO undpposoe
HeobxoamMo ykasaTb "b "(T.e 6eccpoyHo). Y 0AHOro nyHKTa 3HaveHue/b
HOMEeHKnaTypbl Aena MoxeT ObITb YKasaHo Nnbo KONNYecTBo neT
XpaHeHus, nnbo 6eccpoyHoe xpaHeHne. OgHoBpeMeHHO oba
napameTpa He yKkasblBaloTcsl
Ommemka o 3kcnepTHasa komnceus. Ecnm no nyHKTY HOMeHKNaTypbl Aena H oK
Heobxodumocmu nUMeeTCs AaHHbIA NpU3Hak, To Heobxoanmo ykasatb "OK"
aKcriepmus3sbl Mo
OKOHY. CPOKa XpaH
Cmambs no Homep cTatby No NepeyHio TUMOBLIX CPOKOB XPaHEHWS H txt
nepe4YyHro
lMpumeydaHue lMpuMeyaHune K NYHKTY HOMeHKnaTypbl Aena. Mcnonb3yeTcs B H txt
KayecTBe KOMMEHTapu1s K Co3gaBaeMoOMy MyHKTY HOMEHKIaTypbl
gena
52
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