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|. B[ BHewHue agpecartbl

[.1. O 6a3e AaHHbIX

B BHewHue appecartbl BXOAUT B COCTaB sApa CUCTEMbl M NpefHasHayeHa ONns XpaHeHus
AaHHbIX 006 opraHu3aumsix-koOHTpareHTax (3akasdumkax, napTtHepax, KnueHTax) U ux npeacraBuTEnsX.
B nokymeHTax B[l moxeT xpaHuTbCca camas pasHoobpasHasi Hpopmaums — OT GaHKOBCKUX PEKBU3UTOB
opraHusaumMm o MobunbHoro TenedoHa ee npeactasutens. B gaeT BO3MOXHOCTb (OUKCMpOBaTb
YypOBeHb BraroHageXXHOCTN KOHTPareHToB, BECTU CTON-MUCT, Y4UTbIBas PUCKW.

B cucteme paHHble 13 6Gasbl BHewHue appecaTtbl MCMonb3yloTcs Besge, rae Tpebyetcs
yKasblBaTb KOHTpAreHToB, Hamnpumep, npuv paboTe C [OOroBopamMu, BXOAAWMMWU W UCXOAALLMMM
AOKYMEHTaMu U T.4.

E,D. BHelwHune agpecaTtbl UCMNONb3yeTCA KaK CrnpaBOYHUK BHELUHUX OpFaHM3aLI,VII;1, [_'J,OCTyI'IHbIIZ
COTpyAHUKaM npeanpuAaTua.

dyHKUMOHanbHble BO3MOXHOCTU B[] BHelwwHne agpecarhbl:

e BBOa, xpaHeHWe ¥ MOMCK AaHHbIX MO OpraHvM3auuMM (HaMMeHoBaHWe, OaHHble AN CBA3W,
GaHKOBCKME peKkBU3WTbI M T.4.). Onsa opraHusauuii, Mmelwmnx dunuansl, MOXHO co3gaBaTtb
oTAenbHbIe KapTOYKM ANA KaXOoro NpeacTaBuTenscTaa.

e BBoA, XpaHeHMe 1 NOUCK AaHHbIX NO NPeacTaBUTENSIM OpraHn3aumn-KoHTpareHToB. o kaxaon
opraHmsaumm (unu unmany) MOXHO COpMMpPOBaTb HEOrPaAHUYEHHOE YMCIIO KapToyek
npegcraBsuTenen.

e BBOO [aHHbIX O KOHTpareHTax B npouecce paboTbl ¢ Apyrumm 6asamm gaHHbix C3[
(B Kanuensipus, O, MP).

e Ob6beavHeHne OyONUpYROLWMXCS 3anucert Mo opraHuM3auMsiM-KOHTpareHTaMm U ux dunvanam
C COXPaHEHMEM CCbINTOYHON LIENTOCTHOCTM AaHHbIX.

o [logoepxka npsamoro u obpatHoro npeobpasoBanna dunuan — OpraHnsauus.
e [lpoBepka GrnaroHageXHOCTM KOHTPAreHToB, MOCTAHOBKA B CTOM-JIUCT W BbIBOA U3 HETO.

o U3meHenune ctatyco PK Opranusauns/dunnan.

[.1.1. O630p npeacTaBneHnn

O6nacTtb HaBurauumn cogepXxuT crneayrowme npegcraesnerus (Tabnuua 1).

Ta6nuua 1. NMpeacraBneHnsa B[ BHewHue agpecatsbl

HanmeHoBaHue OnucaHue

Bce 10KyMeHTBI OTobpaaeTcs CNUCOK opraHn3aLmii, ¢ KOTOPbIMU NPeANPUSTUE UMEeT
KOHTaKTbl, a TaKke Ux hmunuanos v npeactasutenein. Cnmcok Hocut
nepapxmyeckuin xapaktep. OpraHvsauuy ynopsigodeHsl no angaeuTy

Opranuzanuu 1 Puianans OTobpakaeTcs CNMCOK BHELLHNX KOHTpareHToB. Coaepxut npeacTaBneHns
HWKHEro ypoBHS

v Cai 6
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HaumeHoBaHue

OnucaHue

no Anpecy

OpraHuzaummn o6bearHeHbl B rpynnbl MO TeppuUTopuanbHOMYy NprsHaky (no
dpakTyeckomy agpecy)

no Ha3panmuio

OpraHu3zaumm ynopsifoyeHsl no andgasuty.

no Crienaan3anuu

Opl'aHl/I3aLJ,VIVI 00beMHeHbI B rpynnbl B COOTBETCTBUN C PpOAOM UX OEATEJIbHOCTU

no Crarycy

Opl'aHl/I3aU,VIVI 00befMHeHbl B rpynnbl No ctatycam OnaroHagexHocTun

IpencraBuresnn

OToGparaeTcs CNUCoK NpeacTaBuTerneit opraHmsauni u unmarnos,
yNopsiAoYeHHbI No andasuTy. BBoa HOBbIX AaHHbLIX B NpeAcTaBieHnm
HEBO3MOKEH

CHuCKH pacchlIKH

OT06pa>+<aeTC$4 nepeyvyeHb CrnMcKoB pacCblJiK1, NCNOJb3yeMbIX O5d y,EI,O6CTBa
3anoJIHEHNA KOHTPAreHToOB B KAPTO4YKax Ncxogdawnx JOKyMEeHTOB

JINYHBII CHHCOK KOHTPAreHTOB

OToGpaxaeT hopMy AN1s CO30aHNUSA NIMYHOTO CNNCKA KOHTPAreHToB

TpeOyoT npoBepku

lMNpenctaBneHne OCTYNHO TONBbKO AAMUHUCTPATOPY cnpaBoyHuKa BA n
AOMWHUCTPATOPY CUCTEMBI.

OTobpaxxaeTcsa nepeyeHb BCEX BHELLHMX OpraHusauui B ctatyce «TpebyeT
NpoOBEPKN»

Cron-Jgucrt

MpencraBneHne AOCTYNHO TONMLKO AOMUHMUCTPaTOPY cnpaBoyHMKa BA 1
AOMUHUCTPATOPY CUCTEMBI.

OTtobpaxaeTcs nepeyeHb BCEX BHELUHMX OpraHm3aummi B ctatyce «llomelleH B
CTOM-NIUCT»

IleHTp OTUETOB

Mcnonbayetcs ana nepexoga B b1 LleHTp OTyeTOB

Kop3una

OTtobpaxatoTcs yaaneHHble n3 6a3bl JOKYMEHTbI

AJIMHHUCTPHPOBAaHHE

MpenHa3HavyeHo ANsl HACTPOEK, BbINOMHAEMbIX AAMUHUCTPATOPOM

3anmpocekl Ha y1ajeHHe KaKk
MOBTOPEHHE

OTobpaxaeTca nepeyeHb 3anpocoB Ha yaaneHne kak NoBTopeHne
(obbeamHeHve gybnvkatos)

Cnpaska

VMcnonb3yeTcsa ansa nepexoga K cnpaske no pabote ¢ 6a301 gaHHbIX

O 6a3ze

Mcnonb3yeTcsa Ans nepexoga K OCHOBHOM MHopmaumm no gaHHon 6ase

KonupoBaHue 1 BCTaBka AOKYMEHTOB B 6a3ax AaHHbIX CUCTEMbI MOTYT OCYLLECTBMAATLCHA TOMNbKO
agMuHucTpaTopoM. Mpu nonbITke KONMPOBaHMA AOKYMEHTOB U3 bydepa obMeHa B npeactaBneHusx 6as
AaHHbIX NoJib3oBaTesNneM NoABUTCA coo6u.|,eH|/|e C TEKCTOM: «ﬂ,OKyMeHTbI B CUCTeMe Helb34 co3aaBaThb

C MOMOLLbIO KONMPOoBaHUA!».

[.1.2. OnucaHune ncnonb3yeMbiX 3Ha4YKOB

Kaxabii gokymeHT B B[] BHewHMe agpecaTbl TOMeYyaeTcsa 3Ha4koM, OToOpaxatoLwmm ero Tun.

Ta6nuua 2. 3Haukmn B[] BHewHue agpecatbl

3Ha4ok OnucaHue
] OpraHusauus
i dunuvan
B lNpencraBuTtens
B OCHOBHOE KOHTAKTHOE NULL0
Cnmncok paccbliku
o Opranusauns/ dunmnan B ctatyce «[1poBepeH»
=] Opranusaunsa/ dunman B cratyce «llomeLleH B CTON-NUCT»
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1.2.

Hactpouku 6a3bl AaHHbIX

[.2.1. HacTpouka ypoBHeU gocTtyna

PekoMmeHgyembin 4OCTYN MO YMOMYaHWIO: ABTOp C IPaBOM COBHAAaHMSI HAOKyMeHTOoB M 0e3

npaea yganeHnda JOKYMEeHTOB.

[.2.2. HacTpouka napameTpoB

Tabnuua 3. NepeyveHb HacTpoek B[] BHewHue agpecaTbl

KHonka, knaBuwa, KomaHpa
MEeHI

O6nacTb BUAUMOCTH

OnucaHue

[KoHnTponb
poctyna]:[YcTtaHOBUTbL
CNUCOK peaaKkTopoB]

[KoHTponb
pocrtyna]:[0o6aBuThb B
CNUCOK peaakTopoB]

[KoHTpOnb
pocrtynal:[YaanuTtb n3
cnucka peaakTopoB]

MpencraBsnenus: Bee
Z[OKyMEHTbI

YnpaBneHue JOCTYMNOM K OTAENbHbIM
OOKyMeHTaM unu ux rpynnam. HegoctynHo ans
Beb-MHTepdpelica

[obGaBneHne HOBbIX COTPYAHMKOB/rpynn
nonb3oBaTenen B CNMCOK PefaKkTOpOoB.
HepoctynHo anga BeG-uHtepdenca

YpaneHue coTpyaHuka/rpynnel nons3oBaTenemn
(Mnn cpasy HEeCKONbKMUX) N3 CNncKa peaakTopoB
OOKymMeHTOB. HepgocTtynHo gns Be6-
nHTepdenca

[U3meHuTb]:[MepeHecTn nop
opraHusauumio]

MpencTasneHuns: Bee
AOKyMeHTBI, Opranu3zanuu u
®uauansiino Crienuaan3amnmum,
TpebyoT npoBepkH

MepeHoc dunumana nog opraHn3aLmio.
HepocTtynHo ans Be6-nHTepdenca

[MUameHuTb]:[Mpeo6GpasoBaTh
B opraHusauuio]

[U3ameHunTb]:[YAanuTb Kak
noBTopeHue]

MpenctaesneHus: Bee
MOKYMeHTbI, OpraHu3anum u
Ouananpi:no Cnennaan3anmuu,
TpebyoT npoBepKkH

[MpeobpasoBaHne unuana B opraHusauuio.
HepgoctynHo ans Be6-nHTepdenca

O6beavHeHve oybnvpylowmxcs 3anncem no
opraHv3aumsiM-KoHTpareHTaMm u ux dunuanam c
COXpPaHEHMEM CCbISTIOYHOM LIeNOCTHOCTU AaHHbIX

[Co3paTtb]:[OpraHusauums]

MpeacraeneHus: Bee
AOKYMeHTbl, OpraHu3anuu u
®Duaunansl, Henposepennbie
agpecarsbl, TpeOGylOT npoBepkH

CosgaHne opraHusauum

[CospaTb]:[Pununan]

MpenctaesneHus: Bee
AOKyMeHTbl, OpraHu3anuu u
Puanajbl: o HA3BaHMUIO,
DOuInajabpl:no CenuaJIn3aAnNH,
TpeOyoT npoBepKH

CospgaHve unmnana opraHusaumm

[CospaTtb]:[MpeacTaBuTEnDb]

MpenctasneHus: Bee
AOKyMeHThI, TpebyioT
TPOBEPKH

CospgaHue npencraBuTenA

[CospaTtb]:[Cnucok
paccbinku]

MpegctasneHns: Coucku
PacCBLIKH

CospgaHue cnucka PaCCbIIIKN

[OTnpaBuUTbL NMCBLMO]

MpencTasneHus: Bee
AOKYMeHTbI, Opranuzanum u
duaunagsl (Bce
npecTaBJIeHH),
IIpeacraBurenu

OTnpaBka Nucbma HenocpeacTBEHHO u3 6asbl
Ha 3NEKTPOHHbIV agpec, yka3aHHbI B KapTOYKe
opranmsaunn/dununanal/llpegcraBurens.

v Cai
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[.2.3. HacTpouka cBsize# ¢ 6azamMu AaHHbIX

[na HacTpownkn ceaszen Bl BHewHue agpecaTtbl C ApYrMMyU MOYNSIMU CUCTEMBI HYXKHO:

1. OtkpbiTb Bl AamuHucTpupoBaHuMe W BbliOpaTb npeactasneHve Hacrpoiiku MomyJieii:

Tekyuue HaACTPOHKHU.

o & 0D

BbibpaTb AokymeHT HacTpoek b1 BHewHune agpecartbl.
Mepentn Ha Bknagky Hacmpoiku B[ v HaxaTtb kHonky [PegakTtupoBatb] (PucyHok 1).
3anonHuntb nons Bknagkn Hacmpodku B4 (Tabnuua 4, PucyHok 1).

BT 13 pexnma pegakTMpoBaHUsa HacTPoeK, HaXaB KHOMKY [3akpbITb] Ha NaHenu AencTBun

KapToO4kn U noareepanB H606XO,EI,I/IMOCTb CoXpaHeHund I/IH(*)OpMaLl,I/II/I.

[ns XxpaHeHMsa NCTOpPUN U3MEHEHMWS MOSeN B KAPTOYKax AOKYMEHTOB, a TakkKe AN UCKNI0YEeHNs
nepenonHexus B[ MpoTokon npegycMoTpeHa nogaepxka Heckonbknx b MpoTokon B ogHoM
KOHdourypauum cuctembl. B JokymeHTax HacTpoek yHKUMoHanbHbIX 6a3 AaHHbIX yKkasblBaeTcs
umeHHo Ta B[] MpoTokon, B koTopow OyaeT NpoTOKONMpoBaTbCs paboTa C KapToykaMy LOKYMEHTOB.

Ta6nuua 4. NMona Bknagku «Hactponku BO»

Mone OnucaHue

llpomokon .
C nomoLwbto KHOMKM *** ykasaTb 6a3y AaHHbIX, B KOTOPOW OyaeT XpaHWUTbCS MCTOpUSA
N3MEHEHMsI B KapToYKax 6a3bl JaHHbIX

AnekmpoHHbIe C noMoLLbi0 KHOMKYM | yKa3aTb COOTBETCTBYHOLL YO Ba3y AaHHbIX

obpasbi

AdmMuHucmpamops! e

crnpaeoyHuka C nomoLLbio KHOMKM ykaszatb AOQMUHUCTPaTOPOB crnpaBoyvHnka BA coTpyaHUKOB,
BbIMOSTHAIOLLMX MPOBEPKY KOHTPAreHToB, MOCTAHOBKY B CTOM-NUCT U BbIBOA U3 HETO,
nameHeHne cratycos PK OpraHunzaums/®unuvan. Y AoMuHucTpaTopa cnpaBoYyHUKa OOIMKEH
ObITb goctyn k Bl He HMXe pegakTopa.

lIposepka Ecnu gaHHbI donar yctaHoBMeH, To 6yAeT UCMONb30BaThCA PaCLUMPEHHBIA OyHKLMOHAT

6nazoHadexxHocmu | B[] BHewHue agpecaTbl, NO3BOMSOLMNA OCYLLECTBATb NPOBEPKY KOHTPAreHToB Ha

KOHmMpa2eHmos ©naroHagexHocTb. Ecnu gaHHbIM donar ycTaHOBMNEH, HOBbIE KAPTOYKU
OpraHusaumn/®unmnana cosgatoTtcs B ctatyce « TpebyoT npoBepkn». Ecnv donar He
yCTaHOBIEH, HOBble KapTouku OpraHusauun/dunuana cosgatotcsa B cratyce «1poBepeH».
dnar He ycTaHOBIIEH MO YMOYaHUIO

Bknro4yumsb YcTaHoBUTL chnar Ansa ncnonb3oBaHnsa yHKUMOHaNna o6CyXaAeHUN MO BHELIHUM

803MOXHOCMb OpraHusauuam/dunnanam

ob6cyxoeHust

opezaHu3ayuu

Bpewmst xpaHeHus1 YKasaTb CPOK XpaHEeHUs1 yaaneHHbIX JOKYMEHTOB B KOP3WHe (B AHSX, MO YMOMYaHuIo: 7)

JdoKyMeHmos 8

KOpP3UHe
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HacTtpoikn B

MpoTokon:

SnexkTpoHHbIE 0Bpasen

AOMWHWCTPETORE CNPasoYHK

Mposepka GnarcHageMHoOCTH
KOHTPareHToB:

BKNKIUUTE BOSMOKHOCTD
oBCy#asHMA opraHusaumn;

BpeMA XpaHeHWA ADK-TOE B
KOpP3WHE, OHEH!

CKaHHpOBaHHe ] HacTpoHkn areHToB

HacTpoiika npoTOKONHPOBaHHA ] NcTopuA pefakTHpOBaHKHA
Boss5/datatech EI
Referent\br_log.nsf
C3257A32:002745E7

C3257A33:00308E95
Referent\br_files.nsf

Ka: Apnees MarkcuM Hukonassuy

AamuHucTpaTtop Ceprel Bnagaumuposuy
BaHTteesa Onbra Muxadnoexa

-

=3

PucyHok 1. Hactpoiuku B[]

[.2.4. HacTpouKa cKaHUpOBaHuA

HacTpoiiku npegHasHadeHbl ANS perynvpoBaHUsi MapaMeTpoB CKaHWPOBaHMSI OOKYMEHTOB Ha
pabouynx MecTax B KNMeHTe B Avarnore 406aBneHns BIOXEHWN.

UTOObI BbINOMH

NUTb HaCTpOVIKM CKaHNPOBaHUA, HYXHO:

1. Otkpbite B AamMuHucTpupoBaHue W1 BbiOpaTb npeactasneHve Hacrpoiiku Moayseii:
Tekyuiue HacTPOKMH.

2. BbiGpaTb gokymeHT HacTpoek B[] BA.

3. lMepentn Ha Bknagky CkaHupoeaHue W HaxaTb Ha MNaHenu [OEWCTBUA  KHOMKY
[PepakTupoBaTthb].

4. 3anonHutb nonsi Bknagkun CkaHupoeaHue (Tabnuua 5, PucyHok 2).

5. BbINT u3 pexunma pegaktupoBaHUs HacTpPOeK, HaxkaB KHOMKY [3akpbITb] Ha naHenn 4encTBum

n noaTesepanB HeobXxoaAnMOCTb COXpaHeHunA I/IHd)OpMaLI,I/II/I.

Tabnuua 5. MNons Bknagku «CkaHMpoBaHue»

Mone OnucaHue
Pa3spewamsb YctaHoBuTh dhnar, ecnu HeobxoamMMo paspeLlaTb UCMONb30BaTh HACTPOWMKK ApariBepa
ucrnosib308amb CkaHepa
Hacmpouku

dpalieepa ckaHepa

Popmam cpatina
coxpaHsiemMo20 o
usobpaxeHus .

YkasaTtb popmat canna coxpaHsemMoro n3obpaxeHus:
TIFF;
PDF

lMapamempbl ckaHupoeaHusi 6e3 ucnosib3oeaHust Hacmpoek TWAIN-Gpalieepa ckaHepa

LeemHocmb B BbinagatoLLeM cnucke BblOpaTh BapuaHT LBETHOCTY M300paXkeHus
usobpaxeHus
Pa3peweHue, YkasaTtb TpebyemMoe paspelueHue (150, 200, 300)

movyek Ha OroliM

Pa3mep opuauHana
Mo yMoJs14aHuro

YkasaTb pasmep opuruHana no ymonyaxuio (A4, A5)

o
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Mone OnucaHue
Bnucbieamb YcTtaHoBuTb hriar, ecnm Heobxoanmo BNMCkIBaTb N30OpaXeHne Co CkaHepa B yKa3aHHbIN
usobpaxeHue co dopmart. [locTynHo npu BbibpaHHoM dopmaTe danna PDF
CKaHepa 8
YKa3aHHbIU
¢ghopmam
Koppekuus [na HacTporikn KOppeKLnn SpKOCTM YCTaHOBUTL doiar 1 ykasaTb 3HaYeHne B NOSIBUBLLEMCS
spkocmu none
Koppekuyus [na HacCTpoWikM KOppeKLMn KOHTpacTa yCTaHOBUTL doniar 1 ykasaTb 3HaYeHune
KOHmMpacma B NOSIBMBLLUEMCS NOnNe

Koppekuyus “menu”

[lnsi HAaCTPOWKM KOPPEKLMM TEHM YCTAHOBUTL chnar 1 ykasaTb 3Ha4YeHne B NOsIBMBLUEMCS
none

Koppekyus [na HacTpoWkM KoppeKkumu BelAeneHns ycTaHoBUTb dnar n ykaszaTb 3Ha4YeHune
“ebldenieHus1”’ B NOsABMBLUEMCS MoJie

Koppekuus [lna HacCTpOVikM KOppeKLMN rammbl YCTaHOBUTL chnar 1 ykasaTb 3Ha4YeHNe B NOSIBMBLLEMCS
“2ammMbi1”’ none

Hacrpoikn B[] | CKaHHpOBaHHE | HacTpoHKH areHToB | HacTpo#ka NnpoTOKONHPOBaHHA

l¥ FPaspewaTs ucnonb30BaTe HACTROWKKM ApailBepa ckaHepa
topMat danna coxpaHaeMoro nsobpameHus

MNapameTpbl ckaHupoBaHnAa Bes ncnonbsosaHuAa HacTpoex TWAIN-gpaieepa ckaHepa

LIBETHOCTE M300paXeHuA

FaspewseH1e, TOUEK Ha OHDAM

FasMmep opuMrMHana no YMon4aHu

HcTtopuAa

" TIFF {* PDF

OrTeHkn ceporo (8 BuT)

f« 150 ¢ 200 { 300

=

|A4 (210 x 297)

BrnucoisaTe n3obpameHWe co CKAHEPA B YKa3aHHbIA dhopMat

a1 1 1 1 1 T

Koppekuna apkoct (-127...127)
Koppekuna KoHTpacTa (-127...127)
Koppekuwna "teqn” (0...254)
Koppekuna "eelgeneHua” (1...255)

Koppekuna "ramme’” (0.1...10)

PucyHok 2. Bknagka «CkaHupoBaHue» B AOKyMeHTe HacTpoek B[] BA

[.2.5. HacTpouka areHTOB

Ons HaCTpOVIKI/I areHToB 6a3 gaHHbIX CUCTEMBI HY>XHO!

1. OtkpbiTb B[] AgMUHUCTpUpPOBaAHME W NepenTn B npeacrtasreHne Hacrpoiiku MoxyJieii:
Texkymme HaCTPOHKH.

2. BblbpaTb gokymeHT B[] BHewHue agpecarhbil.

3. Tllepentn Ha Bknagky Hacmpolku azeHmoe v HaxaTb KHOMKy [PepakTtupoBaTts].

11
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4. Ha Bknagke Hacmpoliku aczeHmoe B none AeeHm BbIGpaTb HEOOXOANMBIV areHT 1 3anosTHNTb
cooTBeTCTBYOWME emMy nongd (Tabnumua 7, PucyHok 3).

5. CoxpaHuTb N3MEHEHWUS.

Tabnuua 6. Bknagka «HacTpoiiku areHToB»

MNone Onucaxue
BknroyeH Ha YcTtaHoBWUTb donar, ecnv areHT BKIOYeH Ha cepBepe. B cocegHem none cnenyet Bbl6paTb
cepesepe M3 CrMNCKa cepBep, Ha KOTOPOM areHT goJKeH BbINOJIHATLCA
Cmamyc 3anonHseTcs aBTOMaTUYeCckn
Aemop 3anonHseTcs aBTOMaTU4eckn
KOMMeHmapuﬁ 3anonHseTcs aBTOMaTU4eckn

Hacrtpoiikn B} ] HacTtpoiikn areHToB l HacTtpo#Ka NpoTOKONHPOBaHHA l WCcTopnA peakTHpoBaHnA

AreHT: Web DeletedTrash

ServerlobProcessing)

ObHHOBWTL CcNMCoK

¥ BrnrwueH Ha cepsepe: Nwboli cepeep

Cratyc: Obwmin
ApTOp: Administrator/datatech
KoMMEHTapMA:

PucyHok 3. Bknaaka «Hactpoiiku areHToB»

Ta6nuua 7. HacTtpoWka areHTOB

AreHT HasHauyeHune Korga BbinonHsieTcsa
ScheduledTrashDeletion YaanseTt JOKYMEHTbI, KOTOpble nexar B Kop3unHe, | 3anyckaeTcs exeaHeBHO
a Takke MHopMaLMOHHLIE U BbINOSTHEHHbLIE B 2.30

yBEJOMJIEHMS, ECININ OHU XpaHATCA bonbLue
yKa3aHHOro B HacTpowikax cpoka (oT gaThbl
co3gaHus)

[.2.6. HacTponkn npoToKonupoBaHus

YUT06bI BLINOMHWUTL HACTPOMKN NPOTOKONMPOBaHus, cnegyeT B 61 AaMuHucTpupoBaHue BbIbpaThb
OOKYMeHT HacTpoek B[l BHewHue apgpecartbl, nocne 4yero Ha Bkrnagke Hacmpolika
npomokosniupoeaHusi BbiCTaButb ¢nar Becmu npomokos, ecnu gna B[l BHewHue apgpecartbl
TpebyeTca OCywWecTBNATb NPOTOKONMpoBaHWe AencTBui. [pu BbICTAaBNEHHOM driare B AOKYMEHTE
CTaHOBATCS AOCTYMNHbI NONSA HACTPONKN.

Hanee cnegyer ¢ nomowblo ¢pnaroB BblbpaTb AencTBuA € gokymeHTamu B[l BHewHue
appecartbl, koTopble 6yayT npoTokonupoBatbca. CoxpaHnTb naMmeHeHnsa (cm. onvcadne bl NMpoTokon
B AokymeHTe «Jlornka C3[4-OC-8-CnyxebHble 6a3bl JaHHbIXY).
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[.2.7. NMpeobpasoBaHue B[] BHewHue aapecatbl B agpeCHY KHUTY

basy gaHHbIX BHelwHMe agpecaTbl MOXHO C MOMOLLbIO HACTPOEK caenatb agpeCcHON KHUron. 310
[acT BO3MOXHOCTb NPU MCMNOMNb30BaHUM 3MIEKTPOHHOW NouThbl BbiOMpaTh agpecaTtoB u3 bl BHewHune
appecartbl.

HacTtpoinkn ocyuwectBnsTca ¢ nomowbio yHKumm Directory assistance, koTopasi nomoraet
ynpaBndaTb MOMCKOM MMEH B OpraHn3aumnsax, UCMonb3yLWNX HECKOMNBbKO aapecHbIX KHUM UNu agpecHble
KHUMM Opyrux NnpounsBoauTenei.

B[ Directory assistance no ymonyaHuio He yCTaHOBEHa Ha cepBepe (ycTaHaBnNuBaeTCs 13
wabnoHa da.nsf).

[nsa Toro ytobbl cepeep mor ncnonb3oaTb B[] Directory assistance B kayecTse agpecHON KHUMK,
HYXHO yka3aTb MMs 9Ton 6a3bl B JOKyMeHTe Server B aAMUHUCTPATUBHOM KnneHTe (PucyHok 4).

EditServer @CreateW’eb... @Examine Motes Certificate(s) ®Cance|

1m0 2= )=
canfigurations fram
Sererlnternet Sites
docurmernts:

Maxirmum formula 120 seconds Iz this a Sametime server? Mo

execution time:

Directory aggiztance da.ngf Run Thiz Script After Server (This script rmust not run M9
database name: FaultiCraszh:

Mame of condenszed Run M50 To Collect W Erabled

directory catalog on this Diagnosztic Information:

TEIEL

Trustthe server bazed ™ “Yes Automatically Restart [~ Enabled

condenzed directone Server dfter FaultiCrash:

catalog for authentication
with internet protocols;

Cleanup Scriptf KED

Maxirnurn Execution Time: B0 seconds

Directory Twpe: Fritmary Domino Directony

Allowe thiz directarvto be W Yes Server Shutdown Timeout 300 seconds
used as a rermote

primary directory for other

sErvErs

PlllcyHOK 4, CepBeprlﬁ AOKYMEeHT B agMUHUCTPaATUBHOM KITUeHTe
UT06bI OCYLLECTBUTL HACTPONKY, HY>KHO:
1. OtkpbITb B[ Directory assistance.
2. OtkpbITb NpeacrtaBneHne Directory assistance.

3. CospaTtb gokymeHT «Directory Assistance», HaxaB kHonky [Add Directory Assistance] Ha
naHenu gencTeun.

4. 3anonHuTb Nons kapToyku «Directory Assistance» (Tabnuua 9).

Mpu 3anonHeHnn Bknagkn Replicas kpome BBoaa nytv k B[] BHewHue agpecathbl C KnasnaTypebl,
MOXHO BCTaBUTb CChINKy Ha 6a3y B none Application links (PucyHok 5).
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DIRECTORY ASSISTANCE

Basics l Maming Contexts (Rules) ] Diaming I

Application links: rQ!J
(]
" Harp/BOS5-ReferentiBl) " Referenfibr corres.nsf g Tes 7]
" " "Moo=
" " Mo
T " Mo =]
" " "Moo=

Camtments:

b Administration

F

PucyHok 5. 3anonHeHue Bknagku «Replicas»

Ta6nuua 8. NMona Bknaaku «Basics»

Mone

OnucaHue

Domain type

Bbl6paTb TMN gomeHa Notes U3 cnucka Kn4eBbIX 3HaYeHUN

Domain name

BBecTu ¢ knaBmaTypbl MMs JOMeHa

Company name

Beectu ¢ KnaBmaTtypbl Ha3BaHWe KOMNaHUn

Search order

BBecTu ¢ knaBmaTypbl nopsaok novcka b

Make this domain
available to

YkasaTb C NOMOLLBIO NepeknoyaTenen, byget nu ata 6a3a gaHHbIX JOCTYNHa Yepes Beb, a
Takke LDAP knneHtam

Group
Authorization

Yka3aTb BO3MOXHOCTb rpynmnoBo aBTopm3aLMm BbIGOPOM 13 CIMCKA KIKOYEBbIX 3HAYEHWNA:
Yes — coTpygHuk nosiydaet goctyn Kk b1, ecnu rpynna, B cOCTaB KOTOPOW OH BXOOMT,
nmeeT K Hen JOoCTyn.

NO — 4TOObI COTPYAHMK Nony4nn goctyn K B[, ero Heo6xoaumo NpsAMO NPONMCLIBaTL B
ACL (HegocTaTo4Ho, 4TObbI rpynna, B COCTaB KOTOPOW OH BXOAMWT, UMena K Her JocTyn)

Enabled

YkasaTb 3HayeHue Yes BbIGOpOM 13 CMCKa KYeBbIX 3HAYEHU (3TO caenaeT yKkaszaHHYHo
6a3y gaHHbIX 4OCTYMHOW AnA Bblbopa B Ka4ecTBe aApeCcHOW KHUMM NpU 3arnofiHeHUn nonen
nncem)

Tabnuua 9. MNonsa Bknagku «Replicas» (Ans Kaxpon pennuku)

Mone

OnucaHune

Server Name

BBeectu ¢ KnaBnaTtypbl UMA cepBepa

Domino Directory
Filename

BBecTu ¢ knaBmatypbl NyTb K darny 6asbl AaHHbIX, KOTOpas AOMMKHA CTaTb aApecHomn
KHUron

Enabled

YkasaTtb 3HaueHue Yes BbIGOPOM M3 CNncKa KMHOYEBLIX 3HAYEHWI (3TO caenaeT ykaszaHHYo
6a3y faHHbIX 4OCTYMHOW Ans Bbibopa B Ka4ecTBE aApeCcHON KHUMM Npu 3anofHEHUK nonen
nMcem)

[.3. PaboTa c 6a3omn AaHHbIX

[.3.1. O6Lwan cxema paboTbl

BHeceHne paHHbIX O KOHTpareHTax B B[] BHewHwue appecatbl pekoMeHOyeTCs Npou3BoOaUTb
B crieaytoLlen nocnenoBaTenbHOCTU:

v Cai
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o g ~ w bnhoRE

Besoa nHdopmauumn 06 opraHnsaumm.

Beoa nHgopmaumm o0 npeacraBuTensix opraHnsauun.

Beoa nHdopmaumm o punmanax opraHmsaumm.

lMpoBepka GrnaroHageXHOCTU KOHTpareHToB (Npu yCTaHOBNEHHOW HacTPOViKe).
BBog MHdopmMaumn o npeactaButenax unmanos.

CospgaHue cnmckoB paccCbifiky, IMYHOIo CNUCKa KOHTPareHToB.

[.3.2. Co3paHne KapTo4kn AOKYMeHTa

KapToukn OOKYyMEHTOB MOTyT Takke co3gaBaTtbCcsa U3 apyrux 6a3 gaHHeix cuctembl: b KaHuensapus,
B4 Or v B[ NP.

lMonb3oBaTenb B COOTBETCTBMM C [OaHHbIMM eMy MpaBaMy [J0CTyna WMeeT BO3MOXHOCTb
cosgasatb B b/l BHelwHne agpecartbl KapTOYKM CNeayrowmx JOKYMEHTOB:

opraHusaumu;
dvnunana;
npeacraBuTens;
crnmcKa paccebisiku;

JINYHOIO CNMUCKa KOHTPareHToB.

[okymeHTbl co3galTca  cneuvarnbHO  BblAENEHHbIMUM  COTPYOHUKAMKM,  KOTOpbIM  JaeTcs
HeoOXoAMMbIN Onsi 9TOr0 YpPOBEHb JAocTyna (B WX 4YUCAO BXOAAT COTPyAHMKKM, paboTatowine
¢ bl KaHuensapusa, Ol u MNP). CosgaHue KapToyek BCeX TUMOB AOKYMEHTOB NPOU3BOAUTCS NO €4MHOM
cxeme. [Insa co3gaHnst AOKYMeEHTa:

1. OTKpbITb HY>XHOE NpeacTaBneHne 6asbl JaHHbIX.

2. lpn HeobxoaumocTn BbIGpaTb OOKYMEHT, C KOTOPbIM HEobBXoAMMO CBA3aTh CO3[4aBaeMyto
KapTOuKy:

e [ANd KapTouku comnumana BblbpaTb KAPTOUKY rOfIOBHON OpraHM3auuu;

e [Ons KapTOYKM NpencTaBuTEns — KapTOYKy opraHudauumn mnu dunuana, B KOTOPOM OH

paboTaer.

KapTO‘-IKI/I ¢>Mnmana n npencraBuUTena Takke MoryTt ObITb OTKPbITbl B peXuMe peaaktnpoBaHUA
KapTO4KM rofi0OBHOIo OKyMEeHTa.
KapTouka cnvcka pacchbinikm MOXeT 6biTb OTKpbITa M3 NpeacTaBneHns CHUCKH PacChLIKH.
,D,J'Iﬂ COo34aHuA NIMYHOro Crnucka KOHTpareHToB HGOGXOp,MMO HaXaTb Ha npeacrtaBiieHUn JIMYHBIH
CIIUCOK KOHTPAreHToB.

3. OTKpbITb KAPTOUKY CO34aBaeMoro AokymeHTa. [nsa atoro HaxaTtb kHonky [Co3paTb] Ha naHenu
AENCTBMIN M BblIOpaTh MYyHKT, COOTBETCTBYIOLNN HAaUMEHOBaHUIO AokymeHTa (OpraHu3aums,
®unuan, MNpeacraButenb) (PucyHok 6). Co3gaHne cnvcka pacchbifiku ONUCaHoO B pasaene
[.3.12 Co3paHme cnucka paccbinikn. Co3gaHue NUYHOro Cnucka KOHTpareHTOB OMMcaHo B
pasgene 1.3.13 Co3gaHne NMYHOro cnmcka KOHTpPareHToB.
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PucyHok 6. KapTouka co3aaHus KOHTpareHTa

4. 3anonHnTb nons kapTodkn. [lonsi BKNaOoK KapTOYkM HOBOW opraHu3aumm (cdunuana,
npegcraBuTens) onncaxbl B npunoxenun (V.1 B BHewHne agpecarthl).

B nonHom v cokpalleHHOM HauMeHOoBaHUM opraHu3auun/ dunmana Hemnb3sa ykasbiBaTb crnelmanbHble
CUMBOMbE ~ 1@ #$ % ~&*()_=,/\l<>[]

5. CoxpaHuUTb MHOPMAaLMIO N 3aKPbITb KAPTOUKY.

B pe3ynbTtaTte npu co3gaHUnM KapTOYKK OpraHmsaummlcbmnmana aBTOMaTU4eCKMN npmuceBanBaeTCsa

craTyc «[1poBepeH».
Ecnn B pokymeHTe HacTpoek B[] BHewHue AgpecaTbl yctaHoBneH donar liposepka
651azoHadexxHocmu koHmpazeHmoe, OpraHusaunn/duvnmany aBTomaTu4ecKky NpucBanBaeTcs
ctaTyc «TpebyeT npoBepkn» (AAMUHUCTPATOP CNpPaBOYHMKA MOXET cpa3y M3MEHUTb CTaTyc
«TpebyeT npoBepku» Ha «lMpoBepeH»). Cuctema opMNPYET 3agadvHoe YyBeAOMIIEHME
AOMMHMCTPATOPY CNpaBoYHUKa O HEOBXOOUMOCTH NPOBEPKM KOHTpareHTa. Ecnu kapToyky co3gaet

AOMMHMCTPATOP CNpaBoYHMKa, TO yBedoMNeHne He popmupyeTcs (cm. n. 1.3.14 Mposepka
BrnaroHagexHOCTU KOHTPareHToB).

1.3.3. MpocmoTp MHcpopMaLUM 0 AOKYMEHTax No opraHusauuu/cpunuany

B B[] BHewHue apgpecatbl npegycMoTpeHa BO3MOXHOCTb — NpoOCcMOTpa  WHopmauuu
O AOKYMEHTax, CBfA3aHHbIX C BblOpaHHOW opraHu3auuen (cunuanom) no BceM 6GasamMm [aHHbIX
KOHUrypauum cuctemsl (3apernctpmposaHHbiM B 61 KommyTaTop).

YTto6bI NpOCMOTPETb MHAPOPMALMIO O AOKYMEHTAX NO opraHu3auunn (unuany), Hy>Ho:
1. OTKpbITb HAa NPOCMOTP KapTOYKy OopraHusaumm (punmana).

2. WenkHyTb no ccbinke MHghopmayusi no ecem 6azam OaHHbIX (MM NO CCbINke B Mone
CokpawjeHHoe HauMeHo8aHue).

3. OtkpbiBaetca dopma «UHdpopmaums no Bcem Gasam OaHHbIX», B KOTOpPOW oToBpaxaetcs
NHopMaLmMa O TOM, CKOSIbKO AOKYMEHTOB OTHOCUTCHA K opraHu3auun (cunuany) B KaKaoom
13 6a3 AaHHbIX KOHUrypaLuu.
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4,

Mpy HEOGXOAMMOCTU NONYYEHUS1 YTOYHSIIOLLLEN MHGOPMALIMM MOXHO NepenTn B Nobyto 13 6as
AaHHbIX, LLENKHYB MbILLbIO MO CCbINKE C Ha3BaHNeM Gasbl.

[na nonyyeHusa G6onee nogpobHon nHpopmauun HaxaTb KHoOMKy [[oka3aTb Bce] Ha naHenu
pencteuin. Ha akpaHe oTobpaaeTcs cnmcok 6a3 gaHHbIX KOHurypaumm, B KOTOPbIX MOXET
HaxoanTbCsl MHCpopMaumsi 0 BbIOpaHHOW opraHnusaumm unu dunuane.

[.3.4. MNpoBepka yHukanbHoctn UHH

B B[l BHewHue apgpecaTbl npedycMOTpeHa npoBepkn yHukanbHoctn WHH opraHusauum
(dounimana) no Bcem opraHmsauuam (cdunuanam) 61 BHewHue agpecarsbil.

YtoObbl npoeputb MHH opranmnsauunm (dunmana), Hy»Ho:

1.
2.

OTKpbITb Ha MPOCMOTP KApTOUKy opraHusaumm (unuana).
[NepenTn B pexum pefakTMpoBaHUS, HaXXaB Ha naHenun oencTBuin KHonky [PegakTtupoBaTth].

3anonHuntb none MHH (ecniv oHO He ObINo 3anofHEHO paHee) 1 PSAAOM C NMOJIEM HaXKaTb KHOMKY
[MpoBepuTb yHUKansHocTb UHH].

B 3aBucumoctM oOT TOro, YyHuKaneH nu BBeAdeHHbn Homep WHH, oTobpasuTca
COOTBETCTBYIOLLEE COOOLLEHNE:

e Ecnu MHH yHnkaneH, otobpasntcs coobuieHme o Tom, 4to B B[l BHewHune agpecartbl
He HangeHo HX O4HOW opraHm3aumm (dpunuana) c ykasaHHbiM NHH.

o Ecnn WNHH He yHukaneH, To oTobpasutca coobuieHne, B KOTOpom OyaeT npuBeaeH
nepeyveHb opraHn3auunin/ounmanos, UMeLWKnX ykasaHHbin MHH.

CucTtema He no3BonseT co3gaBaTb opraHm3auumn ¢ ogmHakosbiMum MIHH. Cuctema nossonseT
cosfasaTb dounman opraHnsaumm ¢ Takum xe NHH, kak n y opraHusauum.

Cuctema Takke NpoBepsieT ykaszaHHbl VIHH Ha yHUKanbHOCTb NpU COXpaHEHNM KapTOYKM
opraHusaumm, co3gaHHON N3 KapTOYKM AOKYMEHTOB (pyHKUMOHANbHbLIX 6a3 AaHHbIX.
Ha dopme co3gaHusa HOBOW opraHm3aumm (M3 KapToukn AOKYMeHTa (yHKLMOHaNnbHOM 6a3bl JaHHbIX)

npoBepPUTb YHUKalribHOCTbL BBEOAEHHOIo MHH mMoXHO no KHonke

[nsi opraHusaumm (doununana) c opraHnsaLMoHHO-NpaBoBo popmoli KOpudu4veckoe nuyo (FOJ1) n
3HayeHneM Pe3udenm VIHH gomxeH cogepxaTb 10 umdp.

Ansi opraHusaumm (unmnana) c opraHn3aLoHHO-NpaBoBo hopmort MHAueuOyanbHbIU
npednpuHumamerns (M) u 3Ha4eHnem Peaudenm WHH pomkeH copgepxatb 12 uudp.

[nsi opraHusaumi (dunmnanos) co 3HayeHem He peaudenm unn He peaudenm (oghghuwiop)
nposepka MIHH Ha konuyecTBO UMpP He ocyLlecTBNAETCS.

[.3.5. PegaktnpoBaHue KapTo4yeK AOKYMEHTOB

[oKyMeHTbl pefakTuMpylTCca crneuuanbHO BblAeNeHHbIMU  COTPYAHWKaMW, KOTOpPbIM OaeTcs
HeobOXoANMbIN 45 3TOr0 YPOBEHb AOCTYNa.

NOTHKA 17
¥ Cai



OO0mecucreMHbIe CJIOBAPU B/] Buewinue aopecamot

KoppekTvpoBka fOaHHbIX B KapTodykax [OKYMEHTOB MpoBOAWUTCA MO eauHon cxeme. [ns
penaKTUPOBaHNS KAPTOYKM HYXKHO:

1. Bbibpatb B OgHOM K3 MNpencTaBfieHUn KapTouyky AOKyMeHTa (opraHusauuun, dwunuana,
npegctaBuTens UM Cnmncka paccbIinku).

2. OTKprTb KapTO4Ky OOKYMEHTa [ABOMHbIM LLEMYKOM MbILLKX MO Bbl6paHHOIZ 3arnncu.

3. HaxaTb kHOnKy [PepaktupoBaTtb] Ha naHenun OeNCTBUA U BHECTU HeEOOXoaMMble U3MEHEHMS
B MOJSISi KAPTOYKM.

4. CoxpaHuUTb MHPOPMALMIO N 3aKPbITb KAPTOUKY.

[.3.6. YaaneHue KapTO4YKN AOKYMEHTa

BoamoHOCTb yoaneHna 0OKyMeHTOB Eﬂ onpenendeTca npaBamMu A0CTYyMNa nosib3oBaTtens.

YUT06bl YyaanuTb OKYMEHT 13 6a3bl AaHHbIX, HYXXHO:
1. OTKpbITb B O4HOM M3 NPEeACTaBNEHNIN KAPTOUKY HY>KHOTO JJOKYMEHTa.

2. Haxatb kHonky [B kop3uHy] B MNpaBoW 4acTv naHenn OEenCTBUM KapTOYKM OOKYMeHTa u
NOATBEPAUTL BbINOSTHEHWE Onepauun B OKHe C CoobLLeHneM.

MNpyv 3TOM [OKYMEHT MoMellaeTcsl B KOpP3uHy (npeactaeneHve Kopsuma), a No UCTeYEHWUM
BPEMEHMU, YKa3aHHOro B HAacTpolikax 6asbl, yaansetcs u3 6asbl 4aHHbIX.

UtoObl BOCCTAHOBUTb YAANEHHbIN AOOKYMEHT W3 KOpP3WHbl, HeobxoauMO OTMETUTbL €ro B
npegctasneHnn Kop3una 1 HaxaTb KHONKy [BoccTaHOBUTL].

I'IpM yoanexHnm B KOp3nHy JOKYMEHTOB aBTOMATUYECKN yOanATCA CBA3KN yaaleHHbIX JOKYMEHTOB.
I'IpM BOCCTaAHOBJ1IEHUN OOKYMEHTA U3 KOP3UHbI CBA3KU HE BOCCTAaHABIIMBAKOTCA.

[OKyMeHT MOXHO yaanuTb u3 6a3bl 6e3 BO3MOXHOCTM BOCCTaHOBNeHus (6e3 nomelieHns B
KOpP3uHy), BblAenMB [OOKYMEHT B npeactaBneHuM u Haxas knasuwy [Del]. Mpun aTOM [OKYMEHT
oTMeYaeTcsi K yHMYTOXeHuto. [pu nocnegyrowem obGHoBNeHuuM mHdopmaumm B 6ase AaHHbIX (Mnn
nepeoTkpbiTUM 6a3bl) Ha 3KpaHe Ha KpaHe OToBpakaeTCcsa OKHO 3anpoca Ha NOATBEPXKAEHME onepauun.
Haxatb [Oa].

Y,qaneHme OOKYMEHTOB MO Krnasulie [DeI] MOryT OCYLLUECTBIIATb NOJ1Ib30OBaTEN I CUCTEMbI oe3 npas

A,D,MMHVICTpaTOpa. an 3TOM yaandaeTca TOJIbKO OCHOBHOW OOKYMEHT, 6e3 cBsA3aHHbIX noanpoueccos
N BU3.

[.3.7. O6beanHeHne Ay6NUPYOLWMNXCA KapTo4ek

O6beanHATbL AybnupyoLwme 3annucu MoXeT TONbKOo AOMUHUCTPATOP cnpaBoyHunka BA nnu
AOMUHUCTPATOP CUCTEMBI.

Ecnn B B[] BHewHue agpecatbl Obin 3aBefeHbl ABa AOKYMEHTA Ha OAHY M TY XK€ OopraHusauuio
(v npeacTaBuTenNs), TO NpyU 0BbLIMHOM yaaneHun 6yayT noTtepsHbl a3 ¢ apyrumu BA. Toraa npu
obpaweHmn u3 gpyrux B[l cuctema He CMOXeT HaWTu KapTouKy HYXHOW opraHusauuun. [Ons
npegoTBpalleHnss nodobHbIX OWMBOK BMECTO YyAaneHwus BbINOMHAETCS onepaums obbeanHeHus
Ayénupyowmnxca sanucen.
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U106l 06BEANHUTL AYONMPYOLLMECS 3anNUCK, HYXHO:

1. Tepentun B npencrasnerHne Tpedyror npoBepku B[] BHewHne agpecatbl.

2. BblgenuTb gokymeHT-aybnukart.

3. Haxatb kHonky [U3meHuTb]:[YAanuTb Kak noBTOpeHue] Ha naHenu 4encTeummn.
4

B amanore «YpaneHne p[okymMeHTa» BblOpaTb AOKYMEHT, KOTOPbIA 3aMeHWUT yaansembli
ayonukar.

5. Haxatb kHonky [OK].
6. Ha akpaHe oTobparkaeTcs OKHO 3anpoca Ha nogTeepXxaeHue onepaumn. Haxatos [Aa].

B pesynbTate dopmmpyeTcsl 3anpoc Ha yaaneHue, KOTopbid oTobpakaeTcsi B nNpeacTaBrieHnn
AIMHHHCTpHpOBaHHWe: 3ampochl Ha ynajieHne kak mnoBtopenme B[] BHewHwue appecartbl. [locrne
oTpaboTkM areHTa BCe 3anpocbl, Kacawwmecss [AOKyMeHTa-gybnukaTta, OyayT HanpaenaTbcs
K [IOKYMEHTY, BblOpaHHOMY Ha ware 4.

Ecnu yoansiemblil LOKYMEHT COAEPXKUT HMXKECTOSILLME MO MepapXuK JOKYMEHTbI (punmansi,

npeacTaBUTeNM), cUCTEMA OTOGpaXkaeT CooBLLEHME O TOM, YTO Npexae YeM yaanuTb Ayenukar,
HeobXxoaMMO NepeHecTn Bce unuansl U NpeacTaBUTenei B Apyrylo opraHmsaumio.

[.3.8. YnpaBneHune goctynom K aokymeHtam bJ]

Mpwn paboTte ¢ B[] BHewHne agpecaTbl MOXET BO3HUKHYTb HEOOXOOUMOCTb, YTOObLI MHopMaLuto
O BHELWHeWN opraHMsauum no Mepe MOCTYNNEHUs BHOCWUMW pasHble CcoTpyaHukn. WHdopmaumsa
O BHELUHWNX OpraHM3auunsax JosmkHa ObiTb JOCTYMHA TONbKO TEM, KOMY OHa Heobxoanma Ans BbINOHEHWS
cnyxebHbix 0b6s3aHHOCTE. Cuctema npegocraBnseT aBTopy AokymeHToB B B[] BHewHue apgpecartbl
LLUMPOKME BO3MOXHOCTU YNPaBEHNS KOHTPONeM A0CTyNa K OTAENbHbIM JOKYMEHTaM.

lMepBoHavanbHasa ycTaHOBKa NpaB AOCTYNa K JOKYMEHTY NPOU3BOAUTCS NPU 3anofTHEHMM KapTodek
«Opranunsauusay», «dunvany unu «lMpeacrasutensb» Ha Bknagke Kommposbs docmyna. NloMmymo 3Toro,
cucTeMa npefocTaBnseT Monb30BaTenio BO3MOXHOCTb M3MEHATb npaBa [OCTyna COTPYAHWMKOB ANd
Lenon rpynnbl AOKYMEHTOB 6e3 OTKpbITMA Ananora pegaktmpoBaHus.

YT1o6bl NMPUCBOMTL MPaBO peaakTUPOBAHUA LOKYMEHTOB Kakow-nubo rpynne nuy (MM ogHoMy
nnuy), HYXHO:

1. Bblgenutb B obnactu npeactasneHns bl BHewHune agpecaTtbl HyXXHbIV JOKYMEHT Unu rpynny
AOKYMEHTOB.

2. Haxatb «kHonky [KoHTponb poctynal:[YcTaHOBUTL CMNUCOK penakTtopoB] Ha naHenwu
JEeNCTBUN.

3. B gmanore «YcraHoBka crnvcka pedakTopoB» OTMETUTb BCEeX COTPYAHWKOB, KOTOpbIM OyaeT
[aHo NpaBO BHOCUTb M3MEHEHUS B JOKYMEHT/Tpynny AOKYMEHTOB.

4. Tlpun Haxatmm kHonkun [OK] cneumanbHbi areHT Npon3BoauT OBHOBMEHNE CMMCKA Ha BKNagke
Koumponb docmyna BO BCEX OTMEYEHHbIX AOKYMEHTaX.

5. HoBbIx COTPYQHMKOB MOXHO A00aBUTb B 3TOT CMMCOK C NMOMOLLBI KHOMKM NaHenu OencTeui
[KoHTponb goctyna]:[do6aBuTb B cnucok pepaktopoB]. [1pn 3TomM BbIGOp COTPYLHUKOB,
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KOTOPbIM OONOJTHUTENbHO npenocTaBnATCA npaBa penaktnposaHnA - OOKYMEHTOB,
nponssoanTcA B gnanore, aHanorm4HomMm pacCMOTpPpEHHOMY BblLUE.

6. YtoObl yganuTb COTpydHMKa (UNn cpasy HEeCKONbKMX) U3 ChMcKa pedakTopoB AOKYMEHTOB,
HagoO HakaTb KHOMKy naHenwn pgencteuin [KoHTponb poctynal:[Yaanutb M3 cnucka
peaakTopoB] 1 BbibpaTb B NosiBUBLUEMCS Auanore (aHarorM4yHoM pacCMOTPEHHOMY BbILLE)
HY>KHbIX COTPYOHWUKOB.

HencTtBua HegocTynHbl Npu paboTe yepes Beb-nHTepdelic.

1.3.9. MNepeHoc dunmana/opraHusauum nog opraHM3aumio

NameHeHmne ctatycos PK OpraHusaumsa/®vnvan gOCTynHO TONbKO NONb3oBaTenio ¢ 6M3HeCc-ponbio
ApMMHMCTpPaTOP chnpaBouHMka. [leiCTBMe HeJOCTYMHO Npu paboTe Yepes BeG-nHTEpdeEC.

UT0o6bl, B Criy4yae U3MEHEHWU B CTPYKTYpe OpraHu3aumu KOHTpareHTa, nepeHecTu cunuvan nog
APYryto OpraHn3aumio, Hy>Ho:

1. BbigenuTb B 04HOM M3 NpeacTaBneHnin KapToUKy HY>KHOro dournuvarna unm opraHmsasmu.
2. Haxatb kHorky [M3ameHuTb]:[[epeHecT noa opraHn3aumio] Ha NnaHenv 4encTBUN.

3. B cnncke KoHTpareHTOB BbiOpaTb oOpraHusauuio, duManomMm KOTOPOW [OOfKHa cTaTtb
BblOpaHHasi CTPYKTypHasa eguHuua, 1 Haxartb KHomky [OK].

B pesynbTaTe cuctema aBTOMaTUYECKM MepeBedeT OTMEYEHHbI unuan wunvM opraHusauuio
B pa3psig unmanos opraHusaumm, kotopas bbina BelbpaHa kak ronoBHasi.

1.3.10. NMpeo6Gpa3zoBaHue chunmnana B opraHu3auuio

NameHeHmne ctatycos PK OpraHusaumsa/®vnvan gOCTynHO TONbKO NONb3oBaTeNio ¢ 6GusHec-ponbio
ApMuuMCTpaTOP chnpaBouHuka. [leiCTBME HEJOCTYMHO Npu paboTe Yepes Beb-nHTEpdeic.

UTto6bl B Criydyae U3MEHEeHU B CTPYKType OpraHusauMu-koHTpareHTa npeobpasoBaTtb dunuvan
B OTAENbHYI0 OpPraHn3aumio, HyXHo:

1. BblgenuTtb B OAHOM U3 NpeacTaBreHnii KapTodKy HYy>XHOro dounuvana.
2. Haxatb kHonky [M3ameHuTb]:[[peobpa3oBaTb B opraHusaumio] Ha naHenn AeNCTBUN.
B pesynbTaTte cuctema aBToMatMyeckm npeobpasyeT BblbpaHHbIN bunman B opraHm3aumio.

Mpu npeobpasoBaHnn unmnana B opraHM3aumio cuctema ocyulectensieT nposepky MIHH cdunnana.
Ecnu B B[] BHewwHmne agpecarbl yxxe nveetcs opraHusauus ¢ Takum MIHH, cuctema otobpaxaet
CoOTBEeTCTBYIOLLEE CO0bLLEHME, B KOTOPOM OyAeT NnpuBedeH NepeyeHb opraHusauuin/dounmnanos,
umetowmx ykasaHHoein IHH. MNpeobpa3oBaHue He ocyLlecTBASEeTCS.

1.3.11. OTnpaBKa nMceM KOHTpareHTam

B B[ BHewHne appecartbl nNpegyCcMOTPEHa BO3MOXHOCTb OTMPaBKM COOOLLEHWUA BHELLUHUM
opraHusaumsam rno aneKTpoHHon noyvte. CoobLieHrne MoXeT oTnpaBnTb N6ON COTPYAHUK, ABMASIOLNACA
nonb3oBaTernemM NpUNoXeHus.
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UTo6bl OTNpaBUTbL COOOLLEHME Ha 3MEeKTPOHHbLIN afpec, ykasaHHbIi B KapTOYKE KOHTpareHTa,
HY)XHO:

1. OTkpblTb OAHO w3 npeactaBneHn (Bce aoxkymenTnl, Opranmzauuu u  OUIHAIbI,
IpeacraBuresn, HenpoBepeHnble ajpecaTbl) W OTMETUTb OpraHmsauuun (dounmansl wnm
npeacrtasuTenemn), KOTOpbIM HE06X0AUMO OTNPaBUTbL MUCHLMO.

2. Haxatb kHonky [OTnpaBUTb NMCbMO] Ha NaHenn OeNCTBUN.

OTnpaBnTb MUCbMO KOHTPAreHTy MOXHO Takke, OTKPbIB HAa MPOCMOTP KapTO4Ky HEOOXOAMMOro
KOHTpareHTa 1 HakaB Ha CCbISKy C apeCcOM 3NeKTPOHHOW NOYTbI, yKka3aHHOM B COOTBETCTBYHOLLEM
norne.

B pesynbTate OTKPOETCA OKHO CO3[4aHMA MOYTOBOrO COOOLWEHWSs B MOYTOBOM KIIMEHTE,
YCTaHOBJIEHHbIM B CUCTEME MO YyMon4yaHuio. [pn HeobxooMMOCTM yKasaTb PEeKBM3UTbI COObLLEHMSA
(appeca KOppecnoHOEHTOB MPOCTABMATCA B MONe Ansi BBOAA agpeca aBTOMATUYECKU U3 KapToyek
BblOpaHHbIX KOHTPAreHToB), BBECTM COAEPXKAHUE NMUCbMAa 1 OTNPaBUTb COOBLLEHNE.

[.3.12. Co3pgaHue cnucka paccbinku

UTo6bI co3aaTh CMUCOK PacChIfKn, HYXXHO:

1. MNepentn B NnpeacrasneHe Cnucku pacesliku bl BHewHWe agpecaTbl.
2. Haxatb kHonky [Co3paTb]:[CnncoK paccbisikK] Ha NaHenu 4encTBUi.
3. 3anonHutb nons Bknagkn Paccbinika (PUcyHOK 7).

4. Ha Bknagke Jocmyn ykasaTb peJakTopoB JOKYMEHTa.

5

CoxpaHuTb MHPOPMALMIO U 3aKPbITb KAPTOYKY.

CrucoK pacceney

Mol NMYHBIA CNUCOK PacCcbiNKK

Paccbinka | KoHTponb gocTyna ] icTopyWAa peadakTUpOBaHKA

Ha3BaHWe paccbinkM MaoFA AMYHBIA COMCOK PACCRINKH

CNMCoOK Opra’Hu3ayui

PeaepancHaA SHTMMOHONONEHAA cnyxba
¥R MD PD no Mockee

Kaon cnicka 123

F.OMMEHTaPHH CnWcok ana Aorosppos

PucyHok 7. ®opma cnucka paccbifiku

Co3pgaHHble CMUCKU pacChbInikn MOTyT ObITb MCMOMb30BaHbI NPY 3anofiHeHn nons KoMy KapTouku
ncxogsuwero gokymeHnTa B B[] KaHuensapus.
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1.3.13. Co3gaHue NUYHOro CrnUckKa KOHTpareHToB

YTo6bl CO3aaTh NINYHbIN CNNCOK KOHTPAreHTOB, HY>KHO:
1. Haxatb Ha npencraBneHue Jinunblii cniucok koutparentos bl BHewHne agpecaTtbl.
2. 3anonHuTtb nons opmbl «JIMUHbBIA CNNCOK KOHTpareHToB» (PucyHok 8).

3. CoxpaHuTb MHOPMALMIO N 3aKPbITb KAPTOUKY.

JINYHBIA CNUCOK KOHTPareHToB

KoHTpareHTe: ooneP3
3AD TC
PHKA PockocMoc
AP

PucyHok 8. ®opma NMMYHOro CnUcKa KOHTPareHToB

Co30aHHbIN NUYHBIA CMIMCOK KOHTPAreHToB MOXET ObITb MCMONb30BaH MPW 3anofHEeHUn Monen
KapToueKk OOKYMEHTOB (PYHKLUMOHANbHbIX 0a3ax AdaHHbIX, B KOTOPbIX MOXHO YyKas3aTb KOHTpareHTa
(Bxogsiwmn — none Om koeo, Vcxogswun n OteeT Ha O — none Komy, [JoroBop u cBsi3aHHbIE
AOroBOpHbIE [OKYMEHTbl — nonie KoHmpazenm, ObpalleHne — none MACmMoYHUK nocmyrnieHus).

1.3.14. lNMpoBepka 6naroHageXXHOCTU KOHTpareHToB

[nsi uicnonb3oBaHusi hyHKLMOHaNa NpoBepku 6naroHageXHOCTU KOHTpareHToB Heo6xoaumo, YToObI
B HacTpovikax B[l BHewHune agpecatbl (B B[] AGMMHUCTpUpoBaHue) Obin yCTaHOBMNEH dnar
lpoeepka 6na2oHadexxHOCMuU KOHMpPa2eHmos.

1.3.14.1. NMpoBepka KOHTpareHTa

Mpoun3BoauTb NPOBEPKY KOHTPAreHTOB MOXeT ToJIbko AOMUHUCTPaTOp crnpaBoYHuka BA.

Ecnn B pokymeHTe HacTtpoek B[l BHewHue Appecatbl (B Bl AamMuHuctpupoBaHue)
ycTaHoBneH cnar [Ipoeepka 6nacoHadexXHOCMu KOHMpazeHmoe, TO TMOCne Cco3daHus
Opranusaumm/dunuany aBToMaTU4ECKM NpucBamBaeTca ctatyc «TpebyeT npoBepkn» (AAMUHUCTPATOP
CNpaBOYHUKA UMEET BO3MOXHOCTb TaKkKe BPYYHYHD U3MEHUTb CTaTyCc KOHTpareHTa «[llpoBepeH» Ha
«TpebyeT NnpoBepkn»).

Cuctema chopmupyeT 3agavyHoe yBeaoMIeHne AOMUHUCTPATOPY CNpaBOYHMKA O HEOOX0AMMOCTH
NMPOBEPKM KOHTpareHTa (ECnun KapTodKy co3gaeT caM AQMUHUCTPATOP ClpaBoOYHMKA, TO yBeAOMIEHME He

dhopmupyeTcs).

[lns nameHeHunsa ctatyca KoHTpareHTa co ctatyca «TpebyeT npoBepku» Ha «[1poBepeH» criegyeT
BbIMNOMHUTL crneayolme AencTens:
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1. OTkpbITb KapTouky OpraHusaunn/dnnmnana ogHMM U3 cnocoboB:

o [lonyunB yBegomneHne Ha [NaBHy cTpaHuyy KommyTatopa O HeobxoammocTu
NPOBEPKM KOHTpareHTa, NepenTn No CChbifike U3 yBeAOMIIEHMS.

e U3 nto6oro npeacrasnernsi 61 BHewHue Agpecartbl.

2. MNpoBeputb aTpmbyTbl KapToOykn, gobaBneHHble dannbl M ccbiikn. [pn HeobGxogumocTn
A06aBUTb BHELLHWE CChISIKWU, HAanpuMep Ha CanT KOHTpareHTa.

3. BbinonHutb NPpOBEPKY KOHTpareHTa BHE CUCTEMbI. y6eLI,I/ITbCFI B 6J'IaFOHaD,e)KHOCTI/I
KOHTpareHTa.

4. B none Cmamyc n3meHnTb 3HadyeHne ¢ « TpebyeT npoBepkn» Ha «[1poBepen».

Ecnu pgo cratyca «TpebyeTt npoBepkm» aaHHas OpraHunsauusa/duvnman Haxoaunmch B cTaTyce
«lMomeLLeH B CTOM-NUCT», TO NPU CMeHe cTaTyca Ha «[1poBepeH» oToOpaxaeTcsl AManoroBoe OKHO
Ansi 3anvcuy Ha BbIBOA KOHTpareHTa us cton-nucta (cm. n. 1.3.14.3 BeiBog koHTpareHTa ns cton-
nucra).

5. CoxpaHuTb KapTOuKy.

B pesynbtaTte Ha Bknagke Cob6bimusi cucteMa UKcUpyeT cobbiTUe MO M3MEHEHMIO cTaTyca.
Cuctema ccopmupyeT YyBedoMIieHMe aBTopy KapTodku OpraHusauumn/dunuana o nposepke
KOHTpareHTa.

1.3.14.2. NMocTaHOBKa KOHTpareHTa B CTON-NINCT

Mpoun3BoanTbL NOCTAHOBKY B CTOM-NUCT U BbIBOA, U3 HEMO MOXET TONbKO AAMUHUCTPATOP
cnpaBoYHuKa BA.

Ecnn B pokymeHTe HacTtpoek B[] BHewHune Appecatbl YyctaHoBneH nar [Ipoeepka
651acoHadeXXHOoCMu KOHMpa2eHmMoe, TO AOMUWHUCTPaATOpP CrnpaBoOYHMKA WMEEeT BO3MOXHOCTb
M3MEHUTb CTaTyC KOHTpareHta co crtatyca «TpebyeT nposepku»/ «[lpoBepeH» Ha «[lomelweH B
CTOM-NIUCT», MOMECTMB TEM CamMblM OpraHu3saumio/comnman B CTON-rncT.

[lna noctaHoBKM KOHTpareHTa B CTON-NIUCT crneayeT BbINOJTHUTL crieayrwne nencrTeuns:

1. OTkpbITb KapTOUuky OpraHunsaunn/dunuana.

2. BbInonHMTL NpOBEpKy KOHTpareHTa BHe cuctembl. Y6eautbca B HebnaroHagexHocTu
KOHTpareHTa.

3. Ha Bknagke Pucku, npun HeobxoammocTn, AobaButb MHOPMaLMIO MO pUckam, CBA3AHHbIM C
AaHHbIM KOHTpareHToMm (n. 1.3.15 [lobaBneHne nHdopmaumum o0 puckax no KOHTpareHTy).

4. B none Cmamyc n3meHnTb 3HadeHue c «lpoBepeH»/ «TpebyeT npoBepku» Ha «lMomelleH B
CTOM-INCT».

5. Cnctema BbIBOOUT AMANOroBOe OKHO AN 3anucK Ha BBOA KOHTpareHTa B cton-nucT (PucyHok
9).
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Beog B cTon-nunct X

Narta 3ankuck 16.05.2014

ObocHoBanne oNA BHECEHMA |DfiHapyieHHe PUCKOBLIX CUTYaLMI

Qi QTHEHE

PucyHok 9. OkHo «BBog B cTon-nmucT»
6. YkasaTb 060CHOBaHME Ha BBOA B CTOM-NUCT 1 HaxaTb kHomnky [OK].
7. CoxpaHUTb U 3aKPbITb KAPTOUKY.

B pesynbrtate kapTouke OpraHusauuu/®dunuana npuceoutcs ctatyc «llomMeleH B CTOM-NIUCT».
Cuctema 3aduKcupyeT MHMOPMauuilo O 3anuMcu Ha BBOA4 B CTOM-NUCT Ha Bkrnagke Cob6bbimusi B
KaTeropun U3mMeHeHue cmamyca.

Cuctema dopmmpyeT MHOPMAUMOHHOE YBEOOMIIEHME aBTOPY KapTOYKW, a Takke
Kypatopy/Coctasutento/AgMuHnucTpaTtopy no gorosopHorn pabote n ux O n OJ1, koTopble saBnswTCs
aBToOpaMu [OOroBOPHbLIX AOKYMEHTOB MO YyKa3aHHOMY KOHTpareHTy, O MOCTaHOBKe KOoHTpareHta B
CTOM-JINCT.

Ecnn B pokymeHTe HacTpoek B[] BHewHue AgpecaTbl ycTaHoBreH dnar llposepka
651a2oHadexXHOCmMu KOHMpazeHmoe, To B KapTo4ky [JoroBOpOB 1 AOrOBOPHbLIX 4OKYMEHTOB
[00aBNTb MOXHO TOMbKO KOHTpAreHToB B cTaTyce «[1poBepeH» 1 NpeacTaBuUTeNen,
YMONTHOMOYEHHbIX NOANUCKLIBaTb AOrOBOPHbLIE AOKYMEHThI (B KapTouke npeactasutens B b1 BA

yCTaHOBIEH COOTBGTCTBleLLI,VIVI cbnar). I'IpM 3TOM TaKXe OTCYTCTBYyeT BO3SMOXHOCTb CO3daHuA HOBOW
opraHuzauunm n npencrtaButTend.

1.3.14.3. BbiBOoA KOHTpareHTa u3 cTton-nmucra

npOI/I3BOLI,I/ITb BbIBO N3 CTOM-JINCTA MOXET TOJIbKO AD,MVIHVICTpaTOp cnpaBoO4HMKa BA.

Ecnn B pokymeHTe HacTtpoek B[] BHewHune Appecartbl YyctaHoBneH dnar [Ipoeepka
611a2oHadeXxHoCcmu KOHMpa2eHmos, TO AOMWHMACTPATOpP CrnpaBOYHMKA WMEET BO3MOXHOCTb
N3MEHUTb CTaTyC KOHTpareHTa «llomelleH B CToN — NUCT» Ha « TpebyeT NpoBEpKn».

[nsa BbIBOAA KOHTpareHTa u3 CTon-nucTa cneayeT BbiNOMHUTL Creayolimne 4enCTBUs:
1. OTtkpbITb kapTouky OpraHunsaumm/dvnmnana.

2. Ha Bknagke Pucku, npu Heobxogumoctu nobaBuTb/ M3MEHUTb MHAOPMaUMIO O puUCKax
(n. 1.3.15 Jo6aBneHune nHdopmMaLmm o puckax rno KOHTpareHTy).
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3. B none Cmamyc n3meHuTb 3HauyeHne c «[llomewleH B CTOM-NMCT» Ha cTatyc «Tpebyet
NpOBEPKN».

4. CoxpaHUTb U 3aKpbITb KApPTOUKY.

B pesynbtate kaptodke OpraHusdauunm /dunmnana npucBoutcsa ctaTtyc «Tpebyet nposepku». Ha
Bknagke Cobbimusi cuctema ukcupyet cobbiTe no uameHeHuto cratyca. Cuctema cdopmupyet
yBeaoMreHne aBTopy kapTodkn OpraHusaumn/dunmana o NpoBEPKE KOHTpareHTa.

Mpn nocneaywowem namMeHeHun cratyca gaHHon OpraHmsaunn/®dunuana ¢ «TpebyeT npoBeEpKM»
Ha «[lpoBepeH» cuctema OTOOPa3UT AManNoroBoe OKHO [ANS 3anMcuM Ha BbIBOL KOHTpareHta u3
cton-nucta. [locne BBOga WHGOpPMauMM B AMANOroBOE OKHO M COXPaAHEHWs KapTOYKM CTaTyc
Opranmzaunn/dunmana mMeHsieTcs Ha «[1poBepeH». Cuctema 3adukcmpyeT MHopmaLmio o0 3annucu Ha
BbIBOA, U3 CTON-NMCTa Ha BKknagke Cobbimusi B kateropum M3meHeHue cmamyca.

AOMUHMCTPATOP CMpaBOYHMKA MMEET BO3MOXHOCTb TakKkKe MW3MEHWUTb CTaTyC KOHTpareHTa
«MomelleH B cTon — nucT» Ha «lMpoBepeH», BbiBeast TeM cambiM OpraHusaumio/dvnuan us cton-nucra.

[nsa BbIBOA4A KOHTpareHTa n3 CTon-nucTa cneayeT BbiMOMHUTL Creayolme 4eNCTBuUs:
1. OtkpbITb KapTouky Opranunsauun/dunmnana.

2. Ha Bknagke Pucku, npy HeobxogmmoctTu AobaButb/ M3MEHUTb/ yganuTb MHAOPMaUUo O
puckax (n. 1.3.15 [lobaeneHne nHgopmauumn o puckax no KOHTpPareHTy).

3. B none Cmamyc n3ameHnTb 3HavyeHune ¢ «lNomeLleH B CTON-nmMcT» Ha «poBepeH».

4. Cwuctema BbIBOOAUT AMANOroBOE OKHO ANsi 3anMUCU Ha BbIBOA KOHTpareHta u3 cTon-nucra
(PucyHok 10).

BriBog 13 cTon-nucTa X
NaTta 3anuck 16.05.2014
O6ocHOBaHHE ANA BHECEHHA |ONpOBEpKEHHE DUCKOBEIX CHTYALIWA. BRICOKWA YDOBEHE
BnaroHanexHoCTH
i QOTMEHA

PucyHok 10. OkHo «BbiBoA 13 cton-nucta»
5. Ykasatb 060CHOBaHMe Ha BbIBOA M3 CTOMN-NINCTa U HaxkaTb KHomnky [OK].
6. CoxpaHuUTb M 3aKpPbITb KAPTOYKY.

B pesynbtaTte kaptouyke OpraHusaumm /Punuana npucBoutca cratyc «[lpoBepeH». Cuctema
3achmkenpyeT MHGOpPMaUMIO O 3anncy Ha BbIBO4 U3 CTOM-NMcTa Ha Bknagke Cob6bimusi B KaTeropum
N3meHeHue cmamyca.
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Cuctema dopmupyet yBegoMneHne aBTopy KapTOuKM, a Takke
Kypatopy/CoctaBsutento/AoMnHncTpaTopy no gorosopHou patote n nx MO u 1, koTopble aBnsitoTCA
aBTOpPaMy [OrOBOPHbIX [JOKYMEHTOB MO YKa3aHHOMY KOHTpareHTy, O BbIBOAE  KOHTpareHta w3
cTon-nucra.

1.3.15. Ho6aBneHne nHdopmaL M 0 pUCKax NO KOHTPaAreHTy

AOMUHUCTPATOP CrNpaBoOYHMKA MMeeT BO3MOXHOCTb BBOAA, PeAaKTUPOBaHWSA W yAaneHus
MHopMaUMM MO pucKaMm, CBSA3AHHbIM C AaHHbIM KOHTpareHToM. PaboTa ¢ mHdopmaumnen no puckam
OCYLLECTBSIETCA MO KHOMKaM Ha NaHenu OeNCTBUI BKaakm MHghbopmauyust o puckax.

Ona pobaBneHus uHdOPMaLMM O pUCKax MO KOHTpareHTy criedyeT BbINOMHWUTL criegylowme
JEencTBuS:

1. OTkpbITb KapTouky OpraHunsauun/dvnnana ogHUM N3 cnocobos:

e [lonyuuB yBegomneHve Ha [naBHyio cTpaHuuy KommyTtaTopa O HeoGxoauMOCTH
NPOBEPKN KOHTpareHTa, NepenTn Mo CChifike U3 YBEAOMIEHUS.

¢ U3 noboro npeacrasnernsi 61 BHewHue Agpecartbl.

2. Ha Bknagke MHgopmayusi o puckax [obaBuTb HeobxoauMmyko WMHAOPMaLMIO O pucKax,
CBSA3aHHbIX C KOHTpareHToM, Haxas KHonky [[lo6aButb]. OTkpoeTcs kapTovka MHopmayusi o
puckax. 3anonHUTb Nons OTKpbiBLUEenCcA KapToyku (PucyHok 11). Nons BkNagku onucaHbl B
npunoxexuu (V.1 B[] BHewHue agpecatsl). Haxatb kHonky [OK].

Wudopmauma o puckax X
Knacc pucka |EM3HEC-|JD1CK | e P
OnHCaHHE pHCKa He BbinonHeHsbl AeHexHele obasarenscrea nepen OpyrumM

KOHTRareHToM
Oara dmrcaymm 15.05.2014 16
¥YposeHn BINAHUA pucka |HE3HaHb1Tenth|ﬁ -1 | ) i
TUR METOUHWKS |PMCK-MEHE,D,>KE|J | o
CTeneHb yNPasnaemocTi ans |anaans|en j
CHUKEHWA PUCKE
OK

PucyHok 11. KapTouka «UAHcpopmaLus o puckax»

B pesynbTaTe nocne coxpaHeHUs1 UIAMEHEHUI coObITME buKkeupyeTcs Ha Bknagke Cobbimus. Ha
Bknagke UHghopmauyusi o puckax otTobparkaeTcss 40O6aBNEHHbIN PUCK.

NOTHKA 26
¥ Cai



OO0mecucreMHbIe CJIOBAPU B/] Buewinue aopecamot

UTtobbl OTpeaakTnpoBaTb BBEAEHHbIE aTpnbyThl pucka, HE06X0OUMO BbIAENUTL 3anMUCb O PUCKE Ha
Bknagke MUH¢popmMayusi o puckax v HaxaTb KHOMKy [PegakTupoBaTb] Ha naHenu AeNCTBUA BKITAAKW.
BHecTn nameHeHus B nonsi kaptoukn MHghopmayusi o puckax. [ocne coxpaHeHns nameHeHun cobbitme
dukenpyetcs Ha Bknagke Cobbimusi.

UtoObl geaktmBupoBaTth (yaanuTb) pUCK, criegyeT HaxaTtb KHomnky [[leaktmuBupoBaTb] Ha naHenm
AENCTBMI BKNAOKM 1 NOATBEPAMTL BbINOSIHEHME Onepauny B OTKPbIBLUEMCS OManoroBoM okHe. ocne
COXpaHEeHUs1 U3AMEHEHUI COObITUE hMKCUpyeTCs Ha Bknagke Cobbimusi.

1.3.16. PaboTa ¢ BnoXXeHUsAMM U BHEeLLHUMU CCbINKamMu

[o6aBunTb BNOXeHUE B KAPTOYKM MOTYT cnefyroLime CoTpyaHUKK:
e ABTOp JOKYMEHTa;
e PepakTopsbl, NponncaHHble Ha Bknagke « KOHTponb AocTtynay;
o AMMHUCTPATOpP cripaBo4yHMKa BA.

YToObI D,O6aBI/1Tb BITOXEHMNE B KapTO4Ky OOKYMEHTa, HYXHO:

1. Ha naHenu OewcTBMI BCTPOEHHOro MpeAcCTaBreHust 06nacTu BROXEHWUA HaxaTb KHOMKY
([Oo6aBuTb]) (PncyHok 12).

Ocwomman | okt 0 CLUAKE | KOOPIImsaTie | Hankonosse pocsssst s | Kok oprasessiine | NIRO  Angopeninn o peoxax  Obcyspenne | Colierem | KowTpons focTyms  MCToesmn [1eoxT mpos s

g b IR o &
¢ 8 o nE-w

Camapesenneing
CRsaaTROwCTG IV T-2T3 1IN Bepcae 1 LA052000 SRAGER  Asesserpencs ©4

Npsuse gocyveniu
o — TR ITELT.MD

PucyHok 12. O6nactb BNoXeHuUi KapTOYKN OKYMEHTa
2. 3anonHuTb nons oTkpbiBLenca hopMbl JobaBneHns Bnoxerus (PucyHok 13):

e B none UcmoyHuk ykaszaTb C NOMOLLBIO NepekntoyaTens, otkyaa byaet gobasneH dann
— C nokanbHoro aumcka wnu u3 B[ WabnoHbl, nnMbo OTCKaHMpOBaTb WMEHLMICS
OyMaXHbI BapuaHT JOKYMEHTa, BbibpaB B kKayecTBe UCTOYHUKa CkaHep.

Mpu HeobxogumocTn psagom ¢ nonem UctouHmk yctaHoBute donar 1o ymosryaHuro. BeiGpaHHbIv
NCTOYHMK fobaBneHns dannos OyaeT yCTaHOBMEH MO YMOMYaHWIO B AaHHOM AManoroBOM OKHE Mpu
pobaBneHun pannos B KAPTOYKM JOKYMEHTOB B AaribHenLeM.

NcTouHuk pobaeneHms dannos nNo ymonyaHuio MoxeT BbiTb yKa3daH B HacTporikax [nmaBHoM
CTpaHULbl CUCTEMBI.

o B none Tun BbIGpPaTb C NOMOLLLIO KHOMKKM “*| TUM BIIOXEHUS.

Mpu pobasnexumn Bnoxenns B PK MNpeacrtasutens B PK cBasaHHon OpraHu3aumn/®unnana
3TO BMOXEHNE Takke oTobpaxkaeTcsi B 0611acTu BNOXEHWUA C TUMOM, yka3aHHbIM B PK
MpegcTtasutens. MNMpu gobasneHny HOBOM Bepcun channa BNoxeHns MHopMaLns Takke
o6HoBnsieTcs B PK Oprannsauus/®unuvan.
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e B none ®adn HaxaTb KHOMKY “* K BbliOpaTb hain ¢ nokanbHOro Aucka vunu wabnoH
(B 3aBUCMMOCTM OT BblOpaHHOro 3HadeHns B none McmoyHuk). MoxHo fobasute ann,

‘Y_"J'
npeaBapuUTENbHO CKOMMPOBaHHbIM B  Oydep obMeHa, C NOMOLBbI  KHOMKK |
(HegocTynHO ons BeG-nHTepdpenca). Yoanute JoBGaBneHHbIN hann MOXHO C MOMOLLbIO

KHOMKN y

e [lone HaseaHue 3anonHseTcs aBToMaTMyeckum nocre Bblbopa danna. [pu
Heo6X0aUMOCTM MOXXHO U3MEHUTbL Ha3BaHUE.

e [pn HeoGxoaMmMocT BBECTU KOMMeHTapum B norne Kommenmapudi.

3. Haxatb [OK].

B pesynbTtaTe BbiGpaHHbIV hanin 6yaeT AobaBneH B 06nacTb BNOXEHUIN B yKa3aHHYKO KaTeroputo
(cm. PucyHok 13).

Jobasnenne dainos X
WeTouHmE: " Noxaneneii anck [ Mo ymonuanuo
THN BROMEHHA L'J,DEEDEHHDCTM | >(
Wabnon | | >(
HazeaHue
KOoMMEHTapHiA
ik CTMEHA

PucyHok 13. ®opma noGaBneHust BoXeHust

1iy=

B obnacTtb BNoXxeHU MOXHO AobaBuTb dhansn, cKonmpoBaHHbIN B Bydep obmeHa, o KHonke L‘
([Aob6aBuTbL M3 6ydepal). laHHOe aencTane HegOCTYNHO Npu paboTte noa Beb-nHTepdencom.

UToObl yaanuTb BNOXeEHWE U3 KapTOYKN OOKYMEHTA, HYXXHO BblAeNUTb HEOOXOANMbIA LOKYMEHT B

obrnactTn BMOXEHWA W HaxaTb KHOMKY = ] ([YmanuTtb]) (cm. PucyHok 12). B oTKpbIBLIEMCS OKHE
NoATBEPAUTL BbIMOSTHEHWE onepauun.
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Monb3oBaTenb MOXET yaanuTb TONbKO Te dhalnbl BNOXeEHUs (a Takke UX BEPCUM), KOTOpbIE BbINN UM
JobaBrneHbl.

UToObl M3MEHUTb BMNOXEHME, HY)XHO BbIAENUTb Heobxooumbli dhann B o6nactu BNOXEHUN WU

Ha)KaTb KHOMKY ;f;?([l/l?.MeHVITb]) (cm. PucyHok 12). B BbinagatoeM MeH0 BbiIGpaTb HY>KHbIN MYHKT:

e Co3damb eepcurw — Cco3agaHune HOBOW BepCcun BblaesIeHHOro B npeacrtaBJiEHUN BIIOXEHUA.

C nomowpbo CcTaHAapTHbIX OMarnoroB 3anofiHUTb NONs nosiBUBLUENCA (POpMbl U HaxaTb
kHonky [OK].

Mpu cozgaHmm Bepcun JOKyMeHTa B OkHe aobaBneHms Bepcumn Heobxoanmo BelbpaThb
NCTOYHMK fobaBnenuns danna:

e JlokanbHblii QUCK — HY)XHO BbIGpaTb (haiin ¢ ykazaHHOrO MeCTOmMONOXEHUS, yKkasaTb
Ha3BaHWe 1 BBECTU KOMMEHTapPWIA.

e Konus — HyxxHO BbIOpaTh harin, B Konum KOToporo 6yaeT co3gaHa

Bepcus/pegakums, ykasaTb Ha3BaHWe U BBECTM KOMMEHTapPWIA, NOCIE Yero BHECTH

N3MEHEHNs1 B OTKPbIBLUMNCH dhaiin, COXPaHUTb ero u 3abpatb U3MEeHEeHUS BIIOXEHUN

B KAPTOYKYy AOKYMEHTa No kHonke [U3meHnTb]:[3abpaTb nameHeHUs BNoXeHus]

(nobaBneHne Bepcun 1 pegakuumn danna BrioXeHus ¢ TUMOM UCTOYHMKA «Konus»

npw pabote 4Yepes Beb-nHTEpderic onucaHo B pasgene 1.3.16.1 Pabota c

BINOXeHNsiMn B BEG-MHTepderice cuCTeMbl).

e Pedakmupoeamb e/10XeHUe, €eCnn HeoDXOAMMO BHECTM W3MEHEHVUsI B CO3A4aHHYI0

Bepcuio/pefakumio BrIOXKEHUss 40 BbIHECEHUS pelueHus. [pn 3TOM OOKYMEHT OTKpbIBaeTCs B
COOTBETCTBYIOLLEM MPUIOXKEHUN.

e 3abpamb u3MeHeHUsl 8J10)KeHUsl, eCnu HeOobXOOMMO COXPaHUTb M MEPEHECTU B KapTOYKy
YaCTUYHbIE W3MEHEHUs, KOoTopble Obinv  BbINOMHEHbl B anne BrOXEHMs Mpu  ero
pefakTupoBaHun (pedakTMpoBaHME BrIOXKEHUM U MOCneaylllee COXpaHeHUe W3MEHEHUn B
KapTouKky AOKymeHTa npu paboTte nop Beb-uHTepdpenicom onmcaHo B n. 1.3.16.1 Pabota c
BMNOXEHUAMU B BEG-UHTEPdENCE CUCTEMBI).

YTo6bl NpOCMOTPETL (M3MEHUTBL) CBOMCTBA A40OaBMEHHOrO BNOXEHUS (TUN BIIOXEHUSA, Ha3BaHMe,
KOMMEHTapuin) HY>XKHO BbIOENUTb HEOBXOAMMbIN OOKYMEHT B 06nactv BNOXEHUW W HaxXaTb KHOMKY

@= ([CBoncTBA)).

lMonb3oBaTenb MOXET U3MEHUTb CBOWCTBA TOMbKO TeX (palrioB BIOXEHUSA (a Takke uUX Bepcui),
KoTopble 6bInn v gobaBneHsbl.

UT06bl COXpaHWUTL BNOXEHWE Ha XXEeCTKUMA ANCK UMW APYron HOCUTENb, HYXXHO B 06r1acTu BIOXEHWN

HaXaTb KHOMKY = (ICoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTbL (hannbl ANs1 COXPaAHEHUSs, HaxaTb
([OK]) v 3aTtem BbIGpaTb HEOOXOAMMOE MECTOMNOoSoXeHNe, Kyaa byayT coxpaHeHbl BblbpaHHble dhannbl.

o
=
YTobbl pacneyataTtb BIIOXeHWe, crnegyet BbloesInTb ero B npenctaBneHnn U HaXaTb KHOMKY =

([MeyaTb BnoxeHwus]). JaHHoe aencTBme HeQOCTYNHO Npu paboTe nog Be6-nHTEpdencom.

=

KHonka ([PunbTp]) ucnonb3yetcs AN U3MEHEHUA OTOOPaKeHUS BIIOXEHUN U COLEPXKUT
BbINagatoLLniA CrINCOK:

e Bce — oTobpaxaloTcsi BCe BINOXEHUS;
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e [locnedHue sepcuu — 0TOGPaXaTCA TONLKO NOCNEeAHNEe BEPCUM OKYMEHTOB C peAakuusamMu;
o  Ucmopus — oTobpaxaeTcsa nctopus paboTbl C BNOXEHMAMU, BKITlOYas yaaneHHble dannbl.

OTKpbITb M MOCMOTPETb BIIOXKEHHbIA (Al MOXHO, BbINOSIHMB OBOWHOW LIENMYOK MbIUK Ha
COOTBETCTBYOWEM paine B obnactn BnoxeHun. ®amnn 6yaet OTKPbIT C NOMOLLbI COOTBETCTBYHOLLENO
eMy npunoxeHus (NPocMoTp annoB BNoXxeHun B Beb-uHTepdence onucan B n. 1.3.16.1 PaboTta ¢
BNOXeHMAMU B BEG-UHTEpdeice CUCTEMDI).

[Onsa OTKpbITUA BCeX BMOXEHHbIX (annoB cpasy cnefyet BOCMONb30BaTbCS KHOMKOW Q
([OTKpbITb Ha npocmoTp]) (cMm. PucyHok 12). Bce BnoxeHHble gannbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYIOLLNX UM MpUNoXeHnin. [laHHoe OeCTBME HEQOCTYNHO Npu paboTe nog Be6-nHTEepdencom.

1.3.16.1. Pa6oTta ¢ BnoxeHusmu B Be6-uHTEphence cuctemsbl

[nsa npocmoTtpa danna BnoxeHusi npu pabote B Be6-nHTEPENCE HYXKHO LLENKHYTb MO CCbINKe Ha
cooTBeTCTBYOWMA barn  BrnoxeHna (PucyHok 14). BbiGpaHHbin davn (Hanpumep, dann c
pacwupeHuem .doc, .XIs 1 T.Mn.) NGO cKkauMBaETCs Ha NOKanNbHbIN ANCK (B MECTOMOSIOXKEHNE, YKadaHHoe
B HacTpoWnkax mcrnonbdyemoro 6paysepa), nocne Yero ero MOXXHO OTKPbITb M MPOCMOTPETb C MOMOLLbIO
COOTBETCTBYIOLLEro NpunoxeHusi, nNn6o cpa3y OTKPbIBAeTCs C MOMOLLbI0 COOTBETCTBYHOLLErO
npunoxexusi (Hanpumep, dannsl N3obpaxeHui Tuna .jpg, .png v 1.0.).

:—5-{{:; Aobasute ':5-‘} H3meHuTe * ':5:‘% Yananute EE‘ CoxXpaHUTb - 2 DUATp ~ CJ
Hawmenosanue daina PacumpeHne Pazmep Bepcua Oara cozganua ABTOp KomMmMeHTaphi
— CopepxaHHe QoKyMEeHTa 23K
¥|R=4 OopaboTka OOKYMEHTE docx 23K Bepcua 1 02.12.2014 AOMMHUCTPaTop Ceprei KOMMEHTAPMWHA
16:59:14 Bnaaumuposndy

PucyHok 14. O6nactb BnoXeHui KapTo4ku AOKyMeHTa B Be6-uHTepdence

[na cospaHna Bepcumn hanna BrOXeHUss ¢ TUNOM UCToYHuKa Konusi npu pabote B Beb-
NMHTepdeNce HYXHO:

1. Bbigenutb HeobxoanMbIA OOKYMEHT B 06nacTn BNOXEHUA U HaXaTb KHOMKY = 4 ([M3meHunTB])
(cm. PucyHok 14).

2. B Bbinagatowem cnucke BbibpaTtb onepauunio Cozdams eepculo.

3. YcTtaHoBWUTb nepekntoyatens McmoyHuk B 3HaveHne Konusi. BeiGpaHHbIN dhann ckaumBaeTcs
Ha NoKanbHbIN OUCK (B MECTOMOSOXEHWE, YKa3aHHOEe B HAaCTPOMKax ncnornb3yemoro bpaysepa),
O YeM B OKHe pefakTupoBaHusa panna nonb3oBaTento oTobpaxaeTcs COOTBETCTBYyHOLLEE
coobuieHne (PucyHok 15).

4. HeobxoanMmo BHECTM M3MEHEHUSI B CKaudaHHbIA dbain, coXpaHuUTb €ro Ha aucke n aobaButb
M3MEHEHHbIN hann B KapTOuKy AOKYMeHTa, BblbpaB ero ¢ nomolibld kHoMku [BbiGepuTe
cbann] n Haxas kHonky [OK] (PucyHok 15).

5. TNpn HeOBXO0ANMOCTU MOXHO M3MEHUTbL Ha3BaHWe daina n BBECTU KOMMEHTAPWUIA.

B pesynbTate BbINOMHEHHbLIX AEWCTBMI COXpaHEHHas Bepcusa panna BnoxeHus [odasutcs
B 06nacTb BNOXEHWI KapTOYKM AOKYMEHTA.
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Ao5asMTe BEPCHID

HMeTouHMK: NokansHelA OMckK
Konua
Pann 3anylWled Ha CKadMBaHWe, oTREAaKTURYHTS, COXpaHUTE
M3IMEHEHWMA Ha OMCKE W BNOMWKWTE B none Pann

dann —_—— T "
BriGepuTe dain | ®afin He ecibpaH

HazsaHwe

KoMMeHTapui

Ok OTMEHE

PucyHok 15. lo6aBneHune Bepcun danna BrnoxeHusi B Be6-uHtepceice

[ns pemaktupoBaHus gobaBneHHOM Bepcun havna BnoxeHust npu paborte B BeG-uHTepdence

HY)XHO:

1.

Bblaenutb HeobxoauMbiii ain B 06MacT BMOXEHUNA W HaXaTb KHOMKY - 4 (IN3meHUTL])
(cm. PucyHok 14).

B Boinagatowem cnucke BblbpaTb Pedakmupoeamb enoxeHue. BbibpaHHbid  dhain
ckaymBaeTCs Ha nokanbHbli AOUCK (B MECTOMOMOXEHWe, YyKasaHHOe B  HaCTpPOMKax
ncnonbdyemoro Opay3epa), O 4YeM B OKHe peAakTUpoBaHusa dpanna nonb3oBaTento
oTobpaxaeTtcsa cooTBeTCcTBYHOWEE coobLieHne (PrucyHok 16).

HeobxoaMmo BHECTU M3MEHEHMSI B CKadaHHbIA ¢daln, COXpaHWUTb ero Ha gucke M gobaBuTb
M3MEHEHHbIN hann B KapTOYKy OOKYMEHTa, BbibpaB ero ¢ nomoLiblo KHoOMku [BbiGepuTe
c¢pann] n Haxas kHornky [OK] (PyucyHok 16).

PegakTvpoBaTe BNOXEHWA

PeoakTupyeMoe BNomMeHWe: Bnowennel.doc Bepouwa 1

DPain zanyWeH Ha CKAaYMBEIHWE, OTPEOAKTHRYATE, COXPaHWUTE
WIMEHEHWA HA AWCKE W BNOXWTE B none $ann
thaiin _—
Beibepute daiin | D aiin He BLIBpaH

Ok CTMEHA

PucyHok 16. OKHO pefaKTUpOBaHUA BIIOXeHUSA

B pesynbTaTe BbIMNOMHEHHbIX AEWCTBUN WM3MEHEHHbI ann BroxeHns pobasutca B obnactb
BNOXEHUIN KapTOYKM JOKYMEHTA.

1.3.16.2.

[lo6aBneHne BHELHUX CCbINOK

B Bl BA npeaycmoTpeHa BO3MOXHOCTb J00aBNSATbL BHELLUHME CCbIIKM HAa pecypcCbl KOHTpareHTa B

ceTun.

[ns no6aBneHnsi BHELLUHEN CCbINKU HYXXHO:
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1. MepenTtn Ha BKNaaky Palsibl U C8A3KU.
2. HaxaTb kHorky [BHeLwHAA ccbifnikal psaom ¢ norieM BHewHsis cebiska.
3. 3anonHuTb Nonst OTKpbIBLLENCS OPMBI:
o B none Ccbinka ykasatb agpec pecypca B obopmate «http://agpec».
e B none HazeaHue yka3aTb Ha3BaHWe pecypca, KpaTKoe onncaHue.
4. Haxatb kHonky [OK].

B pesynbtaTte B kapTouke OpraHusauuu/dununanal/llpeacrasmutens Ha Bknagke Palsibl u ccbisiku
B obnacTtu paboTbl C BHELLHMMU CCbinNkamu oTobpaxkaeTtcst nobaeneHHass URL ccbinka. lMpu knuke Ha
BHELLIHIOKO CChISTKY MPOMCXOOMT Nepexos no CCbIfKe U OTKPbITUE BHELLHEN CTpaHuLbl B Gpaysepe.

UTo6bl yoanuTb BHELLHIOK CCbINKy, HY)KHO Ha Bknagke @alisibl U cesisku B none BHewHsis
CCblIJIKa BbIAENUTb COOTBETCTBYHOLLYIO CChINKY U HaxaTb kHonky [YaanuTtb]. MNoateepautb yaaneHue B
AManoroBoMm OKHe.

UTOObl BHECTN M3MEHEHWUS BO BHELLHIOI CCbISIKY, HY)XXHO Ha BKnagke Palsibl u cesi3Ku B none
BHewHsa ccblsika BblAENUTb COOTBETCTBYHOLLYIO CChINIKY U HaxaTb KHoMKy [PepakTtupoBatb]. BHecTn
N3MEHeHMs 1 HaxaTb kHorky [OK].
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Il. B CnoBapu

[1.1. O 6a3e paHHbIX

B CnoBapu BXoAMT B cCOCTaB sigpa CUCTEMbl M MpeaHasHayeHa Onis CO3haHus U XpaHeHUs
CMMCKOB CrOBapHbIX 3HAYEHWUW, WUCMONb3yeMblX AN 3arofiHeHMs norieil B kapToykax 6a3 [gaHHbIX
CUCTEMBDI.

B CnoBapu wucnonb3yetcss OGONbLUIMHCTBOM MOAYNEN CUCTEMbI B KayecTBe CrpaBOYHUKA
COBapPHbIX 3HAYEHWUM.

Kak npaBuno, nob6aeneHne HOBbIX 3anNnCcel U peaakTMpoBaHue cTapbiX MPOU3BOANTCS creLlmanbHO
Bbl4E€NEHHbIMX NMONb30BaTENAMMN (HAMMEHOBAHMA CroBapen onpeaensatTca paspaboTymkamn, MyHKTbI
crnoBaps — aAMWHMACTpaTopamMu WM cneumnanbHO BblAeNeHHbIMM coTpyaHukamu). [pocMaTtpuBaTb
cogepxxaHue B[] CnoBapu MoryT Bce nosfb3oBaTeNIu CUCTEMBI.

dyHKUMOHanbHble BO3MOXHOCTM B[l CnoBapu: BBOA, pedakTupoBaHuMe (KOPPEKTUPOBKA)
N XpaHEHWE KINHYEBbIX 3HAYEHUN.

Hoctyn Bl CnoBapu npefoctaBnseTca Tonbko nNpu paboTte 4yepes knmeHT. lNpu paboTte 4vepes
Beb-nHTepdelric 6a3a gaHHbIX HEOOCTYMNHa.

[1.1.1.0630p npeacraBneHnmn

B B[l CnoBapu kaxgoe npeacraeneHne npeacraBnsieT cobon oTaenbHbIA CNoBapb, B KOTOPbLIN
MOXHO 3aHOCUTb CINoBapHble 3HadeHusi. CrnoBapy MCMOMb3ylTCA MPU 3anofIHEHUW Nonen B ApYrux
0as3ax JaHHbIX CUCTEMBI.

O6nacte Hasurauun B[] CnoBapu cogepxuT cnegylowime npeacrtasneHusa-criosapu (Tabnvua

10).
Ta6nuua 10. NMpeactaBneHnsa B Cnoesapu
CnoBapb | Ucnonb3yertca B B | MpumeyaHue
Oomue
Anpeca BHelwHue agpecartbl B nonsix Opuduyeckuli adpec n NMoumoesii
adpec KapTo4yek KOHTpareHToB (opraHusauu u
dunumanos)

Bubéanorexa KaHuensipus, OI, MNP, Mpn onpegeneHnn MecTononoXeHus
CoBellaHuA (Bce KapTOuKu, GyMa)KHOro opurmHana AokymeHTa u MecTt
kpome PK CosellaHus ) XpaHeHWs UCNOJTHEHHbIX JOKYMEHTOB

Bujbl 10roBopos MNP n TunoBble mapwpyTbl (PK | B none Bud dozoeopa kapTo4ku JoroBopa
[Jorosopa)

Buasbl 1okyMeHTOB KaHuensipus, OI, MNP, B none Bua AokymeHTa KapTovek AOKYMEHTOB
CoBewaHusa n TunoBble B
MapLpyThbl (BCe KapTOYKK)

Buanl npuaoxkennii | KaHuensipus, Or, NP (Bce B none lpusioxeHusi KapToyeKk JOKYMEHTOB
KapTO4Km) B

Biusinue pucka BHewHune agpecatbl B none YpoeeHb enusiHusi pucka Ha bopme

nobaBneHns pucka B kapToykax opraHm3aLmm u
dunmnana
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CnoBapb Ucnonb3yetcsa B B[] MpumeyaHue
Bxoasimue KaHuensapusa (PK Bxogsiuuit), B none Bxodswas pe3ontoyuss BXoaALWNX
Pe30JIIouuH TunoBble MapLUPYTbI AOKYMEHTOB

I'pu¢ paccmorpenus

KaHuenspus, Ol n TunoBble

B none Cpok paccmompeHusi kapTouyek

TOKYMEHTAa mapuwpyThl (PK Bxogsawun, PK OokymeHToB B[]
O6palyeHne)
JKypHaJibl Peructpartop, Kanuensipus, OI', | B none )XXypHan pecucmpayuu kapToyek
perucrpanuu MNP, CosewaHus v Tunosble OOKYMEHTOB M HacTpovikax b
MapLupyThbl (BCE KAPTOYKN)
Kateropun MNP (kapTouka cnyxebHon B none Kamezopus B kapToykax Cny>KebHbIX
JA0OKYMEHTOB 3anvckn), KaHuenspus, 3anMcoK, NCXOOSLWMNX JOKYMEHTOB
TunoBble MapwpyThbl (KAPTOUKM
CNy>XeBHbIX 3aMnCoK)
Kateropun O6cyxnpeHus B none Kamezopus B kapTo4ke TeMbI U
00Cy:KIeHuit oTBeTa 00Cy)XAeHMs

Kaacc pucka

BHewHune agpecatbl

B none Knacc pucka Ha dopme gobaBneHus
pucka B kKapToykax opraHmsauum n domnuana

KoMnerenuun
COTPY/IHUKOB

TunoBble MapLWpyTbl (KApTOYKK
npodarna akcnepTusbl),
CnpaBOYHMK OpraHusaumm
(kapTOYKN COTPYAHMKOB)

B none Komnemeryus npoanna akcnepTum3abl.
B none KomnemeHyuu xapTo4kn COTpyAHMKa

Kox omrnoxm

MpoTokon

CnoBapb KO4O0B OLIMBOK 1 CUCTEMHBbIX
yBegoMIEeHWI, KoTopble npuxogdaTt B b
MpoTokon

Kparkoe KaHuensipus, O, MP 1 B none Kpamkoe codepikaHue KapTo4dek

coJepKanue TunoBble MapWpPyThbi OOKYMEHTOB

Mpusnaku geiicreust | MNP B none Mpu3Hak delicmeus KapToyek

JI0T0OBOPOB OOTrOBOPOB M JOM.COrnaLleHui

Posn CnpaBOYHMK OpraHusauum B none Ponu kapTo4yek 06513aHHOCTEN U
COBMELLIEHUI COTPYAHUKOB

Coeunaau3anus BHelwlHMe agpecaTbl B none Cneyuanu3ayusi B kapToykax

opraHusaumu u dounumana

CHnucok BaJIOT

MNP (kapTO4kM 3as1BOK U
gorosopos), TunoBble
MapLpyTbl (KapTO4Ku
[0roBopoB)

B none Bud sasitombi B KapToO4Ke 3adBKU U
goroeopa

Cnoco0bI J0CTAaBKH

KaHuenspusa, OI', NP

B none Cnocobki docmaeku BXoOdaLLNX
N UCXOAALNX AOKYMEHTOB, 0bpaLLeHni n
OTBETOB Ha 06palleHusi, [OroBOPOB

Crasku HAC

MNP (norosopbl)

Mpu 3anonHeHn OUHAHCOBLIX YCITOBUIA
gorosopa

CraTbu 0101:KeTa
JT0XO/IOB M PacX0I0B

MNP n TunoBble MapLpyThbl
(kapTO4KkK 3asiBOK 1 AOrOBOPOB)

B none Cmamabsi pacxod08 KapTO4KM 3asiBKU U
B none Cmammws 6rodxema doxodoe u
pacxodoe KapToyKM Jorosopa

Craryc BHewHune agpecatbl B none Cmamyc kapTouku

KOHTpareHTa opraHusauuv/dunuana

Crarycst HopmaTuBHbIe AOKYMEHTbI B none Cmamyc delicmeusi GokymeHma
HOPMATHBHBIX kapToukn HL

JOKYMEHTOB

TemaTuka KaHuensipus B none Temamuka KxapTodek BXOASILLErO Unu
JAOKYMEHTOB ncxopsiLero JoKyMeHTa

TemaTnka 3as1BOK

MNP n TunoBble MapLwpyThbl
(kapTO4KK 3a8BOK)

B none Temamuka 3asieku KapTO4KN 3aABKU

TemaTuka
NOpPYYeHH I

Mopy4eHus

B none Temamuka nopy4yeHusi KapToO4Kn
nopy4YeHus

Tunsl 10roBopoB

MNP n TunoBble MapLpyThbl
(kapTO4KM JOrOBOPOB)

B none Kamezaopus kapTo4ykn gorosopa
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CnoBapb

Ucnonb3yetca B B[l

MpumeyaHue

Tunsl OTHOIIEHUH

ne

B none Tun omHoweHul B KapTo4Kax
O0roBOpoB

Tunbl KOHTPOJIA

Mopy4yeHus, KaHuensapus, Or,
CoseujaHusa

B none Tun koHmMpoJsss Npu NocTaHoBKe
JOKYMEHTa Ha 06LLMIA KOHTPOIb

Tunsl BJoKeHUH

dyHKUMOHanbHble B

B none Tun npun go6aBneHun BNOXeHNs B
KapTo4Kke AOKYMEHTa

Tunel cBsA3ei

dyHkUMoHanbHble B

I'Ip|/| CO30aHNUN CBA3AHHbIX JOKYMEHTOB

Tunsi AOKYMEHTOB

Bce 6a3sbl

,D,OCTyI'IHbIe TUNbl JOKYMEHTOB B CUCTEME

DoHABI ApxuBHOe xpaHeHue B none @oHA KapTo4kM onncu 1 gena
DopMyJTHPOBKH KaHuensipus, O, LUa6noHbI B none Ymo cdenampb npu oopmmnpoBaHmm
pe3otonmii pesontoLuni

@opMBbI JOKYMEHTOB

Tunosbie MapwpyTbl, CrioBapu

B none Modkntoyaemasi popma KapTOHKM
TUMOBOrO MapLUpyTa NPOU3BOSILHOIO
OOKYMEHTa, a Takke B KapTo4ke MyHKTa
cnoeapsi «Buabl gokymeHTOB» Ans
NPOU3BOJIbHOIO AOKYMEHTa

OO0paienns rpaxiaH

AJIMUHHCTpPATUBHbIE
paiioHbl

Buasbl oOpamennii

Brie3n Ha mecto

Jlon. 3HaueHne

HcTouHnkn

Koab! opranuzanmii

JILroTHBIN cocTaB

IIpumeyanus

IIpuynHbI IOBTOPOB

PesyabraTsl
paccMOTpeHust

Tembl 00palieHuit

Tunsl o0pamenunii

Tun orBeTa

or

BkntoyaeT Habop crnoBapei, MCnonb3yeMbix
npu cosgaHun obpalleHuns/oTBeTa Ha
obpalleHne

M>J10

IIpuunHbI 0TKA3a B
perucTpanuu

KaHuensipus

B dbopme BBOAa NpuYMHbLI OTKa3a
B perncrpauum

CoBemanus

Mecra npoBeaeHust

Tunsl coBeranuii

Opranbi
yhpaBJieHUs

TeMbl coBelanui

TekcThl pelieHui

CoBellaHus

B none Mecmo npoeedeHust KapToO4KM
COBELLAHNSA

B none Tun coeewjaHusi KapTO4KKn coBellaHunsa

B none OpeaH ynpaesieHUs1 KapTO4Ku
coBellaHuns

B none Tema coeewjaHusi KapToOYKn
coBellaHu4a

B none Tekcm peweHusi popMbl peLueHus

Bonpocsl moBecTkn
JHA

B none Bonpoc dnst o6¢cyx0eHust hopmbl
MyHKTa NOBECTKU

/Kypuajbl peructpanuu

Peructpartop, Kanuenspus, OrI’,
MNP, CoBelanuns, TunoBble
MapLpyThbl (BCe KapTOYKK)

YKypHanel peructpaumun. JOKyMeHTbI
CrpynnNUpoBaHbl MO 3HAYEHMUIO Nongd
OpezaHu3ayuoHHast eQUHUUa KapTodKu
OOKYMeEHTa

MpeacTtaeneHne ChnpaBka MCMNONb3yeTcs ANs nepexoga K crnpaeBke Mo paboTe ¢ 6a3on JaHHbIX.
MpeacTtaeneHme O 6a3e MCNONb3YETCA A5 Nepexo4a K OCHOBHOM MHopmauumn no gaHHon 6ase.

v Cai
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[1.1.2.0nucaHmne ncnonb3yemMbiX 3Ha4YKOB

B Bl CnoBapu NOSICHNTENbHbBIE 3HAYKN HE NCMOSb3YHOTCS.

11.2.

Hactpoukn 6a3bl AaHHbIX

[I.2.1.HacTponka ypoBHen aocTtyna

PekomeHayeMbli 4OCTYN MO YMOMNYaHWUIO: UYnTaTens.

[1.2.2.HacTpouka napameTpoB

Ta6nuua 11. MepeyveHb HacTpoek B} CnoBapum

KHonka, knaBuwa, KomaHpa
MEeHH

O6nacTb BUAUMOCTH

OnucaHue

[Co3paTtb]:[MyHKT]

MpencTtaBnenusi: O6mue (Bce
npeacTaBneHnsi, Kpome:
Kypnaas! perucrpanuu, Kon
omn6xu), Odpamenust
rpaxaaH (Bce
npegctasnexus), MIJ10,
Cosemanus (Bce
npeacraBnexHuns)

CospgaHue nyHkTa cnosaps

[CospaTtb]:[MoanyHKT]

MpencTtaBnenns: O6urue (Bce
npegcrasneHusd, Kpome: Buabl
TOKYMeHTOB, KypHaJibI
perucrpauuu, Koa ommnoku,
Poan, Tunsl BiaoKeHHH,
®onjpl), O0pamenns: rpaxian
(Bce npencrtaeneHus), M310,
Cosemanus (Bce
npegcraBneHns)

CospgaHne nognyHkTa cnosapsi

[CospaTtb]:[)KypHan
perncrtpauuun]

MpenctaBsneHnsa: O6ume:
JKypHaJsbl perucrpanuu

CosgaHue xypHana peructpaumm

[CospaTtb]:[Koa owmnbku]

Mpenctaenerns: Oommue: Kox
OIIHOKH

CospgaHue koaa oLnoKm

[Ypanutb]

lMpencraeneHns: Bce

YpaneHue anemeHTa

[1.2.3.HacTponka cBsA3en ¢ 6a3amMm faHHbIX

[nsa HacTporkn cesasen B[] Cnosapwm ¢ ApyrMn MOy MU CUCTEMbI HY>KHO:

1. OtkpbiTe B[] AMUHUCTPUpOBaHMe v BbibpaTb NpeacTtaBneHme Hacrpoiiku moayJeii: Tekymue

HACTPOIKM.

2. BbibpaTtb gokymeHT HacTpoek B[1 CnoBapwu.

3. lepenitu Ha Bknagky Hacmpoliku B v HaxaTtb kHonky [PepaktupoBatb] (PucyHok 17).

4. Bbibpatb B[ MpoTokon, B KOTOpPON ByAeT XpaHUTbCS UCTOPUS M3MEHEHMS B KapTodkax 6asbl

AaHHbIX.
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5. BbIATK U3 pexunma pegakTupoBaHUs HACTPOEK, HaXaB KHOMKY [3aKpbITb] Ha NaHenu gencTeun
KapTo4kn 1 NoATBEPAUB HEOBXOAMMOCTb COXPaHeHUs nHdopmauumn.

Hacrpoiikun B[] \ HacTpoiikn areHToB ] HacTpoiika NnpoTOKONHpOBaHHA ] WcTopHA peakTHpoOBaHUA l

MNpoTokon: BoseS/datatech
Referent\br_log.nsf
C3257A32002745E7

PucyHok 17. Hactponku B[]

[1.2.4.HacTpoNKu NpOTOKONMMPOBaAHUA

YUToObl BLINONMHUTL HACTPOWKM MPOTOKONMPOBaHUS, criegyeT B bl AgMnHncTpupoBaHue BLIOpaThb
OOKyMeHT HacTpoek B[] CnoBapu, nocne 4ero Ha Bknagke Hacmpolika npomokonupoeaHus
BbicTaBute ¢nar Becmu npomokon, ecnn ana B[l CnoBapu TpebyeTcss oOCyLecTBNATb
npoTokonupoBaHue AencTBuin. Npn BbICTaBneHHOM doriare B AOKYMEHTE CTaHOBATCSA OOCTYMHblI MNONs
HaCTPOMKH.

[anee cnepyet ¢ nomowbio dnaroe BoldbpaTbk OeNCTBUS ¢ gokymeHTamu B CnoBapwu, KoTopbie
O6yayT npotokonupoBaTbca. CoxpaHuTb nameHeHus (cM. onucanune bl MpoTtokon B ookymeHTe «Jlormka
C3[0-OC-8-CnyxebHble 6a3bl AaHHbBIX).

[1.2.5.HacTpouka areHTOB

[ns HacTporiku areHToB 6a3 gaHHbIX CUCTEMbI HYXKHO:

1. OtkpbiTe Bl AaMuHUCTpupoOBaHME W NepenTn B npeactaBreHne Hactpoiiku Moxy.eii:
Texkyuiue HACTPONKH.

2. BbibpaTtb gokymeHT B[ CnoBapwm.
3. lNepenitn Ha Bknagky Hacmpoliku aezeHmoe v HaxaTtb KHOMNKy [PepaakTupoBaTthb].

4. Ha Bknagke Hacmpolku aczeHmoe B none AzeHm BbiIOpaTb HEOOXOANMBIN areHT 1 3anonHUTb
cootBeTcTBYyOWMe emy nons (Tabnuua 12, PucyHok 18).

5. CoxpaHuUTb U3MEHEHMSI.
MepeyeHb arenToB B[l CnoBapu npeacrasneH B Tabnuvue (Tabnvua 12).

Ta6nuua 12. AreHTbl B[] CnoBapmu

AreHT HasHauyeHue Korpa BbinonHsaeTca

3arpyska kypca Banot OcyllecTBnseT 3arpysky Kypca Banot B cuctemy | OauH pas B cyTku
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HacTtpoikkd Bl ] HacTpoikw areHToe HacTpolka NpoTOKOAMPOEaHWA

AFEHT! Jarpyska Kypca sankT

CTaTtyc:
AETOP:

KoMMEHTApHA:

VCTOpMA peaaKTUPOBAaHKA ]

PucyHok 18. Bknagka «HacTponku areHToB»

[1.3. Pab6oTta c 6a3ou AaHHbIX

Mepen Havanom paboTbl ¢ cucTemMon Heobxoaumo 3aHecTu B B[l CnoBapu Bce Heobxoaumble
CrnoBapHble 3HaYeHUs.

[1.3.1.06wan cxema paboTbl

B B CnoBapu npou3BoauTcs TONbKO BBOA W pefakTMpoBaHME CroBapHbIX 3HAYEHUN.
MHdpopmauua B B[ npeacrasneHa B Buae wuwepapxudeckoro gepesa. MHoroypoBHeBas cucTema
XpaHeHns MHgopmaumn, CyLLecTByoLWasa B CNoBapsax, peanusyeTcsl C NOMOLLLIO KapTodek «[TyHKT» u
«lMognyHKT», nNpudemM ANA KaKOoro KOHKPETHOro CnoBaps 3aBOAWUTCS CTOMBbKO KapTOYeK, CKOSbKO
notpebyetcs. [loaTomy npexae, Yem NPUCTYNUTb K BBOAY HOBOMO KIHOYEBOro crnosa, HeobxoavMmo
onpeaennTb ero YpoBeHb: €CMn 3TO 3HAa4YEeHNEe BEPXHErO YPOBHS, TO CO34aeTCsA NYHKT CrnoBaps, nHade —
NOANYHKT.

[1.3.2.Co3pgaHme nyHKTa crioBaps

Ytobbl co3naThb NYHKT crioBaps, HY>XHO:

1.

2
3.
4

B obnacTtu HaBurauum BbIbpaTb HY>XHbIW CNOBapb.
HaxaTtb kHonky [Co3paTb]:[[yHKT] Ha naHenu gencTBui.
3anonHuTb nons kapToukn «MyHKT» (PucyHok 19).

CoxpaHnTb BBEAEHHYI0 MHPOPMALMIO U 3aKPbITb KAPTOYKY.
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MyHKT
CnoBapb: Obwwne\sopeca

JHAYEHWE:

don. 3Ha4YeHKue:

PucyHok 19. KapTouka «TyHKT»

[1.3.3.Co3paHune nyHkKTa cnoBaps Ko owmnbku

UT06bl co3aath NyHKT crioBapsi Kox ommobku, Hy>HO:

1.

2
3.
4

B obnacTtu HaBurauum BeibpaTth croBapb Koa omuokmu.
HaxaTtb kHonky [Co3paTtb]:[Koa owmbkn] Ha naHenn gencTeuin.

3anonHuntb nonst kapToudkn «Kog owmnbkmn» (PucyHok 20).

. CoxpaHuTb BBEAEHHYI0 MHPOPMaLIMIO U 3aKPbITb KAPTOUKY.

Koa owxWbkM

Fon: h

OnWcanne ownbKK: OTCYyTCTEYET pofe "AaMaH"

PucyHok 20. KapTouka «Kog owimbkn»

[1.3.4.Co3paHue noanyHKTa cnoBaps

YT06bl cO3aaThb NOAMNYHKT CNoBaps, HYXHO:

1.

2
3
4.
5

B obnactu HaBurauum BoibpaTb HY>XHbIW CNOBapb.

B cnuncke knto4eBbIX 3HAYEHWN cnoBap4 Bbl6paTb HY>XXHYIO 3anucCb.

Haxatb kHonky [Co3paTb]:[MMoanyHKT] Ha naHenn oencTeun.
3anonHutb nonga kapToykn «MognyHkT» (PucyHok 21).

CoxpaHuTb BBEAEHHYI MHAPOPMALMIO N 3aKPbITb KAPTOYKY.
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MoanyHKT

Crosapb: Obwne\Aopeca
Mepapxua: Obwne\Anpeca
FHa4EHKWE:

don. sHa4veHwWe:

PucyHok 21. KapTouka «[oanyHKT»

[1.3.5.Co3pgaHue XXypHana perucrpaumm

UT06bl CO3aaTh XKypHan pernctpaumm, Hy>Ho:

1. B obnactu HaBuraumm BbliGpaTb crnoBapb JKypuaabl perucrpaumuu (npeacrasneHve Oomume:
JKypHaJibl perucrpamuu).

2. Haxatb kHornky [Co3paTtb]:[?)KypHan pernctpauuu] Ha naHenu 4enCTBUN.

3. 3anonHutb nons kapToukn «XKypHan pernctpauumm» (PUcyHok 22).

4. B none Tun dokymeHma BbIGpaTh TUNblI JOKYMEHTOB (YCTaHOBKOW chnara), Anst KoTopbix 6yaer

[AOCTYNeH AaHHbIA XXypHan peructpauuu. BbibpaTb noapasgeneHusi U BUAbl JOKYMEHTOB B
COOTBETCTBYHOLLMX MONSIX.

Mpw 3anonHeHun nonst Bud dokyMeHma B AManoroBoM okHe «Buabl JOKYMEHTOB» oToOpaxatoTcs
TONbKO Te BUAbl JOKYMEHTOB, KOTOPbIE COOTBETCTBYIOT TUMY CO34aBaeMoro OKyMeHTa (BblopaHHOMY
3HauveHuo B none Tun dokymMmeHma) v 3afaHbl B crnoeape «Buabl JOKYMEHTOBY.

Mpun yctaHoBke chnara XypHan peaucmpayuu HedocmyneH Onsi peaucmpayuu HO8bIX
doKyMeHmoe faHHbIN XypHan He OyaeT AOCTyneH ANns perucrpaumnm JOKYMEHTOB.

5. CoxpaHuTb BBEAEHHYIO MHOPMALIMIO U 3aKPbITb KAPTOUKY.
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KypHan pervcrpagmm
Cnogapk: QAWKHES ¥ Y pHaNk PEFTHCTPAaLHH

SHAYeHHE!
Aon, ZHaAYeHHe!

X ypHan pervcTpallku I
HELOCTYNEH ANA

PEMMCTRALLMH HOEBIX
AOKYMEHTOE

Thn DOEYyMEHTS! BXD.ELHLLLHH {3.2.){} ~
] Bxogawmi JKcnegru s :
Bxogaukia
dorosop
FaAEkKa
MoxonawKniA (3.2.:)
Mexonawmia A

Opr. gaMHKMULAE: CTeHa pazpafoTen/Ud

BHa OOKYHEHTA! BaHaepone

PucyHok 22. KapTouka «XXypHan peructpaunm»

Mocne COXpaHeHuA XXypHana permcrtpaumm naMeHuUTb ero HassaHue 6yp,eT HEBO3MOXHO!

[1.3.6.Co3pgaHune hopmMm AOKYMEHTOB

YUTtoObl co3gaTb HOpMbl AOKYMEHTOB, HY>XHO:

1.

2
3.
4

B obnacTtu HaBurauum Boibpatb crnoBapb ®@opMbl 10KyMeHTOB (NpeacTaBneHve Oommue).
HaxaTtb kHonky [Co3paTb]:[[yHKT] Ha naHenu gencTBui.
3anonHuTb NoNsA KapTouknM «yHKT».

B cekumun [lodknroyaembie Habopbl ampubymog B NOMsX, COOTBETCTBYIOLIMM CEKLMAM
KapTO4YKM NMPOU3BOSIBHOIO AOKYMEHTA, ykadaTb Moakmntovaemble Habopbl aTpubyToB, KOTOpLIE
OyayT oTobpaxaTbCs B AaHHbIX CEKUUAX. PS4oM ¢ KaxgbiM NosieM HEOOXOAMMO HaXKaTb KHOMKY

*|, BOTKPbIBLLEMCSH ONANOroBoM OkHe BblbpaTb HeobxoaMmyto 6a3y OaHHbIX, B KOTOpon byaeT
obpabaTbiBaTbCs AOKYMEHT, a 3aTeM B AuManoroBom okHe «Habopbl aTpnbyTtoB» BblbpaThb
Heobxoanmoe 3HayeHne n HaxaTb KHorky [OK].
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HoctynHo 3 Buaa Habopa aTtpubyToB (Habopbl aTpnbyToB 3a4atoTcs B KOAe):
e ATpnbyThl NNaTexa.
e [lon. apnbyTbl PMHAHCOBOIO AOKYMEHTA.
e OcHoBHble aTpUbyTbl PMHAHCOBOIO AOKYMEHTA.

e [Ina comHaHcoBoro aokymeHTa (PucyHok 23):

o B none Cekuyusi «MH¢popmayusi no dokymeHmy» BbibpaTb 3HayYeHne «OCHOBHbIE
aTpnbyTbl (OMHAHCOBOrO AOKYMEHTay.

o B none Cekuyus «[ononHumenbHass uHgopmauyusi» BbiOpaTb 3HadeHue «[on.
aTpmbyTbl PMHAHCOBOrO JOKYMEHTa».

o [Ina nnatexa (PvcyHok 24):

o B none Cekuyus «UHpopmayusi no dokymeHmy» BbibpaTb 3Ha4YeHue «ATpuUbYThbI
nnarexan.

5. CoxpaHuTb BBEAEHHYIO MH(OPMALIMIO 1 3aKPbITh KAPTOUKY.

MyHET

ChNoBaph: QAMeEIOpMEl 00K YMEHTOE
SHaYEHHE! DHHAHCOERIA AOKYMEHT
Jon, sHa4eHWE: pud

Nogkniwuaembie Habopel aTTpubyTOE!:

CEKUHA "MHdJCIDMaLLHﬂ no I OEHBIE 4T ||-1E|'l,l'T|;.| MOHHAHCOEQrD JoKYyMeHTa
AoEyMEHTY":

CekruHa ".U.DI'LDJ'IHHTEJ'IbHaH Aon. atprbyTel PHMHAHCOBOMD AOKYMEHTA
WHopMayMa®:

¥ []

PucyHok 23. ®opma gokyMmeHTa « PUHAHCOBbLIA JOKYMEHT»
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MNMyHET

CrNoBape: QbwHe\hopMel LOKYMEHTOE
SHaqeHHE! Mnatex

Aon. sHa4eHHe!: Payment

Moaknwuyaemeble Habopbl aTTpubyToB:

Cerumnsa "MHGopMaLmKa no ATPHOYTEI NNaTE¥X S
AOKYMEHTY":

Cerxuna "AononHUTENEHARA

MHBoOpHaLMA";

PucyHok 24. ®opma aokymeHTa «lnarex»

Mocne cos3gaHua dopm OOKyMeHTOB «PuHaAHCOBBIA OOKYMEHT» K «[llnaTtex» Heobxogumo B
cnosape «Buabl OOKYMEHTOB» A5 MPOU3BOMLHOIO [OKyMEeHTa co3faTb COOTBETCTBYHOLUME BUAbI
AOKYMEHTOB, MCMonb3ylolwme AaHHble dopMbl (popma OoKymMeHTa ykasbiBaeTca B none <Popmabl
JOoKyMeHmMoe KapTOUKWN MyHKTa crnoBapsi). Hanpumep, Buabl AokymeHToB «CuyeT Ha onnaty» (PucyHok
25) u «MNnatexHoe nopy4yeHne» (PyucyHok 26).

MyHKT
Cnogape: QAWKHENBHALI AOKYHEHTOE
SHAYEHHE: luet Ha onnary

Aon., zHa4eHKe:

THN AOKYMEHTA: aPg -~
OTEET Ha 3anpoc
MNopy4yeHne
¥| MPOHZEONEHBIA AOKYMEHT
MpoTokan
CnyxelHan 3anvcKa
COBEWAHHE L

WOpHEl AOKYMEHTOE MHHAHCOBEIR J0KYMEHT | >(

PucyHok 25. Bug nponsBosibHOro AokymeHTa «CyeT Ha onnaTy»
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MNMyHKET
Cnogapk: OAwkeBruae 4oKyMEHTOE
SHAYEHHE! MnatexHos nopyueHme

Aon, sHa4YeHHe:

THA AoKYHMEHTa: oFg, b
OTEET Ha zanpoc
MopydeHHe
v| MpaHsEONBHBIA O OKyYMEHT
MpoTokon
CnyxebHaA zankcka
COEeWAaHHE b

POpHMEl AOKYHMEHTOE MnaTe* | y

PucyHok 26. Bug npousBonbHoro gokymeHTa «lnaTtexHoe nopyveHue»

CosfgaHHble BMObl OOKYMEHTOB OyayT MCNONb3oBaTbCA B KapTO4YKax TUMOBbIX MapLUpPyTOB
NPOV3BOSbHbIX [OKYMEHTOB.

[1.3.7.PepgaktMpoBaHme NyHKTOB U NOAMNYHKTOB croBaps

PepnaktnpoBaHme KapToYeKk NyHKTOB U NOAMYHKTOB NPOU3BOAMTCS NO €ANHON CXEME.
UTto6bl OTpegakTMpoBaTb NYHKT UM NOAMNYHKT CROBaps, HYy>KHO:
1. B obnactu HaBuraumm BbIbpaTh HY>XHbIN CroBapb.

2. B cnmcke KnoveBbIX 3HAYEHUNI cnoBap4d Bbl6paTb HYXHYI 3annCb 1 ABaXabl WWENKHYTb MO Hen
MbILIbIO.

3. Tllepentn B pexnm peaakTmpoBaHus.
4. BHecTV n3ameHeHus B Nons KapTOYKM MYHKTa UMW NOANYHKTA.

5. CoxpaHuTb BBEAEHHYIO MHOPMALIMIO N 3aKPbITb KAPTOUKY.

[1.3.8.YaaneHne nokymeHToB 13 B[]

BoamMoXHOCTb yaaneHus gokymeHToB B[] onpegenseTcs npaBaMmy gocTyna nonb3oBaTtens.

UTo6bl yaanuTb AOKYMEHT, HYXXHO:

1. B obnacTtu HaBuraumm BelbpaTb HYXHbIW CrioBapb.

2. B cnucke knoueBbIx 3Ha4YEHMI CrioBaps BbiOpaTh HYXXHYIO 3anuchb.
3. BbINonHUTL 0OHO U3 cneayroLwmx 4encTBUR:

e HaxaTb KHOMKy [YAaanuTb] Ha naHenu AencTBum;
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e HaxaTb knasuwy [Del].

4. Ha skpaHe oToOpa)xxaeTcsl OKHO 3anpoca Ha noaTeepxaeHune onepaunn. Haxartb [Oa].
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lll. Bl CnpaBO4YHMK opraHu3auuu

[11.1. O 6a3e gaHHbIX

B CnpaBo4YHMK opraHusauuum BXOAMT B COCTaB sApa CUCTEMbl, W npefHasHaveHa Ans
XpaHeHMs 1 OBHOBMNEHMA OaHHbIX O CTPYKType W COTpygHWKax opraHusauun. B gokymeHTax 6asbl
coAepXnTca MHopmaumsa o noapasgeneHusax n dunuanax, Kotopble BXOAAT B COCTaB opraHv3aumm, nx
B3aWMHOM MOAYMHEHHOCTM, @ TakkKe O COTPYAHWKaX, KOTopble B 9TOW opraHudauuu pabotatoT (B T.u.
MHOPMaLMIO MO COBMELLEHNIO OOMKHOCTEN, OEeNnernpoBaHuio MOMTHOMOYUA K ponsM no obpaboTke
AOKYMEHTOB (YTBEPXAAoLLMIN, cornacyowun 1 T.n.)). 3aecb xe xpaHuTcsa cnyxebHas nHdopmaums: o
canTax, CoeiMHeHUsIX, y3nax, UMeHax KaHuenspun n 1.4.

B[ CnpaBoOYHUK opraHu3auum HeceT B ceGe GONbLUMHCTBO HACTPOEK CUCTEMbI U UCMONb3YeTCA
GOMbLNMHCTBOM MOAYIEN CUCTEMBI.

®yHKUMOHaNbHble BO3MOXHOCTM B[l CnpaBoOYHUK opraHu3auum:

e BBoa n xpaHeHve MHGOPMaLMM O CTPYKTYpe OpraHuM3auMn B BUAE MEPaPXMYEcKoro Aepesa.
B cnyyae TepputopuanbHo-pacnpeeneHHo opraHusaumMmM nNpegycMOTPeHO co3gaHue U
XpaHeHne [OOKYMEHTOB (PEerMcTpauMoHHbIX KapTodek) Ans Kaxgoro dwunvana B OOHOM
cnpaBoyHMKe  opraHmsaumm. B xome  paboTbl  CTpyKTypa  OpraHv3aumMm  MOXET
npeobpa3oBbIBAaTbCS B COOTBETCTBUM C TEKYLUMMM OpraHM3auMOHHbIMU M3MeHeHusiMK. [pu
3TOM ONS KaKAOW CTPYKTYPHOW eOuHMUbl CrpaBOYHMKa CYLECTBYeT BO3MOXHOCTb 3adaTb
npaBa Ha U3MeHeHue (T.e. yKasaTb pasHbIX aaMUHUCTPATOPOB).

o XpaHeHune CnyxebHbIX 1 NIMYHbIX AaHHbIX MO Kaxaomy coTpyaHuky (PO, 4omKHOCTb, HOMepa
TenedoHOB 1 Ap.).

e Co3gaHne obWMX WM NUYHBIX CMMCKOB paccCbifikKi, KOTOpbIE WCNONb3YHOTCA AONA pPacCbifikn
BXoOAWwNMxX OOKYMEHTOB, 06pau_|,eH|m7| rpaxxgpaH W oOpraHn3aunoHHO-pacnopAaAanTesibHbIX
OOKYMEHTOB.

e OcyuwecTBneHme nepeBoda COTPYAHMKA B Apyroe nogpasferieHne, YBONbHEHUs WU
BOCCTAHOBIIEHMSI B JOMMKHOCTH.

e [lepegaya OOKYMEHTOB W nepedadya npaB B crpaBoyHbix 6Gasax (B Cnosapu, B[
Peructpatop, B[] Tunosblie mapwpyTtbl, 51 OnepatuBHoe XpaHeHue) Npu YBOSbHEHUMU
COTPYOHUKOB.

e 3apgaHve poren no obpaboTke OOKYMEHTOB Ans nonb3oBaTenen cuctembl (COTPYAHMKOB
opraHusauumm).

e HacTpoika MexaHM3Ma [JenerMpoBaHua MOMHOMOYMA  (ONA nepejadn, B cnyyae
HeobxoanMMOCTK, NOMHOMOYUA Ha paboTy B cucTemMe OpYruM COTPYAHUKaM) OTAENbHO Ans
OCHOBHOW 1 COBMELLAeMOW AOSMKHOCTH (NPOEKTA).

e BBog n xpaHeHue nHpopmMaummn o cantax (CanT — 3TO OAMH UIM HECKOMbKO CepBepoB OLHOMO
AOMEHa, Ha KOTopbIX paboTaeT cucrema n CoeqUHEHNsIX CanToB, HE MMEIOLLMX NMPSIMON CBA3N).
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Beog n xpaHeHne wmHdopmauum o6 y3nax canTtoB Ans OpraHusaumm paboTbl B Knactepe
(coegmHeHust y3noB). 3TW [OaHHble WCNOMb3YyTCA ANd NOOAEPXKKM MexaHu3Ma paboTbl
B pacnpefeneHHon cpege.

e [lopoepxka OGLLUECUCTEMHbIX HAaCTPOEK: XpaHEHME FMLEH3NOHHBLIX KIYen, perucrpaums
nonb3oBaTene NPUNOXeHNUs 1 UX rpynmn, nogaepkka paboTbl C HECKONbKMMU KaHLENSPUSIMU.

M.1.1. O630p npeacraBneHNn

Ta6nuua 13. NMpeactaBneHna b CnpaBoOYHMK OpraHu3auum

HanmeHoBaHue OnucaHue

Crtpykrypa OTo6paxaeTcs nepapxm4eckiin CnMcok noapasaeneHnin, BXoAsLWmMX B COCTaB
opraHu3aumu, U cCoTpyaHunkoB, paboTatowmx B HUX. B atom npeacraBneHnm
OCYLLIeCTBMSIETCSA BBOA, HOBbIX OpraHu3auuii, noapasgeneHui n nx
COTPYAHWKOB.

Tenedonbl OTtobpaxatoTca TenedoHHbIe HOMEpa, a Takke Ha3BaHWs opraHu3aumnn
(nogpasgenenui, rpynn n ®O coTpygHUKOB), 3a KOTOPbLIMU OHM
3akpenneHbl. CnnMcok ynopsgoyveH no andasunTy.

CorpyaHuxu CopepXuT npeacTaBneHns HU3LEro YPOBHS C AaHHbIMW MO COTPYAHUKaM

npeanpuaTnAg. 3anucu COTPYAHMKOB OTMEYaTCA 3Ha4YKaMu,
YKa3blBalOWNMU, ABINAETCA JIM COTPYOHUK NMoJfib3oBaTes1IeM NPUITOXEHNUA U
MMeeT N UCNONHSALLEro 06593aHHOCTM.

Bce corpyaHuku

OTo6paxaeTcsa CNNCOK COTPYAHUKOB, YNOPSAOYEHHbIV MO andasuTy.

Best nungopmanus

OTobpaxaeTcs CNMCOK COTPYAHUKOB, YNOPSAOYEHHbIV no andasunty. Ans
KaXKgoro coTpyaHuKa oTOBpaxKatoTCs CCbINKM Ha cneayrolme JOKYMEHTbI:
KapToyka 0653aHHOCTEN COTPyAHMKa, KapTovka COBMeLLEeHNs (ans
CoBMecCTUTErNen), NMYHasa KapTodka (ecnu oHa 3aBefeHa). Ecnun coTpygHuk
ABMNSETCA Ha4YanbHWKOM NoApasaeneHus, Ans Hero otobpakaeTcs cebiika
Ha KapTouKy nogpasgenexus. Ecnn coTpyaHuk sBngeTcs rmaBHbIM
ByxranTepom unu pykosogutenem npeanpuaTus, Ans Hero otobpaxaercs
CCblfiKa Ha KapTOYKy opraHusauuu

KTo0 neneruposan
MOJIHOMOYHSI

OTtobpaxaeTcsa nHpopmaumnsa 0 COTpyaHMKaX, ABMAOLWNXCA JOBEPUTENAMMU.
Cnmncok coTpyaHMKOB ynopsagoYeH no andasuty n cogepxut PO
AOBEPEHHbIX MWL, M UCNOMHALWMX 0653aHHOCTM KaXXgoro gosepurens

Komy neneruposaiu
MOJTHOMOYHS

OTtobpaxaeTcsa nHpopmMaLmnsa 0 COTPYOHMUKaX, ABMSIOWLMXCS NCMOMHAOLWMMM
0693aHHOCTM UNKU JOBEPEHHBIMW NMLAMKN Y OPYrnX cOTPpyAHMKOB. Cnncok
COTPYAHMKOB ynopsaoyeH no andgasuty u cogepxut O goseputens(-en)

Kyparopsl norosopos

OToGpaxaeTcs MHOpMaLUsi 0 coTpyaHMKax ¢ ponsimm KypaTop AoroBopos.
Cnncok coTpyaHUKOB yropsigoyeH no andasuTy. Ons coTpyaAHUKOB yKasaHo
noapasfeneHve, HoMep TenedoHa, e-mail, a Takke pyKoBOAUTENb.

JIn4HbIE KAPTOYKH

OTo6pa>KaeTc;| CMUNCOK JNMNYHbIX KapTO4eK COTPYyOHNKOB (KapTqua
nepcoHarbHbIX ,El,aHHbIX), yﬂOpﬂﬂOquHbIVI no aﬂd’)aBl/lTy. C nomoLubto 3TOro
npencraBneHna MOXHo 6bICTpO NPOCMOTPETb aHKeTHble AaHHble
KOHKPETHOro COTpygHUKa (I'Ipl/l Hann4nn JONoJIHUTEIbHOIo YPOBHA ﬂOCTyI’Ia)

Poan

OTo6paxaeTcsa CNNCOK COTPYAHUKOB, CrpynMNMPOBaHHbIV Mo GU3HEC-PONSM

O0s13aHHOCTH

OTobpaxatoTcs kapTodkn 06si3aHHOCTEN COTPYAHUKOB. CNMCOK ynopagoYveH
no ®N0O cotpyaHukos. Kpome ®UNO coTpyaHMKOB, B NpeacTaBneHnm
oTobpaxaeTcsa nHdopmaLms o Kpyre o0si3aHHOCTEN n Homepe TenedoHa
COTPYAHMKA — 3TUM MpeacTaBneHnemM yaobHO nonb30BaTbCA AN yTOUYHEHUS
NHpopmaumm 06 0651I3aHHOCTAX TOrO UM MHOTO COTPYAHMKA UNKN ero
TenedgoHe

Ilo xoMmeTeHMN

OTobpaxatoTca kKapTOYKN COTPYAHMKOB, CTPYNNUPOBaHHbIE NO
KOMMNETEHUMSIM
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HaunmeHoBaHue OnucaHune
Ioab30BaTenu OTobpaxatoTcs KapTOYKM COTPYAHMKOB, pacnpeaeneHHbIe Mo KaTeropusiM:
MPHJI0KEH ST nonb3oBartesb NPUNOXeHNsA/ocTanbHble COTPYOHUKN.

Hacrpoiika yBegomJieHui

MpeacTaBneHne UCnosnb3yeTcs Ans HAaCTPOMKM NapamMeTpoB AOCTaBKM
COOOGLLEHMIA COTPYAHMKAM B MOYTOBbLIN ALLMK. [JOKYMEHTbI CrpynnuMpoBaHbl No
KaTeropvsiM: yBe4oMMsiTb NOYTON/HE YBEAOMIATb NOYTOW

YBoJienbl OTobpaxkaeTcs CNUCOK COTPYAHUKOB, YBOJIEHHbBIX U3 OpraHusauum
CoBMemenus OTobpaxatoTcs KapTOYKM COBMELLEHUS MOb3oBaTenen

AKTHBHEIE [epeyeHb aKTUBHbLIX COBMELLEHNN

OTMeHeHHbIe [MepeyeHb OTMEHEHHbIX COBMELLEHWI

Oo0mue cNMCKU PacChUIKU

OT06pa>+<ar0Tc;| CIMNNCKKM paccblyiki, ncnonb3yemble and MaccoBou PaccChbIJIKn
AOOKYMEHTOB nogpasgeiieHndamMm 1n cCoTpygHkam

JInyHbIe CIMCKU PACCHUIKU

OT06pa>+<ar0Tc;| CIMNUCKN paccCblik1, Co3gaHHbI€ Nnofib3oBaTes1iAMN. Cnnckun
rpynnmpoBaHbl Mo aBTopam CrnCKoB

I'pynnbi

OtobpaxatoTcs HanmeHoBaHus rpynn. CoTpyAHUKN MOTYT ObITb
o6beanHeHbI B pa3nunyHble rpynnbl (HAaNpUMep, rpynna agMUMHUCTPaToOpPoB
CETU UKW rpynna perMcTpaTopoB LOKYMEHTOB)

Caiitsl

OTo6paxaeTcs nepeyeHb CalnToB opraHu3aumu, nogaepXxveatoLlein paboty B
pacnpegeneHHon cpege. CanT npeacrtasnsieT cobomn nepeyvyeHb CEpPBEPOB
0HOro OMEHa, Ha KOTOpbIX paboTaeT cucrtema

Bce caliThbl

OTobpaxaeTcsa nepeyeHb CanTos

Ilo mosab30BaTensimM

OTobpaxxaeTcsa CnUCOK COTPYAHUKOB, pacnpenerneHHblx no cantam, Ha
KOTOpbIX OHW paboTatoT

Coeaunenus OTobpaxaeTcs nepeyeHb COEANHEHUI, HACTPOEHHBIX A1 HOpMaIlbHOM
pennvkaumMn Mexay He UMELLMMU NPSIMON CBA3W cavTamu
V3abl OTobpaxatoTcsa KapTOYKM Y3N0B, UCMOMb3YyOLWMEC AN HAaCTPONKN

nepegadvun gaHHbIX N0 COKETHbIM COeUHEHUNAM

HpOHSBOHCTBeHHLIe KaJICHAapu

CoJepXuT npeacTaBneHne HU3LIEro YpoBHS

Kanengapp Ha roa

OTobpaxatoTca co3gaHHble NPOU3BOACTBEHHbIE KaneHgapuy ¢
Kateropusaumen no rogy

Kaunueaspuu

OTobpaxaeTca uHpopmaLmsa 0 KaHLENAPUSIX OpraHn3auun n
nogpasgenexHuii. [ina opraHusaumi n nogpasgeneHun, obnagaroLmnx
COBCTBEHHON KaHLensipuen, B NpeacraBneHumn otobpaxaeTtcs agpec
3ANEKTPOHHON NOoYTLI 3TUX KaHuenapui. Hpopmauns opraHusyetcs ¢
NOMOLLIbIO ABYX NpeACcTaBleHUN HN3LWEero YpoBHS

Ilo umenam

3anncu ynopago4deHbl no aﬂ(*)aBI/ITy

Ilo cTpykType

3anncu PacnosioXXeHbl COornacHoO CTPYKType opraHn3aumun.

AMUHHCTPUPOBAHME

MpegHasHavyeHo ANsl HACTPOEK, BbINOMHAEMbIX AAMUHUCTPATOPOM

3anpockl Ha cMeHY caiiTa

OTobpaxkaeTcsa nepeyeHb 3anpocoB HA CMEHY canTa

3anpockl HA Nepegavy Npas

OTobpaxaeTcs nepeyeHb 3aNpoCcoB Ha Nnepegady npas

3anpocskl Ha
JeJIerHpoOBaHue

OTobpaxaeTca nepeyeHb 3anpocoB Ha AenerMposaHne

3anpockl Ha CMeHY
CHCTeMHOro MMeHH

OTobpaxxaeTcsa nepeyeHb 3anpocoB Ha cMeHy CUCTEMHOIO MMEHM

JIuueH3un OTobpakaeTcs CNUCOK NIMUEH3NOHHbIX KITKYen Ansg Moayrnen CUCTeMb!
CnpaBka Vicnonb3yeTcst Ans nepexoga K cnpaske No pabdoTte ¢ 6a30M JaHHbIX
O 6aze VMcnonb3yeTcsa Angd nepexoga K OCHOBHOM MH(opMaumm no gaHHow 6ase

KOI‘II/IpOBaHI/Ie M BCTaBKa JOKYMEHTOB B 6as3ax OaHHbIX CUCTEMbI MOT'YT OCYLLEeCTBIATLCA TOJIbKO
agMuHucTpaTopom. Mpu nonbiTke KONMPOBaHWS OKYMEHTOB 13 Oydepa obmeHa B npeacTaBneHusx 6as
OaHHBIX Mosib3oBaTeNeM NosIBUTCS COOOLLEHNE C TEKCTOM: «[JOKYyMEHTbI B CUCTEME HEMb3S CO34aBaTb

C MOMOLLbIO KOMMPOBaHUSA!».
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.1.2. OnuncaHne ncnonb3yeMbiX 3Ha4YKOB

Kaxabihn gokymeHT B B[l CnpaBOYHMK oOpraHuM3auuMm MOXET OblTb MOMEYEH 3HAYKOM,
oTobpakarloLwmnm ero cocTosiHne unu cogepxaHue (Tabnuua 14).

Tabnuua 14. 3Haukmn B[] CnpaBOYHMK OpraHu3auum

3HauvokK OnucaHue
i Opranusaums
& MogpasgenexHune
B KapToyka ob6s3aHHOCTEN COTPYAHMKA
£ KapToyka coBMelleHuns (4ns cOBMecTUTENen)
& JInyHas kapToyKa cCoTpyaHuKa
Cnu1coK pacchinku
= CoTpyOHUK ABNSIeTCSA NoNb3oBaTenem npunoxeHus
) CoTpyaoHUK UMEeT MCNONHsoLLLEero 0653aHHOCTU, HO He SIBNSIETCS NOMb30BaTenem
NPUNOXeHns
= CoTpyOHUK ABNSIeTCS NoNb3oBaTenem NpunoXeHus 1 MMeeT UCMONHSoLIEro 0653aHHOCTU
[11.2. HacTpouku 6a3bl AaHHbIX

.2.1. HacTpounka ypoBHen gocrtyna

PekoMeHayeMblIii OCTYN N0 YMOMNYaHUIO: ABTOp C IPaBOM COBNAHMS NOKYMEHTOB.

Ta6nuua 15. Ponu B B[4

Ponb PyHKLUMN
[PersonalData] Ponb, ycTaHaBnnBaemas agMMHUCTPaATOPOM A5 NPOCMOTPa NUYHBLIX KapToYeK
COTPYAHVKOB
[Administrator] Ponb npegoctaBnseT BO3MOXHOCTb OCYLLECTBUTL HACTPONKY AyOnnpoBaHus

COOD6LLIEeHUI B MOYTOBbIE ALLMKM NONb3oBaTenewn (OCTyNHO NpeAcTaBneHme
Corpynnuxu: Hacrpoiika yBeaomiaenuii, KHOMku [YcTaHoBKa/CHATUE npuxoaa
nouTtbl] 1 [YcTtaHOBKa pa3spelueHUA/CHATUA pa3peLleHnst HaCTPOWKKN npuxoaa
nouThbl] '), a Takke «MPUBSA3KY» COTPYAHUKOB K caiiTam Ansi paboTbl B
pacnpep,eneHHoﬁl cpege n cosgaHue rpynn nosib3oBaTenemn.

1.2.2. HacTtpouka napameTpoB

Tabnuua 16. NepeyeHb HacTpoek B[] CnpaBoO4YHUK opraHu3sauum

KHonka, knaBuwa, KomaHaa O6nacTb BUAMMOCTH OnucaHue
MEeHI0

! KHorka [YcTaHOBKa pa3pelueHUA/CHATUA pa3pelleHUss HacTPOWKM npuxoda NouYTbl] no3sonser
NpoCTaBnAaTb UMK CHUMaTL pnar Pa3pewamb MeHsIMb M0Jib308amesito B KapToyke COTPYAHWKA, TEM CaMbiM,
paspeluas Unu 3anpeluas gocTyn nonb3oBaTens K HacTporike CoobwieHus1 omnpassisimb 8 N0YMo8bili AUUK
Ha dhopme «Moun HaCTPONKNY.

49

v Cai



OO0mecucTeMHBIE CI0BAPH

bJ/] Cnpaeounux opzanuzayuu

KHonka, knaBuwa, KomaHga
MEeHIo

O6nactb BUAUMOCTH

OnucaHue

[OTnpaBuTb cooblieHue]

MpeacTtasnenns: CTpykrypa,
Teneponnl, CorpynHuku (Bce
npencrtaBieHnA, KpoMe:
VYBosensbl), Caiitoi: Ilo
noab3oBareiasam, Kanuenspus
(BCe npeacTaBneHns)

OTnpaBka COOBLLEHWNIA COTPYAHUKAM Ha
MaBHYO CTpaHWLy

[Co3paTb]:[OpraHusaumsy]

MpeacTtasnenns: CTpykrypa,
Tenepouni, Kanuensipuu (Bce
npeacTaBnexHuns)

CospgaHue kapTo4ku opraHnsauun. HegocTtynHo
ons Beb-uHTepdelica

[CospaTtb]:[Moapa3peneHune]

Mpeactasnenus: CTpykrypa,
Teneponni, Kanueasipus (Bce
npeacTaBneHnst)

CospgaHns KapToYku nogpasaeneHus
opraHusaumun. HegoctynHo ans Beb-
uHTepdgenca

[CospaTtb]:[CoTpyaHMK]

MpencTtaBnenns: CTpykrypa,
Tenedounnl, Kanueasipus (Bce
ﬂpeﬂCTaBﬂeHMﬂ)

Co3spaHue kapTo4ku coTpyaHuka. HegoctynHo
ansa Beb-uHtepderica

[Ponu]:[0o6aBuTL ponb]

MpencTtasnenns: CTpykrypa,
Tenepounl, CorpynHuku (Bce
npeacTaBfeHns, KpoMe:
Hacrpoiika yBeoMJIeHii)

[obGaBneHne ponen coTpyaHukam. HegocTtynHo
ans Beb-uHtTepdelica

[Ponu]:[YOpaTb ponb]

MpencTtasnenns: CTpykrypa,
Teneponnt, CorpyaHuku (Bce
npeacTaBneHnsi, Kpome:
Hacrpoiika yBenomieHnmii),
Caiirpi:I1o moab3oBaTenssm

YpaneHue ponen cotTpyaHuko. HegocTynHo
ans Beb-uHTepdelica

[KoHTponb pocrynal:
[YcTaHOBUTBL CNUCOK

MpencraBneHus:
Corpyanuxmu: JInmunslie

YnpaBneHve AOCTYNOM K OTAENbHbIM MUYHBbIM
KapTo4kam COTPYAHMKOB UMW MX rpynnam:

penakTopos] KapTOYKH HaCTpoWKa cnucka pegakTtopos, Cnncka

[do6aBuTb B cnncok yuTaTeneun, oTKpblTUE JOCTYyNa Ha YTeHue.

penakTtopos] HepocTynHo onsa Be6-nHTepdenca

[Yaanutb u3 cnucka

penakTopos]

[YcTaHOBUTBL cNUCOK

yutaTenemu]

[Ao6aBuTb B cNUCOK

yuTtaTenemu]

[Yaanutb U3 cnucka

yuTtaTenemu]

[OTKpbLITL AOCTYN Ha

yTeHue]

[YcTtaHoBKa/cHATUE npuxopa | lNpencraeneHus: [Mo3BonseT HacTpamBaTb AybnuposaHme

noyThI] Corpynnuxn: Hacrpoiika cooOLeHnn, NocTynawLmx Ha naBHyto
yBe/IOMJICHU i CTpaHuuy, B NOYTOBbIN AWKK. HegocTynHo Ans

Beb-MHTepdelica

[YcTaHOBKa MpencraBsneHus: [Mo3BonsieT NpocTaBnNATb UM CHUMATL donar

paspeweHusi/cHsATNE Corpynnuxn: Hacrpoiika Paspewamb MeHsImb rosib308amesito B

paspeLeHnsi HaCTPOMKHU yBe/IOMJICHU i KapTouke COTpyAHMKa, TeM caMbiM paspeluasi

npuxopaa noyThbl]

Unu 3anpeLuas AocTyn nonb3oBartens K
HacTpolike CoobujeHuUsi omnpassisimo 8
noymosbil suwuk Ha opme «Mowm
HacTponkuy. HegocTtynHo ans Beb-nHTepdenca

[Co3paTb]:[O6WMK cnucok
paccbinku]

MpenctaesneHns: O6mmue
CIIUCKH PACCBLIKH

CosfaHune obLyero cnucka pacchbisikiu.
HepoctynHo ans Be6-nHTepdenca

[Co3paTtb]:[J[InuHbIN cnucok
paccbinku]

MpeacTtasneHus: Jinunbie
CIIUCKH pﬂCCbIJIKI/l

Co3sgaHune NMMYHOro CrrcKa pacchbinku.
HepoctynHo ans Be6-nHTepdenca

v Cai
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KHonka, knaBuwa, KomaHga
MEeHIo

O6nactb BUAUMOCTH

OnucaHue

[CosmaTtb]:[pynna]

MpeacTtasnenns: I'pynnbl

CospgaHue rpynnbl 48 OpraHM3aunm pacCbiku.
HepoctynHo anga Be6-uHTepdenca

[Co3paTb]:[CanT]

MpenctaBsneHus: Caiitol: Bee
calThI

CospgaHue kapToykm cavita. HegoctynHo ans
Beb-mHTepdpelica

[Co3paTb]:[CoeanHeHuMe]

MpenctaBnerus: CaiiTel:
Coeannenus

CospgaHue kapTo4dku coegnHeHnsi. HegoctynHo
ans Beb-uHTepderica

[Co3paTtb]:[LleHTpanbHbIN
y3en]

MpenctaBnerns: CaiiTel:
Y3abl

CosgaHne KapToYKUM LeHTpanbHoro yana.
HepoctynHo anga Be6-uHTepdenca

[CosmaTtb]:[Moay3en]

MpenctaBnerus: CaiiTel:
Y3ib1

CospgaHue kapToykn nogysna. HegoctynHo ans
Beb-MHTEpdhelica

[MeyaTb NnpeacTaBneHus|

Mpeacrasnenus: Teaedousl,
Corpyanuxu (MpeacTaBneHns
Bce corpyanuxu, Poun,
Kyparopbl 10roBopoB)

[Mo3BonseT BbINONHUTL SKCMOPT
npencrtasnenuns B hamn MS Word/ MS Excel
BblOENIEHHbIX B NPEACTaBNEHNMN (UK BCEX)
3anucent. B Be® akcnopT 3anucen
OCYLLECTBIISAETCS B HOBOE OKHO Gpay3epa

[O6HOBREHME
AaHHbIX]:[3arpy3ka rpynn u3
O6wen AgpecHon KHuru]

MpencTtasnenns: I'pynnbl

[Mo3BonsieT ocywWwecTBUTL 3arpy3Ky rpynn 13
O6wen AgpecHor Knurn. HegocTynHo ans Be6-
NMHTepdenca

[O6HOBREHME
AaHHbIX]:[O6HOBUTL rpynnbl
B afpeCHOW KHure no
nogpasgeneHusm]

MpencTtasnenns: I'pynnbl

Mo3BonseT ocywecTBUTL OOHOBMNEHNE AaHHbIX
B afpeCHOW KHWUre no noapasgeneHnsam.
HepoctynHo ansa Be6-uHTepgenca

[Ao6aBuTb Kntou]

MpeacTtasneHus: Jinuensuu

nsa nobaBneHnsa NMUEH3MOHHOIo Knkoya.
HepoctynHo anga BeG-uHtepgenca

[Yaanutb kntoy]

MpeacTtasneHus: Jinnenzun

[na yoaneHus NUUEeH3NOHHOro Knoya.
HepoctynHo anga BeG-uHtepgenca

.2.3.

HacTtpouka cBsizen ¢ 6a3zamMu AaHHbIX

[ns HacTporikn cBazen B CnpaBOYHUK opraHU3aumm ¢ pyrMMmn MOAYINS MU CUCTEMBI HYXKHO:

1. OtkpbiTe B[] AoMUHUCTpUpOBaHue v BbibpaTb NpeacTtasneHne Hacrpoiiku moayJeii: Tekymue

HACTPOHKHU.

2. BbibpaTtb goKkyMeHT HacTpoek bl CnpaBoO4YHMK opraHn3auum.

3. lMepenTtn Ha Bknagky Hacmpoltka B v HaxaTtb kHoMnKy [PegakTtupoBartb] (PucyHok 27).

4. Bblbpatb B[] MpoTokon, B KOTOpon ByaeT XpaHUTbLCA UCTOPUS U3MEHEHNA B KapTodkax 6asbl

AaHHbIX.

5. BbibpaTb AOMUHUCTPATOPOB CNPABOYHMKA, HaXaB Ha KHOMKY ', B OTKPbIBLUEMCS ANanoroBom
OKHE yKa3aTb aJMUHUCTPATOPOB CrpPaBOYHUKA:

e C nomouwplo kHoMkM [[o6aBuTb] MOXHO A06aBUTL cOTpyaHUKoB M3 B[] CnpaBoYHMK
opraHusauum B CMMCOK agMUHUCTPATOPOB CrNpaBOYHMKA, OTOOpaxarwmncs B none

dopmbl.

e C nomowbto kHOMKM [YaanuTb] MOXHO yaanutb BblgeneHHole ®UO coTpyaHukoB M3
crnncka agMMHNCTPaTOPOB CrpaBOYHMKA.

o HaxaTtb [OK] ona coxpaHeHusi usmeHeHun nnv [OTmeHa] ons Boixoaa 6e3 coxpaHeHus.
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Ecnu He 3agaHo HM 0QHOTO aAMMHUCTPATOPa CNPaBOYHMUKA, TO BO3MOXHOCTb 3a[aHus
agMUHMCTpaTopa B JOKYMeHTe HacTpoek B[l CnpaBoYHUK opraHu3auum B

B ABMUHUCTpUpPOBaHUE VMEET NOMb30BaTeNb C Ponblo [Administrator] B ACL.
Y AgMuHucTpaTopa cnpaBoYHMKa AomkeH 6biTb AocTyn K B[l He Hke pedakTopa.

6. HaxaB Ha KHONKy *, yka3aTb npeacTaBrieHue, kotopoe byaeT OTKpbIBaTbCH MO YMOMYaHWUIo
npv NepBom OTKpbiTUKM B[] CnpaBoOYHMK OpraHu3auum.

7. MNMpepoctaBuTb/3anpeTUTb COTPYAHWKAM AOCTYN K KHomke [[lenernpoBaHue] B CBOUX KapTOYKax
(B 3TOM cnyyae COTPYAHUK MOXET HasHauuTb cam cebe VO n [1). Ons atoro Heobxoammo
YCT@HOBUTb WK CHATb, COOTBETCTBEHHO, chnar Pa3pewumb OesieeupoeaHue rnosIHOMoYul
nonb3oeamesiiM. bonee nogpoGHO MexaHu3M [OenermpoBaHUA  MOSTHOMOYUA  OMNMUCaH
B n. l11.3.7 denerupoBaHne NONHOMOYNIA.

8. [Ina BO3MOXHOCTU WM3MEHEHUS oTorpadun COTPyAHMKaAMM B CBOMX KapTo4dkax (Mo
ccbinke M3mMeHumb), a TaKke O BO3MOXHOCTM AobasrneHuns dannoB B obnacTtb
BNOXEHWUN, HeobxoguMMo YCTaHOBUTbL dnar B norne Paspewumb nonb3oeamesisim
dobaeneHue ceoux pomozpagpuli. Prar ycTaHOBIEH MO YMOSTHAHUIO.

9. BbIiTK 13 pexunma pefakTMpoBaHUA HAaCTPOEK, HaXas KHOMKY [3aKpbITb] HA NaHenn AenCTBUA
KapTOYKM 1 NoaTBEPAUB HEOBXOAMMOCTbL COXpaHeHUsa NHopMaL .

Hacrtpoiika Bl I HacTtpoiiku LDAP I HacTtpoiika nonei I HacTpo#ku areHToB | HacTpoiika NnpoTOKONHpPOBaHNHA

MNpoTokon: Boss5/datatech EI
Referent\br_log.nsf
(C3257A32:002745E7

SnexTpoHHele obpasel: C3257433:00308E95
Referent\br_files.nsf

AAMWHKCTPETOREl CAPaBOYHUKS: Asnees Makcum Hukonaeeuy

AomuHucTpatep Cepreil BnaauMuposny
BaTeiwers Masen Cepreesmdy

['ypoea Napwca MeHHaabeBHa
EpeMeHKs KMpHunn CTaHWCNasoeny
NaBoB Anexkced

Mupawes Znemup Paswnesndy

Haceipoe PycnaH AnsGeprosury
Tanunosa FanwHa PuHaToBHa

Toponos Ceprei MNeTpoBuy

Mpeacraeneque

No YMONYaHWO:

FaspewnTs AENErnpoBaHie I~
NOAHOMOYWH NONb30BATENAM:
PazpewnTs Nons308aTensaM I~

AcbaeneHue ceowx doTorpadni:

PucyHok 27. Hactpouku B[]

[na KOppeKTHOro oTobpaxeHnst B MOYTOBOM YBEOOMIIEHUM KOHKPETHOTO YBEJOMUTENS, a He
Ha3BaHWs cepBepa, HYXHO:
1. OtkpbiTb Bl ABMUHUCTPUPOBaHMe.
2. [lepentu B NpeacTaBreHne AnMuHucTpupoBaHue: O0IIMe HACTPOIKY cUcTeMbI U 3aMOSTHUTb
none Omnpasumesib nucbMa (hopmaTta «YHuKanbHoe umsa» <e-mail>).
3. B kapTouke coTpyaHuka B norne CoobweHust yCTaHOBUTL chrar ommnpaesisimb 8 1o4Ymoebil
AWUK 1 3anonHnTb none E-mail B 6bnoke KoHmakmai.
4. B pokymeHTe names.nsf Takke ykasaTb e-mail y COOTBETCTBYIOLLMX COTPYOHMKOB.
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1.2.4. Hactpouku LDAP

YUtoObl BbInONHUTE HacTporkn LDAP, cneayeT B Bl AGMUHUCTpUpOBaHue BbibpaTb OOKYMEHT
HacTpoek B[l CnpaBOYHMK opraHu3auum, nocre 4Yero nepenTn B pPeXMM pedakTMpOBaHUS KapTOYKw,
3anonHUTb Heobxoaumble nons Ha Bknagke Hacmpodlka LDAP n coxpaHuTb nameHenuns (Tabnuua 17,
PucyHok 28).

Ta6nuua 17. Hactpowkn LDAP

Mone OnucaHue
Cepeep YkasaTb agpec LDAP-cepBepa
lMopm YkasaTb nopt LDAP-cepBepa
JloeuHn YkasaTb NlorvH ansa astopmsauyun LDAP-cepBepa
lMaposnb YkasaTb naponb ans astopusaumm LDAP-cepsepa
Base DN YKkasaTb KaTtanor yHukanbHblx umeH LDAP-cepBepa
Ums ampubyma Yka3aTtb umsi atpnbyta ans Belbopa
Onsi ebibopa
Umsi ampubyma Ykasatb umsa atpubyta ona naeHtudpmkaumm
ons
udeHmudghukauyuu
Qunbmp YkasaTb punbTp
lNpednazamb YcTtaHoBuTb chnar ecnu Heobxoaumo npenaratb BbIOOP UCTOYHMKA MPU YKa3aHUM UMEHN
ebI6op UuCMOYHUKa | Nonb3oBaTerns
npu ykasaHuu
umeHu
nonb3oeamersi

HacTtpoiika B[] ] HacTtpoiikn LDAP | HacTtpoiika noneii | HacTpoiikn arentoe | HacTpoiika NnpoTOKONMPOBaHHA

Cepeep: 172.16.124.72
MNopT: 636

Norun: userdl
MNapone: 1234567

Base DN: DC=local

WMa atpubyTa anA eeifopa: cn

WMmA atpubyTa ana uaeHTudurkaumi: distinguishedName
DUNBTR: objectClass=person

v MNpeanarate EIbIEDD WCTOYHWEG NPpW YEa3aHWKW MMEHW NONB30BATENA

PucyHok 28. Hactpouku LDAP

B HacTpovikax LDAP CucTembl cyLlecTByeT BO3MOXHOCTb Bblibopa nmeHun atpubyta LDAP, koTopoe
ncnonb3yeTcs Npy py4HoM gobasneHmn CUCTEMHOIO MMEHW B KapTo4Ky nonb3oBatens B b
CnpaBoOYHMK opraHu3auum.

.2.5. HacTpounka noneun KapToyku COTpyAHUKA

UToObl BbINOMHUTL HACTPOMKU OOMOMHUTENbBHLIX MOMEN KapTOYKM COTPYAHMKA ANs BHECEHUS
OOMNOSTHUTENBbHON MHAPOPMALMK, HE NPEAYCMOTPEHHON OCHOBHbBIMW MNONSAMU, HYXKHO:
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1. OtkpbiTe B AamMuHucTpupoBaHue W BblOpaTb npeactasneHve Hacrpoiiku Moayeii:
Tekyuue HacTpPOKH.

2. BblbpaTb gokymeHT HacTpoek b1 CnpaBOYHMK opraHu3auum.

3. lMepentn Ha Bknagky Hacmpolika noneld v HaxaTb Ha NaHenNu OEWCTBUA  KHOMKY
[PepakTupoBaTthb].

4. Bbl6paTb C nNomMoLlbko d)naros non4d, KOTopble OO0JTKHbI OTO6pa)KaTbCFI B KapTo4ke Bbl6paHHOFO

TMNa OOKYMeHTa, BBECTM HasBaHusa nonen. Ona nong tuna «Cnncok» HaxaTb KHOMKY “* U
yKasaTb 3HadeHus cnmncka (PucyHok 29).

5. BbInTn u3 pexxnma pegaktmpoBaHUs HAaCcTPOEK, HaXxaB KHOMKY [3aKpbITb] HA NaHeNn 4encTBui
n NnoATBepAnB HEOOBXOAMMOCTbL COXPaHEeHUs MHAOPMaLNN.

HacTpoiika b1 ] HacTtpoiikn LDAP | HacTpoiika nonei ] HacTpoiikn arenTos | HacTpoiika NpOTOKONHPOBAHKUA
Orobpamare Merwa nona Tun nonsA Haszsanwne nona CNMCKA 3HaYEHWH
Ha dopme

r Lable 1 TekcroBoe

r Lable 2 TekcToBoE

r Lable 3 TekcToBoE

r Lable 4 TekcToBoE

r Lable 5 Yucnosoe

r Lable & Crnmcok

r Lable 7 Crnmcok

r Lable 8 Crnucok

r Lable 9 Nata

r Lable 10 OaTa

PucyHok 29. HacTtpoika nonen B[] CnpaBoYHUK opraHvM3auum

11.2.6. HacTpounka ckaHupoBaHusA

HacTtporikn npepHasHadeHbl Ans perynupoBaHus napaMeTpoB CKaHWMPOBaHUSA [OKYMEHTOB Ha
pabounx MecTax B KMeHTe B Avanore Ao6aBneHns BOXEHUN.

YT06bI BLINOMHUTL HACTPOMKN CKAHUPOBAHUS, HY>KHO:

1. OtkpbiTe B AamMuHucTpupoBaHue W BblOpaTb npeactaeneHve Hacrpoiiku Moxyeii:
Texyuue HACTPOINKHU.

2. BbibpaTb gokyMmeHT HacTpoek B[] CO.

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

4. 3anonHutb nons Bknagkn CkaHupoeaHue (Tabnuua 19, PucyHok 30).

5. BbINTK u3 pexunma pegaktupoBaHUs HacTpoeK, HaxkaB KHOMKY [3akpbITb] Ha naHenu A4encTBui
1 nogTBEpPANB HEOBXOAMMOCTb COXpaHEeHMs MHopMaLun.
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Ta6nuua 18. NMonsa Bknagku «CKkaHMpoBaHue»

Mone OnucaHue
Paspewamsb YcTtaHoBuTb donar, ecnv Heobxoanmo paspeluaTb UCNOMb30BaTb HACTPOMKK ApanBepa
ucnonb3oeamb CkaHepa
Hacmpoliku
dpalieepa cKkaHepa
Popmam cpatina YkasaTtb popmat danna coxpaHsemMoro n3obpaxeHusi:
COXpaHsieMo20 o TIFF;
usobpaxeHus e PDF
lMapamempsni ckaHupoeaHusi 6e3 ucnosib3oeaHust Hacmpoek TWAIN-Gpalieepa ckaHepa
LHJeemHocmsb B BbinagatoLlem cnucke BoibpaTbh BapmaHT LIBETHOCTY M306paxeHus
usobpaxeHus
Pa3peweHue, YkasaTb Tpebyemoe pasperuenne (150, 200, 300)

movyek Ha JroliMm

Pa3mep opuzuHasa | YkasaTb pasMmep opurmHana no ymondaxuio (A4, A5)
Mo ymMoJs14aHuro

Bnucbieamsb YcTtaHoBuTb hnar, ecnn Heobxoanmo BNUCbIBaTb N306paxeHne Co CKaHepa B yKa3aHHbIN

usobpaxeHue co dopmat. loctynHo npu BbibpaHHOM copmaTe davna PDF

CcKaHepa e

yKa3aHHbIU

¢ghopmam

Koppekyus [nsa HacTpomkn KoppeKkuMn SpKOCTM YCTaHOBUTL doar 1 ykasaTb 3HaYeHue B NosiBMBLLUEMCS

sspkocmu none

Koppekyus [nsa HacTporkn KoppeKkuun KoHTpacTa ycTaHOBUTL doriar 1 ykasaTb 3Ha4YeHune

KOHmMpacma B NOsIBMBLUEMCS None

Koppekuus “meHu” | [1nsa HaCTPONKN KOPPEKUNN TEHN YCTAHOBUTL donar 1 ykasaTb 3Ha4YeHME B NOSIBUBLLEMCS
none

Koppekyus [na HacTponkn Koppekumn BblAeneHus ycTaHoBUTL donar 1 ykasaTb 3Ha4YeHne

“ebl0eneHuss” B NOSIBUBLUEMCS none

Koppekyus [ns HacTponkn Koppekunn raMmmbl yCTaHOBUTL donar U ykasaTb 3Ha4YeHue B NosiIBUBLLEMCS

“eammbi” none

Hacrpoikn B ]CKaHHPDEaHHe] HacTpoHKH areHToB ] HacTtpolika npoTokonupoBauua | UcTopuna

IV Paspewarts ucnonssosaTs HAcTpoliku Apaiisepa ckaHepa
dopmat daina coxpadAaemore usobpaierHua " TIFF * PDF

MapaMerpsbl ckaHupoBaHnA bes ucnonesoBanmAa HacTtpoex TWAIN-gpaiBepa ckaHepa

UseTtHocTs n3obpamerus Otrerkn ceporo (8 Bur) j
PaspelweHne, TOUSK Ha QM # 150 ¢ 200 ¢ 300
FasMep OpMrMHANG N0 YMOMYEHWKD |A-'-1- (210 % 297) j

[ Bnwceieats usobpamenue co CKAHEPA B yKA3AHHBIR dopMat

[T Koppekuus aproctw (-127...127)
Koppekuwns konTpacta (-127...127)
Koppekuua "Tenu” (0...254)

Koppekuuna "selgensHua” (1...255)

I . .

Koppekumna "rammer” (0.1...10)

PucyHok 30. Bknagka «CkaHMpoBaHue» B fOKyMeHTe HacTpoek B1 CO
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.2.7.

HacTtpoika areHToB

,D,J'Iﬂ HaCTpOVIKM areHToB 6a3 OaHHbIX CUCTEMbIl HY>XHO:

1. OtkpbiTe Bl AaMuHUCTpUpOBaHME W NepenTn B npeactaBreHne Hacrpoiiku Momxy.eii:
Tekyuue HaACTPOHKHU.
2. Bbibpatb gokymeHT B[] CO.
3. lMepenTtn Ha BKNaaky Hacmpolku aezeHmMoe 1 HaxaTb kHonky [PegakTupoBartsb].
4. Ha Bknagke Hacmpolku azeHmoe B none AzeHm BbIOpaTb HEOOXOANMBIN areHT 1 3anonHUTb
cooTBeTCTBYOWME emMy nongd (Tabnumua 19, PucyHok 31).
5. CoxpaHuUTb U3MEHEHMUSI.
Ta6bnuua 19. Bknagka «HacTpoiiku areHTOB»
Mone OnucaHue
BknroveH Ha YcTaHoBuUTb brar, ecnu areHT BKIoYeH Ha cepBepe. B cocegHem none cnegyet BoibpaTb
cepsepe 13 cnucka cepBep, Ha KOTOPOM areHT AOJHKEH BbINOMHATLCSH
Cmamyc 3anonHsaeTca aBToOMaTuyeckn
Aemop 3anonHsieTcst aBToMaTUYeCcku
Kommenmapuii 3anonHaeTca aBTOMaTuyeckn
HacTtpoika 6] ] HacTpoiku LDAP ] HacTpoiika nonei ] HacTpoiikn areHToB l HacTpo#ka NpoTOKONHPOBAHHA 4

Arent:

OGHOBMTE CNWCOK

W BrnwoueH Ha cepeepe:

CraTtyc:
ABTOp:

KommeHTapuii:

Countlp -
ProcessSendDocReguest

YBEeAoMNEHMA O OHAX POXOEHUA
MNepenadqa npas =
clearlODLProfileAndNotifies
ProcessChangelLNRequest

OfpafoTka 3anpocoB Ha ASNErMPOBaHNE
MoAroToBKE 3aNpoCcoBE Ha ASNernpoBaHue

Nwoboit cepeep

OBwmia

BRDoc/datatech

ofpafioTka 3aNpocoB Ha NepecEINKY AOKYMEHTOS

PucyHok 31. Bknagka «HacTpoirku areHToB»

Ta6bnuua 20. HacTtpoiika areHTOB
AreHT Ha3HauyeHue Korpa BbinonHsieTcs
CountUp OcyuecTBnsieT NpoBEPKy Yncra nonb3oBartenen | 3anyckaeTcs Kaxabl AeHb B
Ccao[ 0:30 no BceM AOKyMEHTaM

YBeaomMreHue o gHsxX
poxaeHud

3anyckaeTcs kKaxabln eHb B
0:45 no BceM AOKyMeHTaMm

OcyulecTtenseT nposepky nons Jama
POXOeHUsT KapTOYKN COTPYAHUKA, U HanpaBnsaeT
yBefoMIeHve Ha MaBHylo cTpaHuuy
COTPYAHWKY, onpeaeneHHoOMyY No AMHAMUYECKOM
OU13HeC-pony PykosoauTens NoZpasBIesieHust

Mepepaya npas

3anyckaeTcs Kaxabl AeHb B
03:00 no BceM AOKyMeHTaMm

OCyLLI,eCTBJ'IﬂeT nepec4yeT npaB Oo0CTyna K
LOOKyMeHTaM npu nepenade nx gpyromy

nonb30BaTento
O6paboTka 3anpocos Ha OcyuwecTtBnsieT 06paboTky 3anpocoB Ha 3anyckaeTcs KaXabl eHb B
JenervposaHue JenervposaHue 03:00
MogroToBka 3anpocoB Ha OcyLlecTBNgeT NOAroTOBKY 3anpocoB Ha 3anyckaeTcs KaXabl eHb B
jenervpoBaHue jenernpoBaHue 03:00

o
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AreHT

Ha3HauyeHune

Korga BoinonHseTtcs

O6HoBNEHNE
JINUEH3VOHHOMN
MHopMaunn

(MpaBuMm 3HaveHns B
cnosapHbix B)

M3meHsieT uHpopmaumio 06 obwekrtax 61 CO B
crnoBapHbIxX 6asax Npu ee N3MeHeHUM

3anyckaetcsi exxegHeBHo B 00:15

clearlODLProfileAndNotifies

OtcnexuBaeT cobbITUA NCTEYEHNSA CpOKa
JenernpoBaHus B KapTO4Ke Nonb3oBaTens u
BHOCUT KOPPEKLIMIO B KAPTOYKY COTpYAHMKA, a
TakKke yoansieT CoOOTBETCTBYOLLME
yBegomneHns B KabuHeTte

3anyckaeTcs pa3 B 8 yacos

ProcessChangeLNRequest

O6paboTka 3anpocoB Ha cMeHy CUCTEMHOro
MMEeHU

3anyckaeTcs Kaxabl AeHb B
04:00

RefreshAccessGroups

O6HoeneHue rpynn B O6wen AgpecHon Knure

3anyckaetcs kaxable 30 MUHYT

Ha ocHoBe CTPYKTypbl B B[] CnpaBo4HuK
opraHusauum

CuHXpoHU3aums goTo
COTPYOHUKOB

OcyuecTBnsieT NPOBEPKY U CUHXPOHN3ALMNIO
doTorpadumi nonb3oBaTenemn

3anyckaeTca Kaxablil eHb B
03:00

11.2.8. HacTpowku npotokonupoBaHus

YUToObl BLINONMHUTL HACTPOWKM MPOTOKONMPOBaHUS, criegyeT B bl AgMnHncTpupoBaHue BLIOpaThb
OOKyMeHT HacTpoek B[l CnpaBOYHMK opraHuMsauuu, rnocne 4Yero Ha Bknagke Hacmpolka
npomokKoJsiupoeaHusi BoiCTaBUTb onar Becmu npomokos, ecnu ansa bl CnpaBo4YHUK opraHMsauum
TpebyeTca OCyWeCcTBNSATb NPOTOKONMpoBaHMe AencTBui. [pu BbICTaBNeHHOM dhnare B AOKYMEHTe
CTaHOBATCS AOCTYNHbI NONSA HACTPONKN.

[anee cnegyet ¢ nomowbio drnaroB BblbpaTb AenctBua ¢ gokymeHTamu B[l CnpaBoO4YHMK
opraHusauum, Kotopble OyayT npoTokonupoBaTtbCcs. CoOxpaHuTb U3MeHeHus  (CM. onucaHue
B MpoTtokon B gokymeHTe «Jlormka COO-OC-8-CnyxebHble 6a3bl JaHHbIX»).

11.2.9.

KHUTY

Mpeo6pa3oBaHue B[] CnpaBOYHMK OpraHu3aLvu B aapecHyro

B[l CnpaBOYHUK OpraHM3aumMm MOXHO C MOMOLLbIO HACTPOEK caenaTb aApecHOW KHUron. JTO
0AacCT BO3MOXHOCTb MPU UCMOSb30BaHMM 3NEKTPOHHOM NMouThl BbibnpaTb agpecatoB 13 bl CnpaBoOYHUK
opraHusauum.

HacTtponkn ocywectenaoTca ¢ nomowbio dyHkumm Directory assistance, koTtopas nomoraet
ynpaBnATb NOMCKOM UMEH B OpraHvM3auusix, UCNonb3yLWMX HECKONBbKO afapeCHbIX KHUM MU aapecHbie
KHUMM Opyrux nponssoguTenen.

3apaHvMe HacTpoek aHanorM4Ho TOoMy, Kak 3To pgenaetcsa ana B BHewHue appecatbl
(cm. pasgen 1.2.7 MNpeobpasoBaHve B[] BHelwHne agpecaTbl B aQpeCHYH0 KHUTY).

[11.3. Pabota c 6a3ou gaHHbIX

B CnpaBoYHUK opraHu3aumMm OTHOCUTCA K 0asaM AaHHbIX, Tpebyllwmm nepBoHAYanbHOro
HanoSNIHEHUS cnpaBoOYHON UHAopMaumen. MNepen Havanom akcnnyaTaumMm CUCTEMbl HEOBXOANMO BHECTH
B Hee cBefeHnsa o6 opraHmsaumm, 060 BCEX CTPYKTYPHbIX MOApa3neneHnsx, BXOASWmnX B ee cocTaB, a
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Takke O COTpyAHMKax, paboTatowmx B opraHm3auun. [ns cOTpyaHMKOB, KoTopble OyayT pabortaTtbh C
C3[, Heob6xoanMO yCTaHOBUTb, ABMSOTCS I OHW NONb30BATENAMU NPUITOXKEHUS, U BBECTU CUCTEMHOE
nms (Bbldnpaetca ns O6wen AgpecHon kHurm cepeepa unu n3 LDAP-katanora).

1.3.1. O6Gwas cxema padboTbl

BHeceHue aaHHbIx B B[] CnpaBoOYHUK opraHu3saumMmn pekoMeHayeTcs Npon3BoAnTb B CReayoLen
nocregoBaTenibHOCTU:

1. 3anonHeHue KapTO4KkM opraHm3aumu.

2. Bsog nHgopmaumn o nogpasneneHusx.

3. dopmmpoBaHue cnmcka COTPYLHUKOB MO NOAPA3AENEHUSIM.

4

Beoa VIH(bOpMaLI,VII/I O pykoBOOUTENAX nop,pas,u,eneHMVl, a TakKkke pykosBoauTene opraHnsauum 1
rmaBHOM 6yxrar|Tepe.

o

OdopmneHne coBMELLEHWNIA.
6. Beoa nHgopmaumm o co3gaHHbIX agMUHUCTPATOPOM rpynnax nofb3oBaTenen.

7. B npouecce paGoTbl ¢ Moaynem MOryT cO34aBaTbCs OOLWIME M NUYHbIE CMUCKA PacCbInKu,
Mcrnonb3yemble [Ansi MacCoBOW pacCbifkM [OOKYMEHTOB BHYTPM oOpraHusaumMum u ynobceTea
3aMofHEeHUs1 KapTovek [OOKYMEHTOB, a Takke (OopMUpOBaTbCSA rpynnbl AN OpraHusauum
PacCbIfnKu.

B CnpaBo4YyHMK oOpraHusauMu npenocTaBnseT LNPOKME BO3MOXHOCTU [ONst  XpaHeHUs
1 OGHOBMNEHUS MHOPMALMN O CTPYKType opraHusaumv. BonblUMHCTBO AencTBuiA ocylecTBnsieTcs
C NMOMOLL{bIO KHOMOK NaHenu AencTeni, Ay6rnmpyowmnxcs COOTBETCTBYHOLLMMMN KOMaHAAMWU MEHHO.

1.3.2. Co3paHune KapTOUYKM AOKYMEHTa

HokymeHTbl B B[] co3gatoT coOTpyaHUKN, HadeneHHble COOTBETCTBYIOLLMMN NpaBamMu JocTyna:

+ Kaptouky opraHusaumm — AgmunHmuctpatop B[] CnpaBo4yHMK opraHusauum.

+ Kaptouky nogpasgenexus — AgmuHuctpatop bl CnpaBo4HUK opraHusaumm unu
AOMUHUCTpaTOP BbILWECTOSALLEro nogpasaeneHus/opraHnsaumu.

»  Kaptouky coTpygHuka — Agmunuctpatop b1 CnpaBo4YHMK opraHusauum unu
AgmunHUCTpaTop noapasgeneHus/opraHnsauum, B KOTOPOM CO34aeTCH kKapTodka COTPYAHMKA.

*  Kaptouky coBmelLeHna — AgMmuHucTpaTop Bl CnpaBOYHUK opraHu3auum unu
AgMuHUCTpaTOp noapasgeneHvs/opraHn3agum, B KOTOPOM CO30aETCH KapTovka COBMELLEHUS.

* KapTouky canTa, coeanHeHus, y3na — nonb3oBaTenb C ponbio [Administrator].

Monb3oBaTtenb B COOTBETCTBUW C [AaHHbIMW €My MpaBamy [JOCTyna WUMeeT BO3MOXHOCTb
co3faeath B B[] CnpaBoYHUK OpraHM3aLmMmn KapToYukM creayowmnx 4OKYMEHTOB:

e OpraHusauuu;

e nogpasgeneHus;

e COTPYAOHMKa;

e JINYHYIO KAPTOYKY COTPYAHMKA (KapToyka NepcoHarnbHbIX AaHHbIX);

e caura;
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e CcoeauHEeHWus;
e y3Ma;
e rogysna;

e COBMeELLEHMS;

e pynnbl;

e 0OLLEro cnucka pacchbInku;
e JIMYHOTO CMMCKa PacCbISKu.

CospgaHne kapTovek Bcex TUMOB AOKYMEHTOB NMPOM3BOAUTCS MO €ANHON cxeme (3a UCKMYEeHUEM
KapTOYKM COBMELLIEHWNS U NTUYHOW KapTOYKN COTPYAHMUKA). [N co3aaHns AOKyMEHTa HYXHO:

1. OTKprTb HY>XHO€ npeacrtaBlieHne 0asbl OaHHbIX.

2. MNpu HeoGxoamMMocTu BblGpaTb AOKYMEHT, C KOTOPbIM HYXHO OyaeT cBsi3aTb CO3[aBaemyto
KapTOUYKY:

e NOnA KaAapTOYKM nofgpasaerieHnd HeO6XO,EI,I/IMO Bbl6paTb KapTO4Ky opraHn3adun wunun
rOJIOBHOIoO nogpasgerieHna;

e [Ns1 KAPTOYKN COTPYAHUKA — KAPTOYKY NoApasfeneHunsi, B KOTOpOM OH paboTaer;

e NS KAPTOYKKM NoAy3na — KapTOYKy LieHTpanbHOro yana.

KapTouku nogpasgeneHns n coTpyaHUKa Takke MoryT BblTb CO34aHbl N3 KapTOYKU FOSTIOBHOIO
[OKYMEHTa.

3. HaxaTtb kHonky [Co3paTb] Ha naHenu [enctBui UM BbibpaTb HaMMeHOBaHME LOKyMeHTa
(Opranusauusa, CoTpygHuk, MNpynna v 1.4.).

e [Inda co3gaHuns KapTOYKU COBMELLIEHUS HYXXHO OTKPbITb KapTOYKy opraHusaumnm
(nogpasgeneHus) n HaxaTb kHonky [Co3paTtb]:[CoBMeLweHne] Ha naHenu encTBUiA.

e [1nsa 3anonHeHus nonew sknagku JenesupoesaHue HeobXxoonMo HaxKaTb KHOMKY
[denernpoBaTb NOMHOMOYMS] 1 3aMNOMNHMTL NONS NosBMBLLErocs Ananora. KHonka
[denernpoBaTb NOMHOMOYMSI] CTAHET AOCTYMHA TOMbKO NOCME COXPaHEHUs KapTOUKu
COBMeLLEeHUS.

e [1ns cosgaHus NN4HOM KapTO4KM COTPYOHMKA HY>XKHO OTKPbITb KapTO4KYy obsi3aHHOCTEMN
COTPpYyAHUKa U WENKHYTb NO CCblfike I'lepc0Haanble JaHHbIe.

4. 3anonHuTb nons KapToyku. onsa BKNagok KapTOYkuM HOBOW opraHusauuun (nogpasgeneHus,
COTpyAHuKa) onucaHbl B npunoxexum (V.3 B CnpaBoyHvk opraHusauun).

5. CoxpaHuTb MHOPMAaLMIO N 3aKPbITb KAPTOUKY.

11.3.3. PepakTupoBaHue KapTo4yeK AOKYMEHTOB

HepoctynHo npu paboTte noa Beb-mHTEpPdENCOM.

KOppeKTVIpOBKa AaHHbIX B KApTO4YKax OOKYMEHTOB NpoBOAUTCA MO eﬂMHOVI cXemMme B COOTBEeTCTBUU
C AdaHHbIMW Nonb3oBaTesikto npasamMuy OocCTyna. ,uOKyMeHTbI penakTnpyrT cneuuanbHO BblOerneHHble

NOTHKA 59
¥ Cai



OO0mecucreMHbIe CJIOBAPU bJ/] Cnpaeounux opzanuzayuu

COTPYAHWKWN, KOTOPbIM OAeTcsl HeobxoauMbIA Onsi 3TOro ypoBeHb AocTyna. [Monb3oBaTtenb MoOXeT
pefakTMpoBaTb CBOK  KapTOYKy COTpyAHMKa. KapToukm cavita W COeQuHEHUs  pedakTupyeT
nonb3oBaTenb C posfblo [Administrator] (TONMbKO eMy AOCTYMHbI MPEACTaBMeHus, U3 KOTOpbIX
MOXXHO MX CO3[1aBaTb U KOPPEKTUPOBAT).

YUT06bl OTpeaakTnpoBaTb AOKYMEHT, HYXKHO:

1. BbeibpaTb B 0OHOM W3 NpeacTaBneHMn KapTouKy AOKyMeHTa (opraHusauuuv, nogpasgeneHus,
canta, COefVHEeHUs, Tpynnbl, COTPYOHWKA, COBMELUEHWS, FNUYHYI0 KapTOYKy WU CrMCOK
pacchbInKu).

2. OTKprTb KapTO4Ky OOKYyMEHTa OBOMHbIM LLIENYKOM MbILM NO Bbl6paHHOVI 3anncn u I'IpeVITM
B pE€XUM penaktmpoBaHUA, HaXXaB KHOMKY [PeﬂaKTVIPOBaTb] Ha NaHenu AencTeui KapTO4KN.

3. BHecTn HeobGxoaMMble M3MEHEHUS B NMOSSt KAPTOUKW.

4. CoxpaHuUTb MHPOPMALMIO U 3aKPbITb KAPTOUKY.

11.3.4. PenaktnpoBaHuMe NMYHbIX HACTPOEK Nosib3oBaTeneun

Monb3oBaTenb C ponbld [Administrator] MOXeT U3MEeHUTb NapamMmeTpbl NMUYHLIX HacTpoek
naBHOM CTpaHuubl cpagdy Ana HeCKOJIbKNX nonb3oBaTenen.

[nsa aToro Hy>kHO B ogHOM 13 npeactasneHui (Ctpykrypa, Corpyanuku: Bee corpyanuku, CaiiTol:
o moawn3omarensim) B[] CnpaBOYHMK opraHusauum BbiOpaTb HeobXxoouMMble OOKYMEHTbI JIMYHBIX

HacTpoek, COOTBETCTBYKLLUME AaHHbIM MOfb30BaTenaM CUCTEMbl, W BbIMONTHUTL KOMaHOy MEeHIo
<AenctBuna>:<Pa3HeceHne NINYHbIX HACTPOEK>.

Bonee nogpobHoe onucaHwe HacTpoek cMm. B AokymeHTe «Jlormka C3[ - PykoBoactso
agMUHMUCTpaTopay.

11.3.5. Ha3HauyeHue agMUHUCTPATOPOB CripaBOYHUKA

HasHauyeHue agMMHUCTPATOPOB CrpaBOYHUKA onucaHo B pasgene |I1.2.3 Hactpovika cesizent ¢
0aszamu gaHHbIX.

111.3.6. 3apaHue 6usHec-ponen coTpyaHuKam

Kaxablh COTPYAHWK OpraHusauun, SBhASHOWUWNCS MNONb30BaTENEM MPUMOXEHUs, BbIMOMHSAET
B CUCTEME TE€ WNM WHble AencTBus no obpaboTke [OKYMEHTOB (cCormacoBaHue, nognucaHue,
yTBEPXAEHNe U T.4.) B 3aBUCMMOCTW OT Ha3HayeHHow emy 6usHec-ponu (Tabnuua 21). BusHec-ponu
COTpYyAHMKOB 3agatoTca B B[] CnpaBOYHMK OopraHu3auum Kak Ansi OCHOBHOW AOSMKHOCTU (B KapTouke
COTpYyOHMKA), TaK U OTAENBbHO MO KaXK4on M3 COBMELLLAEMbIX AOIMKHOCTEN (B KAPTOYKaxX COBMELLEHNST).

OuHamnyeckne ponum ncnonb3yTcs Npy POPMUPOBAHUN TUMOBbLIX MAPLLPYTOB, MX YKa3biBaOT
BMecTo OO KOHKpPETHbIX YY4aCTHMKOB CTagun TUMOBOrO npouecca. 3HaydeHne ponun BblYUCNAETCH BO
Bpemss 00paboTkM [OOKyMEHTa Ha OCHOBaHUM AaHHbIX CUCTeMbl. [lepedeHb OUHaAMUYECKMX posien
onpegensetca paspaboTumkamum (Tabnuua 22).
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Mpwn paboTe ¢ AOKYMEeHTaMu UCNOfb3yeTCcH Takke AVHaMnyeckasi ponb HenocpeAcTBeHHEN
pykoBoauTens, KOTOpas He 3agaeTcd B bl CnpaBo4Huk opraHusauuun. Ecnu B kavecTse
OTBETCTBEHHOrO 3a 06paboTKy 4OKYMEHTA yKa3aHa pofb HenmocpenCTBEHHEN PYKOBOOUTENE, TO
AOKyMeHT ByaeTt obpabaTbiBaTbCA COTPYAHMKOM, SBNSIOLMMCSA HENOCPEACTBEHHLIM PYKOBOAUTENEM
UCNOMNHUTENS AOKYMEHTa (Bbl4MCNAETCS Npu oTrnpaBke Ha o6paboTky).

Ta6nuua 21. NepeyeHb GUsHec-ponen

HanmeHoBaHue OnucaHue
ponu

KoxTponmupyoumii [aeT NnpaBoO KOHTPONUPOBAaTb AOKYMEHTbI U CHUMATb UX C KOHTPOSS, a Takke
KOHTPONMMpOBaTb UCMNOMNHEHNE MOPYYEHUN, YTBEPXKAATb OTHET 00 MX UCMONHEHNUM UMK
BO3BpaLLaTb NOPYYEHNsI HA AopaboTKy

Cornacyoumit lMo3BonseT paccmaTpuBaTb U COrNacoBbiBaTh JOKYMEHTbI B cucteme. [pu co3gaHnm
MapLupyTa cornacoBaHus BblIoop y4aCTHUKOB COrnacoBaHus BO3MOXEH TOMbKO M3 CrmMcKa
COTPYOHMKOB, MMEILLMX POSb Corracyommit

NognucanT CoTpyOHUK, UMEIOLLMI [aHHYI0 porib, 0bnagaeT npaBoM NoanucbiBaTb AOKYMEHTHI. Bbibop
nognucaHTta(-oB) BO3MOXEH TONMbKO U3 CNUCcKa COTPYAHUKOB, MMEKLUX Porib ogmmucanT

YrBepxnaoumi HaeT npaBo yTBEpPXAaTb AOKYMEHTLI. BeiGop yTBEpXAatoLWEro nuua BO3MOXeEH TOMNbKO 13
CMMCKa COTPYAHMKOB, MMEIOLLMX POfb Y TBepXAanumit

PerucrpaTop CoTpyoHUK ¢ AaHHOW pOnbio NOofy4yaeT BO3MOXHOCTb PErMCTPUPOBATL JOKYMEHTbI
B cucteme. Bolbop pernctpatopa BO3MOXEH TOMbKO U3 CMMUCKA COTPYAHUKOB, UMEHOLLINX
pornb PermucrpaTop

KypaTop CoTpyaHUK ¢ gaHHOW GM3HEC-ponblo UMEET NPaBo Ha co3gaHve JOroBopa U CBA3aHHbIX

Joroeopa ¢ Hum nokymerToB B B[] MP. KypaTop moromopa kypvpyeT paboTy TOMLKO MO CBOEMY
J0roBopy

KoMmMepueckas CoTpyaHUK C AaHHOW ponblo umMeeT npaso paboTaTtb ¢ JoKyMmeHTamu nog rpudom KT

TamHa

AnMMHMCTPATOP CoTpyaHUK ¢ AaHHOM GM3Hec-ponblo KypupyeT paboTy co BCeEMU AOroBOpamu.

no IJOT'OBOPHOM
pabore

Bce COO6LlJ,eHVIF| no cornacosaHuio 1 nognncaHMKo Ooroesopa NocCTynakT He TOJIbKO K
KypaTopy moroeopa, COCTaBUTENO JOroBopa n nx McnonHsawowmm 06s13aHHOCTU 1~
[loBepeHHbIM Nuuam, HO U ABMMHUCTPATOPY IO HOT'OBOPHOM paBoTe. Takke
COTPYOHUK C OaHHoN PONbIO NoNny4aeT yBeaoMIT1eHUA O BO3BpaTe 0orosopa Ha p,opa60TKy,
O NpUKpenieHnn HoBbIX OKYMEHTOB K PK «,D,OFOBOp» npu ero nocnep,yrou.l,eﬁ oTnpaBke Ha
cornacoBaHue, a TakkKe 0 noanucaHnn goroBopa y KoHTpareHta

ApMMHMCTPAaTOP
no 6esomnacHOCTU

CoTpyaHUK ¢ AaHHOW BM3HEeC-poNnblo UMEET NPAaBO BbINOMHATL UMAOPT cepTudumkaTa Orl
B KAPTOYKN COTPYAHMKOB, @ Takke paboTaTb C JOKYMEHTaMu, CoaepaLlmmm
KOMMepyeckyto TanHy. AgMuHucTpaTopy no 6esonacHoCcTu AocTynHa kHornka [MmnopT
AaHHbIX cepTudmkaTal 1 3agaHme cnucka noanMcbiBaeMbIX Nonen B TUMOBbIX
MapLUpyTax.

OTBeTCTEEHHLI
B3a BefeHue jgen

CoTpyoHUK ¢ faHHOM BrusHec-ponbio ocyLlecTenaeT paboTy ¢ mogynem «OnepaTtuBHoe
xpaHeHue» (B OX u B[] OXA) 1 sBnsieTca OTBETCTBEHHbLIM 3a NOMeLLeHWe B AeNno
OOKYMEHTOB B (DYHKLUMOHAambHbIX 6a3ax.

ApMMHMCTPATOP CoTpyaHUK ¢ AaHHOW BM3HEC-PONbIO OCYLLLECTBISAET paboTy ¢ Moaynem «ApxvMBHoe

10 apXUBHOMK xpaHexue» (B[ AX, B[ AXA)

pabore

AnMMHMCTPATOP CoTpyaHUK C AaHHOW BM3HEC-POSbIO OCYLLLECTBIISET AENCTBUA C HOMEHKNATYPON Aen
HI (cosgaHue, yaaneHve, KONMpoBaHue, peaakTMpoBaHve, UMMopT)

OnepaTop CoTpyaHUK ¢ AaHHOW BM3HEC-pOonbIo UMEET NPaBo Ha paboTy C NPOM3BOSbHLIMU
IOTOKOBOTI'O OOKYMEHTamMu, B TUMOBLIX MapLUPYyTax KOTOPbIX yka3daHa ctagus «1oTOKoBLIN BBOA»
BBOIOA

MogepaTop CoTpyoHUK ¢ JaHHOM Bmn3Hec-ponbio ocyLlecTBNAeT paboTy ¢ mogynem «HopmaTtuBHble

JokymeHTb» (B HO)

Ta6nuua 22. NepevyeHb AUHAMUYECKUX porien B cucteme

HanmeHoBaHue
ponu

OnucaHue

v Cai
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HanmeHoBaHue OnucaxHwue
ponu
KypaTop MHdopmauus o kypaTtope nogpasgeneHns BBOAUTCS NOcne co3gaHusa odLero cnucka
nogpaspaeeHust COTPYAHMKOB B KapTOYKe nogpasgerneHus.

Y COTPYyAHUKa, YyKa3aHHOro B Ka4eCTBe KypaTopa nogpasaeneHnd, eCtb 40CTyn K
OOKYMeHTaM NogYMHEHHbIX

KypaTop moroeopa

Ponb gocTtynHa ansi BbiGopa npy co3gaHny MapLpyToB AOroBOpoB (Hapsay ¢ KypaTopom
nompasnelsieHnns, Henocpe.nc'rsem-mm pykoBoguTreieM, Pyxoso.uwrenem
noppaspesiennst) B kKAYECTBE COMMacyoLEero

Henocpencreennsm | [1py 3agaHnMM JaHHOW AVMHAMUYECKOW POfv B TUMOBLIX MapLupyTax obpaboTku 6yaet

pyKOBo,l:u‘/I'I'eJ'lb2 adBTOMAaTUN4YeCKN BblYNCIIATLCA HeHOCpeﬂCTBEHHbIVI pyKoBoaAuUTES1b aBTOpa AOKyMeHTa

PykoBoauTens BbluncnsieTca oTHOCUTENBHO AAHHOTO COTPYAHUKA, COBMELLEHUS NN NoApa3aeneHus

genapraMeHTa

PyxoBOAMTENE NHpopmauusa o pykoBoauTene opraHusauuv (NoapasaeneHmns) BBOAUTCA Nocre cosnaHus

nogpaspgesieHnsi o6u.|,ero CMnncKa COTpyAHUKOB B KApTO4Ke opraHun3auunmn (nop,paap,eneHMﬂ).
PYKOBOD,I/ITeJ'Ib opraHunsauunm n pykosoantenun I'IOLl,pa3D,eJ'IGHVIl7I NMMEKT BO3MOXHOCTb
npocMaTpmBaTb NOpy4YeHNd CBOUX HENOCPEACTBEHHbLIX NOAYNHEHHbIX

YuacTHUKU BbluncnsieTcss oTHoCcUTENbHO TeKyLiero AoKyMmeHTa coBellaHunA. Cnucok cornacyrwmnx

COBemanmust NOBECTKM COBELLAHWSA NNy NPOTOKOMa aBToMaTU4eckn hopMmpyeTcs U3 y4aCTHUKOB
coBelwaHnA. Ka)K,D,bIIZ y4aCTHUK coBellaHna nMmeet BO3MOXXHOCTb MPOCMOTPEThb peLleHndA
coBeLllaHud, nopy4vyeHund no peweHnam, coctaB UCrnosHuTenen.

11.3.6.1. 3apaHue porneun B KapTo4vke COTPYyAHUKA

[obasneHne n yganexHue 6usHec-pornen COTPpyAHUKOB BbINOMHAETCS AOMUHUCTPaTOPOM
CnpaBoyHuMKa unv AgMMHUCTpaTOpPOM noAapasaeneHus (opraHmsaumn) ons CoTpyAHUKOB CBOEro
noapasaeneHus (opraHnsaumm) cooTBeTcTBeHHO. HegoctynHo npu pabote yepes Beb-uHTepdelic.

UT06bl 334aTh POnM B KAPTOYKE COTPYAHUKA, HYXXHO:

1. BblGpaTb B 0OAHOM U3 NPEACTaBMNEHUI KapTOYKy COTPYAHMKA U OTKPbITb €€ Ha MPOCMOTP.

2. [lepenTtn B pexmm pegaktmpoBaHus.

3. Ha Bknagke C3[ Ha3HauuTb BU3Hec-ponun coTpyaHUKy B rnorne Posu. [1na 9TOro Hy>XHO HaxaTtb
KHOMKY = psAOM C NOfeM U OTMETUTb HY>XHble PONu B MNOSBUBLUEMCH Auarnore, 3aTeM HaxaTb

[OK].

4, COXpaHI/ITb I/IH(*)OpMaLl,I/II'O N 3aKPbITb KAPTOYKY COTPYAHUKA.

[11.3.6.2. 3apaHue poneun B KapTovke COBMELLEeHUA

Mpoun3BoanNTCSA aHarnorM4yHo 3afaHunio ponei B KapToyke CoTpyaHuKa.

11.3.6.3. 3apaHue ponen B npeacTaBrieHUN

YT06bI 106aBUTL PONK Cpa3dy HECKONbKUM COTPYAHUKAM, HYXXHO:

1. Bbigenutb B ogHoM u3 npefctaBneHvin Bl CnpaBoYHUK opraHu3auun HyXHble KapTO4Ku
COTPYAHWKOB UM COBMELLEHUN.

2. Haxatb kHonky [Ponu]:[do6aBuTb ponb] Ha naHenn AenCTBUN.

% [laHHblE O HEMOCPeACTBEHHOM PYKOBOAUTENE GEPYTCS U3 KAPTOUKU COTPYAHMKA U3 OAHOUMEHHOIO MOJISI.
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111.3.6.4.

1.3.7.

3.

B onanore «[lo6aBuTb porb» OTMETUTb HYXHble BusHec-ponn n HaxaTb [OK].

YpaneHue ponen

UT06bl YyAanuTb ponu B KapTO4ke COTPYAHMKA, HYXKHO:

1.

3.
4.

OTKpbITb KapTOYKy COTPYyOHUKA W MNEPENTU B PEXMM PedaKTMpPOBaHMS, HaXKaB Ha naHenu
Aencteun kHonky [PepgakTtupoBarb).

Ha Bknagke C3[ B cnucke nonsi Posu Bbigenutb 6M3Hec-ponb, KOTOPYH HY)XXHO yaanuTb 13
KapTOUKW COTPYAHMUKA, U HAXaTb KHOMKY . PSiAOM C NoMneMm.

HaxaTtb [OK].

CoxpaHuTb MHPOPMALMIO M 3aKPbITb KAPTOYKY COTPYAHUKA.

YUT06bl yaanutb 61M3Hec-posn U3 kapToyek cpasy HECKOSbKUX COTPYAHUKOB, HYXHO:

1.

Bbigenute B ogHOM m3 npepctaeneHnn B CnpaBOYHMK OpraHU3auuMu HYXHble KapTOYKK
COTPYOHMKOB/COBMELLEHUNA.

Haxatb kHonky [Ponu]:[Y6paTb ponb] Ha naHenu 4eNCTBUNA.

B guanore «Y6paTb ponb» OTMETUTH OM3HEC-PONK, KOTOPbIE HYXHO yAanuTb M3 KapTo4vek
BblOpaHHbIX COTPYAHMKOB, U HaxaTb [OK].

AreHT obpabaTbiBaeT AaHHble B B[] CnpaBo4YHMK opraHu3auuu. [pn obHapyXeHUn n3sMeHeHns nnu
yoaneHust busHec-ponun coTpyaHuka 6yaeTt cdhopMmMpoBaHO yBeAOMMEHNe aaMnHmMcTpaTopy ob
U3MeHeHNn coctaBa ponen n HeobxoanMOCTUN BHECEHUS M3MEHEHUI B COOTBETCTBYIOLLUIA TUNOBON
MapLpyT. YBegomneHue, coopMmpoBaHHOE aBTOMaTMYeCKU CUCTEMON, HanpasnsaeTcs B B
MpoTokon 1, B 3aBUCMMOCTM OT HAaCTPOeK, MOXeT ObITb MPoayGrIMPOBaHO B MOYTOBbLIN ALLMK
agMuHUCTpaTopa

denernpoBaHue NOTHOMOYUN

B B[ CnpaBOYHMK oOpraHuMsauum HacTpaumBaeTCs MeXaHM3M AeNermpoBaHnsa MOSTHOMOYMUINA.
[enernpoBaHne NONHOMOYNIA NpeaHa3HaYeHo:

Ana nepepayn npae Ha paboTy B cucteme apyromy nuuy — WcnonHswowemy obazaHHOCTU.
Hanpumep, coTpyaHUK B criydae OTCyTCTBMSA (Ha nepuodbl oTnycka, 6onesHu, KoMaHAUPOBKN)
MOXET Ha3HaunTb BMecTO cebs McnonHstowero ob6a3aHHoCTU. Kpome Toro, MOXHO Ha3Ha4nUTb
NcnonHsawowero o683aHHOCTU ONA COTPYAHWKA, KOTOPbI He 4BMsSieTCA Mosib3oBaTenem
NPUNOXEHUs, HO y4vacTByeT B AOKYMeHTOoGopoTe. McnonHswowmun o6a3aHHOCTM nony4vaeT
yBegomneHne (M oTBeYaeT 3a BbINOSIHEHWE YKas3aHHOro B YyBEAOMMEHWM 3ajaHus) 3a
COTpyAHUKa, Yb 06593aHHOCTN OH ucnonHsaeT. CaM COTPYAHKK, Y KOTOPOro ecTb cnonHsaoLwmm
00683aHHOCTW, HE TepseT Npy 3TOM (eCnu OH, KOHEYHO, ABMSIeTCA MOofb3oBaTeNeM CUCTEMbI)
BO3MOXHOCTU BbIMOMNHUTb 3aaHUSA caM, Takke rnony4vas ysefoMneHus Ha [naBHyto cTpaHuuy.
Y nonb3oBaTenst MOXeT ObITb TONbKO OAUH VcnonHstoLwmnin o06s83aHHOCTH.

Ona onpepenenns kpyra [oBepeHHbIX nuy (cekpetapen), MMeLWMX MNpaBO BBOAUTb
OOKYMEHTbI 3a CBOUX AoBepuTenen, NnoanncebiBatb NOPYHEHUS U NYyHKTbI PE3ONIOUUN OT UMEHN
COTpyAHVKa, nepedaBllero Takue npasa. [oBepeHHbIX nul Y Mnonb3oBaTens MOXeT ObiTb
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Heckonbko. [loBepeHHble nuua Takke NonyyatT yBeAOMSEHUS O HeOOXOAMMOCTU YTO-nMbo
npeanpuHATL 3a COTPYAHUKOB, UM JOBEPSOLLNX.
Ncnonb3oBaTb MEXaHU3M AenerpoBaHnsi MOMHOMOYMIA MOXHO TOSBbKO ANs Norb3oBaTenen,
OTHOCSILLUXCS K OQHOMY CcalTy (ykasbiBaeTcs Ha Bknaake C3M kapToyku coTpygHuKa).
CoTpyAHUK, AenernpoBasLLMiA CBOW NOSTHOMOUUS, 1 VicnonHsawowmin o6s3aHHoCTW/ [JoBepeHHOE N1uo
[AOIMKHBbI paboTaTb Ha OJHUX U Tex xe cepBepax (ObiTb 3aperncTpUpoBaHHbIMK Ha HUX B KavecTBe
nonb3oBartenen).

Ecnu Oenervpytowmin u MicnonHsitowmn obsi3aHHocTW/[JoBepeHHOE L0 NpuHaanexaT pasHbiM
cepBepam, TO peanusauus MexaHu3ama HeBO3MOXHaA.

Ponb cotpyaHuka (ykasbiBaetca B none Posiu Bknagkun C3/), kotopomy 6binm genermpoBaHbl
NMONHOMOYMS, JOMKHa COOTBETCTBOBATbL PONM COTPYAHMKA, KOTOPLIN Aenermposan cBOv npaga.
Hanpumep, ecnun coTpyaHUK C pornblo NognucanT Aeriernpyet CBOU MOSTHOMOYUS COTPYOHUKY, He
obnagatoemy JaHHOM poribl, TO COTPYAHMK, KOTOPOMY AenernpoBany NosIHOMOYNs, HE CMOXeT
noanucaTb JOKYMEHT 3a COTPYOHWUKA, OeNerMpoBaBLLEro eMy CBOW MOSTHOMOYHSI.

[ns noBepeHHbIX NMUL, MOXHO BbIOpaTh TUMNbl JOKYMEHTOB, MO KOTOPbIM OHW 6YAYT BbINOMHATb
[eiCTBUSI 32 OCHOBHOIO COTPYAHUKA.

[JdenernpoBaHne NONHOMOYMIN OENCTBYET TOMbKO HA OAWH YPOBEHb, T.e. ecnn CoTpyaHuk A
aenervposan ceou nonHomouns CotpyaHuky b, a CotpyaHuk b genermposan nonHoMouus
CotpyaHuky B, To CotpyaHuk B He 6yaeTt asnateca NO/OJ1 CotpyaHuka A.

HasHaunTtb WcnonHstowmx o6s3aHHOCTM M [JOBEPEHHbIX NUL COTPYyAHWKA BO3MOXHO Kak Ans
OCHOBHOW [OMMKHOCTW, TaK U ONa cCOBMELWeHUn. [1ns OCHOBHOW AOIMKHOCTWM AenaeTcd B KapTouke
COTPYAHUKA, AN COBMELLEHNN — B KAPTOYKaX KaX4oro COBMELLLEHUS.

BHocKTb MHpopMauuo No AeNnerMpoBaHuMio NOSTHOMOYNIA MOXET CaM COTPYAHUK (ecnuv Takas
BO3MOXHOCTb YCTaHOBIIEHa B HacTpowkax, cM. |.2.3 HacTpolika cBsizeln ¢ 6a3amu AaHHbIX),

AnomuHuctpaTop CnpaBoyHuka 1 AQMUHUCTpaTop noApasaeneHus/opraHmsaunm (4ns coTpyaHUKOB
CBOEro noapasgeneHusi/opraHusaumn).

[enernpoBaHue nonHomounn Ans VicnonHawoLwmx o6s3aHHOCTM MOXET ObiTb Kak 6eCCPOYHbIM, Tak
N C yKaszaHMEM cpoka OeNCTBUS OeNernpoBaHms:

e beccpoyHoe genernpoBaHune nonHoMounn (6e3 ykasaHusa cpoka) MO yanobHo mcnonb3oBaTb
B CNnydae, €eCcnu COTPYOHUK He $BnseTcs nonb3oBaTerieM MpUIioXeHUs, HO y4vacTByeT
B YNpaBIieHYEeCKOM LOKYMEHTOO60POTE OpraHM3aumu.

e Ecnu nonb3oBaTenb cuctembl npegnonaraeT OTCYTCTBOBATb MO KaKMM-NMOO npuymMHam
(6onesHb, OTNYCK, KOMaHOMPOBKA) Ha paboyemM MecTe B TeHYEHME ONpedeneHHOro cpoka, To OH
MOXEeT [enermpoBaTb MOMHOMOYMSA Ha Mepuong CBOEro OTCYTCTBMSA  VcnonHsiowemy
0683aHHOCTM — yKa3aTb CPOK AenerMpoBaHus.

HenernposaHve nonHomMoumn ansa [osepeHHbIx nuu senseTca 6eccpoyHbIiM (CPOK AenerMpoBaHns
He yKasblBaeTcs).

Y706kl BIOPATL ANst KOHKPETHOrO COTPYAHMKA YNONTHOMOYEHHbIX MNNLL, HY>KHO:

1. BbibpaTb B OQHOM W3 NPEACTaBMEHMIN KAapTOYKy COTPyAHMKA (COBMELLEHMSI) U OTKPbITL ee Ha
NpPOCMOTP.

2. Haxatb kHonky [denernpoBaTb NONHOMO4YMUA] Ha NaHenn AenNcTBUN.
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3. Haxatb kHonky [OK] B coobuleHun ¢ npegynpexgeHnem o TOM, YTO AefnermpoBaHue Ons
UMEKLLMXCA Yy TeKywero nmnosib3oBaTens OOKYMEHTOB OydeTr [OencTtBoBaTb TOMbKO Ha
crneaywLwmn oeHb.

Mocne oTpaboTku areHTa, KOTOPbIN 3anyckaeTcsi pa3 B CYTKM B HOYHOE Bpems, HazHadeHHbin O/OJ1

OyaeT umeTb AOCTYN K JOKYMEHTaM MOfb30BaTersl, CO3AaHHbIM M OTNPaBAEHHLIM NO MapLIpyTy A0
BbINONHEHUs onepauumn HasHadeHus NO/OJ1.

4. 3anonHutb nonsa dopmel «enernposaHme nonHomoumin» (PucyHok 32):

e MUcnonHarwwuli o6s3aHHocmu. COTPYAHMK, MUCMOMHAWOWMIA 0693aHHOCTN 3@ AaHHOro
COTPYAHMKA, BbIOUPAETCsi C MOMOLLbI KHOMKK = U3 CNpaBOYHMKA OpraHM3auumn.

e Hayano delicmeusi deneauposaHus onsi MO. HyxHaa naTta BblbMpaeTcsa ns kaneHgaps
UN1 BBOAMTCS BPYYHYHO.

e OkoHyaHue Oelicmeusi OenezupoeaHusi Onssi MO. HyxHaa pata BbliOMpaeTca K13
KaneHgapsi Uiy BBOAUTCS BPYYHYHO.

e He pasdensmb Oenez2upogaHue no murnaMm GOKyMeHmMos8. [10 yMOnyaHuio OaHHbIN
donar BbICTaBneH. Ecnu ero cHATb, To B hopme NossBUTCA AONONHUTENbHOE none Tunbi
doKyMeHmoe, C MOMOLLbI KOTOPOro MOXHO OyaeT Ans Kaxaoro us gobaBneHHbIX
AOBEPEHHbIX 1L, yKasaTb Te TUMNbl JOKYMEHTOB «OCHOBHOMO» COTPYAHMKA, C KOTOPbIMU
MoxeT paboTaTb JaHHOE AOBEPEHHOE NULO.

Ecnu dnar He pazdenssmb denezuposaHue no munam G0KyMeHmMoe He YCTaHOBIEH, TO

[loBepeHHOe NULIo nony4aeT yBeAOMIIEHMS NO O3HAKOMITEHMIO TONBbKO MO TEM JIOKYMEHTaM, KOTopble
yka3aHbl B none Tunbi QOKyMeHmos.

,D,OBepeHHOG ML O BCeraa nony4vyaet yBegoMIieHna no He3aBUCUMbIM NMOpPyYEeHUAM 3a COTPYAHUKa,
KOTOpbIV AenernpoBarn cBOU Npaea, BHe 3aBUCMMOCTHU OT YCTaHOBKW conara He pa3densimb
destecupoeaHue 1o munam 60KyMeHmos.
Ecnu cdonar He pa3densimb GenezupoeaHue no munam 0OKyMeHMoe8 He YCTaHOBMEH, TO
,D,OBepeHHoe Lo nony4yaeT yBegoMIieHna no nopyyvyeHnam, co3gaHHbIM Mo AOKYMEHTaM, TOJTIbKO B
TOM CIny4dae, eCln B Ka4ecTBe Tuna OOKyMeHTa B norne Tunbi doxymeHmoe YKa3aH
COOTBETCTBYHOLLUI TUM AOKYMEHTa-OCHOBaHMS NOpPYYEHUs.

e [JloeepeHHbie snuya. COTPYAHVKKW, SBAAIOWMECH [OBEPEHHbIMU NULAMW  OAHHOMO

COTpYyOHMKa, BbIOMPAOTCA C MOMOLLBI KHOMKW i U3 CApaBOYHUKA opraHmsaumn. B atom

none Moxert 6bITb YKa3aHO HECKOJ1bKO COTPYAOHWUKOB.

e Tunbi dokymeHmoes. Ecnv B none [JoeepeHHble siuya BbIOpaH COTPYAHWK, TO B JAHHOM
nosie ¢ NOMOLLBLI0O KHOMKW | MOXHO BblOpaTb TUMbl SOKYMEHTOB, C KOTOPbIMU MOXET
paboTaTb BbibpaHHOE [OBEPEHHOE NULO.

5. Haxatb kHonky [OK] ons BBoga ykaszaHHbIX HACTPOEK B AENCTBME.
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WcnonHAwwKki obAasaHHoCcTH

McnonHAwia BaTeiwee Masen Cepreeswd - KypaTtop noapasasneHna,

obazaHHocTH: MNpoWsBocacTEEHHOE NoapasasneHne/deMoHCTpaUMoHHEA
OpraHu3aumns

Hauano aeAcTemA 16.07.2012 18

AenerupoBaHua ans

Wo:

OKOHYaHWe OeACTBMA | 20.07.2012 16
OeneripoBaHua ans
Wo:

[oBepeHHble nnUa

[ {He pazgenaTs genervpoEaHWE Mo TWNaM QOKYMEHTOB!

[oBepeHHble nuua: [yvbposuH Masen CranHucnasosuy - MHxenep 1 paspaaa, Npdise

X

Tunel AOKYMEHTOE:

0],4

OTreHa

PucyHok 32. [lenernpoBaHne NOSTHOMO4YUMA

Mocne atoro B KapTouke COTpyOoHMKa Ha BKNnaake HeneazuposaHue OTO6pa3I/1TCFI WMHpopmaLms:

Tekywme HasHaveHns WO/ONT (B nonsx Komy Jdenez2uposaHsbi

nosiHomo4usi MHoro, Kmo

denezupoeasnr nosiIHomMo4usi MHe). Ha paHHoM Bknagke Tawkke oTobpaxaeTcss ucTopusi Mo

AenernpoBaHnio NofTHOMo4YMIM coTpyaHuka (PyucyHok 33).

OcHoBHan | C3/1| KoHtaxtet | leneruposanne | 311 | @ains # Coumio | [ONONHNTENLHLIE aTpHOyTei |

NCTOpun Aenerposannn:

KoMy enermposannl NOTHOMOYMA KTO enerepoBarn nonHoMoSHa Mue
Wenamsoumi obrsarsocm Cufopets Namen Cyapaaenmeme g Menommmowmn obnsarmoc:
lomepasrsie nn Connaros Fareswi Busropossuy Soeepenrsie nn
oot e o " o a5 o Asgeen MaKci Hukanaeens

MO novan Bun Aara wasarna Oara oxomexmna  Tunw Kvo Mara w apema saanasenna/o TMerd
nenerwpossras MO/ assauermn  WO/o rmeres 11 Ky T OB HasHAeuVO T MEHN
|- %o senenposan nonsonouka
Sanuwes N.C CHaT an 17.09.2014 AgruucrpaTop CB, 17.09.2014 1B:311:53

PVICYHOK 33. KapTqua COTpyAHUKa, KOTOpOMY Obinun AenernpoBaHbl NOJTIHOMOYUA

CoTpyaHukam, HasHayeHHbIM B kadectBe WO/OJ1, nocTynaiT yBEAOMIIEHUS O Ha3HAYEHUU W
OTMeHe [AenermpoBaHmns MofTHOMOYMI, a Takke 06 OKOHYaHUM Cpoka AenerpoBaHus.

Mpn HasHayeHuM [enernpoBaHUs aBTOMATMYECKM OToOpasuTcs WMHGPOPMaLMs B KapTouvkax

COTPYAHUKOB, KOTOPbIM Obinn genernpoBaHbl NMONTHOMOYKA.
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111.3.8. NMepeHoc TenecgoHa U3 noapasgeneHns

Ecnu pabounn TenedoH coTpygHuka coBnagaeT ¢ TenedoHOM opraHusaumm/ nogpasgeneHus, To
MOXHO BCTaBUTb €ro B KapTO4Ky COTPYAHMKA C MOMOLb0 KOMaHg MeHo <[OenctBua>:<B3ATb
TenedoH 13 nogpasgeneHna>. [pn aTom Homep TenedoHa opraHusauun/ nogpasaeneHnsa nosiBUTCS
B none Fopodckoli HoMep TONbKO NOcCre 3aKpbITUSA KapTovkn « COTPYAHMKY.

111.3.9. NMoapepxka MexaHu3mMa CoBMeLLeHUMn

Mon coBMelleHVMeM [OOIMKHOCTEN MOHUMAETCs CUTyauusi, Korga y COTPYAHMKA €CTb OCHOBHasi
AOMKHOCTb, a ApYrMe OH 3aHMMaeT Mo COBMECTUTENbCTBY. MHdopmaums o coBMeLLaeMon OOmMKHOCTH
3aHOCUTCS B KapTouky «CoBMeELLEeHMEY, CO3AaBaeMyto AN KOHKPETHOro COTPYAHUKA.

Mo kaxgon coBmelLlaeMOon LOMKHOCTU COTPYAHMK MMEET BO3MOXHOCTb AenernpoBaTb MOSTHOMOYUS

(npun atom UcnonHsawowmn obasaHHocTn n [oBepeHHble nuua He obsisaTenbHO OOMKHbBI COBNaaaThb
C COTpYyOHUKaMM, yKadaHHbIMU B 3TOM Ka4eCcTBE B KApTOYKE OCHOBHbIX 00S3aHHOCTElN COTPYOHMKA).

111.3.9.1. Co3paHue KapToO4YKku coBMeLleHUus

B oaHom nogpasgeneHnn And KOHKPETHOro COTpyAHMKa MOXXHO CO34aTb TOJIbKO OAHY KapTOYKYy
COBMeELLEeHUA, NOCKOJIbKY B CUCTEME OTpaXaeTcA cam (baKT coBMeELLEeHNA BHYTPU noapasaeneHuns.
Ecnn COTPYAHUK coBMeLllaeT HeCKOJIbKO OOIDKHOCTEN B nogpasgeneHnn, 1o I/IHd)OpMaLI,VIFI O HUX
BHOCUTCA B OHY KapTO4YKy COBMELLEHNA.

[ns co3gaHns KapTOYKM COBMELLEHUS HYXKHO:

Co3gaTb KapTOuKy CcoBMelleHust MoxeT AamuHucTpatop CnpaBoyHuka W AOMUHMCTpaTop
noapasaeneHus/opraHmsaunm (4ns CoOTPYAHUKOB CBOEro noapasaenieHus/opraHmsaumm).

1. OTkpbITb NpeacTaBneHne CTpykrypa.

2. BblibpaTb B cnucke M OTKPbITb KapTOYKy nogpasgeneHus (Mnu opraHvsauuun), B KOTOPOM
coTpyaHuK byaeT paboTaTb MO COBMECTUTENLCTRY.

3. BbinonHute KomaHabl MeHw <HdeuctBus>:<Cospartb>:<CoBMeljeHUe> (MNn nepenTu
B KAPTOYKy noApasgeneHvs u HaxaTb kHornky [Co3paTb]:[CoBmelwleHne] Ha naHenu
AEeNCTBUN).

4. 3anonHuTb Nons kKapToykn « CoBMELLEHMEY, COXPaHWUTb BBEAEHHYIO MHOPMaLMIO

lMocne coxpaHeHus B KapTOyke coBMeLleHust oTobpasnTca none OpeaHu3ayusi CO CCbIIKON Ha
OpraHM3aumio CoTpydHUKa, ykasaHHoro B none MUcnosnHsrwul. Ha naHenn genctsuin otobpasmtca
KHonka [denernpoBatb NONHOMO4MA].

KapTouka coBmeLleHUsi oTobpaxaeTcs B npeactaBneHn CoBMenieHnsi: AKTHBHbBIE.

Mpn HeobGxooMMOCTM HaxaTb KHOMNKy [[lenerMpoBaTb NOMIHOMOYMA] Ha NaHenu AENCTBUN U
ykasaTb Nnuu, KOTOPbIM COTPYAHWK Aenerupyet CBOM MOSTHOMOYMS, OTHOCALLMECS K COBMELLAEMOW
OOIMKHOCTU  (aHanorM4yHO KapToyke coTpyaHuka). [aHHaa wuHdopmaums oTobpasuTcs Ha BKnagke
HeneaupoeaHue.
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111.3.9.2.

OTmeHa coBmelleHus

YT106bl OTMEHUTL COBMELLIEHME, HYXKXHO:

1.

2.
3.

B npeacraneHun Crpykrypa, Corpyanuku: Bes undopmanust unn ComeleHusi: AKTHBHbIE
Bl CnpaBOYHMK oOpraHusauMum BbldeNnTb HEOoOXOOMMbIE KApTOYKM  COBMELLEHWUI
COTPYLOHMKOB.

BbInONHUTBL KOMaHAy B MEHH <ﬂeﬁCTBMﬂ>:<OTMeHMTb coBMeLleHue>.

nOﬂTBepD,I/ITb OTMEHY CcOBMEeLLEeHNA B ANanoroBoOM OKHe.

B pesynbtate oTOGpasuTCA AManoroBoe OKHO C MNOATBEPXAEHMEM OTMEHbl COBMELLEHUN (C
yKazaHMeMm KonumyectBa OTMEHEHHbIX coBMmeLlleHWU). OTMEHEHHbIE KapTO4kM COBMELLEHUN yaansaTcs
n3 npegcrasneHnin Crpykrypa, Corpynnuku: Bes unHdopmamus u  CoBmemneHusi: AKTHBHbIE, U
oTobpaxatotcst B npeactaeneHun Cosmemtenusi: OTvmeHenHble. B kapToyke OTMEHEHHOro COBMELLEHUS
oTobpaxkaeTcsi NPU3HAK OTMEHbI U AaTa BbINONIHEHUSA AENCTBUS.

111.3.10.

B pe3ynbTate OTMEHblI COBMELEHNA LENTOCTHOCTb CCbIJTOK Ha AOKYMEHTbI B CUCTEME HE HapyLLaeTCA.

YBonbHeHue/BoccrtaHoBneHne COoTpyAHUKa

Mepen yBonbHeHMEM Heobxoanmo yopaTb n3 B[l nidopmauymio o genermpoBaHmm NOSIHOMOYMIA U
OTMEHUTb BCE COBMELLEHNSA COTPYOHUKA.

I'Iepep, yBOJ1IbHEHNEM HGOGXO,D,I/IMO BbINOJIHUTb 3aMeHY YBOJIbHAEMOro COTpyaHMKa B CrpaBOYHbIX
Basax n nepegayy JOKYMEHTOB.

[leficTBMA NO YBOMbHEHWIO/BOCCTAHOBMNEHMWIO COTPYOAHMKOB MOXET BbINOMHATL NOMb30BaTe b C POsbio
[Administrator]un AOMUHUCTPATOP CNPaBOYHMKA.

YTtoObl OTpa3nTb B CUCTEME YBOJIbHEHMNE COTPYAHMKA U3 OpraHn3aunn, HYy>KHO:

1.

—

B ogHom u3 npeactaenenni Corpyanuku B[] CnpaBoYHUK opraHuM3aummn BbIOENUTb HY>XHOIMO
COTpyaHMKa (MNU HECKOSbKUX COTPYAHWUKOB).

BbibpaTb kapTO4Ky YBONBHAEMOro COTPYAHUKA (MM HECKOIbKUX COTPYAHMKOB).
BbInonHuTL kKOMaHay B MeHo <[]encTBUA>:<YBONUTL>.

Ecnn He 6bina BbINOMHEHa 3aMeHa YBOJIbHAEMOro COTPyAHMKA B CMpaBOYHbIX Gasax wu
nepegaya OOKYMEHTOB APYroMy COTPYOHWKY OpraHusauuu, To cucTeMa BblgaeT cooblueHve
(PvcyHok 34):

YeoauTh
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PucyHok 34. CoobLieHne npu yBosibHEHUU COTPYAHMKA

5. Ecnn He 6bina BbiNOMHEHaA OTMEHa COBMELLEHUA YBONbHAEMOro COTPyAHWKa, TO cucTema
BblgaeT coobuieHne (PucyHok 35):

¥YBoHTh E]

@ I'Iepe.u. WEONeHEHHMEM COTRY AHHES Peiserko N4, HEDﬁIDﬂ.MMD OTMEHHTE BCE COEMELLEHHMA COTPY AHKEAS

PucyHok 35. CoobGLieHue npu yBofIbHEHUN COTPYAHMUKA

6. rlpl/l BbINOJIHEHNN YBOJTIbHEHNA BblAaeTCA OTHET A,D,MI/IHVICTpaTODy CncTtemMbl BUaa (PI/IcyHOK 36):

CoTpYaHME AHTHAKMHA MpuHa BnaaumupoeHa HaRAEH B CNeyWx CN0BapHO-CNDaB0YHEX G2 8

TWNoERIE MEpWRYTE ] ]

S Tunoeoi MapwpyT OF ¢ ADMUHOM M BATEIWEELIM HA PACCHMOTREHMU

S Tunoeoi MapwpyT OF cAoMUHOM, BaTelwessM, Kaukoset v JeMUHOR Ha pACCMOTREHUA U C UCNOAHEHWUEM
I Tunoeoi MapwpyT Moxoaawui e M300!

PucyHok 36. Bug oTuyeTa npu yBoNIbHEHUN COTPYAHUKaA

7. Heobxooumo nepepatb HawAeHHble [OOKYMEHTbl W 3aMEeHWUTb COTPYAHMKA B HaWOEHHbIX
TUMOBLIX MapLUpyTax, HymepaTopax, XypHanax peructpauum un T1.4. (n. 111.3.17 3ameHa
COTpYyAHMKa B CNpaBOYHbIX 6a3ax), 1 NOBTOPUTL NpoLeAypY YBOSIbHEHUS.

lMocne BbLINOMHEHUS YBOJIbHEHUSI KapToyka COTPyAHWKA CTaHOBUTCA [OOCTYMHOW TOSbKO U3
npeacTaBneHns CoTpyAHUKHU: Y BOJICHBI.

B pesynbTate coOTpyaHWKM nepecTaloT OblTb NoMnb3oBaTensMu NPUNOXeHUs (B KapTouke
COTPYAOHVKOB CHUMaeTcs chnar SHenssiemcsi nosb3oeamersieM MPUsioOXeHUs1 U yaanseTca 3HayeHue B
none Notes-ums).

Y7106l BOCCTAHOBUTHL UHAOPMALIMIO O COTPYAHUKE B CMPABOYHUKE OpraHu3aLmu, HyXXHO:
1. OTkpbITb NpeacTasneHve CoTpyaHUKH: YBOJIEHBI.

2. BblbpaTb KapTOuKy COTPYAHWKA (MNN HECKOSNbKUX COTPYOHMKOB), KOTOPOro Heobxoaummo
BOCCTaHOBUTb.

3. BbinonHutb KomaHay B MeHio <denctBus>:<BoccrtaHoBUTL>.

.3.11. MepemeweHue otaena n cCOTpyaHMKa B gpyroe nogpasgeneHve
Cuctema no3BoOnsieT OCyLWeCTBUTb psAa onepaumi no npeobpasoBaHMIO CTPYKTYpbl OpraHusaumm
n nepemMelleHno COTpyagHNKOB U nop,pas,qeneHMVl, a NMEeHHO:

e U3MEHUTb NONOXEeHWe noapasfeneHns B CTPYKType opraHusauuun (nepeHecTn nop Apyroe
nogpasgeneHve (MOHU3NTb YpoBeEHb), NMMBO HenocpenCTBEHHO MoA OpraHu3auuio (NOBbICUTb
YPOBEHb);

e EepeBecTU COTPyAHMKA B Apyroe nogpasaerneHue.
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[eiicTBMe No nepemeLLeHNIo COTPyaHMKa (NogpasaeneHuns) B Apyroe nogpasaeneHme MoxeT
BbIMOJHSATE NOJIb30BaTESlb C YPOBHEM JOCTYNA HE HIMKE PemaxTopa.

YTtoObl nepeBecTn COTPpyaHUKOB (I'IOLI,pGSLI,eJ'IeHI/Iﬂ) B Apyroe noapasaerneHne, Hy>KHOo:

1. B ogHom n3 npeactaesneHun B CnpaBoYHMK opraHu3aumm BblAENNTb HYXXHbIX COTPYAHUKOB
(nogpasgenenus).

2. BbinonHutb koMaHay B MeHo <[JenctBua>:<lepeHecTn B gpyroe nogpasgeneHme>.
3. BblibpaTb Hy>kHOe nogpasgenexuve B guanore «Cnucok nogpasgeneHny.
4. HaxaTtb kHomnky [OK].

BbiGpaHHble coTpyaHukM (nogpasgenenuns) OyaoyT nepeBeneHbl B BbibpaHHOE nogpasgenieHue.

11.3.12. MNevyaTtb NpeacraBrieHUs

Cuctema nosBsonsieT akcnopTtupoBatb B npunoxenms MS Word wnn MS Excel cogepxummoe
npeactasneHnn Tenedonst, Corpyanuku: Bce corpynnuxku, Corpyauuku: Poam v CorpyaHuku:
Kypartopsl g0oroBopos M pacnedaratb ero Takum obpasom, MOXHO MOMy4YnTb CMUCOK COTPYLAHWUKOB C
yKaszaHueMm ux tenedoHoB, JOMKHOCTEN U T.4.

YToObI JKCnopTupoBaTb NpeacrtaBlieHne, Hy>XHO:

1. OtkpbITb HyxHOe npeactasrieHne (Teaedonni, Corpynnuku: Bee corpynnuxu, CoTpyaHMKH:
Posan unu Corpyauuku: Kypatopsl 10roBopos).

2. Haxartb kHonky [[MeyaTb npeacraBneHuUs] Ha NaHenNu OENCTBUN.
3. 3anonHuTb Nons guanora «Hactponkn neyatn npeacrasnexnnin» (PucyHok 37):

e Bnbibop npunoxeHusi — BbibpaTb npunoxenne (MS Word unn MS Excel), kyaa byget
BbIBEAEHO NpeacTaBneHune (HegocTynHo anga seb-nHtepdenca).

e [leyamamb — YKa3aTb C NMOMOLbIO nepeKkrnk4vartend, HYXHO N nedataTtb BblAellieHHble
OOKYMEHTbI U BCe AOKYMEHTDbI NnpeacTtaBiieHns.

e OTMeTUTb C NOMOLLBIO nepeknw4yartensd, HyXXHO i BbIBECTW BCE KaTeropumn ans Kaxkaon
nogKkateropun.

Mo HaxaTtuo kHomnkn [OK] dhopmumpyetca pokymeHT MS Word/ MS Excel, koTopbii MOXHO
oTpefakTupoBaTb, pacneyaTaTb U T.10.

Mpu paboTe Yyepes BeG-MHTEPENC IKCNOPT AaHHbIX OCYLLECTBISETCA B HOBOE OKHO Gpaysepa.
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HacTpofkn newatw NpescTaeneHna X
Bribop npunoxeHua Cike
{7 MS Exce
CTMEHE
MeyataTs (¢ BriOeneHHbIE OOKYMEHTEI

" Bce A0KYMEHTEI

[ BriBoOWTE BCE KATEropyK OANA FaMOoN NoOKaTEropuK

PucyHok 37. QkcnopT npeacraBneHus

11.3.13. N3meHeHue NULEeH3UOHHOIro cornalwleHus

MogpobHoe onucaHune npouecca ynpaBneHnst NMUEH3MAMU NpeacTaBneHo B AOKyMeHTe «Jlormka
C3[1-PykoBoacTBo agMuHUCTpaTopay.

[11.3.14. HacTtpouka 3l u wndpoBaHUA B KApTOUKe COTPYAHMKA

B cnyyae Heo6xoaMMOCTM UCNONb30BaHWUSA COTPYAHMKOM YCTAHOBIIEHHOW CUCTEMbI LLIMGPOBAHUSA
«Jlormka ECM. LTtamn» HeobxoomMmo B kKapTodke coTpygHuka B B[l CnpaBOYHMK oOpraHum3auum
umnoptmpoBatb cepTudmkar 3l  nonb3oBaTens, a Takke yka3aTb TUM  MCMOSMb3yeMOro
KpunTonpoBanaepa v BbiNOSIHUTL COOTBETCTBYHOLLME HACTPOMKK.

NmnopT cepTudmkaTta nonb3oBatens MoOXeT OCYLEeCTBNATb NOfb3oBaTeNb C OU3HEC-POrbIo
ApMMHMCTPATOP NO 6e30macHOCTM.

Onsa Hactponkn 3l 1 WngpoBaHNA B KApTOYKE COTPYAHMKA HEOBXOAMMO BbIMOMHUTL criegyoLme
aencTeus:
1. OtkpbiTb B[] CnpaBOYHMK OpraHu3aLuum.
B ogHOM 13 npeactaBneHnin OTKpbITb KapTOUKy HEO6X0AUMMOro COTPyAHUKA Ha NPOCMOTP.

2
3. lepentn B pexnm pegakTupoBaHud, Haxkas Ha naHenu AencTeun kHonky [PepaktupoBatb].
4. Tepentn Ha BkNaaky M n HaxaTb ccbinNky Cepmuchukam.

5

B ctaHgapTHOM gmManoroBOM OKHe ykasaTb cepTudmkat 3l nonb3oBaTens M HaxaTb KHOMKY
[OK]. B pesynbTtate BblGpaHHbIA ¢hann cepTudukata NpUKpennsaeTcs K KapTodke COTpyaHMKa.
Mpu aTom ByaeT aBTOMaTUYECKM 3anorniHeHa YacTb nonew Ha Bknagke 31 (PucyHok 38).

Mocne umnopTa cepTudurkata Ha Bknagke 31 cTaHOBUTCS QOCTYMNHOWM cCbifika Ydaaumb
cepmudbukam s yaoaneHnst UMNopTUPOBaHHOIO cepTudukara.

6. YkasaTb TunM MCMOMb3yemoro KpuntornpoBavgepa, a Takke BbIMNOMHUTL OCTalbHble
Heobxoanmble HacTponkn (PucyHok 38).

7. CoxpaHuUTb MHOPMAaLIMIO U 3aKPbITb KaPTOUKY.
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Yasnere cogrrdenar

Terwes ECH. Lhamn

PucyHok 38. Hactpoiika 3N 1 wndpoBaHuA B KapTOUKe COTPYAHMKA

111.3.15. MpuBA3Ka nonb3oBaTesnien K cantam

MoapobHoe onucaHMe npouecca NpUBS3KU NMOSb3OBaTENEN K caMtam, nepeeoda MX Ha ApYron
canT, B TOM 4ucrie, C nocnegylowen nepegadyen JOKYMEHTOB, npeacTtaBneHo B AOKYMeHTe «Jloruka
C3[1-PykoBoacTBo agMuHUCTpaTopay.

[11.3.16. MNepenaya AOKYMEHTOB APYromMy COTPYAHUKY

MogpobGHOe onucaHve npouecca nepedadn [OKYMEHTOB OT OOHOro COTpyAHWKa Apyromy
npegcraeneHo B gokymeHTe «Jlormka C3L-PykoBOACTBO agMuMHUCTpaTOpa».

.3.17. 3ameHa coTpyaHMKa B cnpaBOYHbIX 6a3ax

MoapobHoe onucaHMe npouecca 3aMeHbl COTpygHMKA B CnpaBoOYHbIX 0asax  gaHHbIX
npeacTaeneHo B AokymeHTe «Jlornka C3[1-PykoBoACTBO agMmUHUCTpaTopay.

[11.3.18. N306paHHble COTPYAHUKMN

Ona dopmupoBaHna otdetoB B B[ WHborpadumka wncnonb3yetcd CrMCoOK COTPYOHUKOB,
ABNAOLWMXCA N30paHHbIMK ANS JAaHHOrO COTPyAHMKA. [laHHbIN CNMCOK 3a4aeTcs B KApTOYKe COTPYAHMKA
B B[] CnpaBO4YHMK OpraHn3auuu.

[nsa 3agaHmsa cnmcka nsbpaHHbIX COTPYAHUKOB HEOOX0ANMO:

1. OTKpbITb B 0AHOM M3 npeacTasnennin B[] CnpaBoYHUK opraHM3aumMmn KapTodKy COTPYAHMKA Ha
NpPOCMOTP.

2. Haxatb Ha naHenu gencreum KHorky [U36paHHble COTPYAHUKMH].

3. B ananoroBom okHe «M3bpaHHble COTPYAHUKM» BbiIOpaTb U3 CNpaBOYHMKA C MOMOLLBI KHOMKM

Q mnn BBeCTU C KnaBuaTypbl C BO3MOXHOCTbHO aBTOMAaTU4E€CKOro KOHTEKCTHOro mnoucka
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HY)XHOTO COTPYAHWKA. YAanuWTb 3HaueHMe M3 ChUcka MOXHO C MOMOLLbIO KHOMKU
(PvcyHok 39). HaxaTtb [OK].

WM36paHHble coTpyaHUEN X

MNonbsosatenu | ]

BanTteesa Onera Muxainoeda
AemuHa MpuHa MNeTpoeHa

QK OTMEHA

PucyHok 39. [lo6aBneHune n3bpaHHbIX COTPYAHUKOB

B pesynbrate, BblbpaHHble COTpPyaHMKM OyayT oTobpaxaTtbca Ha Bknagke M36paHHoe
b Undorpadmka ona Tekywero coTpygHuka.

11.3.19. O6HoBNeHue nHopmaumm B 6a3e faHHbIX

B cucrteme npegycmMoTpeHa BO3MOXHOCTb OOHOBMEHMSI WHGOpPMaUMM O noapasgeneHunsx
nopraHnsaumsx B B[] CnpaBoYHMK opraHusauum, o6 WMEHM COTPYAHMKA M €ero [OSIKHOCTU
B KapTodkax mapLupyToB B B[] TunoBble MapLipyThl, a Takke 4OCTYNa K KapTovKam.

111.3.19.1. O6HoBneHue uHopmauum o noapasaeneHusX U opraHmsaumax
YT100bI BbIMOJTHNTb oDOHOBIeHune I/IHCbOpMaLl,I/II/I (0] nogpasgeneHnax n opraHn3aumax
B CnpaBOYHUK OpraHM3aLumm, HY>XHO:

1. Bolgenutb B npeactaeneHmn B[l CnpaBOYHMK opraHusaumm Te KapTOYKM OpraHusauui
(nogpasgeneHnin), MHpopMaLUKMIO O KOTOPbIX HY>XKHO OGHOBUT.

2. B meHo AencrtBua knneHTta BbibpaTth areHT « OGHOBNEHNE MMEH NoapasdenieHnny.

Ecnu H1 ogHa kapTodka opraHusauumm (noapasgerneHus) B NpeacTaBieHnn He BelbpaHa, npu nonbITke
BbINOMHUTL AEUCTBME CUCTEMA BblaaeT coobLueHre 0 HeoBX0aMMOCTM BbIGOpa KapTouek.

Ecnu 6bina BbiGpaHa kapToyka COBMELLEHUSI UMW COTPYAHMKA, MPU NMOMbITKE BbINOSHUTL AEVACTBUE
cucTema BbldaeT coobLueHne 0 HeobxoauMocTy BbiIGopa kKapTodek opraHm3aunm unm
nogpasaeneHus.

111.3.19.2. O6HoBneHue uHopmauum 06 UMeHU/[OMKHOCTU COTPYAHUKA

YUTtoObl BLINONHUTL OOHOBMAEHNE NHPOpMaLUK 06 UMEHN/OOIMKHOCTN COTPYAHUKA, HY>KHO:

1. Bblgenutb B npegctaeneHun B[l CnpaBOYHMK OpraHus3aumMm Te KapTOYKUM COTPYAHMKOB,
MHCPOPMALIMIO O KOTOPbIX HY>KHO OBHOBUTB.

2. B wmeHw [OencrtBua knveHTa BbliOpatb areHT «OOHOBMAEHWE WMEHM WU OOIDKHOCTU
COTPYOHMKOBY.
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Ecnu Hn O[Ha KapTOo4Ka COTpyaAHMUKa B npeactaBlieHUn He Bbl6paHa, npwv nonbiTKE BbINOJTHUTb
OeNCTBME cncTema BblgaeT coobLleHne 0 HeobxoaMMoCTU BbIGOpa KapTOYek.

Ecnu 6bina Bbl6paHa KapTo4Ka opraHunsaunn nnun nogpasgeneHund, npu norbiTke BbINONMHUTb
AeNCTBME cucTemMa BblaaeT coobLueHne 0 HeobXoaNMOCTM Bbibopa KapToO4YeK COBMELLEHUS UNn
COTPYAHUKA.

111.3.19.3. O6HoBRNEeHMe AoCTyna K KapTo4ke

B cucteme npegycmoTpeHa BO3MOXHOCTb MPEeAOCTaBfeHUA [[OCTyna COTPYAHMKA K CBOEN
KapTouyke (ecnu COTPYOHMK He MMeeT AOCTyna K CBOen KapTouke). YTobbl BbIMOAHUTL OOHOBMEHME,
HY>XHO:

1. Bbligenutb B npeacTtaeneHnn B[] CnpaBoOYHMK opraHusaumMmu Te KapToukuM COTPYAHWKOB, AN
KOTOPbIX HY>KHO OBGHOBUTbL AOCTYM.

2. B meHo [lencTBus knneHTa Bblbpatb areHT «OGHOBMNEHME JocTynay.

[11.3.19.4. O6HoBNEeHNe OTBETCTBEHHOIO B «3aBUCLUEM» AOKYMeHTe

B xogoe paboTbl ¢ cMCTEMOWN BO3MOXHbI Criydan, KOrga OOKYMEHT mornar Ha cornacoBaHue vnum
noanucaHve AnnTenbHO OTCYTCTBYIOLWEMY Ha paboTe nonb3oBaTento (Hanpumep, COTPYAHUK HaxXoanTCst
B OTNyCKe WNM KOMaHOWPOBKE), ANSA KOTOPOro He Oblo onpedeneHo 3apaHee AenernpoBaHue
NOSTHOMOYMI. B 3TOM criyyae OOKYMEHT «3aBUCAET» Ha 3TOW CTagum U HE MOXET MPONTKU ganblue 6e3
BMeLLaTeNnbCTBa agMmMHucTpaTopa. B Taknx cnyyasax agMMHUCTpaTopy HeoBXoamnMo:

e VYKkazaTb B KapToOdke OTcyTCTBYylowWero cotpygHuka (B B CnpaBo4yHuk OpraHusauum)
Nonb30BaTeNs, MMEHLLErO MOSTHOMOYNSI NMPUHATUSA PELUEHUS 3a OTCYTCTBYIOLLErO COTPYOHMKA,
Ha3Ha4MB ero MCNOSHSALWMM 00A93aHHOCTM U/ LOBEPEHHBLIM JTULIOM.

e B «3aBucwem pokymente» (B B MpuHatne pewenun, Kanuensapusa, O, CoewaHus)
HaxkaTb KHONKy [ononHuTenbHo]:[O6GHOBUTH OTBETCTBEHHOIO].

B xoge BbiNoOnMHeHMA npouenypbl B OOKYMEHTE OOHOBRSETCA WMHGOPMauua O TeKylem
OTBETCTBEHHOM COTpyAHWKe (B Crny4ae C OAHOBPEMEHHbIM COrfacoBaHuem, npu paboTe cpeactBamm
KnueHTa ByaeT NpoucxoauTb 3anpoc: MHGPOPMaLMio O KaKOM M3 PELIEH3EHTOB HYXXHO 0OHOBUTL; Nog BeO
OyneT oBHOBNATLCA MH(pOopMaLMa 000 BCex peLeH3eHTax).

B pesynbTate npoueaypbl Nonb3oBaTenb, KOTOPOMY Obinv  OenerMpoBaHbl  MOSTHOMOYUS
OTCYTCTBYIOLLEro  COTPyAHMKA,  MOMYYUT  yBEOOMIIEHME O  HeobXoAMMOCTM  BbINOSHEHUS
COOTBETCTBYHOLUMNX OAEUCTBUA Hag AOKYMEHTOM U CMOXET BbIHECTU MO Hemy pelueHne. HeBo3MOXXHO
OOHOBUTL MHOPMaLM0 00 OTBETCTBEHHOM COTPYAHMKE TONbKO Ha 3Tanax pe3epBupoBaHUs
N perncTpaummn JoKyMeHTa.

111.3.19.5. O6HoBNeHue rpynn nonb3oBatenen B O6wen AgpecHon KHure

B B CnpaBouyHuk OpraHusauum peannsoBaHa BO3MOXHOCTb aBTOMAaTMYECKOrO M PYYHOro
cosganua rpynn B O6wen AgpecHon KHure Ha ocHoBe co3gaHHbix B B[l CnpaBoyHuMk OpraHusauum
opraHusaumn n nogpasgeneHunn.

CuHxpoHunsaums rpynn B O6uwen AgpecHor Knure ¢ gaHHbiMu 13 bl CnpaBoOYHMK OpraHu3auuvm B
aBTOMaTUYECKOM PEXMME BbINOSNHAETCA CUCTEMHbLIM areHTOM MO PacnmncaHuio.
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UToObl BPY4YHYHO OCYyLWECTBUTbL co3gaHue rpynn nonb3oBatenen B O6wen AgpecHon KHure Ha
ocHoBe co3aaHHon B[] CO cTpykTypbl, HEO6XO4MMO BbINOMHUTL KOMaHAbl MeHo <[JencTBna>:<Ipynnbl
poctyna B O6wen AgpecHon KHure>:<CreHepupoBaTb Bce No CTPYKType>. B pesynbtaTte B ObLien
AgpecHon Khure (B agpecHon KkHure, ykasaHHom B OOwmx HacTporkax cuctembl B B[
AoMuHucTprupoBaHue) opmupytoTCa rpynnbl MNONb30BaTeNen Ha OCHoBe cosgaHHom B B[ CO
CTPYKTYpbl opraHusauuun. Npedurkc B HaMMeHoBaHMKU rpynn Takke ykasbiBaeTcs B OBLMX HacTponkax
cuctemsl. [Npun aToM Takke popmupyeTca rpynna nons3osaTenen B npeactasnednn I'pynnsl b CO.

B coctaBe rpynn no nogpasgeneHnam B DD - COTPYAHUKM COOTBETCTBYHOLLUX Nogpa3aernieHna BD,
CO, ABNAOWMECA nofib3oBaTeNnAMN NpuUiioXeHnda ¢ COoTBETCTBYHOLWLMMN CUCTEMHbIMU UMEHaAMMU,

KOTOpPbl€ yKa3aHbl B KapTO4ke COTpyaHUKA. COprD,HVIKVI, He ABnaLwnecd nonb3oBaTenidamMm
NpUNoXeHud, B rpynnbl He pobaenstoTtcs.

B «kapTouke nopgpasgenenns wn opraHmsauum B[ CO oTtobpaxaeTca none € HasBaHUEM
creHepupoBaHHoON rpynnbl B DD ¢ BO3MOXHOCTbIO peaakTUpOBaHUS.

JTtoboe nameHeHne coctaBa nogpasaeneHus (yBonbHeHWe, NPUeM HOBbIX COTPYAHMKOB, NEPEBOL, B
apyroe nogpasgeneHue), a Takke nepemelleHve nogpasgenenunsa no crpykrype B bl CO pomkHo
CUHXPOHMN3NPOBATLCA C co3gaHHbIMK rpynnamu B DD.

YUTto6bl Bpy4HYyt0 06HOBUTL B O6Lwern AgpecHon KHure rpynnbl no BeibpaHHbiM B 61 CnpaBO4HUK
OpraHunsauum obbektam, HeoOXxogMMO BblAENUTb HEOOXOOMMbIE NodpasgeneHnst U/vnn CoTpyaHUKN B
Bl CO wu BbinonHUTL KomaHabl MeHio <[OenctBua>:<pynnbl goctyna B OOwen AppecHom
KHure>:<O6HoBUTbL NO BblOpaHHble o6bekram>. B pesynbrate uHdopmauua B rpynnax DD
0BHOBMISAETCH N0 M3MEHEHUSIM MHpopMaL MK nogpasgeneHunin n cotpyaHukos B b CO.

Mpu paboTe cncTemMbl B pacnpefenéHHon cpee CUHXPOHN3MpYoTCca nameHeHms B B CO ¢
rpynnamu B DD TOnbKo Ha ogHOM cepBepe - cepBepe mogudukaumm CO, 3agaHHoM B O6Lwmx
HacTpownkax cuctemol B 61 AAMMHUCTpUpoOBaHue.

Mpy npegocTaBrneHMu JocTyna K JOKYMEHTaM CUCTEMbl Ha YpOBHe rnoapasfgeneHun ncnonb3yeTcs
rpynna, cosgaHHasa B DD. Bce nameHenusa no ctpykrype B b1 CO aBToMaTU4ECKMN CUHXPOHU3UPYHOTCS C
rpynnamu B DD, 4TO NO3BONSIET UBMEHATL AOCTYN K AOKYMEHTaM aBTOMaTUYECKU.

111.3.20. OtnpaBka cooOweHunmn

[11.3.20.1. OTtnpaBka coobweHun Ha MNaBHyO cTpaHULy

B B CnpaBo4yHMK opraHusauuum npeaycmMoTpeHa OTnpaBka COOOLWEeHW COTpyAHMKaM Ha
MaBHyto cTpaHuuy. CoobLleHne MOXeT oTnpaBuTb NOOON COTPYOHWK, ABMASIOLWMNCA NOnb3oBaTenemM
NPUNOXEHUS.

YT106bI OTNpaBuTbL coobLleHne Ha [MaBHyto CTpaHuLy rpynne COTPYAHUKOB, HYXHO:

1. OTmMeTMTb B OOHOM W3 NpeAcTaBreHur OTAEenNbl UM COTPYAHWKOB, KOTOPbIM HeobxoguMmo
OTNpaBuUTb COOOLLEHME.

2. HaxaTtb kHornky [OTnpaBuUTbL COOOLEHME] Ha NaHenn AenCTBUN.

3. 3anonHuTb nonsa gopmel oTnpasku cooblieHns (PucyHok 40):
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e Tema — BBECTYU C KNaBMaTypbl 3arofloBOK COOOLLEHMS.
e CoobuweHue — BBECTM C KNaBMaTypbl CoaepxaHne coobLueHus.
4. HaxaTtb kHonky [OK].

ABTOMaTUYECKU Cd)OpMVIpOBaHHOG COO6LL|,eHl/Ie HanpaBndeTcA Bbl6paHHbIM COTpyAHUKaM B
COOTBETCTBMU CO CcrneayrLinMn npasuinamMun:

e Ecnu agpecat sBnseTca nonb3oBaTenemM NpunoXeHUs U UMeeT cucTtemHoe nmsi, coobLieHve
HanpaBnsetcs Ha [MNaBHyl0 CcTpaHuuy (NpY COOTBETCTBYIOLMX HACTPOMKAxX OHO TaKke
AybnupyeTcsa B NOYTOBbLIN ALLMK).

e Ecnu agpecat He siBnsieTcs Nonb3oBaTeNeM MPUIOXKEHUS, HO Y HErO0 eCTb CUCTEMHOE UMS,
coob6LLieHne HanpaBnsaeTca B NOYTOBbIN ALWMK. [N aToro Heobxoanmo, YToGbl 3TO UMSA GbINO
nponucaHo B none E-mail adpec kapToOYkM COTpyOoHMKA W MMENo crieaylowui Bua:
<CUCTEMHOE UMSA>@<MMS JOMEHa>.

e Ecnu coTpygoHuK He aBnsieTca nonb3oBaTternieM MNpuroXxXeHnsa n He nmeet CUCTEMHOINO MMEHM,
HO MMeeT CBOW COBCTBEHHbIN 3NEKTPOHHBLIN aapec (yka3aHHbIN B none E-mail adpec kapToyku
COTpYyAHMKA), TO COOBLLEHNE HAaNpaBnseTCs N0 3TOMY 3NEKTPOHHOMY afpecy.

CnpasoYHWK Cpradizanmm X
Tema: (]34
CoobweHwe: fr OTMEHS

ol

PucyHok 40. ®opma oTnpaBku coo0LLEeHUs

111.3.20.2. OTnpaBka coobGLeHUn Yepe3 NOYTOBbIN KITUEHT

B B[l CnpaBO4YHMK oOpraHum3auum npenycMoTpeHa OTnpaBka COOBLEeHWn COTpyAHWKaM Mo
anekTpoHHon noyte. CooblieHne MOXeT oTNpaBuUTb NOOON COTPYAHMK, ABNSAIOWMNCA NONb3oBaTeNnem
NPUNOXEHMS.

YTo6bl OTNpaBUTb COOOLLEHWE Ha 3NEKTPOHHbIM agpec, yKasaHHbI B KapTO4Ke COTPYyAHMKA,
HY>HO:

1. OTKpPbITb HA MPOCMOTP KAPTOYKY COTPYAHUKA, KOTOPbIM HEOBXOAMMO OTNPaBUTL MUCLMO.
2. HaxaTb Ha cCbIfIKy C aapecoM 3M1eKTPOHHOM NOYThl, yKka3aHHOM B COOTBETCTBYIOLLIEM MOJIE.

B pesynbTate OTKpOETCA OKHO CO34aHuWs MNOYTOBOrO COOOLWEHUS B MNOYTOBOM  KIMEHTE,
YCT@HOBIEHHbIM B cucteMe no ymondaHuioo. [Npu HeobxoaMMOCTM ykasaTb PEKBU3UTbI COOOLLEeHMS
(appeca KoppecnoHOEHTOB MPOCTAaBMATCA B Mone Ans BBOAA agpeca aBTOMATMYECKM U3 KapToyek
BblOpaHHbIX COTPYAHUKOB), BBECTU COAEpXaHme nnucbMa 1 oTnpaBuTb COOOLLEHME.
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[1.3.21. Co3paHue rpynn nonb3oBaTeneun

CoTtpyaHukn moryT ObiTb 06befMHEeHbl B rpynnbl NO TEM UMK MHbIM Npu3Hakam. CosgaHue rpynn
npoussoauTcsa ¢ nomollbto O6wen AgpecHon kHurn. Kpome Toro, rpynna gosmkHa ObiTb co3gaHa B B[4
CnpaBoOYHUK opraHmsauuu.

[nsa pernctpaunn HoBou rpynnbl B B[] CnpaBoO4YHMK opraHU3aumm HyXXHO:

1. BwibpaTtb npeactaeneHune I'pynnel M HaxaTb KHornky [Co3aaTtb]:[Fpynnal.
2. 3anonHuTtb nonsa kaptoykun «Ipynnay (Tabnuua 23).

3. CoxpaHuTb BBEAEHHYK MH(POPMALMIO U 3aKPbITb KAPTOUKY.

Ta6bnuua 23. NMons kapTo4ku «pynna»

Mone OnucaHue

HaumeHoeaHue BbiGpaTbh HaMeHoOBaHWe rpynnbl U3 CMcka noapasaeneHnii Unv BBECTU BPYYHYIO
¢ knaBmatypsl. [laHHoe none o6s3aTenbHO Ans 3anonHeHus

Notes-ums BbiGpaTb Hy>KHOe 3Ha4YeHue U3 cnmcka rpynn nonb3oBaTtenei, 3aperMcTpUpoBaHHbIX B
O6uwen AgpecHor Knure. 91o none Takke 06si3aTenbHO ANs 3anofIHEHUS

TeneghoH BBecTu ¢ knaBnaTtypbl TenedoHHbI HOMEep pyKoBOAMTENS rpynmbl

Kommenmapuu 3aecb MOXHO yKa3aTb, C Kakol Lienbio co3aaeanachk rpynna. MHdopmaumsa BBoanTes
C KnaBmaTypbl

Ons 3arpy3kn rpynn n3 O6wen AgpecHon Knurn B B CO AgMunHucTpaTopy M3 npeacraBreHust
I'pynnsl HA NaHeNV 4eNCTBUI AOCTYNHa kHonka [O6HoBneHMe AaHHbIX]:[3arpy3ka rpynnbi us O6wen
AppecHon KHuru], npn HaxxaTum KOTOPOW BbIBOOUTCA AMAnNoroBoe OKHO npeacTtaBreHus pynmbl U3
O6wen AgpecHon KHurn. Heobxoammo BblaenuTb rpynnel, KOTopble Heobxoammo 3arpy3uts B B CO.

pynnbl, yxe umetowmneca B B[] CO, B AgnanoroBoOM OKHe, OTMeuyeHbl draramu. pu BbINONHEHUM
onepauum no 3arpy3ke Takue rpynnbl He obpabaTbiBalOTCA NOBTOPHO.

Tawke gocTtynHa kHonka [OGHoBNeHue AaHHbIX]:[OOGHOBUTL rpynnbl B aApecCHOW KHuUre no
noapasgaeneHnam], Npy HaxkaTnm KOTOPOW NPOMUCXOAMUT 3arpyska BblopaHHbIx rpynn n3 b CO B Obuwien
AppecHon Knure. Mpu aToM Ong Kaxgoro nogpas’geneHus opraHusaumm co3gaeTcsl CBOSi OTAernbHas
rpynna, cogepawiasi CMcoK BCEeX COTPYAHMKOB, BXOOSALWMX B AaHHbIN 3neMeHT nepapxuu. [pynnam,
aBTOMAaTM4eCckun creHepmpoBaHHbIM B O6wen ApgpecHon KHure, npucBavBalTCs MMeHa Buaa
AutomationGroup0000001, AutomationGroup0000002 1 T.4., TUN rPynnbl yCTaHaBnuBaeTca «Access
Control List only», B onnucaHmm rpynnbl 3annucbiBaeTca NyTb A0 AAHHOMO noapasgeneHnsi OT KOPHEBOM
opraHu3aLmm, B CMCOK YS1EHOB rpymnmnbl — BCE COTPYAHMKN JAHHOrO nogpasaeneHums.

Mpynnbl, po6aeneHHble 13 O6wen AgpecHon KHurn, moryT ObiTb MCNONb30BaHbl NP CO34aHMM
CMUCKOB PacCbIfikM OOKYMEHTOB B (OYHKUMOHamNbHbIX 0a3ax [aHHbIX, a Takke npu npegocTtaBneHun
OOCTyNn Ha 4YTeHMe W pedakTUpoBaHME [LOKYMEHTOB B CUCTEME, MpU YKa3aHWW PEerncrpatopoB B
KapToO4Kax 4OKYMEHTOB.

Ecnn B KapTo4ke 3apernctpupoBaHHOro OOKYMEHTa B Ka4deCTBe PEernctpatopoB ykKa3aHa rpynna
perncTpartopoB, TO nNpu nocrnenywwem m3MeHeHun coctaBa rpynmnbl PerMCTpaTODOB (ﬂ06aBJ'IeHI/|I/|

nnn yganeHumn COprD,HVIKOB) OOJDKeH aBTOMaTU4eCKMN U3MEHATbCA U OOCTYyN K 3aperncTtpupoBaHHbIM
OOKYyMEeHTaM.
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111.3.22. Pab6oTta ¢ npon3BoACTBEHHbIMU KaneHaapsamm

CosgaHue, yganeHve, pegakTMpoBaHWE MPOU3BOACTBEHHBLIX KaneHAapew OCYLLECTBISIETCS TOSbKO
npw paboTe B KNneHTe (HeAOCTYNHO Ans Be6-uHTepdenca).

11.3.22.1. Co3paaHue Npon3BOACTBEHHOro KaneHaaps

UtoObl co3gaTb HOBbIN NPON3BOACTBEHHbIV KaneHaapb, HYXXHO:

1. Mepentn B npeactaeneHne IlpousBoacrBeHHblie Kkajnengapu: Kagengaps Ha rox B[
CnpaBOYHUK OpraHM3auuu.

2. Haxatb kHonky [Co3aaTb NPOU3BOACTBEHHbLIM KaneHaapb] Ha NaHenu encTBun.
3. 3anonHuTb Nons OTKPbIBLLErocs AnanoroBoro okHa (PucyHok 41):

e [00. Bbibpatb roa. 3a KOTOpbli co3daeTcsl MNPOU3BOACTBEHHbLIA Kanenaapb, W3
BblMagatoLL,ero crmcka.

e Caum. HaxaTb KHOMKy ** W BblOpaTb caWT, ANs KOTOPOro co3gaeTcs KaneHaapb, M3
cnmcka co3gaHHbix cantoB B b1 CnpaBOYHMK OpraHu3auuvm.

e HaseaHue. BeecTu c knaBuaTypbl Ha3BaHWe NPOU3BOACTBEHHOrO KaneHaaps.
e Ipagpuk pa6omsi. C NoMoLLbIo KHOMOK & ykasaTb Ha4arno 1 KoHel, paboyero gHs.
e [IMepepnie. C nomolLblo kHonok 2! ykasaTb Bpemsi 06e[eHHOro nepepbiBa.

4. HaxaTtb kHomnky [OK].

5. Cuctema oT0ob6pasnt OKHO C coobuieHnem O HeobXoaMMOCTU OTMEeTUTb Hepabouune
npasgHuYHble OHKU B kKaneHaape. HaxaTtb kHonky [OK] B okHe ¢ coobLieHveMm.

Co3gaHne KaneHaapa *

Foa: 2014 |

CanT:

HazeaHwne:

Beeawnte rpatwmi pabouero BpeMeHn:

pacduk paboTel: © @| 2o @

Mepepois: C @ no @

(o] 4 OTHEHSE
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PucyHok 41. Co3aaHne NpovM3BOACTBEHHOrO KaneHpapsa

B pesynbTate co3gaHHbI NPOM3BOACTBEHHbIN KaneHaapb byaeT otobpaxaTbCs B npeacTaBneHum
IpousBoacTeennnie Kadenaapu: Kamengape na rox B[] CnpaBoyHMK opraHusaumn. B kapTtouke
YKa3aHHOro cavita CO3[aHHbI NPOM3BOACTBEHHbIV KaneHgapb aBToOMaTUYeCKn NponucbiBaeTcs B none
lMpou3eodcmeeHHbIl KaseHOapb (C BO3MOXHOCTbIO peAakTUpoBaHUs, CM. AOKyMeHT «Jlormka CO[-
PykoBoacTBO agMuHuCTpaTopa).

CospgaHne Npon3BOACTBEHHOTO KaneHaaps NpoM3BoaUTCS € 3aaHMeM NpasgHUYHbIX HEN cornacHo
lMpounssoacTBEHHOMY KaneHaapto, yTeepxaaemomy exerogHo Npasutensctsom PO.

UtoObl OTMETUTL B CO34aHHOM KarneHgape paboudne/npasgHudHble gHM, HeoOXoOUMO OTKPbITb
HEeoOXOANMBIN MecsiL, BblOpaTh HYXXHbIN pabo4ynii/npasgHMYHbIN OEHb M HaXaTb HA NaHenu OencTBUn
kHonky [OTMeTuTb npa3gHuku]/ [OTMeTUTb paboume pgHU] cooTtBeTcTBEHHO (PucyHok 42). B
pe3ynbTate BblAENEHHbIn AeHb OyaeT OTMeYeH Kak npasgHuudHbIn/ pabounn. [NpasgHuyHble OHK
BblAeNeHbl 3eMNeHbIM LIBETOM.

CnpaBoJYHHK Co30aTe NPOM3BOACTBEHHEIA KaneHaaps Y.OanwTe NPOWMSBOACTBEHHBIA Kanendaps OTMeTWT paboune OHM  OTMETMTE NPasOHWKK
OpraHH3aLHH -
\-& MNMowck B npeacTasnenny "CalendarByMonth' O MNpownpexkcwposar 7 X
+ WHCTpYMEHTHI | .
Mowck Haiitu CoBeThl No noucky »
Crpykrypa HononHuTensHo
Tenedons HawmeHoBaHne DaTta Hauano pabouero OxoHuanue pabouero Pabounx MpaMeyanne
+| CoTpyQHHKH aHA AHA yacos
+/ CoBMeweHna 1 (Ha 2014 rop) 2022,75 -
O6GwHe CNHCKA PacCbITKH +01.2014 178,25
. '
JINYHBbIE CIHCKA PACCUTKA 022014 155
. E"‘,’"""' +03.2014 162,75
anTbl
+04.2014 170,5
—| MNpoK3BOACTEEHHbIE KaNneHaapH + 170.5
KaneHnoaps Ha roa + 052014 ]_62'?5
+ Kanuenapnu +06'2014 !
+| AQMHHHCTpHpOBaHKE 07.2014 178,25
+08.2014 162,75
TNIHUEHZHH —109.2014 170,5
| 01.09.2014 09:15:00 - 18:00
02.09.2014 09:15:00 - 18:00
Cnpaeka 03.09.2014 09:15:00 - 18:00
0 base 04.09.2014 09:15:00 - 18:00
Boixon 05.09.2014 09:15:00 - 18:00 7,75

PucyHok 42. NMpon3BoacTBeHHbIN KaneHaapb

Mpn HeoBGXOAMMOCTU MOXHO OTPEedaKTMPOBATb HYXHbIN [eHb, OTKPbIB €ro KapTo4yky Ha
penaktupoBaHue (PucyHok 43).

OaTa: Bt 02.09.2014

Thn: * Paboqwni

" BeixoaHoi

Npatuk paboTbi:c T @[ 2% 15.00 @

MNepepbiB: C im0 @ falu ) (U (@

MNpumeyaHne:

PucyHok 43. NMponsBoacTBeHHbIN KaneHaapb
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111.3.22.2.

YpaneHue n pon3BoaACTBeHHOro KaneHaaps

YT06bl YyOanuTb Npon3BOACTBEHHbIN KaneHaapb, HY»KHO:

1. Tllepentn B npeactaBneHne IlpousBoacTBeHHble KajgeHaapu: Kaiaenpaps Ha rox B/l
CnpaBOYHMK OpraHu3auum.

2. HaxaTb kHoMKy [YAanuTb Npon3BOACTBEHHbIN KaneHpapb| Ha NaHenn AencTBun.

3. B gunanoroBom okHe BblGpaTh kaneHaapb Ans yganeHus n Haxatb kHonky [OK].

4. TlopTBepauTb yaarneHne B 4ManoroBoM OKHE.

B pesynbTaTte BbiGpaHHbI NPOU3BOACTBEHHbIV KaneHaapb OyaeT yaaneH, a Yem cuctema BbloacTt
COOTBETCTBYIOLLEE COObLIEHNe.

11.3.23.

111.3.23.1.

Cnuncku paccbIfniku

Co3aaHue obLero cnmucka paccbisiku

BbinonHATE HACTPOMKY OBLLMX CMNCKOB pacchbinkv MoxeT AgmuHncTpaTop CnpaBoyHvKka nnm
AgmuHucTpaTop nogpasgeneHus (opraHnsauun) Ans COTpyaAHMKOB CBOErO
noapasgeneHus/opraHu3aunm COOTBETCTBEHHO.

YUTtoObl co3gaTb 06N CNNCOK PaCCINKN, HYXKHO:

1. T[lepenTtun B NnpeacrasneHne Ooume cnucku paccbuikn bl CnpaBoYHUK opraHM3auumm.

2. Haxatb kHornky [Co3paTb]:[O6WwmMK cnucok paccbinku] (HegocTynHo Ans Beb-uHTepdenca)
Ha NaHenu gencTeBun.

3. 3anonHuTb Nons Bknagku Paccbinnka (PUcyHokK 44).

4. Ha Bknaagke ,[locmyn yKa3aTb penakTtopoB U ymTatenen OOKyMeHTa.

5. CoxpaHuTb MHPOPMAaLMIO N 3aKPbITb KAPTOUKY.

HaumeHosaHWe!

Koo cnucka:

KoMMeHTapumM:

Pacceinka l NocTtyn ] WcTopun ]

CrnucoK paccenkn N21421

CNWCOK COTRYAHWKOE W Apaees Maxkcum Hukonaesmy
noopasoeneHui; BobrineHko CBETNaHa MakcMMOBHA

OeMuHa WpuHa CepreesHa
PoawHa Bepa MNaenosHa

5487

CnNWCoK paccelikK ANA CornacosadHks Aoroscpos

PucyHok 44. ®opma o6Liero cnucka paccbiniku

Mpu hopMUPOBaHMK CNMCKA PACCHINKN BBEAEHO OrpaHUYeHre KonnyecTsa nonb3oBartese B crmcke,
BKIHOYas rpynnbl, COTPYAHUKOB Uy nofpasaenexust — 50.

80



OO0mecucreMHbIe CJIOBAPU bJ/] Cnpaeounux opzanuzayuu

111.3.23.2. Co3paHue NUYHOro CrUcKa paccbisikn

B npeacrtaBneHnn Jinunbie COUCKH PAacChUIKH MONb30BAaTENb MMEET AOCTYN (Ha NPOCMOTP

W pefaKkTMpoBaHMe) TONbKO K CNMcKam, CO3aHHbIM TEKYLLMM norb3oBaTtenemM. AoMUHUCTpaTop
CnpaBoyHuka nnn AgMuMHuUcTpaTop noapasaeneHus (opraHusauumn) MMeeT nNpaBo Ha NPOCMOTP
N pefaKkTMpoBaHMe BCEX NMNYHbIX CIUCKOB PacChIfKW, CO34aHHbIX NONb30BaTENAMMU.

YTo6bl cO3aaTh JINYHBIN CMNCOK PaCcCbISIKK, HY>KHO:
1. lepenTtn B NnpeacrasneHne JInunbie cnucku pacebliku bl CnpaBoOYHMK opraHusauumm.

2. HaxaTtb kHonky [Co3aaTtb]:[JInuHbIN cnUCOK paccbinku] (HegocTynHo ansa Beb-nHTepdelica)
Ha NaHenu OenCcTBUN.

3. 3anonHuTb Nons Bknagku Paccbinnka (PUCyHOK 44).
4. Ha Bknagke fJocmyn ykasaTb peiakTopoB 1 YuTaTenen JOKyMeHTa.

5. CoxpaHuUTb MHOPMAaLMIO N 3aKPbITb KAPTOUKY.

111.3.24. YpaneHve KapToyeK AOKYMEHTOB

BoaMoxxHOCTb yoanaTe JokyMeHTbl B B[l onpegensieTca npasamu JocTyna nonb3oBaTensi.
HepoctynHo npu paboTe noa Be6G-nHTEPGENCOM.

YUT06bl YOanuTb JOKYMEHT 13 6a3bl aHHbIX, HYXHO:
1. BbiGpaTb B 0O4HOM M3 NpeacTaBneHUn KapTOYKy JOKYMeHTa.
2. Haxatb knasuwy [Del].

3. Ha akpaHe oTobpaxkaeTcsl OKHO 3anpoca Ha noaTsep)aeHue onepaumn. Haxatb kHonky [Aal.
Mocne aTtoro gokyMeHT yaansetcs ns b[.

UT06bl yaanuTb opraHusaumio 13 b1 CnpaBoYHUK opraHusauum, HeobxoamMmMo npeasapuTenibHo
yoanute 13 B[l CnpaBOYHMK OpraHusauum BCe CBsSi3aHHble C Hel [OOKYMEHTbl (OOKYMEHTbI Mo
COTPYAHMKAM, KapTOYKM NoapasneneHunii).

111.3.25. PaboTta ¢ BNOXEHMAMU N BHELLHUMMU CCbINIKamMu
B kapTodkax opraHusauun, ounuanoB M COTPYAHMKOB peanu3oBaHa BO3MOXHOCTb AobaBneHus
CCbISIKM Ha pecypcbl KOHTpareHTa B ceTu (cM. n. 1.3.16.2 [JobaBneHne BHELLUHNX CCbISNOK).

B kapTouykax COTpyQHMKOB peanim3aoBaHa BO3MOXHOCTb [00aBneHus annoB BAOXEHUN (CM.
n. 1.3.16 PaboTa ¢ BNOXEHUAMUN U BHELLUHUMW CCbIfNIKaMu).
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V. B[ ABTOpbI OOpalleHnin

IV.1. O 6a3e gaHHbIX

Bl ABTOpbl OOpaleHMn — 3TO BCMOMOraTEeSbHbIA CMPaBOYHUK, codepKaluin UHgopmaumio
00 aBTOpax obpaiieHnn, 3apernctpupoBaHHbix B B[] OOpaweHusa rpaxgaH. OTHocuTcA
k B[l O6palleHus rpaxpaH 1 3anosfHsaeTcsl aBTOMaTU4EeCKM Mo Mepe NocTynneHns obpaiwexui. Mpu
pabote c obpaweHusMn rpaxgaH nofb3oBaTeNlb MOXET opMMpoBaTb/peaaKkTMpoOBaTb 3anucb
06 aBTOpe, KoTopas dukcupyetca B B[l ABTOpbl OOGpalleHuMn, a Takke MCronb3oBaTb MOUCK cpeau
MMEeIOLLIMXCSA 3anucei aTon 0asbl AaHHbIX.

M3meHeHns B kapToukax aBTopa obpalleHus HenocpedcTBeHHO B Bl ABTOpbl oGpalieHun
AOCTYMHbI TONBKO AAMUHUCTPATOPY.

IvV.1.1. O630p npeacraBneHnn

OGnacTb HaBMraumm cogepXxuT crieayroLume npeacTaBneHus:

Ta6nuua 24. NpeactaBneHus B ABTOpbI 0bpaweHun

HavmeHoBaHue OnucaHue
ABTOpbBI 00paneHuii OTobpaxkaeTcsa CnUCoK aBTOPOB ObpaLleHui
KoppecnoHaeHTbI OTobpakaeTcs CNUCOK KOPPECNOHAEHTOB
Cnpaska VMcnonb3yeTcsa anga nepexoda K cnpaske no pabote ¢ 6a3o1 gaHHbIX
O 6a3ze Vcnonb3yeTcsa Ans nepexoga K OCHOBHOM MHpopmaumy no gaHHowm 6ase

KonupoBaHue 1 BCTaBka AOKYMEHTOB B 6a3ax AaHHbIX CUCTEMbI MOTYT OCYLLECTBMAATLCHA TOMNbKO
agMuvHucTpaTopoM. Mpu nonbITke KONMPOBaHNA AOKYMEHTOB U3 6ydepa obmeHa B npeacTaBneHnsx 6as
AaHHbIX Monb3oBaTenem nosiBUTCH coobLeHne ¢ TeKCTOM: «[JOKYMeHTbl B cucTemMe Henb3si co3aaBaTb

C MOMOLLbIO KONUPOBaHUA!».

IV.1.2. OnucaHne ncnonb3yemMbiX 3Ha4YKOB

B B[] ABTOpbI OOpaLLeHNn 3HaYKN HE NCMNOSb3YHTCS.

IV.2. HacTtpowuka npaB goctyna

PekomeHnayembit 4OCTYN MO YMOMYaHUO: PefakTop C NpaBOM COBAAHUST AOKYMEHTOB.

IV.3. HacTtpowka areHTOB

Ons HaCTpOVIKVI areHToB 6a3 gaHHbIX CUCTEMBI HY>XHO!

1. OtkpbiTb B[l AgMuHUCTpUpOBaHME W nNepenTM B npeacTtasrieHne Hacrpoiiku MomyJieii:
Texkyuiue HACTPONKH.

2. BblbpaTb gokymMeHT HacTpoek B[] ABTopbl o6paLieHun.
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3. lepentn Ha BkNnagky Hacmpoliku azeHmMoe v HaxaTb KHOMKy [PegakTtupoBaTth].

4. Ha Bknagke Hacmpolku aezeHmoe B nofie AzeHm BbIGpaTb HEOOXOAMMBIN areHT U 3anofHUTb
cooTBeTCTBYOWME emMy nongd (Tabnuua 25, PucyHok 45).

5. CoxpaHuUTb U3MEHEHUS.

Tabnuua 25. Bknagka «HacTpoiiku areHTOB»

Mone OnucaHue
BknroyeH Ha YcTaHoBUTE dhnar, ecnu areHT BKINIOYEH Ha cepBepe. B cocegHem none crneayert Bbibpath
cepsepe 13 Cnncka cepBep, Ha KOTOPOM areHT AOMKEH BbINONHATLCS
Cmamyc 3anonHsaeTca aBToMaTuyeckn
Aemop 3anonHsaeTca aBTOMaTUYeCcKn
KommeHnmaput 3anonHseTcs aBToMaTU4eCcKn

AreHT:

CraTtyc:

AsTop:

HacTpoiikn areHToB l WcTopuA pefakTHPOBaHHA l

OEBHOBWTE COMCOK

[¥ BrnwueH Ha cepeepe: Mwoboit cepeep

KoMMmeHTapmia:

OB WM

BRDoc/datatech

PucyHok 45. Bknagka «HacTporku areHToB»

MepeyeHb areHTOB B[l ApXxBHOE XpaHeHue npeacrtaeneH B Tabnuvue (Tabnuvua 26).

Tabnuua 26. AreHTbl B[] ApxuBHOE XpaHeHue

AreHT Ha3HayeHune Korpga BbinonHsieTcs
O6HoeneHne PK CpaBHuaeT uHdopmaumto B PK Pa3 B cyTku
O6paweHne/OTBET O6pawennn/OTeeToB B B[] Ol ¢

nHdpopmauven B b1 ABTopbl o6paleHUn.
B cnyyae pegaktupoBaHus KapToyek
aBTOPOB ObpalleHnint ADMUHUCTPATOPOM
N3MEHEHNsI NEPEHOCATCS B
cooTBeTCTBYIOLWME KapTodkm OBpalLeHns un
Oteeta Ha OF".

IV.4. PaboTta c 6a3oM gaHHbIX

IV.4.1. O6was cxema padboTbl

[okymeHTbl gobasnsatTca B 6a3y AaHHbIX aBTOMaTUYECKN NPU CO3daHuM aBTopa obpalleHus u3
KapTouku obpalleHnsa nnm oteetTa Ha obpalleHme.
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MoXHO NpocMOTpeTb LOKYMEHT, BbiOpaB €ro B CNMCKke NpoCcMOTpa U LEenkHyB No HEMY [Ba pasa
MbIWb. Ha 3KpaHe OTKpoeTCAa KapToyka [AOKYMeHTa, KOoTopasi COAEPXMT [daHHble Mo aBTopaM
ob6palueHmn, noctynmewmnx B B O6palueHus rpaxaaH.

IV.4.2. MpocMoTp AOKYMEHTa

[lOKyMEHT MOXXHO MPOCMOTPETb, BbiOpaB ero B CNMCKe NPOCMOTPa U LWENKHYB No HEMY ABa pasa
MbiWblo. MosABMBLUAACA Ha dKpaHe KapToyka coaepXuT AaHHble 06 aBTope obpalleHns — OO, agpec
NPOXUBaHUSA, coLnanbHOe NoroXeHne u T.4.

IV.4.3. PepnaktnpoBaHuMe KapTo4yeK AOKYMEHTOB

KapTouku aBTOpOB 0GpaLleHUii peaakTMpyeT nonb3oBaTtesb C ponbio [Administrator].
UT06bl OTpeaakTupoBaTb AOKYMEHT, HY>KHO:
1. BbliGpaTb B 04HOM U3 NpeacTaBneHunii KapTodky aBTopa obpalleHus.

2. OTKprTb KapTO4Ky OOKyMeEHTa OBOWHbLIM LLENYKOM MbILK MO Bbl6paHHOVI 3anncn m nepe|7|TM
B PE€XUM penaktnpoBaHUA, HaXXaB KHOMKY [PeﬂaKTMpOBaTb] Ha naHenwu OencTeui KapTO4KN.

3. BHecTn HeobxoaMMble UBMEHEHUs B NMONS KAPTOYKM.
4. CoxpaHuUTb MHOPMAaLMIO N 3aKPbITb KAPTOYKY.

Kpome aToro, HenocpeacTeeHHO B B[] ObpalleHnMa aBTop AOKYMEHTa MOXET BHECTUM U3MEHEHMS

B KApTOYKy aBTOopa obpalLeHuns Mo KHOMKe pAaoM c nonem Aemop obpaujeHus.

IV.4.4. YaaneHue AOKYMeHTa

Bl ABTOpbI OOpaLLeHM UCMONb3YeTCH Kak BCcroMmoraTtenbHas 6asa gaHHbIX, NO3TOMY yaaneHue
N3 Hee JOKYMEHTOB B DOMbLUMHCTBE CryvaeB HeLenecoobpasHo.

[na nonb3oBaTens BO3MOXHOCTb yoanAaTb JOKYMEHThI B B onpenendeTcd gaHHbIMM eMy npaBamMu
goctyna.

UTtobbl yaanute OOKYMEHT u3 6asbl OaHHbIX, cnegyeT HaxaTtb knasuwy [Del] n nogteBepavTb
HamepeHus B NOSBMBLLEMCSH Ha 3KpaHe ananore. [locne atoro JOKyMeHT yaansetca ns b.
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Ilpunoscenue. Onucanue nonei

V. MpunoxeHune. OnucaHne nonen

V.1

V.1.1.

b1 BHewHue agpecaThbl

KapTouka opraHusauumn

Tabnuua 27. NMona Bknaakun «OCHOBHaA»

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHus

lMonHoe
HauMeHoeaHue

[MonHoe HanmeHoBaHWe opraHnsauunm
(kak OHO hUrypupyeT B HOPUANYECKNX
OOKYMeHTax)

txt

CokpauwieHHoe
HaumMeHoeaHue

CokpallyeHHoe HaMMeHoBaHme
opraHusauwmu. Nouck B 6ase
OCYLLLECTBMSAETCS MO COKPALLEHHOMY
HanMeHOoBaHWIO

txt

Beogom c knaBuatypbl

OpraHusaumnoHHo-
npaeoBas opma

®opma opraHusauun: KOpududeckoe
nuyo (K1) nnu

UHAueudyanbHbIl
npednpuHumamens (UI)

MpKI

Bbi6op ogHOro 13 3HaveHun

SAensiemcs
eocydapcmeeHHoU
opzaHu3auyuel

Mpun3Hak rocyaapcTBeHHOMN
opraHmsaumm, OCTYMNHO ANA
3anosHeHWsi, ECINN BbICTaBIEH NPU3HaK
dopmbl opraHmsauun — KOpududyeckoe
nuyo

yek-
Ookc

YcTaHoBkowM hnara

lMacnopmHsbie
OdaHHble

MacnopTHble AaHHble
npeanpuHUMaTens, 4OCTYNHO Ans
3anosiHEHNs, eCN BbICTaBIEH MPU3HaK
UHAueudyanbHbIlU
npednpuHuMamersnb

txt

Beogom ¢ KnaBuaTypbl

MecToHaxoxageHune

CraTtyc opraHusaumm B P®: PeaudeHm,
Hepe3zudenm, Hepe3udeHm

(ogpgpwop)

MpPKI

Bbi6op 0gHOro M3 3Ha4eHUn

Cmamyc

CraTtyc opraHusauuu: lposepeH,
Tpebyem npoeepku, lMomeweH e
cmon-nucm. [JocTynHo Ang
3anosiHeHus, ecnn B HacTpourkax Bl
BHewHue agpecatnbi (B B
AOMUHNUCTPUPOBaHME) YCTaHOBIIEH
donar lNMpoeepka 6nazoHadexHOCMU
KOHmMpaz2eHmoe

txt

Bbibopom m3 cnucka
KINoYEeBbIX 3HAYEHUN C

NOMOLLbKO KHOMKK

NHH

VHanBMayanbHbIn HanorosbIn HOMep.
Mo kHorke [MpoBepuUTL
yHukanbHoctb UHH] moxHo
NPOBEPUTb YHUKAINBbHOCTb 3anofIHEHMS
nons B npegenax crnpaBoYHUKa

txt

Beogowm ¢ knasmatypsl

K

Kopg NPUYNHBbI NOCTAHOBKN Ha y4eT B
HaJioroBblX opraHax

txt

Beogom ¢ KnaBuaTypbl

Kod

Kop, koTopbin 6yaeT ncnonb3oBaTbCs
0515 COPTUPOBKM KapTOYeK JOKYMEHTOB

txt

Beogowm ¢ knasmatypsl

Cneyuanu3sayusi

Poa geatensHOCTM opraHMsaumnm-
KOHTpareHTa

txt

Bbibopom 13 cnucka
KINHOYEBbIX 3HAYEHUN C
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
OmHoweHus Xapaktep B3avMOOTHOLLEHWNIA H txt MOMOLLbH KHOMKM |-
(KOHKYPEHTbI, NapTHEpbLI 1 T.4.)
Kommenmapuu IMpumeyaHus H Xt BBogom ¢ knasmatypbl
lpedcmaeumenu lMpencraBuTenu opraH3auum H txt ABTOMaTM4eCku nocne
€030aHnsa KapToyek
npeacraBuTenen gaHHom
opraHusaumu
HocmynHo 4Yepe3 YcTaHoBWUTL donar, ecnu Heobxogmmo, H YyekboK | YcTaHoBKOM donara
mM3go yTObbI AaHHAsA opraHM3aums beina c
AoCTynHa npu paboTe No cucteme
M3[MO. Mpu yctaHoBke ¢bnara
oTtobpaxaeTtcs Bknagka M340
Uugopmayus no Ccbinka Ha nHopmaumio o ABTOMaTMYECKM
ecem 6azam [OKyMeHTax no BblGpaHHON
OaHHbIX opraHusauum no sceM 6asam gaHHbIX
KOH(pMrypauum cuctemsl
Ta6nuua 28. Monsa Bknagkn «®ansnbl U CCbINTKU»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Ob6nacTb BIOXeHWUi darinbl 0611acTy BNOXEHNI H txt PaboTta ¢ BnoxeHnsmm
OCYLLECTBAETCHA NO KHOMKaM
Ha naHenu gencTeunk obnactu
BJIOXXEHWI
BHewHnAA ccbinka BHeLLHWe ccbinkn Ha pecypchl H txt PaboTa ¢ BHELWHMMU CCbINIKaMm
KOHTpareHTa B ceTu (canT OCYLLEeCTBMSAEeTCH N0 KHOomMKam
opraHusauum, cnpaBovHas Ha nNaHenu gencTeun obnactum
WMHGOPMALNS O KOHTpareHTe) paboTbl C BHELLUHVMW CCbIfTKamu
Ta6nuua 29. NMonsa Bknagku «KoopauHatbi»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Opuduyeckuli KOpugmnyeckuin agpec H txt C knaBunaTypbl BBOOUTCSH
adpec opraHusaumm MOYTOBBIN UHOEKC, 3aTEM U3
Mouymoesili adpec MouToBLIN agpec opraHuUsaLmm H txt cnucka, Bbl3biIBaEMOro rno KHornke
|, BoIOMpaeTcsa ropog, a 3aTem C
KnaBuaTypbl BBOAUTCS OCTarnbHas
WHopmauus (ynuua, Homep
goma, ocuca n 1.4.)
TeneghoH TenedoH opraHmsaunm H Xt Beogom c knaBuaTypbl
dakc dakc opraHnsaumm H txt
E-mail Afpec aneKkTPOHHOW NoYThI H txt
opraHusaumm
Mymu coobuwjeHust | OnncaHue cnocobos npoes3ga B H txt
opraHusaumio
Ta6nuua 30. Monsa Bknagku «Koabl opraHnsaumm»
Mone OnucaHue O/H Tun Cnoco6 3anosniHeHunsA
OKB3[ Kog otpacnu no H txt Besogom c knaBuatypbl
O6wepoccuiickomy

KnaccudgmkaTopy BUAOB
3KOHOMUYECKOMN [eATEeNbHOCTU
(OKB3)

o
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns

OKTI10 Kop oTpacnu no H txt
O6wepoccuickomy
KnaccudpmkaTopy npeanpustmum
n opranmsauun (OKI1O)

OKIOHX Kog O6wepoccuiickoro H txt
Knaccudpukatopa oTpacnen
HapOAHOro xXo3ancTaa
(OKIMOHX)

OKory Kog O6wepoccunckoro H txt
KnaccudukaTtopa opraHoB
rocyaapCTBEHHOW BNacTu u
ynpasneHus (OKOI'Y)

OrrPH OcHOBHOW rocyaapCTBEHHbIN H txt
perncTpauroHHbIN HoMep

Ta6nuua 31. NMonsa Bknagku «baHKOBCKUe peKBU3UTbI»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
BaHkoBckne H PaboTa c pekBuantamm
PEKBU3NTDI OCYLLIECTBMSIETCS MO KHOMKaM Ha

naHenun OencTBUA BKNaaOKu

Kapmouka «Pac4emHbili cyem»

lMonHoe lNonHoe HanmeHoBaHWe baHka (0] txt Beogom c knaBmaTypbl

HauMeHoeaHue 6aHKa

Pac4yemHsblIli cuem PacueTHbIl cueT 0] txt

KoppecnoHdeHmckuli | KoppecnoHaeHTCkUIA cyeT (0] txt

cyem

BUK BaHkoBckun (e} txt
MHpopmaumoHHbii Kog,

UHH VHanBMayanbHbIN HanorosbIn (e txt
HOMep

Krir Koa npuvymHbl NOCTaHOBKN Ha (e txt
y4YeT B HarnoroBbIX opraHax

MecmoHaxox0eHue MecToHaxoxaeHne baHka H txt

6aHKa

HaumeHoegaHue HanmeHoBaHue nony4vartens H txt

nony4yamens nnaTexa

nnamexa

Kapmouka «Jluyeeol c4em»

llonHoe lMonHoe HaumeHoBaHWe BGaHka 0] txt Beogom c knasuaTyphl

HaumeHoeaHue 6aHKa

Jluyeesoli cuem Jlnueson cyet O txt

lMonyyamens HanmeHoBaHue nonyvarens 0] txt
nnaTexa

NHH MHavBuayanbHbIA HanorosbIn 0] txt
HOMeEp

BUK BaHkoBckuin 0] txt
MHdopmaLmoHHbIn Kog

KoppecnoHdenmckuli | KoppecnoHOEHTCKUIA cyeT 0] txt

cyem

Krir Kop npvymHbI MOCTAaHOBKM Ha H txt
YyYEeT B HANOroBbIX OpraHax

Pac4yemHsblIli cyem PacyeTHbIn cyeT O txt

MecmoHaxoxxdeHue MecToHaxoxaeHne baHka H txt

6aHKa
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Ta6nuua 32. Monga Bknagku «M3O0»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus

HNdenmucgpukamop VoeHTudukaTop opraHuaaumm H txt BBogom c knaBuaTypbl
ana M3LO. Bknaaka
oTobpaxaeTcs, ecnm Ha
Bknagke OpeaHu3ayusi
ycTaHoBneH cnar JocmynHo
yepe3 340
JlokanbHbIU lMoyToBLIN agpec BHYTPMU H txt
udeHmugbukamop CUCTEMbI, UCMNOMb3yeMbI Npu
nepegaye JOKYMEHTOB MO
M340
Adpec I1C C3U AZpec NoYTOBON CyXObl H txt
CUCTEMbI 3aLUULLIEHHON
NHGPACTPYKTYPHI
Ta6nuua 33. Monsa Bknagkun «MHcpopmaumsa o puckax»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
WHopmaums o H PaboTta ¢ uHcdpopmaumen no
puckax puvckaM OCYLLECTBIAETCS NO

KHOMKam Ha naHenu 4encTBun
BKIagK1
Kapmouka «MH¢hopmayusi o puckax»
Knacc pucka Knacc pucka: 6busHec-puck, H txt Bbibopom 13 cnucka KnioveBbIxX
HeraTMBHbIN, MO3UTUBHLIN U T.M. 3HaYEHMI C NMOMOLLbIO KHOMKM |-
OnucaHue pucka KpaTkoe onncaHue p1ckoBon O Bsogom c knaBmaTtypbl
cuTyauum
Hama dukcayuu [aTa dukcaumm puckosomn 0] txt Beogom ¢ knasuatypbl Unu
cuTyauum BbIOOPOM M3 KaneHaaps
YpoeeHb enusiHus BnvsiHme pucka: H txt Bbibopom 13 cnmcka KrnodeBbIX
pucka e OuyeHb 8bICOKUL - 5; 3HaAYEeHUIN C MOMOLLbIO KHOMKMY
e Bbicokuli - 4;
e CpedHul - 3;
e Hu3skul - 2;
e He3HayumensbHsbIl - 1
Tun nctovHuka McToUYHMK nHdbopmauum o H txt Bbibopom 13 cnucka knioveBblx
BO3HUKHOBEHWW PUCKOBOW 3HAYEHMWI C NOMOLLbIO KHOMKM
cuTyauum
CreneHb CrteneHb ynpaBnsemMocTtu H txt Bbibopom 3HaueHus 3
yNpaBnsaemMocTn 4ns pucka: BbiNagaloLLErO MEHIO
CHWXXEHMSA prcka e Heynpaensem;
o Ynpaensem
4acMmu4HO;
e Ynpaensem
Tabnuua 34. MNonsa Bknagku «O6cyxaeHue»
Mone OnucaHwue O/H Tun Cnoco6 3anonHeHuns
O6cyxdeHue Bknapgka otobpaxaeTcs, ecrnv B H txt Pab6oTta c obcyxaeHnamm

HacTpounkax B[] BHewHue
apgpecarbl (B B
ApMUHUCTPUpPOBaHue)
ycTaHoBrneH dnar Bkrinroyums
803MOXXHOCMb 06CyXOeHusi
opz2aHu3ayuu

OCYLLECTBNAETCHA MO KHOMKaM Ha
naHenun OencTBUA BKNaaKu
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Ta6nuua 35. NMona Bknagku «KoHTponb goctyna»

Mone OnucaHue O/H Tun Cnoco6 3anosfiHeHnsA
Pedakmopbi Cnncok pegakTopoB KapTo4ku H txt Beibopom 13 obuero cnvcka
opraHusaumn. COTPYAHWKOB/ rpynn
Mpu co3gaHum kKapTOYKM nonb3oBartenern ¢ MOMOLLbIO
aBTOMaTU4YECKUN yKasblBaeTcs KHOMKM 1, @ Takke C MOMOLLbIO
COTPYAHWK, CO3[atoLLNIN KapTOUKY KHoMkn [KoHTponb aoctyna]l Ha
naHenu AencTBun
npegcTaBneHns: Bee 10KYMeHTHI
Ta6nuua 36. NMonsa Bknagku «CobbITUA»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CobbiTus Hara, Bpemsi, PO aBTOpa 3anucy, H txt | ABTOMaTU4ECKM NPU COBLITUSIX:
onucaHue cobbITust (Hanpumep, n3mMeHeHne aTpubyToB, U3MEHeEHNE
BBOA/BbIBOA B CTOMN-NNCT) craTtyca, BBOA, U U3MEHEHne
hakTopoB pu1cka, paboTa ¢
BMNOXeHusimu (B crnyyae
yCTaHOBMEHHOro dnara
lTpomokosiupogamb U3MeHeHUs
nosneli 8 kKapmo4ke OKyMeHma B
HacTpovikax b] BHewHue
adpecamsbi (B b[]
AdMuHUCMpuUpoeaHue))
Ta6nuua 37. NMona Bknagkun «Mctopus pegakTupoBaHUA»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CosdaHue Hata, Bpemsa n ®O coTpygHuka, H txt | ABTOMaTmMyeckn npu cosgaHunm
CO3/aBLUEro KapTo4Ky (M3MeHeHnKn) LOKyMeHTa
U3meHeHue Hata, Bpemsa n ®O coTpygHuka, H txt
N3MEHUBLLEIO KapTOYKy
V.1.2. KapTtouka dounuana
Ta6nuua 38. NMonsa Bknagkn «OcHOBHasA»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
llonHoe lMonHoe HaumeHoBaHVe O txt Beogom c knasuaTyphl
HauMeHoeaHue dmnmana Kak oHo purypupyer B

IOPUANYECKUX JOKYMEHTAX
CokpauwjeHHoe CokpalleHHOoe HauMeHoBaHWe @] txt
HauMeHoeaHue dwvnmana
OpraHunsaunoHHo- dopma opraHusaumm: H Paguno- | Bbibop ogHOro 13 sHa4yeHun
npasoBasi opma KOpudu4eckoe nuyo (KOJI) unun 6aTToH
UHOueudyanbHbIl
npednpuHumamens (UI)
Sensiemcs MpusHak rocygapcTBeHHOM H yek- YcTaHoBKow ¢hnara
2ocydapcmeeHHOol | opraHusauuun, 4OCTYMNHO Ans 6okc
opzaHu3ayuel 3anosIHEHUs], €CN BbICTaBIIEH

npusHak opmbl opraHnsaumm —
HOpudu4eckoe nuyo

o
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Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

lMacnopmHble
OaHHbIe

MacnopTHble AaHHble
npeanpuHUmaTens, oOCTynHO
NS 3arnofHeHus], ecnu
BbICTaBMEH NpuU3HaK
UHOueudyanbHbIl
npednpuHuMamesnb

txt

BBogom c knaBuaTypbl

MecToHaxoxaeHune

Cratyc opraHusauum B Po:
Pe3udeHm, HepeaudeHm,
Hepe3zudenm (oghghwiop)

Paguo-
6aTTOH

Bbi6op ogHOro 13 aHavyeHumn

Cmamyc

Crartyc opraHusaumu:
lpoeepeH, Tpebyem
nposepku, lNomeuweH 8
cmon-nucm. JocTynHo Ans
3anorHeHWs1, ECININ B HACTPOMKax
B[l BHewHune agpecartbi (B
AAMUHUCTPUpPOBaHue)
ycTaHoBneH cnar lpoeepka
651azoHadexxHoCcmu
KOHmMpaz2eHmoes e

txt

BbI6opoM 13 cnmcka KnioveBbIX
3HAYEHWI C MNOMOLLLbIO KHOMKN

UHH

VHanBMayanbHbIN HANoroBbIn
Homep. Mo kHonke [MpoBepUTb
yHukanbHocTb MHH] moxHo
NpOBEPUTb YHUKAIbHOCTb
3anosiHeHus Nons B npegenax
CrpaBOYHUKA

txt

Besogom c knasuatypbl

Krin

Kon NPUYNHBbI NOCTAHOBKN Ha
YYeT B HalloroBbIX opraHax

txt

Bsogom c knasuatypbl

Kod

Kog, koTopbin bygeT
NCMonNb30BaTbCA ANA COPTUPOBKM
KapToYeK JOKYMEHTOB

txt

Beogom c knasuaTyphl

Cneyuanu3sayus

Poa neatensHOCTU opraHusauum-
KOHTpareHTa

txt

OmHoweHust

Xapaktep B3avMOOTHOLLEHWNIA
(KOHKYPEHTbI, NapTHepbLI 1 T.4.)

txt

Bbibopom 13 cnmcka KnioveBbIX
3Ha4YeHUN C NOMOLLbIO KHOMKK

Kommenmapuu

MpumeyaHus

txt

Bsogom ¢ KnaBunatypbl

HdocmynHo yepe3s
M340

YcTtaHoBuUTb donar, ecnuv
Heobxoaumo, YTobbl JaHHas
opraHu3aums 6bina gocTynHa npu
paboTte no cucteme M3O. Mpu
yCTaHoBKe ¢hnara otobpaxaeTcs
Bknagka M3J0O

yekbokc

YcTaHoBKow ¢hnara

UHghopmayus no
ecem 6a3zam
OaHHbIX

Ccbinka Ha uHdopmaumo o
OOKYMeHTax Mo BblbpaHHOM
opraHusauum rno scem 6asam
AaHHbIX KOHUrypaumm cuctemsl

ABTOMAaTUYECKUN

OpezaHuzayus

Cchbinka Ha KapTouKy
opraHusaumm, K KoTopom
OTHOCUTCS AaHHbIN bunuan

txt

ABTOMaTMYeCKU nocne
coxpaHeHus kapTodku comnuana. B
Beb oToGpakaeTcsa cpasy npwm
co3aHuu unuana Ha oCcHoBe
Bbl€NEeHHON opraHu3aLmm

Tao6nuua 39. Nona Bknaaku «®Pannbl  CCbINKU»

Mone

| OnucaHue

O/H

| Tun

| Cnoco6 3anonHeHus

90




OO0mecucTeMHBIE CI0BAPH

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
O6nacTb BroXeHun dannbl 06nacTn BNOXeHUN H txt PaboTa ¢ BnoxeHusamun
OCYLLIECTBIISAETCS MO KHOMKaMm
Ha naHenu gencTeunk obnactm
BITOXXEHUN
BHewWwHARA ccblnka BHeLLHWe ccbinku Ha pecypchl H txt PaboTa ¢ ccbinkamm
KOHTpareHTa B ceTu (canT OCYLLEeCTBMSAETCH N0 KHOMKam
opraHusauuu, cnpaBoyHas Ha naHenu gencTeum obnactun
WHpopMaLMsl O KOHTpareHTe) paboThbl C BHELLUHMMY CCbINKaMMm
Ta6bnuua 40. MNonsa Bknapku «KoopauHaTtbi»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
HOpuduyeckuti KOpuanyeckun agpec dunnana H txt | C knaBuaTypbl BBOOUTCS NOYTOBbIN
adpec WHAOEKC, 3aTEM N3 CMUCKa,
lMouymoenwil adpec MouToBbIN agpec hunuana H txt | BbI3BIBAEMOrO MO KHOMKE '/,
BbIOMpaeTcsa ropos, a 3aTtem ¢
KnaBuaTypbl BBOOMTCS OCTanbHasi
nHdopmaums (ynuua, Homep 4oma,
odhmca 1 1.4.)

TeneghoH TenedoH dmnnana H txt | BBogom c knaesmaTypbl

Pakc dakc punuana H txt

E-mail AJpec 9NekTpOHHOW NoYThl hunnunana H txt

Mymu coobuwjerusi | OnncaHue cnocoba npoesaa B H txt

dunman

Ta6nuua 41. NMonsa Bknagkn «baHKOBCKUe peKBU3UTbI»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
BaHkoBckne H PaboTa c pekBuantamm
PEKBU3NTDI OCYLLECTBMAETCH MO KHOMKam Ha

naHenun OencTBUA BKNaaKu

Kapmod4ka «PacyemHbili cHem»
lMonHoe MNonHoe HanmeHoBaHWe baHka O txt Beogom c knaBuaTypbl
HauMeHoeaHue 6aHKa
PacyemHsbIli cyem PacyeTHbili cuet O txt
KoppecnoHdenmckut | KoppecnoHAEHTCKUIA cyeT 0] txt
cyem
BUK BaHkoBCKuin MIHpOopMaLUMOHHBIN @] txt

Kopg
UHH VHanBMayanbHbIN HAnorosbIn O txt

HOMep
Krir Koa npuymHbLI NOCTAHOBKM Ha yyeT 0] txt

B HANOroBbIX OpraHax
MecmoHaxo)x0eHue MecToHaxoxaeHne baHka H txt
6aHKa
HaumeHoegaHue HanmeHoBaHue nony4artens H txt
nony4yamens nnaTexa
nnamexa
Kapmouka «Jluyeeol cyem»
lMonHoe lMonHoe HaumeHoBaHWe HaHka O txt Beogom c knasuaTyphl
HaumeHoeaHue 6aHKa
Jluyeesoli cuem Jlnueson cyet O txt
lMonyyamens HanmeHoBaHue nonyvarens @] txt

nnaTexa
NHH MHavBuayanbHbIA HanorosbIn 0] txt

HOMeEp

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

BUK BaHkoBckuin MIHpOopMaLUMOHHBbIN 0] txt
Koa

KoppecnoHdenmckuli | KoppecnoHOEHTCKUI cyHeT 0] txt

cyem

Krir Koa npuvymHbl NOCTaHOBKM Ha y4yeT H txt
B HaNOroBbIX OpraHax

PacyemmHsbIl cyem PacyeTHbIN cyeT O] txt

MecmoHaxoxdeHue MecToHaxoxaeHvne baHka H txt

6aHKa

Tabnuua 42. Nonsa Bknagkn «Kogbl opraHnsauum »

Mone OnucaHue O/H Tun Cnoco6 3anosniHeHnsA

OKB34 Koga otpacnu no H txt BBogom ¢ knaBuaTypbl
O6wepoccurickomy
knaccudukaTopy BMOOB
3KOHOMUYECKOW AEATENBHOCTU
(OKB3[)

OKI10 Kog otpacnu no H txt
O6wepoccurickomy
KknaccudukaTopy npeanpuaTui n
opranmsaumi (OKMNO)

OKTIOHX Kog ObLepoccuinckoro H txt
Knaccudmnkatopa oTpacnen
HapogHoro xo3anctea (OKIMOHX)

OoKory Kopg O6wepoccuiickoro H txt
KnaccudukaTopa opraHoB
rocygapCTBEHHON BNacTu u
ynpasneHusa (OKOI'Y)

OrPH OcHoBHoOWM rocygapcTBeHHbIN H txt
pervcTpaumoHHbIN HOMep

Ta6bnuua 43. Mona Bknagku «M3O0»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns

NdeHmugpukamop VoeHTudurkaTop opraHmM3aumm aons H txt Beogom c knaBuaTypbl
M3[0. Bknagka otobpaxaeTcs,
ecnv Ha Bknagke OpeaHu3auyus
ycTaHosneH ¢onar JocmynHo
yepe3 1340
JlokanbHbI MouToBLIN agpec BHYTPU CUCTEMBI, H txt
udeHmughukamop ncnonb3yembl Npu nepegave
AokymeHToB no M3J0O
Adpec IIC C3U AZpec NoYTOBON Cry»6bl CUCTEMBI H txt
3aLULLIEHHON MHAPPACTPYKTYph!
Ta6nuua 44. Nona Bknagkun «MHcpopmaums o puckax»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
NHdopmauusa o H Pabota c nHdopmaumen no
puckax pucKam OCYLLIECTBSIETCS MO
KHOMKaM Ha naHenu gencTeum
BKNagKu

Kapmouyka «MHhopmayusi o puckax»

Knacc pucka Knacc pucka: 6usHec-puck, H txt | Boibopom M3 cnucka Kno4deBbIX

HeraTMBHbIN, MO3UTUBHbLIN U T.M.

3HAYEHUN C NOMOLLLH KHOMKK

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H | Tun Cnocob6 3anonHeHus
OnucaHue pucka KpaTkoe onncaHme pnckoBom 0] Besogom c knaBuaTtypbl
cuTyauum
Hama cpukcauuu [aTa dukcaumm puckoBomn (0] txt | BBogom c knaeBuaTypbl Unn
cuTyauum BbIGOPOM 13 KaneHgaps
YpoeeHb enusiHue BnusiHne pucka: H txt | Bbibopom M3 cnucka Kro4eBbiX
pucka e OvyeHb 8bICOKULI - 5; 3HAYEeHMIN C MOMOLLLIO KHOMKM
e Benicokuli - 4;
e CpedHuli - 3;
o  Hu3skui - 2;
o HesHnayumenbHbIl - 1
Tun ucmo4Huka McTOYHMK nHpopmanmm o H txt BbiGopoM 13 cnucka Kno4veBbIX
BO3HWKHOBEHWM PUCKOBOW 3HAYEHUN C NOMOLLLIO KHOMKK
cuTyaumm
CmeneHb CrteneHb ynpaBnsieMoCTN pucKa: H txt | Boibopom 3HaveHus u3
ynpaensemocmu ons e Heynpasnsem;, BblNagatoLLEero MeHto
CHU)XEeHUsl pucka e YnpaensieM 4yacmu4Ho;
o Ynpaensem
Ta6bnuua 45. Monsa Bknagku «O6cyxaeHue»
MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
O6cyxdeHue Bknagka otobpaxaeTcsi, ecnv B H txt PaboTa c obcyxaeHnsmm
HacTpowkax B[l BHewHune agpecatbl OCYLLECTBMAETCS NO KHOMKaM Ha
(BO AgMuHucTpupoBaHue) naHenu AencTBMIA BKNagku
ycTaHoBneH dnar Bknroyums
803MOXXHOCMb 06CyXOeHusi
opzaHu3ayuu
Ta6nuua 46. NMonsa Bknagku «KoHTponb goctyna»
MNone OnucaHue O/H Tun Cnocob 3anonHeHus
Pedakmopbi Cnncok pefakTopoB KapTOYKu H txt Bbi6opom n3 obuiero cnucka
opraHumsauum. COTPYOHUKOB/rpynn
Mpun co3gaHnmn KapTOYKM nornb3oBaTenen ¢ NoOMOLLbLO
aBTOMaTUYECKN YKa3bIBAETCS KHOMKK *, @ TaKKe C MOMOLLbIO
COTPYAHWK, CO3[atoLUN KapTOYKY kHonkn [KoHTponb goctyna]l Ha
naHenun AencTBuin
npeacTaBneHuns: Bee 10KyMeHTHI
OpeaHu3zayus Ccblnka Ha KapTOYKy opraHm3aumm, K 0] txt ABTOMaTM4eCKM nocne
KOTOPOWN OTHOCUTCS AaHHbIN dounuman COXpaHEeHMUs KapToudkn hunuana.
B Beb oTtoGpaxaeTcsa cpa3sy npu
co3gaHuM unmnana Ha ocHoBe
BblE€NEHHON OpraHM3aumm
Ta6bnuua 47. Mona Bknagku «CobbITUA»
None | Onucanue | OH | Tun | Cnoco6 3anonHeHus

93




OO0mecucTeMHBIE CI0BAPH

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
CobbiTns HaTa, Bpems, PO aBTOpa 3anucu, H txt ABTOMATMYECKM NPU COBLITUAX:
onncaHme cobblTus (Hanpuvep, n3MeHeHne aTpubyToB,
BBOA/BbIBOA, B CTON-MNCT) N3MeHEHue cTaTyca, BBOA U
n3MeHeHne hakTopoB pUCKa,
paboTa ¢ BnoxeHusimu (B criyyqae
yCTaHOBMEeHHoro ¢nara
lpomokosiupoeamp U3MeHeHUsI
nosieli 8 Kapmoyke GOKymMeHma
B HacTpoukax B[l BHewHue
adpecamsi (B B[
AdMuHUCmpuposaHue))
Ta6nuua 48. NMona Bknagkun «Mctopus pegakTupoBaHUA»
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Co3daHue Hata, Bpemsa n ®O coTtpygHuka, H txt ABTOMaTMYECKM NpU CO30aHUN
CO30aBLUET0 KapToO4Ky (n3amMeHeHun) ooKymeHTa
HN3meHeHue Hara, Bpemsa n ®O cotpygHuka, H txt
N3MEHUBLLErO KapToOYKy
OpezaHu3ayusi Ccbinka Ha KapTo4Ky opraHusauum, K (0] txt ABTOMaTM4YeECKMN Nocne
KOTOPOW OTHOCUTCA AaHHbIN doununan COXpaHeHus KapToYkM dununana.
B Beb oToGpaxkaeTcsa cpasy npu
co3gaHun unmnana Ha ocHoBe
BblJENEHHOW OpraHv3aunmn
V.1.3. KapTouka npeacraBurtens
Ta6nuua 49. Nonsa Bknagkn «OCHOBHasA»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Konmakm lMone ykasbiBaeT, ABNSETCH Nn H 4yekboKC YcraHoBKoW/cHATUEM cnara
npeacTaBuUTENb OCHOBHbLIM
KOHTaKTHbIM FTMLOM
®Pamunus Pamunus npegcrasuTens O txt Beogom c knasuaTyphl
Ums Mwmsa npepcrasutens H Ixt
Omyecmeo OT4ecTBO NpeacraBuTenst H txt
lMonHoe ums (PNO0) | PUO npegcTaBuTenst NOAHOCTLIO. H txt ABTOMaTM4YeCKM nocne
COXpaHeHMs KapTOYKM (Ha
OCHOBE 3Ha4YeHun nonem
Gamunus, Nms,
Omuyecmeo).
MOXXHO N3MeHUTL BLIGOPOM 13
crnmcKka 3Ha4YeHU C MOMOLLIbIO
KHOMKM
3eaHue 3BaHue coTpyaHuka H txt Beogom c knaBuaTypbl
HomxHocmb JomkHOCTb COTpyaHMKa H txt
Kommenmapuu MprmeyaHus H txt
OpezaHuzayus Ccblnika Ha KapTOuKy 0] txt ABTOMaTMYECKM Nnocne

opraHusaunn/counmana, K KOTopom
OTHOCUTCS NpeacTaBuUTENb

COXpaHeHWs1 KapTOUKM
npeacTaeuTens. B Be6
oTobparkaeTcs cpasy npu
cosfaHun unuana Ha
OCHOBE BblenNeHHOM
opraHusaumm

o
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Ilpunoscenue. Onucanue nonei

Ta6nuua 50. Nona Bknagku «®Pannbl U CCbINKU»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
YnonHomoy4yeH Mone ykasbiBaeT, umeeT nu H yekbokc | YcTtaHoBkoWn/cHATHeM dnara
nodnucbieamb npaBo npeacraBuTens
doz2080pHbIe noanncbiBaTb AOrOBOPHbIE
OOKyMeHmbI OOKyMeHThI. [pn ycTaHoBKe

dnara obnacTtb BoOXeHUn
cTaHoBUTCHA 06A3aTenbHON AN
3anosHeHus.
Ecnu B HacTporikax B[]
BHewHune agpecartsi (B B[]
AQMUHUCTPUpPOBaHue)
ycTaHoBneH dnar lpoeepka
6nazoHadexHocmu
KOHmMpazeHmoe, 10 rnpu soidope
KoHTpareHTa B PK gorosopa (1
OOrOBOPHbIX JOKYMEHTOB)
[00aBNTb MOXHO TOSMbKO TeX
npeacTaBuTeNen, B KapToykax
KOTOPbIX YCTaHOBMEH OaHHbIN
dnar
ObnacTb BrOXeHWN dannbl 0651aCTN BIIOXEHWIA. H/O txt Pabota c BnoxeHnsimu
AensieTca oba3aTensHON Npu OCYLLECTBAETCHA NO KHOMKaM
YyCTaHOBIEHHOM dhnare Ha NaHenu AencTBun obnactn
YnonHomo4eH nodnucbieams BINOXEHUI
d02080pHbLIE QOKYMEHMbI
BHewHsis1 ccblyka BHeLLHMe cebinku Ha pecypcbl H txt PaboTa ¢ BHELLHUMU CCbIfIKaMu
KOHTpareHTa B ceTu (canT OCYLLEeCTBMSAEeTCH N0 KHOMKam
opraHusauuu, cnpaBoyHas Ha NaHenu gencTeun obnactu
WHpopMaLmMsl O KOHTpareHTe) paboThbl C BHELLUHMMU CCbINIKaMu
Ta6nuua 51. NMonsa Bknagku «TenegoHbI»

MNone OnucaHue O/H Tun Cnocob 3anonHeHus
Pa6oyuii meneghoH | Pabounii TenedoH H txt Bsogom ¢ knaBmaTtypbl
Ho6asoyHnbili [obaBoyHbIN HOMep TenedoHa H txt
HomMmep
HomawHui [omaluHui Homep TenedoHa H txt
mesie¢hoH
Mo6unbHbIl Homep mobunbHoro TenedoHa H txt
mesie¢hoH
O6pauweHue PekomeHayemoe obpalleHme K H txt

NpeacTaBUTENIO
MecmonosnoxeHue | MectononoxeHne paboyero mecta H txt
npegcraBuTens
Homep ¢hakca Homep dakca H txt
E-mail adpec Appec 3neKTPOHHOW NOYThI H txt
Tabnuua 52. Monsa Bknapgku «KoHTponb aoctyna»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus

Pedakmopbi Cnncok pefakTopoB NpeacTaBUTENS. H txt Bbi6opom n3 cnmcka coTpyaHukos/

Mpu co3gaHnmn KapToYKK
aBTOMAaTUYeCKMN yKa3blBaeTCs
COTPYAHWK, CO3AaloLLNIA KapTOUKY

rpynn nornb3oBaTenien ¢ NOMOLLbIO
KHOMKK *, @ TaKKe C MOMOLLbIO
kHonkn [KoHTponb gocTyna]l Ha
naHenun AencTBmin
npegcraBneHns: Bee 10KyMeHTHI

v ¢
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Ilpunoscenue. Onucanue nonei

Ta6nuua 53. NMona Bknagkun «Mctopus pegakTupoBaHUA»

Mone OnucaHue O/H | Tun Cnoco6 3anosfiHeHusA
Co3adaHue Hata, Bpems n ®1O coTpygHuka, H txt | ABTOMaTM4eckn npm cosgaHunm
CO3/aBLLEro KapTOYKY. (M3mMeHeHnn) JoKymeHTa
UN3meHeHue Hata, Bpems n ®O coTpygHuka, H txt
N3MEHUBLLErO KapTOYKY.
V.1.4. CnucokK paccbinku
Ta6nuua 54. NMonsa Bknagku «Paccbinkay
Mone OnucaHue O/H | Twn Cnoco6 3anonHeHus
Ha3seaHue HaumeHoBaHuWe pacchbInku 0] txt | BBogom c knasmuatypbl
paccbiniku
Cnucok [MepedeHb OTOENOB N COTPYOHUKOB, 0] txt | Beilbopom 13 cnpaBOYHUKA C
opeaHu3auyuu BXOASILLMX B CMIUCOK PaCChISIKM NOMOLLBIO KHOMKM “* I BBOAOM C
KnaBmaTypbl C BO3MOXHOCTbIO
aBTOMATUYECKOTO KOHTEKCTHOIO
noucka n nomcka no MHH
Kod cnucka YHUKanbHbIN KO, Criucka H txt BBogom ¢ knaesmaTypbl
Kommenmapuu MprmeyaHuns H txt
Ta6nuua 55. NMonsa Bknagku «KoHTponb goctyna»
Mone OnucaHue O/H | Twn Cnoco6 3anonHeHuns
Pedakmopbi Cnmncok pegakTopoB cnucka H txt | Beibopom 13 obLiero cnmcka
paccCbIfKm COTPYOHWKOB/ rpynn nonb3oBaTenemn
C MOMOLLbI KHOMKY
Tabnuua 56. NMonsa Bknaaku «Uctopusa»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
Co3daHue Hata, Bpemsa n ®O coTtpygHuka, H txt | ABTOMaTU4ECKM NpU CO30aHUN
CO30aBLUETO KapTOUKY. (M3mMeHeHUKn) LOKyMeHTa
N3meHeHue Hata, Bpemsa n ®O coTtpygHuka, H txt
N3MEHMBLLUETO KAPTOYKY.

V.1.5.

JINYHBIN CNUCOK KOHTpPareHToB

Ta6nuua 57. Monsa kapTo4kn «JIMYHbIA CNMCOK KOHTPAreHTOB»

Mone OnucaHue O/H | Twn Cnocob 3anonHeHus
KoHmpazeHmsbi Cnncok KoOHTpareHToB H txt | Boilbopom 13 obLuero cnmucka
OpraHu3aumin ¢ NOMOLLbK KHOMKK =
V.2. b CnoBapwu
V.2.1. KapTouka nyHkTa
Tabnuua 58. Monsa kapToukn «MyHKT»
Mone | Onucahue | OH | Tun Cnoco6 3anonHeHus
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Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

Cnoeapb

HanmeHoBaHue cnoeaps, K
KOTOPOMY OTHOCUTCS MYHKT

txt

3anonHsaeTca aBToMaTU4eCKn npu
CO34aHUN KapTO4KKn

3HavyeHue

3HayeHne KIYeBOoro crioea

txt

Hon. 3Ha4yeHue

MpeactaBnsieT cobo TEXHUYECKUIA
anuac, obecrneunBaloLWmnn PyHKLMIO
KntoyeBoro atpubyrta ans
HEKOTOPbIX CroBapew (3aHOCUTCS
agMVHUCTPaTOPOM CUCTEMBI)

I|o| O

txt

BBogom c knaBuaTypbl

Tun dokymeHma

HocTynHo ansa cnosapen O6uue:
Buasl nokymenrton, O0mue: Tunnst
BJOKeHuii. Tvn JOKymeHTa (-0B),
ans kotoporo 6yget
MNCcnonb30BaTbCA ,El,aHHbIVI BUA
ﬂ,OKyMeHTa/TMI'I BITOXXEHUNA

yekbo
KC

YcTaHOBKOW/CHATMEM oriaros,
COOTBETCTBYIOLLNX HEOOXOAMMbIM
TMNam JOKyMeHTa

Ucnonb3osamb
ons
¢gopmuposaHus
KOHeepmos

HoctynHo ang cnosaps O6mue:
Cnoco0b1 focraBku, O0paienus
rpaxaan: Criocodbl gocraBku. Ecnm
donar yctaHoBINEH, AaHHbIA cnocob
OOCTaBKM OygeT AOCTyMeH npu
hopMUPOBaHMSA KOHBEPTOB
NCXOASLLNX AOKYMEHTOB/
obpaweHn rpaxgaH 8 APM
Jenonponssogutens

yekbo
KC

YcTaHoBKoW/cHATUEM donara

V.2.2.

Ka PTO4YKa NoANyHKTa

Tabnuua 59. Nons kapTouku «MoanyHKT»

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHus

Crosapb

HanmeHoBaHue cnosaps, K
KOTOPOMY OTHOCUTCS MYHKT

txt

Uepapxus

3HayeHune K4eBoro crnosa
BEpPXHEero ypoBH4A

txt

ABTOMaTMYECKN N pun co3gaHnn

3HavyeHue

3Ha4yeHne Kn4eBoro crosa

txt

Hon. 3HayeHue

MpeactaBnsieT cobo TEXHUYECKNIA
anuac, obecneunsatonii PyHKLUIO
KnoyeBoro aTpnbyTta ans
HEKOTOpbIX CrioBapew (3aHocuTCs
a4MVHUCTPaTOPOM CUCTEMBI)

(O] O O

txt

Bsogom ¢ KnaBunatypbl

V.2.3.

Ta6bnuua 60. NMons kapTouku «XKypHan peructpauum»

KapTouka nyHkTa cnoBaps «XXypHan perucrpauum»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Crosapb HanmeHoBaHue cnosaps, 0] txt ABTOMaTMYECKU NPU CO3aaHUN
K KOTOPOMY OTHOCUTCS MYHKT
(XKypnanwt pecucmpayuu)
3HayeHue 3HayveHue KnK4eBoro Crosa O txt BBogom c knaBuaTtypbl

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Hon. 3HayeHue B aT0 none BHOCKTCSA 3Ha4eHMe, H txt Beogom ¢ knaBmaTypbl
OAHO3HAa4YHO MAaeHTUdUUMpYyoLLee
XXypHan pernctpaumn. MNpu
NCNONb30BaHUN B HyMepaTtope
dopmaTta «>KypHan perucrpaumm» B
perncTpaumoHHbIN HOMep
nobaBnsieTcst 3HavYeHue, ykasaHHoe
B 3TOM none.
Tun dokymeHma Tun gokymeHTa (-0B), 45151 KOTOPOro O yekbo | YcTtaHoBKkoW/cHATHEM dnaros,
OyaeT ncnonb3oBaTbC AAHHbIV KC COOTBETCTBYIOLLNX HEOOXOAUMbIM
XypHan perncrpaumm TMNam JOKYMEHTa
Ope. eduHuya HanmeHoBaHMe opraHM3aumnoHHON 0] txt BbiGopoM 13 crnmcka Krno4veBbIX
€AnHULUbI-MHULUMaTopa 3HAYEHUIN C NOMOLLbHO KHOMKN
YaanuTb 3Ha4YeHne 13 cnucka
MOXHO, NpeaBapuUTENbHO BblAENUB
€ro, C NOMOLLbH KHOMKM x
Bud dokymeHma Bua ookyMeHTa, KOTOpbIA MOXET H txt Bbi6opom n3 cnmcka KroyeBbIX

perncTpupoBaTbCs B 4aHHOM
XypHane.

B cnucke otobpaxalTcs ToMNbKo Te
BMAObl JOKYMEHTOB, KOTOpbIe
COOTBETCTBYIOT TUMY CO34aBaemMoro
AOKyMeHTa (BbIbpaHHOMY 3HaYeHUI0
B none Tun doKyMeHma) v 3afaHbl
B cnosape «Buabl OKYMEHTOBY

3HAYEHUN C NMOMOLLbIO KHOMKMN
YpanuTb 3Ha4YyeHune u3 cnmncka
MOXHO, NpeaBapuUTENbHO BblAENUB

€ro, C NOMOLLbIO KHOMKKN x

V.2.4.

Tabnuua 61. Nons kapToykn «Kopa owmnGKN»

KapTouka nyHkTa cnoBaps «Kog owunoku»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Kod Koa owwimnbkun H txt Beogom c knasuatypebl
OnucaHue owubku | KpaTkoe onncaHune owmobkm H txt

V.2.5.

Tabnuua 62. NMonsa kapToukn «MyHKT»

KapTouka nyHkTa cnoBaps «PopMbl JOKYMEHTOB»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Cnoeapb HavmeHoBaHue cnosaps, K (0] txt 3anonHsaeTcsa aBToMaTU4decku npwu
KOTOPOMY OTHOCUTCS MYHKT CO3aHNM KapTOYKK
3HayeHue 3Ha4veHue K4eBoro crnosa 0] txt BBogom c knaBmaTtypbl
Hon. 3Ha4yeHue MpencTtaBnsieT cobON TEXHNYECKMI H txt Beogowm ¢ knasmatypsl
anuac, obecneumBaoLLNi MYHKLMIO
KIno4eBoro atpmbyrta ans
HEKOTOPbIX CroBapewn (3aHoCUTCSA
agMWUHUCTPaTOPOM CUCTEMbI)
lModknroyaembie Habopbl ampubymoe
Cekuyusi Habop aTpubyTos, koTopbIi OypeT H txt Bbibopom 13 cnmcka KroyeBbiX
«Mmpopmauun no 0T06pa)KaTbC9| B COOTBeTCTByIOLIJ,eI7I 3Ha4Y€eHUI C MOMOLLbIO KHOMKN
OOKyMeHmy» CEKLMM NPOU3BOJIbHOIO JOKYMEHTa

v Cai
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Ilpunoscenue. Onucanue noneii

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Cekyusi H txt Ypanutb 3HadeHune 13 cnucka
«JononHumenbHas MOXHO, NpeABapUTENbHO
uHgopmayusi» BbIOENNB €ro, C MOMOLLIbIO KHOMKM

b'e
V.3. B[ CnpaBoO4YHUK opraHM3auumn
V.3.1. KapTouka opraHusauumu
Ta6bnuua 63. MNons Bknaakn «OCHOBHasA»

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
lMonHoe lMonHoe HanmeHoBaHne 0] txt Bsogom ¢ knaBmaTtypbl
HaumMeHoeaHue opraHmusaumm (kak oHo dourypupyet

B HOPUONYECKNX JOKYMEHTAX)
CokpaujeHHoe CokpalleHHoe HaMMeHoBaHue 0] txt
HauMeHoeaHue opraHusaumm
Pykoeodumernb PUNO pykoBOANTENS OpraHn3aunm H Xt Bbibopom 13 obuiero cnucka
naeHbIl ®UO rnasHoro byxrantepa H txt COTPYOHWKOB
6yxsanmep opraHusaumm
lMopsiOkoebIl MHaekc, koTopbin 6yaeT H txt BBogom ¢ knasmaTypbl
uHOeKc MCMnonb30BaTbCs 419 COPTUPOBKM
AOKYMEHTOB (KapTo4vek
opraHu3auummn) B CTPyKType
opraHu3aumm unu noapasgeneHus.
3HayeHune nonst MoXxeT
MCMNomnb30BaTbCs Kak MHAEKC
opraHu3aumm B permcTpauuoHHbIX
HOMepax AOKYMEHTOB (MHAEKC
noapasgenexus NognucaxTa,
WcnonHutens v 1.0.)
YHukanbHbIl YHUKanbHbIA CNyXebHbIN HoMep H txt
ciyKe6HbIl HoOMep | opraHu3auum
ope2aHu3ayuu
Cneuyuanu3sayusi OnucaHune ccepbl AEATENBHOCTU H txt
opraHusaumm
AdmMuHucmpamopsi! | Cnnucok coTpygHUKoB, obragaroLmx H txt Bbibopom n3 obLero cnmcka
nodpa3sodeneHusi npaBamMv agMUHUCTPATOPOB A1 COTPYOHMKOB OpraHm3aumm ¢
opraHusauun nomMoLpbto KHonku [[lo6aBuTs].
Ypanutb 3Ha4YeHme 13 cnucka
MO>XHO, NpeABapUTENbHO BblgENVB
€ro, C MOMOLLIbIO KHOMKM
[YaanuTb]
Nms epynnbi Wwms rpynnel, cosgaHHom B Obwen H txt ABTOMaTM4YeECKM Nocne 3anycka
docmyna AppecHon Knure areHTa OOHOBIEHUSA AaHHbLIX B
O6wen AgpecHon Knure
BHeuwHsi1s1 ccblnika BHelUHWe ccbInikn Ha pecypcebl cetu H txt C nomolLLbio KHOMKY [BHeLwwHAR

NHTepHeT

ccbinkal. Yganute/ UaMeHnTb
[00aBnNeHHY CChINKY MOXHO C
nomolLLblo kKHornok [YaanuTbe]/
[PenakTupoBaTthb]

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Pykoeodumernb Ccbinka Ha KapTO4Ky pyKOBOAUTENS H txt KonupyeTtca 13 nons
opraHusaumm Pykoeodumersb BKNagaku
OcHoeHas. [Npu HaxaTnm
OCYLLECTBIAETCS NEpPexos B
KapTO4Ky pyKOBOAMTENS
Ta6nuua 64. NMonsa Bknagku «CBA3b»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns

Tene¢hoH Homepa KoHTakTHbIX TernedoHoB H txt BBogom c knaBuaTypbl
opraHusaumm

Pakc Howmep(a) dakca opraHmsarmu H txt

Adpec B OneKTPOHHbIN aapec H txt

KaHuensipus B KaHuenspusa opraHusauum

AnekmpoHHbIe OneKTPOHHbIV agpec H txt

obpasbli B[l dnekTpoHHbIe 06pa3bl

Adpec B[] OnekTpoHHbIV agpec B O H txt

O6pauweHue noapasgenexHus

2paxodaH

AnekmpoHHbIe OneKTPOHHbIV agpec H txt

obpasbli B[l dnekTpoHHbIEe 06pa3bl

Tabnuua 65. NMNonsa Bknagku «PekBU3UTbI»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
®dakmu4deckuli Agpec dakTnyeckoro H txt | BeBogom c knaBuaTypbl
adpec MECTOHaXOXAEHWNSI OpraHn3aumm
HOpuduyeckuli KOpuanyeckun agpec opraHMsauum H txt
adpec
BaHkoeckue BaHKkoBCKMe peKkBU3NTbI OpraHM3auuu, H txt
pekeusumsl Takme kak IHH, pacyeTHbIn cyerT,

KOPPECNOHAEHTCKUN CYET U T.4.
Ta6nuua 66. Monsa Bknagkun «CcbNIKN»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Kommenmapuu u KomMeHTapuu u ccbiriku Ha H rtf Beogom c knaBsuatypsbl €
CCbIJIKU pa3bACHAKLNE JOKYMEHTbI BO3MOXHOCTbIO (hOpPMaTMpPOBaHUS
V.3.2. KapTouka nogpasaeneHus
Ta6bnuua 67. Mona Bknaakun «OcHoBHaA»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
HaumeHoegaHue MonHoe HanmeHoBaHWe 0] txt Beogom c knasmatypbl

nogpasgenexHusi
A66peesuamypa CokpalleHHoe HavMMeHoBaHue 0] txt
nogpasgenexHnsi
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lMopsidkoenwili MHaekc, koTopbin 6yaeT H txt
uHOekc MCMnonb3oBaTbCs A1 COPTUPOBKM
AOKYMEHTOB (KapTo4ek
nogpasgenexHus).
3HayeHne nons MoxeT
MCNonNb30BaTbCH Kak MHAEKC
nogpasgeneHnsi B permcTpaumoHHbIX
HOMepax OOKYMEHTOB (MHAEKC
nogpasaeneHuns NognucaxTa,
Wcnonuutensa v 1.n.)
Pykosodumernb ®UO pykoBoamTeNns nogpasgeneHus H txt Beibopom 13 obLero cnmcka
Kypamop DUNO kypaTopa noapasgeneHus H txt COTPYOHWKOB C MOMOLLIbIO
KHOMKM
AdmMuHucmpamops! | Cnncok coTpyaHukoB, obnagaroLmx H txt Bbi6opom n3 obuiero cnucka
nodpa3sdeneHusi npaBamMv agMUHUCTPATOPOB A1 COTPYOHVKOB OpraHm3aumm ¢
noapasgenexHus MOMOLLIbHO KHOMKK
[Aob6aBuTb]. Yoanutb
3Ha4YeHne 13 CnmMcka MOXHO,
npegBapuTernbHO BblAENMB
€ro, C MOMOLLIbIO KHOMKK
[Ypanutb]
OpeaHusayus CcblNnka Ha KapTOYKy opraHm3aumm, K 0] txt ABTOMaTMYECKN Nocne
KOTOPOM OTHOCUTCS OaHHbIA dounuan COXpPaHEHMUSs KapTOYKn
nogpasgeneHusi
Ums epynnbi Mmsa rpynnel, co3gaHHon B ObLen H txt ABTOMaTMYECKM Nocne
docmyna AppecHown Knure 3anycka areHta oGHOBNEHNs
AaHHbIX B O0wen AgpecHon
KHure
BHewHs15s1 ccbinika BHelUuHue ccbInky Ha pecypcbl cetn H txt C MOMOLLBbHKO KHOMKN
NHTepHeT [BHelwuHAA ccbinkal.
Yaanuts/ N3aMeHuUTb
000aBMNEHHYIO CCINIKY MOXHO
C MOMOLLLbIO KHOMOK
[Ypanuts]/
[PepakTupoBathb]
Pykoeodumernb Ccbifnka Ha KapTo4Ky pyKoBOAMTENSA H txt Konunpyetcsa us nons
nogpasgenexHusi Pykoeodumesb BKNagku
OcHosgHasi. [pun HaxaTum
OCYLLIECTBMSIETCS Nepexon, B
KapTOYKY pyKOBOAMTENS
Tabnuua 68. MNonsa Bknagku «CBA3b»
Mone OnucaHue O/H| Twn Cnoco6 3anonHeHuns
TeneghoH Homepa KoHTakTHbIX TenedoHOB H txt | BBogom cC knaBuaTtypbl
nogpasgenexHnsi
Pakc Howmep(a) dakca nogpasgeneHus H txt
Adpec 6] OneKTPOHHbIN aapec H txt
KaHnuensipus bl KaHuensipua nogpasgeneHms
Ss1IeKmpoOHHbIe OneKTPOHHbIV agpec H txt
obpasbl B[l dnekTpoHHbIe 06pa3bl
Adpec 6] OnekTpoHHbIV agpec B O H txt
O6paweHus noapasgenexHus
epaxodaH
Ss1IeKmpoOHHbIe OneKTPOHHbIV agpec H txt
obpa3sbli B dnekTpoHHbIEe 06pas3bl

v Cai
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Ilpunoscenue. Onucanue nonei

V.3.3. KapTouka caunta

Ta6nuua 69. Mona kapTo4ukn «CanT»

Mone OnucaHue O/H | Tun Cnocob 3anonHeHus
Ndenmudgpukamop VpeHTudukaTop canrta ©) Xt Beogom c knaBuaTypbl
HaszeaHue HasBaHwue canta @) txt
Cepeep CepBep, KOTOpbIN NPUHAONEXNT 0] txt | BbiGopom 13 cnmcka Kno4veBbIX

AaHHOMY canTty 3HAYEHUN C NOMOLLbH KHOMKK
Nms xocma HTTP Mms xocTa H txt Beogom c knaBuaTypbl
OnucaHue KpaTkoe onucaHue canta H txt
lMpou3zeodcmeeHHbill | Mpon3BoACTBEHHbIN KaneHaapb Ans 0] txt | C NOMOLLbIO KHOMKN
KaneHOapb cavnTta 3anonHseTca aBToMaTM4ecky npu
€o34aHnM NPOU3BOACTBEHHOIO
Kanengapsi 4ns aHHOro cavTa c
BO3MOXHOCTbIO peJaKTUpPOBaHWsI
Peaucmpauus
Adpec cepeepa IP-agpec cepBepa ®) txt | BBogom c knaBuatypsl. [locne
opm Mopt ®) txt | ykasaHws agpeca, npoTokona,
llpomokou MpoTokon ®) txt | IOrMHa n napons MOXHO
Jlozun Wms nonb3oBaTtens (NoruH) Ha O txt | MPOBEPUTE AOCTYNHOCTb
natuHuLe yKa3aHHOro cepBumca Nno KHorke
Maponb Maponb nonb3oBarens ¢) txt | [MPoBepuTL AOCTYNHOCTL
cepBM1Cca permcrTpauum
DOKyMeHTOB]. [locne HaxaTus Ha
KHOMKY He0OX0AMMO BBECTU
YKa3aHHbI€ NOTMH C Naposiem.
Cunctema otobpasnt pesynbrat
NpOBEPKN
V.3.4. KapTouka coeanHeHus
Ta6nuua 70. Monsa kapTo4kn «CoeanHeHne»
Mone OnucaHue O/H | Twn Cnoco6 3anonHeHus
Caum 1 [epBbIv cCaT coegnHeHUs 0] txt | Beibopom n3 obLiero cnucka cantos
Caum 2 BTopon cant coeanHeHuns O txt opraHMsaumm ¢ NOMOLLBK KHOMKKU
ymb MyTe Mexay cantamm H txt | Beibopom 13 cnuncka KnyeBbIxX
3HAYEHUIN C MOMOLLK KHOMKN
OnucaHue KpaTtkoe onncaHne coegnHeHus H txt | BBogom c knasunatypsl
V.3.5. KapTouka y3na
Ta6nuua 71. Monsa kapTouku «LleHTpanbHbIN y3en»/«Moaysen»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
WNms y3na HasBaHue y3na 0 txt | BBogom c knasumaTypbl
Caum Cairt, Ha KOTOPOM HaxoauTcd y3en H txt Bbibopom 13 cnmcka KnodeBbIxX
3HAYEHUIN C NOMOLLbIO KHOMKK
IP-Adpec IP-agpec y3na (ecnu y3en 0] txt | BBogom c knaBuaTtypbl
npeacTtaenset cobon knactep, To IP-
afpeca cepBepoB BBOAATCH Yepes
3HaK «:»)

v Cai
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Ilpunoscenue. Onucanue nonei

V.3.6.

KapTouka coTpyaHuka

Ta6nuua 72. 3aronoBOK KapTO4KU COTPYyAHUKA

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
OpeaHu3zayus/ Ccbinka Ha OpraHusauuto/ (0] txt Mpw KNKKe Ha CCbISIKY OTKPbIBaETCSA
lModpasdeneHue MogpasgeneHue coTpyaHuKa KapTo4ka opraHusauun/

nogpasgeneHus
YHukanbHoe umsi YHuKaneHoe nMmsi COTpyaHvKa 0] txt KonvpyeTtcs 13 nons YHukanbHoe
ums Bknagkm OcHosHasi
HomxkHocmb HanmeHoBaHMe 4OMKHOCTH H txt Konupyetcsa ua nonsa fJosmkHocmb
COTPYOHMKA Bknagkm OcHosHasi
lMoyma Anpec aneKTpOHHOW NOYThI H txt KonvpyeTtcs n3 nons E-mail adpec
Bkrnagku KoHmmakmeli. [pu knuke
OTKpbIBAETCH OKHO CO3[aHUsA
NMOYTOBOro COOBLLEHNA B MOYTOBOM
KITMEHTE, yCTaHOBMEHHOM MO
YMOJTYaHUIO
TenneghoHbl Homepa TenecoHoB H txt KonvpyeTtcsi 3 nonen Nopodckol
meneghoH, Paboyuii menegoH
Bknagku KoHmakmasi
TabenbHbil Homep | TabenbHbIN HOMEpP COTPYAHMKA H txt KonvpyeTtcsi 3 nons TabesnbHbIlU
Homep Bknagkn OcHoeHasi
lMpu3Hak «YeoneH» | NpusHak oTobpaxaerca B H lMocne BbINONHEHWS OENCTBUA
KapTo4Ke YBOMNEHHOro [YBOnuTb]
COTPYOHMKA
lNepcoHanbHbIe Ccbifka Ha NMYHYI0 KapTo4ky 0] txt
OdaHHble COTPYOHMKA
Pykoeodumenb Cchbinka Ha KapTouky H txt KonunpyeTtcsa ns nons
PYKOBOAUTENSA COTPYAHUKA Pykoeodumesb BKNagku
OcHoeHas. Npu knuke
OCYLLECTBMAETCH NEPEXOL B
KapTo4Ky pykoBoauUTEns
Mone on4a OtobpaxaeTcsa poTo H Bbibopom n3 dannos, gobaBneHHbIX
doTorpacum coTpyaHuka. PekomeHayemblin B 00MNacCTb BNOXEHUN KapTOYKU
pasmep — 3x4 cM COTPYAHWKA, No ccbliike M3MeHUmMb
Ta6bnuua 73. Mona Bknaakun «OcHoBHaA»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
®Pamunus damunnsg coTpygHuka 0] txt Beogom c knasmatypbl
Ums Vima coTpygHuka H txt
Omuyecmeo OT4eCcTBO COTPYAHUKA H txt
®Pamunusi, damunus n nHmumansl H txt Beogom ¢ knasmatypbl unm
UHuyuarnbi COTpYOHMKa BbIOOPOM M3 CNUCKa 3HAYEHUI C

MOMOLLIbIO KHOMKK | (3HaYeHne

dopmMUpyeTCs NO yKazaHHbIM BbilLe

MMEHW, PaMUNINN N OTHECTBY)
lMonHoe umsi MonHoe nms coTpyaHuka H txt Beogom ¢ knaBuatypbl unm

BbIBOPOM 13 CMCKa 3HAYEHUN C
MOMOLLbIO KHOMKM | (3HaYeHne
dopmMmmpyeTcs Mo yKazaHHbIM BbilLe
UMeHW, PaMnmm n oT4eCTBY)
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus

YHukanbHoe umsi YHuKaneHoe nMmsi COTpyaHuKa 0] txt Beibopom n3 cnucka 3HaveHui ¢
MOMOLLIbIO KHOMKM | (3HaYeHUst
opMUpPYOTCA MO YKa3aHHbIM Bbille
UMeHW, haMnnnm n OTYECTBY).
Ypanute 3HayeHne n3 cnucka
MO>XHO, NpeaBapuTenbHO BbIAENUB
€ro, C NOMOLLbK KHOMKM X

HomxHocmb HanmeHoBaHWe JOMKHOCTH H txt Bsogom c knaesuatypbl

COTpYAHMKA

TabenbHbil HoMep | TabenbHbIN HOMEP COTPYAHMKA H txt Beogom ¢ knaBuaTypbl

3eaHue 3BaHue coTpygHuKa H txt Beogom ¢ knaBuaTypbl

KomnemeHnuuu KomneTeHuun coTpygHuka, B H txt Bbi6opom 13 cnvcka 3HavyeHun ¢

COOTBETCTBUN C KOTOPbIMU OH MOMOLLIbIO KHOMKK . YaanuTb
MOXET peaakTnposaTb 3Ha4YeHNe U3 Crmcka MOXHO,
ornpefesieHHbIe rpynbl nosen npeaBapuTENbHO BbIAENWB €ro, C
KapTo4eK JOKYMEHTOB Ha aTane [OMOLLIbIO KHOMKM Y
3KCNEepPTM3bI.

Mo ymonyaHuio

ycTaHaBnmBaeTcs O6was

KoMneTeHuus (HegocTynHasa ans

yAaneHus), B COOTBETCTBUM C

KOTOpOW NpaBa Ha

pefakTupoBaHMe OTCYTCTBYHOT

Pykoeodumenb PykoBoauTensb coTpyaHuka H txt Beibopom 13 obuero cnvcka
COTPYOHWKOB C MOMOLLIbH) KHOMKW

Coemeuw,eHue Ccbinka Ha KapTouKy (0] txt lMone oToGpaxaeTcs TONbKO Npwu

COBMELLEHNS HanM4YnM COBMELLEHNS Y COTPYAHMKA

Tabnuua 74. Mona Bknaaku «C30»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
CompyOHuUK: lMone ykasbiBaeT, ABNSETCH Nn H YekBoKC | YcTaHoBKoW/cHATWEM ¢nara
senssiemcs COTPYAHWK Nonb3oBaTenem
nosb3oeamesniemM Cuctembl
npusioxeHusi
Notes-ums Mmsa nonb3oBaTtens B cucteme 0] txt Beibopom 13 O6Lien AgpecHom

(naTuHCcKkMMK BykBamm) KHurn unn ns LDAP katanora (ans
COTPYAHWKOB, UCMONb3YOLLMX BEO-
OOCTYN) C MOMOLLbH KHOMKK

Caum CainT B MHOTOAOMEHHOW 0] txt Beibopom 13 cnucka cantos

opraHu3auumn, K KoTopomy opraHmMsaumnm ¢ NOMOLLbIO KHOMKK =
NPUKpPENnNeH COTPYAHUK

He YcTtaHoBuTb conar, ecnv He H txt YcTaHoBKoW/CHATMEM donara

npedynpexdamb O | crnefyeT BbIBOAUTb

pabome Ha 4Yyxom | npepynpexgeHne o paboTte Ha

calime YYXKOM canTe

CoobuweHus: HacTpolika cMcteMHbIX H yekbokc | YcTaHoBKoW/CHATMEM dnara

omrnpaesisims 8 yBeoMMeHun (npu

noymoessbil AWuK yCTaHOBMNEHHOM Mepekntoyarene

CUCTEMHbIe coo0LLEeHMS,
oTnpaenstowmecda Ha 'C,
AyonvpyoTCsl B MOYTOBBIN SLLMK
nonb3oBaTens)

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Pa3spewamb OTobGpakaeTcs Npy OTMEYEHHOM H yekbokc | YcTaHOoBKoOW/CHATMEM dnara
MeHsIMmb thnare CoobweHus.
nosnb3oeamerio omnpaeJsiimb 8 N0YMos8hbil

AwukK. lpn BbICTaBNEHHOM
nare nonb3oBarternb UMeeT
BO3MOXHOCTb CaMOCTOATENBHO
onpeaenaTb cnocod gocTaBku
€My yBeJOMITEHUIN C NMOMOLLIbIO
NNYHBIX HAcTpoek [(naBHow
CTpaHuubl
lMopsidkoenil YHUKanbHbIN NHAEKC KaPTOYKU H txt Beogom c knaBmaTypbl
UHOeKc
Ponu BusHec-ponb coTpyaHuka H txt Beibopom 13 cnucka KnioveBbix
3HAYEHMWIN C MOMOLLBIO KHOMKM
Ypanutb 3HayeHne u3 cnucka
MOXHO, NpeABapUTENbHO BbiAENVB
€ro, C MOMOLLIbIO KHOMKU X
Ta6nuua 75. NMonsa Bknagkn «KoHTakTbI»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
opodckoli Homep | Pabounii TenedoH coTpyaHuka H txt Beogowm ¢ knasmatypbl
BHympeHHuli Ho6aBo4HbIn HOMep TenedgoHa H txt
Homep
Mob6unbHbIl Homep mobunbHoro TenedgoHa H txt
mesnie¢hoH
Homep ¢hakca Homep dakca H txt
Apyaue [ononHuTtenbHble HOMepa H txt
menegoHbI TenedgoHoB, Mo KOTOPbLIM MOXHO

CBSA3aTbCsl C COTPYAHVKOM
MecmononoxeHue | MectononoxeHue paboyero H txt
MecTa COTpYAHUKa
E-mail adpec ALpec 3neKTPOHHOW NOYThI H txt
Ta6nuua 76. Monsa Bknagku «JenernpoBaHue»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Komy genervposaHbl OTobpaxatoTcs Tekywue
NMOMHOMOYNSA MHOHO: HasHayeHus NO/OJTy
COTPYAOHMKA
Ucnonusrowui Ccbinka Ha KapTouky H txt ABTOMaTMYECKN MPU HACTPOWNKe
ob6s13aHHOCMU COTPYAHMKA, OenernpoBaHusl MOHOMOYMN B
NCNosHSAoLLEro o6s3aHHOCTH KapTO4Ke COTpPYAHMKA NO
KHonke [denernpoBaTb
nosHomMouusi]
JHoeepeHHbie nuya Ccblinka Ha KapTOuKy H txt ABTOMaTMYECKM NPU HACTPONKe
AOBEPEHHOIO Nnua CoTpyAHMKa AenermpoBaHusi NOSIHOMOYNIA B
KapTo4Ke COTpyOHUKA No
kHonke [denernpoBaTtb
nosHomMouusi]
Kro genernposan OTobpaxatoTcs TekyLue
NONHOMOYNS MHE: HasHayveHus NO/OJ1 coTpyaHUKy
Ucnonnarmowul Ccblinka Ha KapTOuKy H txt ABTOMaTMYECKM NPU HACTPONKe
ob6s13aHHOCMU COTPYOHWKA, KOTOPbIN AenermpoBaHns NOMHOMOYMUN
AenernpoBar UCMoNTHeHne B KApTOUKe 3ameLlLatoLLero
06s3aHHOCTEN COTpyAHVKa
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
HoeepeHHoe nuyo Ccbinka Ha KapTouky H txt ABTOMAaTN4ECKN MPU HACTPONKe
COTPYOHWKA, KOTOPLIN AenermpoBaHnst NOTHOMOYMN
Aenernposarn NosTHOMOYUNS B KapTO4Ke 3amMeLlaroLLero
OOBEPEHHOMY NULLY COTPyAHVKA
WcTopus McTopusa HasHayeHns U OTMEHbI H txt ABTOMaTMYECKM MpU
JenernpoBaHus OenernpoBaHund y COTpyaHuKa u onepauusix genernposaHus (B
Ha3Ha4YeHUs N OTMEHbI cny4ae yCTaHOBIEHHOro ¢nara
AenernpoBaHnsa gaHHOMY lTpomokosniuposaHue
COTPYOHUKY APYrMMM delicmeuli c 0OKyMeHmamu B
CoTpyaHMKaMun HacTpowvikax B[l Cnpago4YyHuk
opeaHu3sayuu (B B[]
AdMuHUCMpupoeaHue))
Tabnuua 77. Mona Bknaaku «3MM»

Mone OnucaHue O/H [ Tun Cnocob6 3anonHeHus
CepuliHbilii Homep | CepuinHbli HOMep cepTudunkaTa H txt | 3anonHsaeTcs aBToMaTUYEecKu nocne
cepmudbukama nmnopTa AaHHbIX cepTudmkarta
Omneyamok OTnevatok ceptudmkarta H txt
cepmudghukama
Cepmuchukam CepTtndmkart nonb3oBarens H txt
Tun npoeatidepa YKasaTb TUM MCNONb3yeMOoro H txt | Beibopom m3 BeinagatoLlero cnucka

KpVInTOﬂpOBaVI‘/'I,CI,epa. Coaepxut (C NOMOLLBIO KHOMKM ﬂ)
BbINaatoLLni CNCOK AOCTYMHbIX
3Ha4YeHun
Tun xpaHunuwa YkasaTb TUN XpaHunua H txt | Beibopom m3 BeinagatoLero cnucka
KOHTEWHEepoB (nosie AOCTYMHO Mpu (C NOMOLLBIO KHOMKM ﬂ)
BblbOpe B kayecTBe
kpuntonposangepa Kpuntollpo
JCP). ConepxuT BbinagatoLumi
CMUCOK OOCTYMHbIX TUMNOB
Ha3zeaHue BBecTn Ha3BaHWe KoHTeHepa H txt | BBogom ¢ knaesmaTypsbl
KOHMeliHepa Knto4va (KonupyeTcs U3 okHa
Kfro4ya HaCTPOWNKM KpunTonposangepa)
JluyeH3UoHHbIl BBecTn NnMUEH3MOHHBIN KoY H txt | BBogom ¢ knaesmaTypsbl
KJ110Y npodyKkma cepTudukaTta nonb3oBaTens,
«Jloeauka ECM. NONy4YeHHbIN OT NOCTaBLUUKOB
Wimamn» «Jloruka ECM. WWTamny
Cepmudgpukam YkasaTb cepTudmkaT nsgartens H txt | BBogom c knaBuaTypbl. Micnone3yeTcs
u3ldamens npu Tune nposangepa Kpuntonpo JCP
1 TUNe npoBepkn ceptudukata OCSP
ONs1 YCKOPEHWs npoLuecca NpoBEPKU
cepTudumkara
Mymsb ons YkasaTb BpeMeHHYI0 narnky, H txt H u
axxaTuem KHOMKK
wudghpoeaHus KoTopas 6ygeT McnonbL3oBaThCs
¢halinos BO BpeMs LWMGPOBaHMSA
Pain dann ceptudukarta H txt | 3anonHsieTcs aBTOMaTUYECKN NOCIe
MMnopTa AaHHbIX cepTudmkara
Tao6nuua 78. Mona Bknaaku «®annbl U CCbINKNU»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
O6nacTb BroXeHui darnbl 0611acTy BNOXEHNN H txt PaboTta ¢ BnoxeHnsimn

OCYLLIECTBIIAETCS MO KHOMKaMm
Ha naHenu gencTeun obnactu
BITOXXEHUN
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
BHewwHAsA cebinka BHellHMe ccbinkn Ha pecypchl H txt PaboTa ¢ BHELIHMMU CCbINIKaMm
KOHTpareHTa B ceTu (canT OCYLLECTBMAETCH NO KHOMKaM
opraHusaumm, cnpaBoyHasi Ha naHenu gencTemm obnactu
WHGOPMaLINS O KOHTPareHTe) paboTbl C BHELLUHVMW CChINTKamu
Tabnuua 79. Nonsa Bknapku «[JononHuTenbHbIe aTPUOYThI»
Mone OnucaHue O/H | Twn Cnocob 3anonHeHus
Kpye KpaTkoe onucaHne JomKHOCTHbIX H txt | BBogom c knasmaTypbl
obsizaHHocmel 0653aHHOCTEN COTPYAHMKA
N36paHHbIe CoTpyaHukm, oTobpaxarowmecs Ha H txt | ABTOmMaTunyeckm npu Boibope
compyOHUKuU Bknaake M36paHHoe n30paHHbIX COTPYOAHNKOB MO KHOMKE
(ucnonb3yemcs e B UHdporpaduka onsa tekyero [WU3bpaHHble cOTPYAHUKU]
B[] Unghoepaghuka) | coTpyoHuka
lMadexxu umeHuU u domkHocmu (Onis1 ne4amu)
®ONO PIT ®UNO coTpyaHvKa B POANUTENBHOM H txt | Beogom c knaBsmaTypbl Unn
nagexe BbIOOPOM M3 Cnncka 3Ha4YeHUN C
ono gn ®UO cotpyaHuKa B AaTeNbHOM H txt | NOMOLLIbIO KHOMKK . (3HAYEHUs!
nagexe G OopMUPYIOTCH MO yKa3aHHbIM BbllLie
Hormknocms PI1 HassaHune fomKHOCTM cOTpyaHMKa B H txt | MMeHu, hamMunum, oT4HECTBY,
poauTENBHOM Nagexe dhamMunnm u nHMumanam, 3atem
ﬂon)m-]ocmb ﬂﬂ HasBaHune gormkHoCcTH COTpyadHWUKa B H txt pe,El,aKTVIpyIOTCH)
JaTenbHOM nagexe
HononnumensHbie | OToGpaxaeTtcsa cnmcok H txt
nons AOMNONHUTENbHbIX NOMen, 3a4aHHbIX B
AokymeHTe Hactpoek b[] CO
V.3.7. KapTouka coBmeLieHuns
Ta6nuua 80. NMonsa Bknagkn «OCHOBHasA»
Mone OnucaHue O/H | Tun Cnocob 3anonHeHus
UcnonHarnwul DUNO comecTuTENSA 0] txt | Boibopom 13 obLiero cnmcka
COTPYAHMKOB C MOMOLLIBKO KHOMKK
HosmkHocmb HavmeHoBaHne JOMKHOCTU NO @] txt | BBogoM € knaesuaTtypsbl
COBMECTUTENLCTBY
IMopsidkoenbili MopsakoBbI MHAOEKC H txt
UHOeKc
Ponu BusHec-ponb coTpyaHuka H txt | BblGopoM K3 crnucka Kno4veBbIX
3HAYeHWI C MNOMOLLbIO KHOMKM
[do6aBuTb]. YaanuTb 3HayeHve u3
crnucka MOXHO, NpeaBapuTensHO
BbIENMB €ro, C MOMOLLbH KHOMKM
[Ypanutb]
OpezaHuzayus Ccblnika Ha KapTOuKy 0] txt | ABTOMaTU4eCKM NOCre COXpPaHeHUs
/Modpa3deneHue opraHusauuu/nogpasgeneHus, B KapTO4KkM COBMELLIEHUS
KOTOpOM paboTaeT COTPYAHUK
Ta6nuua 81. Monsa Bknagku «JenernpoBaHue»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns

Komy genervpoBaHbl
NOSTHOMOYMS MHOIO:

OTobGpaxatoTcsa Tekywme
HasHauyeHus NO/ONTy
COTPYAHUKA

o
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Ucnonnarowuli Ccblnka Ha KapTOuKy H txt ABTOMaTUYECKN NPU HACTPOWMKE
obsizaHHocmu COTPYOHMKA, AenermpoBaHusi NOSIHOMOYNIA B

NCNOMHsoLLEero oba3aHHOCTH KapTouKe COBMELLIEHUS MO
kHonke [denernpoBatb
NOJIHOMOUMSA]
HoeepeHHbie nuya Ccblnka Ha KapTOouKy H txt ABTOMAaTMYECKN NMPU HACTPONKe
OOBEPEHHOro nua CoTpyaHuka JenernpoBaHus NOMHOMOYMI B
KapTOo4ke COBMELLEHUS Mo
KHomnke [denernpoBaTb
NOJIHOMOUMSA]
KTo genernposan OTobGpaatoTcsa Tekylme
NONIHOMOYUS MHE:! HasHadveHus NO/OJ1 coTpyaHuKy
Ucnonnarmowul Ccblinka Ha KapTOYKy H txt ABTOMAaTMYECKM NPU HACTPONKe
ob6s1I3aHHOCMU COTPYAHWKA, KOTOPbIN AenernpoBaHusl MOMHOMOYMN
Aenernposarn UCMnofHeHne B KApTO4Ke COBMELLEHMS
06s3aHHOCTEN 3aMeLLaLLLEro COTPYAHMKA
HoeepeHHoe nuyo Ccbinka Ha KapTouky H txt ABTOMaTMYECKM NPU HACTPOIKE
COTPYOHMKA, KOTOPLIN AenermpoBaHnst NONIHOMOYMIA
Aenernposarn nosIHoOMoYns B KApTO4Ke COBMELLEHMS
OOBEPEHHOMY NULLY 3aMeLLaloLLLEro COTPYAHMKA
Uctopus McTopusa HasHavyeHUs U OTMEHbI H txt ABTOMaTMYECKN MpK
JenermpoBaHuns AEeNernpoBaHuns y CoTpyaHuka u onepauusix AenermposaHus (B
Ha3Ha4YeHUs N OTMEHbI cny4ae ycTaHOBIeHHoro ¢nara
AenernpoBaHnsg gaHHOMy lpomokosniuposaHue
COTPYOHUKY APYrMMM delicmeuli c 0OKyMeHmamu B
COTpyaHMKaMun HacTpowvikax B[l Cnpago4YyHuk
opeaHu3ayuu (B B[]
AJOMUHUCMpuUpoeaHue))
V.3.8. JlnyHasa kKapTouKa coTpyAaHMKaA

MepcoHanbHble [OaHHble COTPYAHMKA [AOCTYMHbI AN MPOCMOTpa MONb30BaTENSIM C  POJbHO
[PersonalData] B B[] CO, koTOpas yctaHaBnuBaeTcs agMUHUCTPATOPOM.

Ta6nuua 82. 3aronoBoOK NepcoHanbLHOM KapTO4KU COTPYAHMKA

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
OpezaHu3sayusi/ Ccebinka Ha OpraHusauuto/ O txt Mpun kNrke Ha CCbINKy OTKPbIBAETCA
lModpa3deneHue MogpasgeneHne coTpyaHuka KapToYKa opraHusaunv/ nogpasgeneHus
YHukanbHoe ums YHuKaneHoe ums coTpyaHuka O txt KonnpyeTtca ns nons YHukanbHoe umsi
BKnagkn OCHOBHasl KapTO4KM
COTPYAHVKA

HomxkHocmb HanmeHoBaHne O0mKHOCTH H txt Konupyetca ns nonsa JosmxkHocms

COTPYOHMKA BKnaakn OCHOBHasi KapTO4KM

COTPYAHVKA

lMouma Anpec aneKTpOHHOW NOYThI H txt Konupyetcs 13 nona E-mail adpec
BKnagku KoHmakmbI KapTouku
coTpyaHuka. Mpu knrKke OTKpbIBaeTcs
OKHO CO3[aHus NOYTOBOro COOBLLEHUN B
NMOYTOBOM KIMEHTE, YCTAHOBIIEHHOM MO
YMOITYaHUIO

TenneghoHbI Homepa TenedoHoB H txt Konupyetcs u3 nonen Nopodckol

meneghoH, Paboyuili meneghoH
BKNagku KoHmakmasi KapTo4Ku
COTPYyAHMWKa
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Tab6enbHbil Homep | TabenbHbIN HOMeEpP H txt Konupyetcs n3 nons TabenbHbIlU
COTpYyOHMKa Homep BkNagkn OCHOBHas KapTOYKU
COTPyAHVKa
lpu3Hak «YeoneH» | NpusHak oTobpaxaeTcs B H [Mocne BbiNONHEHWS AeNCTBUA
KapTo4yKe YBOJIEHHOro [YBonutb]
COTpYAHMKA
TMy6nu4Hbie Ccbinka Ha OCHOBHYHO @) txt
daHHble KapTO4YKy COTpyaHUKa
Pykoeodumenb Ccbinka Ha KapTouky H txt KonupyeTtcs u3 nons Pykoeodumernb
pyKOBOAMTENS COTPYAHMKA Bknagkm OCHOBHast KapTOUKM
coTpyaHuka. MNpwu knuke
OCYLLIECTBNAETCA Nepexo B KapTOUKy
pykoBoauTens
Mone ans OTtobpaxaeTtcsa oTo H Bbibopom n3 cpavinos gobaBneHHbIX B
doTorpacumm coTpyaHuka. PekomeHayembin 06nacTb BNOXEHU KapPTOYKM
pasmep — 3x4 cm COTPYAHWKA, MO CCblNke M3MeHumb
Ta6nuua 83. NMonsa Bknagku «MepcoHanbHble AaHHbIE»
Mone OnucaHue O/H | Twn Cnoco6 3anonHeHus
Hama poxdeHus [arta poxgeHusa coTpygHuka H txt | BBooom € knaBuaTypbl Unm
BbIOOPOM 13 KaneHaaps
HaHHble nacnopma | Homep nacnopta coTpygHuka H txt | BBogom c knaBmuatypbl
HomawHuli adpec [lomaluHni agpec coTpyaHuKa H txt
HomawHuii [omaluHuni TenedoH coTpyaHuka H txt
mesnie¢hoH
WHH MoeHTuduKauMoHHbIN HoMep H txt | BBogom c knasmaTypbl
HanoronnarenbLuka
CHUJIC CTtpaxoBor HOMep UHAUBMAYarbHOro H txt Beogowm c knasmatypbl
nvLeBoro c4éTa B cucteme
0653aTeNbHOr0 NEHCUOHHOTO
CTpaxoBaHusi
Ta6nuua 84. NMonsa Bknaaku «®ansbl U CCbITKU»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
O6nacTb BroXxeHui darnbl 0651acTM BNOXEHNN H txt PaboTta ¢ BnoxeHnsmm
OCYLLIECTBMAETCS MO KHOMKam
Ha NaHenu gencTeun obnactum
BIOXXEHUI
BHelwHAS cebinka BHelLHWe ccbIniku Ha pecypchl H txt PaboTa ¢ BHELWHMMU CCbiNikamm
KOHTpareHTa B ceTu (canT OCYLLIECTBMAETCS MO KHOMKaMm
opraHusauuu, cnpaBoyHas Ha NaHenu gencTBun obnactu
WH(OPMALINSI O KOHTPareHTe) paboTbl C BHELUHUMW CChIfTKamu
Ta6nuua 85. Monsa Bknagku «Joctyn»
Mone OnucaHue O/H| Twn Cnoco6 3anonHeHuns
Pedakmopbi Cnncok pefakTopoB NMYHOM H txt | Boibopom 13 obLiero cnmcka
KapTO4Ku COTPYQHMKOB/ rpynn nonb3oBaTenemn
HYumamenu Cnncok yntatenev NMYHON KapTOYKU H txt | C MOMOLLbIO KHOMKM
Ucmopus pedakmupoeaHus
Co30aHue Hata, Bpemsa n ®0 coTpyaHuka, H txt ABTOMaTMYECKM NpU CO30aHMMN
CO3/1aBLUEro KapTOYKY. (M3mMeHeHun) JOKyMeHTa
N3meHeHuUs1 Hata, Bpemsa n ®0 coTpyaHuka, H txt
N3MEHUBLLETO KapTOYKY.
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Ilpunoscenue. Onucanue nonei

V.3.9.

KapTouka rpynnbl

Ta6bnuua 86. MNons kapTo4uku «pynna»

Mone OnucaHue O/H | Twn Cnoco6 3anonHeHus
HaumeHoeaHue HasBaHwue rpynnbl (>kenatenbHo, 0] txt | BBooom € knaemaTypbl 1 BbiIGOpPOM
4YTOObI OHO OTpaXkano NpusHak, no N3 CTPYKTYPUPOBAHHOIO CNncKa
KOTOPOMY co3faBanach rpynna) OTAENoB OpraHn3auunmn ¢ NOMOLLbIO
KHOMKK
Notes-ums Notes-ums rpynnbl 0] txt | Beibopom 13 cnncka rpynn
nonb3oBaTtenen,
3aperncTpmpoBaHHbix B O6Luen
AOpecHoOn KHUre, ¢ NOMOLLIbLO
KHOMKW
TeneghoH TenedoHHLI HOMepP pyKkoBoOAUTENS H txt | BBogom c knasmaTypbl
rpynnbl
Kommenmapuu MprmeyaHuns H txt

Ecnv nonb3oBatenu, BKMOYEHHbIE B rpynny, AenervpyroT NOfTHOMOYMS APYrMM Monb3oBaTensam,
TO ANSi KOPPEKTHOrO NPeaoCTaBneHns AOCTyna K JOKYMEHTam B 3Ty rpynny Heo6XoAMMO BKIOYaTh BCEX

NCNONHAKLWNX 00s13aHHOCTU 1~ AOOBEpPEHHbIX JTNL, 3TUX nonb3oBarenemn.

[ns KoppekTHOM paboTbl AaHHOro yHKUMOHana Heobxoammo, 4ToObl agpecHasl KHUra cepeepa
pennuuupoBanacb, NMbo 4YToObl Ha BCEX CepBepax B afpecHbIX KHUrax Obinv 3aBefdeHbl OAMHAKOBbIE
rpynnbl Nnonb3oBartenen (Ha3BaHus rpynn 1 UX COCTaB AOMKHbI ObITb MOMHOCTLIO NOEHTUYHBI).

V.3.10.

Tabnuua 87. Monsa Bknaaku «Paccbinka»

Cnucok paccbinku (O6wmn/NnyHbIn)

Mone OnucaHue O/H | Twn Cnoco6 3anonHeHus
HaumeHoegaHue HavmeHoBaHWe crnvcka paccbinku 0] txt | BBogom c knasuartypsl
Cnucok MepeyeHb NnogpasgeneHun n H txt | BeilGopom M3 CTPYKTYpMPOBAHHOIO
compyOHuUKo8 u COTPYOHWKOB, BXOOSALLUX B CMIMCOK cnucka nogpasgeneHni
nodpasdeneHui pacchIku OpraH13aLyy ¢ MOMOLLIO KHOMKM
Koo cnucka YHUKanbHbIN KO, criucka H txt Beogowm ¢ knasmatypbl
Kommenmapuu KommeHTapum H txt
Ta6nuua 88. NMonsa Bknagku «JocTtyn»
Mone OnucaHue O/H | Twn Cnoco6 3anonHeHuns
Pedakmopbi Cnncok pefakTopoB NMYHOM H txt | Boibopom 13 obLiero cnmcka
KapTO4Ku COTPYOHMKOB/TPYNN nonb3oBaTenem
HYumamenu Cnuncok yntatenev NMYHON KapTOYKu H tXt | C MOMOLLBIO KHOMKKM
Ta6nuua 89. NMonsa Bknagkn «Uctopusi»
Mone OnucaHue O/H| Twn Cnoco6 3anonHeHuns
Co3daHue Hata, Bpems n ®O coTpygHuka, H txt | ABTOMaTU4ECKM NPU CO30aHUN
CO30aBLUENO KapTOUKY. (M3MeHeHMN) LoKyMeHTa
N3meHeHus1 Oata, Bpemsa n 1O coTpyaHuka, H txt

N3MEHMBLUETO KapTOUKY.
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